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GHAP, 1V) ACCOUNTS RETURNS RENDERED BY [236-23
PUBLIC WORK OFFICERS, ,

Note ~If the clsoing balance under any head js nil, it docs n
that a certificate is not required jn respect of jt. In all cases §
balance at the commencement of the year, or there were an
year, a certificate should be recorded but the wording of it
if the closing balance is mil.

ot follow necessarily
n w hich there was a
Yy iransactions during the
may be amended sutiably

-~

236. Inaddition to the ordinary accounts for March, a Supplereatary
Account for that month, which shall comprise the transer entries and
corrections permitted in Article 199, should be submitted to the Accoun-
tant-Generdl with all the necessary accompaniments, so as g reach
him by the 1st June or such other date and may be prescrib.d by him,.

Note,—This account should be of ihe simplest character and should seq forth
only the transactions to be brought to account. It is not necessary, for instance, 1o
repeat in any of the Suspense or Deposit Schedules the it3ms not effected, so long as
in addition to the necessary details of the items affected the totals for the account
concerned are also given.

(G.0O. Ms. No. 383, Finance, dated 2nd May 1968.)

Local Ruling under Article 236

The procedure indicated in the second sentence of the Note under

this Article is applicable to the * Sehedule of Rents of Buildings and
lands * also,

237,

F238.8The Divisional*Accountant should ‘sign not only the
Account, but also all the schedules, etc., accompany it %‘he D?:g?;ﬁg
Officer need not sign all these documents, he shonld however, sign the
Monthly Account and the List of Accounts, Form P.W A 44, un less
he is absent from headquarters, in which case he should send o the
Accountant-General as soon as he can examine his

: books and
on return, a report in Form P.W.A. 45 (with a duplicate copy %?‘P:hr:
Monthly Account signed by himself). without which the Accountant.
General will not pass the Monthly Account finally. The Consolidated
Account of Contingent Expenditure, vide. Article 226, -should: be- signed
jnvariably by the Divisional Officer. : K .
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239] ACCOUNTS RETURNS RENDERED BY [cHAP. T¥
PUBLIC WORKS OFFICERS.

Note.—1i iy desirable that the Djvislonsl Oficer should wake artasge-
mepts for the review by himgelf of al] tho voucherg beforc they are gub-
mitted to lhe Accountant-Genoers| and that, unless the gircumstances are
esceptional, the Divistonal Oicer should gign the agevusis bLimself,

Local Ruling under Avticle 238,

JThe procedure prescribed in the above Article in regard to the
Monthly Account and the List of Accounts should be followed also
in regard to the Schedule of Monthly Bettlement with Treasuries
and the Schedule Dockel relating to percentage recoveries (see
Article 212).

289, Ir addition lo ihe accounts prescribed ahove such other
accounts (e.g., Subsidiary accounts of revenue Stores, Stock and
MTools and Plant, and interest-bearing securities, or pro forma
accouuts) should be submitted to  the  Accountant-General as
Government may prescribe or the Acconntant-General may

require.

Local Budling under Article 230,

The Divisional Officer should submit the following accounts ta
the Accountant-General in the manner noted against each.

A. Monthly Retr.r to be submitted along with tne Monthly Account
{Sec Article 230.)

(iy Extract from Account of Receints of
Tools and Plant, Form P.W. AL

(ii) Extract from Account of Tssues of
Tools and Plant, Form P.W.A. II
(with supporting sirvay Report of In the sams form as the Accounts.
Stores, Form BW. A, VI, sale
Accounts, Form PW. A, VI{ and ack-
nowlrdgm>nts of officers concerned,
int the case of storcs transferred 1o
other officers not being Divisional
Officers of the State.)

" Nors.~-Ip the Electricity Department, the extracts from the Account
of Receipts and Issueg of Tools and Plsnt are »of submitted to the
Aocountant Genera]’g Office, ag thege aocounts are aud:ted Iocally.
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CHAP. 1V] ACCOUNTS REIURNS RENDERED BY [239
PUBL] WORKS OFFICERS

{iii} Schedule of Rents of Boats, Form
PW.A XLL -

_ Note—The expenditure on the maintenance of cach staff boat should
be scparately shown in the schedule so as to make it possible fo check the
annual statement showingt he working of the staff boats. oo

{iv} Certificate regarding correction ro the
register of rents of buildings and
revision of rents in New Form PW.A.L
XLI.

(Memo. 129244/Codes{65-3, dated 4th March 1966.)
Nore—In the Electricity Department, the Schedule of Rents: of buildngs
K;d ]gnds is sent to Audit once in six months ending with September and
arch.

B, MISCELLANEOUS RETURNS.

(i) Half-yearly Register of Stock Form P.W.A. XII on jhe
following days :— X

Return from division For half-year ending. To reach the Account-
ant General on op
before,

Coimbatere Circle 1st March 1st May

30th September 1st November

Madras Circle 30th April 15th June

3tst October- 1st December

Thanjavur Circle 31st May Ist July

30th November 15th January
Tiruchirappalli Circle.  31st May 1st July
30th November 15th January

(ii) Annual Register of Tools and Plant, Form P.W.A, 111
for the year ending 30th September on or before I15th December.

Note. 1—The documents should be submitted in original after transfering
the closing balances to the corresponding register or return for the subsequent
period.

Note 2.—[Deleted.]

(iii) Certificato of monthly reconciliation of the ledger and
the book balances in respect of each sub-head of stock in the Publjc
Works Stores, Madras and the Transport and Machinery Division
Madras of the Highways and Rura Works Department bg;
the 10th of the second month succeeding the menth to which the
agcounts relate. :

(Memo. No. 63904/Codesj63-1, dated 17th July 1963)
Note 1.—This account has to be submitted with the Monthly Account,
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2391 ACCOUNTS RETURNS RENDERED BY [ouap, 1v
PUBLIC WOPRKS OFFICERS.

(iv) Account of Interest-bearing Securities Form P-W.4.
XLII prepared at the close of the year from the Regisler of Ine
terest bearding Securitics (see Chapter XIL of the Tamil Nadu Finan-
cial Code). oo D

This account has to be submitted with the monthly account for March
only. It should be supporied by (1) the acknowledgments (in original) of
the deposit for securities returned or transferred to them during the year, and
(2) the certificate of the Divisional Officer that all securities shown as opt-
standing in this account, or acknowledgmenty for them by the authorised
custodians, are in his posscssion.

[ ' R £l

Nore 2.—If a gecurily recoverced in instalmoenis is being depogited jn
the Post Office Savings Bank, no cotries should be made in respect of it
in_the Register of Interesi-bearing Securitics, unsi] the security hag been
fully paid up. The annua] Account ghould, however, be completod in
rogpeet of the gecurities in eourge of recovery, by taking the recoverieg of
the period covered by the Apgeount frem the Depogit Regigter, verifying
them at the same time with tho actua) recoveries at shown in the Regigter
of Recovaries, :

Nore 3.-—If any, Pogt Office Savings Bank deposits have beep hypothe-
cated to a Subdivisional Officer, the regigter for guch securities ghonld be
kept by him and he ghould gign the annual certificate i regpect of them.

Norg 4.—In the Electricily Department, thig aceount is not gubmitfed
ta the Accountanf-General’s Office along with the Month]y Apeount  for
Margh. Du]:‘llr.lg leeal inspection, the entrieg in thig register are verified
with the gecurities held. )

Miscellaneous Local Rulings,
Chegue Books and Receipt Books.

1. (¢} A Register of Chequa (and Receipt) Books should be
maintained in Form P.W.A. XTLII, separate pages being reserved
for cheque books, permanent and temporary receipt books,

'b) Whenever, on examining & Cash Book, it is noticed that
a cheque book or recsipt book has been brought into use of the
first time, the Divisional Accountant should enter it at onee in
the register ag a new item. At the same time, the date on which
the corresponding book previously in use was completely written
np should be  ascertained from the cash .book and noted in

eolumn « of the register against the original entry relating to
that book.

-
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PUBLIC WORKS OFFICERS.

(¢y The submnission of the counterfoils of used cheque and
receipl books for check in the Divisional Office shuld be watched
through this register and as soon as the counterfoils are received
they should be examiued, and it should be seen in particular (i
that all items for which receipts were issued were duly brought
to account in the cesi book, and (iiy that the writings do nct
indicate any irregularity or disregard of rules requiring action
on the part of the Divisional Officer,

Nove. -The term * Receip|, book »* used in the above paragraph applieg
both te permunent and temporary receypt books. The blapk space provided
in the coupterdoils of the tomporary receipt books for Alling in the pumber
and date of the correspopnding permarent receipt should invariably bLe

filled before the cubmiasion of the counterfoils of for sheck in the Divi-
wlopal Office,

(2) The Register of Cheque (and Receipt) Books should be
reviewed periodically and enquiries should be made of the disburs-
ing officer concerned if there is any nnusual delay on hiz part in
bringing a book into use. Even if the cause of the delay be
known it will e found advisable to obtain an assvrance from the
disbursing officer that the book is in  his personal custody and
contains the full number of forms intact,

~Miscellaneous Matters, .

(3) When a Divisional Accountant is about to be relicved of

hizs duties in a IDivisional Office, either peruanenily or tempos
rarily he should prepare a memorandurm reviewing the accounts
of the Livision, The stale of the stock and olher suspense
accouuls and of outstandmg in the accounts of works, should bé
reviewed in particular all important liabilities, as also recoverics
to he tnade fromn the staff or from contractors and olhers whiel,
should receive special attention, should be mentioned. Any arrear
or delects in the sworking of the Divisional Office or subordinate
officers rendering. aceounty  to it should  be specified, with &
statement of the remedies applied or contewplated, Other points
requiring the special attention of the relieving Accountant, whe-
ther in regard to the initial or compiled aceounts or to Objection
Statements and Audit Notes, received from the Audit office,
ghould also be set forth  in details {See paragraph 210 of the
Comptroller and Auditor-General’s Manual of Standing Orders).

113-6—13

H
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PUBLIC WORKS OFFICERS

©Phe memorandum should be in tabolar form with columns for

(1) remarks by the relieving Accountant, (2) remarks by the Divi-
gonsl Ofcer, and (3) cracrs of the Accouniant-General. The
relieving Acconntant should examine it when taking over charge
and promptly forward it, with his remarks, to the Accountani-
Seneral through the Divigional Officer, whoe will record such
observations as he may consider necessary,

4., Divisional Officers should review from time to time ihe
several pegisters, books and accounts maintained in the Divisional
snd Sub-divisional Otices even though under the rules in this
Code they may have scrutinized and initialled the individual entrieg
or sots of entries therein. To thig end they may require these
records to be laid hefore them through the Divisional Account-
ant, monthly or at sach other intervals as may be fixed by them.
The fact, of in Form P.W.A. XLIV (Memo. of the Review) posted
in a suitable position on the Account, etc., concerned.

§. On hehalf of the Divisional Officer, the Divisional Account
ant should examine the accounts of the disposal of money
obtained on bills presented direct at treasuries.



CHAPIER V.—CLASSIFICATION - OF FOREST RECRIPTS
AND EXPENDITURE.
A. GENERAL

240, The major and winor hesds prescribed for the clagsifi-
cation of forest receipts and expenditure are set out in Appendix
2 jo Volume I*. The sub-heads, detailed heads or unite of granis
and approprisbion will be determlned by Government according
to loca] requirements. The  authorized arrangemment of heads
should not, however, be altered except in consultation with ihe
Acconntané-General.

B. Transactions witn others Deparpments and Government

241, Adjustments with other Departments and Government
in respect of supplies 1made or servicey rendered by or to the
lloregr. Department shoull be rurulatt,d by the dircctions contained
‘n Chapter 4 of Volume I

z44, Jiecoveries or payments made in cash sbould be treated
like otlier revenue receipts or service payments as the cage may .
be. But when a transaction has to be adjusted by book transfer,
the transfer should be efiected debiting or crediling the amount
involved to “Book Transfers’” the cntr}» m the accomnts being
supported by full particulars of the transactions and where neces-
sary Dy the bill or Invoice duly accepted by the dcpartment
debited cr by the bill or invaice of the Supplying Department
accepted by the Forest Officer, -

Local Ruling under Ariicle 242,

The head “‘Book transfers’” ig not operated on in Madras.
Ttems relating to other departments should be credited or debited
in the accounts rendered to the Accountant General under the
head ‘*Suspense Accounts—Departmental Adjusting Acounts’ and
the Acccuntant-General will maks the necessary transfery to the
heads concerned. '

® The lizt of major and minor headg jssued by the Comptroller and
Aunditor-General ig printed separately ag Apperndic 2 to this Agconnt Code,
Volume Y. The portiong of this Appendix relating to Sfate trangrotions
are rcproduced fn Appendix A 1o the Tamil Naduy Budget Manual

113-6—13A
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243-245] CLASSIFICATION OF FOREST RECEIPTS [chae.
' AND EXPENDITURE.

. 243. Transactions of Lhe Central Government or of Railways
or of another State Government orginating in State Forest
Livision, a1 30 Lar as such transactions are adjustable by book
tranafers, should be entered in the acvounts ag debits or credits
to the head “Buok Lransfers—Central”, “Book ‘L'runsiers—
Railway” or ‘‘Book Iransfer—Governinent of the State of .........
cereree <., ag the case 1nuy be. Likewise the adjusting ehirles iid
respect of Railways or State transactions orginaling in a Forest
Division of the Central Government should be taken 1o the head
“Pook Trunsfers—Railway concerned or the Railwayg Fund, as
the case may be
Local Ruling under Article 243.

Tn Madras any original fransactions under * Forest Remii-
tances ** which are adjustable in the Central Books of the Account-
ant.Goueral of another accounting circle or of Coorg shovld be
¢lngsified in the Torest Departmental Accounts directly under
the bend ““Adjusiing Account between Central and State Govern

ments’, those relating lo Railways under the head ‘Adjusting
Account with Railways™, and those relating to other Stateg under
the head “‘Inter-State Suspense Account’. The responding
trangactions under *“Forest Remittances™ should always be classi-
fied as ¢ State”.

O, —INTER-DIVISIONAL TRANSFERS.

244, All revenue and expenditure should he reCorded in the
accoantg of the division within which it is collected oy incurred
without reference to its origin or object and save aa provided in
Article 243, no inter-divisional adjustments  should be made
except under special orders of Government,

04%. Tn cases where (overnment in consullation with the
Accouniant General have declared a Division or a Circle as a unit
for the purpose of agcertaining the financial result of the work-
ing of 'he forests, adjnsiments may be made between different
anits.  Thus, in cases where the unit ig the division, adjustments
mav be made between different divisionw; where the unit is the
eipele  adjustments may be made monthly or annually as may be
fonsl convenient. ' 1
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CHAP. V] CLASSIFICATION OF FOREST RECEIPTS 245-246
AND EXPENDITURE,

Local Ruling under Ariicle 245.

Yo inter-district adjusiment should be made in repard o suj
temr of Forest revenue. But for  the purpeses  of ihe depart-
mental cr administrative accounts, revenue cajlceled In ops
Jisivict on hehalf of another should be shown agaiust the district
{or disiricts) to which it belongs and against the proper sub-Lea?
in the prescribed Forms.

"hen expenditure is ineurred in ope dislrict on account of
onother, it should st cnce  be recorded in the accounts of the
Distriet within which it was inewrred; but such expenditure
except in the case of seeds, stumps, efc, supplied for 1egencra-
tion purposes) should be adjusted in due course by debit to the
distsict on account of which it was incurred, with a eorrespond-
ing credit to the districi in -which the expenditure was first iw
meurred.

Norte 1.—Advances of pay and travelling allowanee granted to  officers
on transfer should be debited to “ Objegtion Book  Advapces—I'orest
Officers *’ in the accounts of the divigion where the advapcez are maae
(vide algo Local Ruling Article 274), -

NoTe 2.—Pay due in respect of duty in ene eircle or Jivisien o officers
on thor transfer to another cirgle or division ghould be drawn in the Jatter
gircle or divigion and charged to the appropriate head of acenant. viz.,
& Pay of Offigers” ot ¢ Pay of egbablishmenis *? as the allotmenis for
these heads of accouni are retainced by the Chief Conservaior »of Forests
with out distribution. The travelling allowance due to are drawn for
them at the new station may, however, be charged to the appropriation of
the ¢irele ov divigiom to which the transfer has been made.

Nors 3.—Any smount paid into the Regerve Bank of India, Madrag,
by a purchaser or Jessee on account of Foregt revenue ghould he credited
E) lfllelr;ﬁst-rir:f 1o whith it relates—Sce Tnstruction 14 (b) uoder Treasury

nle

N. CIHTARGES FOR ESTABLISHMENT, TOOLS AND
PLANT, ETC.

248%. Charges on account of general services like Xstablishe
ment, Tive Stock, Stores and Tools and Plant should be classi-
fied appropriate subheads under the winor head ‘‘Eetablish-
ment”’ or “‘Congervancy and Works™ ag the case mayv he and,
save as provided below, ne attempt should be made ordinarily 1
include in the eost of an individual work .any portion of expone
ditare on account of those services. The cnst of materialy pur
chagsed for a specific worl- should, ‘Thowever. be debited to the
acconnts of that work
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CHAP. V) (TASSIIFICATION OF FOREST RECE(PTS 247249
AND EXPENDITURE,

247. Pay and allowanceg of such femporary establishment as
is employed upon the actual execution, ag distinet  from the
general supervision, of a specific work or uwpon the subordinate
supervision of departwenial labour, stores and machinerv in
connecton, with such a work should be debited to the appropriate
suh-liead under  “Conservancy and Works”  and not under
“Establishment.”

948. Where such expendible stores, as building materials,
siall ctores, liouse filtings, ete., takeu io the general sub-head
for Stores and Tools and Plant are utilized subsequently on any
specific work, the. value thereof should be transferred to the
accounts of the work concerned by write back to the sub-head io
which the stores were debited originally. Similarly, the cost of
carriage of these stores to the site of a work and carriage charges
in connection with the movement from  place to place of other
materiais and Tools and Plant issued to or provided specifically
for a work may he debited direct ta the accounts of that work.

B.—I'oRFST REMITTANCES.

# 249, A1l sums paid into the treasury by a departmental officer
or on his acconnt should be  debited to “"Forest Temithances™”,
irrespective of whether remittance is made in eash or hy a cheque.
Similarly. the value of all cheques drawn chould be credited to
“Torest Remiftances'”, itrespective of whether or not they are
enshnd af onese,

Locul Ruling tunder Article 242,

Schedule of monthly settlement with treasuries.—Ag soon
after the expiry of ihe month as possible, the Forest Divisional
Officer should effect 4 monthly settlement with all ireasuries in
respect of the transactions of the entite division. After the settle
ment of account has heen effected with tressuries. a Schedule of
Monthly Setllement with Treasurios should he prepared in Torm
A XIT.

