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Preia(;éitom Book of Account Forms (Reprint). ] - :

{" Thi® volume is merely a reprint of the Book of Aeccount -
TS as omgmally pNblished in 1926 with such additions
j" terations as have been introduced through correctit
| J-‘ issued up to date. To save space no reference has j
rincluded to forms which have been deleted since the igsue
original print and this explains the gaps in the continuity
numbers of account forms. Part IT of the original edi-
as been omitted as it has been decided that * refgfences to
s should be made in the local manuals of the account
~ s and that none is required in this volume. Pag'II of the
ﬁ;al edision has been omitted as references have been insert-
in t"he Audit Code, the Account Code, the Civil Account :
:" {(}Gde, the Forest Account Code and the Book of (ivil Se

Forms showing which of the forms included 'in
odes have been standardised for printing purposes.

Sk
,&i’ _ he preface to the original print (as subsequently amend-
ﬂga’ en reproduced separately for purpose of reference. \ N
» NEw DELuI ; E. BURDON,
The 27th Febmary 4935. Auditor Ge India.
S : .
A 8 = r g



3. - : | :
- -.' 7
- . L . '
RS 2
: ‘ PREFACE. ' :
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E N Tuis book is divided into three parts. Part I contains £
S samples of all forms not included n any prescribed Code, which :

{°ha.ve been authorised to be printed centrally for use by officers
subordiniate to the GQvernment of India and the minor Local

ljdgamments

Part 11 contains lists of forms not included in any prescrib-
ode, which may be printed for use in their offices by Civil °
1ta.nts General, either centrally or at Local Government
, as the Deputy Controller of the Central Prmtmg Office

Vs - mﬁa dec1de .
i
[ e ‘f Part 11 gives a list of forms prescribed in the Judit Code
: \ ﬁccount Code, the Civil Account Code, the Forest Acceunt
. G}ode a.'n'd’ the Civil Service Regulations, which have been autho-

printed centrally or at | ocal Government Presses.\..

orms which have been authorised to be printed .
ly are obtainable from the Manager of the Forms Press
urrumtollah Street, Calcutta.

IS \ Mg

| ' M.F. GAUNTLETT, (-
Auditor General, .
The*31st December 1925. . .2
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.' of apprentices and yrobationers
.

-—4

..\

GB.\'I-.]H\I..
e

-Chamlar‘of Keturns - E
objec-

™ -
.
e J Megister of ts und
fpmer §Rgister of amounts under
b - tigm waiged or written off
ntimatien slip of likely eoxcess
= expenditure over appropriation .

In¥imati® slip of excess expendi-

o ture ered and asking for
' lﬁdllLTI appropriation . A
Register® of nlterations in appro-

priations fsom one primary unit
< to another for the year . A
report of disposal of

annual establishment returns
Letter forwarding forms for
/ a.nnual establishment returns .
/ Half-Margin objection memo. on
annual establishment returns .

Form of the Audit Registhr of
emntrilet contingent charg-u

t_\

- "3: Sligrmtlling for detailed counter-
T signed bills *
Retrenchment mm::( ; £

- Wimstmn !“. acknowledg-

t) Bf bills . §

- Card 1ut1mhm 'hnlln possed .
ainqudgment - of tecmpt in

5 \ peyment of bill .

=~ -* Bagk credit.slips '.

No.

. 8.Y. 253

254
255
258

vi

258-A"

267

257-A
257-B

260-A

261

263

20.

249

270

271

278
474

¢75
276

obt

LA
- -
.
GENERAT—cONid.
No.,
Annual Report of excess con- 4
tmgcut expcud:Lun, over appm-
priation . . « 5.7, 280
General half-margin objectlon :
memo, , o . . . 3BT P
W:thdm“al of retr.nchmm,tahp 5 LB R e
Ronsed retrenchment slip » 283 - .
Less-drawn intimation slip » 254
Register showing the quarterly
balances cutstanding  under
[~ _advances s
objection book Suspense v 5y SBD
Register of expenditure involving
breach of the canous of financial 1
propriety. List of outstanding
objections more than six mouths
old r : { ., g ! 788
Register of items of expenditure
and other items of financial
irregularities for inglusion in
the Appropriation Accounty of
Government . . o oy 286-A -
Half-margin for old cutstaifling 1\
objections . X - et gt e
R.T.R, Y
8lip for purchase of Bl of Ex- , 288 |
change |
R.T. R. |
Letter forwarding Bill of ®x- ,, |
change |

Transfer entry number beok -

Slip for acceptance of outstandings
on 81st March om sccount of
advances to cultivators, ete.

