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PREFACE TO THE FIRST EDITION

The Manual deals with Office Procedure in general, and the
work done in the Record and Administration Section of Posts
and Telegraphs Audit and Accounts Offices in particular. These
Orders supersede the corresponding rules in the Postal Account
Code, Volume II (Provisional Issue), the Office Manuals of the
Deputy Accountant General, Posts and Telegraphs, Telegraph
Branch, and of the Accounts Officer, Telegraph Check Office.
All members of the office, both Gazetted and non-gazetted, are

expected to be conversant with the detailed procedure laid down
herein.

The Code Section of the Central Office will be responsible
for keeping the Manual up to date, but other Sections of the
Central Office, specially the Record and the Administration Sec-
tion, should report to that Section all changes in procedure to be
incorporated in the Manual from time to time. The Accountant
General will welcome suggestions from Branch Audit Officers
for improving the Orders contained in this Manual.

A. C. BADENOCH,

DeLHI, Accountant General,
The 22nd February, 1928. Posts and Telegraphs.



r PREFACE TO THE SECOND EDITION

This edition brings the Manual up to date. Corrections to
the Ist edition issued up to 20th November, 1935, have been in-
corporated. The opportunity has been taken to revise and re-
model the Manual wherever necessary in the light of the recent
changes in consequence of the introduction of the various rules
under the Civil Services (Classification, Control and Appeal)
Rules and of the changes in the Audit Code. Certain orders which
did not find a place in the first edition have now been included
and certain rules which have become obsolete have been omitted.

Some of the more important additions made in this edition
are detailed below :—

(a) Revisions of rules and additions necessitatcd by :—

. () The reorganisation of the Subordinate Accounts Ser-
vice Examination;

(ii) the localisation of the Subordinate Accounts Service
staff, and

(iii) the introduction of the new rules governing the
methods of recruitment of clerks and sorters in the
Posts and Telegraphs Audit and Accounts Offices,

(b) The rules regulating grants from the Compassionate Fund,

(c) The Administrative and Financial Powers of the Heads
of the Posts and Telegraphs Audit and Accounts Offices,

(d) New Appendix containing the rules for Discipline, Pu-
nishment and Appeals applicable to the members of the
Subordinate Services.

B. NEHRU,

NEew DELHI, Accountant General,
The 23rd December, 1936. Posts and Telegraphs.



PREFACE TO FIRST EDITION (PAKISTAN)

This edition incorporates all corrections made since the
publication of last Edition of this Manual in December, 1936. A
new Appendix No. XII containing Central Services (Medical
Attendance) Rules, 1958 has been included in this edition,

F. H. KHAN,
KARACHI : Comptroller, Posts, Telegraphs & Telephones,

Dated the 14th October 1966.
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MANUAL OF
STANDING ORDERS

CHAPTER I.-GENERAL REGULATIONS
Constitution of Posts, Telegraphs and Telephones Audit and Accounts Offices

1. (@) The three Posts, Telegraphs and Telephones Audit and Accounts
Offices are controlled and co-ordinated by the office of the Comptroller, Posts,
Telegraphs & Telephones hereinafter called the Central Office, with a staff of
Deputy and Assis tant Comptrollers and Assistant Accounts Officers distributed
as follows between his own office and offices subordinate to him.

Cqntral Office P - . .. Two Assistant Accounts Officers.

Posts, Telegraphs and Telephones Audit .. One Deputy, One Assistant Comptroller
Office in Lahore and ten Assistant Accounts Officers.
Posts, Telegraphs and Telephones Audit .. One Deputy, One Assistant Comptroller
Office in Dacca and five Assistant Accounts Officers.

(b) The Central Office is divided into the following sections :—
(i) Audit and Code.
(it} Miscellaneous Technical and Engineering.
(iii) Report.
(iv) Book and Budget.
(¥) Administration.
(vi) Higher Audit.
(vii) Establishment and Record.

(c) The Branch Audit Offices.—The two Branch Audit Offices are responsible
for the audit and compilation of accounts of Head Post Offices, Railway Mail
Service Divisions, Departmental Telegraph Offices, Telegraph, Telephone and
Wireless Engineering Divisions and Radio Offices, under their respective
audit jurisdiction. These offices are also entrusted with the audit of the message
revenues of Pakistan Posts, Telegraphs and Telephones Departments pertaining
to their audit jurisdiction. Each Branch Audit Office is usually divided into a
number of Departments and sections as follows :(—

I—General Audit

(i) Postal Accounts.