@ See aloo Article 225 infra.

&
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CHAP, V] CLASSIFICATION OF FOREST RECEIPTS 249-252
AND EXPENDITURE.

S

As this Form F.A, XIT ig required for submission to audit 1
original, the office covy of the detaily recorded in il shouid be
original, the office copy of the details recorded in it should be
signed by the Divisional  Officer and carefully recorded for a

period of {wenfy years,

F.—THoRrEsT ADVANCRES.

I.—Advances to Disbursers,

250 When a subordinate officer who is not authorized te
draw cheques against the drawing uccount of the Divisional
Officer is given a cash advance of suitable amount to enable him
{o make the disbursements entrusted to his charge, the amount
of the advance should be debited in the accounts of the officer k-
ing the advance to “Torest Advances’' ag an advance to the dis
bhurger concerned. When an account of the advance is rendered
by the disburser, the amount of the expenditure incurred should
be credited to '* Forest Advances’’ by a per confra debit to the
appropriale sub-head of accounts classification,

Il —Advances to Conbractirs, ete.

251, Advances to coniractors, supplicrs and labourers made in
connection with the execution of works under the orders of
competent authority should be debited in the accounts of the
officer making the advance to the head Works Advances *’ sub-
ordinate to the minor head *‘Conservancy and Works'', the cntry
being supported by an  acknowledgment by the pavee. When
recovered (wholly or partially) from the dontractor, ste., either by
work done or in cash the amount recovered should be credited
unde, ‘“Works Advances’. Tf the renoverv ie the value of work
done, such value shounld simultaneously be debited per contra to
the appropriate sub-hcad of accounts classification.

2592. Petty advances to labourers which are made by a suls
ordirate out of his own hinprest or advances (see Arficle 450) 4nd
allowed to be treated as part of the cash halance with hnn :‘lmuld
not, however, be accounted for as ** Works advances *
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253-254 CLASSIFICATION OF FOREST RECEIPTS. fopan. v
AND EXPENIDITURE.

(3. RECOVERIES OF SERVICE PAayMUNTS.

o253 Recoveries of service payments should be dealt with as
fuilows 1 —

(a) If made before the close of the vear in the accounls
of which the poyment was ncluded—(1) When thu
revovery is in adjustment of an overcharge on acCount
of pay or travelling allowance and is made by deduc-
tion from a hill debitable to the same detailed head,
the met amouat only should be debited to that head.

{2} In all other cases, the amouny recovered should e
entered initially in the acCccunts as an “item  of
receipt under “Recoverieg of Service Pavments’ but
in the accounts rendered to the Accountant-General
the amount should appear as a minus entry under the
sub-head to which it was debited orrginally.

(&) if made after the close of the year in. the account
of twhich the payment was included.~—The  smount
should be credited in the  accounts as miscellaneous
Tevenne.

H.—-OtaEr BECOVERIES.

oB4. Other recoveries from pay bills, ete. . . should he
recorded as pertaining to Provident Funds, Income-tax eic.”,
as the case may be, but such recoveries as are creditable {o the
Central Government {e-g., dednetion on accounj of Income-tax.
Posial Life Insurance Fand, elc.) should be clasgified under the
head ** Book Transfers—Ceniral *> (See Article 243} In the same
way, any recoveries creditable {o another Btofe Government
should be taken to the head '‘ Book Transfers—Government of

-----
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CHAP. V] CLASIFICATION OF FROEST RECEIPTS 255
AND EXPENDITURE.

T —ToRrEST DErosiTs,

255. Earnest money deposits which are paid under ihe rules
of Government by eomuractors or purchasers of forest produce
dircet into a treasury or sub-treasury should be treated us Reve-
mne Depositg and not as Forest Remittances. Buch deposits
should not appear in the accounts of the officers of the Forest
Departinent.  Similarly,  earnest money deposits which are
received initially by Forest Officer but remitted subsequently
to the treasury ag such should also be dealt with in the treasury
accounts as Revenue Deposita *

&8ae Locai Rauling 3 under Article 257 below and Tnstruction 14 under
Treasury Rule 10 in the Tamil Nadu Treasury Code, Volume I.



CHAPTER VI—ACCOUNTS T0 BE XEPT IN
FORLEST OFFICES.

A.—Casa Boog.

I.—General.

256, livery officer who is  authorized 1o receive or disbnrSe
Government money should keep an account in Cash Book,
Porm F.A. 1, in which he should enter mnot only all money
transactions as they occur but also book transfers permissible
uwnder Article 260. '

Note.—Receipts on secgount of guleg tax may bhe kept coutside the
reguiar ageounhs awl they may he vantitied every mopth ipto the treaguey
by chalan {in triplicate}  under the head ¢ NXITL. Other Taxes and

Trutics .

Local Ruling under Article 250.

Officers in charge of rangeg or depots who are authorized 1o
receive and disburse money will keop their accuunts in a bound
Cash Book in Torm F.A. L

257. Only transactions connected with the public service and
no other ghould be shown in the Cash Book. Sufficient defails
should be- given in the column ‘‘Particnlars”, to admit of the
main  peints of each iransaction being aseortained readily with-
out reference to the detailed vouchers. All items of revenue
must be detailed fully; the forest from which the revenue s
veceived. the person who pays it, and the articles and quanti-
ties removed should e siated in that column whenever the in
formntion is availahle. The classification of receipts and charves
chould be given in the column ““Fead of Service” in aceordance
with the pmreserihed accounts classification (sep Chapter V).

Local Ruling under Article 257.

1. T{ is a serioug irregularity to draw cheques and deposit
{llem in the oash chest at the close of the vear for the purpose
showing {he full amonnl or grant as utilided or to keep the
Cash Book open after the 3lst of Mareh and neake dichnrse
ments in April entering {hem in the Cash Bock as having been
made in March .
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2. Acknowledgmenty of paymentg should, ag far as possible,
be taken at the time of payment and cn one of the printed forms
prescribed for  the purpose, They should be numbered in a
separate series for each month and the serial number of each
voucher should bhe entered in the (ash Beok as soon as the
payment {ransaction is entered thercin,

3. An carnest monev deposit received hy a Forest Officer
should be entered in the Cash Book on the debtor gide as soon
as il 1s received, and s corresponding entry should be made on
the credit side when the amount is rewitted to the treasury. In
the classified abstract.also (see Tiocal Ruling 1 under Articles
282-297), it should appear on both sideg of the account ag ““Mis-
sellanecus Remittances™.

NOTE.—As an exception to this rule, the Disltict Forest Officers nnd
the Range Officerg are authoriged not to  masz through the Cagh Book
earnegt money received irom, apd retursed to, the intending bidders at an
anetion safe on the same day the auebion i held, provided that the
intending bidders concerned ure roguired tn give a stamped receipt for tha
money in a register to be maintained for the purpose in the District Forest
Office ang the range office and that the register is to that extent, trealed as
a Subsidiary Cash Book and conszquently as an accounts form.

dccount of District Forest Officers.

4. The Cash Book of District Forest Officers, Form AL
ghall contain—

(a) 2 detailed record of the daily transactinns of 1he Disteict
Forest OMficer himself;

(1) the classified expenditure incurred by Range Officers or
other disbursing subordinatey in  totalg only, the
details of those totals beingy shown in the original
accounts, which will he filed for record in the District
Forest Office; :

(c) recoveries of service payments—See Article 253 and

fd) the advances made fo contractors and dishursers (and
the recoveries of such advances), other than advances
sy subardinateg made and recovered during the month.

Note.~—The opering ant cloging cagh halances iy the aceount of each
ptthordinate should agree with the halaneces shown ae outetanding againat
kim in the digtrict ledeer {zee Articleg 272 o0 278) at the commeopeement
and close of each menth.
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CHAP. V] ACCQUNTS TO BE KEPT IN FOREST OFFICES 257-25¢

5. The entry of a paywment into the treasury chould record
the number and date of the receipt and the name of ihe frea-
sury into which the nioney was paid. The Conservator mav
order the submission of vouehers—such as auctioneers account
gales, passes, permits or licences—in support of the items of
revenue.

The firsi monthly enjry in {he cash column on the receipt
side will be the cagh balapce in hand at the beginning of the
monih. The accounty will close with the closing halance at.
the end of the month---s¢¢ Article 265. .

6. All enrties in {he Cash Book of * Remittances of revenue
{n treasuries’” shounld be supported by vouchers in the treasury
receipt form (chalan). When remiftances {o the treasury are
made by meang of posiul money orders, the chalan may be re-
placed by.the Treasury Officer’s advice list. The name of the
trezsury and the treasury number ond date of each receipt
should invariably be entereq in the Cash Book in the colnmn
“To whom paid, efe.’”.

7. The nrocedure to he followed in regard to the repayment
or adjustment of a revenus deposit is indicated in Instructions 19
and 923 mnder Treasury Rule 18. Immediately on receipt of an
intimation from the treasury of the adjustment of an earnest
money deposit against revenue due. fhe District Torest Officer
chould enier the amonnt in his Cash Bock on the debtor side as
“Tavenue'’ and on the ocreditor side as ““Forest Remittance™,
taking care to gee {hat the entries are wmade in the Cash Book
for the month in which the adjustment is reported to have heen
mads in the acconnts of the treasury.

958. When a cheque is drawn in favour of self or order to
replenish the cash chest. {he amount of it should be entered at
onee as reccipt. This entry must not -he  delayed until  the
monav has been received after the cheque hag heen cashed @t
the treasury. :
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AND EXPENDITURE,

Local Ruling under Article 258,

. Tie wmount of the cheque should algo be entered on ibe
payment side of the Cush Book in the column “Bank or Trea-
Sury,,.

2, Cheques accepied in payment of Covernment dues should
be entered in the cuash account as “fleceipts”  as and when
received and as ‘‘Disbursement” when remitted o the trea
sury for encashment just like moneyy received by a (Government
servani. If a large number of cheques is received daily, they
should be imitially entercd in a subsidiary register in T N.T.C.
Form 14-A for watching the encashmens of the cheques and only
the daily total of receipis and remittances accounted for in tle
Cash Buck, Cheques drawn by the District Forest Officer or by
some oiher Government servant in favour of the District Forest
Officer may, however, be treated ag  “‘cash’ while the cheques
are in transit to the treasury for realization.

259. A cheque drawn in order fo he paid away shonld be
enlered simultanecusly on both sides of the Cash Book, once as
a receipt of money from the treasury and again as a payment
to the payee concerned, ithe number and distingnishing letter
of the cheque being spceified in both the entries.

280. Similarly, all Lcok transfers, i.e., transactions in whieh
no actual payment or receipt of cash ig involved, should bhe
entered simulianeously on hoth  sides of the Cash Book, fhe
eredit or dehit to ““Book Transfers’ appearing on one side and
an equivalent debit to ar expenditure head or credit to a reves
nue head, on the other.

Local Ituling under Article 200,

The head “‘Book Transfers” is not operdted on in Madras,
see the Toeal Ruling under Article 242,

261. Pay angd allowances of Forest Officers and their establi-
shments which are paid by chéquey or out of cash obfained
from the treasurv should he entered in the Cash Book under the
head “* Fstablishment  withont further details, the entries being
supported hy bills as vouchers,
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Local Ruling under Arlicle 2061,

The exhibition in the Cash Book of the deductions made
from pay bills on account of Income-tix and Lostal Life Insa-
rance should follow the procedure indicateq in the loca} Ruling
under Article 243. Credits on sccount of General Providenst
Fund or any other accouny pertaining to a  State heagd of
account should be shown under the relevant head or the depart
mental adjusting account concerned with reference fo the Liocal
Ruling under Argicle 242.

I —Cancelled, Lost or Lapsed Chegues.®

262. 1f a cheque which has been drawn and enfered in the
Cash Book has to be cancelled subsequently, the amount of 1l
should be accounted for on the creditor side us a ‘‘cancelled
cheque', the cancelled chequs being treated as a youcher.
Stnultaneously, an entry should be mmade on the debtor . side,
as indicated below :—

(@) 1f the cancelled cheque is  replaced immediately by @
fresh cheque.—The fresh cheque should be shown as

a ““Forest Remittance’’, the nnmber and date of lhe
cheque in lien of which it is drawn being guoted in
the entry.

(b) 1f the comoelled cheque is not teplaced immed.ately—
The expenditure in payment of which it was drawn
ghould be written-back by making an enfry of the
cancelled cheque on the deblor side as for a  cash
recovery of a scrvice paymen( (Article 253).

263. A lost chegue should be treated in all respects like a
eancelled cheque (Article 262), the treasury ceriificate of non-
payment heing regarded as a vouchey in support of the entry of
sancellation on the creditor side of the Cagh Book,

% dee also Subs{diary?lﬂ_es: 44 to 51 under Freaaury ftule 8.
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264. A lapsed or time-expired cheque, if renewed, should be
treated as & cancelled cheque and the Iresh cheque issued 1u
its place entered in the Cash Book in lhe¢ manner indipated in
-clause (a) of Arlicle 262.

{11.—Clostng and Bulencing.

265. *The Cash Book should be closed and balanced monthly.
The account balance at he closc of the month should be checked
with {he acpual cash balance  on hand verified by aciual couni.
If any excess or deficiency is found, it should be entered at once as
such in the Cash Book on the debtor or creditor stde, as the case
may be.

266, Divisional Officers and others who render accounts to the
Accountani-General (Chapter VII) showld close.{heir hooks on
the lasg working  day of each month. bug suberdinale officers
shonld do so on the 27th or such earlier date ag may be necessary
In order (o ensure that their accounts reach the officers in whose
acecounts they are to he iucluded, by the last day ot the month.
Tor the month of March. the Divisional Officer should keep open
his own accounts uatil the receipt of such accounts of the subor-
dinate Officers as will be closed on the 31st of the month.

Lacal Ruling under Arlicle 266.

The date on which the Cash Books of Range Officers should .
be closed each month will usually be fixed by the Distric; Torest
Officer with reference to the date op which the Taluk Treasury
accounts are closted, in order to preserve agreement between the
departmental and the treasury fgures.

B.—REGISTER OF CHEQUES DRAWA.

267 A nonthly register of cheques drawn on all {ressuries
with which the drawing officer is placed in  aceount should be
kept, in Torm T.A. 2.

* See also Instruction I under Treasury Rule I1.
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Local Ruling under Article 267.

A copy of the monilly register of chequeg drawn in Form
F.A. 2 will be sent to lhe Treasury Officer for verification and
courter-signature at the close of each month—-Seg Aricle 58 and
Tocal Rurling 2 under it in the Tamil Nadu Account Code,
Yolume II.

C.—WORKS ACCOUNTS.
I.—Muster Rolls,

268. For work =xecuted by labourers, wheiher paid by the
day or otherwise, a Muster Roll should be kept in such form
and in accordance with such melhods as may be prescribed by
Government after consultation with the Acgountant-General, ~

- Loenl Ruling under Aricle 268,

The muster roll stould be kept in Form F.A. XI in accor-
dance with the iugtructions in Chapter VIII of the Tamil Nadu
Tinancial Code and the notes pringed on the form.

Tl.—Measurement Books.

984, For work done otherwise than on a lump-sum couniracl,
and for supplies made by a contractor, a Measurement Book
chould be kept in  such form and in accordance  with such
methods as may be prescribed by Governmert affer consulia-
tion with the Accountant General.

Locol Ruling under Article 269.
Measurement Bocks,

1. The insiructions for the maintenance of measurement
hooks are laid down in Chapter VI1I of the Tamii Nadn I'inancial
Code. Measuremneni hooks. are not to be used in the case of
existing buildings where the only purpose aimed at is the pre-
paration of estimates for periodical repairs and of contractors’
Lill for such repairs, in sueh cases all that need Ve used is a
standard meaenrement booli which shonld ke maintafned in et
sional Torest and Range Office.
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When standard reasurement books of buildings sre maim-
tained the following rules prescribed by the Govemment in con-
sultation with the Accountant-General should be followed care-
fully :— ' :

(i) The entries of mecasurements ‘and absirackg thereof
should be recorded legibly in ink and ceriified by the
Range Office; concerned, in his own handwriting to
the effect ilial they are correct for the purpose of
preparing both {he periodical repair estimates am
the contractor's bills, Any corrections should be
attested by a District Forest Officer. '

(ii) All the standard measurcment books maintained in a

Forest Division should be entered in:an alphabetical

- serles 0 us to be readily distinguished from ordinary

measurement books and the entries relaiing to them

should bhe noled on separate pages of the regisler of

meaSuremen|, books main{ained In the Divisionat

© Worest Office. The original standarg meaguremeont

books should be kept in the personal custody of the
head clerk of the Divisional TForest Office.

- iii) Cerlified copies of measurement. books relating to works
'in-charge of a Range Officer should be gent to him te
be kept in bhis personal custody and the entries

" relating to them ghould b :made on separate pages

- of the Range Register of measurement books,

ng_--’[?ﬂig ﬁem.l not be dope when the Divisional Foregt office and the
ftange (HRgor arc at the same station.

.. - (iv) For the use of the Forester, standard measurements
.of each work in his charge copied on lcose sheets

. and signed by the District Forest Officer should be

sent to the Range Qfficer for issue to the Forester

concerned,
’1\101;13.~--This need not be when the Range Officer and the Forester are in

the same section, - e e -

113-6—14
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{v} When corrections have to be made owing fo additions

or -alterations in a buwlding, the Range Officer con-
cerncd should make {he corrections i his copy of the
measurement book. At the same time, he ghould
intimate them to the District Forest Officer who will
have the book in his office corrected under hjg ini.
tials. The copies with the Foresterg in which correce
tions have fto be made should be (called for by the
Range Officer, corrected under his initials and return.

{vi) On the 30th April each year, the District Forest Officer

{vii)

ghould send a certificate tfo the Conservator to the
teffect that all the standard measurement bookd in his
division have been inspecled by him that the engries
therein have not been fampered with, that all correc-
tions due to additions or alteraticns in the buildings
have been made in the books and {hat the lajter are
reliable and up to-date records.

When a payment has to be hased on standard mes-
surements, the subordinate preparing the bill for pay-
meni should certify in the ordinary measuremend
book and the bill that the whole of the work (or the
work since the previous running bill, as the case may
be) as per standard neasurements in a _book, the
number of which should be guoied has been done
and that it hag not previously been billed for in any
form, -

{viii) Separate measurement hooks should be sct apart for

noting the dctails of such bills so as to facilitate the
review of payments based on standard measureronents.

