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CIVIL ACCOUNT CODE, SIXTH EDITION.

VOLUME II

1. I.n revising Volume II of the Civil Account Code, for convenience of
reference the numbering of the Articles in the Sixth Edition has been retained.

2. The following additions and alterations to Articles have been made :—

Article 7214 .
» 732(d) .
» 746 .
» 752 .
o 789
» 804(6) .
» 814 .
s 816(2) .
. 8204 .
,. 824 .
» 821\ (f)
» 881(4) .
» 845 (a)

. 83 (8) .
» 849, noto 1
» 874, .
» 875, note 3
» 922 . .

981, note’d

986 .
1002 .
1003A. .

1004(3), line 4
1076(5A), (11)

1103, note
1105, note 4

Audit in a separate group of bills of officors referred to in
Article 814, note 3.

Vernacular voucher {o be translated under signature of
drawing officer.

Applics when last-pay certifieate is taken out of his prove
ince.

Charge Certificate to be destroyed at the ond of first yoar.

Procedure in previous clause applies to officers transferred Lo
or from Berar other than those referred to in exeeption to
Articlo 34 of Civil Servico Regulations.

Revised Rules for Exchange Compensation Allowance.
Orders also to be initialled.

Referenco to Family Remitiance, ogneelled.

Ilow the proposed scale to be cheoked.

Budget check how exercised.

Travelling allowanco of all Aides-de-Camp of Governors and
Licutenant-Governors a Civil charge

Details of miscellaneous charges or other items to bo riven.

Scparate Reguster to he kept for pensions of Colonial Governe
ments and Native States.

Order and Report to be laid before n Gazetied Officer.

‘When names of ponsioners may bo omitted from the Aundit
LBegistor.

Agreement with consolidated abstract should ho made by the
Book Superiutendent,.

Deposits of High Cowmits of Madras and Bombay, Original
Side, how treated.

Advances how chocked.

Excesses over Contract Contingent Grants to be ontered in
the money column and cannot bo removed without sanc-
tion.

Assistant Superintendent also may pass adjustment.
Altornative plan not in force in Bombay.

Report on Defaleations.

“Ttems " substituted for ** vouchers.”

Statements of Tour Expenses and Exeh
Allowance.

Debits o Berar or Colonial Government, shonld be £ross.

Exceptions in cases of railway and passage warrants of
Burma and Assam Military Police.

ge Com ti



Article 1123, note
»  1134-1136

” 1146

Annexwe A, Chap. 57

» B, Chap. 60 (under
111 Items adjustuble
hy Civil Dept.)

Article 1202

”» 1235
» 1200
M 1341

Annexure A, Chap. 66

Articlo 1382(c)
»  1382(e)
» 1422

» 1432(2)

» 1459, note

» 1468(a)

» 1468(d)

” 1470, note 1
» 1481A

» 1485

”» 1510, note
” 1525

» 1530

» 15639

» 1611

» 1500

» 1679, nole
»  1626A

»  1626B

” 16298

" 1644

1i

Remittances to and from Berar how adjnsted.

Heads I and II are also for Forest Remittances.

Postings after andit of vonchers.

The followmg additions under Items adjustable by Tndia .—

Haulage charges of caringes of Members of Vieeregal
Conneil,

Receipts and charges on account of Southern Baluchis-
tan Agency (Bowbay).

Sale proceeds of Tide Tubles,
» » Journal of Indian Arts,

*¢ Famine Relief ** omitted.
Charges connected with acquisition of laud when debitable
to P. W. D.

Besides pensions certain  charges adjustable in the Civil
Departments

The year of the outward acconnt in which the entry in the

London Account is responded to, to be regarded as the year
of demand.

Additional colnmns for temporary establishaents to show
annual cost.

Distribution of shme under I.—~TIand Revenus, N.-W. P,
Salt (LLL und 5—~DBurwa), XX V.—Miscellancous, all Pro-
vinces except Bombay.

General Officer of the Cormand ean sanetion chages
Cheynes to bo issned for s execeding R20,

Recoucilintions to be communicated to Comptrollor (fencral
between the dato of jssue of the Review and 15t Apiil

Acknowledizments of advances to meet payments for compen”
sation for lands to be obtained.

Form 34 should acoompany Appropristion Report.

Trmsfer of surplus to treasuiies where there are tiade dos
mands for money.

Rewritien,

Cancelled.

Return of coins with drawn from cirenlation,

Openng balance to be telegraphed on Monday.

Final statements of assets and liabilities to be submitted.

Revised.

Wavs and Means Estimate dne in Comptroller Goneral’s
Offico on the 16th of Fehruary.

Preliminary actuals to be telegraphed.

Caneelled.

Repart to be in thousands of rupecs.

Tinst, Interest amonut payment orders lapse afier three come
plete account years,

Rupee census,

Retuin of copper coin balance at depdts.

Distribution of Govermuent sccurities.

The second sentenec regarding Suporintendents omitted.
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Article 1703 . « « Period fixed for destruction of vecords nnder the following s~
T.—Account Compilations—~No. 7.
IIL.—Retmns reeeived—No. 6.
V.—Miscellancous Registers—Nos. 8,9 & 14.

3. The submission of the following retwrns has been preseribed :—

Monthly Returns . . . . No. 14
Annual Returns . . . . . No. 2

4. In Appendix P the following additions have heen made :~—

1.—Land Revenue, note « Revenuce from canals in Sind.
II.—Opium—Opium
pass fees « Note (6).

XVIA.—Law and Justice,
note (37) . . . Addition made regarding fines under Indian Ports Act.
»» Pleadership Examination (37«).
X X.—Medical—Medical Schoo! and College fees » (54a).
XX I.—Sdientifie, ete.—
Miscellaneons—Miscol=
lancous . . (60a).
20. Police, note 116  « . Recoveries from Railway Companies on acconnt of Polico
charges to be adjusted by deductions from Railway Poliee.
0. Permanent Debt o « Imperial Lonns Beming Interest at 3 per cent.
3 per cent. loan of 1696-97.

Imperinl Toans Not Bearing
Interest . . + { 3% per cont. loan of 1853-54.
» » of 1893-94.

»
5. The following heads and remarks have been omitted from Appendix I':—
Note 4 . . . . Interest on Suspended Tand Revenuo.

» 4 . . . « (Recovaries from Municipulitics in Gujrat on account of
salaries, ete.)

» 32 . . . « (Interest on arrears of Forest Revenno, ete.)

» 16 . . . . Su]rwg expenses and charges for Advertising sale of wasle
wnds.

» 19 . . . . “TFees for masonry graves " from last sentencoe within
parenthesis.

26.—Scientific and  other
Minor Departments ~ .
Scientific . . « Preservation and translation of ancient manuseripta,

Impeiial Loans Bearing Inter-

est at 3} per cent. o . (8} per cent. loan of 1853-54.
31 per cont, loan of 1893-94.

A. F. COX,
Cumplroller General,
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CIVIL ACCOUNT CODE.

.VOLUME II.

———

Explanations.

The work of an account office falls principally under two main divisions, (1)
Audit and (2) Accounts,

The earlier Chapters of this volume deal with audit. They are followed by
Chapters devoted to the accounts.

At the end are added a few Chapters on miscellancous subjects not strictly
falling under either of the two main divisions.

The general principles laid down in this volume may be tuken as & guido in the account
offices of other departments in so far as they are applicable.

The instructions regarding Accounts Current and Government Sccuritics in Trust aro,
however, binding on other departments.

In other matters of detail they are gnided by their own Codes.

Tn this code the terms Accountant General and Assmstant Accountant (feneral mgnify, in the caro of the minor
provinces, Comptlroller and Asmistant Comptraller, respectively. The 10ferences w the Civil Feivice Rogolations
are to the thurd editaon,

Chapter 34.—Audit principles and arrangements.

Object of Audit . . . . 721 Central Audit of Cortain Pay-

Post-Audit . . . . . 722 ments . . . . . 727

Pre-Audit . . . . . 728 Punctuality . . . . 728

Distriect Auditor . N . 724 Audit Enfacement . «~ 729

Distriet Groups . . . 726 Review of Aadit . . « 780
Auditors’ Duties . B . 702

Object of Audit.
'721. The main object of audit is shortly as follows :—
I.—As regards payments, to see—
(a) that the expenditure is warranted by orders of Government, special
or general, and generally that it has been provided for in the annual
Estimates;

1. An audit officer, before admitting in andit any charge against the public revenues
which requires the sanction of the Secrctary of State, must satisfy himself that that sanction
has been acoorded either by a gencral or by a special order of the Secrotary of S.nte. The
cases in which that sanction is necessary are stated in Article 277 ; for the “adminsion uf any

drivele 721



424 AUDIT PRINCIPLES AND ARRANGEMENTS. [ Chap. 84,

charges which are not statod in these rules to require the sanotion of the Secretary of State
the authority of the Government of India (or in classes of cases for which the Government of
India hos delogated its powers to Local Governments, of the Local Government) is sufficient.

In applying that Article, audit officers may assume that all the grovisions of the Civil
Service Rogulations, the India Army Regulations, the Public Works Codes, the Forest Code
and any other authorised Code have received the sanction of the Secretary of State in all case,
in which that sanction is nccessary. They may, therefore, admit without requiring the sanction
of the Sceretary of State any pensions, acting allowances,*or other allowances which are admissi-
blo under tho rules of those Codes. Any allowances which are in excess of those admissible
under those Codes will require the sanction of the Secretary of State if they come within the
terms of Article 277.

2. Audit officers may also assumo that any general sanctions issued before 1889 (such, for
example, as the orders granting personal allowances to Military officers in the Polico in somo
Provinces and the rules under which rewards are granted to officers for passing languagoe
examinations) had duly reccived the Secretary of State’s sanction when that was necessary,
although nnder the procedure in foree up to that year the orders were communicated to audit
offices on the authority of the Government of India ouly.

(But see also Article 289.)

(b) that the expenditure is necessary for the public §8PVice, and not greater
than the occasion demands ;

(¢) that payment has, as a fact, been made, and has been made to the
proper person, and that it has been so acknowledged and recorded
that a second claim against Government on the same account is
impossible.

IT.—As regards receipts, to see that all sums receivable are duly paid to
the proper ofticer and brought to credit by him. The audit of receipts, how-
ever, is in a great measure carried out by departmental officers. (See Chap-
ters 2 and 45). .

Post-Audit,

722, The greater part of the payments made by Government is made
by Treasury officers, either before any audit, or upon an audit of a limited
character by controlling departmental officers, in the manner preseribed in
Volume I. The payments are then reported and accounted for to the Audit
Department, which deals with them according to the rules in this Code.

Pre-Audit.

728. For service payments made at a Presidency or chief Provincial town, it
is usnally arranged that the vouchers shall be submitted to the Audit Depart-
ment before payment, and that payment shall be made only on audited bills.

The method of audit described in this and the following Chapters is gencr-
ally applicable to post-audit. The differences as regards pre-audit are stated
in the Chapters on Presidency payments.

District Auditor.

724. One clerk, known as the district auditor, is primarily responsible for
the audit and adjustment of all the accounts of a district, both of service and of
debt and remittance heads. The bills of Gazetted Officers and of officers
referred to in Article 814, Note 3, including those for travelling allowances, and

Artigles 7R3—724,



Chap.34.] AUDIT PRINCIPLES AND ARRANGEMENTS, 425

of pensioners, may, with advantage, be audited by separate groups; but the
chstrict auditor is responsible for secing that the bills or vouchers which he
transfers to these separate groups agree with the entriesin the lista of payments;
that they are recovered after audit, and that, unless separate objection books
are kept by the groups concerned, any objection taken by the auditors is duly
recorded in the objection book and notitied to the Treasury officer or the officer
concerned. Similarly, the detailed check on transfer receipts and on deposits
may be entrusted to scparate clerks, but the district auditor is still responsible
that the lists of receipts and payments agree with the cash acconnt and
bi-monthly lists of payments; and also (if the arrangement is that he shall
dispose of the vouchers in making over the lists of bills and of deposits paid)
that there isa voucher complete and in due form for every revorded payment,
or that objection is taken and explanation demanded.

1. Peraonal advances made to & Gazetted Officer should be passed on for audit in the samo
way as Gazetted Officers’ pay bills.

725. Every list or schedule, which forms part of the month's accounts and
works up to the general cash account, should pass through the hands of the
district auditor ; and before passing on the list or schedule to any other person
he must test the total of it against the eniryin the cash account, or list of
payments, and must mark the total of the schedule as well as the correspond-
ing entry in the cash account or list of payments as “agreed” and initial
them. The first duty of the person who now has to dispose of it is to see thal
the detailed entries recorded on it work up to the total thus agreed. e is,
therefore, to perform the addition of the money columnn, and initial the total
as “ checked.” Only after this is done, is it permissible to proceced to the
audit of the detailed entries.

District Groups.

726. The fundamental prineiple of the responsibility of a single person for
all the accounts of a district can, in practice, be worked in two ways,—either
the establishment of the Treasury audit and account department of the Account-
ant General's office may be broken up into groups, each charged with the
accounts of a group of districts, or a single clerk may deal with all the accounts
of one or more districts.

1. The chiof advantage claimed for the latter system is that personal responsibility is more
casily enforoed against a single person than against a group. On the othor hand, the more
varied work of a group suits better with the unequal experience and intelligenco of different

men, affords a better training, and makes it casier to provide for the absence of men on leave
or the drafting of any for special work.

Central Audit of Certain Payments.

727. Certain classes of payments enumerated in Chapter 58 have heen re-
moved from the audit of local offices, and placed under that of the Comptroller,
India Treasuries.

Punctuality.

728. The post audit of service payments and the examination of debt
and Account Current charges must be carried on simultancously. No office of
account can be considered frec from arrcars, unless the establishment is ready

Ariicles 725728,



426 AUDIT PRINCIPLES AND ARRANGEMENTS. [ Chap. 34.

to deal with statements as soon as they arrivee. When the first list of pay-
ments is reccived, the audit should at once commence, so that any error dise
covered may be notified to the officer immediately concerned, or, through the
objection statement, to the Treasury Officer, before the next month’s payments
are made. If this is delayed, the same error may be again committed, the
objection must again be raised, and the work is thus greatly increased.

Audit Enfacement. R

799. The audilor examining a voucher or schedule should record the neces-
sary particulars in the proper audit register (if there is one), and note on the
voucher or schedule 22 snk the details of its adjustment, naming the amount to
be taken to each detailed head in the classified abstract, in order that the
classified abstract may be posted direetly from the enfacement without new
compilation. He should also, in the andit enfacement, explain the objection
taken to any itemin sufficient fulness to make it readily understood. The note
which serves as the audit enfacement may run as follows :—

R
Charge—Sudder office establishment . . . . L9716
Telsildwrs and establishments . . . 2431
Total amount of bill . 4,407
Admitted R4,364—Objocted to . . . 43

as per dotadls following -
A B acting for C 1, acting allowance drawn at 50 per
cent. shonld be 20 per cent. . . . .
I F newly appointed, no medical certificate sent . 18

b

1. Tho object of the rule is only to secnre that every voucher shall be complete and in-
tolligible in itwelf, and shall formally record its adjustment, so ihat a stranger may at =
glance, withont doubt or delay, see exnotly what detailed entrics in the Classificd Abstract are
covered by any given voucher.

2. The details of classification need not bo noted in the audit enfacement, (1) when the
headings of tho bill are printed and exactly eorrespond with thoso in tho Classified Abstract,
and (2) when the bill consits of one item only, in which caso the heading, if in manuseript,
should be examined and ticked off, or corrected when necessary.

Review of Audit.

780. The audit of every voucher, whether recorded in an audit register or
not, must be reviewed either by a Gazetted Officer, or by a Superintendent, or
an Assistant Superintendent, who, as he passes each voucher, should place a dis-
tinctive mark (either his initials or some shorter distinctive mark) under the
enfacement of the voucher and against the entry, if any, in the audit register.
The audit of reecipts, as prescribed in Chapter 45, must also be reviewed.

%81. Each Accountant General should, by an office order, distribute the
work of review among the available staff, reporting his arrangements to the
Comptroller General. It is desirable that the review of Gazetted Officers’
audit should be in the hands of a Gazetted Officer of some experience, and the
arrangements should be such as to ensure that every part of the audit work
relating to each Treasury or Dopartment for at least one month of the year
shall be reviewed in more or less detail by a Gazetted Officer.

1. The reviewing officer should give more attention to the substantial than to the formal part
of audit, and should be especially careful in reviowing tho audit of variable charges. It is more

Ariicles 729—731,



Chap. 84.]  AUDIT PRINCIPLES AND ARRANGEMENTS. 427

important that he should seec that no charges are improperly passed than merely that, having
becn passed, they are properly recorded e must seo both that no substantial objeetion is
omitted, and that the objections taken are really justified. IIo is not expeoted in cvery case
to test the totalling of vuuchers, or to examine the correctness of the compilation of the en-
facement, though his review should be sufficient to detect any general want of care in theso
raatters ; nor need he exunine a voucher ngainst its sub-vonchers. The andit of deposits,
bills, Loeal Fund eheques, and ponsions is little more than formal; and in these eases it will
be sufficient to judge of the general accuracy by detailed review of the audit of five or ten
per cent. of the items. The deposit receipts should be examined to see that snms have not
een erroneously credited to that head, and the re-pnyments to sce that payments by tranafor
have not been made in cash. In the case of bills issued, care should be takon to see that the
issue of the bills is authoriscd, and that premium has been lovied when nevessary.

Auditors’ Duties.
732. The following is a list of the more important points requiring the
attention of auditors:—
(2) That the expenditure is warranted by orders of Government, special
or general, and generally that it has been provided for in the
Budget Estimates.

(6) That the expenditure is necessary for the public service, and not
greater than the occasion demands.

(¢) That payment has, as a fact, been made to the proper person, and
that it has been so acknowledged and recorded that a second
claim against Government on the same aceount is impossible,

(¢) That the vouchers arein the prescribed form, and that they are
duly receipted by the payees and in original, that a brief
abstract is given in English under the signature of the drawing
officer on all purely vernacular vouchers, and that vernacular
signatures are transliterated.

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

(/) That the details work up to the totals and that the totals are in
words, as well as in figures.

(9) That they bear the Treasury ovder for payment, signed hy the
Treasury Officer.

(£) That they are stamped  paid.”

(&) That there are no erasures, and that any alterations are attested by
the oflicer concerned.

(7) That receipt stamps are affixed to all vouchers for sums in excess of
120, and that they are punched ; but see Articles 7 and 8.

(#) That no payment is made on a voucher or order signed by a clerk,
instead of the Head of an Office, or on a voucher or ordor signed
with a stamp, and that copies of sanctions are certified by the
sanctioning officer.

(/) Inall cases in which it is prescribed that agrecment should be
cffected between two different documents, the fact of the agree-
ment should be noted on both the documents and initialled by
the auditor who makes the agreement.

Article 732.
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(m) That if a voucher be paid by transfer, it is stamped as having been
so paid, that the head to which the amount is credited is noted
on it, and that the credit is traced in the cash account when
possible.

() That Fund and Income-Tax deductions have been correctly made.

(0) As regards receipts, to sce that all sums due to be reccived are duly
paid to the proper officer, and brought to credit by him in the
Government accounts.

(p) That no bill for any allowance not claimed within six monuhs of its
becoming due has been paid without the sanction of the
Accountant General.

(¢) That the audit checks are observed in spirit and not in the letter as
opposed to the spirit.

Page 428—Add the following Article:—

Cheques.

732A. A special kind of paper protected by a water-mark, 24 1 '

wove double foolscap, has been prescribed for cthue forms and for s\?&ﬁm
this kind of paper only may be used. It is obtainable from the Superintend-
ent of Stationery, Bengal, and in indenting for it great care should be exer~
cised to ask only for the exact quantity necessary for printing the number of
cheque forms. It should be seen that the correct number of cheque forms are
obtained from the Press in exchange forthe paper delivered. Each sheet is
sufficient for 8 chegue forms, No stock of this paper need be kept in the ac-
count office, supplies received from the Superintendent of Stationery being at
once made over to the Press for the printing of the cheque forms. The forms
should be kept under lock and key in the custody of a Gazetted Officer who
shopld maintain an account of them and obtain proper acknowledgments for
all issues he may make, Stock should be taken at least once a year,

(9nd List, 15-6-00.)

Ay ticle 789,



Chap. 35.1

GAZETTED OFFICERS' AUDIT.

Chapter 35 —Gazetted Officers’ Audit.

Objects to be attained 733
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Objects to be attained.

733. In the case of an effective officer, the duty of the audit office, heyona
testing the formal completeness of a voucher, is—

(a) to see that the officer is legally entitled to the pay, f.e., that it is
claimed and is admissible in respect of a post to which he has
been duly appointed, and of which he is actually in charge;

1. Of sourse no claim can be adinitted for servico in a post not duly sanctioned, or for pay
wot assigned or provided for the post held by the officer.

(8) to record the payment as a check on a second claim hy the same
officer and as a guide in calculating the allowances admissible in

case of future Jeave ;

() to record the employment as a check on future claims to leave

and pension ;

(@) in some cases, to record the cmployment in a scale register as a check

on appointments in excess of the sanctioned scale.
734. In the case of any officer on leave, it is necessary to sce that leave has
been granted, that it has not been exceeded, and that the allowance claimed is

covered by the rules proper to the case.

For example, in the case of an officer

on privilege leave, it is necessary to see that he has been in charge of the post
the pay of which he claims, on such terms as to give him a right to resume

charge at once..

Arlicles 733—734.,
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List of Registers.

785, For several purposes various records are provided: for (s) and
(8) the audit registers (Article 787); for (c) the history of services (Article
784) ; for (d) the scale register (Article 790).

Disallowances.

736. The consideration, whether the pay drawn is admissible, involves dis-
allowance of improper claims and watching the recovery of money improperly
drawn. The procedure in raising, communicating, and adjusting retrenchments
is laid down in the Chapter on Objections (47).

Audit Register.

Form and Sub-divisiens of Begister.

737. The audit register (Form 88) should be printed on royal paper and
bound up for use in volumes of convenient thickness, each form being num-
bered ; the number thus assigned will hereafter be spoken of as the andst

number.

1. At Caloutta the practice is adopted of handing to an officer, along with the cheque in
payment of his salary, a blank torm, in which he may draw his salary next month. The
audit number is ontered in the blank form before delivery, and thus guides the auditor at
once to the proper page when he comes to audit the bill.

2. At Caleutta and Bombay, etc., where many officers of other provinees draw pay once
only or while on Jeave in India, a second register may be provided in Form 89. In this
register payments of salarics and also advances made vnder Article 7569 are entered chrono-
logically without distinction; but an alphabetical index of names may bo added, if thought
convenient.

738. It is within the digcretion of the Accountant General to bring all
officers of all classes together in a single series, or to assign separate volumes to
different classes: for instance, the register may be divided into four series;
one taking all Military officers in Civil employ ; a second, Medical Officers
and Chaplains ; a third, all other officers bearing European names; a fourth,
all other Officers bearing Native names. It must, however, be understood
that, although the plan of grouping is left to discretion, yet when a particular
arrangement has been selected it must be adhered to, and may not be altered
without the pormission of the Comptroller General, as frequent changes in the
plan of vegistering the names will necessarily entail difficulties in tracing the
past services of officers. The object to be attained is, that the audit register
shall be neither too small nor too large, and that a new clerk taking up a pay
voucher shall know at sight in what volume of the register he should look for
the name.

1. To avoid transfers of names from register to register, and consequent distribution of
personal record, it may be convenient to arrange, at the Presidency towns, that the audit of
the pay of Gazetted officers employed in the interior shall be entrusted to the same officers
and recorded in the sume registers with that of officers at the presidency.

739. The names should be entered alphabetically. that 1s, either each
register will proceed from A to Z for all names of the class for which it is

Articles 736—739.
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«et apart, or, if classification is not adopted, then each volume will take up &
certain part of the alphabet. Some blank sheets should be left after each
initial letter for future entries during the currency of the register.

Opening of Register.

740. The form of register provides columns for the audit of the bills of
three complete years, and the new registers should be prepared shortly before
the close of such a period ; the current registers should be taken up by a person
of some intelligence, the names to be omitted should be struck through with a
eoloured pencil, and the remaining ones re-numbered according to the corrected
alphabetical order. At foot of the page contmning the last name of one
initial letter should be noted the number of leaves to be left blank after it for
future entries.

741. All orders of unexpired force, any leave unexpired, any transfer
ordered but not carried out, must be brought forward in the new register, and
should, therefore, be marked for the copyist’s guidance by the person correeting
the register.

742. The auditor, when he passes the last month’s bill, must mark any
outstanding objection and see it brought forward in the new register.

743. When the new register has been prepared by the copyist, it should be
laid with the old one before a Gazetted oflicer, who should sec that the neces-
sary particulars have been correctly transferred, and set his initials against tho
total salary in the first money column, as authority for, and a guide to, the
auditing clerk. 'Phe particular Funds to which each officer is lalle to sub-
scribe as well as allowances, other than salary and exchange compensation,
should be entered in the blank lines left for that purpose.

New Names.

744. It will be remembered that no pay can be passed to a Gazelted
officer who has not drawn pay for the last month, unless either he is newly
appointed to the service of Government (in which case his name will be entered
and a slip issued as provided in Article 746), or he produces a last-pay certi-
ficate signed or countersigned by the authorities at the India Office, or by the
Accountant General of another province. Care must be taken, therefore, in
entering new names, or re-introducing old ones, that no pay is passed unless
supported by a ]ast-paé certificate, except in the case of an officer newifv
appointed in India to Government service, when a health certificate is required.

745. When an officer takes a last-pay certificate out of his province, a
new money column should be filled with 0 0 0 and signed, and the fact and
the date of the grant of such a certificate should be noted in the blank space
on the right-hand page. This will prevent pay being passed to him until a
fresh money column is opened for him on the register.

Alterations of Pay, sete.

746. On receipt of every Government Gazetie, the Gazetted officer in:
charge should, with a coloured pencil, set against each notification a mark for
each officer affected thereby; and the auditing clerk, after posting the entry
for each name as brigfly ar possible, will mark off the pencil line, and, if
necessary, fill up a new money column. In entering the order, any convenient

Articles 740—746.
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abbreviations may be used. The Gazetted officer should re-check the register
with the Gazette, and, if all necessary entries have been made, initial any new
money column and issue an octavo slip of warning to the officer whose salary
is changed. The slip may run thus—

No.

is Informed that under Order No. -
EGs.zette, p.—————) he is entitled to draw salary st the rateof - - with effect
rom until . The details of the calou-
lation are given below. ®
To facilitate work in this office, he is requested kindly to enter No. a8 the audit
number on the top of his salary bills.

1s9 . Asst. dccountant General.

1. An order appoints A B to act as Judge during tho absenco of C D ; a singlo mark only
is wantod, as tho order affects only A B. But if tho samo oxder grants leave to C D and
appoints A B to act for him, it has to be noted agninst both officers, and so two marks are
necessary. In the caso of any but a grade promotion, it should not be nocessary in the note
against A B to make any mention of C D whom he succeeds.

2. When an officer is placed on special duty for a limited time, the limitation should he
stated in the note of the order; it can never be necessary to note that an officer is to act  tilk
further orders,” as a later order always cancels an earlier one.

3. After tho close of each year, rod-ink lines should bo drawn across the spaces provided
for note of orders, objections, transfers and remarks, to distingmish them from those
affecting payments of subsequent years.

747. If the rates of deduction alter for any reason, or if an officer revert
without a new order to his former scalo of pay, a new money column should be
filled up and initialled, but no slip notice need be issued. The date above the
money column should be filled in at once, only if the changed rate mccessarily
takes effect from the date of the orders; if it involve any previous transfer of
charge, receipt of certificate of taking oharge should first be awaited.

1. If ono item of deduction vary without alteration of salary or other deductions, correes
tion may be made in red ink without transfer of all the particulars to another money
column, the date from which tho orrected amount is payable being noted against it. '

748. If the Gazctle order notify a temporary grade promotion for a term
already expired, it will not be negessary to fill up a new money column. The
amount claimable should be named in the slip referred to in Atiticle 746, and
neatly entered in the space for note of peculiar payments, cte.,, in the middle
of the right-hand page of the register, with a guide letter, which may be sct
also (1) in the money column temporarily affected by the order, (2) against
the note of the order, and (8) in the cages provided for the months for which
the allowance is due ; on payment, the date of the voucher will be noted in the
sages against the letter.

Leave and Transfer.

749. The particulars of leave and transfer also will in part be filled up from
the Gazette; tho first two columns in every case, theh the first two under
 Leave,”” or the first three under “Transfer.”” In the column * Article of
Civil Service Regulations,” the nature of the leave taken should be denoted by
appropriate letters, such as F, MO, P, cte.,, followed by the number of the

dArtioles 747—749,
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Article of the edition of the Civil Service Regulations then in force under
which the leave is granted; the period of absence ean only be filled in after
return.  The date of taking or resigning charge can only be entered from the
report of transfer, and a vacaney in these columns wiil always give warning
that some further information is required and mnst be called for.  The colimn
“ Number and datc of reference ” is for the record of letters addressed 1o the
officer regarding joining time, objections, cte.

1. 'Wien farlongh or leave is granted hy a Toeal Govornment toa M ilitary Oflicer, the
Accountant General shonld report to the Military Departnent of the Government concerned
the dates ot commencement and termination of the furlough or leav.,

750, In the case of leaves succeeding cach other, as subsidiary leave and fur
lough, the day which reckons as the first day of each will appear in the column
of “charge when resigned ; * and that which reckons as the last of each, in
the colunn of “charge when taken : *’ the column “ Period of absence * then
filled up will show whether or not the period granted has been overstayed.

751. In case of transfer the “joining timic admissible,’’ noted at the time
of posting thie oxder, will, by comparison with the “tme taken in joining,”
show whether, and by how much, the proper joining time has heen excceded,

Charge Certificates.

752. Certificates of giving over and taking charge, or of going on and
feturning from leave, shoull be noted in the audit register immediately on
receipt, and after the entries hive heen checked by the Gazetted officer, they
should be given to the poster of the history of serviees and, when necessary, to
the poster of the permanent advance register. After this they should be
pasted in a separate file, aid may be destroyed at the end of the first complete
year.

If space is exfiausted,

753. Twenty-five money columns are provided in the register form, and, if
it should hecome necessary to open a twenty-sixth or if any of the several
spaces provided for note of orders, remarks, objections, ete., be exhausted, then,
in order to avoid actual transfer of audit, a slip of thin, but tough paper may
be pasted by the upper edge, so as to cover the space which has proved
insufficient.  This plan 1s only a make-shift to avoid a transfer ; but in some
provinces, without some such artifice, transfers might be frequent and con-
fusing, and they must always be tronblesome, since all current particulars must

l);e canied to the new page just as at the opening of a new register (Article
10).

Audit of Balary Bills.
General.
. '7154. Audit will be recorded wnder the heading “Date of payment of
Bills ” in the cage of the month for which the vay is due, f.c., by the labour of
which the salary is earned, not of the month és which it is issued. If the
amount of the bill be the same as was passed for the last month, it is suffis

cient to note in the register the date of payment ; if any further payment be
made afterwards under new orders, the new datc would also be entered, with

Articles 750—764.
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a letter guiding the cye to an explanatory note in the space provided therefor
in the form and to the note of the order. If there be any change in the rate
of salary as compared with the last month, it will be better to enter the
amount, as well as the date. 1he amount noted should be the gross amount
paid, including the amount of fund and income-tax deductions and over-
payments recovered. 1f, in any month, exemption from income tax is claimed
the amount so exempted should be entered with the appropriate particulars,
in the space left for that purpose at foot of the right-hand page of the Audit
Register, and care should be taken that the annual limit prescribed in Article
84 (a), C. A. C., Vol. I, is not exceeded.

1. Suppose that in the first money column the rate of pay is shown as B400, under date
1st Juno 1890, and the second #450, under date 16th Februal;‘y 1891. If then, for earlier
months R400 (gross) only be drawn, for later ones R460, and for February 8425, no note of
amount is neoded on the right hand pago in the pages for July to January ; but in Febru-
ary’s cage 1425 would be entered along with tho date, and in March’s #450. Thus an entry
without specification of amount will always be understood to be for the same amount as that
last recorded.

755, After the necessary enfacement of the voucher, the audit clerk should
lay it with the register hefore the Superintendent or the Gazetted officer in
charge, who will attest the enfacement and initial the register.  Particulars of
objection, if any, will be posted in the space provided in the audit register, and
the voucher will be ready for surrender to the poster of the Classified Abstract.
But if the ground of objection be only non-receipt of a complete certificate
of transfer of charge where the transfer involved moving to another station,
no note of it need be made under ¢ Particulars of objection,” as the absence of
a certificate in such a case is shown in the form under the head * Particulars
of leave and transfer.”

1 When the review of Gazetted officers’ bills is divided between the Superintendent and
the Gazetted officor, it should be so arranged that every olass of officers passes under the
roview of the latter at least once in every quarter.

Finance Department Qfficers.

756, The bills for salaries and other allowances of officers in independent
charge of account offices will, after detailed audit and record in the local office,
be forwarded in original, for final audit and record, to the Comptroller, India
Treasuries. The bills of other officers of the Finance Department attached tq
any local account oflice must be audited by the officer in independent charge
personally. Tor charges of Deputy Auditors General paid elsewhere than in
Calcutta, see Article 1172,

75%. A return showing separately the pay, acting, and other allowances
drawn by all Officers in Departments under the direct administration of the
Government of India in the Department of Finance and Commerce must be
forwarded monthly to that Department so asto reach it not later than the 27th
of each month.

Officers serving under Contracts.

758, No pay should be passed to any officer on a contract of service made
in England until the contract shall have been examined and registered by the
Accountant General, who will bring to the notice of the Local Government
any case in which pay is stated in sterling, or any condition for remitting a$
other than the fixed rate of exchange for the year is inserted in the contract.

Articles 756—~758.
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Advances to Gazetted Officers.
Advances in India.
759. Salary and_ allowances advanced under proper sanction to Gazetted
fficers come under andit in the same way as salary payments made on due date,
and should be entered accordingly in the audit register. An advance made on
transfer or at the port of arrival to enable an officer to join his appointment,
should be debited to Advances Recoverable, unless the officer is procceding to
another’province, in which case it should be reported through the last-pay
certificate to the auditing officer, and debited to him in Account Current. On
receipt of intimation of the advance through the last-pay certificate, the
auditing officer will make a transfer entry in his account for the month in
which the advance is made, debiting the amount to “ Advances Recoverable”
by eredit to “Account Current,” and will note the advance in the audit register
and enter it in the column “Advances recoverable ” in the objection book and
in the outgoing objection statement of the district to which the officer is
attached. 'The transfer entry should be communicated at once to the Account
Current Sections
1. It shonld be clearly understood that these instructions to debit in Acconnt Current

apply only to the case of an adwvance, not to an issue of pay to an officer producing a last-pay
certilicate and requiring a new last-pay certificate before he can draw pay elsewhero

2. Any demand against tho estate of & Military Officer who, obtaining an advance of pay
under the rules when proceeding on furlongh or sick leavo, dies before the end of the term
which the advance covers, is remitted, but not any other advance or demand.

760. Advances for house-building should be recorded in the audit register,
and in the event of an officer being transferred to another province or department,
a debit should be raised in the Exchange Account for the unrecovered balance.

'761. When an advance is made under Article 52 it will either be taken
ngainst Advances Recoverable, or, if the pay of the officer taking the advance
is under the audit of another Account Officer, it will be debited to such other
officer in Account Current. If necessary, warning may be sent to the Treasury
officer who generally issues pay.

Advances in England,

762. An advance made in England to enable an officer to return to duty is
reported to the auditing officer through the last-pay certificate. It should at
once be entered in Indian currency in the audit register and in the column
“ Service payments for recovery >’ in the objection book, and included”in the
outgoing objection statement.

1. For the rate of exchange at which the advance is to be cotiverted into Indian cure
rency, see Article 82 of the Civil Service Regulations.

2. In the case of officers paid from Berar Revenues, tho advance is not only advised
thrm::?h the lut-%nay certificate but charged in the acoount current from London. On receipt
of Intimation of the advance through the last-pay certificate, the amount will at once be de-
bited to Advances Recoverable by credit to account ourrent with India.

763, These advances are recoverable by monthly instalments of not less
than one-third of salary The recoveries may be made either by short pag-
ments or in cash, and be adjusted in accordance with Articles 990, ¥92
and 992 A.

1. This article does not apply to advances granted under the Military Leave Rules to
Military officers in Civil em;foy, subject to those rules. See note under clause (c), Artiole 81
of Givg Service Regulations,

drticles 769—768.
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764. Advances made in England to officers of the Royal Indian Marine
on returning from leave or on returning from temporary retirement are re-
covered in India by monthly instalments of one-fourth of the pay drawn by
the officers.

765 The advances spoken of in the last three rules, including those made
to Military and Public Works Officers arc advised hy the India Office monthly
to (he Comptroller (ioneral, who issmes advices with counterfoils to the respec-
tive audit officers. These officers will return one counterfoil on receipt, of the
advice, and the other counterfoil as soon as the recovery is complete. The
recoveries mist be finally adjusted within the Indian accounts, and must not
be credited to London.

1 Advances which aro mercly the subject of adjnstment, and not of recovery by instl-
ment; nroﬁnot included in the India Odico lists, nor does their recovery require to~ bo reported
to that offico.

2. If any amonnt advanced shonld be debited in the inward Account Current from London,
the altention of the Comptroller (fenoral should be drawn, and note of the acecount in which
the debit appeared shonh{ he made in_the memorandwia certifying completed recovery ; no
c:adit for such a recovery should be made in the London portion of the acoount without speeial
orders.

766, Advances of pay of every description made in England (except where
security has been required; are not recoverable in the event of the death of the
recipient beforo the equivalent in pay has hecome due. Otherwise, without the
previ us sanction of the Secretary of State, no officer may be exempted from
the refund of money especially advanced to him from the Home Treasury.

1. If an Uncovenanted servant dics, or is dismissed, bofore tho recovery is complete,
advico must bo promptly sent to the India Office through the Comptroller General in order
that the sureties may be required to pay the balance. The date of death or dismissal should
invariably be stated in the advice.

Tlouse-rent Reenveries,

767, When Government, has to pay rent for any house ocenpied by a Civil
Officer, the actual 1ent, if the officer occupies the whole house, or a fair share,
to be determined by the Superintending Engineeer, or by an Exccutive
Engincer, with his countersignature if he ocoupies a part, should be recovered
from the officer. If an officer has to pay ront for a public building
occupied by him, it should bLe recovered and credited to the Public Works
Department.

Recoveries on accouat of Furnilure grants

768, The following recoveries are made by the Accountant General on
account of furniture grants aud credited to XIL.—Interest—Miscollaneous :—

Licutenant-Governor of Bengal, b per cent. per annum on R25,342

Lieutenant-Governor, North- Western Provinces, ditto #10,000.
Lieutenant-Governor of the Punjab, ditto on eapital outlay

since July 1888.
Lieutenant-Governer of Burma, ditto on capital outlay.
Chief Commissioner of Assam, ditto ditto.

The above officers receivo, from the Public Works Dopartment, yeorly grants for renewal
of furniture, bui no recoveries are made in respeet of these grants,

Avriseles 764—768.
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769, Political Officers, in some cases, obtain table equipments and furnis
ture at the expense of Government, the charge being borne by the Public
Works Dopartment. In these cases, the officer concerned pays 5 per cent
per annum on the outlay by Government, and the Exceutive Engineer advises
the Accountant General of the amount of monthly recovery to he made
from the Political Officer’s salary, this deduction being eredited by the Civil
Department to the Public Works Department, and there taken to ecredit of a
“ Furniture Fund” in charge of the Excentive Engincer, from which chargos for
repairs and renewals are met. The Chief Commissioner of the Central Provin-
ces also pays 5 per cent. upon an amount intimated annually by the Examiner,
Public Works Accounts, to the Comptroller, and this recovery is also credited
to a Furniture Fund as above.

Adjustment of Objections.

770. The audit clerk is responsible for watching the adjustment of objee~
tions raised on vouchers passed by him, and the Gazetted officer in charge,
when passing anew bill, should sec what objections are still outstanding.
Ordinarily, recoveries will be made by short payment on a new bill, and record
of such recovery should be made under “ Particulars of objection ” before the
voucher is laid before the Gazetted officer.

771. When any Officer gives notice that he is ahout to take leave, or to
rctire, or when he is approaching the prescribed limit of his serviee aftor
which retirement is compulsory, and also immediately on receipt of the news
of any Oficer’s death, all demands against him should be promiptly ascortained
and adjusted. This is especially necessary in the case of Officers proceeding
to Europe (vide next Article, .

Recoveries in England.

772, As regards references to England for rocovery of over-payients
made in India, the Secrectary of State has directed that “all claims should e
finally audited within a period of, at the ontside, six months from the date
of payment,” and that “on all occasions in which claims for over-piyments
made to Officers who have proceeded to England are transmitted for recovery
by the Secretary of State they should be accompanied by full particulars
of the claims sufliciently detailed to cnable the Sceretary of State to judgo
with whom the responsibility for the error rests, and the Secretary of State in
Council will alone decide whether the claim should be enforced ~or not 57 also
that, “in the case of any Officer on leave, re-payment should not, as a rule, be
enforced until he retwrns to duty in India, when he will be again in receipt
of Indian pay and allowances.”

1. When it is necessary to move the Sceretary of State to mako such recaveries, all neocs-
sary documents should be furnished in duplicate for orders of the Government of India,
Madras, or Bombay, and for {ransmission, if nocessary, to the India Office. In liko manner,
replies to the objections to a rofund, raised by the absentoes, should be submitted in duplicate.

2. If more than six months have elapsed from the date of payment, the documents must
be forwardod to the Government of India, together with a statement showing tho full par-
ticulars of the olaim, and explaining tho delay in its assortion.

8. The Secretary of State docs not recover sums of less than R10.

Articles 769 —772.
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Audit Rulings.
Page 438, Article 773(a)—

Add in continuation of clause 8 ending with “ Kative of India "
“ The rule does not also apply to Superintendents and Deputy Buperintendents of Presses.”
(3rd List, 15+3-1501,)

ho ohtainad Fhnanmh Fhn 3 Acan 8 Ao cae —om

Page 438, Article 773(a).—Add a note--

offisorships at minor ports,! which are inthe
the sanction of the Government of India.

(3r3 List, 15-3-1901.)

The appointment of Europeans to Port
gift of Local Governments, does not require

X 4 - emieew wy umu olviously OL OUATE OF DY the Uovernor General
aftor examination, or
(3) Educational Department by tho Secretary of State;
(ii1) that the person to he appointed entered the branch of the department in whick
he is now to be promoted before the 1st January 1879 ;

(iv) That the office to which the appointment is to be made belongs to the—
(1; Opium Department,
(2) Salt or Customs Department,
(3) Survey Department,
(4) Mint Department,
(6) Public Works Department, or
(6) Police Department.

