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ACCOUNT CODE
YOLUME II1.
DEPARTMENTAL ACCOUNTS

PART I - GENERAL

Chapter I - General

A = Introductory

The Directions given below shall apply to Departments of the Government whose initial and
subsidiary accounts are compiled in whole or part deparnimentally, the accounts so compiled being
rendered to the designated Accounts Offices. These Directions will not apply to Post Office and
Telegraph and Telephone Board whose initial and subsidiary accounts are also compiled
departmentally. Post and Telegraph Initial Account Code will apply to these two Depantments

B.- Public Works, Housing And Settlement, Roads And Highways, Public Health Engineering And
Forest Departments. .

4. The directions in accordance with which the initial and subsidiary accounts should be kept in
Public Works;sHousing and Settlement, Roads and Highways, Public Health Engineering and Forest
Departments and the Torms in which the compiled accounts of these Departments should be
rendered to the designated Accounts Offices, have been  prescribed in detail in the following
Chaprers of this Volume. These directions are supplementary (o the general directions contained in
Volume I, which are applicable to these Depanments unless there is something repugnant in the
subject or context and except to the extent that they are modified by the directions in the following
Chapterss.

3, The forms of initial and subsidiary accounts prescribed should be regarded as standard or
model forms which may be modificd by the Controller General of Accounts according 1o
Deparimental requirements in - consultation with the Comptroller and Auditor General. Similarly,
the Controller General of Accounts may intreduce such changes in the detail of accounts remms as
he may deem necessary with the concurrence of the Comptroller and Auditor General.

C.- Other Departments

4.  Whenever an  order is passed by competent authority, vide Article 28 of Volume 1,
transferring any public works to the administrative control of a Department other than the
Departments mentioned in - Article 2 of this volume and that Department itself arrmanges for the
execution of those works, the detailed classification of the transactions connected  with the works
so transferred should be soch as the Controller General of Accounts may determing in consultation
with the Comptroller and Auditor General. Subject to such exceptions as may be authorised by the
Controller General of Accounts with the previous concurrence of the Comptrofler and Aunditor
General, the trunsactions should be accounted for in the forms and in accordance with the directions
prescribed in - Chapters 111 and IV for similar transactions of the Public Works, Housing and
Settlement, Roads and Highways and Public Health Engineering Departments.
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Account Code Volume 111

5. ‘The forms of initial sccounts relating to the Defence Services and  Railways, whose accounts
are not maintained by Controller General of Accounts, shall be determined in accordance with the
provisions of Aricle 3 of Volume I.

6. In the case of all other Departments whose initial and subsidiary accounts are compiled
deparimentally, the orders and instroctions contained in the relevant Depanimental Code, Manual or
Regulations in so far as they provide for the forms of initial and subsidiary accounts kept in any
Department, shall continue to be followed unless the Controller General of Accounts  considers it
pecessary o replace the existing forms or any of them by some other forms or form. In the event of
any difference of opinion between the Controller General of Accounts and the Departmental
anthority concerned, the question should be referred by the Controller General of Accounts o the
Comptroller and Awditor General for issue of necessary directions,

7. Whenever the activities of a Govemment Department are such as (o require the maintenance
of initial and subsidiary accounts not covered by the directions contained in Aricle 6, the forms of
the accounts should be such as may be settled by the Controller General of Accounts, subject to the
previous concurrence of the Comptroller and Auvditor General,

[ - Definitions.

B. Unless there be something repugnant in the subject or context, the terms defined below should
be interpreted in the following chapters and forms in the sense herein explained.

{1} Advance Piyment means a payment made on a munning  account (o a contractor for work
done by him but not measured.

{2} Assets.- In the sccounts of works, this term indicates all outstanding or anticipated credits,
which have to be taken in reduction of final charges. Examples :- recoveries of advances or
recoverable payments, and sale-proceeds or transfer value of surples materials,

{3) Bank. - The term " The Bank " means the Bangladesh Bank or any of itz offices or branches
and includes any branch of Sonali Bank acting as gpent of Bangladesh Bank in accordance of the
provisions of Bangladesh Bank Order, 1972,

{4) Cash. -The term " Cash” includes legal tender coin, notes, cheques and drafts payable on
demand. A small number of revenue stamps may be treated as pan of the cash balance.

Moz, ~Clovernmend Securities, deposit receipts of banks, debenmres nod bomds, occepled & sevorily deposds under e rules of
Gowernenent, dio nod fall urder this iema

(5) Competent Authority.- The term "Competent Authority” means the Govemment or other
authority (o whom the relevant powers may be delegated by the Government.

(6) Completion and Completed.-The expression "completion of work™ may be understood to
include "abandonment of a work” and “completed” 1o include "abandoned™.

(7} Contingencies.- When used in respect of the accounts of works, the term “Contingencies”
indicates the incidental expenses of a miscellaneous character which cannot be classified
appropriately under any distinet sub-head or sub-work, yet pertain to the works as a whole.

(8) Contract and Contractor.- The term "Contract” means any kind of underiaking, writien or
verbal, express or implied, by a person, not being a Government servant. or by a syndicate or firm,

3-5
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for the construction, maintenance or repairs of one of more works, for the sopply of materials, or
for the performance of any service in connection with the execution of works or the supply of
maienals. The term " Contracior” means a person, syndicate or firm that has made soch an
underaking, but often its wse is restricted (o contractors for the execution of works or for services in
connection therewith.

(%) Deposit Works.- This term is applied to works of construction or repair the cost of which is
met not out of Government funds, but out of funds from non-Govemnment sources, which may either
be deposited 1o Govemment accounts or otherwise placed at the disposal of the Divisional Officer.
Waorks executed for municipalities and other public bodies fall under this category when the cost is
debitable to deposits made for the purpose in the Government accounts.

(10) Direct and Indirect Charges.- “Direct Charges™ are those charges pertaining to a work,
project or job which are incurred directly for its execution and are included in the regular accounts of
it. “Indirect Charges” are those charges which pertain, or are incidental to a work, project, workshop
job or manufacture job, but which are not incurred directly and solely in connection therewith and
thus cannot be taken directly into such detailed accounts of it as are incorporated in the regular
accounts of the expendilure of the Depariment.

(11) Direct and Indirect Receipts.- "Direct Receipts” are those items of revenue receipts which
are realised in connection with a work or project either by officers of the Public Works Department
or other departments and are brought 1o account directly as appertaining to the work or project.
"Indirect Beceipts” are those receipts which periain, or are incidenial to a scheme or work, but
cannot be taken directly into such detailed accounts of it as are incorporated in the regular accounts
of the receipts of the Department.

(12} Division and Divisional Office.- These terms are used 1o denote respectively the executive
charge held by a Divisional Officer{clause {13} below] and the head office of such a charge. Thus,
the office of an independent executive sub-division is a divisional office for the purpose of this
Volume, as also that of the Superintendent of a Workshop, working independently of a Divisional
Officer.

{13) Divisional Officer.- This term is applied 1o an executive officer of a Department mentioned
in Article 2 who is not subordinate 1o another executive or disbursing officer of the Depanment,
even though the executive charge held by him may not be recognised as “division™ by the
Government. Thus, the officer in charge of an independent sub-division 15 also treated as a
Divisional Officer for the purposes of this Volume.

Disbursing Officers of other Depariments, if they spend Public Works funds and are required to
render therr accounts direct 1o the Controller General of Accounts / Chiefl Accounts Officer, are
also ineluded in the term Divigional Officer in this Volume,

(14} Final Payment means the last payment on a running account made o & contractor on the
completion or termination of his contract and in full settlement of the account .

{15) Government means the Government of the People's Republic of Bangladesh.
(16) Imprest.- This term represents the standing advance of a fixed sum of money given to an

individual to enable him to make certain classes of disbursements which may be entrusted 1o his
charge by the Divisional Officer or the Sub-Divisional Officer.
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(17) Intermediate Payment is aterm applied to a dishursement of any kind on a running
account, not being the final payment. It includes an " Advance Payment®, a “"Secured advance™ and
an “On account payment ( other than the final payment on & running account)”, or a combination of
these,

(18) Issue Rate.- This term denotes the cost per unit fixed, in respect of an article bome on the
Stocks of the Department, at & valuation for the purpose of the calculation of the amount creditable
to the sub-head concerned of the stock account ( i.e., the sub-head under which the article 15
classified ) by charge to the account or service concemed, when any quantity of that article is issved
from Stock. This does not take into account the storage charpes mentioned in clause (32).

When stock account is not maintained, isswe rale represents the rate at which cost of materials
supplied to contractors is deducted from the final bills for payment.

{19) Labour.- When a separaie relenals account 15 kepd for ome or more sub-heads of an
estimate and the term "Labour™ is vsed in connection with such an account, it denotes all charges
pertaining o each of those sub-heads, other than (1) the cost of materials issued direct and { 2)
carriage and incidental charges in connection with the materials.

{207 Liabilities.- When used in respect of accounis of works, this term includes all anticipated
charges which are adjustable as final charges, but have not been paid, regardless of whether or not
they have fallen due for payment, or, having fallen due, bave or have not been placed (o the credit
of the persons concemed in a suspense bead subordinake 1o the accounis of the work concermned. -+

{21) Lump Sum Contract is a contract for a complete work which a contractor agrees (o execule
with all its contingencies for a fixed sum subject to such conditions as the Government may lay
CHWm,

{22) On Account Payment or Payment on Account means a payment made on a mnning
account to a contractor in respect of work done or supplics made by him and duly measured. Such a
payment may or may not be for the full value of work or supplies; if it is an intermediate payment,
it is subject to the final semlement of the running accoant on the completion of the contract for the
work or supplies.

{23) Operation.- Used in respect of the accounts of manufacture and workshop transactions, this
term indicates the charges incurred on the manufacture operations connected with specific jobs.

(24) Quttorn.- Used in respect of the accounts of manufacture and workshop transactions, this
term denotes the value of the finished products (or of the work done, in cases in which the articles
wrought are not supplied departmentally) of manufacture operations connected with specific jobs.

(25} Progress means the up-to-date quantities of work done or supplies made.

{26) Quantity.- In the accounts of works, this expression is used 1o describe the extent of work
done, supplies made or services performed, when these can be measured, weighed or counted.

{27} Rale.- In estimates of cost, contracts, contractors” bills, and vouchers generally, rate means
the consideration allowed for cach unit of work, supply or other service.

(28) Rate of Cost and Inclusive Rate of Cost.- Kare of Cost means penerally the total cost of a
work or supply divided by its quantity. In the accounts, it represents the recorded cost per unit, as
arrived at by dividing the up-to-date final charge on a sub-head, by the up-to-date progress thereof,
frclusive Rare of Cost means the rate of cost of the entire work relating to a sub=head, including the
cost of matenials if recorded separately in the accounts.
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(29} Recoverable Payment means a payment to or on behalf of a contractor which does not
represent value creditable or payable to him for work done or supplies made by him, and has
therefore 1o be made good 1o the Government by an equivalent cash recovery or shon payment of
dues.

(30) Running Account iz a term applied 1o the account  with a contractor when payment for work
or supplies is made to him at convenient intervals subject to final setlement of the account on the
completion or termination of his contract.

{31) Secured Advance is a term applied specifically to an advance made, on the sccurity of
materials brought to site of work, 10 a contractor whose contract is for the completed items of work.
(32) Storage Rate and Storage Charges.- These expressions denote, respectively, the centage rae
fixed for, and charges levied on, all issues of stock to cover such actual expenditure as is incurred,
after the scquisition of the siores, on work-charped  establithment employed on handling and
keeping initial accounts, the cusiody of stock and the maintenance of the store, godown or yards,
[ [t

(33) Sub-divisional Officer.- This designation is applied primarily to an official, whether a gazeited
officer or not, who holds the charge of a recognised sub-division in subordination to a Divisional
Officer; but when the immediate executive charge of any works or stores has nol been constituted
into a regular sub-divisional charpe, but is held by the Divigsional Officer himself, the latier is also
treated as the Sub-divisional Officer in respect of such charge. When a Divisional Officer holds the
immediate charge of a recognised sub-division in addition to his own duties as the executive head of
the Division, he is treated as the Sub-divisional Officer in respect of the charge of the sub- division.
(M) Sub-head.- In the accounts of works and in working estimates, this term is used to describe the
sub-divisions into which the total cost of a work {or of its sub-works, iTitis a large work) is divided
for purposes of linancial control and statistical convenience. The several types of work that have o
be executed in the course construction or maintenance of a work or sub-work, e.g.. excavation, brick-
work concrete, woodwork, etc., are treated usually as the sub-heads of i

(5) Sub-work.- In the case of a large work consisting of several buildings or smaller works, or
groups thereof, the term sub-work is ofien applied 1o a  distinet unit of the work il that unit is
sufficiently large or impartant to be kept distinct for the purposes of accounts. For example, the outer
wall, the solitary cells. the cook-houses, the jailer's quarters, etc., in the case of a large central jail.
(36) Supervision Charges.- This term, in relation 1o stores, is applied ordinarily 1o the charges
which are levied, in addition o book value and storage charges. in respect of stock materials sold or
transferred, and are intended to cover such items of the expenditure incurred on the stores as do not
enter their books value and are not included in the storage charges.|see clanse (32)].

{37) Suspense Accounts.- This term is reserved for the temporary passage of such transactions as
miust be teken at onee (o the account of the sanction or grant concerned, but cannot be cleared finally
because the relevant payment, recovery or adjustment is awaited. The charges under a suspense
account are taken in enhancement of the charges against the work concerned and the receipts in
reduction thereof. For suspense accounts within the sccounts of works, see Article 104, Suspense
accounts shall not be opened or operated without the concurrence of the Controller General of
Accounts,

(38) Value.- This term used in connection with issue of materials 1o contractors or 1o works (vide
Articles 95 and 96) includes storage charges.

(39) Work.- The term “work”, when by itsell, is used in a comprehensive sense and applies not only
to works of construction or repair, but also o other individual objects of expenditure connected with
the supply, repair and carriage of wols and plant. the supply or manufacture of other stores, supply of
building materials for the construction or repair, or the operations of a workshop.
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Account Code volume [11 as vpdaied on 16.2.99

(40) Works Expenditure and Works Outlay.- these terms are used to indicate respectively the
expenditure, and the capital charges, on the special services connected with the construction, repair
and maintenance of works. The charges falling under these categories may be net when, under rule,
any receipts are taken in reduction of the charges, but they do not include the cost of the general
services, Tools and Plant and Establishment, or any charges kept under one of the suspense accounts
pending final adjustment.

Replacement page 3-9
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(29) Recoverable Payment means a payment to or on behalf of a contractor which does not
represent valug creditable or payable to him for work done or supplies made by him, and has
therefore 1o be made good to the Government by an equivalent cash recovery or short payment of
dues,

(30) Running Account is a term applied (o the account with a contractor when payment for
work or supplies is made to him at convenient intervals subject to final settlement of the account on
the completion or termination of his contract,

{31) Secured Advance is a term applied specifically to an advance made, on the security of
materials brought to site of work, 1o a contractor whose contract is for the completed items of work.

(32) Storage Rate and Storage Charges.- These expressions denate, respectively, the centage
rate fixed for, and charges levied on, all issues of stock to cover such actual expenditure as is
incurred, after the acquisition of the stores, on work-charged establishment employed on handling
and keeping initial accounts, the custody of stock and the maintenance of the store, godown or
yvards, efc,

{33} Sub-divisional Officer.- This designation is applied primarily 10 an official, whether a
gazetted officer or not, who holds the charge of a recognised sub-division in subordination 1o a
Divisional Officer; but when the immedise executive charge of any works or stores has not been
constituted into a regular sub-divisional charge, but iz held by the Divisional Officer himself, the
latter is also trested as the Sub-divisional Officer in respect of such charge. When a Divisional
Officer holds the immediate charge of a recognised sub-division in addition to his own dutics as the
executive head of the Division, he is treated as the Sub-divisional Officer in respect of the charge of
the sub- division,

(34} Sub-head.- In the accounts of works and in working estimates, this term is used 1o describe
the sub-divisions into which the total cost of a work (or of its sub-works, if it is a large work) is
divided lor purposes of financial control and statistical convenience, The several types of work that
have to be executed in the course construction or maintenance of a work or sub-work, eg.
excavation, brick-work concrete, woodwork, etc., are treated uspally as the sub-heads of it.

(35) Sub-work.- In the case of a large work consisting of several buildings or smaller works, or
groups thereof, the term sub-work is often applied to a  distinet vnit of the work if that unit is
sufficiently large or important to be kept distinct for the purposes of accounts. For example, the
outer wall, the solitary cells, the cook-houses, the jailer’s quarters, etc., in the case of a large central
jail.

{36) Supervision Charges.- This term, in relation to stores, is applied ordinarily to the charges
which are levied, in addition to book value and storage charges, in respect of stock materials sold or
transferred, and are intended to cover such ttems of the expenditure incurmed on the stores as do not
enter their books value and are not included in the storage charges.[see clause (32))].

(37) Suspense Accounts.- This term is applied primarily to certain heads of accounts, falling
under the minor head "Suspense” of a major head of expenditure, which are reserved for the
lemporary passage of such transactions as must be taken at once to the account of the sanction or
grant concerned, but cannot be cleared finally either because the relevant payment, recovery or
adjustment is awaited or because it is necessary 1o keep an effective watch over the values of any
stock matenals, ontil their final disposal. The charges under a  suspense account are taken in
enhancement of the charges, under the major head of expenditure concemned, and the receipts in
reduction thereof. For suspense accounts within the accounts of works, see Article 104, Suspense
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accounts shall not be opensd or operated without the concurrence of the Controller General of
Accounts,

(38) Value.- This term used in connection with issue of materials (o contractors or to warks {vide
Articles 95 and 96) includes storage charges.

(39) Work.- The term “work”, when by itself, is used in & comprehensive sense and applies not
only 1o works of construction or repair, but also to other individual objects of expenditure connected
with the supply, repair and carriage of tools and plant, the supply or manufacture of other stores,
supply of building materials for the construction or repair, or the operations of a workshop.

(40) Works Expenditure and Works Outlay.- These terms are used to indicate respectively the
expenditure, and the capital charges, on the special services connected with the construction, repair
and maintenance of works. The charges falling under these categories may be net when, under rule,
any receipts are taken in reduction of the charges, but they do not include the cost of the general
services, Tools and Plant and Establishment, or any charges not taken to final heads of account but
kept under one of the suspense accounts.
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PART 11 - PUBLIC WORKS, HOUSING AND SETTLEMENT, ROADS AND HIGHWAYS
AND PUBLIC HEALTH ENGINEERING ACCOUNTS .

Chapter 11 - Classification Of Public Works, Housing And Settlement, Roads And Highways
And Public Health Engineering Receipts And Expenditure

A.- General

9. The classification of Public Works, Housing and Settlement, Roads and Highways and Public
Health Engineering receipts and expenditure are set out in the Classification Chart in Appendix | to
Volume 1. Subject to any specific directions contained in this Code, units of grants and
appropriations will be determined by the Controller General of Accounts according to Deparntmental
requirements in consultation, wherever necessary, with the Comptroller and Auditor General.

10. In case of projects for which separate capital and revense accoums are kept, the allocation of
expenditure between capital and revenue should be determined in accordunce with such principles
and methods as may be prescribed by the Controller General of Accounts  in consuliation with the
Comptroller and Auditor General.

11. A transaction of receipt or expenditure should be classified under the elassification_ code to which
il pertains, if that be known. But if the exact classification code cannot be ascertained at once, then
temporarily the receiptls should be classilied under economic item. “Public Works Deposits” of the
broad cconomic category, “civil deposits”; and expenditure should be classified under “P.W.D.
Advances”, under the broad economic category, “advances repavable™, if a charge,

B. Transactions With Other Departments

12. The pgeneral directions under which one Depariment of the public service may raise debits
against another Department for services rendered or articles supplied to it are contained in Chapler 4
of Volume 1.

13, All remittance transactions, whether originating in the division or in another division or
depariment should be accounted for under the economic item. “Transfers within the same
depanment” or "Public Works Remittances™ under the broad economic category, “Remittances”, or
“transfers between departmental officers”, as the case may be, unless the Controller General of
Acoounts directs otherwise,

Motr. - Transaclions on acoount of choques drawn o the Bank or remittances made shookd be trealed e origimating @ ibe office of Dt
Accounts Officer / Thana Accounts Cifioer.

