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PREFACE TO SECOND EDITION (PAKISTAN)

... THis Edition is also principally a reprint of the Manual, with such ad-
ditions and alterations as have been necessitated due to the following
factors :—

(i) Repealing of Government of India Act, 1935 (as adapted) ;
" (ii) Unification of the province of West Pakistan ;
(iif) Setting up of certain new offices of the Audit Department ; and

(iv) Important orders, etc., issued by the Government of Pakistan
and the Comptroller and Auditor General of Pakistan upto
30th June, 1959.

2, Effort has been made to bring the Manual up to date. Errors and
omissions, if any, may, however, be brought to the notice of the Comp-
troller and Auditor General. ‘

KaracHI : GHULAM ABBAS,
Dated the 15th September, 1959. Comptroller & Auditor Gewmeral.

"
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PREFACE TO FIRST EDITION (PAKISTAN)

THIs edition is principally a reprint of the First Edition of the Manual
with such additions and alterations as had been introduced up to the date
of the partition of the Indian Sub-Continent, wviz., 15th Augusi 1947.
It also embodies such npotifications as have been rendered necessary by
the constitutional changes consequent on the establishment of Pakistan,
as also important orders issued by the Government of Pakistan and the
Auditor General of Pakistan from the 15th August, 1947 to 31st March,
1951,

* KARACHI : GHULAM ABBAS,
Dated the 31st March, 1951. Auditor Generad.




PREFACE TO FIRST EDITION (1938)

TuE instructions relating to the organisation, administration and
control of the Indian Audit Department as an administrative unit have
hitherto been scattered in several codes issued by the Auditor General
while some instructions issued in the form of circulars have not been in-
cluded in any code or manual. The Auditor General’s Audit and Account
Codes serve as books of reference nn audit and accounts matters not only
for the staff of the Indian Audit Department but also for the Central and
Provincial Governments and their subordinate offices. The inclusion in
such codes of rules and instructions pertaining to the prganisation and
internal administration and control of the Indian Audit Department is
neither suitable nor convenient : and these rules and instructions have now
been brought together in this Manual advantage being thus taken of the
opportunity afforded by the revision of the Auditor General’s codes to

" adapt them to the constitutional changes introduced by the Government
of India Act, 1935. The rules and instructions themselves have been re-
vised and brought up to date.

For the sake of convenience pf reference, the administrative and finan-
cial powers of the Auditor General and the financial powers of Accountants
General have been set out in this Manual and as these are based on the
rules in the Book of Financial Powers and other rules and orders issued
by the Central Government from time to time, reference should be made
in all cases of doubt to the original rules and orders themselves ; the rele-
vant rules and instructions in this Manual should not be regarded as pos-
sessing any authority superior to that of the original rules and orders.
Subject to this reservation, the rules and instructions in this Manual super-
sede all other relevant rules and orders on matters dealt with in it.

E. BURDON,

Auditor General of India.
New DELHI :

The 20th April, 1938.
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MANUAL OF STANDING ORDERS

CHAPTER L-—ORGANISATION AND CONTROL OF THE PAKISTAN
AUDIT DEPARTMENT

Comptroller and Auditor General of Pakistan

1. The Comptroller and Auditor General of Pakistan is the adminis-
trative head of the Pakistan Audit Department and is appointed under
Article 120(1) of the late Constitution read with Article 6 of the laws
(Continuance in Force) Order, 1958. His Conditions of service are regu-
lated under Article 120(2) of the late Constitution read with articles 4(1)
and 6 of the Laws (Continuance in Force) Order, 1958 and part II(i) of
the Pakistan (Audit and Accounts) Order, 1952 as amended by the Pakis-
tan (Audit and Accounts) (Amendment) Qrder, 1954 and Pakistan
(Audit and Accounts) ‘(Second Amendment) Order, 1959, His duties
and powers are determined under Articles 122 and 123 of the late Consti-
tution read with part IL(ii) of the Pakistan (Audit and Accounts) Order,
1952, and Article 4(1) of the Laws (Continuance in Force) Order, 1958.
He discharges his statutory responsibilities through the agency of the
Pakistan Audit Department,

2. The financial powers of the Comptroller and Auditor General are
defined in the rules made by the Central Government and given in the
Book of Financial Powers issued by them. The financial and executive
powers as at present exercised by the Comptroller and Auditor General are
given in Chapter X of this Manual.

3. Deleted.

4. The Comptroller and Auditor General is assisted in the adminis-
tration of his office by a Deputy Comptroiler and Auditor General who
functions as the executive head of the current administration of the
Comptroller and Auditor General’s office. He is in direct charge of
matters relating to the Gazetted Personnel and Budgeting of the
Pakistan Audit Department, the Subordinate Accounts Service Exami-
nation and such other matters as may be determined by the Comptrol-
ler and Auditor General.

5. All references on audit and accounts and the classification of
receipts and charges, should be addressed to the Comptroller and
‘Auditor General. Matters affecting the administration of the Audit
Department should also invariably be taken up with the Comptroller
and Auditor General irrespective of the authority competent to pass
final orders on them.

6. Demi-official letters on all important, including perscnal matters
should be addressed to the Deputy Comptroller and Auditor General
unless circumstances indicate that they should be addressed tc the
Comptroller and Auditor General himself. Such demi-official letters should
be shown to the head of the office when the writer is not himself the head
of the office. Replies are sent ordinarily through the head of the office.

L 8(59) Compt.A.G.
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Organisation of the Pakistan Audit Department

7. The Pakistan Audit Department is divided into the Civil and
Posts and Telegraphs Audit Offices and the Defence Services and Railway
Audit Offices. Each Audit Office is under the immediate control of a
senior officer of the Department called the Accountant General,
Director of Audit, or Comptroller as the case may be. The Civil and
Posts and Telegraphs audit offices are both audit and accounts offices
while the Defence Services and Railway audit offices deal only with the
audit of the accounts of the respective departments that are maintained
by accounts offices not under the control of the Comptroller and
Auditor General. The office of the Chief Auditor, High Commission
for Pakistan United Kingdom, deals with the audit of the accounts
maintained in the Pakistan High Commission in UK. A short account
of the organisation, functions, etc., of the Civil Audit offices is given
in paragraphs 8 to 15 and details will be found in the local ‘manuals.
Similar information about other audit offices will be found in the res-
pective Branch Manuals.

Note:— Two specialized officer namely the ‘Director of Audit and Accounts, Works, West
Pakistan’ and the ‘Director of Commercial Audit’ have also been estatlished. The Director of
Audit and Accounts, Works is responsible for the accounting and audit of the Works expendi-
ture and certain Public Works receipts of the whole Province of West Pakistan (excluding
charges on regular establishment drawn from Treasuries and preaudit Counters of the Audit

Offices at Lahore and Peshawar by submitting bills). The Director of Cmmercial Audit is respon-
sible for the audit of the accounts of the various Govt. and non Govt. Commercial undertakings.

Civil Audit Offices

8. Name of offices.—The Civil Audit Offices at present are as
below :—-
(1) Office of the Accountant General, Pakistan Revenues.
(2) Office of the Accountant General, East Pakistan.
(3) Office of the Accountant General, West Pakistan.
(4) Office of the Comptroller, Northern Area, West Pakistan.
(5) Office of the Chief Auditor, High Commission for Pakistan,
United Kingdom.
(6) Office of the Comptroller, Southern Area, West Pakistan.
(7) Office of the Director of Audit and Accounts, Works, West
Pakistan.
(8) Office of the Director of Commercial Audit.
(9) Office of the Audit Officer, Industries, Supply and Food.
9. Head of the office.—The head of the office is known as the Accoun-
tant General, except in Northern and Southern Areas where he is known

as the Comptroller. The head of the Audit Office, Industries, Supply and
Food is a comparatively junior officer and is known as * Audit Officer .

N.B.—The term “Accountant General’* wherever it is used in this Manual should be held
to include the Comptroller, Director of Audit, and Chief Auditor, Pakistan High Commission.,
in the United Kingdom.

2
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10. Composition of the staff —The gazetted staff consists of members
of the Pokistan Audit and Accounts Service and Assistant Accounts|Audit
Officers. The non-gazetted staff consists of members of the Subordinate
Accounts Service, Divisional Accountants, Upper Division Clerks, Lower
Division Clerks (including Typists and Machinists), Stenographers and
Class IV establishment. )

11. Subdivisions of work.—A Civil Audit Office is divided into depart-
ments or sections and a typical sectional organisation is as follows :—

(1) General or Routine.

(2) Departmental Audit Sections.

(3) Gazetted Audit.

(4) Pension Audit.

(5) Works Audit.

(6) Forest Audit.

(7) Deposit.

(8) Provident Fund.

(9) Book.

(10) Account Current.
(11) Appropriation Audit.

(12) Budget.

The actual sectional organisation of an office is described in the local
manuals.

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

13. The scale of gazetted officers for each office has been fixed by
Government and, subject to the instructions in the following paragraphs,
the distribution of work among them is left generally to the discretion of
the Accountant General.

14. Tn the larger offices two officers are placed in supervisory charge
of different portions of the office, and are named the Senior and the
Junior Deputy Accountant General, respectively. They are posted: as
such by the Comptroller and Auditor General. Subject to the instructions
in paragraph 15 below the Accountant General may determine the actual
charges of his deputies. In smaller offices there is only one deputy. In
offices where there are posts designated as Examiners (Outside Audit or
Local Audit Department) the Comptroller and Auditor General makes
the postings of individual officers to these posts. The other officers in an
office are designated either Assistant Accountant General (if belonging
}:)offfhe Pakistan Audit and Accounts Service) or Assistant Accounts|Audit

Cers.

15. Except in the case of the smaller offices where it may not be
possible or necessary, the Accountant General should aim (a) at making

3 * . :
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the Deputy or one of the Deputies responsible for the ordinary routine-

administration of the office S0 as to relieve himself as far as possible of
the details of office administration, (b) at Placing all audit work under the
general control of the Deputy or Deputies, and (c) at releasing the Deputy
or Deputies as far as possible from supervision of the detail work of indi-
_Vld?gl audit sections so as to afford time for the general control mentioned.
In (b) above.

Inspecﬁoﬂ Accountant

16. The inspection of the Civil and Posts and Telegraphs Audit
Offices is conducted by Inspection Accountants appointed by the Compt-
roller and Auditor General. A normal period has been fixed by the
Comptroller and Auditor General for the inspection of each office. The
Railway and Defence Services Test Audit Offices and _the office of the
Chief Auditor, Pakistan High Commission in U.K,, London, are not sub-
jected to any inspection by this inspecting staff of the Comptroller and
Auditor General.

17. The Inspection Accountants form part of the establishment of
the Comptroller and Auditor General’s office, but for purposes of adminis-
tration and discipline they are under the control of the Accountant
General whose office is being inspected for the time being. They are rec-
ruited mainly from the Subordinate Audit Offices, draw pay in their
parent scales and a special pay of Rs. 100 per mensem and hold the tem-
porary posts specially created.

Note.—For so long as the posts of Inspection Accountants remain upgraded to that of the
Assistant Accounts Officers (Inspection), the incumbents of the posts of Assistant Accounts
Officers (Inspection), will also get a Compensatory allowance of Rs. 75/- p.m.

18. The tour programmes of the Inspection Accountants are arrang-
ed by the Comptroller an Auditor General and due notice is given to each
office before its inspection is commenced.  No Inspection Accountant is
entrusted with the inspection of his parent office. It is the Comptroller
and Auditor General’s intention that the Inspection Accountant should
be regarded as an independent agency placed at the disposal of the Ac-
countant General to enable him to satisfy himself that hig responsibility
for the efficient working of his office is being fully and consistently dis-
charged. The work of the Inspection Accountant is in all cases in addition
to and unconnected with the work done by any internal test audit staff
of the office.

19. Each audit office is_inspected periodically and the Inspection
Accountant works under the personal direction of the Accountant General
whose office is inspected. The Inspection Accountant is required to
follow generally the standard inspection programme in Appendix A which
gives the items of work in the several sections of an office inspected. The
Accountant General is required during the interval between two visits
to keep notes of other points which in his opinion should be referred to
the Inspection Accountant for special examination. The Inspection Ac-
countant may consider it advisable, as a result of what he has seen in
other offices or in the office which he is inspecting at the moment, to look

L ] 4 .
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Into certain other points not covered by these notes or the general ins-
uctions and the Accountant General should not withhold his consent
without consulting the Comptroller and Auditor General.

20. An Inspection Accountant should not write a formal inspection

. Teport or present results en masse in any form. The Accountant General

should, however, make to the Comptroller and Auditor General at the
end of the inspection a short report describing generally the results of the
Accountant’s Investigation and mentioning any important discovery which
the Accountant makes, and stating specifically whether the inspection has

n carried out in accordance with his wishes and whether he considers
the work of the Accountant to have been useful. Detailed instructions

fior the guidance of the Inspection Accountants are contained in Appen-
ix A

21. An Inspection Accountant is permitted to make references to the
office of the Comptroller and Auditor General to obtain any information
or advice he may deem necessary. Such references should, however,
always be addressed through the Accountant General whose office is
Inspected,

22. Copies of all orders issued by the Central Government or the
Comptroller and Auditor General on audit and accounts subjects with
which Inspection Accountant is likely to be:concerned are supplied to him
by the Comptroller and Auditor General’s office through the Accountant
General under whom he is working and he is required to keep regular files
of ‘all such orders and hand them over to his successor when any change
takes place.

Note.—Theinstructions contained in paras 16to0 22 will'apply mutatis mutandis to the Assistant
Accounts Officer (Inspection) for so long as the post of Inspection Accountant remains upgraded

General instructions on administrative and other matters

23.—General—An Accountant General may not—

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

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

(3) forward an application for sanction for expenditure or for
relaxation of leave or pension rules except in respect of the
items relating to the administration of his office—(Such an
application should be returned for submission to the proper
executive authority) ;

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

(5) on any account join in protesting against any retrenchment
or economy which a competent authority may prder ;

(6) suggest expedients for the evasion of the natural operation
of a rule when reporting on claims to pension or allowances
of any kind, his duty being merely to report how a claim ig
affected by the rules ;

5
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(7 gdv'ise upon any guestions relating to pensionary claims except
in accordance with general or special orders regulating the
occassions on which he may give such advice ;

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

may be; or

(9) without the sanction of the Comptroller and Auditor General
: demand the submission to an accounts and audit office of a
new account return and if the new account return is to be
made by an officer not under the control of the Comptroller
and Auditor General, the Provincial or Central authorities con-
cerned should first be consulted and the result of the consulta-

tion made known to the Comptroller and Auditor General.

24. Reports on failure of Audit.—The Accountant General should
submit to the Comptroller and Auditor General a separate report of every
serious case of failure of audit as soon as it comes to light, irrespective
of any report which may be required for other purposes. The report
should explain the manner in which the failure occurred, and mention the
names of the persons responsible and the disciplinary action taken or
recommended. Similar reports should be sent by the Comptroller, Posts
and Telegraphs, once a quarter selected from the cases reported to him

by his subordinate officers.

25. Special responsibility for cash.—An Accountant General is
specially responsible for seeing that there is adequate control over the
section of his office which handles cash. The fact that the Cashier (or
other subordinate who handles the cash) has given security or executed
a bond does not reduce his special responsibility for ensuring that an effec-
tive system of control over the custody, disbursement and accounting
of cash exists and functions. There should be a continuous review of
the arrangements for the expeditious disbursement of money, for the
custody thereof, and for the prompt and correct disposal of undisbursed
balances and of sums otherwise payable into the treasury. There should
also be adequate reconciliation, preferably without previous notice, of
cash balances with the accounts outstanding against the custodians of the

balances.

The Accountant General should at irregular intervals gatisfy himself
that the system of supervisions as prescribed in authorised codes or
special orders is observed properly and should remedy speedily the defects

noticed, if any.

Where the system of cheque payment by Audit Offices is in vogue,
the gazetted officer entrusted with the duty of signing the cheques is
required at the close of each day himself to check the register of cheques
drawn with the cheques on hand to see that no more cheque forms have
been removed than are accounted for by proper entries in the register
of cheques drawn. The Accountant Ceneral is responsible for seeing
that this stock-taking of cheque forms is on no account postponed or neg-

lected.
6
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CHAP.I] ORGANIZATION AND CONTROL OF THE PAKISTAN AUDIT [26-36
DEPARTMENT

26. Control over state of work and report on arrears—Each section
or department of the office should maintain a calendar showing the due
and actual dates of (i) the despatch of returns due from the section,
(i1) the submission to Gazetted Officers of all accounts, objection state-
ments, registers, ete. and (jii) the receipt of returns due to the Section.
This calendar should be submitted once a week to the Gazetted Officer
in charge for review and the result of the review should be placed on
record.

21. A register or list of returns with due dates may, at the discre-
tion of the Accountant General, be kept in every office for permangnt
record and reference. It should have columns for the twelve months of
the year, and the number of days before or after the due date should be
entered against each return at the time of its despatch.

28. The calendars and registers or lists of returns maintained under
baragraphs 26 and 27 should be submitted to the Accountant General for
review on the 5th of the following month, with the certificate prescribed
in note 2 below this paragraph signed by the Gazetted Officer in charge
for each section. The certificate should cover all kinds of work includ-
ing correspondence, and mention specially the progress of the Gazetted
Officers’ review of audit. It should also mention the number of unpaid
Pre-audit bills which are more than a week old,

Note 1.—Ttems of work for the disposal of which no period is prescribed in any rule or order
should be treated asin arrears if the relevant account return or other document has beenin the office
for more than three Weeks. ]

Note 2.—The certificate mentioned in this paragraph should be in the following form :—

Icertifyto the best of my knowledge and belief that with the exception of arrears detailed
and explained in the attached statement the Work is upto date,

Note 3.—_The calerdarsand registers or lists of returns need not be submitted to the Accountang
General if the delays in th e despatch of returns, etc.,, are brought to his notice menthly through the
certificate prescribed in Note 2,

29. The Accountant General is responsible for making special reports
to the Comptroller and Auditor General of any serious arrears in work
even if he is confident; of overtaking it rapidly with his normal staff.

30. Audit of expenditure of the Audit Offices.—All classes of expen-
diture including advances, of each audit office should be subjected to
audit by an independent agency, as indicated below :—

(e) All bills pertaining to Gazetted Officers attached to Audit
- Offices should, after payment, e submitted for audit to the
Accountant General, Pakistan Revenues. The bills of the
Gazetted Officers attached to the office of the Accountant
General, Pakistan Revenues, including the Accountant General
himself should, however, be sent for audit to the Accountant
General, West Pakistan.

(b) The distribution of the audit of all bills pertaining to the
non-gazetted establishment and Divisional Accountants,
whether attached to Divisions or employed in the main office,
and contingent bills, is shown in the Anhnexure to this Chap-
ter. The bills relating to pay and allowances of the Superin-
tendents of the Customs Revenue Audit Branch including

7
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those of the Customs Superintendent attached to the office
of the Accountant General, Pakistan Revenues, .should how-
ever, be post-audited by the Accountant General, Pakistan

Revenues.

Note 1.~The bills mentioned in this paragraph include bills of the Outside and Local Audits -

Dszpartmants except Where the latter is under the administrative control of the Provincial Govern-
ment. '

Note 2.—In the cass of advances from the Ganeral Provident Fund granted to non-gazetted
Goveramant servants of the Pakistan Audit Department, and to officiating Assistant Accounts [
Audit Officers Whose General Provident Fund accounts are not maintained by the Accountant
General, PakistanRevenues, a copy of ths sanction together with a statement pf the reasons
for Which and a reference to the rule under which the advance has been sanctioned, should
be communicated for audit to the audit officer responsible for the audit of the establishment pay bills
of '(;L >fize soncerned. The biltin which the advance is drawn need not, however, be sent for
audit. .

Note 3.—Bills relating to the payment of gratuity under the Civil Service Regulations and un.
der the State Railway Provident Fund and Gratuity Rules need not be submitted to the audit officer
who audits the pay of the staff as such claims are certified byhim before thepayment is made,
They should be audited by the audit officer in Whose jurisdiction the payment occurs,

Nt 1.—-All arreds bills relating to claims more than six months old should be pre-audited.

Note 5.—Ta orlsr to snsure that all bills are sent for audit as prescribed, the office to which
the bills pertain should furnish to its audit officer every month a certificate in the following form :—

Certified that a total sum of Rs has been booked in the account of my office

for the month of.........cccovniinnne JORRTOTPROG on account of—

Pay - .

Travelling allowance Officer of _ my office —
Confingencies — ° éstablishment the Ofice of ... and that voucher to the amount
etc.

Of RS, .0vunnene are sent herewith with my letter No.— ——-—0f the

have been sent

—vouchers for the balance of Rs.- will be sent shortly.

Explanation—(i) Tn cases Where the charges relating to an accounts and audit office are not
booked in thai offtce but in soms other accounts and audit office, the certificate should be furnished

by thelatter.

(ii) The details of the expenditure working up to the total amount mentioned in the certificate
should be noted at the foot of the certificate as shown below :—

Pay 0f OffiCErS .. eeeerrrrarrrenrensisrrnnsrinsniierienesssaamentone
Travelling allowance of officers
Pay of establishment .....ccceiviiviniererinniiiii..
Travelling allowance of establishment .........ccocciennies

Contingencies, 010, ..ooiviiiiiiiresririrreeer e

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

82, Transfer of charge—When an Accountant General is being re-
lieved either permanently or temporarily of the charge of his office he
will draw up a memorandum setting out briefly the results of his special
- knowledge and experience of the office for the information of his suc-
cessor. He will explain inter alia in what respects the working of any of
the sections of his office is defective or in arrears, the state of the codes

8
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and manuals for the upkeep of which he is responsible, and point out se-
rious irregularities, if any, relating to the offices rendering accounts to him
and draw the attention of the relieving officer to important pending cases

that might require special scrutiny.

He will give his successor a note containing his views regarding the
fitness of Assistant Accounts|Audit Officers for continued officiating or
confirmation and discuss it with him referring to the relevant confidential
reports. The fact that this has been done should be mentioned in the
memorandum. He will give this memorandum to the relieving officers
and send a copy thereof simultaneously to the Comptroller and Auditor

General.

At every change of the office of an Accountant-General a formai
transfer of charge of the Treasurer of Charitable Endowments should also -
take place and a separate charge report, supported by a statement of the
total of the balances of the Funds vested in the Treasurer together with a
list of securities in his custody and of receipts for securities in the safe
custody of the Bank, duly signed by the relieved and relieving Treasurers
should be sent to the Government concerned. In the case of Charitable
Endowments for Pakistan, whenever there is a change in the office of a
Provincial Accountant-General who also acts as an agent of the Treasurer
of Charitable Endowments for Pakistan (Accountant-General, Pakistan
Revenues) a charge report prepared in the manner indicated above should
be sent to the Treasurer (Accountant-General, Pakistan Revenues) and-
not to the Government. The fact that a charge report with supporting
statements has been rendered to the appropriate authority, should in all
cases be specified in the report submitted to the Comptroller and Auditor-
General under paragraph 33.

33. A relieved Accountant General should also have the register of
keys, valuables, secret documents, etc., checked by the relieving officer,
hand over keys, etc., to the relieving officer, get his acknowledgement on
the register itself and report the fact to the Comptroller and Auditor-
General. This report should be countersigned by the relieving officer.

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

85. List of holidays.—The Accouﬁtant General should submit to the
Comptroller and Auditor General on or before 22nd December each year

" a list of gazetted and local holidays other than Sundays on which his

office will remain wholly closed during the ensuing calendar year.
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ANNEXURE
(Referred to in paragraph 30)

Statement showing the distribution of qudit of the bills pertaining to

the non-gazetted establishment and of the contingent bills of each
accounts and audit office.

Serial Name of the office of Which the bills Name of the office in Which the
No. will be audited bills will be audited
1 2 3
Administrative Ofice. )
I Comptroller and Auditor General -+ Accountant General, Pakistan Revenues.
Civil accounts and audit offices.
2 Accountant General, Pakistan Revenues ... Comptroller, Northern Area, West Pakistan,
3 Accountant Genera], East Pakistan .. Joint Director of Audit, Defence Services,
. Dacca.
Accountant General, West Pakistan ... Accountant General, Pakistan Revenues.

© 10
1
12
13

14
15

Comptroller, Northern Area, West Pakistan Accountant General, West Pakistan,

Director of Audit and Accounts, High Accountant General, Pakistan Revenues.
Commission for Pakistan in U. K.

Comptroller, Southern Area, West Pakistan Accountant General, Pakistan Revenues.
Audit Officer, Industries, Supply and Food Accountant General, Pakistan Revenues.

Director of Audit and Accounts, Works,  Accountant General, Pakistan Revenues.
West Pakistan.

Director of Commercial Audit ... ... Accountant General, Pakistan Revenues,

Comptroller, Posts and Telegraphs ... Accountant General, Pakistan Revenues.

Deputy Comptroller, Posts and Telegraphs, Accountant General, Pakistan Revenues.
Lahore.

Dzputy Comptroller, Posts & Telegraphs, Joint Director of Audit, Defence Services,
D

Dacca. acca.
Director of Railway Audit Accountant General, Pakistan Revenues.
Director of Audit, Defence Services ... Accountant General, Pakistan Revenues,

10
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CHAPTER I1.—OFFICE PROCEDURE
Office Manuals

36. A “Manual ” of office procedure to regulate the internal admin-
stration of an accounts and audit office is prepared by each Accountant
General. All orders determining and affecting the day to day work of
his office and general matters of information useful to his staff in their
daily work are incorporated in it. Copies of the Manual should be made

available to each section of the audit pffice.

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

38. Other “local Manuals” collecting important and useful orders
of local character and general instructions issued from time to time by
Accountants General for the guidance of Treasury and disbursing Officer
should also be prepared and maintained, as required, in a handy and up-
to-date form by each Accountant General.

Supplies of copies of Manuals to the Comptroller and Auditor General

89. The Accountant General is required to forward one copy of each
of the following publications to the Comptroller and Auditor General for
his office library —

(i) Manuals referred to in paragraphs 36 and 38.

(ii) All financial rules and orders issued in the form of codes,
manuals or standing regulations by the Departments of the
Provincial Government.

Receipt and Disposal of Valuables

89.A. The detailed procedure in respect of the receipt, safe custody
and subsequent disposal of cash and other valuables is incorporated in
the Manual mentioned in paragraph 36. Ordinary cash or cheques are
not accepted in the Accounts and Audit Office in discharge of debts due to
Government or for credit to the public account unless acceptance is en-
joined by specifi¢ rule or order. If however cash or cheque are re-
ceived, the orders of the Sectional Gazetted Officer are taken immediately

" for their disposal. Cash is made over to the office cashier, who will at

once enter the amount in the office cash book and get the entry attested
by the Gazetted Officer-in-charge of the cash book. Cheques on the other
hand are not made over to the cashier nor entered in the office cash book

but are treated like other valuables.

Correspondence
40. The following instructipns are issued as a guide to officers of
the Pakistan Audit Department in dealing with official correspondence :—

(@) (i) Letters relating to the sections and subjects under the
direct supervision of a Gagetted Officer issue ordinarily

11
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()]

(c)

(d)

(e)

0]

over his signature though they are stamped as emanating
from the Accountant General :

Provided that no communiecation implying dissatisfaction
or censure, and no letter to Government, Provincial op
Central or to the Comptroller and Auditor General, may
ordinarily i_ssue from any accounts and audit office except

(%) Communications to the Comptroller and Auditor General
which have been approved in the draft form by the Ac-
countant General may issue over the signature of his
Deputy, but the fact that draft has been seen by the Ac-
countant General should be indicated in the communica-
ggn i’;je’lf, by signing the letter as * For Accountant

nerai”,

In the absence of the Accountant General from headquarters,
his Deputy deputises for him in all matters relating to corres-
pondence, subject to such internal arrangements as may exist
between the Accountant General and his Deputy for keeping
the former informed of the substance of the correspondence
so issued. Satisfactory internal arrangements should be made
to see that the communications issued to Comptroller and the
Auditor General over the signature of the Deputy in the ab-
sence of the Accountant General are put up to the latter on
his return to headquarters for his information and for such
action as he may deem necessary to take on the same. In case
the Accountant General disagrees with contents of any such
communication issued to the Comptroller and Auditor General
in his absence, he should forthwith send his remarks to the
Comptroller and Auditor General.

Printed routine letters and documents on which no objection
is raised may be sent out by selected superintendents on behalf
of the Gazetted Officers in charge of sections.

All letters to the Central or Provincial Government, Compt-
roller and Auditor General, or representatives in foreign coun-
tires should have the subject briefly stated at the top. Re-
ferences to a higher authority for orders should be self-con-
tained and documented as far as possible, and the question
for orders accurately and concretely put.

Official letters addressed to an office should not bear the name
of its head on the cover, unless it is intended that the cover
should be opened by the head of the office personally. Con-
fidential papers should be placed in double covers, the inner
cover being marked “ Confidential ” superscribed with the
name only of the addressee, the outer cover being addressed to
him by his official designation without the addition of his
name,

The name as well as the official designation of the writer should
be given at the head of every letter addressed to the Central
Government.

12
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Note.—All communications addressed to the Comptroller and Auditor General, which wilf
require to be forwarded uitimately to the Central Government or other authority (for example,.

applications for revision of pay, for increased establishment, for extra grants, etc.) should be submit-
ted in duplicate.

Circular Letters

41. 1t is the practice of the Comptroller and Auditor General to issue
all instructions of ‘a permanent character as Code alterations while those
that are of transitory interest and|or require some' immediate and specific
action for final disposal are issued in the form of “ circular letters”.
A similar method sheuld be adopted in the accounts and audit offices.

Telegrams

42. The general principles laid down by the Central Government for
the sending of “ State” telegrams and for classing them as ‘““express’”
or “ ordinary " should be fo}lowed.

Express Letters

43. These are required to be treated as “ telegrams” in the receiving
offices and should, therefore, be used extensively in place of telegrams.
The words “ Very Urgent—Express Letter” should always be promi-
nently marked on the letters themselves if speedy attention is de-
sired.

Telephones

44. The Comptrolter and Auditor General is the final authority for
sanctioning telephone connections to the various offices and officers in the
Pakistan Audit Department. Accountants General outside Karachi who
are on the trunk system must keep the Comptroller and Auditor General
informed of their office and residence telephone numbers as well as the
office numbers which should be rung up when they are on recess or away
from the station. All telephonic communications for the Comptroller
and Auditor General should be made to an Assistant Comptroller and
Auditor General or, if really necessary, to a Deputy Comptroller and
Auditor General.

Legibility of Signature

45. The Comptroller and Auditor General attaches great importance
o the signatures of all officers and superintendents on letters, statements,
accounts, certificates or reports being clearly legible, and if any person
eémpowered to sign such document does not sign legibly he should be
required by the Accountant General to cultivate a formed and legible
signature, and in all cases the signature of the officer signing them should
be typed below the written signature.

The Comptroller and Auditor General has also ordered that the Ac-
countant General should see that officers who are entrusted with the
duty of signing cheques have formed and legible signatures. ..
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Issue to other Accounts and Audit Officers of Authority
for payment

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

Every authority for payment should be stamped with a special seal
which should remain in the personal custody of the officer who signs it,
specimen impressions, duly attested, having been supplied to all accounts
and audit offices.

Befpre acting on such authority for payment the sectional superin-
tendent should satisfy himself by comparison with the specimen signa-
ture on record that the signature on it is genuine and that it bears the
impression of the special seal of the office of issue. In the case of a tele-
graphic authority the payment should not ordinarily be made or autho-
rised until the post copy of the telegram is received, any case of special
urgency being specifically brought to notice for orders.

Issue of Authority for Payment from "Accounts and Audit Officer to the
Banks, Treasurey Officers, and Disbursing Officers within his Audif
Circle.

4%. Every authority for payment issued to the Banks, Tresury Offi-
cers, and Disbursing Officers from an Audit and Accounts Offices should
be stamped with a special seal. The attested specimen impressions of
the special seal as well the specimen signatures of all officers authorised
to sign the orders and authorities for payment should be supplied to the
Banks, the Treasury Officers and Disbursing Officers within the Audit
Circle.

‘Note:—The special seal referred to in paragraphs 46 and 47 should be got manufactured at the
Pakistan Mint and not by any private engraver. .

Amendment and Interpretation of Rules .

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

(i) he will, in cases where the rule admits naturally of a definite
audit decision being given, give the audit decision according
to the terms of the rule and then refer for the modification of
the rule which he considers essential,

(@) to the Provincial Government when the rule appears in
an authorised code of the Provincial Government and
is also a rule which can be amended by that authority
without reference to the Comptroller and Auditor
General ;

o . 14
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(b) to the Central Government when the rule appears in an
authorised code of that Government or is a rule in res-
pect of which the power of interpretation rests with
that Government ; and

(c) to the Comptroller and Auditor General in all other
cases :

(#) he will in all cases where the rule is really so ambiguous
on the point at issue as not to admit.of a definite audit deci-
sion or the expenditure involved is so large as to make it inex-
pedient to anticipate what might be considered a certain deci-
sion by competent authority, refer to the Comptroller and
Auditor General for advice : the reference should be framed
in concrete terms, the actual facts of the case giving rise
to it being fully described.

Manual of Audit Instructions

49. Audit interpretations given by the Comptroller and Auditor Gene-
ral, whether on his own authority or with the concurrence of the Central
Government, which he thinks should be issued as Audit Instructions and
interpretations given by the Central Government of the statutory rules,
etc., are collected if importantj and of a general nature, and are compiled
by the Comptroller and Auditor General as the Manual of Audit instruc-
tions.

In the past, rulings given by the Comptroller and Auditor General
on matters relating to Audit of expenditure used to be incorporated in
? compilation of Audit Rulings this publication has been - allowed to
apse.

Procedure for obtaining legal advice in cases concerning
Provineial finances

50. When a Provincial Accountant General considers it hecessary
to have a legal opinion on a case arising in his office but concerning Pro-
vincial finances, he should ordinarily ask the Provincial Finance Depart-
ment to obtain legal opinion for him. If in any case it seems for reasons
of urgency that the legal opinion should be taken direct, the Accountant
General may do so but should at the same time inform the Finance Depart-
ment of what he is dping. This procedure is laid down to make it clear
that in all such cases the Provincial Government must bear the cost of
the legal opinion.

50-A. In exercise of powers conferred by clause (a) of Rule 8B of
Order XXVII of the First Schedule to the Code of Civil Procedure, 1908
(Act V of 1908), the Central Government have, in the Povinces mentioned
in the first column of the Schedule given below, appointed the officers
specified in the second column thereof, as Crown Pleaders for the purpose
of the said Order in relation to any suit by the Central Government, or
against a public officer in the service of that Government in any court
in the provinces specified in the first column of the Schedule. The
Accountants General should obtain the services of these Crown pleaders
on payment of usual fees in so far as litigation under the Civil Procedure
Code is concerned.
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For the defence and prosecution of suits which do not fall under the
preceding sub-parargraph but which concern the Central Government
the Accountant General should take such urgent measures as may appear
to them to be necessary and consult the Gomptroller and Auditor General
who in turn will obtain advice from the Central Government.

Schedule L

Provinces

East Pakistan ... .. L

2.

3.

West Pakistan (Comprising former Punjab, 1.
N.-W.F.P. and Sind). ©

2,
3.

Officers )
Senior Government Pleader, High Court

at Dacca, v .

Assistant Government Pleader, High Court
at Dacca.

District Government Pleaders.

Government Pleader, The High Court for
West Pakistan, Karachi Bengh.

District Government Pleaders.

Assistant  District Government Pleaders.

Production of official documents i_n"a Court of Law

51. When a Government servant is summoned by a Court to produce
offieial documents for the purpose of giving evidence the procedure laid
down in Annexure A should be fpllowed. The requisitions should be

dealt with as findicated below.

~ A—Bills, vouchers, etc which form part of the accounts recorded in.
respect of the transactions of a Provincial Government.—The Accountant
General may permit the production of such documents with the prior
concurrence of the provincial Government in consultation with their legal
advisers in each case. It is for the Provincial Government to decide
whether it would be more convenient to give the Accountant General

authority to deal with such requisitions.

B—Bills, vouchers, etc., which form part of the accounts recorded in
respect of the transactions of the Central Government.—The Accountant
General may deal finally with requisitions in all cases in which he is
satisfied that there is nothing in the documents asked for which attracts

the operation of Section 123 or Section 124 of the Evidence Act, repro-
duced in Annexure A. All other cases should be referred to the Central

Government for specific orders.

C—Discussions, opinions, correspondence, etc. which may or may
not have a bearing on the accounts.—All requisitions for such documents >
should be brought to the notice of the Comptroller and Auditor General
and dealt with only after consultation with him. References to the Comp-
troller and Auditor General should be accompanied by the documents asked
for by the Court. The Comptroller and Auditor General will himself ask
for the orders of Government in cases in which he feels it necessary to

do so.

