ACCOUNT CODE

VOLUME IT

Accounts Kept in District
and
Thana Accounts Offices

Office of the Comptroller & Auditor General of Bangladesh



Account Code Volume I

ACCOUNT CODE VOLUME II

TABLE OF CONTENTS
Accounts kept in District and Thana Accounts OffiCes ..cccuuaiiiiimmsiemssnssssisessesssassssnssassesssssnsseneed

1. Chapter I - INtroductory .....cccccisissiessasssnassssessssssssrsassssssssssssosssnssas S—.

2. Chapter II - Classification of Transactions in the Accounts of District
Accounm OmCEr and .I‘hana Accnunts Oﬂ‘icer AR Ll Lt L L L L Ll L L L L L L ey e L T T Y T T T 4

A R O R T oo B A o B e A A P R BT R SRS AR 4
B - Transactions with Departments which draw money by cheques.........cocooviiiiiiiciiieieiniiiie i 4
= BORTIREICER, i s s s o i s o B P e et e 2
1= Cash REMIANICES .......c.ovoveeinmsssssssssasssrssssssssnrasnsssns smemssasssssssassassn assssssnasanersessnsessssaneses R 4
D A A I T B ETIBI comenmiomses o it e o s RN S s S A R 4

3. Chapter III - Accounts to be kept at District and Thana Accounts OffICeS ....cueeeerenrcarsressnssens &

Sectof 1.~ Eneral EINTBEIEOTIG « v vovsmmins irmssiaiimsin s arss sv s i T SR R 6
{1 1 L ] T T PP 6
I - CaSH BOOK. ..cuviuviuimieisissesiesmessensesa s eae et st ste et s dasa b et e s asa b e ssea b ae b s 1 e te e aerseenae s ens 6
o SRR MR, T T BEITER im0 s S A S R S s 6
) Tl e s 5 0 SRR 3 52 5 s A PR AR AR T A A NN AR N S A R R 6
(b) Registerof Adjustiients bY TRANSTEE ..o samssmmvmssisssisii onssisssmn e T PP T 7
(C] Other Registers oo o S S B R R e i 7
Il - Transactions at Bank on behalf of District Accounts Officer and Thana

BCCOUNES DEEIOBT. 1.avionasonansonsanrsnssassarssnesssnserusss gavspassm ey srsisnsynss s frisssest s an sh s 4 AT Ax S oS e e e 7
GV OBIBERL. .o v wsins sy o ik o 5085 5 0 0 i e A e A R T 7
(b} Repistér-of Banpladeth Bank P eposils . i sm s st iissmiinms s isananssmasannnsasmmssprsessss 8
IV - Daily CloSING OF ACCOUIMTS 11viieiiiresiiciiitceiintesiiossieessesessasaesesstesssesrnsrs s ires e eeeessesnessessnsssssesenans 8
¥V - Moithly Clostis Of ABEEUIES: cuumssmssns s s s s SN s s v iaisnes 8
Section 2 - Transactions of Departments Which Render Separate Cash Accounts .........covvrveennnn.... 8
SECUON 3 - ACCOUNES OF DIEPOSIES cvevieiitiee it iee e et e e ceee s e eseae s essane s eia e e eeessnmns e s eeasmsnssssensassbess 9
I BT waisnsmvammm s ey s B 50 5 0 A R T S L e D s SO s g
B T e D RS s i s T B o R R 3 s s b e A OSSR g 9
s T TN, oo O O A S R 9
13 vl Claiinal outrt TIehOSs . s s s e iR e e T S e SRE,

2-1



Account Code Volume I

E - Depositeol Toeal Bamds. o mmeimmsimis i s i s s s isiamdiiseais 10

Section 4 - MiSCEllANEOUS ACCOUINTS ....uereresiesrsrsrssrssrsssssrereeessameanssosmsssesemsnassssstansseasnnsersansessases 10

4. Chapter IV - Accounts Returns to be Rendered by Offices of District/Thana

Accounts OfTICETS wiveieinieanreimmssrasssssssisesnsaesssssess T P e e Ty |
25 = TENBERL st T T B A A A RS SRR TR P R R TS EX S ey s 11
B-=Compilation of BIonhlY AECOURES i et s s s s R A s e 11
I - Monthly Accounts of Receipts and Payments ......ccvcvireeermreeiieioneiicineiciesiccinieeisie s cseneeens 11
IT - Supporting Schedules ................ccccucee A A A A S S B i 11
(N OB s 0 R s S s B e SRS s 11
(b) Schedules for Departmental Disbursing OffiCers .....ccvrvivvrirnimninis e 12
(¢) Schedules of Deposit Transactions ...........cccceeeiivenens e T R 12
III - Plus and Minus memoranda................c..ccceeveins R R 13
G TR wrsrcans usisvunsinssss sy s e S35 A A6 RS KBS AP A VX R TR IR A RN 13
) DO S s s i S i s A L e T AR R B Y 13
C - Submission to Regional Accounts OffiCer.......ccooiiiiiminiminsinisrsrrsisessnsss s ssssnssssnns 13

5. Chapter V - Accounts Of Small Coin Depots.......cccccvuieieeisissiessssesasassssssmsassmssssssnssnsasasssssasess 13

L TGN .. s ams i i i S A O 9 A A Y 4 R A A 8 R B A S A 15
B~ ACCOUNES 10 BB RBDE oo iovmiiisammmmniims i aussmas FciRss s KRS o4 5 VA B v A Y R RS PR 15
[ A OTREES BRI o oo e s e s T i s S R P R T SR P e 15
6. ANNEXURE ....oonsvessnsninnsasans A R S R G A R e 16

2-2



Account Code Volume II as updated on 16.2.99

ACCOUNT CODE
VOLUME II
Accounts kept in District and Thana Accounts Offices

PART 1

1.Chapter I — Introductory

1. The directions contained in this volume deal primarily with the initial accounts to be kept by
District and Thana Accounts Officers and with the accounts to be prepared by District Accounts
Officer/Thana Accounts Officer. These are supplementary to the general directions in Volume- I,
which apply to all offices rendering functions of keeping inifial accounts of receipts into and
payments from public accounts, unless there is something repugnant in the subject or context or
except to the extent that they are modified by the directions in this Volume.

2. The forms of initial accounts described in this volume should be regarded as standard or model
forms which may be modified according to local requirements by the Controller General of Accounts
in consultation with the Comptroller and Auditor General and the Government. Similarly, as
regards accounts returns, the Controller General of Accounts may introduce such changes in detail
as he may deem necessary.

3. Unless there is something repugnant in the subject or context, the following expressions in this
Volume should be interpreted in the sense here explained:-

(1} “Controller General of Accounts” means the Controller General of Accounts of
Bangladesh.

(2) “Bank™ means Bangladesh Bank or any of its offices or branches and includes any branch
of Sonali Bank acting as agent of Bangladesh Bank in accordance with the provisions of the
Bangladesh Bank Order, 1972,

(3) “Government” means the Government of the People's Republic of Bangladesh.

(4) “Department” or “Departmental officers” exclude the Railways and Railway officers
Tespectively.

(5) “Supplies & services and repairs & maintenance” means items of expenditure under the
broad economic categories of supplies & services and repairs & maintenance as shown in the
Classification Chart in Appendix 1 of Account Code Volume 1 and shall replace the word
‘contingencies’ wherever occurring in the Account Code.
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PART II
2. Chapter II - Classification of Transactions in the Accounts of District Accounts Officer and
Thana Accounts Officer

A - General

4. Save as provided hereafter in this Volume, each item of receipt and payment occurring at the Bank
should be broadly classified by District/Thana Accounts Officer with reference to the Classification
Chart.

5. Any transactions which can not be allocated directly to any particular Department, or to any of
the prescribed classification codes, should be placed under the broad economic category “suspense
accounts”, while at the same time a reference should be made to the immediate higher authority.
Correction/adjustment, if necessary, must be effected through transfer entries before the accounts of
the year are closed.

B - Transactions with Departments which draw money by cheques

6. Save as otherwise provided in this Code, or as may be authorised by the Controller General of
Accounts in any special case, transactions with or on behalf of Departments which issue cheques for
payments and draw money from or pay money into the Bank direct should be entered in the accounts
of District/Thana Accounts Officer, in lump without detail, as receipts and payments, as the case
may be, of the Department concerned. 3

7. Pay, allowances and expenditure on supplies & services and repairs & maintenance of officers of
the Public Works, Housing and Settlement, Roads and Highways and Public Health Engineering
Departments drawn on regular bills should be classified under the particular classification codes
noted on those bills.

8. Payments on account of compensation for lands for the Public Works, Housing and Settlement,
Roads and Highways and Public Health Engineering Departments made by Land Acquisition
Officers should be entered in the accounts of District/Thana Accounts Officer as debitable to the
Public Works, Housing and Settlement, Roads and Highways and Public Health Engineering
Department, as the case may be, the name of the division or office being specified in each case.

9. Earnest money deposits made by intending tenderers of the Forest and Defence Departments,
either direct or through the Departmental Officers concerned, should be credited as “Revenue
Deposits” and should not be carried to the credit of those Departments.

C - Remittances.

I - Cash Remittances

10. All remittances of coins and notes are made between Bangladesh Bank branches and Sonali
Bank branches maintaining currency chests and sub-chests, between one branch of Bangladesh Bank
and another, and between one branch of Sonali Bank holding currency chests and sub-chests and
another such branch. Such remittances are governed by the Supplementary Rules of the Treasury
Rules and do not affect Government balances nor do they pass through the public accounts.

D - Adjustment by Transfer

11. When a payment is authorised to be made “by transfer”, that is, by entry of the amount in the
accounts as received under some classification code of receipt, the amount should be debited to the
appropriate classification code of expenditure by per conira to the classification code for receipt
concerned.
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ACCOUNT CODE
YOLUME I1

Accounts kept in District and Thana Accounts Offices

PART I
1. Chapter I - Introductory

1. The directions contained in this volume deal primarily with the initial accounts to be kept by
District and Thana Accounts Officers and with the accounts to be prepared by District Accounts
Officer/Thana Accounts Officer. These are supplementary to the general directions in Volume 1,
which apply to all offices rendering functions of keeping initial accounts of receipts into and payments
from public accounts, unless there is something repugnant in the subject or context or except to the
extent that they are modified by the directions in this Volume.

2. The forms of initial accounts described in this volume should be regarded as standard or model
forms which may be modified according to local requirements by the Controller General of Accounts
in consultation with the Comptroller and Auditor General and the Government. Similarly, as regards
accounts returns, the Controller General of Accounts may introduce such changes in detail as he may
deem necessary.

3. Unless there is something repugnant in the subject or context, the following expressions in this
Volume should be interpreted in the sense here explained:-

(1) “Controller General of Accounts™ means the Controller General of Accounts of Bangladesh.

(2) “Bank” means Bangladesh Bank or any of its offices or branches and includes any branch
of Sonali Bank acting as agent of Bangladesh Bank in accordance with the provisions of the
Bangladesh Bank Order, 1972.

(3) “Government” means the Government of the People's Republic of Bangladesh.

(4) “Department” or “Departmental officers” exclude the Railways and Railway officers
respectively.