(i) Telegraph Traffic Accounts.

(iti) Railway Mail Service Accounts.

(iv) Telegraph Engineering Establishment Audit.
(v) Gazetted Audit.

(vi) Pension.
(vii) Fund.
(viii) Higher Audit.
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II.—Technical Audit

(i) Technical Audit (Works Audit and Audit of Telephone Revenues,
Railways, Canals and Guaranteed Offices).

(ii) Money Orders.
(iii) Pakistan Postal Orders.
(iv) Savings Bank.
(v) Cash Certificates.
(vi) Telegraph Check (Audit of message revenue).
(vii) Customs Duty.

(i) Central.

(i) Miscellaneous.
(iii) Book.

(iv) Account Current.
(v) Record.

(vi) Administration.

Note 1.—The Branch Audit Office at Lahore has two additional sections for the audit and
compilation of accounts of Telegraph Store Depots and Telegraphs Workshops. This office
is also responsible for concurrent audit of “Postal Life Insurance” transactions.

NoTte 2.—The Branch Audit Office at Dacca has one additional section for the audit of
*“Government Security’’ transactions.

Note 3.—For administrative convenience and efficient working, a Deputy Comptrolier
may, with the approval of the Comptroller, either divide a section into two or more separate
sections or amalgamate two or more sections into one single section.

Executive Heads of the Audit and Accounts Offices

2. Each Branch Audit Office is in charge of a Deputy Comptroller and the
Head of each office is directly subordinate to the Comptroller in all matters con-
nected with its administration. Fach Deputy Comptroller should distribute the
work of his office among the gazetted staff subordinate to him in such a manner
that each officer may obtain a detailed knowledge of the work of the several sections
of the office, and so become qualified to take independent charge of the office
should the necessity arise. The principles of paragraphs 12-—15 of the Comptrol-
ler and Auditor-General’s Manual of Standing Orders should, mutatis mutandis,
be followed.

Position of the Comptroller, Posts, Telegraphs and Telephones

3. The Comptroller, Posts, Telegraphs, and Telephones is directly subordinate
to the Comptroller and Auditor-General of Pakistan and his powers and respon-
sibilities are those of a Comptroller as laid down in the Comptroller and Auditor-
General’s Manual of Standing Orders except in so far as these have been affected
by special authorisations and delegations made from time to time.

II1.— Miscellaneous

Since, however, expenditure on Posts, Telegraphs and Telephones audit is
chargable to the grants for the Pakistan Post office and Pakistan Telegraph
and Telephone Departments, the authorities responsible for the control over the
expenditure of the Pakistan Post Office and Pakistan Telezraph and Telepohne
Departments viz., the Directors General, Pakistan Post Office a “d Pakistan Tele-
graph and Telephone Departments and the Financial Adviser (Communications)
are entitled to be consulted about alterations in system, or extension of functions
which will involve extra expenditure. Further, their opinions must necessarily
have weight in deciding questions of financial policy affecting Posts, Telegraphs
and Telephones audit and accounts. In practice, consultation with the controlling
authorities of the Pakistan Post Office and Pakistan Telegraph and Telephone
Departments need only be undertaken when the addicional expenditure will be
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substantial, and minor alterations involving inconsiderable sums are not to be
referred to them. This practice does not affect the supreme administrative control
of the Comptroller and Auditor-General over the Posts, Telegraphs and Tele-
phones Audit and Accounts Offices.

Position of Heads of Branch Audit Offices.

4. Heads of Branch Posts, Telegraphs and Telephones Audit and Accounts
Offices derive their audit authority from the Comptroller, who is the Principal
Auditor of the Department. They can have direct access to the Comptroller and
Auditor-General and the Directors General only in so far as permitted by the
Comptroller, if necessary, with the concurrence of the former two authorities.
The Comp troller is responsible for all actions by the Head of a Branch Office.