Nor&.—An appointment on progressive pay rising to a maximum of R200 is not an office
carrying a salary of B200 within the meaning of the above article.

This rule is applicable to both temporary and permanent appointments,
but in emergent cases the relaxation of the rule rests with the Local Govern-
ments, who should, however, immediately report such cases for confirmation
of the Government of Indiawm #& Koo Sep!

The above rule does not apply to any office to which it isby law necessary
to appoint a Barrister or Advocate, nor to appointments which are held by
rule or custom by Barristers-at-Law whose whole time is not at the service of
Government, nor to the office of Chief Presidency Magistrate, nor to that of
one of the other Presidency Magistrates at Madras or Bombay, if at the time
i1he rest of such other Presidency Magistrates are Natives of India.

The Government of India has ordered that Account Officers shall apply these
rules as part of their audj d shall bring to the notice of the Govern-
ment of India.:&nymﬁngem int of them.

Salaries and Allowances— how debsled.

(8) The whole salary of an acting officer should be taken against the
department and the post in which he is actually serving.

1. This rule need not be rigidly aprlied for purposes of account and audit fn the case of
ministerial officers acting in other posts in the same office establishment.

Arlicle 773.
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(¢) When an officer whose main duties and appointment fall under
one head of charge is entrusted with additional or subsidiary
duties coming under another head, no portion of his salary
and allowances is to be debited to the latter head. This rule
does not apply to separate fixed allowances for additional
duties, nor must any change be made in existing practice or

orders under which charges are divided between two or more
heads.

(d) The salary and travelling allowance of an officer proceeding to
join an office should, in the absence of special orders to the
contrary, whether in respect of a particular case or class of
cases, be taken against the grant of the office to which he is
proceeding.

(¢) The allowances of a Military Officer transferred from Military to
Civil duty are paid by the Civil Department from the date on
which he gives over charge of his Military duty, and thore of
a Military Officer transferred from Civil to Military duty cease
to be payable by the Civil Department from the date on which
he gives over charge of his Civil duty. The same rule holds
good in the case of all officers transferred from one Depart-
ment to another, or to or from Foreign service.

1. The leave allowanees of an officer transforred from one Department to another, while
on privilege leave, are from the date of the order for transfer debited to the new Department.

2. When an officer is transferred {o another Department or province while on long
leave, the transfer does not take effect until he joins his new appointment if he is on furlough
in India, or until the commencement of his subsidiory leave if he is on leave out of India.
Any charges other than allowances during furlough must be charged to the new Department
or province.

(/) When a Military or Medical Olficer, holding a Civil appoint~
ment on consolidated pay which is less than his Military pay,
is allowed to draw the difference between them, he draws it
from the Department from which he receives his consolidated
pay.

(9) A European non-commissioned officer or soldier on obtaining
Civil employ is ordinarily required to buy his discharge from
the Army ; but, if such a person dies in Civil employ while
under a Military contract of service, the Civil Department in
which he was serving will bear the charge of any passage-
money which, under Military pay regulations, may ge admis-
sible to his family.

(%) Bills for rewards under Military rules to Military Officers in Civil
employ, for proficiency in the Oriental languages, require to
be pre-audited by the Military Department before payment is
made. The amounts of these bills will be debited to the
Military Department through the Exchange Accounts.

({) When Military commissioned, ncn-commissioned and warrant
officers and soldiers are employed on famine duty in the
Civil Department, their Military or Departmental pay and
allowances will be passed on to the Military Accounts Officer
concerned for audit and adjustment, the additional pay or

Article 773.
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allowances such as deputation and travelling allowances which
the officer would not have received but for his employment on
famine duty heing retained and adjusted as a final Civil charge
under the head “33—Famine Relief.” Any additional
charges actually incurred in the Military Department in con-
sequence of the absence of an officer on famine duty should
be passed on hy the Military Acconnts Department to the Civil
Acconnts Officer for adjustment under the head “33.—Famine
Relief.”

Last-pay Certificates.

774. Of all last pay certificates drawn up in an office, a register should be
ept in Form 90, Certificates in cases of transfer should be entered in a
separate register of simpler form.

1. In last-pay certificates grantod to cfficors proceeding on leave out of India, or retiring
from tho service, no entries may bo made of arrears of Indian pay and allowances due to the
officets, All pay and allowances accrning to ah officer whilo in India should be iswned to him
there, unless special exceptions have been sanctioned by the Sceretary of State, and in no caso
should any pay or allowance issuablo in India only be made payablo in England without the
special sanction of the Secretary of State.

2 When an advance is shown in a lastepay certificato, the amount (if any) deducted on
account of incomo-tax should also bo noted.  (See Note 4, Artiole 34.)

775. In every case in which an officer sent homie to England as a lunatic is

granted leave, a last-pay certificate should be forwarded to the India Oflice at
the earliest possible date.

Memo. of information for Officers pioceeding on leave.

778A. Every officer proceeding on leave (other than privilege leave) out
of India is required by Article 972 of Civil Service Regulations to procure
from the Account Officc and take with him for his guidance a memo. of
information on certain matters connected with his leave. The memo. of
information prescribed is given in Appendix LL.

No-demand Certificates for Military Officers in Civil employ,

7'76. Besides the ordinary last-pay certificate required under Article 774,
Military Officers in Civil employ, when about to retire from active service,
are required by the Military Department to produce a mno-demand certificate
from the Civil Account, Officer under whose audit they are.

777—"83. Cancelled,
History of Services.

784. A history of the services of all Gazetted officers will be comgiled in
the Account Office and printed in Form 92 and issued on the 1st September of
each year, containing information down to lst July preceding. It should
include such of the non-gazetted officers whose salary is audited like that of
Gazetted officers, as may appear to Local Governments and Administrations
desirable and  convenient. The publications should be styled * Histories of
services of gazetted and other officers.” Copies of this publication will be
furnished according to the local orders in force, care being taken that the
copies for the Secretary of State reach him by the 1st November,
Articles 774—784.
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Norg.—For such of the non-gazetted officers whose salary is audited liko that of Gazetted
officers, as are not included in tho published History of Services, either Service Booksshould b
kept by the Heads of their offices as in the case of all other_non-gazetted officers, or service
registers in manuscript should be kept in acoount offices.

785. The history is intended to include all important facts in the official
career of an officer, including acting appointments involving a change of
duties. Acting promotions involving no change of duties as in the case of an
Assistant Magistrate and Collector or of an Assistant Engineer, 2nd grade,
appointed to ofliciate as a Joint Magistrate and Collector or an Assistant
Engincer} 1st grade, respectively, should generally be omitted ; but in the caso
of members of services which, like the IFinancial and Educational Depart-
ments, consist mainly of grades, the duties of which are not separate and
distinct, all acting promotions should be shown.

786. The illustrative entries in the the sample form explain the method of
record. All furlough and sick leave, extraordinary leave, special leave, sub-
sidiary leave, absence without leave or in excess of leave, or of joining time,
ghould be noted across the pages as in the specimen ; and if any period be allowed
to count as service or residence which would not ordinarily be allowed by the
rules, or if any special privilege or disability affecting pay, pension, or leave
attaches to an officer, the fact should be similarly noted with quotation of the
Government order. All privilege leave taken before the last return from fur-
lough should be omitted.  Sub. pro tempore appointments, when shown, should
be distinguished from both substantive and acting appointments.

1. In thecase of Military Officers and officers not belonging to the Indian Civil Service, the
date of birth should be recorded at the heading.

7817. Particulars of literary works as well as appointments in Orders, such
as C. 8. I. and C. M. G,, should be printed in italics at foot of the page.

1. Tho following information may also be recorded if tho Tocal Government so direot =—
(@) the place of education and academioal degree in the case of Kuropeans and Eurasians, (b)
easto, tribe, homo of the family, if in India, and academical degree in the cnse of Natives ;
but no other addition should be made without tho crders of the &ovcrnmunt of India. The
war sorvices of neither volunteers nor Military Officers should be shewn, but there is no
objection to tho mention of the receipt of a medal or a clasp for war services.

788. An interleaved copy of the last edition of the History should be used
to note the subsequent changes and should be sent in original to the press as
 copy *’ for the next edition of the History, On receipt of notice of the
appointment of a new officer, hisname should immediately be entered in its
proper place in this interleaved copy. So long as an officer is attached to a
province, though he be absent on long leave, or though for a time he has fallen
from the rank of a gazetted to that of a ministerial oflicer by the termination
of an acting promotion, his name should not be struck out of the History : it
should be removed only on death, retirement or perinanent transfer to another
province.

1. In the case of Military Officers temporarily employed, a separate register munst be kep$
to show () the date on whivh the Military Staft pay should cease ; () any spesial cireum-
stance under which an officer may lose his licn on his Military appomtment. This register
should be examined quarterly, and doubtful points referrod to the Military Accounts
Department.

'789. When an officer is transfered to another circle of audit, the Account-
ant General of the new province should be furnished with a statement showing
the pay and acting allowance drawn by the officer during the last 5 years to
gupplement the information contained in the last printed History of Services.

Articles 785—789.
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For officers transferred to or from Berar other than those referred to in
the Exception to Article 34 of the Civil Service Regulations, in regard to whom
the procedure in the previous clause applies, the salary drawn during their
whole service should be shewn.

Scale Register.

790, A scale register in Form 93 will be maintained in account eoffices for
the purpose of seeing that appointments are not made in any grade or class of’
officers in excess of the sanctioned scale.

791. The number of sanctioned appointments in a grade is to be entered
at the top of the page or pages assigned to it, and the column  Names of
incumbents ** will be opened by entering in order of seniority the names of the
officers holding permanent appointments in the grade on Ist April. Such a
number of lines as experieuce may show to be necessary should be left blank
for entry of permanent promotions during the year to which the register
refers ; such promotions should be entered, and the names of officers perma-
nently leaving the grade should be scored out in red ink.

792. Below the space providel for permanent incumbents should be
entercd the names of acting oflicers, beginning with those actually on duty
on 1st April.

793. After the end of a month entrios should be made in the columns for
that month, shewing what officers were on duty during any portion of the
month, Against the names of officers present throughout the month, the
figure 1 should be written in the first column, while against those present for
o part of the month, only the dates from and to which they were on duty
should be entered in the 2nd column as shewn in the Form, and in column 3.
should be entered numbers, beginning with 1, connecting the periods which
form parts of the same chain, the same number being repeated against each
part of such chain. The highest number in column 3 will thus show the
number of appointments accounted for by the broken periods. If this number
added to the sum of the figures entered in column 1 does not exceed the number
of sanctioned appointments, it is clear that the scale has not been exceeded as a
whole. To ensure that the scale has not been exceeded during any day of the
month, it must be seen, while entering the connecting numbers in column 3,
that the dates indicating the fractions of the same chain do not overlap each
other. The dates, 1-6, 7-20, and 21-81, indicate that the appointment was
filled for the whole month, 1-6, 5-20, and 21-31, that for the 5th and 6th
there were two officers drawing salary for the same appointment and 1-6, 9-20,
and 21-81, that the appointment was vacant for the 7th and 8th.

Nore.—To facilitate the completion of the account after the end of the month, brief notes
indicating the changes during the month may be made either at Foot of the columns for the
month or in a separate column to be added under each month. But it is left entirely to the
option of each account office to decide whether notes should be made or not.

794. A scale register should also be maintained by the Comptroller, India
Treasuries, and the Accountants General, Madras and Bombay, to check excess
appointments of Chaplains in the Bengal, the Madras, and the Bombay Presi-
dencies, respectively, and whenever the sanctioned scale is exceeded, a report
should be made to Government. The Comptroller, India Treasuries, also keeps
a Scale Register of officers belonging to the graded list of the Political Depart~
ment, as well as one of officers of the Civil Veterinary Department. Each

Articles 790—794.
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other Accountant General will furnish him or the Accountant General, Madras
or Bombay, as the case may be, with the neces information regarding
changes amongst Chaplains and Political Officers and Officers of the Civil
Veterinary Department under his audit in a monthly statement in Form 94
to be submitted by the 15th of the next month.

Quarterly Civil List.

795. No instructions are here given for the preparation and publication of
the Quarterly Civil List, as this duty is not everywhere laid on the account
office; the standard pattern is described in Finance Department Circular
No. 3773 of 25th September 1871. If in any list, which is published by
authority without previous review in the account office, any errors are dis-
covered in course of working, they should be reported to the authority concern-
ed, and the copy of the printed list preserved in the office should be corrected.

Annual Returns.
Gazetted Appointments.

796. A list of Gazetted appointments in Form 95 will be prepared every
year for submission to the Government of India, Finance Department, by the
15th of May ; the appointments will be arranged in Departments, following,
as far as possible, the order preseribed in that Department Circular No. 8773,
dated 25th September 1871 ; and the orders of Government, which fixed the
sanctioned strength and pay, will be noted in the proper column.

Indian Civil Servanis.

797. Lists of Indian Civil Servants, including names of Statutory Civil
Servants appointed by the Government of India, are prepared in Form 96 by
the Comptroller, India Treasuries, for the Bengal establishment, and by the
Accountants General, Bombay and Madras, for the Bombay and Madras
establishments, respectively, and are submitted to the Governments of India,
Bombay, and Madras, respectively. Fach other Accountant General must
contribute to the officers above-named the necessary particulars regarding
Civil Servants attached to his province by the 15th July. Both in these pre-
liminary and in the final compiled lists the names must be arranged in the order
of the ()J'ivil Gradation List.

1. Absence in excess of sanctioned leave, or of joining time, does not count ay “active
service,” and such period should, therefore, be shewn under the head of * Extraordinary leave”
in Form 96.

2. The reports on pension applications of Indian Civil Servants aro hased upon thef above
statements, and in order to facilitate their submission, it is necessary,whenever a Civil Servant
retires, that the Accountant General in whose audit circle he last scrved should send to the
proper officer as soon as possible, and without waiting for a call from that officer, a certifi-
cate of “ no demand,” and also & statement of the retiring officer’s services for the period
xl:’::i‘r’:dm the date covered by the latest returns submitted and that on which the officer

High Court Qualification.
798. The Local Governments are required to prepare, at the beginning of
each calendar year, for ultimate transmission to the Secretary of State, a list
Articles 795—798,



444 GAZETTED OFFICERS' AUDIT. [Ckap. 35,

of the Indian Civil Servants who have, since the date of the last list, become
qualified for the office of Judge of the High Court. As these lists may have
to be propared by Accountants General for the Local Governments by the
81st January, tho gualiﬁcation clauses affecting Grovernment servants are here
quoted from 24 and 25 Vict., cap. 104, section 2 :—

% 2. Mombers of the Covenanted Civil Scrvico of not loss than ten yecars’ standing, and
who shall have served as Zilla Judges, or shall have exercised the like powers as those of a Zilla,
Judge, for at loast threo years of that period.

“ 3. Porsons who have held judicial office not inferior to that of a principal Sudder
Ameen or Judge of a Small Cause Couxt for a period of not less than five years.”

Services of Chaplains,

799. From the History of Services will be compiled ‘on foolseap paper) the
return of services of Chaplains on the Bengal establishment, which is sub-
mitted to the Comptroller, India Treasuties, every year, by the 30th April,
in view to the maintenance in his office of a, complete history of scrvices. The
veturn will be in Form 97.

800 and 801. Cancelled.

Compulsory Retirement.

802. The rules for compulsory retirement at a specificd age, or period of
gervice, are to bo found as follows :—

Indian Civil Servants, Cive! Service Regulations, Article 621

Statutory Civil Servants, Cwil Service Reyulatsons, drticle 626,
section 8.

Military and Naval officers in Civil employ, Civil Service Regula-.
tions, Articles 679 to 682,
Chayplains, Cizil Service Regulations, Arbicle 663.
Other officers, Civil Servsce Regulations, Ariicle-603.
1. It has been ruled that a transfer from one district to another in tho same capacity

doos not reckon as a now office under tho proviso in Article 62 (), Civil Service Regulae
tions.

803. On or before the 1lst September in each year, ¢.¢., as soon as pos-
gible after the examination of the books of establishment, the Accountant
General should submit to the Local Goverument a list in Form 99 of the
Gazetted officers other than officers of the Indian Civil Service or the Army or
Navy who will attain the age of 55 years, or whose extensions of scrvice will
expira during the next official year, with a view to enable it to pass the
necessary orders as to their retention in, or retirement from, the serviee. In
the case of Military and Naval officers, the Accountant General should annually
obtain lists of the officers affected by the rule who are employed in Depart-
ments and Offices under his audit, and should pass no more pay to the officers
named therein, except where it can be shewn that there is authority for their
continued employment. Regarding Indian Civil Servants, the prescribed
registers give the necessary information as to when any individual comes within,
the scope of the rule. )

Articles 799—803.
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Auditors’ Duties,

804. The following is a list of the more important points requiring the
attention of auditors :—

(1) See that the vouchers are in the proper form.
{2) See that the receipt stamps are atfixed when necessary and punched,
(3) See that the officers are legally entitled to the pay claimed.

{4) See that every first payment of salary, except on first appoint=
ment to the service of Government, is supported by a last-pay
certificate.

(5) See that in the case of an officer appointed to the service in
India, a health certificate is given.

(6) When Exchange Compensation Allowance is drawn for the first
time by an officer, see that the officer claiming the allowance has
either Keen appointed in England and is not a statutory Native
of India, or if appointed in India, has been appointed to an
office, Service or Department in which European qualifications or
a proportion of Europeans have been declared by the Government
of India to be indispensable. In the latter case the claim must
be supported by the certificate mentioned in Article 41C of the
Civil Account Code.

(7) Record the payments in the appropriate cages in the audit register.

(8) When the amount of a bill is the same as last month, only enter
date of payment ; if any further payment be made, enter the
new date also, a guide letter being placed over it, linking it with
the explanatory note and number and date of order.

(9) When the amount of a bill differs from that of the last month,
enter the amount as well as the date, the amount being the gross
amount paid, including fund deductions, income-tax and
recoveries of over-payments.

(10) Enter advances made in England in Indian currency at the rate
of exchange of the ycar in which they were made, informing the
Comptroller General of them. Most of these advances are
recoverable by monthly instalments of one-third of salary,
recoveries in cash being credited to * Recoveries of Service pay-
ments * under “ Suspense Accounts ”’ and adjusted by deduc-
tion from charge (vide Article 992A).

(11) Examine and check income-tax, service and other funds, including
superannuation contributions, in strict conformity with the
rules.

(12) In the case of an officer on leave—

(@) see that leave has been granted ;

(&) see that it has not been exceeded ;

(c) see that the allowance claimed is covered by rules
applicable to the casec.

(13) Note all advances, and excess or unauthorised payments, in the
space set apart for objections, issuing the necessary retrenche
ment slips to the officers concerned.

Article 804,
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(14) Note recoveries, if any. ’

(16) Enface the vouchers with classification and audit notes to enable
the district auditors to charge the amounts to the correct heads
in the accounts.

(16) Stamp them with the “ Admitted >’ or ¢ Objected to » stamp, as
the case may be.

(17) Send them in their proper pages in the registers to the reviewing
officer.

(18) On return from him, return vouchers without delay to the
Treasury Account Department,

805. On receipt of a Gazette, with the notifications regarding Gazetted
officers ticked off, the auditor will—

(1) note all the necessary details in the audit registers, and history of
services, and also in the scale register in the case of graded
appointments ;

(2) issue theslip for alterations in salaries, filling in at the same time
the money columns in the register when necessary ;

(8) when leave has been sanctioned, prepare the preseribed letters for
leave in India or leave out of India, as the case may be ;

(4) in the case of transfer, sce that the report is received of making
over, as well as of receiving charge, notein proper place in andit
register, and check joining time ;

(5) in the case of an ofticer transferred from another Province, call for
a statement of his salaries, and submit it with the audit and
scale registers, the history of services and the salary slips to the
Gazetted officer for approval ;

(8) see that no person not being a Native of India is appointed to an
office of which the salary amounts to 200 a month or more,
except in the cases mentioned in Article 773 (a).

drisele 805,
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Chapter 36.—Establishment Audit.

Establishment Book . . . 8086 | Arrear and Advance Bills . 819
Audit Register . . . . 812 | Temporary Bstablishment . 830
Increment certificates . . 818 | Proposition Statements . . 820A
Audit Procedure . . . 816 | Auditors’ duties . . . 821

Establishment Book.,

806. A list should be opened annually shewing the offices for which the
annual statements prescribed in Article 55 are due, the date on which the forms
are sent to each office, the date of return, and the date on which the check is
completed. Each auditor should be held responsible for the receipt of all the
statements for his district.

80'7. The forms should be printed on good foolscap and forwarded on or
before the 1st March to all officers who have to submit them.

808. (4) On receipt of a new annual statement, the book of establishment
of the previous year should be taken up for comparison with it ;
the checking clerk should verify any new orders quoted in support
of alterations, and must ascertain that each new name is supported
either by a health certificate, or by a reference to the bill
with which it was furnished, or to a former ’post (marking in
each case “verified”’ or  certificate inspected” in red ink in
the original statement only). If there be any name not so sup-
ported, or if any unknown order be quoted, he should institute
correspondence with the Head of the Office. Any additions or
alterations required should be entered both in the original and the
duplicate copy. The figures shewn in the column for “Pay of
present incumbent”’ should then be proved with the correspond-
ing fly-leaf of the audit register. He should also see that the
detailed statement required by Article 55 (4) is furnished at foot
of the return.

1. It will, no doubt, be convenient to keep health certificates for facility of roferemce in
weparato files,

(8) The statements are received in duplicate and the nominal rolls in
triplicate, separately for each permanent establishment, so that
it is not necessary to have a fair copy of the book of establish-
ment or of the nominal rolls prepared in the account office.

(¢) Accordingly, when all defects have been supplied in {he manner
indicated in clause (2), buth the original and duplicate copies
with the book of establishment of the previous year should be laid
before a Gazetted officer, by whom a sufficient number of pages,
chosen at random, should be checked, and, if the work seem pro-
perly done, an order should be passed to group the statements un-
der service heads, arrange them by districts in alphabetical order
under each head, and bind them in that order ip volumes of

Articles 806—808.
o3
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convenient size. The nominal rolls should be similarly arranged
and bound separately.

809. Phe original returns bound up will he the record in the account office.
The copres aro intended for despatch, (1) the duplicate copy of the establishment
book aud the nominal roll, to the Government of India in the Finance Depart-
ment, and (2) the triplicate copy of the nominal roll only, to the Secretary of

State throngh the Finance Department; these are to be despatehed by 1st
September.

810. As each establishment return is checked, its details will be posted,’ by

aid of the accompanying abstracts, in an abstract prepared according to the
subjoined form :—

MAJOR BUDGET HEAD.
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These numbers should be cbecked with the numerical strength shewn in the
Appendix to the Budget.

Copies of the abstracts should then be placed in the volumes wherein the
corresponding nominal detail is to be found, so that where the book of estabe

lishment is bound in several volumes there will be some abstract statements in
each.

811. On or before the 1st September of each year, 4.c., as soon as possible
after the examination of the estabishment books, reports in Form 99 should be
forwarded to the authorities empowered under Article 506(a) of the Civil Service
Regulations to grant extensions of service, of all non-gazetted officers employed
under them who will attain the age of 55 years, or whose extensions of service
will expire, during the next official year.

Audit Register.

812. The audit register will be in Form 100, each page being divided by
horizontal lines into four equal spaces for the record of four years® charges,
A page should be set apart for the andit of cach section of an establishment ;
the different sections will be entered consecutively, and a page for the total

drticles 809—8183,
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charge of the establishment should be left immediately after them wheu the
number of sections exceeds one. The sections in the audit register should
exactly correspond with those in the establishment bill—»ide Article 5% The
establishments should be arranged in the order of the Major and Minor heads
of account, and a few pages should be left blank after each Major head for
the entry of any permanent establishments that may be subsequently sane-
tioned.

813. The register is opened by bringing forward the detailed scale for each
section and the total sanctioned pay of the section as finally recorded in the
past year’s audit register. The details of the scale of estabhshment should be
recorded in a fly-leaf in the followng form inserted between the pages of the
register :—

Detail of appointments and pay in of .

Actunl on .
Minimum., Maximum.| Ist April I“,i,::’;“’

189
R R R R a. p.
Head Clerk  » . . . . e 150 200 170 4 610
Soecond , . . . . N . 80 120 06 2 00
Third ,, . . . . . . 35 50 44 014 8
Duftry . . . . . . ase 8 e
‘I'wo peons . . . . . . v - 12 -

Toran . 330 75 6

814. The minimum and maximum columns, both for the detailed scale as.
well as the sectional total, should be used only when the pay, or part of it, is
progressive ; and in this case each increment, as it iy admitted, will be added to.
the total of the “actual” column andthe pay of the appointmont affected
altered in red ink, with a note in each case of the month with effect from which
the increment is granted. Allerations of the scale and of the actual total
payable at the time, due to orders passed during the currency of the register,,
should similarly be noted with a quotation of orders. All entries of orders
and amounts in the money columns must be initialled by the Superintendent.

1. Tho form of Audit register proscribed for establishment may he adopted also for the
audit of scholarships and similar allowances.

2. In the columnn hoaded “ Orders of Governmont " the last genoral order sanctioning the
establishment, as a whole, should be quoted against the first scation only. Any order passed
during the currency of the register should be noted against the particnlar section affected
and reproduced in subsequent registers.

8. Whore Munsiffs, Tohsildars, etc., who hold non-gazetted graded appointments, and are
transforred from district to district, draw pay in separate bills, their salaries should be audited
like those of Gazettod officors, and a scale register maintained. Where such officors draw their
pay in the same Lill with tho other members of the cstablishment, their pay should ho
audited in the ordinary way by sections, but a seale register should be raaintained to see that
the total number of sanctioned appointments for cach grade is not cxceeded.

815. The first of the four divisions of the page serves for record of the
audit for the first year, after which the entries of maximum, minimum, and
actual should be made after the same examination as above in the second,
space, and the audit continued for the second ycar on the same page.

driicles 813—815,
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1. In the caso of some establishments, the number of partial bills, arrear bills, eto.,
among which one month’s pay is divided, is so large as to occupy, each month, more than a
single space, In these cases (to which the old audit registers give an easy elue) more than
one page will be required for the four years’ audit.

Audit Procedure.

816. On receipt of an establishment bill with the Treasury account, its cal-
culations should be checked arithmetically, and reference should be made to
the leave statement in order to see that no absence on leave causes a charge
which the rules do not permit. But it will not be necessary to check the leave
granted by earlier records, or the details of the bill by earlier bills, though
if any such leave appear primd facie to be contrary to rules, it should be
noticed. In posting the audit register, the amount shewn in the column “Net
charge for each section” in the establishment bill (Form 6) should be entered
against each section. Below this should be written in red ink any amount due,
but not drawn by reason of absence, to check arrear bills (vide Article 819).
The amount of fines shewn in the establishment bill should be similarly noted
inred ink to check bills preferred when fines are subsequently remitted. No
subsequent claim not covered by the last two entries or by special authority to
utilise savings should be admitted without full explanation of the circumstances
under which it was omitted from the monthly bill, which is expected to exhibit
thefull claim for the month, The entries should always be begun from the
top of theallotted space, in order that there may be space for record of arrear
bills, and also of sums refunded by short-drawal, which may be claimed
again,

1. Government or other ordors rogarding any member of the establishment should also
be noted in the audit register.

2. The accounts of sontributions for pension and leave allowance of officers lent to Native
States, etc., are kept in soparate registers for the wholo office. (See Article 933.)

8. If the amount of s bill js objected to, it must still be ontered in the audit register,
and the cause of objection clearly stated on the bill.

817. When the payments have been recorded against the sections, the
amounts posted should be totalled and agreed with the total of the bill, which
should be posted on the page set aside for it without detailing the sectional
totals again. The audit enfacement should then be written, and the bill and
register together laid before the reviewing officer (Article 730), who should
compare the totals, make such comparison of sectional charges as seems
necessary, and initial both bill and register. It is a matter of importance to
remark that establishment audit registersrun from April to March, and that
pay is recorded under the month for which it is due, not that ¢z which it
15 disbursed. To take an instance:—a clerk being absent on six weeks’
privilege leave, from 25th March, his pay for March is not drawn in the bill
for that month ; but when it is claimed in May, it will be passed in the audit
register under the past year: or, to take a further instance :—from the pay
bill for April (paid in May) is deducted the pay for March of a man who
happened to .be absent when it was drawn, and taking leave did not return
in April to receive it ; the refund will be noted in the earlier part of the reg-
ister under March, and in the same place will be passed the bill on which the
pay is afterwards drawn.

1. The number and month of the voucher should be quoted in the entry as ahortly as
poasible, thus, 84—7 would indicate voucher 84 of July.

Ariicles 816817,
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Increment Certificates,

818. Increment certificates attached to establishment bills or submitted
separately for pre-gudit under Article 62 should be examined, so as to see that
the increments claimed are really due and have actually accrued. The facts
stated in the explanatory memo. attached to the increment certificate (Form
8) should therefore be checked by reference to past bills and to the establish-
ment returns ; and, in the case of certificates submitted for pre-audit, if the
increménts are found to be admissible under the rules, the certificates should
be returned, duly passed, and the fact noted in the audit register.

Arrear and Advance Bills,

819. Arrear bills should be passed in the same manner against the section
concerned, after reference to the note of amounts due but not drawn (under
Article 816), the necessary addition being made to the total; and, when any
pay is drawn in advance under Article 66, the amount should be finally charged
against the service head, and recorded in the audit register in the column
assigned to the month for which pay is advanced. But advances made under
Article 187 (8) should be debited to advances recoverable.

1. A, whoso salary is R150 a month, receives an advance of R200 ; R150 will be posted
for the first month’s pay in full, and R50 on account of the second month.

.

Temporary Establishment.

820. When sanction is received for a temporary establishment, the requisite
entries should be made in the first three columns of the audit register, the
period for which the sanction holds good being distinctly specified in the second
column below the details of the appointments sanctioned, and lines should be
drawn across the cages of the months previous and subsequent to such period,
80 as to prevent admission by oversight of pay for a period in excess of
sanction.,

1. Temporary establishments should be cntered in the andit register after all the per-
manent establishments, and not mixed up with them.

2, Temporary establishment may commonly be debited to the same head ns permanent
establishment ; it is only in cases where sanction is given for a long term, and the charge will
reach a considerable amount, that there is any object in separating them.

Proposition Statements.

820A. In verifying the present scale of a proposition statement under
Article 57, Note 2, Civil Account Code, the verifying clerk should also see that
the entries in the column “ proposed scale ”” are within the powers of sanction
of the authority to whom the statement is to be submitted.

Auditors’ duties.

821. The chief points to be observed in auditing establishment bills, beside
those mentioned in Article 782, are t0 seem

(1) That the arithmetical calculations are correct.
Arlicles 818—821,
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(2) That the bill is drawn according to the sanctioned scale, that
pay and acting allowances are distinctly shewn, that arrear
pay is drawn on a separate bill, that the name of any person
on leave, suspension or deputation, as well as the name of the
acting officer, is shewn in the bill and also in the leave state-
ment.

(3) That sanctions for the appointment of other than natives of
India to appointments on R200 per month and gbove are
quoted when required.

(4) That the increment certificate is attached when an increment is
drawn.

(5) That the leave statement is filled in or the ‘“no leave” certi-
ficate furnished.

(6) If the bill contains any entries of leave or acting allowance, that
they arc according to rule, and that full pay is not drawn
during absence on sick leave, leave on private affairs, or fure
lough.

{7) If an officer proceeding on privilege leave whose pay is less than
RR00 a month is allowed an advance of pay, that it is
supporled by a warrant signed by the Iead of the Office.

(8) That a last-pay certificate 1s furnished for an officer transferrcd
from another establishment.

(9) That the dates of making over and receiving charge are stated,
and joining time checked in aceordance with Articles 194 and
195, Civil Service Regulations.

Ariicle 8¢1.
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Chapter 37.—Travelling Allowance Audit.

Audit Register . . . 822 l Audit of bills ar d Budget check 823
Incidence of charge « .+ 824A

Audit Register.

822. Audit of travelling allowances should be recorded in a register in Form
101. As no details of camp stages or of camp attendants will be given, a
single line is sufficient for each voucher. The name of the officer will be the
name of the Gazetted officer whose own or whose establishment’s charges are
included in the voucher. The name of a ministerial officer will appear only
when the bill, though signed by the head of the office, is, for the charges of a
ministerial officer, transferred from another post under circumsiances giving
him a claim to travelling allowance, The object need not be entered, except
in the case of (s) transfers, when the names of the stations to and from which
the oificer is transferred should be specified ; (4) the exceptions mentioned in
Article 824A of the Civil Account Code,

1. The budget allotment of each office should be noted at the top of the corresponding
section of the audit register.

2. In cases of transfer of police inspecters and constables, where several names appear in
a single bill, thoir names and other details may be omitted from the rogister, provid- d
efficient arrangements can be made to guard against double payments. .

3. In the office of the Comptroller, Post Offico, the travelling allowance bills of Gazotted
officcrs may be andited in the Audit Register for the salaries of such officers, sepurate spaco
being provided for the record of such payments,

Audit of bills and Rudget check.

823. Irrauditing a bill, the daily allowance should be passed according to
the rate admissible to the officer, the steamer fare by the table of fares, the
mileage by the tahle of distances, and the railway fare by the time table, 1In
the majority of cases countersignature is necessary.

824. After the bills have been checked and entered in the register, they
should be placed with the register before the passing officer, for review and
signature.

The entries in the register should be totalled monthly and the progressive
total checked against the sanctioned grant. When, however, the Budget grant
cannot, for any reason, be applied by means of the Audit Register, the Budget
check should be exercised by the Disiriet Auditor. But whether by means of
the Audit Register or of the Classified Abstract, the Budget check should be
applied and prompt notice should be taken of any excess which may lead to the
sanctioned grant being exceeded at the end of the year. The Superintendent
should satisfy himself that the check has been properly exercised before he passes
the Classificd Abstract every month or when he reviews the travelling allow-

ance bills,
Articles 892—824.
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Incidence of Charge.

824A. Except in the following cases, the travelling allowance of an officers
on whatever duty he may be employed, is charged to the same head as his pay~
This article applies to the travelling allowance of a Medical Officer for a journey
to attend on an officer entitled to such attendance :—

(¢) The travelling allowance paid to Gazetted officers for attending
examination is debited to the head « Miscellaneous.”?

(9) The travelling allowance of a Military Officer attached to a
Horse Breeding Department is debited to the Civil Depart-
ment, even when his pay is debited to the Military Depart-
ment.

(c) The travelling allowance drawn by the Medical Officer in charge
of the British troops at Calicut, for journeys to and from
the Lunatic Asylum at that station, is debited to the Civil
Department.

(d) The travelling allowance of an officer paid from a Tiocal Fund
may, when travelling in the execution of Government duty,
be paid and charged to General Revenues. Similarly, the
travelling allowance of an officer paid from the General
Revenues, when travelling on duty connected with a Local
Fund, may be charged to the Local Fund.

(¢) The travelling allowance of native military students, while under
training with Survey Parties, is debited to the Survey Depart-
ment.

(/) The actual travelling expenses of the Military Secretaries and
Aides-de-Camp to the Governors of Madras and Bombay and
the travelling allowances drawn Ly the Aides-de-Camyp to the
Lieutenant-Governors while on tour with His Excellency the
Governor and Hig Honour the Lieutenant-Governor, res-
pectively, are charged in the Civil Department, although
their salaries are charged in the Military Department.

(9) The travelling allowances of Military Sergeants proceeding on
Civil duty to Port Blair in charge of stores, etc., should be
treated as extra expenditure incidental to the sapply of stores
and adjusted in the Civil Department, although their pay for
the period is adjusted by the Military Department.

(%) When soldiers either British or Native are sent under Military
escort from one station to another to stand » trial on a eriminal
charge, they will travel like any other party of soliders on
duty, under a warrant furnished by the Military authorities,
the charge being met from the Military estimates. Where a
soldier is conducted by a Police escort, the charge will be Civil ;
the warrant issued in such cases should include the accused, as
he is a soldier proceeding to a certain place under the orders
of his Military superior and therefore on duty,

An individual soldier summoned by the Civil authorities to appear
in a criminal case, either as a ‘witness or as an accused, but not

Adriéicle 8244,
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under custody, should be given a warrant to enable him to

perform the journey, the cost being debited to the Military
Department.

824B. The travelling allowance of an officer transferred from one Depart-
ment to another is debited to the Department to which he is transferred.

824C. The travelling allowance of an officer, called away from his duty to
give evidence in any Court, is during the period of his absence, debited to the
Department which would bear the charge if the officer were on duty.

Articles 824B—B24C.
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Chapter 38,—Contingent Audit.

General Nature of Audit . . 825 | Periodical charges . . . 834
Contract Contingencies . . 837 Charges regulated by scales 835

Countersigned Coutingencivs— Charges for supplies from
Steps in Audit . . . 829 other Departments . . 836
Abstract Bill . . . . 830 | Budget check . . . . 8a7

Detailed countersigned Bill . 831 | Annual Compilation & Review 838
Special Charges . . . . 833

General Nature of Audit.

825. The responsibili&y for the effective control of contingent expenditure-
rests primarily with heads of offices. For contract contingencies this re~
sponsibility is complete, as no external control is excrcised over this class of
expenditure so long as the contract grant is not excceded. For eountersigned
contingencies, controlling officers are required to serutinise the expenditure in
addition to the scrutiny of heads of oftices. The duty of the Accountant
General in respect of the former is merely to see that the contract grants are
not exceeded without the special sanction of Government. As regards the
latter, countersignature cannot be said to relieve him of all responsibility for
control ; he should not, indeed, disallow any items included in a countersigned
bill and within the powers of sanction of the countersigning officer, but he
should draw the attentlon of the countersigning officer to any outlay which
seems questionable, or, in comparison with like charges in other districts,
excessive, and may, if it seems advisable, specially address the Local Govern-
ment. It is his duty to challenge extravagant rates, prices or amounts for
charges otherwise unobjectionable in their character, and to refer for orders
any item of espenditure which is positively objectionable, or at least doubtful
in itself ; but it 1s not right to regard as an unusual charge requiring the sanc-
tion of Government one which is manifestly neces-ary, though it doesnot occur
monthly : for instance, a clock in a Commissioner’s Office may be a necessary
article of furnitare, but the necessity for replacing it will not occur for years.
‘When, however, that necessity does occur, the expense may readily be passed
on his signature, provided the price be reasonable.

826. Charges for which scales have been laid down should be passed by the
Accountant General in accordance with such scales, and those for which
special sanction of higher authority is necessary should not be passed in the
absence of such sanction.

Contract Contingencies.

82'7. The rules for contract contingencies differ in the different provinces,
principally as regards the classas of expenditure brought under contract and
the departments to which the system has heen extended. In some provinces
the contract is made direct with the disbursing oflicers, while in others the
allotments arve placed at the disposal of controlling officers, who distribute them
annually among their subordinates, reserving a small portion for subsequent
grants in case of need. There are also differenccs on minor points. Each
province will be guided 1y its local rules. But the essential features of the

Articles 826 827.
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scheme are common to all provinces, »7z., that no details of the expenditure
beyond such totals of the various contract items as may be required for pur-
poses of classification, need be furnished on the bills, that no sx‘\b-vouc'hers
with a few speciticd exceptions need be submitted, and that disbursing officers
are held personally responsible for any expenditure in excess of the contract
allotment until they can procure immunity from Government.

828. The principal point in andit is to sce that the contract allotment for
each major head is not excceded. The progress of the expenditure is watched
by means of the allotment memorandum at foot of each bill, which shows the
expenditure up to date and the balance available, and by means of an audit
register in Form 102.

Any difference betweon the progressive total on a bill and that worked
out from the register should be promptly noticed and rcconciled. TF the
cxpenditure appear to be progressing at a rate indicating a likelihood of the
allotment being execeded before the end of the year, the attention of the officer
concerned should be invited to the fact.

Countersigned Contingencies.
Steps in Audit.

829 The audit of countersigned contingencies eonsists of two parts, firsts
the audit on receipt of the abstract bill, and second, on receipt of the mouthly
detailed countersigned Dbill as explained below. In the case of bills which
do not require countersignature, both parts of the audit should be conducted
simultaneously.

Abstract Beil.

830. When an abstract contingent bill is received, it should he examined so
far as fo see that it is drawn by an officer who has authority to draw such bills,
that the summations are correct, and that there is nothing extraordinary
or unusual in it. The usual audit enfacement should he made upon it, and ity
amount should be entered in the contingent audit register (Form 108), wherein
a separate folio will be assigned to each disbursing office or department under
each major head of expenditure, the folics being arranged in the order of
major and minor heads of account. The amount unpassed should be entered
each month in the objection book, and, as the countersigned bills are audited,
they should be recorded in the contingent register and admitted in the objec-
tion book. “he details of the abstracts are not required to be entered in the
contingent register, but only the total of each ahstract, since the details are
recorded in the annual classified abstract. In the case of pre-audited bills,
the audit register should be in the same form as the register of contingent
charges prescribed for disbursing officers in VI, I (Form 10). This will
serve both as a record of payment and also for budget check.

1. The register in Form 103 is presoribed so that tho auditor may have a note of the
payment of each bill.

2. In Madras, where the annual classifiod abstract has not been introduced, the registor
should be kopt in the same form as the register of contingent chargos prescribed for dis-
bursing officers.

. 3. When an amount drawn in a provious month is refunded in eash, it should be entered
in red ink as a minus entr{ in the contingent audit register and the progressive total for the

month corrected according
drticles 828--850.
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Monthly Detailed Countersigned Biil.

831. When a monthly bill is received, it should be examined with special
reference to the following points :—

(1) Whether it is duly countersigned (if countersignature is necessary)
and certified.

(2) Whether the charges contained in the bill, and passed by the counter-
signing officer (if any), cover the amounts drawn from the
treasury and are classified as in the abstract bills, Differences or
disallowances should be noted for recovery, and adjustments should
be made, if necessary, on account of misclassification.

(3) Whether vouchers are attached for all charges for which they are
required by rule. The auditor should tick off each such charge
in testimony of his having seen and passed the voucher.

(4) Whether details of miscellaneous charges or other items are given
° and whether any charges seem extravagant, unusual, or objection-
able; these the auditor should bring to notice.

{5) Lastly, he should audit separately, in accordance with Articles 833
and 834, any periodical charges or special charges which require
the sanction of superior authority, or which are regulated by scale
laid down by Government, if any such charges are included in the
bills

8392. The auditor will record his andit order (passing the bill, or objecting
to it) upon the bill itself, and make the corresponding adjustment, or partial
adjustment, in his objection books, taking steps to remove any objections still
outstanding.