{ix) Al bills so paid shonld be specially checked in the

Divisional Forest Office with reference to the standard
measurements contained in the records of that office.

Bills and Vouchers,

. 2. For payments other than those made on muster rollg,
the anthorized forms of bills and vouchers are the following :—

(s) Pirst and Fipal Bill, Form F.A. II,
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(b} Running Account Bill, Form 1".A. HL
{c’ Hand Receipt, Forin F.A. 1V,
The use of these forms is explained in the folinwing sub-
rectiong -- o

* First and Finel Bill, Form F.A, I1—This form, should
be used for making paywents both to contraciors "and ' sup-
pliers when a single payment is made for a job or contract,
i.e., on its completion. A single for may be used for making
paymentg to several payecs, if they relale to the same work (o7,
to the wame head ‘of - account in the ‘case of supplies) and’ -ate’
billed for at the same time. ' ST

Running Account .Bill, Torm F.A: IIL.—This form is intem-
ded Loth for coniractavs for work done and for suppliers. Tt
should be used when paymenis are made on TURNITE “&CColnts to’
contractors and suppliers, This forms will contain one man's
account only; full details of quantities of the different classes:
of work or supplies musi also be set forth. .

Hand Receipt, Form F.A, IV.—Thig. is a simple form .of.
voucher mtended to Le used for all misccllaneous payments and
advances fop which nrue of the special Forms TF.A. IT and,

¥.A. 111 is snitable. e

3. Before the. bill. of a contractor is prepared, the entrieg in
tle mmeasurement book relating lo the description. and quantities.:
of work or supplies should be  scrutinised by the subordinate -
and the caleulations of ‘‘contents or area’’ checked arithmati-
cally by him. 'The vates allowed should be entered by him in
the abstract of measureinents. . The hil] should then be pre-
pared from the measurement entrics in  one of the forms pres-
cribed in Tuocal Ruling 2 ahove applicable to the case,

Tall rates in accordance with the agreement, calalogue.
indent or other orders should be allowed only if the qnality of
work done or supplies made is up to the stipulated specifice-
tion” When the work or supplies fall short of that standard,-
and under the agreement, it ig permissible to make a final pay-.:
ment if the contract is determined or an on-account paymewt -

113-6—14A
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if the coutract is {o run on, only such & fraciion of the full rafe
should be allowed as is considered reasonable, with due regard
to the work remaining to be done and the general terms of the
agreetnent.

4. Before signing the bill; the suberdinate should compare
the guantities in the bill with those recorded in the measure-
ment book and see that all the rates are correctly entered and
that all calculations have been checked sarithmetically. When
the bill is on a running  account, it should be compared with
the previous bill. The memorandum of payments should then
be wmade up, any recoveries which should be made on account
of the work or supply or on other accounis being shown there-
in. If the subordinate is empowered to pay the bill, he should
then record a formal pay order specifying, Loth in words and
figures, only the net amount payable, though the payee should
be required to acknowledge iu his acquiitaice the gross amount
payable inclusive of ihe recoveries made from the hill,

The fotal charge for each item of work and the grand total
of a coniractor’s bill should be rounded in accordance with the
instroctions in Chapter X1V of the Tamil Nadu Financial Code,
but paise should not be omitted from the rates for the various items
of work,

If the subordinate who prepares the bill has authority to
make payment, only one signature at the foot of the hill is

NECessary.
(Memo. No. 79271-A/VBL/63-20, dated 16th August 1966.)

5. 1f the suhordinafe is not empowered to make the pay-
ment, the bill should be submitted with the measurement book
to the next higher authority, who will pass and return the bhill
for payment, if after the necessary scrutiny it is found to bg in
order.

8. From the measurement books, all quantities should be
cleariy traceahle into the documents on which payments are
made. When a bill is prepared for work or supplies measured,
a remark to the effect *'Bill submitted to the

on : shounld be endorsed on the ahstraet of



*

213

CHAP VI ACCOUNTS TO BE KEPT IN FOREST OEFFICES 269

messurements. The officer who signs the pay order should,
immediately on signing it, cross out every page containing ihe
detailed measurements of the work or supplies paid for by a
diagona] red ink line. The officer who actually disburses the
amount should enter the number and date of the voucher of
payment with the remark “ Paid on by voucher No. »
on the abstract of measutrements.

Norw.—The doecument on which payment is made should ipvarishly
be shown in the space provided for the purpose the number and page of the
meagurement bool in whigh the detailed measurements are recarded, and
the date on which the meagurement was made, or the date on which the
articles were brought tc account in the Reglster of recelpt of timber, etc.

7.(a) Payments for work done or supplies made in a running
account should ordinarily be made monthly, Both the * quanti-
ties” and ‘“‘amount” of each distinct ftem of work or supply
should be shown separately in the bill. Tt will be observed
that the form provides for recording the total guantity and value
of work done up-to-date, the work done to the end of the last bill
and gince then.

(b) Such payments should he ftreated as payments on
account, subjeet to adjustment in the final bill, which should be
drawn in Form F.A. JTI, but printed on yellow paper, when
the work or supply is completed or the running account ig to
be closed for other reasons. When a final payment is mads
on g rupning account, the pavee, if he is able to write, should
add in his own handwriting that the payment is “in full settle-
ment of agll demands ™. Tf the payce is illiterate or is unable
to wrile heyond signing his name, these words should be filled
in hy the officer making the payment, -

NOTE —If the Contractor rcfuses to give an acknowledgment to the
effect that the payment made to him was In full cettlement of all demands,
it is not nccessary to insist on obtaining a qualified acknowledgment,

Nore 2.—A form printed on yellow paper iz never to be uged except
for final payments.

(¢) A separafe running account is maintained in respect of
each coptract, Transactions, relating to two or more separate
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warking estimates should not be Lroughi on to the saine running
-aecount; ghey should not, thelefow, be covered by a single con:
1ract B o . J

R - e Mer - s - o

Chaiges on accmmr' of materials.

.. 8 In the case of works executed departmentally, the requived
“materials may be obtained from stores or by purchase or (rans-
fer from other works at which there may be a surplus and so
on. The materials brought on to the site of a work will be in
the custody -of -the  -efficer in-eharge- of the work and will be
_Assucd .for. wse on the. work as. ru11111ed Tn order (o wateh the
proper rectipt, issuc andebalance of materials in. theé interests
of Government, it iy important that a simple and concarrent
caeconng slould be kept of each item of material as.it is received
and. issued for the work. For this  purpose an account in
Form F.AV. is prescribed. cT e

- 9. Form F.AV. will, however., be maintained only in the
case of such works where its maintenance hag heen specially
“ordered by the sanctioning authority. AM materials hrought on
to the site of such works for the thereon, whegher by purchase
-or from stock or by transfer from another work, etc., should
“fmnediately be enfered in~  the receipt column with a Dhrief
reference to the measurement book or ofher record, a separaje
<page heing used for- each magerial. As the :matpridls, are issued
“for use on Lhe work, they should be duly enlered on the day of
issne in the issue column the balance being immediagely posted

- 10. Tmmediately afier the completion of the work, the Range
Niicer will verify the unnsed balauce of mqtmmln. submitting
along with the completion repert for the work a report. of 1he
verification containing the actnal verified balances and & cergi-
feate that he hag brourrht them fo sccount in Torm Na. 6 of
the Tamil Nadu Forest Lode The report should also indicate the
'achon talkén or propoaed to be taken (1) (o adjust the discre-
“pancies, i any, and (2) to dispose of the surplus balances.
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Discrepancies may be due to differences between the actual
receipts or issues with those entered in  the aecounts, arising
from errors in meaSurcments, or in posting the accounts or
from losses of materials due to carelessness, negleet or fraud on
the part of the subordinate. They should be carefully invesfiga-
ted into and adjusted aw follows :—

(1) Shortages and losses for which any subordinate is held
responsible should be adjusted by prompt recovery under the
orders of the District Forest Officer, the -amount being credited
to the work. Pending recovery, such amounts should be debited
to Advances recoverable by credit to the work. The guestion
of other disciplivary action should he separatelv examined.

(2) Other actual losses which are irrecoverable should be
written on the account in Form No. 6 of the Tamil Nadu Forest
Clode under the sanction of the competent authority, no further
adiustment in accounts heing required.

-{3) Materials foun] in excess should be bronght on to
the account in Form No. 6 of the Tamil Nadu Forest Code sepa-
rately with the remarks “Wlaterials found in excers on verifica-
tion’’.

- 11. Steps should be taken expeditiously to dispose of all sare
plus materials either by transfer to other works in pregress or
by sale- The value of such materials chould be credited to ihs
work econcerned and debited to the work to which they are
transferred and, if sold, $he value realized shonld be credited to
the work *

Nore—Completion teport for the works should contain a reference as
to the manner in which fdeficit or excess materials have beer adjucted

The unused materials at the site of the work sheuld also be
verificd whenever the officer or suberdinate in - direet charge of
the work js transferred before ils accounis are closed, by the
relievine officer in company with the relieved officer and a report
«n the verification should be submitted to the District Foress
Officer through the Range Officer only in cases where the veri-
fied baJances do not agiee with the book balamces. If the ierl

»
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“fication - does not disclose any discrepancies, a ceitificate to the
"effect tirat the book iwlances have been verified .and found
‘rorrect, will be signed and submitled by the relieving officer to
“the - District Forest Officer through the XRange Officer.

12. The accounts of ‘“'Materials-at-site” prescribed in the
-above' Liccal Ralings are not intended to include office stores,
tools and plant and other equipment—=Ses also Article 271 aund
the Local Ruling under ib.

TIT.--Register of Works,
#70..A detailed record of the expenditure relating to eack

-sanctioned - work should be kept in a register in Form F.A. 3.

Local Liuhmg under Ayticle 270.

1. The expenditure incurred on works sanctioned either b
P ¥

the Government, (he Chief Conservator or Conservator
should be entercd in detail in the register Tr'orm ¥.A. 8, to be
-kept in the District Forest Office, one or more pages being

devoted to each work, A soparate register should also be maim
tsined for recording the expenditnre on works sanctioned by the
District Forest Oﬁicer The register should be posted monthy
from the duplicate copy of {he Range cash hook. For works
costing Rs. 100 or less, it is not necessary to classify expendi-
ture under the various estimate sub-heads in the register, the
columr: “Total expenditure’” anly being posted.

Tr.e first volume of the registers in use should have an index
undcr the various budget heads for oll works sanctioned in  the
svision. '

2. For the procedure -fo be followes in regard to the.sab-
nossiofi the completion  veport for a  work—See Article 181 in
Chapter VIII of the Tamil Nadu Finanecial Code, Volume T and
the Instructions in the Deparfmental Code.
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[

D, Brores ACCOUNTS

971. An account of siores, such us hwlding materials, smail
stores, houge fittings, etc., which 1nay he held in stock for
general purposcs, as distinei from materials purchased for specl-
fic works, should be kept in snch form as the Government mnay
determine in consultation with the Accountant-General,

Local Ruling under Article 271

The Government have directed that the account of stlores
referred to in this Article need not be kept in Tamil Nadu.

T —CoNTRACTOR'S AND DisBrRsER's LIUDGERS.

272, A ledger should be mainfained by the Divisional Officer
in Form F.A. 4 [lor all aceounls with disbursers and contractors,
On the debtor side should be entered all payments made to them
and on the creditor side the amounts of all bills passed to their
credit end all sumg repaid by them in ecash.

273. Only one account should be opened with each disbur
sers but in the case of contractors s scparate account should be
kept with cach person in respect of each work.

274. Iach items entered in fhe Cash Book under ‘‘Torest
Advances” or “Works Advances’” should bhé posted once in  the
ledger, and when any work is accepted ag having been done by
a coutraetor, or any account supporied by the necessary
vouchers is accepted from a disburser, the amount covered by
work done of expenditure ineurred should be set off against the
amonint due from the contractor or disburser, ag shown in  his
account in the ledger. The ledger account shonlg thus be a
raneing account with cach contractor and disburser from which
the amount due by him or from him can always be ascertained
easily.

Local RBuling wnder Article 274,

When an sdvance i§ outStanding against an cfficer on trans.-
fer, the amonnt shall be shown ag ‘‘transferred fo the accounts
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of district”” in the accounts of the district he is leaving, on
receipt of intiraticn from the Districy Forest Officer of hiz new
disgrict that the oufstanding has been brought io account in his
ledger.

275, The account with each contractor and disburser should
be balanced on the last day of each month in which any tran.
saction takes place.

Local Ruling under Avrticle 275

Tn Tawil Nadu, the account of each contractor and disbursers for
any month Iin which sty transaction hag taken place should be
batanced and initialled by the District Forest Officer as soon as
possible after the date of the despateh of the monthly accounts
to the Accountant-Glenersl, and, in any case, not later than the
12th day of the month,

276. The pages in the ledger should be numhered consecu-
tively, and there should be an index to the accounts it con-
tains. Jiach new account opened should be assigned s number
which will be appropriate to {hat particular account until it is
closed finally. The mumbers should be given to the accounig in
the ledger in conscoutive order, as they are opened and should
run in a consccutive sequence unbil a new ledger volume is
opened, ’

P —(rosmvag or THE ACCOUNTS OF THE YEAR,

277. The financial vesr terminates on 31st Mareh and actual
transactions taking plice after that date should on no account
be {reated a, pertaining 1o that year. In order, however, that
se many of the unadjusted outstandings of the year as possible
should be cleared, and that errorg in accounts coming to notice
alter the 8lst of March should be rectified, if possible, within
tfie acconnts of the vear, the accomnt lwoks preseribed above
shonld he kept  open, affer the closing of the  acecounty for
March, for the inclusion of transfer cenfries relating te rectifica-
tion of errorg  and for  settlement of onistandings. These
accountty should be closed on the 20th of May or on such date
a5 may be prescribed by the Accountant-General { & & )
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G-—CoxrrrcTioN OF ILRRORS.
“ 998 I ‘an item in the  Forest accounts which properly
belongs io one head ig classified  wrongly unde;. another head,
the error should be corrected in the fnllowing manner :—

{a) 1f the ervor is discovered beforc the close of the month’s
accounts, the necessary correction should be made in
the original entries before the accounts are closed.
Tlhe mistake should be corrected by drawing the pen
through the iocorrect entry and insertiug the corréct
one in_red ink hetween the lines. The disburshing
officer should initial every such correction and ine
variably date bis initialg,

{b) 1f the error iz discovered after the close of the month’s
accoun{s, bnt before the accounts for March supple-
mentary are closed, the correction ghould take the
form of a {resl. entry in the current Cash Book,
(Article 277.) '

Norr 1,-Errers affegting oty revepue or expenditure (gervice Theadg)
wherp the amounts involved do not exceed Rs. 10 nced no formal correc-
tion.

Nore 3.—IF the ervor affects one or more heads on each gide of the
Cash 'Bupk _the earreeting entry should be made on both sjdeg jo the
manmner 1nélcatﬂd in Artiele 260, but if it affects only reeeipt or expen-
diture heady on one side of the Cash Rook, the entry should be on ihe one
gjde_aﬁcctqd, 1the amonnt (plug or minus) perlaining to  each head heing
specified  Tn the oolump  headed ¢ Partieulars ’, and the column
“ Reccipts ¥ or “ Disbursements™, as tha case may be, being left blank.
At th{? same time, a suitahle remark should be made in ted ink againsd
tho m‘:glr_lal incorreot emtrieg jn all accounts, the reference to the gorrect
entry being gquoted. ‘
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Noie 3—No correcting entry should be made unless supported lﬁr the
orders of the Divisional Forest Officer obtained on a Transfer Entry Memo-
1andum in the form below 1

Debits Il Ciedits
Pariiculars of ihe original e
Lransaciion. “gxhdr_casons i of Head of
or the proposed adjustmen:] Head o N ead o .
agcoLny Amouint account Amount
Rs. L. Rs, B,

Passcd,

.

Divisionai Forest -Ofﬁcer
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(¢} If the error is discovered after the accountgs for March
suppplementary have been closed and despatched to
the Accountant-Gteneral, it should be reported by
letter to the Accountant-Genersl who will deaj with
it 1t accordance with the rules in Volume IV* and
advise to the Forest Officer the correciions (if any)
which he should make in his accounts.

(dy In dll cases in which a formal correction is not pet-
missible, a suitable note (in red ink} should be made
it all the accounts concerned.

Local Ruling under Article 278,

It Tamil Naduo, the March supplementary accounis are not pre-
pared by Forest Officers but  they should intimate to the
Accountant-Genera]l any corrections to be made in the accounts
50 a8 to reach him not later than the 20th of May in each year.

H.~8UBSIDIARY ACCOUNTS orF COMMERCHAL
TUNDERTAXINGS,

279, If the activities of any individua]l Foresy Unit or of
any self-contained  exploitation scheme like a Saw.mill er a
Forest Railway, are sich as to require the maintenance of sube
gidiary accounts on a commercial basis, the form of accounts to
he kept may be settled by Governmeng after consultation with
the Accountant-General,

Local Ruling under Article 979.

There are no commercial undertakings in the Forest Depart
ment, in ‘Tamil Nadu,

® Volume 1V of the Comptroller and Anditor-General’s Account Code.



CHAPTER VIL—ACCOUNTS RETURNS RENDBERED BY
TOREST DEPARTMENT OFFICERS. .

A.—CGeneral.

780. The directions contained in {his - Chapter shall apply
primarily to accounts of Divisional Officers, They shall also
apply mautatis inutaudis to accounis of Conservaters and other
Forest Ofiicers who draw fundg against their own drawing
accounts and render separate  accounts to the Accountant-
(teneral in reSpect of transactions- passing through them.

B.—Incorporation of Subordinates’ Accounts,

981. Before closing the accounts of a month the Divisional
Officer should satisfy himself that the accountg of his subordi-
nate Officers for the menth have been examined and incorporated
truly and accurately in his own accounts. For this purpose, the
acconnts of the latter should reach the office of compilation in
time for the preparation and submission of the accounts returns
on the due date (* * ). If they donot arrive in #ime
to be_so incorporated, they should be diaken in the following
month’y accountg but sueh an occurrence should be avoided as
far as possible. In fthe case of accounts for Msreh, however,
the Divisional- Officer must keep -open his accounts until
receipt of all the subordinafes’ agcountg in order that all receipts
and payments of the official year may, as far as possible, be
brought .into the accounts of the year (see also Arlicle 277).