Slip for acceptance of balances of
advances on account of house
Building, etc . .

Authority slip for psymem of
advances .

Authority slip for
bills after pre-audit

Slip_calling for u.eknowkdgment
of permanent advance .

Hﬂf msrmn memo, for ad;ust—
ment of supplies

yment of

/ Register of increment® : .

Requisition for r
Attendance Roll
Card intimstion of




P 'y g TR — T
g - .
|
|
|
- L]
. .
GeNERAL—CONC!d.
L
‘Sectional pay sheet . .
Transit Register of records made
over to record room y -
» ““Teegister of half-margzins -
é “Card reminder for returns not
¢ f received on due date
s Letter reminder for returns not
received on due date . 2
Monthly statement to the High
Commissioner of payments for
passengers at tariff rates to the
P.&O
Plur o 2 Compan . .
S LER TTou
Register for obtaining sanction to
locul purchuse, ropairs, ete,
Transit register of papers and docu-
sments from one section to another
Register of charges under debt
heads on account of the Provinee
of ——during the year ——
" Mewo. of inspeetion® of the-
. register of Division
for the ybar
1 Attachment 1% i -
: Diary. of official and unofcial
I‘Sﬂu‘-‘s . -

Diary or Register of official uml
n-official receipts
o’ £ g:ants and
e 3 Reserves at the
Approporiations
disposul of—
'/ Register for watching the working
of efiicienay bars on time-scale
/ ’rates of pay . . .
etter asking to pay awonnt into
%reasury and intimate payment
Half-margin calling for informa-
tion, ete. (full sheet and half
sheet). E
Index slip of records made over to
the old Racurd Branch

.

¥ /r 3 Looixr Aprr.
\\ ‘Card er to local guditor for
A audit re . .
Local suditor’s weekly g

;‘:51“&!
aunditors

»

307
308

309

310

a18

314

316

3186
317
318

318-A

328
324

326
827

-

LocAn Avpit—contd.
S

Register of T, A. bills drawn by
loeal nuditors . .

Letter intimating the date of com-
mencement of loeal audit

Check register of fisposal of replies
by loeal bodies to Audit Reports

v’ Aunun] tour programme of auditors
O e

+ Btatement nhtm‘m" the irregulari-
ties in payment and adjustment
vouchers to be disposed of ﬁnallw
before the next andit .

Stutement showing lr'reguhntles
and omissions in accounts and
registers with instructions and
suggestions for future guidance

Progress Register of audit of local
aceounts . . .

\/{euﬂud»r for reply on Audit nm{./
= : ) ﬁ?rz

Inspection Notes

Register of demands and e 'fn'eriea
of Audit Fees from Wards'
Esiates v

Demand Note for Fees recoverable
from Ward's Estates

Letter req-esting accommodation
in cireuit honses

Letter to District officer
appointment on any matter
requiring attention .

Local Aunditor’s report t Distriet

™

-

»w

»

»

L1

Otficer on arrival and departurag .

Letter to Distriet Officer request-

ing him to furnish Local Auditorse
with statement showing lmoun%

T

of Municipal fipes, eto,
QuTSIDE AUDIT,

Statement of uuinvested crdlit
balances of general accounts of
Estates or Trests

Statement of Government securis
ties and Joint Stock Company’s
shares belonging to various
Estutes or Trusts . .

List of advances made to lawyers,
etc., up\tu . 19 and
remaining uua{l]ustul o .

Stntehmt of Nent bl].l! o'utshmdmg
in the Rent Regi .

List of unsettled objectio -.".

VERIPIOATING.

H; ¥.margin memo. of oh;ecﬂon

‘verification of mncelled\(’,‘urrency

notq 4 .