1. Tt is necessary to watch very carefully the submission of monthly bills, and to direst
the attention of countersigning officers to any delays that may occur. It is clearly objection~
uble to allow the audit of contingent charges to be indefinitely delayed.

Bpecial Charges.

833. For the record of special charges requiring the sanction of superior
suthority a register will be kept in Form 104. Separate pages may be set
apart for each officer incurring expenditure, and, if the entries are likely to be
numerous, the pages may be further distributed according to classes of expend-
iture. Immediately on receipt of an order sanctioning any special expend-
iture, it should be entered in the register in its appropriate place; when the
charge comesup for audit, a note of the bill in which it is included, and of
the audit, will be made in the final columns of the register.

1. Special sanctions of refunds, advances, and travelling allowances should be recorded in
this register in the surme way as those of contingent oxpenditure proper, and should be
marked off as tho charges come up for audit. (See also chapter 44.)

2. In openingrn new register, orders of which the foroe hasnot yet expired, should be
carried forward from the old into the new register,

8. When an order sanctioning oxpenditure contains no indication of the amount or limit of
the sanction, the Accountant General should address the authority who issued it.

Articles 63 1-~833.
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Periodical Charges.

8834. For record of the audit of periodical charges (such as rents, rates,
ete,), and of charges for which a fixed allowanoe is sanctioned, a separate
register should be kept in the form prescribed for audit of establishment, each
payment, as it is andited, being posted, with the necessary references, in the
appropriate monthly column. The amounts should also be posted in the
contingent audit register, Form 103. .

Charges regulated by Scales.

835. Charges regulated by scales laid down by Government, e.g., rewards
for destruction of wild animals and snakes, batta to witnesses, etc.,, do not
ordinarily require countersignature, and are to be passed finally on the respon-
sibility of the disbursing officer, unless any other course is preseribed, supported
by the preseribed certificates (if any); such charges will be recorded in an
audit register in Form 103,

Charges for Supplies from other Departments.

836. The value of Inter-departmental supplies should be shown separately
in red ink in the contingent audit register in the month in which it is shown
in the contingent bill under Article 96, the particulars of the duplicate invoice
being entered in the column for number of voucher. Both in the case of con-
tract and countersigned contingencies, the progressive totals in Forms 102 and
103 should include the cost of such supplies. The adjustments for such su plies
are made by the account office either on statements furnished by supplying
officers under its own audit, or on the appearance of debits in Exchange Ac-
counts with other departments. In either case, the fact and month of adjust-
ment should be noted in the audit register against the entry of the snpp{y if
already posted from the contingent bill of the officer supplied, or against a
fresh entry to be made in the column for the month then current. In the
latter case the officer su]{lplied must be asked to include the charge in the

allotment statement of his next contingent bill.

Budget Check.

837. As the classified abstract for each month is completed, the examiner
should review the contingent expenditure which it includes (except contract
contingencies, the progress of which is otherwise watched, vide Axticle 628),
comparing the amounts expended with the budget allotment, and bringing to
notice any cases in which the expenditure appears likely to execeed the provi-
sion. This review is .an essential part of the audit of contingent expenditure,
and should receive close attention at the hands of the Superintendent.

1, A similar comparison with the last year'’s abstract may also, with advantage, be
occasionally made.

3. The Government of India have directed that when a countersigning officer passes a
monthly bill in which the monthly proportion of the grant is excaeded, he shall report to the

Accountant Greneral that he is satisfied that special circumnstances have rondered the excess
necessary.

drticles §84~—837,
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Annual Compilation and Review.

838. If the Liocal Government requires a formal review of contingent
expenditure to be submitted, a broad sheet will be prepared for the purpose
as prescribed in the following rule. The Accountant General will find the broad-
sheet nseful for checking the budget estimates proposed by local officers.

8§39. At the end of cach year the totals of the detailed heads of contine-
gent expenditure other than tﬁose for contract contingencies (in rupees,
exoluding annas and pies) will be taken from the progressive total column of
the classified abstracts, and posted in a broad sheet in such a way chat they
can be compared with the corresponding charges in the other districts of the
same province. A line for cach district, and a column for each detailed head,
will suflice for the form; and there may be one broad sheet for Collactors’
expenditure, one for Judges’, and so on.

drticles 838=639,
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[ Norg. - The references to the Civil Servico Rogulations are to the third cdition.]

Verification of Services.
Indian Civil Service.

840. The services of Indian Civil Servants are verified for Annuity as

follows :—

Officers on the Bengal Establishment, by the Comptroller, Indin Treasuries ;
Do. Madras » » Accountant General, Madras ;

Do. Bombay " » » »w  Bombay.

Services other than the Indian Civil Service,

841. (a) Onreceipt of a statement of services, the details should be checked

with the establishment books only ; it is not necessary to refer to
audit registers or vouchers in order to verify dates of alteration of
pay or of appointments, or dates of leave or of suspension. The
dates stated for these in the service statement may be assumed to
be correct, if they agree with the establishment hooks. The date
of birth should also be checked with the books of establishment.

(%) If the statement does not show the leave taken and makes no
reference to it, it should be at once returned (that is, before
being taken up for verification), with a request that either the leave
(other than privilege and casual) may be entercd, or that it may
be stated that no leave was ever taken. If it is apparent that leave
has been improperly granted and cannot be retrospectively commut-
ed under the provision of Article 264 of the Civil Service Regula-
tions without affecting the amount of leave allowance properly
disadmissible, it is left to the Account Officer to decide at his

drticles 840811,
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cretion whether any demand should be made for recovery of over-
payments or whether the matter should be referred to the Local
Government for orders. The decision of the Liocal Government in
such cases is to be accepted as final, .

() The officer in charge should himself check the verifieation of one
or two entries in each case, and the verifying clerk will note in the
establishment hooks that the services were verified, and the date.

(d) For verifying the services of Gazetted Officers, the pringed history
of services should be used. (Article 784.)

Pension Reports.

842, The Government of India has, on more than ome occasion, impress-
ed upon Account Officers the necessity of arranging for the speedy disposal of
verifications and reports required in connection with applications for pension,
A return is submitted to the Finance Department every quarter showing—

(1) The number of applications received under Article 994 of the Civil
Service Regulations.

(%) The number of applications disposed of within one month from their
receipt.

(3) Particulars of each application not disposed of within two months from
the date of its receipt, with explanation of the delay.

A register of applications for pension should be kept in each account office
showing date of receipt and of final disposal of each, The quarterly report to
Government should be compiled from this register.

Permanent Pay Orders.

843. Except in cases for which other special arrangements may be sanc-
tioned, periodical personal payments which do not come under the head of
“ Salaries and Allowances for Services ” should be made only upon permanent
pay orders issued from the Account Office. These pay orders must be issued
strictly in the terms stated and to the persons named in the Government order
sanctioning the allowance. Account Officers have no authority to discuss or
enter upon any questions relating to succession to, or division of, or claims to,
such allowances ; but must direct all such matters to be referred for the orders
either of the Government or of the authorities who may have been appoint-
ed to decide them in the rules framed under Act XXIII of 1871.

844. The Accountant General should, before he issues permanent pay orders
for political pensions, require information regarding the parentage, residence,
date of birth, height, and any personal marks facilitating identification of the
peosioner, and should eniter these particulars in the pay order.

1. Certain Political pensioners of position in the Madras and Bombay Prosidencies are
exomptied from the operation of this rule.

Registers of Permanent Pay Orders.

845, (¢) The permanent pay orders issued to pensioners will be numbered in
two series: one for those chargeable to the major head ¢ Territorial
and Political Pensions,” the other for those chargeable to  Super-
annuation Allowances, etc.”” Each series should be continuous for

Arigcles 842—8415.
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the whole province without regard to the Treasury at which the
allowance is payable, and should be recorded in a register in Form
105. Separate registers should also be kept, where necessary, for
“ Special pensions” (ride Article 816), for ¢ Assignments and Com-
pensations  and for pensions of Colonial Governments and Native
States.

.(8) An order granting a pension should, on receipt, be checked with the
final report submitted by the Account Office, and posted in the

+ proper register, which with the final report should be laid bofore a
Guazetted officer, together with the Government order and the
permanent pay order, for his signature. ITe should certify the issne
of the latter, and the correciness of the entry, by putting his
initials in the column of date.

1. The last pay certificate received with the application for pensions should be filed with
the offico copy of the report to Government or, when the pension i payablo in  another prov-
ince, sent to the Accountant General of thoe province concerned, and reference must bo made
to it before the permanent pay order is issued. When a last-pay certifieato is not furnished
to the Accountant General, he should note across the permanent pny order that no payment
is to be made until a last-pay cortificato is produced. (See Artivlo 63, noto 2.)

(¢) A new permanent pay order, issued in lieu of one worn out, should
bear the old number and date; but, where payment is transferred
to another Treasury, the pension should be brought anew on this
register and a new number assigned. 'When both parts of an order
are returned for cancellation, the fact and the cause must be record-
ed in this register, with the date of death, transfer, or surrender
under Article 1038, Civil Service Regulations. Old cancelled
orders may be destroyed after issue of the new ones, o also may
those of deceased pensioners after the heirs have been paid, -

1. When a new permaflent pay order is issued in lion of ono worn ont, a noto to that cffeot
should be made in the Remarks column of the register, and the old order dostroyed.

2. If the Local Government require the Accountant Goneral to prepare, as far as his.
information allows, the guarterly statoments of pensions granted (Ci vl Servioo Rogulations,
Articles 1006 to 1008) for submission {0 the Government of India, it ¥ {l] naturally be copied
from this register. Accordingly, to avoid risk of reporting as new a pension only transforred
from another Treasury, it wiﬁ be well, in cases of ro-entry on transfer, to make the enivy in
red ink, and to omit particnlars in all the columns, but those of mwmnber and dato of pors
manent pay order, name of pensioner, monthly amount, residence, and place of paymont,
noting across the blank spaces, ¢ Sce No. above :” in tho ease of a ponsion {transforred
from another province the entry should also be made in red ink, but all the columns should:
be filled up. For the quarterly returns, all eniries in red ink should boe omitted.

3 In these returns the seriul numbers will, of course, be new every gmartor, and their total
ean be checked by comparison with the number of permanent F\.y order 1ssued, the difference
being oxplained by the number transferred — e.g , the number of pay orders issued for all Super~
annuation Pensions granted up Lo 30th September 1891 is 900, the number for all granted up
to 31st December, 1,000 ; but the quarterly return may show less than 100, as some of the new
orders may be those of transferred ponsions: these will be easily counted up as they aro all
entered in red ink.

4. For the purposes of these quarterly returns, new pensions payable in another province
;};:nlltd be entnredrfn black ink in the register, but columns 1,3, and 12—18 sho'uldpbo loft
nk.

6. It will be most eonvenient if tho necessary entry is made in the guarterly return at the
game {imo that the entry is made in the permanont pay order register. The quartorly returns
would then be ready immediately at the end of the quarter.

Ariicle 845.
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Register of Special Pensions.

846. («) Pensions which are not granted for life, but are subject to some
special condition (e. ., that they are to cease on warriage, or at
a given age, or under any given circumstances), are not to be
entered in the same register with other pensions, but should be
recorded and audited in special registers of their owm; and all
permanent pay orders of such pensions will bear the letter S in
addition to the number. :

(@) In the register of special pensions pay order, and also in the audit
register of special pensions, an additional column should show
“Limitation of "pension,” which must be stated as precisely as
possible; for instance, such entries as “to determine in twenty
years”” or “to last till twenty-one years of age,’’ must not be
allowed, as in such cases the precise date of termination can be
ascertained and should be entered.

(%) In all cases where the determination of the pension cannot be fixed
for a precise date, the payment can be admitied only upon a cer-
tificate in each case, that the event (whatever it is) which ter-
minates the peusion has not happened.

Register of Pensions by Departments.

847. It will be convenicnt, for the purpose of preparing the Budget Esti-
mate for pensions, to keep a separate register, wherein all Superannuation pen-
sions granted, or transferred from other provinces for payment, may be recorded
under the several departments to which the pensioners formerly belonged. The
register snould be on ordinary foolscap in Form 106, and should provide
one or more pages for each department ; the first three columns will be filled
up on issue of an order, the other two will be blank until transfer of payment
to another province, or certified death, removes the pensioner finally from the
roll.  The further particulars necessary for the Budget return of the new grants
can be obtained from the list of permanent pay orders issued, but close packing
would give room for their entry in this form, and either plan may be adopted
at discretion.

848. 1t will not be necessary to enter a name anew on this register when

a new permanent pay order is issued ; on receipt of the death-roll, the general
list will give a clue to the original number and the department.

Audit Register.
Horm of Register.

849. The audit register for pensions payable in the interior will be in Form
107.  The register for Political pensions will be separate from that for Super-
annuation pensions, and each will be bound in volumes in convenient size,
embracing on or more districts, and paged continuously, A sufficient number
of blank spaces should be left under each district to accommodate the addi-
tional entries, which grant of new pensions, or transfer of old ones from other

Articlee 846—819.



Chap. 89.] PENSION AUDIT. 465

district, will make necessary during the three years currency of a register;
and each new name should be brought on the district register on the first
vacant line at the time the permanent pay order is issued. The number entered
against each pensioner will be that of his permaunent pay order, and every
entry of a pension must be initialled by a Gazetted oflicer, after comparison
with a permanent pay order register,

‘When a pension ceases to be payable, or is transferred to another trea-
sury, the unused cages for dates of monthly payments should be cancclled
and_the cause noted across them

1. The names of pensioners whose pensions have remained undrawn withont, any explana-
tion being obtainable regarding them for three years in the ense of Superannuation and for
six years in the caso of Political and other pensions, may be omitted when opening new pens
sion Audit Registors.

2. A page or two at tho end of the audit vegister of servico ponsions should be set apart
for the audit of payments to Hong-Kong and Mauritius pensioners.

8. Such pensions aro to be regarded as payments made at the instance and on the account
of the Colomal Governmont. They must not bo mixed up with Indian ponsions, and any
applications with regard to them (except for such matters as transfers from one Indian
Treasury ta another, which can be arranged within the terms of the letter of the Colonial
Government requesiing payment in India), shonld bo referrod through the Local Government
to the Coloninl Government which granted the pension.

Lntry of Remarks.

850. Allowing a depth of 1ith inch for cach case, there will be room for
the entry of ten pensions on a foolscap page. The Remarks column gives
ample space of all entries which can be necessary in the case of pensions paid
at & Treasury in the interior; for these would he ordinarily only the fact of
cancelment of the order with its cause, or its return under Articles 1038 and
1039 of the Civil Service Regulations, the date of death, the receipt of death
roll, and the payment of any arrears to heirs. If an officer re-appointed after
obtaining compensation pension does not surrender his pension, note of the
appointment and its monthly pay should be made in this place : if the pay of
he new post does not allow the pensioner to draw his whole pension, the full
amount granted should be struck ouf in red ink and the reduced amount
entered ; in opening a new register, both amounts with note of theappointment
shouldgbe brought forward in the same way.

1. Arrears of Political pensions, which have remained 1 -drawn for two yonrs, may not
be paid without the special orders of Government, unless definite_rules on the mubject have
been prescribed by the Local Government under Azt XX11L of 1871.

Audst Procedure.

€51. The process of audit will be simply the ascertainment that the
necessary documents support and justify the charge in the pension bill, and
then the record of the daute of payment in the proper column of the register.
In the enfacement of the bill or schedule, it is not necessary to break up the
charge under Superannuation so s t0 show against each department the amount
paid to its former servants, as the detail shown in the budget estimate is not
required in the monthly accounts or the revised estimate.

Articies 850-- 861,
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Presidency Pensions.

852. For pensions paid in a Presidency town, there will not be, as in Trea-
surics, a separate file of orders, but the audit register will serve instead.
Accordingly, the left-hand page should be in the Form (39) provided for the
Treasury registor of permanent pay orders, and the signature of the pensioner
should be taken, for comparison, in the column “ Name of pensioner.” The
notes which, under Article 342, note 1, are made on the Treasury Officer’s
portion, must, in this case, be made on the audit register, '

1. A pensioner, whose pension was payable iu the Presidency town has been known to
apply for a month’s pension after payment has been transferred to the Distriet Treasury: If,
for special reasons, this indnlgence he concedod, the payment will be noted on the pensioner’s
counterpart of the order, and advised to the officer in charge of the district treasury for note
on the original of tho order. It will bo necessary to enter the fact of payment in the awdit
register of the District Treasury (thus: Calewtta, 16th March), but the pension will not
again be brought on the Presidency register, nor need any note be made therein. But it will
be observed that frequent transfors are discouraged ; that a transfer is an indulgonee only to
be granted “ on sufficient cause shown;” and, as the special caso hero deseribed isan indul-
gence which contravenoes standing orders, it can only be granted for any special reason by
the Accountant General himself, at his own risk, and before the transfor of payment has beor
completed by drawing the pension at the new treasury.

Gratuities.

8583, Form 108 will serve at once for register of grant of gratuities and
for their audit ; on receipt of the order granting the gratuity and after check
with the report of the Account Office, the first five columns should be filled up
immediately and the order to pay it issued. It may be well to mention that
the voucher must be the receipt of the person legally entitled to the gratuity,
not that of the head of the Otlice or Department in which he formerly served.
The amount of gratuity to be refunded by a person re-employed should be
noted in the audit rogister and the fact of re-payment of gratuity (Civil
Service Regulations 565 to 568) should be noted in the Remarks column
when re-payment is completed.

1. Evory quarter, the gratuity register should be examined, and those gratuities which
have remained unpaid more than three months noted, the district officers concerned bein,

addressed concerning them, and note of the reference made, entered in the last column o
the register.

2. If a Local Government reqUire the Acconnt Dopartment to prepare in part the quar-
torly statement of gratuitios granted, it may be desirable to record all necessary particulars
in this register, in which case » form may be adapted from Form 105.

Anticipatory Pensions.

854, (a) A special audit register should bs opened in Form 107, in which
should be entered on the left side the orders for Anticipatory Pen-
sions and gratuities passed under Article 1009 of the Civil Service
Regulations; and on the right side the payments made against
them, The orders should be entered for the whole province in
consecutive order, and when final adjustment of the payment
is made against the final order granting the pension or gratuity,
fall note of it should be made in the Remarﬁz column,

Artieles So2—854.
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{¢) This audit register must be reviewed by the Accountant General
personally every half-year (beginning of April and beginning of
October), in order that he may see that no undue delay has
occurred in the final settlement of the cases.

1. When the final pension or gratuity is sanctioned, it should be dealt with in the pen-

slon or gratuity audit register as covering the auticipatory order,and not as being in con-
tinuation of it- .

Political Pensions.

855. A special procedure in regard to the issue of permanent pay orders in
the case of groups of Political pensioners, who are paid by, or are in charge of,
a Political Officer, is prescribed in Axticle 350. A single order should be
issued for the whole group in Form 89, each entry having a number in the
prescribed column of the form, thus, 5%", i?, and so on, when 330 is the

registered number of the whole document.

Miscellaneous.
Eeport of Death.

856. The death in India of every European pensioner other than a
easioner of the Indian Civil Service or the Army or Navy should be reported to
the Local Government by the Audit Office which passed his pension bills ;  the
particulars required are given in Article 28.

A quarterly statement should also be forwarded to the Director of the
Royal Indian Marine showing the deaths, within the quarter of report among
pensioners of the Royal Indian Marine. The report should show the name,
rank and date and place of death.

T'ransfer to London,

857. When payment of a pension is transferred 1o London, the last-pay
certificate given to the payee must contain words declaring that no further
payment will be made in India. The certificate should be in Form 109. A
quarterly return is submitted of all such last-pay certificates granted in case of
pensions mot wholly chargeable to general revenues (Article 1313).

Returns.
Mortalsly of Pensioners..

858. From the annual return of pensions submitted by every Treasury
Officer under Article 348 of the Civil Account Code, each Accountant
General will compile a consolidated return in the same form, and submit it to the
Government of India, and also a statement in Form 109A comparing the
actual rates of mortality with the probable rates calculated for Native Army
Pensioners according to the table at foot of the statement. The same dis-
tinction of classes observed in the returns received from treasuries will be
maintained in the consolidated return and in the statement in Form 109A.,
These returns should be submitted not later than the 1st of September and

Articles 865—8568.
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should be accompanied with such remarksas each Actountant General may
consider necessary.

The object of the return is explained in the following extract from a
Resolution of the Government of India in the Finance Department, No. 1586,
dated 22nd March 1871 :—

The Governor General in Council has had under oconsideration the question of how to
guard against frandulent claims to pensionary allowances being put forward by strangers after
the actual incumbents arc dead.

Tho chief protection against such’claims must be the careful testing by the Disbursing
Officer of each claim at the time it is presented.

But it seoms advisable also that statistical information regarding pensions should be kept
up and, for this purpose, His Excellency in Council is pleased to direct that, from every office
where pensions aro disbursed, returns in the annexcd Form (No. 40A., Vol. I, C. A. C))
shall annually be made to the Account Office to which it is subordinate : —

(1) For pensions not exceeding R10.
(2) For pensions excoeding $10 and not exceeding R50.
(8) For pensions exceeding RE).

The Account Officers should serutinise the information thus received, in order that enquiry
may bo at once made where any remarkable longevity appears, or whore any other anomalons
features present themselves.

His Excollency in Council is well aware that there is great difficulty in exercising a check by
such means op the action of local officers. The instances in any singlo Disbursing Office are
necossarily too fow to warrant the assumption that their departure from mathematical
regularity requircs any special oxplanation ; and, on the other hand, in the compilation of the
figures of several offices, the effocts caused by the perpetration of frauds in any ono would
probably disappear in tho mass.

But while His Excellency in Council, in view of this difficulty in supervising this parti-
cular part of their work, confidently expects at the hands of local “officers extieme caution in
dealing with claims to pension, he ‘does not doubt that the information contained in the
Foims now preseribed will be found, in both central and loeal offices, to be of great value.

1. The statement should not inclnde the names of persons in receipt of pensions charge-
able to Local Funds, or to other bodies financially independent of the Government of India,
or of thoso in nominal possession of compensations granted to pagodas or mosques in leu of
lands resumed or other similar compensations which partake of the nature of annuities
either terminable within a stated period or not terminable.

New Pensions and Gratusties,

859. Quarterly statements of all pensions and gratuities granted ®re sub-
mitted by Local Governments to the Government of India ; see Article 845 (c),
note 2, and Article 858, note 2.

Annuities, Bengal Civilians.

860. Accountants General are required to furnish the Comptroller, India
Treasuries, with half-yearly statements, showing the amounts paid in India on
account of Annuities of retired Bengal Civil Servants.

1. The Madras Acconntant General is also required to furnish a similar relurn to the
Local Government for Madras Civil Servants.

2. A half-yearly return of Bombay Civil Servants residing in India and recciving their
Annuities in India has to be fm‘ninheg direct to the Financial Secretary, India Office, by
the Aocountant General, Bombay.

Articles 569~860.
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Special Annual Enquiries.

861. All Accountants General are required, in November of each year, to
make out lists of the pensioners, whether Political or Service, paid from each
Treasury, whose age is shown in the Audit Register to be over seventy, and
send each list to the Treasury Officer concerned, with the request that the
continued existence of the pensioners may be attested by special enquiries.

Auditors’ duties.

862. The following are the more important points for the atiention of
auditors ;==

1. (a) See that the vouchers are in proper form.

(8) Check the details and the Income Tax deductions.

(¢) See that receipt stamps are affixed when nccessary and punched.

(@) See that no pension is paid for which a permanent pay order has not
been issued, and that only pension actually due has been paid ; also
that sanction has been obtained for payment of arrears.

(¢) See that the certificate that no pay was received from any Govern-
ment office is invariably signed in the caso of service pensions.

() See that when a pensioner does not appear in person, a lifc certifi-
cate is attached.

(s) In the case of pensions terminable on marriage, sce that the pre-
scribed certificate is submitted every half-year.

(#) Record the payments in the proper registers —Political, Superannua-
tion or Special, as the case may be.

(*) Enface the vouchers.

(/) Stamp them with the “ Admitted ** or “ Objected to ** stamp.

(4) S}eﬁxd them in their proper places in the register to the reviewing
officer.

(/) On return from him, return vouchers to the Treasury Aceount De-
artment.

() In case of & presidency pension, compare the signature with that
given in the Audit Register. :

2. When service pensions remain undrawn for more than six months, see
that the permanent pay order is returned. .

3. On the death of a pensioner sec that the permanent pay order is returned
for cancellation.

4. Note deaths, transfers, and non-appearance of pensioners inthe Audit
Register, and have the notes attested by a Gazetted officer.

b. Note Anticipatozg Pensions in a separate register which should be laid
before the Accountant General twice a year (beginning of April and beginning

of October).
Articles 861—862.
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Chapter 40.—Interest Payment Audit.

Audit of Accountant General 863 | Account . . . . . 869
Lists for Public Lebt Office . 885 | Provinacial Debenture Loans 870

Audit by Public Debt Ofice . 868 | Provinoial Debenture Loans
Annexure.

Audit of Accountaunt General.

863. The audit of interest payments is divided between the Audit Officers
of Government and the Presidency Bank. The former are to assume that the
principal sum stated in the interest register is the correct amount upon which
interest is to be paid, and also that interest has not been already paid for the
half-years for which claim is made. Buf in all other respects, and specially
as to the correctness of the calculation of the interest and Income Tax and the
eas(:;;ling of the totals, the vouchers are subject to regular examination and
audit,

1 Vouchers in which the signature of the disbursing officer or of the payee, or the parti-
onlars of the loan, or the number, or the capitul sum of the several notes, or the number
of the half-year for which interest was paid, is wanting, should be returned for correction.

864. The Accountant General’s audit of the interest vouchers (see Form 22)
will be conducted in the following way. The Auditor should see—

(1) that the amount entered in column 3 of each voucher is really one
half-year’s interest upon each amount stated in column 2.

(2) that the “ total amount due ” is the half-year’s interest multiplied
by the number of half-years entered in column 4.

(3) that the “ Amount due’’ column is correctly totalled, and the total
correctly carried into the schedule (Form 21), and into the
proper column of it. *

(4) that the receipt is properly signed, either by the person named as
the holder or by his representative.

(5) that Income Tax at 5 pies in the rupec is deducted from the
amount of interest falling due on or after 1st April 1886, unless
the owner of the sequrity has produced, with his receipt for the
interest, a certificate signed by the Collector that his annual
income from all sources is less than R500, or that the interest
is employed solely for religious or public charitable purposes, in
which case no deduction should be made, or unless he has pro-
duced a like certificate that his income from all sources is less than
R2,000, in which case the rate of deduction is 4 pies in the
rupee. The certificate holds good only for the official year for
which it is issued.

Lists for the Public Debt Office.

865. After this has been done, for each of the two lists of payments, the
Auditor should put aside the schedules, and total all the vouchers by loans,
and number them consecutively for each loan, in blue pencil, in the upper

Articles 563—865.
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right-hand corner. To each bundle should be added a covering list, in Form
110, of which the totals must be checked to see that they agree with the total
debits in the month’s accounts, against each Joan,

866, The vouchers, together with tho covering slips, should then be sent
to the Public Debt Offico, Calcutta, for further audit.

867. These lists should not however be sent one by one, but should go
together, as soon as completed, with a covering statement in Form 111,

Audit by Public Debt Office.

868, The Public Debt Office should post the payments from the vouchers
into their audit registers and check them in the following respects : (1) that
the amount of the promissory note is correctly stated in the voucher ; (£) that
interest has not been twice paid for the same yalf-year,

Accouut,

869. The total payment made on account of interest should be entered in
one sum in the Exchange Account with India, and should be supported h{ a
copy of the statement preseribed in Articlo 867, s0 as to enable the Comptroller,

India Treasuries, to keep an account of the interest paid on account of each
loan,

Provincial Debenture Loans.

870. A similar procedure should be followed in the check of interest on
these debentures (see Annexure). ¢

ANNEXURE.
Provincial Debenture Loans.

1, The forms of these dehentures will he drawn up and approved by the
Local Government : when so approved, they will be prepared and filled up by
the Public Debt Office under instructions from the Comptroller General, but will
be signed and issued by the Accountant General of the province on behalf of
the Liocal Government, The Accountant General will furnish the Public Debt
Office with lists of the subscribers, together with the nominal amounts of the
debentures issuable to them and the names of the treasuries at which the in-
terest is to be made payable ; also, the exact nominal amount of each loan and
any other nceessary information for filling up the forms, and, after completion
in every respect except that of signature, the Public Debt Office will forward the
debentures to the Accountant Genenral, who will distribute them to the pro-
grietors through the Treasuries concerned, in exchange for the original receipts

or the money, Advices of all debentures issued must be sent without
delay to the Public Debt Office to be registered, Any debentures which may
not have been distributed after the lapse of three months from the date of issue
should be returned to the Public Debt Office.

1. Debentures can be issued only in the names of individuals or public officers ; they
cannot be issucd in the name of one person “ for ” or * on account of ” a person or thing.

drticles 6€6—870,
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2. The interest on the debentures and the additional payments dependent
on surplus profits will be debited to Exchange Account with India. The Comp-
troller, India Treasuries, will adjust them under ¢ 18. Interest,—Interest on
Provincial debenture loans,” the additional payments being shown against a
separated detailed head “ Additional payment on account of surplus profits.”
The Public Works Department, in calculating the interest chargeable to the
Provincial Governments on account of interest on the capital expenditure on
Provincial Railways and Irrigation, will include the interest, as well as the
additional payments on these debentures. The capital raised will be credited
to Lxchange Account with India, and any premium or discount should be
distinetly shown in; the Exchange Account. The Accountant General is re-
sponsible for agreeing the lists sent to the Public Debt Office of the debentures
issued (added to the unissued debentures returned) with the amounts credited
in his ¥xchange Accounts.

8. The debentures may be renewed, consolidated, or subdivided under the
rules applicable to promissory notes of the Government of India, and should be
forwarded for the purpose to the Accountant General, who will transmit them
to the Public Debt Office ; the renewed, consolidated, or subdivided debentures
will be signed and issued by the Accountant General in the same way as the
ariginal issue, and he should enter all the debentures forwarded to him for
transmission to the Public Debt Office in a register showing—

(a) the date of receipt ;

(4) the number of the debenture ;

(¢) the nominal value of the dcbenture ;

(d) the name of the proprietor;

(¢) the name of the treasury where interest is payable;
(F) the number of debentures required ;

) the date of transmission to the Public Debt Office ;
() the date of receipt of debentures from Public Debt Office ;
(¢) the date of issue ;

(7) the amount of the debentures issued ; and
(%) the initials of the Accountant General.

4. The Accountant General should be very careful not to issue any deben-
tures otherwise than upon credit to the Government of India of the money it
represents, or upon cancellation of a previous debenture or debentures of cqual
value. 'The interest upon each debenture will usually run from the half-yearly
date next succeeding the completion of the payment of the money into the
treasury, and the interest from the date of payment to the said half-yearly
date should be paid and receipt taken upon the original treasury receipts.

5. The following extracts from the rules issued with Finance Department
Resolution No. 1868, dated 15th March 1878, give further particulars regard-
ing the duties of an Accountant General in connection with these loans :—

“JII. The rate of fixed yearly interest to be paid upon provincial debenture loans will be
dotermined by the Government of Indis from tiwe to time. For the present this rate shall
be 4 per centum ; if, in any particnlar caso, a loan cannot be raised at par at this rate, then,
with the special sanction of the Governor-General in Couneil, subscriptions may be received
at a discount, which shall be charged off in the accounts at once, under the head of ¢ Interest
upon Funded and Unfunded Debt’ (provincial section) and debited to provincial revenucs.

“ TV, The interest on provincial debenture loans will be payable half-yearly, on dates of
the calendar to be fixod by the Liocal Government, at any principal Treasury or branch of the
Presidoncy Bank at which the Government account is kept, in or near the districts in which it
is proposed to construct the work for which the loan is raised: provided that interest on

Annexure,
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provincial debenture loans shall not be paid at the head offices of the Presidency Banks of
Bengal and Bombay, or at any Government Treasury within one hundred miles from either
of the said head offices.

“V. Interest on provincial debenturo lonus, together with the additional payments
dependent on the surplus profits as hereinafter described, shall bo recorded in the Imperial
accounts under the head of ¢ Interest on Funded and Unfunded Debt’ (provineial scotion)—
all transactions relating to the capiial of the loans themsclves being recorded in the same
accounts under the heads of public debt incurred or discharged.

“VI. Provincial debenture loans will be part of the rogistered public debt, and the
debentures themselves part of the publio seonritios of the State, the business connectod with
which is god and tr ted by the Presidoncy Banks under the agreements mado with
thom. The Presidency Banks will be responsible, under thoir agresmonts, for the mauago-
mont of these debenture loans, and will be remunerated therefor in the samo way as for the
management of the rest of the registered publio debt and securitics.

“VIL. The Local Government shall Publish in the Local Government Gazette, as soon
after the close of the year ns possible. a pro formd acconnt of tho capital, showing how it
has boen supplied, the gross varnings, working expenses, and net revonue for ench successive
{esr ending 31st March, of each work for the constrnction of which a provineial debenturo

oan is maised. From the met revenue so calculated intercst as follows shall be deducted as &
first chargo :—
(1) Ono year’s interest payable upon the loan.
“(2) Four and a half per centum upon the amount of capital supplied by tho
Government.

“ The surplus, if any, may be made available for rateable division between the Government
and the debenture-holders, as hereinafter explained.

“ In other respects, the Local (Government shall prepare this account in the mannor in use
for the capital and revenue acconnts of other Btato canals or railways, with any modifications
of detail which it may, from time to time, deem necessary in order to make a true caleulation

“ tho profit or loss upon the work during the year. This account and tho declaration of the
wnt of surplus shall be signed by a Scerctary to the Local Government and by the Local
‘intant General.

** VIIL. No debenture-holder shall have any property in any work constructed by means
of a provincial debenture loan, or be entitled to call for, or examine, any socount or voucher,
or challenge the construction of the account prescribed by rule VII, orany entry made therein,
or declaration promulgatod thereupon, by the Local (tovernment.

“IX. The Local Government will be authorized to offer to holders of debentures in such
provincial Joans, besides the fixed interest due upon the debentures, snch share of the surplus
referred to in rule VIT us shall be stated in the notifieation inviting tenders for the loan. In
general, tho part of the surplus offered for distribution (which might be ono-half or other
proportion) would be divided rateably hetween the Government and the debenture-holders—
the Government sharing in proportion to the capitals supplied by it, and each debenture-
holder aceording to the amonnt of his debenture. The part of the surplus due to debenture-
holders should be payable with the first instalment of fixed interest due on the debentures,
after the publication in the local Gazette of the account prescribed by rule VIL. .

“ X. The rules which govern the transfer, consolidation, division or renewal of promissory
notes of thoe Government of India, and the transfer of the place of payment of interost
thereon, shall apply to debentures issned under these rnles, oxcept that theso debentures shall
not bo enfaced for the payment of the intorest thereon clsewhere than at the particular
treasuries or branch banks named in them.

“XI. The Local Government shall reserve the right of liquidating every provincial deben-
ture loan raised under these rules, or any part thereof, at any date not less than ien yoars
from tho date of the loan, on giving three calendar months’ notice. In suoh case, cach
debenture-holder shall be entitled to receive either the amount named in his debenture, or,
at his option, such a sum as would, if it were invested, at the date 6xed for the d)sohnrfe of
the loan, in promissory notes of one of the 4 per cent. loans of the Government of India,
yield interest equal to the average amount, including the fixed interest and sharo of surplus,
which has accrued due upon his debenture during the six half-years last proceding tho date of
the notice of dischargo. .

“XII. Provincial dehenture loans may be raised in order to repay to the Imporial
Treasury or the Local Government the cost of any work alrealy constructed b).v means of
funds s}l'pplicd from the Imperia] Treasury, or, as tho case mway be, from Provincial Re-
sources.

Aunezure,
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Chapter 41.—Deposit Audit.

Receipt Registers . . . 871 Refunds . . . . . 876
Audit of Payments . . . 873 Plus and Minus Memorandum 877

Clearance Register . . . 8738 Personal Deposits . . . 878
Proof of Posting . . . 874 Aunual Report on Personal
Statoment of Lapses . . 875 Deposits . . . . . 880

Receipt Registers.

871. The extract registers of receipts of deposits, after being reviewed
should be filed in district files, the re-payment columns, for months already
passed, being first scored through, so as to prevent future error.

Audit of Payments.

872. The extract re-payment registers, as reccived, should betaken up
(after the necessary comparisons are made between the vouchers and the entries
in the register, Article 724), and the re-payments examined by being posted
in the proper column of the receipt registers or clearance registers again:
the entries of receipt. If the re-payment exhausts the balance at credit of +
item, a line should be drawn from the last re-payment entry to the total re-
payment column in which the total re-payment should be entered ; if the re-
payment does not exhaust the eredit, it will be found convenient to enter the
balance in pencil under the last re-payment. At least 8 per cent. of these
postings should be examined by some one other than the clerk who made them,
and the examination should be extended to the amount entered in the third
column of the extract register of re-payment as the amount or balance of the
original deposit.

Clearance Register.

873. The receipt registers of any year provide for the entry of re-payments
made during the same, and the next account year. After that, the balances
which do not lapse under Article 255, will be detailed in the clearance register
received from the Treasury (Article 253). The items in this register must
first be agreed by the Superintendent of the section himself with the balances
worked out against the several entrics in the original extract receipt register,
and then the latter should be laid aside and future re-payments recorded only
on the clearance register. Space is provided hercin for record of repayments
for two more years, and any outstanding balances after that will, in ordinary
course, be credited to Government.

1. This return should be scrutinised in detail by a Gazetted officer, and a half-margin
memorandum should be prepared, wherein should be noticed every item whose recoipt, or long
retention, is in any way remarkable. This memorandum shonld be sent to the Treasury
Officer, in order that he may give his oxplanation and return the paper in original for further
consideration, action, and record.

Articles 87 1—873.



Ohap. 41.] DEPOSIT AUDIT. 475

2. An intelligent supervision of the work of his section by tte Superintendent is the chief
security for its efficiency, and one important method of exeroisingil this snpervision is the
examination of the clearance registers and statements of lapses. That this examination may
be complete, it is necessary that it should be carried out before the registers and statements
are made over to the deposit checkers. The balances to be carried forward into the clearance
registers and statements of lapses should first be worked out in the receipt and clearance
registers in use by the clerks concerned and then compared by the Superintendent with the
new clearance registers and statements of lapses received. The resnlt of this examination
will furnish the Superintendent with a good indication of the character of the work of his
section.,

Proof of Posting.

874. When the re-payments of any month have been posted in the receipt
registers and the clearance registers, Form 32, in the column for the month,
total should be made in the four years’ registers in use, and these totals car-
ried separately into the proper column of the proof sheet, Form 112. A total
should be made on the latter in red ink of the figures for each district,
agreed with the total of the re-payment register of the district for the month,
and ticked off by the deposit checker in token of the agreement. The sum-
mation of the red ink district totals will give the provincial total of re-pay-
ments during the month, and it should be compared with the charge in the
consolidated abstract and marked ¢ Agreed” by the Superintendent, Deposit
Branch, The postings on the receipt side of the proof-sheet made from the
receipt registers should be similarly totalled and the provincial total for each
month agreed with the consolidated abstract.

NorE.— At least 8 per cent. of the totals of the re-payments posted in the receipt and
clearunce registers should be recast by sorme one othor than the deposit checker who originully
made them. [t would be well too for the Superintendent himself occasionally to exawmine the
totals in this way.

Statement of Lapses.

8'75. On receipt of a statement of lapses, the Superintendent must offect
an agreement in detail betwcen the amounts reported for credit by lucal officers,
and the balances worked out in the original extract receipt registers or in the
clearance registers to which the balances were transferred. The balances
lapsing must be entered in these registers, in the column headed “ Lapsed and
credited to Government,” and the statement being verified by the Superinten-
dent will then be used for the preparation of the necessary transfer entry,
crediting the amount to Government. The particulars of the entry should be
noted upon the statement.

1. The deposits of the appellate branch of the Caleutta High Court do not Igpse till ten
years have expired.

2. See Note 2 under Article 873.

3. Deposits in cash of the ITigh Courts of Madras and Bombay, Original Sido, which,
under the operation of Act XXV of 1866, havo to be credited to Government, should be
remitted to the Comptroller General by remittance transfer roceipts. In the case of similar

deposits in the shape of Government securities the wecurities themsclves are sent to the
Comptroller General.

Refund of Lapses.

876. When application is made for refund of a lapsed deposit, a note of it
should be made against the entry of the deposit in the statement of lapses,

Articles 874—676.
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which has already been tested by the method prescribed in Article 875. The
officer who signs the order for refund should also initial the entry of refund
order in the statement of lapses. The fact of payment should be noted in the
Number book of the orders, Form 113.

At the close of each year an adjusting entry should be made of the credits
of lapsed deposits and of debits on account of refunds thereof, with a view to
the net transaction only appearing in the accounts.

Plus and Minus Memorandum.

87'7. The deposit checker must be careful to see that the receipts, re-pay-
ments and balances are correctly brought forward in the p/us and ménus me-
morandum attached to the deposit accounts, and specially that any lapsed
items are correctly written off. He should also see that the closing balance
for March agrees with that of the proof sheet.

Personal Deposits.

878. The audit of re-payments in the case of personal deposits is confine.
to seeing that there are proper vouchers in support of the amount repaid,
and that the re-payments do not exceed the balance at credit of the particular
account.

879. When Civil or other Courts bank with the Treasury, themselves sub-
mitting the detailed accounts of deposits, the Auditor, besides auditing these
detailed accounts, must agree the totals of the receipts and payments with
the figures reported from the Treasury.

Annual Report on Personul Deposits.

880. At the close of each year an annual report should be submitted to
the Comptroller General, showing the name of each personal ledger aceount,
the opening balance, the credits and debits, and the closing balance, explain-
ing the necessity for the account being kept, and stating whether a certificate
of agreement has been received from the administrator of each account. This
report on personal ledger accounts will be an appendix to the Review of
Balances, vide Chapter 69.

881. In the annual report the personal ledger accounts of wards’ and
attached estates and sub-treasuries need not be shown separately for each dis-
trict, the total amount for the whole province being sufficient.

Articles 877—881.
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Chapter 42,—Bill Audit.

Bill 8tock . . . . . 883 Foreign Bills . . . 899

General Explanation . . 883 Convolidated Issue List . 900
Bill Checker . . . . 886 Cancelled Bills . . « 901
Issue Lists . . . . . 886 Corrections . . . . 902
Paid Lists . . « s+ . 887 Cleck of Payments . . Y03
Posting of Payments . . 888 Tapse . . R . % 90¢
Check of Posting . . . 893 Accounts . . e . 908
Lapsed Bills— Military Troasuro

Credit to Government . . 897 Chest Biils . . . . 907

Payment of . . . . 898

Bill Stock.