Note.—Privilege should be claimed for original drafts in all cases.

. 16 e
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Form of statements, returns, etc.

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

Central.
East Pakistan.
West Pakistan.

Every return should have clearly stated on it its name at the top, the
Province or office of issue, and the period to which it refers. It is not
necessary to send with it a covering letter. A blank return should have
the word “ blank ” written conspicuously across it.

53. The following forms intended for the use of Central and Pro-
vincial Government officers are printed at the Pakistan Security Printing
Corporation :—

(1) Cheques for use in the—
(a) Civil Department.
(b) Public Works Department.
(¢) Forest Department.
(d) Non-Government Institutions and Local Bodies which bank
with treasuries.
(e) Offices having personal ledger accounts with treasuries.
(f) Pre-audit Department of a Civil Audit office.

(2) Tehsildari Cheques.

54. The cheque forms printed at the Pakistan Security Printing Cor-
poration (see paragraph 53) are supplied to Treasury Officers by Account-
ants General, who will submit to the Managing Director, Pakistan Security
Printing Corporation, separate annual indents in Form No. 1 for forms
required for the use of officers under, and Non-Government Institutions
and Local Bodies banking with (1) the Central Government and (2)
Provincial Government. The indents for the various classes of cheque
forms required by the Accountants General, etc. should be placed on the
Managing Director not later than the first week of April each year and
should cover the requirements for the twelve months from 1st July to
30th June. If any changes are proposed to be made in the existing
cheque forms, such changes (together with specimen forms) should also
be communicated to the Corporation. The Corporation would manu-
facture the cheque forms required and supply them to the Accountants
General, etc. on payment in accordance with the procedure, for billing and
payment laid down by the Central Government. Accordingly, the pro-
vision for the expenditure on this account should be made in the Central
Budget as a part of the contingent expenditure of the offices of the Civil
Accountants General, etc. in respect of the cheque forms required for
Central Government payments and in the Provincial Budgets under the

17 ..
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appropriate heads of accounts in respect of cheque forms required for the
Provincial Government payments. The receipts on account of the
recovery of the cost of the cheque from Local Bodies, etc. should be
aceounted for under the normal rules governing the classification of re-
covery of expenditure.

Note:—The Cost of Printing of Pre-audit cheque forms, whether regired for Central Govern-
ment Payments or Provincial Government Payments, is borne by the Central
Government.

55. Forms of cheques should be bound in books with counterfoils,
separately for forms of each kind. Each book should bear a number
which should be repeated upon each form contained in it, together with
the consecutive number of the form. On the cover of the book there
should be an order to keep it under lock and key in the personal custody
of the drawing officer.

56. The stock of forms of cheques required for issue to treasuries
must be stored in strong cupboards or boxes of sufficient breadth, secured
with good locks of which the keys should be kept by a Gazetted Officer.
A Stock Book should be maintained and stored separately in the store
cupboard or box, and also arranged in such a manner that a later serial
number may never be issued before an earlier one. An account of issues
should also be maintained and the stock book should, on each occasion of
issue, be brought to the Gazetted Officer for initials at the same time
as the invoice is brought for signature. The Gazetted Officer should obtain
proper acknowledgements for all issues, Stock should be taken at least
once a year and the fact noted in the Stock Bopk over the signature of
the stock taking officer.

Standard Forms

5%. Certain Forms have been standardised for printing for use in
Civil Accounts and Audit Offices. These are obtained,in accordance with
instructions issued by the Controller of Printing and Stationery. Other
forms are printed as special forms. :

58. All suggestions for the standardisation or printing of new forms
as special forms, and for the alteration or cancellation of existing
standardised or special forms, should be made to the Comptroller and
Auditor General in the first instance. If the proposal is for the standard-
isation or printing of a new form as a special form, the anticipated an-
nual consumption should also be mentioned.

59. The Book of Account Forms contains samples of all forms not
included in any prescribed code, the printing of which centrally for use by
officers subordinate to the Central Government has been authorised.
The various Audit and Account Codes indicate which of the forms men-
tioned therein have been standardised and which can be printed as special
forms. Other forms the printing of which has been authorised as special
forms for use in individual Accounts and Audit Offices and which are not
of general application in all Civil Audit Offices, should be shown in the
local office manual. This class of local forms is indicated by the letters
pertaining to the particular series to which they relate as numerators
and 'the letter or letters indicative of the office in which they are fo be
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used as denpminators.  The letter or letters to be used by different
Accounts and Audit Offices are shown below :—

L

Office Abbreviations.
Accountant General, Pakistan Revenues . P. R.
Accountant General, East Pakistan ... E. P.
Accountant General, West Pakistan ... W. P.
Comptroller, Northern Area, West Pakistan ... N.
Comptroller, Southern Area, West Pakistan ' S.
Audit Oﬁ“‘fcer, Industries, Supplies and Foed ... P. S.
Chief Auditor, Pakistan High Commission in U. K. ... C. AL,

Thus the number of form Np. S.Y.-I printe.d for use in the office of

the Accountant General, Pakistan Revenues, will be IS,'—E‘ - The number

of this form to be used in the office of the Accountant General, West
Pakistan will be (;PkF' 19 .  Similarly the number of G.P.F.-19 to be

used in these two offices will be —GP'—I;iF—' 19, and E%E: 19

Submission of applications for additional establishment

60. A demand for additional establishment made to the Comptroller
and Auditor General must be supported by statistics of work, the unit
adopted in each case being clearly specified. The following are some of
the checks prescribed to secure the accuracy of the statistics -

(i) The statistics should be thoroughly and carefully checked by
a superintendent who- has nothing to do with the particular
revision of establishment and reviewed by the gazetted officer
in charge of the Section concerned who should satisfy him-
self that the statistics submitted are prima facie correct.

(ii) The statistics should bear the initials of both the preparer
and the examiner. :

Library and Records

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

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

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

(3) Books supplied to sections should be returned promptly, reten-
tion for a period exceeding two months requiring the written
sanction of the gazetted officer in charge of the section.

(4) In the first week of each month a reminder should be sent to
each section showing the names of the books supplied more
than one month before but not returned.
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(5) A verification of the books in stock in the library should be

(6)

carried out annually by a superintendent selected for the pur-
pose. The Officer in Charge should visit the library at inter-
vals and see that the books are properly arranged and cared
for. :

A library catalogue should be maintained.

62. Every officer, upon receiving charge of a post to which the care

. of the office library is attached, must satisfy himself as to the state of the

library. Unless he reports specially to the contrary it will be assumed

that he received the library in good order. This applies to a relieving
librarian as well.

-Filing of Papers

63. Classified * guard files ” containing copies of important orders
should be maintained in each office for consultation by all gazetted officers
and subordinates. It may be useful for the Accountant General to con-
duct a periodical review of these files.

64. The work of filing papers, vouchers and accounts must receive
the most careful attention Prompt and methodical performance of this
duty affects very greatly the smopth and efficient working of an office.
It is one of the functions of the Accountant General to see that a proper
system of filing exists and that it is worked as devised under responsible
supervision. The following general instructions should be observed :—

(1)

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

(2) No paper should be filed without an order of the superin-

tendent of the section.

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

(4)

(5)

(6)

nature and year.

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

Current files and papers kept in sections should be neatly
arranged, properly indexed and divided into groups such as
urgent, current, pending, etc. :

Records which are not constantly required for reference should
not be kept in the sections but sent to the Record Room where
proper indices of them should be maintained.

Supply of Codes

65. Every Gazetted Officer, Superintendent, Divisional Accountant
and subordinate Accounts service passed clerk should be supplied with a
copy of general books of reference. Books so supplied will be treated as
personal copies and may be taken with him by a Government servant on
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his transfer to another office. Corrections issued from time to time will

be supplied by the Accountant General, but the Government servants

.gllemsglves will be personally responsible for the proper maintenance of
eir books.

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

Cypher Code

67. The Finance Ministry Cypher Code must remain in the personal
custody of the Accountant General who will himself compose and write all
messages sent in it. The Cypher Code of the State Bank is also confiden-
g?f} and should be kept locked up in the custcdy of a senior Gazetted

cer.

Abbreviated telegraphic address
68. All Accountants General are required to keep the Comptroller
and Auditor General informed of their current registered abbreviated
telegraphic addresses, both Foreign and Inland. The present telegraphic
addresses are given below :—

Name of Office Telegraphic address
1, Comptroller and Auditor General ... ... AUDIT Karachi.
2. Accountant'General, Pakistan Revenues ... ACCOUNTS Karachi.
3. Accountant General, West Pakistan ... ... ACCOUNTS Lahore.
4. Accountant General, East Pakistan ... ... ACCOUNTS Dacca.
5. Director of Audit, Defence Services ... ... DEFAUD Karachi.
6. Comptroller, Southern Area, W, Pakistan ... COMPTROLLER Karachi.
7. Audit Officer, Industries, Supply and Food ... ... SUPACT Karachi..
8. Comptroller, Northern Area, W. Pakistan ... ... ACCOUNTS Pe¢shawar.
9. Chief Auditor to High Commissioner for Pakistan in Care PAHIC Londen,
United Kingdom.
10. Comptroller, Posts and Telegraphs ... ... COMPT Karachi.
11, Director, Railway Audit ... ... AUDIT Karachi.
12. Director, Commercial Audit ... COMAUDIT Karachi.
13, Director of Auditand Accounis, Wcrks, West Pakistan, AUDITWORKS Lzhore.
ANNEXURE A.

(Referred to in paragraph. ) -
Procedure to be followed when a Government servant is summoned by @
court to produce official documents for the purpose of giving evidence.
The law relating to the production of unpublished cfficial records as evicerce in ccurts is

contained in sections 123, 124 and 162 of the Evidence Act, 1872 (Act I of 1872), as applied to
Pakistan, The p-ovisions of the relevant sections are reproduced below :—

*“123. No one shall be permitted to give any evidence derived frem unpublishcd cfficial re.
cords relating 10 any affairs of State, except with the permission of the officer at the head of the de<
pParimcnt concerned, who shall give or withhold such permission as he thinks fit.
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124, No public officer shall be compelled to disclose communications made to himin official
confidence, when he considers that the public interests would suffer by the disclosure,

. 162. A witness summoned to produce a document shall, if it is in his possession or powep
. bring it to Court, notwithstanding any objection which there may be to its production or to its
admissibility, The validity of any such objection shall be decided on by the Court,

The Court, if it sees fit, may inspect the document, unless it refers to matters of State, or take
other evidence to enable it to determine on its admissibility.

... If for such a purpoOse it is necessary to cause any document t0 be translated, the Court’ may,
if it thinks fit, direct the translator to keep the contents secret, unless the document isto be given in
evidence: and, if the interpreter disobeys such direction, he shall be held to have committed an
offence under section 166 of the Penal Code™, g

2. For the purposes of section 123 above, the expression ** officer at the head of the departe
ment >’ may be held to mean the head of the office in whose custody the document required by the
court is, and pis-g-yis the court which demands its production, that officer should be treated as the
authority to withhold or give the necessary permission, .

3. In respect of documents emanating (1) from a higher authority, viz., the Central Govern=
ment, or the Provincial Government, or which have formed the subject of correspondence with such
higher authority, or (2) from other Governmenis, whether foreign or Dominion, the hezd of the de-
partment should obtain the consent of the Central Gevernment through the usual official channels
before agreeing to produce the documents in court, or allowing evidence based on them, unless
the papers are intended for publication, or are of a purcly formal Or routine nature, when a reference
to higher authority may be dispendsed with,

4. In the case of papers Other thanthose specified in paragraph 3 above, the head of the de-
partment should not ajlow production of the cOrrespondence if it releates t0 matters which are
generally regerded as confidential, or disclosure of which wculd, in his opinion, be detrimental
to public interests, Or to matters which are in dispute in some other connection, or have given rise
to a controversy between Goevernment and and some other party.

5. [n acase of doubt the head of the Department should invariably refer to higher authority
for orders.

6. These instructions apply as well to cases in which Government is a party 10 the suit. In
such cases much will depend on the legal advice as to the value of the documents, but before they
are preduced in court, the considerations stated above must be borne in mind, and reference to

higher aothority made, when necessary,

7. The Government servant who is to attend a court as a witness with official documents”

should, where permission under section 123 has been withheld, be given an order duly signed by
the head of the department in the accompanying form. He should produce it when he is called
upon i0 giye his ¢vidence and -sheuld explain that he is nct at liberty to produce the documents
before h: court, Or to give any evidence derived from them. He should , howeyer, take with him
the papers which he has been summoned to produce.

8. The head of the department should abstain frcm entering into cCrresponderce with
the presiding officer of the court concerned in regard t¢ the grounds on which the documents has.
beencall:d for, He should obey the court’s orders and should appear personally, or arrange for the
appearance of another officer in the court concerned, with the dccuments, and act as indicated in
Paragraph 7 above, and produce the necessary certificatc if he claims privilege. If the privilege Is
l"it:fused by the Court, its decision should be complied with and the documents produced in evie

nce.

ORDER

Summoans from the Court of the
for the production at
of the office files relating to the

(a) T direct to appear with the files mentioned in the
summons and to claim privilege for them under section 123 of the Evidence Act. .

(b) 1 withhold permission to give any evidence derived from the files for which privilege is
claimed under this order.

. 22
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1t should be represented to the Court that these files contain unpublished official records relating
to affairs of State for the purpose of section 123 and that in view of the provisions of section 162
of the Evidence Act, the files are not open to the inspection of the Court.

Head of Department.
Dated

the

Note.—In all cases of doubt advice of Government should be p’romp'tly obtained,
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CHAPTER HII.—PAKISTAN AUDIT AND ACCOUNTS SERVICE
Recruitment

. 69. Recruitment to the service is made by the Central Government
In accordance with the P.A.& A.S. Recruitment Rules issued by the
Government of Pakistan. :

%0. Deleted.

71. The number of promoted subordinates has been fixed at one fifth
of the total cadre. Recruitment by promotion is made strictly by selec-
tion and no one has any claim to such promotion as of right. . The num-
ber of vacancies to be filled by promotion each year is worked out sepa-
rately and recommendations in favour of the men to be prompted are
made to the Federal Public Service Commission, through the Central
Government.

Note :—The Government of Pakistan have raised the departmental quota for promotion to
P.A. & A, S. from subordinate ranks from }th of the total cadre to %th of the total cadre
upto 22.9.1962 for the present.

Training and Examination of Probationers

(a) Probationery period, and essential qualification for retention in
seruvice.

72. An officer recruited in Pakistan to the Department will be on
probation until he has passed the examination in the Finance services
Academy and Departmental examination, and in any case for two years.

If he fails to pass the Finance services Academy Examination and

Departmental examination within a period of three years he will be liable
to lose his appointment. The period of three years ordinarily involves
six chances of taking the examinations, but if the first examination be
held within six months of a probationer’s joining the service it will not
be taken into account and the period of three years will be extended to
allow of one further chance. .

(b) Training.

73. Unlss otherwise directed by the Comptroller and Auditor General,
Probationers will be on training for a period of two years. The pro-
gramme of training in the Finance Services Academy is prepared by the
Director, Finance Services Academy. The programme of training in
departmental work will be prepared by the Accountant General, West
Pakistan, Lahore on the basis of the model programme described in
paragraphs 74 and 76 to 77.

4. The following principles are to be followed in preparing and in
carrying out a programme of training for a probationer :—
(a) Knowledge in full detail of the structure of the Civil accounts
of the Central and Provincial Governments is essential for
efficiency in the work of the Pakistan Audit Department.

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

(¢) The probationer’s knowledge of rules and regulations need
not be detailed. He should know the processes of audit, the
registers used and the method of check : his training should
o 24 133
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teach him how to use the Late Constitution, statutory rules
and regulations and financial orders rather than demand an

accurate verbal Knowledge of individual rules.

(d) As much contact as is possible with the »ord.'inary e_xe_cutiye
Government should be secured by the practical training in
‘executive offices and by his assisting In inspections. .

(e) A sense of practical responsibility should be brought out by
the relation of code work to- the actual problems in an ac-
counts and audit office : this can be best secured by the pro-
bationer’s being given charge of a small portion of the work
in each branch in which he studies. .

It should be the aim of the Director, Training Academy for P. A. &
A.S. Probationers Accountant General, West Pakistan{D. A. & A. W.
Lahore to ensure that the probationer gets a thorough grounding in

Accounts work.

5. Deleted.
76. The following is a model programme for departmental train-

ing :—
Subjects Weeks 4
1. Study of Office Organjzation and Procedure ... 1
2. Training at Treasury 3
3. Study of Receipt and disposal of Treasury and Bank Accounts ... 1
4. Compilation of the monthly Accounts for one month through the Various
Stages viz.,
(i) Posting of Compilation Sheets for three treasuries, Classified Abstract,
Consolidated Abstract, Broadsheets and Statement of Receipts and
their reconciliation with Compilation and Deposit Sections and Depzrt-
mental Offices
(i) Disposal of Cagss of Book Transfer and adjustments ... 4
5. Compilation of Monthly Accounts for one month of Forest Branch and a]l
Work connected thereto as stated in item 4 ... 3

6. (A) Preparation, closing and Reconciliation of Sections for one month of :—

(i) Broadsheet of Local Cash Remittances.
(ii) Broadsheets of State Bank Deposits.
(iii) Detail Book Part I (Provi).
- B) P;‘eparatioﬁ of Advices of Inter-Governmental Adjustments on the basis
of Advices from State Bank of. Pakistan for one month 2
7. (A). Preparation and closing and reconciliation for one month of :—

(i) D:tail Book Part II (Provincial) —All Sections.

(ii) Broadsheets of Adjusting Account between Central and Provincial
Govarnments.

(iiiy Proof Sheet of Revenue Deposits.

(_B) Tracing of Items, posted in Journal and Ledger of one financial year and
Working Sheets and study of records fromwhich they are prepared. e .-

(O) Ravizw of Balances on the 30th June under Debt and Remittance Heads,
Reconciliation of Balancesas per Ledger and Broadsheets .

25
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—

8(A). Preparation, closing and itiation of .
one month, g and reconciliation of Broa dsheets of Publjc Debt for Weeks..

(B) Preparation of the Bxchinge/Settlemant Account, Abstracts and outward
Exchange Account for one month.

(C) Posting of Progress Register of Exchange Ac¢counts for one month and

Preparation of Annual Consolidated Abstract and study of method of clearance of k3
outstanding items. e :
3
9. Study of Compilation of Djvisional and Sub-Divisional Accounts for one .
month in a P, W, Divisional Office. . 4
10, Completing the Compilation of Various stages of Provincial/Central Ac-
counts in regpect of a group for one month 4
11, Accounting work in a Works Audit Section. Posting of Audit Register
(All Parts) in respzct of accouais of a P. W. Djvision for one month . 1
12, Ganera] audit principles and training in :—
(i) G. A. Section
(ii) D. A. Section e T e Tos
(iii) Work, Audit Section
(iv) P:nsion Audit and Reporting ...
(v) Dzposits and Provident Fund
13. Inspections 4
14. Further practical training vide para, 77. 18
Total 56
Weeks.

Accountants General shpuld ensure that throughout their training
probationers get a certain amount of practice in Prices and Draft and
that they are encouraged to express themselves properly, on paper.

7. During the period allotted to (14) in paragraph 76 the proba-
tioner should be given actual charge (under a Deputy Accountant Gene-
ral|Deputy Director of Audit and Accounts (works) of such work as the
Accountant GeneralDirector of Audit and Accounts (works) may decide
and shpuld also be given practical experience of :—

(a) Treasury Miscellaneous,

(b) Works Miscellaneous and Public Works Inspection Reports,
and

(¢) Budget and appropriation audit ; a general study of the sys-
tem of appropriation accounts and the work connected with
the preparation of appropriation accounts and the report on
them. )

The period allocated for each of the above-mentioned items is 6
weeks. '

Spare time can also usefully be employed in refresher courses in
accounts work particularly in Account Current and Books Sections which
have assumed great importance after Partition.

L) 26
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78. The model programme prescribed above is neither definitive nor
exhaustive, but the order of the training described should be observed as
far as ppssible. The Accountant General, West pakistan should prescribe
the actual detail of the work to be done (e.g., the number pof bills or ac-
counts to be prepared) within each period, and will have to suit the pro-
gramme to the capacity and progress of the probationer. The Accoun-
tant General, West Pakistan should obtain periodical reports, and satisfy
himself by personal enquiry and otherwise that the probationer is acquir-
ing a competent knowledge of the work of the office. The Accountant
General, West Pakistan should always remember that he is endeavouring
to produce a member of the Pakistan Audit and Accounts Service and
not a member of the Subordinate Accounts Service.

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

80. Arrangements for the training of probationers in an outside
office will be made by the Accountant General, West Pakistan|D. A. &
A.W., Lahore.

81. During the period that probationers are in an outside office, they
will submit diaries regularly to the Accountant General, West Pakistan
but while they are in the Accounts and Audit Office itself it will be left
to the Accountant General, West Pakistan to use his discretion with regard
to the nature of the control which he should excercise over the proba-
tioners’ work. The Accountant General, West Pakistan will report every
month to the Comptroller and Auditor General that the prescribed course
of training is followed and is or is not in arrears. He will also give
a personal appreciation of the probationers’ work, conduct and progress.

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

Note.—No formal arrangements for training in Customs Revenue Audit are necessary. The
Accountant General may put on a young officer for some time to help the Examiner, outside
Audit Department, in the Customs Revenue work.

(¢) Departmental Examinations.

82. The Departmental Examination will be held after 6 months of
the Commencement of departmental training by the probationers in the
subjects detailed in paragraph 85.

83. Deleted.

84. Deleted.
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85. Subjects, sylabus.

Subjects ’ Marks Time Allowed
(1) Prices and Draft ... w200 3 Hours.
(2) Chapters 1, II, IV to VI and VIII of the Govern-
ment Securities Manual ; Compilation' of the
Central Treasury Rules, Volumes I and II ; Comp-
ilation of General Financial Rules Volumes I & IT
and the Book of Financial Powers and Introduc-
tion to Govt. Accounts and Audit ... w200  2-1/2 Hours.

(3) Civil Service Regulations (Pension Rules only) ;
Fundamental Rules (including the Supplementary
Rules issued thereunder by the Central Govern-
ment) .

(4) Audit Code; Comptroller and Auditor-General’s
Manual of Standing Orders; and Audit Manual
(with forms of the Audit Manual) ... . 200  2-1/2Hours.

(5) Account Codes Volumes I, I and IV ; and Com-
bined Finance and Revenue Accounts. (2 papers
of 100 marks each)...

(6) Central Public Works Account Code; and Account
Code, Volume IIT ... 200 2-1)2 Hours,

1,200 -

200  2-1/2 Hours.

200 2 Hours each. '

 The examination will be of a practical nature and all the books including the Combined
Finance and Revenue Accounts of the particular year mentioned in the paper will te allowed
€xcept, Introduction to Pakistan Government Accounts and Audit referred to in (2) aove.

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

Note :—A probationer who qualifies in all the sebjects except in precis and draft and also
obtains 55% marks or more in the aggregate of the sebjects (2) to (6) inclusive will have to re-
appear in the paper on precis and draft only until he obtains qualifying marks thereins.

(e) When counted against strength.

87. Unless otherwise directed by the Comptroller and Auditor
General, Probationers will count against the sanctioned strength of the
office to which they are posted after the end of two years or from such
earlier date as the Comptroller and Auditor General may determine
after they have passed the Departmental Examination.

(f) Rules for conducting the Examinations.

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

89. Postings and transfers from one office to another of all officers
are made by the Comptroller and Auditor General. The Accountant
General may make postings within his office to the sanctioned charges of
Assistant Accountants General. )

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

91. All reports of taking and giving over charge should be submitted
to the Comptroller and Auditor General along with a draft Gazette
Notification on the day the transfer of charge is made.

Leave

92. Accountants General should submit to the Comptroller and Auditor
General by 1st June and 15th October each year reports of the wishes
of officers, including themselves, to proceed on leave between October
and March and between April and September, respectively. The reports
should be submitted in Form 2.

93. Accountants General and the Director of Audit, Defence Services
and Railways may deal finally with applications for leave on average pay
up to four months of officers holding posts in the Junior scale of class IT of
P.A. & A.S., serving in their own offices or in the offices under their control.
Other applications should be forwarded with the recommendation of the
Accountant General to the Comptroller and Auditor General for dispo-
sal. :

Note 1.—The exercise of this power is liable to be suspended by the Comptroller and Auditor

General if it involves the appointment of a substitute when there is an excess of gazetted officers on
duty over the sanctioned number of charges in the Department.

Note 2.—If leave be refused in any case, a report of the reasons for the refusal should be made:
to the Comptroller and Auditor General. '

Note 3.—All grants of leave and the date of departure on, and return from, leave shall be re-
réorted to the Comptroller and Auditor General in the form in which they should appear in the
agette. .

94. In making proposals for creation of temporary posts of Assistant
Accounts Officers in leave or other vacancies of officers of the Pakistan
Audit and Accounts Service, the Accountants General should bear in mind
that ordinarily no temporary post will be sanctipned unless the period of
the vacancy is expected to exceed two months.

95. The Comptroller and Auditor General deprecates prefixing or
affixing holidays to leave especially in cases where a change in the heads
of offices is involved. In casesin which requests for permission to prefix
or affix holidays to leave are supported by the Accountant General, it
should be stated specifically whether ‘the holidays are such as may be

29 .
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prefixed or affixed to leave under the rules and whether the conditions

laid down in Supplementary Rule 209 are likely to be fulfilled on the:

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

96. All officers before proceeding on leave should report to the Comp-
troller and Auditor General their address during leave. When an officer
has failed to report his address communications addressed to him should
be sent care of the Pakistan Mission concerned if the officer be on leave
out of Pakistan and care of the Accountant General from whose office he
proceeded on leave if the officer be on leave in Pakistan.

-~ 97, All Officers on returning from leave out of Pakistan should
intimate to the Comptroller and Auditor General in good time the date on,
the ship by, and the port at, which they intend to reach [Pakistan. On
arriving at the port of disembarkation they should invariably call at the
office of the Comptroller and Auditor General of Pakistan, in case of
Karachi and Chief Auditor, East Bengal Railways, in case of Chittagong
and ask for the orders of posting, if not already received, or for confir-
mation of orders received previously. ’

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

Confidential Reports

99. (a) Civil Accountants General and the Departmental Accountants

" ‘General should send an annual report in M.S.0. Form No. 2-A on each

officer, including probationers, confidentially to the Deputy Comptroller

and Auditor General by name, to arrive by the 15th January each 'year.

The following instructions should be carefully followed in submitting the
reports —

(i) The name and designation of the officer reported on should
be clearly written, the name being spelt exactly as shown in
the Classified List. )

(ii) The report should be signed, not merely initialled, and should
be dated with the year as well as with the month and day on
which the report is written. ‘

(ili) A covering letter should show a list of officers whose reports
are forwarded.

(b) It should be remembered that the reports are intended to supply
such information as to make them a really reliable means of arriving
at a full and proper judgement of the character and capacity of the officers

. 30
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concerned. They should therefore be based on careful observation and
be carefully and conscientiously framed. The preparation of confidential
report is an important and responsible duty, and the manner in which
confidential reports are written will be taken into account in Judging the
qualities of the reporting officer. The opinions which are expressed
.should represent the result of careful consideration, so that, if called upon
the reporting officer could justify his opinions. Remarks should not be
mere off-hand impressions, and should not be so brief and casual as to
convey little real meaning. .

Note 1.—Reports should be submitted on all officers who have served under the officer sub.

mitting the report for three months or more during the year under report. Office copies of the
reports necd not be kept. -

Note 2.—~Whether there is a change in the Head of an office during the course of a year, the
relieved officer should write, and leave with the relieving officer, confidential repcrts on ail officers
‘Who have served under him for three months or more during the year under report and indicate in
his Memorandum accompanying the charge report that he has done so.

(c) Every report should comment generally on the way in which
‘the officer has carried out his various duties during the year and should
give an estimate of his personality, health, character, and ability, both
technical and administrative, making particular mention of his relation
with fellow officers, subordinates and general public, where necessary.
It should contain an opinion on any point specially required at any parti-
cular time, e.g., fitness to pass an efficiency bar, or whether the service
rendered during the period under report is up to the standard required
for counting the same for special additional pension under the relevant
pension rules. It should conclude with a general appreciation of the
work of the officer reported on. Instances of good and bad work or the
conduct of the officer upon which the report is based should not be given ;
nor the period or degree of personal experience to -justify the opinion
Tecorded.

Note.—The term ** administrative ability ” covers capacity for organization, control over
staff by disciplinary means or otherwise attitude towards staff and fellow officers.

(d) The reports should be prepared annually at the close of each
calendar year ; also on the departure of the Government servants|report-
ing officer concerned on transfer, if this occurs more than three months
after the annual report has been recorded.

(e) The reports will be kept in the safe custody of the Deputy Comp-
troller and Auditor General in charge of gazetted personnel, his own report

. being kept with the Comptroller and Auditor General. In order to

minimise the possibility of any of these reports being tampered with the
sheets in the confidential records should be page numbered in ink.

(f) No departure should be made from the headings in the standard
M.S.O. Form No. 2-A that has been prescribed. In cases, however, where
considering the special nature of the duties entrusted to the officers, it is
necessary to bring out any “ special ” qualities in the confidential reports,
suitable addition may be made to the ‘“listed ” headings in the prescribed
form.

(g) The following principles are laid down for guidance in regard
to communication of unfavourable remarks to the officers reported
upon :—

(i) When a report.is built up on the individual opinions of differ-
ent departmental superiors in gradation it is only the opinion
as accepted by the highest authority which need be considered
from the point of view of communication.

3i .
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(i) Asa general rule in no case should an officer be kept in total
ignorance for any length of time that his superiors after
sufficient experience of his work are dissatisfied with him;
in cases where a warning might eradicate or help to eradi-
cate a particular fault, the advantages of prompt communi-
cation are obvipus ; where criticism is proposed to be with-
held, the final authority to consider the report should record
instructions, with reasons, according to the nature of the
defects discussed, as to the period for which communication

" is to be kept back.

(iii) “ Remediable " adverse remarks should be communicated to
the officer concerned, mainly to enable the officer to make
effort for improvement. The reporting officer should be
able to make distinction between “remediable” and “irreme-.

diable ”’ defects.

(vi) The reporting officer should specifically state whether the de-
fects reported have already been brought in another connec-
tion to the notice of the officer concerned.

(v) Remarks in cases where the head of a Department or
other officer suspends judgement should not be communi-

cated. :
(vi) Great attention should be paid to the manner and method
. of communication in order to ensure that the advice given
and the warning or the censure administered, having regard
to the temperament of the officer concerned, may be most
beneficial to him. The adverse remarks may be communi-
cated in writing or verbally. In the later case, the fact of
communication should be recorded on the confidential report
and, if the officer so requests, the remarks should be given
in writing. The adverse remarks will be communicated, in
case of officers of P. A. & A. S., by the Comptroller and Auditor

General. i
The effect of the communication of adverse entries should be

carefully watched and the reporting officer should, when draw-
ing up a report in the next year, state whether the officer re-
ported on has or has not taken steps to remedy defects to
which his attention has been drawn in a previous year. Such
remarks should also be communicated to him, so that he may
know that his efforts to improve have not passed unnoticed.
The method of communication in either case should be the

same.

(h) Except to th
contents of the repor

concerned.
(i) Copies of the letters communicating adverse remarks and sub-

sequent communications referred to in sub-paragraph (g) above, should
also be kept in the officers’ personal files, and where possible brought to
the notice of the reporting officers at the time when reports are due to

be written.
{(g) An office

from the same rep
Officer.
: 32

(vii)
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ts will not be divulged to the Government servant

r receiving adverse remarks for two successive years
orting Officer should be placed under another reporting
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Conduct and discipline

100. The standing orders of. the Central Government regarding the
conduct of all Government servants in civil employ published in g separate
pamphlet, entitled “ The Government Servants’ Conduct Rules ” are appli-
cable to all officers.

101. The Accountant General is bound invariably and promptly to
report to' the Comptroller and Auditor General any misconduct on the
part of an officer. If the pay of an officer be attached by order of a Civil
Court, the fact must immediately be reported to the Comptroller and
Auditor General and the explanation of the officer should be submitted
with this report.

. Note.—The rules relatine the attachment of P2y contained in Rules 2250229 of the compila.
tiom of Central Government Treasury Rules, Vol. 1, are applicable to all cfficers.

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

(i) A Government servar;t shall no_t act as arbitrator in any

case without the sanction of his Immediate superior.unless

(ii)) No Government servant shall act as an arbitrator in any
case which is likely to come before him in any shape in
virtue of any judicial or executive office which he may be
holding. ' '

(i1) If a Government sérvant acts as arbitrator at the private -
request of disputants, he shall accept no fees except as pro-
vided in the rules framed by the Centra]l Government under
Rule 47 of the Fundamental Rules.

(vi) If he acts by appointment of a Court of Law, he may
accept such fees as the Court may fix,

103. An officer ce_ﬂled upon by. a Court of Law to act as a

Commission to give evidence of. technical matters may comply with the

104. No officer should correspond direct with an authority superior
to the officer under whom he is immediately serving unless in a case of
extreme emergency, in which case he must send copies of his communi-
cations to his immediate superior.

105. The transfer of the services of a Gover:nment servant from one
Government office or department to another is regulated under the
‘ Government servant’s Applications for Posts (Centra] Services) Rules,
1953 ” relevant portions of which are reproduced below :—

which he is employed.

L 8(59) Compt.A.G. .
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Permission to a Government servant employed in a Central Service
to apply for, or for transfer of his services to, a post in another Depart-
ment or office of the Central Government, or a Provincial Government
or a Chief Commissioner (or Administrator, Karachi), shall not be

. granted except in such cases and in such circumstances as may from time
to time be specified by order of the Central Government.

Private Work

_ 106. Honorary work of a social, public or philanthropic nature may
be undertaken by an officer without the special permission of the Compt-
roller and Auditor General who should, however, be consulted before
any very important or onerous unpaid duties are assumed.

Not=:—Remunerated private work is governed by the Fundamental Rules.

107. No officer should act as correspondent, honorary or paid,
occasional or régular, to newspapers and journals, or edit any newspapers
or any other periodical publication, without the previous permission of
the Comptroller and Auditor General. Before giving permission the
Comptroller and Auditor General will consult the Central Government
S0 as toensure uniformity of practice between all Departments.

' No officer should become ex officio member as representing Govern-
‘mernt Of committees or boards of management of institutions with which
“he is covnected in an auditorial capacity. Cases where this is proposed
-should be r=ferred to the Comptroller and Auditor General.

Penalties

: yules regarding the imposition of penalties are contained
in R%l?ess L’}I;)he52 and 53,:; of the Civil Services (Classification, Control and
Appeal) Rules and strict compliance with these rules is necessary in any

disciplinary case.
Medical Attendance

: he rules regarding the medical attendance for officers §erving
unde:(i%e’lz;dsninistrative control of t}le President are contained in the
Central Government Services (Medical Attendance) -Rules, 1944.

i i tral
reciprocal arrangements do not exist between the Cen
and :‘glfgsincialpGovernment any special rules governing medical attend-
ance should be incorporated in the local manual.

Petitions and Memorials

. ; . . . s ‘tions to
. The instructions dealing with the submission of petitions

the 11}‘:"esident are contained in the Cabinet Secretariat Notifica-
tion No. 7|1/48—Estts. (S.E), dated the 14th November, 1949. These
instructions apply to matters in regard to which the statutory appeal
rules make no specific provision. The statutory appeal rules are con-
tained in part XIII of the Civil Services (Classification, Control and
appeal) Rules. R

te 1A ppeals, petitions and memorials addressed to the President shou submi o
he C?rg;:}olleﬁggsa Asugité;%l:nera] in duplicate.

. 34
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Note 2.—Copies of memorials addressed to the President should not be forwarded by the
memorialists direct to those authorities, as such a practice is not authorised by the rules for the sub-
mission of memorials.

111. Deleted.
Superannuation, Retirement and Resignation

112. Recommendations for extension of service after superannuation

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

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

114. Deleted.

Casualties

115. The death of an officer should be reported immediately to the
Comptroller and Auditor General. I

116. Deleted.
117, Deleted.
Miscellaneous

118. Accountants General should intimate to the Comptroller and
Auditor General in writing whenever they propose to leave headquarters
on duty or casual leave or during holidays. If the absence from head-
quarters is likely to be more than five days, the address during absence
should be intimated to the Comptroller and Auditor General.

Note.—During the budget season the Accountants General ars expected to remain at head-
quarters. .