\ © " Local Ruling under Arbicle 281! -
The duplicate, copy of the ~Cash Book prepared by carbon

s

paper he sent by -Range Officer to the District Forest Officer
should be accompanied by all the necessary vouchers as pres-
cribed for District Forest Offices and should show the cash
balance in hand st the end of the month, which should be per-
sonelly counted by the officer closing the Cash Book and com-
pareq by him with the entries in the Cash Book and the dupli.

cate copy of the Cashi Book. The fact should be certified "at

the foot ‘of the latter return in the following form ‘e
« T heraby certify that T have pergonnlly counted my cash halance
on thig day and found it to agree w_ith the halance ag shown in the Cash
Book and in thiz return. The entrieg in the Cagh Beok and-ip this
return have also heen comparad by me throughout and found to agree™,
[ ]
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‘The accoun{s and rejurns ol Depot Keepers and opher sub-
ordinates should be incorporajed in the duplicate copy of the
Cash DBook and the timber and stock returns. -

C.~-COMPILATION oF MONTHLY ACCCOUNTS.
.282'237_ E » *

D.—SUBMISSION TO ACCOUNTANT-(3ENERAL,

288-2.7. #* * * *

Losal Rulings under Articles 282-997.

District Forest Officers should render the following
accounts to the Accountant-General. They should be despatched
as a rule by registered post so a8 to reach hLig office on or
hafore the 10th of the month except in the months in which
they may be Specially required to be despatched earlier and
special steps should be taken, if necessary, so as to ensure that
they are despatched promptly. If the due date happens to
ba 2 posta! holiday, the accounts may be sent cne day {(but not
more than one day) later. With & view to avoid delay, the
accounts (hut not the vouchers) may, in the absence of the Divi-
sional TPorest Officer, be signed by his Head Clerk or by =a
gazetted (Government Servant on his behalf. The Distrie; Forest
Officer should, however, check the acecounts on his return and
forwarq with the vouchers a certificate of his responsibility as
to the correctnesg of the accounts submitted to the Audip Office,’
giving the totals under each head of revenue and expenditure.

Nore.—Eonsolidated Treasury receipts from the Treagury Officers for
the remittancas inte the treagury may however be gent to audit duly recon-
ciled on op hefore the 25th of the month.

(Memo. No. 1395/Caodes 1/71-14, dated 21st September 1971.)
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dccounts to be rendered.
A elussified absract of the c¢ash aceounts (Form F.A. VII)
showning for the month—

{a) the total revenue and expendiiure under each of {he
prescribed heads of account ;

(b) the total amount of all chequey drawn ;
(e) all remittg\_nces to treasurigs ;

{d) all advancés paid and reco;ered ;

(¢) alj other cash recoveries ;

(f) inter-departmental transfers;

{9) forest refunds ; and

(h) receipts and payments on account of other Covern-
ments and Railways..

This account should be accompanied by the foliowing docu-
ments and appendices :—

Doocuuents,

(ty S8chedule of Monthly Setilements with Treasuries in
Form IWA. XIT (see I.ocal Ruling nnder Article 249).

(iij Return of cheques drawn duly certified by the
Treasury Officer (see Acrticle 267). -

‘iij) Consolidated Treasury Receipt from the Treasury
Officer for remittances inbto the treasury.

{iv) Schedule of receipts and payments. o behalf of other
Governmnents and Raliways.

(v) Return of ren's (Form F.A. VIID).

(vi) Schedule . of -T'orest -Remittances - {o Treasuriea I@
Form F A. VI-A.
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APPENDICES,

1. Accouni particularg of the amounts debited and credited

1o “Advences Recoverable” and ‘‘10. Forest—Conservancy and
Works-—Suspense—Works Advances’.

: Not.—Each item outstandiug for more than six monthy should be

entered in red ink in this Appendix. 'The return for March in each year

should be accompanied by a brief staterhent explaining the circumstances B

which each such item remains upadjusted and the steps which have becn
taken with a view to its early clearance,

Certificate of cagh balance in the hands of Range Officerg and other
dighburgerg who have received advances directly from the Disfrict Forest
Officer, together with explanationg of any differences between the amound
of guch certificates and those ghewn in this Appendix should slge accom-
pany the March refurn.

TI. Account particalars of cash recoverles made on accouxl

of overpayments, retrenchments, etc.

ITI. Account particulars of items credited to the detailed head
“Other Sources” under the head “ X —-Forest—Miscellaneouns’’.

Nore.—The Pogting or ¢ Averge ’ Regigter (Form ¥.A.X.) prepared by
the Accountant of the Divigiona] Foregt Office should be attegted monthly
by the Digtriet ¥orest Officer when he approveg of the agcounts and filed
with the office copy of the aegounts.

9. The submission oif ithg monthly accounts should on Go
account be delayed. If, however, they cannot reach the office
of the Accountant-General . before the due date prescribed in
Local LRuling 1 above, a separate statement (and if necessary,
a telegram) should he despatched so as fo reach his office on
" the above due date, giving the figures under the following heads
of account in the order noted below. The special reasons
necessitating delay in despatch of the accounty should sleo bs
furnished along with the accounts.

- I.—TRECEIPTS AND CHARGES BY Mason HEADS oF ACCOUNTR.
Receipts. ’

A. TJ. Forest (Gross).
B. Refund; under ~LI Forest.”

113-6—13
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C. State Provident ('utids.
D. Civil Deposits;
E. Other Deposits and Advances (i.e., Advances Repayable—

Special Advances and Forest Advances: Suspense Accounts--
Departmental Adjusting  Accounts). ‘
L]

¥, Loans and advances by State Governments.

.. G. Adjusting accounl bétween Central (Non-Railways) and
Btate Governments. .

H. Cash Remittances, ¢
I. Inter-State Suspense Account.

Z. Account with Railways (S8outhern Railway, Rastern Reail
way—-cach Railway saparately).

J. Opening balance.
K. Total receipts,

Charges,

: 1. 70. Forest.
- M. Btite Provident I"unds.
N. Civil Deposits,

O. Other Deposits and Advances (iee., Advances Repayabls....
Special Advances and Torest Advances; SuSpense  Accounts——
Departniental Adjusting Accounts).

P. Loans and advances by State Governments,

Q- Adjusting accounts between Cenfral (Non-Railways) Stata
Governments, .

R. Cash Remittances.
8 Inter-Btate Suspense Aceoun.
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Y. Account with Railways (Southern Railwav, Hastern Rail-
way—each Railway separately).

T. Closing balance

U. Total chargea,

1I. DETAILE FOR THE AMOUNT SHOWN UNDER THE HEAD *° ADJUSE
ING AUCOUNT BETWHREN CENTRAL AND STATE (GOVERNMENTS"

Réceipiz,-

(a) Taxes on Income.
(b} Coorg Suspense.
{€) Account beiween Central Revenues and 'famil Nadu.
(d) Account between Ciyil and Posts and Telegraphs,
-(¢) General Family Pension Iund, West Bengal.

(fy Total receipts-—Adjusting accoung between Centrsl asnéd
Btate Governments,

?

Charges.

(g) Accounts with (rovernments of olher Couantries,
{(h) Coorg Suspense.

(i) Account hetween Central Revenues and Tamil Nadu.
() Account bejween ‘Tamil Nadu and Military.

(k) Tota] charges—Adjusting account between _Céntra.l and
State Govéronments.

3. Two schedule dockets of works vouchers should he subraitted
for cach range in Form T'.A. TX, one for works sanctioned by the
Conseryator or higer authorify, and the other- for works sanc-
tioned by the Dlstnct. Forest Officer and all other charge under
**Couservancy and Works " including commission Payments. -

A contingent bill for the whele district should .also be sub
mitted for contingent charges under the minor head *‘Establish-
ments”, ercept when separate bills are required under any rule
or ovder +n be sent for particnlar ilems.  Coniingent. bills.

1136—15A
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should be prepared in the forms prescribed and in accordance
with the Subsidiary Rules and Instructions under the Treasury
Rule 16 except for the fact that bills are not presented at the
treasury. Particular attention should be paid to the rules re-
garding the submission of Sub-vouchers, their cancellation, ete.

As regards ftravelling allowances, the original bills counter
signed by the controfimy officer should be submitted with the

accounty as vouchers, the payee's receipts being filed in the
District Forest (tiice.

voucherg should aiso be submitted for advances fo contrace

wrg and diSbursers, transfers to other departments and the
sdke,

M
Vouchers and sub vousherg pertaining to each range shouid
have a distinguishing letter attached to their numbers.

4. The vouchers should be despatched in two instalments by
vegistered post, accompanied by & covering list showing tre
number and smount of cach voucher in the prescribed form.
The first instalment f vouckers should relate to payments made
on or belore the 20th of each month and should be despatched
by the. 25th of that moath; the second should relate to payments
madé after the 20th and  should accompany the monthiy
accounts, except when the accounts are gigned by some other
gazetied Governmeni servani on behalf of the District Forest
Officer.

5. All accounts in an Indian language shounld be accompanied
by abstracts in English. The necessary particulars should be
entered in English on all vouchers in an Indian Language and
signed by the Disbrict Forest Officer, when they are forwarded
for andit in  support of the charges entered in the distriet
monthly accounts,

A. In addition to this monthly sccounts prescribed above.
capital and Revenue accounts of all Government owned and lessed
residences should be prepared annually and submitted to the
Accountant-General in the form and manner prescribed by him.



APPENDICES.

APPENDIX 1.
[See Chapter IT, Logal Ruling under Artiele 11 and 26.]

RULES GOVERNING THE ALLOCATION OF EXPENDI-
TURE BETWEEN CAPITAL AND REVENUE AND THE
FINANCING AND ACAOUNTING OF CAPITAL EXPEN-
DITURE.

Expenditure on public services may be classified into “‘Ex-
venditure on Reverue Account” and **Expenditure on Capital
Account'’ or “‘Capital Txpenditure”’. The Comptroller and
Auditor-General has broadly defined capital expenditure as ex-
penditure incurred with the object of either increasing eomcrete
assets of a material :nd permanent character, or of reducing
recurring liabilities, such ag thogse for future pensions by psy-
ment of commuted vatue. Capital expenditure may be met from
non-revenue resources, such as capital receipts, accumulated
revenue surplug of previoug years or the proceeds of loans.- 1t
is not, however, necessary thab all capital expenditure should
be met from non-revenue reSources. Prudent financial adminis-
tration requires that capital expenditure should not he met from
such sources, unless it is remunerative or is So Jarge that it
cannot be met from current revenues. Expenditure on a {em-
porary asset cannot, ordinarily, be considered 8y expenditure of
a capite] nature.

9. Por fHe purpose of laying down rules to determing what
is capital expenditure snd how snch  expenditure should be
financed, ie.. whether from the revenus account or from mon-
revenue resources. the public services on which the Govern-
ment incur capital expenditure may be divided intn the follow-
ing categories :— '

A. Trrigation works and electric schemeq far which regular
Capital and revenue accounts are kept.

B. Governmuent commercial undertakings.
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C. Other departments and services for which no separate
capital and revenue accounts are kept (e.g. , civil
works). '

A —JBBIGATION WORKS AND ELECTRIC #CREMES FOR WHICH
. REGULAR AND REVENUE ACCOUNTS ARE KEPT.
I.~—Alocation of expenditure between capital and revenue.

3. Irrigation and Nawigation works and electric schemes are
generally of a revenue producing character, and a namber of them
have been financed from non-revenue resourees. Tt is essential to
make clear the financial effect of their working and for this purpose
separate capital and revenue mccounts have 10 hs maintained for
them, showing the total cost of construction, the cost of exlens
sions.and improvements, the gross revenue and {he cost of work-
ing and maintenance.

- It is not, however necessary, to maintain separate capital
and revenue accounts for small works. viv.. works estimated to
cost not more than Rs, 50,000 each, nor if the worlk iz of such
a character as not to permit of clear capital apnd revenue
sccounts heing kept '

4, The following rules should be observed in deciding whe-
ther an item of expenditure relating to an irrigation or naviga-
tion work should be debited to capital or to revenue :—

{1) Capital bears all charges for the first construstion of
a project as well as charges for intermediate main-
tenance of {he work while not vet opened for service
and bears also charges for further additions and im-
provements in accordance with rule .(3) helow.

% Revenue bears all subsequent charges for 'maintenance
sad all working expenses. These embrace al] ex-
penditure on the working and upkeep of the project
afd also on such  renewals and replacements and
such additions, improvements or extensions ag are
chatgeable to the revenue account wunder rules (8
and (4) oot
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(3) When the construction estimate of a project is eclosed,
the expenditure on orks of -extensions will be
charged thus:—

(¢) Hstimates exceeding Rs. 1,000 for (i) works which
are in themselveg directly remunerative, such ag
new distributaries, mills or works for increasing = fhe
cana] discharge, and (i) works which are necessary
for the full development of a project, bul are not in
themselves directly remunerative, shall be charged
to the capital account,

(b) Estimates amounting to Rs 1,000 or under shall be
charged to the revenue account under extensions
and improvemnients.

(¢) All estimates for works which are neither remunera-

" tive in themstlves nor considered necessary for the
development of the project shall be charged to the
‘revenue accocunt under Txtensiong and Improve-
ments,

74y In the case of renewalg and replacements of sxisting
works if the cost really represents an increase in the
capita] value of the System and exceeds the cost of
the original work by Rs. 1,000, the cost of the new
wevle should be divided between capital and revenue;
the cost of the original work, which should he esfti-
mated if the actual ecost is not known, should' be
- charged to revenus and’ the balance to capital. In
other cares. the whole cost of the new work. shonld
be charged fo revenue. Thus, a renewal which- does

- not represent u substantial improvement of the origi-
nal work and iz in all materia] essentials the sami¢ as
the original -work should not be charged to capital
but to revenue, even when the cost exceeds Re. 1,000.

5. Tn theory, it is Jegitimate to make capital hear the charges
for interst on money borrowed fo finance the construction of %
new project before thiz project becomes rovenue earfing. - In
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fact, however, & Govermment project is only part of the opera-
‘ione of Government and it may be sound financia] administra-
tion to meet interest charges from other revenue during the process
of construction. The charge of interest fo capital in Govern-
ment accounts ig justified only when there be undue - dis-
turbance in the Governments budgetary prosition by taking inte-
rest to revenue. The writing back of capitalived interest should
be ihe first charge on any capital receipts or surplus reveRues
derived from & project when opened for working.

8. The foregoing rules are generally applicable to electric
schenies also, except that extensions o electric schemes which
are direclly remunerative and which cost Rg, 1,000 and under
may also be debited to capital.

Il -—Classification of works into prdouctive and unproductive.

7. Although most of the works included in the category of
works having capital and revenue accounts produge some reve-
zue, not all of them produce revenue safficient to meet the cos$
of working and maintenance and the interest charges on the
wpital. Works are accordingly classified into ‘‘productive’’ and
“anproductive”.

8. A new work can be classed as ** productive If, af the time
A according sanction to itthere is good reason to believe that
‘he net revenue derived from it will, within ten yearg after the
vrobahle date of its completion. repay the annual interes on
the capital invested . at such rate  as may be fixed by the
Government from time to time. The capital invested in a wark
will include direct and indireet charges and arrearg of simple
interest, if any i.e., balance of total interest over total revenue
during the ten vears period; but no reduction should be mada
from the total capital outlay on aeccount of anticipated excess of
revenue over stmple interest.

A rew work which does not satisfy the criterion laid down
stove will he treated as “unproductive.”
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NoTe—-In the case of works ganctioned before lst April 1837 the rate
of interest will be ealgulated at 4-1]2 per cent, irrespective of whether they
were completed befors or after that date, ab 5 per cent in ihe cage of thoge
ganctioned between lst Apri] 1841 and lgt April 1946 and at 4 per cent in
the eage of those annctioned on or affer 1gb April 1946.

9. A productive work may be changed into an unproductive
work and vice verss in the following circumstances :—

(8} If, at any time during the period of constroction, or
within ten years of tha date of the closure of ity con-
struction estimuate, it becomes apparent that a work
originally elassed as productive will not actually be
remunerative sccording to the criterion prescribed in
paragraph 8 above, it ghould be transferred from the
productive to the unproductive class; and similarly,
it it hecomes obvious, during the same period that s
work sanctioned a8 unproductive will actuslly prove.
remunerative, the transfer of the work from the
anproductive to the productive class may be effected.

() Tt a work which is.classed at productive fails, at any
time after tbe expiry of ten years from tho date of
the closure of its construction estimate, in three suc-
pessive vears to yield the relevant return prescribed
in paragraph 8 above, it should be transferred to the
unproductive class. A work classed ag unproductive
which succeeds in yielding in three successive years,
the relevant roturn prescribed for a productive work
may, on the same principle, be transferred to the
productive class. The Government may, however,
postpone the transfer of & work from one class to
the other, if they are gatisfied that its Suecesg ot
failure is dne to purely transcient causes.

Thus every work classified under paragraph & or clause (a)
of (hiz paragraph will retain the classification in the 11th, 12th
and 18th vears after the closure of itg constrnction estimabe.

10. It an existing irrigation, navigation, embankment or
drainage work be extended or improved, the criferion of produe-
tivity prescribed in puragraphs 8 and 9 ahove shall be applied
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1o the whole system or scheme including such extension or
improvement, as if Ue extension or unprovement had been
executed simultaneously with the origingl work, and the date
of sanction relerreg to in paragraph 8 for the purpose of
deternining the percentage to be returned by the system as a
whole shall be that on which sanction was accorded to the
original project or scheme. As an exception o thig rule if any
extension he, owing cithor to ity nature or its magnitude, such
s may reasonably be considered to be a separate project and if
it be suSceptible of having clear capital and revenue accounts
kept of it, disiinet from those of the project or scheme ag &
whole, it should be treated as a separale project or scheme. In
that cagg the conditions relating to original projects or Schemes,
and not those relating to extensiong and improvements, shall be
applicable.  In all such cases, separate capital and revenue
acconnts should be mmaintained for the extension in order to
enable the productivity test to be- peticdically applied.

11 For the purpose of determining the productivity of an old
work which has heen developed by the British Government,
only the capital expenditure expended by that Government
shonld he regarded as {he capital at charge on which interest is
chargeable.

HI.—Finaneing of erpenditure.