2-3



Account Code Volume IT

PART II
2. Chapter II - Classification of Transactions in the Accounts of District Accounts Officer and
Thana Accounts Officer

A - General

4. Save as provided hereafter in this Volume, each item of receipt and payment occurring at the Bank
should be broadly classified by District/Thana Accounts Officer in the accounts with reference to
such heads of receipts and disbursements as may be required by the Controller General of Accounts

5. Any transactions which can not be allocated directly to any particular Department, or to any of the
prescribed heads of classification, should be placed under the head Suspense, while at the same time a
reference should be made to the immediate higher authority. Correction/adjustment, if necessary,
must be effected through transfer entries within the same financial year.

B - Transactions with Departments which draw money by cheques

6. Save as otherwise provided in this Code, or as may be authorised by the Controller General of
Accounts in any special case, transactions with or on behalf of Departments which issue cheques for
payments and draw money from or pay money into the Bank direct should be entered in the accounts
of District/Thana Accounts Officer, in lump without detail, as receipts and payments, as the case may
be, of the Department concerned.

%

7. Pay and allowances and contingencies of officers of the Public Works, Housing and Settlement,
Roads and Highways and Public Health Engineering Departments drawn on regular bills should be
classified under the particular heads of classification noted on those bills.

8. Payments on account of compensation for lands for the Public Works, Housing and Settlement,
Roads and Highways and Public Health Engineering Departments made by Land Acquisition Officers
should be entered in the accounts of District/Thana Accounts Officer as debitable to the Public
Works, Housing and Settlement, Roads and Highways and Public Health Engineering Department, as
the case may be, the name of the division or office being specified in each case.

9. Earnest money deposits made by intending tenderers of the Forest and Defence Departments, either
direct or through the Departmental Officers concerned, should be credited as “Revenue Deposits™ and
should not be carried to the credit of those Departments.

C - Remittances.
I - Cash Remittances

10. All remitiances of coins and notes are made between Bangladesh Bank branches and Sonali Bank
branches maintaining currency chests and sub-chests, between one branch of Bangladesh Bank and
another, and between one branch of Sonali Bank holding currency chests and sub-chests and another
such branch. Such remittances are governed by the Supplementary Rules of the Treasury Rules and
do not affect Government balances nor do they pass through the public accounts.

D - Adjustment by Transfer

11. When a payment is authorised to be made “by transfer”, that is, by entry of the amount in the
accounts as received under some head of receipt, the amount should be debited to the appropriate
heads of payment by per contra to the receipt head concerned.

12. The gross payment shall be entered in the accounts of District/Thana Accounts Officer, that is to
say, there should be a gross debit with a per contra credit. In other words, accounting will be gross.
but actual payment will be net. For example:
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12. The gross payment shall be entered in the accounts of District/Thana Accounts Officer, that is to
say, there should be a gross debit with a per contra credit. In other words, accounting will be gross,
but actual payment will be net. For example:

(a) All deductions from pay bills will be adjusted by transfer under the appropriate heads of
payment by contra credit to the receipts heads concerned.

(b) In case of bills containing deductions on account of rent of buildings (including electric
mstallations, water supply etc.) borne on the books of the Public Works, Housing and
Settlement, Roads and Highways, Public Health Engineering Departments, the gross amount
should be entered as payment and the recoveries credited to the respective heads of account
concerned, of the Public Works, Housing and Settlement, Roads and Highways and Public
Health Engineering Departments as noted in the Divisional Officer’s demand statement.

(¢c) Incase of local funds, the gross amount of a voucher should be entered as payment and the
deductions credited.

(d) When a deposit is subject to abatement, the full sum should be entered as payment, and the
sum abated brought to credit.
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3. Chapter I1I - Accounts to be kept at District and Thana Accounts Offices

Section 1 - General Direction
A - Introductory

13. The directions contained in this Chapter shall apply primarily to accounts kept by District
Accounts Officer and Thana Accounts Officer.

B - Account Books
I - Cash Boeok.

14. A complete account of all transactions and book transfers relating to the jurisdictions of District
or Thana Accounts Officer should be kept in Cash Book Form AC.1. This book should be
maintained in two separate parts, one for receipts and the other for disbursements.

15. Bvery item received or paid as well as all adjustments by transfer should be entered in the cash
book or in some register subsidiary to the cash book (vide Article 17) and numbered in a consecutive
series for each register. Daily totals from subsidiary registers pass into the cash book (vide Article
40).

16. Transactions in cash are not conducted by District or Thana Accounts Officer. All transactions
of receipts and payments on Government account are conducted by the Bank on behalf of the
District/Thana Accounts Officer. .
The receipts by the Bank against chalan or memorandum should be entered in the accounts of
District/Thana Accounts Officer from the daily accounts rendered by the Bank, after examination
with the chalans and connected memoranda accompanying it (vide Article 22).

Payments made by the Bank against bills and vouchers passed by Thana Accounts Officer and
presented to the Bank for payment should be entered in the accounts of Thana Accounts Officer
from the daily accounts rendered by the Bank, after examination of bills and vouchers accompanying
it (vide Article 22). For bills and vouchers passed by an accounts office and presented to the Bank
for payment, payment is considered to have been effected after payment is made by the Bank.

If, however, an accounts office is authorised to make payments by drawing cheques on the Bank,
payment is considered to have been effected on the issuance of the cheques, without waiting for
actual encashment or payment by the Bank. District Accounts Officer, who makes all payments by
cheques, should account for the payments by entry in cash book or in some registers subsidiary to

the cash book immediately after the issue of the cheques.
NOTE.--- Adjustments by transfer should be recorded separately from cash iransactions, the fact of adjustment by transfer being noted in
each case.

II - Subsidiary Registers
(a) General

17. Save where other forms of registers are prescribed in these directions for particular classes of
transactions and subject to such modifications as may be authorised by the Controller General of
Accounts to meet local requirements, payments will be recorded in a register in Form AC. 3. The
entries from the paid vouchers will be made daily in this register and progressive totals from the first
of the month worked out. The total of gross payments of the day will be carried to the Cash Book
payments. The deductions from the payments appearing in the abstract will be carried to the
respective receipts registers through the Register of Transfer Adjustments. A consolidated abstract
will also be maintained and posted from the classified abstract at the close of each month and
progressive totals also worked out therein.
As in the case of payments, the classified register of receipts will also be written up daily in the Form
AC. 2 and progressive total for the months also worked out. The daily totals of the receipts will be
carried to the Cash Book Receipts. A consolidated abstract will also be prepared.
The Consolidated Abstract may be prepared in Forms AC. 4A, AC. 4B, AC.4C and AC. 4D.
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(a) All deductions from pay bills will be adjusted by transfer under the appropriate heads of
payment by contra credit to the receipts heads concerned.

(b) In case of bills containing deductions on account of rent of buildings (including electric
installations, water supply etc.) borne on the books of the Public Works, Housing and
Settlement, Roads and Highways, Public Health Engineering Departments, the gross amount
should be entered as payment and the recoveries credited to the respective heads of account
concemed, of the Public Works, Housing and Settlement, Roads and Highways and Public
Health Engineering Departments as noted in the Divisional Officer’s demand statement.

(¢) In case of local funds, the gross amount of a voucher should be entered as payment and the
deductions credited.

(d) When a deposit is subject to abatement, the full sum should be entered as payment, and the
sum abated brought to credit.
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3. Chapter III - Accounts to be kept at District and Thana Accounts Offices
Section 1 - General Directions
A - Introductory

13. The directions contained in this Chapter shall apply primarily to accounts kept by District
Accounts Officer and Thana Accounts Officer.

B - Account Books
I - Cash Book.

14, A complete account of all transactions and book transfers relating to the jurisdictions of District
or Thana Accounts Officer should be kept in Cash Book Form AC.1. This book should be maintained
in two separate parts, one for receipts and the other for disbursements.

15. Every item received or paid as well as all adjustments by transfer should be entered in the cash
book or in some register subsidiary to the cash book (vide Article 17) and numbered in a consecutive
series for each register. Daily totals from subsidiary registers pass into the cash book (vide Article
40).

16. Transactions in cash are not conducted by District or Thana Accounts Officer. All transactions
of receipts and payments on Government account are conducted by the Bank on behalf of the
District/Thana Accounts Officer,

The receipts by the Bank against chalan or memorandum should be entered in the accounts of
District/Thana Accounts Officer from the daily accounts rendered by the Bank, after examination
with the chalans and connected memoranda accompanying it (vide Article 22).

Payments made by the Bank against bills and vouchers passed by Thana Accounts Officer and
presented to the Bank for payment should be entered in the accounts of Thana Accounts Officer from
the daily accounts rendered by the Bank, after examination of bills and vouchers accompanying it
(vide Article 22). For bills and vouchers passed by an accounts office and presented to the Bank for
payment, payment is considered to have been effected after payment is made by the Bank.

If, however, an accounts office is authorised to make payments by drawing cheques on the Bank,
payment is considered to have been effected on the issuance of the cheques, without waiting for actual
encashment or payment by the Bank. District Accounts Officer, who makes all payments by cheques,
should account for the payments by entry in cash book or in some registers subsidiary to the cash
book immediately after the issue of the cheques.

NOTE.-—- Adjustments by transfer should be recorded separately from cash transactions, the fact of adjustment by transfer being noted in each
case.

II - Subsidiary Registers
(a) General

17. Save where other forms of registers are prescribed in these directions for particular classes of
transactions and subject to such modifications as may be authorised by the Controller General of
Accounts to meet local requirements, payments will be recorded separately for each Major Head in a
register in Form AC. 3. The entries from the paid vouchers will be made daily in this register and
progressive totals from the first of the month worked out. The total of gross payments of the day
relating to each major head will be carried to the Cash Book payments. The deductions from the
payments appearing in the abstract will be carried to the respective receipts registers through the
Register of Transfer Adjustments. A consolidated abstract for each major head will also be
maintained and posted from the classified abstract at the close of each month and progressive totals
also worked out therein.
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(b) Register of Adjustments by Transfer
18. A Register of Adjustment by Transfer in Form AC. 5 should be kept for the record of receipts
or payments adjustable wholly or partly by transfer debit or credit (see Articles 11 and 12).

19. At the end of each day's entries, an abstract should be prepared and recorded showing the figures
which should pass into the various Subsidiary Registers.

(¢) Other Registers
20. Special forms of registers are prescribed in Sections 2 to 4 of this Chapter for receipts and
payments relating to certain Departments which draw money by cheques and for deposits, bills and
other specified classes of transactions.

I11 - Transactions at Bank on behalf of District Accounts Officer and Thana Accounts Officer.
(a) General

21. The Bank renders daily accounts of receipts and disbursements to the respective District

Accounts Officer and Thana Accounts Officer in whose jurisdiction the Bank is situated.

22. The transactions reported by the Bank in the daily statement of receipts and payments will be
examined in the District/Thana Accounts Office under the supervision of District/Thana Accounts
Officer in accordance with the provisions of Treasury Rules and the Chalans, memoranda, bills and
vouchers should be entered in Form AC. 6. District/Thana Accounts Officer should retain the Form
AC. 6 in his personal custody and pass on the Chalans and memoranda in support of receipts, bills
and vouchers in support of payments and paid cheques accompanying the Bank statement to the
relevant section in the office of District Accounts Officer/Thana Accounts Officer for entry into
accounts (vide Article 15).