119. A Classified List of officers in the Finance Ministry and in de-
partments under its administrative control is issued yearly corrected up
to the 31st December. For the preparation of this list statements showing
the pay and allowances drawn by all officers of the Pakistan Audit De-
partment on the 31st December should be forwarded each year in Form
3 in time to reach the Comptroller and Auditor General by the 7th of:
January at the latest. Preliminary statements showing the particulars
so far as they can be foreseen, should reach the Comptroller and Auditor
General by the 15th December.
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CHAPTER IV.—ASSISTANT ACCOUNTS|AUDIT OFFICERS
Recruitment

120. Recruitment to the grade of Assistant Accounts|Audit Officers
is made ordinarily by promotion from the Subordinate Accounts Service.
No one has any claim to such promotion as of right and the Comptroller
and Auditor General reserves to himself the power to make appointments
otherwise than by promotion from the Subordinate Accounts Service.

¢ 121. Promotions to the grade of Assistant Accpunts|Audit Officers
are made on the basis of seniority subject to fitness to the extent of 80%
of the vacancies and by selection to the extent of 20% of the vacancies.

For purposes of regulating promotion by selection against 209% of
the vacancies, a roster will be maintained for all vacancies in the Assistant
Accounts|Audit Officers’ grade and every 5th, 10th, 15th etc. vacancy
will be reserved for promotion by selection. '

122. Appointments in an officiating capacity are made in Civil
Accounts and Audit offices by Accountants General and in non-civil
offices by the departmental Accountants General. Substantive appeint-
ments are made by the Comptroller and Auditor General.

Note.— When recommendations to the Comptroller and Auditor Genera] are made for filling
up vacancies substantively the characterroll containing the confidentjal reports of the person who
is recommended for promotion should be submitted along with the proposals. If the recommenda-
tion involves supcrscssions then the character roll not only of the person recommended but alse
of those whom it is proposed to supersede should be sent for reference.

123. The Posts of Assistant Accounts|Audit Officer will be open te
members of the Subordinate Accounts Service.

Postings and Transfers

- 124. Assistant AccountsjAudit Officers employed in the Posts and
Telegraphs Accounts and Audit Offices are liable for service anywhere
in Pakistan. Those employed in the Railway Audit Offices are liable for

~ transfer within the circle to which they belong. Transfers among other
Assistant Accounts|Audit Officers are not ordinarily made but may be
made when considered necessary on terms to be prescribed by the Comp-
troller and Auditor General in each individual case. Assistant Accounts|
Audit Officers recruited direct to these posts are liable for service any-
where in Pakistan or abroad.

Leave

125. Civil and departmental Accountants General may deal finally
with applications for all kinds of leave. All grants of leave and officiat-
ing appointments made in consequence should be reported to the Comp-
troller and Auditor General in the form in which they should appear in

the Gazette.

128. Assistant Acoounts|Audit Officers recruited direct to these
posts should, before proceeding on leave, report to the Comptroller and
f::ditor General! and the Heads of office concerned, their address during

ve.
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Confidential Reports

127. (a) The character rolls of Assistant Accounts|Audit Officers are
maintained in M.S.0. Form No. 2-A. by the Accountants General concern-
ed. Character Rolls of Assistant Accounts Officers recruited direct are
maintained in the office of the Comptroller and Auditor General.

(b) The general instructions in regard to preparation and communi-
«cation of confidential Reports contained in para. 99 applymutatis mutan-
dis to Assistant Accounts|Audit Officers also.

(c) The reports should be rendered without reference to previous
reports by other reporting officers, and neither the report'ng cfficer nor the
countersigning officer should pass to another officer any notes or copies of
the reports which he may have made. Although the reporting officers
should write the confidential reports initially without reference to the pre-
vious reports, to facilitate unbiased judgement, they may afterwords con-
sult previous reports particularly to ensure whether any additional
-comments are required on points previously reported on. '

Conduct and Discipline

128. The rules and orders contained in paragraphs 100 to 105, apply
‘mutatis mutandis to Assistant Accounts|Audit Officers.

Private Work

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

‘Penalties

130. The rules mentioned in paragraph 108 apply mutatis mutandis
to Assistant Accounts|Audit Officers. :

Medical Attendance

131. The rules mentioned in para. 109 apply to Assistant Accounts|
Audit officers.

Petitions and Memorials

132. The rules mentioned in paragraph 110 apply mutatis mutandis
to Assistant Accounts|Audit Officers.

133. Deleted.
Superannuation and ﬂetirement
134. The instructions contained in paragraph 112 apply

mautatis mutandis to Assistant Accounts|Audit Officers.

Note —Assistant Accounts/Audit Officers should be considered as non-ministerial servants
“for the purpose of Rule 56 of the Fundamental Rules. .

135. Applications for pension of substantive Assistant Accounts|Audit
Officers employed in Civil Audit Offices and in the offices under the Direc-
tor of Audit, Defence Services and the Director of Railway Audit, should
’bﬁa.;ubmitted to the Comptroller and Auditor General through the proper
channel. .

Casualties

136. The death of an officer should be réported immediately to the
‘Comptroller and Auditor General.
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CHAPTER V.—SUBORDINATE ACCOUNTS SERVICE
Section I.—Organisation of the Subordinate Accounts Service

137. The Subordinate Accounts Service is a Central Subordinate
Service under the rule-making control of the Central Government cons-
tituted for the subordinate supervision of the work of the Pakistan Audit
Department.

Note.— The relevant provisions of Chapter VI on matters méntioned below apply:
mutatis mutandis to Subordinate Accounts Service Accountants;
Precaution against re-emplyment of men dismissed;

Regional and Zonal Representation;
Conduct, Discipline, etc.;
Alteration in Date of Birth;
Updnaking of Private Work;
Penalties;

Petitions and Memorials;

Medical Attendance;

Supéranuation and Retirement;
Dismissal, Discharge and Resignations;
Commutations of Pensions;
Compassionate Gratuities;

Accounts Office Associations;
Gradation List,

138. The branches of the Service are as follows :—
(a) Civil Subordinate Accounts Service :
(i) Ordinary branch for work in the main office, for the Out~
side Audits, and for the Commercial Audits, of Civil
' Accountants General. .
(ii) Local Audit Branch for work in the Local Audit Branch.
of the offices of Civil Accountants General.
¢ (iii) Customs Audit Branch for work in the branch conducting
test audit of Customs Revenue.

*(b) Railway Subordinate Accounts Service for work in the Rail-
way Audit Branch of the Pakistan Audit Department conduct-
ing test audit of Railway Accounts. :

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

*(d) The Subordinate Accounts Service for Defence Serviceg Test

Audit for work in the offices conducting Test Audit of Military

Accounts.

*Note.—For regulations and orders regarding the appointment, conditions and service etc.,
of the Subordinate Accounts Service of these branches see the local Manuals. )

189, Appointment to the Subordinate Accounts Service——No person
who has not passed the departmental examination prescribed in Section
II of this chapter is eligible for appointment to the Subordinate Accounts.
Service :.’

Provided that the Comptroller and Auditor General may on his own.
initiative himself waive this requirement in special cases.
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140. Subject to the orders contained in this chapter and subject also
to any orders which may be issued from time to time by the Comptroller
and Auditor General appointments to the Subordinate Accounts Service
are made by the Accountants General partly by the recruitment of S.A.S.
probationers|Apprentices in accordance with paragraph 142 but mainly
by promotion of the eligible clerks in their offices and the Divisional
Accountants under their control (subject always to the conditions that the
eligible persons are also qualified in the opinion of the appointing autho-
rity by, ability character and experience* to discharge adequately and
efficiently the duties required of the incumbent of a post in the Subordi-
nate Accounts Service).

*Explanation.—Experience in Public Works Accounts either acquired by holding charge of
Public Works Divisions or by training in Public Works Divisional Offices to be arranged by head
of offices for periods prescribed by the Comptroller and Auditor General from time to time
is a necessary pre-requisite for confirmation of any person in the Subordinate Accounts Service.

141. No exclusive vested right of appointment to the Subordinate
Accounts Service can be claimed by any class of employees in the Pakistan
Audit Department and the Comptroller and Auditor General is not preclu-
ded from directing the appointment of any person not belonging to the

categories mentioned in paragraph 140,

142. Subordinate Accounts Service probationers|Apprentices should
be recruited as and when considered necessary, with the prior concurrence
of the Comptroller and Auditor General, and with reference to such terms
and conditions as may be prescribed. They should not have completed
25 years of age on the date of their reportinz for duty as S.A.S. pro-
bationers|Apprentices and should be chosen from among those who have
appeared in the competitive examination for the Central Superior services
and obtained high places on the list published by the Federal Public
Service Commission, though not sufficiently high to secure appointments,
or through a competitive examination ete. to be prescribed by the Comp-
troller and Auditor General. A Candidate who has married or has en- .
tered into a premise of marriage with a person who is not a citizen of
Pakistan may at the discretion of Government be regarded as ineligible
for appointment to the service post. :

143. Subject to the conditions in paragraph 139 and subject also to
the right of the appointing authority to make any special promotion in
accordance with paragraph 144, Clerks or Divisional Accountants eligible
for appointment to the Subordinate Accounts Service shall ordinarily
be selected for appointment to the Subordinate Accounts Service in the
order of the dates of their passing the examination, but in order to allow
for length*| of service and experience, every three complete years of the
excess in length of service (either as a Clerk in the Audit Office or a
Divisional .Accountant or an Accounts Clerk in a Divisional or Sub-divi-
sional Office of the Public Works Department) should be treated as com-
pensating for one year’s delay in passing the examination. From the
Examination held after July, 1955 the weightage so allowed shall not,
however, exceed three years, .., the benefit shall be limited to the diffe-
rence in length of service up to 9 years only.

Explanation.—All continuous officiating and tamporary service should be taken jnto

- account in calculating lenght of service for the purposes of this instruction:

propvided that any modification in this principle of calculating seniority applied in a non-
civil office under the Comptroller and Auditcr General shall have the prior concurrence of the
Comptroller and Auditor General. The rules applying such modifications shall be embodied in
the departmental manuals of such non-civil office.
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*Note 1.—Service after Six years in the Lower Division should be reckoned as equivalent
service in Upper Division for the purpose of this paragraph. In other Words service up to six
years in the Lower Division should he ignored, and service thereafier in the Lower and Upper
divsion clerical grades count equally towards lengih of service,

Note 2.—The seniority of S.A.S. Probationers Apprentices in the S.A.S. Cadre will te de-
:_ermmed in accordance with the orders issued by the Comptroller and Auditor General from
ime to time.

143-A. Persons who have appeared in the S.A.S. or the S.AS. (EC)
examination and who are appointed to hold charge of S.A.S. posts, under
paragraph 226 of Comptroller and Auditor General’s Manual of Standing
Orders before the results declaring them successful are published, may be
promoted retrospectively to officiate in the S.A.S. or S.A.S. (E.C.) scale,
as the case may be, for the periods they are actually in charge of S.A.S.
posts after the last day of examination, if they subsequently pass the
same.

(This will have effect from 15th August, 1947.)

144. Nothing contained in paragraph 143 shall prevent a competent-
appointing authority from selecting an eligible person who has shown
putstanding ability and superiority over others and appointing him to the
Subordinate Accounts Service in preference to the eligible persons senior.
to him. An appointing authority shall consider personally every third
vacancy in the Subord'nate Accounts Serv'ce as open to be fil'ed by an
appointment on grounds of merit and distinctive performance alone with-
out any regard to seniority.

Note.—The instructions contained in this paragranph will also apply to promotions fro i
b rank of Junior to Senior Auditors in the Raliway Subordinate Accounts Service

144-A. On the Civil side, a number of -the Subordinate Accounts
Service is regarded as “Senior Accountant” when he has crossed the
efficiency bar in the Subordinate Accounts Service scale of the office to
which he belongs.

145. Appointment to the Subordinate Accounts Service is depart-
mental promotion for purposes of the Central Government’s orders
governing reservation of posts for various communities and regions ; and
these orders shall, therefore, be followed in the case of direct recruitment
to the S.A.S. cadre to the extent these are applicable to such recruitment
in a particular office or branch of the Audit Department.

'146. Conditions of transfer from one branch to another.—Transfers
to and from the branches (vide paragraph 138) of the Subordinate

Accounts Service are admissible only under the conditions explained in
Section II of the chapter.

147. Transfers of Subordinate Accounts Service men (including
Subordinate Accounts Service passed clerks) from one Accounts and
Audit Office to another are not ordinarily admissible. Transfers effected
either in the public interests or by mutual agreement are permitted by
the Comptroller and Auditor General on terms and conditions determined-
by him in each case in consultation with the Accounts General and in
agreement with the persons so transferred.
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148, Liability of transfer to the Office of the Comptroller and Audi-
tor General and the Central Government, Finance Ministry.—A perma-
nent member of the Subordinate Accounts Service or a Subordinate Ae-
counts Service examination passed clerk may be called upon to accept
transfer to the office of the Comptroller and Auditor General of Pakistan
or the Central Government, Finance Ministry, on terms to be prescribed
by the Comptroller and Auditor General or by the Central Government
Finance Ministry, in each individual case: and this liability should be
clearly stated in the Office Manual or other published record of the con-
ditions of first appointment.

148-A. Confidential Reports—The confidential reports on members
of the S.A.S. should be maintained by the heads of offices. The confi-
dential reports will be recorded each year in M. S. O. Form No. 4-A. The
general instructions in the preparation and the communication of confi-
detail reports as contained in paragraphs 99 and 127, will apply mutatis
mutandis to the S.A.S. staff. The Comptroller and Auditor General
should arrange for annual review of the confidential reports to see that
they are kept up to date and that the work of outstanding and promising
men is brought to his notice.

Section II.—Regulations for the Departmental Examinations
qualifying for appointment to the Subordinate Accounts
Service (vide paragraph 139)

ParT I

149. These regulations are applicable to all candidates appearing in
any Branch of the Subordinate Accounts Service except S. A. S. pro-
bationers|Apprentices who are governed by separate orders mentioned
in paragraph 142.

150. The Departmental examination qualifying for appointment to
the Subordinate Accounts Service is divided into two parts and an exa-
mination in both parts will be held either once or twice a year, as consi-
dered necessary by the Comptroller and Auditor General. The exami-
nation will be for all Accounts and Audit Offices in all branches on dates
notified by or on behalf of the Comptroller and Auditor General. It
will be conducted in the several Accounts and Audit Offices in the manner
described in Section III of this chapter, by means of question papers some
of which will be set by or on behalf of the Comptroller and Auditor
General, and others set locally under the orders of the Accountant General
as the case may be. The answers will be examined and marked by offi-
cers nominated by or on behalf of the Comptroller and Auditor General
or the Accountant General according as the papers are forwarded by or
on behalf of the former or set locally by the latter.

151. The scheme of examination for appointment to the Subordinate
Accounts Service is related to the organisation of the various branches as
described in paragraph 138. The general principles and procedure (except
as otherwise indicated at appropriate places) set out in the succeeding
paragraphs of this Section are applicable to examinations for Civil, Posts
and Telegraphs and Railway Branches of the Subordinate Accounts Ser-
vice. Instructions of local character relating purely to procedure are
issued by Accountants General and will be found in local Manuals,
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152. Permission of the Comptroller and Auditor General is necessary
for a candidate to appear for the examination. The Comptroller and
Auditor General requires for this purpose from Accountants General,
statement of the candidates recommended by them in M. S. O. Form No. 4.
The date for the submission of this statement will be prescribed by the
Comptroller and Auditor General along with the date announcing the
commencement of each examination,

153. To advise the Accountant General in his duty of recommending
candidates for the approval of the Comptroller and Auditor General an
Advisory Committee will be constituted in each office. The composition
and strength of the Committee will be determined by the Accountant
General and the Committee itself will be an advisory body only. The
final selection of candidates to be recommended will rest with the Accoun-
tant General himself. The preliminary selection should be made as
early as possible after the results of the Jast Subordinate Accounts Service
examination are declared so that intending candidates may start their
preparation with the practical certainty that théir names will be recom-
mended to the Comptroller and Auditor General. This preliminary selec-
tion does not, however, fetter the discretion of Accountants General in
sending to the Comptroller and Auditor General exceptional cases at &
later date, '

154. The essential condition which shall govern the recommendation
of an Accountant General is that the candidate recommended shall, on

his passing the examination, be likely to be efficient in all the duties of the
Subordinate Accounts Service.

- 155. Unless otherwise directed by the Comptroller and Auditor
General under any genera] or special order issued by him, no one will be
eligble to sit for the examination unless he has put in three years, total
service either as a clerk in an Audit Office or as a Divisional Accountant -

Provided that a Lower Division clerk should have put in not less
than five years’ service in the grade to make him eligible for the exami-
naton. A person who has served both as Lower Division Clerk and
Upper Division Clerk he may be recommended for the examination if
his service as upper Division clerk is not less that 115 years and half
the service as Lower Division clerk plus service as upper Division clerk
comes to three years or more.

Provided also that a candidate must be less than 32 years of age
when he sits for the first time in Part T of the Subordinate Accounts
Service examination and must pass the examination in both Parts I and
I1 before he completes 40 years of age. This restriction does not apply
to individuals who have passed one branch of the Subordinate Accounts
Service examination and are permitted to appear in another branch,

The date for determining the age of a candidate is the 15th Novem-
ber of each year.

Explanation.—The total service required under this paragranh to make a person eligible to
ApPpear tor the examination may consist of several periods of service, namely :—

(i) As a Divisional Accountant. o
(i) As an Accounts Clerk in the Public Works Department (up to a limit of two vears),
and

(iii) Asa clerk in an Audit Office.
42
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Note. 1,—Clerks who have not passed the Customs Auditors Confirmatory Examination are
not permitted to appear in the Customs Audit Branch of the Subordinate Accounts Service Exau
mination, unless they have already passed the Subordinate Accounts Service Examination in the.
ordinary or Local fund Audit Branch.

Note 2.—Record clerks and Routine clerks are not eligible to sit for the Subordinate Accounts.
Service Examination.

Note 3.—Stenographers and Steno-typists are not, as a class, eligible to sit for the Subordinate:
Accounts Service Examination. Candidature of Stenographers/Steno-typists may however, be
recommended by the Accountants General etc. only in those cases Where the condidates have
prior to their appointment as Stenographers/Steno-typists, rendered not less than 3 years, service
as Upper Division Clerk in the Pakistzn Audit Department in the case of the former or 5 years in
_the department as Lower Division Clerk in the case of the latter.

Where the service as Upper Division Clerk or Lower Division Clerk falls short of 3 years ¢r
5 years as the case may be, the service rendered by the Candidate as Stenographers/Steno-typist
may be taken into account by reckoning two years’ service in those Cadres equivalent to one
year’s service in the Upper Division or Lower Division clerical cadre as the case may be, to make
the tota] period equal to 3 years or 5 years respectively. ‘

&
i

156. Np candidates who has not passed Part I will be allowed to take
the examination for Part II in any branch.

157. Candidates from offices where such audit work is not one of the:
functions of the office are not eligible to sit for the Customs Revenue
-Audit and Local Audit Branches of the examination.

158. Except with the previous special sanction of the Comptroller and
Auditor General a candidate will not be allowed more than three chances
to appear for each Part of the examination. Permission to appear at
any particular examination will count as one attempt whether the candi-
date actually sits for the examination or not unless he is specially allowed

by the Comptroller and Auditor General to withdraw his name : such
withdrawal will not be allowed unless the circumstances of the case fully

justify the concession :

Proviso.—S.AS. probationers|Apprentices are governed in respect
of the'r chances to appear for the examination by separate provisions
specially applicable to them in paragraph 142.

158-A. Withdrawal of candidature, without forfeiting a chance, will
not be allowed unless the circumstances of the case fully justify it. Per-
mission for withdrawal can be allowed if the candidates concerned apply
in writing giving reasonable grounds, within the date prescribed by the
Comptroller and Auditor General before’ the Commencement of each
examination. Any request for withdrawal after that date will not be
entertained except on grounds of illness during the days of examination.
Such requests must be supported by a medical certificate from the
authorized medical attendant of the candidate. In cases where the
Accountant General is not satisfied, he may refer the matter to the Civil
Surgeon for a second med:cal opinion and countersignature of the certifi-
cates produced by the candidates.

159. Candidates failing to qualify in one branch in the permissible
number of chances allowed, are permitted under conditions to offer
themselves for another branch. The conditions and orders governing

. this option are set out in Part II of this Section (vide paragraph 164 to

166).

160. Men who have passed the examination of one branch may
qualify for transfer or promotion to another branch of the Subordinate
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Accoupts Service, vide paragraph 146, if they satisfy the conditions
Prescribed in paragraphs 167 and 168. )

161. Candidates satisfying the conditions set out in paragraph 154
to 156 are eligible for recommendation but have no claim to be recom-
mended for the Comptroller and Auditor General's permission to appear
for the examination, The Accountant General should certify at the foot

162. The candidates rejected by Accountanfs General on three occa-
~ sions or permanently have the right of appeal against their rejection to
the Comptroller and Auditor General whose decision shall be final.

163. The Comptroller and Auditor General’s orders on the recommen-
dations of the Accountants General, vide paragraph 152, will be communi-
cated as soon as possible after the receipt in the Comptroller and Auditor
General's Office of the statements contain‘ng these recommendations and
the Comptroller and Auditor General's orders thereon will be final,

Section I.—Part I (A).—Conditions under which persons not qualified
for one branch may qualify in another

164. Persons who have exhausted all their chances for the Subordinate
Accounts Service examination of one Branch, will not be eligible 'to
appear for the Subordinate Accounts Service examination in another
branch under any conditions whatsoever :

The Accountants General may, however recommend for the special
permission of the Comptroller and Auditor General any of the men
transferred in the public interest from one branch of the Accounts and
Audit office to another: special permission of the Comptroller and Auditor
General will not be given unless the exceptional circumstances of the case
fully justify it, and in any case unless the candidate himself is under 40
years of age.

165. Others who have failed and exhausted all the chances in one
branch of the examination may be allowed to appear in another subject to
the following conditions:—

(i) Candidates who fail to péss Part I of any branch will not be
allowed to appear as fresh candidates for any other branch.

(ii) Candidates who have passed Part I of the Commercial Audit,
Local Audit or Customs Revenue Audit Branch of the Ex-
amination but failed to pass Part IT of that branch, will not
be allowed to sit for the Ordinary Branch.

(iii) Candidates who pass Part I of the Ordinary Branch (but fail to
pass Part II of that Branch in the permissible number of °
chances) may be allowed to take Part II of anpther branch
as fresh candidates for that part, subject to other conditions
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(#7i) Leave Procedure Rules made by
the Central  Government repro-
duced in Rules 214 to 262 (both
inclusive) in Divisions XI and XII
of the Supplementary Rules made
by the Governor General (in Council),
and

(iv) Instructions issued by the.comp-
troller and Auditor General in
connection with Leave Procedure
reproduced in Annexure B to Chap-
ter 2in Section IV of Audit Code.

Theoretical 13 hours 100
Practical 24 hours 100

(3) Audit and Account Rules and procedure,
etc., viz :—

(i) Audit Code.

(i)) Audit Manual and Book of Forms
of Audit Manual excluding Works
Audit and Public Works Inspection
Rules.

(#ii) Account Codes, Volumes T to IV
(excluding Public Works Portion).

(i) Compilation of the Central
Government  Treasury Rules,
Volumes, I and Il

(v) General Financial Rules, Vol
' I'and II. ‘

(vi) List of Major and Minor Heads
of Accounts of Central and Pro-
vincial Receipts and Expenditure.

Theoretical 2 hours 100
Practical e 2} hours 100
Total for Part [ 550

Note 1.—For subject No. (3) above, the following books are recommended for perusal. The
wHh1not be treated as text books on Which specific questions wil] be set

1. AnIntroduction to Pakistan Accounts and Audit—Parts I and II1.

2. Principles and Practice of Auditing, by J.R. Batliboi. F.S.A.A.(Hons), RA.—Chap-
ters IX and XIV. - "

Note 1-A.—With the excention of Rules 214 to 262 (both inclusive) the Supplementary Rules:
made by the President do not form part of the Syllabus for subject (2) above.
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2. Ordinary Branch Accountants tak- Should pass in subject (3) of Part I
ing P.osts and Telegraphs Branch and subjects (4) and (6) of PartII
Examination. of the Posts and Telegraphs Branch

- Examination.

3, Ordinary Branch Accountants Should pass in subjects (4) of part I
taking Railway Audit Branch and (2) and (3) of Part II of the
Examination, Subordinate Railway Audit Service

examination.

4. Ordinary Branch Accountants tak- Should pass in all subjects excepting
ing Military Test Audit Branch Exa- “Precis and Draft” and “Book-
mination, keeping” of the Subordinate Accounts

Service Examination of the Military
Accounts Department.

5. Local Audit Branch Accountants Should pass in Part II of the Customs
taking Customs Revenue Audit Revenue Audit Branch.
Branch Examination

6. Customs Revenue Audit Branch Should pass in subjects 3 (C) of Part I
Accountants taking Local Audit and (4) and (5) of Part II of the
Branch Examination. Local Audit Branch Examination.

7. Customs Revenue Audit Branch and Should pass in all subjects of both

Local Audit Branch Accountants
taking Ordinary Branch Examination.

Parts I and II excepting “‘Precis and
Draft”” papers.

167-A. Candidates, who while serving in one branch of the Audit

Department, desire to qualify in the S.A.S. Examination of another branch

and are permitted by the Comptroller and Auditor General, will not have .
any claim as a matter of right, on their qualifying in the S. A. S. Exami-

nation of the other branch, for appointment to posts held by the

Accountants of that particular branch. Such candidates may, if con-

sidered necessary by the Comptroller and Auditor General, be required

to furnish an unqualified undertaking to the above effect before they are

allowed to take the examination of the branch other than the branch to

which they belong.

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

Section IE—Part IIL.—Syllabus and subjects of the Departmental
Examination mentioned in Part I of this Section.

ORDINARY BRANCH
Parr I
Mks
169. (1) .  Precis and Draft 3 hours 150
2 (i) Fundamental Rules,

(i) Pension Rules in Civil Service
Regulations and in Rules 13 and
14 of the Superior Civil Services
Rules, 1924,
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6. Posts and Telegraphs Branch Should pass in “ Commercial Book-keep-

candidates taking Customs. ing” and “ Civil Account Code and
Audit and Account Code ** Paper in Part I

Revenue Audit Branch. - and will be given one chance to pass in
these papers.

“7. Customs Revenue Audit Branch Should pass in the “Local Rules and
- candidates taking Local Audit  Public Works Accounts Code * included
in Part I of the Local - Audit Branch
and will be given one chance to pass

) in this paper.

Branch.

Provided that those candidates who are permitted to take Part II of
other branches must also pass the further Part I subjects as specified above
before they are permitted to take Part II subjects. But they may take
these Part I subjects together with the Part II subjects, with the special
permission of Comptroller and the Auditor General. This permission will
npt ordinarily be given when more than a single Part I subject is to be
taken :

Provided also that candidates of the various branches who have ex-
‘hausted all their chances, normal and special, in their parent branch under
the syllabus in-force will not be allowed credit for passing Part I as a whole
but will be exempted only in the following subjects of Part I if they had

secured exemption marks:i— .

1. Ordinary Branch and Commercial (1) Precis and Draft.

Branch candidates taking Local Audit
or Customs Audit or Posts and Tele- (2) Fundamental Rules, Civil Ser-

. graphs Branch. vice Regulations.
2. Posts and Telegraphs Branch candi- Same as against 1 above.
dates taking Ordinary Branch, Local
Audit, or Custoems Audit Branch,
3. Local Audit Branch candidates tak- Precis and Draft and Commercial
ing Customs Audit Branch. Book-keeping.

They will be allowed only one chance to pass in the remaining sub-
jects of Part I, and three chances for Part II of the new Branch.

(B) Conditions for passed Subordinate Accounts Service men of one Branch
to qualify in other Branch, vide paragraph 146

167. The general principle regulating the transfer or appointment
substantively of a man who has passed the Subordinate Accounts Service
examination in a Branch from one Branch to another is that he should
qualify himself in the special subjects of the branch to which he is trans-
ferred or in which he desires to qualify. According to this principle,
such men should pass in the following subjects of the other Branch before
they can be appointed substantively to it :—

1. Ordinary Branch Accountants tak- Should pass in the subjects included .

ing Local Audit Branch or Customs in Part 1I of the Local Audit Branch

Revenue Audit Branch Examination or the Customs Revenue Audit
Branch Examination.
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regarding experience and probable capacity to pass being
satisfied. )

(iv) Candidates who pass Part I of the Local Audit or Customs
Revenue Audit Branch but fail to pass Part II of the parent
branch in the permissible number of chances, may be allowed
to take Part II of the Customs Revenue Audit or Local Audit
Branch, as the case may be, as fresh candidates subject to the

( conditions mentioned in the concluding part of clause (iii)
: above.

(v) Candidates who pass Part I of the Posts and Telegraphs Branch
but fail to pass Part II of that Branch in the permissible number
of chances, may, in very exceptional cases, be allowed to sit for
Part O of another branch as fresh candidates with the special
permission of the Comptroller and Auditor General.

168. Candidates of the Ordinary Branch, Local Audit Branch, and
@ustoms Revenue Audit Branch who satisfy the conditions in paragraph
185 and who desire to appear in Part II of another branch after exhaust-
ing their chances in their parent branch under the syllabus in force from
the examination in 1937 and the following years, will not be allowed
eredit for passing Part I of the branch in which they desire to qualify or
be given three chances for appearing in Part II of this other branch until
they pass in the following subjects of the Part I of the Branch in which
they seek to qualify :—

1. Ordinary Branch candidates Should pass in “ Commercial Book-keep-~
taking Local Audit Branch. ing "’ and “Local Rules and Public
Works Account Code ” included in the
syllabus for Part I of the Local Audit
Branch and will be given one chance

to pass in these papers.

2. Ordinary Branch - candidates Should pass in *‘ Commercial Book-keep-
taking Customs Revenue  ing” included in the syllabus for
Audit Branch. Part I of the Customs Revenue Audit

Branch and will be given one chance
to pass in this paper.

3. Ordinary Branch candidates Shoulq pass in “‘ Postal Accounts _ and
taking Posts and Telegraphs  Audit, Government Book-keeping and

Branch. ‘ Postal Account Code paper” in Part
1 and will be given one chance to pass
in this paper.

4. Posts and Telegraphs Branch Should pass in “ Civil Account and Audit
candidates  taking Ordinary  Debt Code, Government Book-keeping

Branch. and Account Code paper ”’ in Part I and
will be given one chance to pass in this
paper.

5. Posts and Telegraphs Branch Should pass in “ Commercial Book-keep«
candidates  taking Local ing’’, “Civil Account Code and Audit
Andit Branch. and Account Code”. “Local Rules

and Public Works Account Code”
papers in Part I and will be given one
chance to pass in these papers.
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ORDINARY BRANCH

ParT II Marks

(4) Public Works Account Rulesa nd Pro-
cedure, viz —
: (i) Central Public Works Account
Code with  Appendices.
(ii) Book of Forms referred to in the

Central Public Works Account
Code.

(iii) Account Code, Vol. III (Parts I
and II, Public ~Works portion
only) and, (IV) Works Audit and
Public  Works Inspection Rules
in Audit Code, and Audit Manual
with  corresponding Forms in
Forms of Audit Manual.

Theoretical ... 1} hours 100

Practical . | .. 2% hours 100
(5) Advanced Book-keeping with costing and}

stores control. 150 each

Two Theoretical papers of 2} hours each. (or 300 in all)
Total Part IT" ... 500
Total for Parts I and 11 ... 1,050

Note 2.—The first paper in subject No. (5) willconsist of factory accounting, costing, including
stores control, and the second paper Will consist of balance sheet, profit and loss accounts, etc,

. Note 3.—For the First Paper (Factory Accounting, Costing including Stores Control) of Sub-
Jject (5) the following text books are recommended for study :—

(1) Cost Account by L. W. Hawkins.

(2) Principles and Practice of Auditing, by J. R. Batliboi, F.S.A.A. (Hons.), R.A. and

(3) The following chapters of ‘‘Advanced Accounts” by R. N. Carter, F. C. A, (Revised
Edition, 1937) :—
Chapters XII—X1V—1Joint Stock Companies.
Chapter XV—Bonus, Shares, Reduction of Capital, Redeemable preference Shares.

Chapter XVI—Amalgamation, Reconstruction and Re-organization of Limited
Companies.

Chapter XVII—Manufacturing Accounts, Percentage Trading and Profit and Loss

. Account, Working Accounts Cost Book Mining Company.

Chapter XXII—Cost Accounts, and
Chapter XXI1V—Double Account System,

For the Second Paper (Balance Sheet, Profit and Loss Account) of this subject the candidates may
read the following text books :—

(1) Principles and Practice of Auditing by J. R, Batliboi, F.S.A.A.(Hons.), R.A., and

(2) The following chapters of ‘“ Advanced Accounts ” by R. N. Carter, F.C.A. (Revised
Edition, 1937) :—

" Chapter I-Book-keeping up to the Trial Balance,
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Chapter HI—Trading and Profit and Loss Accounts and Balance Sheet.

Chapter ITII—Bills of Exchange, Promissory Notes, Cheques.

Chapter IV—Account Current, Average Due date,

Chapter VI—Self Balancing Ledger.

Chapter VII—Reserves for Bad Debts and Discounts. .

Chapter VIII—Capital and Revenue, Receipt and Payment Accounts, Income and

Expenditure Account, Voyage Account..
Chapter IX—Departmental Accounts.
Chapter XVIII— Depreciation, Sinking Fund, Reserves, Reserve Fund, Secret Reserves,
) Chapter XXIV—Double Account System.

Note.—The intention is that candidates should read the prescribed chapters in the Revised
Edition, 1937 of the ‘“Advanced Accounts’} by R. N. Carter, F.C.A., for each of these pap:-i;
But if there be any change in the numbering of these chaptersin subsequent Editions of this Book,
they should read the chapters containing the same subject matter in the later Editions. Although
spzcific Chapters have been prescribed for the two papers a general knowledge on the part of the
candidates of the fundamentals of Book-keeping in all its branches will be assumed in setting the
paper.

170. In each of the subjects (2), (3) and (4) of this Branch, there will be two
paperswhich will be given in the following order :—

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

In subject No. (5) of this branch, there will be two theoretical papers to be
answered without books.

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

171. The papers on subjects (1) to (5) of this Branch will be set and maked
by officers selected by the comptroller and Auditor General and moderated under
the Comptroller and Auditor General’s orders in his head quarters office.

172. LOCAL AUDIT BRANCH
ParT I
Marks
(1) Precis and Draft (the same as for Ordinary 3 hours 150
Branch)

(2) Commercial Book-keeping. (This paper will 2 hours 100
also be set for the Customs Branch)
3 (@) (i) Fundamental  Rules."
(ii) Pension Rules in Civil Service Regula-
tions and Rules 13 and 14 of the
Superior Civil Services Rules, 1924,

(iii) Leave Procedure Rules made by .
Central Government reproduced
in Rules 214 to 262 (both inclusive)
in Divisions XI and XII of the
Supplementary Rules made by the
President and
{(iv) Instructions issued by the Comp-
troller and Auditor General in
connection with leave procedure
reproduced in Annexurc B
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to Chapter 2 in Section IV of Audit Marks
Code.
One paper (Practical) (This paper will also 2-1/2 hours 125

be set for the Customs Branch). ,
(b) Audit and Accounts Rules and Proce-
dure, etc.

One paper (Practical) w. 2-1/2 hours 125
(This paper will also be set for the Cus-
toms Branch). .
(¢) Local Rules and Public Works Account
Code:—

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

One paper (Practical) «. 2-1/2 hours 100

Total for PartI ... 600

Note 1.—In subject (3), papers (a) and (b) will not be of the same stand
subjects (2) and (3) of the Ordinary Branch.(b ard as those set foy

With the exception of Rules 214 to 262 (both inclusive) the Supplementar
President do not form part of syllabus for subject (3) (a) abov P ¥ Rules made by the

Note 2.—Paper in subject (2) will be  fairly elementary paper set on an a]l-Paki .
‘The ** Student’s Complete Commercial Book-keeping, Accounting and Baking !:)PArltSItxz::rl 1‘-3?:1’31
house has been prescribed as the text book for the Baper on this subject, but jt should be sup-
plemented by a knowledge of the following chapters in *f Advanced Accounts ” by R, N Carter.
Where these chapters cover the same ground as Fieldhouse, the questions will be from Carter and
aot from Fieldhouse —

Book-keeping up to the Trial Balance,

Trading and Profit and Loss Accountand Balance Sheet.
Bills of Exchange, Promissory Notes, Cheques.
Seif-Balancing Ledgers.

Reserves for Bad Debts and Discounts.