14. In the case of works done as a standing arrangement for other departments when the cost is
debitable 1o those departments, the prescribed classification applicable to the connected transactions
will be intimated by the Chiel Accounts Officer to the Divisional Officers concerned.
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C.= Inter= Divisional Transfers,

|5. Services rendered or articles supplied by one division to another will not be charged for except
in the following cases:-

(i) Stores- if they are issued from a Material Account or if their transfer affects a work
which is a Development Project;

fni) Other Services- if they affect the accounts of (a} a development project in progress, (h)
@ work in progress, or (c) Suspense or Deposits,

16. When the cost of a service undertaken on behalf of another division is debitable to that
division, the connected receipts and charges shoold be classified under the economic item,
“Transfers within same depanment” of broad economic category-"Remittances  between
departmental officers™ and passed on for adjustment linally in the accounts of the latter division.

D. - Revenue Receipts.

17. Public Works, Housing and Settlement, Roads and Highways and Public Health Engineering
revenue should be brought 1o account in accordance with classification prescribed by the
Compltroller and Auditor General, vide Article 9. Distinction should be made between recejpls
which are finally creditable to Govemment as revenue of the respective Deparuments and
trunsactions which represent merely such cash or other value received as has cither to be repaid
eventually or o be utilised to meet the cost of some service to be rendered or already rendered or be
taken in reduction of expenditure previously incurred. Receipts of the latter class should be credited
to the economic item concemed.

18, Refunds of revenue such as refunds of rents adjusted by short assessment or short realisation in
a subsequent month and repayments of capital revenue should be taken as reduction of receipts.

E.- Works Expendifure
1.- Original Works or Repairs.

19. Subject 1o any general or speciial orders issued by the Govermnment in consultation with the
Controller General of Accounts and concurrence of  the Compiroller and Auditor General, the
following principles should be ohserved in classifving the expenditure between “Original Works™
and “Repairs™-

(13 Original Works should comprise all new construction, whether of entirely new works
or of additions and alterations (o existing works, except as hereinafter provided, also all repairs 1o
newly purchased or previously abandoned buildings required for bringing them into use,

(2) Repairs should include primarily operstions undertaken to maintain in proper
condition buildings and works in ordinary use and also new works in circumstances indicated in
clause [3].
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PART 11 - PUBLIC WORKS, HOUSING AND SETTLEMENT, ROADS AND
HIGHWAYS AND PUBLIC HEALTH ENGINEERING ACCOUNTS .

Chapter [I - Classification Of Public Works, Housing And Settlement, Roads And Highways
And Public Health Engineering Receipis And Expenditure

A.- General

%,  The mayor and minor heads presenbed for the classification of Public Works, Housing and
Settlement, Roads and Highways and Public Health Engineening receipts and expenditore are set
outl in Appendix | o Vaolome [, Subpect to any  specific directions comtiined in this Code, the sub-
hends, detalled beads or otz of grants ond appropoations  will be determimed by the Controller
General of Accounts according to Departmental requirements in consultation, wherever necessary,
with the Compiroller and Auditor General,

Note -For departental punpeees, Poblic Wodks, Housing and Setlloment,  Rosde and Highteays and Polbdic Healih Bogineering officen:
nay divide o defailesd hesd inmo 3 sumher oF “eervice headk™ andl the Liffer into 5 poander of  Vdeparmentall beade™, b, or paposess of
megeum, the single erm "detailed bead™ should be wsed Tor &8l divicions subandinaie o o minor head,

10, In case of projects for which separate capital and revenue secounts are kept, the allocation of
expenditure between capital and revenoe should be determined in accordance with such principles
and methods as may be presenbed by the Controller General of Accounts in consultation with the
Comptroller and Auditor General.

11. A Transaction of receipt or expendiminre should be clazsified under the linal or the debt or
remittance head 1o which it pertains, if that be known. But if the exoct head cannot be ascenained
at once, then temporanly the receipts should be classified under minor head- “Public Works
Doposits”™ or “deposits of the concerned  Depantment”™ of major head- "Departmental and  Judicial
deposiis”; and expenditure  should be classificd under “Miscellaneous PoW. Advances”, il a charge.

B. Transactions With Other Departments

12. The general directions under which one Depanment of the public service may raise debils
against another Department for services rendered or articles supplied (o it are contained in Chapter 4
of Violume 1,

13,  All remitlance transactions, whether onginating in the division or in another division or
department should be accounted for  under the minor heads “Transfers between Public Works
(Hficers” or "Public Works Remittances” under major head - “Remittances”, as the case may be,
unless the Controller Generdl of Accounts directs otherwise.

Mg - Transactions on acosuni of chegees drawn on the Bank of nemstsnces made should be breated s onginating al te office of Disiricol
Aconims CHToer f Thana Aconsncs {dTioer,

i4. In the case of works done as a standing arrangement for other depantments when the cost 15
debitable to those departments, the prescribed classification applicable to the connected transactions
will be intimated by the Chief Accounts Officer to the Divisional Officers concemned.
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- Inter- Divisional Transfers.

15. Services rendered or articles supplied by one division to anather will not be charged for
excep in the following cases:-

(I) Stores- if they are issued from a Material Account or if their transfer affects a waork
which is a project under Development Expenditure Heads of Account

(i) Other Services- if they affect the accounts of (a) a project in progress which is accounted
for under Development Expenditure Head, (b) a work in progress, or (c) Suspense or
Deposits.

16. When the cost of a service undeniaken on behall of another division is debitable to that
division, the connected receipts and charges should be classified under the minor head "Transfers
between Poblic Works Officers™ of major head -"Remittances” and  passed on for adjustment
finally in the accounts of the latter division.

I, - Bevenne Receipts,

17, Public Works, Housing and Setilement, Roads and Highways and Public Health Engineering
revere should be brought to account in accordance with classification preseribed by the
Comptroller and Anditor General, vide Adicle 9. Distinction should be made between receipts which
are finally creditable to Government as revenue of the respective Depanments  and iramsacrions
which represent merely such cash or other value received as has either to be repaid evenmally or o
be wtilised to meet the cost of some service to be rendered or already rendered or be taken in
reduction of expenditure previously incummed. Receipts of the latter class should be credited to the
debt, deposit or expenditure head concerned.

P~ Shinild e Coseralisr Ceneral of Accoenas deon sy sogns of revenoe nof specifically roentiooed in the nseor beads providal,
Bt f cerTTicsent anpaaiangs [0 Rekly tha keaping &f o separnte aooomnd of i o detailed head for the purpose ey be ofeed inde de itnaor
Baegul- aather receipes | IF specific head is oot ovaillable 1o which a particolar receipes may be booked, such oy alinild b cnstiied 0 niajor
B 65 Miscellaseowus non-Tox Bovenise,

18, Refunds of revenue such as refunds of rents adjusted by short assessment or short realization
im a subsequent month and repayments of capital revenue, should be accounted for under the minor
head - “Deduct Refunds™ or should be taken as reduction of receipts, as the case may be, under the
receipis major heads concernid

E.- Works Expenditure
I.- Original Works or Repairs.

1%, Subject to any general or special ordars issoed by the Government in consuliation with the
Controller General of Accounts and concumrence of the Comptroller and Auditor General, the
following principles should be observed in classifying the expendilure between “Original Works™
und “Repairs™:-

(2)  Repairs should include primarily operations undertaken Lo maintain in proper condition
buildings and works in erdinary use and also new warks in circumstances indicated in
clanse [3].
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{3)  'When a portion of an existing structure or other work, not being a road, road surface,
rodd bridge, causeway, embankment, ferry approach, protective or training work in
connection with a road, is to be replaced or remodelled {whether or not the change
involves any dismantlemem) and the cost of the change represents a genuine increase in
the value of the property, the work of replacement or remodelling, as the case may be,
may be classed as “original works”, the cost (which should be estimated if not known } of
the portion replaced or remodelled being credited 1o the estimate for “original work™ and
debited to “repairs™ _ In all other cases the whole cost of the new works should be debited
to “repairs”.

(4)  When an existing portion of a road, road bridge, causeway, embankment, fomry
approach, protective or mining work in comection with a road is to be replaced or
remodelled (whether or not the change involves any dismantlement) and the change
Tepresents genuine increase in the value of the property, the whole cost of replacement or
remadelling, as the case may be, should be classified as "new work™ and the cost or value
of the portion replaced or remodelled should not be debited 1o “repairs™,

(3} In addition to all repairs and renewals in material similar to that pre-existing, the following
items of roal work should be classed as “repairs”™.

(1) ordinary repairs and maintenance including surface painting and the necessary addition of
stone chips, gravel or sand, but not including asphalt concrete, premix asphalt macadam,
bitumen groud, bitumen semi-grout, mix-in-place, cement, concrete, or cément macadam:

tii) special repairs and periodical renewals; and

(iii) petty and miscellancous ems of work in any material which are classed ordinarily as
“new works”, provided that the works in question do not in the opinion of the competent
authority form part of any comprehensive scheme or project covered by a works esfimate.

If. - Civil Works

20. The general principles to be followed in the classification of Civil Works expenditure are Laid
down in Anticle 28 of Volume 1.

I = Neon- Government Works,

21, Nen-Government Works should be treated as Deposit Works.

22. Expenditure incurred on Deposit Works sheuld be debited against the amount advanced by the
party concerned to the extent of that amount. Any excess over that smount and also any expenditure
on u deposit work which has been authorised by competent authority in anticipation of receipt of
money, should be classified under "Miscellaneous LW, Advances” pending recovery, I authorised
by Govemment, expenditure incurred on local government bodies may be debited to the head -
"Deposits of Local Fund™ in cases where the balances of the fund form part of the Public Account of
the Republic.
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E. - Expenditure On Stores.

23, {a) Asa general rule, stores should not be acquoired. In special case of acquisition of stores
allowed by Government, the cost should be debited to the final head of account concemed or o the
particular work for which they are required. Purchases/acqguisition should be so regulated that all the
materials are actually issued by debit to specific heads of account or works within the year of
acquisition and no swock is tken 1o or kept in Suspense Accoun,

(b} Inaccondance with this general rule, the cost of the supply of all stores required as tools and
plant for the general use of the division should be debited at once to the minor head “Tools and
Plant” subordinate to the major head under which such charges of the division are classified, and
special items of twols and plant, which are required not for general purposes but for a specific work,
should be debited to that work. The question whether a particular item of supply should be treated
as ordinary tools and plant or special tools and plant should be decided by the Government,

(c) In the case of other materials, purchases, il absolutely necessary, should be made for the
requirements of specific work and the cost should be debited o that work.

G- Establishment And Tools And Plant Charges.

24, Charges on account of genaral services like establishment and Tools and Plam should be
classified in the aecounts under the minor bepds  “establishment™ and “iools and plant”, as the case
may be, of the major head under which the division 15 classified for the purpose and no attempt
should be made ordinanly © include in the cost of an individual work or another major head of
expenditure any portion of expenditure on account of those services. See also Article B6.

25. Temporary establishment can not be emphoved upon actual execution or generil supervision
of a specific work or upon the subordinate supervision of deparimental labour, stores, and machinery
in ¢connection with such a waork. Subject to such general or special orders issued by the Government
in this behalf, pay and allowances of already existing temporary establishment may be debited to the
account of that work in which employved.

26. The cost of special tools and plant, i.c., tools, plant, machinery. etc., obtained to meet the
special requirements of a particular work or  project, should be treated as a direct charge 1o that
work or project; vide Aricle 23,

27. When the charges on account of Establishment and Tools and Plant of a division are met out
of a single major head in the first instance, a share of such charges may be debited, where
necessary to other major heads or accounts concemed in accordance with such methods as may be
prescribed by the Government in consultation with  the Controller General of Accounts and
concumence of the Comptroller and Auditor General. Similardy, the cost of special tools and plant {
such as dredgers, e1c.), debited 1o a single head in the accounts, may be distributed over the several
sub-heads of works, in sccordance with such methods as the Government may determine in
consultation with the Controller General of Accounts and concurrence of the Comptroller and
Auditor Geeneral,
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H. - Grants-in-and.

28.  The general directions for the classification in the accounts of transactions relating to
contributions by the Government 1o Local Funds, and Public Bodies and vice versa, are given in
Article 29 of Volume 1.

29. Al contributions made o local bodies, whether in cash or in the shape of work done by the
Depanments on their behalf, should be debited to minor head- 'Grants-in-Aidd® under the major head
conmecied with the Department.

0. When a locul body is entrusted with the agency of maintenance of Government buildings or
roads or any other service withoul transferring the propenty to the local body, the payment made on
thes account should be debited to the estimate of the maintenance of the work of the Depariment
comcermed.

3. When works already constructed or land already purchased are transferred, free of charge, to

locil bodies, no re- adjustment of the accounts of cost should be made unless Government otherwise
directs.

I.- Suspense Transactions.
. = Mixcelloneous P.W. Advances

32. Transactions recorded under the head “Miscellaneous P.W. Advances” should be divided inio
the following clusses -

{1} Expenditure incurred on Deposit Works in excess of deposits received or in anticipation of
receipt of money { Anticle 22}, In incurring such expenditure, Divisional Officer shall certify
that approval of appropriate authority exists for the payment.

{2} Losses, retrenchments, ermors etc.
{3} Other items,

Mot - Mo chargres should be debited 10 ihis head withon s cenificaie i thore is sanction or appopriation or the expendinn

33, Under the heading “Losses, retrenchment, errors efc.” should appear the following -

(a) deficiencies in cash/materials,

(b1 actmal losses of cashimaterials,

(€} errors in accounts awailing adjustiment , and

(dy retrenchments and losses of other kinds recoverable from Government servanis.,

34, The head "Other items" should be used for all dehits, the allocation of which is not known or
which cannot be adjusted until recovery  or settlement is effected or  write-off ordered. The

following are cited as examples:-
(1) recoverable debits not pertaining to the accounts of & work, and
{2} recoverable outstandings pertaining o works, the accounts of which are closed.

Mol The shae of municipal inves pabd by Cioeemimens on Bedall of tenanis of Qovernment baildings should be debiied w this hesd
porafing proovery
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Jo- Workshop Transactions

35. Receipt and expenditure transactions in connection with workshops should be classified under
the major heads of receipts  and expenditure prescribed for the division to which the workshop

belongs.

36. All Capital charges on buldings. plant and machinery and stock materials, and all Revenue
charges icurred on theirr maintenance and on the upkeep of the necessary general establishment,
should be clussified as ordinary transactions under the major head concerned. in accordance with
the preceding Article and under the general directions in this Code. These are charges which neither
pertain to any individual job exccuted in the shop, nor are capable of direct appomionment amongst
all the johs, and their distribution over individual jobs should be made in accordance with the mle in
Article 131.

K. -Recoveries Of Expenditure,

37. The general directions to regulate the exhibition of recoveries of expendilure are given in
Chapter 5 of Volume 1. The following Armicles indicate their application 1o Public Works, Housing
and Scttlement, Roads and Highways and Public Health Engineening  transactions.

38, Subject 1o the provisions of Article 64 of Volume 1, all recoveries of expenditure appeanng
in the accounts of Public Works, Housing and Settlement, Roads and Highways and Public Health
Engineering offices should be treated as revenue receipts and not as minug expenditure.

Recoverics in respect of over-payments made during the current year, however, should be adjusted
ordinarily by deduction from the current year's charge under the detailed head previously over-
Charged.

39. Receipts and recoveries on Development Expenditure heads | in so far as they represents
recoveries of expenditure previously debited to a Development Expenditure major head, should be
taken in reduction of expenditure under the major head concemed.

40, Recoverses under old stock and suspense accounts and recoveries of expenditure upon works
in progress should be treated as reduction of gross expenditure. The recoveries in the latter case
should comprise sale proceeds of surplus materials and plant scquired specially for any work or of
materials received from dismantled struciures, irrespective of whether the cstimates for the works
make allowance for such recoveries or not.,

41, Recovenes on account of establishment and tools and plant charges should be treated as
follows ;-

i) Recoveries af establishment charpes af percentuge rutes = These recoverics, in so far as
they are effected from outside bodies and from  other Departments, should be adjusted by
deduction from expenditure under the minor head "Establishment”.

{ti} Recoveries of toals and plant charges @t percentage rates = Recoveries from other
Departments should be adjusted as reduction of expendimre under the minor head “Tools
and Plamt™, In the same way recoverics relting to expenditure previously debited 1o a
Devebopment EH;EIHJEIHH:- head of sccount should also be treatcd as meduction of
expenditure. All other recoveries should be treated as revenue receipis under the major head
concemed,

{6if) Pro rata share of the charges for establishment and rools and planr - The pro rita shares
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calcolated at the end of the year should be wreated as reduction of expenditune under the
minor heads "Establishment” and “Tools and Plant” respectively. of the major head to which
the todal charges were debited in the first instance.

42. The recovenses of expenditore which are finally creditable as receipis should be recorded under
the appropriate minor head of the Revenuve major head.

M, - Brevespes i sceounl of ale procesds of land, buildng, spacial roole and plant or other taxels purckased or conttructed at the oot of 2
special prciect ey a8 e discsctiun i Ciorvemneem be: [nkew in radection of expenditore under the approprizte seb-head sobordinate to the
vl Fapenctiluie mejor beod concemsad of may be credital o Coplm) Revenue mojer head 67 - Sale of Govemment Asets

L. Dreposits

43, The following transactions should be classified under the head “Public works Deposits™ -
(a) cash deposits of subordinales as securily;
{b} cash deposits of contractors as secunty;
(e} deposits for work to be done;
{d} sums due to contractors on closed accounts ; and
(e) miscellaneous depasits.

Mote_ - The head "Fliscollanempn Depotits™ dwdd also accommesiide  onfil deamnce, all ferm of neceiph. the clssification of which
camnol e determined al once, or which represent enom &6 acoounting semiting adpmement

44, Percentage deductions for security deposit made from contractors bills should be credited to
appropriate Deposits minor head under the Revenue major head 38- Departmental and Judicial
Dapasiis,

M. - Miscellaneouz Transactions.

45, The expense atendant upon the necessary examination of the soil for the foundation of works
ordered by competent authority should be treated as outlay on works and not as a contingent charge.

46, Municipal or other rates and taxes on public buildings, residential or non-residential, when
debitable to the Public Works Departiment vide Article 35 of Volume 1. should be tremed us
expenditure on repairs and debited 1o the mantenance catimates of the buildings concemed.

47, Every payment made to a member of the work-charged establishment, whether on account of
his wages or in recoupment of acieal travelling expenses, should be debited 10 the work on which he
is.employed, unless separate budgetary allocation is provided for the purpose. Sec Article 25 also.

48, The following transactions recorded in the initial cash sccounts, which are counterbalanced
gither af once or after an interval by a similar transaction of the reverse character, should be
classified as indicated below, care being taken to see that all such transactions are cancelled by cach
other in due course.

Cash from Bank.- A chegue drawn on the Bank should be debited to this head in the Cash
Book, and per contra the amount  of the cheque should be entered at once, as cash received,
under the same head, a cheque drawn in faveur of 2elf being cash even though not cashed at
onee,
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Chapter T - Accounts To Be Kept In Public Works, Housing And Setilement, Roads And
Highways And Public Health Engincering Offices.

SECTION 1. - CASH ACCOUNTS.

A, - General

49. The directions in this section shall apply o transactions other than those relating to  bills
presented @t the offices of Chief Accounts Officer, District Accounts Officer, Thana Accounts
Officer, as the case may be. The payments on such kills will be brought to account by the Accounts
Offices,

R. - Cash Book

I. - Upleep

50, An sccount of their cash trunsactions should be maintained in the Cash Book, Form P.W.A. |,
by all Government servants authorised, as a regular armngement, 1o receive money on behalf of
Government, ns well as by those entrusted with disbursemems oot of money obtained by cheques
drawn on the Bank.