After examining the Chalans and memoranda, the receipts as reported in the Bank statement should
be posted into the cash book direct or through some subsidiary register.

Accounts offices that passes bills and vouchers for payment by Bank on presentation of the passed
bills and vouchers, should examine these bills and vouchers accompanying the Bank statement and
post the payments as reported in the Bank statement into the cash book direct or through some
subsidiary register.

Payments made by Bank against cheques issued by Departments having cheque issuing authority
should be posted in the accounts of District/Thana Accounts Officer either into the cash book direct
or through some subsidiary register, after verifying the paid cheques with the Bank statement.
District/Thana Accounts Officer, who has cheque issuing authority, should reconcile all his cheques,
paid by the Bank, and the accompanying Bank statement, with the cheques issued by him and for this
purpose, follow the procedure laid down in Articles 330, 338, 340 and 341 of the Audit Code (given

in Annexure).

NOTE 1.--- The net amounts only of payvments are entered in the statements of the Bank; for example, when a deduction is made from the
amount of a bill on account of house rent the daily statements of the Bank show only the net amount paid after deduction. In such cases
the posting should be done with due regard to the directions contained in Articles 12 and 18.

NOTE 2.--- When the cash book and the subsidiary registers are posted, the vouchers should be numbered and amranged according to the
register in which they are entered.

(b) Register of Bangladesh Bank Deposits

23. The net difference between the total receipts and the total payments as shown in the Bank’s daily
statement should be posted in Subsidiary Register called the Register of Bangladesh Bank Deposits
(Form AC. 7) in the office of District/Thana Accounts Officer.
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IV - Daily Closing of Accounts

24. After the several subsidiary registers have been written up and completed in respect of cash and
transfer items, the daily total of each register should be carried into the appropriate cash book. The
cash book should then be totalled and to the gross totals of receipts and disbursements thus worked
out, the deductions and additions as per Register of Adjustments by Transfer should be adjusted so as
to bring out the net totals of receipts and disbursements which should agree with the totals shown in
the daily account of the Bank.

District/Thana Accounts Officer having cheque issuing authority will maintain subsidiary register for
cheques issued/delivered by them and comply with the procedure laid down in Articles 338, 340 and
341 of the Audit Code for dealing with paid cheques sent back by the Bank with the daily account
and, at the end of the month, will prepare a cheque reconciliation statement with the Bank for
submission to the Controller General of Accounts.

25. The cash books should be finally closed and signeéd after such further check and methods of
verification have been applied as may be prescribed in the Treasury Rules or by executive
instructions of the Government .

V - Monthly Closing of Accounts

26. Every endeavour should be made to close the June accounts not later than Sth of July every vear.
27. In addition to the daily closing, the month’s totals of the subsidiary registers should be carried
into the monthly accounts of receipts and payments (vide Article 49). The account balance at the
close of the month under economic code “Bangladesh Bank Deposits™ should be duly reconciled
with the Bank’s scroll for the month.

Section 2 - Transactions of Departments Which Render Separate Cash Accounts
28. Save as provided in Articles 29 to 31 below or as may be specially authorised by the Controller
General of Accounts in any particular case, moneys received in the Bank from or on behalf of
departmental officers who render separate cash accounts to the office of respective Chiefl Accounts
Officer should be recorded by the District/Thana Accounts Office in a register in Form AC. §
immediately on receipt of the statement of receipts from the Bank. In the same way, funds supplied
to such departmental disbursing officers on cheques drawn against letters of credit or otherwise,
should be entered in a register in Form AC. 9.
29. District/Thana Accounts Office should enter remittances by Forest Officers in a register in Form
AC. 10 which may also be used for the purpose of consolidated receipt furnished to Forest Divisional
Officers. Funds supplied to Forest Disbursing Officers by means of cheques or otherwise should be
entered in Register of Forest Cheques Paid (Form AC. 11) in the District/Thana Accounts Office.
30. The receipts and payments of the Defence Department made by the Bank should be entered in
separate schedules in District/Thana Accounts Office on the basis of statement furnished by the
Bank (Forms AC 12 to AC 15).
31. All receipts and payments on account of the Post Office should be posted in Registers of Post
Office Receipts and Payments (Forms AC. 16 and AC. 17). The transactions of each Head Post
Office having a separate letter of credit with the District Accounts Officer should be shown in a
separate column sub-divided for “payments in cash” and “by transfer”. Receipts and payments
originating in other Civil Departments should not be included under any Post Office but should be
shown in a special column headed “Miscellaneous’.
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As in the case of payments, the classified register of receipts will also be written up daily in the Form
AC. 2 and progressive total for the months also worked out. The daily totals of the receipts of each
major head will be carried to the Cash Book Receipts. A consolidated abstract will also be prepared.

The Consolidated Abstract may be prepared in AC. 4A and AC. 4B
(b) Register of Adjustments by Transfer

18. A Register of Adjustment by Transfer in Form AC. 5 should be kept for the record of receipts or
payments adjustable wholly or partly by transfer debit or credit (see Articles 11 and 12).

19. At the end of each day's entries, an abstract should be prepared and recorded showing the figures
which should pass into the various Subsidiary Registers.

(c) Other Registers

20. Special forms of registers are prescribed in Sections 2 to 4 of this Chapter for receipts and
payments relating to certain Departments which draw money by cheques and for deposits, bills and
other specified classes of transactions.

II1 - Transactions at Bank on behalf of District Accounts Officer and Thana Accounts Officer.
(a) General

21. The Bank renders daily accounts of receipts and disbursements to the respective District
Accounts Officer and Thana Accounts Officer in whose jurisdiction the Bank is situated.

22. The transactions reported by the Bank in the daily statement of receipts and payments will be
examined in the District/Thana Accounts Office under the supervision of District/Thana Accounts
Officer in accordance with the pravisions of Treasury Rules and the Chalans, memoranda, bills and
vouchers should be entered in Form AC. 6. District/Thana Accounts Officer should retain the Form
AC. 6 in his personal custody and pass on the Chalans and memoranda in support of receipts, bills
and vouchers in support of payments and paid cheques accompanying the Bank statement to the
relevant section in the office of District Accounts Officer/Thana Accounts Officer for entry into
accounts (vide Article 15).

After examining the Chalans and memoranda, the receipts as reported in the Bank statement should be
posted into the cash book direct or through some subsidiary register.

Accounts offices that passes bills and vouchers for payment by Bank on presentation of the passed
bills and vouchers, should examine these bills and vouchers accompanying the Bank statement and
post the payments as reported in the Bank statement into the cash book direct or through some
subsidiary register.

Payments made by Bank against cheques issued by Departments having cheque issuing authority
should be posted in the accounts of District/Thana Accounts Officer either into the cash book direct or
through some subsidiary register, after verifying the paid cheques with the Bank statement.

District/Thana Accounts Officer, who has cheque issuing authority, should reconcile all his cheques,
paid by the Bank, and the accompanying Bank statement, with the cheques issued by him and for this
purpose, follow the procedure laid down in Articles 330, 338, 340 and 341 of the Audit Code (given
in Annexure),

NOTE .- The net amounts only of payments are entered in the statements of the Bank; for example, when a deduction is made from the
amount of a bill on account of house rent the daily statements of the Bank show only the net amount paid after deduction, In such cases the
posting should be done with due regard (o the directions contained in Articles 12 and 18,

NOTE 2.-- When the cash book and the subsidiary registers are posted, the vouchers should be numbered and arranged according to the
register in which they are entered.
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(b) Register of Bangladesh Bank Deposits

23. The net difference between the total receipts and the total payments as shown in the Bank’s daily
statement should be posted in Subsidiary Register called the Register of Bangladesh Bank Deposits
(Form AC. 7) in the office of District/Thana Accounts Officer.

IV - Daily Closing of Accounts

24, After the several subsidiary registers have been written up and completed in respect of cash and
transfer items, the daily total of each register should be carried into the appropriate cash book. The
cash book should then be totalled and to the gross totals of receipts and disbursements thus worked
out, the deductions and additions as per Register of Adjustments by Transfer should be adjusted so as
to bring out the net totals of receipts and disbursements which should agree with the totals shown in
the daily account of the Bank.

District/Thana Accounts Officer having cheque issuing authority will maintain subsidiary register for
cheques issued/delivered by them and comply with the procedure laid down in Articles 338, 340 and
341 of the Audit Code for dealing with paid cheques sent back by the Bank with the daily account
and, at the end of the month, will prepare a cheque reconciliation statement with the Bank for
submission to the Controller General of Accounts.

25. The cash books should be finally closed and signed after such further check and methods of
verification have been applied as may be prescribed in the Treasury Rules or by executive instructions
of the Government .

V - Monthly Closing of Accounts
26. Every endeavour should be made to close the June accounts not later than Sth of July every year.

27. In addition to the daily closing, the month’s totals of the subsidiary registers should be carried
into the monthly accounts of receipts and payments (vide Article 49), The account balance at the
close of the month under head “Bangladesh Bank Deposits” should be duly reconciled with the Bank’s
scroll for the month.

Section 2 - Transactions of Departments Which Render Separate Cash Accounts

28. Save as provided in Articles 29 to 31 below or as may be specially authorised by the Controller
General of Accounts in any particular case, moneys received in the Bank from or on behalf of
departmental officers who render separate cash accounts to the office of respective Chief Accounts
Officer should be recorded by the District/Thana Accounts Office in a register in Form AC. 8
immediately on receipt of the statement of receipts from the Bank. In the same way, funds supplied
to such departmental disbursing officers on cheques drawn against letters of credit or otherwise,
should be entered in a register in Form AC. 9,

29, District/Thana Accounts Office should enter remittances by Forest Officers in a register in Form
AC. 10 which may also be used for the purpose of consolidated receipt furnished to Forest Divisional
Officers. Funds supplied to Forest Disbursing Officers by means of cheques or otherwise should be
entered in Register of Forest Cheques Paid (Form AC. 11) in the District/Thana Accounts Office.

30. The receipts and payments of the Defence Department made by the Bank should be entered in
separate schedules in District/Thana Accounts Office on the basis of statement furnished by the Bank
(Forms AC 12 to AC 15).

31. All receipts and payments on account of the Post Office should be posted in Registers of Post
Office Receipts and Payments (Forms AC. 16 and AC. 17). The transactions of each Head Post
Office having a separate letter of credit with the District Accounts Officer should be shown in a
separate column sub-divided for “payments in cash” and “by transfer”. Receipts and payments
originating in other Civil Departments should not be included under any Post Office but should be
shown in a special column headed "Miscellaneous”.
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32. District Accounts Officer/Thana Accounts Officer should arrange to have monthly settlement of
accounts with the Departmental officers concerned. A reconciliation should be carried out fortnightly
and for that purpose the representative of the Department will attend the District or Thana Accounts
office on dates to be laid down by District/Thana Accounts Officer. At the end of each month the
Departmental officers will prepare a statement showing the expenditure/receipts during the month as
well as progressive totals which will be verified and agreed with the figures of District/Thana
Accounts Officer.