Capital and Revenue, Receipts and Payment Account, Income and Expenditure Account
Voyage Account. s

Manufacturing Accounts, Percentage, Trading and Profit and Loss :
Accounts, Cost Book Mining Company. Accounts, Working

Depreciation, Sinking Funds, Reserves, Reserve Funds, Secret Reserves.
‘Cost Accounts.’
Double Account System.

If there is any change in the subjects of these chapiters in the subsequent editions of the publica.
tions, candidates should read the corresponding chapters in the later edition. he publica

Note 3.—The following is the syllabus prescribed for the paper in subject (3) (b):—

Account Code, Volume II.

Compilation of the Central Government Treasury Rules, Volumes I and 11,
General Financial Rules, Volumes I and I1.

Audit Code (omitting Works Audit and Public Works Inspection Rules),

Audit Maml]al.——Cha;'iters 1, 2,4,5, 6 and 7 and relevant Forms in ** Forms of the Audit
Manual,”

Account Code, Volume I.
Account Code, Volume IV—Chapters 7 and 8 only.

51




172-174) -SUBORDINATE ACCOUNTS SERVICE [CHap. ¥

_ The following b;)oks are also recommended for perusal. They will not be treated a:
books on Which specific questions will be set :— be treated 2s text
1. Anintroduction to Pakistan Government Accounts and Audit—Parts I and ITI.

2. Principles and Practice of Auditing by J. R. Batliboi, F.S.A.A. (Hons.) R.A., Chapters
IX and XIV.

Note 4.—For subject (3) (c), certain chapters of Public Works Account Code should be choserr
by the Accountants General, who should keep in mind the nature of Work normally to be done in

the Local Audit Branch concerned.

- LOCAL AUDIT BRANCH

Part II
: Marks
(4) Acts of the Legislature and Statutory
Rules—
-Theoretical . 1-1/2 hours 100
Practical 2-1/2 hours 100
(5) Rulesand Regulations for the Audit and
Inspection of Accounts under the Audit
and Inspection of the Examiner of
Local Fund Accounts—
Theoretical ... 1-1/2 hours 100
Practical ... ... 2-1/2 hours 100
Totalfor PartIl ...  wo . 400
Total for Parts I and II 1,000

178. In subjects (4) and (5) of this branch, there will be two papers
which will be given in the following order :—

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

The papers in subjects (3) (a), (b) and (c) of this branch will be
practical papers to be answered with books.

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

174. The papers on subjects (1), (2), (3) (a) and (b) of this branch
will be set and marked by officers selected by the Comptroller and Auditor
General and moderated under the Comptroller and Auditor General’s orders
in his headquarters office, while the papers in subjects (3) (c¢), (4) and
(5) will be set and marked by officers selected by the Accountant General
and will be moderated by the Accountant General personally in each

office. :

Note.—It is op:n to the Accountant General to require auditors of this Branch to pass in
addition to the subjects prescribed above an examination in one or more vernaculars l‘,of the
Province in which they are employed, by whatever standard he may consider desirable.
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(ii) Pension Rules in Civil Service Regula-

(iii) Leave Procedure Rules made by the

CUSTOMS REVENUE AUDIT BRANCH

PArRTI .

(1) Precis and Draft
(2) Commercial Book-keeping .

-

(3) (a) (i) Fundamental Rules,

tions and in Rules 13 and 14 of the Supe-
rior Civil Services Rules, 1924,

Central Government reproduced in Rules
214 to 262 (both inclusive) in Divisions
XTI and XII of the Supplementary Rules
made by the President, and

S

(iv) Instructions issued by the Comptroller
and Auditor General in connection with
leave Procedure reproduced in Annexure

* B to Chapter 2 in Section IV of Audit
Code.

(b) Audit and Accounts Rules and Pro-
cedure, etc.,

One paper (Practical)

Total for Part

3 hours
2 hours

2-1/2 hours

2-1/2 hours

I

Marks

150
100

125
500

. Note 1.—The paper in subject No, (1) will be the same as for the Ordinary Branch, Part L.
‘The Paper and syllabus for subjects (2), (3) (38) and (b) will be the same as for the Local Audit

Branch, Part 1.

iy

ParTII

(4) Sea Customs Act and Sea Customs
Manual—
(Theoretical—All-Pakistan paper) .
{5) (a) Customs Audit Manual, Indian
Customs Tariff (as applied to
Pakistan) with special reference to
Customs Law Judicial Decisions,
etc.—
(Practical,—All-Pakistan paper)
(b) Local Manuals of the Import Depart-
" ment, Export Department, the Appraiser’s
Manual, Cash and Accounts Manual,
and Accounts and Executive Audit
{Practical)— J
{Local paper) :

Total for Part I1
Total for Parts I and II
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Note 2.—The books prescribed for subjects (4) and (5) (a) are :—
Subject (4)—

(1) Sea Customs Act.
(2) Sea Customs Manual.

Subject(5) (a)—

(1) Customs Audit Manual.

(2) Indian Customs Tariff (as applied to Pakistan).

(3) Pakistan Customs Tariff compiled by the Central Board of Revenue (Pakistan).
(4 Customs Law and Judicial Decisions.

176. In subject (4) of this branch, there will be a theoretical paper
to be answered without books. The paper in subjects (3) (a) and (b),.
vfnst)h (gc))o 1::;snd (b) of this branch will be practical papers to be answered:

Note.—The books allowsd for practical papers will be indicated on the question paper itself’
and announced to the candidates as specified in paragraph 202 in Section 11I of this chapter.

177. The papers on subjects (1), (2), (3), (a) and (b), (4) and
(5) (a) of this Branch will be set and marked by officers selected by the
Comptrpller and Auditor General and moderated under the Comptroller
and Auditor General’s orders in his Headquarters office, while the paper
in subject (5) (b) will be set and marked by officers selected by the-
Accountant General and will be moderated by the Accoumtant General:

personally in each office.

178. POSTS AND TELEGRAPHS BRANCH

Part1
Marks.

(1) Precis and Draft ... .. 3hours - 150:
(2) (i) Fundamental Rules, ‘

(if) Pension Rules in Civil Service Re-
gulations and in Rules 13 and 14 of
the Superior Civil Services Rules,
1924.

(iii) Leave Procedure Rules made by
the Central Government re-pro-
duced in Rules 214 to 262 (both in-
clusive) in Divisions XI and XII of
the Supplementary Rules, made by
the President, and

(iv) Instructions issued by the Comptro-
ller and Auditor General in connec-
tion with Leave Procedure repro-
duced in Annexure B to Chapter 2
in Section (iv) of Audit Code.

(i) Theoretical - ... 1-1/2 hours 100
(ii) Practical ... ... 2-1/2 hours 100
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Marks
(3) Posts and Telegraphs Accounts and
Audit and Government Book-keeping
(Posts and Telegraphs Account Code).—
(i) Theoretical ... . 2 hours 100
(#i) Practical «. 2-1/2 hours 100
Total for Part I ... 550

Note 1.—The papers on subject No. (3) will be set from the following Ccdes and Manuals =—
(a) Posts and Telegraphs Audit Co'de, Volume I (with those portions of the corresponding
giv‘i Account and Audit Codes which are referred to in the Posts and Telegrerts

odes).

(b) Posts and Telegraphs Initial Account Code, Volume I, except Chapter 3 (with thote
portions of the corresponding Civil Account and Audit Ccdeswhichjz1¢ referred to in

the Posts and Telegraphs Codes).

(c) Posts and Telegraphs Account Code (with those portions of the correspobding Civil
Account and Audit Codes which are referred to in the Posts and Telegraphs Cedes).

(d) Posts and Telegraphs Manual, Volume I1 (except Chapters II, I1I and 1V).
(¢) Posts and Telegraphs Manual, Volume VI (Chapters 10 and 11 only).

(f) (1) Account Code, Vol. 1—Chapters 1 and 5, (2) Audit Code — SecticnII, and (3)
Audit Manual, Chapter 5, paragraphs 121 and 122, Chapter 30 and Aprendix 1.

(8) Schedule of Financial Powers (Posts and Telegraphs).

Note 1-A.—With the exception of Rules 214 to 262 (both inclusive) the Supplementary Rules
made by the President do not form part of the syllabus for subject (2) above.

Note 2.—The Accountant General may, at his discretion, also prescribe Appendix 10 to tte
Audit Code for Subject No (3).

POSTS AND TELEGRAPHS BRANCH

Part II
Marks
(4) Works Audit (Telegraphs Engineering
Accounts and Procedure)
(i) Theoretical ... ... 1-1/2 hours 100
(i) Practical .. 2-1/2 hours 100
(5) Advanced Book-keeping (onepaper— 2-1/2 hours 150
& Theoretical). ‘
(6) Postsand Telegraphs Cash Certificates,
Money Order and Savings Bank.
. Accounts and Procedure (one paper— 2-1/2 hours 150
" Practical).
Total for Part II 500
Total for Parts I and II 1,050
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Nats 1.—Th> papars on subject No, (4) will be set from the following Codes and Manﬁals —
() Posts and Telegraphs Initial Account Code, Volume I (Chapter 3 only).
(b) Posts and Telegraphs Initial Account Code, Volume I1 (excluding Chapters I1X and X).
() P‘%Sts and Telegraphs Audit Code, Volume III (excluding Chapters 5 to 8 and Appendix

(d) Posts and Telegraphs Manual, Volume I (Telegraph portion).
(e) Posts and Telegraphs Manual, Volume IX (Chapter V only).
(f) Posts and Telegraphs Manual, Volume X (except Chapters II, VIIT and IX).

Note 2.—The paper on subject No. (6) will be set from the following Codes and Manuals :—
(a) Pos)ts and Telegraphs Audit Code, Volume T1 (excluding Chapters 1 and 1T and Appendix
A).

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

{c) Postsand Telegraphs Manual, Volume VI [Chapters 7, 8, except Part 111, 9 and Appendix
B,C,C (2) and D only}.

{d) Ialian Railway Conference Association Coaching Tariff.

179. In subjects (2), (3) and (4) of this Branch, there will be two
papers which will be given in the following order :—
(i) A theoretical paper to be answered without books,
(i) A practical paper to be answered with books.

In subject No. (5) of this Branch, there will be only one theoretical
paper which will be the second paper covering “ Balance Sheet and Profit
and Loss Accounts” prescribed for the Ordinary Branch. The paper in
subject No. (6) of this Branch will be a practical paper.

Nts.—Ths books allowed for the practical paperswill be indicated on the question paper itself

and announca1 as indicated in paragraph 202.

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

Comptroller, P and T and will be moderated by the Comptroller, P& T
personally. .

181. "RAILWAY AUDIT BRANCH
PART I
Marks

(1) Precis and Draft ... ... 3 bours 150
(2) Elementary Commercial Book-keeping '

and Auditing and General Rules of

Government Audit and Accounts—

(Theoretical) ... ... 3hours 150
€] Establishment—Rulesand Procedure—

Theoretical ... 3 hours 100

Practical ... 3 hours 100
(4) Open Line and Construction Expendi-

ture (excluding Workshop and Stores)

Theoretical ... 3hours 100

Practical «. 3hours . 100

Total for Part I 700
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Note 1.—For subject No. (2} the following books are prescribed :—

(2) Elementary Commercial Book-keeping by Hamilton and Ball. ‘

(b) Introduction to Pakistan Government Accounts and Audit, First Edition (Pakistan)—
excluding Chapters 7, 9 (B), (O), (E), (F), (G), 31 (B), (D) (E), 32, 34, 35, 36 and 40.

() Account Code, Vol. I, Compilation of the Treasury Rules, Vols. I & 11, General
Financial Rules, Vols. I & 1L :

) () Audit Code, First Edition, 1939,
(i) Audit Manual, First Edition, 1940—Chapters 1—7 of Parts I and II, the General
Principles in Parts V and VIand Appendix I.

() Account Code, Volume I, First Edition, the whole, Account Code, Volume 1V—
Chapter II—Art, 153-A, Chapters 13, 15, 16, 18, 19 and 21. -

(f) Railway Audit Manual. '

(g) State Railway General Code—Chapters I to 1T, XIII and XIV.

Note 2.——For subject No. (3) the following should be read :—

(2) Fundamental Rules including Supplementary Rules issued thereunder by the President
and the Civil Services (Classification, Control and Appeal) Rules.

(b) State Raitway Establishment Code (Final Tssue), Volumes I and II.

(c) State Railway General Code—Chapters XII, XV_XVH, XIX, XX and Appendices.

(d) Superior Civil Services Rules. .
{o) Civil Services Regulations—Part IV excluding Chapter XX; and Chapters XLVII and
X1.VIII of Part X.

{f) Audit Rulings and instructions on establishment matters.

{g) Audit Code, First Edition, 1939—Chapter 2 of Section 1V.

{h) Audit Manual—Chapters 4—6, 8,10, 2729 and Appendix L.

() Railway Audit Manual.

(5) Workmen's Compensation Act,

(k) State Railway Code for the Accounts Department—Chapters 1—VI and XIIL
(1) General Provident Fund Rules.

Note 3..—For subject No. (4) the following books should be read:—

(a) State Railway General Code.

(b) State Railway Code for the Engineering Department.

(c) State Railway Code for the Accounts Department, Volume I.
{d) Raitway Audit Manual.

RAILWAY AUDIT BRANCH
ParT II
‘Marks

(5) Advanced Commercial and Govern-
ment Book-keeping and Auditing—
Theoretical ... 3hours 150

Note 1.—The paper on subject No. (5)will include questionswith special reference to Railway
Accounts, including Production Accounts, Profit and Loss Accounts, Balance Sheets, Stores Con-
¢rol and Casting, Colliery Accounts, Sinking Fund Accounts, Depreciation Fund Accounts, Book-
ing and Control of Expenditure, Budget, etc.

Note 2.—The following text-books are recommended for study for subject No. (5).—

(a) Advanced Accounts by R. N. Cu rter, F.C.A., Revised Edition, 1937—Chapters I to
IV, VEIX, XIL-XIV, XV-XVI , XXII and XXIV.
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Note.—The intention i s that candidates should read the rescribed chapters in the Revised
Edition, 1937, of ths Advanced Accounts by R. N. Carter, F.C.A., for this paper butif there be
any change in the numbering of those chipters in subsequent editions of this book, they should
read the chapters containing the sam: subject matter in the later editions. Although specific
chapters have been prescribed for this p2aper 2 general knowledge on the part of the candidates of
the fundam:ntals of Book-keepinginall its branches will be assumed in setting the paper.

(b) Cost Accounts by I.. W. Hawkins.

{c) Principles and Practice of Auditing, by J. R, Batliboi, F.S.A.A. (Hons.), R. A.
(d) State Railway General Code,

(e) State Railway Code for the Accounts Department,

(0 Railway Audit Manual.

(8) Chapters relating to Budget, Control of expeniiture and Appropriation- Accounts
in the State Railway Code for ths Enginecring, Stores and Mechanical Departments.

Marks
(6) Open Line Revenue—

Theoretical «.. 3 hours 100
Practical e« 3 hours 100

(7) Open Line Workshop and Stores—
Theoretical ... 3 hours 100
Practical ... 3 hours 100
Total for Part II ... 550
Total for Parts I and IT ... 1,250

. Note 3.—Questions on statistics should be omitted from papers on subject No. (6). For this
subject the following books are prescribed :— :
(a) State Railway Code for the Traffic Department,
) State Railway Code for the Accounts Department, Volume 11.
() Indian Railway Conference Association Coaching Tariff. =~
@ gldiilin Railway Conference Association Goods Tariff and General Classification of
oods,

(&) Conference Regulations, Part II,

(f) Railway Audit and Account Code, Volume II—Section (Chapter relating to Foreign
traffic only).

(8) Railway Audit Manual,
(M) State Railway General Code—Appendices.
() Audit Code, 1st Edition, 1939—Appendix 1.
Note 4. —The following books are prescribed for subject No. (7) :—

(a) State Railway Code for the Mechanical Department (Workshops).

(b) State Railway Code for the Stores Department.

(c) State Railway General Code.

(@ State Rajiway Code for the Engineering Department (relevant chapters),
(e) Workmen’s Compensation Act.

182. In subjects (3), 4), (6) and 7 of this Branch, there will be
two papers which will be given in the following order :—

(i) A theoretical paper to be answered without books,
(1) A practical paper to be answered with books.
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The papers in subjects (2) and (5) will be theoretical papers to be
answered without books.

Note.—The books allowed for practical paperswill be mentioned on the question paper itself
and announced as in paragraph 202.

183. The papers in all subjects of this branch will be set and marked
by officers selected by the Comptroller and Auditor General and moder-

ated under his orders in his headquarters office.

184. The number of marks required to secure a pass in each part
in any branch is as follows:—

In each subject ... 40 per cent.
In the aggregate - ... ... 45 per cent.

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

Any candidate failing at an examination but securing at least 66
per cent. of marks in any subject will not be required to appear again in
that subject at a further examination. Where there is a theoretical and
a practical paper, 66 per sent. must be secured in each paper for the pur-
pose of exemption. In “ Advanced Book-keeping with costing and stores
control ”, there are two theoretical papers and therefore the prescribed
percentage of 66 should be applied to the sum of the marks obtained in:
each of the two papers in that subject. The exemption marks so secured
by the candidates in previous attempts are carried forward in subsequent
examination of the part concerned for the purpose of aggregate pass.
marks. The subject in which a candidate has obtained exemption marks.
in previous attempts should invariably, be indicated in the list of can-
didates (M. S. O. Form 4).

185. The complete results of the examination will be communicated
by the Comptroller and Auditor General to the Head of each Audit|Ac-
counts office separately for each of the three branches of the Civil Subor-:
dinate Accounts Service and for the Posts and Telegraphs Branch, the
Railway Audit Branch and the Defence Audit Branch.

186. The scheme and general syllabus of the subordinate Accounts:
Service cannot be amended or revised except by the Comptroller and
Auditor General. Any general revision will not be enforced except after
giving such notice to persons in service at the time of such revision, as
the Comptroller and Auditor General may consider necessary.

Section IIL—Instructions for conducting the Departmental Examinations:
mentioned in Section IT of this Chapter

. 187. These orders are applicable in general to the examinations in
all Branches except to the subordinate Acounts Services for the Defence:
Services Test Audit for which reference should be made to the Manual
of the Director of Audit, Defence Services. Supplementary instructions:
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——

issued for the guidance of presiding officers and candidates in the Sub-
‘Ordinate Railway Audit Service examination will be found in the Rail-
‘Way Audit Manual.

188. The examination should be conducted, on the dates and
according to programme prescribed by the Comptroller and Auditor
General, by the Accountant General himself, or by one of the officers in
‘his office (not ordinarily below the rank of a Deputy Accountant General)
Mominated by him. When the names of candidates are submitted, infor-
Mation should be supplied whether any of the candidates are related
in any way to the officer who will supervise the examinations.

189. The examination papers are sent yfrom the Comptroller and
Auditor General’s office by registered and insured post, in a sealed

‘backet containing a separate sealed envelope for each paper set. Their

receipt should be acknowledged immediately by telegram.

190. The sealed packet containing the sealed envelopes in which the
question papers are enclosed, should, on receipt, be opened by the head
of the office in the presence of the officer who is to preside at the exami.
nation or if he himself is to preside, in the presence pf some other

After this comparison has been made the envelopes should again be
placed in a cover which should be sealed. This cover should be kept in
the personal custody of the Accountant General, and must not be opened
until the examination begins (but see paragraph 202) the several envelopes
‘being opened when the papers are required for distribution. The outer-
cover and the envelopes should be opened in the presence of the candi-
«dates,

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

No candidate may enter the examination room later, nor depart ear-
lier than half an hour after the examination begins. If in sudden emer-
gency a candidate must leave sooner, the Head of office will be respon-
sible for keeping him apart from possible late arrivals to cbviate
collusion or leakage. When a candidate must temporarily leave the room
during the official period of the examination, the presiding officer must
take effectual means of ensuring that he makes no improper use of his
-absence.

192. The presiding officer should be relieved of all his ordinary duties
«during the period of the examination partly that he may be free from
-distraction, but mainly so that there should be no occasion for him to
leave the examination room, or for outsiders to enter the room. Such
‘work as the presiding officer must do during these few days, should be
done putside the examination hours.
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192-A. For a candidate permitted to appear in the Subordinate
Accounts Service Examination in another office, the head of the parent
office should send a copy of the letter authprising him to appear in the
Examination at another centre together with specimen of the candi-
date’s signature to the head of the office in which he is permitted to
appear. The presiding officer of that centre will require the candidate to-
sign in his presence without access to the copy of the signature already
with him and if after comparing the two signatures, he is satisfied with
the result, he will admit the candidate to the Examination.

193. The number only of the question should be perfixed to an an-
swer and the answers and solution should be written in full. The answers
should be worked out on the printed and bound answer books supplied
to the Accountant General for the use of candidates. The 1instructions
printed on the title page of the answer book and on the fly-leaf attached
thereto where such fly-leaves exist for note of the roll number and other
particulars of the examination should be strictly observed by the candi-
dates. The presiding officer should impress on the candidates that failure
to comply with those instructions may entail forfeiture of marks. No
loose paper should be supplied to candidates unless the supply of answer
books gives out. In such a case, a special report should be sent to the

Comptroller and Auditor General giving details of loose sheets supplied
to each candidate. .

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

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

196. No candidate should be allowed to take away any answer book
from the examination room. It should be specially seen that all the

answer books supplied to candidates are returned whether used or un-
used.

N

197. Apart from the staff necessary to hand out question papers and
blank answer bopks, to supply drinking water and similar requirements
of the examinees, no person should be allowed in the examination room.
After distribution of the question papers no member of the staff should
have access to the candidates. Np outsider should enter the room unless
absolutely necessary and the invigilator should not leave the room unless
another senior officer replaces him temporarily.

198. The presiding officer should not allow any copy of the question
papers to be taken out of the examination room by anyone until ali the
answer books have been collected.

- 199. Each supervising officer should forward to the Comptroller and
Auditor General at the end of each part of the examination a plan of the
examination room showing the arrangement of seats of the various
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candidates, together with a certificate stating whether the arrangement
shown therein was maintained throughout the examination.

200. The candidates, solutions as first written out fair must be sur-
rendered to the presiding officer within the time allowed for each paper.

201. The solution papers should be transmitted, without alterations
or corrections, immediately after the close of each day's examination in

sealed packet, (to be sent Registered A. D. if sent by post) to the examiner *

concerned by name under intimation to Deputy Comptroller and Auditor
General (IT). The presiding officer should be required to affix his private
seal to the packets of answer papers despatched to the Examiner a
specimen of which should be sent to that officer beforehand.

This rule ‘does not apply to the papers set and marked by the Accoun-
tant General locally for the Local Audit and Customs Revenue Audit
Branches.

202. The names pf books the use of which is permitted for each prac-
tical paper should be mentioned in the question paper itself or in a separate
sheet of paper by the officer who sets the paper, and other books shall be
prohibited from use at that particular examination. The names of books
to be allowed for each paper are noted on the covers containing question
papers. At the close of each day’s examination, names of books for the
next day’s examination should for information of the candidates be
announced by the presiding officer so that the number of books to be
brought into the examination hall by the candidates may be kept as low
as possible.

203. The presiding officer should satisfy himself that in the papers
where the use of books is permissible, the candidates do not receive ex-
traneous help from notes or solutions copied in the books. Notes of the
nature of cross-references, glossary or index of references to orders of the
Central Government may be permitted, but notes of the nature of solutions
to questions should not be permitted. The use of tables, ready reckoners,
ete., should not be permitted unless any specific orders to the contrary
are issued by the Comptroller and Auditor General. If possible, corrected
up-to-date office copies of books may be supplied to candidates for the
practical paper of the examination by the offices concerned. However if a
candidate uses his own set of books, they should be examined to verify
that they do not contain any forbidden matter. All candidates must submit
the books which they inted to use in their “ Practical” papers to the °
Presiding Officer for scrutiny at least half an hour before the commence-
ment of the examination each day. These books will not be returned
till the candidates are seated in the Examination hall. Any book
which is not submitted in time will not be allowed to be used by the
examinee.

204. The Presiding officer must certify that these rules have been
strictly followed, by signing certificates in the form given below, and must
explain any accidental or unavoidable deviations :

62



Cuar, V] SUBORDINATE ACCOUNTS SERVICE [204

Examination 196
1. Subjct :*
2. Date on which the Examination is held :
. 3. Index number (s) of the candidate (s) :

Index Numbers Remarks

Certified that the Examination of the candidate (s) whose Index
Number (s) is|are noted above hasfhave been conducted strictly in ac-
cordance with the Prescribed rules and that it commenced at

........................ and ended at

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

The following candidate (s) did not sit for the Examination:—

Absent ... Index No.
Withdrawn ... ... Index No.
Exempted Index No.
Dated............ ens ererrresraeeens the . vrriniinirneeannn, 196
§ Presiding Officer
Rank

*Theoretical and Practical papers, as the case may be, to be specified.
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CHAPTER VI.—CLERICAL STAFF OF THE PAKISTAN AUDIT

DEPARTMENT
Strength

_ 205. The clerical staff in Accounts and Audit Offices generally com-
prises Upper Division Clerks, Lower Division Clerks, Cashiers, Assistant
Cashiers, Stenographers, Typists and Machinists. Besides the classes
mentioned above, there are Sorters in Money Order Sections of the Posts
and Telegraphs Accounts Offices. -

206. The strength of the clerical staff required in eachr office is fixed
under proper sanction with reference to the statistics of work done in
each section. The number of clerks in each section is based on stand-
ardised rates of work where these have been fixed, and a leave reserve
at 1214 per cent. of the strength of each grade is permitted. The Account-
ant General is not permitted to alter permanently the strength of any
section, or of any class of the clerical establishment or the distribution
between effective posts and leave reserve.

Source of Recruitment

207, It is desirable to test either by examination or by interview
the qualifications of the clerical staff on first appointment and, subject
to any general instructions issued by the Comptroller and Auditor General
from time to time, suitable rules should be laid down by the Accountant
General with reference to the normal standard of education and the

supply of educated men in the province.

Re-employment of Pensioners

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

Precaution against re-employment of men dismissed

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

by concealment of his antecedents will ordinarily be dismissed.

Note._-Dismissal should be distinguished from ordinary removal or discharge.
209A. Employment of persons who have married Foreign Nationals.

A Candidate who has married or has entered into a promise of
marriage with a person who is not a citizen of Pakistan may at the dis-
cretion of Government be regarded as ineligible for appointment to the
service|post.
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—_—

Method of Recruitment

16. A Selection Board should be constituted under the orders of
the Accountant General to recommend to him the order in which candi-
dates for clerical posts should be appointed.

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

Age of recruitment and power to relax it

212. A person whose age exceeds 25 years may not be admitted to
the Pakistan Audit Department in superior pensionable or non-pensionable
service without the sanction of the Accountant General.

An Accountant General may relax this rule on his own authority only
to confirm in a permanent and pensionable vacancy a person who, having
entered the Pakistan|Indian Audit Department before the age of 25, has
had more or less continuous service not qualifying for pension since. But
the age limit may also be relaxed with the general or special sanction of
the Comptroller and Auditor General and subject to a maximum limit
of 27 years, if—

(1) the Accountant General cannot obtain otherwise satisfactory
representatives of minority communities or depressed classes
in his area of recruitment ; or

(2) he desires to recruit to the upper clerical scale a person with
educational or technical qualifications markedly superior to

those prescribed for ordinary reecruits to that scale and cannot
find one within the normal limit.

Area of recruitment

213. Recruitment in the various Audit and Accounts Offices will be
confined to persons domiciled in areas indicated below against each
office :— :

Name of Office Area of recruitment

Office of the Comptroller and Auditor General of Pakiston All Pakistan,
Office of the Accountant General, Pakistan Revenues Do.
Office of the Accountant General, West Pakistan ... Former Punjab Area.

Office of the Deputy Comptroller, Posts & Telegraphs, L2hore, Any Province, State ¢r Tribal
Area of West Pakistan.

Office of the Accountant General, East Pakistan ... ... FEast Pakistan,
Office of the Deputy Comptroller Posts & Te'egraph, Dacca Do.
Office of the Comptroller, Southern Area,West Pakistan ... Former Sind Area,
" Office of the Comptroller, Northern Area, West Pakistan .., Former N\W.F.P. Area.
Office of the Director of Audit , Defence Services ... All Pakistan,

Office of the Assistant Directof of Audit, Dzfence Services, Former Punjab Area,
Lahore.
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Offize of thz Assistant Director of Audit, Defence Services, Former Punjab, N.W.F.P., Tribal.

. Rawalpindi. Areas and Azad Xashmir.
Offize of the Assistant Director of Audit, Dafence Services, Karachi Province, Former Sind,
Karachi. Former Bahaw2 lpur and Baluchis-
tan

Office of the D:puty Director of Audit, Defence Services, East Pakisten,
Dacca.

Offize of ths Director of Railwiy Audit ... ... AllPakistan.
6ﬂi:~: of the Chief Au lito-, N.\W.R. ... Any Province, State or Triba]
Area of West Pakistan.

Offize of the Chief Auditor, East Pakistan Rajlway ... [East Pakistan,

Office of the Audit Offizer, Industries, Supply and Food ... All Pzkistan,

Officer of the Director of Commazrcial Audit . All Pakistan,

Offize of the Comptroller, Posts and Telegraphs ... ... All Pakistan,

Office of the Director of Audit & Accounts, W orks ... West Pakistan including State

or Tribal Area of West Pakistan.

2. The percentage distribution of vacancies in the case of recruitment
prescribed on an all Pakistan basis will be as follows :— )

Merit v 209
East Pakistan ... .. 40%
Form:r Panjab and Bahawalpur ... .. 23%
Karachi . ... 29
Formoer Sind, Kirpur, N.W.F.P., and Frontier States and Tribal Areas, Baluchls-

tan and Bluchistan States and Tribal Areas and Azad Kashmir ... 15%

3. The Heads of Offices will be responsible for seeing that recruitment
is carried out in their offices in accordance with the above orders.

Note 1.—5 9% Of th2 vicancies recruitment to which is made on All Pakistan Basis will be
reserved for Schaduled Castes and this reservation will form a part of the Provincial
quotas and will count 2gainst the quota of the Province of origin of the Schedule Caste
candidates concerned.

(i) In the case of recruitment made by local areas or circles the
percentage of reservation in various provinces is fixed as

under :—
Percentage
Former Baluchistarll -09
Federal Capital 1-2
Former N-W.F.P. and Tribal Areas ... T .03
Former Punjab and Bahawalpur .1
Former Sind and Khairpur ... . L. 5
East Pakistan . 10
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(i) In the case of recruitment made in the offices of the Chief
Auditor, N. W. R. and E.P. Railway, recruitment will be made on the two
Zonal basis as under :—

Percentage
West Pakistan 1
East Pakistan 10

(iii) In the case of recruitment in the Defence Audit Department
the percentage of reservation in the various subordinate offices will be ag
under :—

Percentage
Assistant Director of Audit, Defence Services, Lahore ... . -1
Assistant Director of Audit, Defence Services, Rawalpindi -09
Assistant Director of Audit, Defence Services, Karachi ... 3-8
Assistant Director of Audit, Defence Services, Dacca, .. 12

Recruitment in the office of the Assistant Director of Audit, Defence
Services, Rawalpindi will be made from the Areas Comprising former
Punjab and the North West Frontier Province in the ratio of 2|3 from
the former 1|3 from the latter.

These reservations have been made on the basis of population figure
in 1951 Census..

Note 2.—The above Recruitm:nt Policy will not apply to Class IV posts. It will, however,
apply to all categories of posts classified under Central Services Class II or Class
IIL Ifinany particular case, an adequate number of suitable candidates is not
forthcoming from the prescribed zone, recruitment may be made from any other
area,

Note 3, —Ths above Recruitmant Policy will not also apply to posts filled by promotion or
by transfer of persons on dzputation from subordinate offices or from other offices,

Note 4.—Th: domicile of 2 candidate should be determined in accordance with the domicile
ralesin force from tim: to time for recruitment in the provinces concerned.

Note 5. _—Although recruitmant in the Dafence Audit Department will be made on regional
bisis as indicated above, the personnel will continue to remain liable for transfer all
over Pakistan.

Note 6 —Recruitment of Class II and Class IIT Government servants made on all-Pakistan
basis under the orders of the Comptroller and Auditor General will be exempt from
the restrictions in para. 1 above.

Regional and Zonal Representation

214. The orders issued from time to time by the Central Government
and the Comptroller and Auditor General regarding representation of

various communities and regions in Central Services should be carefully
pbserved.

215. Whenever a member of a minority community is lost through
premature dismissal or resignation or otherwise falls out before three
Years’ service is completed the vacancy should go at once to another
-member of the class of minority community to which he belongsad in
addition to and irrespective of the ordinary order of recruitment for the
various communities.
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216. The percentage prescribed for minority communities are to be
applied to vacancies (as distinct from posts) in each grade or division of
a service to be filled by direct recruitiment, and not to vacancies to be filled
by promotion which will continue as at present to be made solely on merit
cum-seniority. In all cases the candidates should possess the minimum
standard of qualifications fixed for each grade of service.

217. Deleted.

218. It is not the intention of the Central Government that in the
locally recruited Central Serviees in any province the unreserved quota
of vacancies should be formally divided among the various sections of the
majority community.

219. Deleted.

220. Annual statements in prescribed forms showing the communal
composition of each office and the details of vacancies filled by direct
recruitment, should be prepared in strict accordance with the instruc-
tions laid down by the Central Government and the Comptroller and
Auditor General and furnished in triplicate to the Comptroller and Auditor
General by the 15th February each year. The Comptroller and Auditor
General will transmit these statements in duplicate with his comments
to the Central Government by the 15th March.

Training

221, It is the duty of the Accountant General to arrange that his
clerical staff is adequately trained in all branches of the work of the office
under him. A systematic training scheme should be worked out and
applied to clerks in the early years of their service, and the Accountant
General must remember that excessive specialisation in the case of efficient
clerks is against both their interests and the interests of the office as a
whole.

Confidential Reports

292. The confidential reports on members of the clerical staff
(including stenographers, typists, machinists, etc.) will be maintained by
the Head of Offices in M. S. O. Form No. 4B or 4C or 4E as the case may
be.

The reports will be written up by the Sectional Superintendent, and
will be submitted to the Gazetted Officer in charge of the Section who will
sign them after adding such remarks as he may consider necessary.

The general instructions regarding the preparation, and the commu- -
nication of confidential reports, as contained in paragraphs 99 and 127,
will apply mutatis mutandis to the clerical staff. The Accountant General
shall arrange for a peripdical inspection of character rolls to see that they
are kept up-to-date and that the work of outstanding and promising men

1s brought to his notice.

Promotion of Clerks to S.A.S.

223 The orders relating to the promotion of clerks to the Subordinate )
Accounts Service are contained in Chapter V.
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Note.—S. A. S. qualified Upper Division and Selection Grade Clerks on the waiting list should
be allowed annual increments of Rs. 15 in their respective scales of pay. In the case of Upper
Division Clerks, the maximum may also be raised to Rs. 300.

Promotion to Selecfion Grade of Clerks

224. The promotion of clerks to the Selection Grade of Upper Division
Clerks will be regulated under the orders issued by the Comptroller and
Auditor General from time to time.

225. Deleted.

226. Subject to the following conditions Accountanis General are
authorised to allow special pay at the rate as sanctioned by Government
to Upper Division Clerks serving under them who have not passed the
S.A.S. examination, for holding charge of sections for which posts in the
S.A.S. have been sanctioned :—

(1) that there are no men available who have passed the S.A.S.
examinatipn ; '

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

(3) that the amount can be met from the budget provision under
“Pay of Establishment ”.

221. Deleted.

Conduct, Discipline, ete.

228. The Government Servants’ Conduct Rules are applicable to all
members of the establishment. Copies of the rules should be kept
available for general reference in each office. Paragraphs 102 and 103
apply mutatis mutandis to clerical staff and regulate a clerk’s acting as
arbitrator and giving expert evidence, and paragraph 105 also in respect
of applications for transfer.

229. The rules relating to attachment of pay contained in rules 225
10 229 of Compilation of the Central Government Treasury Rules, Volume
I, apply to all personnel serving in the Pakistan Audit Department.

Date of Birth

230. Unless the power has been specifically delegated to an Account-
ant General, no alteration may be made without the sanction of the
Comptroller and Auditor General in the date of birth of a member of the
clerical staff recorded in his service book. (Please see also paragraph
116 pof the General Financial Rules, Volume 1.).

Private work

231. Members of the clerical staff are not permitted to undertake
the audit of accounts or other similar private work otherwise than under
the rules framed by the Central Government under rule 47 of the Funda-
mental Rules.

-
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) Accountants General should act in accordance with the following
principles in exercising the powers conferred by those rules. '

(1) The remuneration granted for such work should not be ex-
cessive in relation to a clerk’s pay.

(2) The previous sanction of the Comptroller and Auditor General
should be obtained before any such Government servant is
allowed to undertake for remuneration the work of maintain-
ing or supervising the accounts of an institution.