882. The stock of bill forms kept on hand to angwer district indents must
be stored in strong cupboards or hoxes of sufficient hreadth, secured with Eng-
lish locks, of which the keys should be kept by a Gazetied officer  On ench
oceasion of issue, the stock honk should he hrought to him for initials at the
same time as the invoice is brought for signature,  Each kind of form should
be shown separately in the stock book, and stored soparately m the store cup-
board or hox, and so arranged that a later serial number may never be issued
Lefore an earlier one,

General Explanation.

883, The check on issue and payment of Supply Bills and of Transfer Re-
ceipts will be carried out on precisely the same plan, and accordingl y the word
“bills” in _the following instructions includes both ¢ Supply Bills* and
“ Transfer Receipts ’~~only the documents and registers for Supply Bille ninsd,
always be kept distinet from those for Transfer Receipts.  Articles 885 t0 H08
are written as they apply to local bills, but the procedure m the care of fororg,
bills follows the same course, with the exception of the differences e:s;lmue«l in
Articles 899 to 906.

884, Tt must he remembered that the check required is not merely the
mechameal one, which sees that all issues are duly hronght to acconnt, bug
includes the further one of seeing that each is covered hy due authority. The
issue lists should, therefore, be reviewed by a Gazelted oflicer or Superivten-
dent, those of several districts being taken each month, and explanations of 1m-
proper issues should at once be called for. It is not right in all cases to accept
without question the allegation that a transfer receipt was granted for publie
purposes,

1. The instructions in this chaptor do not apply to Paymastors’ Transfer Recoipts, whick
are disposed of undur Chapter 61 (Military Department).

Arbicles 883—584,
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Bill Checker.

885. The system of local bill check is not the same in all provinces, but it
will generally be found tonvenient to entrust the final check, namely, that of
each payment against the corresponding issue, to one clerk, the bill checker.

Issue Lists,

8886. On receipt with the cash account of the list of bills drawn on Trea-
suries within the province, the district auditor will check the totals and agree
them with the entries in the cash account, and after review will make over the
lists to the bill checker, who will paste them in files so arranged that three
months’ issue lists of one district, for either class of bills, will be kept together
in order. The district auditor will initial each issue list, and the answering
entries in the cash account in certificate of their agreement, and the bill checker
must not accept the issue list withont such initials.

Paid Lists.

88%. Similarly, it will be the duty of the district auditor to make over each
bills-paid schedule, after he has checked it in detail with the vouchers, proved
its total, and agreed it with the entry in the list of payments and initialled it
and the list of payments in token of such agreement. The paid vouchers will
be kept with the vouchers of the paying district in bundles or in a file, but
arranged in the order in which they were received from the district, which will
be the order of payment and of voucher number.

Posting of Payments.

888. The bill checker will take up the schedules of paid bills along with
the quarterly files of issue-lists, and in the latter post the amount of each pay-
ment in the column provided for the month of payment, observing whether in
each case the amount paid exactly tallies with the amount of the bill issued.

889. The payments in the month of issue and three following months will
be posted in the issue lists in four separate columns, and those during the rest
of the first quarter succeeding the quarter of issue, in one column. After a
month’s yments have been posted, a line will be drawn across the calumn
provided for the payments of that month against each unpaid hill, to prevent
the payment of a subsequent month being entered therein. The totals of the

yments of each month will be shown separately at the foot of each column
and initiq]led by the bill checker.

890. At the close of a quarter the issues of the previous quarter remaining
unpaid will be listed on paper, foolscap siza (Form 114), te_be called “Old
Bills List;”’ and the bill checker . will jnitial each jtem in the . issueslists as ;he
transfers it to the old bills list in token of the amount having beon transferred..

891. At foot of the payment columns on the right-hand page of the Form
the total payments of each month. (there will be very faw) will be separatoly
shown and initialled by the bill checker.

Articles 885 —591.
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892. After all the payments have been noted in the several issue lists of
the months in which they were drawn and in the old bills lists, the total of the
mmounts so noted in the issue lists for each month and old bills lists must be
entered in a monthly Agreement sheet, Form 115, The grand total payments
of the month should correspond with the total charge in the detail books and
the total payments for each district can then be posted into the Broadsheet men-
tioned in Article 894,

Check of Posting.

893. Before the unpaid bills are transferred to the old bills list they will
be carried into the balance column of the issue-list (7.r., the column after ¢ Rest
of next quarter,’’) and the total of the balances, plus the payments, will be
ngreed with the total of the issue list. The total of the amonnts transferred to
thf old bills list will be agreed with the total of the amounts in this balance
column.

894. The monthly district totals of payments on account of ecach year
shown in the agreement sheet, as also the monthly receipts from the issue lists,
will be posted into a Broadsheet in Form 118.

895. The monthly provincial totals at the end of the Broadsheet will be
agreed with the detail books, the differences of each month being shown at
foot. At the close of the year, the items making the net difference will be
clearly stated, and the net difference will be carried forward to next year’s
Broadsheet with the balances of each district. The Superintendent will sabisf
himself that the work has been correctly done, and initial the monthly totals
in token of their agreement with the detail books.

896. There will be separate files for the issue-lists of each quarter, which
will be sent to the record-rooms as soon as the old bills lists have been posted
from, and agreed with, the balances in them. The old bills lists and Broadsheet
will be printed and bound.

Lapsed Bills.

Credit to Government.

89%. The balances left at the end of the third year after the year of issue
will lapse, and be carried to the credit of Government in the final account for
March. If the postings of payments on the issue lists and old bills lists have
been duly agreed with the ledger entries of payments month by month, there
should be no possibility of error in taking out these balances; bui it will be
convenient early in March each year to extract from the old bills lists all Dbills
still unpaid, and from this statement to collect all drawn on cach Treasury
and to forward lists thereof in Form 117 to the Treasury concerned, with a
letter in the following terms :—

“The bills detailed in the accompanying lists drawn in the year on the
Tredsury are still not marked as paid in the records of this office, and if not paid bofore 31st
current, will be carried by the undersigned to the oredit of Government. Any which may
be found unpaid at cloge of that day’s business should, therefore, be marked off as *lapsed
in the check register of bills émyable ; their total should be deducted from the statement of
Habilities of the Treasury, and the accompnnf'ing list filled up and returned. The date of pa{-
ment or cancellation of ‘any bill hore wrongly shown as outstanding should be entered in the

Articles 892 —897.
32
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column of Remarks, so that bills unmarked will be taken as lapsed. Any bills not mentioned
in this memorandum, which from the check registen of bills payable may appear to be out-
standing, should be noted at foot. Bills which have lapsed cannot be paid without the special
sanction of the undersigned,”

Payment.

898, When sanction is given to payment of a lapsed bill, it should be noted
in the extracted statement of outstandings, on which the date of payment
should also be recorded on receipt of the paid voucher with the list of payraents.

Foreign Bills,

899. With regard to foreign bills, the procedure differs in several points,
which are explained in the following articles.

Consolidated Issue List.

900. After check of the issue lists against the eash accounts, the district
auditors will transfer them to the bill checker, who will post the details in
lists for the several provinces in Form 118, arranging the drawing Treasuries
in the order of the lists printed as Appendix D to Vol. 1. The postings should
be totalled afresh, 1n order that the district total carried into column 6 of the
forms may he checked by the total given in the district statement. The lists
of foreign hills paid (see next Article) should then be obtained from the district
auditors, and their detail of cancellations will be posted in red ink at foot of
the ontzomg list of bills drawn. These provineial lists will then be severally
presented to the Book Department for agreements with the credits ‘and the
eharges under caucelled bills) in the detail-books, and will then be despatched
to the Accountant General concerned without further delay. No office copy
of the lists need be kept.

1. In case of entry of a bill drawn on Nowgong without the addition of Bundelkhund
or Assam or on Hyderabad without the addition of Deccan or Sind, the district anditor should
at once write to the drawing Treasury, in order to make sure that the entry has not been
mad in the wrong form ; if a mistake has ocourred, 8 memorandum of corr cction should at
onoce be sent to the Accountant General of each provinoe, and the error corrected by entries in
the next list despatched.

Treatment of Cancelled Bills.

901. If any bill drawn on another Government has been cancelled, its
amount will be charged in the schedule of foreign bills paid, submitted by the
repaying Treasury (see Article 401) the entry being supported by the cancelled
bill ; and the district auditor will, in red ink, deduct from the total of each
province the amount of bills cancelled, so that there may be, for each province,
a pair of figures, —one set representing the payments on cancellation of bills
locally drawn on other provinces, and the other those of bills drawn by other
provinces.

Correelion of Errors.

902. If a hill drawn on one province has been \w;ronqu entered in the list
of bills drawn on another, it will be treated in the next list sent to the

Artices 898—902.



Chap. 42.] BILL AUDIT. 181

province which has been wrongly credited just as though it had been cancelled,
and will be entered in the list sent to the province actually drawn on as a new
transaction.

Check of Payments.

903. The check of bills paid with the issue lists received from other account
offices and with the old bills lists will be conducted in the same way as that of
local bills. The first duty of the bill checker, on receiving a new list of bills
drawn, will be to mark off all the bills reported on it as cancelled, by noting
the month in the proper column, but he will enter 0 0 U in the column of
“Amount paid” instead of the amount of the bill. The monthly proof of post-
ing by comparison with the detail books will be effected as in the case of local
bills, the name of the province being entered in the Broadsheet in place of that
of the issuing Treasury.

Lapsing of Bills.

904. At the close of each year theold bills lists for the third preceding year
will be taken up, and a list of all bills still unpaid should be prepared for each
treasury drawn upon, in the same way as for local bills. These will be for-
warded to the Treasury Officers concerned for verification. On the return of
these original statements the amount of lapsed hills will be adjusted to credit
of “Miscellaneous’” and debit of * Foreign bills ;” any future payment of such a
lapsed bill will be charged to Refunds, as in the case of local bills,

1. Bills drawn by the Secretary of State lapse, and should be carried to credit of Govern-
ment in the same way as any other bills.

deeounts.

905. The amount shown in the consolidated issue lists will be ecredited in
the Acconnt Current with the province drawn upon under head IIL or TV,
sub-heads, Foreign Supply Bills payable and Foreizn Remittance Transfer
Receipbs payable ; and the amount of cancelled bills (including bills wrongly
entered in the issue list of one province but subsequently transferred to another
provinee) will be charged to the head which received the oricinal erroncous
credit. The province drawn upon will respond by debit or credit to Account
Current with the drawing province by credit or debit to T. Remittances, sub-
heads, Foreign Supply Bills and Foreign Remittanco Transfer Receipts. Credit
even for a bill wrongly entered will be accepted, though the error will be
noticed in the objection statement in order that it may he correeted in a subse-
quent account, the debits for such corrections being checked with the original
credits.

906. The payments of the bills will be charged direct to the head “Toreign
by

Supply Bills” or “ Foreign Remittance Transfer Receipts * in the accounts of

the provinee drawn on.

1. Althongh the bills of the several drawing provinces are lumped together, withous
distinction, under “ Foroign Supply Bills " and “ Foreign Remittanca Transfer Recoi pts,” the
forms in which Trensuries report their paymonts should et be changed, as the seperato detail
there given will facilitate finding the cntries.

Articles 903—906.
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Military Treasure Chest Bills.

90%. On receipt of the issue lists from the drawing Treasuries, the auditor
will credit the amount to Account Current between Civil and Military under

head I, and make over the lists to the bill checker, who will carry out the check
asin the case of local bills.

908. The paid lists will be received with the Military Exchange Accounts,
and the balance of bills outstanding will therefore be verified by the Account
Current Branch, and not by the Book Branch as in the case of local bills.

drticles 907—808.
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Chapter 43.—Remittance Audit.

Remittance Chedk Register 909 | Agreemert with Detail Books 913
Posting the Register . . 910 | Entry in Accounts . . .  08l4
Differences . . . . 211 | Small Coin Depéts 918

Remittance Check Register.

909. For the check of local remittances, a register (Form 119) will be
maintained of which the pages should be neatly ruled in blue ink before the
book is bound. The first part of the register will record the cash remittances
between Treasuries within the province, and thereafter separate sheets should
be set apart for remittances between Treasuries and each of the departmental
officers rendering accounts to the Civil Accountant General, such as those of
the Customs, Opium and other departments and small coin depéts. For those
departments in final account with the Civil Accountant General, which
both send cash to Civil Treasuries, and also draw cash thence to be credited
by themselves and accounted for, two sheets will be required, one for the
debits of Revenue Treasuries to be answered by departmental credits, and
the other for departmental debits to be met by credits in the Treasuries.

For departments with which Accounts Current are exchanged, such sheets-
will not be necessary.

1. The check on foreign remittances is effected in the Comptroller Gencral's Office.

Posting the Register.

910. On receipt of a list of payments as soon as the vouchers for miscella-
neous payments have been checked with it, and before audit e mmences, all
remittances charged should be posted in the remittance check register by the
distriet auditor concerned ; and, in like manner, on reecipt of the «ash account,
the first operation should be to post the acknowledgments of romit1inces in the
same register against their respective debits. 1In the rare case of a credyt pre-
ceding a debit, it should be posted against the firt vacant line of debit, and
should be pointed out to the auditor in whose account the debit must be looked

for, in order that he may watch for it and post the answering entry :a the
proper place.

Differences.

911. When the credit does not tally with the debit, the auditor who posts
the credit must bring the difference to the notice of the debiting auditor, in
order that he may bring it on his objection book and proceed to its adjustment.
The unadjusted balance will be carried forward, and the adjustment when made
must be noted in the remittance check register.

Agreement with Detail Books,

912. Ag soon as all the Classified Abstracts have been made over to the detail
book posters, the Treasury Account Section should total the debitsand crodits

Articles 909—913,
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in the remittance check register, both for Remittances between Treasuries and
for Depaurtmental Remittances, and the several totals of the debits and credits
must be agreed with the corresponding totals in the Detail Books. The un-
adjusted debits and eredits should then be carried forward in full detail to the
check register of the next month, after comparison, in the case of remittances
between Treasuries, with the information regarding them given in the local
Cash Balance Reports.

$13. If any remittance has remained outstanding for an undue time,
enquiry should at once be instituted.

Entry in Accounts.

914. Cash remittances from one Treasury to another of the same province
are debited and eredited to “Cash Remittances belween Treasuries” Cash
remittances to and from other provinces are debited and credited to the head
“Foreign Remittances,” and entered in a separate register (Article 1474).

Small Coin Depdts.

915. The accounts of small coin depdts or sub-depdts should be dealt with as
departmental cash accounts (Chapler 52).  Remittances within the province be-
tween depbts and depdts, or hetween depbts and Treasuries, shonld be treated
as “Local Remittances,” and entered as “such in the check register and in the
accounts.

916. Remittances to or from depbts in other provinces should be dealt with
as “ Forcign Remittances.”’

Articles 913—916.
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Chapter 44 —Miscellaneous Audit.

General Rule . . . . 917 | T'iscount on Stamps . . 821
Special Charges . . « 918 | Advances . . . . . D22
Cost of Land . . . . 919 | Permanent Advances . . 924
Rafunds . . . . . 9820

General Rule.

917. For some payments falling under this head there is no preseribed rule
regarding the record of audit. But in every case, cven when the audit is not
specifically recorded, the auditor must see that he has a sufficient voucher and
sufficient authority to pass it.

Special Charges.

918. The register preseribed in Article 833 affords the means of reéording
the audit of specially sanctioned charges, whether reckonod as contingent
expenditure or not.

Cost of Land.

919. Payments for cost of land taken up under a declaration issued by the
Public Works Department will be met out of the Budget grant of that De-
partment and debited in the Civil accounts as charges adjustable by the Public
Works Department. But, if the land be for any Local Fund, the compensation
payable for it will be charged to the Fund, or, if it be for any purposes other
than Public Works, the cost will be charged to the Department for which the
land is taken up.

Refunds.

920. In the audit of charges for refunds, the prineipal points to he examined
are, that they have been made under sufficient authority and that they are
supported by duly receipted vouchers in proper form (Form 13), containing
a certificate of note of the refund against the original credit in the Depart-
mental accounts, and the Treasury or sub-treasury officer’s signature in proof
of credit into the Treasury whether singly or in a lump sum.

In cases where full details of the revenue under the head are given in the
Treasury Accounts or other documents as rendered to the account office, a
note should be made against the item of receipt in the original accounts
received from the Treasury so as to preverit a double claim ; but in cases where
the credit is shownin the Treasury Accounts in a lump sum asin the case of
Land Revenue, Excise, Provincial Rates, Income Tax, ete, no note need be
made against the aggregate credits.

1. For refunds of fines, the note should be made in the statement of fines received from
the Court. (See Article 28, note 1.)

2. Refunds of the value of spoilt stamps are usually admitted uson a oertificate of the
Superintendent of Stamps that tEg spoilt stamps have been returned to him. In Bengal,
the Treasury accounts show & plue and minus memorandum of such stamps, under which
the stamps, whose value has been refunded, remain till acknowledged by the Superintendent
of Stamps. No check can, however, be exeroised over the refunds of stamp duty allowed by

Civil Courts,
Artioles 917920,
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3. Refunds of the value of unclaimed Currency Notes credited to Government may be
made on a oertifioate from the Currency Office, showing the date on which the amount was-
credited to Government, and stating that it is payable to the claimant; but in every case the
order for refund requires the sanction of the Accountant General. Whenever any sums are
ordered to be paid into the Treasury on account of unclaimed Currency Notes, the Commis-
sioner of Paper Currency will furnish a list giving partioulars of the Notes of which the
amounts are composed, and the credit whenit appears in the Tressury Account should be
noted at foot of the statement. When any refund is sanctioned, it should be noted against
the corresponding entry in the oredit list.

Discount on Stamps..

921. The procedure in auditing discount on stamps varies. In some prov-
inces the discount is entered in a schedule against each item of sale, and &
receipt is signed by the vendor on or apart from the schedule, the application
of the proper rate of discount being usually certified by the Treasury Officer.
In others, a bill for the discount, in an abstraet form, is sent to the Account-
ant General, through the Superintendent of Stamps, whose countersignature is.
the Accountant General’s authority for admitting the charge.

Advances.

922. Miscellaneous advances after audit are recorded in the objection book.
The record of revenne advances which will be checked with reference to the
budget allotment placed at the disposal of each officer authorised to make
them, will be regulated with reference to the rules regarding them. Payments
on account of sanctioned loans are recorded in a special register (Article 1408).

1. Advances for law-suits should be charged finally against the Department concerned,
although held as items awaiting final clearance in the objection book, or recorded in a separate

register whereby their adjustment may be watched ; the recoveries should be dealt with as cash.
recoveries of service payments.

923. Advances for the cost price of Opium purchased should be charged
under a special detailed head, but the bills submitted should be checked with
the same care as if the charge were being taken against the service head direct.
If the year’s supply be not laid in at once, and the price be likely to vary,
the controlling officer of the province should name, at the beginning of each
year, an arbitrary rate representing as nearly as possible the probable average ;
credit at this rate for allp Opium sold will be given to this head and the
balance taken to “ Gain on sale proceeds of Excise Opium” under « V.—Excise””
to which will also be taken the entire proceeds of any excess found in the stock.
Credit at this rate will also be given to the debt head for the amount lost by
dryage and wastage during the year, by debit to “Loss by dryage and wastage
of Opium” under “7.—Excise. ” A similar plan should be followed in the
case of ganja purchased.

923A. House-building advances and their recoveries will be recorded in
Forms 123 and 122, and the recoveries dealt with as laid down in Article 942.

Permanent Advances.

. 924. Permanent advances should be recorded in a register in Form 120,
intended to last for four years. The register should be a standing list of all
Articles 921—924.
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sanctioned permanent advances by ndmes of offices, a separate page or pages
being set apart for the offices in each district. As personal responsibility can
be enforced by the receipts of the actual incumbents which are on the file,
the names of the holders of advances need not be entered in the register. The
advances should be consecutively numbered and the acknowledgments should
be marked with corresponding numbers and filed in proper order. On receipt
of a new acknowledgment it should be numbered with the register number of
the advance and filed in the place of the old acknowledgment which should be
torn out of the file.

925. If the amount of any advance be increased or reduced in the course of
the year, the amount in the column for the current year should be altered in
red ink on the appearance of the credit or debit for the difference in the
Treasury Account. The total for the column will be corrected at the end of
the year. If new advances are sanctioned, they should be entered at the
bottom of the district list in the order of the charges appearing. At the end
of the year a single total for the old, corrected and new advances will be
made, the aggregate of which for all the districts worked out in a Broadsheet
at the end of the register will agree with the closing ledger balance of the year.

926. The amounts of the advances as standing on 3lst March should be
entered afresh in the money column for the next year and a total made for
1st April.

drtioles 925—926.
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Chapter 45.—Audit of Receipts.

General duty of Accouutant Fines . . . . . . 932

General . . . . - 927 | pension Contributions . . 933
Departmental Bevenue . . 929 | Migcellaneous. . . . 939
Stemps and Opium . . . 930 §pecial Recoverios . . 940

General duty of Accountant General.

927. Efficient audit of expenditure ensures that money which has once
entered the Treasury shall not leave it without sufficient authority, but it is
the duty of the Accountant General to watch receipts also, and, as far as pos-
sible, to see that under every head Government reccives all its dues.

1. The marks of classification which, in the case of expenditure, are recorded upon the
voucher or in the audit enfacoment should, in the case of recoipts, be made in the Remarks
column of the cash account.

2. The responsibility for the check of recoipts rests on the Local Governmonts and
Revenue authorities ; but whon any serious falling oft of revenne under any head oceurs, for
which the local officers do not or cannot furnish a satisfactory explanation, the Accountant
General should report the facts in a separato official lotter to the Tocal Government.

928. As regards certain classes of receipts specified below special instrue-
tions are given, but it is a gencral rule that no debt due to Government should
be left outstanding on the books without clear and sufficient reason. The
Accountant General will exercise constant and watchful care over such out-
standings ; will suggest to the proper authorities any feasible means for their
recovery ; and, at least once a year, will fully review them all. Whenever any
appears to be irrecoverable, he should obtain the authority of Government for
its adjustment. But on no account may any sums be credited to Government
by debit to any suspense head; credit must follow, and in no case precede,
actual realisation.

Departmental Revenue.

929. In the case of departmental revenue, the detailed check is entrusted to
the revenue controlling authorities, the Accountant General’s functions being
confined to reporting to these authorities the amounts received and brought to
account, which amounts are by them compared with the departmental returns
of demands and realisations. It is not the duty of the Accountant General to
enter into correspondence for the purpose of settling differences save as ex-
pressly provided in the following rules.

Stamps and Opium,

930. The realisations by sale of stamps and of excise opium are reported to
the Superintendent of Stamps and to the excise revenue authority for eom-
porison under the last rule; but, besides this, the value of stock is reported
with the Treasury Accounts in a plus and ménus memerandum. _Of this, the

Articles 927 —930.
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opening balance should always be compared with last month’s closing balance.
Of the additions to stock, a periodical return is received from the Superin-
tendent of Stamps, or other revenue authority, and these must be traced into
the plus and minus memoranda. The deductions from stock must be accounted
for either by an entry in the cash account of the value received or by credit
acknowledged by some other officer to whom remittance has been made, or by
sufficient authority for the write-off,

1. In these and in all other cases in which it is prescribed that agreement should be
effected between different documents, the auditor who makes the agrecoment should note the
fact of the agrecment mpon one or both documents. 1t is not sufficient merely to tick the
ontry.

931. The following is the procedure for the examination and audit of the
account of stamp forms :~—

(1) Each Superintendent or Commissioner of Stamps or other officer specified in Rulo 33
Appendix K og Volume I, forwards every month to the Accountant Genernl or Comptroller
concerned a statement showing the quantity of stamps supplied to and received during the
month by the local depdts which are in account with tho Accountant General or Comptroller.
The Superintendents of ®tamps, Caleuita, Madras and Bombny, will also show in {hejr
returns the total quantities issued to or recoived from ench province owtside their own. Tho
Accountants Gencial, Bengal, Madras and Bombay, will on reecipt of tlhese returns communj-
cate the fotal receipts Irom or issues to the other provinces to the Aecountant General or
Comptroller concerned who will check these figures with those shown in the roturns received
by him from his own provineial officer.

(2) The Accountant General or Comptroller checks the entries of receipts in the plus and
minys memorandum by comparison with the amounts shown in the shove statement or with
the entry of issue in the plus and minus memorandum of another Treasury, if the stamps
were reocived from snother Treasury; and also checks the entries of issues by comparison
with the amonnts eredited in the Treasury Acconnts as reccipts for stamps sold, or witn the
entry of receipt in the plus and minws memorandum of another Treasury, if slamps were
sent {o another Treasury.

(3) Theso verifications will he noted npon the original statement reccived under noto (1).

(4) The Superintendents of Stamps, Madras, Borbay and Caleutta, send monthly to the
Comptroller, Post Offico, a statoment of the sales during the past month of the sovoral
denominations of postage stamps in the local and branch depdts subordinate to them. The
Accountant General or Com’i.tm“er, in anticipation of his monthly Account Current with
the Examiner of Telegraph Accounts, forwards a statement showing the total realisations at
each Treasury from the sales of talengh stamps during the month, so as to reach the
Examiner by the 20th of the month following that to which the statement relates.

(5) Under Rule 38, Appendix K of Volume I, the Accountant General or Comptroller
also receives half-yearly from each Superintendent or Commissioner of Stamps or other
officer specified in Rulo 33, a statement showing the balance on the last day of September and
March of ench of the four descriptions of stamps in each Treasury and local dopbt. The
amount shown in these statements should be agreed with the corresponding balances shown in
the plus and minus memoranda received with the Treasury Accounts, after thoy have been
checked under olause (2) above. The fact of the agreement should be reported to the
Superintendent of Stamps concerned, and if thero is any differenco it should be settled in
correspondence with him and tho Treasury Officer.

Fines.

932. The rules for the check of receipts on account of fines are stated in
Article 28.

Articles 931—952.
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Pension contributions of Officers lent to Foreign Service.

933. A register of officers (gazetted or non-gazetted) lent or transferred for
foreign service of the first and second kinds (C.S. Regulations, Chapter XXXV1I,)
will be kept in Form 121 in view to a check being maintained over the
recovery of their contributions towards leave and pension allowances. This
register should be posted on receipt of the Government order sanctioning the
transfer. A certificate of the date of making over charge and of receiving charge
of the new appointment, and in the case of a ministerial officer the service book,
should be called for, On receipt of the certificates the facts should be recorded
in the register, and the number in the register assigned to the officer should be
posted in the first column of the Broadsheet (Form 122). All orders subse-
quently received regarding an officer should be recorded in the register, as well
as all orders issued by the Accountant General for recovery of interest or of
contributions in arrear ; also the cause of the contribution ceasing to be realised
owing either to re-transfer, death, dismissal, or any other cause. In case of
re-transfer, the service book should be called for and the fact noted.

934. When an officer transferred to foreign service is a member of the
Uncovenanted Service Family Pension Fund, the fact should be intimated to

the Secretary.

985. If the Account Officer to whom the officer is to account for his con-
tribution is not the Account Officer of the province within which he was
serving at the time of his transfer, the latter Account Officer must communicate
iarticulars to the Account Officer of the recovering province to enable him to

eep up the register.

936. All contributions credited in the cash accounts will be posted into the
Broadsheet, Form 122, the total of which must be agreed monthly with the
total credited in the detail books.

937. In posting the second money column of the Broadsheet, the monthly
rate at commencement of the year should be entered, and subsequent altera-
tions should be entered below with the date from which each rate takes effect.
The posting of the third money column, vz, Total due,” should not be
made until the close of the year.

938. In the case of officers and subordinates of the Public Works De-
partment, the register will be kept up by the Public Works Examiner con-
cerned ; but the Accountant General will advise the Examiner, monthly, of
the amount of contributions paid into the I'reasuries by Public Works officers.

Miscellaneous.

089. Of recoverable over-payments, and of miscellaneous advances due to
Government, a sufficient record exists in the objection books: of loans and
revenue advances, a special register is kept (Article 1408), which gives full
information of the amounts payable both on account of interest and of
principal. The realisation of interest on Government securities, under the
management of the Accountant General, is also watched under special rules
(Chapter 78); realisations on securities managed by other officers can be
watched only by comparison of accounts of Trust Funds, ete., with the Budget
Estimate,

Articles 938—939,
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Special Recoveries,

940. For special and important recoveries a register should be kept in
Form 123.

941. In it are to be entered all amounts to be received and recovered by
the Accountant General which do not go into the objection books or into some
other prescribed register, and which, not being recoveries of amounts charged
to special heads of ““ Advances,” will not come under review in the annual
balance sheet. Such are “Treaty dues,”” “ Contributions from Municipalities,
Native States, ete.,”” and others arising upon special orders. To each recovery
a separate number should be assigned.

942. The recoveries actually made should be posted monthly into a Broad-
sheet in Form 122, in which for columns 1 and 2 may be substituted
the following & columns, viz., 1. Number in Register of Special Recoveries,
2. From whom recoverable, 8. Treasury at which recovered. The word
“Treasury’’ at the top of the Form may be omitted. The Register and the
Broadsheet should be worked similarly to those referred to in Artioles 933
to 937.

The Register may be kept according to districts or according to the difforent olasses of re-
coveries to be effected, but the Broadsheet must be kept on the latter plan only, there being a
scparate Broadshect for each head of account to which the recoveries are creditable.

drtioles 940943,
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Chapter 46,—Service and Other Funds.

Annuity Deductions . . . 943 ( Indian Military S8ervice Family

Civil Funds . . . . paa| Frension Regulations .

Indian Civil Service Family Uncovenanted Service Funds 959
Pension Regulations . . 949 | General Family Pension Fund 960
i s Hindu Family Appuity Fund . 961

Military and -

y Medical Funds Postal Insurance Fund . . 963

Recovery o/ Bubscriptions . . 955 i ist
Laam[lo Military Officers in Civil Mgg:;gonsl%'luleg Yy Assistant 264
employ . . . . 956 . * .
. -, | Treatmentin Exchange Account 965
Payment of I . . . 957 .
ayment of Lensions ? luterest on Service Fuunds . D86

Annuity deductions of Members of the Indian Civil Service.

943. The Treasury Officer is responsible for making from the bills of
members of the Indian Civil Service the deductions prescribed in Article 615(a)
of the Civil Service Regulations. Salarics and other payments are finally
taken uet against all Imperial and Provincial heads, but, in the case of officers
paid by independent bodies, gross allowances are charged, and the deductions
(prescribed in Articles 809, 810, and 823, Civil Service Regulations,) taken to
credit of “Receipts in aid of Superannuation, ete,,” minor head “ Contributions
for pensions and gratuities”” To the same head will be taken the ordinary
deduction of 4 per cent., when, by reason of the short term of a deputation, the
full contribution is not levied [Civil Service Regulations, Article 815 (2)].

Bengal, Madras, and Bombay Civil Funds.

944. The accounts of the Bengal, Madras, and Bombay Civil Funds are
kept in the Funds Section of the Office of the Comptroller, India Treasuries.
Accountants General will credit the reee'})ts from subscribers to the heads
¢ Subscriptions to the Bengal Civil F51d,” “Subseriptions to the Madras Civil
Fund,”” “subscriptions to the Bombay Civil Fund,” and “ Family subserip-
tions of native members of the Indian Civil Serviee,” respectively, under
“ XXII.—Receipts in aid of Superannuation, ete.,” and forward monthly to
the Comptroller, India Treasuries, lists of the receipts in detail, after having
certified to the agreement of the totals with the amounts credited in their
accounts to the respective heads. The receipts from subscribers and the pen-
sions of these funds are Imperial.

945. In the case of the Bengal Civil Fund, the receipts must be shown
under the two detailed heads ¢ Ordinary” and “ Additional,” both in the
accounts of the Accountants General and in the monthly hsts forwarded by
them to the Comptroller, India Treasuries.

946. For deductions on account of subscriptions to the Civil Funds, it is
necessary to see not only that the deductions are arithmetically correct, but
:ar.lso that they are made at the rates notified by the Comptroller, India

reasuries.

Ariticles 943—946.
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94%7. Should an over-deduction from the pay of the officer concerned be
made, it can only be adjusted by a less deduction in the next bill, and, as the
Accountant General checks those deduetions, the Comptroller, India Treasurics,
should advise him thereof ; refund of excess deductions cannot, under any
cireumstances, be made in cash.

948. The following are the allowances upon which the subseriptions are
leviable :—

Pay. Honuse-rent (in Bengal only).
Acting allowance. Personal allowance.
Deputation allowance (in Bengal only). Sumptuary allowance.
Allowance to rogistrars of assurances. Subsistence allowance.
Fixed travelling allowance (in Bengal Leave allowance.

only). Local allowance.

Indian Civil Service Family Pension Regulations,

949, The subseriptions under these regulations are credited to the head
“ Subscriptions under the Indian Civil Service Family Pension Regulations,”
under “ XXII.—Receipts in ail of Superannuation, ete.” Kach Accountant
General sends to the Comptroller, India Treasurics, a list in Form No. 121
of the subseriptions received monthly, with a certificate to the effect thas the
total agrees with the credit in his accounts.

950. This list should contain the names of all European officers who arrived
in 1881-82 and subsequently, and of such of the Native members as have heen
specially permitted to subseribe. In case of non-recovery or encess recovery
of subscription, the reason should always be stated against the name of the
officer.

951. The Comptroller, India Treasuries, is responsible for keeping the
record of recoveries on account of each oflicer, and reeing that correct sub-
scriptions are realised.

952, In order that claims to admission to pension preferred in England by
the families of subscribers may be expeditiously dealt with, the Comptroller,
India Treasuries, will send quarterly to the Director of Iunds, India Office,
two statements, one shewing the names of subscribers who had died during
the q‘;mrter, and the other showing aumissions aud casualtics during that
period.

953. He will also send half-yearly to the Comptroller General, for trans-
mission to Lngland, as soon after the closing of his aceounts for September
and March (Final) as possible, a statement showing the receipts and charges in
India under the Indian Civil Service Family Pension Regulations.

954. The receipts and charges under the above-mentioned regulations are
Imperial.

Military and Medical Funds,

Recovery of Subscriptions.

956. For the (abolished) Military, Orphan, and Medical Funds, deductions
will be made at the rate fixed for the officer’s rank, and taken to credit of
* Receipts in aid of Superannuation, ete.” Certified lists in Form 125 however

drticles 947 ~955.
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will be sent to the Examiners of Pay Accounts at the Piesidencies. The
Military Department will notify its realisations in like manner and pass
on the credits in its Exchange Account with the Civil Department, India,
Madras, or Bombay.

In tho case of Military officers in Civil omploy, the Military Account Officer concerned
will communicate to the C'vil Acconnt.nt General the corrcet amount of subscriptions
payable, and keep that officer informed of any alteration in the same. The Civil Account
Otficer will eheck the correctnoss of dednetions made. I, however, anv Military Officor ques-
t1ons the correctness of a claim, he should simnply be referred by the Accountant Genersl to tho
Pay Exuminer coneerned, and requested to address any further reference to that officor.

Loans to Military Qfficers in Civil Employ.

956. Loans to Military Officers in Civil employ, under the rules of the late
Madras and Bombay Military Funds, for their own passage to Europe orefor
the purpese of bringing out or sending home their familics, will be paid by
the Civil Department on Warrants issued by the Military Pay Examiner con-
cerned.  Such payments will be debited to ¢ Advances Recoverable” in the

Yivil Accounts, and their recovery watched by the Civil Department. The
particulars of the payments and recoveries will be reported to the Pay Ex-
sminer concerued 1 Forms 126 and 127.

In the casc of an officer transferred from one Department or Province to
another before a loan is fully re-paid, the unrecovered balance will be debited
to the Department or Province concerned to be held by it under “Advances
Recoverable.” Subsequent recoveries, effected in the Civil Department, will
be communicated to the Pay Examiner concerned.

Recoveries on account of Interest, which should he watched by the
Military Department, will be adjusted in the Civil Department under ¢ In-
terest, ” and recoveries in the Military Department on this account will be
credited to the Civil Department through' the Exchange Accounts. These
recoveries should be intimated to the Pay Examiner concerned by means of
the Statements prescribed above.

- Recoveries, in India, from Military Officers in Civil employ, of loans paid
to them in England by the Director of Funds, will also be communicated to
the Pay Examiner concernel. The recoveries, however, will be finally adjusted
in the Civil Department under “ X XIT,—Receipts in aid of Superannuations,
ete., ”’ like other receipts of the Military Funds. Similar recoveries, effected in
the Military Department, will be passed on to the Civil Departmnent through
the Exchange Accounts.

The date for the submission of the returns mentioned above is 15th of the
second month,

Payment of Pensions.

957, Pensions and certain other miscellaneous charges payable out of
these Funds will also be finally charged unuer “ Superannuation allowances,
ebe., ”” in the accounts of the Province where paid, care being taken to see that
the vouchers have been audited by the Military Examiner of Pay Accounts or
to have them so audited.

1. Thus, the transactions of theso absorbed funds are audsted by an Officer in the Militar
Account Department, and adjustments of any short or excess recovery will be made under his
instructions ; but it is not nocessary to cumber the Military Accounts with any transactions
which do not originate therein. -

2. In the event of excess recoveries heing refunded, the amount paid should be noted at
fuot of tho certified list, and the voucher forwarded therewith.

Articles 956 =957,
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Indian Military Service Family Penion Reg ulations.

958. Under these regulations deductions aud donations according to rank
must be recovered from subscribers at the rates fixed in the Military Resolution
published on page 473 of the Gazetle of India for 1881, and in clause 44 of
India Army Circulars of 1891 ; credit will be given in the lixchange Account
with the Controller of Military Accounts, Bengal, Madras or Bombay Com-
mand, and a separate statement (Form 125A) forwarded with the Exchange
Account detailing the payments of each officer.

1. Donations will be entered in _the same column as subscriptions, but suparately. Sube
seribers should give in thoir bills all particulars neeessary, vis.,—
Subscriptions in class—as a marvied subsariber.
Ditto ditto  for children.
Donation ditto  on marringe.

2. See the Note under Art. 956.

L g
Uncovenanted Service Family Pension Funds

959, For making proper deductions on account of these funds, the sub-
seriber alonc is responsible ; the Accountant General will simply pass on to the
Sccretary of the Fund a detailed list of the sums reccived from each subseriber,
showing in separate columns the sums recerved, respectively, for family pen-
sion, for deferred annuities, and for insurance ; the grand tofal of this list will
agree with the total credited on this account to the Government of India or
Bombay, as the case maybe. In the case of the Bombay Fund the subscrip-
tions should be shown in two columns in the certitied list, namely, for
“ Widow’s Branch ”’and ¢ Life Insurance Branch, ” and the totals of the two
columns should be scparately credited in the Exchange Accounts with Bombay.

1. Except for the Madras and Bombay Presidincies, the detailed Ysts of roceipts in the
Forest Department will be furnished to the Scerctary direet by the Comptroller General in
the Forest Branch ; but the total amount credited mmst be entered in tho cortified lists
furnished by the Acconntant General, with a quotation of the number and dnte of the
endorsement undcr which tho dotailed list was sont to the Socrotary by the Forest Branch.

2. The additional preminn due wnder Article 841 of the Civil Servico Regnlations is
collectod by the Directors of the Fund in the cuse of the subscribers to tho Bengal Fund and
adjusted in communication with the Comptroller, India Treasuries. No rofunds of such
additional promium shonld be allowed without the provious sanction of the Compiroller
General.  1n the case of enbseribers {o tho Bombay Fund the levy of the additional promium
due should be watched in the Accouniant General’s Offico.

8. Bubseriptions may be reccived both in cash and by deduction from pay-bills, but it is
compnlsory on subsciibers admitted after 9th September 1879 to Eny their subscriptions by
deduction from their pay cr pension bills; cash payments should be accepled in tho cnse of
special subscriptions, such as donations on admission to the Fund or from officors who are on
forcign service, or who are not actually on duly, i.c., are absent from India, either on leave
or retirement from the service, or who may have left the public scrvice otherwive than under
the rules of the Civil Service Regulations on pension or gratuity, and from whom an additional
premium is leviable. The Sceretary to the Fund will furnish the Comptroller General (or tho
Accountant General, Bonibay, for ch Bombay Fund) with an annual statement explaining all
cash receipts of the Fund at Government Troasuries during the yoar from officers who joined
the Fund after Oth Septembor 1879.

Should an officer pay a larger comtribution than the rules of his service
require, the Secretary to the Fund will, no doubt, advise him; but neither the
Accountant General nor the Treasury Officer is concerned in the matter.

Artioles 958959,
F2
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General Family Pension Fund.

960, Subscriptions to the General Family Pension Fund are ordinarily not
recovered by deduction from pay bills, but paid into the Treasury in" cash
{see Article 563). But deductions, if made, must be dealt with on precisely the
same principle as recoveries for the Uncovenanted Service Fund. Everywhere,
except in Madras, the vouchers, will be charged net, unless they appertain to
payments from district Local Funds, and the adjustments made by the
Accountant General, who will forward to the Fund Secretary a list of the
amounts so deducted, showing them as received on the first day of the month
of payment. The lists of subscriptions received in cash ‘at the several
Treasurics may be forwarded in original : no copy need be kept in the account
office, as in the rare case of miscarriage in transit, details can be recovered from
the Treasury register.

1. In the certified lists on account of the General Family Ponsion Fund, the subscriptions
received in cash, and those realised by deduction from pay-bills, ghould be shown separately
while no date need be entired against the latter.

Hindu Family Annuity Fund and Bengal Christian Family
Pension Fund.

961. Subscriptions to the Hindu Family Annuity Fund and the Bengal
Christian  Family Pension Fund are received only under special orders of the
Accountant General in each cuse. (See Articles 364 and 565.) .

962. The amounts tendered by subscribers are accepted without check or
examination, and credited to Exchange Account with the Government of India,
and a certified list is forwarded to the Secretary showing in separate moncy
columns amounts reccived in cash and amounts received by deduction.

Postal Insurance Fund.

963. Promia and subscriptions may be paid either in cash or by deduction
from pay bills, but all eash receipts take place at the Post Offices only and not
at the treasuries. Civil Audit Officers have accordingly only to deal with the
deductions from pay bills. These deductions are to be credited to Exchange
Account between Civil and Post Office and detailed lists of these credits m
form 127A furnished to the Comptroller, Post Office, on the 10th of the
second month after that to which the recoveries relate, the date preseribed for
the submission of the “ Fund Subscription Lists.”” No payments on accouut of
the Postal Insurance Fund may be made at Civil Treasuries.

Madras Military Assistant Surgeons’ Fund.

964, The credits are by deductior from pay-bills, and are intimated to the
Secretary monthly by means of certified lists ; and credits in other Provinees
are passed on to the Accountant General, Madras, through the Exchange
Account,

driicles 96096 1.
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Treatment in Ezchange Account.