The Comptroller, however, places on the Head of a Branch Office the duty of
acting on his behalf in all audit and accounts matters affecting the circles, etc.,
which come under the audit jurisdiction of the Branch Office, and subject to the
limitatiors of his financial powers or other limitations imposed by the Comp-
toller, of controlling the Branch Office itself.

Reports on failure of Audit

4-A. All serious cases of failure of audit resulting in overpayments or loss of
revenue to Government should be promptly reported to the Comptroller, Posts,
Telegraphs and Telephones, by the Branch Audit Offices. In all cases, the full
circumstances under which Audit failed to detect the overpayment or prevent the
loss, the amount of overpayment or loss involved, the party or parties responsible
for it and the disciplinary action taken or proposed, etc., should be clearly set forth.
The Central Office on receipt of these reports will carefully examine them and
suggest what further action is required and also whether any changes of procedure
or other remedial measures are necessary to avoid recurrence of similar cases in
future. Every such report received in the Central Office will be entered in a
manusctipt register to be maintained in the Report Section. A quarterly report
containing only the important cases out of those entered in the register will be
made to the Comptroller and Auditor-General. the action taken against the
individuals responsible for the failure of audit being indicated in each case.

(Paragraph 24 of the Comptroller and Auditor-General’s Manual of Standing
Orders).

NoTe.—A quarterly consolidated statement of cases of failure of audit reported to the Comp-
troller, Posts, Telegraphs and Telephones under the above paragraph should be sent by the
Branch Audit Offices so as to reach the Central Office by the 4th of the month following the
quarter. The statement should contain, besides other particulars, a reference to the number and
date of the lotter in which the case was originally reported to the Central Office. A nil statement
should be submitted if there be no items to report.

Relative degrees of responsibilities of posts, etc.

5. (a) The Comptroller and Auditor-General has declared in terms of Fun-
damental Rules 22 and 30 that the appointment to a post of any class in the Posts,
Telegraphs and Telephones Audit and Accounts Department listed below involves
the assumption of duties and responsibilities of greater importance than those
attaching to the posts of the classes lower down in the list.

(1) Assistant Accounts Officer.

(2) Subordinate Accounts Service,

(3) Supervisors (Telegraph Check Section).
(4) Selection Grade Clerks.

(5) Upper Division Clerks.

(6) Lower Division Clerks and Typists.

(7) Sorters.
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(b) The Comptroller and Auditor-General has also declared in terms of Fun-
damental Rules 22 and 30 that the appointment to a post of any class in the Posts,
Telegraphs and Telephones Audit and Accounts Department listed below involves
the assumption of duties and responsibilities of greater importance than those
attaching to the posts of the classes lower down in the list :

(1) Duftry.

(2) Jamadar and Durwan.
(3) Peon.

(4) Chowkidar.

(¢) The Comptroller and Auditor-General has further declared in terms
of Fundamental Rules 22 and 30 that the post of a Junior Divisional Accountant
on Rs. 185-10-285-EB-15-450 in the Telegraphs, Telephone and Wireless Engi-
neering Divisional Offices involves duties and responsibilities of greater importance
than those attaching to the post of an Upper Division Clerk in the Posts and
Telegraphs and Telephones Accounts Offices (including the Central Office) or
to the post of an Accounts Clerk in the Telegraph, Telephone and Wireless
Engineering Divisional Offices.

GAZETTED OFFICERS

Charge Reports

6. All reports of taking and giving over charge of officers of the Pakistan Au=
dit and Accounts Service should, under para 91 of the Comptroller and Auditor-
General’s Manual of Standing Orders, be submitted to the Comptrolier and Au-
ditor-General on the day the transfer of charge is effected. Copies thereof should
also be sent to the Comptroller, Posts, Telegraphs and Telephones the Accountant
General, Pakistan Revenues and the disbursing officer for information.

All such reports in respect of the Assistant Accounts Officers should be sent
to the Comptroller, Posts, Telegraphs and Telephones, the Accountant General,
Pakistan Revenues and the disbursing officer. They need not be sent to the
Comptroller and Auditor,General.