232. The instructions in paragraphs 106 and 107 about the accept-
ance of honorary work of a social or philanthropic nature and about acting
as correspondents pf newspapers apply also to clerical establishments.

\

Penalties and Appeal

233. The imposition of penalties on members of Subordinate Services
and their appeals are governed by rules in Subordinate Services, Appoint-
ment, Discipline and Appeal Rules. .

Petitions and Memorial

234. The instructions regarding the submission of petitions and
memprials are contained in paragraph 110.

Medical Attendance

235. The subordinate employees of the Central Government are
governed by the Central Services (Medical Attendance) Rules, 1944,

Superannuation and Retirement

236. Ministerial Government servants in Audit and Accounts Offices
recruited before 1st April, 1938 who held a lien or a suspended lien on
a permanent post before that date should, subject to their personal
efficiency, be ordinarily retained in service till they reach the age of
60 years. Other Ministerial Government servants shall ordinarily bhe
required to retire at the age of 55 years and should not be retained in
service beyond that age except in very rare cases on consideration of
efficiency of public service in which cases they may be retained up to the
age of 60. For this purpose a list should be prepared annually in April of
all non-Gazetted staff (other than Class IV Government servants) who are
governed by clause (b) of F.R. 56 and who will attain, or exceed, the
age of 55 years or the age up to which their services have been retained
beyond the age of 55 years in the year beginning on the 1st July next.
The Accountant General should then convene a Board of three officers
including himself which should examine the confidential reports for the
last 3 years of each man whose name appears on the list, and, on the
evidence, decide provisionally whether he deserves retention. In arriving
at a decision the Board should take into account only the efficiency of the
person concerned ; it is not permissible to consider extraneous matters,
such as the effect on promotion of other persons, etc. Separate lists of
those recommended for retention and those recommended for compulsory
retirement as from their next birthday should then be prepared and each
person shpuld be required to appear in person before a meeting of the
Board and to indicate in the case of those recommended for retention for
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how long (not exceeding one year after his next birthday) he desires to
continue before demitting office, and in the case of those recommended
for compulsory retirement, whether he has anything to urge against his
being required to demit office. In the case of the latter, inefficiency has
not to be proved by drawing up regular proceedings. Ministerial servants
can be retired at the age of 55 years, or at any time between the ages
of 55 and 60, without disclosing the reasons for doing so if they are
considered to be inefficient for any reason.

The Board should, after thus interviewing each individual, make its
recommendaticns, bearmg in mind that it should recommend f{or reten-
tion only those who appear tp it to be physically and mentally fit for their
duties. The Accountant General should then publish these lists indicat-
ing against each name the date by which the individual not selected for
retention in service must demit office.

In the case of those who are not found fit for retention, the Accountant
General should invariably give 6 months’ notice of retirement. - This
notice will enable various preliminaries in connection with the grant of
pension leave ete., to be stteled in sufficient time before the pensioner is
due for retirement.

In the month preceding that in which the individual reaches his next
birthday, the Accountant General, should confirm the Board’s recom-
mendations in each individual case, unless there has been intermediary
evidence of unfitness for retention, in which event he should pass final
orders in consultation with the members of the Board.

The date of compulsory retirement for the individual shall be the date
on which he completes the period of leave, due and admissible, which he
elects to take after his demitting office, provided it does not take him
beyond his 60th birthday.

No member of the S.A.S. may begin or continue to officiate as an
Assistant Accounts Officer after he reaches his 55th birthday and if he is
then considered fit for retention by the Board but is unwilling to continue
as a working member of the S.A.S. he must demit office forthwith. If,
however, he is already a provisionally permanent Assistant Accounts
Officer, he shall not have the option of reverting as an S.A.S. Accountant
and continuing in service.

Dismissal, Discharge and Resignation

237%. The dismissal or discharge of members of the establishment are
governed by Articles 179 to 181 of the late Constitution read with Laws
(Continuance in Force) Order, 1958 and Laws (Continuance in Force)
(Amendment) Order, 1959 and the rules deemed to have been framed
thereunder. (Please see also para. 233.)

Commutation of Pensions
238. Cancelled.

Compassionate Gratuities

239. The rules regulating the‘ Pakistan Civil Compassionate Fund
are laid down in the Ministry of Finance, Office Memorandum No. F. 4 (2)-
71 ‘
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R[48, dated the 30th August, 1948. The Compassionate Fund is intend-
ed for the relief of families of Government servants left in indigent
circumstances through the premature death of the person upon whom
thev depended for support. As the essential object for the grants made
from the Fund is to enable the dependants of the deceased to tide over
difficulties which may face them immediately after the death of the
earning member, delay in sanctioning any grant detracts greatly from the
usefulness of the grant. All references and proposals in regard to grants
from the Compassionate Fund should, therefore, be treated as “ Very
Urgent .

240. In dealing with the application for a gratuity from the Com-
passionate Fund, the extent to which the case conforms to the rules re-
gulating the grant from the Fund must first be reported. Any special
features of the case should be brought out, and the recommendation then
stated.

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

(1) Name of the deceased, last appointment held, pay at the time
of death, date.of death and the age at the time of death.
(2) Total service, and whether pensionable or non-pensionable.

(3) (a) Dependents (with their respective ages).
(b) Their pecuniary® circumstances.

(c) Names of immediate relative with their occupations,
status and income.

(d) Whether relatives are—
(i) able.
(i) unable,
(#ii) able but unwilling to give any assistance.

(4) Remarks of superior officer on deceased’s work.
(5) Was death due to, or accelerated by, devotion to duty.

(6) Recommendation of Department, etc., regarding amount of
grant. .

(7) (a) Name of the treasury or sub-treasury at which pay-
ment is desired.

(b) Full address of the payee.

(8) General.

(9) A descriptive roll in duplicate (on a separate sheet) of the
applicant for the award containing information : —

(a) Height.

(b) Age. Y
(c) Colour.

(d) Personal marks, if any, on the hand, face, etc.

(e) Signature or left hand thumb and finger impressions.

T2
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(10) An independent report on the financial condition of the
applicant from the Collector or District Magistrate of the
place where the applicant resides.

Note.—The descriptive rolis and thumb and finger impression® ag:mpanying  eppiicaiion
for refief from the Compassionate F and should b attestod by two ot more p3rsons of respsctability
in the town, village or pargana., in which the applicant resides.

1 the deceased was a subscriber to the G. P. Fund andfor was insured, the amount of his
deposiisin the Fuad and/or the amount for which he was insured, should bs menicned. I he
was neither a subscriber to the Fund nor insured, the fact should bs stated.

242. A model letter form which the Heads of Office may usefully
adopt in addressing District Officers to secure promptly the particulars
required by the Committee administering the fund is given in the
Annexure to this Chapter.

243. All applications are required to be submitted in duplicate by
Accountant General. No application will be considered which is not sub-
mitted to the department of the Central Government concerned within
one year of the death of the Government servant, unless the delay in sub-
mission is sufficiently explained. It is desirable that applications should
be submitted as promptly as possible after the death of the Government
servant. .

Accounts Ofiices Associations

244. Reasonable representations on general questions from an As-
sociation formed by employees of Accounts and Audit offices are consi-
dered if the Association has been recognised under the Recognition Rules
issued by the Government of Pakistan from time to time. The instruc-
tions regarding the recognition by the Central Government of Associations
of its employees were promulgated with the Cabinet secretariat establish-
ment Barnch Notification No. 6[1}48-Ests (SE.), dated 30th August
1948. Similar representations from the All-Pakistan Accounts and-Audit
Offices Convention and its Working Committee are also considered at
present, although this Convention is not a recognised one. All such re-
presentations should be supported by copies of the actual resolutions
passed by the Association concerned. Representations from Associations
of Subordinate Accounts and audit offices, if addressed to the Comptroller
and Auditor General or higher authorities, should be submitted through
the Accountant General concerned.

Gradation Lists
245. Accountants General are required to submit by the 15th June
each year gradation list of their offices showing generally the sanctioned
strength, the scales of pay, and seniority of the different classes of men
on the establishment.

Life and Service Tables

246. Deleted.
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ANNEXURE

(Referred to in paragraph 242.)
Mode! letter from Local Heads of Departments to District Officers in connection with applica~
tion for grants from the Compassionate Fund.
Sir,

. I'have the honour to enc.lose herewith an application from (name of applicant) residing in
(village ) of (tehsil) in your district, the (widow/son/or other relaticnship) of the late.

L who was (post occupied, in this Department) for a grant from the Péxkistan
Civil Compassmn_ate Fund. T shall be grateful if you would kindly let me have a descriptive roll
of the applicant (in duplicate in the form enclosed) along with an independent report, after getting
the Recessary enquiries made, about the applicant, containing information on the following points::

(1) Dependants with their respective ages ;
@) their pecuniary circumstances;
(3) names of immediate relative with their occupation, status, and income ;
(4) whether the relatives are-.-
(i) able,

(i) unable;

(iii) able but unwilling to give assistance;
(5) whether the deceased was insured and if so, for how much;
(6) any other property left by the decreased ;

(7) name of the Government treasury or sub-treasury at which payment is desired, and
also the full address of the payee ; and

(8) any other relevant information.

. 2. Imayadd that such applications for grants have to be submitted for orders of the Com--
mittee sdministering the Pakistan Civil Compassionate Fund through the Ministry of the Govern~
ment of Pakistzn concerned and the issue of final orders, therefore, even withall the expedition
possible, Necessarily takeés some time. Since awards from this fund are intended to help the de-
pendents of de:cesed Government servants 1o tide over difficulties which may face them imme-~

iately after the death of the earning member, delay in sanctioning any grant detracts greatly from
the usefulness of (e grant.  May I, therefore, request that this reference may be treated as exiremly

urgent ?
I have, eic. .

Descriptive Rell of, ... . e, Designatien., L L L. L L
of the late............. ... . e e e e e e e e
Widow/son.. ... ... .. ...

1. Height.

2. Age.

3. Colcur,

4. Personal marks, if any, eon the hand, face, etc.

5. Signature or left hand thumb and finger impressions.

Small Ring Middle Index Thumb..
finger. finger. finger. finger

Attested by : Witnesses :—

I : 1.

2. 2.
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CHAPTER ViL—DIVISIONAL ACCOUNTANTS

‘ Organisation )

24%. The Divisional Accountants are constituted in a separate cadre
with its own leave and training reserve under the administrative control
of the Accountant General. This cadre is intended to provide one train-
ed Accountant for each public works division or other independent execu-
tive charge and one for each of certain appointments in the Audit Office.

248. Proposals affecting the strength, etc., of the cadre require to
be submitted to the Comptroller and Auditor General or the Central Gov-
ernment for the requisite sanction.

) Provided that an Accountant General may make the consequential
increase or readjustment including the leave reserve if a new public works
division is created or an existing one abolished.

Source of Recruitment

249, Subject to such exceptions as may have been authorised by
the Comptroller and Auditor General, candidates for appointment as.
Divisional Accountants will be recruited through the Initial Recruitment
Examination prescribed in Annexure I to this chapter, and may, subject
to the condition laid down in the paragraphs succeeding, be recruited from
one of the following sources by the Accountant General :—

(1) Clerks employed in Divisional and Sub-divisional offices of the
Public Works Department, who are recommended by the
authorities of that department as suitable for appointment as-
Divisional Accountants.

(2) Clerks employed in the Audit Office.

(3) Graduates of the Indian or Pakistan Universities and other:
persons considered suitable on account of their special qua-
lifications.

Conditions of Recruitment and Cenfirmation
250. Deleted.

251. Appointment from source (3) shall ordinarily be limited to one-
third of the vacancies in the permanent cadre of Divisional Accountants,
the distribution of the remaining vacancies between the other two sources:
being made af the discretion of the Accountant General.

252. Appointment to the cadre of Divisional Accountants from
whatever source is treated as direct recruitment for the purposes of the
communal proportion and regional distribution orders issued by the Cen-
tral Government and the Comptroller and Auditor General from time to
time, and the Accountant General is personally responsible for seeing that
these appointments conform to the relative orders. The recruitment of
persons from source 3wmentioned in para. 249 will be subject to the pro-

vision of para. 209A.

253. It is specific condition of the appointment that Divisional
Accountants are liable for service anywhere within the audit jurisdiction

5
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of the Accountant General including his own office, and, on their quali-
fying for appointment to the Subordinate Accounts Sérvice, are liable
for transfers to the offices of the Comptroller and Auditor General and the
‘Finance Ministry of the Central Government.

254, Every person appointed to the cadre of Divisional Accountants
is initially treated as on probation. The period of probation for recruits
from sources (1) and (2) mentioned in paragraph 249 will be 214 years
(6 to 18 months for training plus one year’s trial as in charge of the
accounts of a Division), unless they are removed earlier on account of
being found unsuitable during the period of their training. They will be
allowed to sit for the Divisional test after a training of at Jeast six
months. The period of probation of the Direct recruits will be three
years (one to two years for training and one year’s trial as a Divisional
Accountant). They will not be allowed to appear in the Divisional Test
until they have had one year’s training.

The candidates selected for appointment as Divisional Accountants
on the results of the Initial Recruitment Examination will take seniority
below those already appointed to the Divisional Accountants’ cadre, Their
seniority inter se will be determined according to the rank obtained by
them in the Initial Recruitment Examination.

Confirmation in the Cadre

255. All appointments to the Divisional Accountants cadre are made
through the Initial Recruitment Examination prescribed in Annexure I
to this chapter, and confirmation in it is subject to a candidate fulfilling
the following conditions :—

(a) that he has acquired during the period of probation :—

(i) experience in the accounts work of Divisional or Subdivi-
sional offices for 12 months in the case of candidates
recruited from sources (1) and (2) in paragraph 249 and
of 18 months in the case of direct recruits ;

(é) 6 months’ experience in the Works Audit Department of
the Audit Office ;

(iii) 12 months’ continuous service on probation as Divisional
Accountant ;

provided the Accountant General may, for special reasons, relax any
of these conditions : '

(b) that he has passed the Divisional Test prescribed in para-
graph 257 ;

(¢) that the Accountant General is satisfied that the Divisional
Accountant on probation is competent to hold independent
charge of the Accounts of a division, and considers him
(from reports received from the  Executive Engineers)
fit to hold the position of the senior” member of the offices
establishment of a Divisional Office. :

Explanation (1).—Failure to fulfil conditions (4) and (¢) within the period of probation will
involve removal from the cadre of Divisional Accountants.
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The Accountant General may extend these periods by not more than one year.

Explanation (2).—The pericds of probaticn may also be automatically extended. 1f an
Accouniant General holds, under paragraph 258, the Divisional Test Examinaticn cnly ence in
a year instead of twice, to give candidates the number of chances equal to those they would have
had if the said examination were held twice a year.

Practical Training

256. Every Divisional Accountant on probation should, irrespective
of his prior experience, if any, undergo a course of practical trianing for
such period as may be considered essential in each case. A Deputy
Accountant General should be entrusted with the task of regulating and
supervising this course of practical training and, subject to such details
and variations as the Accountant General may order, the training should
consist of actual experience of divisional offices and the Works Audit
Department of the Audit Office and of a thorough knowledge in the pro-
cesses of compilation and the audit of divisional and sub-divisional accounts.
For this purpose probationary Divisional Accountants may, if necessary,
be attached as additional Accountants. The Deputy Accountant General
should require to be submitted to him monthly a diary of the work done
and of the progress made by the probationer in the several practical
aspects of his training.

Explanation.- Tt may not be possible for an Accountant General to give the training in the
manner provided for in this paragraph if the Division1l Accountants c1dre under his control does
not include a training reserve, but adequate practical experience should precede the confirma—
tion of any person as Divisional Accountant.

Departmental Examinations

25%7. A departmental examination called the Divisional Test Exa-
mination in divisional accounts shall be held twice a year by the Account-
ant General. This examination should be in two parts, written and viva
woce. The written part should be a severe practical test of the candidate’s
knowledge of the rules and processes connected with (1) the preparation
and examination of initial accounts, stock and tools and plant returns,
contractors’ bills and other bills and vouchers and (2) the classification
and compilation of divisional accounts. The viva voce part of the examina«
tion is intended to show whether the candidate can promptly give to the
executive officers of the Public Works Department appropriate advice in
matters concerning the accounts and the financial arrangements of
Divisional and Subdivisional offices. The examination should be con--
ducted under the supervision of a Divisional Officer or of a P.A.& AS.
officer of the Audit Office. The candidate should not be allowed access
to any books. He must obtain not less than 66 per cent. marks in either

part to pass the examination.

An Accountant General shall however have discretion to hold only
one examination in each year instead of two if he considers that the
second examination will have the effect of increasing to an undue extent
the number of accounts clerks qualified for appointment as Divisional
Accountants under paragraph 256. af o o

. inations ter November, Wt
S]ﬂam;&wi;ﬁgg;fgg t!iﬁ%):;negc;;%gd}i‘: th: manner given in /A.nm:xurcell.mope of the

ial procedure introduced for the viva v
. Note 2.—To ensure a common standard, a spec'a . iva voce,
examirlx,a:ign i':. that the officer conducting the examination should take down the answers given
by each candidate. Asingle examiner then values the answers of all the candidates in both the parts
of the examination.
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258. Deleted.

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

to be so appointed.

260. Deleted.
Pay.
261. Deleted.

262. The Accountant General is the authority competent to allow
the annual increments to Divisional Accountants on the time-scale of pay.

263. Divisional Accountants when attached to the Audit Office are
liable to perform the duties of the supervising staff without a claim for
any special enhanced pay.

264. Members of the Divisional Accountants’ cadre are eligible to
qualify for appointment to the Subordinate Accounts Service subject to
the conditions governing appointments to that service (vide Chapter V).
Necessary facilities are afforded by using the provision of paragraph 253
and posting from time to time a selected number of Divisional Account-
ants to work in the Audit Office. "

Note.—Divisional Accountants on passing the S.A.S. examination are allowed an ad-
dition of Rs. 2 to the ordinary rate ¢ f increment admissible to them,

Confidential Reports

265. (a) The Accountant General is responsible for maintaining the
confidential report of the Divisional Accountants but as these Accountants
work largely under the immediate supervision of the Public Works De-
partment officers each Divisional Officer will forward to the Accountant
General a confidential report in the M.S.0. Form No. 4-D on the work
and conduct of his Divisional Accountant:— .

(1) on the 1st of January each year, and

(2) when the Executive Officer himself vacates fhe charge of
the Division.

(b) A separate report should be written on each Divisional Accountant
who has served under the Divisional Officer since the submission of the
last report. The report should be written in the Divisional Officer’s own
handwriting and should be forwarded by him confidentially to the Ac-
countant General by name, no copy being kept in the Divisional Office.
Any point in which the Accountant is specially good should. be mentioned
as also any defects of character or other shortcomings. A considered
opinion on the Accountant’s reliability in all respects and ability to manage
the staff will be specially valuable.

(c) The Central Government, Cabinet Secretariat instructions (Cabinet
Secretariat Office Memorandum No, 5/3/48—Ests (SE), dated the 1st~
August, 1949) about the method of preparation and communicating of
confidential reports apply mudiatis mutandis to Divisional Accountants also.
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No report need be sent on a Divisional Accountant who has not. served
under the Divisional Officer for more than three months unless there is

anything special which' should be brought to the notice of the Account-
-ant General.

(d) The Accountant General should ensure that a Divisional
Accountant, receiving adverse remarks for two successive years from the

same reporting. office is immediately placed under another reporting
Officer.

(e) The Divisional Accountant is himself responsible for drawing the
attention’ of the Divisional Officer in writing to the provisions of this
Jbaragraph ‘as this Manual is not one of the official publications of the
Public Works Department.

266. The Audit Officer inspecting the accounts of the division should
also submit to the Accountant General a confidential report, written in his
own handwriting on the work and qualifications of the Divisional Account-
ant as judged mainly by the quality of the work inspected by him. This
report should mention inter alia how far the Divisional Accountant keeps
himself posted with the relevant rules and procedure relating to audit and

accounts and has his personal copies of the codes and other books of
reference corrected and up-to-date.

267. A confidential report on any clerks of the Division who have
applied for appointments under the Accountant General may also be pre-

- bared by the Inspecting Officer, if so desired by the Accountant General.

Postings

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

Transfers

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

270. When a Divisional Accountant is about to be relieved of his
duties in a Divisional Office, either permanently or temporarily, he should
Prepare a memorandum reviewing the accounts of the Division, The re.
lieving Accountant should examine it and forward it promptly with his
remarks to the Accountant General through the Divisional -Officer who
will record such observations as he may consider necessary.
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Miscellaneous
271. The relevant provisions of Chapter VI on matters mentioned
below apply mutatis mutandis to Divisional Accountants :—
Re-employment of pensioners ;

Precaution against re-employment of men dismissed ;
Returns of Regional and Zonal representation ; '
Conduct, discipline, etc. ;

Alteration in date of birth;
Undertaking of private work ;
Penalties ;

Petitions and memorials ;

Medical attendance ;

Superannuation and Retirement ;
Dismissal, discharge and resignations ;
Commutation of pensions ;
Compassionate gratuities ;

Accounts Office Associations ;

Gradation List.
Note—An application for a grant from the Compassionate Fund to the family of a
deceased accountant should te submitted to and may be sanctioned only by the Government,
Central or Provincial, under which he was actually serving at the time of his death.

272. Deleted.
ANNEXURE I

(Referred to in paragraph 249.)

Rules for the Initial Recruitment Examination for recruitment to the Cadre of Divisional Accoun-
tants.

Recruitment to the cadre of Divisional Accountants from the three sources, namely, (1) P
W. D. Accounts clerks, (i) Upper Division clerks of the Audit office, and (iii) Direct Recruit
in the prescribed proportion will be made through a_competitive and qualifying test called
the * Initial Recruitment Examinaticn for Divisional Accountants’ which will be con-
ducted by the Accountant General once a yearon such dates as may be convenient to him but
as far as possible in the same month annually.

Pubticity for the Examination will be given by an advertisement in the Press and in the Gazette
Listan and/or Provincial Gazette as may be found expedient which will state the probable num-

0 . OXp : gt
bfel}"gf vacancies to be filied on the results of that Examination and their communal distributions,

2. The subjects and the minimum marks qualifying for a pass in this examination wili be ag
follows :—

Subjects. Maximum Minimum  Percentage.

’ Marks.  required

for pass-
ing.
Bssay or Precis and Draft 150 75
Elementary Book-keeping 150 75
Arithmetic and Mensuration (Elementary but prac- 200 133

tical). )
Total 500 300 60%

3. Thesyllabus of the examination will be as follows :—

(i) Essay or Precis and draft. The standard of difficulty will be similar to that prescribed =

for the examination for admission to Grade A of the unified scale of pay in the Indian Audit De-
partment before Partition or of any examination of the same level.
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(i) Elementary Book-keeping. The paper in this subject will be of fairly elementary charac-
ter. The “ Students complete Comimeicial Book-keeping, Accounting and Banking “ by Arthur
Fieldhouse has been prescribed as the text book for the paper on this subject, but it should be
supplemented by knowledge of the following chapters in ** Advance Accounts * by R. N. Carter
(Revised Editicn 1937) . Where these chapters cover the same ground as Field House, the ques-
tions will be set from Carter and not from Field house.

Chapter I.—Book-keeping upto the Trial Balance.

Chapter II—Trading and profit and loss Account and Balance Shest.
Chapter I1I—Bills of Exchange, promisscry Nates, Cheques.

Chapter VI—Self-Balancing Ledgers.

Chapier Vil-—Reserve for bad Debts'and Discounts.

Chapter VIII—Capital and Revenues Receipts and Payments accounts, Income and Expendi-
ture Account, Voyage Account.

Chapter XVII—Manufacturing Accounts, percentage Trading and profit and Loss Accounts
working Accounts Cost Book, Mining Company.

Chapter XVIIL.—Depreciation, Sinking funds, Reserves, Reserve Funds, Secret Reserves. -
Chapter XXII—Cost Accounts, /

Chapter XXIV—Double Account System. .

Note—If there is any change in the subjects of these chapters in the subsequent editions of

" ¢*Carter ”*, candidates should read the corresponding chapters in the later edition.

(iii) . Arithmetic and Mansuration.—The Standard for this subject will be the same as that
prescribed for the Matriculation or the school leaving certificate Examination. The book * Man-
suration for Indian Schools and Colleges, part I°* by Pier point has besn prescribed as represen-
ting the standard expected of the candidates in thie subject.

4, Asthe examination is a competitive one, no exemption from appearing in any subject
will be granted to any candidates except to the S.A.S passed clerks of the ordinary Brarch of the
Audit Office who are totally exempted and will be selected as Divisional Accountants on the basis
of the record of their work to the extent thought expendient in the interest of the office, in pre-
ference to ordinary Upper Division Clerks. )

5. Each candidate applying to appearat the examination will pay a fee of Rs, 7/8 . The
fees of candidates whom the Accountant General considers in his discretion to be unsuitable for
admission (See Rule 14) will be returned by postal ord er at their cost. If from any cause an ad-
mitted candidate fails to appear in the examination the fee paid will not be refunded nor will it
be placed at his credit for any subsequent examination.

6. No candidate will be allowed to appear in the examination more than twice, but an
Accountant General may in his discretion permit a candidate who has failed by reason of (properly
certifizd, personal illnzss to appear after acceptance not to count that against the total,

7. Thz minimum educational qualification of the candidates from the three sources wiil
be as follows :—

(a) Eordirect recruits.—A university degree inthe Second Divisioni.e., a division tetter than
the lowest that may be obtained from the candidates University, with the exception that a bare
degree may bz admitted in thz case of minority community candidates.

(b)_ Por recruits from Audit Offices.—The same standard as that normally prescribed for
Epper Division clerks in the office to which the recruit belongs subject to the minimum of a bare

egree.

(¢) Forrecruits from P, W. D, Offices.— Such educational standard as may be agreed on
from time to time between the Accountant Generaland Central or Provincial Government concern-
ed, a thoroughly satisfactory record of service in the P, W. D. offices compensating for educational
shortcomings.

8. Noclerks of the P, W. D. and Audit offizes will bz eligible to appear in the examination
unless they have rendered more than two years service as Accounts clerks in the P. W. D, offices
oras Auditorsin W. A. D. in the Audit offices,respectively.

9. The age of the candidates for the examination from sources (i) and (ii) referred to in
rule I must not exceed 30 years on the first of the month in which examination is held. The age
of the directrecruits must not exceed 24 years on the same date,

10. Therules regarding the areas of recruitment will be the same as those for the recruitment
of clerical establishment prescribed in para 213 of the Comptroller and Auditor G :neral’s Manual
of Standing orders. -
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11. A candidate wishing to appear in the examination will apply in the form prescribed in
fti'ulo.e 13 to the Accountant General concerned enclosing a fee of Rs. 7/8 and the following certi-
cates :—

(i) Certificate of good character signed. by the candidates immediate official superior
in the case of candidates already in Government service and by the principal of the
college in which he has been educated or by some other superior under whom he may
have been employed or to whom he may be will known, in the case of outsiders. This
cortifioate must have special reference to the two years immediately preceding the date
of the application and thisshould be specifically mentioned in the certificates.

(i) A duly verified statement of age eg., A Baptismal certificate, a Birth certificate,
an Affidavitsigned by the guardian or a relative of the candidate before a magistrate
or an attested copy of the Matriculation or School Leaving Certificate stating the date
of birth or an attested extract from the service book in the case of candidates already
in Government Service.

(iit) An at';ested copy of the University Degree or other educational certificate asthe case
may be.

12. The application which should be written by the candidate in his own hand-writing and
the certificate etc., prescribed in RuleIIshould be submitted so asto reachthe Accountant Generarl’s
ﬂi{ce ncl)t later than the 15 of the month second preceding the month in which the examination
akes place.

13. The application should set forth the following particulars :—

(1) Name ofthe candidate (in full) (to be written in capital letters).
(2) Father’s name (in full).

(3) Community or caste to which he belongs (e.g., Hindu, Muslim, Sikh, Christian,
Scheduled caste, etc. ’

(4) Date of Birth.

(5) Examination passed with dates.

(6) Signature of candidate.

(7) Present address to which all communications should be forwarded.

14, Applications which do not satisfy the requirements of the foregoing rules will be rejected
with out entering into further correspondence with the candidates. Other applications will be
considered ontheirmarits by the AccountantGeneral whose decision as to whether or not the candi-
date should be allowzd to appear for the examination willbe final. Each candidate will be in-
formed whether his application has been accepted or not.

15. The examination will be hsidintheoffice of the Accountant Generalunder the supervision
ofclass I gazatted officers on such dates and at such hours as may be fixed by the Accountant
General and communicated to each candidates.

16. The results of the examination will be declared by Accountant General about a month
after the completion of the examination and will be communicated direct to each examinee. No
appeals against ths publishad results will bz entertained. The list of successful candidates will ke
vrepared in orderof merit. From thislist the number of candidates from each of the three sources

ferred to in rule ! above as thenfinally determined as attachingto that Examination willbe
paken in order.ofmerit butif the candidates so included in this number do not yield the correct
communal distribution, this will bs remsdied by taking enough of the next candidates of the re-
quired community from the relevantsourcein order of merit to make good the deficiency of their
community ani discarding alike numbzr of candidates of the community represented in excess
from the foot of the original list to make room for them.

17. Thecandidates as thus finally selected will be required to undergo the prescribed train-
ing inthe AulitOffice and/or public works Divisional offices beforethey are allowed to appear
inthe Divisional Test Examination in accordance the with departmental regulaticns.

N candidates, from whatever source selected will be appointed to the cadre of Divisional Ac-
countantsunless he has passed the prescribed Divisional Test Examination, orin theCase of S.A. S.
passed clerks of the Audit Offices, the viva vove part of it.

18. The rzsults of each examination are independent. The place of an unsuccessful candi-
date may have taken in one year,even if he beexcluded on communal grounds, gives him no claim
to subsequent vacancy.

19. These rules may at any time be amended or revised by the Comptroller and Audit(;g
General with such notice as he thinks¥fit.

Note.-—Application for these rules should be made to the Accountant General concerned.

: 82

e



&

CHap. VII] DIVISIONAL ACCOUNTANTS [Annex.T 1

ANNEXURE I,
(Referred to in Note 1 below paragraph 257 )

The =xisting syllabus of the Divisional Test has been revised to the extent given below,
. L. Thescope of the syllabus viz public works Accounts, practical & Viva Voce,as prescribed
1n para. 257 of the Comptroller and Auditor General’s M. S. O, may be widened by adding to it a
few questions from the following 3— .

(i) Audit Code (Whole Book).
(ii) Audit Manual. .

PartI. General procedure regarding procedure and extent of audit 5
PartIII. Arrangements and methods of P. W. Audit ;

Chapter 28. Objections on P, W, Transactions ; and

Chapter 32 Inspections of P, W. Offices.

2. An additional paper may be added to test the knowledge of the following books.
(a) (i) Fundamental Rules,

Part I.—Extent of applicaiion and Definition ;
Part IT.—General conditions of service ;

. Part IIL—Pay, additions to pay, continuation of appointments, deputation out of Pakistan
Dismissal, removal and suspension, and compulsory retirement ;

Part IV.—Leave and joining time.

(i) The corresponding Supplementary Rules— As far as the T. A. Rules, the candidates of
the Central and Provincial Divisions will study rules of their respective Governments.

(b) Civil Service Regulations.

Part IV.—Ordinary Pensions, General Rules, Conditions of qualifying Services, Rules for
reckoning service, conditions of grant of pensions, Amount of Pension and Re-employment, for
pensions ; and :

Part X.—Procedure relating to pensions.

The additional paper will carry 150 marks with 40 percent pass marks.
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273-277) CLASS IV SERVANTS [Cuap. VIII

CHAPTER VII : CENTRAL SERVANTS CLASS IV.
Strength. '

273. Subject to the provisions of paragraph 2 below,the strength of
the class IV establishment in Accounts and Audit Offices is determined
roughly according to the following principles:—

(1) One peon is allowed for each big section and one peon for two
small sections, whether the sections are accommodated in the
same room or not. A big section has been taken as consisting

of six men or more. .
(2) The formula above is not applicable to the Record Department

in any of the Accounts and Auditor Offices, as the work in that

branch is, in many respects, peculiar.

(3) The formula is not also applicable to sections consisting of a
very large number of men, e.g. savings Bank and money
order sections of Postal Audit Offices, etc.

In case of (2) and (3) above the staff of peons is fixed after careful

consideration of the actual requirements.

Explanation :—(1) Farashes in offices, where they exist are classified
as peons for the purpose of calculating the strength of
the class IV establishment.

(2) It has not been possible to formulate a rule which can
be made uniformly applicable to the calculation of
the staff of daftries in all offices, as not only do the
duties of a daftry vary from section to section but the
conditions or one office are not always the same as in
another.

(3) Chowkidary peons are also omitted for fhis purpose and are taken
as Durwans.

Revision of the permanend strength_ of the class 1V staff requires the
sanction of the Comptroller and Auditor General.

Leave Reserve

92%4. There is no ‘““leave reserve” included in the sanctioned cadre
of class IV staff for each Accounts and Audit Office. Leave allowances
to Class IV servants are regulated by the second proviso to Fundamental
Rule 87. .

Source of Recruitment

275. Subject to any orders that may be issued from time to time by
the Central Government and the Comptroller and Auditor General,
Accountants General are competent to recruit men at their discretion for
their Class IV establishment.

Communal Representation

2%6. Subject to any special orders which may be issued by com-
petent authority regarding any particular class of Class IV servants, the
general orders of the Central Government in regard to reserving a certain

percentage of direct appointments to Government service for the redress

of communal inequalities do not apply to Class IV posts.

277. Deleted
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CHap, VIIJ] ‘ CLASS IV SERVANTS [278-280

[S—

Special Pay

278. Some of the Class IV servants in Accounts Offices are allowed
special pay for the performance of duties done outside office hours or
which are outside the scope of duties for which the Class IV servants
posts have been created. Any further revision or modification of the
existing rates will require the sanction of the Central Government.

Pension

279. Rules regulating the gratuities and pensions admissible to,
and retirement of, the Class IV servants are laid down by the Central
Government. ‘ ‘

Miscellaneous

280. The relevant provisions of Chapter VI on matters mentioned
below apply mutatis mutandis to class IV establishments : —
(1) Precaution against re-employment of men dismissed.
(2) Penalties.
(3) Petitions and memorials.
(4) Dismissal, discharge and resignation.
(5) Compassionate gratuities.
(6) Employment of persons who have married Foreign Nationals.



281-282] BUDGET AND CONTROL OVER EXPENDITURE: [CHap. IX

CHAPTER IX.—BUDGET AND CONTROL OVER EXPENDITURE
Preparation of Budget Estimates

281. Civil Accountants General will prepare there own budget esti-
mates in M. S. O. Form No. 5 and submit them to the Comptroller and
Auditor General by the date laid down for each office. The estimates after
scrutiny will be forwarded to the Finance Ministry of the Central Govern-
ment by the date that may be prescribed from time to time.

The budget estimates of the office of the Comptroller and Auditor
General are prepared by the Comptroller and Auditor General’s office.

The budget estimates of the office of the Director of Audit, Defence
Services, Director of Railway Audit and Comptroller Posts and Telegraphs
and of the offices subordinate to them are prepared by the Directors and
Comptroller Posts and Telegraphs on the lines of the estimates prepared
by Civil Accountants General,

The Director of Railway Audit and Comptroller Posts and Telegraphs
will also compile the budget estimates of the gazetted Officers and non-
gazetted establishment of their respective offices as well as of their Sub-
ordinate offices in the forms prescribed in the Railway and Posts and
Telegraphs Demands for Grants. The two budget estimates are trans-
mitted by the Comptroller and Auditor General after scrutiny to the
Financial Adviser, communications.

The budget estimates of the gazetted officers attached to Civil Ac- '

counts and Audit Offices are prepared by the Accountant General, Pak-
istan Revenues, and submitted to the Comptroller and Auditor General for
scrutiny and transmission to the Finance Ministry of the Central Govern-
ment. The travelling allowance of officers is provided for in the budget
of the office to which they are attached but other allowances, such as
house rent, compensatory allowances, etc., are provided under “ Allowances,
Honoraria ” in the budget estimates of gazetted officers prepared by the
Accountant General, Pakistan Revenues.

282. The budget estimates of Civil Accounts and Audit Offices are
prepared in two parts:—

(a) Part I.—Relating to revenue and to standing charges, i.e.,
charges which, though they may vary from year to year, are
nevertheless not dependent upon the volition of the head of
the department, e.g., permanent establishment travelling
allowances and ordinary contingent expenditure.