8.'Y. 820

330

331
332

338

339 !,

5
340

W,

G N

s\
542

o~

r._

» 44
W 345
% 26
-
» A7
s 348

-~

- -
o ’
o

..‘l
[

'-o""'.
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= VERIFICATION - contd.
= 5 . No.
Register of forgeries and other
defects mnoticed in the verifica-
'_ tion of cancelled Currency
notes . . > . 8,.Y.861
Packets of eanicelled Currency notes
3 received for verification, distri-
; bution, ete, : » 8562
ot Verification Register of mneelled '
« Currency notes s p 853
» it g
. ‘ n
2 ‘s\ ., TREASURY AUDIT,
I s Esj:abhahment. Audit Register,
i —/ Time-Scale District Cadre » 004
(outer and
r . - inner)
tablishment  Andit Register,
Time-Secale, Provincial or amal-
% + gamated (n.ulre 365
' (outer and
-. 5 . inner)
o . Sniablishment Audit Register,
Nonetime-scale ( JAnnual fixed
: ‘\eatabluhmont!} . » 368
. (outer and
i : i i e inner)
A :—Elfﬁbh!hment Audit Register,
b e Nongtime-ecale (Monthly ﬂxal
™. establishmenit) . 859
b A (outer and
i Tl ™ inner)
i A . -»
L] ':_. i 5
£, \\ &' UND,
i o .
. Gemeral index register of subs-
cribers to the Genera! Provi. i
X dent Fund - . GPF. 1
. Card index of subscribers to the
Geueni Provilent Fund - 2
Apylication for admission to the e
General Provident Fand , .
General Pr#vident Fond ]?dgtr T
i : :
- Stock MZister of Insurance Poli- ;-
cies nasigned to the /
of Btau ' ¢ i n 6
r of fgmpo! withdraw-
- their m\rnrieu L o 7
==-Qeneral Prosident I"nn:l schedule , 8
- Forlgﬁif ‘\omimtion (to be md 4
> s snlucrlb’r has- a
” fm%l. e .« » o8
” i !

o FeT LAS -, -
. A
[
. 4 -
) . .
Fuoxp—eontd.
® No.,
Form of Nomination (to be used
when a subseriber has mo
family) . " . G.P.F..E;A,. 2
Half-margin for enquiry before s

flosing General Provident Fund

nccount . IS . S
Authority for final withdrawal

from the General Provident 7 >

Fuand . . " 11 g

Form of authority for final pay-
ment of General Provident Fund
money of non-Gazetted Govern-
ment servants .

Explanation sheet of differences in

the (General Provident Fund
broadsheet . .
Abstract of di erences in the

Gencral Provideut Fund broad-
sheet .

Letier forwarding form of appli-

cation for admission “to the
General Provident Fand
Memo. forwarding the Gendal

Provident Fuud account

Advice of transfer of Gemeral
Provident Fund accouns

Half-margin objection memo., on
General Provident Fund Nomi-
nations (old serial No. 8. Y.
511) .

Half-margiu nh]&twn memo. on
General Provident Fund sche-
dules and vouchers (old serial
No. 8. Y. 512) . i

Foxp Macmive MmrmOD.

Ledger Card . e » 283 s
Master Card . ™ & 28
Register of quarterly verification ¥
of balances . . i
Proof sheet . o Cignaiis
Balance compilation . PO~ .
Annual Deposit Acco! » 2B

Armual Deposit A t8

Guzetted officers

Register for watching r
of temporary . wrthdnwnh
G. P. Fund
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DISTRICT FOR AUDIT.

fon\da-pé

L1
DEPARTMENTS AND AUDITORS BY THE AUDITOR

o

breER

{To be, printed on open

7
. ; : .Y.l.'.
(St Article 304, Audit Code.)

L. ; . o -
_'\_" :'.'-. .

BOOK OF VOUCHERS DELIVERED TO

1st Scheduoles

2nd Schedunles

Due date of return to T, A, D, {
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To whom
delivered,

Class of
. Youchers.
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( (See Art. 204, Audit Code.) .
(To be printed on half foolscap quarto.)
% " Call for Audited Vouchers, :
k.- The undersigned bills of . Schedules of payments
3 of district for the month of 2
due back on have not yet been received.
Kindly expedite audit and return. : g f. ':' el
§in )
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C S. Yl &
(See Art. 211, Audit Code.) ]
(Te be printed on open f;dl.lmp.} '
REVIEW REGISTER OF THE ACCOUNTS OF THE TREASURY.
When reviewed Superiniendent of section =
By whom Aunditor Month of Account
| Deputy Accountant
* Serial| " . | Superinten- | Remarks of |  /Pcountant
3 Dogu- Defect | Explanation | ~°PF™Y g General’
:;I:' ments, found, of pAndifm-. ro[:an:k.s. Eoﬁfﬁ"::::‘ng ﬁu%r:'[’%_ onlees
and reference to
g subsequent action,
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S.Y.4A. ‘ sy
REGISTER FOR SELECTION OF VOUCHERS FOR°PERCENTAGE
AUDIT AND REVIEW. 2
MAJOR HEADS OF ACCOUNTS.
bl 2 Month of Audit.