965. The credit, in an Exchange Account, of a Fund subscription, must
always quote the certified list in which the subseription is shown, thus,—p/de
certified list of (account officer) for (month). Thisis especially necessary
when one account officer passes on to another items included in the list of o
third office of account. The certificd list also should show in what month's
account the recovery was credited.

Corrections consequent on erroncous excess credits should be made Dy
a deduction from the receipt side of the account instead of by a distinet, delit
on the charge side. The Accountant General should, in the month in which
the rectification is effected, make a distinet note of the fact, giving full
particulars, in the Exchange Account, as to the month and the amount of the
excess credit.

Annual Statement of Interest on Service Funds.

966. A statement of the interest allowed during the year to cach of the
Service Funds is to be submitted to the Comptroller General, the information
Leing required by the Secretary of State. Tt should show (1) name of Tund,
{2) rate of interest, (8) balance bearing interest at each rate at the commence-
ment of the year, (1) total amount of interest including donation paid during
the year, (5) smount paid in excess of interest at 4 per cent.

1. Amounts paid as donation {o make up deficiency of interest shonld, for the purposo of

this statement, be reckoned as interest ;and Government Sccurities m respect of which this
donation is paid should be included, with an explanation, in the * balance bearing intercst.”

Articles 9656 =966,
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Chapter 47.—Objections on Audit.

Objection Ststement— Adjustment -
Form and I'reparation . . 967 Adjustment Register . . . 98¢
Despatch . . . . . 969 I recoverable sums . . . 989
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Objection Statement.

Form and Preparation.

967. The district anditor, at the time of dcaling with the accounts or
vouchers, should have an objection statement (Form 128) before him, in which
he should enter all ohjections, directions, or enquiries arising upon the accounts
or the audit. Objections on audit are most conveniently stated at the same
time as they are inscribed on the audit enfacement, and while they are still
fresh in the auditor’s mind. It is not obligatory on the Accountant General to
make the Treasury Officer the channel of communication with other officers. It
has been found that in most cascs the objections can be removed far more expedi-
tiously and satisfactorily by dealing with the disbursing or other responsible
officer direet, and only calling on the Treasury Officer to act when a recovery
from bills becomes necessary. Objections can be communicated to responsible
officers in special printed audit memoranda and other half margin forms, and
an immediate reply obtained on the original paper. But all objections, com-
maunicated direct to the responsible officers in this manner, as well as those
communicated to the Treasury Officer throngh the objection statement, should
be entered in the objection book. A Check Number Book should be kept up
in each audit section showing the issue, return, and disposal of these audit
memoranda and other half margins.

968. There should be two objection statements for each month, one having
roference to the first list of payments (which ought to reach the Treasury
Officer before the end of the month, so as to guide him in his next month’s
payments), and one to the sccond list and the cash account, and the auditor
will be responsible for seeing that the objections which arise upon that part of
the audit work which he has transferred to another section of the office
(Article 724) are duly entered in the statement before despatch, unless a
separate objection book is kept up by the other section.

1. Receipts entered in the objection statement will, of course, have the second column
(for number of voucher) blank. The words ““and of the cash account” should be struck out
of the heading of the objection statement on the first list.

Articles 967—968,
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Despateh.

969. Each objection statement will go out in original, under the signature
of a Gazetted Officer, after the review of audit and objection preseribed by
Article 730.  Before despateh {which must not he delayed) ibs objoction must
be neafly posted into the objection book (Form 130) by the distriet auditor.
Each Superintendent should keep & memorandum hook for note of the objee-
tion statements which he passes, shonld daily ascertain from the despatcher
that all have gone out, and should take precautions to secure the entry in the
objection book of all the items in the passed statement, whether or not thor
amounts are carried into any money column,

1. Mere instrnetions for futnre gnidanee need not bo copied into the objeotion book.
Auy new procedure lvid down for general observance should, however, be communieated by
general lettors and not in isolated objertion stutementa,

Disposal on Returan,

970. The return of the objection statements must be watched for with
cqual care. They are due to be returned a weck after veeerpt by the Treasury
Officer, and he should not be allowed to keep them back on the ground thai
vne or two of the objections require further enquiry.  These can be extracted
for separate disposal, while the other items are replied to. The orders enf! orcing
the Treasury Officer’s duty in the matter of objections are very peremptory (see
Articles 15 and 16) ; and the Accountant (tencral must remember that he is
responsible for sceing that the Treasury Officers carry out his instructions. The
Finance Department has ruled that his “ objection must prevail absolutely and
immediately, over every authority under that of the Tiocal Government ; and,
if the Local Government overrules an objection by the Accountant General,
even temporarily, © reference should be made to the Government of India, "

Audilor’s Responsibilily.

971. The distriet auditor is responsible for the disposal of the objection
statement when returned, and when a recovery is ordered, or a sum is charged
under advances recoverable at the personal debit of a named officer, he is
responsible for following up the item and watching its recovery. Though the
officer concerned be transferred to another district, the item will not be
removed from the objection book of the old to that of the new district, but a
note of the transfer will be made; it will, of course, be noted on the last-pay
certificate by the Treasury Officer whom he leaves, and may also, with
advantage, be notified by an 8vo slip to the one who will pay him in future.
On the occasion of a transfer of a Gazetted Officer against whom an order of
retrenchment has issued, the Gazetted Officers® auditor (if their bills are
audited by a separate group) should ascertain what amount is still outstand-
ing, and should despatch the 8vo slip of warning to the new Treasury Officer,

1. If it be necossary to make a recovery from an officer who has passed under the  jurise
diction of another Accountant (ieneral, warning should be given on the lust-pny certifiente
or by a spocial letter if the certificato have ulready issued. In such cases the objection shounld
be entered both in the objection statement and the ohjacticn haok, but with note that requisi-
tion for recavery has been sent to the officer's new province.

Articles 869—871,
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Retrenchment Slip.

972. When it is considered nccessary to order the recovery of any errane-
ous payment, the Accountant General should send warning to the officer or
the head of the office concerned hy an 8vo slip in Form 129 in which the
ground of the retrenchment should be clearly stated; and in the outgoing ob-
jeetion statement reference should be given to the warning slip so sent direct,
This slip will give the officer retrenched an opportunity of forwarding to the
Accountaut General an explanation which may cause the recovery to be dis-
pensed with, The withdiawal or modification of an order for recovery should
be eommunicated both to the Treasury Officer and the officer concerned.

1. Ordinarily, all perconal claims should be audited finally within six months of the date
of paymont, and an acoount officor should not, without first obtaining the sanction of the
Local Go:erninent, i-sne an order for the recovery from any officer of pay or allowances
erroneously drawn more than six months before the issue of the retrenchimen* order, nnless
the payment has heen challonged within that period. *The Local (tovernment has the power
of remitting disnllowancos of this nature by audit oficers (vide Article 279A of the Civil
Account Code).

2. For withdrawal of an obicction, Form 129 will answer with ono alteration ; for
“Pleaso recover,” eto., in the heading wili be substituted « Pleaso regard as eancelled the
objection noted below.” No explanation will be necessary, and thereforo the words “ For
oxplanation, sce roverse,” may he omitted. 1f, however, an objection be only in part with-
drawn, tho heading will be altered only by addition of tho words  Instead of R
a8 already ordercd.” The Treasury Officer will return all slips modifying or withdrawing
orders for recovery along with the original orders in justification of his action in tho matter.

978. On like slips should be notified short payments or over-deductions;
they should be noted, too, for future guidance in the objection statements, but
need not be entered in any money column of the objection book, for the audit
department has done its duty when it has warned an officer that he has a
further claim, and cannot compel him to prefer it.

Objection Book.

Form and Contents.

974. The objection books (of which there must be one for each Treasury
or Departmental Account) are the permanent office record of entries which
have been made in the objection statements prepared upon the examination
of each list of payments and of the cash account. But, besides these objec-
tions, it contains also note (1) of all amounts charged under advances Recover-
able, (2) of all amounts credited or debited to Suspense, and (3) of items
adjusted but not cleared, even though not objected to. It is in Form 130,

Advances recoverablo having the heads noted in the _ma.rg'in, of which

R;ceipts. the first two have corresponding ledger heads ;

Susponse nceaunt{mmgos' the others have not. Entries pertaining to two

Ttoms sdjusted butawaiting months’ accounts should not be entered on the

final clearance. fame page, though, of course, where objections

mgg;%‘“’ payments for e .o numerous, those of one month may occupy
more than one page.

1. Where contingent, Gazetted Qfficors’, or other bills are andited by separate seoticns,
separate objection books may be kept in such sections, either by the district, the division,
or the Provinco.

Arlicles 972—974,
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975. Every objection should he described in such a manner as to obviate the
necessity of any further reference to the voucher for information. It will
generally be found that each can be stated in a single lino ; if more space be
taken, it will be well to rule a line across the adjustment columns, in order
that each adjustment may be more readily scen. The amount of entries which
may not require action of the Treasury Officer, though noted for his future
guidance (e.g., overcharges of fund subscriptions or income tax), should not
be posted in any money columns, and the money columns under “ Mode of
adjustment ”’ may be scored through. .

Advances Reeoverable.

976. Under advances recoverable, will appear moneys advanced for mis-
cellaneons purposes under special authority and recoverable in cash, and sumns
overpaid on vouchers other than those for service payments. Neither loans to
Mounicipalities or private persons made under orders of the Supreme Govern-
ment and hearing interest, nor advances to cultivators (fakdes), nor advances
for rest-camps (bardasht-khana), nor permanent advances, nor special classes
of advances, need appear here, as they are recorded in separate registers. Pay-
ments made on acconnt of Government expenditure must nerer be held under
¢ Advances Recoverable,”’ on the ground that further proceedings in audit are
necessary for their final admission; the head will cover only itemns which
are from their inception debts due to Government by assignable individuals,
recoverable cither in cash or by deduction from personal allowances, Per-
sonal allowances of any kind in respect of an assignable period paid before
they are due are charged to the same head as when paid after they are due.

1. If large or Erequent advances are made nnder the operation of any general rule, the
Accountant General should arrange a special procedure for their andit, observation, and
recovery.

2. Advances for compensation for land should be debited to ¢ Advances Recoverable ” and
retained under that head until receipt of vouchers in form C, CC, D or E (vide Appendix
G, Vol. I), when the amounts should be transferred to the debit of the departments cone
cerned.

977. This column will show also advances made elsewhere (Article 759)and
advances which enter through formal transfers in account; the entries will
thus differ from those of the Classified Abstracts by the amounts of these two
classes, though the Provincial total of the Broadsheet will agree with that of
the detail books including transfers.

978. After the objection hooks for March have been closed and their balan-
ces carried forward in detail to the forms prepared for the new year, it may be
found necessary in the March final accounts to make adjustments under the
heads “Objection book advances” and “Objection book suspense account.”
In opening the objection book for the new year, separate pages shonld he
provided, after the pages containing the entries of the outstanding of the pre-
vious year, to record the objections raised in March final under the abovo
heads. Similarly, in the adjustment register there should be a separate page,
or pages, for the record of adjustments made in March final in respect of ob-
jections raised in previous years. The entries in these records should be
totalled monthly at the time of closing the objection bookefor the month, and
the net debit or credit resulting therefrom should be worked out and added to
or deducted from the balance of the objection book for the month then closing

Adrticles 976—478.
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in a separate entry at foot of the objection book, so as to work out the correct
balance of objections to be reported to the Comptroller General in the monthly
state of audit. When the accounts for March final are closed, the separate
objections and adjustments referred to above should be totalled and the totals
posted into the,March final column of the Broadsheet (see Article 995) for the
past year and the correct closing balance worked out. The difference hetween
these totals should also be added or deducted, as the case may be, at foot of the
March objection book for the past year, so as to make its balance agree with
the Broadsheet and the Ledger. This agreement should be made and certified
to by the Superintendent.

Suspense Account.

979. Under “Suspense account ”” are provided two columns, s.e., one for
credits and one for debits, but no item should be taken under this head except
with the special sanction of the officer in charge :

(@) In the former will appear only sums shown for oredit to a debt
head, but imperfeetly described. A service receipt, of which full
particulars are not given, must be taken to credit of the minor head
“ Miscellaneous,” under the revenue head to which it appears
to belong. But such items must be most rare; nor does the fact
that they have been so credited, and included in the aggregate re-
ccipts of the month, relieve the Accountant General of the duty of
ascertaining by correspondence what their real nature is and of
transferring them to credit of the proper head by debit to the one
originally benefited ; they may be made the subject of special corre-
spondence with district officers but must, in all cases, be noticed
in the objection statement, and their amount entered in the column
of the objection book headed “ Items adjusted but awaiting
final clearance.”

(6) In the debit column will appearitems of charge for which such
particulars are not given as will enable the account office properly
to classify them ; it is hardly necessary to say that a debit under
this head so caused reflects discredit on the Treasury Officer con-
cerned.

980. Further, the debit column will accommodate charges written back on
disallowance from Accounts Current, yet not susceptible of final adjustment
against some other head.

Ltems Adjusted but awailing clearance.

981. The third head will contain those items to which technical objection is
taken, unexplained receipts (see Article 979(a) ), payments on abstract contin-
gent bills not covered by countersigned bills. and in fact, all items which
cannot be finally admitted in audit. It will be observed that this column has
no corresponding ledger head, and consequently any item which appears in it
must have been taken to some prescribed head of account, the entry here being
nothing more than 8 reminder that it has only been provisionally adjusted.

1. If extraoct registers of deposit receipts do not arrive in time for andit befoge closing
the objection book the amount shown in the cash account should be noted in the third column

Aytictes 979—981,
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of the objection book ; but no entry need be made in any money columan. When registors
of payments are not forthcoming, their amounts should be dealt with in the same manner,
Particular care must be taken to write off these objections when the registers are received.

2. Cash remittances, even though a complete voucher is absent, should not bo entered in
the objection book at all, as ascparate register is provided for them, Deficioncics in such
remittances will, however, come in ordinary course into the objeotion book as “ Advances
Rocoverable ” (see Article 664).

8. If an item is supported by a voucher imperfect only in that it reguires, and does not
bear, a stamp, it should be entered in the objection book and stalement: but no amonnt need
appear in the moncy column,

4. Amounts cxpended in excess of the Budget allotments shonld not be entered in the
money column except in the case of excesses over Contract Contingent grants. A report on
excess expenditure in distriet detail embodying every item in the Classified Abstract in which
the disbursing officer has exceeded the allotment placed at his disposal, should be submitted
to Government, and the items then removed from the objection books. It will rest with the
Government to pursue the subject with the disbursing or controlling offiecrs. Tn the case,
howovor, of oxcesses over Contract grants, the specific sanction of Governwent to tho excenses
shonld be obtained before the amonnts are removed from the ohjection book.

6. No amount should be shown in the money columns of the objection book, if the objec-
tion takes the form of a simple divection for the future gnidance or of a call for a document,
tho absence of which is not likely to affect the amonnt admissible.

Servies Payments for Recovery.

982, In the last column will appear all sums taken agninst sorvice heads
for which orders of recovery have issued. For, when a payment is made on
account of a completed service on a proper voucher, the fact of the payment is
not altered because some portion of it may have been overpaid. The payment
must be accepted, and must be recorded as a charge against the grant for
which it was made ; but at the same time it should be recorded as under
objection.

. 1. The amount of gratuity to be refunded by a person re-employod (Civil Sorvice Regn-
lations, Articlo 565) should be noted in the audit register as well as in the register of pension
eontributions, Form 121. Recoveries will be taken at once to  Superannuation Contributions,”
although the gratuily may have been paid under the orders of, and from a Treasury belonging
to another Government,

2. Advances made in England to officers returning to duty are treated as final charges

in the Home Accounts, and shonld, therefore, be noted in this column for recovery. (See
Article 762.)

Objections for want of higher sanction.

983. One special register for the whole Province will be kept in the follow-
ing form for objections taken on the ground that the sanction of the Local
Government or the Government of India is insuflicient (sce Articles 277, 278,
and 721, notes) :—

Register of slems ynder objection pending sanction of the Government of India
or of the Secretary of State,

APPLICATION POR I nitiala of

Account and SANOTION RECEIVED. |A tant

Description of | month in Reason of Ai:“"“' sANCTION. Tow ® = ?;Tx;le?nln

charge, which it challenge, q“’h;l'. . ad. Partt. [mally pass-
appeared. 0. | Date, dress, No. |Date. culars, :;;ir ‘i::.

Articles 989—583,
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Adjustment.

Adjustment Registes.

984. As the objcctionable items are adjusted in whole or in part—
Advances, by credit to advances recoverable ;
Suspense, by credit or debit to that head ;
Uncleared items, by being cleared ;
Service payments for recovery, by recovery, or by removal of the
objection ;
the adjustment is to be posted in the adjustment register (Form 131), and
also against the original item in the objection book.

985. The mode of adjustment adopted with reference to each item will be
shown in the column “ How adjusted,” and the Superintendent or Assistant
Superintendent will initial each entry in proof of his having examined and
found it correct in every particular.

1. If an advance or suspense item charged in district A is recovered in distriot B, the
adjustment of it must be recorded in the adjustment register and objeotion book of district
A only. This is another source of difference between the objection book and the classified
abstract ~vide Artiolo 977.

986. In the objection hook, in the columns of amount under « Mode of ad-
justment,”” will be entered cach successive fragment disposcd of ; each entry
in the adjustment register must have its distinct answering entry in these
columns, and both entries will be initialled by the Superintendent at the same
time,

1. In the caso of objections against which no amounts are entered in the monoy columns
of the objection hook, no entrics should be made in the adjustment register.

2. The entry in the objection hook of each adjnstment may bo certified by the initials of
the Superintendent, provided that the entry is made in the adjustment register oloarly ; and
in all eascs in which the order communicating the objection has not been fully complied
with, on the authority of an order signed by tho Gazetted Officer in charge ; the Gazetted
Officer will, of course, review, not only the objeetion book, but also the adjustment register at
Froguent intervals.

987. If, in the case of items awaiting clearance, a real objection is after-
wards found to cxist (e.g., recovery is ordered of part of the charge), only the
part cleared will be entered, and the rest will still remain outstanding till dis-
posed of, Care must be taken that the real objection when found is duly com-
municated to the Treasury or other officer, and noted in the objection book below
the original objection or as a foot note of it.

988. But if the explanation of the item shows that it belongs to the “Ad-
vances Recoverable * or “Suspense ”’ class (e.g., a deposit repayment is ob-
jected to for want ¢f a voucher, which, when it is received, turns to be for
a less amount than the charge), the item will be adjusted so far as regards the
column “Awaiting clearance,” but again be brought ou the objection book, in
the new month, under §Advances Recoverable,” or © Suspense’’; reference will
be made both in the adjustment and in the new objection to the transfer entry
by which the amount is charged to the new head,

Articles 984—988.
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Irrecoveralle suws.

989. Any of the officers named on the margin has power to write off, with-
A Civil Accountant Oub reference to higher authority, sums, not exceed-
General or Comptroller, ing one rupee in each case, whlch.fr_om_uny cause may
Accountant General in  have become irrecoverable, or in his judgment are such
the Public Works Depurt-  ag ghould be passed though not covered by ordinary
m"/‘;tl E<aminer of Public TWle- He may also write off similar sums, above one
WOI"ks Acconnts in charge Yupee and not exceeding ten rupees in each ense, when
of an Account Office. he is satisfiel that Government would on rcference
Comptroller of the Post  ganction such a course, but he must report thesc items,
Olfice. in excess of one rupee, in half-yearly  statemonts for
the periods ending 80th June and 31st December, to be rendered to the Irov-
incial Government for Provinciil items and to the Government of India for
Imperial items on or befors 15th July and 15th January respectively. A
register will be kept in each account office for theso items, showing (1)
the account in which the item is charged ; (2) its description ; (3) amount ;
(4) reasous for admitting the item ; and (5) the order and signature of the
head of the account office. The half-yearly statement to be submitted to Goy-
ornment will be an extract from this register of tho items exceeding ono rupec.

1. Military acconnt officers have greater powers, under departmental rules, than thoso
givea here to other account officers.

Reeoveries of Overpayments.

990. Recoveries on account of overpayments will ordinarily be adjusted by
dedactions from the current year’s charge under the detailed head previous]
cverchaiged. Recoveries on account of overpayments in a pevious year wi]{,
however, be specially dealt with under the orders of the head of the Account
Office if the amount of any single item exceods R500, or if their aggregate
exceeds the current year’s chargo,

991, Cancelled.

992. 1f arecovery be made by short payment of an item chargeable to the
same detailed head, no adjustment is necessary, the short payment and short
charge in the Classified Abstract and the detail book on the later voucher is a
set-off against the excess payment and excess charge on the carlicr,

992A, If a recovery be made in cash or by short payment of an item not
chargeable to the same detailed head, it will be taken in~ the first .nstance 1o
“ Recoveries of Service payments * and appear under that head in the classified
abstract and the detail book, Ience through the medium of the transfer book
it will pass to credit of the detailed head of charge which was over debited in
tho first instance. There should be only one tiausfer entry each month for
adjusting the recoveries of each district.

993. Cancelled,

Closing of Oljeclion Book.
£94. After despatch of the objection statements on the sccond list of pay-
ments and the cash account, the money columns in the objection book should
be totalled, the balance of past months should be added, the totals of adjust-
mont should be n ade in the adjustment register and entered in the objection
book, aud the balances be struck., The Superintendent will sign the certificate

Articles 989 994,
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at foot of the page or last page of the objection book for each month, which
will be closed and balanced on the 29th of the following month.

1. The differcnce betwéen the totals under “Advances recoverable” in the objection book,
and in tho Classificd Abstract is explained in Article 977. In the same way, the fotals under
suspense differ by tho items written back on disallowance from Accounts Current (Articlo 980).
Theve will also be differences when an item adjusted in tho accounts of one distiict is entered
in the adjustment register of another (see note 1 under Articlo 985). The Superintendent
gill sign tho certificate after personal inspection of the adjustment rogister of the other

istrict.

2. The outstanding balance in each column of the objoction book is to be carried forward
from month to month and from year to year.

8. The Comptroller, India Treasurics, is allowed one month extra for closing his objec-
tion books which should be closed and balanced on the 29th of the sccond month.

Broadsheet of Advances and Suspense.

995. A Broadsheet in Form 132 is maintained of the debits, credits, and
balances under the heads, “ Objection Book Advances’’ and “ Objection Book
Suspense Account.” The debits and credits are posted monthly from the
objection book and adjustment register, and their Provincial totals arc agreed
monthly with the postings in the ledger. The opening balances are brought
forward from the past year’s Broadsheet after the correct halances are worked
out in it in the column for March final, as stated in Article 978. The monthly
balances in the new year’s Broadsheet can then be struck, and will agree with
the ledger balances month by month.

As the original entries under ¢ Suspense Receipts *” are wholly unconneoted
with the original entries of charges under suspense, there should be one
Broadsheet, for suspense receipts and one for payments. All the balances
shown on these Boardsheets should, for purposes of verification and control,
be resolved quarterly into the items of actual transactions, which should be
reviewed by the Gazetted Officer.

1. The general account of “ Advances Recoverable ” and * Suspense’’ upon the Ledger
should be broken up into as many detailed heads as are convenient for the purposes of andit
and account. One of theso heads should be # Objoction-book Advances” or “ Objection-book
Suspense,” and the balance of it should be agroed with that of the broadsheet made up as
preseribed in the rule.

Watching and Testing.
Responsibility of Accountant Gen.ral.

996. 'lhe objection books must be very closely watched, both by the Super-
intendent and by the Gazetted Oflicer. Lhe Government of India has ordered
that they shall receive constant attention from the Accountant General or his
Deputy, and declared that it will “hold both especially and personally respon-
sible’”’ for this duty, and, in order that it may be able to watch their discharge
of it, requires that an annual report on outstandings he submitted to the Cen-
tral Office of Account. An objection once entered in the objection book can be
removed only under the initials of a Gazetted Officer or of a Superintendent
or Assistant Superintendent, even though the objection statements have not
been actually despatched.

driscles 995—996.



Chap. 47.] OBJECTIONS ON AUDIT. 507

dbstract of Objections.

997. An abstract in Form 133 must be attached to each objection book:
The previous year’s balance posted in the first column on the opening of the
book will be the preliminary balance in last year’s abstract as detailed in the
list prescribed in Article 1000.  Later on this will be corrected in red ink into
the March final balance as worked out in last year’s objection book and ah-
stract of objections. The other entries in the first column will be made at the
closing of each month, The adjustments of each month should be distributed
over the periods of objection from the information in the adjustment register,
and posted in the proper line at the time of closing the book for the month.

Quarterly Review,

998. As soon as the last objection statement for the quarter is received
back and disposed of, and this should always be within four weeks from the
date of issuc of the objection statement, all the objections taken during the
quarber which are still outstanding, should be collected in a quarterly review
statement of the same general form as the ordinary objection statement with
additional columns. This review should be in two parts, the first consisting of
items, the clearance of which depends on the Treasury Officer carrying out the
orders he has reccived from the Accountant General, and the second, of items
for which the Treasury Ofticer is not responsible, f.e., is not a¢ present required
to take action, although a little later the objection may take the form of a
retrenchment order and pass into part I, and with regard to which the re-
sponsible oflicers have been addressed direct by the Accountant Greneral. To
this review, which is limited to the last expired quarter, should be attached
a supplementary review bringing toguther in the same way all outstanding
items up to the end of the previous (narter, d.e., the quarter preceding the lash
expired quarter. These two reviews together will contain a complete survey of
all the outstandings of the district of every kind, whatever be the dato of the
objection. It will be the duty of the Gazetted Officer to look into these re-
views carefully, and to see that the order passed on each case is clear and
final. It may not be abrolutely nccessary to send the Treasury Officer the
second part of these reviews, although it should be frequently convenient for
the Treasury Officer to know the nature of the irregularities which other
officers of his distriet have committed in their transactions with the Treasury,
but it is indispeneable that the Gazetted Officer should specially survey all theso
outstandiugs in a Broadsheet once a quarter, as he is directly responsible for
regulating the action required from the office for enforeing obedience to audit
instructions and compelling eggly adjustment.  The quarterly review, with its
accompaniment, should be sent to the Treasury Officer with a printed letter
directing attention to the nccessity for prompt action. The reviews, unicke
the objection statements, should be retained by the Treasury Olficer, as the
office copics are available in the Accountant General’s Office.

999. In this way every item outstanding in cach district will he brought
regularly under the Gazetted Officer’s notice not less frequently than once a
quarter, and he should keep by him a consolidated list in suitable detail of
cvery item left unsettled for six months, so as to have the contents of the
objection books more than six months’ old continually under his eye. It is to
be clearly understood that the Government looks to the Gazetted Officer and

Adrticles 997 =999,
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the Accouniant General, and not to subordinate officials for the progress of
adjustment, and that unremittting personal attention to this duty on the part
of the Gazetted Officer is indispensable.

List of Outstandings.

1000. A list must be made up annually for each district or scctional
objection book, of all the items outstanding @t the close of March, arranged
in chronological order (that is, in the order in which they appear in the objec-
tion book) and in the same form as the objection book. The total of cach
district list should equal, and must be compared with, the balance brought out
at the bottom of the column for preliminary balance in the abstract prescribed
in Article 997 in the objection book, and the comparison should be made and
initialled by the Superintendent after agreement of the alvances recoverable
and suspense balance with the March preliminary balance in the Broadsheet
mentioned in Article 993.

The list should be inserted into tie new objection book as part thercof.

Annual Report.

1001. The annual report required by Article 996 should be compiled from
the lists of outstandings described in the last two Articles, and should exhibit
the outstandings not fully adjusted on 31st July, those for the last year being,
however, entered in a lump sum under cach column without any detail. The
compilation of the report may be taken in hand on the 21st July, and it should
be despatched to the Comptroller General not later than the 10th August; it
should be prepared in Yorm 13+ (in which a few entries are made by way of
example). The outstandings of all districts and sections for each ycar should
be brought together, and the names of the districts, etc., entered in the state-
ment in alphabetical order. TFull details should be given of the items under
the heads “ Advances Recoverable ”” and ““ Suspense Account ;> but all items
of a similar nature in the column “ Items awaiting clearance” and “Servi(e
payments for recovery’’ should be grouped together, and the annual totais
entered in the manner indicated in the form, The outstandings of each
district or section should bo totalled separately under each year.

The statement should be accompanied by a Broadsheet in Form 185,

Combination of Objection Statement and Objection Book.

1002. An alternative plan by which the objeetion book is replaced by the
file of original objection statements on their return from the Treasury has been
tried with success in the Punjab, Madras aud Berar, and it may be adopted by
any Civil Account Oflice at its option.

The objection statement is drawn out in Form 136, which adds to the
ordinary objcotion statement the adjustment ecolumns of the objection book.
It also contains on the final sheet of the objections on the second list of pay-
ments the closing entries of the objcetion book.

As under this plan the objection statement must contain all the objections
hitherto entered in the objection book, even objections for want of detailed bills

Aiticles 1060—1002.
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and those communicated to_ the officers concerned by separate audit memo-
randa should be included in if. :

1. 'Phis ‘scheme noed ot be applied to objections raised by Special Audit Branches, {e. g
Gazetted and Pension Audit), or%}y the Acoount Current branch where district arrangement
8 not observed.

Every adjustment should be recorded at onee in the adjustment register
and also in the objection statemaat. If, however, any adjustment cannot be
entered simultaneousiy m ‘the latter owing %o its not having been returned
by the Treasury, a distinguishing mark should be placed against the item in
the adjustment register, in order that the record may be copied inte the
objection statement on its return,

The abstract of objections (Form 183) will be maintained under this
alternative plan also, and from it will be taken the total amount of objections
outstanding to be reported to the Comptroller General in the monthly state of
audip.. Thigabstract and the adjgstment register will be closed on the 29th
of the month as laid down in Rsrtio]e 994, The closing entries will be made
inito the final sheet of the objections on the 2nd list of payments on its ‘return
from the Treasury.

Annual Review of the Working of Treasuries.

1003. A review of the working of Treasuries is to be submitted to the
Local Government and the Comptroller General not later than the 8lst May
each year, and will be a short history of the working of each Treasury in con-
nection with the account office for the past official year. It should ben detail
of Treasuries, and the remarks on each should commence with number of the
officers in chargé during the year., Then should follow a brief eriticism of the
working and notice of the chief irregularities. The review should deal with
the working only, as it affects the account office ; remarks on the administration
of Treaguries or on the personal qualifications of officers in charge being
strictly avoided,

1. To sid in its preparation, a note-book should be kapt by each Superintendent in the
Treasury account branch, in which any noteworth .irregularities of each Treasury should be
noted as they oocur, the irregularities noticetf by other branches of the office bujng also
entered in it. At the close of the year this should be submitted, along with a short note by
the Superintendent, to the Gazetted Officer in charge for the compilation of the review.

2. It must be recollected that this review in no way lays any responsibility for the
working of Treaduries on the Accountant General. It is only intended to bring tho workin
of the Treasuries, as far as that of the Accounts is concerned, to the notico of the Loca
Government, and it is for the Local Government to take action or not on the;repott, as it

thinks fit. .

L
. Report on Defalcations.

1003A. On receipt of & report on defalcation or loss of public money
(Article 20), the Accountant Grenelal should call for sush further information
as he may require n the subject and will carefully examine the case, and
ascertain if the defalcation was rendered possible by any defect in the rules or
if it was due to neglect of rules or want of supervision on the part of the
Treasury or other authorities. He will then report the result of such examina-
tion to the Local Government wherwill not issue final orders on the subject

t1ll after the xeport has beeu received. ) .
drticies 1003—J003A.
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Chapter 48,—Classified Abstract.

Form of Abstract . . . 1004 | Procedure in Posting—continued.

Heads of Classification . . 10056 Completion of Receipts + ., 1013

Detailed Heads . . - 1008 | Abstthet of Totals . . . 1014

Procedure in Posting .+ - 10090 | Balaooes . . .« 10186
Quotation of Vouchers . 1010 | BExamination . . » o 1018
Fund Deductions . . 1011 | Completion of Abstract . . 1017
Test of Totals . . o e 1012

[This chapter does not, for the most part, apply to Madras where classified accounts are still
received from Treasuries. | .

Form of Abstr.aot.

1004, The Classified Abstract, in which all the particulars relating to the

accounts of a Treasury for one year are from month to month collected, is
composed of sevoral parte—

1st, on the reccipt side—

(1) A general statoment of account, showing the opening balance, receipts, total expen-
. diture and closing balance of the Treasury as per Classified Abstract. :

(2) An office memorandund, showing by whom and when abstracted, by whom and when .
examined, when made over to the compilation department, by whom and when
posted.

(8) A detail of roceipts, in vertical columns, for each month, with. progressive totals
after 4, 6, 8, 10, and 12 months, the first column shewing the %u get Estimato
for the year. The lower part of the page is kept blank for record of the detail of
items composing & single entry, when the number is too laxge to admit of quota-
tion of the itoms and of transfer entry numbers in the allotted apace.

(4) Pages set; apart for detail of subscriptions to the several funds, ‘showing month of
credit, name, and designation of subscriber, period, and details of subscriptions,

(5) Schedules of advandes redoverablo, susponse account, and permanent advances,
showing month, nature, and amount.

(6{ Schedule of recoveries of Income Tax.
(7) Schedule of recoveries from payment vouchers,
(8) Abstract of receipts by Major heads.

And, on the disbursement side—

(9) Detail of disburs;aments in vertical columns, of which the first shows Budget grant,
while subsequent ones show months (divided far first and second lists, with space
for quotation of vouchers) and progressive totals as above under (3).
(10) Abstract of disbursements by Major heads.

After tho vertical colugns of (3), (8), (8), and (10) axe columns for posting transfers, 5o as
to bring out the net total of the year, which passes into the aceount,

Heads of Classification.

1005, The list of Major and Miror,heads of classification prescribed for
observance will be found in Appendix P.  In this list the names of the Minor
heads are stated once only; but it is to be understood that when there are

Articles, 1004— 1006,
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within the lim!ts of the same Minor head items that are Local, us well as items
that are Imperial or Provincial, then, for all purposes of the accounts, the
Minor head must be separated into two sections, as—

Miscellanocous : Land Revenue.

Miscellaneons : Land Revenue~—Local.
Changes of classification made by the Government of India are ordinarily
communicated to Local’ Governments and to. the account department simulta-
neously. :

1006. The classification in the public accounts has closer reference to the
department in which .the revenue or expenditure occurs, than to the object of
the revenue or expenditure, or the grounds upon which it is sanctioned. .

Thus, when Collectors were told to keep rain-gunges and report rainfall, the expenditure
“was declared to be Collectors’ contingent exponditure undor * Land Revenue,” Collestors’
establishments, and not * Meteorological Popartment.” So when the Education Departmont
was directed to arrange to teach Patwaris the elements of surveying, it was ruled that the
charge came under “ Education,” and not under “ Land Revenue,”  When the Gavernment
entertained Counsol to watch a law suit in which they wore politically interested, the
Accountant General was directed tb chargo, “ Law Officers,” and not “ Political,” So also,
when a Port Officer was entrusted with certaint magisterial powers connected with his Port
duties, and allowed a clork for the duties thus falling on him, the olerk’s salary was reckoned
28 & Marine charge, and not taleen to Law und Justice. On the same principle expenditure
on public works by the Public Works Department has to be charged in their own accounts,
and may not be passed on for charge in the Civil Department against the departmont
benefited by the expenditure. .

1007. Exact uniformity in noménclature and (subject to differences of
distribution between Imperial, Provincial and Local) in arrangement, in Major
and Minor heads, must be observed : no Minor head may be introduced without
previous sanction of -the, Comptroller Genera}; and, if any be omitted from
any forms or statements because it is not used locally, special watchfulness 1
necessary to prevent wrong classification of unusual items. :

Detailéd Heads.'

1008. With regard to detailed entries, however, the Accountant General
has wider diseretion ; although he may not transfer one to a different minor
head from that under which it appears in the list, nor alter the arrangement,
he need not open all the prescribed ones, or he may open more ; only for the
sake of uniformity he should consider whether one of the heads recomwended
does not represent the one he desires to use, and, in subdividing one when
printing new forms, he should bring the new one in, next after the head from
which he is separating it. ’

1. Any alterations proposed to be made in the printed heads should, with neoessary
:xp]anntions, be communicated to the Comiptroller General,when the new forms are being sent
0 press. .
2 At Bombay a separate detailed head may be opened nnder each minor head for pay
ments of leave allowances, etc., to officers of other provinoes.

Procedure ih Posting.

1009, The district auditor, when he has completed the audit of the vouchers
with which he deals himself, will recover the pension and gazetted officers’
driicles 1006==10N9.
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pay bills from the auditors in those sections, arrange all "the vduchers belong-
sng to the current list of payments in order of major and minor heads, com-

re them again with the list, and proceed to post the classified abstract.

he receipt side must be posted from the original cash account, which should
be oxamined as to correctnéss of form, method of entry, and verification of
balance, the remarks column being also filled up with the necessary notes of
classification, and be initialled by a gazetted. officer before it is posted into
the classified abstract.

1. It i3 intended that the audit of vouchers should precede their entry in the classified
abstract. This procedureshould bo departed from only under special circumstances and with
the express sanction of the Accountant Gleneral in each cage. .

2. After the classified abstract has bven posted, the vouchers will be filed, there being a
soparate file for each class or clusses of vouchers, which have the same period prescribed for
their retention (Arficle 1703), so that there may be no difficulty in des‘ruying them after the
Pprescribed time, ’ ’

Quotation of Vouchers.

1010, In abstracting payments, the number of each payment voucher must
be clearly recorded, so that it may be easy to trace out at ance the entry in the
district accounts on which that in the abstract rests, or the voucher support-
ing it. In those cases, however, where the details are included in schedules,
the number or letter of the schedule should be quoted in the column “ No. of
Voucher;”” and, if receipls or payments under any head are numerous, and
are not detailed in a separate schedule by the Treasury Officer, they should
be detailed in the blank space at the fool of each page—see Article 1004 (3) or
in a statement to be filed with the cash account, in order to avoid crowded
and confusing entries in the classified abstract. )

) Fund and oule'r Deductions.

1011, The abstract will show, as final charges under the several service
heads, all payments actually made and charged in the lists, without distinguish-
ing vouchers objected to from those that have been admitted. The gross
amount of évery voucher must be shown in it as a payment under the proper
service head, and the deductions made therefrom on account of subscriptions  to
Service Funds, Income Tax and recoveries of over-payments charged to a
different budget head must be recorded at the same time on parts 4, 6 and 7
of the abstract in the detail for which the form provides, so as to facilitate the
preparation of the Certified Lists of Fund recoveries, which are furnished
monthly to the Secretaries of the several Funds.

Test of Totals,

1012, When all the vouclrers of cither list of payments have been posted,
the column relating thercto should be summed up, and, if the working is
correct, the total of the column wijll agree with the total of the list after
abating from the former the aggregate amount shown as deductions from the
vouchers to credit the Service Iunds, Income Tax, ete. Similarly, the total of
the receipts will differ from that of the cash account by-the total of Fund and

Articles 1010—1013,
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other ﬂeductions. Proof should, therefore, be made both in the abstract of
receipts and of disbursements, thus—

“Total classified abstract . e« e . 00000

Deduct fund and other recoveries . . . . . . 000

. Not Total . 00,000 " *
Add omitted per contra . . . . . . . 00
Total as per cash account or lists of payments . ... 00,000

Completion of Receipts.

1013, When the vouchers of both lists have been abstracted, the total
amount received during the month on acceunt of each Fund and Income Tax
must be posted in the receipt portion of the abstract as an addition to the re-
ccipts credited in the Treasury Officer’s cash account.

Abstract of Totals. .

1014. For the proof of the accuracy of the montl’s entrics in the abstract
both of receipts and payments, an abstract of totals is provided in parts 8 and
10 of tho form. The totals of the major heads will be carried-to the abstract
of totals, and will check the aggregate of the details as shown in the body of
the abstract.

1. The minor head total can be made in peneil, or in red ink, in the column for the totals
of the dotailed heads in parts 3 and 9.

. Balances.

1015. The next stage in the completion of the district classified abstract is
the preparation of the general statement of account in the first part of the
abstract. The opening and closing balances will be entered by the district
auditor after comparison of the figures given by the Treammy Officer with the
closing balance of the previgus. month’s account and the cash balance report
for the last day of the eurrent month; the aggregate of the month’s receipia’
and payments will be filled in from the abstract itaclf, after it has been tested
in the manner above pointed out. :

Examination.

1016. On completion, the abstract, accompanied by the cash account, list of
payments, vouchers, and all supporting documents, should be made over to
the abstract examiner, whose duty it is carefully to’check classification and to
see that every voucher has been audited before transferring the abstract to
the poster of the detail book, but the abstract must be passed by the Superin-
tendent and the Officer in charge before being s0 made over. The number of
abstract examiners will be determined with reference to the work to be per-
formed, but they -hculd be selected from among the more ex rienced as~
sistants, to secure the efficient discharge of fhis important work, which is
simply an examination of the classification of every item of receipt and charge,
not a re-audit of accounts and vouchers, nor even scrutiny of the genuiueness
of the'latter. Any error passed: by the examiner leads to inaccuracy in the

. drticles 1018——1016,
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accounts in the first instance, and can only be corrected by the troublesome
vrocess of a formal transfer entry. :

1. Whero the system of working by groups is carried out to the fullest extent, the
Examiner will b the senior anditor of the group, and will be responsible £

or its working from
beginni nieto end ; ho<should not, as a rule, post the classified abstract himself, as the opora-
tion will be mechanieal if the vouchers have been properly prepared

n ; and, further, it is
dosirabls that the comploted work should pass under the review of a second porson. The
abstract, however, should be accepted only on his attestation.

Conipletiou of Abstract,

1017, When the classified ahstracts are reccived back from the compilation
department after the posting of ¢he figures for the 4th, 6th, 8th, 10th, and
last months, the treasury account department will post ‘the progressive total
columns for the service heads; and opportunity may then be taken to review
the contingent expenditure, as directed in Article 837 ..

1. The budgot figures shonld be posted in the classifiel abstract by the Budget Depart-
ment as soon as the dis‘ribution of grants is effected. No greater detail, however, is required
than is indieated in Article 76.

1018, After making up the progressive total for March, the entries in the
column headed “ Transfers ”” will be worked out. The details of all transfers
made up to date will already have been entered in red jnk (Article 1082 (a),)
against-the heads affected by them; and now the net amonnt under each
head will be posted in the transfer column, and the progrossive total of, the
year corrected thereby. The classified abstract, as thus completed, is a record
of the whole receipts and expcnditure of the district concerned, and should .he
used as such in the compilation of returns, statements, etc., required for
rurposes.

various

Arlicle]017 —1013.
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. Chapter 49.—Presidency Payments.