Section 3 - Accounts of Deposits
A - General

33. No item should be credited as a deposit save under formal order of competent authority.
Furthermore, no sums should be credited in any deposit register which can be carried to any other
head of account; for example, revenue paid to the Government on account of a demand not yet due
should at once be carried finally to the proper revenue head, and should not be placed in deposit.

34. The amount of a lapsed deposit refunded under the rules of the Government should be shown in
the accounts of District/Thana Accounts Officer as miscellaneous refund and not as a repayment of
deposit.

B - Revenue Deposits

35. Each item of deposit received should be entered in a register in Form AC 18 and numbered.
There should be a separate series of numbers for each register, beginning a new each year. The
District/Thana Accounts Officer should check carefully the amount and particulars of each entry and
then set his initials in the proper colummn against each. A daily total only should be carried from each
register to the cash book.

36. Every item should be recorded in the name of the person from whom, not that of the Government
official through whom, it is received; it should be passed through the accounts even though repaid on
the day of receipt, and be kept distinct, however, small it be, finally disposed of, never being
consolidated with others,

37. Each repayment of deposit should at once be recorded both in the Register of Repayments, Form
AC 19, from which the daily total should pass into the cash book, and in that of Receipts, Form AC
18, in the latter the date and amount of the repayment also being noted.

NOTE.--- When, a deposit is repaid by an order on the Bank, the entry in the Register of Receipts should be made when the order is issued and
that in the Register of Repayments when the repayment is reporied in the daily account of the Bank. If, in any case, repayment is not made on
the date of the order on the Bank, the actual date of repayment shonld alsa be noted in the Register of Receipts just below the entry of the date
of the order,

38. When a deposit is adjusted by transfer to some other head of account, the head of account to
which it is transferred, and the item in which it is included, should be noted in the Register of
Receipts, and in the Register of Repayments and it should be credited separately in the cash book or
the subsidiary register concerned. The voucher submitted with the list of repayment should state these
facts the statement being attested by the signature of the District/Thana Accounts Officer.

C - Personal Deposits

39. Receipts and payments on Personal Deposit accounts should be recorded in personal ledgers in
Form AC 20, which should be bound up into a volume. Every personal account should have its own
ledger page in which the receipts should be entered in regular order without being numbered and the
disbursements (made not from any particular item, but from the aggregate balance in hand) noted as
they are made without any further remark.

40. The daily totals of receipts and payments should be carried from the personal ledgers (Form AC
19)) into the Register of Personal Deposits (Form AC 21) from which again the aggregate daily total
only should be carried to the cash book.
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D - Civil and Criminal Court Deposits
41. There are two methods in which the accounts of civil and criminal court deposits may be kept:

1. When each deposit is separately paid into or drawn from the Bank upon documents passed
by competent authority and setting forth the particulars necessary for entries in the deposit
registers, the accounts of Civil and Criminal Court Deposits should be kept in the manner
prescribed in Articles 35 to 38 for revenue deposits, although the sets of registers and
returns should all be separate from those of the revenue deposits proper.

2. In cases where Civil Courts and Magistrates pay into Bank lump amount and remit to the
District/Thana Accounts Officer their gross deposit receipts for credit in a personal ledger
and make repayments by cheques, the District/Thana Accounts Officer should keep the
accounts in the forms prescribed in Articles 39 and 40 for personal deposits, but quite
separate from those of the personal deposits proper; and the deposits should be designated
as Civil Court or Criminal Court Deposits.

Whenever, the latter system is permitted the detailed record of deposit transactions should be kept by
the court concerned in the form prescribed in Articles 35 to 37 for the accounts of Revenue Deposits
of District/Thana Accounts Officer with such adaptations and modifications as may be authorised by
the competent authority after consultation with the Controller General of Accounts.

E - Deposits of Local Funds

42. Subject to exceptions allowed by the Controller General of Accounts, transactions of all local
funds, including municipal and cantonment funds, should be recorded in the forms used for personal
deposits (Forms AC 20 and AC 21), but should be kept quite distinct, and should pass into the
accounts as Deposits of Local Funds, and not as Personal Deposits.

43. The transactions of each fund should be entered in a separate column in the register (Form AC
21) which should provide a separate column for every such fund in the District and the Thana. Unless
the funds are very few in number, there should be registers and totals for municipal and cantonment
funds separate from those of other funds.

Section 4 - Miscellaneous Accounts

44. District/Thana Accounts officer should keep one or more plus and minus memoranda (Form AC
31) for all revenue advances made. The advances should be debited and recoveries credited in the
memoranda. One of these plus and minus memoranda should be the ordinary account of revenue
advances, and other special accounts may be opened from time to time for any special officers
authorised to make such advances, who may, under the orders of revenue authorities keep and submit
accounts separate from the accounts of District/Thana officers. Unless the Government requires
otherwise, District/Thana Accounts Officer shall keep no detailed accounts of these advances.

NOTE.---  An advance held to be imecoverable by the Revenue authorities should be written off the plus and minus memoranda of
District/Thana Accounts Officer. Any subsequent recoveries should net affect the memoranda but should be taken direct to revenue.

45. In addition to the registers prescribed in the foregoing Articles the following subsidiary registers
should be kept for the record of transactions specified against each.

(i) Register in Form AC 22 for the record of advances (other than those mentioned in Article
44) made/recovered under the heads “Loans and Advances” (Non-Development).

(i) Register in Form AC 23 for payments relating to personal claims of Gazetted officers.

(iii) Register in Form AC 24 for payments of Pensions under Major head - 140. Separate
register for each minor head should be kept for different classes of pensions.
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4. Chapter IV - Accounts Returns to be Rendered by Offices of District/Thana Accounts
Officers

A - General

46. Except as specified otherwise the directions in this Chapter shall apply to District Accounts
Office and Thana Accounts Office at the headquarters of the District and the Thana respectively.

47. The returns prescribed in this chapter should be prepared from the cash book and registers
subsidiary thereto and despatched to Regional Accounts Officer punctually on the prescribed date.
The returns due for despatch on a holiday may be sent one day (but not more than one day) late.

B - Compilation of Monthly Accounts

1 - Monthly Accounts of Receipts and Payments

48. The Monthly Accounts of Receipts and Payments should be prepared in Forms AC 25 and AC
26. Form AC 235 should show the receipts collected and the Form AC 26 the payments made during
the month (vide article 27) and together should constitute the basis of the monthly accounts to be
submitted by Regional Accounts Officer to the Controller General of Accounts, These two forms
may be revised by the Controller General of Accounts according to the requirements of making the
accounts comprehensive and transparent.

49. The entries from the cash book and registers subsidiary thercto into the Monthly Accounts of
receipts and payments and schedules pertaining to these documents (vide Articles 49 to 56) should
be made in accordance with the following directions:

(i} Those transactions which, under the instructions of the Controller General of Accounts, have o
be recorded in full in any one of these documents should be so entered therein on the date on which
they appear in the cash book, or, on the following day, provided that the transmission of the accounts
and returns on the due dates (vide Articles 59 and 60) is not thereby retarded.

(i) The lump entries appearing in the Monthly Accounts of Receipts and Payments and schedules
pertaining to these documents should be made therein in time to permit of the completion of those
returns and their submission to the Regional Accounts Officer on the due dates.

(iii) The difference between the monthly totals of receipt and payment columns of the subsidiary
register of Bangladesh Bank Deposits (vide Article 23) should be carried into the appropriate
Receipts Account or the Payments Account according as the difference represents net drawings
from, or net payments into, the Bank during the month.

IT - Supporting Schedules

(a) General

50. Save as provided in Articles 52 to 56 below and subject to the observance of the following
general principles, the form and number of the schedules may be determined by the Controller
General of Accounts.

(i) There should be separate schedules of the receipts and expenditure for each Department. All
revenue receipts and service payments should appear in one or other of these schedules.

NOTE. --- Where'a separate schedule has been preseribed by the Controller General of Accounts, it should be prepared invariably, even if
there be no transactions during the period in respect of which the schedule is prepared. In such cases the schedule should show the
ransactions as ‘ml’.

(i) Miscellaneous items of receipts and recoveries of service payments should be shown with full
particulars in the receipt schedules of the department by, or at the instance of which, the money is
presented at the Bank.
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(iii) Advances of pay, travel expenses, etc., to the Government servant and recoveries of such
advances should be included in the schedule of the Department from which the Government
servants concerned draw their pay.

(iv) Payments relating to personal claims of Gazetted Officers should be shown in a separate column
of the schedule of payments of the department concerned or in a separate schedule (Form AC 23)
altogether, the total of which should be brought forward as a single item in the relevant schedule of
payments. In the former case schedules containing such payments should be prepared in duplicate.

(v) The vouchers for refunds of revenue should be entered in a separate subsidiary schedule for each
department, and the total of this schedule should be entered as a distinct item in the relevant schedule
of payments. As an alternative to this procedure, refunds of revenue may be shown in a separate
column in the payment schedule of the department.

51. The vouchers and chalans pertaining to, and the paid cheques of, the Defence Services relating
to the Controller General of Defence Finance should be numbered consecutively in a monthly series
as they are entered therein and attached to the schedule arranged in their numerical order.

(b) Schedules For Departmental Disbursing Officers

52. A simple schedule of Forest Remittances showing separately the cash received from each Forest
Division and acknowledged in the Conselidated Receipt (Article 29) should be prepared in Form AC
27.

(¢) Schedules of Deposit Transactions

53. An “Extract Register of Revenue Deposits Received” should be written up daily in the office of
District/Thana Accounts Officer in Form AC 28 from the Register of Receipts, Form AC 18.

54. In some cases where many deposits are received for very short periods, permission may be given
by the Controller General of Accounts to detail in the returns only the items not repaid in the month
of receipt; but the permission should not be extended without clear proof of its necessity. When such
permission is given, the returns cannot be written up till after the close of the month, and there will
be breaks in the series of numbers representing the deposits received during the month, which have
been wholly repaid before its close. In these cases, “Deposits received and repaid during the month”
should be entered in lump sums at foot of each extract register, both of receipt and repayment (vide
Articles 53 and 55) in order that extracts might agree with the accounts.

55. An ** extract Register of Repayment of Revenue Deposits™, Form AC 29, should also be written
up daily in respect of transactions for the entire month.

56. An “Extract Register of Receipts and Payments of Personal Deposits”, Form AC 30, should be
written up from the Register of Personal Deposits (form AC 20). This should show only the monthly
totals of receipts and repayments on each personal ledger, the totals of the two columns, "Receipts of
the month" and "Payments of the month" alone will be traceable in the Receipts Account and the
Payments Account. Monthly totals of this Extract should agree with the total columns of Form AC
21
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4. Chapter IV - Accounts Returns to be Rendered by Offices of District/Thana Accounts
Officers

A - General

46. Except as specified otherwise the directions in this Chapter shall apply to District Accounts
Office and Thana Accounts Office at the headquarters of the District and the Thana respectively.

47. The returns prescribed in this chapter should be prepared from the cash book and registers
subsidiary thereto and despatched to Regional Accounts Officer punctually on the prescribed date.
The returns due for despatch on a holiday may be sent one day (but not more than one day) late.