Transfer of Charge of the Head of an Office

7. Whenever the head of an office under the control of the Comptroller,
Posts, Telegraphs and Telephones is relieved either permanently or temporarily of
the charge of his office he should draw up a memorandum showing in what respects
the working of any Section of his office is defective or in arrears and noting any
important irregularities in connection with the offices rendering accounts to him.
In the memorandum he should specify clearly all important defects that may exist
in the working of his own office or of accounting offices and state the cause
thereof and the remedies he has applied or intended to apply.

This memorandum should be handed over to the relieving officer, a copy being
simultaneously submitted to the Comptroller by the relisved officer with the advice
of his having made over charge. The object is to make the relieved officer respons-
ible for letting the relieving officer know in full detail the state of all the items of
work of each Section of the office, correspondingly it will be the duty of the re-
lieving officer to make a preliminary examination at the time of relief, and within
the space of three months, to satisfy himself fully that everything is all right and
to make a report to the Comptroller, if he finds that the contrary is the case.

-
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When a Comptroller is relieved 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 Central as also Branch Offices for
the information of his successor. He will explain inter alia in what respects the
working of any of the sections of the Central and Branch Offices is defective or
in arrears, the state of the Codes and Manuals for the up-keep of which he is
responsible, and point out serious irregularities, if any, relatingto the offices
rendering a.counts to the Branch Offices 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
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 me morandum. He will give this memorandum to the reliev-
ing officer and send a copy thereof simultaneously to the Comptroller and Auditor-
General as required by paragraph 32 of the Comptroller and Auditor-General’s
Manual of Starding Orders, First Edition. (See also paragraphs 33 and 34 of
the Comptroller and Auditor-General’s Manual of Standing Orders, First Edition).

Note.—A Statment showing the composition of the office and the details of vacancies filled

by direct recruitment, as it stands on the date of making over charge, should be prepared and ap-
pended to the memorandum.

Specimen Signature and Specimen Seal

8. When a Gazetted Officer takes over charge, the Accountant or Supervisor
of the Record/Administration Section should see that his specimen signature is
furnished to the disbursing offices at the headquarters of the Audit Office where
pre-audit bills will be cashed on pay orders signed by him. The Accountant or
Supervisor should also see that the specimen signatures of the Gazetted Officers
concerned are supplied to other disbursing officers in accordance with paragraph
47 of the Comptroller and Auditor-General’s Manual of Standing Orders, First

~Edition and Article 7-A of the Posts and Telegraphs Initial Account Code, Vol-

ume | and the Notes thereunder. The procedure laid down in paragraph 46 of
the Comiptroller and Auditor-General’s Manual of Standing Orders, First Edition,
for the surply of specimen signatures and specimen impressions of the special seals
to other Audit Officers should be followed, whenever necessary.

Note.—The Head of the office in the Posts, Telegraphs and Telephones Audit Department
should personally see that the signatures of the officers under them signing cheques, bills, etc.,
are legible. Where the signatares are not legible, the officers concerned must be asked to
cultivate legible signatures.

Cénﬁden tial Reports

9. Rules regulating the submission of confidential reports on each member
of the Pakistan Audit and Accounts Service (including Assistant Accounts Officer)
to the Comptroller and Auditor-General are to be found in paragraphs 99 and
127 of the Comptroller and Auditor-General’s Manual of Standing Orders. On
the first day of January of each year the Head of each office will submit to the
Comptroller, Posts, Telegraphs & Telepho-es by name confidential reports on all
Gazetted Officers subordinate to him. These reports should be prepared in
accordance with the instructions issued from; time to time. Office copies need
not be kept. -

NoTe.—Whenever 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 reports on all offi-
cers who have served under him for 3 months or more during the year under report, and indicate
in his Memorandum accompanying the charge report that he has done so.
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10. The following general instructions should be followed in submitting
confidential reports of Gazetted Officers :

"

(1) Name of office and name and designation of the Officer reported on
should be stated.

(2) Each report should be written on a separate foolscap sheet and on one o
side only.

(3) Each report should be signed and dated.

(4) A covering letter should show a list of Officers whose reports are for-
warded.

(5) Reports should be submitted on all Officers who have served three months
or more during the year under report.