Bolo. - As g evcoplion o e rule Covermimend iy authonise Divieoaal Officers nol o pes through the Cmb Book sarmest money
rocetved B, ad rejumed 10, comtracion on the s day (b iendes e openad, proskied it (e comtmos concemed are rogained o
give o susmped feceipt for the oy in the Register of Tendors piintanal in the Sivisionsl olfeee mnd dhug the Register & o that extent
wreaiead o o subsidinry el book and consegeenly & an aocounis form

%]. The Cash Book should be treated as one of the most important sccounts records of the
department: the detailed instructions given in the notes on Form PW.A. |, should be observed
strictly in practice by all concerned,

Il = Balancing

52 The Cash Book should be balanced on the date prescribed for closing the cash accounts of the
month, but when the transactions are numerous, & weekly or daily balance is recommended, and it is
advisable that the cash be counted whenever a balance 15 struck or at conventent inlervals, as this
affords an independent check on the accuracy of the postings. The results of such imermediate
counting may be recorded in the form of 2 note (specifying the actual cash and also the outstanding
halances of imprests and temporary advances) in the body of the Cash Book (column 8) so as not 1o
interfere with the up-to-date totals ; the actual balance of cash in the chest should be stated
invariably in the note both in the words and Tigures. The details of the actual cash Tound at the
monthly counting should be recorded in Form P2W.AL 2 and a certificate of the reconciliation of the
book balance with the actual ong and another cerificate of cheques issued on the Bank, shoukd be
reconded below the closing entries of the month,

53. Whenever. on the contents of the cash chest being counted, the balance as per Cash Book is
found to be incorrect, it should, unless the error can be detected and sct right at once, be rectified

forthwith by making the necessary receiptl or payment entry “To cash found surplus in chest™ under
Public Works Deposits or "By cash found deficit in chest”™ under Miscellaneous P.W. Adwinces, as
the case may be.
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M. - Recrification of Errors,

34, Anentry once made in the Cash Book should in no circumstances be erased. If a mistake has
been made and it is discovered before the copy of the Cash Book has been submitted to the divisional
affice, the mistake should be corrected by drawing the pen through the incorrect entry and inserting
the correct one in red ink between the lines. The disbursing officers should initial every such
comection and invanably date his initials. When the mistake is discovered too late for correction in
this way, an intimation of the necessary correction should be sent at once to the divisional office
accompanied by a proposed transfer entry, if necessary. Except as indicated sbove, no comection of
an entry once made in his Cash Book should be made by Sub-divisional Officer unless authorised by
the divisional office to do so.

53. The same principles should be abserved in comecting errors noticed in the divisional cash
book. If the accounts of the month have been closed, no comections of errors in amount,
classification or name or work, should be made in that book, but a transfer entry should be prepared
for the necessary correction, a suitable remark in red ink (guoting reference to the comection in
accounts) being recorded against the ariginal erronecus eniry in the Cash Book.

C. - Imprest Account

6. An account of imprest cash should be kept in duplicate by the imprest holder in Form P.W.A.
3, "Imprest Cash Account™, in accordance with the directions given in that form. The counterfoil
should be retained by the imprest holder and the arginal supporied by the necessary vouchers should
be forwarded to the officer from whom the imprest is held, whenever the imprest holder finds it
necessary 1o have the account recouped, or when it is proposed to increase or decrease the amount of
the imprest or o close the account altogether. The account should, in any case, be rendersd to the
officer from whom the imprest is held, in time to enable him to examine and incorporate the aceount
in his Cash Book (vide notes on Form P.W.A. | and P.W.A. 2) before it is closed for the month on
the date fixed for the purpose.

37, IFany item in an imprest account appears 1o the recouping officer o be open to objection,
that item may be entered in his Cash Book as “item awaiting adjustment in the Imprest account of
crvesessennces . UNAET “Miscellaneous P.W. Advances™ to be watched under that head until either the
objection is removed or the amount is made good by the imprest holder,

. - Temporury Advance Account

38. When a disbursing officer makes a remittance to a subordinate officer to enable him 1o make
a number of specific peity payments on a muster roll or other voucher which has already been passed
for payment, the amount remitted should be treated as a Temporary Advance and accounted for in
Form P.W.A. 3 in the same way as an imprest. The account of a Temporary Advance should be
closed as soon as possible.

Moot = Than rule shall apply sisn o cash takem out of the chest by ihe didtwaning officer himself po make paymenis af 0 dsance

E. - Settlement OF Accounts With District Accounts Officer /Thana Accounts Officer

9. As soon after the expiry of the month as possible. the divisional office should effect a
monthly settlement with District Accounts Officer or Thana Accounts Officer, as the case may be, in
respect of the transactions of the entire division in accordance with such procedure as may be
prescribed in the relevant Financial Rules of Government,
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60. As sub-divisional cash books are closed on various dates before the last date of the calendar
monthivide Article 141), transactions recorded in the cash books of the Depanments for a month
may be reported by District / Thana Accounts Officer in an carlier or a subsequent month, However,
the differences which are neither due to this cause nor represent amounts of uncashed cheques,
should be setled expeditionsly in consultation with the District Accounts Officer / Thana Accounts

Officer concerned.
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SECTION 2. - STORES ACCOUNTS

A. - General

61, Stores mentionad in Article 23 should be divided nto following categories as shown below -
{iy Tools and Plant.
(i) Road metal,
(i} Materials debited o works.

62, Save as provided in this volume the initial records of the materials will be kept in such forms
and such manner as may be prescribed by the Govemment in consultation with the Controller
General of Accounts and concurrence of the Comptroller and Auditor General with the object of
controlling their balances until these are disposed of finally either by consumption on works or
otherwise.

63. In all cases, the initial record of the detailed count or measurement of all materials received,
the cost of which has to be paid lfor or adjusted by book transfer in the accounts of the division,
would be kept in the Measurement Book prescribed in Article 93.

B. - Sieck
1. = Initianl Accotnes

fid.  No new store shall be taken to Suspense. IF there is existing stock in an account, issue of
stock may be made to clear it. In such eases of old stock, Iransactions of issues - in quantities only -
should be recopded by cach officer authorised o receive and issue stock on behalfl of Government in
“Registers of Stock Receipiefssues”, Form P.W.A.L 4, in the order in which and as soon as they
DCCUr,

Mok |, =Thes: rogidiors poed soll be kepd in cases whene a delalod account of any parfioular kind of siores &5 madnitstned inothe fomm of
card or bzl ledgors. provided that suitable armangements: are miade Tor the completion of the Abstraciz of Sinck Recelpes and Stock Tasues
{Amichs 65}

Moo I, = Where thet dounse is alborised by Cosormmond tho bsoes of petty o by o secional offiocer direct oo waorks ender bis
supervichon mey be shawn b the aocounis oolkeotively once o month whes te moooonts of B month pre elosed,

63, The transactions of the entire sub division, as entered in Form P.W.AL 4, should be abstracred
monthly by the sub-divisional office in a single “Abstract of Stock Receipts” (Form P.W.A.S) and in
a single “Abstract of Stock Issues” (Form P.W.ALG)Y, in accordance with the instructions printed on
these forms, Entries in Form PWA 5 will be "Nil" as there will be no fresh stock. No éntries need be
made in the sub-divisional office in any of the money columns in either pant of the form, as these will
be filled up in the divisional office.

66, These abstracts should be completed in the divisional office in respect of (1) the valoes of
quantities shown as issued, (2) the calculation of the storage charges on the issues and (3) charges
on account of those for camiage, the loading and unloading of stock materials. All the charges
shiould be debited to the wark to which the stock 15 issued.
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67. The general account of issues and halances of the suspense head “Stock™ for the entire
division should be kept in the Suspense Register prescribed in Article 123

Il. - Suhsidhiary Accounis,

68. Sub-divisional and divisional offices will keep subsidiary Registers of Stock, if any old stock
remains in suspense, in such form as the Government may determine in consultation with the
Controller General of Accounts and concurrence of the Comptroller and Auditor General the
ohjects being 1o effect a penodical reconciliation, after verification of the quantity accounts with the
general accounis (vide Article 67) and to revise the Issue and Storage rates, if any, fixed by
competent authority.

IV. - Rectification of Errars.

69. (a) Any errors that may be discovered in the Registers of Receipts and Issues or in the
Monthly Abstracts, before the accounts for the month are closed, should be set right by the Sub-
divisional Officer. Such corrections should be made neatly by scoring oul the incomect (igures or
other entries and writing the correct ones above them and they should be attested by dated initials.
Misiakes noticed subsequently should not be corrected except in accordance with a formal transfer
entry or under instructions received from the divisional office.

(b} Cherical errors in valne accounts should be dealt with generally in accordance with the
directions in Arlicle 84, Corrections of emrors discavered after the accounts of the month are closad,
should be made, when permissible, (i) by cntries of value (without quantities) in the Stock accounts
of the current month when no change is to be made in the head of account affected, and (ii) by
transfer entries in other cases.

70, Other corrections which may be necessary as the result of stock-taking or periodical revision
of rates or declaration of stores as unserviceable or auction sale, should be effected in the following
MAnner :-

{a) Baoth in quantity and value accounis, all addition to quantities should be treated as Receipts,
and reductions therein as Issues, a suitable remark being made in the entries in Forms
PW.A. 5 and P.W_A, 6. These entries must be made as soon as differences in quantities
come 1o notice, hut in the case of materials 1o be declared unserviceable, no adjustment
should be made until receipt of orders of competent antharity.

(h) The net surplus or deficit resulting from the periodical revision of rates or from sales should
be adjusted by making suitable value entries, without any comection in guantities, in the
Abstracts of Receipts and Issues, Form P.W.A. 5 or P.W.A. 6, as the case may be, the
vahoes being classified in accordance with the principles enunciated below.

ic) (1) The value of stores found surplus or profit on sales should be credited at once as a
Revenue receipl .

{2) The value of a deficit should be debited to (i) the works for which the stores were
collected specially, if the accounts thereof are still open, or (i) the expenditure major
head under which the division is classified, afier its write-ofT is ordered by competent
authority.

71. No correction should be made in the accounts in respect of stores declared to be in excess of
requirements. Such stores should continue to be borne on the Stock account umil transferred
elsewhere or otherwise disposed of in the ordinary course,
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C. - Special Tools And Plant.

72. If the cost or depreciated value of any Special Tools and Plant obtained for, or used on, a
project is required to be distributed over different units of the project, the forms of subsidiary
accounts to be kept to facilitate that distribution may be settled by the Controller General of
Accounts after consultation with the Comptroller and Auditor General.
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SECTION 3. - TRANSFER ENTRIES.

A - General.

73, (1) Transfer entries, that is, entries intended to transfer an item of receipt or charge from the
account of a work in progress or of a regular head of account to the account of another work or
head, should be made :-

{a) inorder to comect an error of classification in the original accounts ;

(b} in order to adjust, by debit or credit to the proper head of account (or work), an item
outstanding in a suspense account or under a debit head ;

{c) in order to bring to account certain classes of wansactions which do not pass through the
cash account, e.g, -

(i) for credit to “Public Works Deposits™ on account of balances due to contractors on
closed accounts, vide Article 106 |

{ii) for credit to Revenue heads on account of revenue not recovered in cash |

(iii} for original debits or credits to Remittance heads based on transactions not appearning in
cash; e.g.. transfer to Tools and Plant to ancther division or depaniment when the value
is recoverable from them;

(iv} for credit to the heads concermned of the several percentages leviable under the rules:
e.g., those on account of supervision {when not recovered in cash) establishment, tools
and plant and workshop charges, vide Arnticle 131;

{(d) in order to respond 1o a remittance transaction advised by the Controller General of
Accounts or direct by the division or department concemed, if the comesponding debit or
credit to the remittance head has not appeared already in the accounts ;

() in order to relieve the account of a work in progress of -
(i} items which have ceased to be debitable 1o the estimate for the work, and

{(ii) suspense charges which can no longer be kept within the accounts of the works (vide
Article 104) © such transfer enirics are necessary cither when ithe account of  any
contractor or of the work itsell’ are to be closed, or when any recovenes to be made
{otherwise than in cash) have become due, ¢.g., by the transfer of stores to any other
work or account.

(2) Sometimes it may be more convenient to classify items pertaining to several heads {or works),
usder a single head in the first instance than to classify them under each from the beginning. For
example, when a joinl work in which several parties are interested ix undertaken, the individual
transactions relating (o it may be taken 1o the account of single party in the first instance, but before
the accounts of & month are closed, the necessary distribution over all the accounts should be
effected by transfer entry.
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B. - Transfer Entry Orders.

74. For every transfer entry either a Transfer Entry Order should be prepared in Form P.W.A.7 or
an order recorded on another document, e.g., Survey Report, and Final Bill of a contractor's closed
account placed under “Public Works Deposits”, which sets forth all the necessary particulars | see
Article 157.

Hcke | - I casen in which submission to te Chief’ Accounty OfTicer  of the Tramador Entry Ovder with the Monibly Accound, wde ARicle
173, is mox sexquired, the necessary crder, if not initiaied by o Sub-divisional (fficer, may be signified by the Divisonsl Officer's initiak
againsl the eniry in the Transfer Estry Beol (Amche 7).

Notg 3. - A single rmnsfer eniry may coves & pumber of adjustments s comections, provided that ol the necesary panscilary an: & Borih
o respect of cach.

75. A Transfer Entry Order may be initiated by the Sub-divisional Officer, and should be so
initiated by him in all cases falling within clauses (a}, (b), {c) and (e} of Aricle T3(1) which come
within his cognisance.

76. The Divisional Officer should see thal no transfer entry is made in the accounts unless
admissible under the rules, that a transfer entry is made as soon as it becomes necessary, and that
Transfer Entry Orders in respect of transactions falling under clauses (a), (b) and (¢} of Aricle
73(1), proposed by Sub-divisional Officers, are countersigned by himself in token of acceptance.

Mote. -Tranafer entries should reccive ihe special attention of Dviskonal (WTicers 50 that habitual evors s misclsssfications i rhe
aceounts of subondinnle odfiooms may nof femasn menoticed.

77. All Transfer Entry Orders should set forth such explanation of the correction or adjustment
proposed as establishes clearly the correctness and necessity of the entry.

Mo ~In cames of cormectices mvolviag o reduction o the charges agangd the esimnie of work, ot only dhould full particulary of e
wouchers and accounts in wikch the erronecus changes originally appeanad be specified, but alse e cireumsances s which e ehomges
whre allccaied wonghy unider the exmate for the work should be set fonh clsdy. B s sot saffichent o s thal rhe chaspes were classdliod
ervonioualy im the first instance.

C. - Transfer Entry Book.

78. All transfer entries which have been approved for action should be registered in the Transfer
Entry Book, Form P.W.A.B, maintained in the divisional office. Entries should be grouped
separately for each month in the accounts of which they are to be incorporated. Before the book is
closed monthly the divisional office should see that no adjustments which are required to be made
under any rule or order are omitied.

79. Though no transfer should be made from one sub-head to another in the accounts of a work
except on the authority of a formal Transfer Entry Order approved by the Divisional Officer, the
arder should not be entered in the Transfer Entry Book but filed with the Works Abstract for the
month in which the transfer is effected.
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SECTION 4. - REVENUE RECEIFTS

A General

80). Revenue should not be credited to the head concermed until it is realisad,

B. - Registers Of Revenue.

81. Save as provided in Article 84, all revenue receipts of the division should be classified and
abstracted in a Register of Revenue, Form P.W.A9, maintained in the divisional office.

£2. In this register a column should be opened for each minor head of revenue (and detailed heads
subordinate to it, as required) other than “Deduct - Refunds™ for which a single deduction is made
from the total revenue of the month. The details of the amounts which make up the figure to be
deducted should be recorded in a separate Register of Refunds of Revenue, which may also be in the
same form as that of the Register of Revenue.

£3. All receipts by way of recoveries of overpayment/ expenditure, should be credited to minor
head "other receipts” or other appropriate minor head under the major heads of receipts concemed.
Such Receipts should appear in the Repister of Revenue for the major head concemed under three
distinct detailed heads, namely (1) Establishment recoveries, (2) Tools and Plant recoveries and (3)
Other recoveries.

84, If in respect of rent receipts of the buildings, lands and special services, subsidiary accounts
are kept in a separate Register of Rents prescribed by Government, entries should not be made in
detail in any of the registers mentioned in Articles 81 to 83, The monthly totals only for each class of
the rents for which separate detailed head have been opened under the minor head “Rents” should be
transferred from the Register of Rents (o those Registers.

Mol The mmounts realised by deduction from pay bills ssbasniod o Acounts Offices under the Controller Geenaml of Accounte will b
creddised by the Accounts Officers in their booko po e revenoe besds coacermed.
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SECTION 5. - WORKS ACCOUNTS

A, - General

83. (a) No material or stores are normally procured or supplied by Departments for construction
work. In case of maintenance work by Depariments themsalves, a limited amount of matenals may
be procured for immediate wse without passing through stock account.  All expenditure on
construction and mamtenance are  thus cash charges and consist of cash payments, However, if
materials are supplied by Departments in a particular work, expenditure on the construction or
maintenance of the work may be divided broadly inlo two main classes, viz., (1) Cash charges and
{2) charges for material supply. These charges should be recorded in the cash and site accounts
respectively,

(b} In addition to the charges noted in clavse (a), there are other transactions affecting the cost of
a work. For example, there may be charges incurred in other divisions or departments, materials
received from them or services rendered by them, or there may be cash receipts such as are taken in
reduction of expenditure in accordance with the directions in Articles 37 to 42,

(c) Furthermore, in the case of certain works, there are departmental charges, known as
Establishment, Tools and Plant, which are levied on those works under the rales of Government amd
mncluded in the cost of those works.

{d} All these transactions pass into the geneml accounts of the division in the manner described in
Chapter IV and are thence incorporated in the accounts of the Government. As each construction
work: is treated as a project and classified as minor head under the Development Expenditure major
head, separate accounts have to be maintained in sub-divisional and divisional offices for recording
(1) the cost of individual works and (2) the ransactions of individoal contractors under the minor
head. These are known as Works Accounts. Repair works are debited 1o Revenue expenditure major
head under which the division is classaficd.

B6. In recording the cost of an individual work in the accounts, no anempa should be made 1o
include in the cost any charges for peneral services like Establishment and Tools and Plant, the entire
cost of which should be adjusted in the general accounts under the prescribed heads of classification,
But, if any service connected with the working estimate for a work is rendered by another division or
department and the claim made by it includes an authorised charpe on account of such gencral
services, such charge should be adjusted in the accounts of the work as part of the cost of the work
in the same way as il the service hisd been rendered by 4 contractor.

Mot -The ol ol spocial catablvilernent ernplpnd (n the aquisitess of el taken wp for a work whes debitable to the Department, for
wisom |aeed bt socunred, shoald be realed 29 0 pam of works expeadineee.

87, All initial accounts and vouchers connected with charges relating to works/projects must
specify invariably :-

(1) the full name of the work/project as given in the estimate,

{2) the name of the component part (or “sub-head™) of it, il separate accounts are kept up for the
several component pars, amd

(3) any charges which are of the nature of recoverable payments and the names of the
contractors or others from whom recoverable,
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B. - Detailed Records,
I. - Cash Charges.
(a) Introductory.

88, Cash charges on works consist of payments to (1) labourers and members of work-charged
establishment of their wages, (2) limited purchases of materials for works undertaken by the
Departments themselves, and (3) contractors and others for work done or other services rendered.

(b} Muster Rolls.

89, Save as provided below an account of labourers employed daily on each work, the amount of
wages due to each and the amount paid and left undisbursed during the moath, should be kept in a
Muster Roll in such form and according to such methods as may be prescribed by the Government in
consultation with the Controller General of Accounts and concurrence of the Comptroller and
Auditor General,

90. A Muster Roll need not be kept in exceptional and urgent cases, where labourers are employed
casually for shon periods. Nor necd they be kept in the case of petty works and repairs done on Penty
Works Requisition when the entries of daily labour are few and can be endorsed on the form of
requisition itself,

() Measurement Books,

91, A detailed account of actual measurcment in guantities of work done otherwise than by daily
labour or on lemp sum contracts, and all supplies, should be kept in a Measurement Book in such
form and in accordance with such methods as may be prescribed by the Government after
consultation with the Controller General of Accounts and concurrence of the Comptroller and
Auditor General,

972, Measurement Books may not be used in cases where, under the rules of Government, standard
measurement books of buildings are maintained in order to facilitate the preparation of estimates for
periodical repairs and are utilised for the purpose of preparing contractors” bills for such repairs.

(d) Bills and Youchers.

93, (a)All payments to members of work-charged establishment and to contractors and suppliers
will be detailed in bills and vouchers drawn up on such forms and according to such methods as the
Government may prescribe in consultation with the Controller General of Accounts and concurmrence
of the Comptroller and Auditor General.

{h) An account of items remaining unpaid on the passed bill of members of work-charged
eatablishment, on the day fixed for ¢losing the accounts of the monath, should be kept in a suitable
register of items remaining unpaid.

(c) A separale running account should be maintained in respect of each contract, Transactions
relating to two or more working estimates should not be brought on to the same running account.
Transactions relating io two or more separale paris of the same working estimate for which separate
works abstracts arc prepared, vide Article 102, should also appear in separale running accounts.