12. Productive works.—A new work. or a work of exfension
or improvement comnectod with an existing  project op scheme
which ig ireated as n reparate work, may be financed from non
revenne resonrces. including horrowed money, if the work sabis-
fiex the test of productivity laid down in paragraph 8,

A work of oxtension or improvement  which is treated as
part of an existing profect or scheme. mav also be met from
non-revenne resonrces, 1f the work is expected to he remunerativa
hv itself and the estimated  cost is not less than Rs. 10,000,
If such a work iz wnprodnctive. it shonld be financed from
current revenues, nnlecs the estimated cost of the work exceeds
Rs. 5 Inkhe, when the worl may, i meeessarve he  met  from
NOR-ICvenue Tesourees,
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13. Unproductive works.—Capita] expenditure on New un-
productive projects, aud cxtensiong and improvements to existing
unproductive projects should,  ordinarily, be met from ecurrent
revenues.

If liowever the estimated cost of the work 1is more than
Rs. 5 lakhs, it may be financed from non-revenue reSources, 1If
o work falls ‘within the scope of the proviso to section 5 of the
Tamil Nadun Famine Relief Fund Act, 19286, it may be financed from
the Pamine Relief Jund.

B.—GoVERNAMENT COMMERCIAL UNDIRTAKINGS.

14 In the case of (tovernment comamercial undertakings the
expenditare jncurred on the constraction or acqunisition of fixed
assets of a material character, such as land, buildings, machi-
nery, ste., is treated a$ capital, while expenditnre on floating
assets like raw materials consumed, wages, supervision charges,
and other rumning expenseg of the undertaking depreciation on
the value of fixed assets, and losseg writtenn off are chargeahble
tn revenue.

Capital expendilure on Government commercial undertakings
mav be met from non-revente sources, if the undertaking 14
working at a profit aftey providing for interegt on the capital
invested by the Government at the rates which the Govern-
went fix every year.

(.—OTHER DEPARTMENTS AND SERVICES FOR WHICH NO SEPARATR
GAPITAL AND REVENUT ACCOUNTS 4RE KEPT (e.g,, CIVIL WORKS).

1%, Woeks for awhich ma separate capifal and revenue acenunts
are kept.—Trrigation and navigation works which do not satisfv
the criterion of the maintenance of separate capital and ‘revenue
ageounts (see paragranh 3. above), and all other works which do
pot relate to-commercial wndertakings fall under thic category.
The expenditure on such works should snbiect to the exceptionS

specified below, be met from current revenues *—

{0y TI a work is expected {0 be remunerative, le., I8
expected to produce a net revenus after allowing for the oost of
maintenance and repairs and interest on the estimated coS{ of
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the work it may be financed from non-revenue resources, if the
estimated cost of the work exceeds Iis. 50,000.

(b) If the work is unremunerative, i.e., does not satisfy
the criterion laid down ahove for a remunerative work it may be
financed from non-revenue resources, provided that the cost of
the work or gronp of work exceeds Rs. 5 lakhs.

For the purpose of the limit of Rs, 5 lakhs, works may be.
grouped together if {hey sa{isfy the following general prineci-
ples :—

(i) the works should be interdependent; or

(i) the works should be eSsential for the purpose of 9o
single scheme or project;

(ti1) all expenditure incurred at or about the same time on
objects arising dircctlv from the central  iden underlying a
scheme may be treated as having heen incurred on that scheme.

Fxamples of works which form a group of work or the
construction of quarters for Government servants generally in
the agency tracts (scheduled areas) or for the Government
Servants of a particular department, such as the Police Depari-
ment, in pursnance of g definite policy of the Government and
works inclnded in a  building programme for the establishment
of a2 new Stafe or district headquarters.

16. Commulation of pensions.—'This is generally recognized
as & legitimate jtern of capital expenditme  since it reduces
recurring liabilities in respeet of pensions. The expenditare
annually on the commutation of pensions does not, however,
vary lo anv appreciable extent from year to year, and since it
ig practically a recurring expenditure, i can more properly be
met from current revenues.

17. Loans and advances to Local Bodies, Cultivators, ete.—
These may he me} from loans or from other non-revenue Sources,
such ag accumnlated halances and recoveries of loans.

18. Granis«in-gid to local bodies for any scheme.—Grants-in-
aid do not go to build tangible asseis for the Government, as
distinzuished from those of local bodies, and they shonid
zecordingly be met from current revenues.
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[8ee Chapter II, T.ocal Ruling 1 under Article 29.]

DETAILED HEADS PRESCRIBED BY THE CGOVERNMENT IN REGARD
“(Q IRRIGATION ETC¢., WORKS WITH INSTRUCTIONS AS TO THE
OHARGES TQO BE CLASSIFIED UNDEB THEM.

-

General remarks.—(1) The detailed heads in this list may be
varied under the orders of the Government, to suit the circum-
stances of each project. (2) Combined works falling under two
or more heads—e.g., combined bridges and falls, or combined
fall; and regulators—should be classified  aceording to that as-
pect of the work which predominates.

A. PRELIMINARY EXPENSES.

Burveys and preliminary investigations. This head does not
appear under ‘‘ Extensions and Improvements' nor under
** Maintenance and Repairs *’.

B. Lanp.

Tompensation for taking permanent or temporary possessioh
of land required for the purposes of the work.

The term ““‘Compensation” includes the following besides
the payment for the land  itself :—(1) payments for buildings,
trees, crops, ete., and (2) cost of special land ascquisition esta-
blishment when it is chargeable to the Public Works Dipart-
ment. Sale-proceeds of wood, building materials ete., obtained
in clearig land -taken up should be taken in reduetion of the
charge, it realized before the accounts, of the estimate for the
acquisition of the land have been cloged—see Article 68. If any
buildings acquired with the land are used as residences or other-
wise let, they should be brought on the Register of Rengs,
Form P.W. A. XIIT and rents realizeq should be treated as
ordinary rent reesipts.
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C. Worgs.

All copstruction works, whethep of earthwork or of masonry,
ele., excluding work faliing under the heads I—Navigation and
X.—Buildings in all cases and under L.—Earthwork where this
s maintained as a soparate defailed head. Ordinarily the
grouped head C.—Works takes the place of such of the heads D,
E, ¥, FM), G. H. Jand I as are not separately provided
for.

D. RreauraTions.
‘Works (other than escapes and escaped heads) for the regu-
lation of supply. ’
E. Falrs.

Iralls and rapids other than thdse required to maintain the
depth of water for navigation purposes,

F, RIvER AND Hirr, ToRRENT Wonrgks.

Aqueducts, superpassages, culverts, syphons, inlets, and out.
lets and cross drainage works generally, when such works are
in connection with river and hill torrent.

F. (I) OrEER CROSS DRAINAGE WoRKS.

Oross drainage works of the classes referred - to under the
head *T.—River and Hill Torrent Works”. when such works
are in connection with drainage other than that from river and
hill torrents.

G. Bripams. -

Bridges, both road and railway, for crossing g canal, inelud-
ing subsidiary works, e.g., approach roads, feucing gates, ghays,
steps, b, .

H. HsoArEs.

Megonry and earthwork connected  with scapeg  (includir.,
escabe Lieads). -
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L. —NAVIGATION.

 Locks at head-works and on a canal, separate navigation
channels and weirs designed for maiviaining the requisite depil
of water for navigaiion purposes,

J—MILr8,

Water power plang (if a permanent fixture} and buildings in
conneclion with such plant, also sluices channels conducting
water to and from the same, '

K.—BuLpiNgs.

Permatient and iemporary buildings (ncluding staft quarters
offices, workshops, stations, efe., but excluding buildings  for
water power) and station drainages, roads, gardens, -enclosure
7alls, couservancy works, etc., perfaining to buiildings indivi-
fually or collectively. In the case of maintenance and repairs
this head includes also taxes payable hy the Gevernment and
rents of buildings hired by the Government. '

L.—FARTAWORE.

Tizeavation and embenkments for  the channel, protective
works for the bed and sides; trmmming, {urfing or rivelfing
-slopes;” retaining wally for embankments.

L. (I).~—BounNpary sXD SERVICE RoADS.

(Subordinate to the detailed head *'L.—Harthwork’—
Roads and Cemmunications.}

this nead may be opened to record the expsuditure ofi side
roadg snd service roads separatcly, if it is not proposeg to
classify it under ‘‘L.—Earthwork.”

M —PLANTATIONS.

ANl regular plantaticns, inelnding the cost of clearing land,
transplanting soil and planting trees. Gardening = charges in
connection with buildingg do not fall under this head.
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N.—TaNks AND REsERvVOImRS.

Harthwork, masonry, ete., on tanks and reservoirg (e.g., tail
tanks) -in colnection with canals other than tanks chargeable
to “"Head Works™” in the case of storage projects.

O —MiIB8CELLANEOUS,

Works and services not, falling under any other detailed head
Includes (1} experiments; (2) works in connection with irriga-
tion oatlets nct debitable to the head “*Water-courses’; (3)
distance marks; (4) boundary pillars. Includes also minor works
constructed in the banks of canalg or  distributaries for the
direct delivery of water. Inclades alse, in the case of original
works and of extensiong and improvements, charges for rom-
pensation not debitable to any other detailed head,

P.—MAINTENANCE.

All repairs work prior fo the opening of the revenue account
for the project or the section concerned. Thiz hesd appesrs
only under “Works”, :



‘APPENDIX 3.
{See Chupter IT, Loca] Ruling under Article 42.;

RULES YOR THE ACCOUNTING AND Dis1rieuTIoON oF ESTABLIBR~
MENT AND TOOLg -AND Praxt CHARGFS,

1. The accounty of Hstablishment and Tools and Plaas
charges are kept ou the following principtes :—

(i) The charges of division or special office are ag s rule,
met oul of the single major head 50, I'ublic Works' ‘in the
first imstance,

(1) Before closing the accounts of the year, the Acc.ouns'-
ant-General apportions the charges of ithe whole State amongst
the major heads to which the cost of the warkg wag charged,

{il) In certain vases where this annual adjustment ‘is
unsuitable, as for example in the case of non-Government works,
or Zor works done ouly cccasionally for other departments, the
recovery of cost is effected in the sccounts of the divisions cor-
cerned, from tiwe fo time by the levy of a percentage charge,

{iv) Otherwise, the shareg pertaiming to individus] works
arc not determined except for the purposes of certain ‘pro forma
accounts, ag in the case of Irrigation and Navigation Works.

2. Subject 1o the exceptions mentioned in Article 39 of this
Code and in Rule 8 below, the establishinens charges of a
division or of a special office  should in the first instance, be
clagsified under the minor head ‘‘Establishment”” of the major
head *“50. Public Works . The same major head should bear, in
the first place, the-charges for the ordinary tools and plant of the
division under the minor head “*Tools and Plant’’.

Note.—lor the clagsification of the charges for (1) the special tools

" and plang of a division and (2} the tools and plant of & special office, gee
Rulia 4 below and the Tamil Nadu Public Works Department Code, respee.
tively.

3. The undermentioned special  establishments  should be
charged ds indicated below ;—

(1) Bstablishment employed on works in the Scheduled
Areas ; To the head “ 50 ” “ Public Works—Schéduled Areas * See
A(‘.t,. 39. |

113-6-16
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(if) Pay of the driver in charge of the liftng machine for the
falling shutiers over the Krishna Anaicut 1 To the minor head
«pgtablishmont’’ unger the head “XXXVL  Inigalion, Nayigation,
ttc., Works™.

_ (di) Esiablishment empltyed f.r the exccution of irrigation
projccts such as the Cavyery-Mcttue Project : To the head <90,
s;pllial’o';.tlay on Irrigation Nayigation, Embankment and Dra.nage

orks”.

A The cost of special tools and plant, including those required for
u8¢ ¢n Famine Relief, should be classifitd in accorcance with
Articles 37 and 41, Toaols, ?lanr zn¢ machinely reg.ird
f.r a w.rkshop of a @-asi commercial charactir should be charged
direct to the accounts of it.

5. Recovery of the cost of establishment and tools and plant
should be made in the following cases :—

(a) Work done¢ fr: other States.

_(b) Work done for Railways the Archacological Department
or other departments of the Central Government.

(¢) Work done for other departments, when the cost is chargeable
to those departments.

(dj Non-Government works.

(¢) For all work done in the Public Works Workshops at Madras
even though the work is for a Public Works Division within the State.

(f) For work done in the Physics and Soil Mechanics Office
and Ifrigation Research Station, Poondi, on behalf of departments
of the State Government, other Governments, Railways, private

persons or bodies.

6. Tn the cases r2ferred to in Rule 5 above, recoveries will be made at
percentage rates on the value of work done. The percentage for Archaco-
logical works and for such other works of the Central Government which
may have to be executed special cases will bel9 per cent for establish-
ment pensionary and tools and plant charges. The percentages for items
(a) (c), (@) and  (e) and for Railways initem (§) are fixed separately
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for establishment and tools and plant charges, and readjusted if
necessary  at quinguannial  intervals, by the Government in
consultation with the Accountani-General, the rateg being bassu
on ihe actual average cost (per 100 rupees of outlay on works)
in the Btate during the previous five years. The actual aver-
age cost should be taken to mean, in the case of establishment.
that portion of the average expendifure on the whole establisi-
men} which may be considered to have peen incurred in sue
actual” execution of  works and  then connected - preliminaries
The object of the latter rule is to exelude from the-ratio of (hé
¢ost “of “establishmient” t6"the outlay on’ works, the share of the
ecost of establishment employed on other miscellaneons dutieg ot
the rublic ‘Works Department, such ag the annual inspsction
of Railway affecting tanks, preparation of date statements for
buildings. inspection of buildings annually and the scruting of
place on behalf of local bedieg without actually executing  any
work in order that in the aggregate the recoveries meade on the
work done may represent fairly the aclual cost of the services
for which the percenlages are chargeaq,

The percentages applicable are :me

(i} for work done for other States—Same ag sub-clause (iv)
(@) below. except 1 per cent for audit and accounts;

ai) for work done occasionally for Railways—Same ag sub-
clause (iv) (2) below; .

(iit) for work done for all other <departments and charged
to the departments concemed—Same as subclause (i) (¢)
helow, except the percentages for andit and accounts and for
pensionary <charges; Provided that if the work _done g for =
commcreia) department, the percentage for pensionary chwrges

should he levied.

~—If the egtablishment employed on a project of the kind referras
to HET gﬁjclfauge (iiis) of Rule 3 above (Which should be treated as a com-
mercial department with reference to the ruleg in Chapter 4 of thig Code,
Volume I), exeputes work on hehalf of Public Works Department divigrong
charged to ** 50. Civil Worky " or for other departments, the  centmew
charges applicable are_thoge in gub-clause (iv) (¢} below, but oxclnding o,
per cent for audit and scoounta.

113-6—-16A



LE]

244
APPENDICts No. 3

{iv) fox_' _non-Grovermnenﬁ works  (including local .fund
Ew:;rks, municipal works, and . other  contribntion . works; as
elow : —

(¢ For works cther than  waler-supply and drainage
soliemes i —

13 per  cent on the amount of works outlay for
eslapblishment.

1} per cen{ on the amount of works outlay for pen-
sionary charges.
' 1 per cent on the amount of works outlay. for tools and
plant. . i
1 per cent on the amount of workg outlay for audit
and accounts,

164 per cent. .
Those rates will apply to works which were started on ov
after 1st April 1937.

Nore 1.—When lump-sum contributions are received towards Govern-
ment works from Jocsl bodies or .private persons or bodies, they should
invarjably be distributed, for acgounts purpoeses, in two parts, the one
representing .o ghare of works expegdlhm'e apd the other the amomnt
chargeable opn that share ag Esteblighment and Toolg and Plant and
pensicnary vharges icalculated according to the percentage fixed in sub-ciause
(iv) («) above, No charge for audit and accounts should be levied in such

cases.

In the case of coptribution works, where the Joca] bodieg or private
flonors are permitted to carry out thie works themsclves under the Super
vision of and in mccordapge with the plans apd estimates approved by
the Publie Works Department and where no -centage charges are to be
recoversd for supetvigion and gerutiny- of plaps and -estimates, cenlage
charpes at rateg detailed below should be credited to the Public Works
Depariment in the  manper laid dowsn in rule 5 (1) of Statement E of
Appendix 4, Tamil Nadu Public Works Account Code, and the same amount
debited to ‘the -conecrned department which is benefited by the work.
The rates of pentage charges to be adopted in such cases will be 1 per
cent of the estimated cost for scrutiny and sanction of esiimate and 2
per cent of the sanctiened egtimated cost of work fer supervision and
direction including {est cheek.

NOTF. 2—1If, in the case of any. local fund or municipal work executed
by the .Public Workg Department, the local fund or municipal &staff are
employod -on investigation and preparatiop of plans and eglimates
before they are sanctioned and such plans ang egtimaies ars Workeo ™,
wi‘l;:mut revigion, the rate for egtablishment will be reduced: to 0% per
ront. s
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Note 3.—If the Public Works Department prepares the plans and
estimates for any works to be cxecuted by the Central Government, other
departmentg of the State Government, loca] hbodies including municipa-
lities, and private persovs, a charge of 24 per cent on the estimates?
cogt exclugive of the cosb of land will be levied gubjeet to a minimun
of Rg. 10. In eage where the Public Works Department merely geruti-
nizes the estimates and plans prepared by the Central Government,
other departments of the State Government, local bedies iacluding
municipalities and private persong the charge ghould be 1 per pent on
the estimated cost, oxclugive of the cesb of land, subject to a minimum
of Rs. 5 Thig rule does not apply (i) to the scrutiny of trupk road
maintenance estimates undertaken with reference to rule 3 of the rujeg
in both sections A and B of Appendix IX to the Tamil Nadu Public Works
Department Code and (ii) to the preparation or scrutiny of the plans
and estimates for works financed ontirely from the Road Fund. In the
case of works executed by local bodies and financed ;lxartly from the
Road and partly from other funds, the centage charges leviable should
be based on the proportion of the estimated cogt of the work to be met
from fundy other than the Road Fund. Such charges may be dchited to
the estimates for lhe works, provided that no grant may be claimed from
the Road Fund in respect thereof.

Nore 4.—(1) Under the reciprocal arraagement enfered into with the
Railway in thig Stabte, centage chargeg at the above rateg wiil be payable
1o the Railway for work dene by them Jfor the Govermment.

(2) When plaps and estimates are prepared by the Public Works
Nepartment, for Railway works or wvice versa and if the workg are not
subsequently carricd cutby the Public Werks Department or by the Rail-
way centage chargeg will be payable on the sliding scale fixed by the
Rajlway from time to-time.

Tho above arrangements will alge apply to works undertaken by the
Railway for the Police Department.