Leave Applications

11. Rules regulating the giant of leave to each member of the Pakistan Audit
and Accounts Service (includiug Assistant Accounts Officers) are laid down in
paragraphs 92—98 of the Comptroller and Auditor-General’s Manual of Standing
Orders, Ist Edition. Heads of Offices are empowered to grant casual leave to any
member of the Gazetted staff subordinate to them. The Head of the Office should :
obtain the sanction of the Comptroller before he himself proceeds on casual leave
and inform him of the arrangements made for carrying on his work during his
absence. He should also report to the Comptroller whenever he leaves his head-
quarters on duty or during holidays.

Note 1.—Each Branch Audit Office should compile the report referred to in para 92 of the
Comptroller and Auditor-General’s Manual of Standing Orders, 1st Edition and submit it to the
Comptroller by the 15th May and the 30th September each year. These statements will be
consolidated in M.S.0. Form No. 2 in the Administration Section of the Central Office for sub- 5k
mission to the Comptroller and Auditor-General by 1st June and 15th October respectively. __.—""

NoTEe 2.—When an officer of the Pakistan Audit and Accounts Ssrvice makes a demizoffisial
request for leave, transfer or anyihing else to the Comptroller and Auditor-General-he should
communicate the contents of his letter to the Comptroller. =

'

Nore 3.—Heads of Audit Offices should intimate to the Comptroller and Auditor-General
in writing whenever they propose to leave headquarters on duty or casual leayeor during holidays.
If the absence from headquarters is likely to be for more than five days, the address during the
absEnce should be intimated to the Comptroller and Auditor-Generz| as well as to the Comp-
troller. ;

11-A. Assistant Accounts Officers whether perfnanent or officiating should,
before proceeding on leave, report to the Comptroller their address during leave.
When an officer has failed to report his address, communications addressed to

:n'm should be sent through the Head of the office from which he proceeded on
eave.

Application for additional Gazetted staff

12. Whenevgr_ an _application i8 forwarded for an additional Officer and the
need for the addition is accepted hy the Comptroller and Auditor-General, it will
be presumed that the officer to be riven will be of the status of an Assistant Ac- s

counts Officer. To rebut that presumption it will be necessary for the Head of
the Audit Office to prove :— 3

() That there are certain sections in the office (to be specified), the work -4
in which is of such importance that they should ordinarily be under
the control of an efficer of the General List.
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(ii) That after arranging wherever possible, for two of these sections to be
under the control of the Officer of the General List, it is still impossible
with the number of officers of the General List already sanctioned for
the office to arrange for all these important sections to come under the
control of officers of that List.

This order is not meant to interfere in any way with the discretion vested in
the Head of the Office under paragraphs 12—15 of the Comptroller and Auditor-
General’s Manual of Standing Orders, First Edition, as to the distribution of work
among the Officers under his control. It is, of course, recognised that there
must always be in the larger offices at least, very junior Officer of the General
List and it may be a wise precaution to entrust the work of one important Section
to a capable and experienced Assistant Accounts Officer rather thanto a very junior
Officer of the General List. The intention of this order is to show that a request
for an additional Officer of the General List must be justified by a consideration
of the importance of the work in certain sections of the office, it being recognised
that the cadre should be so constituted as to provide that sections of each office
in which the work is of real importance should ordinarily be under the control
of an Officer of General List.

13. Under the system of distribution of work in the Comptroller and Auditor-
General's Office, cases concerning Gazetted Officers and non-Gazetted establish-
ment are dealt with in two different sections. Proposals regarding gazetted and
non-gazetted establishment should therefore be submitted to him in separate let-
tersl.1 Ift lt1he proposals are correlative the letters should contain cross references to
each other.

Casualties

13-A. The orders contained in paragraphs 115, 116 and 117 of the Comptro-
ller and Auditor-General’s Manual of Standing Orders, First Edition should be
strictly followed in the case of casualties among the members of the Gazetted staff
of the Department.

ESTABLISHMENT
Sanctioned Scale and Distribution of Establishment

14. The sanctioned scale of establishment and the distribution of the sanc—:
tioned staff of each Branch Audit Office as well as of the Central Office will be given
in the Gradation and Distribution List of each Office vide paragraph 82.

In distributing the sanctioned staff among the various sections of the office,
the following points should always be strictly observed —

(1) The sanctioned strength of a section should on no account be altered
without the concurrence of the Comptroller.