Mite -|m excepiionnl cases when: moez than cec warking estinmie is orvered by 2 singhe Contract, the conleact agnecment Biood not be dplin

wpr but the estimates may be conanliined o faciliime the mainienano: of propor socmts in regest of thal conmract. IF this procedse cannal
e iohmerved, some special accounl: procekee may he devised om ibe meriis of ench cos by the Comroller Ceneml of Accoums. Mo
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conslidalion of esimaies or specinl sooounts prooodase 5 ey whene separsle edimalee covered by Ihe onple comamey selite W
different secounts heads or where sepanie etimates whelber pelating b0 ihifferen ponosses headd of sod are converad by dingle nning rale
eonibrac] ad n the eane of the painting of rade, o, and when iepasaie agrecments are drawn on the hasis of wach rate conbracts wiih other
dietails waried 10 suit the requirerrents of cach job.

IL. - Charees on Accound of Materials
{a) Introductory.

94, Materials are supplied to works when work is done departimentally or by contractors. whose
agreements are for labour only.

(b) Issues to Contractors.

95. All parchaszes made or supplies received should be directly charged to the works/project minor
head by debit 1o the Development expenditure mapor head or 1o the Bevenoe expenditure major head
under which the division has been classified and should then be waken oo site account. On the
authority of the contractor's detailed acknowledgement of materials made over o him for use on
works under the rules of Government, the cost recoverable from him should be entered at once i s
personal ledger by debiting the site account. At the time of cash/ final payments, cost of matenials is
deducted from the bill of the contractor at such rales as may be determined by Government and the
nel payments should be debited to the work/project minor head or Revenue expenditure major head
as the case may be.

bdode 1|l should e onsuned that | 1) ghe contracton may mot peceive payenl, a full mies, for the compleled oo of work befone e value
off the (evernment malerisls weed by Bim therein, hes been odjusicd or £2) his final b for the work done moy s be seifled hefone the full
vilue of maedials recovamble ram kim has bees adjised

N IL-loanen, AT any, Teoem ohd ecisting aock shoall be aconumad for ihrough the Sock naums

Nole §-The prositicsd of this Amicke ahall s apply ta psol s plan) ahich ane bome o ehe Toods and Pl s of the division and e,
wrader the rules of Covernimend, kent Iempacadly 0 conlracon for we on Govemmsen works
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(c) [ssues Direct 1o Works,

6. (a) In all cases materials 1ssued direct to & work should be directly debited 1o work/project
minor head or the Revenue expenditure major head, as the case may be, by the issuing division and
should be taken to site account of the workfproject by the receiving division/sub-division executing
the waork. In the case of issues between Divisions, [ssuing division will afford credit 1o the work 10
which the cost of materials was originally debited. The receiving Division will afford debil to the
work for which the matenials have been received on transfer. In case of issues direct to the work by
the executing Division, the quantity of materials should be shown as issues in the site account of
issuing Division and receipt in the site account of the receiving Division.The final adjustment will
be made by the respective Chief Accounts Officers by reconciling the debits of one division with the
commesponding credits of another division. At the end of the year, no debil or credit shall remain
unadjusted or outstanding.

The full value of all materials purchased for and issued 1o a work should be debited 1o the work
{Article 97).

(b Full deiails of the matenals received should be entered in a measurement book, with the full
name of the work as entered in the estimate, vide Article 8T,

97, {a) When materials are issued direct (0 a work, their cost should be treated as a final charge
and debited 1o Project minor head of Development expenditure major head or Revenue expenditune
major head, as the case may be.

(b} Government, in censultation with the Controller General of Accounts and concurrence of the
Comptroller and Auditor General will lay down rules for the periodical verification of unused
balances of materials debited 1o works and for the disposal of the Verilication Repors.

98, If any surplus materials at site of works are transferred 1o works in progress, their valoe

should be credited to the work to which they wene issued originally and debited to the work to which
they are transferred.

(d) Carriage and Incidental Charges.

99, {a) The cost of cariage of materials to site of work, and of all carrage charges in connection
with the movement, from place o place, of other materials issued o or provided specially for a
work, should be debited direct o the account of the work under the head of account to which the
work has been classified.

(b} When surplus materials are transferred to another work, cost of cammiage may be  debited (o
either work as may be equitable.

{c) Incidental charges connected with the movement of materials issned 1o or provided specially for
a work or returned from a work should be adjusted in the same way as the cost of carmiage.

(d) In all cases, the places from and to which materials are conveyed, the distance, the quantity and
the approximate weight should be stated clearly in the payment vouchers,

L. - Beok Adjusimeni.

100, The detailed rules governing these adjustments ane given in Section 3 of this Chapter,
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. = Consolidated Records.
. = Werks Absiracts.
{a) General.

101. In the case of works which do not invelve suspense transactions( e.g., advance payments,
secured advances), an abstract of the estimate, account and completion reports  of all the
transactions relating to a work during a month, whether in respect of cash, purchases or other
charges should be prepared on a single form prescribed by Government in consultation with the
Caontroller General of Accounts and concurrence of the Comptroller and Anditor General.

An account of all transactions relating to a work which involves suspense transactions is prepared in
Waorks Abstract Form P,W.A. 10, Since suspense transactions are not allowed in case of new works
and have been discouraged in case of old unfinished works, Works Abstract in Form PWA 10 need
not be prepared.

HNole.-Perrentage charges on secoimni of Esshlishanent, Toals and Plant, levied on works expendiiore, dlould mol be shown im this Abstrac
and Begisier of Works, thiugh they are inchaded evestaally bn the cosit of sorks, wale Molc 2 ol Form PW A 20,

102. Ordinarily, there should be one Works Abstract for each working estimate. If, however, the
estimate is for a large work which is divided into several sub-works, a separate Works Abstract may
be prepared for each sub-work provided that no pant of an estimate should be separated from there,
if any contract for the execution of work connected with it covers also work connected with the other
parts.

104, In order to watch over the adjustment of materials issued (0 contractors under the old
system of suspense stock, contractors' suspensc account, if any, may continue to be in operation until
the final settlement of all transactions and Works Absiract in Form PWA 10 will be prepared
recording (1) cost of materials issued to work, (2) sentlements outstanding with the contraciors and
(3) unpaid wages and their subsequent payments. No new suspense account shall, however, be
opened for contractors without the consent of the Controller General of Accounts.

(c) Record of Progress.

105. Entries of “Progress™ in the Works Abstract will be made according to such instrections as
the Government may loy down in this connection.

{d) Liabilities against the Work.

106. If a contractor delays receiving final payment for more than one month afier his final bill has
been passed, the account of the work as passed on the bill should be incorporated in the Works
Abstract on the authority of the bill and the balance due 1o him should be removed from the accounts
of the work by credit 1o the head “Public Works Deposits” to be dealt with thereafter under the rules
of Government. If the final account of a contractor shows that he has already been overpaid or that
the account closes with a halance doe by him and if an immediate recovery is not practicable, the
balance should be removed from the Works Abstract by debit to the head ‘Miscellaneous P.W.
Advances”,

107. If any wages of labourers remain undisbursed after the completion of & work, the amount
should be credited 10 "P.W. Deposits” head of the Division. If unpaid wages of labourers are
claimed and paid subsequent to the closing of the accounts of a work, the classification should be
dealt with under the rules of refund of deposits.
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(¢) Preparation, Completion and Disposal.

108. The Works Abstract should be prepared in the sub-divisional office in the first instance. It
should be posted day by day from the Cash Book and the connected bills of contractors and
suppliers, cash refunds and readjustment of final charges being posted as minus entries. Al the end
of the month, cost of materials and adjustment transactions should be added and, in the detailed
statements provided for the purpose, quantities of work executed should be posted in accordance
with the instructions mentioned in Article 105 and the closing balances of contractors' suspense
account, if any, vide Article 104, should be detailed so that progress of adjustment as well as
comeciness of suspense transactions may be proved and watched. The Works Abstract should then
be forwarded in original to the divisional office, where all necessary completing catrics will be made
in respect of the direct charges and adjustments made by the Divisional Officer,

Mote |.-The posling of adjushmen iransactioas may, i prefiermed, be done eatirely in the divisional office

Mote L-Posings made in the mb-divisional office thould be in black ink ond ol poatiegs snd comecthors mads in the doivional office s
red ink.

Mot 3.-0fMios copies of Works Abatracts sond not be kopt, ax the oniginals are petwmed by the divisienal offioe afier completion. Before the
‘Wiorks Abstracts are sonl io the dvikional offior, the up-to=date iolals should be entered in odvance o e reoums (or the [oBowing monmth el
these should be comecied, if necessary, oa retem of the Works Absimots from the divisional office

IL. - Register of Works.

{a) Form and preparation.

108, A permanent and collective record of the expenditure incurred on all works carried out
during a year should be maintained in the divisional office in Begisters of Works, Forms P.W.A.
[1A and PW.A. 11B in accordance with the instructions printed on these forms. These registers
should be posted monthly from Works Abstracts, When Works Abstracts are prepared, under Article
102, for the sub-works or parts of an estimate, the transactions relating to each Works Abstract
should be posted separately and an abstract for the entire work should be prepared on a separate
folio or set of folios to compare the cost of the work and its sub-works with the provision in the
estimate.

Pote. - The masrienance of 8 repisier, b Fom PWA 1B, is opticnad

110. Before the date of submission of the monthly accounts o the Chief Accounts Officer, the
posting of the Registers of Works should be completed and the registers should then be lnid before
the Divisional Officer for review, The monthly account of each work on which there has been
expenditure during the month should be initialled (and dated) by the Divisional Officer in the column
set apart for the purpose, in token of his having examined the entries and found them correct.

Pborber - BT e roarriacitiona. of & division arg very lange, the Divisional Offacor may allonr an ¢alea period of a fow days for tho oompletion of
the Regisiens of Wiorks, bt the sebenision af the mmonathly stooests to the Chicl Acsmmts Do and the comgpletion of the Wiorks Absiracis
whcuald ol b dotayod on this acommi

(b} Closing of Accounts on Completion of Works,

111. It is an object of great importance to close the accounts of works as soon as possible after the
actual work of constrection 1= completed. If there is necessanly any delay in closing the accounts, it
should be seen in particular that further charges are not incurred without the permission of the
Divisional Officer.

112, Before the accounis of a work can be closed on its completion, it should be seen thal any
adjustments of cost necessary under the rules, have been made in the accounts, that all liabilities not
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originally brought to account have either been liquidated or since brought 10 account and that the
balances, if any, under the old suspense accounts “Contractors™ and “Labourers™ have been cleared,
IT the whole or any pan of the expenditure on the work is recoverable from another department,
local body or individual, action should be taken to effect or complete the necessary recovery before
the accounts of the work are closed.

113 (a) If a material suspense account existed previously, it should be cleared and the total cost
of materials should be distributed over the final sub-heads or other accounts concerned in accordance
with such rules as the Government may lay down for the purpose.

(b) If the sub-head “Additional Charges for Materials issued to Contractors” had existed
previously, it should receive the special attention of the Divisional Officer who should, if necessary,
investigate large closing balances under this head before he permits the accounts of the work 1o be
closed. It is not necessary to clear this head by transferring the charges booked under it to other final
sub-heads, but profits or losses which are not clearly traceable to known differences between the

rates chargeable to contractor and the actual cost to Government, should not be accepled as correct
without closer examination,

114. The accounts of annual maintenance estimates should be closed in the month fixed by
Uovernment, as the last month of the working year for the purpose. Ordinarily, it will be possible 1o
complete all the repair work and fo settle the accounts of contractors before the expiry of the
working year. I, in any exceptional case, any work remains to be done and, it is proposed to carry it
on to completion, the expenditure incurred in the next working year should be treated as expenditure
against the annval maintenance estimate for that year.

115, When the work is completed and the accoumts of it have been settled and written up as
indicated in Articles 112 and 113, a double red ink line should be ruled below the final entries and a
note made in red ink “Wark completed in ................... 19 _....". This note should be signed by
the Divisional Officer in token of his satisfying himself that all action has been taken under those
Articles, It will be the authority for treating the accounts of the work as closed, and a work should
not be reported as completed in the divisional accounts unless this authority has been placed on
record,

116, If the total expenditure on the work is in excess of the sanctioned cstimate and the excess is
passed by the Divisional Officer under his powers, the works “Excess passed by me™ should be
added 1o the completion note recorded under Amicle 115, I, however, the excess is such that the
Davisional Officer cannot pass it within his powers, the completion note in the Register of Works
should be amplified thus :-

"Wark completed i . 19 . Completion Report/ Statement submitied with this
office letter No. onienmasis G800 .cooniiarmimismimnan s

Mpie -The completion Report!Statement will be subimined 1o competess mthorty n e form prescrilbed by Governimess in consulion
with 1he: Corarnl ke Ceneral of Aocounts nsd concurmene: of the Compirodler sad Auditor Caneral

(¢} Correction of Errors after the Closing of Accounts.

117. Should an error or omission in the recorded expendimire of a work come to light after its
accounts have been closed, the accounts may be reopened in order o rectify the error or omission
unless the amount involved is not more than ten taka (or any other limit prescribed by Government}
in which case a note of the error or omission should be made in the relevant decuments concemed.
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M. - Congracrors' Ledger
{a) Form and Use.

118. The accounts relating to contracts should be kept in the Contractors’ Ledger, Form P.W AL
12, a separate folio or set of folios being reserved for all the transactions with each contractor for
whom a personal account is maintained, vide Article 119,

119. Except in the following cases, a personal account should be opened in the ledger for every
coniractor, whether or nol a formal contract has been executed -

{a) if the work or supply entrusted o him is not imporiant and no payment is made to him
except on a First and Final Bill on completion of the work : if any materials are issued to the
contractor or any payments are made on his behalf, a ledger account should be opened ;

(B} if under the rules of Government. a consolidated monthly account for “on account” payments
to petty contractors employed on the same work or section of a work is prepared in
preference to a separate bill for each payee, a single ledger head, “Petty Contractors®, should
be opened for the running accounts of all such contractors.

(b) Posting.

120, Except when a contractor’s account is to be closed and the procedure prescribed in Article
106 is ohserved in respect of unpaid bills, the value of work done or supplies made by a contractor
should not be credited 1o his account until his bill has been passed and payment made thereon. Debit
entries in the ledger should be made only on the basis of transactions recorded in the aceounts and
the postings should made from the supporting cash, purchase or adjustment vouchers; liabilities not
yet liquidated should be excluded altogether. The value of materials issued 1o a contractor should be
dehited to his account on the anthority of his acknowledgement, See Article 95,

Modn | -Security deposits of oontaoons should not be ncluded in thelr pesonol socounts in s balger, wide Amiche 44

Moie 2 -¥When o dedociion mede from o commeor's il for oo: wiork is croditable o he acoount of another work, and mch ol & B
comaneCinn with his ot for e Laner work., fuao distinc st of oniris shoald b made i the ledper, one for the payment made on sceount
of the former wosk, s the other for the secoverny cradiiable to the ey, & if that secowoy had boen mesde in cash.

Miote 1-IT theve are several comrai in connodtion with a work of soommi. the rmmacions relaling oo each sheald e dBginguithed
prefeeatly by quetation of the number and date of tho agrecment o work onder

Moz 4.1 a potty oontrucior’s accoum has o be remaoved from the combined badper head “Pery comracton” acoount™ [Wale Article 119 (b))
i @ separate personal sccount o him, the ool vaiise of work doas o e dale and the retal gayments up (o dale should be debited or credis)
nespeiively, 1o the “Peiry conmosons sconont” sed ken on 10 the persossal soimunt ax credits and debiis.

{c) Balancing and Feconciliation.

121. The ledger accounts should be closed and balanced monthly. The closing balance of each

persanal account should show valee of matenals issued but not adjusted against payments and other
unadjusted outstandings.

Hote.-The: Perry Compraenoes” Lodper seecumt should aleo be chossd amd balanced in the same way,

122. Periodically, all the personal accounts in the lkedger should be examined and it should be seen
(1) that balances do not remain outstanding for 2 long time without justification and (2) that, in the
case of running accounts, bills are prepared at reasonable intervals,
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SECTION 6. - ACCOUNTS OF DEPOSITS AND SUSPENSE TRANSACTIONS.

A= Accounts OF Miscellaneous PW, Advances

123, Subject 10 the provision of Anticle 124 below, a detailed account of the transactions relating
to the suspense head “Miscellaneous P.W. Advances™ should be maintained in the divisional office in
a Register called the Suspense Register, Form PW.A. 13, separate sets of folios being reserved for
each of the several classes of items under the head, vide Article 32, The account of the debt head
“Public Works Deposits™ should also be kept in the same form,

124. In respect of ftems relating o deposit works (including  expenditure incurred on Deposit
works in excess of deposits received) which are accounted for in detail in the schedule of Deposit
Works, ( vide Article 163}, a single entry for the monthly transactions relating to all such works
should be made both in the Deposit and the Miscellaneous P.W. Advances Registers, as the case
may be,

B.- Unadjusied Balances,

125, In the accounts for June cach year, the outstanding items in the Deposit Regisier, which
uneer thio mubes of Government ane fo be treated as lapsed, should be credited 1o the revenue head
concerned. Any subsequent repayment of such an item should be treated as refund of receipts under
the: hemd to which the item was credited and the repayment should be noted in the Deposit Register
against the entry for its credit to Govenment.

126G, Diems or balances under the suspense head “Miscellansous P.W. Advances ™ which become
irrecoverable, should not be removed from the accounts until a competent authority has sanctioned
their being written off,

3-34



Account Code Volume 11

SECTION 7. - WORKSHOP ACCOUNTS.

A= General,

127, The directions in this Section shall not apply to the accounts of small shops kept in divisions
for the execution of repairs 1o tools and plant or of small manufacture jobs. The accounts of works
executed in such shops should be kept in the forms prescribed for repair works; vide Sections 5.

128. Larger Workshops, with special plant or machinery should be treated us separate sub-
divisions, or divisions, for account purposes, When such workshops are of the character of quasi -
commercial undertakings, the system of accounts shall be that prescribed locally for similar
undertakings, When they are run mainly for deparimemtal purposes. the accounts should be kept in
accordance with the general directions laid down in this section. In either case, the exact forms 10 be
used and the procedure to be observed will be settled by Government in respect of each workshop in
consultation with the Controller General of Accounts and concumence of the Compireller and
Aunditor General.

B .- Detailed Acooumis OF Tohs

129. All direct charges pertaining exclusively 1o any job should be debited at once 1o the head of
accounts under which the division executing the job is classified and those of a general nature should
also be similurly debited, but apportioned subsequently amongst the jobs concemed in accordance
with a definite procedure.

130, Sale proceeds, as and when received, should be adjusted against charges debited in
accordance with Aricle 129 and head of account of the Department for whom the job was done
should be debited thus clearing the account.

M. - Wheen the cxtimmed ool of & job b reoovaned [n advypmoe, it shomld be kept In depadin in the = inuance, and the sdjusiments of
actual coet made under this Amicle sheald be eflceied against the depodii | the weapended halance being refinded under the nales of
Gownmmeni coly whes (e joby iz completed snd the scooun of 1§ soitled

131. In addition to the direct charges mentioned in Article 129, suitable percentages to cover the
indirect charges determined by Government sheuld aiso be debited to the head of account under
which the Department is classified. The following are the examples of some of the charges usually
levied.

{a) Supervision charges.
(b) Estabhlishment charges.

(¢} Convevance.
Biote - The percenage restised on sccount of establishiment clage should be treatad as a reduction of expendilure o3 oy reveme el
s the crse may he, i acoondinee with the deokoes s Anicle 41, Al other percentages shoukd be (realed ox revesoe neosipt.

132. The indirect charges mentioned in Anticle 131 should be brought o account whenever the
settlement of the account of direct charges 15 effected under Article 130,
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SECTION 8, - TRANSACTIONS WITH OTHER DIVISIONS AND DEPARTMENTS

A, - General

133. When a transaction has 1o be cleared by a book transfer, the transfer should be effected by
debiting or crediting it to the remittance or to the specific head concerned in the Cash Account, or by
an entry in the Transfer Entry Book; see Anticles 12 1o 16 also.

Mote -Such peroestage chisges o accaum af sspervision and esshlishanent and 10015 and plast s may be keviable under ke rubes, should
allen e inchedesd, By a fmnsfer eniry, in the amoond imnsfermed .