B - Compilation of Monthly Accounts
I - Monthly Accounts of Receipts and Payments

48. The Monthly Accounts of Receipts and Payments should be prepared in Forms AC 25 and AC
26, in which heads of receipts and payments should be printed in the order prescribed by the
Controller General of Accounts. Form AC 25 should show the total receipts collected and the Form
AC 26 the total payments made during the month (vide article 27) and together should constitute the
basis of the monthly accounts to be submitted by Regional Accounts Officer to the Controller General
of Accounts and the Chief Accounts Officer, as the case may be.

49. The entries from the cash book and registers subsidiary thereto into the Monthly Accounts of
receipts and payments and schedules pertaining to these documents (vide Articles 49 to 56) should
be made in accordance with the following directions:

(i) Those transactions which, under the instructions of the Controller General of Accounts,
have to be recorded in full in any one of these documents should be so entered therein on the
date on which they appear in the cash book, or, on the following day, provided that the
transmission of the accounts and returns on the due dates (vide Articles 59 and 60) is not
thereby retarded.

(i) The-lump entries appearing in the Monthly Accounts of Receipts and Payments and
schedules pertaining to these documents should be made therein in time to permit of the
completion of those returns and their submission to the Regional Accounts Officer on the due
dates.

(ii) The difference between the monthly totals of receipt and payment columns of the
subsidiary register of Bangladesh Bank Deposits (vide Article 23) should be carried into the
appropriate Receipts Account or the Payments Account according as the difference represents
net drawings from, or net payments into, the Bank during the month.

11 - Supporting Schedules
(a) General

50. Save as provided in Articles 52 to 56 below and subject to the observance of the following
general principles, the form and number of the schedules may be determined by the Controller
General of Accounts.

(i) There should be separate schedules of the receipts and expenditure for each department and
for each major head of account not relating to any particular department. All revenue receipts
and service payments should appear in one or other of these schedules. Receipts on account of
departments for which descriptive major heads are not opened on the receipt side should be
included in the schedule for the major head 65-Miscellaneous Non-Tax Revenue.

NOTE 1.— In the case of small departments or of major heads under which the transaction are few, two or more such depariments or major
heads may, at the discretion of the Controller General of Accounts, be treated for the purpose of this rule as relating to a single department,
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NOTE 2.~ Where a separate schedule has been prescribed by the Controller General of Accounts, it should be prepared invariably, even if
there be no transactions under the head concermed during the period in respect of which the schedule is prepared. In such cases the schedule
should show the transactions as ‘nil",
(ii) Miscellaneous itemns of receipts and recoveries of service payments should be shown with
full particulars in the receipt schedules of the department by, or at the instance of which, the
money is presented at the Bank.

(iif) Advances of pay, travelling allowances, etc., to the Government servant and recoveries of
such advances should be included in the schedule of the department to which the Government
servants concerned belong.

(iv) Payments relating to personal claims of Gazetted Officers should be shown in a separate
column of the schedule of payments of the department concerned or in a separate schedule
(Form AC 23) altogether, the total of which should be brought forward as a single item in the
relevant schedule of payments. In the former case schedules containing such payments should
be prepared in duplicate.

(v) The vouchers for refunds of revenue should be entered in a separate subsidiary schedule for
each department, and the total of this schedule should be entered as a distinct item in the
relevant schedule of payments. As an alternative to this procedure, refunds of revenue may be
shown in a separate column in the payment schedule of the department or major head
concerned.

51. The vouchers and chalans pertaining to, and the paid cheques of, the Defence Services relating to
the Controller General of Defence Finance should be numbered consecutively in a monthly series’ as
they are entered therein and attached to the schedule arranged in their numerical order.

(b) Schedules For Departmental Disbursing Officers

52. A simple schedule of Forest Remittances showing separately the cash received from each Forest
Division and acknowledged in the Consolidated Receipt (Article 39) should be prepared in Form AC
27

(c) Schedules of Deposit Transactions

53. An “Extract Register of Revenue Deposits Received” should be written up daily in the office of
District/Thana Accounts Officer in Form AC 28 from the Register of Receipts, Form AC 18.

54. In some cases where many deposits are received for very short periods, permission may be given
by the Controller General of Accounts to detail in the returns only the items not repaid in the month
of receipt; but the permission should not be extended without clear proof of its necessity. When such
permission is given, the returns cannot be written up till after the close of the month, and there will be
breaks in the series of numbers representing the deposits received during the month, which have been
wholly repaid before its close. In these cases, “Deposits received and repaid during the month™ should
be entered in lump sums at foot of each extract register, both of receipt and repayment (vide Articles
53 and 55) in order that extracts might agree with the accounts.

55. An “ extract Register of Repayment of Revenue Deposits”, Form AC 29, should also be written
up daily in respect of transactions for the entire month.

56. An “Extract Register of Receipts and Payments of Personal Deposits”, Form AC 30, should be
written up from the Register of Personal Deposits (form AC 20). This should show only the monthly
totals of receipts and repayments on each personal ledger, the totals of the two columns, "Receipts of
the month" and "Payments of the month" alone will be traceable in the Receipts Account and the
Payments Account. Monthly totals of this Extract should agree with the total columns of Form AC
Z1-
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III - Plus and Minus memoranda
(a) General

57. Plus and minus memoranda should be prepared in Form AC 31 for the transactions on account
of each class of deposits. The deductions from balance should tally with the corresponding entries of
receipts in the accounts and closing balances should be certified as agreeing with the accounts
maintained by District/Thana Accounts Officer. Memoranda may also be required of the outstanding
balances of any class of advances which the District or other revenue officer has authority to make
[vide Articles 44 and 45(1) ].

NOTE 1.--- The plis and mings memoranda should be prepared in such separate parts as may be determined by Controller General of
Accounts. Those refating to particular departments may be furnished wherever this is possible, on the reverse of the receipts schedules
concerned.

NOTE 2.-- No difference should ever exist between the closing balance of one month and the opening balance of the next: any. addition 1o,
or deductions from. the balance should be made by a special entry to be explained by a foot-note.

(b) Deposits

58. Each head of deposit and each Local Fund should be detailed separately in the appropriate
memorandum. The balance in the plus and minus memorandum of deposit transactions for the
month of July should be reduced by the amount reported for lapse under Article 66, so that it may
agree with the aggregate of repayable deposit balances upon the deposit register.

*

C - Submission to Regional Accounts Officer

59. The District/Thana Accounts Officer should submit classified accounts to Regional Accounts
Officer on or before the date of the following month determined by the Controller General of
Accounts. The accounts will be submitted in the prescribed forms of Monthly Accounts of
Receipts and Payments with such supporting schedules and connected vouchers as required by the
Controller General of Accounts. Procedure of submitting statement of accounts by the Regional
Accounts Officers to the Controller General of Accounts is laid down in the Volume IV of this Code.
60. The following and such other schedules as the Controller General of Accounts may require shall
accompany the monthly accounts submitted by District/Thana Accounts Officer to the Regional
Accounts Officer:

(i) statement of classified accounts
(ii) Vouchers and chalans pertaining to Exchange Accounts,

(iii) A statement showing the Thana and District figure under the economic Code,
Bangladesh Bank Deposits, duly reconciled with the Bank’s scroll,

(iv) Schedule of remittances,
(v) Extract Register of Receipts and Payments of Deposits,

(vi) Plus and minus Memoranda

61. The Monthly Account of Receipts (Form AC 25) should be signed and certified by the
respective District Accounts Officer and Thana Accounts Officer.

62. A certificate to the following effect should be given on the Monthly Account of Receipts:
“Certified that the net amount credited/debited under the economic code, Bangladesh Bank
Deposits, agrees with the net disbursements/receipts shown in the daily statements of receipts and
disbursements received from the Bank during the month, totals of which were checked and agreed
with the totals shown in the copy, received in this office, of the daily schedule rendered by the Bank
to its Head Office”.
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63. Al the end of every quarter, a certificate should be furnished with the Extract Register of
Receipts of Deposits (Form AC 28) by Regional Accounts Officer (not being District/Thana
Accounts Officer ) that he has examined the register personally, and that the entries are made with
the utmost care and regularity.

NOTE.-— This examination is not intended to be mechanical, and to secure only that all necessary entries are made and initialled without
fail at the time of the transaction, but also that no moneys are unnecessarily 1 deposit, or allowed 1o remain there without good cause,

64. In July each year, the District/Thana Accounts Officer should examine the Registers of Receipts
of Deposits (Form AC 18) of the second preceding year and transfer to a Clearance Register in Form
AC 28 with suitable change in the headings, all the outstanding balances which are not reported for
lapse under the rules of the Government (vide Article 66). To this Clearance Register should also be
transferred any items in the last preceding Clearance

Register but one, that are for special reasons not allowed to lapse to Government.

NOTE:-- It is not intended that the Clearance Registers should be used in the office of District'Thana Accounts Officer; the repayment of
items entered in the Clearance Register should continue to be recorded in the original Receipt Registers, vide Article 37,

05. For other classes of deposits which are accounted for as personal deposits, a certificate from the
administrator of every personal ledger account to the effect that the balance claimed by him is of a
named account, and detailing his outstanding cheques in order to explain the difference, if any.
between his balance and that reported by Districi /Thana Accounts Officer in his plus and minus
memorandum should be sent to the Controller General of Accounts.

66. Immediately after 30th June each year, a list of deposits or balances of that year, which lapse
under the rules of Government, should be submitted to the Controller General of Accounts in Form
AC 32. The authority concerned with the deposit will send periodically to District/Thana Accounts
Officer a list of deposits which have lapsed. Any addition or subtraction from the list will be made
on the basis of the report of the concerned authority. Similarly, if any item is repaid in the course of
the month, it should be struck out of this list at the same time as the payment is entered in registers of
receipt and repayment. On 30th June, each of these lists should be checked again with the Registers
of receipts, in which the items pertaining to the list should be marked off as having lapsed and been
credited to Government on 30th June. In order to watch repayment and lapsed amounts, a monthly
register in Form AC 33 will be kept. It will be a three years record for noting repayment. Besides
noting repayment, items lapsed to Government will also be noted in this register. At the end of the
three years period there will be no item left outstanding, and if there is any, it will be transferred to
the Clearance Register.

NOTE.—- In preparing the lapsed statement, the items should be entered in chironological order and separate totals should be given for
deposits relating to different years.
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111 - Plus end Minus memoranda
(a) General

57. Plus and minus memoranda should be prepared in Form AC 31 for the transactions on account
of each class of deposits. The deductions from balance should tally with the corresponding entries of
receipts in the accounts and closing balances should be certified as agreeing with the accounts
maintained by District/Thana Accounts Officer. Memoranda may also be required of the outstanding
balances of any class of advances which the District or other revenue officer has authority to make
[vide Articles 44 and 45(i) ].

NOTE |.--- The plus and minus memoranda should be prepared in such separate parts as may be determined by Controller General of
Accounts. Those relating to particular departments may be furnished wherever this is possible, on the reverse of the receipts schedules
concerned.

NOTE 2.-- No difference should ever exist between the closing balance of one month and the opening balance of the next: any addition to, or
deductions from, the balance should be made by a special entry to be explained by a fooi-note.
(b) Deposits

58. Each head of deposit and each Local Fund should be detailed separately in the appropriate
memorandum. The balance in the plus and minus memorandum of deposit transactions for the month
of July should be reduced by the amount reported for lapse under Article 66, so that it may agree with
the aggregate of repayable deposit balances upon the deposit register.