NoteE §—In gages whero Public Works Department ofticers are
roquired to jssue certifigateg of reasonableness of rent for private buildings
ocoupied by educational ingtitutions sided from State funds, fees ghall we
collecled at the following rates —

(@) Ten per cent of the mopthly rental recommended by the Puhli€
Workg Department ag rcasonable, gubject to & minjmum of Ra. 20 in eagh
case, where the building concerned is sitwated withip five miles from the
headquarters of the inspecting officers ;

- (B) Ten per cent of the monthly rental recommended gubject to a
minimam of Rs. 20 in each cage, plus the travelling allowange involved,
where the building conperned is situated beyond five miles from the head-
quarters of the inspecting officers.

(¢} For renewal of ilhe certificates, a fee ot Ra. 19 suly ghall be
colle_tea in each case.
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() I. For water-supply and drajnage schemes executed by the
Public Works Bepartment with is owil stuff.: :

For a scheme the For a scheme the

cost of which cost of which
exceeds Rs. 1 does not exceed
lukh percentage Rs.1 lakh pereen-
of werks outlay. tage of works
outlay.
{a) For eatablishment employed on execu- 10 10
tion, supervision and direction. By
{6 For pensionary Charges .. . e 1% 1 é
(¢} For prep-ration of plans and estimates by 2 24
the Sanitary Engincer,
.d) For Scrutiny by the Chief Engineer .. i ..
For audit and accounts .. ‘e 1 1
Total .. 154 15

Notg,—No centage charges will be levied on account of “ Tools and Plant .

IL For water-supply and drainage schemes in direct charge of
Municipal ;Engineer, supervised by and certified to by the Public
Works Department Executive Engineer,

For a scheme the For a schemes the

cost of which cost of which
exceedr Rs. | does not exceed
lakh. Percentage Rs. 1 lakh,
af works outfay. percentage of
works outlay.
2y For Supervision and direction by the 4
Pnblic Works Department.
{h) For pensioniry charges .- e 3
{c) Por prepatation of plans and  estimates 23

by the Sanitary Engineer, -

(d) For Scrutiny by the Chief Engineer

Total ..

4
24
i
Tk
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_Nora—If in ‘any of these duges, -the Dlans and egtimates.are prepared
Ly the Munigipal Engineer and they are worked up te in exegution, the
above rates of centage chaiges will be reduced by 2 per cent of worka
outlay.

II1. For water-supply and drainage schemes taken wp by
the P’ubllic Works Department for  execution, retaining the
Municipal Supervisors to work under one of the Public Works
Departiaent sabdivisions, centage charges should be levied at
the 12t specified in snb-clause (I) less the cost of the actual
muricipal estiblishment employed on the work.

V. In the case of panchayat water-supply and drainage
sche.ues executed under the control of District Beard Engineers
but supervised by the Public Works Department Superintend-
ing Tngireers, the charges for supervision and direction should
be recovered at the rate of 2 per cent of works cutlay.

Norte.-—(j) The rates specified in eunb-clause I above shall apply “only
10 thoce works the execution of which wag actually started on and altsr
the 15th June 1938.

(ii) The rateg gpecificd in gub-clauges 11, TII and IV gha]l spply to
schemes taken over nnder the supervigion of the Public Works Department
after the 15th Jupe 1938 and will be levied on the expenditurc incurred
thercon from and zfter the dates on which they wero taken over.

(i If the Eleptrigity Department 'is entrigted with ths work of
preparation of tender notice contract, drawings and gpecification and alse
with gorutiny avd advice on tenders for elegtrification worky connected
with the water-supply and drainage schomes a gonsolidated fee of 4 Der
cent on the cstimated eost of fhe eleptrical part of the work ghould he
lnalid to that depariment and it shonld be allocated and adjusted ag ghown
helow 1 — L

_ {A) One  per cemt for the preparation aof tender notice, plans and
spe_ciﬁoa.tmm.—']‘o he adjugted from the centage charges of 24 per cent
%av]able- for the preparation of plans capd  estimates by the Banitary
fngineer. . .

(BY Duorter per cent for goruting and advice on fenders 1 —To he
adjusted (),in the rase of gohiemeg kaken np for excention by the Puklie
Worke Department, from the nentage chargeg of 10 per cent mentioned in
jtem -{a) gub-clause I abnve. - ' - -

S (ii* I the cace of rchémes taken nup fob execution by the
Municizal - -Engineers under the supervision of the Public Works Depart-
ment from the centage charees for ¢ direction’ jpcluded in the rate of 4
per cent mentioped ip item {a), sub-clanse IT abave, and

“fiii) in the cage of nancharat gehemen exeputed by the Distriok
;inardﬂ}*}ngr“ﬂ;m nnl;ier the fgupcrvisinn of the Tublic Works Department.
rom the centage charges of 2 per cent for guperviniom and direotivm
referred to in sub-clauge IV =hove.
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(¢) A charge of 2% per cent on the estimated amount,
if 1t does nol exceed rupees one lakh and 3 per cent if it exceeds
rupees one lakh, will be levied on plans and estimateg for water-
supply and drainage schemes which are not executed hut are
finally recorded or revised.

fv) for works done in the Public Works Workshops at
Madras.

The percentage arc fixed  separately for establishment
including aceounts and audib, tools and plant, repairs and carri-
age and depreciation, interest on capital and depreciation of
buildings and pension &nd are revised periodically by the Gov-
ernment in consultation with the Accountant-General the rates
being based c¢n the proportion which the actnal chargeg under
the above heads bear to the value of work done in the Worke
shops R L

{(viy for Archarolozical and othar works of th: ecantral Governmeat

PER CENT
on the works outlay, for establishmept 15
——do-- for pznsionary chargss 23
—do— for taols and plant, ordinary 1}

Norm 1.—In the case of work done in gpeciel cnses For  Military
Engineer Bervices and Postg and Telegraphg, an addjtiopal charge of 1
per cent on the works outlay ghould be levied for accounts and eudit.

Note 2.—Ay regards r:hargeg-; for tho preparation of plang rnd csti-
roatos by the State Govornment iy these eases, see Note 3 woder Rule 8
{17} {) above.

{(vii) for work done by the Physics and Soil Mechanics
Office and the Irrigation Research Station, Peondi, on behzlf of
departments of the State Government, other Governments
Railways. private persons or hodies, sctual proportionate cosi
of the establishment and tools and plant employed on the work
and § per cent of the coust of establishmens to cover supervision
charges will be recovered,
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7. As sn exceplion to Rule g (vi), the estahlishment charges
on new supplies and repairs of barrack fumiture of the Military
Ingineer Services is fixed at 10 per cent on the outlay.

8. The prescribed percentages can be remitted, with the
sanction of the Government in the case of mnon-Government
works costing less than Re. 1,000. The remission of charge is
uot permigsible in other cases, ag such aid as it may be desired
to give to a local body in the construction of 2 work in which
it iz interested, iz usually given separately in the form of cash
grant-in-aid,

¢. The percentages referred to in Rules 6 and 7 are leviable
on the aciunal outlay booked in the accounts, i.e., on the mnet
outlay in case there are any refunds or writes-back except in the
cases mentioned in Note 3 under Rule 6 (iv) (e). No item of
expenditure should he excluded from the levy on the plea that
it involved little or no departmental  supervisions, etc., but 1he
prescribed percentage charges for taols and plant should mnot
be levied in the case of non-Government works on which tools
and plant of the department are not used.

“NotE—Under this rule, even the cost of 1and acqujred throrgh the Revenue
Dzpartient is Not exempt when it s adjusted in the divisional accounts as part
of ths cost of non-Government work: but if the estirate for the work does
not inctude the cost of the acquisition of the land and this cost js not passed
through the Public Works accounts, on Percentage chargre is Icviable on
accountt of if.

Faception.—In the case of works done by the  Southern
Railway on behalf of the Public Works Department and vioe
versa, the percentages should be levied on the gross and not
the net outlay on the works.

10. Recoveries made in accordance with TRules 5 to @ should
e classified as indicated in Articles 66 to 72  of this Code, the
adjustments being made in the accounts of the Nivicional Officer,
whenever the cost of work done iy adjusted by charge to the
deposit, remittance or other account concerned.

Note 1.—The additienal charge of 1 per cent recoversed in respect o
warka referred ta in Hem (5) excluding the works of the Archacolegial
Department and in item () of Rule 5 should be adjusted as follows :—

The reeoveries will be adingted in  the divisional account=, thow
relating to -work executed on behalf of (Iy private parties and (2} Tocal bodie
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35 revenue regripfy undor the minor head ' Wees for Government audit
suboldinate to lhe major liead ** LIE. Migcellaneoug—Central ¥ apd thoge
ralating to Rallways and works cxesuted for Military Engineer Services
and the Post and Telegraphs Department ag reduction of expenditure
undeor ‘¢ 20. Audit—Cerntral .

Nore 2.—Tn the cage of work done in workshops of a guasl-commercial
character fhe percentage ghruages include that 1 per cent even in the eago
of Jobg executed for other divisions er departments both of the same State
and of other Hiates, but guch regoveries ghould not be credjted to * 20.
Audit ”? or “ LIL. Mjgcellaneous—I'ees for Government audjt’’ expept ju
the cages referred to in Note 1 above.

11, Tecoveries on aecount of services remndered by the Special
Officers other than Chief and Buperintending  Engineers, do
not appear in the accounts of the Divisional Officer in cases in
which there is no works expenditure, e.g., fees for advisory
work, Such fees sheold be paid  direct into the treasury to bhe
credifed (o the head of account, which bears the cost of the establish-
ment of the Special Officor concerned when the fees have been
recovered from oulSide bodies or departments of the same
(Government and to the corresponding Receipt or Capital head
of expenditure in other cases—wvide Arbicles 86 to 72 of this
Code,

12, In the case of large surveys for new projects of Irrigation,
Navigation, Embankment and Drainage works for which  special
establishment is entertained, an addition of 5 per cent to the
cost of fhig establishment should be made by the Accountant-
General to cover the Supervision charges thereon.

‘In the case of (1) Irrigation works for which special establish-
ment chargeable to tha concerned Trrigation head of account is
emploved, and (2) Famine  Relief works for  which specisl
cstablishment chargeable to ‘'64-A, Famire Relief” is employed,
the Accounntnnt-General should add to the cost of such establish-
menf, employed on these works, 2 per cent on the works ontlay
to cover the ‘‘Direction” charges.

In the case of works in the Scheduled Areas erecuted by
the establishment chargeable to *‘50. Public Works—Scheduled
Aveas ’’, the Accountant-Genersl should add to the cost of
estoblishnent employed on these works, 2 per cent of the works
outlay o cover ‘‘Direction charges$’” on account of the Chiel
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and Superintending Engineers and an additional 8 per cent of
the works outlay for the services rendered hy the Executive
Engineers and Sub-Divisional Officers in supervising the works.
Noze.—The percentage lovied on workshop jobr on sccount of cgtabligh-
ment [Vide Rule 6 (v)], includeg a provision of 1 per cent for ** Audit 7.
The recovery made on acerupgt of guch pertion of  Audil ™ ag iz not
eredited to “ 20, Audit’’ or “ LII. Migcellancougs—Fees for Government

audit ’ under Note 1 under Rule 10 zbove ig deducted frum vhe egtabligh-
ment charges before the pre refa digtribution iz made.

18. Thus, when the accounts of the vear are about to be
closed, the charges detailed below will represent the residual
charges to be apportioned to the several classes of workers
executed in the year clher than those for  which either per-
centage charges were levied under Runles 5 to 8 and 12 or
special establishment wag  emploved (Rules 2 and 8). This
apportionment will then be made by the Aeccountant General as
indicated in Rules 14 ta 18,

(i} Net, charges hooked under the minor
head ‘‘Estabhghment’”.

(iiy Net charges booked under the minor
head “‘Tools and Plant’.

(iif) Minus the recoverieg {on account
of establishment and toolg and plant
charges} referred to in Rule 9, whe-
ther credited to ‘‘recoveries of ex
penditure’, or ‘‘receipts and
recoveries on capital acconnt.” J

T
under soyeral major
heads

14. (a) The establishment charges to be distributed pro_rata
will be— T

- The sum of the residval establishmen* ¢ha-ges (vide Rule
18 above) in each cirele of superintendence (excluding in the
case of the Madras Cirele, the cost of the establishment of the
Public Works Workshops and Stores Divisions, Madras, which will
be digtributed over all circles).

Plus, a share of the additiona! charges mentioned in the next
sub-paragraph.
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e

Minus the special charges  mentioned in the  last sub-
paragraph {o this clause.

Not1i-~The Electrical Engineer’s division shall be treated as the * Circla™
for purpogses of this rule.

The additional charges, a share of which will be debited to
each circle, are—

(1) the cost of the Chief Engincers and the Consulting
Architect and their establishments,

(2) the cost of other special officers, if any, whose juris-
diction exlends heyond a single circle of superintendence and
their establishments-

{3) the cost of the establishment (including the General
Superintendent and hig siafl) in the Public Works Department,
and Stores Divisions, Madras.

Minus the percentage recoveries made under Rule 6 above,

Nore.—The expendilure on  esbablishment ipcluded in  the direet
zhargey on workg does not come under the above Rule.
(4) leave salaries, sterling overSeas pay, etc., paid in
Fngland as booked under the minor head “'Charges in England®
subordinate to the major head “‘50. Civil Works—State.”’,

The Electrical Engineer’'s Division should be debited with a
portion of the establishment charges detailed in (1) and (3)
above only. The debit on account of (1) will ba calenlated
at 4 per cent of the gross establiShment charges of {he
Tlectrical Engineer's Division. The debit on account of
(3) will be in the proportion which the works outlay of
that division bears to the works outlav of the whole State
The balance of charges on (1} and (3) and the charges on
@) and (&) will he distribated equally among the regular
eirclcs.

Iie Tlectrical Division will also be debited with a charge of
4 per cent on the gross ecstablishment charges of the
division on account of the technical supervision of the
Chief Engineer (Flectricaly,
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The special. charges that are {o be deducted from.the circle
charges are—

The special charges. ¢r establishments adjusteq separately
under Rules 2 and 3 in each cirele;
(2) the amount f{on account of establishment charges)

calculated at 15 Paise per acre irrigated in the case of all
irrigation works for which capijal and revenue accounts are
kept and at ¥ per cent of the capiful value of all Btate
buildings, the mean of the figures at ilic beginning and end
of each year hemg taken.

NOTE.—({1) The calculation of the ratio of “ fstablishment * and
"Tools and Plant” charges to the works outlay may be done according to
the existing methods only quinquennially instead of annually and the
regultant Tatic adopfed in the course of pext four years. The exigbing
procedure in regard to the adjustment or Direction and Supervision
charges. [Vide rule 12, Appendix 3 of Tami] Nady Account Code Volume
[M), Watcr regulation ectablishment charge [Vide last sub-paragraph under
Rule 14 (1) (ibid)] each year will, however, be continued.

In case a new circle is formed during the course of the
succeeding four years, he ratio of the Establishment charges and
Taols and Plant charges to works ouilay for the new circle will
be worked out and adopied for the rest of the quinguenninm
till a revision is made for the entirc. state.

Nore (2)—In respect of the Highways and Rural Works Department
the trapsactions are kept geparate from those of the PPublic Works Depart-
mept and no capital acd Revenue Accounts are maintained for ghe Road
workg in the Highways and Rural Works Department. Ag such the pet
Establishment Tools and FPlant Chargeg (that is pross egtablishment
chargeg mivug recoverigs), Claggified under ‘50 Public Works—Iigtab
Lshient or 50 Public Workg—Toolg and Plant » will be allocated pro rate
between t(he two major heads of account “50 Public Works ™ and * 103
Capital Outlay "’ on Public Works in proportion to the works outlay vnder
- thege two- heads. The adjustment will be made by the Accountant-
@Geperal, Madrag annually.,

(Memao, 123309-A/Codeg 63, dated 24th March 1966.}

(b) The tools and plant charges to be distributed pro rafu
will be the sum of the residual charges (vide Rule 13 above) iv
esch circle (excluding the charges booked under the major heaa
¢« 54, A, Famine Relief  and excluding alzo in the case of the
Madra, Circle, the cost of the tools and plant in the Public
Works Workshops and Stores Divisions, Madras).
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Plus & share of the following additional charges—

(1) the cost of the fools and plant in the Public Works
Workshops Division, Madras, minus the percentage
recoveries nade under Rule 6 above.

(%) the cost of the tools and plant in the Public Works
Stores Division, Madras, other then the tools aud
plant held in gtock for distribution to other divisions
(see Article 37 of this Code).

_ Nore.—The expenditure on the gcogh of special tools and plant charged
direct to works does not come under the above ruje.

The Electrical Division shal] be treated as a circle for
purposes of this rule. In distributing the additional
charges mentioned above among the several circles,
the Glectrical Bngineer’s Division should be  debited
olly with a proportion which the works outlay of that
division bears to the works outlay of the whole State
and the halance distributed equally among the regular
circles.

15. The, pro rate distcibution of the establishment or tools and
plant charges, determinej under Rule 14 ahave should be made
thus :—

L. For purely Irngation or mized Irrigation and Cipil Works
Circles of superintendance—.

(a) The divisible establishment or tools and plant charges
of each circle should be divided among the several
major heads operated on (Ruls 13) in proportion
to the works expenditure, each head.

(b) No items of worky expenditure recorded finally under
the major head concerned shonly be exeluded.

il. For eaircles of superintendence in which the only work
evecuted falls under the Civil Works branch of fthe
department—
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(@) The divisible establishment or tools and plant charges
in all the circles_combined should "be distributed, pre rata
over the various major heads concerned (Rule 13) on the basis
of the works expenditure in all the circles combined.

(b) No items of works expenditure recorded finaily under the
major head concerned should be excluded.

111. The amount calculated at 15 Paise per acre [Vide clause (2) in
the last sub-paragraph of Rule 14 (4) should be debited to
“ YVII, Working Expenses”, and the amount calculated at
3 per cent of the capital value of State buildings should be
d_bired to* 50, Civii Works-—State ™.

1V. (@) If a purely Irrigation or mixed Irrigation and civil works
circle of Superintendence consists of division with largely gvarying
conditions of work® and the Government are satisfied that the
adoption of the circle as the unit of distribution will, ina series
of years, result ultimately in a disproportionate charge to the
administrative accounts of one or more important Irrigation, Navi-
gation Embankment or Drainage probjects under construction in
one or motre divisions of the circle, they may order gthose divisons,
collectively or severally, to be ireated as a separate unit or
units of distribution and the remaining divisions of the circle as
another unit.