(b) Part II—Relating to new items of expenditure for which
funds have not been provided by a vote of the Legislature
in the case of votable expenditure or by the Government in
the case of non-votable expenditure. This part should
include—

(i) New items which appear in the Budget Estimates for
the first time,

(ii) Recurring items which even if not provided in the budget

for the current year have been sanctioned during the
currency of the year and their cost met from the savings
of the year or by re-appropriation ; and
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CHap. 1X] BUDGET AND CONTROL OVER EXPENDITURE  [283-288

(iii) Items sanctioned from year to year irrespective  of
whether they were included in the previous year’s Budget
Estimates or not. Items of casual temporary nature
should, however, be shown in Part I and not in Part
II. Also temporary Posts sanctioned for periods
exceeding one year will be shown-in Part II only in the
first year. :

283. An explanatory note should be attached to the estimates des-
cribing fully the causes of variation in respect of the following:—

(1) Between number of posts in the “ Number” column :

(2) Between the current year’s budget and the revised estimates;
and _

(3) Between the revised estimates and the proposed estimates.
Full details should also be furnished in regard to the provision
made under the following-heads‘:—-l

({) Pay of Estab]ishment; ,
(ii) Contingencies—Office expenses and Miscellaneous,

(iii) Amount recoverable from other Governments, Departments,
etc.

284. All figures should be given to the nearest hundred in the pre-
paration of the estimates.

- 285. In framing the revised estimates the Accountant General should
not merely repeat the budget figures. They should be framed carefully
on the most recent actuals and a forecast of events during the reminder
. of the year. Without a carefully framed revised estimate an accurate
budget is impossible.

286. In framing the budget estimates the Accountant General should
exercise the utmost foresight. All items of expenditure that can be fore-
seen should be provided for and care should be taken to see that the pro-
- visipn is included under the proper sub-heads. An exhortation to show
foresight is not an invitation to include new items without due consider-
ation. While provision should be made for all items that can be foreseen
it is essential that the amount of the provision should be restricted to the
absolute minimum necessity. When providing for new expenditure ad-
ministrative difficulties and possible delays should always be borne in
mind, and not more should be provided than is likely to be spent during
the course of the year. Provision should not be made for inchoate sche-
mes which require to be worked out and submitted to higher authorities
for sanction. Full justification should also be given for the * provision
proposed in part II of the budget estimates. .

987. If any expenditure_requires the sanction of the President it
should not be included in the estimates unless the required sanction has

.. already been obtained.

288.' Provision should not: be made in the budget for post which it
has been decided to leave unfilled.
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289-295) * BUDGET AND CONTROL OVER EXPENDITURE [CrAP. IX

289. Whenever a new item of expenditure covering additional staff
is included in Part II-B of the budget estimates the proposals in connection .
‘therewith should be submitted to the Comptroller and Auditor General
sufficiently in advance of the submission of the estimates.

290. A lump sum reserve of Rs. 25,000 is placed annually at the dis-
posal of the Comptroller and Audifor General as a reserve fon unforeseen
expenditure arising in the course ofi the year. Proppsals for allotments
out of this reserve will not be entertained except in case of proved necessity.

dllaxiges in Appropriations during the year

291. The demands in respect of charged expenditure become *“‘Appro-
priation ” when sanctioned by the President.

292. All formal applications for re-appropriations within the budget
grants and appropriations, or for additional "grants or . appropriations
should be submitted to the Comptroller and Auditor General before the
submission of proposals for supplementary Appropriation. These
applications should be based on actuals so far as they can be foreseen
and not on revised estimates. :

293. Once the President has sanctioned the Appropriations  the
amounts of these Appropriations cannot be increased without the further
sanction of that body. This sanction is necessary in the following cases
and is accorded by the President in the form of supplementary appro-
priations :—

(1) When the amount of an appropriation is allowed in the budget
is found to be insufficient for the purpose of the current year ;
or

(2) When a need arises during the year for expenditure for which
the sanction of the President is necessary, upon some new
service not contemplated in the budget for the year.

294. Whenever supplementary appropriations are deemed necessary
proposals for them are to be submitted to the Finance Ministry by the .
date that may be prescribed from time to time. Before such proposals
are made, it should be seen whether there are likely to be any normal
savings due to cause (c) in paragraph 295 and whether any special eco-
nomies can be effected under any other sub-heads of the appropriation.
Supplementary appropriations are authorized only in cases where the
excess expenditure has been specifically approved by Government. It
will, therefore, be necessary to obtain prior approval of the Ministry of
Finance before incurring any expenditure in excess of the authorized
. appropriation.

295. It may be found in the course of the year that the expenditure
under some sub-head is likely to be less than the provision in the budget.
The saving may be due to one or more of the following causes :—

(a) actual postponement of expenditure;
(b)real savings due to economy; and ‘
(c) normal savings due either— :
(i) to original over-estimating; or
(ii) to the usual administrative causes, e.g., casualties, etc.
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CHap. IX] BUDGET AND CONTROL OVER EXPENDITURE [296-300

Savings due to cause (a) should in no circumstances be used for re-ap-
propriation to meet new items of expenditure without the sanction of the
Finance Ministry. Unless savings due to cause (b) have been made de-
liberately to provide for an unforeseen emergency, they should not ordi-
narily be utilised in the course of the year for new items of expenditure
as it is desirable that all such new items should be considered together at
the time of the preparation of the budget.

296. All savings in the appropriation for Audit are to be surrendered
by the Comptroller and Auditor General to the Finance Ministry when
they are foreseen without waiting till the end of the year unless they are
required to meet excesses of the kind referred to in paragraph 294 which
are foreseen at the time. Savings should not be held in reserve for possible
future excesses, though a reasonable margin may be allowed for inaccu-
racy in forecast. '

297. Deleted.

Control over Expenditure

298. The Comptroller and Auditor General controls the charges under
the Major head “ 26—Audit ” incurred in the several Accounts and Audit
offices subordinate to him and Accountants General are responsible that
expenditure is kept within the limits of appropriations. Accountants
General should pay personal attention to the control of expenditure in
their offices, and should not leave the matter too much to their subordi-
nates. A reference should be made to the Comptroller and Auditor
General whenever any excess has occurred, or is likely to occur, under any
head of appropriation.

299. In order that the Comptroller and Auditor General may be in a
position to watch the progress of expenditure in the Audit and Accounts
offices and to ascertain where a saving is likely to occur, Accountants
General ete. should submit to him reports through statements in Form
7 of expenditure under each primary unit of appropriation against his
office budget as well as for three charges relating to gazetted officers
attached to his office. Report for the first three months of a financial
year is not necessary. Report from the Fourth month onward should
reach the Comptroller and Auditor General by the middle of the month
succeeding that to which they relate. In order to render possible a proper
distribution of the figures for periodical adjustments against the monthly
expenditure under each primary unit, the details of all the book adjust-
ments should be given in a foot-note to the form.

200. The fact that the monthly statements of expenditure are not
necessary for the first two months of a year does not do away with the
responsibility of the Accountant General for watching the progress of
expenditure in his office in relation to the budget grant. The Account-

_ants General etc. must review the progress of expenditure of this period

every month and report to the Comptroller and Auditor General any
abnormal expenditure or saving which is likely to cause an excess or
large savings in any head.
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301-303] BUDGET AND CONTROL OVER EXPENDITURE [CHap. IX

301. With the return for the sixth month each Head of an office
should submit a full review of the progress of his expenditure up to date
and of its probable results during the remainder of the financial year.
He should make proposals for a surrender of funds if he expects
a saving and a demand for in increased grant if he expects an excess. In
submitting this review he should pay special attention to recoveries ex-
plaining very fully and variations between his present expectation of the
amount to be recovered and the estimate originally included in the sanc-
tioned budget. The return for each month after the six month should
show the ampunt he expects to receive from recoveries during the remain-
ing months of the year as well as the amount recovered up to date, and
should explain any anticipated variation from six monthly figures. The
return " for the twelfth month will therefore indicate the latest estimate
of the total amount to be recovered during the year. If any unexpected
recoveries or other adjustments are made, they should at once be reported
to the Comptroller and Auditor General with full explanation of the reason
for their being unexpected. ~ -

301A. Statements of Excesses and savings for the whole year purposes
of surrender of savings should be sent by the Accountants General so as
to reach the office of the Comptroller and Auditor General not later than
20th June each year. -

Orders for re-appropriation of Funds to the Accountants General and
the statement of surrender of savings to Government will be issued by the
office of the Comptroller and Auditor General by 25th June each year.

Scrutiny of Appropriation Accounts

302. The Accountant General, Pakistan Revenues, should send every
year an advance copy of the Appropriation Accounts relating to the appro-
priation for Audit for the comments of the Comptroller and Auditor
General.

One set of the copies of the individual Appropriation Accounts from
which the Accounts for the whole appropriation audit is compiled should

also be sent to the Comptroller and Auditor General with the advance

copy mentioned above.

Review of Expenditure on Establishment in Audit Offices

303. A chart of the growth expressed in money of non-gazetted es-
tablishment in the Pakistan Audit Department is maintained by the
Comptroller and Auditor General. For the preparation of this chart,
Civil Accountants General should submit to the Comptroller and Auditor
General by the 20th October each year a statement showing the total
cost of non-gazetted establishments employed in their offices. The state-
ment should be prepared in accordance with instructions issued by the
Comptroller and Auditor General from time to time.

Depavrtmental Accountants General should submit similar statements
in respect of their own offices and the offices under their control.



CHAP. X] POWERS OF THE COMPTROLLER AND AUDITOR GENERAL (304-309
OF PAKISTAN

CHAPTER X.—POWERS OF THE COMPTROLLER AND AUDITOR
‘ GENERAL OF PAKISTAN AND OF ACCOUNTANTS

GENERAL.

304. The paragraphs that follow reproduce the relevant provisions

in the various publications in respect of the financial and administrative
powers of the Comptroller and Auditor General of Pakistan that continue

. in force under Article 224(i) of the late Constitution read with Article
4(1) of the laws (Continuance in Force) Order, 1958.

Part L—FINANCIAL POWERS OF THE COMPTROLLER AND
s AUDITOR GENERAL. -

Powers of sanctioning Expenditure and of creating and abolishing Posts.

805. Creation and abolition of posts.—The Comptroller and Auditor
General may sanction the creation or abolition of a permanent post—

(1) in the Subordinate Service ; and

" (2) in the Class 1I Service (A.A.Q.) if the cost is to be met from
a source other than the Central Revenues,
subject to the following conditions:—

(a) that the post is created on a rate or scale of pay which has
been approved by the President for a post of the same character
in the Department. '

(b) that in creating a post all instructions issued by competent
authorities regulating staff composition and work standards

e shall be strictly observed; and

(c) that the post is not sanctioned unless a permanent recurr-
ing saving is available to meet its cost or additional funds
have been specially included in the budget for the purpose.

306. Deleted.

807. The Comptroller and Auditor General may sanction the creation
of a temporary post—
(i) in the subordinate or Class II Service for any specified
period; and
(ii) not higher than the status of Class I (senior scale) for the
duration of the financial year subject to the following
conditions :(—
(a) that the post is created on a rate or scale of pay which has been
approved by the President for a post of the same character in
. the Department;
(b) that in creating a post all instructions issued by competent
¢ authorities regulating staff composition and work standards
shall be strictly pbserved; and
(¢) that f}mds to meet j;he cost of the temporary post can be found
by valid appropriation or re-appropriation from within the
budget allotment. ’

308. Deleted.

309. Deleted.
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310-317) POWERS OF THE COMPTROLLER AND AUDITOR GENERAL OF  [CHAP, X
: : PAKISTAN

Contingent Expenditure

310. The Comptroller and Auditor General may sanction expenditure

‘On contingencies, supplies and services and the purchase of - articles for

the public service, subject to the provisions of any Code and to any orders
issued from time to time by the President,

Miscellaneous Expenditure

311. In any individual case, the Comptroller and Auditor General
may sanction recurring expenditure not exceeding Rs. 500 a year or
non-recurring expenditure not exceeding Rs. 2,000 on any object for which
no scale or limit to his power of sanction is prescribed by any Act, rule,
Code or order.

This power does not relate to contingent expenditure or to expendi-
ture of the nature of a grant-in-aid. .

Power of Writing off losses of Cash

312. The Comptroller and Auditor General may sanction the writing
off finally of irrecoverable advances, of irrecoverable value of stores lost
by fraud or the negligence of individuals or other causes, and of losses of
cash due to robbery, accident, embezzlement and similar causes up to a
limit of Rs. 10,000 in each case.

Appropriation

313. Primary units—The primary units of appropriation allotted
to the Comptroller and Auditor General will ordinarily be allotments
under the following heads:— ‘

(a) Pay of officers.

(b) Pay of establishments,

(c). Allowances, honoraria, etc,
(d) Other charges.

314. Power of appropriation—Out of the funds allotted to him in
each primary unit of appropriation, the Comptroller and Auditor General
has full power, subject to the provisions of rule 8 of the revised Book of
Financial Powers, to appropriate sums to meet expenditure falling under
that unit. : '

Re-appropriation

315. Powers of re-appropriation.—Subject to the provisions of rule
9 of the revised Book of Financial Powers the Comptroller and Auditor
‘General may re-appropriate funds from any primary unit of appropriation
to any other such; unit. )

316. Deleted.

Effect of Sanction

317. Sanction to any given expenditure becomes operative assoon as

funds have been appropriated to meet the expenditure and does not be-
come operative until funds have been so appropriated.
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CHAP. X] POWERS OF THE COMPTROLLER AND AUDITOR GENERAL oF [318-322
: - PAKISTAN

318. Sanction to recurring expenditure covering a specified term of
years becomes operative when funds are appropriated to meet the expen-
diture of the first year, and remains in operation for each year of the
specified term subject to appropriation in such year. :

319, The Comptroller and Auditor General may sanction non-recurring
grant-in-aid to atheletic or recreation clubs, etc., composed of subordinate
Government servants under his control other than Government servants
in his own office subject to the limit of Rs. 1,000 in any individual case
and to budget provision. -

Power to.sanction the purchase of accounting Machines

320. The Comptroller and Auditor General may sanction the purchase
of accounting machines without any monetary limit, subject to the pro-
vision of the Rules foy the supply of Stationery, Stores.

Power to- Sanction  Purchase of official and non-¢fficial Publication
issued in or out of Pakistan :

320-A. The Comptroller and Auditor General may sanction expenditure

.on the purchase of priced official and non-official publications issued in or

out of Pakistan for his own office as well as for the use of officers subor-
dinate to him subject to the condition (i) that funds are available to meet
the expenditure and (ii) that the requirements of Appendix 8 of General
Audit Officer concerned.

Power to Sanction the Commutation of Pension

321. Except in cases where one or more Provincial Goverments within
the meaning of para. 316 of the General Financial Rules as well as the Cen-
tral Goverment are concerned, and the sanction of the Provincial Govern-
ment is required to the commutation of pension in accordance with the
preample to the ¢Regulations Governing Procedure for Commutation of
Pension’, power has been delegated to the Comptroller and Auditor -
General under Rule 2 of the Civil Pensions (Commutation) Rules, to
sanction the commutation of pensions in those cases in which he can
sanction the grant of the pension. This delegation is subject to the
condition that for the purpose of Rule 7 of the Commutation Rules, the
lump. sum payable to an applicant is sanctioned on the certificate of the

‘Audit Officer concerned.

321-A. In respect of pensioners who have retired from the Pakistan
Audit Department and whose pensions are divisible between the Central
Government and the Provincial Government, the Central Government
have delegated to the Comptroller and Auditor General the power of autho-
rising the debit to Central Revenues of the whole commuted value of a
portion of pension not exceeding the commuted value of the share of the
pension chargeable to Central Revenues if the Provincial Government to
whose revenues the whole commuted value or a portion of it has first to
be charged under rules cannot find funds to meet it.

Power to accord administrative approval to Works required to meet the
needs of the Audit Department

'322. The Comptroller and Auditor General may accord administrative
approval in the case of works relating to non-residential buildings the cost
of which does not exceed Rs. 20,000.
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323-328] POWERS OF THE COMPTROLLER AND AUDITOR GENERAL OF [CHAp. X
PAKISTAN

PART IIL.—POWERS OF THE COMPTROLLER AND AUDITOR
GENERAL OF PAKISTAN: DELEGATION BY THE
CENTRAL GOVERNMENT.

Administrative Powers

323. Subject to the provisions of the late constitution read with the
~ laws (Continuance in Force) Order, 1958 the Comptroller and Auditor
General may,

(4) in the case of officers of the Pakistan Audit Department transfer,
censure suspend, or degrade any such officer, withhold from
him any increment or 1ncrements of pay, recover from his pay
the whole or part of any pecuniary loss caused by him to
Government by neghgence or breach of orders, promote him
to any grade or post in the Pakistan Audit Department or
declare him to be permanently unfit for promotion, grant him
any leave that may be admissible under rule, and exercise the
powers of a Provincial Government under 'the Government
Servants’ Conduct Rules,

(i1) in the case of officers of the Pakistan Audit Department of
any grade lower than Class I, delegate to any officer of the
Pakistan Audit Department the power of granting any leave
that may be admissible under rule.

324. The Comptroller and Auditor General may sanction the grant to
any officer of the Pakistan Audit Department of such pension as is ad-
missible under the rules applicable to the service to which he belongs.

325. The Comptroller and Auditor General may. dismiss from service
any officer of the Pakistan Audit Department other than an officer appoint-
ed thereto by the President.

326. With the prior consent of the President to be obtained in each
case, the Comptroller and Auditor General may delegate to any authority
subordinate to him to such extent as may be corsidered necessary, any of
the powers exermsed by him under paragraphs 305 and 307.

327. Nothing in this part shall be deemed to affect any right of appeal
whlch any officer of the Pakistan Audit Department may possess under the
Act or rules made thereunder or under any general or special orders of
the President.

PART III.—ORDERS DEFINING THE FINANCIAL POWERS OF
ACCOUNTANTS GENERAL*
Definitions
328. In this paragraphs:—
(a) Finance Ministry means the Finance Ministry of the Central
Government.

*This tzrm includes the Com»trollers Northern and Southern Areas, West Pakistan; the
Director of Audit, D:fence Services; the Director of Railway Audit; the Comptroller Posts and
Telegraphs, the Director of Comm: rcial Audit; the Director of Audit and Accounts, Works, and
Audit Offizzr, Industries, Supply and Food. :
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CHap. X] POWERS OF THE COMPTROLLER AND AUDITOR GENERAL  [329-332
: OF PAKISTAN

(b) Non-recurring expenditure means expenditure sanctioned as
a lump sum charge, whether the money be paid as a Iump sum
or by instalment.

(c) Re-appropriation means the transfer of funds from one unit
of appropriation to another such unit.

Power of Sanctioning Expenditure and of Creating Posts

329. An Accountant General may sanction expenditure or advances
of public money in those cases only in which he is authorised to do so by—

(2) the provisions of any Legislative enactment for the time being
in force, or of rules made under such an enactment; or

(b) any Code issued by, or with the approval of, the President ; or

(c) any order of the President delegating to him financial powers
with reference to the provisions of a Legislative enactment ; or

(d) any order of the President laying down a scale or maximum
(e) these paragraphs.

~ 330. For work in new Public Works Divisions created under proper
authority an Accountant General may sanction the creation or permanent
and temporary posts of Divisional Accountants on the usual time-scale
rate of pay, plus the usual special pay and compensatory allowance (where
sanctioned by a competent authority). He may also abolish a permanent
or temporary post of Divisional Accountant whenever a Division is abo-
lished by the Provincial Government. This delegation carries with it the .
power to increase or decrease the leave reserve according to the percent-
age prescribed for the Province.

331. Deleted.
Temporary Appointments

232. An Accountant General may sanction temporary posts on the
clerical or Class IV service establishment within the total budget provi-
sion subject to the following conditions:—

(1) that the post is created on a rate or scale of pay which has
been approved by the President for a post of the same

character in his office ; *
(2) that in creating a post all instructions issued by competent
& authorities regulating staff composition and work standards

shall be strictly observed;

(3) that funds to meet the cost of the temporary post can be found
. by valid appropriation or reappropriation from within the
budget allotment placed at his disposal ; and

(4) that no sanction involves sanction in future years.

Subject to the above conditions the Director of Railway Audit may create
temporary posts in offices other than his own—

(1) in Class IV, clerical and junior auditors’ grades for any specified
period, '
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(2) in the senior auditors’ grade for a period' not more than
two years,

Subject in each case to the condition that the total cost during the year
does not exceed the annual limit of Rs. 10,000,

Sanction and Revision of Establishment

333. Any proposal for revision of the establishment or for temporary
Or permanent additions thereto which is not within the powers of the
Accountant General to sanction should be submitted to the Comptroller
and Auditor General either for his sanction of the Central Government,
as the case may be. -

If the work of the Local Audit Department is handed over to the
Accountant General, the powers of sanction of the Comptroller and
Auditor General and the Accountant General in respect of the establish-
ment entertained on such work will be the same as their powersd in respect
of establishments employed in Accounts and Audit offices, Proposals
for revision which are beyond the powers of sanction pf the Accountant
General should be submitted to the Comptroller and Auditor General
either for his sanction or for the sanction of the Central Goverment, as
the case may require. If an establishment is employed under an Account-
ant General partly on Government work and partly on local fund audit,
a proportionate share of the cost of the establishment will be debited to
the Provincial Government. If the Provincial Government has taken over
the control of the Local Audit Department and the Accountant General
desires to ask the Provincial Government to permit that Department to
undertake on his behalf any work in connection with the Audit of Govern-
ment accounts it should be arranged with the Provincial Government that
if the Provincial Government desires to raise the rates of pay of the Local
Audit staff so as to increase the amount due from Central Revenues in
payment for the work undertaken on its behalf, it shall first address the
Accountant: General so that he may be able to make other arrangements
for that work if the change be deemed desirable.

Contingent Expenditure

334. An Accountant General may sanction expenditure on contingent.
charges and the purchase of articles for the public service subject to the
Provisions of any Code and of any orders issued from time to time by
the President.

NoTE.—An Accountant General may incur expenditure on the maintenance of type-writer
¢omptom:ters and other accounting machine in his office provided that budget provision exist

a1d that the exvenditure isincurred at contract rates, or where there are no contracts, at rates fixed
with the concaorrence of the Controller of Printing and Stationery,

Effect of Sanction

335. Sanction to any given expenditure becomes operative as soon
as funds have been appropriated to meet the expenditure and does not be-
come operative until funds have been so appropriated.

Appropriation

336. Out of the supply allotted in each primary unit of appropria-
tion, an Accountant General has full power to appropriate sums to meet
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expenditure falling under that unit; provided that, except with the pre-
vious consent of the Finance Ministry to be obtained through the Comp-
troller and Auditor General—

Supply must not be appropriated to any item of expenditure which
has not been sanctioned by any authority empowered to
sanction it.

Re-Appropriation

337. Subject to the conditions prescribed in paragraph 336, the
Director of Railway Audit and the Comptroller Posts and Telegraphs
may reappropriate funds from any primary unit of appropriation to any
other such unit: provided that, except with the previous consent of the
Finance Ministry to be obtained through the Comptroller and Auditor
General. :

(a) no re-appropriation shall be made to meet any expenditure,
other than contingent expenditure which is likely to involve
further outlay in a future financial year, and

(b) no re-appropriation shall be made from the unit Pay of
Officers” to any other unit.

Miscellaneous

FEES

338. Government servants of and below the rank of Senior Ac-
countant and Divisional Accountant are not permitted to undertake the
audit of accounts or other similar private work otherwise than under
the rules framed by the Central Government under rule 47 of the Funda-
mental Rules. '

Accountant General should Act in accordance with the following
principles in exercising the powers conferred by those rules—

(1) The remuneration granted for such work should not be
excessive in relation to his pay.

(2) The previous sanction of the Comptroller and Auditor General
should be obtained before any such Government servant is
allowed to undertake for remuneration the work of maintain-.
ing or supervising the accounts of an institution.

Commutation of Pensions

339. Except in cases where one or more Provincial Governments
within the meaning of para. 316 of the General Financial Rules, as well
as the Central Government are concerned, and the sanction of the Provin-
cial Government is required to the commutation of pension in accordance
with the preamble to the “ Regulations Governing Procedure for Com-
mutations of Pensions”, power has been delegated to the Accountants
General, the Director of Audit, Defence Services, Director of Railway
Audit, Comptrollers Northern Area, Southern Area, and Posts and Tele-

« graphs to sanction the commutation of pensions in those cases in which

they or officers subordinate to them may sanction the grant of the pension.

1. 8(59) Compt.A.G.
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This delegation is subject to the condition that, for the purpose -of
rule 7 of the commutation Rules, the lump sum payable to an applicant is
sanctioned on the certificate of the Audit officer concerned.

Books and Newspapers

840. The Accountant General is authorised to purchase such books
and papers as may be necessary for the various departments of his office
from his grant of contingencies.

Full powers have been delegated to all Accountants General to incur
expenditure on the purchase of priced official publications issued in
Pakistan, if the cost can be met within the budget provision made for the

purpose.

Power to Accord Administrative Approval -

341. Power to accord Administrative approval in the case of non-
residential buildings is laid down in paragraphs 60 to 62 and in the Ap-
pendix to the Central Public Works Department Code.

342. An Accountant General may sanction the write off of any un-
priced Article of office furniture, and of any priced Article of such furniture
up to the value of Rs. 150 in each case.

PART IV

List of Comptroller and Auditor General’s sanctions which require audit by an officer to be
appointed by the President.

Nature of Sanction ] Aut hority

1. To the creation of a permanent or temporary Schedules I & IT of Book of Financial Power
post. (2nd Edn))

2. To increase the pay of a permanent or tem- Rule 27 of Fundamental Rules.
porary post or of 2 Government servant in
permanent employ.

3. Deleted.

4. 'To any recurring expenditure not exceeding Schedule IV of Book of Financi
Rs. 500 a year or non-recurring expenditure  (2nd Edn.), as amended by M/F‘sc. (a)li)f V;’\}‘.cr)s
not exceeding Rs. 2,000 on any object for ~ 1399-S.0.1I1 Ad-58, dated 28-5-1958.
which no scale or limit to power of sanction :
is prescribed by any Act, rule, code, etc.

5. ‘To the writing off of irrecoverable advances Schedule V of Book of Financi ers
and irrecoverable value of stores lost and  Edition). inancial Powers (2nd
losszs of cash, due to robbery, accident,
elc.

6. Deleted.

7. 'To subs;stence grant to a Goveramrent servant  Serial No, 15, Apreadix II ]
under su: peision. Rules. Pr » Suprlereatary

8. 'Totheappointment of a Goverament servant  Serial No. 20, Apreadi
to hold remporarily or to officiate in moie  Rules. » ApFendix I, Suprlementary
than ore post and to fix the pay of subsidiaiy
posts and the amount of comrpeasatory
allowarces to be drawn.
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10.

11,

12,

13.

14,

15.

16.

17.

18.

19.

20.

21,
22,
23,
24,
25.
26.

27.

PAKISTAN
Natt re of Sanction Authority
To the fixation of pay in foreign service. Serial No. 30, Aprexdix II, Supplexeatary
Rules. .

To the grant of an honorarium from General Serial No. 3, Apreadix III, Supp’emrentary
Revenues. Rules.

To declare a Gove nmeat se-vant to te en- Serial No. 3, Apreadix 111, Supplereatary
titled to Railway 2ccommodation of a hi gher  Ru’es.

class than that prescribed for his grace.

To Allow daily allowance at a higher rate- Seial No. 18, Apreadix III, Supr lementary

than that of the Governtrent servant’s grace. Rules.
To allow exchange of double Permareat Serial No. 25, Apreadix III, Supp’ereatary

Traveliing Allowance for mileage allowanc. Rx les.

To allow the exchange of daily for mi'eye feial No. 27, Apreadix 111, Svpr'en entary

aflowance for tke whole re iod of an ab. e.ace Rules.

from he dquar.ess.

To allow the actual cost of maintaining a2 Se-al No. 30, Apreadix I11, Supp'ementary

camp during a sudden journey away from Rules.

it,

To allow travelling allowance for a journey Serial No. 2, Appendix II1, Suprlemetary
to joina first post. Rules.

To the grant of traveiling allowance to perscns  Serial No. 52, Appendix 111, Supplementary
not in Government service attending com- Rules.
missions of enquiry.

To the local purchase of articles of European Aprendix 9 of General Financja] Rules
manufacture. Volume 1.

To the supply to typewriters for Civil Ac- Appendix 8 of General Financial Rule
count Offices. . Volume I1,

To small monthly payments to class IV ser- Appendix & of General Financial Rules
vants for the supply of drinking waterandfor  Volume I1. ’
dusting offices.

To the purchase of books and papers. Appendix 8 of General Financial Rules

Volume I. ’

To telephone connections in Government Appendix 8 of General financial Rules, Volume
offices and private residences. Il and Annexure A thereto,

To the rates of liveries, etc. Appendix 8 of General Financiz) Rules Vvol.

.

To the rental of building for the accommeda- Appendix 8 of General Financial Rules, vol. 11
tion of accounts office establishment. and Annexure A thereto.

To hot weather establishment. Ap?endix 8 of General Financial Rules, Vol,

I
To the local purchase of articles of stationety. Appendix 8 of General Financial Rules, Vol,
To the purchase of furniture. Serial No. 16 of Appendix 8 of General

Financial Rules, Volumre 11, as amended by

M/F’s O.M.No. 1399-5.0. 11T Ad/S8  dat
28-5-1958. f38, dated
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(b) List of Comptrollerand Auditor General’

1.

10.

Nature of Sanction

To re-appropriation

To re-employment of pensioners ...

To the grant of pensions

To the reténtion of Government servants in
service after the ageof 55—60 years.

To the acceptance of an honorarivm from an
outside source.

To the grant of exemptions from the rule
limiting a halt on tour to10 days.

To haltsat hill stations in excess of 10 days.
To extend the joining time admissible under
rule beyond the maximum of 30 days.

To the grant of advances including permanent
advances and advances* from General Provi-

dent Fund, etc.

To commutation of pension

s sanctions which do notreguire audit asin (a)above.

Authority

Para. 315 of Manual of Standing Orders and
Schedule 111 of Book of Financial Powers
(2nd Edition).

G.L,F.D. No. 1183, F.E. Dt, 2-11-1817.
G.I,F.D. No. 1183, F.E. Dt. 2-11-1917.

Serial No. 21, Appendix II, Supplementary
Rules. .

Serial No. 4, Appendix 111, Supplementary
Rules.

Serial No. 26, Appendix I1I, Supplementary
Rules. -

Serial No. 41, Appendix III, Supplementa™
Rules.

Serial Nos. 69-70, Appendix 11, Supplementary
Rules.

Section III, Chapter 13 and Section III of
Chapter 7 of General Financial Rules.

Central Government F.D. No. 590 E.B. Dt.
13-6-22. .

Para. 321 of Manual of Standing Orders.

*Under G. P. F. Rules,
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CHAPTER XI—DESTRUCTION OF RECORDS

343. Records in the Accounts and Audit Offices are due for destruc-
tion on the expiry of the periods noted agamst each in Annexure 1 to this
chapter. Those that are not mentioned in that annexure are governed
by orders contained in the local manuals of the Audit offices, while a few
Public Works records that are omitted both in this manual and the local
manuals continue to be regulated by orders in Circular No. XXI of 1897
issued by the late Accountant General, Public Works Department. Re-
cords separated for destruction are actually destroyed only after the orders
of a respongible gazetted officer in each office have been passed in accordance
with the executive orders in force from time to time.

Ezxplanation.—Orders in this chapter do not relate to relevant accounts
and other records kept in executive offices that render accounts to audit
offices. Provincial Governments issue the necessary orders for their
destruction but Accountants General should artrange for regular scrutiny
of these orders and keep with them a permanent list of records destroyed
over such orders.

No'e.—Ordersissued by the Central Government regarding the destruction of accounts records
irtll offices rendering accounts to Accounts and Audit Offices are contained in Annexure 2to this
chapter.

344. The Comptroller and Auditor General considers that the
permanent preservation of records in Accounts and Audit Offices should
be very rare and will welcome suggestions for a reduction of any of the
penods spec1ﬁed in Annexure 1. This should be borne in mind by the
Accounts and Audit Offices both when submitting proposals to the Comp-
troller and Auditor General for amendment of the annexure and when
fixing the periods of preseravation of the records for which provision is
made in the local manuals,

ANNEXURE 1

(Referred to in paragraph 343).
. Period of  preservation
Serial No. and description of records expressed in complete
Accounts years.

L.—Account Compilations

1. Consolidated Abstracts ... 30

2. Journal 5

3. Ledger .. 5, except in the office of
A.G.P.R. where the period
is 10 years.

4. Departmental and Debs Head Classified Abstracts ... 10

5. Detail Books ... 10

6, Works Audit Divisional Summaries (monthly) ... 10 in the case of those

containing transactions on

construction of a project,

10 years after the closure
of the project.
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Serial No. and description of records.

IL.—Accounts received
Treasury Cash Accounts, Lists of payments, and Departmental
Schedules.

Schedules of Interest Warrants paid, Schedules of London
Interest paid and Schedules of Miscellaneous payments.

Schedules of Pension Qonmbuuons recovered from officers in
Foreign Service, if received separately with the Cash Accounts.

Treasury Schedules on account of Public Works receipts

Monthly accounts of the Public Works Disbursing officers,
with supporting schedules (except the schedules of Deposits,
vide item 6 below), schedule dockets, lists of payments and vou-
chers for payments other than those for land taken up.

Schedules of Deposit (including any subsidiary account) for the
month of March in which any items have been credited to
Government as lapsed deposits.

Accounts current received from other Governments and De-
partments.

1IL.—Returnsreceived
Books of Establishment ...

AV.—Audit Registers
Audit R:gister of Gazetted Officers’ Pay and Allowances

Salary Audit Register of Public Works cstabhshments in Public -

Works Department
Establishment Audit Register
Audit Register of Pensions (Superannuauon)
Audit Register of Pensions (Political)
Works Audit Register

V.—Miscellaneaus Registers.

Register of Lapsed Dzposits and Bills

Register of Government servants lent or transferred to Foreign
Service.

Register of Pension Payment Orders .
Cash and Cheque Registers of the Pre-audit Department

(This term also includes the Cash books of the late public
Works Account Offices).

Office Cash Book
Book of Transfer Entries ves
Transfer Entry Number Book
Transfer Ledger and Abstract
Deposit Register

Bill Register

102

Period of  preservation
expressed in  complete
Accounts years,

1 10

6
5

5

10
(or, in the case of vou-
chers for large projects,
until § years after the
closing of the estimate
whichever is later).

30

35

12
35

)
6
12

Permanently, or such

shorter period fnot less
than 15 years as may be
fixed by the Accountant

General in consultation -

with the Provincial Gov-
ernment.

Permanently,

35

Permanently.
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15.
16.
17.

18.
19.

20.

[>5Y
.

bl

. Period of  preservation
Serial No. and description of records. expressed in  complete
Accounts years.

V.—Miscellaneous Registers—contd.

Inward Exchange Accounts Adjustment Register ... ... 5 in the case of the
A.G.P. R and 3 in all
other offices.

Register of Invoices e 5

Register and Broadsheet of Spccxa] Recoverles . ) 5

l'l{)elglster and Broadsheet Recoveries when used as item 14 35
elow.

Register of Recoveries made under Rule 127 of the Fundamental 35

Rules or under Article 783 or 802 of the Civil Service Regulations
or on account of establishments on Foreign Service of the third
kind under the'old Foreign Service Rules.

Register of Index to House Building Advances 25
Register of Permanent Advance ... . 4
Reglsters of Detailed estimates sancnoned agamst the pchct 2 years after the com-
estimates of Public Works. pletion of the project.
Registers of Land charges ... Permanently.
(i) Provident Fund Ledgers and Registers ... 35
(ii) Provident Fund Ledger Cards ... Follows the period pres-

cribed for G:neral Pro-
vident - Fund vouchers
of final payments.

(iii) Master cards 2

(iv) Register of temporary wnhdrawals 5
(v) Provident Fund Broadsheet 2
(vi) Provident Fund Declaration Forms ... Follows the period pres-

cribed for General Pro-
vident Fund  vouchers
of final payments.

Registers of Securities and Properties held ... Permanently.
Register of Contingent expenditure i 5
3 VI.—Vouchers
Loans to Municipalities, States, etc, ... 20 in the case of loans for

industrial purposes and 10
in all other cases.

Pay Bills 6
Travelling Allowance bllls 3

Vouchers on which final payments of General Prov1dent Fund
money are made to persons other than the subscribers—

(a) to minors . 30
(b) to other than minors—

(i) notin accordance with declaration of subscriber 30
(ii) in accordance with declaration of subscriber ... 6

Geeneral Provident Fund vouchers of final payments other than
those mentioned in item 4.