Fre-audit System . . . 1019 Schedule of Cheques Paid . 1082

Audit. . . e . . 401021 Outstanding Cheques . . 103838
Payments by Cheque . . 1025 Accountant General’s Check
Payments in Cash . . . 1026 Register . . . . . 1034

Closing for the Day . . . 1029
Pre-audit System.

1019. Claims upon Government, payable at Presileney Towns and Pro-
vincial Capitals, are, for the most part, submitted to the local account office
for pre-audit, and are paid (except in the case of small amounts) by an order
upon the local Bank or branch Bank.

1020. The rules in this and the next two chapters apply in their integrity
only to the account offices at Caleutta, Bombay, and Madras; the system of
pre-audit for other Provincial Capitals will, however, follow tho same proce-
dure, as far as circumstances permit, option having been specially allowed in
the following matters :—

(2) Payment of small sums.in cash or by chequo (Articles 1025 to
1028) and the consequent method of record and closing (Arti-

" cles 1029 to 1031).

(6) Method of preparing and proving the abstract of pre-audit pay-
ments. The instructions of Chapter 50 may be followed in
their entirety, or the postings may be made and proved at longer
ingervals provided that they are not done less frequently than
is done in the case of a distrigy classified abstract, viz., twice

a month.
Audit,

1021. The presidency audit section is divided into two distinet and inde-
pendent portions : cne engaged in the audit, und the other in the payment,
of claims of all civil departments in the presidency town.

1022. The presidency audit department in Caleuita pays the claims both of
the India and of the Bengal portion of the aceounts. The net amounts paid
on account of India are charged in the Bengel acecounts to Account Current
with the Government of India. In the India accounts the gross amount
of payments is taken to debit of service heads by credit (1) to Bengal for net
payments, (2) to revenue and debt heads for fund and other recoveries.

1023. The audit branch is provided with registers (including objection
book) precisely similar to those used for the vouchers reccived with treasury
accounts, and conducts its examination on the same principles and with pre~
cisely the same formalities, The column ‘service payments for recovery’ of
the objection book will, of course, be blank, except in the case of advances
made in Epgland.

1024. After the bills have been examined and recorded and the audit em-
facements written on them by the auditor, they should be laid before the officer
in charge with the audit registers; the officer will, if satisfied of he correct-

Articles 1019+—1024.
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ness of the charges, initial or tick off the entries in the registers and pass the
orders for payment. .

1 In most offices the nrrnngement is that, in exchange for every bill presented, a brase
token bearing a nnumber is givexn to the person who presents the bill by the receiving olerk in
the pre-nudit section : this mimber is noted by him on the bill, which s not returned to the
payee, but transferrod ‘o the payment section, where the number is noted from the bill on
any cheque prepared for its payment. The cash is paid, or the cheque is given up,-only to
the person who prosents the brass token and gives the particulars as to thp amount and
payee of the biI{

3. The andit of the bills of gazetted officers and pemsioners paid at district ireasnries
may, if conveniont, he entrusted to the presidency audit section ; but care will, of course, be
taken that bills, so submitted for post-audit only, be not mixed up with bills presented for
pre-audit and payment. -

. Payments by Cheque.

1025. Should the claim exceed 100, the passed bill will be transferred to
the cheque writer, who will prepare a cheque for the net amount in Form 137,
putting his signature after the word entered. He will note the number of the
cheque conspicuonsly on the bill, write on the upper right-hand corner of the
latter tho monthly consecutive voucher number assigned to it, enter the pay-
ment in the register of cheques (Form 138), and lay the cheque and the bill
together before the Assistant Accountant General. This officer will tick off
the number of the cheque, see that its amount agrees with the amount passad,
and then sign the cheque and stamp the bill paid ; the cheque will he paid by
the bank and charged m the schedule of Accountant Geneml’s gheques pad
attached to the bank’s daily account. (See Article 1032.) C o

1. When two or more bills are payable to the same person, a single cheque should be
jusuied for their eggregate amonnt though the gnrticnlars of each bill should be emtered

separalely in the register of cheques.
2. Du, livates of lost cheques are, in some cases, issued on forms differing from the

originul only, in that the wor, dngoate‘is printed across them in red. (Ses Article 145.)

: Payments in Cash.

1026. Bills not exceeding R100 shonld, on being passed, be made over fo
the cashier, who, if the voucher be in order, duly passed and receipted, should
stamp the bill pasd, pay the net amount, write the voucher number on the
upper right-hand corner of.the bill, and enter the payment in his Cash pay-
ment register (Form 139).

102%7. For the payment of these claims a fixed imprest is allowed, and if
this runs short during business hours, & cheque may be drawn to replenish it
in.Form 187. The Assistant Accountant General should check the entries in
the register of cash payments with the vouchers, and ghonld also see that the
amount of the cheque agrees with the total of the register, before he signs it.
The voucher for this cheque will be as follows :—

Mexo.
189
Cheque No. . drawn for ocash paid.
gnpeos .

. Assistant Acoountant General.

1. Bofore jssuing such a cheque, it will be well to note on the voucher above described
that it covers all cash payments up to ¢ o'dock,” but on a day on which small i:yments are
expected to be numerous afid soon to exhaust the imprest, a further a t ma, drawn by
a cheque when office opens, and if the result be that the cash balance at the end of the day be
not reduoced to the amount sanctioned for the fixed imprest, the fact must be reported to the
Accountant General, and the surplus shown separately on tho final agreement slip.
(Article, 1031.) . -

Articles 1025—1027.
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.

1028.. The fixed  imprest will be borne on the accounts as a permanent ad-
vance, and will be counted and certified to by the Assistant Accountant General
on the last day of each month. The certificate initialled by the Accountant
General, should be filed with cash balance reports, though the amount is not
included in the balghee of the province. .

Closing for the Day.

1029. At the close of each day the amount of the fixed imprest must be
made up by a cheque drawn by thie Arsistant Accountant General in his own
favour, so that the cashier may always close with a balance equal to the fixed
imprest in cash and cheques; before signing the cheque the Assistant Ae-
countant General will apply the same tests as are laid down in Article 1027.
The amount of cheques issued will represent the total payments of the day,
whether by cash or by cheques. .

1030. The officer in charge should take up the registers of cheques with the
cheque hook, see that the numbers of the cheques in the register ere consecu-
tive, and ascertain that no more forms have heen removed than are accounted
for by entries in that register. He should initial the counterfoil of the firs
unused form (the first to be used on the next day), and by turning back to the
last initials (those on the first used form of the expiring day) will asceriain
Low many forms have been removed.

1031, The entries in the cheque and cash payment registors (Forms 138
and 139) should he summed as each column is filled up. A final total should bhe
made at the end of the day, and the vouchers, with a memo. in the following
form, showibg the aggregate amount.of the payments, should be forwarded
to the account section, the cheque and cash memoranda and vouchers heing kept
distinct Ordinasily, a single memo. for cach class, prebared at the close of
the daily payments, will be sufficient ; hut on days when the payments are
numerous, it is convenient to make up the totals and forward the vouchers two
or three times during the day, and when more than one memo. is thus pre-
pared, the aggregate amount paid from the commencement of business must
be shown in each.

CHEQUES (o CasH).

Amount of vouchers paid at * o'clock, R
vouchers for R * @ sent already.
vouchers for R sent h rewith.

189

Assistant Accountant General,
in charge Presidency Audit Branch.
Agreed.
189

1. The amount of the cheques issued in replonishment of the fixed impr&t must be
excluded from the aggregates reported in these alips.

9. The Assistant Accountant General need not, of course, count the vouchers hefore
signing the sljps, nor is it absolutely necessary for him to await the return of vne such slip
before forwarding another packet-of vouchers.

« 3. The vouchers, if numerous, are transferred in parcels at intervals, in order that the
check ist deseribed in Article 1036 may be written up more promptly.

Articles 1028—1031.
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Schedule of Cheques Paid.

1032. The Bank will send the paid cheques daily to the Accountant General,
together with a schednle showing the number and the amouht of each ; and the
whole amount of this schedule will be shown in the daily Bank sheet (Chapter
51) as a single item  P're-audit Cheques paid.”

Outstanding Cﬁeques.

1033. The paid cheques returned daily by the Bank should be taken up with
and ticked off in, the cheque register (Form 138), and from this  list of out-
standing cheques (showing number and amount) should be made up and.
totalled daily, The balance for the last day of the month should be agreed
with the ledger balance and tho agreement certified to by the Superintendent,
Book Department.

1. If any cheque ap({mars to be unduly long ontstam.ling, enquiries regarding it should be
made of the holder ; and if it cannot be traced, it may be stopped, and the charge which
it, ropresents cancelled and adjusted, The number of the cheque in the outstanding list will

sufficiently indieate any such exoeptional cases.

2. The most convenient form of the daily schednle will probably be that of a book, as
the maintenance of an outstanding list of eheques renders it unneoessary to record the dotails

of the chequey paid.

¥

Accountant General’s Check Register.
1034. A registe; in the following form will be maintained by the Account-
ant General, the daily comparision being made by himself :—

(1) Date, (2) Amount of pre-audit payments, (3) Amount of cheques
* paid, (4) Balance of cheques outstanding.

Column (2) will be filled up from the daily slips mentioned in Article 1031,
colnmn (3) from the Bauk’s.daily schedule ; column (1) will be calculated by
adding column (4) of the previous day to column (2) of the day under ex-
amination, and subtracting therefrom column (3) of the latter day. The
Accountant General will initial the outstanding list prepared under Article 1033
after comparing it with column (4).

1. The Acoonntant Genoral should take care that the figures are brought together for

comparison, exactly after the manner indicated, as this register is the only check against the
pryment of forged cheques or agaiust pnyments being made without & cheque being issucd.

Ariicles 1032—1034.
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Chapter 50.—Presidency Abstract,

L] -
Reeei_pt of Vouchers . . 1088 Abstract of Major Head
Classifled Abstract . . 1037 Totals . . . . 1039
Register of Deductions . 1088 Mouthly Closing . . . 1040

Receipt of Vounchers.

1085. On receipt in the account section of the vouchers with the covering
slips or memos. (Article 1031), no time should be lost in checking the total of
the payments. This can be most conveniently and expeditiously done, for
reeord and future reference, by entering the nct amounts of the several
vouchers as they are received in a printed form of list (Form 110), the
vouchers paid by the cheque and those paid in cash being entered on scparate
parts, and the total amounts brought together at the close of the day. When
found correct, the slip should be signed as “ Agreed ”” by a responsible officer
and retwrned to the Presidency sudit branch as an acknowledgment for-the
vonchers made over.

1036. By the Bengal Office the India vouchers are made over to the Comp-
troller, India "I'reasuries, who deals with them in accordance with the rules in
this Chapter. The net amount is debited to Indin in the Bengal Accounts.
(Sce Article 1022.)

Classified Abstract.

1037. As soon as the examination of & day's payments'is completed, the
vonchers will be sorted according to budget heads for entry in the classificd .
abstract (Form 141), in which a separate column will be assigned for each
day’s transactions, as also a colummn for the monthly total against each head,
If on any day the vouchers under any.detailed head be very mimerous, they
may be detailed at foot of the classiticd abstract or even in a separate schedule,
' necessary, and the total only posted against the head in the body of the
classified abstract, The gross amounts of the vouchers will be posted, and the
postings and totals will be carcfully checked by a second clerk.

Register of Dedu_ctions.

1038. After the classified abstract is posted, the bundles of vouchers
should be transferred to a cletk, who should from them post the register of
deductions (Form 14¢) ; he should enter the name of every person from whose
pay any Fund subscription is deducted or a recovery made on any account
requiring formal adjustment in account, e.g., recovery of advances, and in the
proper column, the amount deducted, in order that the lists sent to the
?retanies of the several Funds may be extracted without further trouble.
tach colimn will be totalled daily in red ink, and the daily total of all the
columns carried into the last column. The progressive total of each column

Articles 1036—1038,
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should be carried forward to the end of the month. Deductions on account of
Income Tax may be entered in a separate schedule, in which daily and forward
totals will he similarly made. .

Daily Abstract of Major Head Totals.

1039. When the whole of the vouchers of a day’s payments have been
posted in the classified abstract, the totals of the major heads should be made
in red ink and carried into the abstract of major head totals (Form 143).
This abstract may conveniently be added at the end of the classified abstract.
Lach of the columns of this abstract should be appropriated to the transactions
of a separate day, and the total of a column will, therefore, represent the
aggregate of the (f;.y’ s payments and should be agreed with the total of the
rough list of vouchers (Form 140), by deducting at foot the day’s total of the
deductions as per separate register (Article 1038).

Monthly Closing.

1040. At the end of a month all the columns of the classified abstract and
the registers of deductions should be carefully totalled, and the monthly totals
of the various classes of deductions taken from the latter posted under the
appropriate heads in the receipt portion of the classified abstract, To the receipt
side must also be added the amount of pre-audit cheques-issued. When this
is done the grand total of the receipts will be equal to the grand total of the
payments, and the classified abstract thus completed and proved will be made
over to the Compilation Department for posting into the detail books.

1. The Comptroller, India Treasuries, who does not issue cheques himsolf, takes the total

amonnt of cheques issned on his behalf by the Accountant General, Bengal, as advised in the
daily slips, to the credit of a susponso head ealled * Pre-audit Payments Suspeilse.”

Artieles 10391040,
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Chapter 51.—Bank Sheet.

Bank Account . : . 1041 Monthly Abstract. : . 1045
Daily Sheet . . . . 1048 Completion of Abstraot . 1046
Audit - . . . . . 1044 .

Bank Account.

1041, The reccipts of Government which are paid into the Presidency
Banks, and the ‘payments on Government account, including payments on
account of pre-audit cheques, are taken to the general account of . Government
at the Presidency Bank, which is operated upon under the orders of the Ac-
countant General.

1042, The Accountant General should sce that on all printed and manu-
soript forms or documents used in conneetion with Government business at the
Presidency Banks of Bengal, Madras, and Bombay, or their branches transact-
ing such business, the words “ General Treasury’ or “ Her Majesty’s
Treasury >’ are never used, as those words do not correctly represent the relation
of Government to the Presidency Banks. Any other erroneous expressions,
which misrepresent that relation, should be carefully avoided by the civil aceount,
departmnent, by all officers of Government, and by the Banks themselves.

. Daily Sheet. )
1043. From the Bank is received each day—

(1) The pass-book showing the totals of the daily recoipts and payments,

’ which should be returned to the Bank, with the Accountant Gen-
eral’s initials, after verification against the following aceount.

(%) An account of the receipts and payments, entered generally (as far as
the Bank can conveniently do so0) in the classification adopted in the
Government accounts.

(3) Schedules giving further details of items entered in the accounts under
heads which require special treatment in the account office (..,
Accountant Greneral’s cheques, bills, military receipts, intercst pay-
ments, etc.) .

(4) Vouchers supporting the receipts and payments.

(5) -A balance statement, showing sé;)arately that part of the balance of
the Government account which the Bank claims to hold in a form
not immediately disposable (forgign circle notes, small coins, ete.).
On this statement it js convenient to add a memorandum of large
items of liability, such as Secretary of State’s bills, etc. :

1. Rogarding foreign notes excluded from the balance, see Article 618, noto 1,

* 2, The Bank is entitled by its contract to charge intercst if the bulance falls below g fixed
amount.

Adrtides 10412043,
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Audit,

1044, The vouchers and schedules should be dealt with, and the payments
audited, in the same way as if they had come with a tieasury account, and
an objection book must be kept in which to enter payments and receipts
classifiel as advances recoverable, or placed under suspense. The other two
heads of the objection book will very rarely be used.

Montbly Abstract.

1045. The items in the account, after being verified against the vouchers
and schedulus, are to be posted in a daily abstract in such form as will admit
of the daily entries under each head being totalled, so as to form a classified
abstract for the month.

Completion of Abstract.

1048, The general statement on account will be posted in its proper
columns (Article 1015). The balance should be taken from the Bank sheet or
the Bank’s balance report.

1047, The office memorandum showing by whom abstracted, by whom ex-
amined, ete., will be'duly filled in, as also the schedules of advances recoverable,
suspense account, and permanent advances (Article 1004, clauses 2 and 5).

1048, The monthly abstract, thus completed, will be handed over to the
Compilation Department.

Articles 1044—1043,
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Chapter 52.—Departmental Cash,Accounts,

Cash Accounfs . . 1049 | Balances

.. . . B . 1061
Small Coin Depds . - . . . 1052 .

Cash Accounts.

1049. Besides the treasnry accounts, the bank shegt, and the account of
presidency payments, other accounts are received from officers or departments
in direct account with the Accountany General, such as opium agents and
collectors of customs or stamp revenue, small coin depdts, and sub-depbts.
These accounts should, as far as possible, be dealt with in the same way as
treasury accounts, the receipts and payments heing passed through the same
form of audit, and the classified abstract prepared in similar (but much short-
ened) form.

1050. The procedure as regards objection book and adjustment register will
also be the same as applies to treasury accounts, and the general statement
of account will he entered in the classified abstract in the following form, the
receipts being always equal to the payments:—

Receipls | Paymonts DIFFERENCE IN BALANCE.
] ag per a8 per - T .8,
Moxra. ciagsified | classifiod . NITTALS
abstract. | abstract. | Opening | Closug | oo o000 | Tnerosse.

balance. | Yalance.

R "-]P-' Rz ﬂ-lﬂ R lalp| R |afp.| R l|afp.| & a.lp.

L

B R e T R S L N SO | ! .

1. Rules have already b i i smi
ooy Sglen ] tremri:s {se :e(’:l hnp;?.zf'r;g?d for the watching of romitlances between thoso depart-

Balances.

bal 1051. The balances_ of departmental accounts are not o be shown as cash
'f\;'me, but an entry will be made upon the receipt side of ¢ Balance dimi-
;1}115 tedl,x R00,” or Upon thg charge side of “ Balance increased, R00,” so
th hal t’fe total of the receipt side may be equal to the total of the charge side.
ese’figures wxll”be credited or debited under the debt head of * Depart-
menta}‘ Balances,” except in the case of small coin: depdt balances which should
8o ‘t‘:o Small coin depdt balances.”” The caleulation of * Balance diminished *’

or “ Balance increased *’ wil] be recorded upon the account itself.

Articles 1049—1051.
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Small Coin Depots.

1052, The accounts of the small coin depdts and sub-depbls as received
should be examined and then pasted in a file, so arranged that the accounts of
the same depdt or syb-depdt may be laid together. The Accowntant General
will Pprepare from these accounts one general classified abstract of the depbts in
his Province in Form 144, and should include in his monthly Cash Balance
Report a memorandum showing the balances of the several kinds of small silver
and copper coin in each depdt or sub-depdt. The accounts will be posted under
the following heads :— )

Small Ooin Depbt Remittances.~(Coins remitted within the same Province.)

Mint Remittances.~—(Coins romitted towr from Mint ; this head will appear on the India
and Bombay accounts only.)

Foreign Remittances.—(Coins remitted to or from another Provinoe_.)

Small Coin Depét Balances.—(Small silver coin balance docreased or inoreased. Copper
coin balance docrensed or increased.)

Nors —Remittances that may be in transit at the close of a month are nevertheless
to be charged in the accounts, but remittances should be male whenever pussible in such
time as to admit of arrival at their destination within tire month of despatch. Should
any remain in transit at the end of a month there will be an outstanding under the Remit-
tance Head, no adjustwent undef the provisions of artiole 1055 being admissible.

Article 1052,
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Chapter 53.—Statement of Disbursers’ Accounts,

Posting the Statemont— Posting the Statemont—econ/d,
Treasury and Departm ental Accounts 1053 KErchange Account Abstract . .« 057
Local Remitlances in Transit . 1055 | Transfers . . . . . 1058

Completion wn Buok Department o 1056 ) Check of Totals . . . 1060

Posting the Statement.
Treasury and Departmental Accounts,

1053. The last stage, before handing over a clagsified abstract {0 the Com-
pilation Depariment, is the posting of the balanees and totals in the statement
of dishursers’ accounts. The form of the statement is Form 115, and each
examiner, as he eompletes his abstract, will post in it the entries relating to
the abstraet, the figures being taken fiom the general statement of account
(Artiele 1015).

1. It may be convenient to note tho several cases in which the caaminers combine, ench
making his own entiies, to furm a single statemnent—

(1) The rewmittance register, Axticlo 909.

(2) The register of permanent advances, Article 924,
(3) The broadsheet of advances recoverable, Artiale 995.
(1) The broadsheet of snspense secount, Article 995.

(5) The Statement of dishursers’ accounts,

(6) The broadsheet of munieipal funds, Axticle 1379,

The hroadshect of pension contribntions (Article 936), that of speeinl recoveries (Artiile
941), and that of special loans (Article 1403) also contain postings gathered from the various
district abstracts,

1054. These entries may conveniently he madein the rame order as is
observed in the cash halance report, namely, the Presidency Bank account will
come first, and after that the district and departmental accounts in detail ; but,
as the departmental accounts have no balances, the only columus to he filled in
against them are the receipt and payment columns, the entries in which will
be equal.

: Jiocal Rewnttances in Transit.

1055, Next in order to the departmental accounts, comes the head “ Local
1emittances in transit,” which bemg a sub-head of “ V. Cash Balance,” takes
the position of a disburser or officer holding a portion of the Government bal-
ances, Its opening balance ix the amount of local remittances in tiansit at, the
beginning of the month, and its closing balance that outstanding at the end of
it; and these amounts taken from the check register of remittances (korm 119)
should he posted accordingly. The entire amount of the opening halance
should then be posted under disbursements, and that of the closing halance
under receipts (care heing taken that the amounts entered here as receipts and
disbursements are also posted into the detail books as receipts and diburse-
ments, respectively, under the head * Cush remittances between treasuries ”’).

Completion in Book Depariment.
1056. In order to effect an agreement with the consolidated abstract, the
Aiticles 10631066,
H



526 STATEMENT OF DISBURSERS' ACCOUNTS. [ Ohap, 53.

slatement of dishursers” accounts must be completed in the Book Department
by entry in it of the amounts which pass into the accounts through the
exchange account abstract and transfers.

Ezchange Aceount dbstract,

1057. Next below the amounts mentioned above, the totals of the items
entering the acconnts through the exchange account abstract (Article 1151)
should be entered.

Transfers.

1058. An abstract, in the following form, of tho entries in the transfer
abstract (Article 1092) must be drawn up at foot of that document :—

Dupirs, Caepits,

T A B Nature of heads, P ] iD‘ T
Deductions fiom Additions to Additions to Dedurtions from

Recopts Disbursements, Recerpts. Disbursemerts
R a P F4 a | p R a | p R a. | p.
3231 0 O .. we | v | Revenue heads . S 186 0F Of L. - .
. . (1247 0 0 [ Service charges . ol e e | eee 721 0 [\

1117 | 0| O | Lobtaud other honds 11832 | 0| 0| L. || .

323] o] 0/2364| 0| o Toran  .|1,966 | 0 } of 721 o o
2687 0| O Torar Demirs AND CrEDITS . 2,687{ o} o
———— ———

R
Columnn C diminished by Column A , . . . . . . 1,643
Column B diminished by Column D . . . . . . 1,643

1. The figures are insorted to show how the caleulations are made. Thoso in the first threo
lines aro taken, by totallmyg, from tho transfer abstract ; tho fifth line is fonnd, on cach side,
Dy adding thoe pair of fignres in the fourth line, and must bo_agreed, before going further,
with the totals of the transfer abstract ; tho figures in the sixth and soventh lines are brought
out, hy snbtraction, from the fourth,

2. Tf there aro any transfers of the kinid mentionoed in the note under Article 1084 (deduct
transfers under a ronattance head), the figuros involved must bo takon in columns A and D
in the third line of this abstract.

1059. The figures in the last two lines (which will always be equal) will
then be posted in the statement of disbursers’ accounts against {he head

“ Transfers.”
Check of Totals.

1060. Theform thus prepared brings together the acaregates of the month’s
receipts and payments with the opening and closing halances of all accounting
officers, and so furnishes an effective check on the entries made in the detail
books, and the totals of the consolidated abstract. The laiter show, the
amounts received and paid on all accounts ; the statement of disbursers’ accounts,
the amounts received and paid by all accountants. The grand totals of receipts
aud payments in both should thercfore be equal.

Articles 1057—1060.
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Chapter 54.—Consolidation of Accounts.

Detail-Book—
Posting o e e e 1061‘ March Acocounts . . 1089
Checking 1052 | Subscquent Entries . . 1072

Closing the D(‘lnil-l.?aolc . 1004 | Prohibition of Alterations . 1074
Consolidated Abstract— Civil Account . . . . 1075

Form and method of posting o 1065 .
Closing the Abttmcjt: P I . 1067 | Financo and Rovenue Ac-
Despateh . . . 1068 counts . . . . .1076

Detail-Book.

Posting.

1061. The detail-book is arranged in vertical colmmnns, of which tho first
two columns on each folio or page show the period of account and the namo
of the district (or other) abstract, and the remaining colummg the entries
which appear in that abstract under cach detailed head of acconnt.  The detail -
books will be so arranged as to provide sufficient space under each heading
for the comsecutive entry of twelve months’ transactions ; that is, each set. or
sets of detailed heads should be repeated on conseentive pages as offen asx may
be mnecessary for recording the transactions of the whoie year from April to
March (final), and any additions or deductions consequent, on journal entries.
The detail-books will thns show, in detail of Presidency Bank, Treasury and
Departmental Accounts, the amount received and paid throughon! the province
under the several sections of each budget head, as well as all transactions under
the various remittance and debt heads.

1. Thus, for instance, as regards “ 3 Tand Revenue "’ the heads to be opened on the folios
of the detail-books will be all the minor heads subordinate to it, or as many of them as may
be required in each province. Under ench of theso heads the detailed heads provided in
the Budget, and reproduced in the classificd abstracts, must appear, each in a sepurute column,
such as salarics of Collectors, ote.

2. The heads in the detail-book should follow the same order as those in the Classified
Abstract, in order that the entries may be proved against each other ; seo Article 1005,

3. If a single page does not afford spaco for all the columns vequired to be opened under a
minor head, a {two-page opening should bo assigned to it, or, if necessary, even two successive
ones, 3 cross total being rade in the first against each district and carried forward into the

econd.

4. The detail book should be bound up, at all events, at the end of the year, if they are not
bonnd before being brought into use ; sufliciont sections, containing the pages assigned for the
whole year to one or more major heads, shonld be securely stitched in covers of stout paier,
lubelled clearly on the outside. In the case of debt and remittance heads, where thero is nothing
in the heading to distinguish the roceipt from the nayment side, the word ¢ Receipts * or, ¢ Puy-
ments,’ as the case may be, should be written c-nsy icuously at the top of each page.

_ necking. :
1062. When the postings under each head have been completed, the defailed
items should be independently cast up aeross the page to the total column of
the detail-book, without reference to the total alrcady made in the Classified
Abstract.
Artielcs 1061—1062,
H 2
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1063. The postings in the detail-books should be independently checked
with the eutries in the Classified Abstracts, that is, both the postings of the de-
tailed heads and the totals made under the last rule for minor heads. The person
who checks the postings is required to put his initials on the face of the Classi=
fied Abviael 5 and, if all the entries of a month on one page of the detail-book
are posted by one man, and checked by one man, the poster and the checker
severally may, with advantage, put their initials at foot of the page.

1. Before closing the detail-book, the Superintendent must carefully oxamine whether the

entries under the adjustinl_‘; heads (Chapter 66) precisely correspond, as no differences under
these heads can be permitted to enter the Consolidated Abstract of the Provineo.

Closing the Detail-Book.

1064. When tho grand total of cask transactions under cach head has been
made in the detail-book, then from the Abstract of Transfer Euntries (sce next
Chapter) will be posted for addition or deduction, as the case may be, under
the various heads concerned, the outcome of all office adjustments, so that the
detail-hooks will include monthly all transactions of whatever nature connected
with receipts and payments that will eventually appear on the General Books.
The elosing entries of each month will thus be—

Total of eash transactions .

Exchange account Abstract . . . . . . .

entries.

Transfer i Add . . . . . . . . . .
Deaduct . . . . . . . . . .

Grand Total .

Add peyments (or receipls) in previons mounths . . . . [ A

Progressive total from st April . . . . . . .

L 4

Consolidated Abstraot.

Form and method of Posting,

1065. () The next process is the preparation of the Consolidated ALstraot
Articles 1063—1065.
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of receipts and disbursements, of which a skeleton form is subjoined. I
should be printed on medium-size paper (174 inches by 11 inches)—

IsT Avrin To

CurRrENT MoxNTII. |

! vaTE—~MoxNTas.
Hzeaps oF DiSBURSE- Imperial lmvvri.ﬂ] Budget
MENTS. Detailed ond Tocal  'and Pro-| Lol | Giant.
entries Provincial | Minor vineial | Minor
fah Minor Heads. Minor | Heads.
Heads. Iloads.

Bronght forward —
Detailed and minor head

totaly . . . 23t 120 200 ;
Postage charges . . 24 !
Telegrams . . . 15
—_— 273
Ja1u MANUFACTURES— (
Establishment . . 500
Purchase of raw mate-
rinls . . . 1,000
Miscellancous . . 520
— 2,020
TOTAL 19B—TAW AN1 |
JUSTICE - JAILS 2,413 200
20,~POLICE. 2,613
SUPEBINTENDENCE.
Inspeetor-General . 2,500
Carried forward—
Detanled and minor head
totals . . . 2,600 .

1. The figures are inserted to show the manner of carrying forward the totals Under deht
and remittance heads the form should be ruled so as to give ona column for any detals b low
Tedger head, a second for the totals of ledger heads, and & third for the totul of cach gronp of
ledger heads.

2. The column of grants must show the fizures of the uceepted budgot estimato against
each major and minor head, thoso of tho major heads being entered in red ink.

(%) The heads in the consolidated abstract musi be arranged in the exact
order shown in Appendix P, without reference to their distribution betwecen
imperial, provincial, and local. That distribution will, howuver, he shown
by posting the totals of the minor heads in two separate colummns, namely, those
of imperial and provincial minor heads in one column, and those of local minor
heads by themsclves in another. This change of arrangement’shoald he care-
fully effected in posting from the detail-book into the Consolidated Abstract.

(¢) Every head for which a column is provided in the detail-book must also
appear in the Consolidated Abstract, and against it will be entered the total of
the month’s entries, as there recorded. Thd totals of major heads will here he
brought out for the first time. Progressive totals of major and minor heads

Article 1065.
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will be shown every month, those "of detailed heads only for the months of
November, March preliminary, and March final.

(4) At the end an Abstract should be made of the Reccipts and Disburse-
ments by Major Heads during the month and to end of the month, the
amounts under service heads of Revenue and Expenditure being recorded in
3 columns (1) Imperial and Provincial, (2) Local and (3) Total.

1068. As the transfers of each month are posted in the detail-books without
reference to the amount of the month’s transactions under the detailed heads
concorned, the result may he a minus entry, which will pass in red ink into the
consolidated abstract and reduce the total of the minor head.

It may sometimes happen that the minus entry under a detailed head is so
large as to exceed the aggregate of the plus entries for the current month under
the other detailed heads subordinate to the same minor head. In this case the
net entry for the minor head also will be a minws one in red ink both in the
Consolidated Abstract and in the Ledger.

1. The old procedure, whereby ménus eutries against minor heads used to be posted as
plus eniries on the opposito side of the account, has been discontinued with effect from the
accounts of April 1892,

Closing the Abstract.

1067. The totals of the receipts and payments will then be checked against
the statement of disbursers’ accounts (sce Article 1060); and the general
statement of account will be drawn up on the back of the disbursement section
of the Consolidated Abstract as follows :—

Opening balanco—
Cash in treasuries . . 000
s g transit . . . . 0 0 0
0O 00
Receipts of the month as detailed within . . 0 0 0
Toran . ) 0 0
Charges of the month as detailed within . . 0 0 0
BarnANcE . 00
Detail of Balance—
Cash in treasuries . . . . 000
5 ss lransit as per oheck-register of
Local Remittancs . . 000
———— (0 0 0

1. Any difference between the account balance shown in this abstract and the grand totel
of the provincial cash balance report should be explained in a note.

pecpatcl.

1068. The abstracts for November, March preliminary, and March final
only need be desgatched to the Comptroller General, the duc dates of despatch
being 81st December, 10th May and 10th August, respectively. The abstract
for other months must be completed punctually on or before the last day of
the next month, and kept in the office ; but it must be borne in mind that the
absteacts aie not on any account to be re%;;,rded as mero office drafts or com-
pilations, as, for every month, they must be carefully drawn out, checked

Ariicles 10661068,
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and signed, in exactly the same way as if they were sent on to the Central
Office ; and to prevent any oversight in this matter, a monthly certificate in
the form prescribed in Article 1075 should be submitted {o the Comptroller
General.

1, The Government of India, when demanding such punctuality, presupposed the punctnal
submission of all Trensury Accounts, and provided for the imsue by Local Governments of
stringent ordeis on the subjeet. The Accountant General should, therefore, bring to the
notive of tbe Local Qoverument any instances in which his work is impeded by a want of
altention to these orders.

2. If by reason of the distance of a Treasury, or diffiecnlty of communieation, or other
canse, its acoonnts for any month be reccived so late that they canuot be included in the
Consolidated Account without greatly delaying it, they should be fa-pt haek, note being mude
of the omitted accounts below the stutement of account. W hen they are posted in tho dotail-
book and the statement of disbursers’ accounts of the next month, note should ho made
against the entries that they refer to the month of ————; un no acconnt may the figurcs
of the two mouths be combined into a single sot of entrics, cither in the detail-book or in the
statement of disbursers’ accounts.

March Accounts.

1089. The abstract for March, as first made up for despatch on 10th May,
is only a preliminary acconnt, as the books remain open for adjustments and
transfers until the 31st July ; and on the 10th August » final acconnt must, he
despaiched.  The preliminary account must bhe senl to {he Comptroller
Geueral only, but of the final acconnt a copy must also be sent 1o the Finance
Sccretary to the Government of India.  Both in the preliminary and in
the final account the year’s total for each detwled head must he gaven. The
final March account. of the Comptroller, India Treasuries, should be despatched
on the 1st of September.

1070. The books of the Military, the Marme, the Public Works, the Tele-
graph, and the Post Office Departments should be closed on the 15th J uly, hy
which date the Examiners of Public Works Accounts should have completely
reconciled their accounts with those of the Civil Accountants General,

1071. On the 15th July all Public Works Examiners should report, to
their Accountant General whethor thoy have sent in {heir final accounts ; and
all other non-Civil account officers should send a rinmlar report to the Comp-
troller General. On the 10th August each Civil Accountant General will
report to the Comptroller General whether he has sent in his final account,  If
the account is not ready, the report should state exactly on what date it is
believed that it will be ready.

Subsequent Entries.

1072, As the final accounts may be corrected by fubsequent entries, their
despatch should not be delayed merely by reason of their not being ahsolutely
complete, but every ondeavour should be made to incorporate in them ail
adjustments and corrections that can possibly be made by the date of despatch.

The adjustment of charges for Revenue Survey conducted by parties of
the Survey of India (see Article 1163)®should be left to be made under the
orders of the Central Office,

1073. Correcting or additional entrier made after the despatch of the final
March account should be communicated to the Comptroller General on the
10th of September; if any are made after that date, they should be reported
monthly on the 10th October, 10th November, and 15th December, after
which no such entries can be made. In the case of the Public Works Depart.

Articles 10691073,
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ment, the entries made by Examiners should be forwarded through the Account-
ant General, Public Works Department, so that tho latter may despatch them
to the Comptroller General not later than the above mentioned dates. In the
event of the corrections affecting an account-current head, the officer must
obtain the assent of the other officer, and certify in the eopy of the correcting
entry sent to the Comptroller General that he has obtained it. All correeting
or additional entries should be recorded by the despatehing officer in a single
statement, in which he should also include the entrics made under instructions
from the Ceutral Office.

When communicating to Liocal Governments the correetions due to journal
entries, a progressive account incorporating these entrics should also he
furnished.

1, For the preliminaty account of Mareh, the detail-hooks will be dealt with as thongh no
Inter acconnts were submitted; an abstract of transfev entries will be propared and the
dotail-book entries completed in ink, but afterwards below the progressive total will be raled
Iinos for the exhibition of the effect of Iater adjustments for the final account of March (to
be taken from an abstract of the Inter transfers), and correct totals for the month and for
the yonr will be made below; subsequent or journal eniries should be posted as plus or
minus in ved ink.

2. When the non-receipt of Public Works or Forest Accomnts, or thoso of distant
Treasuries, is likely to eause serious differenco between the preliminary and the final account,
the fact should be noted on the abstract sent to the Compiroller General with a rongh
estimato of the total amounts of receipts and churges so exclnded.

3. The reason why the adjustment was not effected before the closing of the Final March
accounts should be brieflly stated against every journal entry.

Prohibition of Alterations.

1074. (e) No alteration can be made in the detail-books or abstract of any
month after they have been closed. When errors are discovered in the same
year, involving a correction by transfer of amounts from one detailed column
to another under the same heal, or from one head to another, the necessary
corrections shonld be made by a formal transfer entry (seec Chapter b5).

(%) But if the amount involved does not exceed one rupee, and affects only
revenne or service heads and does not affect Incorporated Local Funds, no
formal transfer is necessary, and it is sufficient simply to make a note of the
error against the original entry.

(c) If any error be detected after submission of the final account for March,
it can only be adjusted hy a journal entry, a copy of which should be submitted
to the Comptroller General in the usual course for approval.

Civil Account.

1075. On completion of the Consolidated Abstract, an account, in a form
supplied by the Comptroller General, should be eompiled from it and forward-
ed to the Comptroller General on the following day, é.e., on the 1st of the
secoud month. On the back of this form a certificate is attached, to the
effect that the Consolidated Abstract for the month has been completed and
signed ; and care should be taken that this is actually the case before the
certilicate is sigred, Every care must be taken to make the account correct,
both in respect of the current and of the progressive figures, as the figures

Articles. 1074=—1075.,
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are printed in the Central Office and become the standard of reference for in-
formation as to the accounts, The Accountant General should also personally
examine the figurcs before sending them on, as peculiarities in them may
casily draw his attention to errors that may have occurred in the compilation
of the account.

Finance and Revenue Accounts.

10%76. The statements submitted to Parliament in the Finance and Revenue
Accounts are, as far as possible, compiled m the Central Office from the final
accounts of March; but further details are in some eases necessary, and the
statements containing them must be submitted by the Local Aceount Officers
go as to reach Caleutta not later than the 1st September: any difference
hetween the figures of these statements and those of the Gual aceount should
e very clearly explained, These statements are detailed helow :—

(1) Succession to Native Slales.
Statements of fees paid on adoption or succession to Native States. The
form is—

TAsT RECEIVED.

NAME OF STATE OB 18 -18
Cu1ire. Year. Amount,

(2) Provincial Ralrs.

A statement distributing the total credits nnder this head in the final con-
solidated abstract for March shonld he furnished in detail of the heads speerfied
in account No. 18 of the Finance and Revenue Accounts.

(3) Customs Revenue and Charges.

The information for this statement must he obtained from the customs
authoritics, as it will be given in detail of ports; the reccipts will show the
gross realizations, the refunds and drawbacks and the net receipts on each
class of articles, and also the miscellaneous reccipts in each port of the province ;
and the totals must be checked hefore the statement is passed on. The
charges for sea customs will be in detail of ports under the recognized detailed
heads, but a foot-note should explain any exceptional charge, Land customs
receipts and charges will be detailed at i{)ot of the same statcment.

Article 1076,
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(4) Sait Revenue and Charges.

In addition to the defails given in the final accounts of March, a store
statement is required, which shows the quantity in store at the beginning
of the year, the quantity obtained by manufacture, excavation, or purchase
during the year, deducts {from the total the quantity removed by purchasers,
and likewise the ascertained loss by wastage, and closes with the balance in
hand. In each case the value of the salt at the fixed Government price should
be shown.

(5) Mint Charges.

A statement of Mint charges and working is required in the following
form. The other necessary information can be gathered from the ordinary
accounts :—

Her Masesty’s MinT At (CALCUTTA OR BoMBaY).

Adctuals, 18 -18

R a. p.
Amount paid during 18 on account of pensions to Mint
servants . . . . . . . .
Value of stationery supplied to the Mint during the year
from the Stationery Department . . .
Value of printing work executed for the Mint by Gov-
crnment Pressos . . . . . . .
ToTAL
Value in
Number. Rupocs.

Amount coined during the year.

Gold—
Mohurs, ete. . . . . . . - .
Silver—
R“Peeg . . . . . . . Y .
Half-rupecs . . . . . . . .
Quarter-rupecs, etc. . . . . . . B
Copper—
PpDonblo-pim . . . . . . . .
Pioe, cte. . . . . . . . .

TotaL .

(6A) Tour Ezpenses.
A statement of Tour Expenses is required under the following details se

Tour and Extra Allowance to clerks and servants
Travelling Allowances.
Special Train, N

Article 1076.
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Posting Bullock Train and Railway Train hire.
Purchase and repair of Tents and Camp.
Establishment and furnituro.

Temporary Establishment.

Miscellancous.

(6) Marine Receipts and Charges.

The required details of marine receipts can be collected from the accounts ;
but under Charges it is necessary to show separately those on account of the
establishment of each vessel, and likewise those for any port which has not a
port fund ; the tonnage and horse power of each vessel should be stated,

(7) Political Penssons.

Under Territorial and Political Pensions, a statement of actual charges
should be given in the same detail as is shown in tho printed “Civil
Estimates.”’

(8) Cash Balances.

The statement, which shows the distribution of cash balanees on the 31st
March, separates (1) those in the reserve treasuries, (2) those in the custody of
presidency banks, (3) those in custody of its branches, and (4) those in district
treasuries ; the balance in each at the beginning of the year and at the close of
the ycar is shown, and hikewise the number of treasuries of each class.

(9) Seceretary of Stat’s Bills.

A statement is also required of the amount of Secretary of State’s bills
outstanding at the commencement of the year—amount drawn, amount dis-
charged and amount outstanding at the close of the year ; the amount realized
in sterling, and the amount drawn for in rupees should in each case be given.

(10) Annwity recoveries from members of the Indian Civil Service.

An annual estimate should be forwarded to the Comptroller General not
later than the 1st of November of the rccoveries other than in cash, in the
previous official year, effected from Indian Civil Seivants on account of annuity
deductions, but omitted from the accounts.

Too mueh time should not be given to the preparation of this estimate in
order to arrive at the actual figure. An approximate estimate will suffice.

(11) Erchange Compensation Allowance.

A statement is required under Imperial, Provincial and Tocal showing the
amount of exchange compensation allowance paid and debited in the accounts
against each major head.

Article 1076.
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Chapter 55.—Transfer Entries.