C - Submission to Regional Accounts Officer

59. The District/Thana Accounts Officer should submit classified accounts to Regional Accounts
Officer on or before the date of the following month determined by the Controller General of
Accounts. The accounts will be submitted in the prescribed forms of Monthly Accounts of Receipts
and Payments with such sapporting schedules and connected vouchers as required by the Controller
General of Accounts. Procedure of submitting statement of accounts by the Regional Accounts
Officers to the Chief Accounts Officers and the Controller General of Accounts is laid down in the
Volume IV of this Code.

60. The following and such other schedules as the Controller General of Accounts may require shall
accompany the monthly accounts submitted by District/Thana Accounts Officer to the Regional
Accounts Officer:

(i) Major, minor and detailed head wise statement of classified accounts for the Controller
General of Accounts and each Chief Accounts Officer, as the case may be,

(il) Vouchers and chalans pertaining to Exchange Accounts,

(iii) A statement showing the Thana and District figure under head Bangladesh Bank Deposits
duly reconciled with the Bank’s scroll,

(iv) Schedule of remittances,
(v) Extract Register of Receipts and Payments of Deposits,
(vi) Plus and minus Memoranda

61. The Monthly Account of Receipts (Form AC 25) should be signed and certified by the
respective District Accounts Officer and Thana Accounts Officer.

62. A certificate to the following effect should be given on the Monthly Account of Receipts:

“Certified that the net amount credited/debited under the head Bangladesh Bank Deposits agrees with
the net disbursements/receipts shown in the daily statements of receipts and disbursements received
from the Bank during the month, totals of which were checked and agreed with the totals shown in the
copy, received in this office, of the daily schedule rendered by the Bank to its Head Office”.

2-13
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63. At the end of every quarter, a certificate should be furnished with the Extract Register of
Receipts of Deposits (Form AC 28) by Regional Accounts Officer (not being District/Thana
Accounts Officer ) that he has examined the register personally, and that the entries are made with the
utmost care and regularity.

MNOTE.--- This examination is not intended to be mechanical, and to secure only that all necessary entries are made and initialled without fail
at the time of the transaction, but also that no moneys are unnecessarily in deposit, or allowed to remain there without good cause.

64. In July each year, the District/Thana Accounts Officer should examine the Registers of Receipts
of Deposits (Form AC 18) of the second preceding year and transfer to a Clearance Register in Form
AC 28 with suitable change in the headings, all the outstanding balances which are not reported for
lapse under the rules of the Government (vide Article 66). To this Clearance Register should also be
transferred any items in the last preceding Clearance Register but one, that are for special reasons not
allowed to lapse to Government,

NOTE: It is not intended that the Clearance Registers should be used in the office of District/Thana Accounts Officer; the repayment of items
entered in the Clearance Register should continue to be recorded in the original Receipt Registers, vide Article 37,

65. For other classes of deposits which are accounted for as personal deposits, a certificate from the
administrator of every personal ledger account to the effect that the balance claimed by him is of a
named account, and detailing his outstanding cheques in order to explain the difference, if any,
between his balance and that reported by District /Thana Accounts Officer in his plus and minus
memorandum should be sent to the Controller General of Accounts.

66. Immediately after 30th June each year, a list of deposits or balances of that year, which lapse
under the rules of Government, should be submitted to the Controller General of Accounts in Form
AC 32. The authority concerned with the deposit will send periodically to District/Thana Accounts
Officer a list of deposits which have lapsed. Any addition or subtraction from the list will be made
on the basis of the report of the concemed authority. Similarly, if any item is repaid in the course of
the month, it should be struck out of this list at the same time as the payment is entered in registers of
receipt and repayment. On 30th June, each of these lists should be checked again with the Registers
of receipts, in which the items pertaining to the list should be marked off as having lapsed and been
credited to Government on 30th June. In order to watch repayment and lapsed amounts, a monthly
register in Form AC 33 will be kept. It will be a three years record for noting repayment. Besides
noting repayment, items lapsed to Government will also be noted in this register. At the end of the
three years period there will be no item left outstanding, and if there is any, it will be transferred to
the Clearance Register.

NOTE.--- In preparing the lapsed statement, the items should be entered in chronological order and separalte totals should be given for deposits
relating to different years.
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PART III

3. Chapter V - Accounts Of Small Coin Depots
A - General

67. The directions in this Chapter shall apply to the accounts of Small Coins Depots located in the
branches of Bangladesh Bank and Sonali Bank.

68. The accounts and balances of a Small Coins Depot should be kept entirely separate from other
accourts and balances of the Government.

B - Accounts to be kept

69. The accounts of the depots should be kept by each branch of the Bank where a Small Coins
Depot is located in Form AC 34. Every transaction should be entered at the time of its occurrence
and the closing balance struck.

C - Accounts Returns

70. On any day on which transactions occur, a slip in Form AC 33, being a copy of the entry of the
transactions in the depot accounts, with the balance before and after it, should be despatched to the
Currency Officer of the Issue Department of Bangladesh Bank at the head office.

71. For all Small Coins Depots located at different branches, a certificate in the following form in
respect of the last verification conducted in the preceding financial year should be submitted to the
Controller General of Accounts by Bangladesh Bank in July each year:-

"The balance of the Small Coins Depot at... Sih RO AR e according to
the Depot Book was Taka.................. Th1s balance has been duly verified according to the
prescribed rules."”
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6. ANNEXURE
(See Articles 22 and 24)

Extract from Audit Code

PAYMENT BY CHEQUE

330. If payment is to be made by cheque the passed bill will be transferred to the cheque writer,
who will prepare a cheque for the net amount in the special form for pre-audit cheques putting his
signature after the word entered. He will note the number of the cheque conspicuously on the bill, enter
the amount in the Register of Cheques Drawn ( Form 102) and lay the cheque and the bill together
before the Branch Officer in charge. This officer will tick off the number of the cheque, see that its
amount agrees with the amount passed, and then sign the cheque and stamp the bill “Cheque drawn™.
The passed bill together with the cheque should then be sent to the Cash Department which will date
the cheque at the time of delivery. After delivery, the Cash Department will attach the payee’s
acknowledgement to the bill, stamp it as ‘paid’, write the voucher number on the upper right hand
corner of the bill and enter the payment in the Register of Cheques Delivered (Form 103). The cheque
will be paid by the Bank and charged in the relevant schedule of Accountant-General’s cheques paid
attached to the bank’s daily account. (See paragraph 338).

1. When two or more bills are payable to the same person, a single cheque should be issued for their aggregate amount, though the particulars of
each hill should be entered separately in the Register of Chegues Delivered (Form 103). In such cases a stamped acknowledgement for each bill
should not be demanded: a single stamped receipt is sulficient. Each such bill may, if necessary, be stamped in the Audit Office with a rubber
stamp indicating that the relevant receipt is included in the receipt attached to such and such a bill, the number being entered in manuscript.

2. Duplicates of lost cheques are, in some cases, issued on forms differing from the original only in that the word “duplicatc” is printed across
them in red.

3. The completeness and regularity of an endorsement on a bill should be examined in accordance with the rules made by Government in the
behalf.

SCHEDULE OF CHEQUES PAID

338. The Bank will send the paid cheques daily to the Accountant General together with
schedules for the payments showing the number and the amount of each cheque; and the whole amount
of each schedule will be shown in the relevant daily Bank sheet “Pre-audit cheques paid”.

OUTSTANDING CHEQUES

340. The paid cheques returned daily by the Bank should be compared with, and ticked off in,
the Registers of Cheques Delivered (Form 103), and from this a list of outstanding cheques (showing
number and amount) should be made up and totalled weekly the total being expressed in words and
figures. The preparation of this list should on no account be left to, a member of the Pre-audit Pay
Department. The entries in the list should be checked and the total attested by a Superintendent, before
it is submitted to the Accountant General for him to post his Check Registers (Paragraph 341). The
balances for the last day of the month should be agreed with the Ledger balances and the agreement
certified by the Superintendent, Book Department.

1. If any cheque appears to be unduly long outstanding enquiries regarding it should be made of the helder; and if it cannot be traced, it may be

stopped, and the charge which it represents cancelled and adjusted. The number of the cheques in the outstanding list will sufficiently indicate
any such exceptional cases.

2. The most convenient form of the daily schedules will probably be that of a book as the maintenance of an owtstanding cheques renders it
unnecessary to record the details of the cheques paid.
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ACCOUNTANT GENERAL’S CHECK REGISTER

341. A register in Form 107 will be maintained by the Accountant General showing the daily
issues and encashment of pre-audit cheques and the balances of unpaid cheques at the end of the
week. The register will be kept in the custody of the Accountant General but may be posted by a
Superintendent or other nominee of the Accountant Genertal, other than one connected with the pre-
audit Pay Department or the Department responsible for the preparation of the list of outstanding
cheques.

The weekly comparison as indicated in the form will be made by the Accountant General himself,

A monthly comparison should also be made with the balances in the Registers of outstanding
cheques at the end of each month. The Balances in the Accountant General’s register should also be
verified independently with the Ledger balances in the Book Department and note to this effect
recorded in Form 107.

Replacement page2-17
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ACCOUNTANT GENERAL’S CHECK REGISTER

341. A register in Form 107 will be maintained by the Accountant General showing the daily
issues and encashment of pre-audit cheques and the balances of unpaid cheques at the end of the week.
The register will be kept in the custody of the Accountant General but may be posted by a
Superintendent or other nominee of the Accountant General, other than one connected with the pre-
audit Pay Department or the Department responsible for the preparation of the list of outstanding
cheques.

The weekly comparison as indicated in the form will be made by the Accountant General himself.

A monthly comparison should also be made with the balances in the Registers of outstanding cheques
at the end of each month. The balances in the Accountant General’s register should also be verified
independently with the Ledger balances in the Book Department and not to this effect recorded in Form
107.
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7. FORMS
FORM AC.-- 1
(See CHAP. III ARTICLE 14 and 24)
Cash Book of Receipts/ Payments for the month of year,
Register Revenue / Expendiure 1st of 2nd of Ird of dth of < - 28th of the 29th of 30th of st of Total for the
Heads of Account the the the the month the the the month
No month month month month month month month
<~
Daily Total of Receipts/
Payments

District Accounts Officer/Thana Accounts Officer
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FORM AC. -- 2
(See CHAP. Il ARTICLE 17)
Register of Receipts under Major Head

for the month of year
Date No. of From whom Net Recoveries/ Recoveries/ Recoveries/ Total Cumulative gross
Chalan receiver] receipts Deductions Deductions Deductions gross receipts S
under other under other under other L
Head
Heads, Heads, Heads, ;
carried to
if any if any if any cash book

Total receipts at the

end of the month:
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FORM AC. --3

(See CHAP. I, ARTICLE 17)
Register of Payments under Major Head

for the month of year
Date No.of paid To Net Recoveries/ Recoveries/ Recoveries/ Total gross Cumulative gross
voucher/ whom Deductions Deductions Deductions payIuents unes PEFIELS RO
Major Head date
Chalan paid payments creditable creditable creditable .
carried to cash
to other heads to other heads to other book
heads

Total Payments at the

end of the month
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FORM AC4 A
(See CHAP. II1 ARTICLE 17)
Consolidated Abstract of Major Head (Receipt)

Figures in Taka
Major Head Month- Month- Cumulative- month - cumulative- Tune cumulative June cumulative
July August July and one column one column Prelimi Final
August for each for each R
month month

Revenue Receipts

(1-70)

Grants - 71

Total Revenue +
Grants

Public Debt and
Advances - (74-80)

Total Public Debt +
Advances

Total Consolidated
Fund

Public Account -(81-
99)

Total Public Account

Consolidated Fund

Grand Total Receipts
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FORM AC 4 B
(See CHAP. Il ARTICLE 17)
Consolidated Abstract of Major Head (Expenditure)

Figures in Taka

Major Head Month- Month- Cumulative month - cumulative- June cumulative June cumulative
July August one column one column _— 3
o enchs froach Preliminary Final
month month
Revenue Expenditure
(101-180)
Total Revenue
Expenditure

Capital Expenditure
(Non-Development) -
(181 - 188)

Total Capital
Expenditure (Non-
Development)

Public debt and
Advances- (191-194)

Total Public debt
and Advances

Development
Expenditure-
(201-280)
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Total Development
Expenditure.