B. Transactions Originating In The Division

134. When & transaction originates in a division, the necessary transfer should appear ordinarily
in the sccounts of the division for the month i which the transaction ocourred. In the case of work
done in workshops the cost should be adjusted in accordance with directions in Anticles 129w 131,

135. In respect of work done in a division for other divisions within the same department, the
intimation of the transfer will be given to the division for which the work is done. The division
undertaking the work should bring the transactions to account under the remittance or other head

concemned, and submit vouchers to the Chicf Accounts Officer in the same way as for works of the
division itself.

In respect of work done in a division for other depantments, estimate of cost of the work is intimated
o that department which places funds equivalent 1o the estimated cost by debiting its prescribed head
of account and crediting minor head "Public Works Deposits™ under major head "Departmental and
Tudicial Deposits™, The work is then executed by the division debiting actual costs to the above
minor head and rendering account (o the Chiefl Accounts Officer along with the monthly returns.
Chiel Accounts Officer of the division sends schedule of work expenditure to the Chief Accounts
Officer of the department on whose behalf the work is executed.

Bz, -Ior (e purpose of this Antiche waek done should inclede jobs exccutnd i worshop

136. For other transfer transactions between divisions, the onginating division should send an
Advice of transfer Debil {or Credit} Form P.W.A. 14, accompanied by necessary vouchers in the
case of debits, o the division concerned as soon as the transaction occurs. The division requined to
mdjust the amount should, if it accepts the transfer, acknowledge it on the prescribed form of
Acceptance of Transfer, Form P.W.A. 15, The entry in the accounts of the debiting division shoukd
be supported by the Acecptance of Debit, or Advice of Credit, as the case may be.

Wone - m ot of prumfer debdy transsciions, of] elevanl vouchiar inghudiog such us &5 i fass andiinanily bevend ihe dinvisionad office,
ol accompuay the Advice. IF this feqeticmsis camact be complal wils i any G in nespoct of @ cash voucher which commot be
replaced by o cenificaie of paymest. s odvic shiuld be atsched 1o 5 Monthly Agcound for rmsamission by te Chief Acoounes (HTlcer in
the division comotmad

C. - Trunzuctions Oniginating In Another Division

137, Trunssctions orginating in another division should as a mbe be adjusted in divisional
acgounts only on receipd of intimation of the debit or credat From that division.
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138, The Divisional Officer should examine every transfer advised to his division for adjustment,
but should not reject a transfer becanse the voucher is not in order. or is wanting. Nor should a
transfer sent for adjustment be partly actepted and panly rejected; it may be rejected altogether if it
does not pertain clearly o the division; otherwise it should be accepted provisionally in full and the
dispute, whether as to the amount or as to other pariculars of the transaction, should be settled
separately in communication with the officer who advised the iransfer.

139, When a charge is transferred (o another division for adjustment, the transfer must be
supported by the necessary vouchers, complete in all respects, or by a cerificate (signed by
Divisional Officer] to the effect that the payment vouchers have been passed in accordance with the
rules. Divisional Officers are, therefore, responzsible for obtaining proper vouchers in suppon of all
charges o remittance heads in their accounis,

[ - Settlement OF Accounts.

140, Divizional Officers exchanging Advices and Acceplances of Transfer shall be jointly
responsible Tor cleanng remittance transactions  expeditionsly im0 direct commumeation with cach
ather. If an item cannot be accepted, and the intimation of its rejection issues too late to reach the
originating officer within the month in which he  has brought it (o account, the officer who is called
upon 1o adjnst i, should also inform the Chief Accounts Officer of the number and date of the
aniginating Crficer’s Advice of Transfer and of his own intimation of objection, giving him also brief
particulars of the debit or credit, and the grounds of objection.
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SECTION 9. - OTHER DIRECTIONS.
A. - Monthly Closing Of The Accounts.

141. The initial accounts of cash and stores which are maintained in sub- divisional offices under
the directions contained in sechons 1 and 2, should be closed on the 25th or such earlier date
between the [9th and the 25th as may be fixed by the Controller General of Accounts for the
purpose, in order that the accounts returns of the sub-divisions may reach the divisional office in
sufficient time for the compilation of the momthly account of the division and its submission to the
Chief Accounts Officer by the prescribed date,

142. The cash and stock account of the divisional office should be closed on the last working day of
the calendar month. The Transfer Entry Book of the month should be closed as soon as possible
after the expiry of the month, but before this is done, all necessary transfers, e.g., those relating to
the levy of the prescribed percentage for establishment, tools and plant, supervision charges. ete..,
should be made.

B. - Review OF Unsettled Accounts.

143. The several registers and schedules relating to the suspense and deposit heads of account, the
Contractors’ Ledger, Works Abstracts and Registers of Works, should be reviewed monthly so that
the action necessary (o effect the expeditious clearance of outstanding balances, whether by actual
recovery or by adjustment in the accounts, may be taken regularly throughout the year. In May or
early in June, special steps should be taken 1o bring abour all possible reduction in the number and
amaounts of outstanding items at the close of the year.

144, Similarly, special action should be taken early in June to bring to account all remittance
transactions and other liabilities and assets awaiting settlement, and to effect clearance, in the
accounts of June of as many outstanding items as possible. Liabilities as well as outstanding dehits
and credits remaining unadjusted ot the end of June should be watched individually to secure their
clearance before the accounts of the year are closed finally. It is not sufficient that the divisional
office shoukd bring to account all the transactions the responsibility for which devolves on itself. It is
equally important that necessary action be taken to move the other parties concemed to bring 1o
account or settle the outstanding items; the intervention of the Chiefl Accounts Officer may be sought
where necessary,

C, - Closing OF The Accounts OF The Year,

145, The financial year terminates on the 30th June and actual transactions taking place after that
date should on no account be treated as pertaining to that year. In order, however, that as many of
the unadjusted outstandings of the year as possible should be cleared and the errors in accounts
coming (o notice after 30th June should be rectified, if possible, within the accounts of the year, the
Transfer Entry Book should be kept open for inclusion of transfer entries relating to rectification of
errors and for seitfement of outstandings, but not for actual ransactions. These accounts should be
closed on such date as may be prescribed by the Controller General of Accounts { see Article 177).
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D, - Corrections In Accounis,

146. {a) If an item in the accounts which properly belongs to a revenue or expenditure hesd is
classified wrongly under another revenue or expenditure head, the error may be cormected at any time
before the accounts of the year are closed, but, after the accounts are closed, no comection is
admissible except as permitted in Anticle 112 of Volume IV and except in cases affecting the
accounts of works including these falling under Article 117,

Motz 1.-FErmors i suspense accounts an govemed by the rube s clase (b

Hote 2.-1f an cmor i detociod aficr submission 1o the Chief Accounts Offioer of the Divisional CfThoee"s Supplementary Accotinl of ihe year
fvide Artiche 1770 i should be repomed o dhe Chiel’ Acoounts Officer for ks inanaations unbess the smoun! 5 nol moes than teo tka.

(b} All errors affecting debt ( including suspense) and remittance heads must be corrected :
however old they may be.

{c) When a correction is permissible, it should be made by a formal transfer entry, but when it is
nel permissible, a suitable note of it should be made in the account concened.

147, All corrections in accounts which may be advised by the Chief Accounts Officer on his
examining the documents should, after verification, be carried out in all relevant records in red ink
and attested by the dated initials of the Divisional Accountant. A reference to the advice of Chicf
Accounts Officer should also be noted against the correction.

E. - Accounts In Oifices To Be Reconstituted.

I48. When in conscquence of the reconstitution of executive charges or of any other
amangements, the accounts of two or more divisional offices are to be amalgamated or those of any
office are either to be broken up into parts or closed, the Divisional Officers concemed should apply
in time to the Chief Accounts Officer for the instructions to be observed in regard to accounts in
giving effect (o the armngements.

3w
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Chapter I'V - Accounts Returns Rendered By Officers OF Public Works, Housing And
Settlement, Roads And Highways And Public Health Engineering Departments.

A~ General

149, The directions contained in this Chapter shall regulate the procedure relating 1o the
compilation of divisional accounts and to their submission to the Chief Accounts Officer.

B. - Sub-D¥visional Accounls

150. Amangements should be made, under the onders of the Divisional Officer, for the despatch
of the sub-divisional returns mentioned below, 1o the divisional office on such dates as may render
possible the compilation of the monthly or other periodical accounts of the division on the due dates:-

(a) Copies of the Cash Book
(supponed by vouchers). |

{ b) Abstracts of Stock

Issues, if any, Forms P.W.AL 6,
suppaned by receipied invoices
or other vouchers, and extracts
from Begister of Stock Issues {

Copics.)

{c) Works Abstracts
{accompanied, where necessary,
by statements of Transfer Enfry
Chrcbers) For each work in
progress in connection with
which there was any
transactions during the month,
(d) Petry Works Requisitions
and Accounts for each petty
work in progress in connection
with which there was any
transaction during the month (in
original),

{e) trunsfer Entry Orders, Form
P.W.A.T, relating to the
accounts of the month, other
than those proposed from time
1o time and transmitted
separalely ; vide Article 76.

Twice a month or oftener as may be directed by the Divisional
Officer, the copy for the last period of each month wogether with
the Cash Balance Report being sent on the date fixed for closing
the Cash Book. Vide Anticle 141,

Within three days of the dale on which the accounts of a month
are closed.

Within three days of the dale on which the accounts of a month
are closed,

Within three days of the date on which the accounts of a month
are closed.

Within three days of the date on which the accounts of a month
are closed,
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(f) Such other refurns as may be | Within three days of the date on which the accounts of a month
necessary for the compilation of | are closesd.

the accounts required o be
submitted to the Chief Accounis
Officer under orders of
Government, vide Anticle 179.

Mot 1,.-Thee botaks of e “Cash™ cobmves om both sides. of the copry of the sub- divisional cish baok should be evpresal in wornds in e
Sub-@Evisional CiTicer's own hamd in woken of his havng salisfiod Bisee|f thal # i 2 true copy and cormece in alll recpeces

Hote 2-The Costredler Goneral of Accounts io el imizate the work of peequning coples, may permil sub-Givisiom &t beadgquasiers of a
divisions] oifice ro mabniss two slemaive Cosh books- pne being submined in orginal 1o the divisional office ai the ond of the momh and
el oihaer Being used in ke mamh folleieg

Mg 3-The Accounts Retarms. reocived from sub-divisoes should be further ciocked in sooosdimoe wath 1he neles peescoed in thia behald
in ithe sudit and Depautnienial Codes.

C. - Compilation Of Monthly Accounts
L. = Fntraductory

151, Sawve as provided im Article |52, all the transactions of the divizion, a8 recorded in the initial
pebounts of cash and stock and m the Transfer Entry Book, should be posted direct from those
sources in one or other of the schedules prescribed in this section, the details being in some cases
recarded in supporing schedule dockets § vide Aricle 154).

152, The cash and stock iransactions representing transfers within division should not be included
in any of the schedules leading to the monthly accounts. Nor should the transactions recorded in the
Cash Book under the head “Cash from Bank™ be posted in the schedules.

153, Before the actual compilation of the varions schedules and schedule dockets, elc., 15
underaken, the Abstract Book, Form PW.A. 16, may be wntien up from the original cash books,
Abstract of Issues of Stock, if any, and the Transfer Entry Book in accordance with the instructions
printed on the standard form. The book will consolidate all the transactions of the division and will
therefore facilitate the location of crrors and omissions made in the compilation of monthly accounts
from the schedules and also serve as an independent check over the compiled accounts.

. - Schedule Docleis

154, As cash vouchers and transfer emry orders, relating to (i) charges on waorks, other than
percentages charged for establishment, tools and plant etc., and (3i) other items of expenditure or
dishursement for which a contingent ball is not required ( see Article 167), are received and are
scrutinised, they should be posted into Schedule Diockets in form P.W A, 17, a separate form being
nsed for-

{a) each work to be accounted Tor in a Schedule of Works Expenditure, form P.W. A, 20 or in the
Schedule of Deposit Works;: Form P.W.A, 25, vide Article 163;

(b} expenditure, if any, debifable to stock and to be accounted for in the  Schedule of Debits o
Stock, Form P.W A, 21, wide Anticle 161 ; and

(c) ench separate class of charges (including refunds of revenue) for which a schedule in any other
form has o be prepared under the rules in this Chapter.

Cash receipts which have to be taken in reduction of expenditure ( vide Article 17) should be posted
as refunds, with brief particulars of the transactions.

J-l ]
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155. At the end of the month, the schedule dockets should be completed in respect of the stock
transactions, il any. All the Stock debits of the month as recorded in the lower part of Form P.W_A.
6, Abstracts of Stock Issues, other than those brought o account through the Cash Book and the
Transfer Entry book, vide Aricle 98, should be posted in the schedule dockets. The total of the
monih’s Stock  Issues, ofher than those browght 10 account through the Cash Book and the Transfer
Entry book. vide anticle 66, should be posted in the schedule dockets. The total of the month’s Stock
transactions relating to each schedule docket should be entered therein as a single figure. Since
theere is no addition 1o stock, the net result should be reduction of stock.

[56. The schedule dockets should then be totalled and reconciled with the works abstracts in the
case of works, and with the schedules concemmed in the case of dockets of class (c) of Anicle 154,
All the vouchers (including acknowledgements for stock supplied to contractors), transfer entry
orders, survey reports, and sale accounts which are required to be submitted to the Chiel Accounts
Officer (wide Article 173) should then be attached 1o the respective schedule dockets which should
be numbered in a scparate series for each month.

Hote 1.- The Conredler Geneeal of Acsounts may @ his Secretion, permil Tivisional Officers 10 posi the Schedule Dockar @ e end o
e il T Uiy Wionkn Alstracts as soon o U Ridter are complted and checked. The Comtrodier Genemal of Aocoamid may alia al his
discnion dRpeme with e preparation and sebicsion of @ Schedule Docket for o work whes the outlay on hal wWok conEUL ealindly of

péreenls on rser aolls or ofher vousters pol reguined o Be sebeniticd (o dhe Chicl Accounts (0o, In the onse, e [Hvisicnal
Aeoountnet should mecord a cedificaie in g lnst cobarn of the Schiodole of Wislks Expendature sgainst e relevant i thel the whiicken in

suppi of tee jiem aro Rech 25 we norequined 10/be ssbmemied o e Chisd Acomesss Cilieer umdef 1he nilics

Kiote 2-%ome of the achalules messoncd (n clause (2] of Anicke 15 inclode charped for worka. supporied by a Schedule of Works
Fxpemaiore. Such charges and other transatlions felating 1o the works expenditune should be posted | the schodule dockets for te weaks
Comermsl

157, For percentage recoveries  made on account of establishment, wools and plant, a single
sehedule docket should be prepared in form PW.AL 18 which should embrace oll Government as
well as non- Government works on which these percentages may be leviable under rule.

Mook - Thih foammy sevves ag the transler enliy ooder selatang 1o sose rocooenios (vde Auticle | 420 and should | ihevefone, be signed by ihe
Diiwigsonal Oificer,

I1. - Schedules

() Schedule of Monthly Settlement with
DistrictThara Accounts Officer.

158, After the settlement of sccoun! mentioned in Article 59 has been cffected with District Thana
Accounts Officer, a Schedule of Monthly Settlement with District/Thana Accounts Office should be
prepared in Form P.W.A. 19,

(b} Schedule of Revenue Receipts.

159, The following schedules, which are only extracts of the registers prescribed in Articles B1 to
#3, should be prepared in the same form as that of the comesponding registers .-
(1) Schedule of Hevenue Realised,
{n) Schedule of Refunds of Revenue.
(1ii) Schedule of Receipis and Recoveries on Capital Account.

Mote - A sepormie schodabe whould be propansd fio i clins of rodwipd Dor wiich a sopanite pegieer 15 maintmned under Arbicle Bi.
(c) Schedules of Works Expenditure.

164k {a) After a reconciliation has been effected between the totals of works abstracts and relevant
schedule dockets, a Schedule of Works Expenditure should be prepared in Form PW.AL 20,
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separately for expenditure relating to cach of the following classes -

(i} each major head ( or a division thereof shown separately in Appendix | 1o Volume 1) under
which expenditure is recorded.

(i) all non-Government works other than Deposit Works for which scparate schedules are
prepared , vide Anicle 163.

(by Only those works on which expenditure has been incurred during the month should be incleded
in the schedule. The entries should be detailed in the order of the prescribed heads of the accounts
classification. All works which form part of a single project or system should , in all cases, be

grouped together.
(d) Schedules of Suspense Transactions,

161, {a) Form P.W.A. 21, Schedule of Debits to Stock, is o be used for collocting all debits o
stock.

(b) An sccoumt of suspense head “Stock™ should be prepared  in Form PW.A. 22, Stock
Account. Part 1 of this form is the main account which should show the issues and balances,
classified by sub-heads.

Mobe. Since new oogabhicn of siogk Is pol permissible, there be no Hioeliheod of fredy eniey in PW.A. 21, Provisson of Porms %A T8
ancd T il ceaee 10 be cperatieg whien the catsting slisck & exhasted.

162. The schedules relating to Miscellaneous P.W. Advances should be prepared in Form P.W.A.
24,

Mote | -Inihe schedubke of Kisosll; 15 A [ﬂh[ﬂﬂﬁ;[ﬂflm]nlmmwmmﬂ_jmm}'h
whivad in & lurp o i the Controlber Geseral of Aceoints s sehoriae.

Mote 2o scheduly of Purchoses, Fonm PWA. 13 should oo be prepoed shimiig (raractons o nill oo thar jhe compliancs with
Inrtietions peganding @igyuaps of pun:hae arains sspence may be reviewed

(&) Schedules af Deposit Trunsactions,

163. Afier the reconciliation mentioned in Anicle 156 has been effected, a consolidated record of
the transactions of a month relating to all Deposit Works of the division should be prepared in Form
PW.A. 25, Schedule of Deposit Works. This schedule should show in respect of each work, the
amount of deposit received and the expenditure incurred. both during the month and up to date, The
amount of deposit received for each work should be numbered as a single item, but the transactions
which relate to (1) the share available for works expenditure and (2) the total amount recoverable as
establishment and tools and plant should be shown separately, thus -

For Works Expenditure.
For Percentage charges.

Moo~ Hetunds of unexpended balances of comgplesed warks shoukd be inken (n reduction of e depocite and, thersfons, shows s the
Schedube a5 evinus realisafions ad not as ox pondiire,

I64. After the transactions relating to Deposit Works have been posted in the Deposit Repister,
Form P.W.A. 13, a schedule of complete transactions, as accounted for in that Register, sheuld be
prepared in Form P.W.A. 26. It should show for each slem the opening balance, the receipts and
adjustments of the month, and the closing balance.
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(1) Schedules of Dehits/Credits to Remittances,

165. All remittance transactions should be collected in Form P.W. A, 27, separately for debils and
credits and the entries grouped under the headings given in the sample entries in the form.

ig) Schedule of Debits/Credits 1o Miscellaneous
Heads of Account.

|66. Subject to such instructions as may be issued in this behalf by the Controller General of
Accounts, all disbursements and receipts, which cannot be accounted for in any of the other
schedules prescnibed in Articles 158 1o 165 should be collected in Form P.W_A. 28, The transactions
to be accounted for in this schedule must be such as are adjustable finally in the books of the
Controller General of Accounts under one of the non-public Works major heads of revenue and
expenditure.

Moier . -No transsctions should he scommal Tor erder the Tinal or debt bead concemed anid shown in e Schabdes of Crades or Debits 0
hlliscelluneoes Hembs of Accosst cxoe under the mahoration of fe Conimoller Ceneml of Accounis

IV. - Comsolidated Account of Contingent Expendituere,

167, When cash required to meel contingent charges is drawn from bank by chegues, all
contingent charges should be consolidated in the form prescribed in Treasury Rules for the monthly
detailed ball of contingent charges. Particulars of charges need not be entered in this account except
mn the case  of miscellaneous itemns which do not fall under one of the classified sub-heads For

specific charges.
V. - Claxsifted Abstract of Expenditure,

168, A consolidated account of all expenditire debited against the grants of the division should be
prepared in Form P.W.A. 29, Classified Abstract of Expenditure. The figures relating to the several
major heads should be entered in separate sections, arranged in the order indicated in the Appendix
I to Volume 1.