(2) The entire work of a section should always be distributed among the
effective staff and reservists, when present, should be _ut:hsed simply
in helping the former and never allowed to be merged in the effective
strength.

(3) An Upper Division Clerk should not be allowed to perform the duties
of a Lower Division Clerk nor should a Lower Division Clerk be en-
trusted with Upper Division work.

The present rate of leave and training reserve for Posts, Telegraphs and
Telephones Audit and Accounts Offices is 12-1/2 per cent.
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Entertainment of Outsiders in Leave Vacancies.

15. Outsiders may be entertained in leave vacancies provided the extra cost
In every case is met from the budget grant for Temporary establishment of the
office concerned or of Posts, Telegraphs and Telephones Audit and Accounts
Offices as a whole, and the following conditions are fulfilled :—

(1) The total number of absentees on leave exceed the leave and training
reserves ; and

(2) the number of men 01 leave on medical certificate is more than half
the leave and training reserves.

The number of outsiders that may be appointed should be limited to the excess
under (1).

Grant of Trvelling Allowance to persons for joining first appointment.

15-A. The fact that no travelling allowance is admissible to persons not
already in Government <ervice for journeys performed by them to join their first
appointments should invariably be made clear in all appointment letters that may
beissued. In special cases in which travelling allowance is proposed tobe allowed
previous concurrence of the Ministry of Finance should be obtained.

(G.1.,F.D. No. F-5(84)-EST. 1V/46, dated 18-10-46)
SUPERIOR SUBORDINATE ESTABLISHMENT

Recruitment of Staff
Subordinate Accounts Service
16. The rules for recruitment to the Subordinate Accounts Service are laid

down in Chapter V of the Comptroller and Auditor-General’s Manual of Stand-
ing Orders, First Edition.

No direct recruitment to the Subordinate Accounts Service in the Central
Office is made. Vacancies are generally filled up by the Comptroller, by selection
from amongst th® chountgptﬁn the Branch Audit Offices (See also paragraph

55 of this Manual). e

NotE |.—Every third vacancy for promotion to the subordinate Accounts Service should
be filled up by selection of the best Subordinate Accounts Service passed clerk or S.A.S. passed
Junior Divisional Accountant available and not according to seniority.

For dealing with these promotions a departmental promotion committee should
be constituted in each office. The Committee should consist of the Deputy Comp-
troller as chairman, Assistant Comptroller where such post exists and one Assis-
tant Accounts Officer. Where the post of an Assistant Comptroller does not
exist the senior most Assistant Accounts Officer should take the place of Assistant
Comptroller. The minutes of the committee meeting should be sent for appro-
val and final orders of the Comptroller.

NoTEe 2.—A permanent member of the subordinate Accounts Service ora Subordinate Accounts
Service passed clerk employed in any of the offices under the control of the Comptroller, Posts,
Telegraphs, and Telephones.,may be called upon to accept transfer to the office of the Comptroller
and Auditor-General of Pakistan or the Central Government, Ministry of Finance, on terms
to bte settled, specially in each individual case.

NoTe 3.—On the Civil side, a member of the Subordinate Accounts Service is regarded as
“Senior Accountant”, when he has crossed the effieiency bar in the Subordinate Accounts Ser-
vice scale of the Office to which he belongs. ¥
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17. There will be a Selection Committee consisting of the Head of the Office
as President and one other Officer and an Accountant selected by the Head of the
Office as members, in each Branch Audit Office which will makea selection of can-
didates for the Subordinate Accounts Service Examination as soon as convenient
after the result of the last examination are circulated. The Head of the Office
will forward to the Comptroller a.copy of the report of the Committee in detail
with its recommendation together with astatement in the form prescribed in
Para 152 of the Comptroller and Auditor-General’'s Manual of Standing Orders,
)st Edition by the end of April in each year or by the date prescribed from time to
me. -

The statements received from the Branch Audit Offices as well as the list of
candidates from the Central Office will be examined by the Administration Sec-
tion of the Central Office and submitted to the Comptroller for approval. The
names of the candidates finally selected by the Comptroller will be intimated
to each Branch Audit Office by the middle of May or by the date prescribed from
time to time.