Total Consolidated
Fund Expenditure.

Public Account
(Expenditure) -
(301-320)

Total Public Account

Total Consolidated
Fund

Grand Total --
Expenditure.
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FORM AC.--5
See CHAP. III ARTICLE 18
Check Register of Adjustment by Transfer for the month of year
Date of the month
Amount adjustable by
transfer to other Heads of
Accounts
Department/ Particulars of Net amount Head Head Head Gross amount to be Major Head of
Chief Accounts Chalan/ paid of of Ale of Alc entered in Major Head K
Officer voucher/paid l l Alc l Register
bill
FORM AC. 6
(See CHAP.III ARTICLE 22)
Register of Vouchers and Chalans for the year
in___ Accounts Office
Date Number of the Chalan/ Gross Net Gross Net Remarks
memorandum/voucher/ bill payments payments receipts receipts

2-24
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FORM AC.6
(See CHAP.III ARTICLE 22)
Register of Vouchers and Chalans for the year

in Accounts Office
Date Number of the Gross Net Gross Net Remar
Chalan/memoranduny | payments payments receipts receipts ks

voucher/bill
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FORM AC.--7
See CHAP.III ARTICLE 23
Register of Bangladesh Bank Deposits for the month of year.
Date Net Payments Net Receipts Initials of Thana Accounts Officer / District
1) 2 3) Accounts Officer

)

Total for the month

Deduct
Payments/Receipts

Net Payments /

Receipts

Note: Against each date, there will be an entry either in column (2) or in column (3). When the total receipts exceed total payments, the difference will be
posted in column (2) and when total payments exceed total receipts, the difference will be posted in column (3).
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Register/Schedule of

FORM AC.--8

See Chap. Il ARTICLE 28

Department Receipts during the month of

year

Date

Payments made by officers of the Department *

Payments made on account of the officers of the

Department #

Taka

From
received **

whom

On what
account

On account of

On account of --

Other items

Daily total

carried
cash book

to

* This part relates to payments made by the Officers themselves or their subordinates.

* * Official designation of the Officer should be entered here.

# This part relates to payments made not by Officers of the Department, but by others on their account.
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FORM AC.--9
See CHAP.III ARTICLE 28
Register of payments made to officers of the Department on cheques against Letters of Credit or otherwise from to year
Date Serial Cheque Cheque Amount Balance Initial Daily total of payments
of No Book No No s of carried to cash book
payments
TAO/DAO

** Entries should be made in the column of 'balance' only when the amount is drawn against letter of credit. Each such entry and each payment entry must be
attested by the Thana Accounts Officer / District Accounts Officer's initials who should see that the balance is correct in each case.

One set of columns 1 to 8 should be used for each Officer having a L/C or a separate account. For this purpose, each page of the Register will have more than
one set of columns.
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FORM AC. 10
(See Chapter II1, Article 29)
From Forest
Division
Consolidated Receipt cum schedules for Forest Cash Remittances
For 19

Received from the Officer-in-charge of Division the sum of Taka
as detailed below for credit to the Forest Department:

Number of Cr.
Date of Name of By whom Number of Amount | item and the date of
Remittances to Bank and remitted each Chalan Remitted entry in Forest
Bank Accounts with each Account
Office Chalan
Thana Accounts Officer/District Accounts Officer Countersigned.
Dated Forest Officer.
Division

Dated
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FORM AC. 11
(See Chapter I11, Article 29)

Accounts Office

Register/Schedule of Forest Cheques paid during 19
Particulars of Cheque By whom
Date of e Division Division Remarks
Payment No. Date Tk. Tk.
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FORM AC.-- 12
See CHAP.III ARTICLE 30)
MISCELLANEOUS DEFENCE SERVICES RECEIPTS DIVISION
List of Receipts on account of Defence Service for the month of year
No. of Date From whom Recoveries by civil Daily total
Chalan received departments for Defence carried to
Service cash book
Description Amount
FORM AC.-- 13
(See CHAP.III ARTICLE 30)
DEFENCE SERVICE REMITTANCES DIVISION

List of Receipts on account of Defence Service Remittances for the month of
year.

Daily total carried
to
cash book

No. of Date From whom Amount
Chalan received

N.B.- The Register should have provision of duplicate carbon copy. One copy along with all
Chalans/vouchers will be sent to the Controller General of Accounts at the beginning of the following
month.
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List of Payments

FORM AC.— 14

(See CHAP.III ARTICLE 30)
DEFENCE SERVICE REMITTANCES

DIVISION

on account of Defence Service Remittances for the month of

year
No. of No. and date of Date of Amount Daily Total
heque book ch - t carried to cash
chequ eque paymen el

N.B.-The Register should have provision of duplicate carbon copy. One copy along with all the
paid cheques will be sent to Controller General of Accounts at the beginning of the following month.

FORM AC.-- 15

(See CHAP.III ARTICLE 30)
DEFENCE SERVICE REMITTANCES

DIVISION

List of Payments made against Emergency Cash Requisition by Defence Services for the month

of year
No.of date Name and Amount Detail of Bank Daily total
token/ rank of Advice carried to
voucher Officer giving cash book
requisition
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FORM AC. 16
(See Chapter IIT, Article 31)
Register of Receipts of the Post Office Department

Date Nowof Post Office Post Office Miscellaneous Daily Initials
Chalan In By book In By book Sale of Sale of large Sale of Total carried of TAO/
Cash transfer Cash transfer Postage sized service to the Cash
stamps Registration stamps Book DAO
ordinary envelopes
Total
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FORM AC. 17

(See Chapter III, Article 31)

Register of Payments made to Post Office for the month of

Date No.of Post Office Post Office Miscellaneous Daily Initials
of Chalan In By book In By book Sale of Sale of large Sale of service Total carried to of TAQ/
Cash transfer Cash transfer Postage sized stamps. the Cash Book
payment stamps Registration DAD
ordinary envelopes
I
Total
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FORM AC. 18
(See Chapter III, Articles 35 and 37)
Register of Receipts of Deposits in the month of at
Accounts Office
Date of receipt No. of each deposit From whom Number of deposit | Name of the court Amount of each Initials of TAQY Daily total carried to cash book Continued
received or authorily deposit DAO
ordering the below
deposit
Continued
of repayment Total kippedang
Details
Dare Name of the courl Amount of Initials of Date Name of the court or Amount of each Initials of TAQ/ DAO Repayments credited to
ar authority cach repayment | TAQY DAO authority ordering the repayment Governiment
ordering the Tepayment
repayment

Note.-- The entry in column “Nature of deposit’ should be sufficient to explain why the amount is deposited.
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FORM AC. 19
(See Chapter 111, Article 37)

Register of Repayments of deposits at Accounts Office in the month of
Detail of Original Deposits Date of No. of To Amount repaid Initials of Daily
whom total
Date of No. as Amount or present repayment repaid In By Superintendent District carried Remarks
receipt per balance of repayment voucher Cash transfer Accounts to cash
register deposits Officer/ book
?gcei ts = Thaea
¢ Accounts
Officer
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FORM AC. 20
(See Chapter III, Article 39 and 42)
Register of Personal Deposits on account of in the Accounts Office
Date No. of Amount Amount paid Balance after TAO/DAO’s
Payment received each initials
cheque transaction

* If there be large number of transactions on the same day, a balance need not be struck after each
transaction, but the TAO/DAQO, if there be any possibility of an overdrawal, should by totalling the
items of receipts and refunds and striking the balance whenever necessary to satisfy himself that the
balance is not overdrawn. The TAO/DAO should, however, strike invariably, a total at the end of each
day’s transactions.
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FORM AC. 21
(See Chapter II1, Article 40 and 42)
Register of Daily Receipts and Repayments of Personal Deposits at the Accounts Office in the month of
Receipts Payments

Date Name of officer Taka Taka Taka Daily Date Name of Taka Taka Taka Daily

operating the account total to officer total

or the AfcNo. Cash operating to Cash

book the account book
or Afc No.

date of receipts date of
From the 1st payments
the 30/31st of From 1Ist to
the month will 30/31st of the
be month will be
chronologically Siiiaga
entered

A separate column on each side should be assigned to each account, in which the daily gross receipt and gross charge should be entered from the personal ledger. Thus there should be one single line in this register for the
transactions of all personal ledger accounts each day, and its gross totals should give the figures to pass into the cash book. A page of foolscap has probably breadth enough for nine such accounts. If there be more accounts
than one page can accommodate, either the two sides may be separated into different parts of the same volume, the same columns being carried across both pages or more than one register may be opened and the totals of the
second, third, etc., carred into separate column of the first,
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FORM AC. 22
(See Chapter III, Article 45)
Accounts Office
Register of Advances made/recovered in the month of 19
Loans and Advances Advances Repayable Daily Initial
sof
glg]of From yvhgm Total TAQ/ Remarks
dn TeCenve v
carried DAO
No. of To whom paid to Cash
Voucher Book
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FORM AC. 21
(See Chapter III, Article 40 and 42)
Register of Daily Receipts and Repayments of Personal Deposits at the Accounts Office in the month of
Receipts Payments

Date Name  of  officer Taka Taka Taka Daily Date Name  of Taka Taka Taka Daily

operating the account total to officer total

or the AlcNo. Cash operating to Cash

boak the account book
or Afc No.

date of receipts date of
From the 1st to payments
the 30/31st of From lst to
the month will 30/31st of the
be month will be
chronologically s
entered

A separate column on each side should be assigned to each aceount, in which the daily gross receipt and gross charge should be entered from the personal ledger. Thus there should be one single line in this register for the
transactions of all personal ledger accounts each day, and its gross totals should give the figures to pass into the cash book. A page of foolscap has probably breadth enough for nine such accounts. If there be more accounis
than one page can accommodate, either the two sides may be separated into different parts of the same volume, the same columns being carried across both pages or more than one register may be opened and the totals of the
second, third, etc., camried into separate column of the first.
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FORM AC. 22
(See Chapter III, Article 45)