L : 2 Nos. of the _
> : Total No. of vouchers. vouchers tobe -

1st Sched ;ﬁlﬂmxu. ' iewed
of vou : .
R L2 I L
andited by | by superi be niarked “R"
auditor. indub. in all cases* 1
-where this is .

LY
- .1, Establishment bills,
,I--—'-L (6) Establishment bills with
: \ increment certificates.
(i) Rs. 500 and above. I
(#i) below Rs, 500, 549 .
(8) Other bills. i,y 7
(A

..
&
”~
(§) Rs, 500 dnd above. I 5 P -
{ - - .
|
|
-

+ . abstracts, statements and

(i) beidw Ra. 500 !
2. Travelling allgwance bills. | |
(@) 1st snd &nd class officers. | | ’ :
(8) 8rd and 4th class officers. 1 - .
8, Absteact and contingent bills. Kl : :
(a) sbove Rs. 500. ! B
(8) Rs. 500 and below. _ — 5

coutingent bills. | . = .,
in support of a ] » ” '

R bmspp bstract | - !

A

)‘
/  (a) sbove R, 500.

{b) Rs. 500 and below.

J / B. Contingent bills mot requiring
- eountersignature. P
{a) above Rs, 500. e
) Rs. 500 and below, o L
& Contingent bills requiring coun- ’ T
- . L s tersignature. o . i
b (a) sbove Rs. 500, L = -
b) Re. 500 and below. .
A olarships and grants-in-aid

bills.

8. Misecglimneous. 1 > . q

e e Arithmetieal check.

-
. ; -

P
Certificate by Auditor. 2
* Certified that a.11 the bills entered in column 3 have b;:en_audit.ed. . *

4 A'I‘-dl:tﬂr. i [ SRy

- ‘ -

Certified that the bills marked “R” in column 4 have been reviewed
by me. Y R =
’ Sﬂperinte'ndeaf. T

. > . ’
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S.Y. 1.
(See Art. 415, Audit, Code.)

(To be printed on foolscap folio.)

HAVE BEEN GRANTED,

ALPHABETICAL INDEX TO THE NAMES OF GOVERNMENT- -
‘SERVANTS TO WHOM HOUSE BUILDING ADVANCES

House for which Advance is

A Granted. Year of Number in
payment. Broad sheet.
. ~ Town. | Detailed address, if any.
—
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(See Art. 424,
(To be printed on
CHECK REGISTER OF EXCISE OPIUM

DURING

k,_...../

Receipts as in Treasury - memo.

{ | Disetense: -
mittance| Remittance Difflerence- .
shown [as shownin between
ut.hnrity‘l Inrlui- T%T

From From
_ Revenue other |Confiscated | Total Aceou ity
| j.mhnd]' muBmi-. Opium, | Receipts, (/] JM]:W '
1 l ] 4 5 8 i
-
- e
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Audit Code.) £ '
* open foolscap.) *

RECEIVED AND ISSUED IN............(PROVINCE)

‘ P o T ’ . o o

Isgues as in Treasury4-Memo, . . T
2 antity |Receipts as| Difference between s o,
. S P R R s e Y
’ 'ash | | ‘
% - ;}:-_ tance | On ofber | Total | Account, | suries wh.:': -Eam ln:hTrmmo. i
treseuries. Woopute. | Twuts. | G |k memo.| " yemoved. | oo 116)
n 1 ' |
- g 1 18 | T R S 17 18 1
— . b M ﬂ dl - || -1 § |
o § i 68 % (618 £ s8] § [sle & |sle g 5l
|
T 5,
A L]
~ R 5 | | -
-
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v i ; 5 -- -— |
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. |
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L
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