Vouchers for payments on account of land taken up ... Permanently.
Assignments and Compensations. 5

Advances : Revenue, House-building, M:scellaneous 6

Deposits : Repayment Vouchers (other than personal Deposits) 5

Pension Vouchers 5
*Account Current Vouchers Ve ... According to their class.
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&

8.

9.

Period of  preservation

Serial No. and description of records expressed in complete
Accounts years,

VII.—Miscellaneous

One copy of every printed publicationissued by self Permanently.
Detailed Budget Estimates 5
Broadsheet of Contributions towards pensions and leave salary 35
Broadshest of recoveries made under Rule 127 of the Fundamen- 35

tal Rules or under Article 783 or Article 802 of the Civil Service
Regulations or on account of establishments on Foreign Ser-
vice of the third kind under the old Foreign Service Rules.

Pension Reports 15%
Reports of Inspection of Treasuries and Public Works offices . 5

Correspondence :—
(a) Resolutions and circulars of Government and circulars 10 years if they are fuil
and general letters of the Comptroller and Auditor, codified or manualized
General. . otherwise 20 years.

(b) Reference to the Comptroller and Auditor General for) 20 years or till they are
decisions on audit and account questions, and the deci- | superseded or cancelled by
sions thereon. later orders—at an earlier

date at the discretion of
the office if fully manua-
e lised or codified.
(c) Orders sanctioning permanent establishments

(d) Letters recommending or sanctioning permanent advances 10
(e) Letters regarding the provincialization of budget al- 5
| otments under certain heads.
(f) Letters recommending or sanctioning the opening of 5
Personal Ledger Accounts.
(g) Reports and orders on defalcation cases ... 5 years after final action
has been taken on the
report.

(h) Orders communicating sanctions to pensions together Permanently*
with the first pages of applications for pensions of the )
descriptive rolls, as the case may be.
(i) References and orders regarding the opening of new 5
treasuries.
(§) Orders and sanctions of a permanent character (e.g., orders 10 to 30 years as considered
permanently exempting Government servants from the appropriate hy  the

operation of the rule relating to halts during tour). Head of the office.
(k) References and orders in connection with Plague, Famine 20
and Census.
(1) Statement of loss or gain of Revenue due to Famine ... 5
Office copies of—
(@) March Final Accounts 5
. (b) Annual Review of Working of Treasuries 10
(c) Interest vouchers and lists ...
(d) Mortality Returns of Penstoners . l 5
(e) Appropriation Accounts and Report
(f) Budget Estimates ... J-

Other records (including office copies of accounts and returns  Left to Accountant Gene-
-sent) not spacifically mentioned. ral’s discretion.

*Cases relating to service pensions should be weeded out three years after the pensioner’s death

The same principle will apply in the case of political and Extra-ordinary pensions provided such
pensions are of a limited tenure or granted for the life of a particular person. Cases relating to gratui-
ties should be wzeded out three years after the year of payment. :
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) ' ANNEXURE 2

(Referred to in the Note below paragraph 343).
g Accounts to Audit Offices.

£ Accounts Records in Offices renderin

A : :

‘ The destruction of records (including cprrespondence) connected with accounts 18 gqverned
by the following rules and such other subsidiary rules consistent therewith as may be prescribed by
the Provincial Government with the concurrence of the Accountant General :—

(a) The following should on no account be destroyed :—

Rules regarding the destruction o

(i) Records connected with expenditure which is within the statute of limitation.
emes, or works not completed,

. ¢ (ii) Records connected with qxpeﬂdi.ture on projects, sch
although beyond the period of limitation.
(iii) Records connected with claim to service
the service.
(iv) Orders and sanctions of

and personal matters affecting persons in

a permanent character, until revised.

{b) The following should be preserved for not less than the periods specified against them:—

* Period ,
Description of records of |
Preservation
Years.
(i) Annual establishment return (Books of establishment) 35
(ii) Register of contingent expenditure 5
(iii) Detailed budget estimates of an office . . 5
(iv) Travelling allowance bills and acquittance rolls relating 3
. thereto. :
. ) (v) Service Books . ... .. § after death: or re-
‘* _ tirement  whichever is
o : earlier.
(vi) Leave accounts of non-gazetted Government servants ... 3 after death or re-
tirement.
tioned ... 25

(vii) Cases in which invalid pensions have been sanc

(viiij) Other pension cases ;
(ix) Statment of monthly progressive expenditure and cor- 2
respondence relating to discrepancy in figures.

(x) Mortality return of pensioners 5

(xi) Pay bills, and Acquittance Rolls where these are main- 35
tained separately, of Government servants for whom no
establishment returns are submitted and no service books

or service rolls are maintained.

; (xii) Deleted
(xiii) Pay bills of other clasces of Government servants and 6
R acquittance rolls for pay and allowances (other than
travelling allowance) when mai ntanied separately (see
notes 1 and 2 below).

5 after retirement.

Note 1.—Establishment pay bills and acquittance rolls of Government servants other than

= Class IV servants up to and for the year 1928 should bs preserved for 35 years and those for Class
IV servants up to and for the year 1935, for 35 years.

_@ Note 2.—Before any pay bills are destroyed, the periods of temporary and officiating service
as recorded in the service books or service rolls (as the case may be) of the Government servanE
concerned, should be verified by the head of the office from the pay bills and the fact of such veri-

der proper attestationin the service books or service rolls (as the case

1 ; 1 | . the head of the office sheuld also invariably

give necessary particulars with reference to Articles 370 and 371 of the Civil Service Regulations

with a view to enable the Audit Office to decide later on by reference merely to such - particulars
whether the temporary or officiating service will qualify for pensions or not. For example, inthecase
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ANNEX.] DESTRUCTION OF RECORDS [CHap, XT

of officiating service the nature of the Vacancy in which the Government servant officiated and in the

tt:;seof temporary service, whether the temporary post was subsequently made permanent, should
stated,

Note 3.—The pzriods of preservation of account records in Public Works Offices are prescribed
separately by the Central Government.

(c) Where a minimum period after which any record may be destroyed has been prescribed,

cads of Departments and Divisional or District Officers may order in writing the des-

truction of such record in their own and subordinate offices on the expiry of that
period counting from the last day of the latest official year covered by the record.

()] Heads of Dzpartments are competent to sanction the destruction of such other records
in their own and subordm_ate offices as may be considered usele_ss, but a l.ist of such re-

should be forwardqd to the Accountant General for his concurrence in their destruction
efore the destruction is ordered by the Head of Department.

(€) Full details should be maintained permanently, in each office, of all record destroyed.
from time to time. i

[}

e —————

APPENDIX A (paras. 19 and 20)

Inspection of Accounts and Audit Offices by the Inspection Accountant Assistant Accounts Officer
(Inspection)

Note.—The instructions contained in this Appendix will apply mutatis mutandis to the Assistant
caunts Ofiz:r (Inspzction) for so long as the post of Inspection Accountant remains upgraded.

The following instructions subsidiary to those contained in paragraphs 16 to 22 should be fol-
lowed in the matter of inspzction of Accounts and Audit Offices by the inspection Accountant :

(1) The Inspection Accountant will work under the personal direction of the Head of the
office inspected. He should follow generally the standard inspection programme (An-
nexure to the Appendix A) which details the items of work in the several sections of the
offices of the Accountants General, both Civil and P, & T. Wings, which should be
subjected to inspection. The standard programme is divided into three parts.—

(i) Civil Accounts and Audit Offices 5
(i) P. & T. Accounts and Audit Offices ; and
(i) Telegraph Check Office.

The items and process of work which are common to all offices have been shown only in Part X
and have not bzen repzated in the other parts. It should be noted that the standard programme is
merely illustrative and not exhaustive, It is not the intention that the Inspection Accountant shouid
conduct the inspection in absolute and rigid Conformity with the standard programme. It is open:
to the Head of the office inspected to select those items or processes of work—whether included in the

(2) The Inspection Accountant should conduct some test check of the audit work. This
should consist of a complete re-audit of the selected items. It is not, however, the intention to give

General. ‘The Inspection Accountant should leave alone a decision which affects only one particular
case unless it is a very important case. He should look only into those decisions the effect of which
extends beyond a particular case. Even in examining instances of this kind he should not take up
points in regard to which it merely happens that he, if he were an Accountant General, would have
taken a different view, but he should only take up those cases with regard to which the view taken
has bsen demonstrably inconsistent with rules, precedent or practice elsewhere.,

(3) The Inspection Accountant may consider it advisable as the result of what he has seen in
other offices or in the office which he is inspecting at the moment, that he should look into certain
points not covered by the standard inspection programme or by the specific orders issued by the Head
of the office. The Inspection Accountant is at liberty to suggest for the approval of the Head of
the office that he should look into such points. In respect of such additional points, the Head of
the offize should normally not withhold his consent without cansulting the Comptroller & Auditor
General.
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(4) The Inspzction Accountant may make_referenéqs to the Comptroller and Auditor General's

office for the purpose of obtaining any information or guidance he degms necessary. Such references
should, however, be addressed through the Head of the office under inspection.

(5) Tt is expected that whatever reasonable assistance is necessary for the expeditious disposal
of work by the Inspection Accountant should be provided by the Head of the office inspected.

far as possible a whole time peon should be placed at the disposal af the Inspection Accountant.

It should be arranged that the preliminary inspection memoranda of the Inspection Accountant are

received by a Central Section of the office under inspection and it should be the duty of this Central

Section to ensure that the preliminary inspection memoranda are returned by the sections concerned

within three days of their receipt. Delays in the disposal of the inspection memoranda should be
brought to the personal notice of the Head of the office by the Inspection Accountant. _The re-

plies to the preliminary inspection memoranda should be approved by the gazetted officer incharge
of the section concerned.  The final proposals in respect of each inspection memo should be put up
by the Inspection Accountant to the Head of the office under inspection for such action as he may

deem fit. In connection with these Inspection Memoranda, the Inspection Accountant may suggest
to the Head of the office that any. point of outstanding importance should be brought to the
notice of the Comptroller and Auditor General by means of a special report. Such a proposal of
the Inspection Accountant should be complied with by the Head of the office, who should forward
the special report of the Inspection Accountant to the Comptroller and Auditor General with his-
comments within a week of its receipt.

(6) Until itis possibleto supply codes and other books of reference to the Inspection Accountant,
the Head of the office inspected should arrange to suply the required books to the Inspection Ac~
countant. ¥

(7) The Inspection Accountant should examine the action taken on the inspection memoranda
issued by him or by his predecessor during the last inspection and should bring to the notice of the:

Head of the office cases in which action has either been unduly delayed or has been imperfect

. (8) The Iﬁspection Accountant should maintain a note book for the record inter alia of weak
points detected in the course of inspection. The note book should be submitted to the Head of the
office inspected.

(9) The Head of the office before submitting the report reviewing the result of the inspection
as required by sub-paragraph (12) below should specially examine the note book of the Inspection
Accountant [prescribed in sub-paragraph (8) above] which should be returned to the latter as soon
as possible after the report of the Comptroller and’ Auditor General issues.

(10) Ttshould be understood that the Inspection Accountant is not strictly speaking a test auditor
and no audit responsibility in respect of documents examined by him need be attached to him. It
is therefore unnecessary for him to initial or indicate otherwise the fact that he has examined a

particular document or register, etc.

(11) The Inspection Accountant should submit to the office of the Auditor General through the
Head of the office under inspction a fortnightly diary showing brief particulars of items of work
done by him from day to day.

(12) The report prescribed in paragraph 20 of Chapter 1 should be made within one month of
the completion of the inspection. If any controversial or otherwise difficult issues are involved,

the submission of the report need not await their settlement ; the stage at which such a case is being
mentioned in the report.
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ANNEXURE
STANDARD INSPECTION PROGRAMME
1. Statement of items and processes of work in a Civil Accounts office to be subjected to ins-

pection by the Inspection Accountant. Or by the Assistant Accounts Officer (Inspection) for so
long as the post of Inspection Accountant remains upgraded

Name of Section  Items of process of work done in the office

-

Remarks

General

(1) Character rolls of Establishment, To see
if these are properly written up and kept
up to date.

(2) Scale Registers of office Establishment.

(3) Utilization of leave reserve as effective stren-
gth of an office to be scrupulously avoided.

(4) Verification of declarations and insurance
policies of General Providen Fund subs-
cribers to see if this is regularly undertaken.

(5) Report on the state of Work

(6) Records of objection to be examined to see
. if meticulous and unnecessary objections
are not raised and if the discretion to waive
petty objections s freely and properly used.

{7) General scrutiny of audit registers, objec-
tion books, unofficial correspondence to
see if transactions falling under any one
of the standards of financial propriety have
been passed.

(8 Register of objections raised under the
standards of financial propriety but with-
drawn at the request of the Finance De-
partment to see whether the Audit Office
watches the action taken by the Finance
Deptt. and the Public Accounts Com-
mittee.

(9) Arrangement made in the Audit Office to
receive and DEAL WITH the Report of
the Pablic Accounts Committe, the recom-
mendations of the Legislature and the or-
ders of the Local Government—to see if
they are proper and that action taken by
these authorities in respect of points noti-
ced in the previous Audit Reports is ade-
quate,
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A general verification should

be made to see that the
continuous review by the
Accountant Gederal of -
the state of work is ac-
tually conducted.

No post-mortem §Ce
rutiny shouid be made
into cases which the
Accountant General has
come to a definite de-
cision after = comsidera-
tion of all the facts and
arguments unless (1)
some rule has been jn-
fringed or (2) the deci-
sion should have been
referred to higher au-
thority. .
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Name of Section Items of p}ocess of work done in the office

Remarks

General—contd. (10) Audit of expenditure against grants to see

Treasury Accounts
& 'Departmental
Audit Section.

that (a) Audit on behalf of the Legislature
is properly conducted and (b) that in res-
pect of audit on behalf of the Executive
Government the auditrequired by the Exe-
cutive authorities is within reasonable
limits and whether any unnecessary work is
being done in the audit office.

(11) Sanctions and orders.—Examining that the

sanctions and orders are properly audited
before applying them I the audit of tran-
sactions.

(12) Circulars and general letters issued by audit

(12a.)

(13)

14

15)

16)
(17
(18)

offices—to be generally examined to see

that the instructions contained in them

are in order.

Examination of old and current records

to see—
(i) Whether the records including the
old records are properly kept in the
office, (i) whether the current files in
the sections are properly arranged as
required under paragraph 64 (5) of
Comptroller and Auditor General’s
Manual of Standing Orders, (iii)
whether the records which are not
constantly required for reference are
sent to the old Record Room, proptly
and on the due dates, and (iv) whether
in the old Record Room the records.
are properly arranged and proper
indices of the same are maintained.

(a) Calendar of Returns.
(b) Post audit of pre-audit bills
Test Audit of three or four treasury ac-

counts and one or two departmental cash
accounts.

The re-audit—it is done on the lines of the
review undertaken by the Supervising staff.
All the registers and books relating to the
months selected in the case of each account
should also be examined. The selection
of the accounts should be confined to one
heavy, one medium and one or two light di-
visions or districts.

Under the departmental system of audit,
units selected should be departments, and
at least four departments should be selected
for test audit.

In the course of testaudit it should be seen
that instructions regarding the relaxation
of audit are properly observed.
Examination of the Pay, T. A. & contin-
gent audit registers.

Check Registers of Stamps and Opium ...

Register of permanent advances and
Remittance Check Registers.
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A small amount of test
check is to be done.

The Inspection Accountant
will make a Separate re-
port to the Comptroller
and Auditor General in
this respect through the
head of the office inspect=
ed and the latter while for-
warding the report will
make such comments 0B
it as may be deemed neces-
sary.

The Accountant General
should be  consulted
about the  Divisions,
Treasuries and Depart-
ments to be selected.

A general examination
should be made.

A general examination
should be made.

Do.
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Name of Section Items of process of work done in the office

Remarks

Treasury ~Accts. (19) (a) Scale Audit Register. Register or_spe- Should be examined in

cial recoveries. Register of House Build-
ing advances. Register of specialcharges.
Register of periodical charges. Broadsheet
of Departmental Suspense. Register of
leave salary contributions of Government
servants under the Revised Leave Rules
(where applicable), Register and Broad-
sheet of special Recoveries and all other
broadsheets.  Register of periodical ad-
justments.

(b) Departmental classified abstract.—
General examination of some cash ac-
counts other than those which are selected
for test audit.

(20) Bill Audit—

(a) Reaudit of 10 to 20 per cent of bills.

(b) Inspection of the Stock Book of Issue
Lists, Old Bills List, Agreement sheets,
Broadsheet, Lapsed bills.

(21) Deposit Audit —

(a) Reaudit of 10 to 12 per cent of
vouchers.

(b) Inspection of the extract. Registers,
Clearance Registers. Statement of lapses,
Plus and Minus Memo and the proof sheet
of posting.

(22) Broadsheet of Treasury Accounts to be ex-
amined to see if there is no delay in the
receipt of monthly accounts, the comple-
tion of monthly audit, theissue of objection
statement and the completion of the classi-
fied abstract.

(23) Review of Audit-concurrent and post review.
- Scrutiny of the review reports.

(24) Establishment books-general examination
and recheck of the returns of some large
and some medium offices including those
the accounts of which are test-audited.

& Deptl. Audit
Section—contd.

(25) Objections—

(a) Records of objections and the Regis-
ters of outstanding objections to be
seen to examine the watch over ob-
jections and if outstanding objections
have received sufficient attention.

(b) Inspection of the check number book,
objection books, adjustment registers
and abstracts of objections.

(26) Inspection Reports on Treasuries
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detail.

A general scrutiny
shculd be made.

It is sufficient to check

the returns of one or
two offices relating to
the Departments selects
€d for the test-audit.

(b) The records relat-

ing to two or three sec-
tions including those
the accounts of which
are test audited may be
seen.

A general examination
of the reports if made
intelligently, may lead
sometimes  to  valuable
suggestions  for im-
provement of proce-
dure.

g



ANNEXURE TO APPENDIX A

Name of Section

Items of process of work done in the office.

Remarks,

Treasury Accts.
and Depit. Audit
Section~ concld.

2 Gazetted Audit
Deptt.

(27) Reports on outstanding letters and cases.

(28) Test Audit of pay and travelling allowance
bills of gazetted officer received with the
Treasury accounts selected for test
auditand the bills paid at the office after
pre-audit for one selected month—detailed
check.

General scrutiny of the procedure for re-
ducing the issue of pay slips to a minimum
ascertaining whether the date of commen-
cment of an officer’s service for incre-
ments in the time-scale is invariably shown
in the Audit Registers.

Pay Audit Registers, T. A. Audit Registers.
(a) General examination.

(b) Checking a few money columns in
order to see if emoluments are cor-
rectly calculated.

Review of post-Audit.

(a) Leave Reports—Calculations to be
checked in a few cases.
(®

Checking Last Pay Certificate issued in
five or six cases.

©

GV

Register to watch disposal of leave
O]

@9

(30)

G
(32)

applications.

Registers of leave Salary Certificates
issued. -

Register and Broasdsheet of leave
salary contributions of Government
servants under the Revised Leave
Rules (where applicable).

Register and Broadsheets of special®
Recoveries. .

®

Leave Accounts—to be generally examined
and some entries in the Audit Registers in
respect of leave taken should be traced in
to the leave: accounts.

Register of calculation of average pa);.

Objections—Watch over objections—Ob jec-
tions books and register of outstanding ob-
jections.

Gazette postings. Register of pre-audit
Bills, Scale Audit Registers.

History of Services—Ascertaining if any
recheck of postings is done and testing the
correctness of entries by comparison with
the audit registers in two or three cases.

Broadsheet of motor car advances—Gene-
ral examination—Seeing whether special
watch is kept over cases of insurance, re-
gular recovery of instalments, etc.

11

A general scrutiny will

be made to see that the
Accountant General has
regularly received  the
monthly reports on the
state of work.
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Name of Section  Items or process of work done in the office Remarks

Gazetted Audit (39) Passage Accounts. Broadsheet of passage
Deptt.—contd. advances.

(40) Manual of appointments and allowances—
to be examined to see that it is kept up-to-

date. ;o

The Inspection Accountant should exa-
mine not only manuals mentioned but
other manuals and codes, if any for the main-
tenance of which the office is responsible
with a view to seeing whether any of them
are seriously defective or require reprint-
ing. The Head of the office inspected
should in his report to the Comptroller and
Auditor General’s office describing the
result of the inspection offer comments or
any remarks which may be made by the
Inspection Accountant in this connection.

(41) Test-Audit—Re-check of the pay, travel-
ling allowances and contingent bills of four
or five offices for a selected month, the pay-
ments and deductions to be traced into the
Presidency Abstract & Register of deduc-

tions.
(41-A) The certificates forwarding the vouchers

pertaining to the Accountant General’s
office to the nominated audit officer to be

examined.

(42) Arrangementsin férct_e for obtaining and re-
cording specimen signatures of drawing

officers.
(43) Token system—census list of missing tokens
etc.

Pre-audit Section

v

(44) Procedure followed in the office inthe pay- A general review should
ment of claims—to see if itisinaccordance ~ be made.
with the rules and to make sure that no
irregular practice exists.

(45) Outstanding pre-audit cheques, scrutiny of
the Register—Agreement of the figures
with the ledger figures.

(46) Arrangements made to avoid delay in pay-
ment of pre-audit bills—Scrutiny of the
system of passing bills provisionally pend-
ing application of detailed check.

Pension audit & (47) Test Audit-Check of 20 per cent of the pen-
Foreign Service sion bills received with the treasury or
Section. departmental accounts selected for test-

audit including gratuity bills.

(48) Re-check of 6 to 10 cases of pension ap-
plications and examination of pension re-
ports to check classification of charges.

(49) Registers of applications for verification of
services and for pension.  Pension Audit
Registers and Registers of Gratuities. Re-
gister of Pension Payment Orders. Review

of Audit.
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Name of Section  Items of process of work done in the office

Remarks

Pension audit & (49-A) Register of Recovery of Commuted value

foreign service
Section—contd.

(50) Re

of pensions (general scrutiny and test-check
including check of allocations of original
pensions in some six cases from the sanc-
tions and the rate tables).

gister and Broadsheet of Pension  and

Leave Salary contributions.

Forest  Audit (51) Test-Audit—Recheck of the Accounts of
Section. three or four Divisions. It should also be

seen if the accounts are punctually received
and are expeditiously disposed of.

'(52) Records of objections—objection books,

adjustment registers.  Register of items
outstanding for over three and six months.

Review of audit.

(53) Audit of receipt and charges. Charges in

connection with works. Objection State-
ments—their issue and disposal.

Book, Com- (54) (a) Statements of Disburser’s Accounts

pilation &
Apprn. Audit
Sections.

(b) Detail Books.
(c) Consolidated Abstract.
(d) Journal & Ledger.

(55) Transfer entries. Journal Entry. Number

Bo

oks.

(a) Appropriationauditregisters and objection Books.

(b) Scrutiny of orders of appropriation and
re-appropriation.

(c) Registers for collecting materials for
the report on appropriation accounts.

(56) Pro-forma accounts of the Famine Relief

Fund. Audit of Sanctions to alienations
of Government Land. Pro-forma ac-
counts of Borrowings.

(57) Record of the rulings of the Local Govern-

ment on the recommendations of the Public
Accounts Committee.

{58) Loan accounts—Subsidiary Loan registers.

General Provident (59)
Fund Sec.

Work of postings 200 fund accounts and
check of general provident fund schedules.
General examination of the Index Register
files of declarations.

(60) Ledger, Broadsheets, Registers of tem-

L 8(59) Compt.A.G.

porary advances, objection books, cases
relating to life insurance premia with-
drawn from General Provident Fund Ac-
count, Registers of Insurance Policies in
Custody.
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These may be generally
examined, the  records
relating to the account
test-audited being scru-
tinised in detail.

The check in the case
of these items consists
In tracing the figures of
the treasury accounts test-
audited through these
records.

(c) General review of the
system.

The system of record should
be exa mined.
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Name of Section

Items or process of work done in the office

Remarks

Local Audit &

QOutside
Secns.

Works
Section.

Audit

Audit

(61) Preparation of statement of number and
classes of accdunts due for audit and those
audited by the Examiner to see if audit is
current or in arrears.

(62) Outside Audit Dzpartment—It should be
seen if the arrangement of the circles in
which the auditors work has been carefully
planned and is economical. Scrutiny of
some audit reports.

(63) Test Audit—Recheck of two or three Divi-
sional accounts including one March ac-
count,

(64) (a) Examination of the system of relaxation
of audit
(b) Submission of voucher—arithmetical
check-registers of vouchers selected for
check.

(c) Section Progress registers.

(65) Works Audit Registers of several Divisions.
Registers of sanctions to working estimates
for projzcts.

(66) Appropriation Audit.

(67) Objections—issue and disposal objections
Books, Audit Notes, Reveiw of outstanding
objections.

(68) Award statements—Disposal register of
Land Charges—Completion Reports.

(69) Broadsheet of stock, other suspense items
and deposits.

(70) Scrutiny of expenditure during March.

(71) (2) Audit of Stock Registers and Tools and
Plant Returns.

(b) Manufacture accounts.

() Audit and Settlement of remittances.
(d) London Stores.

(e) Book:ng and Compilation work.

(f) Works audit summaries,

(72) Current and post review. Scrutiny of re-
view reports.

(73) Inspection of Public Works Divisions.
Procedure in force. Scrutiny of several
Inspection Reports.  Advisory work done
during inspections.

(74) Works_transactions in Civil Department.
Examination of the procedure for accounts
and audit of accounts of one or two im- -
portant works to be test-audited.

(75) Miscellaneous Pro-forma accounts, e.g.,
workshops, etc., Administrative  ac-
count of Irrigation works.

(76) Schedules of rents of buildings and lands
and the latest Capital and Revenue Ac-
counts of residences.

(77 Outstanding correspondence—progress
reports, etc.
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General review,
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Name of Section  Items or process of work done in the office

Remarks

—

Audit Report and (78) Accountsof Government Commercial Un-
Miscellaneous. dertakings to see if action has been taken
to maintain suitable pro-forma accounts-

and for their audit on a commercial system.

(79) Collection of material for the Reports on
Appropriation accounts.

(a) Procedure in force—Register of points for
forinclusion in the Report.

(b) Procedure followed in pursuing cases of
financial irregularity, Register of De-
falcations.

(c) Record of Higher audit work.

(80) Scrutiny of orders of delegation of financial

powers.
Record & (81) Arrangements for recording and filing
Establishment documents—-testing the practical Working of
sections. the system. Destructionof Records.

(82) Service books and leave accounts of the
office Establishment.

Customs Revenue (83) (a) Recheck of a few current documents
Andit e.g., (i)OriginalBills of Entry. (ii) Original,
Shipping Bills. (jii) Cases of refunds and Draw-
back, (iv) Import General Manifest. (v) Custom
House Cash Accounts, etc, already scrutinised
by C.R.A.and (vi) Custom House register of
wirites off of irrecoverable revenue, losses by
fraud, (p) Inspection of (i) outturnand arrear
reports, (i) Objection Book and Audit notes
(iii) Annual reports.

Audit Section in 84(l) Audit of the statement of Accounts and
JP.T. Balance Sheet for the yearly and haif
yearly accounts and issues of the Audit

certificate thereon.

(2) Test Audit of all the books of account
works of original entries and subsidiary
records, cash books, ledgers, rent  re-
gisters, work registers, Pay sheets, service
registers, security ledger, Bank Pass
Books, Bank Statements and all other
records in accordance with the program-
me of works chalked out and approved
on half.yearly basis.

(3) Issue of the audit objection statements
and audit notes and correspondence

in connection thereto,

(4) Scrutiny of the Budget estimates and the
estimates of expenditure on works and
correspondence thereto.

(5) Arrears and outturn reports.
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General examination of
the system is all that is
necessary.

General examination of
the system is all that
is necessary.

General review of the
system as laid down in
the Manual of Customs
Audit.
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STANDARD INSPECTION PROGRAMME

II.—Statement of items and processes of workin the P.& T. Account to be subjected to inspecti
by the Inspection Accouniant or by Asstt. A/Cs. Officer (Inspn). for so 1Joﬂg as the spp::t 1%1;_

Inspection Accountant remains up graded.

—

Name of Section  Items or process of work done in Office Remarks

— W <
1. Statistics and proposals for the generalbasic A specific mention of the
staff of non-routine sectionto beexaminedto  results of such a check by
testify to the correctness of the calculations  the Inspection, Ac-
leading to the proposals made for the basic  countant should be made
ofaff (vide paras 117-124 of the A.G.P. & T’s  inthe report Prescribed in
M.S.0.). paragraph 20 of the
Comptroller and Auditor
Genl.’s M.S.0.

Audit Secs. 2. Testauditofaccounts of three or four Head
(Postal T. T.& Post Offices, Signal offices and Engineering
T.E. Non-  Divisions (including Radio offices and T.R.
Gazctted Estab-  A.0.) The selection of the accounts should
lishment, be confined to one heavy, one medium and

one or two light offices or Divisions. All re-
gisters and books relating to the month
selected in the case of each account should
also be scrutinised—special attention being
paid to the audit of rents on residential build-
ings, subsidies for conveyance of mails and
extra chargzs paid to contractors on account
of extra mileages run or rise in the price of
petrol (in the postal side only) audit of date
statements received in the Audit Office from

Heads of Circlesin connectionwith the asses-

sment of rents under F.R. 45-A. Scrutiny of

cases of rent free occupation of quarters and
audit of special and periodical contingent
charges.

3. Inspaction reports on the accounts of cash A general examination
and pubtication sections of the Offices of may lead to some valu-
Heads of Circles and the Director General of  able suggestions for_im-
Posts & Telegraphs and Telegraph Store De-  Provement of procedure.

pot accounts.
4. Review of registers prescribed in Appendix
I1toP & T. Audit Code, Vol. Iand Appendix

I1toP. & T. Audit Code. Vol.IIl, generally
and of the following registersin particular :—

(1) Register of special recoveries.

(2) Register of special charges.

(3) Broadsheet of Fouse Building, Motor
Car, etc. advances.

(4) Register of fixed and other deposits.

(5) Broadsheet of Remittances & suspenhse.

(6) Register of permanent advances.

(7) Scale Audit Registers(inthecaseof T.T.
and T.E. Sections).

(8) Remjttance check registers.

(9) Register of compassionate gratuity.
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Name of Szction

Items or process of Work done in the office

Remarks

Audit Secs,
(Postal T. T. &
T.E. Non-
Gazetted Estab-
lishment (concld.)

Book Secn.
(Postal, T. T.
and T.E.).

Account Current
Section.

(10) Register of Fluctuating charges.

(11) Broadsheet of contributions to wards
passage, leave salary and pensions.

- {12) Register of periodical adjustments.

5. Review of central check ?pp}ied in th'e
Audit Office on the supply of liveris and uni-
forms (Art. 232A. P & T. Audit Code, Vol.

L).

6. Review of register of works, Loose Leaf
Ledgers and completion reports.

7. Audit of primary abstracts and Account
current (for T. T. & T.E. Sections only).

8.  Register of preaudit bills (Scrutiny of the
system of passing bills provisionally pending
detailed check).

9. Audit of customs duty work (in Postal Ac-
counts Sections only).

10. Register ofletters of credit issued.

11, Verification of annual cash balance reports
received from Divisional Engineers, Tele-
graphs,

12. Verification of reports of sale accounts of
unserviceable stores.

13. Review ofaudit—especiallythat of realisa-
tion of rents on residential buildings and other
rates and taxes.

14, Leave Reports—

15.(a) Statemant of Disbursers Accounts. The check consists  in

(b) Classified abstracts.
(c¢) Cash accounts.
(d) Transfer entries.

16. Advance Scheduleswith supporting Vou-
chers To examine a few months accounts

with correspondence.
17.  Audit Register of fixed charges.
18. Audit Register of Rents,

19. Audit Register of Important Railway
charges.

20. Broadsheet of Audit Office suspense ac-
counts and C,C.1. heads.

21; Remittance Broadsheet Register.

22. Objection book with register of outstanding
items.
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tracing the figures of the
account of the office
test audited through these
records.
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Name of Section Jtems or process of work done in the office

Remarks

—

Higher  Audit 23. Scrutiny of contracts ...

ection.

24. Preparation of the draft notes for Ap-
propriation Reports and allwork in connec-
ction therewith,

Cash Section 25. Examination of token system.
Token register of bills for preaudit,
Token census and result.

26. British Postal Orders, Indian Postal Orders
and British Penny Postage Stamps.

27. Stock register and invoices to be kept
checked.

28. Stockof B.P.Os. LP.Os and Penny Postage
stamps.

Technical Audit 29. Test Audit.—Recheck of two or three
Sections, Divisional Accounts including one March
: Account.

30. Works Audit Registers.—Scrutiny of work
Audit Registers of several Divisions with re-
ference to sanctions from competent authori-
ties and appropriations with a view to see
that— :

(i) the number of estimate and the neme of
work have been correctly entered.
(if) Amounts of sanction and appropriation
have been noted.

(iii) Outlay at the end of the previous year, if
any, has been brought forward.

(iv) Postingof cashand storesin the Regis-
ters from the schedules dockets or debit
schedules and from other various do-
cuments are correct.

(v) Progressive expen diture has been struck
from month to month,

(vi) Incaseof completed works, Completion
Reports have been received and lapses
or excesses noted in the register, In the
case of nonreceiptof completionreports
whether proper action as prescribed in
the codes has been taken.

(vii) Agreement of postings in the Registers
has been effected.

31. Examination of some bills of contribution
works to see thattheyhave beencorrectly
prepared and the amount due has
also been realisd.

37. Examijnation of some of the Railway and
Canal bills to see that they have been cor-
rectly preparedon the basis of the half-yearly
returns, submitted by the Divisional Ena
gingers, and to see that the Postings in the
Register of bills have been correctly made.
10 %/, may be taken.
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ANNEXURE TO APPENDIX A

Name of Section

Ttems or process of work done in the cffice

Remarks

Technical Audit 33. Examination of some of the guaranteed

Sec. (concld.)

34.

35.
36-

37,

38.

39.

40.

office billsupto 109 to see thet they he ve been
correctly prepared; necessary det?ils of guarn-
tee have been entered in the sub-ledger : re-
coveries or adjustments of the amounts billed

for have been noted in the sub-ledger.

Scrutiny of the sub-ledger of the Telephone

billsto see that the amounts of the Telephone

billscollected in cashas wellas by book adjust-
ments have been verified and discrepancies
noted. In cases of write-off of unrealiced
amounts to see that they are covered by prorer

sanctio]. ’
Examine the adjustment books.

Scrutinise the Inspection Report of the
Telephone Inspector.

Scrutiny of Allocation of expenditure bet-
Ween Capital and Revenue in scme of the
Estimates.

Register of Suspense Items regarding
amounts booked under*‘ VII-M'sc. P. & T.
Advance > and «“VIII-Un-allcczicd Awaiting
allocation bztween Major heads” sub-
ordinate to the Major head 56-1(a) should
beexamined to see whether it has been pro-
perly maintained.

Register of Buildings.— to see thatit ismain-
tained properly.

Loose Leaf Ledgers—to see that state-
ments shc wing the total outlay inrespect of
each building sent by the Central Office for
each year has been posted.

hvioney  Orders 41. Issuelist.-- Accuracy of afew dzys iréns-

Section.

42,

actions of ihe Issue lists of different Head
Post Officzs should betest checked. Totals
checked and iraced into abstracis. To see
that totals of the Abstracts for the first
period have been brought forward into the
abstractsfor the secend pericd. The totals
of the abstracts for the second pericd after
check sheuld be traced inte the summaries
and the totals of the summaries agreed with
the cash accounts.

Examinatjon of the procedure of checking
the totals of Issue lists through the Com-
ptometer Machines. To point cut general
defects if any noijced in the system of audit
of issue lists and, summaries.

PaidLists,— Correctness of the daily totals
of some days taken from the Paid Lists of
different offices should be checked aind traced
into the abstracts. 'Totals of a few abstracts
for the first peviod should be checked and
traced into the abs racts of the second period.
Totais of the abstracts for the seccnd period
should te traced into the summayy,
Examination of the system of audit and
pointing out any defect noticed therein.
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ANNEXURE TO APPENDIX A

Name of Section  Items of process of work done in the office. Remarks

- Money  Orders 43- Sorting Section.—Examinationof the work-
Section (concld,) ingof the section with reference tothe progress
reports, Broadsheets forccasts and the sched-

uled rates of out-turn, etc.

44. Debit checking.—To see that the discrepan-
cies deiccied in debit checking have been duiy
noticed and the cases of double payment of
money orders have been regularly pursued,

45. Void money orders.—A general scrutiny of
void money orders including review of re-
issue registersand classification of Broad sheets
and register of forfeited money orders.
Checking the preparation of monihly transfer
entries adjusting the totals of void money
orders in respect of a few offices.