Accounts Office

Register of Advances made/recovered in the month of 19
Loans and Advances Advances Repayable Daily Initial
sof
Date No. of From whom Total TAO/ Remarks
Chalan received 3
“g“"i DAO
No. of To whom paid to Cas
Voucher . Book

2-38




Account Code Volume II

FORM AC. 23
(See Chapter 111, Article 45 and 50)
Register/Schedule of Pay and Travelling Allowance of Gazetted Officers

paid from to of 19
Date of Number of To Whom paid and other Pay Travelling Daily total
Payment Voucher particulars Allowarnce carried to
Cash Book
Grand Total
(in words)

District /Thana Accounts Officer
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FORM AC. 24
(See Chapter II1, Article 45)

Register of Pensions paid during the month of

Accounts Office

19

Date MNumber of Number of pension Names of Period for which pension is Continued
voucher payment order pensioners paid
Below
Continued
Charitable Superannuation and Compassionate Gratuities | Pension for Distingmished and Net Amount paid Daily total carried to Cash Book Initials of TAO/DAO
Allowance Retirement Allowances Allowances meritorious Services
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FORM AC.-- 25
(See CHAP.III ARTICLE 27 and 48)
MONTHLY ACCOUNTS OF RECEIPTS AND PAYMENTS
RECEIPTS ACCOUNT

Receipts for the month of’ year

Major Heads of Accounts Amount for the month Cumulative Amount up to
(Receipts) (Taka) the end of the month (Taka)

Revenue Receipts

1 to 70

Code No. Nomenclature of
of head of

major head
accounts

Granls i |

Total of Revenue Receipts and
Grants

Public Debt and Advances
(74 to 80)

Code No. Nomenclature
of head of of

accounts major head

Public Account (81-99)

Code No. Nomenclature
of head of of

accounts major head

Total Public Account

Total Consolidated Fund

Grand Total

{ Consolidated Fund + Public
Account)
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Note ---Schedules of major, minor and detailed headwise classified accounts enclosed with the
Account should be prepared strictly according to the following instructions :

(1) Revenue Receipts --heads of accounts-- 1 to 71 :--

Particulars of major, minor and detailed heads will have to be shown in accordance with
the budget estimates. Care should be observed in classifying recoveries/deductions.

(2) Debt, Deposit and remittances ( Receipts ) -- Heads of accounts -- 74 to 99 :-

Classification should be made in accordance with the budget. For example, under the
head 96-- Remittances, (a) Postal remittances, (b) T&T remittances, (c) Forest remittances, etc.,
should be separately shown.

Cash balance under the head Bangladesh Bank Deposits will be shown in accordance with FORM
AC. 7.
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FORM AC. 26
(See CHAP.IIT ARTICLE 27 and 48)
MONTHLY ACCOUNTS OF RECEIPTS AND PAYMENTS

PAYMENTS ACCOUNT
Payments for the month of year
Major Heads of Accounts Amount for the Cumulative Amount up to
month(Taka) the end of the month(Taka)

( Disbursements )

Revenue Expenditure(101-180)

Code No. Nomenclature
of head of of major head
accounts

Capital Expenditure

Non- (181-188)
development ‘

Code No. Nomenclature

of head of of major head
accounts

Public Debt, and Advances
{191 to 194)

Code No. of Nomenclature of
head of major head
accounts
Development Expenditure
(201-280)

Code No. of Nomenclature of
head of major head
accounts

Total of Consolidated
Fund
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Public Account (Expenditure}
(301 to0 319)

Code No. of Nomenclature of
head of major head
accounts

Total of Public Account

Total of Consolidated Fund

Grand Total

{Consolidated Fund + Public
Account)

Note.-- Schedules of major, minor and detailed headwise classified accounts enclosed with the
Payments Account should be prepared strictly according to the following instructions :

the

(1} Revenue Expenditure : heads of accounts 101 to 179 :-

Complete details under major, minor and detailed heads in accordance with budget should
be furnished in the schedules. A specimen is given below.

(2) Grants, Debt, Advances and Capital Expenditure (Non-Development) :
heads of accounts 17510 194 :-

In case of grants and debt, name of organisation and country should be mentioned. As
regards detailed heads under Advances and Capital heads, heads of accounts should be
mentioned in the schedules in accordance with budget.

(3) Development Expenditure : heads of accounts 201 to 280 :-

In the schedules of Development Expenditure, major and minor heads and the name of
Project should be mentioned in accordance with the Government sanction order.

(4) Deposit and Remittances (Expenditure) : heads of accounts 301 to 319 :-

In the schedules, detailed heads should be given in accordance with budget, such as, Postal
remittances, T. and T. remittances, PWD remittances, Forest remittances, Customs remittances,
etc.

(5) PL Account :

After sanction is received from relevant Ministry, Head--88--Departmental and Judicial Deposit
-Personal (ledger accounts) deposits should be credited and expenditure head of the Ministry
debited. Schedule should be prepared in accordance with the description of major, minor and
detailed heads in the sanction order. On issue of cheque, expenditure head 308 should be

debited.

Cash balance under the head Bangladesh Bank Deposits will be shown in accordance with FORM
AC. 7.

2-44



Account Code Volume II as updated on 16.2.99

(T R 3¢ GR {Y AHRFS)

GFIGT IV P

AMBE TGS 7w (FT @6 @i (A +

g
2zl gor A fele
A AFOHAIT 7w Sl
ASEFEAT 7rEE ol
T R, wifdd

AR T SR @, @3 AET TEIE AT @FIU T EES bR weE A

HSTIEE FHTSE T iy
PiE#EE (CDPU)

A CERE ofeviEe @itea afe seen wied
O ORGIES

ailb afg / AnEeidE T wifes

»»»»»»»

..........................................

Replacement page 2-45




Account Code Volume II as updated on 16.2.99

5 SEHT - AR
] \m-;‘énw IR ST
B TN -
¢ T A 9T
4 waefa e
g TRA™ IREF T
i =G
ﬂa’ﬁﬂfﬂ T—T—ﬁ RlitiE fi?frc?ﬁ HTALHA
e 8

T Rer L Fo e EE L FRA TR LA R i
apco @ fs:l\': af

yoce WE (E0FA WArRT € FuEe

wYe PLTER S

_ e st e

P i TG § o
o
(%) LF T - e (y) =g Fow
(2) wrerEa T Ge
(©)
ziiG=
(Q) TRIE W-Eﬁa - i (-_,) o=l PRI T
(2) FvaEm
()
(8)
it
(8) 7R =R - 2o
(¢) == o - 2wm
forrg el wifemr

Replacement 2-45A



Account Code Volume IT

Accounts for the Month of

Specimen of Schedule,

Major Head : 138 Health and Population Control
Minor Head : 3 -- Medical Colleges

(1) Dhaka Medical College

Detailed Head--- a. Pay of Officer
b. Allowances and honoraria

Travelling allowances
House rent allowances
Medical
Conveyance "
Recreation and festival "
Other .

¢. Contingencies
Contingent establishment
P.T. and T.

Books and periodicals
Office rent

Municipal taxes
Electricity

Central Transport Pool

Other contingencies

Grand Total - 3 (1)

FORM AC. 27

TAKA

(See Chapter IV, Article 52)

Accounts Office

Schedule of Forest Remittances credited during 19
consolidated Receipts

as acknowledged in separate

Item No. Name of Divisions

Amount

(Taka)

Remarks

Total
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FORM AC. 28
(See Chapter IV, Article 53 and 64)

Extract Register of Receipts of Deposits of the - Accounts Office in the month of 19
In the year In the first year
f recel following the f
Date MNumber of each From whom Nature of each Amount of each © 3 OmfegCEim}f&EJ‘ ° Total Balance of each deposit
repayment
deposit received deposit deposit 12 monthly 12 monthly on each deposit Lapsed Transferred
columns columns to clearance

register

N.B.—--It is not necessary to total the last 3 columns of this register.
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FORM AC 27
(See Chapter IV, Article 52)
Accounts Office

Schedule of Forest Remittances credited during 19 as acknowledged in separate
consolidated Receipts.

Item No. Name of Divisions Amount (Taka) Remarks

Total
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(See Chapter IV, Article 53 and 64)

FORM AC. 28

Extract Register of Receipts of Deposits of Accounts Office in the month of 19
Date Number of From whom Nature of each Amount of In the year of In the first Total Balance of each deposit
each deposit received deposit each deposit receipt year following | repayment on
the year of each deposit
receipt
12 monthly 12 monthly Lapsed Transferred
columns columns to clearance
register

NB: It is not necessary to total the last 3 columns of this register.
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FORM AC. 29
(See Chapter IV, Article 53)
[ For use only where a duplicate (carbon) copy of Form T.A./D.A. 19 is not utilised for the purpose ]

List of Repayments of Deposits of Accounts Office for the month of
Date of Date of original Deposit Amount or Number of Amount
Receipt Number as per balance of Repayment Repaid

Deposit Voucher

Register of Receipts
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FORM AC. 30
(See Chapter IV, Article 56)
Extract Register of Receipts and Personal Deposits at the Accounts Office in the
month of 19
Accounts Opening Receipts of Total No. of Payments Closing
balances month credits Vouchers balances
Total ..
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FORM AC. 31
(See Chapter IV, Article 44 and 57)
Plus and Minus Memorandum of for 19
Nature of Balance Additions to Deductions Balance at
Transactions from the last balance this from balance the end of
month month Total month Remarks

Accounts Office

Dated

19

District /Thana Accounts Officer

2-49




Account Code Volume 11

FORM AC. 32
(See Chapter IV, Article 66)

Statement of Lapsed s Deposits of Accounts Office for the Year 19
Particulars of Deposit Particulars of refund
No. and date Amount of Initials of Remarks
of Refund Refund TAO/DAO
Year No. Balance 5
order sanctioned :
lapsed

* Civil/ Criminal Courts or Revenue
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FORM AC. 33
See CHAP.III ARTICLE 66

Register of repayments of Revenue Deposits for the year

in Accounts Office.
(Three years' Record)
Deposits Amount repaid and lapsed Amount transferred
1o clearance register
Item of Amount in the first year in the second year in the current year at the end of the
deposit
current year
FORM AC. 34
(see Chapter V, Article 69)
Small Coin Depot Book for Decimal Coins
Date Nature of 1- 5- 10 25 50 Grand Initials of
transactions paisa paisa ; : ; Officer-in-
paisa paisa paisa total
charge

S —
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FORM AC. 35
(See Chapter V, Article 70)
Small Coin Depot Book for Decimal Coins

Date :

3

4 5 6 i

8

9

10

11

Particulars
of
Remittance

Nickel

Nickel

Cupro-
nickel

Bronze Total
Bronze

Nickel Total (2,
brass 3and 4)

Alluminium

Total (8 and
9)

Grand Total

50 paisa

25
paisa

10
paisa

5 paisa

2 paisa

1 paisa

Opening
balance in
Depot

Deposits by
the Bank

Remittance
received

Total

Issued to the
Bank

Remittance
sent to-----

Total

Closing
balance in
Depot

Submitted to Currency Officer, Issue Department, Bangladesh Bank, Dhaka.
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