Objeot of Transfer . . . 1077 |Detailed Procedure~First Plan—cenid.
General Rules . . . 1078 Indcv Register and Ledger . 1089
Correction of Accounts . 1081 Closing of Transfers . . . 1091
Outline of Procedure . . 1083 Abstract . . . . . 1093

Posting in Detail-Book . 1088 | Detailed Procedure—~Sec ond Plan—
Detailed Procedure—First Forms used . . . . 1093
Plan— Transfer Sections . o . 1094
Forms used . . . . 1087 Transfer Abstract o . . 1096
Separate Eniries . . . 1088 Closing the Abstract . . . 1098

Object of Transfer.

107%7. Transfor entries, that is, entrics intended to transfer an item from
one head of account to auother, are necessary—

(s) In order to correct an error of classification in the original accounts.

. 1. Sometimes it is more convenient to classify items wrongly at first and to make corroce-
tions by transfer entry, than to classify them rightly from the heginning ; for example, when
a dofinite proportion of any receipt or chargo is taken 1o a separate head, it is often convenient
10 negleat the distribution in tho Classified Abstracts, snd to make it upon the tvtals of the
Detail-Book.

(%) In order to adjnst, by debit or credit to its proper head, an item ont-
standing wnder a debt head.

{¢) In order to adjust inter-departmental and other transactions in which
cash is not involved.

General Rules.

10%8. On onc of the sides of every transfer entry oue ledger head only
may be eoncerned, heing debited for credit to sundry hesuls, or wice versd ; debits
may not be taken against sundry heads by credit to sundry heads. A4 forliori,
the same entry may not contain independent. correetions of two ledger heads ;
it may not debit A by eredit to B, and again C by credit to D.

In a transfer entry all particulars to explain i)),ot.h the nature of tho adjust-
ment and (ifit is a corrective transfer) the grounds of the correction must
be clearly stated.

1079. Unforeseen adjustments should always he made as soon as the neces-
sity for them is discovered ; while, of adjustments periodically recurring, a list
should be kept in order to ensure that they are neither neglected nor post-
poned. These should, as a rule, he made monthly ; where this is really -
convenient, they may be postponed ill the close of the quarter, though this
course is objectionable, and should never he adopted without good reason.
Tt will be well to communicate with any local department in order io arrange
for frequent adjustments during the year ; and, if it be impossible before the
closo of the year to ascertain the exact amount of the transfor, it may be
possible to make partial transfers at the close of cach quarter.

1080. Annual transfers should, as a rule, be avoided. They are, however
allowed in the casos notod below—

(¢) On account of lapsed bills and lapsed deposits.
Arlicles 1077—1080.
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() On account of the Provineial portion of the charges for interest on
Capital expenditure on Railways and Irrigation works.

(¢) On account of the cost of Stamps and Stationery suppliced from Central
stores to Provincial Governments.

() Omn account of interest: on the Provincial Lioan Account.

(¢) On account of interest on Service Fumds.

(/) On account of interest on Savings Bank Deposils, including deposits
in Post Office savings banks, Regimental savings banks, and State
Railway provident institutions,

(#) On account of expenditure incurred in the Survey of India Depart-
ment for Local Governments.

(#) On account, of eharges for Stationery supplied to and Printing done
for the Postal and Telegraph Departments.

1. The items (5) and (c) are adjusted at tho end of the year by debit to the Servico Tead
and credit to Exchango Aceonnt with ke Government of India, the figmies for interest charges
being comniunieated to the Civil Accomtant General by the Kxammner of Public Works
Accounts eoneerned, and the information regarding Stamps and Stationery being furnished in

aunial statements (due on 3Uth June) by the Superintendent of Stamps nnd Stationery, by
whom the stores were supplied.

Correction of Accounts.

1081. {«) If un item, which properly belongs to a revenue or service head,
is wrongly classified under another revenue or service head, the error may he
corrected at any fime hefore the acconnts of the year are closed, in the manner
dirccted in Article 1073, hut, afier the accounts are closed, no correction is
admissible.  This rule does not prohibit an inercase of the Tmperial share
and decreaso of the Provincial (or eice versd) of Land Rovenue, in adjustment
of an erroncous distribution in a former year. If, however, the amount
involved does not exceed one rupee, no formal transfer is necessary, it being
suflicient simply to make a note of the crror against the original cntry.

(6) An error which affccts a debt or remittance head must be corrccted by
transfer, however old and however small it is. IF the accounts of the year
in which the error tok place are not closed, the eorreotion is made by removing
the item from the head under which it was wrongly taken to that to which it
properly belongs. If the accounts of the year in which the error took place
are closed, then there are the following cases: —

(1) Item taken to one debt or remittance head instead of another,—the
correction will he made by transferring it from the onc to the other.

(2) Item credited to a debt or remittance head instead of to a revenue head,
or debited to a debt or remittance head instead of to a service head,
—the correction should be made by transferring it to the head under
which it should originally have appeared.

(8) ltem credited to a revenue hend instead of to a debt or remittance head,
—correction should be made by debiting refunds and crediting the
proper head.

(4) Ttem debited to a service head instead of to a debt or remiitance
head,—correction should be made by debiting tho proper head and
crediting “ Recoveries of Service Payments” vide Article 992A.

{¢) Contributions between Imperial, Provincial, and Local will be adjusted

by transfer in the manner explained in Article 1364,

1082. (¢) When a transfer entry is made on account of an error under a

revenue or scrvice head, the auditor shouldenter the amount in the district Clagsi-

Articles 1081—1082,
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fied Abstract in red ink, with a minus sign in the column of the month in
which the error occurred and against the particular item from which it is
transferred, while he will enter the amount with a plus sign in the column of
the account month in which the transfer is made, quoling the number of the
entry in a note at foot of the page. If, however, the error occurred under a
debt head, the transfer will be made by new entries in the month of correction,
and need not be noted against the original entry. In the case of important
transfers, too, it will be well to note in red ink, across the original entry in the
detail-hook, the month of its reversal, and across the correcting entry the
month of the original one, in order to facilitate future estimates by making
it easy to work out the true total to any month.

1. The Superintendent who passes a transfer entry is rosponsible either for seeing that
the proper noto is made, if tho document on which it is to be made is within his charge, or
for giving notice of the entry to the Superintondent in whose charge the document is.

(5) In like manner, when anadjusting transfer brings in an item on the
authority of a departmental account or other original document, the number
of the transfer entry should be noted across tho item in that original doenment.
If the item thus bronght into the accounts is an item of revenue or expendi-
ture of any particular district, it should be entered in the Classified Abstract
by a plus or minus correction in red ink and a reference to the transfer entry.

1. This doos not affect the neceasity of also noting on an Exchange Account the month’s
acoount which contains the answering entry.

9. When statements of revenne or charge in district detail are communicated, month
by month, to the revenue-controlling authority (Activle 929), particulars of the corrocting
transfors made in the month’s acconnts should be given at foot.

3. Whon n tianer ontry affects an item of reccipt or expenditure of any particular
district, a note to the effect that tho nocessary correction has bheen made in the district
Classified Absiract should be given by the Superintendent of the Treasury Account Section
and the Superintendent, Book Seetion, should refuse to reecive any entry affecting district
figures from any section of the office without such note. The note should be printed on the
tranrfor eniry or transfer shoet, and should bo struck out whon not required.

Outline of Procedure.

1083. A correction by a transfer entry may be proposed by any section of
the office, and should be accepted by the Superintendent of the Book Scction, if
full particulars arc given and there is nothing unusual or objectionable in the
entry ; in any other casc he should require the section proposing the transfer
to supply defects, and, if necessary, to withdraw, or obtain the confirmation
of a Gazetted Officer to, the proposed entry. But he should always refuse to
receive vouchers or other documents in support of an entry ; their proper place
is with the record of the division which is responsible for the correction, and
it will be difficult to bind up the transfor entries if mixed with other documents
of various sizes and shapes.

l;wj(\iny delay by the Book Section in taking over or olse rejecting such entries should be
ro .

P02. In some offices the transfer book is kept in the Compilation Section: in such cascs
the word Compilation should be read for the word Book thioughout this Chapter.

1084. (a) For deducing from the separate transfer entries of all sections
the addition or deduction which should be posted in the detail-books, two plans
have been sanctioned, which are described in full below (Articles 1087 and
1093). The final outcome of each plan is an abstract showing the debits and
credits to be made under each detailed head affected by the entries of the
month, the totals of the debits and credits being necessarily equal.

Adriicles 10831084,
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(8) In the case of revenue and service heads, it is the net outcome of the
transfer entries against each, ¢.., the balance of the head’s account in the
transfer book ledger, which appears as a debit or credit in the abstract; but
in the case of debt or remittance heads, the gross credit and the gross debit
will both appear in the abstract,—the former in the reccipt part, the latter in
the disbursement part, as these heads have answersing accounts on both sides.

(¢) Although alternative plans of procedure have been sanctioned, the
particular plan which has been adopted and is in force must be adhered to, and
may not be altered without the permission of the Comptroller General.

1. When large transfers are made from one debt head to another in order to correct the
original classification in the accounts, the correction should always, if possible, be made by a
deduct entry against tho original debit or credit so as to prevent oxaggeration of the trans-
actions in the acconnts.

1085. A transfer entry number book is required to be kept up in cach audit
section for entry in brief but clear monthly detail of cach transfer which
affects distriet results. This book should comprise not only the entries origin-
ating in the audit sections, but those also which aro framed elsewhere, and
should be a complete permancnt record in each audit section of the centire
body of entries which flow into the accounts in district detail after the distriet
abstracts have been closed. It should be certified by the Superintendent, Andit
section, for each entry he frames, and by the Superintendent, Compilation seetion,
for each entry he receives, and by Superintendents of other sections for the
transfers they bave proposed, and a column should be reserved for distriet audit-
or’s certificate of note or posting of each entry on the face of the Classified
district abstract. The Superintendent of each audit section will check the num-
ber book entries with the postings made on the Classified district abstract, and
note the fact of check and agreement at foot of the number book, which will
then be placed before the Gazetted Officer for monthly inspection,

Posting in Detail-Book.

1086, From the transfer abstract the figures will be posted in the corres-
ponding columns of the detail-book, immediately under the total of eash
transactions, see Article 1061, The debits to a service head of receipt, and
credits to a service head of charge, will appear in the “dedunet”” line, hut all
other entries (with the exception of the kind mentioned in the note under
Article 1084) are entries of addition and will appear in the “add ”’ line.

Detailed Procedure—First Plan,

Forms used.
1087, Under the first sanctioned plan of procedure, the forms to be
prepared are—
1. Forms of separate entries (Form 146),
2. Index of transfer entries (Form 147).
8. Transfer book ledger (Form 148).
4. Abstract of transfer entries (Form 149).
At the commencement of the year a file hook should also be prepared (into
which to paste the entries), and some numbered pages of blank index forms
inserted at the commencement.

Ariicles 1086—1087.
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1. If the first file becomes too large for convenient use, s socond file book (with index)
may be commenced from a convenient date, any blank space on the old index being cancelled
by cross lines under the initials of the Superintendent ; but, if possible, the two sections should
be hound together at the end of the year, and the series of transfor numbers must be contis
nuous for the year.

Separate Entries.

1088. As soon as any correction or ad justment becomes necessary, the oflicer
who proposes it should fill up a separate entry (Form 144),

Index Reyister and Ledger.

1089. Aftor procuring the signature of the Superintendent of the Book sec-
tion, the clerk or messenger of the section which makes the transfer will hand
the entry to the transfer-book-keeper, who, on the authority of that signature,
will proceed to bring it on his index register (Form 147). e should first fill
up number and date in the heading, and make the requisite entries in the index,
The requisite ledger entries should then be made, and certified in the proper
spaces of the entry, and thereafter the entry itself should be pasted, in continu-
ation of those already received, in the file.

1. The soction which makes the transfer is only cleared of its responsibility when it has
obtained the receipt of the Book scetion on the Transfer entry nummber-book (Article 1085).
The Book scetion should nover, on any pretest, allow an entry, whether of its own or of another
soction to loave its custody after numbering it in its own scries ; If it be necessary to notify any
transfer to another section, the eniry may be shown before it is numbered by the Book soce
tion, or may be notified by a copy of the entry.

2. The Superintendent of the Book seotion should oxarine {he file daily, to sce that no
entricg in the index are unsupported by their orresponding entry pasted in the filo ; and he
should also keep up a constant comparison of the original entries with the transfer Book
ledger, in order to prevent tho clerk in charge from marking off an item which he has not
posted.

1090, The trauvsfer-book ledger (Form 148) should be bound at the
commencement of the ycar, and the headings filled in. It will not be necessary
to provide even for all minor heads; the book of the last year should be exam-
ined, and a page or more set apart in the current year’s hook for cach minor
head and for each detailed head under which transfers have been made in the
past year; these should be all arranged, without gaps, in the order in which
they appear in the Consolidated Abstract, and blank pages, numbered in conti-
nuation, should be provided, to which these accounts may be carried in case of
need, and on which any new ones may be opened.

1. In the transfer-book-ledger the first column will show the month through the accounts
of which the correction is passed, not tho date of the transfor entry, for which the number
entered in the noxt column provides sufficient identification : the column headed ¢ district*’
provides for entry of the name of the district or the department in whose account the original
error appoared, ifit be thonght desirable to record it with a view to future returns.

2. Omission of the column of * district * may give space for doublo columns; the bulk
of the ledger may thus be reduced ; but, though thetwo columns may be assigned to two
;l}:tailed heads under tho same minor head, it is not desirable to have two minor heads on

e same .

3. If the account of head in the ledger fill the whole space provided for it, and be
therefore carried to another page, the column headed diséricton the old page should be
closed with the words * carricd to page—,”n.ud, similarly, should be opencd on the new with
the words * bronght from page— ;" if a new account be opened, reference should be given to
it by a note in the mn:gln of the last proceding head, or by aslip grafted in. An index at
tho beginning of the ledger will thus be unnecessary.

Articles 1088~ 1090,
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Clossng of Transfers,
1091. As soon as the last Classified Abstract for a month is received from
the Treasury Account Departmnent, the transfer-hook must be el.sed, a line
should be drawn across the jndex, and cach account closed in the ledger.

Abstract.

1092. The abstract should then be prepared in Form 149 in which all the
headings of receipts, and then all of charges, should appear in their serial
order. After the two sides are separately totalled and found equal, and the
abstract drawn up at foot as preseribed in Article 1058, the abstract should he
Iaid before the Accountant Gcenerul with the file of original entrics (for
reference in caxe of necessity) ; after being pad.ed by him, it should be made
over to the detail-book posters.  After being posted and veturned, it shounld he
pasted in the file of transfer entries alter the last entry which is included in
it; a guide mark pasted to its edge and bearing the name of the month will
be found to facilitate future reference.

Detailed Procedure—Second Plan.
Forms used,
1093.* Under the second plan of transfer only two forms are used—

(1) Sheets on which the transfers may be continuously posted. 'These
sheets may, with advantage, he of the same size as the district
Classificd Abstracts, and should be of the same form as the journal
baving debtor and creditor columns with a space between for
deseription of the several items,

(2) An abstract of transfers in the following form :—-
Abstrac’ of Transfers admitted in the account of the m ‘th of

OurgINan. TraNsFER ENTRY. Dxra1n-Boox Posr,
Debit, Credit. | Section | No. | Distriot)  Debit. Credit.

As this abstract will be laid aside ach month with the sheets of transfer
entries, and ab the end of the year bound up into one volume with them
(Article 1100), it must be on paper of the same size : the royal paper generally
used for Classified Abstracts, and therefore recommended for the sheets of
entries, is broad emough for double colurans. In the form prepared for each
month’s abstract a sufficient space should be left for each detailed head under
which transfors are expected, and the space should be bounded ahove by the
name of the head (written across the centre one of the three divisions), and

below by a red ink line (across the same space}.
driicles 1091—1093.
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Transfer Sections,

1094, The sheets should be made up in sections, of which two each month
will be used by each division which proposes transfer entries, the arrange-
ment being that entries will be made first in one of these sections, which will
be passed on after a convenient interval, one day or one week as may be
arranged, to the Book division for abstracting ; and while the Book division is
thus using the first scction, the originating division will draw up its entrics
on the second section, which after a like interval will be passed on to the Book
division in exchange for the first section, and so on alternately. Lach section
will bear a distinetive letter or mark (say A and B for one division, C and D
for another, and so on) to be repeated consvicuously at the head of each page.

1095, In these sheets the entries should be continuously set forth ; the
heads affected by, and the circumstances explaining each, being fully stated.
The euntries in each of the two sections of each division should bear consecutive
numbers, commencing anew each ycar. Each entry as it is made will be
initialled by tho Superintendent of the division which makes it, and in ease of
need by a Gazetted Oficer, and a line should be drawn across the middle space
after each entry. :

1. The quotation of n transfor entry should be the distinctive letter of the section In which
it 1s enterod, and the number it bears in that section. .

Transfer Abstract,

1096. When one of thesesectionsis received in the Book seetion, the Super-
intendent should examine it, und either initial it as anthority for the poster, or
send it back to the division concerned, requiring it to amend or withdiaw any
entry, or to obtain the signature of a Gazetted Ollicer to the entry challenged.
The poster on recciving the nmew scetion, initialled by his own Superintendent,
will surrender the other, and proceed to post the entries, that is, the figures
only and not the cxplanation, in the abstract. Each item, both debit and eredit,
in cach entry should be separately posted in the debit or credit column to the
left «-inst the heads affected ; note should Le made against each item of the
namber of the entry in which it is included, and if it be desired, the district
(or the departmental aceount) to which the entry pertains may be entored.

1. If tho spaoc provided for a head bo insufliciont, a note in the margin will carry the eyo
to the place wherethe entvies are continnod, which may, with convenience, be after all the nsual
heads; bui a littlo foresight would avoid this neoessity, and would be well expended. Similarly,
if o transfor be made under & head not commionly affected, and therefore not prepared for, a
note in the margin bolow the last proceding head will rofor the detail-bovk poster to the placo
whero it will be found. .

1097. !mmedistely on the return of a section from the Book section, the
Superintendent of the section which makes the transfer must examine each
entry to sce that the woud gosted is written across it with the initials of the
poster, and that each of the items of which it is composed is marked off,

Clossng the Abstract.

1098. The transfer book will ordinarily be closed assoon as the lagt Classified
Abstract of the month is sent in, and then each Superintendent will total both
sides of each of his sections, agree these totals, and sign each. The abstract
will be closed by totalling, under each head, the figures in the columns on the
left, and carrying into the columns on the right the balance in the case of

Articles 1094—1098.
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revenue and service heads, and the totals (except as stated in the note under
Article 1084) in the case of debt and remittance heads.

1099. The abstract will be proved by agreement between the totals of each’
pair of columns and agreement of the totals of the left-hand pair with the sum
of the totals of the divisional sections. The abstract should then be laid before
the Accountant General, for signature, with the transfer sections (for reference
in case of necessity). When the abstract has been passed hy the Accountant
General, the detail books should be posted from the columnson the right, the
poster ticking each entry as he posts it.

1100. At the end of the year the sectious of each division will be brought
together, and all will be bound in one volume, which will be closed by the
abstracts arranged in order of the menthe.

Articles 10 99—1.0
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Chapter 56.—Accounts with other Departments : General Rules. -

Explanations . . «« 1101 |  Procedure of Responding Officer . 1115
Definitions . . . « 1104 |  Reference to Comptroller General 1118
Restrictions . . . . 1105 :  DueDate T 2 23
Inter-departmental Adjust- | Poreign Remittance Adjust-
ments . . . . + 1106 ' jng Aceount . . .
Responsibility for Adjust- - ! Accounts with Guaranteed
ment . . . . « 1109 | Railways—
List of Exchange Accounts « 11128 ' Iethod of Adjustnent . . 1124
~tral Adiusting Account— Cnsh transaclions . . . 1135
. . . 1118 Transfer transactions . . 1127
S Original Officer . 1114 | Final Exchunge Account . 1129
Explanations.

1101. An Account-current purpoits to bo an extract from the books of the
who despatches it, and to show the amnounts he has passed to debit or
‘he other party to the account, with any necessary explanations of the

and with documents supporting the debits.

1102, These ageounts are of two kinds—the first are Accounte-current with
s'oreign States, or other independent bodies, which are of the nature of advance
accounts, and can he seftled only by actual rcecovery of the net debit or
payment of the net eredit.  The second are those maintained with oflices and
departments whose accounts come within the sam- system of account : these
are “ Exchange’’ Accounts-curent; in them no actual recovery is required, but
the debit in A’s account with B is, on the Central books, sct against the eredit
in B's account with A, and the adjustment is ecomplete to the extent to which
the debits on one set of accounts correspond with tie credits on the other.

1. As an Account-current is an extract from books which are only po-led monthly, it i%
evident that an Account-current can only be sent mouthly, and that supjlementary statements
of omitted credits or dubits are impossible ; any errors nccessitate debi s or credits to other
hewds, and go must be corrocted in the accounts of other months. The Account-current of
March is an exception ; hete tho preliminary account reports the effect of all transanctions
known up to the dato of despatch of the preliminary Consolidatel Abstruct, wheroas the final
shows tho effect of all whicli were nftcrwhrds brought into the rame year's account, and ospeci-
ally includes the auswers to the preliminary inward accounts.

2. The total credits and dobits in an Account-current must correspond wi'h th» entries
in $ho Consolidated Abstract and the Ledger. On no | retence whatever should any differcnce
be allowed.

1103. The routine of an Exchange Account-current isas follows : A,in his
accouuts, debits a certain charge to “ Account-current between A and B,” and
sends an extract from his accounts, including thischarge, to B; B, accepting the
charge, debits it to its proper head by credit to “ Account-curent between A
=l B,” and sends nn aceount, inciuding this credit, to A ; no further entriesin
aceount a1 required to coiuplete the transaction. DBut if A, after debiting B,
discovers that the charge should be debited elsewhere, he will in his next account
debit the proper account by or dit to A ccount-ourrent betgveen A and B, thus
cancelling the original debit mised by him. It may happen that B may credit

drticles 1101—1103.
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A in the same month in which A dehits B. In this case the two original
entries will answer each®ther, and no further adjustment will be required.
NorE.— Net payments only should be enteved in Exchange Accounts.  But debits passed

on to Berar or Coleninl Guvernments should always be gvoss including Income Tax and Fund
deductions.

Definitions.

1104. An original entry is one in connection with which cash is either
received or paid or for which a transfer adjustment is made on aceount of stores
or labour supplied and may alse e a write-back., A responding entry isa
responge to an original entry and may also be a write-back.

Restrictions.

1105. To lessen the number of entries in Exchange Accounts current, it has
been arranged that all Imperial and Provineial receipts shall be brought to
account finally in the provinee where they are paid into the '1‘1'uasu?, and that all
Imyperial and Provincial charges in the Civil Department shall ordinarily be o
treated whenever the effect of their transfer through the Exchange Accounts
would only be a transfer of the charges from one Province to another under the
same major head. To avoid disturbance of the I timates, however, transactions
of unusual magnitude will be dealt with on their merits; thus, all Tour aud
other charges of His lixcelleney the Governor General, wherever they are
incurred, are finally adjusted in the hooks of the Comptroller, India Treasur-
ies, as the charges of the Yarkand Mission were adjusted in those of the
Acconntant General, Punjab. .

1. Receipts on acconut of Barngora salt ave finally adjusted in the nccounts of the Aecounts
ant General, Bombay  Credits on this arcoun_®s the accounts of other Accountants General
and Comptwollers (Article 4253-A), should therdrore be puss-d on to the Accountant General,
Bombay, through the Excliunge dccownts s monthly schodnle showing the details of ihese
roceipts being sent to the Acconntant Uencral, Bumbu{, in anticipation of the Exchange
Acevunts on the 10th of the month followirg {hat to which it relafes. On receipt of theso
schedules, the Accountant General, Bombay, adjusts the veceipis ns salt vevenue in {he accounts
of tho month to which they relate by debit to the provinces concerned in anticipation of the
receipt of their Exchange Accounts. ‘The Aceountunt Gencral, Bembay, also furnishes the
chiel account officer of Customs, Salt and Opium, Bombay, with a consolidated monthly states
ment showing in detail all the receipts on account of Buragora salt brought to credit in
his books during the month. .

2. Many charges, dchitablo to service heads, are adjusted in the books of the Comptroller,
India Treasuries. (See Chaptor 58.)

8. The payment of the outturn certificate of the Bullion value of ent coins romitied by
Railway Companies to tho Mint (sce Article 590A) will be debited b{‘ the disbursing Acoounte
ant General, 1n his Exchange Account with the Comptroller, India T'reasuries, or the Accounte
ant ({‘;enoral, Bombay, according us the certihcate is issucd by the Mint Master, Calcutta or
Bombay.

The Compiroller, India Treasuries, or the Accountant General, Bombay, will adjnst the
payment to the head “ Mint Remittances ” to which head of account will alco be adjusted the
Kemittances received by the Mint Master. '

4. Pnyments made in other provinces on account of ge including Railway warrants
®f Burmu and Assam Military Policemen are, as & special case, finally adjusted on the Burma
and Assam Books.

Inter-departmental Adjustments.

1106. The rules regulating the conditions under which one Department of
the public service may. charge another Department for services rendered or for
articles supplied to if, are laid down in Articles 95 and 98.

Articles 1104—1106.
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110%7. In cases of service rendered or stores supplied by one department to
another for which adjustment in account is permitted, the supplying departe
ment should take credit in its accounts by debit to the department eu plied.
The debit should be at once accepted in the aceount of the latter and adgusted
to its proper head of account.

1108. The adjustment of supplies by the Military and Public Works
Departments will be made by the Civil Accountant General concerned, on receipt
of the Exchange accounts from those departments for the month in which the
transactions are recorded ; similarly, the adjustment of supplies by the
Mathematical Instrument and Survey Departments will be made by the account
office concerned on receipt of the Exchange accounts from the Comptroller,
India Treasuries, and the same procedure applies when stores or instruments
are returned.

Responsibility for Adjustment.

1109. When a charge is paid in one Department, and passed on in
Account-current to be adjusted in another, the paying department is responsi-
ble that it obtains a voucher which is correct in point of form, and sets forth
the charge with sufficient detail and clearness, and that the calculations in
the bill are arithmetically correet  The adjusting department is responsible for
auditing the charge as a sufficient and proper one with reference to the
authority which sanctions it, but it is not necessary for it to arithmetically
examine the vouchers,

1. In a few cases for convenionce the audit of charges is effected by the department which
does not adjust the charge.

1110. The adjusting department may not reject an item because the
voucher is mnot in order, or even is altogether wanting; it should Pe accepted
and adjusted, but placed under objection. The chief question for the
Examiner is: Does the entry properly belong to the accounts of this office ?
and if, on the face of the account, he cannot say that the item is not adjustable
in the books of his Province, he will accept it and adjust it against the proper
service head ; though if it be imperfectly vouched or described, or seem rather
to belong to another Province, he will enter it in the outgoing objection
statement, as prescribed in Article 1158, or, if necessary, the disbursing officer
may be addressed direct.

1111. If, as in the case of supplies received from another department,
the admissibility of the item depends upon the authorit possessed by the
officer at whose instance the supplies have been received, tie charge, though
adjusted against its proper service head as one which has actually occurred,
should be examined with reference to the anthority or sanction required, and,
if necessary, placed under objection in the same way as if the-charge had been
met by an actual payment by the officer concerned.

1. Tt is & matter of office arrangement whether the examination of the vouchers, so far as
prescribed in the last two rulos, should be carried out by the Account-current departmerf¥,
or whether snoh vouchers as are assignablo to particular districts or other sections of andit
should bo transferred for disposal to the audit department. But in the latter case the indi-

vidual responsibility, in the sense of Clapter 34, should be left with the Account-current
department.

2. Charges on account of subscriptions to newspapers and periodicals supplied by the Super-
intendent of Stationery, Calentta. are andited halfl-,yenrly on behalf of the Comptroller General
under poragraph 3, clause V1I of the kinancial Resolution No. 5967, dated 1s# November

Articles 1107—1111,
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1888, of the Government of India. Dobits on acconnt of these charges should therefore be
avcepted without raising any questions of audit. All gnestions regarding irvegularities in
supply complained of by the officer supplied should be settlvd by direct correspondence between
bim and the Supermtendent of Stationery.

List of Authorised Exchange Accounts.
1112. The following is a hst of authorised Exchange Acconnts-current: -
Each Civil Accountant General, with cach other Civil Acecountant General.
»  Fxaminer, Public Works Accounts, according to list

” ” ” ”»
annexcd to Chap'er 60,
” » ”» »”» »  each Controller of Military Accounts.
v o» s “ »  Exwaminer of Telegraph Accounts.
”» " o » » Comptroller, Pest Olice,

”» » » Examiner of Marine Accounts, Rombay.

” ”
Kach Controller of Military Acconnts with each other Controller of Military Aceounts.
Comptroller, Post Oflice, with Xymnmer of Tolegraph Accounts.

- *Central Adjusting Account.
Zvst of accounts

1118, Exchange accounts between the departments noted below have heen
stopped with effect from the boginming of the ycar 18#2-83, andall debits and
credits arising between them are now adjusted through the Central Adjusting
Account. The Cumptroller (enenl watches the adjustment of the transuctions
under the head, and takes the necestary steps fur the settlement of all outstand-
ings under it.

Between Military and Public Worhs, i Between Fablie Works and Post. Office.
s » ost Office. : ' . and Murine.
s » Telegraph. o Marine and U'ost Office,
”» » Muarine. » o and Telegriph.
" Guaranteed  Railways  and  Post
Oftice,

P.oredure of Original Officer.

1114. When an account officer finds in his accounts an item which he can
dispose of only by passing it on toan account oflicer of a departnent with which
he does not exchange accounts, he will debit or credit the amount to a _special
head called “ Central Adjusting Account : Original items.”” Ile should enter
the credits and debits in two distinet schedules (Form 150), numbering the
items consccutively in one series, the credits of each month first and then the
debits of that month in continuation, and send these schedules to the Comptrol-
ler General. He should at the same time send extracts (Form 151) from these
schedules with the supporting vouchers and other doeuments direet to the
officers concerned who have to respond to the credits and debits. The pumbers
of the items in the extracts should be the samneas those entered against them in
the schedules sent to the Comptroller General, and should not form a separate.
geries for each officer. The totals of the original and responding credits and
debits should be shown sepmately in the monthly accounts rendered by the
officer, and carc should be taken that the totals of the schedules sent to the
Comptroller General correspond with the entries in the monthly accounts.

1. If an or'ginal entry requires to be written back, it must be done in communication

with the responding officer. .
2. No write-back can be made by a minus entry ; it should appear as & responding item

full details of the original entry beirg given.
Articles 1112—1114,
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Procedure of Responding Officer. .

1115. The responding officer should, on receipt of the extracts from the
schedules of original items (Article 1114)—

(1) accept the debit or credit, and bring it upon hjs account by credit
or debit to * Central Adjusting Account : Respondingi tems ;”
or, not accepting it, should

(2) enter into a correspondence with the original officer, with a view
to lfhe settlement of it, In such a case within three months
either—

(¢) an agreement must be come to by accepting it after explanation,
or by making the original officer write it back ;

(8) or the matter must be referred to the Comptroller General for
his decision as to which officer should adjust the item.

On no account should an item remain under objection for more than three
months from the date of rcceipt of the extract from the schedule which in-
cluded it. .

1116. Each item should be disposed of as a whole, and may not be partly
accepted and partly rejected. This is necessary to prevent confusion. Thus, if
as the result of correspondence, it is agreed that the responding officer shall
accept part, and the original officer write back the rest, then the course to be
followed is that the responding officer shall adjust the whole of the item, and
re-debit or re-credit the balance to the original officer, in tho rame way as if it
were an entirely new item. In this case a remark to the effect “agieed to in
original officer’s No. , dated 2 ghould be entered
in the schedule against the re-debit or re-credit.

Nore.—When it becomes necossary to write back an item already responded to, the Re-
ponding officer should debit or eredit the amount ns an original item as if it were an entirely
rew item.

117, The responding officer will after the close of his accounts for a month
enter all his responding credits and debits under “ Central Adjusting Account
in two distinet schedules (Form 152), and send them to the Comptroller Gen-
eral together with his sehedules of m'ig.:ina! items.

1. The greatest care is required in filling np the references to the original items in the
xesponding schednles.

2. No amount should bo credited in expectation of a debit being raised, i.e., no credit
should be given in anticipation of an original debit.

8. As an exception to tho general rule vhe responso in the Bombay Military Aeccounts on
account. of payments into the military chests ui Mhow and Neemuch and to the Commissariat
Department by the Postal Department may bo made prior to receipt of the schedules from
the original ofticer

Reference to Complroller General.

1118. When a reference to the Comptroller General is nee unde
Article 1115, the responding officer should send copies of the correspondence tc
the Comptroller General, who, after consideration of it, will pass an order,
directing the acceptance of the item by the responding officer, or 1ts write-back
by the original officer.

1. In the case of the responding officer belonging to the Public Works Department the
eorrespondence should be sent through the Accountant General of that Department.

Ariicles 1116—1118.
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1119. It must be understood that an order under Article 1118 is to be car-
ried out at once and without remenstrance. At the same time, such an order
need not be regarded as closing the case; its purport is mercly that pending
further correspondence which may be necessary to settle the case, the item is
to be removed frong the outstandings of the clearing account, and borne upon
the account of one of the two officers concerned. An oflicer who objects to the
mode of adjustment adopted can, after having made the adjustment, rc-state
his care, in order that it may be more fully considered. But it is best that an
item should not remain altogether out of account, pending settlement of a
doubt as to where it should be accounted for.

1120. Every endeavour should be made to complete the adjustment of the
account before the closing of each year’s books. *

Due Date.

1121. The periods allowed for the completion and despatch of the Central
fAdjusting Accounts after close of the month to which they refer are as
ollows :—

Military Department . . . . . . « 67 days.
Public Works Department  » . . . . « 2 months.
Telegraph Department . . . . . . 2 »
Post Oftice . . o . . . . . 55 days.

1122. Each officer should be careful to see that all his four schedules (two
for original and two for tesponding items) for a particular month ara sent to
the Comptroller Gereral together. If in any month any one or more of these
schedules happen to be blank, the blank schedules must nevertheless be sent to
assure the Comptroller General that there has been no*omission.

Foreign Remittance Adjusting Account.

1123. An adjusting account has also becn opened upon the Central books
of the Comptroller General for the adjustment of cash remittances made by one
Civil Accountant General to a ,Treasury which renders accounts to another
Accountant General. Such items are not to be debited and credited through
the ordinary Exchange Account Current, but are charged off finally under the
head * Foreign Remitiances ”’ subordinate to “ Remittancey adjusted on the
Central Books.”” (Se¢ Articles 1133 to 1135 and foot-note to the form.)

Nore.—Remittances to or from Borar are howevor adjusied through the exchange
account.

Accounts with Guarantecd Railways.

Method of adjustment.

1124. The account of the reccipts and payments of each Accountant Gen-

1 on account of Guaranteed Railways, and of the transfers between Guaran-
g:d Railways and Public Works and Telegraph Departments, are also adjusted
on the Central Books. .

Cash.Transaclions.

1125. Application for funds required for Guaranteed Railways will be
made to the responsible Accountant General by the Examiners of Guaranteed

Articles 1119—1125,
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Railway Accounts in the manner prescribed in Chapter 61 for officers of the
Public Works Department. Each application will be accompanied by a state-
ment showing the state of the grants at the time the application is submitted
after taking into account all known liabilities and assets. .

1128. Only the cash receipts and payments of Guaranteed Railways oceur-
ring at Civil Treasuries under the contracts with the companies pass upon the,
Local accounts. The receipts and payments will be dealt with as follows :—

(1) Tho Guaranteed Railways pay their earnings into the Government Treasurios and
receive money for their expenditure as follows :—

| e ot
Bombay, Baroda and Central India . | Bombay . l
Great Tndian Peninsula . « | Bombay . .
Mudras . . . . « | Madras . .

All these receipts and payments will be taken to a head ealled  Account botweon Civil and
Gnarantoed Railways ” (with the name of the Railwav added) npon the books of the Acconnt-
ant Gieneral of the Provinso in which thay nre roreived or paid.

(2) Tha responsible Aceountant General, at the end of the month, will prepare a statomont
in the following form, working up to the total of the ¢ Acconnt betweon Civil and Guarantoed
Railways.” The head * Surplus Profits Acconnts” in the following form will inelude the

ross charge, and not the actual net poymont ordered in acoordance with I, D. No. 5879, dated
grd Novewber 1887.

dceount with Guaranterd Railways, October 1890,
B., B. axp C. L Ra1Lwar.

Receipts.

CAPITAL ACCOUNT.
CAPITAL ADVANCE ACCOUNT—
Refunds.
Sale-prooeeds of Stores.
RrVENUE ACCOUNT —
Gross Traffic Reoeipts.
REVENUE ADVANCE ACCOUNT—
Refunds. -
Rarnway FuNDs—
TorAL.

Outgoings.

CAPITAT. ADVANCE ACCOUNT—

Paid on letters-of-credit.
REVENUE ADVANCE AccouNtT—

Paid on letters-of-oredit.
GUARANTRED INTEREST Accounr—

Puid on acconnt of half-year ended—
Surrrus PROFITA ACCOUNTS —

Paid on account of half year ended—

ToTAL.

(3) Schedules attached to the necount will show in columna the dates and amounts of each
chalan or wvoucher; snd the acconnt, after being countersigned by the Examiner of Railway
Accounts as agreed with the Railway accounts, will be sent, with vouchers, to the Cumptroller
G 1, Railway Branch

(4) This account will. upon the Accountant General's books, be closed to Government like
other accounts-current ; and the Accountant (reneral will have no responsibility for its adjust«
ment, beyond preparing tho mcnthly statement, which shows the details of all the debits and
crodits of tho month on account of each Railway, and agrees with the Railway books.

Transfer Transactions.

1127. The transfers between Guaranteed Railways and the Public Works
Department (usually State Railways Branch), and between Guaranteed Rail-
wanys and the Government Telegraph Department, will be adjusted on the
P. W.books under the head *“ Account between Guaranteed Railways and Publie
Works Drpartment,” the details being communicated to the Comptroller

Articles. 1126—1127.
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General in monthly lists in the subjoined form prepared by the Public Works
Examiners :—

Name of Statoe Name of .
No. of Railway, Public | Guarantoed (.‘?md\“tmd Debits to Guaran-
transfor Works or other | KRailway con- ‘i{‘“,"ln e teed Railway.
certificato, | oooonnt concorned, cerned. allway.

1, The transactions affecting the several branches of the Public ‘Works Accounts, viz.,
State Railways Capital, State Hailways Revenue, Buildings and Roads, Irrigation, and Telo-

graph, shonld be arranged in distinet gronps with a total for each, 80 as to agroe with the

monthly acoonnts rendered by the Accountant General, Public Works Department.

1128. The head “Account between Guaranteed Railways and Public

Works Department ?” wil] be closed to Government on the books of the Public
‘Works Department.

Final Exchange Account.

1129, Every effort should be made to clear the Exchange Account items
within the year of account. The objection statements (article 1158) must
be despatched promptly after receipt of the preliminary account of March,
and the objections must be promptly answered : any new items which may
come to light should be made the subject of correspondence ; but no Account-
ant Gencral may malke an adjusting entry on account of an item mentioned in
correspondence, In anticipation of its appearance in an Exchange Account,
unless the other-officer states distinetly that it will appear in his account. The
final Exchange Account need not detail the items of the preliminary account;,
but must open with its gross debit and gross credit,

1130. The preliminary March Aceounts should be despatched on the same
dates’as are prescribed for other months, and the transactions should be com-
pletely adjusted by the 15th of July, on which date the Public Works Examin-
ers should despatch their final March Accounts, without waiting for the
receipt of any final March Account from any other officer; and the same rule
will apply to the Controllers of Military Accounts, the Examiners of Marine
and Telegraph Accounts, and the Comptroller, Post Office. The final accounts
of these departmental officors with each other should include responding entries
only, and 1o original entries, except with the consent of the other party to the
account; but in their final Account with Civil Accountants General, original
entries may, if necessary, be included The final March Accounts of Civil
Accountants General should be despatched on the 10th August, cxcept in the
cage of India, which may despatch its Fixchange Accounts on the 1st Septem-

ber, and these accounts, except those with India, should not include any but
responding eutries, or entries mutually agreed on.

1131, As Forest Debits for the month of March to the Public Works De-
partment aré not likely to come in time for the March Preliminary Account,
the Examiner should be advised of them immediately upon receipt of the

March Forest Account, and requested to respond in Aix Jinal account of Match.

Articles 1128—1131.
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Chapter 57.—Exchange Accounts.

Form of Account . . . 183 | Advance and Suspense Items 1165
Due Date . . . . 1138 | Progress Register . 1168
Disovosal of Account . - 1139 | Classification of Civil Bx-

Objections . . . . . 1153 change Accts. . Arnexure A.

1132. The instructions in this Chapter relate primarily to the procedure
observed in the Civil Account Offices in respect to accounts exchanged with
other Civil Acconntants General ; but they apply generally to the treatment
of Bxchange Accounts in dother departiuents als).

Form of Account.
1133. An Exchange account contains two kinds of items, +47.—

1st—Transactions of which the officer receiving the account obiains information
through another part of his accounts also, e.g , a remittance of money by one
accounting officer to a treasury subordinate #o another; cheques drawn by
Public Works and Military Departments on Civil treasuries ; payments into
treasurieg by accounting officers of these departments.  The specinl arrangements
for “ Foroign Remittance'* have practically superseded heads I and II in
accounts between Civil and Civil, except in the case of opium remittances (Sce
chapter 66, Art. 1123.)
2nd —Transactions of which the officer receiving the account gets no information
excopt through it, and which ho has. therefore, to deal with when he receives it,
e.g., paynents and receipts by one Accountant (ieneral on account of another
which the latter must, on rece'pt of the Exghange Account, bring within his
own acconnts. .
1134. A Civil Exchange Account, therefore, is classificd under four chief
heads (though heads 1 and Il exist only for Forest Remittances between
rovinces in the Bengal Presidency and in the case of Bengal and the
orth-Western Provinces for opium remittances) as follows (taking, by way of
example, the account between Bengal and the North-Western Provinces) : —

Of the first kind—REMITTANCES T0 BENGAL FROM THE NORTH-W ESTERN
Provinoes.

ReMiTraNcks To THE NORTH-WESTERN PROVINCES
PROM BENGAL.

Of the second kind—ITEMS ADIUSTABLE BY BENGAT.
Items ApsustaBr BY THE NorTH-WESTERN PRrov-
INCES.

For further classification, see Annexure A.

1. The heading or name of each Exchango Account is fixed, and remains the same whether
it dppears on the books of one party to the account or on those of the other party ; thus the
acoount which is oxchnnlged between tho Comptroller, India 'I'reasuries, and the Accountant
General, Bombay, is called * Exchange Account between India and Bombay,” and never
“ Exchange Account between Bombay and India”: the India side is the first side of the account
and the Bombay side the sccond side. .