Mote.- Hefiunabs of Revess: shoull be exchaded from e Alssmct, as they o trented o aresr Bevemie, vde Artick |2 On the obber
Bund, Receipis and. Hecoveries under developmens eapenditung leads should be incloded in this Abatesct in mivss expendiiure, o they ae
taken in reduction of the charpes e [he msjor heads ooneemed,

W1, = Monthly Accounr.

169, Finally, the Monthly Account should be prepared in Form P.W.A. 30. This account is an
absiract of the entire receipts and disbursements of the month, as detailed in the various schedules
and registers, and shows also the opening and closing cash balances. On the back of the form ane
recorded (1} a memorandum of miscellancous cash receipts paid into Bank and (2) a certificate in
respect of the closing cash balances of the subordinate dishursing officers.

170. The entrics in the Aceount shoubd be divided into three groups: (1) Revenue entries, which
are totals of receipts of the Government under the several major heads, as taken from the Registers
of Revenue Realised, Form P.W.A. 9, (2) Expenditure entries, which are the totals of expenditure of
the Government for the several divisions of major heads and are posted from the Classified Abstracts
of Expenditure, Form P.W.A. 29, (3) Other Heads, under which both receipts and dishursements are
posted from the Schedules of Deposits- Forms 34, 27 and 28,

Note 1-The entries posied undes the several beods in the monthly scoount should be ehecked with conmponding eniries in ihe Absmo
Flowsk {Farmm PW_A 165
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Mote 2-The totals of the colunms fod receipt and didnsrsements iniml ageee asd, i there i any differesce do 1o el bang i transic
beteven o dislaasing offioos, s senoond shoukl be inchaded in the closiag Balance and fhe certificaie of coub balancs should b amplifiad
toeaplass the poounl s de sl Gkcn o sdjuss e diflcenos

. - Submission To Chief Accounts Officer.

171, The Monthly Account should be submitted 5o as to reach the Chiel Accounts Officer’s office
by such date between the Tth and 10th of the month following that to which it relates, as may be
fixed by the Controller General of Accounts in consultstion with the Divisional Offices. It should be
supported by the following documents :-

1) Schedule of Revenue Realised, Form PW.A. 9 - Extract from the Register
vide Article 159.

2) Schedule of Refunds of Revenue, Form PW.A. 9. - Do,

3) Classified Abstracts of Expenditure, Form P.W_A_ 29, - Vide Aricle 168.

4) Schedules of Works Expenditure, Form PW.A. 20 - Vide Aricle 160,

3) Consolidated accounts of contingent Expenditure
(with necessary vouchers). - Vide Article 167,

6) Schedule Docket of Percentage Recoveries,

Form P.W.A. 18. - Vide Article 157.
T} Stock Accourd, Form PW A, 22, - Vide Article 181,
8) Schedule of Debits to Stock, Form P.W.A, 21. - Vide Amicle 161.
9 Schedule of Purchases, Form PW_A_ 23, — Extract from relevamt sections

of the Suspense Registers,
Vide Article 162.

10} Schedule of Miscellaneous P.W. Advances,
Form PW.AL 24, -- Mo,

11) Schedule Dockets, Form PW.AL 17
{with necessary vouchers, transfer entry orders,
survey reponts and sale accounts attached Lo each). - Vide Anicle 154 10 156,

12) Schedules Credit and Debits to Remittances,
Form P.W.A. 27, = Vide Aricle 165,

1 31 Schedubes of Credits and Debits o the
Mizcellaneous Heads of Account, Farm PW.A. 28, - Vide Arniicle 166,

14} Schedule of Monthly Scttlement with
Thana / District Accounts Officer , Form PW.A. 19 ——  Vide Article 158

15) Schedule of Deposits, Form PW.A, 26,
Extract from the Deposit Register, Form PW.A, 13, - Vide Amicle 166,
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16) Schedule of Deposit Works, Form P.W.A. 25
{with Reports of Progress of Expenditure). -~ Vide Article 163.

I'7) Schedule of Receipts and Recoveries on Capital Account,
In the same form, as that of the registers, —= vide Article 159,

Moge 1-The cosoldilod acanint of Contagent Expondinm is not roquired 1o acoompany the komthly Accoun! il contisgent chages ane
draren by hills presooied direct af Accounis (ffice

Pgie 21T thae Divisional (0Fcer is authorised i scfund, withou reference 1o kigher aurhoriny, fines which have been remined by o cosn of
law, the oniginal ovders of the oo should popompany the Szhedale of Refusd of Revenue.

172. The schedules relating to the suspense and deposit accounts, should be submitted to the Chief
Accounts Officer month after month, 50 long as there are balances outstanding under the account
concerned whether there have been any transactions during the month or nod. In respect of the
Schedule of Deposit Works, Form P.W.A. 25, the Controller General of Accounts may dispense
with the submission every month, of Part 11 of the schedule, provided that, if Part 11 for any month
contains works any expenditure on which has been debited to Miscellaneous P.W, Advances, an
extract from Part [1 relating to such works only is submitted to Chief Accounts Officer. Subject 1o
these exceptions, the remaining schedules are necessary only if there have been any transactions
during the month.

173, (a) With the exceptions noted below (as to which, however, see clause (b) below), all
vouchers and transter entry orders in support of cash payments and other charges in the accounis
should accompany the Monthly Account :-

(i} mmster rolls or other vouchers in support of payments to labourers, irrespective of amount

(i) vouchers in support of payments of wages to members of the work-charged establishment,
when the Divisional Officer is anthorised to sanction the pests held by them ;

(i) other vouchers, whether relating 1o works or contingencies, the amounts of which do not
exceed Tk. 25;

Bisie - Viouchers nol submisierd inthe Chiel’ Aceoars Cifficer dhoald he “comorlled" by means of & perforting or embersing gamp and kept
caredully e be manle avatlable for 1o sudie

{iv} invoices or other vouchers in acknowledgement of issues of stock materials,

(v} transfer cniry orders of the classes enumerated below -
(a) those involving debits 1o Remittance heads otherwise than in respect of expenditure on
works
(b) those relating to charges which are supported by vouchers received in transfer ;
{c} those involving a credit to a Revenue head (Gross Receipts), or to any Miscellaneous
Head of Account ctherwise than in respect of expenditure on works.

(b) All vouchers (other than Muster Rolls) in support of debits 1o contractors should be submitied
1o the Chiel Accounts Officer even though falling under any of the exceptions 1o clause (a),

Mate [=The provisions in closes (o] sl db) of this Amicle sppdy alon w voochen mceived it ithed Evinioes or departments, in wppon
of trnsfer dobits mised by them

eote 2-The term = Yowhens™ used im clawse (2 i ludes Advices of Tawrsler Coeda and Acceptances of Tramer Dedil peosiver] from axher
divisoee, depanimonts, elc., in the case of the docket o Schedule of Debits o Remimanoss.

e} All vouchers in support of payments for land acquired should be submined to the Chief
Accounts Officer.
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(d) Al survey reports of stores and sale accounts, if any, should also accompany the Monthly
Account, Sale accounts in support of cash credits to stock, if any, should be anached to the Stock
Account, Form P.W.A. 22,

Mot Provvision of claee (d] il srs w be operative when ihe existing siodk b ¢xhausted,

174. An extract from the Contractors” Ledger should also be prepared in Form P.W_A. 31 and
submilted 1o the Chief Accounts Officer with the Monthly Account, unbess Govemment has
prescribed in consultation with the Controller General of Accounts that the transactions covered

thereby should be audited by the respective Director General of Audit locally at the periodical
inspections of divisional and ather offices.

175. In connection with the accounts for June, the following point should receive special attention -
The entry of the closing cash balance should be supported by (1) the original Cash Balance
Reports of all disbursing officers including the Divisional Officer, and (2) a centificate of the
Divisional Officer to the effect that he has obtained, on or after 20th June, and retained in his
office. an acknowledgement from the officer or subordinate concemed, in respect of each item
of imprest or temporary advance shown in the Cash balance Reports of the division for 30th
June;

Noge.- The ariginal Cach Balance Repons of suboedisale disbursing officers sheold he isiialled by ihe Divisional Dificer Before
Lransitiisadan B0 the Chiel Accounts Dificer

176. Within six weeks of the submission of the Monthly Account for June, a consolidated
certificate in respect of balances, other than cash, should be forwarded 1o the Chiel Accounts Officer
in Form P.W.A. 34, Annual Centificates of Balances.

ot~ the closing bolence under sy b = ael, i ddnes not kedlow secesaad |y thal & certificote & pot requioad in respoat al il e all cees
i witvbel teere w0 halance o (e comenencement af (he yess, of then were sy Bansactions daring e yews, o conilicate should be reconded
I the wording of i may be amended suitably if the closing balance is mil
177, In addition 1o the ordinary accounts for June, a Supplementary Account for that month,
which shall comprise the transfer entrics and corrections perminted in Article 145, should bhe
submitted to the Chief Accounts Officer with all the necessary accompaniments, so as to reach him
by the Ist September or such other date as may be prescribed by Controlier General of Accounts,

Mote,-Thes aecviint sboubd be of the sknplest characier and should st ford only the smnsctions o be brooght m account. It is ol
ok, [of inslance, 1o repeal in any of the Susperse or Deposit Schedules the iloeis nid alfocied. &0 [ong as in addition W Be neowssary
dctails af 1be o affected the toials for the acoomss concemed are abua given. Samilaty, in the Extrct from the Conlrsstonrs’ Lediger, Fonn
AL only the accounts of those combractors whoee sccounts arc alfociod in any wiry shoukd be pives

178, The Divisional Accountant should sign not only the Monthly Account, but also afl the
schedules, elc., accompanying il. The Divisional Officer need not sign all these docoments; he
should, however, sign the Monthly Aceount and the List of Accounts, Form P.W.A. 32, unless he is
absent from headquarters, in which case he should send to the Chief Accounts Officer, as soon as he
can examme his books and papers on return, a report in Form P.W.A. 33 (with a duplicate copy of
the Monthly Account signed by himself), without which the Chief Accounts Officer will not pass the
Monthly Account finally. The consolidated Account of Contingent Expenditure, vide Aricle 167
ghould be signed invaniably by the Divisional Officer.

Wite. It in desineble thit the Divisional (MTicer should make srangements o U pevies by himesedl of sif the vouchers. bafoee they ane
submamad 10 B Cheell Accounts CEficer mnd thal, unless e cimomassss: seo exceptional, the Divitions) Offeer dhali zign Fhe accountis
hifisedl

179, In addition to the accounts prescribed above, such cther accounis (e.g., Subsidiary accounts
of revenue) should be submitted to the Chief Accounts Officer as Government may prescribe or the
Controller Generdl of Accounts may require.
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PART IIL. - FOREST ACCOUNTS.

Chapler V - Classification Of Forest Receipts And Expenditure,

A. - General

180. The major and minor heads prescribed by the Compiroller and Auditor General with the
approval of the President for the classification of forest receipts and expenditure are set out in
Appendix 1 to Volume I. The sub-heads, detailed heads or units of grants and appropriation will be
determined by the Controller General of Accounts in consultation, where necessary, with the
Compiroller and Auditor General according to requirements, The authorised arrangement of heads
should not be altered except in consultation with the Controller General of Accounts and concurmence
of the Comptroller and Aunditor General,

B. - Transactions With Other Depanments

181. Adjustments with other Departments in respect of supplies made or services rendered by or
1o the Forest Depantment should be regulated by the directions comtained in Chapier 4 of Volume L.

182. Recoveries or payments made in cash should be treated like other revenue receipts or service
payments, as the case may be. But when a transaction has to be adjusted by book transfer, the
transfer should be effected by debiting or crediting the amount invalved to “Book Transfers”™, the
entry in the accounts being supported by full particulars of the transaction and where necessary, by
the hill or invoice duly accepled by the department debited or by the bill or invoice of the Supplying
Department accepted by the Forest Officer.

. - Inter-Dhvisional Transfers.

183. All revenue and expenditure should be recorded in the accounts of the division within which
it is collected or incurred without reference to its origin or object and save as provided in Amicle
184, no inter-divisional adjustments should be made except under special orders of Governmenl.

184. In cases whemne Government in consuliation with the Controller General  of Accounts hive
declared a Division or a Carcle as a unit for the purpose of ascertaining the financial resulte of the
working of the Torests, adjustments may be made between different units. Thus, in cases where the
unil is the division, adjustments may be made between different divisions ; where the unit is the
circle, adjustments may be made berween divisions in different circles. These adjustments may be
made monthly or annually as may be found convenient.

I}, = Charges For Establishment. Tools And Plant, Etc.

185. Charges on account of general services like Establishment, Live Stock, Stores and Tools and
Plant should be classified under appropriate sub-heads under the minor head “Establishment” or
“Conservancy and Works", as the case may be and, save as provided below, no attempt should be
mide ordinarily to inclode in the cost of an individual work any portion of expenditure on account of
those services. The cost of materials purchased for 4 specific work should, however, be debited 10
the accounts of that work,

186. Pay and allowances of such temporary establishment as is employed upon the actual
execulion, as distinct from the general supervision, of a specific work or upon the subordinate
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supervision of departmental labour, stores and machinery in connection with such a work should be
debited to the appropriate  sub-head uvnder “Conservancy and Works”™ and not  under
“Establishment”.

187. Where such expendable stores, as building materials, small stores, house fittings, etc., taken
to the general sub-head for Stores and Tools and Plant, are utilised subsequently on any specific
waork, the value thereof should be transferred to the accounts of the work concerned by write-back 1o
the sub-head 1o which the stores were debited originally. Similarly, the cost of carriage of these
stores 1o the site of a work and carriage charges in connection with the movement from place o
place of other materials and Tools and Plant issued to or provided specifically for a work may be
debited direct to the aceounts of that work.

E. - Forest Remittances.

188, All sums paid into the Bank by a departmental officer or on his account should be debited to
mapor head “Remitances” irrespective of whether a remittance is made in cash or by a cheque.
Sumularly, the value of all cheques drawn should be credited to “Remimances” brrespective of whether
or not they are cashed at once.

E - Forest Advances,
1, - Acvances o Dushursers.

189. When a subordinate officer who is not authorised 1o draw cheques against the drawing
account of the Divisional Oficer is given a cash advance of suitable amount to enable him to make
the dishursemenis entrusied (o his charge, the amount of the advance should be debited in the
accounts of the officer making the advance w minor head, "(1) Advances Repayable: Forest
Advances” under major head, "Advances nol bearing Interest”, as an sdvance o the disburser
concermed. When an account of the advance is rendered by the disburser, the amount of the
expenditure incumred should be credited to “Forest Advances™ by a per comtra debit to the
appropriate sub-head of accounts classification.

I1. - Advances to Contractors, cle.

190, Advances to contractors, suppliers and labourers made in connection with the exeeution of
works under the onders of competent awthority should be debited in the accounts of the officer
making the advance 1o the head “Works Advances” subordinate 1o the minor head “Conservancy
and Works™ under the major head, 158-"Forest”, the entry being supporied by an acknowledpement
by the payee. When recovered (wholly or partially) from the contractor, etc., either by work done or
in cash the amount recovered should be eredited under “Works Advances”, major head, 48-"Forest™.
If the recovery is the value of work done, such value should simultaneously be debited per contra to
the appropriate sub-head of accounts classification.

191. Petty advances to labourers which are made by a subordinate ont of his own imprest or
advance (see Article 189) and allowed to be treated as part of the cash balance with him. should nos,
however, be accounted for as "Works Advances”.
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G, - Recovenes Of Service Payments.
192. Recoveries of service payments should be dealt with as follows -

(a) If muade before the clave of the vear in the accounis of which the payment was inclided.

(1) When the recovery is in adjustment of an overcharge on account of pay or ravelling
allowance and is made by deduction from a hill debitable 1o the same detailed head, the
el amoont only should be debited to that head.

(2) In all other cazes. the amount recovened should be entered initially in the accounts as an
item of receipt under "Recovenies of Service Payments® under minor head, “Other
Receipts® of major head 48-"Forest” but in the accounts rendered to the Chief Accounts
Officer the amount should appear as a minus entry under the sub-head to which it was
debited origimally.

(fx) If made afier the close of the year in the accounts of which the payment was included. - The
amoaunt should be credited in the accounts as miscellaneous revenee under minor head "Orher
Beceipis”.

H. - Chher Recovenies.

193. Other recovenies from pay bills and deductions from contractors’ bills should be recorded as
penaining to contribution to Provident Funds, income tax etc., as the case may be, and classified as
“Book Transfer”,

I. - Forest Deposits.

194, Earnest money deposits which are paid under the mles of Government by contractors or
purchasers of forest produce direct into the Bank, should be treated as Revenve Deposits and not as
Forest Remittances. Such deposits should not appear in the accounts of the officers of the Forest
Department. Similarly, earnest money deposits which are received initially by a Forest Officer but
remitted subsequently to the Bank as such should also be deall with as Revenue Deposits. Famest
maney received by a Forest Officer in the form of bank drafi or lodgement of Post Office Savings
Bank Pass Book may be retained by him and the amount involved nesd not be taken into the
accounts.

Mote. -Eamest money deposits which s iesdened o suctboen held al vutlying saions asd reccived by Posesa (6flcers mnder the rules of
Crovemmen may be socourted for i the Forea Deparmancaial sccounts i “Revesoe Depoaits”™, i this coonse i conshdensd more cosvenioas
by Govemment, Under vhis armangement such depesiie, whenevor remitied 1o the Bank should be treated im the acoounts of e Distsict Thana
Accounts Cileer, shi woetves e seoamis [rom e Bank, & Forest Remmiances winle the Forest Depanmenial Oificor conoommod sboald
ke the detailod soomnts of e dopodi s vobmil ihe necessany remme b the Chler' Accoonrs Cificer ia acstedance with the dindioms
containgd = Yol [l
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Chapter VI - Accounts To Be Kept In Forest Offices,

A. - Cash Book,
1. = Gerneral

195, Ewvery officer who is authorised to receive or disburse Government money should keep an
account in Cash Book, Form F.A. 1, in which he should enter not only all money transactions as they
oceur but also book ransfers permissible under Article 199,

196, Only trunsactions connected with the public service and no other should be shown in the
Cash Book. Sufficient details should be given in the colomn “Particulars™ to admit of the main
points of cach transaction being ascertained readily without reference to the detailed vouchers. All
iems of revenue must be detatled fully; the forest from which the revenue is received, the person
who pays i, and the articles and guantities removed should be stated in that column whenever the
information 15 available. The classification of receipts and charges should be given in the column
“Head of Classification” in accordance with the prescribed accounts classification (See Chapler V).

197. When a cheque is drawn in favour of sell or order to replenish the cash chest the amount of it
should be entered at once as a receipt, This entry must not be delayed until the mency has becn
received after the cheque has been cashed at the Bank

198, A chegue drawn in onder (o be paid away should be entered simultaneously on both sides of
the Cash Book, once as a receipt of money from the Bank and again az a payment to the payes
concerned, the number and distinguizhing lener of the chegque being specified in both the entrigs,

199. Similarly, all book wransfers, f.e.. transactions in which no actual payment or receipt of cash
is involved, should be entered simultaneously on both sides of the Cash Book, the credit or debit 1o
“Book Transfers” appearing on one side and an equivalent debit to an expendinere head or eredit to a
revenue head, on the other,

200, Pay and allowances of Forest Officers and their establishments which are paid by chegues or
out of cash obtamed from the Bank should be entered in the Cash Book under the head
“Establishment™ without furiher details, the entries being supported by bills as vouchers.

I1. - Cancelled Lost or Lapsed Chegues

200. 1f a cheque which has been drawn and entered in the Cash Book has (o be cancelled
subsequently, the amount of it should be accounted for on the creditor side as a “cancelled cheque™,
the cancelled cheque being treated as a voucher. Simultaneously, an eniry should be made on the
debior side, as indicated below,

(a} If the cancelled cheque is replaced immnediarely by a fresh cheque.- The fresh cheque
should be shown as a “Forest Remittance™, the number and date of the chaque in lien of
which it is dmwn being quoted in the entry.

(B If the cancelled cheque is not replaced immediarely.- The expenditure in payment of which
it was drawn should be wntten-back by making an entry of the cancelled cheque on the
debtor side as for a cash recovery of a service payment (Article 192).

202. A lost cheque should be treated in all respects like a cancelled cheque (Article 201}, the Bank
certificate of non-payment being regarded as a voucher in support of the entry of cancellation on the
creditor side of the Cash Book.
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203. A lapsed or time-expired cheque, if renewed, should be treated us a cancelled cheaque and the
fresh cheque issued in its place entered in the Cash Book in the manmer indicated in clause (a) of
Article 201.