(b) If this course is adopted the annwal pro rata distribution of
the establishment and tools and plant charges relating to
each unit should be made asin clause I above with the exception
that the establishment charges to be distributed should be
determined as follows :—

(i) Take the total establishment charges in each unit.

(i) Add to this a share of the establishments of the Chief Engineers
and Special Officers, and of leave salaries paid in England,
calculated thus :—

First determine the share chargeable to the entire
circle of superintendence under Rule 14 (o) with
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out making the deductions mentioned therein.
Divide this among the units making up- the eircle,
in proportion to the works expenditure wnder
each head, ag in clause I of this Rule.

(iii) Then deduct the special and percentage - charges
for estabiishments adjusted separately under Rules 2.
3 and 5 to 11 in each unik

{¢} Orders passed by the Government under sub-clause (@)
above will ordinarily cease to be operative on the expiry
of the third year subsequent to that in which the
eonstruction estimates of the projects, whose interests
it was sought to protect, were closed, unless an earlier
date hag been fixed by the Government.

16. The apportionmeni should not be earried further in the
regular accounts, but in the pro forme (Administrative) accounts
of mdividual productive or unproductive projects of Trrigation,
Navigation, Embankment and Drainage Works, prepared annually
by the Accountant-General, suitable additions to the cutlay on
the projects should be made to cover the cost of establishment
snd ordinary tools and plant, On the basly of the figure of the
establishment  (or tocly and plant) charges in each circle, or
other unit of distribution as finally booked under the major head
concerne®, should be determined the percentage (to 4 places of
decimals) which that figurc bears to the total works cutlay finally
booked under that head in the unit ccneerned. The establish.
ment (or tools and plant) charge on account of each project under
that head should then be caleulated by mulliplying the work:
ontlay on the project by this percentage.

Nore.—TIn Admivistrative Accounts of Irrigation, Navigation, Enhank-
ment and Drainage works, an ndjrect charge of 1 per cent on aceount of
andit and secounts establishment ghould be levie on the works expends.
tare of the vear )
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17. For purposes of andit, or of allotment of funds, it is not
neccssary to include in the cstjmates for individual works any
provigion on account of establishment 2nd tools and plant charges,
unless perceniadge charges are loviable, undcr the rules, oa actual
works expenditure and are adjustcd mouthly, For admingstratiye
purposes such proyision is, howeveT mace n the projcct estimates
of irrigation works for which Capital and Rovenue Accourts are
kept and of any other of which it 1s desirable to forccast the ulti-
mate financial results. y

113-6 17
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by the Comptroller and Auditor-General

LIST OF FORMSA.

Degcription, of form.

2
P.W.A. Formg,

Cagh Book,

Cask Balance Report.

Tmpregt Cagh Acpount.

Reogigter of Sfogk Receipts {Tagues.
Abstract of Stock Receipts.
Abgtract of Stock Igsues.

Transfer Entry Order.

Transfer Entry Book.

Register of Revenue Realiged.
Works Abgtragt—A.

Works Abgtract—B.

Register of Workg—A.

Regigter of Workg—B.

Contractorg’ Ledger,

Outturn Btetement of Manufacture,
Register of Manufacture.
Buspense/Deposit Regigter,
Schedule of Lopdon Stores.

Advige of Trangfer Debit{Credit.
Acceptance of Trangfer DebitfCraljt.

} {Omitted.)

Abstrapgt Book,
Schedule Docket.

Schedu]e Docket for Percentage Recoveries.

Schedule of Montkly Rettlement with Trea-
surieg,

Scheduje of Workg Expenditure.

Bchedula of Debit to Stock.

Stock Agcount,

(Deleted).

Abgtract of apgount of credits, debits apd
balayceg of the Purchase Account.

Schedule of Miscellanecug P.W. Advanges.

(Deloted.)

Schedule of Bepogit Workg.

Deleted

Schedule of deposite (Alternative Forms])
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Serial number of Description of forms.
Jorms,
LY )

P, W.A, Forms --cont,
Forms prescribed by the Comptroller and A.rditor-General—onai -

P.W.A. 36 (Orritted.)

Do. 37 Schedule of D:hits{Credits to “Adjusting Account Geisieen
O;ntral and State Gov@mments”i“Adjustirg Acccunt
with Railways. Adjusting Account with Fosts and
Telegaphs{Adjusting  Account wilh Detence.””

Do. 38 Schedule of Debits/Credits to ** Inter-State  suspense
Account”™.’

Do. 39 Schedule of D bits/Credits to Remittances. )

Do. 40  Sciedule of Debits/Crediis to  Miscellancous Her: vi
Account,

Do. 4 Classificd Abstract of Bxpenditure,

Do, 42 Monthly Accounts.

Do. 43 (Deleted)

Da. 44  Tistof Acsounts submitted to Accountant-Gin:rul

Do. 45 Divisional Officer’s Report of Scrutiny of Accounis.

46 Annual Cortificates of Balances.
Po. 47 (Omitted. )

Forms prescribed by the Governmen!.

P.W.A. 1 Account of Recelpts of Tools and Plari.
Do. il Account of Issues of Teols and Flant -,
Do m Registzr of Tools and Plants,

Do, 1v St .tement of R zceipts, Issues and B.linces of Road Met
Do. v Road Metal Rate Book.,

Do. vi Report of Survey of Stores.

Do. Vil Sale Account.

Do. VIIT Siores Ruceipt Book.

Do, 1X Daily Report of Receipts.

Do, X Indent for Stores,

Do. . X1 HalF-ycarly Balance Rutwrn o7 Stocik.

Do. XIi Half-yearly Register of Stock.

Do. XI{I  Register of Rents of Buildings and Londs.
Do. X1V Register of Miscellaneous Recoveries
Do. XV Daily Report of Wotk Done.

Do. XV-A Moust.r Roll.

Do. XV-B Muster Roil (Alternative Fo m).

Do* XvI Casut! Labour Roll

113-6—17A



260

FORMS

- - T T

Serial number of
forms.

)

Do XVIIL
Do XX
Do XX
Do XXI
Do XXII
Do KXIII
Do XXIV
Do KXV
Do XXV1
Do XXVil
Do XXV
Do XXIX
Do XXX
Do h.s. .41
Dw. XXX

Do. XXXII
Do. STV

Do. KXXVI

Do. IOOKVIL
Da. KXXVIIT
Do. XXX

Da XL
Do. XLI
Do, XLI-A
Po. XLIY
DO. le

Do. XLV

Desbription of forms,

@
Forms prescribed by the Governmtent—cont,

Register of Mcasurement Books,

First and Final Bill, .

Ruaning Account Bili—A,

Running Account Bill—C.

Lump-sum Contract —Running Account Bill.

Lump-sum Contract Final Bill,

Register of Indents for Stores ordered from Firms and Bills.

Pay Bill of Work-charged Establishment.

Acoount of Receipts, Issues and Balances of Materials compared
with estimated requirements.

Monthly Account of Receipts Issues and Balances of Materials-
at-gite of work.

Register of Receipts, Issies and Balance of Materials-at-
site compared with estimate requirement.

Anniil Register of Receipts Issues and Balance of Materials-a ¢-
site of minor and repair work.

Return showing the Receipts, Issues and Balances of Material
at-site of minor and repair works,

Register showing the clearance of the suspense head *‘Materials
at-site in the accounts of works,

Statement showing the guantities and values of materials
used in copstruction. e

Work slip.

Detailed Completion Report,

Completion Statement of Works and Reports,
Scheduled of Work shops Manufacture Suspense.
List of Mounthly Subdivisional Accounts,

A.—For Major Works.
Works Abstracis.
B.—For Minor Works.

Detailed List of Petty Works Requisition and Accounts,
Register of Sanctions to Fixed Charges.
Register of Miscellzneous Sanctions.

Statement showing the expending incurred by the Public
Works Department in the case of Deposit Works.

Schedule of Rents of Boats.
Schedule of Rents of Boidings and Lands,
Account of Interest bearing Sccurities,

Cheque
Books.

Register of
Receipt,
Memo of the Review:
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Serial numbe: of
Jorm,

B.A. i
" 2
" 3
" 4

E.A. I
” i..
“ I
. - IV
E2 V
- VI
. VI-A
» vII
- hZL1
. X
”» X
. XT
s XX1

F. A. FORMS.

Description of forms.

Forms prcscribed by the Comptroller and Auditor Genersl,
Cash Book. '

Register of Cheque drawn.

Register of Works.

Contrector’s and Disbursers Jedger.

Forms prescribed by the Government.
Cash Book of Subordinate Officers
First and Final Bill.
Running Account Bili.
Hand Receipts.
Accounts of Materials at site. .
(Deleted)
Schedule of Forests Remittances to Treasuries.

Classified Abstragt of the Cash Accounts.

‘ Register showing Recoveries of Rent,

Schedule Docket of Works vouchers,
Posting Aversa Register,
Muster Roll,

Schedule of Monthiy Settlement with Treasuries
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Form P.W.A, 1%
(See Chaptcr IT1, Article 8(.)
CASH BOOK,

The Cash Book contains two money columns headed (1) *Cash”
and (2) “Bank or Treasury”, op the payment side to distinguish pay-
wents made by cheques from th_se made out of the cash in chest. When,
however, a cheque is drawn to replenish the chest, its number and amount
should be entered on the payment side in the ** Bank or Treasury™
co'lumn Nos. 10 and 11, and the amount only on the receipt sid e as “Cash
from Treasury > in the single “Cash” column No. 4. The amount of
a cancelled cheque should be shown by a special write-back entry, as
a minus figure on the payment side in the “Bank or Treasury” column
but the fact of a new chequs having been issued in licu of a time-expired
or lost cheque should be entered on the date of issuc in red ink in column
No. § oaly and not in the columas for * Payments ~, a counter reference
being given in both cases against the original entry in the Cash Book.

2. Bvery entry should be concise. The date, the number of voucher,
if any, the name of the work, and such a brief narration as will indicate
unmistakably the nature of the transaction must be entered against
such item. The amount debitable or creditable to each separate work,
head of account, or contractor or other person should be entered separa-
tely, and the amount to be posted by the Divisional Office into the
Abstract Ronk or Schedules of Account under each prescribed head of
account siivald be brought out disiinctly opposite the entries in column .3
and 12, h2zdad  Classilication of Receipts 7 and * Classification of
Chargss”'. No receipt or payment < ther than that of “ Cash as defined
in Atticle 9 {4) ” should be entered in the Cash Baok. A deduction
made at the tims of paymaai, sreditable to a waork or head of account
other than that to which the payment itself is debitable should, however,
be entered on the receipt side of iho Cash Book.

3. Tiansactions should be recorded at the time and on the date oa
which they actually occur and strictly in the order of occusrence. If
however, owing to the absence of the disbursing officer on tour a cheque
issued by him,whilst in camp, is entered in the Cash Book maintained
at his headquaiters on a subsequent date, the actual date oi issue  of
the cheque should be noted in the Cash B>k as the denominator of a
fractionthe numerator of which should be the date on which the transag-
vion is incorporated in the book. A similar procedure should  be

¥ Thisfrom my bz modifizd tosuit th: requiréments of the Electricity
IXepartment in consultian with the Accountant-Geoneral.
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observed when the double iransaction relating to the realization of
miscellaneous cash receipts by a  subordinate and their payment
directly into treasury is incorporated in the Cash Book of the superior
disbursing officer on receipt of the receipted chalan of the treasury
from the subordinate.

4, Tt isa serious irregularity to draw cheques and deposit them in
the cash chest at the close of the year for the purpose of showing the
full amount of grant as utilised or to keep the Cash Book open after
the 31st of March and make dishursements in April entering them in
the Cash Book as having been made in. March,

5. Acknowledgements of payments should, as far as possible, be
taken at the time of payvment and on one of the printed forms
presceribed for the purpose. They should be numbered in a separate
geries for cach month and the serial mumber of the cach voucher
should be entered in the Cash Book assoon asthe payment transaction
iw entered in it.

6. When an imprest is first given, the fact should he noted in
red ink in the Cash Book of the disbursing officer giving it, in the
column ~To whom paid” but the amount should not be entered as
an actual payment as it will still form a portion of the Cash Book
balance of the disbursing Officer making the advance. If, however,
& cheque i3 drawn. its amount should be shown on both sides of the
Cash Beok, vide Note 1. Any subsequent inercases or decreases
in the amount should be noted similarly, the increases on the payment
gide and tho deereases on the receipt side.

7. In posting transactions from imprest accounts the recouping
disbursing officer should enter in his Cash Book only the total for
each work or head of account as brought out in the abstract, which
should be prepared in his own office, on the reverse of the imprest
account.

8. All payments should be debited at once to the work or service
on account of which they are made, Money advanced to a subordi-
nate for disbursement to labourers, etc., at a distance should be noted
in the Cash Book in red ink as a temporary advance, in the manner
followed when regular imprests are first made; and then the subordi-
nate returns the duly certified muster rolls, ete., with the unpaid
wages, if any, the amounts actually paid should be debited to the
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works or service concerned, the amount unpaid being returned into
the cash balance, A similar procedure should be observed when the
disbursing officer removes cash from his chest and takes it with him
on tour for disbursement,

9 When an advance on transfer is made to a Government
servant from the cash in the hands of the disbursing officer pending
recoupment when the bill is encashed subsequently, the amount thus
advanced should not be entered as a final transaction in the Cash Book
“but recorded as a temporary advance so that the amount may continue
to form part of the cash balance for which the disbursing officer is

“responsible, :

10, The cash balances at the end of the month should be detailed
thus in a noie at foot .of the Cash Book~—

. RS, A. P,
Cash in chest s .. 7 9 5
Imprest with X . - 00.0 0
Imprest withY .., o 50 0 0

Total cash balence 268 above 157 9 5

(Rupees one hundred and ity seven, nine anas and five paise.)
11. If the disbursing officer draws on more than one district or
" gub-treasury, the total amount of cheques drawn during the month
in each (excluding the amount of cancelled cheques) should be
recorded in another note of as foot of the «Cash Book.

12. Cash Book should have their pages machine-numbered. As
far as possible, no lines should be left blank, but if any space on -a
page of the Cash Book has to be left blank owing to the whole of the
other page of the same folio being writlen up completely, a diagonal
line should -be drawn to cancel the blank space, so that it may not be
possible to make any subsequent entries thercin. Interpolation of
entries should be avoided as far as possible, but when ‘it becomes
necessary to make any entries between iwo ruled lines or to make
any additions to, or interpolations between, entries already made,
such additions should be attested invariably by the dated initials of
the disbursing officer. .



Form P.W.A, 1 (a) .
REGISTER OF CHEQUES RECEIVED AND ADJUSTED.
: (See Chapter I, Article 80.)F

1 Cheques of private individuals recoived in payment of Government dues should initially be entered in this Register in
acgordapece withthe instructionsin Article 30.

2 The Rgglster is to be treated as a subsidiary Cash Pock and for this reason the page of the Registef should be machine
num . .

h

3 Only da;ly togals of seceipts and remittances should be cntercd in the Cash Book.
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Yorm P.W.A, 2. No. P.W.A. 2.

{See Chapter MI, Article $2.]

CASY BALANCE REPORT.

Part I.—Statemens of the actual baldnce of Cush in she hands of

on the

day of 198 , arnd of

standing imprests and temporary advances with subordinaies.

- T T ot 4, ST T THE AT E T =

s Num- P
Description. N} Amount, R%’??iféfﬁ&fﬁ?lﬁ?&f‘
o (2) (3) @
RS. P,

Cheques drawn or reecived in favmlr of
seif, but not cashed .

Bank drafts not cashed

Notes ¥ .- . e .. o
Rupees

Half-rupees ..

Quarter-roees (silver)

Four-anna picces (nickel) ..
Two-anna picces {nickel)

One-ann: pieces (nickel}
Half-anna pieces

Single pice (3 pies) ..

Half-pice (3 pies) .. .- ..

Pie pieces

One-anna Revenue Stamps
1 Toial Cashin cliest

Add— Amount of Imprcsts and Adx ANCes
shown below . .

Grand total as per Cash Book ..

* As detailed below-—

T (I words)

Co— _— =r
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Form P.W.A 2—cont.
(See Chapter III, Article 82)~—cont,
CASH BALANCE REPORT—cox¢,

T Part IT.—Statement of standing imprests «nd temporary advances?
with subordinates on the day of 198

Explanation when an imprest exceeds

Amount of the prescribed maximum of Rs. 1,000
Name and designation imprest or or any other limit prescribed by {he
of subordinate. temporary Government and authority for
advance, raising or reducing the imprest
{1 2 (3)
RS, P.

Total

1 This may be modified to svit he requitements of the Electricity Department
in consultation with the Accountant-General,

t Standing imprests and temporary advances should be detailed separately,

(Signature)
Dated the 198

(Designation)
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Form P.W.A. 3.
t#
See Chiapter IL, Articles 86 and 38.
IMPREST CASH ACCOUNT.

Notes to be Printed on the fly leaf.

1. Government servants entrusted with fixed imprests or temporary
advances should maintain and render accounts of their disbursements
therefrom in this form. The forms are bound in registers with one fast
and one detachableleaf. Any Government servant who receives revenue
frequently should use a Cash Book in Form P.W.A. 1.

2. The round sum with which an Imprest Cash Account is opened
should be entered at once in red ink in column 5, “Total ., The date
and manner of the remittance, and if recouped by cheque, the cheque
and cheque book number should also be entered column 3 being utilized
for the latter purpose. The disbursements from this imprest should be
entered daily as they are made, clearly and in full detail; and from time
1o time as the imprest holder finds it necessary, as also a few days before
the due date for the monthly closing of the Cash Book of the disbursing
officer from whom the imprest is held. The account should be closed and
balanced, the detachable copy being cut off and sent to the disbursing
officer from whom the imprest is held and the counterfoil being retained
by the imprest holder. The account should be supported by a voucher
in proper form for each payment, numbered and attached to the account
50 as to correspond with the order of the entries in column 2 *° Voucher
No. . The sums received from time to time in recoupment of the imprest
should be entercd in red ink in column 5 in the same way as the fixed
amount with which the account was first opened. .

3. The account should contain no entries of receipts other than the
opening entries of the fixed imprest and the subsequent recoupments of
expenditure nor any entries of expenditure other than those paid directly
by the imprest holder himself from the amount of his imprest.

4. Money received by imprest holders on behalf of the Government is
not to be mixed up with their imprest cash, or brought into the imprest
cash book, but should be disposed of in the manner prescribed in the
relevant treasury rules.