1135. Every Exchange Account will be in the following fornt, and should
Articles 1132—1135.
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pnnted on foolsca.p paper, the example taken bcmo f.ha.ﬁ of the outward
5 unt from the North-Western Provinces to Bengal.

Fuchange Account between Bengal and the North-Western Provinces for the
manth of

North- Western Provinces side. Receipts. Outgomu-s

Opening balance, reckoning from April 1st
I.—Remittances* to Bengal from the North-
Western Provinces (Schedules A and B)
11.—Remittances* to the North-Western Prov-
inces from Bongal
IIT.—1tems ﬁd Justuble by Bengal (Suhedules ¢

and D)
IV, —Itema nd]usinble by tho Notth-Wo;.tcrn
Provinces R
Balance carried forward to next wonnt

GraND ToTAL

® These heads are only for Forest Remittances and for remittances to the Opmm DLpart-
ment from the North-Western Provinces I'vensuries.

1136. There will be fogr scheduales attached to cach Kxchange Account,
namely :—

A.—Bchedulo giving details of debits undor head I or IL (as the caso may be), viz., remit-

tances to the officer ret-uvmg the account.

B.—8¢] ho(éuécbof 3redlts under ditto ditto (which would, for the most part, bu writes-back

of debits

C.—8chedule of debits under head 111 or IV (as tho case may be), itoms adjustable by the

officer receiving the account.

D.~—Schedule of credits under ditto ditto.

No details or schedules are required for Forest Romittandes adjusted under heads I or II
?% the adjustments on both sides are watched and made by tho Assistunt Comptroller General,
orests).

1. Head IV in this case contains the adjustments mado by tho North-Western Provinces
of items which, in the first side of the account, namely, the inward account from Bengal, are
entered under IV, Itoms adjustable by the North-Wostern Provinees; and as the Acconntant
General, North-W(-stmn Provinces, hay tho entire rcsponmblllty for adjustment (see beneath)
thero is no oceasion for giving details.

2. Writes-back of d%nts or credits made in a former month under head I1I will of course
be made under head III

1138%. The follnwm% form is preseribed for schedules A, B, C, and D, the
items being arranged unfler the classification set forth in the annexure :—

A.~—Debits in_Exchange Account between Bengal and the North-Western Prov-
inces, North-IWestern Proviuces side, for the nonth of
under © Remitlances to Banyal ”?

NOTE 0¥ POSTING IN REGISTER

REMITTED. (ARTioLE 1142) oF RECEIVING
— OFFICE.
Ne. of voucher. Ainount. No. of credit
From To agninst which it | Amount posted.
is posted.

" drticles 11361157,
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B.—Credits in Bxehange Account belween Bengal and the Norik- Western Pro(';-
tnces, North-Western Provinces side, for the month of -
under ¢ Remittances to Bengal.”

[Form similar to A.]

C.—Debits in Exchange Account between Bengal and the North-Wesiern Proy-
tnces, North-Western Provinces side, for the month of
to be adjusted by Bengal.

MEMo. OF ADJUSTMENT TO .
BE FILLED UP 1N REcrivine

OrzioE,
No. of ,Voucher
or list. PARTICULARS. Amount. Mohth, and
any other | Amount adjusted.
particulars.

|

D.—Credits in Exrchange Account between Bengal and the Nosth-Western Proy-
inces, North- WWestern Provinecs atde, for the month of
to be adjusted by Bengal.

.

[Form similar to C.]
Due Date.

1188. The due date for the despatch of the Exchange Account wth India,
is the last day of the next month, and of other Exchange Accounts, the 10tk of
the second month after the.month for which the transactions are reported ; but
the final Exchange Account for March is due on 10th August, except in the
case of India, which may despatch its Iixchange Accounts on 1st September.
Adjustments made after the despatch of the final accounts for March are
communicated to the officers concerned by means of Supplementary Exchange
Accounts. The last of these Supplementary Exchauge Accounts should be
despatched not later than the 10th of February. Before despatch, the account
should be examined by the Superintendent who must sce that the figures
answer to those in the books, that all necessary explanations are given, aud
that all documents are attached, or their absence explained und the necessary
action taken. ¢

1. The final accounts between tho Post Office and the Telegraph Departmonts are due on
the 16th July.

Disposal of Account.

1139. The officer who sends out the account has no responsibility whatever
for the adjustment of heads T and IIT if his accountis the second side, or
hends 11 and 1V if it is the first side. He must state the items correctly,
gnd be prepared to give any required information regarding them ; but he need
not in any way watch for the adjustment, or note the particulars of the ad-
justment, when reported, against his original entry.

1140. The whole responsibility for the adjustment therefore of edeh head
rests entirely with one of the two officers who are parties to the account : if he
finds any item which, in the ease of head I or II, he cannot trace, or, in the
cage of head III or IV, he is not prepared to accept and respond to, he must
induce the other Accountant General to write back the original credit or debit.

Ariicles 1138—1140,
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If the matt.r cannot be settled by correspondence, a reference should bhe made
to the Comptroller General ; but until the item is adjusted *by the receiving
Accountant General, or written back under the same head by the original
Accountant General, the receiving officer remains responsible for the out-
standing.

1141. Ttems shown under ““ Remittances to ’ and  Ttems adjustable by ”
other Provinces and Departments, should not be written back without the pre-
vious consent of the Provinee or Department concerned. Errors committed
in_crediting or debiting amounts to heads I to IV should be rectified by addi-
tion or deduction, as the case may be, and not by a transfer entry.

1142. Tn the case of itoms under head 1 or II, the credits will usually be
known, before the debits appear in the Exchange Account. To watch the
adjustment, therefore, the credit in cach outward account will be posted in &
register in the following form :—

Ca PARTICULARS OF CORRE-
. 8 SPONDING ITEMS IN INWARD
=3 ACOQUNT. .
> From To Amount. -
gg Month. Amount.
o
R a.| p. R a.|p

Articles 11411142,
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1143. The segal numbers in this rogister should run on irom month to
month, aud a sufficicut space be given to each item to note several successive
adjustments or quotatirns of correspondence.

1144. The Superintendent must initial every entry posted from the out-
ward account, and sce that the corresponding entries from the inward accounts
are_a.lslo posted into the register. Any diff rence in remittance should be duly
noticed.

1145. In the case of items under head III or TV, the items of the inward
aceount will be posted, in consecutive order, in two adjustment 1egisiers, for
credits and debits respectively, in rhe following form :—

. . . Credits.
Tnward Adjustment Register of Sor B o
. et
g ° H ADJUBTI D, Banawok,
2| E !
J.;.' 'ez Income Tax, T T T )
s |£ | Amaital | Fased | o g | Omte ek | Bramiere
Z ey dedachons. | M2Rad ) Amount, tion book items wud Publle "
4 ¢35 head. refected.” or s i”‘""‘s
& P ontrics,
I
i
-
— |- | —
ITonu E
!

1146. The first three columns of this register should be posted as soon as the
inward account is raceived, but if the response toany item has already appeared
in the outward account, the inward credit or debit should be shown in red ink
in the second column of “ Balance”; the remaining column should be posted
after tho vouchers have been audited and classified"by the Audit sections.

114'7. The entries will be initialled by the Examiner after the.vouchers or
lists which require examination or audit or comparison have been finally dis-

osed of, or the amounts entered in the objection book.

1148. Before passing the adjustment registers, the Superintendent will
e~
(1) that the total of “adjusted ” and “balance ” is cqual to the total

of the inward account after allowing for deductions on account
of Tncome Tax, Fund and other recoveries ;
(2) that the total in the obj-ction book under * items rejec »
sponds with the total of the 1st column of “ Balance ”
(8, that minus debits or oredits are posted in the 2nd column of “Bal-
ance” and on the opposite side of the adjustment register.
Such entries may appear only in the Public Works Accounts.

drticles 1143—1148.

corre=
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1149. The Superintendent should then write the words ‘:disp()bed of ” with
his initials on the inward account and file it, Care must be’taken not to make
any adjustment from the account itself, but only from the adjustment regis-
ters, and no other document,

1150. An arrcar adjustment, that is, an adjustment of an item rejeoted
upun or outstanding from a previous aceount, should be entered in the register,
in continuation of and helow the total of the current month’s ad justments, the
name of the month in which it originally appeared being noted in the first
column.

1151, 'The grand total of the register will then be made and the amounts
entered in the column ““ Adjusted *” will he posted into the Exchange Account
Abstract by each adjuster. When there is more than one amount under thoe
same dotailed head, the figures should first be posted at foot of the abstract and
the total only entered against the head in the body of the absract. For this
purpose as much space must be left at foot, of each page of thus abstract as
there is in the District Classified Abstract.

1152, The Exchange Account, Abstract, will be totalled and made over to
the Compilation Department when all the lxchango Account adjustmonts
of the month have been posted in it and examined.

Objections.

1153. Every item whieh is not finally disposed of will be entered in an
ohjection statement and objection book, the former being similar in form {o
that preseribed in Chapter 17, but, instead of the six money columns for items
under objection, it will contain four, rez., for debits and eredits under the two
heads, “ Items accepted but awaiting cloarance,” and “ Items rejected,”

1. The,debit 1tems should be entered first, and after them the credit items.

1154. An adjustment register, corresponding to the objection hook, will
be kept and worked on the plan deseribed in Chapter 47, (See korm 153.)

Advance and Suspense Items.

1155. No advance recoverable or other ¢ suspense item *? should he left
outstanding under the Exchange Account, pending recovery. Tt should be
adjusted to the appropriate deb¢ head and must he entered in the ohjection
book of the district concerned (sce Articles 977 and 980). If any such item is
not assignable to a particular district or districts, it should be taken into the
head-quarters objection book.

Progress Register.

1156, The progress of the adjustment of each Exchange Account will bo
watched by means of a register in the following form, in which the monthly
totals of the prescribed heads will ho enterel scparately for the inward and
the outward accounts. The outward figurss will be entered first for the 12

Articles 1149—1156.
K
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months and for March final, and the inward figures will be similarly entered
below them. Annual totals will he made of all the cight columns scparately
for the inward and the outward accounts and grand totals of the two made
with opening and closing balances,

Progress Register of Account Curreut with for 189 9 .
Credit | Debits.
FEIFRERE 5 g |43 [

LR B 12518 |u5 | L
£ g i £ -
o Fl Ej o] B MonrRM I i Bog| B2
ga 3 £5g | 82 | BEq | B 258 &% .
<g & Hag| e ] | g2 ] Teg | ma &
SN IR RS- IR N - I |55 | T4 MEE| TR | B
£ I [ ]
=" | BE BRI ER] | Je | g2 |55 25|
. AT |k

Outward Accounts —~
Apil . o'
Moy . .

1
1
|
]
'

March P.r'eli'n'nma.ry .
» Fmal , .

i
1
, TorAn .
t

Inward Accounts—
v April . .
. May . . .
Muich I';-'(-'l.n;unnry .
» Tl | .

|
!
l Torar .
|
2 Openivg Balance

Closing Bulance

GRAND TOTAL .

1. In 1eepect of headings I and 11, the inward and the outward account of the samo month
shonll nearly 1espond, and a balance mado up after any month will show the outstandings,

2, Tho Accountant General should test the piogiess of the adjustment of the items for
whicb ho is responsible m this way, In respett of these items the outward of May should respond
to the inwaid of Apiil, and a balance made up after any month wall show the ontstandings. There
will be no figure in th column in the * outward ” of Apul, as at that time items adjustable by
“ this offico ” will go i the final of March of the previous year,

115%. After the March inal L.s been despatched, un annual consolidated
Abstract of the Progress Register preseribed in the preceding Article will ho
sent to the Comptroller General and to the other part y to the account in the

Article 1167.
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following form with detailed explanation of the balance outstanding under I
and I11 or IT and IV, as the case may be. A revised statement in the same
form should also be sent when the books are finally closed alter the Comptroller
General’s sanction to the journal entries.
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1. In order to prevent unncessary lahour it has boen arranged that the detailed state-
went between Military and Military shall be prepared as follows :—

For %engn.}) audl mms . . . . by Controller, Bengal.
For Punjab and ras . . . \ .
For Punjab and Bengal . . .} by Controller, Punjab.
For Madras and Bombay . . . by Controller, Madras,
For Bengal and Bombay . . . s

For ng?\.b and Bomhay . . } by Controller, Poama,

Aiticle 1167 .
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Annexure A.

(Vide Arficle 1131.)
The Further classification of Civil Exchange Accounts is as follows s=m—

REMITTANCES To—

Remittances to the Benares Opium Department.
ITEMR ADJUSTABLE BY—~

Foreign Supply Bills (drawn on—)

Foroign Remittance Transfor Receipts (drawn on—)

Cheques of P. W. D. Officers in acconnt with—
Advances Recgverable.
Miscellancons.

Tn addition to these, the following special items come under—

ITEMS ADJUSTABLE BY INDIA—

Interost on Ordinary Debt.

Renewal Feey on Giovernment Promi-sory Notes.

Charges for Remittance of Copper Com,

Receipts and Payments of Northern India Salt Department,

Ditto of Thuggee and Dacoity Deparfinent.
Ditto oi Civil Veterinary Department.
Ditto of Imperial Meteorological Department,

Mint (Caloutia).

Survey of India.

Geologieal Survey.

Archaological Survoy.

Xxchangoe on Transactions with London

Exponses of Governor Genoral, ete , on tour.

Huulago charges of carriages of members of the Vicerogal Connel.

Reccipts and charges on acoount of Southern Baluchistan Agency (Bombay).

Simla Paymonts (Punjab).

Exponses of the Deputy Aunditors General.

Salt Treaty Paymonts (i.e., all payments made on this account on authority of 0. I. T.)
Pre-andit Payments (Bengal).

Gwalior Residency Recoipts and Charges (N -W, P.).

Cogvift lql):nrg% al Port Blair (recovorics from Native States made at instance of

Imperial Lioans.
Scrvico ¥Funds (sco chapter 46).
Berar Administration.
Colonial Government, Mauritius.
Ditto, Ceylon.
Ditto, dtraits Settlements.
Charges of Perso-Afghan Frontier, Khorasan
Do. for Organizing Impcrial Servico Troops.
Central Trust Intorost Account (sce Chapter 78).
Sale-proceeds of Dr. Mooro’s Manual of Family Medicine and Hygieno for India.
” s Tide Tables.
» »s_Journal of Indian Arts
Forest Officers’ Provident Fund except for Madras and Bombay, sco Chapter 59.

EmI?vmntu’ Remittances—

Trinidad. Fiji. St. Vincent.
British Guiana. Jamaica. St. Lucia.
Natal. Mauritius Grenada.

There are also special items of “Service Funds,” “ Mysore Assigned Tract,”
and “ Mysore Residency *” under “ Items adjustable by Madras” and special
items of “Mint” and “Service Funds” under “Items adjustable by Bom-
bay.”

Annezure A,
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Chapter 58.— “India General” Receipts and Disbursements.

Exchange Account with India 1158
Imperial Departments—

General Rules 1160

Survey of India . 1163
Home and Revenue Dep rt-

ments’ Expenditure .
Exchange on Transaouons

with London . 1168
Expenses of Governor Gon-

eral on Tour . . . 1160
Interest on Debt . . 1170

Renewal and Enfacement

Fees on Government Pro-
missory Notes . 117
Deputy Auditors Geneml 11723
Remittance of Copper . 11756

Accounts of the Mysore As-
signed Tract and Mysore
Residency

Conviot Charses of Natlve
States .11
Accounts with Berur .
Straits Settlements .

Emigrants’ Remittances . 1184

Ezchange Account with India.

1158. The Exchange Account with the Government of India 1s pecuhar in
this respeet, that several kinds of service and debt items are adjurted through
it, instead of diretly against the appropriate heads on the local books. A list
of these items will be found in the Annexure to the precedmg chapter.

1159. As it is of great advantage that these items should be adjusted wupon
the India accounts of the month to which they appertain, the outward account
with India should be sent out as soon as 1)0551bfe and in advance of the other
accounts,

Imperial Departments.

General Rules.

1160. The receipts and charges of the Departments mentioned in Article
409 are brought to account and sudited by the Comptroller, India Treasuries,
with the exception of those mentioned in Article 4321B.

Nore.—Tho receipis and charges of the Meteorological Department, Hyderabad, are
dealt with by the Comptrollr, Hyderabad.

1161, Separrfe schedules of any receipts roported by treasurics should he
despatched to the Comptroller, Tndiv Treasuries, in anticipation of the Ex-
change Acerunt in which the receipts will he credited ; but in the case of ©m-
Civil Iepartments they may be sent wth the |‘4‘((‘1hm"‘b A vouats. The re-
ceipts of the Northern India Salt Dopartment ave ]L'p"ltl‘d to lhe Aceonntant
General in monthly schedules (sec Artiele 421), wluch will be forwarded ir.
original to the Comptroller, India Treasuries, with a covering list showing—

1. Name of Treasury.

2. Number of Schedules.

3. Accomnt of each Schedule.

4. Total aceipts at each Treasury.

The Comptrol! r, Post Office, will similarly communicate to the Comptrol-
Articles 1158 — 1161.
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ler, India Treasuries, the receipts of the Northern India Nalt Department
credited in Post Offices.

1162. The charges of these Departments are paid loeally under the rules
laid down in Chapter 22, and are reported to the Accountant General in the
bi-monthly list of payments. On receipt of each such list the vouchers for
charges of auy of these Departments, other than those which are audited locally,
should be taken out, and their amounts posted in bi-monthly sehedules of the
form annexed, a separate schedule being used for each Department.  As soon
as all the first or second lists have heen reeewved, this schedule, with the
vouchers, should be despatched to the Comptroller, Indin Treasuries, in antici-
pation of the exchange aceonnt, m which they will be debited.  Net amounts
only are to be charged, as all adjustments on account, of service funds and
income-tax will he made by the Comptroller, and the total of the two schedules
will be entered m the exchange account :—

Schedule of payments on acconnt of

made at Treasvries in Srom the
to the day of 159 .
Number Awmount Total paymen’s
of From what Treasury paid. of from
Voucher each Voucher. ench Troasury.

' -7 P
!
|

I
H 1
! |
1

|
| i
; ! |

The vouchers for expenditure meurred by non-Civil Departiments will be
forwarded with the exchange accounts.

1. Objections raised by the Comptroller, Indi Treasnrics, ox andit of these charges, will
be communicated {o the Accountant General only 1f the a-tion of the Treasury Oticer 15 f120-
gular, or if further action be required of the Account Oflice,

Survey of India.

1163. The following rules will determine the apportionment of the expend-
iture between the heads “ Revenue Survey”” under “Land Revenue ”” and
“Topographical and Trigonometrical Survey >’ under “ Mmor Departments >
in the case of parties employed otherwise than in the Presidencies of Madras
and Bombay—

(1) All purely Revenue and Cadastral Surveys are to be entirely charged
as Revenue Survey.

(®) If a party is directed to do part of its work on a large scale for Pro-
vineial re&]uirements, and not less than half on one of the scules of
the standard Topographical Survey, the charge is to be taken § to
Topographical Survey and } to Revenue Survey. When a materially
greater portion is Provincial, the cost is to be equally divided.

(8) Special work done at the instance of a Provincial Government outside
the ordinary work of a survey party, is to be entirely charged to the
Government concerned.

Arlicles 1162 —1163.
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1164. Parties employed in the Presidencies of Madras and Bombay are em-
ployed on Revenue Survey work only by an arrangement with the Government
concerned, and a lTamp sum will be charged in respect of such work to the
Government concerned,

1165. The following rules will be ohserved in the preparation of the
Budget Itstimates of the department and in the adjustment of the accounts :—

(1) All revenue and expenditure controlled by the Surveyor General
will in the first place be brought into the India portion of the
estimates and accounts as Tmperial.

(2) The estimatoes will be drawn up in the first place for all the charges,
without reference to distribution between Imperial and Provincial.
A separate statement will be appended showing what part of the
charges is estimated as Revenue Survey under each Government.
This latter part will be passed on in appropriate form to the estimates
of the Provineial Government concerned.

{3) An appendix will be added to the estimates giving the official names
and numbers of the different survey parties, under which their several
accounts will be rendered during the year, the nature of their work,
their geographical location, and the proportion in which their charges
are distributed between Minor Departments (Survey for scientific
purposes only) and Revenue Survey (Survey for revenue or adminis-
trative purposes),

(4) The Surveyor General will inform the Comptroller, India Treasuries,
(2) what particular specified charges are to be taken against each
Provincial Government on account of items provided for in Article
1163 (3), and (8) what proportion of the charges of a specified survey
party for the whole year is to he reckoned as chargeable (both Im-
perial and Provineial) against cach Focal Government.

(5) The adjustment of expenditurc between the Tndia and the local books
will he made on the elosing of the accounts under instructions from
the Comptroller General, For any special charges entirely payable
from Provincial revenues under Article 1163 (3), a further adjustment
will, if necessary, be made upon the local accounts, so that the Im-
perial share may be reimbursed at the cost of Provincial revenues.

1. The total cost of mathematical instruments supplied to survey parties is in the first
instance adjusted as Imperial. At the close of the year, n charge of four per cent. on the total
cost of oach of the provineial and private surveys is added to the cost of the respective surveys
by deduction from tho amount debited to Imperial on account of instruments. Credit for
instruments returned into store is given by reducing the debit under Imperial.

3. Amounts recoverable from private estates for survey work done are transferred at the end
of the year from the India books to the Province concerned, where they are held under Ad-
vances Recoverahle pending recovery from the estates.

Cadastral Survey Mapping Establishment and Map Debits.

8. Under oiders of the Government of India, Home, Revenue, and Agriculture Department,
No. 92, dated 241h Fcbruary 1880, the Surveyor General of India includes in his Budget Esti-
mate as an cxtm-dorn.rtmnntnl charge the cost of the cstablishment inaintained by him for
the publication of the Cadastral Survey maps; and he deducts from the total of his estimate
the value of the maps supplicd to the several Governments and Administrations. The rates
at which the maps arc supplied are decided upon from year to year. Under this arrangement
the various charges on 1135 account nppear asa charge of the Survey Departmont. ~After
the closo of the year the Survaoyor General forwards to the Comptroller a statement showing
the valuo of the maps supplied during the year to each Government and Administration ; and

Artioles 1164—1165.
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on recoipt of this siatement the Comptroller debits the Government concerned by credit
to the minor head * Smvey of India * under 26, Seientific and other Minor Departments,”
The ccst of all work done and of maps supplied will he debited by the loral Accountaus
General to the department coneerned. . The rule 1equiring ensh payment in the eass of certain
supplies and services, when the cost docs not exceed RS0, is not applicable in the case of
an:uh'nl maps.

1166. Forest surveys undertaken by the Imperial Survey Department are
usually carried on in conjunetion with Topographical Survey, The division of
the expenditure involved in such work is made ¢s follows :—

(1) When the survey is on a scale of 4 inches to the mile or less, and the
party is eutirely employed within areas under the control of tho Forest

Department, or when the arca of the forests is above 50 per cent. of
the area on which the party is engaged, the eharge will be taken hall
to “ Topograplncal Survey ”” and half to “ lorest’’; when the forest
arca amounts to less than 50 per cent., three-fourths to “Topogra-
phical Survey ”’ and one-fourth to  Forest *’: in cach case on tho
understanding that a Topographical Survey is required.

(2) If the scale be larger than 4 inches, the charge will be one-fourth
“Topographical Survey ”’ and three-fourths “ Forest” on the same
condition as in (1). The emplovment of a larger seale than that of
4 inches must be justified, and be proviously sanctioned by the
(Governmeont of India.

(8) Special work done at the instance of a Provincial Government, outsido
the ordmaty work of o surmey party, will be entirely charged to
¢ Blure btn"

The charge which under (1), (2), or (3) is taken to * Forest' will be
divided between Tmperial and Provincial in the samo way as other charges
under that head.

Home and Revenue Departments’ Expenditure.

1167. The expenditure against these grants will be debited to India, and
in the case of allotments made under Articlo 113A will be audited by tho
Comptroller, Indin Treasuries, while in the casc of allotments placed at the
disporal of Local Governments under Article 118G the audit will rost with
the local Accountant General, The Comptroller, India T'reasurics, will audit
and pass tho expenditwie under the usual rules, and refer to the sanctioning
Department, for orders, any matters which do not appear to him to he clearly
covered by the sanction under Article 113A, or which he considers in any way
open to objection. The expenditure to be audited by the local Accountant
General will be passed under th:orders of the Tocal (iovernment, and the charges
will be passed on a8 convenient, after audit, to the debit of India,

Exchange on Transactions with London,

1168. All items on account of exchange on transactions with London aro
passed on through the Exchango Accounts for adjustment on the books of the
Comptroller, India Treasuries. The exchango on Secretary of State’s bills, issucd
upon Madras and Bombay, is similarly passed on under this head.

Expenses of Governor General, etec., on Tour.

1169. The Military Secretary to the Viceroy draws funds at Treasuries on
simple receipts on account of expenditure for tour expenses. The amounts are

Articles 1166—1169,
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passed on in the exchange accounts for adjustment by the Comptroller, India
Treasuries,

Interest on Debt.

1170. All payments of interest upon Public Debt, except Stock Notes, are
debited to India, the debit being supported by a detailed list, as preseribed in
Chapter 40 ; the rules in that Chapter contain directions regarding the audit
and disposal of the vouchers for these payments.

Renewal and Enfacement Fees on Government Promissory Notes,

1171. The Accountant General should collect the items eredited on account
of renewal and enfacement fees on Government promissory notes (see Artiele
206) m a list in the following form to be sent to the Comptroller, India Trea-
suries, as a schedule with the Exchange Account.

RENEWAL AND ENFPACRVENT FEEs oN GoVERNMENT PrOoMISSORY NOTES.
Month of . — — 189

. No and date of Adviee to
Nume of Treasury. Public Debt Office.

|
|
S S

The Comptroller, Indin Treasuries, after verifying the total should forward
the list in onginal to the Bank with a pnyment order for the amount,

Deputy Auditors General.

1172. The pay and allowances and contingent charges of the two Deputy
Auditors General and the Inspector, Pubhc Works Accounts, and their estab-
Iishments, paid elsewhere than in Caleutta, will he debited nef in the Exchange
Account with India, but the vouchers will be forwarded with covering  sche-
dules to the Comptroller, India I'rcasuries, bi-mounthly, in anticipation of the
Exchange Account.

11'73. When these officers proceed on tour, they will obtain from the Comp-
troller, India Treasuries, a last-pay certificate anthorising them to draw, from
month to month {rom any Accountant General or Comptroller, a specified por-
tion (or the whole), as dctermined by themselves, of their allowances, the
balance to be drawn at the office of the Comptroller, India Treasuries, Calcutta.

1174. The first salary bill drawn from a Local Accountant General or
Comptroller must be supported by a last-pay certificate.

Remittance of Copper.

-1175. Charges for copper coin remittances and for loss on withdrawal of
copper coins should be debited to India after being audited by the paying
Accountant General, who should retain the vouchers but certify in the

Articles 1170—1175.
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Exchange Account that the charges have been andited and the vouchers
retained by him,

Accounts of the Mysove Assigned Tract and Mysore Residency.

1176. The Accountant General, Madras, audits the accounts of the
Mysore Assigned Tract and Mysore Residency, and comypiles them in monthly
statements which are sent in advance of the monthly Exchange Account to
the Comptroller, India Treasuries, who adjusts the amounts thus reported
to him under the appropriate revenue and scrvice heads. The statements do
not include debt and remittance heads and are not accompanied by vouchers,
and the totals only of the statements will bo entered in the Exehange Account,

11'77. The Revised and Budget Estimates of the Mysore Assigned Tract
and Mysore Residency are prepared by the Accountant General, Madras, who
commuuicates the revenue and service portions for incorporation in the India
Estimates.

1. Any items to be adjusted with tho Native State of Mysore and Mysore Residency
should be passed through the Xxchange Account with Madras,

Couvict charges of Native States.

1178. The following is the procedure to be observed in rocovering the cost
of maintenance at Port Blair of convicts transported thither from Native
States or for offences committed within Native States,

1179. The Chief Commissioner of the Andamans, in the first instance,
communicates tho amounts due by cach State on account of the main-
tenance of convicts to the Comptroller, India Treasuries, who, on receipt of the
information, issues instructions for the recovery of the amounts {o the
Account Officer of the Province eoncerned, who will, when the amount is re-
covered, pass on the credit to the Comptroller, India Treasurics, in his
Account, Current with India.

Accounts with Berar.

1180. All receipts and payments, including cash remittances and pensions,
on account of Berar, will be adjusted throngh the Exchange Account with
the Government of India, though schedules and vouchers detailing the actnal
amounts so reported for adjustment will be sent direct to the Comptroller,
Hyderabad, to save time.

1. Charges for remittances to or from Berar are debitable to Berar Revenues, and should
be passed on aceordingly to the Comptroller, ITyderabad.  Exeeption is made in the onso of
charges for 1emittances of copper to Berar fromn British  Indian Treaswries which should be
borne by the Government of India.

1181. Similarly, the Comptroller, IIyderabad, will render a monthly ac-
count accompanied by vouchers, to all Account Officers with whom ho may
have transactions, although he passes the debits and credits through his
account with India.

1182. The Comptroller, Hyderabad, audits, compiles and renders his ac-
counts for Berar in accordance with the instructions in this Code ; but these
accounts are not incorporated in the Central Books in the Comptroller
General’s office, the whole of the revenue and expenditure, including Military
and Public Works, being finally accounted for in the Comptroller’s books,

Articles 1176—1182,
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1. A locul audit of the accounts of Berar is conducted annually by one of the Deputy
Auditors General.

Straits Settlements, etc.

1183. Debits and credits on account of the following Colonial Govern~
ments, viz., Straits Settlements, Ceylon, and Mauritius, are also to be passed to
India through the }xehange Account Current with the Comptroller, India
"I'reasuries.

1. Charges of the Straits Settlements recoverable from the Imperial Exchequer, London,
should be included in the London Account Current.

2. The rate of exchango for the payment in India in rupees of the pensions fixed in
dollars of pensioners of the Government of the Straits Settlements will he fixed by that
Government, for each calendar year. The Comptroller General will adviso the acecount officers
coneerned of the rate applicable for cach year before the heginning of the year to which it will
apply.  The rate to he applied to any particular paywment will bo that in force at the time the
paymont first beeamo dne.

Emigrants’ Remittances.

1184. Debits on account of Money Orders drawn by the British Colonies
for the remittances of Indian emigrants are to he passed on to India, except
in the case of orders the payment of which is authorisel by the Accountant
Gieneral, Madras or Bombay, when they will ho adjusted locally. (See also
Articles T14 to 716.)

Ariicles 11831184,
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Chapter 59.—Forest Department.

Auditby OomptrollorGeneral. 1185 | Posting in Local Accounts . 1189

Accounts rendorod by Ac- Trensactions betweon Prove
countant Goneral . . 1186 inces . . . . 1180
Consolidated Monthly Ac- Intor departmental Trunsae-
count . . . . 1188 tions . . . . . 1191
Surveys undertakon by tho Forest Survey Branch . 1193.
Forest Officers’ Provident Fund . . . . 1193A.

Audit by Comptroller General,

1185. Forest transactions are brought to account in the Tiocal Books, but
except in Madras and Bombay, the accounts are audited by the Comptroller
Gieneral, and the transactions are brought to account by a special procedure
which is described below.

1. All accounts and lefters infended for transmission to the Coaptroller General
should bu addressed to the Assistant Compiroller General, Forest B aneh, Calentta

2. The transactions of Berar, regarding Forest matters, with other account oftices will ba
governed by Articles 1180 to 1183,

Accounts rendered by Acconntant General.

1186. The Accountant (icneral, in lien of an lixchange Account, will {rans-
mit to the Comptroller General, Forest Branch, o list in Form 151 of the
remittances from and to officers of the Forest Depart mout, which appenr in his
accounts for the month. The figures in these lists should be earef ully agroed
hefore despatch, with the details of the debits and credits posted to the hewd
¢ Forest Hemittances *’ (see Appendix P), under which the total dehits and
credits on account of remitlances to (or f) rom) Treasurics should he shown
against special detailed heads 0 s to bo distinguished from the total of the
items brought in by adjustment from the Consoluated Account reveived from
the Comptroller General (sco Article 1155).  "The remittances to Forest Officr s

rom Treasuries will consist of the amoung of paid cheques only (see Article
413). ‘The differences under 1cnuttances and the lm\n.nceu of debt uceounts
will be settled annually through the Comptroller (iencral.

L. Expenditure incwired by officers of the Forest Depraiment. or by Civil Officrs who

are supplied with funds by the Foiest Department, may not, b ndjusted to hud
cept upon the Consolidated Account received under Articl 1188,

1187. At the close of March (Final), the Accountant Goneral will forward
to the Comptroller General, Forest Branch, a statement in Form 155 showing
the balances ontstanding on 31st March under Forest Cash Remittances, Ad-
vances Recoverable, Deposits and Suspense.

Consolidated Monthly Account.

1188, A consolidated monthly account will he preparved by the Comp-
{roller General and be rendered {_y bhim to each Accountant ‘General for
jueorporation in the Provineial accounts. This account will include the revinue
and expenditure of the whole province for the month, classified in detail of

drticles 1185—1188,

et heads ex-
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budget heads, except that under  (A) Conservancy and Works ; > minor heads
only will be given: the transactions under each of the following heads—uviz.,
Deposits, Forest Remittances, Advances Recoverable, and Suspense Account—
will be shown in a single entry only, the Forest Branch of the Comptroller
Genceral’s Office being solely responsible for the details of the amounts entered
under them, as well as for the correctness of the opening and closing cash
balances, as shown in the account.

Posting in Local Accounts.

1189, The Consolidated account reccived from the Comptroller General
will be posted by the Accountant General into the Detail Books in which the
detailed classification given in Form 16, pages 125 to 127 of the Forest De-
partment Code, should be followed, except under A—Conservancy and Works,
where it will be sufficient to give the charges against each of the sub-heads
I to 1X, without their detailed entries.

Transactions between Provinces.

1190. (2) When a forest remittance is received in Province A from a Forest
officer of Province B, the Accountant General of Province A will
take the amount under the local head of Forest Remittances
and show it in his statement sent to the Assistant Comptroller
General, Forests.

(2) The Assistant Comptroller General, in his account rendered to the
Accountant General of Province A, will adjust the credit to
Exchange Account with B, under the head I or Il ¢ Remit-
tances from B to A : Forest Remittances,” by debit to * Forest
Remittances ;> and in his account to the Accountant General of
Province B, he will eredit the Revenue or other head, by debit to
lixchange Account with A, “ 11 or 1 Remittances from B to Az
Forest Remittances.”

(¢) Similarly the salary of a orest Officer of Province A paid from
a "I'reasury of Province B should be taken by the Accountant
General of the Jatter Provinee under the local head of “ Forest
Remittances” and shown in his statement sent to the Assistant
Comptroller General, supported by the salary bill of the Officer.
The Assistant Comptroller General, in his accounts rendered to
the Accountant General of Province B, will adjust the debit to
Tixchange Account with A, “1or 1I Remittances from B to A :
Forest Remittances,” by credit to * Forest Remitlances ;”’ and
in his account to the Accountant General of Province A, he will
debit the service head by credit to Exchange Account with B,
“1[ or I Remittances from B to A : Forest Remittances.”

(@) The Accountants General of A and B will thus, in the posting of
the Forest Account, pass the item into their respective Ixchange
Accounts under which the debit and credit above referred to
will adjust each other,

Inter-departmental Transactions.

1191. Debits and credits appearing in the Exchange Accounts of other
Departments should be rejeoted until the transactions appear in the Forest
Account.

Artioles 1189—1191.
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1192, The debits for the value of Military and Medieal Stores rupplied are
passod by the Military Department to the Comptroller, India Trewsuries, who
transfers them to the Provinces concerned through his Exchange \ccount, and
forwards the valuation statements, cte., received in support of the debits to
the Comptroller General (Forests) for audit and adjustment, The provincial
Accountant General responds to the debit by the Comptroller, India Treasuries,
on tracing the corresponding credit in the Forest Accounnt.

Norg.—This article does not apply to Bewar.

Surveys undertaken by the Forest Survey Branch.

1193. When the Forest Survey Branch undertahes the survey of other
lands in addition to Forests, the cost of such survey is shared as preseribed, in
Article 1166, for surveys done by the Imperinl Survey Department,

Forest Officers’ Provident Fund.

N.B.—Iun the cnse of oflicers of the Geological Survey Department, who ave nlso per-
mitted to subseribe to this Fund, the Comptroller, India Trenswries, is both the Audit and
Account Officer of the Fund  The following rules should nceordingly bo wead with the
necessary modineations for these officers —

1193A. 1. For the proper admission of depositors, the eorrcet realization
of subscriptions, the audit, payment, and refund of withdrawals, the following
officers as Audit Officers are responsible :—

For officers serving in the Madras and Bombay Presidencios, the Aceount-
ant General, Madras or Bombay.

For officers serving in Berar, the Comptroller, Tyderabad.

Yor all other oflicers, the Comptroller General, Forests.

The recovery of temporary withdrawals will he watched through the
Audit Register.  The payment and recoveries will be recorded in the section
of the Audit Register set apart for items under objeetion.

IL. In the case of ollicers on Foreign Service the Aceount Oflicers who
receive their contnbutions are 1esponsible for the duties above mentioned.
Cash remittances frem officers m Foreign Serviee will be reccived by theso
Account Oflicers, who, if they are not the Andit Officers referred to in Clause
I of this Article, will pass them on to the latter (through the Forost Remit-
tance head in the case of amount passed on to Comptlroller General, Forests)
to be accounted for by them.

IIL, Tor the sanctioning of withdrawals the following oflicers as Account
Officers of the I'und arc responsible : —

The Aceountants (ieneral, Madras and Bombay, for oflicers serving in  the
Madras and’ Bombay Presidencies respectively.

The Comptroller, India Treasuries, for officers serving elsowhero.

Applications for withdrawals must come through the Audit Officers,
through whom also the sunction will he communicated.
; 1193B, The personal account of each depositor will be kept in the case
of—
() Officers serving in the Madras Presidency, by the Accountant
General, Madras.

drticles 1198—11938.
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(6) Officers serving in the Bombay Presidency, by the Accountant
General, Bombay.
(¢) AIll other officers, by the Comptroller, India Treasuries,
1193C. To cnable the Comptroller, India Treasuries, to keep this account,
the Comptroller General, Forests, and the Comptroller, Ilyderabad, will, as
soon as the accounts of each month are compiled, forward to the Comptroller,
India Treasuries, a statement in Form 155A of the receipts and withdrawals
appearing in the accounts. The total of each stateent must agree with
tihe corresponding credit or debit in the accounts of the Comptroller (General,
Yorests, or Comptroller, Ilyderabad. The payees’ rceeipts must accompany
the statemont of withdrawals.
1193D. The transactions of the Forest Officers’ Provident Tund will be
brought finally to account on the Government Books in the Offices of the
Accountants General, Madras and Bombay, and the Comptroller, India Trea-
suries; all sums received from depositors being credited and all sums with-
drawn debited under the head “ Forest Oflicers’ Provident Fund.” "The sums
that will appear under this head in the hooks of the Comptroller, India 'rea-
suries, will he obtained from the India Forest Account submitted by the
Forest Branch of the Comptroller General’s Office in which the Provident
Tund transactions of all the Provinces whose accounts arc audited hy the
Torest Branch will be included and from the Exchange Accounts with the
Cowmptroller, Hyderabad, for officers serving under the Berar Administration.

1193E. When an officer is transferred from onc of these Account Circles
to another, his account will also be tiansferred, the necessary transfer being
made in the Government Accounts, and a copy of the ledger account of the
ofticer eoncerned will be forwarded to the Account Oflice 1n which the oflicer’s
account will be maintained after his transter. With this account will also be
communicated any sum, withdrawn under Rule VI of the Fund Rules, which
remains to be recovered.

1193F. There will be a monthly agrecinent hetween the depositors’ ledger
accounts and the total receipt and charge in the detail books. 'The sum of the
closing halances of the depositors’ ledger accounts must also he agreed annually
with the balance at credit of the Torest Officers’ Provident 1'und on the Gov-
ernment ledger. 'These agreements will be made by means of a broadsheet in
Form 155B.

1193G. The aceount of each depositor will be kept in a ledger in Form
No. 155C, each account receiving a distinct conseeulive number. When a
new depositor is admitted, the oflicer who will keep his account will notify to
the depositor's Audit Ofticer the number of the account, and this number will
be quoted against ail further depusits and all withdrawals in the statements
prescribed in Article 1193C. A depositor’s number will not be altered unless
he is transferred to another Circle of Account (1 ide Article 1193D), nor will
the number of any closed account be given to a new depositor.

1193H. The amount of interest to be added to the balance of the Fund
will be caleulated each year by the Accountants General, Madras and Bombay,
and the Comptroller, India Treasur‘es, and charged to 1l—Interest on other
Obligations—Savings Bank Deposits—Intercst on Forest Officers’ Provident
Fund. The transaction must include the debits on account of interest paid
during the year on closed accounts, which during the currency of the year is
debited to the Fund itself.

Articles 11930.— 119311,
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11931. The form in which the annual account of each depositor is to be
rendered to him in accordance with Rule XII of the Fund Rules is No. 165D,

1193J. By the 15th of October each year the Comptroller, India Trea-
suries, and the Accountants General, Madras and Bombay, should furnish the
Comptroller General with the following particulars relating to the Forest
Officers’ Provident Fund, for incorporation in the aunual roport on the opers
ations of the Savings Bank in India:—
() Number of working banks on 81st March 189 .
(6) Number of Depositors on 31st March 189
(c) Amount of deposit during 139 -9
(4) Interest allowed during 189 -9
(¢) Total deposited and interest allowed.
(/) Amount of withdrawals during 189 -9
(s) Balances on 81st March 189 -9 .
(%) Amounts of interest earned and balances held [as shown in (d)
and (g)] by European, including Eurasian and Native, deposite
ors, respactively.

Arbicles 11981—~1193J.
L
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Chapter 60,—Public Works Department.

Branches of Public Works Depatt-] Adjustment of Service Re-
ment . . . . . 1194 ceipts and Charges . 12086
Assignment of Funds . . 1188 Public Works Receipts and

Letters-of Credit . . .12¢ 0 Charges by Civil Otficers .1209

Payments for Land . . . 120L Settlement of Outstandings . 1212

Transactions with other De- List of Civiland Public Works
partments 1204 Exchunge Accts. Annexure A.

Form of Exchangs Account 1205 Form of Exchange Accts.
Annexure B.
Branches of Public Works Department.

1194. The accounts of the Public Works Department are made up in four
branches, which include the transactions under the major heads noted against
them—

Name of Branch. Mayor Heads.

Buildings and Roads . . .| Military Waiks, Civil Waorks, Guaranteed
Companies (Tand and Control).
Inrrigation . . .