NI, - Clesing and Balancing

204, The Cash Book should be closed and balanced monthly. The account balance at the close of
the month should be checked with the actual cash balance on hand verified by actual count. If any
excess of deficiency is found, it should be entered at once as such in the Cash Book on the debtor or
ereditor side, as the case may be,

205. Divisional Officers and others who render accounts to the Chief Accounts Officer (Chapier
VII} should close their books on the last working day of cach month, but subordinate officers should
do 50 on the 27th or such carlier date as may be necessary in order 1o ensure that their accounts
reach the officers in whose accounts they are to be included, by the last day of the month. For the
month of June, the Divisional Officer should keep open his own accounts until the receipt of such
accounts of the subordinste officers as will be closed on the 30th of the month.

B. - Register Of Chegues Draam.
206. A monthly register of cheques druwn on the Bank with which the drawing officer is placed in
pccount should be kept in Form F.AL 2.
C. = Works Accounts.
I - Muster Rolfs.,
7. For work executed by labourers, whether paid by the day or otherwise, a Muster Roll should
be kept in such form and in accordance with such methods as may be preseribed by Government

after consultation with the Controller General of Accounts and concurrence of the Comptroller and
Auditor General.

I1. - Measurement Books.

208. For work done otherwise than on a lump sum contract, and for supplies made by a
contraclor, a Measurement Book should be kept in such form and in accordance with such methosds
as may be prescribed by Government after consultation with the Controller General of Accounts and
the Comptroller and Auditor General.

M. - Register of Works

209, A detailed record of the expenditune relating 10 each sanctioned work should be kept in a
register in Form F.A, 3.

I, = Stores Accounts.

210. An account of stores such as building materials, small stores, house fittings, ete., which may
be held in stock for general purposes, as distinct from materials purchased for specific works, should
be kept in such form as the Government may determine in consultation with the Controller General
of Accounts and concurrence of the Comptroller and Auditor General,
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E. - Contractors’ And Disbursers” Ledgers.

211, A ledger should be maintained by the Divisional Officer in Form F.A. 4 for all accounts with
dizharsers and contractors. On the debtor side should be entered all payments made 1o them and on
the creditor side the amounts of all bills passed o their credit and all soms repaid by them in cash.

212, Only one account should be opened with sach disburser. but in the case of contractors a
separate account should be kept with each person in respect of each work.

213. Each itemn enered in the Cash Book under “Forest Advances™ or "Works Advances” should
b posted at once in the ledger, and when any work is accepted as having been done by a contractor,
or any account supported by the necessary vouchers is accepted from a disburser, the amount
covered by work done or expenditure incurred, should be set off against the amount due from the
contructor or disburser, as shown in his account in the ledger. The ledger account should thus be a
running sccount with each contractor and disburser from which the amount due by him or from him
can always be ascertained easily,

214. The account with each contractor and disburser should be balanced on the last day of each
maonth in which any transaction take place.

215, The pages in the ledger should be numbered consecutively, and there should be an index 1o
the accounts it conthins. Each new account opened should be assigned a number which will be
appropriate 10 that particular account until it is closed finally. The numbers should be given to the
accounts in the ledger in consecutive order as they are opened and should mun in a consecutive
sequence until a new ledger volume is opened.

F. - Closing OF The Accounts OF The Year.

216. The financial year terminaies on 30th June and actual transactions taking place after that
date should on no account be treated as pertaining (o that year, In order, however, that as many of
the unadjusted cutstanding of the year as possible should be cleared, and that errors in accounts
coming to notice after the 3(th of June should be rectified, if possible, within the accounts of the
year, the account books prescribed above should be kept open, after the closing of the accounts for
June, for the inclusion of transfer entries relating to rectification of errors and for settlement of
putstandings. These accounts should be closed on the 20th of August or on such date as may be
prescribed by the Controller General of Accounts (see Article 231).
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G. - Correction OF BEreors.

217. 1If an item in the Forest accounts which properly belongs to one head is classified wrongly
under another head, the errar should be comected in the following manner :-

{a) IF the emor is discovered bofore the close of the month's accounts, the necessary comection
should be made in the original entrics before the accoums are closed. The mistake should be
correcied by drawing the pen through the incorrect entry and inserting the correct one in red
ink between the lines. The disbursing officer should initial every such comection and
invariably date his initials.

(b} If the error is discovered afier the close of the month s accounts, but before the accounts for
June supplementary are closed, the comection should take the form of a fresh eatry in the
current Cash Book (Article 216).

Mot 1. «Ermes affecting oaly meveme or expenditure (service) heads, where the amounis dsveleed do not exceed Taks 10, e o foimad
COFTECEIA

Hﬂt!.-ifll‘ﬂlllﬂflﬁmul:-n:lmmunmwﬁmmmwm:mmummhmﬂh.lnh
ittty inddicaled in Article 199 bun il i effects cally seeespe or expenditen heads on ome side of the Cash Bock, the eatry should be made ca
the ooe side alfected, the sment {pleg ar mingr} pertarining 8o eoch head being specificd i the column headed “Particulars™, and the coluns
“Receipts™ or “[Mshuremests™ a4 the case may be, being lef blank. A1 de same tine, 5 nitsble femark dhould be made in red ink sgains
ihe cnginal Incosmecn entries tn alll acconnts, the neference o the comegling cofry being qaoted.

Mole 3. =Mo comedting ctry dhold b made unless supporsed by the onbers of e Divishonil Foes Offioor obtaised on s ‘Transser Esiry
Morewntcdiam in the fam below =

Farticulars of the onginal Debits Crodinz
transaciion, with reasons
for the proposed adjustments,
Head of Amount Head of Amount
Account Accounl
Fanean Divinianal Fose Oifoes

ded U the enor is discovered afier the scoousts for Jose Supplementary bave been clomd and desponched 1ot Chikl Acooants
Oiflfiowr (Adtiche 23], W should Be repored by leter to the Chiel Accourts [Wficer wha will deal with it in sccondsnee wich ha
mabes in Violume 1V and sivise w the Fores Oificer the comections (iF any) which Be should made In his socoumts,

@ In all cases in which a formal cormection is mot penmiwibie, o suitable ke (in red ink) should be made in all the accoums
concemsd.

H. - Subsidiary Accounts Of Commercial Undertakings,

218, If the activities of any individual Forest Unit or of any self-contained exploitation scheme
like a Saw-mill, are such as 1o require the maintenance of subsidiary accounts on a commercial
basis, the form of accounts to be kept may be settled by Government after consultation with the
Controller General of Accounts and concurrence of the Comptroller and Auditor General,
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Chapter VII - Accounts Returns Rendered By Forest Department Officers.

A, - General.

219. The directions contained in this Chapter shall apply primarily to accounts of Divisional
Officers. They shall also apply muwrans mutandis o accounts of Conservators and other Forest
Officers who draw funds against their own drawing accounts and render separate accounts to the
Chief Accounts Officer in respect of transactions passing through them.

B. - Incorporation Of Subordinates’ Accounis.

220. Before closing the accounts of a month, the Divisional Officer should satisfy himself that the
accounts of his subordinate officers for the month have been examined and incorporated truly and
accurately in his own accounts, For this purpose, the accounts of the latter should reach the office of
compilation in time for the preparation and submission of the accounts returns on the due date (see
Anticle 226). If they do not arrive in time 1o be so incorporated, they should be taken in the following
month’s accoumts, but such an occumence should be avoided as far as possible. In the case of
accounts for June, however, the Divisional Officer must keep open his accounts until receipt of all
the subordinates” accounts in order that all receipts and payments of the official year may, as far as
possible, be brought into the accounts of the year (see also Article 216).

. - Compilation OF Monthly Accounts.
1. = Cash Account.

221. The monthly Cash Account should be prepared in Form F.AL L Tt should show in respect of
the following items merely the totals for the month and all ather items of receipt or charge should be
entered in detail,

{a) Debror side. - (1) Cheques drawn ; (2) Recoveries of advances from contractors and
disbursers ; (3} Revenue received and credited in the Cash Book under 48 - Forest ; (4)
Recoveries made by deduction from pay bills and contractors” bills on account of service
and other Funds and income and other taxes, provided the bills are accompanied by
schedules showing the full particulars of each recovery; (5) Refund of Forest Revenue
taken by deduction from Revenue |,

() Creditor side.-{1) Remittances 10 Accounts offices; (2 Advances misde to contraciors and
disburses | (3) Expendiure debited in the Cash Book 1o 158-Forest ; (4) Expenditure
debited in the Cash Book 1o 202-Development(Forest) and 250.-Capital Outlay on Forests ;
(5) Receipts and Recoveries to be deducted from capital omlay.

1. - Classified Abstract af Revenue and Expenditure.

222, A classified abstract of revenue and expendiure should be prepared in Form FA. 5, the
expenditure debited to the heads “202-Development(Forest) and 250..-Capital Outlay on Forests™
being shown separately from that debited to 158-Forests. All items of revenue and expenditure
recorded in the Cash Book for the month should be classified and armanged in this rewm in
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accordance with the prescribed classification - the entries being made in such detail as may be
required by the Controller General of Accounts.

111, - Schedule of Remittances o Accounts Offices.

223, A schedule of remittances to District/Thana Accounts Officers should be prepared in Form
F.A. 6. The entries in this schedule should show each item of remittance separately and a reference
to these items should be made invariably against the corresponding entries in the last column of the
Consolidated Receipt cum Schedules for Forest Cash Remittances received from the District/Thana
Accounts Officer concerned.

IV, - Abstracrs of Contractors” and Disbursers’ Ledgers,

224. An abstract of the Contractors” and Disbursers’ Ledger should be prepared monthly in Form
F.A. 7. In this Absiract should be shown in consecutive onder first, the contraciors’ accounis and
then the disbursers’ accounts. The columns should be iodalled separately For contractors” and
dishursers” accounts and grand totals of all accounts should be given at the fool of the Abstract.

225. The Abstract for June in each year should be accompanied by a brief statement explaining the
circumstances in which each item outstanding for more than twelve months remains unadjusted, and
the steps which have been taken with a view 10 its early clearunce.

D). Submission To Chief Accounts Officer.
226. A copy of the Monthly Register of Cheques Drawn (Article 206) should be submitted 1o the

Chief Accounts Officer on the last day of each month, and the othér accounts mentioned below
should be submitted on ar before the Sth of the month following that to which they relate -

(1) Monthly Cash Account . I Vide Article 221
(2) Classified Abstract of Revenue and Expenditure " w ¥ Vide Article 222
{3} Schedule of Remittances to District'Thana Accounts Officers .. e Vide Article 223
(4} Abstract of Contractors” and Disbursers’ Ledger (in original) .. Fr Vide Artiche 224

These should be accompanied by all vouchers other than those which may be destroved afier
payment {Article 228) and by the Consolidated Receipts cum Schedules for Forest Cash Remittances
of District/Thana Accounts Officers. The entry in the accounts in respect of the payment made on
Muster Rolls should be sopported by a voucher setting forth the brief particulars of work done by
the labourers and containing a cenificate of the disbursing officer 1o the effect that the labourers
were employed actally on the work and paid on Muster Rolls.

227. A cenificate signed by the Divisional Officer should be attached to the Monthly Cash
Account to the following effect :-
(1) that the lump sums shown agrec with the details in the Cash Book and also with the
subsidiary returns after making allowance for :-
{i} cash recoveries of service payments noted in the Cash Book but not shown in the Cash
Account as separate ilems,
(i) refunds of forest revenue noted in the Cash Book but taken by deduction from revenue in
the Cash Account, and
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(iii) receipts and recoveries on Development Expenditure heads noted in the Cash Book but
deducted from expenditure under the heads 202 and 250 in the Cash Account, and

(2} that the account balames agrees with the actual cash balance.

228. A cenificate in the following form signed by the Divisional Officer. should be attached 1o
each Classified Abstract of Expenditure -

1 certify that (so far as | have been able (o ascertain by an examination of the accounts and
vouchers and by personal inspection of the works carried out which 1 have been able 1o visit) the
expenditure entered in this account could not, with due regard to the interests of the Government
service, be avoided. 1 centify that, 1o the best of my knowledge and belief, the payments incloded in
this account have been duly made to the parties entitled to receive them. Al vouchers for puyments
of salaries and travelling allowances and of refunds and advances, vouchers for all other payments
above Taka 25 in amount, and vouchers Tor all items adjusted by book transfers are attached 1o the
account. | have, so far as pessible, obtained vouchers for other sums, and am personally responsible
that they have been so destroyed that they cannot be used again®,

229, When stores are purchased it should also be certified that ;-

(i} All the articles detailed in the vouchers attached 1o the account and in those retained by the
Drawing Officer have been duly received in good order and accounted for in the Stack
Register ; and

(i1} the quantitics noted in the vouchers are comect, the quality is good, the rales paid are not in
excess of the accepted and the market rates and that suitable notes of payment have been
recorded against the indents and invoice concerned to prevent double payment.

230. For special reasons the Divisional Officer may suthorise a few days’ delay in the submission
of the accounts, but if they are nol despatched on or before the 1h of the following month the
reason for delay must be intimated invariably on thar date.

231. In addition to the ordinary accounts for June, a supplementary account for that month, in the
form of the Cash Account (Form F.A. 1) with the necessary accompaniments, comprising the
transactions included in the supplementary account books (Article 216) should be submited 1o the
Chief Accounts Officer so as o reach him by such date as may be prescribed by the Controller
Ciemeral of Accounts.

232. When the Divisional Officer signs the accounts while on tour and cannot give the required
certificates (Article 227 to 229), these should be furmshed separately when he retums o
headguaniers. Similarly when owing to the absence of the Divisional Officer the monthly accounts
have been signed and despaiched by his Head Clerk or other official authorised by Government in
this behalf, the Divisional Officer should on his return 1o headquarters, examine the accounts and
submit 1o the Chief Accounts Officer a report of such examination in such form as may be
prescnibed by the Controller Genéral of Accounis,

233, In addition to the accounts prescnbed above, such other accounts of revenve due and
outstanding and of timber and other transaction should be submitted 1o the Chief Aceounts Officer
as the Controller General of Accounts may from time 0 time reguire.

234, The monthly Abstracts of the Contractors’ and Disbursers” Ledger may be subrmitted to the
Chiet Accounts Officer through the Conservator or other superior officer, if so desinad by
Government, to ensure the control of the latter over the adjustment of the outstanding halances, bul
that officer should, within ten days of receipt of the Abstracts in his office, pass them on to the Chief
Accounts CiTicer,
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FORMS

FORM P. W. A. L.
( See Chap. 111, Article 50.)
CASH BOOK.
Notes to be printed on the fly-leaf of the Cash Book,

The Cash Book contains rwo maoney columns, headed (1) “Cash™ and (2) “Bank”, on the payment
side to distinguish payments made by cheques from those made out of the cash in chest. When,
however, a cheque is drawn to replenish the chest, its nomber and amount should be entered on
the payment side in the “Bank™ columns Nos. 10 and 11, and the amount only on the receipt side
as “Cash from Bank™ in the single “Cash™ colomn No. 4. The amount of a cancelled cheque
should be shown by a special wrile-back entry, as a minus figure on the payment side in the
“"Bank™ column, but the fact of a new cheque having been issued in liew of a time-expired or lost
cheque should be entered on the date of issue in red ink in column No. § only and not in the
columns for “payments™, a counter reference being given in both cases against the original entry
in the Cash Book,

Every entry should be concise. The date, the number of voucher, if any, the name of the work, and
such a bricf narralion as will indicate unmistakably the nature of the ransaction must be entered
against each item. The amount debitable or creditable 1o ench separate work, head of account, or
contractor or other person  should be entered separately, and the amounts to be posted by the
divisional office into the Absiract Book or Schedube of account under each prescribed head of
account should be brought out distinctly opposite the entries in columns 5 and 12, headed
Classification of Receipts” and “Classification of Charges™. No receipt or payment ociher than
that of “Cash"* as defined in Article 8(4) shoubd be entered in the Cash Book. A deduction made
at the time of payment, creditable 0 a work or head of account other than that 1o which the
payment itself is debitable, should, however, he entered on the receipt side of the Cash Book.

. Transactions should be recorded at the time and on the date on which they actually occur and
strietly in the order of occurrence. IF, however, owing to the absence of the disbursing officer on
tour & cheque  isswed by him, whilst in camp, is entered in the Cash Book maintained at his
headquarters on a subsequent date, 1he actual date of issue of the chegue should be noted in the
Cash Book as the denominator of a fraction the numerator of which should be the date on which
the transaction is incorporated in the book. A similar procedure should be ohserved when the
double transaction relating te the realisation of miscellancous cash receipts by a subordinate and
their payment directly into the Bank is incorporated in the Cash Book of the superior disbursing
efficer on receipt of the receipted chalan from the subordinate.

Acknowledgements of payments should be numbered in a separate series for each month and the
serial number of each voucher should be entered in the Cash Book as soom as the paryment
transaction is entersd in i

When an imprest is first given, the fact should be noted in red ink, i the Cash Book of the
disbursing officer giving it, in the celumn “To whom paid”, but the amount should not be entered
as an actual payment, as it will still form 2 portion of the cash hook balance of the dishursing
officer making the advance. If, hawever, a cheque is deawn, 118 amount should be shown on both
sades of the Cash Book, vide note 1. Any subsequent increases or decreases in the amount should
b noted similarly, the increases on the payment side and the decreases on the receipt side,

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

10,

All payments shoukd be debited s once 1o the work or service on account of which they are
male. Money advanced to a subordinate for dishursement to labourers, etc., at a distance should
he noted in the Cash Book in red ink as a temporary advance, in the manner followed when
repnlar imprests are first misde; and when the subordinate returns the duly centified muoster rolls,
etc., with the unpmd wages. if any, the amounts actually paid should be debited to the works or
services concemed, the amount unpaid being returned into the cash balance. A similar procedure
should be observed when the disbursing officer removes cash from his chest and takes it with
him on tour for disbursement.

When an advance on transler is made (o a Government servant from the Cash in the hands of the
disbursing officer pending recoupment when the bill is encashed  subsequently, the amount thos
advanced should not be entered as a final wansaction in the Cash Book, but recorded as a
temporary advance so that the amount may continue to form part of the cash balance for which
the disbursing ofTicer is responsible.

The Cash balances at end of the month should be detailed thus in a note at fool of the Cash Book

Cash in chest ————— Tk. T.05
ImprestwithMr. X e . Tk. 1040.00
Imprest withMr.Y = — Tk. SO0

Total Cash balance as abowve.... Tk 157.95

Taka one lundred and fifty-seven and ninety Ave paisa.

If the disbursing officer draws on more than one branch of the Bank, the total amount of chegues
drawn during the month on each ( excluding the amount of cancelled chegues), should be recorded
in amoiler nole at fool of the Cash Book.

. Cash Books should have their pages machine-numbered. As far as possible, no lines should be

left blank, but if any space on a page of the Cash Book has to be lefi blank owing to the whale of
the other-page of the same folio being written up completely, a diagonal line should be drawn to
cancel the blank spuce, so that it may not be possible to make any subsequent entries therein,
Imerpolation of entries should be avoided as far as possible, but when it becomes  necessary (o
make any entries between two ruled lines or 1o make any additions 1o, or interpolations between
emtries already made, such additions should be attested invariably by the dated initials of the
disbursing officer.
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FORMP. W, A1,
{ Sece Chap. M1, Article 50.)

Cerified that Taka -— 15 1 the Diyvisional Cash

Chest which  tallies with the actual cash balance in hand

as per Cash Balance Report in Form POW.AUR,

signature

CASH BOOK.
Division, Cash Book of For the month af 9
= = ==
RECEIPT _SIDE il PAYMENT SIDE
— ] PAYMENTS
BAME
Date of Mo, of From Amount | Classification Date of Mo, of To Cash No. of Amount | Classification
Receipt. | Youcher or | whom {Cash}. af Paymem | Voucher | whom Cheque of charpes.
Receip. received Receipts. paid, c1c. (with M,
(2 e of Cheque
Book).
| 2 3 4 5 ] 7 H ) 1] I I3
Tk. Tk. Tk.
=== = e = — == mm

Certified that total number of - cheques amounting to Taka -

wemen- have been issued on the Bank for payment.

signaure

1.l
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FORMP W. A 2
{ See Chap. IT1, Article 52.)

CASH BALANCE REPORT.