A consolidated list will be compiled in the Administration Section of the
Central Office for submission to the Comptroller and Auditor-General not later
than the 15th of September in each year or by the date prescribed from time to time

Note 1.—Instructions for conducting the Subordinate Accounts Service Examination are to
be found in Paragraphs 187 to 204 of the Comptroller and Auditor-General’s Manual of Standing
Orders, 1st Edition.

Note 2.—If a candidate for the Subordinate Accounst Service Examination applies for medical
leave before the examination it will be presumed that he will not be fit enough to sit for the exa-
mination and his name will be cut out from the list of candidates.

A strict application of these orders may, however, operate asa hardship in
genuine cases of leave on medical certificate taken for very short period well in
time before the actual dates of the examination. The heads of offices are, there-
fore, allowed discretion to relax the orders in deserving cases.

Nc;'m 3.—For rules‘regu,lating the numbér of times a candidate may sit for the Examination,
See paragraphs 142 and 158 of the Comptrollerand Auditor-General’'s Manual of Standing Orders,
1st Edition. -

Note 4 —For Rules regarding the period of service required for eligibility to sit for the Examina-
tion and the age limit, see paragraph 155 of ths Comptrollerand Auditor-General’s Manual of
Standing Orders, 1st Edition.

18. If a candidate is rejected on three occasions or permanently, he will have
the right of appeal to the Comptroller and Auditor-General.

19. Candidates who may be selected from among the lists received will be
assigned index numbers by the Comptroller and Auditor-General and these will be
communicated to Heads of Offices confidentially by the Comptroller and Auditor
General. : :

20. The Subordinate Accounts Service Examination is divided into 2 parts.
No candidate who has not passed Part I will be allowed to take the Examination
for PartII. The papersonsubjects (1) and (2) of Part I and on subject (5) of PartII
of the Syllabus given below will be common for the”’Ordinary Branch of the Civil
side",“Posts,d Telegraphs and Telep};@* Audit Branch” while subjects (3)
of Part I an e
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(4) and (6) of Part II will be local for the Posts, Telegraphs and Telephones Branch (—

Syllabus and subjects of the Subordinate Accounts Service Examination (Posts and
Telegraphs Audit Branch).

Part (
Matks

(1) Precisand Draft  ....... SR «++3 hours 150

(2) (i) Fundam:ntal Rules,

(ii) Pension Rules in Civil Service Regulations and in Rules 13 and 14 of th2 Supzrior Civil
Service Rules, 1924,

(iii) Leave procedure Rules made by ths Ceatral Goavernment reproduced in Rules 214 to
262 (both inclusive) in Division XI and XII of th2 Supplemzntary Rules mads by the
Governor General in Council, and

(iv) Instructions issued by ths Comptroller and Auditor General in connection with Leave
Procedure reproduced in Annexure B to Chapter 2 in Section 1V of the Audit Code,

Marks
63 2T T O st ats 1-1/2 hours 100
O FORBUCRE: .ovivincnvon vt s i ies 2-1/2 hours 100

(3) Posts, Telegraphs and Tilephonss Accounts and Audit and Government Book-keeping
(Posts and Telegraphs Account Code),

(i) Theoretical .....coovvuunnn e 2 hours 100
(ii) Practical ......... o T TSR 2-1/2 hours 100
Total marks for Part [ bh 550

NoTe 1.—With the exception of Rules 214 to 262 (both inclusive), the Supplementary Rules
made by the Governor General in Council do not form part of the Syllabus for subject (2) above,

NoTte 2.—The papers on subject (3) will be set from the following Codes and Manuals :—

(a) Posts and Telegraphs Audit Code, Volume I (with those portions of the corresponding
(c:ivil Account and Audit Codes which are referred to in the Posts and Telegraphs
odes).

(b) Posts and Telegraphs Initial Account Code, Volume I except Chapter 3 (with those
portions ,of the corresponding Civil Account and Audit Codes which are referrad to
in the Posts and Telegraphs

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

(d) Posts and Telegraphs Manual, Volume IT (except Chapters IT, ITI and IV).
() Posts and Telegraphs Manual, Volums VI (Chapters 10 and 11 only).
(f) 1. Account Code, Volume I—Chapters 1 and 5.