5. To facilitate the abstracting of chargesby the recouping dis-
ursing officer, the iraprest holder must invariably enter in column
3. along with other particulars of payment, the mname of

* This form may be modified to suit the requirements of the electricity departmen
onsuliation with the Accountant-Generzal.
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FORMS [P.W.A. 3

the work, etc, to which each payment is debitable and also the -
name of the contractor or other person, if any, from whom the
amount paid is recoverable. Column 6 is intended for the head of
account to which each payment relates and should be left blank by
the jmprest holder, The date and maoner of recoupment, and, if
recouped by cheque, the cheque and cheque book number should
be entered by the recouping disbursing officer on every imprest
account dispoged of by him, also a note of intrease, reduction,
or withdrawal when such occur. When the account is incorporated
in his own Cash Book, it should be numbered to correspond with
the voucher number quoted in the Cash Book, so as to be readily
traceable from it

6. Temporary advances should also be accounted for in this form
but the accounts of these advances should be quite distinct from
those for Permanent Advances,



¢
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Form PW.A. 3.
[See Chapter IO, Artlcles 86 and 88.]
IMPREST CASH ACCOUNT.

R Imprest Cash Account cf

E;I_onth

.
o5
=, and "E“E Transacii-ns, Total. :‘I:iign(’;r
date. o5 '
- =
1) 2) 3) 5 (6}
RS,




Form P.W.A. 3—cont.
ABSTRACT OF CHARGES.

e aEn

—rNames of works.

e
1

Pariod - - - el e e me e,

Total

Rs. P.iRs. P\l Rs. P.

RS,

P.

Rs. P.

Es. P.| Rs. P.| Rs. | Bs. P,i ks, P.| Rs. P. RS.P;.

: \

N

when £

N.B.—This anhstract shoul
he imprest holder receives

¥

d be printed ai the back of cach form and rfilled in by the Sub-divisional officer
funds from mim &nd in other cases by the divisiona] office, S

el SURLLOt 1 St Sl X

g "va'd

-~ TULT

»
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Form P.W.A. 4. E
[See Chapter 11, Article 96. =
REGISTER OF STOCK RECEIPTS [ ISSUES. -
Division 5
Sub -division A
Section
Montk 19
E ] o | ;
Re,fct:gence 27 £ EE 51 il
recorded 3-% :"‘5 £ z % '
meadsure- | S o al¥
ments (for E*-Eﬁ“ﬁ;‘ P
P receipts | SETE LB % |
] only) and | 5.2 Z82E 1513 z
2| toindent | 532235 |2 ¥ 3
2| ororder. | 2R smc =28 E E
A 2 el ! i v

i e v

|

* Scare out the upper ¢r lower eniry &8 required, .

t In this columm, the name of account h:ad 1o which the issue of stores is debitable should be entered and full
namazs of divisions and offices to which stock is to be issucd and of comractors, employecs, other persons or local .
bodies (o whom sales are authorized should b= added in all cases in which ord-rs exist for stozes 10 be issued
otherwise than for the reavirements of works with in the division,

A e ——.

£



214 . {P.AW. 5 and 6
FORMS PW.A. 5 and 6.
(Sce Chapter 1IT, Article 97)

INCTRUCTIONS FOR FILIING IN FORMS P.W.A. 5
AND PW.A. 6.

© 1, For sub-divisional offices.

i..1The several fransactions of the month need not be entered
seeverdily in the Abstracts. 1t is sufficient 1o show, as a gingle
<=gnsaction the total receipts from each source or the 1ota] issues
0 cach account or.work. The quantities received (or issucd) in
each transaction should be noted in the lower part of the Abstracts,
againgt the eniry of the Yransaction, in separate columns for each
distinct article of stock, these columns being so written up as the
arlicles by the prescribed heads of Stocks are grouped together.
‘After all transactions of he month have been posted. the -total
receipts (or issues) of each article should computed and noted ia
the gritmn headed © Quantities ” in the upper part of the forms.

2. In column 1 of the Absiracts, those receipts and issues -of
the month, which-represent transactions, the wvalue of which is
broyt to account in the same month through the Cash Bosk or
transfer entiies, should be separated from transactions not so
-brought to account wihin the month. See Artcle 207.

3. It is left to the Sub-Divisional Officer to make the most
suitable arrangements for collecting the infdrmation required to
complete these Abstracts.  The.Registors of Stock Roceipt and.
Stock lssues of subordinates stationed at the sub-divisional head-
quarters may be obtained in -original, .and  store-keepers and
-scctjonal officers at out stations. may be reguired to furnish Copies
of their Registers.  Care should bhe taken to reconecile all transfers
of -stock between subordinates of the same  sub-division, and
reconciled transactions connetcted with such trangfers within the
sub:division shouid not appear in the Abstracts ol the sub.division.

4. The Registers of Stock Receipts and Stock Issucs maintained
by sectional officers may, it necessary, be closed g little earlicr
-than the date vxed for the closing of 1he sub-divisional accounts.
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P.W.A. 5-6]

5. When abstracting he transactions recorded in the Registers of
Stock Receipts and Stock Issues, care should be taken to obscrve
strictly the prescribed accounts classification. It is not sufficient to .
enter the name of the major head affected, but the minor and
detailed heads should also be stated, as well as the additional
particulars Tequired to be mentioned in the column *Head of
account ¥ in Form PWA. 4.

Notei—Although “manufacture™ is a sub-head of the stock account
issues of stock {o mannfacture operations and receipts of outturn
from manufacture, should be accounted for in the same way as
issues t or from any other distingt head of account and each
manufacture Operation should be treated as a seperate work. SB:ze¢
also definition of fWork™ in Article 9.

6. The quantity accounts of a particulars month show all
quantities received or issued in that month ; but the corresponding
cash payment, cash Tecovery, or other adjustment may not always
appear in the divisional accounts of the same month. To secure
agreement betweent the quantity and value accounts, receipts and
icsues, the value of which canngt be adjusted in the accounts of
the month in which the actual transactions take place, should be
accounted for in the Abstracts under the suspense heads “ Purchase ™
and © Miscellaneous Public Works Advances ” Tespectively. See
also instruction 2 above.

H. For Divisional Offices.

7. The lower part of each Abstract should be taken up flrst.
In this part; qualities of he several articles received or issued
in conmected with each transaction have already been entered
separately in the columns provided for this purpose (vide instruction
No. 1}, These quantities should now be valued by recording the
amount of each just below it, and the tota] value of each transaction
shomld be shown in the first money column [third column of Fonm
PWA. 5 .or subeolumn (1) of the second c¢olumn of
Torm PW.A. 6, as the case may bel]. In Form P.WA. 6, storage
charges should be calculated on the book values entered in sub-
colymn (1) and shown sub-column (2} and & total of these should
bo entered in the last sub-column of the second column against
each transaction. Total shoutd then be struck in the next money
column, * Total, ” separately for each head of account. The upper
part of the form should be valued next. The tota] of the values
entered against each article in the lower part should be shown in
the column headed * Amount (sepaately for each article) ” against
that article, it being scen further, in the cage of issutes that this,
total is equal to the rate for the article multiptied by the total
quantity, Finally, the enties in the last money column should be
totalled up, both for eath subhead of Stock and for the whote

113-6—19
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Abstract. " In Form P.W.A. 6, the total of the sub-column (2) of
the second column in the lower part should be shown against the
line * Total—Storage " in the upper part and grand total struck in
that part: The grand total should agree with the total of the second
money column * Total ” in the lower part of the form.

8. Receipts should be valued on the basis of the prices paid or

payable as per bills or other claims: extra charges, when paid
or adjusted should be valued at the Issus Rates fixed for the ;pur-
pose by competent authority.

9. Al entries made in the divisional office should be in red ink
to- distinguish them from those made in the sub-divisignal office.
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D.vison Form P.W.A. §
Sub-djv sion [See Chapter IT, Article 97.}

Month 19

ABSTRACT OF STOCK RECEIPTS.

g HERE l

Total
separately

for each
sub-head).

-

P

Amount
separately |
for each

article).

Authority.

sub-head).

“Yources from which recelved.

Total
Names of arti-

GRAND TOTAL 1

of materials,
£ |cles (grouped by] Rs.

)
2
7

Value of each receipt

lities.

7
T3
a8
m

|

aRaND TOTAL t | }

*Quoting reference to number of Cash Bock voucher or transfer eatry, inrespect of ftems brought te account

through the Cash Book or the Transfer Entry Book, vide instruction No. 2.
¥These totals should agree

Dated the 19

Dated initinls of Divisional Accountant,

Sub-divisional Ofcer,

s vad

SWH0d

Lz
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Division Form
Sub-division [See Chapter Il
Month 19 . ABSTRACT OF
LY .
=E25% a
Bras
o5 o8
Fabo o
8% 2
. .
Ehck i 8
2852
v
E3 5 = .
43{..‘ = ﬂ
*On whai s &
account -
issued. - .
]
Valee of materials expended upon -.:'.-.51 .
each iicm. = Ry
e Q.'g
O30
w
Storage = 35_,5
3 1S58
Bock value, charges. Total, - I
=g
oo
Rs, P. | ms. P, RS. P. | Rs. P.
GRaND ToTaLf

e e —— <y

*Quoting date of reccipt of cash or number of trensferenuy, inicarect . i ivms
brought to acconnt through the Cash Bock or tig Transfer Entry Book, vide jnsiructi- n

NO, 2.

4These totals should agroe.
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PW.A. 6] '

PW.A 6
Aiticle 97.]

STOCK ISSUES.

Tota] for sub-heads other than ‘storage’ ..

GRAND TOTALT ..

Total *storage’**

*+The figure to be entered here willbe the total of the sub-column, “ Storzge
Charges ** of the see: nd cclumn, : -
+ These totals should agree.

Dated the : 198 . Sub-divisione | Q fficers.

Date and initial of Divisiornal Accountang,
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form PW.A. 7

[See Chapter I, Article 106.]
TRANSFER ENTRY ORDER.

NO.a e Dated 19
Adjusted in the accounts for
) Vide Transfer Entry Book, Item No.
DapiTs. CREDITS,
‘Partigularsi. %fthe trans- P
action with reascns
fo tho proposed” | e f oo of
adjustment. head of Amount, head of Amoung.
acconnt. account.
RS, F, RS. P,
Countersigned.

Divisional Accountant.

Daie

Date

Divisional Officer.

Officer initiating the Transfcr Entry.

» A transfer enyry should set forth such explanation of the correction or adjustment

d 10 be made as would establish clearly the correctness and mecessity of the

entry. In cases of corrections involving a reduction in the chaiges against the estimate
of a work not only should full particulars of the vouchers and accounts in Which the
erronecus charges originally appeared be specified but also the circumstances jn which
the charges Were wrongly _allocated under the estimate for the work should be set forth
clearly, It is mot sufficient to state that the charges were previcusly classified

erroncously



Form PW.A. 8
[See Chapter III, Article 110.]
TRANSFER ENTRY BOOK.
For the month of 198 .
Particulars of each trans- s .
& |action (Anthority should Debits. Credits.
_é be quoteéi in ag gaigs, . I}atgii i_n_itiali
€.8., IUMOCr and dats Of |y, g of acoount Head of accoung of Lhvisiona
| & | transfer entry order, or | “etiip "o nor | Amount. | (with npameof | Amount. | accountant.
£l g 1of advice and acceptance ¥
3 3 of transfer). work) work).
= .
m! @) 3) “ %) & D @ ]
ES. P RS, P,
i !
! i
: i
- |
1

Daced initials of Divisional Accountant, : Dated initials of D.vizional O fficers.

A |

SNYOd

L§:14



" «Form P.W.A. 9.
[See Chapter IIT, Articles 113 to 11e.]
REGISTER OF REVENUE REALISED.
tMayor Head

5 ]

4 E; & ,

=]

- | 1 3 s Water | ! 3 -

] a Particulars Water rates. Ome;s supply of ] S;l:tscrof Plantation, 0;2;%32:?1
ok g I €5 towns. )

8.2

So | = |

L 0] @ ©)] @ (s) (6)

RS, P, RS. P RS. P, RS. r. Rs. P, RS. P,

Amount brought forward
from tast month

Transactions of the
month .- .

Total for the mo1:nh

Total upto date carried
over to the following
month .. .- ..

*This form is aiso used for the detailed accounts of (1) Refunds of Revenue znd () Receipts and Recoveries on
Capital Account,

+When a major head is divided into parts, e.g., the head XVIL, & separate Register of Revenue should be kept for
zach part. Receipts periaining to (¢) Military Engineer Services, (b) Railway works, (c} Posts and Telegraphs Works
and (d) Archeeolugical Works of the Central Government menticned in Article 215 should be posted in separate registers
for each, and in Stales a register should ajso be maintained for receipts from other works of the Central Govcrnment.

$These columns are iniended for the minor heads (and delailed heads, if any) subcrdinate to the major head <on-
cemed. The exampies given are those relating to the major head XVIIL

6 Vadl

42

SNIQY



Form P.W.A. 9-—cont.
[See Chapter 1M, Articles 113 to 116]—cont,

REGISTER OF REVENUE REALISED—cont.

* Nome of systent.

['6 vmd

1t Reccveries ¢f expenditure.

+

1 l $
Water | Naviga- | ! K. . Miscel- | Total
power. | tiom, Rents. | Fines, Es;\ebrl:tsh anEolg‘l}:nt Other Jeneous.
it recoveries. | recoveries. recoveries.
M ® | ® | a9 (i) (12 (13 a9 | as)
Rs. P.[Rs. P.[RS. P [Rs. P.|RS P. | Rs. P.{BR. P |RS. B |[Rs. R 7
Deducts
Refunds. Net.
l RS. F. RS, IP-

* To be used only in respect of projects for which a separate revenue account is kept.
1 Thess columns ar¢ intended for the minor heads (and detailed heads, if any) su

concerned. The examples given are those relating o the major head XVIIL

bordinate to the major head

SHYO4

14
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Form P.W.A. 10
(See Chapier ITI, Article 133.)
WORKS ABSTRACT—A.
(To be used when outlay is recorded by snbrheads.)

DivistoN—
SUB-DIVISION—
MONTH—

NAME oOF WoRK —

AUTHORITY—

Folio in register of works.
Item in schedule of expenditurr.

Schdule docket No.

(P.W.A. 10
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Form P.W.A. 10—cont.
Detail of up=to-date Progress.®

Reference to
Source from which | 128t Running

SUP-HEADS,

progress is taken | Account Bill

I or other
(qugéloﬂksNngz?m_i voucher,
meagurement
book). No. | Date.

S

L

e — e o

=

| E

Total . .J

* Only quautities which have been actually measured and paid for on billsl includeq

in tiic account should be taken into this statement,
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PORMS tp-w A. 10
Form
From what source
posted. Suse~
Cash Book .
Youcher or
A}gljusktment
. : 0ok item
Brief particulars. number,
RS, P, | RA RS. P. | RS. P

Estimate No.

Expenditure to end
of 19 .

Mornth’s transactions.

Toral ezsh and adjustments
Stock

Issucs from Matenals at site to
final sub-heads . .

Total of month

Totalto end of month ..

Progress (up-tc-date}

Rate of cost ..

NoTE.—Postings mcde in the Subdivisional Office should be i i

*Entries in this column should be made from Accoumuid {‘I‘otzzln(lg)la:fk célllxl‘tminzd] aé;
t If any sub-head costing less than Rs.1,000 is not Jumped together with other simila
{This celumn is intended for all miscellareous debits and credits to contractors awr\it

vat.ces, (2) payments made (under proper aulhority) to labouje:s and others on bch"lf‘cf

contiactcrs, These should be posicd as phis entries from the vouchers or acccr:

for future payment, {rom Running Account Bills for woik done. Such credits s \'véil as

running Accaunt Bills as entry (G) of Memorarndum of Payments which s(l-muld §§

rosted.

§ Urpaid amounts of muster rolls should be posted in this column as minus entiies

In ihe case of Runring Account Bills for work done the figure i :
P J . e .
in agriving at the total of each hoiizontal line, deduct *fissues* ?n thelﬁhftg%; i;fs!‘l:mall



287

FORMS (P.W.A. 12
P.W.A. 10—cont.
HEADS.} I Suspense Accounts.
Materials 2t gite. Contractors.
Total
cost, 1%
Receipts | Issues | Advance fr);gif Labourers.§
Dr. Cr. paymenis. actions.t
RS, P. RS r.ins. P.|RS. PB. (RS, P, | RS, P.| RS. P Ry, B

P, siirgs and corrections made in the Divisional Office, in red juk.

Runtii g Account Bill, Form A,

items 1he order of (he Divisional Officer should bz qucied i support, :
tirg se'ilement. The debits will usually consist of (1) advai ces other than secured ad-
ard by charge {0 the account of contractor and (3) issve of steck and other meterials to

trnhsactions take pace.

The ciedits will ordisaiily b2 on account of amounis wirthheld

repiyment of amounts withheld and recoverics of debits (1), (2) and (3) above, appear in

Rinin this cxiumn as a plus entiy if minus and vise versa.

§ubseg-ent paymeris of these arrears should be showa as plus.

should agiee with Bntry (H) in the Memorardum of Payments,

site column from the total of the other columns in the same line,
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Form P.W.A. 10—con:.
Detatls of Contractors® Closing Balances.

Reforence to Izst
Rupning Closing Balance,
) Atcount RBil!,
Name of contracior, Explanation of
non-adjustment.*
Voucher Date Advance Other
number, * | payments, |transaCtjons,
Tota] ,.

. The closing balance under the suspense head ‘Labouvrers”™ as arrived at within
has been compared with the conmnected record of unpaid wages for this work and
found correct.

The work is 1
(Dated initlals of Sub-divistonal Officer.)
* As a rule, reasons for delay should be recorded if an item js not cleareq Within

three months,

$ It should be noted here whether the woik is in progress or not If the work was com-
pleted during the month, the fact should be stated with an explanaion of the steps taken
to close the accounts of the work,

CERTIFICATE BY DIVISIONAL ACCOUNTANT.

This Abstract and the Statement of Progress have been checked under my supervi-
sion. I have personally compared all the items in the *Detail of contractors’ closing
balances ‘with rhe contractors’ ledger and found them correct.

{Dated initials of Divisional Accountant y

REMARKS BY EXECUTIVE ENGINEER.

(The Bxeculive Bngineer will note here Whether he has examined the work, counted
materials or checked measuremients and make any other remarks in respect of the excCn-
tion of the work o7 of the state of accounts as he may consider, Decessary.)

(Dated tnitials of Divisional Oficer,)