46. Accounts with Acceded States and general
account with them. To be reviewed generally to
see the positicn.
47. Foreign Money Orders.—A general scru-
tiny of the Exchange office ontward 2nd in-
ward lists and of the entries of re-advised
money orders in the registers maintaired for
the purpose.

Examinztion of the reconciliation of the cre-
dits and debits vnder the head foreign money
orders effected through the Broadsheet main-
tained for the purpose.

48. Trade Charge Money Orders,.— Ex:mina-
tion of the system of audit of Trade Charge
Money Orders.

49. Money Order Ledgers— To exemine the
several compilation and statements relating
to the ledger and to see that the Re-
gister is regvlarly posted and the bzlances
(unexplained difference) are duly writien of
under the sanction of the competent
authority.

To examine picking out of unchecked items
with reference to the issue list of a certain
month,

50. Remittances.— To sec that pecessary trans-
fers through Money Order Remittance heads
are made morthly in respect of missorted
M. Os. and payments on accovnt of isstes of
foreign Audit Circles and receipts on account
of payments in Foreign Audit Circles. The
register maintaired for this purposes should
be generally examined.

S.B. Section. 51. General scrutiny of Machine posting in-
cluding Master cards.

52. Journals.—The journals of one small and
one medium ¢ fiice for a full month and of a
week’s transactions of a big office should be
rechecked.

53. Transferred Accounts.—To sce that the
items left unresponded in the transfer journals
at the end of the second month are promptly
settled in communication wiih the Postmas-
ters concerned, and the totals of these trans-
fers are agreed with the figures in the Control
Acsounts.
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ANNEXURE TO APPENDIX A

Name of Section

Items or process of work done in the office

S. B. Section

(concld,)

Cash Certicfiates

~ Section.

v

54, Control Accounts’—Check—the prepaia-
tion of Control Accounts for a quarter and see
that debiis or credits on account of sale ot pur-
chase of G. P.Notes, Interest and transfers
from British Post Offices etc. are duly taken
into accouni and sciutiny of registers main-
tained in the Control Account Group.

55. Adjustments on account of Annual clesing
and transfer of amounts from S.B. Deposits
to Dead Account deposits, Interest Statements
and verification sheets.

56. Testcheck of warrantsof payments and de-
posit slips including index cards for 1 month,
say, for a medium office.

57. Test check of Interest payment orders.
58. Scrutiny of lists of Dead accounts.
59. Scrutiny of lists of Dormant account ledger

60. Examination of the Register of short and
over-payments of Principal of the Closure of
S. B. accounts.

61. Stock and Issue Register of Cash Certificates.—

(1) A general scrutiny of the above register
with a view to see the correctness of
figures entered therein : test check of
issue and discharge lists.

(2) Verification of unsold cash certificates
and the total number under each  de-
nomination.

62. Head Office Balance Sheet,—

(1) Verification of postings of total number
of cash certficates sold or discharged un-
der each denomination. Values realised
on isste and the value'of interest paid on
discharge, and the nominal value issued
and discharged, posted from the sum-
maries of the weekly lists of Issues and
Discharges.

(2) Agreement of the totals of ¢ values rea-
lised’’ and **Values paid*’ with the corres-
ponding figures shown in the cash ac-
count of the month selected for test
audit.

63. 'To see that verifications of Proof sheets of
postings are regt larly made.

64. 'To see that the outstandings at the close of
the accounts of the preceding year have been
verified regularly.

65. 'To see (a) that adjustments on account of
safe custody investments are regularly madein
the Balance Sheet and safe custody Regisfers.
(b) that agreement is carried out regularly
every month in respect of discharge of Safe
Custody Acknowledgements,

66. 'Test check of summaries.

67. Scrutiny of the register of declarations.

68. Scrutiny of the spoilt and cancelled Cash
Certificates.
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ANNEXURE TO APPENDIX A

Name of Section

—_————

Items cT process cf work done in the office

Remarks

Cash Certificates 69. Scrutiny of the Broadsheet of balances.

Section (concld)

) Storzs and Work-
shop Branch.

ostal Insurance
tion.

70. Scrutiny of the Broadsheet of “Advances
recoverable” & « Deposits’”,

71. Scrutiny of the register of reconciliation
with Detail Book figures.

72. Record arrangement.

73. Examination of the ‘‘Register of un-
serviceable Stores™ to see -

(1) Whather the numbers and dates of the
lists .of unserviceable stores, valued
amounts of the lists and the numbers and
dates of sanctions by competent ay-
thority have been duly noted in the
register ;

(2) whether the numbers and dates of the
auction list have been noted in the proper
column of the register against toe rele-
vant lists of unserviceable stores ;

(3) Whether the receipt of the Sale Accounts
is being watched through (he register,
etc. .

74. A general examination of some of the sanc-
tions to the disposal of unserviceable stores,
and sanctions to the adjustment of discrepan-
cies in connection with ihe progressive and in-
dependent stock-taking.

75. Examination of the General stb-ledgers
maintained in conneciion with ihe stores and
workshop suspense Accounis and Man fac-
ture Sdspense accounis and examination of
some of the suspense schedules.

76. Review of audit of some of the Railwey |

" Crzdit Notes and the Objc.ion Bock maint” jn-
ed in conneciion therewith.

71, Examination of the following documents.—

(i) Labour, Purchase and freight bills;
(i) Debit  schedules—cash, -

(iii) Stores and Manufacture Accounts of
Workshops.

(iv) Register of Railway freight bjjls.

(v) Adjustment books.
78. A general review of the test audit reports.
79. Issue Group.—Scrutiny of a certain per-

centage of intimation of acceptances of pro-.

posals with a view to see to—

(a) eligibility,

(b) correctness of premium assessed,

(c) due date bywhichfirst premium realised.

80. Geoneral scrutiny of the Register of inti-
mation of acceptance of proposals to see
Whether policies have been duly issued and
in cases Where the proposal does not result in
a policy Whether mezdical fee has been im-

posed.
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ANNEXURE TO APPENDIX A

Name of Section

Ttems or process of work done in the office

Remarks

Postal Insurance 81. A general review of Register of Policies

Section. (concld.)

Government  Se-
curity Section.

issued.

82. Audit Group.—Test check of a certain
percentage of consolidated schedule of Pre-
mia realised and certified lists with a view to
sec Whether the items have been properly
posted in the relevant ledger cards.

83. General scrutiny of the list of unposted
items to see Whether they havg been properly
adjtésted and posted in the relevant ledger
cards,

84. Review of Refund Registers.

85. Review of Medical Fee Register.

86. Scrutiny of review done by reviewers.

87. Miachine Group.—See Whether the ledger
cards are properly_maimained and whether
postings by machine are correct. For this
purpose 2 test check of a certain percentage
should be applied.

88. Account Group.—Scrutiny of the interest
register to see Whether the calcvlation of
interest on the balance at credit of the { und is
correct.

89. General scrutiny of the Broadsheet of
premia realised and of charges and the re-
conciliation effected with the figures in the
General Books.

00. Review of the registers of policies dis-
charged and surrendered to see whether all
payments have been properly recorded and
atfested.

91, Test check a certain percentage of policies
discharged and susrendered to see Whether
the calculations are correct.

92. A general review of the Travelling Allcw-
ance Rezister to see Whether in c2sce where
Travelling Allowance has been drawn for
journey in connection with medicel exa-
mination for proposals Whether policies
have been actually taken out and premia
thereon paid for 12 months.

93. A general review of the actuarial work
and other statistical and financiel statements
sent to D. G.

94. Ymprest Register.—A genaiel sautiny of
theregister with reference te its ézily brlences
remaining within the prescribed limitand the
avoidance of minus balances.

05. Register of applications of Purchase and
Saje.Scrutiny of prompt disposel of appli-
cations according to the rules prescribed on
this behalf.

96. Register of Govt. Securities received and
disposed of.—To check the prompt disposal
of securities received and watch the receipt of
acknowledgements Where due.

123




ANNEXURE TO APPENDIX A

Name of Section Items or process of work done in the office Remarks

——

Govt, Security  97. Ledgers.—Prober maintenance of ledger
Sec. (concld.) accounts and check of the maxjmum limit,

98. Interest Payment Orders.—To watch the
return of Interest Payment Orders or Certi- L
ficates of Post Offices. .

99. Despatch Register of Interest Payment
Orders—To see Whether the tota] of the
current half year agrees with that of the pre.
vious half year after transactions and transfers 1
are taken into account,

100. Half-yearly verification of Ledger Balances,—
To examine that ledger abstracts and their
reconciljation with stock of securities have
been completed by due dates.

101. Discharge of matured loans.—To watch
the clearance of undischarged securities relat-
ing to matured loans.

102. Profit and Loss Account.—To examine the
compilaticn cf the zcecunt.

103. Stock registers of British Postal Orders,
International and Imperial Reply Coupons.—
To scrutinise the maintenance of these re-
gisters, with reference to receipts and issues
of the orders and the coupons. .

STANDARD INSPECTION PROGRAMME

III. Stotement of Items and processes of work in the Telegraph Check
offices to be subjected to inspection by the inspection acoountant

or by the Asstt. Ajcs Officer (Inspn.) for so long as the post of
Inspection Acctt. remains upgraded.

Sectio Items or processes of work Remarks

o
eceiving  and 1, Examine the Registers (for Departmental &
Sorting Section,  Combined Offices Separately) in Which the
receipts of packets of message drafts from
different offices are recorded and see that ne-
cessary calls for message drafts are issued
according to rules laid down for each group
of officasincaseswhere drafts have not been .
received, .

2. Examine the action taken by the Section
in cases of message drafis received in office
without stamps and see whether the recoVeries
are properly watched.

Message Record 3. Scrutiny of the Register of Requisitions
Room Section. for supply of messages to see that compliance
with the requisitions has not been un-

necessarily delayed.,

4. Register of Messages to be destroyed, To see that the destruction °
s of drafts is regularly un-
dertaken,
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ANNEXURE TO APPENDIX A

Section

Items or processes of work

Remarks

Message Record 5. Register of belated Telegrams.
Room Sec. (Concld.)

-

Pajring Section;

Refund Section.

Imand Section,

6. Examine the Week’s Count Work to see
the drafts of office and dates selected for the
count have actually been included in the
djfferent processes of the work.

7. See that not less than 10 per cent of the
total number of messages booked is paired.

8. Examine the Register showing the disposal
of unpaired telegrams to scrutinise the dis-
posal of the unpaired B & C messages. See
that aprarent cases of fraud have been tho-
roughly investigated and steps taken to bring
home the charge to the party at fault,

To see how these teles
gramsaremaintained and
digposed of,

9. Examine the Register of applications for .

refund made to this office and see that there
is no delay in their disposal. To test the
correctness of the refunds allowed, some
cases (ingluding cases of refunds without
application) should be examined in details to
see that the refunds have been correctly
granted,

10. See that the unused Reply-Paid Passes
with applications, on receipt in this office are
duly cancelled and that the daily receipts
thereof in the Register of Cash Collections
are duly entered in the register of applications
for refunds.

11. See by®test check that Inland messages
appertaining to 5 per cent of offices are duly
audited every month and that all the offices
are taken up by rotation.

12. Check the lists of payments on account
of late fees and Express charges audited and
see that irregular or excess payments have
been thoroughly investigated and recovered.

13. Examine the records of undercharges
and the Register of outstanding items to
scrutinise the sufficiency of the watch over the
undercharges and outstanding items.

14, Examine some of the detailed accounts
submitted by the signal offices for unprepaid
telegrams sent under Deposit Account system
and see that amounts recovered and the dates
of their recovery are reported by the signal
affices to this office and that the amounts of
bills are included in the schedules of cash
recoVeries and subsequently reported to the
Circle Audit Offices.

15. Check some Bearing Press messages to see
if they have been properly audited and the
sharing cost correctly allocated.

16. Examine the Register of disposal of Bearing
Press messages to see if daily totals of bills
agree with daily totals appearing in the lists of
audited Bearing Press messages.
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Section Items or processes of work

Remarks

et g et et i it o iy et g gy = s 4 mu =y s

Inland  Section 17. Generalscrutiny of the Register of Bills for
(concld). recovery of value of Bearing Press messages t0
examine the watch Over the recovery of bills
and if the outstanding bills received sufficient

attention.

18. General scrutiny of the Register of fees for
the Abbreviated Addresses (both State and
Public) to see if the fees have properly been
collected and credited to Government.

) "19. See that the Advices of Abbreviated Ad-
dresses are systematically checked and cards
Prepared.

Foreign Section,  20. General scrutiny of : -

(1) Sub-Ledger of Foreign Telegraph Ad-
minjstrations.

(2) Radio Account Sub-Ledger,.
(3) Radio Summary, and

(4) Summary of Foreign Messages origina-
ting in Licznsed Telegraph System.

21. Examine the register of undercharges and
the Register of out standing items for six
months and more to see if the outstanding
items reczived sufficient attention.

22. Sce that all discrepancies regarding out-
going, incoming and transit traffic Which are
detected are noted in the Result Statement
and brought to the notice of the Foreign Teg
legraph Administrations. Scrutinize the Dis-
crepancy Sub-Ledger (Parts I & 11) and see
that items relating to Parts I & II have been
correctly recorded in the respective parts and
adequate steps taken to effect settlement. See
that items When admitted have been adjusted
through the Account Current of that Month.

23. Check some Accounts current with the
different Foreign Administrations with a view
, t0 see that the credits and debits of the Ad-
ministrations have been correctly incorporated
therein and that the nst amount due to or by
each has bzen settled, correct rates of settle-

ment as per agreement or International Con- -

vention being employed. For this purpose it
isessential 1O trace a few messages or transfer
copies int0 the Frontizr Office registers and
summaries or check sheets and to ascertain
that the latter correctly state the Pakistan
or O.T.A. share.

24. Check a few telegrams franked by R.P.
Passes in order t0 sec whether the cost thereof
has been included in the Incoming Register.

25. Examine a few lists of outward and inward
bearing messages and see that Pakistan share
in respect of the former has been included in
the Inward Summary and that the charges for
the latter have bzen correctly billed for.
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Section

Foreign Section
(concld).

- Booking Section

Items or processes of work

26. Examine in detaila few Radio bills with
reference to the Radio Telegraph Registers
and ratesin force, Radio bills received from
other Radio Companies should alse be simi-
larly test-checked t0 see that credits eXist for
the claims admitted.

27. Examine the lists of “Not Folind’ mes-
sages and the Register of excess messages to
see that adequate steps have been taken to
trace and settle the items and that the total cost
of the messages finally declared excess has been
taken to Pakistan share through an account
then open.

28. Check the accuracy of the Compilation of
Foreign message traffic with refetence to
various Foreign message summaries including
Radio.

29. Computation of Foreign Message Ac-
counts.

30. Summaries of Transactions with L. T.
Systems. A few might be checked with re-
ference to the summary of Foreign messages
originated in Licensed Systems and tO the Re-
gisters of stamps, Refunds etc. to see that the
summaries have been correctly posted in the
L.T. System Sub-Ledgerand adequate steps
taken to effect settlement.

31. Examine the Register of Bills for supply of
Reuter’sI.N.A. other messages t0 high Gowt.

+ Officials t0 watch over the settlement of
claims.

32. Ascertain that the cOrrect procedure has
been followed in the supply and use of O.H M.
S. Forms and the adjustment of acccunts in
connection with the same as alsO with the
issue of State Telegrams “despatched by
Military authorities during field operations,

33. General scrutiny of the Ledger and the
Register of Message Revenue.

34. Examine the Primary Abstract for a
month with reference to the Cash Book Ad-
Justment Register and other relevant records,
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LIST OF FORMS

Serial No. Description
* ' Central Department ..
1 Annual Indent for Proviecal Cheques, and Civil Re-
_mittance Transfer Receipts.
2 Report of intentions of Gazetted Officers to proceed on leave.
: Officers of P.A. & A.S.
¥2-A Confidential Report on Assistant Account/Audit Officers
*3 List of Gazetted Officers.
4 Statement of the candidates recommended for Subordinate
Accounts Service Examination.
*4-A Confidential Report on the Staff of the S.A:S. Cadre.
*4-B Confidential Report on ‘Upper Division Clerks in Pakistan
Audit Department.
*4-C Do. Lower Division Clerks, Typists
and Machinists in the Pakistan
Audit Department.
*4-D Do. The Divisional Accountants in
. the Pakistan Audit Department.
*4-E Do. Stenographers/Steno-Typists.
5 Budget Estimates of Expenditure relating to the Civil Offices
of Accounts and Audit.
6 Deleted.
. . Gazetted Officers.
*7 Monthly statement of expenditure relating to—gm e

*These forms are standardised in the M. S. .O. series. See Paragraphs

57to 59.
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FORMS . [M.S.0. No. 2-A

M.S.0. Form No. 2-A
(Referred to in paragraph 99/127).

(OBVERSE)

CONFIDENTIAL REPORT ON OFFICERS OF P. A. & A. S.
A.A. OS.

Confidential Report for the year ending 31st Dec. 19

Notg:-This form sho{ild be filled accroding to the instructions contained in the Cabinet
Tectt. O.M. No. F. 5/3/48-Ests (SE) dated the 1st August, 1949. Please see also
para 99 and 127 of Cr. & of Ar. G’s M.S.0.
1. Name of Officer.
2. Service.
3. Qualifications (including technical).
4, Date of birth.
5. Date of appointment to.—

(a) P.A. & A. S.
(b) As A. A. 0., and whether appointed direct or by promotion.

“ 6. Total service' on 31st December:—
() inP. A. & A S,;
(ii) as A. A. O,;
(iii) in Lower ranks.

7. Date of confirmation.—

() inP. A. & A.S.
(ii) in A. A. O’s grade.

8. Scale of pay and present pay, and date of increment.

9. Various pests held during the year with periods. (Names of
Section or Branches the charge of which was held by the
officer should be specified). '

A. Particular remarks on:

(1) Judgement, tact, and sense of proportion.
(2) Initiative and drive.
(3) Knowledge of procedure and regulations.
(4) Application and capacity for work.
(5) Suitability for promotion.
(6) Intellectual Integrity.
(7) Incorruptibility.
(8) Nature and period of training abroad, if any, since partition.
(9). Capacity of controlling staff and maintaining order and
discipline.
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(10) Special aptitude for any particular Department or Branch.

(11) Aptitude for secretariat work. [For officers of PA & AS and
other class I officers].

B. The report, which should be in narrative form, should comment
generally on the way in which the officer has carried out his various duties
during the year and should give an estimate of his personality and health,
character and ability, making particular mention of his relations with
fellow officers, subordinates and the general public where necessary. It
should contain an opinion on any point specially required at any particular
time, e.g., fitness to pass an efficiency bar, or whether the service during
the period under report is upto the standard required for counting the
same for special additional pension).

Designation of Reporting Officer.

M.S.0. 2-A. (REVERSE)

INSTRUCTIONS

1. In respect of the officers in the Secretariat, the reports will be
initiated by the next higher officers concerned with the work of
the officers to be reported upen, e.g., reports on Assistant]
Under Secretaries will be initiated by the Deputy Secretary
and so on and will be countersigned by the Secretary.

2. In the case of the officers in the Attached Departments, etc.
such as Administrative officer, Assistant Directors, Deputy
Directors etc., reports will be initiated in the prescribed form
by the next higher officers concerned with the work of the
officers to be reported upon and will be countersigned by the
Head of the office ‘concerned.

3. The reports on officers in the Secretariat will ultimately come to
the Establishment officer for custody and it is not necessary
to specify authorities in the Ministries in whose custody
particular categories of reports will remain. The reports on
other officers will remain in the custody of the next higher
officer in charge of administration.

132

>



[M.S.0. No. 3

FORMS

Ioypny pue sofjondwo) 313 jo 6 | ydeifered 0) 90usIaJaI YIM ‘TYorIEY ‘URISHIBJ JO [BIOUIL) 10}

.*(zoneudisa(y)
*(s1n3eUlIS)

61

L

L R R PP T

“ON
N :.o% d; 1A I8
ST JUSWA1I0UL juasoxd oy oo | wsunaedag T

wa| | SR | oruongpy | oa | Houiongn | woarmionte | o] o oeeted | omuousiimios | o

PP [e1oadg | 01 uomepy o woy e joareq jooed@ | Jo 10 Huiq jo Aeq
I3QUISAON I0¢
. Suipus 182K JrBy oMy
KeN I81¢€

JO 21ep 15B[ 9y} UO POOIS I SE ¢ Y3} Jo 20Wyo oy ur juswpeds JIpny uBISIEd 9y} JO INOWQ peyezen jo 117

(or103 deosjooy uo payurid oq o)

(611 HavIOVEVd NI OL QIq¥aITY)

‘€ "ONJAFOJ "O'S ‘W

*$19p10 Surpuwig Jo [enuB S [RISUSN
Ipny pue 15[[01dwoy) sy 03 papIemIoq

133



FORMS

M.S.0. No. 4]

93O oY1 Jo PedH oY) Jo oinjendig

(9519A91 o suondnIIsuy 295')

*sjIqey ai-ssoursnq 108 svy pue 3pe810ud A[11e) S191eplpued Yovd yey) (A)
‘wonpeurwexd o) ut yeadde 03 318119 Wy oyeur 03 2014138 Jo YIBUL] WnuIiuUTW Y} UT Ind SeY jBpIpUEd [YIrd I8y} (an
‘uoneuIwmexs oy Suissed jo s102dso1d 9[qruosear sey eplpued Yoed jey) (1)
*JURIUNOIDY UE Jo YioM 103 dpnilide sey epipued yoea jey) (1)
*(191 ydeiSered api) UonBUIUIEX? 2} JE 1IS 0) d3epIpuEed YoBd JO SSIUIY Y} O} Se J[osAur payshies Ajjeuosiad sAey | jeul 1))

PAY1IYy

(4 11 (9)or (o1 | ()6 ()6 (o) | ()8 _(q)8 (e)8 L 9 S v | ¢ z I
‘oN Suissed 309 | "ON SBuissed 309
.| oNIog 1wex | fo¥ joiX -qn§| MOW Jo 1X -gng ¥1| g
‘uurexyg 23 a =]
Jo Irned |wydeis| o Z
I0 T 1ded Ul | -0UO)S M £
8 Sunreadde 10 g 8
B RyqPeya | D'AT| B m.
uow passed pue ‘019 o'dn
(D '9) sv§ Jo L¥d “VYd se
asedo o) ul 10afgns | uwexy |‘AVI7Apio [I9YI9UMm)
asoyr ur Juwssedjo | (D H) Jayloym ‘ndaQg
reedde [[Im sydwdyje snola  [s1edX 2 'ON [[0Y | SVS 9yl | *2°1 3ulied pny SweN 'ON
ojepipued | sydurdyie snojaoxd | -a1d ul sylew uol} |qUM “uwexy (D ‘g)  possed |} ~dde yorgm lieliid
a3 yorgm ul payvgjio} 10 -dwoxs peureiqo [y'S Ul passed gotym| Apeaife ur ‘uwrexyg | jutoddy
ui129iqng | pajieae sodueyd yolym ut $109[Qng uj 3833 [enondpl Jaiaum | Jo youelg jo ojud

BT T P PR R LR L L E R LL TR 77 .\.Q MU%.Q.II“&&:SU

61 19qUSAON] UI P[oY 9q 01 Honeuiwexy ‘Sy'S oY) Ul ._mummn

(Zs1 ydeaSered ur o3 paliayoy)

(aswargQ)

0} S1IS3p OUYM SIIEPIPUE)  JO ISIT

¥ "ON W04 ‘O'S'IN

<H
o
i




FORMS [M.S.0. No. 4

(REVERSE)

M.S.0. FORM No. 4.

Instructions:— _
1. The name of a candidate should appear in the list once only in

2.

whatever subjects he desires to appear.

Separate lists in duplicate should be sent in respect of each
centre. Candidates appearing at different centres should not
be included in the same list even though they may be working
under the same Head of Office.

Separate lists in duplicate should be sent in respect of the
different branches of the examination, e.g., L.AD. CR.A,

P&T ete.

Care should be taken to see that the information required in
columns 8, 9 and 10 is not omitted under any of the sub-
divisions mentioned there.

While giving information in column 10, the chance in which the
S.A.S. (E.C.) Examn. was passed should also bé taken into

account,

Any other information necessary in connection with the
examination in which a candidate intends to appear should
be furnished in col. 12 of the list (e.g. year of passing Part I
along with Roll No. in the case of candidates appearing in
Part II of the examination, year in which qualified as Regular
S.A.S. Accountant in one Branch in the case of candidates who
intend to take the examination of the other Branch, ete., etc.)
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M.S.0. FORM 4-A

(OBVERSE)

(Referred to in para 148A of Cr & Ar G's, M.S.0.)
CONFIDENTIAL REPORT ON THE STAFF OF THE S.A.S. CADRE

Confidential Report for the year ending 31st December 19

Note:—This from should be filled according to -the instructjons contained in the Cabinet Sectt.
OM. No. F.5/3/45-Ests (SE) dated the 1st August, 1949. Please see also para 99 and
) 127 Gr. & of Ar. G’s M.S.0.
1. Name in full and qualifications.
2. Present post held by him and whether held in permanent or offg.
capacity.
3. Total service:—
- (i) As Upper Division Clerk.
(ii) In S.A.S. Cadre, along with the year of passing S.A.S.
Examination. )

4. Date of confirmation.—
(i) In Upper Division Cadre. !
(ii). In S.A.S. Cadre.

Date of birth.

Scale of pay and present pay.

Date of increment.

o N o ou

Particular kind or class of work on which he was employed .
during the period of the Report.

©

Observations on.—
(i) Superintendence of work in his Branch and the division of
duties so that no man has an unduly heavy burden.

(ii) Maintaining order and discipline and checking late atten-
dance.

(iii) Amenability to discipline.

(iv) Capacity for ensuring prompt disposal of work and sub-
mission of returns and sense of proportion.

(v) The submission of cases in proper order, i.e., whether all
relevant papers are put and properly referenced without
errors and mis-statements.

(vi) Capacity to train, help and advise his less experienced
staff.

(vii) Knowledge of procedure and regulationé.
(viii) Noting and drafting.
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(ix) Initiative, trustworthiness & attendance (whether regular
and punctual).
(x) Ability to handle the most difficult cases.
10. Whether he has been responsible for any outstanding work
during the period under review meriting special commendation.
If so, what.

11. Whether he has been reprimanded for indifferent work or for
other cases during the period under review. Brief particulars.

12. Whether he is fit to croés the efficiency bar.

13. Whether he is fit for promotion to A.AO’s grade :—
(a) on the basis of seniority subject'to fintness against 80%
quota.
(b) on the basis of selection against 20% quota.
[vide para 2 of Govt., of Pak., M|F letter No : D-3542-Admn 11|51 dated

" 95th October, 1951].

14. ‘Whether he appears to be suitable for being considered for pro-
motion to General List of P.A. & A.S.

15. General remarks including comments on personality special
aptitude for any particular Deptt. or Branch.

Signature of Reporting Officer.

NoTE:—~ Remarks regarding the category should te made by Head of Office only.
- (REVERSE)

INSTRUCTIONS

The ‘routine’ part of the form will be completed in the Administra-
tion Branch of the Ministry|Division|Department|Office concerned and
the reports will be initiated by the Branch Officer concerned and will be
countersigned by the next higher Officer connected with the work of the
person reported on. The confidential reports will then remain in * the
custody of the officer in charge of the Administration.
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M.S.0. FORM No. 4-B. ' v
(Referred to in para 222 of Cr, & Ar. G’s M.5.0)

CONFIDENTIAL REPORT ON UPPER DIVISION CLERKS IN
PAKISTAN AUDIT DEPARTMENT.

Conﬁdéntial report for the year ending 31st December, 19

NoT & :—This form should be filled according to the instructions contained in he Cabinet
Seat. OM. No.F/5/3/48-Ests. (SE) dated 1st August 1949, Please see also parra-
graphs. 99 and 127 of Cr. & Ar. G’s M. S. O.

1. Name in full and qualifications.

2. Present post held, & whether held in permanent or officiating
capacity.

3. Scale of pay and present pay.

4. Date of increment.

5. Total service with date of confirmation—

' (i) as Lower Division Clerk.
(ii) as Upper Division Clerk.

6. Date of birth,

7. Branches in which and particﬁlar kind or class of work on
which employed during the year with periods.

8. Whether the employee has been careful in observing routine,
e.g.—
(i) Reference and paging of notes and correspondence.
(ii) Keeping his files and papers in tidy condition.
(iii) Prompt and accurate in disposing of work without pressure.

9. Observations on—

(i) Attendance, whether regular and punctual.
(ii) Intelligence, and Expression.
(ili) Knowledge of procedure and regulations.
(iv) Engery in applying himself to work.
(v) Behaviour and assistance rendered to other staff.
(vi) Amenability to discipline.
(vii) SKill in noting and drafting,
(viii) Initiative.
(ix) Trustworthiness, zeal, business habits, general demea-
nour ete.
(x) Special aptitude for any particular Deptt. or Branch.

10. Is he doing his present job satisfactorily or not?
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11. Whether he has done any special work beyond his routine
" work that is worthy of recognition.

12. Is he fit to cross the Efficiency Bar ?

13. Has he been reprimanded for indifferent work or for other
causes during the period under report ?  Brief particulars.

14. Do you consider him fit for promotion?
15. 1Is he above or below the average ?
16. General remarks.

Signature of Reporiing Officer.
(REVERSE)
INSTRUCTIONRB

ASSTTS. A GRADE CLERKS|CLERKS

The routine part of this form will be completed in the Administration
Branch and the report will be initiated by the Supdt. of the branch in

~ which the Asstt.|Clerk is employed. The Supdt., after making the neces-
sary entries, will submit for countersignature to the Branch Officer who

will in turn submit to the next higher officer. The report will ultimately
be sent to the officer in charge of the Administration of the office concerned
for custody. In branches|sections, where there is no Supdt. but only an
Asstt. Incharge or clerk incharge the report should be initiated by the
Branch Officer concerned with the work of the section who may make any
verbal enquiry from the Asstt. Incharge that he considers mnecessary
before writing the report. )
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M.S.0. Form No. 4-C.
(OBVERSE)

(Referred to in para 222 of Cr. & Ar. G's M.S.0)

‘CONFIDENTIAL REPORT ON LOWER DIVISION CLERKS, TYPISTS,
& MACHINISTS IN THE PAKISTAN AUDIT DEPARTMENT

‘CONFIDENTIAL REPORT FOR TFE YEAR ENDING 31st DECEMBER,
5 .

‘NoTe:—This form should be filled according to the instructions contajned in the Cabinet Secre-
tariat 0. M. No. F. 5/3/48-Ests (SE), dated the Ist August 1949, Please see also Para-
graphs 99 and 127 of Cr. & Ar. G’s M. S. O. .

1. Name in full & qualifications.
2. Present post held and whether held in permanent or Offig.
capacity. "

3. Scale of pay and present pay.
, 4 Total service, date of confirmation as Lower Division Clerk and
date of increment.
Date of birth.
Branches in which & particular kind and class of work on which
employed during the year.
7. Observations on—

(i) Intelligence.
. (ii) Expression.
(iii) Accuracy in typing.

(iv) Examination or other work on which he is engaged :
is this accurate ?

(v) Energy and reliability in carrying out the work entrusted
to him, ‘

as (vi) Attendance, whether regular and punctual.
(vil) Special aptitude for any particular type of work.
(viii) Behaviour and assistance to other staff.
(ix) Amenability to discipline.
8. Do you consider him fit for promotion to the Upper Division in
your office ?
9. Is he considered above or below the average and reasons for
opinion expressed ? .
10. Whether he has been reprimanded for indifferent work or for
other causes.

11. Whether he has been responsible for any outstanding work
during the period under review.
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12. Is he fit to cross the E.B.?

13. General remarks by Branch Officer including remarks as to
defects in character, indebtedness, etc.

Signature of Reporting Officer.
(REVERSE)

Assistant| A’ Grade Clerks|Clerks.

The ‘ routine ’ part of the form will be completed in the Administra-
tion Branch and the report will be initiated by the Supdt. of the branch
in which the Assistant|Clerk is employed. The Supdt., after making the
necessary entries, will submit for countersignature to the Branch Officer
who will in turn submit to the next higher officer. The report will ulti-
mately be sent to the officer in charge of Administration of the office con-
cerned for custody. In branches, sections, where there is no Superin-
tendent but only an Assistant-in-Charge or clerk-in-charge the report
should be initiated by the Branch Officer concerned with the work of the
section who may make any verbal enquiries from the Asstt.-in-Charge
that he considers necessary before writing the report.
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M.S.0. Form No. 4-D.

(OBVERSE)

(See paragraph 265 of the Cr, & Ar. General’s M.5.0.)

CONFIDENTIAL REPORT ON THE DIVISIONAL ACCOUNTANTS IN

THE PAKISTAN AUDIT DEPARTMENT.

CONFIDENTIAL REPORT FOR TIE;IE YEAR ENDING 31st DECEMBER,
19 .

NoTe:—This form should be filled according to the instruction contained in the Cabinet Sectt.
O.M.No. F. 5/3/48-Ests (SE), dated Ist August 1949. Please sec also paragraphs 99 &
127 of Gr. & Ar. Genl’s M.S.0.

1.
2.

- 3

® N o

Name in full and qualifications.

Present post held by him and whether held in permanent or offi-
ciating capacity.

Total -service :—

(i) As Audit Office or P.W.D, Cadre clerk (if any).

(ii) As Divisional Accountant.

Date of confirmation—

(i) In Audit Office or P.W.D. Cadre (if any).
(i) In Divisional Accountants Cadre.

Date of birth.
Scale of pay and present pay.
Date of increment.

Particular kind or class of work on which he was employed
during the period of the report.

Observations on—

(i) Superintendence of work in his branch and the division of
duties so that no man has an unduly heavy burden.

(ii) Maintaining order and discipline and checking late attend-
ance.

(iii) Amenability to discipline.
(iv) Capa.city for ensuring prompt disposal of work and sub-
mission of returns and sense of proportion.

(v) Submission of cases in proper order, i.. whether all
relevant papers are put up and properly referenced
without errors and mis-statements.

(vi) Capacity to train, help and advise his staff.

‘(vil) Knowledge of procedure & regulations.
"(viii) Noting and drafting.
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(ix) Initiative, trustworthiness and attendance (whether
regular & punctual).
(x) Ability to handle most difficult cases.
(xi) Capacity to advise the Divisional Officer in financial
matters. )
(xii) Capacity to maintain accounts of the division in proper
forms and to complete and submit the same to Audit Office

— on due dates.

10. Whether he has been responsible for any eutstanding work
during the period under review meriting special consideration.
If so, what.

11. Whether he has been reprimanded for indifferent work or for
other causes during the period under review (brief parti-
culars).

12. Whether he is fit to cross Efficiency Bar.
13. Whether he is fit for promotion to higher grades.
14, General remarks including comments or personality and
. special aptitude for any particular department or branch.
Signature of Reporting Officer.
(REVERSE)

INSTRUCTIONS

_ The report will be written by the Divisional Officer of the P.W. Divi-
sion to which the Divisional Accountant is posted and will be sent to the
Accountant General.

2. In the case of the Divisional Accountants attached to Audit Offi-
ces the report will be initiated by the Branch Officer concerned and will
be countersigned by the next higher officers connected with the work of
the Divisional 'Accountants reported on.

3. The confidential reports will remain in the custody of the officer
in charge of the Administration of the cadre of Divisional Accountants.
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M.S.0. Form No. 4-E,
‘ (Referred to in para 222 of Cr. & Ar. G’s M.S.0.)
CONFIDENTIAL REPORT ON STENOGRAPHERS|STENO-TYPISTS.

CONFIDENTIAL REPORT FOR THE YEAR ENDING 31ST
. DECEMBER, 19 .
NoTe:—This form should te filled according to the instructions contained in the Cabinet Scere-
tariat Office Memorandum No. F. 5/3/48—Ests (SE), dated the 1st August, 1949,
Please see also paras. 99 & 127 of Cr.& Ar. G's M.S.0.
1. Name and qualification.
2. Present pay. _
3. Total service and date of increment.
4, Standard of work—
(a) Accuracy.
(b) Speed.

5. Regularity and punctuality in attending office.

6. Amenability to discipline.

7. Whether at times employed on other duties besides those of
stenographer ; if so, nature of duties, and whether carried out
satisfactorily.

8. Trustworthiness in confidential and secret mattel_'s.

9. General remarks concerning defects of character and indebted-

ness or other matter it is desired to bring to notice.
Signature of Reporting Officer.

INSTRUCTIONS :

The report should be initiated by the officer to whom the stenograph-
eristeno-typist is attached, after the ‘ routine’ part of the form has been
filled in by the Administration Branch. The reports will then be sent to
the officer in charge of Administration in the Ministry|Division, etc. In
the case of the stenographer attached to two officers the report should
bfeﬁ written by the senior officer who should, however, consult the other
officer.
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