2. Auydit Code, Section IL

3. Aundit Manual Chapter 5, paragraphs 121 and 133, Chapter 30 and Appendix 1.
(g) Schedule of Financial Powers of Officers of the Pakistan Posts and Telegraphs De-

Partment.
Part IL
Marks
(4) Works Audit Telegraphs Engineering Accounts and Procedure
() Theoretical ...............ccoivnvnnvn..s 1-1/2 hours 100
()P ractiCal S . e 2-1/2 hours 100

(5) Advanced Book-Keeping (One paper
Theoretical) ................. v, 2-1/2 hours 150
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PArT II—contd.

Marks
(6) Posts and Telegraphs Cash Certificates, Money Order and Saving Bank
Accounts and Procedure (One Paper...... Practical) .....oooveieiiienn
2-1/2 hours 150
Total Marks for Part IT .. 500
=
Total Marks for Parts I and II X 1,050
LT e e

NoOTE 1.—The papers on subject (4) will be set from the following Codes and Manuals :—

(a) Posts and Telegraphs Initial Account Code, Volume I (Chapter 3 only).

(b) Posts and Telegraphs Initial Account Code, Volume 1I , 1st Edition (1928).
(Chapter VIII and Appendices).

(c) Posts and Telegraphs Initial Account Code, Volume 1I, 2nd Edition (Provisional
Issue) (excluding Chapters 1V, V and VI).

(d) Posts and Telegraphs Audit Code, Volume I (excluding Chapters 4 to 8 and
Appendix 4).

(e) Posts and Telegraphs Audit Codz, Volume III (Provisional Issue) Chapter 1 only.
(f) Posts and Telegraphs manual, Volume 1 (Telegraph portion).
(g) Posts and Telegraphs Manual, Volume IX (Chapter V only).
(h) Posts and Telegraphs Manual, Volume X (except Chapters VIII and 1X).
NoTE 2.—The paper on subject (6) will be set from the following Codes and Manuals :—

(@) Posts and Telegraphs Audit Code, Volume II (excluding Chapters I and II and
Appendix A).

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

(c) Posts and Telegraphs Manual, Volume VI (Chapters 7, 8, except Part III, 9 and
Appendices B, C, C(a) and D only).

(d) Savings Bank and Cash Certificte Rules in the Post and Telegrapn Guide.

NoTe 3.—On 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.

176 /cAak

(ii) A practical paper to be answered with books.

On subject (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 of the Civil side”. The paper on subject (6) of this Branch will be a practical paper.

NoTE 4.—For subject (5) the candidates may read the following text books :—

(i) Principles and Practice of Auditing by J.R. Batliboi, FS.AA. (Hons), R.A. and
(ii) The following Chapters of «Advanced Accounts by R.N. Carter, F.CA. (Revised
Edition 1937) \—

Chapter 1—Book-keeping up to the Trial Balance

Chapter II—Trading and Profit and Loss Accounts and Balance Sheet.
Chapter IIT—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 & Revenue, Receipt and Payment Accounts, Income and
Expenditure Account, Voyage Account.

Chapter IX—Departmental Accounts.

Chapter XVIII—Depreciation, Sinking Fund, Reserves, Reserve Funds, Secret
Reserves.

Chapter XXIV—Double Account System.



22. Apprentices appointed direct to the Subordinate Accounts Service must,
during the first year of their period of probation or apprenticeship be given faci-
lities for learning the work of the department in all its branches, the training during
this period being such as to help them to pass the examination and to make them
efficient Accountants on confirmation. ~After a preliminary training of abopt

Supervisory charge of running sections in his office and also continue his further

training for the purpose of giving him practical experience of the work in various
sections of his office.

NOTE.—The Rules relating to appointment etc., of apprentices for Subordinate Accounts

Service are laid down in paragraph 142 of the Comptroller and Auditor-General’s Manua] of
Standing Orders, 1st Edition,

23. A quarterly report should be submitted to the Comptroller on each
Apprentice in the form prescribed below :—

If it is found that Apprentice is not making satisfactory progress or is in
other ways unsuitable, the facts should be brought out in the report. The quar-
terly report should bring out the progress the Apprentices are making, and the
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