Part [.- Statement of the actual balance of Cash in the handr of

ar fhe

day af

9

Jand af

standing tmprests and temperary advances with subardinates,

Description

[

Ammount

Remarks and explanation of large balances, ete.

2

3

4

Cheques received in favour of self, but not cashed -
Bank drafts not cashed -

Notes -

Coins -

Revenue Stamps--

**Total Cash in chest-

Add - amount of imprests and Advances shown below --

Grand total balance as per Cash Book --

Tk.

=* { In words)-

Continued next page ---
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Part I1.- Statement * of sianding imprests and temporary advances with subordinares

on the day of 19
Name and designation | Amount of imprest | Explanation when an imprest exceeds the preseribed maximum of Tk. 1,000 or any other limit
of subordinate. or Temparary prescribed by Government and authority for raising or reducing the imprest,
Advance
Tk

Total --

* Standing impresis and temporary advances should be dewiled separaely,

Dated the 19

{ Signature)

3452
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FORMP. W_A. 3,
{ See Chap, 111, Anlicle 56 and 58.)
IMPREST CASH ACCOUNT,

M.B.- This from should be printed in two loils and bound in book form |
Nutes to be printed on the My- leaf,

Government servants entrusted with fixed imprests or temporary advances should maintain and
render accounts of their disbursements therefrom in this form.

The round sum with which an Imprest cash account is opened, should be entered at ance in red
ink in column 5, “Total”. The date and manner of the remittance, and if recouped by cheque, the
cheque and cheque book number should also be  entered, column 3 being wtilised for the latter
purpose. The dishursements from this imprest should be cntered daily as they are made, clearly
and in full detail; and from time to time as the inprest-holder finds it necessary, as also a few
days before the due date for the monthly closing of the Cash Book of the disbursing officer from
whom the imprest is held, the account should be closed and balanced, the right-hand half-page
being cut off and sent 1o the disbursing officer, the counterfoil being retained by the imprest-
holder. The account should be supporied by a voucher in proper form, for each payment,
numbered and attached to the account so as to comespond with the order of the entries in column
2, "Youcher No™, The sums received, from time to time, in recoupment of the imprest should be
entered in column 5 inred ink in the same way as the fixed amount with which the account was

first opened.

. The account should contain no entries of receipts other than the opening entry of the fixed

imiprest and the subsequent recoupments of expenditure, nor any entries of expenditure other than
those paid directly by the imprest-holder himself from the amount of his impres.

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

. To facilitate the abstracting of charges by the reconping disbursing officer, the imprest- holder
must enler invariubly in column 3, along with other pariculars of payment, the name of the work,
etc., W which each payment is debitable and also the name of the coniractor or other person, if
any, from whom the amount paid is recoverable. Column 6 is intended for the head of account to
which each payment relates and should be left blank by the imprest- holder. The date and munner
of recoupment, and, if recouped by cheque, the cheque and cheque book  number should be
entered by the recouping dishursing officer on every imprest account disposed of by him, also a
nole of increase, reduction, or withdrawal when such occur. When the account is incorporated in
his own Cash Book, it should be numbered o comespond with the voucher number quoted in the
Cash Book, so as to be readily traceable from it.

Temporary advances should also be accounted for in this form, but the accounts of these
advances should be quite distinet from those for Permanent advances.
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FOEM P.W.A. 3,
{ See Chap. ILL, Anticle 56 and 53.)

IMPREST CASH ACCOUNT
Imprest Cash Account of
Month and date. Voucher No. Transactions Amount of each Taotal. Hemd of account.
pavmIEnt
1 2 3 4 5 6
Tk Tk.
Absiract of Charpes.
Names of work
Perod 10 TK. TEK. TEK. TEK. TE. TH. TH. THK.
Total

N.B.- This abstract should be printed at the back of each form and filled in by the Sub divisional Officer when the imprest-holder receives funds
from him and in other cases by the divisional office.
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Division FORM P.W. A. 4,
Snb- division. [ See Chﬂp. M1, Article 64.)
SeCrre. REGISTER OF STOCK RECEIFTS/ ISSUES.
Minih g,
Date | Heference in To whom 1ssued = Head of | Mames of
recorded {with name of work | Account eic, articles

mepsurements (for | and of contracior o
receipts onlyland | whom debitable).
i indent or order.

*% In this column, the name of account head to which the issue of stores is debitable should be entered and full names of divisions and offices
which stock is 1o be issued and of contractors, employees, other persons or lecal bodies 1o whom sales are authorised should be added in all cases in
which orders exist for stores to be issued otherwize than for the requirements of works within the division.
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INSTRUCTIONS FOR FILLING TN FORMP. W. A.5AND P. W. A. 6.

I - For Sub-divisional offices.

|. The several transactions of the month need not be entered severally in the Abstracis. It is sulficient
1o show, as a single transaction, the total issues (o each account or work. The quantities issved in each
transaction should be noted in the lower part of the Abstracts, against the entry of the transaction, in
separate columns for each distinct anticle of Stock, these columns being so written up as the articles
by the prescribed heads of stock are grouped together, After all transactions of the month have been
posted, the total  issues of each article should be computed and noted in the column headed
“Ouantities”™ in the upper part of the forms, As there will no longer be receipt in the Stock Account,
there will be no entry in the Form P.W.A_ 5.

2. Incolumn 1 of the Abstracts, those issues of the month, which represent transactions the valee of
which is brought 1o account in the sume menth through the Cash Book or transfer entries, should be
separated from transactions not so brought W account within the month, See Aricle 152

3. Care should be taken to reconcibe all transfers of stock between subordinates of the same sub-
division, and reconciled transactions connected with such transfers within the sub- division should not
appear in the Abstracts of the sub-division.

I1.- For Divisional Offices.

4. The lower part of each Abstract should be taken up first. In this part quantities of the several
articles issued in connection with each transaction have already been entered separaiely in the
columns provided for this purpose ( vide Instruction No. 1), These quantities should now be valued by
recording the amount of exch just below it, and the total value of each transaction should be shown in
the first money column (sub column 1 of the second column of Form P, W.A. 6). In Form P.W.A. 6.
storage charges should be calculated on the book values entered in sub-column | and shown in sub-
codurmn 2 and a tedal of these should be entered in the last sub-column of the second column against
each transaction. Total should then be struck in the next money column, “Total”, separately for each
head of account. The upper part of the form should be valved next. The total of the values entered
against each anticle in the lower part should be shown in the column headed “amount | separately for
each article ] ” against that article, it being seen further, in the case of isswes, that this total is equal o
the rate for the article multiplied by the toal quantity. Finally, the entries in the last money column
should be totalled up, both for cach sub-head of Stock and for the whole Abstract. In form P.W.A. 6,
the total of the sub-column 2 of the second column in the lower part should be shown against the line
“Total - Storage " in the upper part and grand total streck in that part, The grand total should agree
with the total of the second money column “Total™ in the lower pant of the form,

3. Issues should be valued at the Issue Rates fixed for the purpose by competent authority. As there
will be no receipt, no valuation is required.

6. All entries made in the divisional office should be in red ink to distinguish them from those made
in the sub-divisional office.
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FORM P W.A.5
( See Chap. 1T, Article 65.)
Division
Sub-division
Month 1% ABSTRACT OF STOCK RECEIPTS
*sources | Authority | Total (Separately for each | in Taka >
sub-head
from Amount (Separately for in Taka > > > A
Aumhority | each anticle.) Grand Total
which Value of Total Names of articles
each receipt v {grouped by sub-
of materials v hiead) oo
¥
¥ v Quantities >>
received | Anthorty Tk. Tk,
Grand  Total Tk. Tk.

* Quoting reference to No. of Cash Book voucher or transfer entry, in respect of items brought to account through the Cash Book or the Transfer
Entry Book, vide Instruction No. 2.

Grand Totals should agree.

Dated the

19

Crateed imatiads of Divisional Accountant

Sub - divisional Officer.




Account Code Volume IT1

Division FOBRM PW.ALH
Sub- division (See Chap, Il Anicle 65)
Month 19. ABSTRACT OF STOCKE. ISSUES
“On Total e e e S
what {separately IR In Taka
account for each o
issued aub- head)
Amaunt St
{separately Bl In
[or each »oo> | Taka
article, }
Rate  >>bmni e In 't £ i
Taka
Valve of matenals Names of articles Total for sub- | Tetal Grand
expendead upon {grouped by sub- heads other storage®™ | Total
each item hend) 2o than storage
Book valwe | Storage Toal Total Quantities
charges SEEEEEE
Girand Total >

* Quuoting date of receipt of cash or Ne. of transfer entry, in respect of items brought w account through the Cash Book or the Transfer Entry Book, Vide
Insiruciion Mo, 2,

Grand Totals should agree.

* ® The figures (o be entered here will be the total of the sub-column *"Storage Charges™ of the second column.

Dated the

19
Dated initials of Divisional Accountant.

Sub-divisional Officer

Divisional Accountant

3568
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FORM PW.A. T, FORMPW.A. 7
{&ee Chap.IT1, Articles 74 1w 77.) # {See Chap, 11, Articles 74 10 77 )
TRANSFER ENTRY ORDER. TRANSFER ENTRY BOOK

M, , dared # Mo, , dzred

Particulars of transactions :-
Adjusted in the accounis for

& Vide Transfer Entry Book item No.
Reason for Transfer
Taka # | Particulars of the DEBITS CREDITS
transaction with
# reason for the Name of work or | Amount | Name of Work or head of Amount
proposad adjustment | head of account account
Tk. Tk.
To be Credited to #
L]
To be debited 1o
W
Countersigned
Initials of the Officer initiating the & Divistonal Accountant Divisional Officer Officer initiating the
Transfer Entry
‘Transfer Entry
Daze Date

s A transfer entry should set froth such explanation of the correction or adjustment proposed to be made as would establish clearly the correciness and
necessity of the entry. In cases of comections involving & reduction in the charges against the estimate of & work, pot ouly should full partieulars of the
vouchers and accounts in which the emonecus charges originally appeared be specified, but also the circumstances in which the charges were allocated
wrongly under the estimate for the work should be set forth cleardy. It is not sufficient to siate that the charges were previously classificd erencously.

369
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FORM P. W A8
{§ee Chap.II1, Aricles 78 and 79).
TRANSFER ENTRY BOOK.
For the month of i
Dehits. Credits.
Date ltem No. | *Particulars | Head of Account | Amountin Taka | Head of Account {with | Amountintaka | Dated initials of
af ench {with name of name of wark ). Divisianal
Lransaction. work ). Accountant
1 2 3 4 L & ) B.
Total Tk. Total

* Authority should be quoted in all cases, ¢z, Mo, and date of Transfer Entry Order, or of Advice and Acceplance of Transfer. In cases falling under Note | to
Article 74, it will suffice if the Divisional OfTicer initigls the entry in this colemn,

The totals of the debits and credits against cach entry should agree with cach other.

Mated initials of Divisionn] Accountant, Drated initials of Dhivasional Odficer.




Account Code Wolome 111

FORM P. W.A. 9
{See Chap.ITI, Articles 81 to 84.)
REGISTER OF REVENUE REALISED.

Major Head
Reference One column to be nsed for one sub-head or  detailed head
to voucher Partrculars, 1 2 3 4 5

Na
Tk. Tk. Tk. Tk. Tk.
Amount brought
forward from last menth
Transactions of the
momh -
Total for the month-
Total up 1o date carried
over to the following
midith ==
FORM P W A 9- Conikd.
continued Recoveries of expendiore.
Establishment Tools and ather Miscella- Total
recoveries Plant rECOVeries neGs.
recoveries
T ] g 10 11 12 13 14 15
Deduct Mel.
Refunds
Tk. Tk.

3-Ti
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Name of Wark

FORM P.W.A. 10
(See Chapter 11T Article 10Z)
WORKS ABSTRACT

From what source posted

Final
charges

Suspense Accounts

Total
cosl

Bricl
particulars

Cash book
voucher or
transfer entry

bhook item No,

materials conraclors

labsouerers

Estimnte

Expenditure
to the end of
previons
meonth

Manth's
fransactions

Total of

Tetal to the
cod of the

in




Account Code YVaolume M1

INSTRUCTIONS FOR FILLING IN FORMS PW.A. 11A AND P.W.A. 1IB.

. The Register of Works is not a classified account of Works, for facility of reference it should
be supplied with an index which should be sub-divided under the prescribed heads of account
classification.

. The sanctioned amount of estimate should be entered in respect of each work. When
supplementary estimates are sanctioned, the additional amounts sanctioned should be enterad
below the comesponding amounts of the original estimate and both walled. But when a revised
estimate is sanctioned, the folio of the original estimate should be closed and the revised
estimate should be entered on a fresh folio, promimently marked “Revised Estimate” in red ink,
and a reference to the folio on which the original estimate is 1o be found should be entered
therean.

NOTE.- In the case of Works which are assessable (o percentage recoveries on sccount of
establishment, tools and plant, etc., the amount of the estimate and allotment for the work
should be divided ratcably into two parts, one representing the share available for works
expenditure and the other. the total amount for establishment, woels and plant charges, if any,
recoverable under the mules of Governiment,

. In the case of works for which specific allotments are sanctioned individually, the amount of
alletment for the year should be noted in the register at the top of the page, any additions or
deductions made during the year being noted in the same place.

. The vertical columns in Form PW.A. 11A should be utilised for the final sub- heads af the
astimate,

. If the accounts of works are not required to be kept by sub-heads, Form PWA. 1IR will be
used. The final charges on works should be posted in the column “Total value of work done™ |,

i1
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FORM PWA. 11A

(See Chap. II1, Article 109)
FEGISTEE OF WORKS A

Name af work- Authoriry for the work- Allotment for the vears Tk,
Folio Mo,
ONE COLUMN TO BE USED FOR ONE SUB-HEAD OR DETAILED HEAD.
ADD NEW COLUMNS. IFF NECESSARY.
MONTHS, ETC. Total cost Dated initials of
Drivisional Officer
against transactions
of the month
Quantity | Amount. | Quantity | Amoumt | Quantity | Amsount Taka

Estimate Mo.-

Rate of cost -

Expenditure of previous year
brought forward { if any).-

July -,
Toval
Rate of cost
AUZUEL =eemee
Total
Rate of cost
September-- -
Total
Rate of cast
October— —-

374
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Total
Rate of cost

November-- —-

Total
Rate of cost

Tial
Rate of cost
January--— ---

Total
Rute of cost

February-- -—

Total
Rate of cost

March--- —-

Toatal
Rate of cos
April === ==

Total cost
Rate of cost
May=s ===

Total
Rate of cost

Total
Rate of cost
Supplementary Account

Toal
Rate of cost

3.7%
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FORM P. W.A.11B.
(See Chap IT1, Article 109.)
REGISTER OF WORKS B.

Name of work and authority
Estimate Tk,
Allodment for the year - Tk.
Months, eic. Total value of work Total Daned initials of Divisional
donc. charges. | Officer against transactions
of the month.
Taka Taka
Expenditure of previous years
brought
Forward { if any) -
July —
Total
Rage of cost
August -
Total
Rate of cosl
Seplember—
Total
Rate of cost
O pober——-
Toaal
Rate of cost
BMovember -—
Toml
Rate of cost
Diecember —
Total
Rate of cost
Janwary —-
Toal
Rase of cost
Febrary-—
Total
Rate of cost
Miurch =
Total
Rate of cost
| April -——
Total
Rate of cost
May —--
Toeal
Rate of cost
| June -
Tistal
Supplementary Account
Total

376
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Name of Contractor--

FORM P.W. A 12
(See Chap.IIl, Aricle 118 .)
CONTRACTORS® LEDGER

Mame of work and Particulars of bill or voucher Total valwe | Adupstment of | Net amount for payment | Amount paid | Balance
particulars of transactions of the bill mulerinls carried
supplicd

Dane No. Serial Under this | Balance forward

number il kil brought

4 running Forwrard

account
hill

77
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FORM P.W._ A 13
(See Chap LI, Article 123 )
SUSPENSE! DEPOSIT REGISTER.
Clazs of Tranzactions
July 19
Item |  Month from Particulars of Opening Debits! Credils/ Closing and so on ferthe | How adjusted ( and
Mo, which items (with balance of | Credits Dehits balance. other months of | other remarks whers
transnction authority where the year . - the year. necessary).
dates. necessary).
I. 2 3 4 5 6 7 B 0
Tk. Tk. Tk. Tk.
Tuostal

“Score out “Credits” in the case of Miscellaneous BW. Advances and “Debits” in the case of and P 'W. Deposits.
#&Score qul “Debils™ in the case af

[t

® amd “Credis"

3-T8
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FORM P.W. A, 14 FORM P. W. A, 14,
(See Chap.IIl, Article 136) (See Chap Il Aricle 136.)
ADVICE OF TRAMNSFER DEBIT! CREDIT ADYICE OF TRANSFER DEBIT/ CREDIT
No. dated 19. No. , dated 19
The undersigned has the honour to advise that a som of Tk, The undersigned has the honour to advise that a sam of Tk,
as detailed below, has been debited /credited in transfer to him, as detailed below, has been debited foredited in transfer to him,
in the accounts for 19 , and to request that an Acceptance in the accounts for 19, and to request that an Acceplance
may please be furnished as early as possible. may please be furmshed as early as possible
Authority Authority of advice
Mo. and date of Farticulars of Amount Mo and date of Particulars of Amount
vpucher, if any. transactions. voucher, if any Iransactions
Total Total
Tatal mumber of vouchers sent, Total number of vouchers sent.
Divistonal Accountant Divisional Accountant Divizsional Offwcer

For use in adiusting affice.
Amount adjusted in the accounts for » vide Transfer Entry
Book, item No. , and Acceptance No. , dated

Dated initials of Divisional Accountant.

3-19
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FORM P.W. ALIS.
(Sce Chap 111, Anicle 136.)
ACCEFTANCE OF TRANSFER DERIT/ CREDIT.

i, : dated e
T
The undersigned has the honour to inform that the amount
advised in his Advice of Transfer Debit/Credit No . daesd i
for Taka has been adjusted in the accounts of this
Divasion for [ * and that the supporting vouchers have been received).

Particulars of transactions, Amoant,

Tk.
Taoial -

# Intended only for cases of Acceptances of Transfer Debits.

Drivisional Accountant. Divisional Officer.

Division.
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Motes to be printed on the Ay-leal of the Abstract Book, Form PW.A, 16

. The standard Form is only a pradel The number of verical columns may be variéd pecording 1o
requirements, the examples given being those suitable for an ordinary division.

. The book should e posted from the sewveral Cash Books In respect of Cash transactions, form the
Transfer Eniry Book in respect ol transfer eniries, and from the Absiracts of Stock Receipts and
Issues in respect of siock iransactions, i any.

. The amount of each chegue enfered in 2 Cash Book should be shown on the charges side under the
head 1o which the payment relates, and the tofal  amount of cheques drawn should be showmn g5 a0
single entry on the receipts side in the column for * P, W, Cheques™”.

. When the stock transactions are posted from the Abstracts of Stock receipts and lssues, debits (and
Credits)  posied in the Abstracis from the Cash Book and the Transfer Entry Book, and which are
separaiely shown in the Abstracts, wide Instruction Mo, 2 on Forms 5 and &, should be excluded, as
these pre pasied in the Absiract Book direct from the Cash Books and the Transfer Entry Book. In the
vertical columns, headed * Stock™; should be entered, on the recelpis side, the wial of the siock isues
{ corrected as above) and on the charges side, the entry should be nil as there will be no stock receipt.

o A he postings from each Cash Book or other document are completed, it should be seen that the total
postings on the reccipts side agree with those on the charges side, and that, fusther, the totals of the
columns headed “Transfers within Division™, in respect of whole division.

. Refumds of Revenee appear as charges in the initial accounts, and shoukd therefore be posied on the
charges side of the Abstroct Book. As they are to taken ultimately in reduction of revenue receipts, the
totals for the month should be transferred to the receipts side as minus side 23 minus enbrics in the
columns for the revenue bemls concerned,

. Similarly, receipls which are to be taken in reduction of expenditune on individun! works in progness
or on establishment and tools and plant, vide Articles 37 to 42, should be posted  as receipts in the
first instance under appropriate headings, and ultimately transferred to the charges side as minus
entries in the columns for the heads under which the charges 1o be reduced are classified.

o Finally, it shoubd be seen that the wials of the vertical columns agree with  wtals of the relevant

sehedules, registers, ele., or of the corresponding figures therein, Differences should be raced and set
right.

3-31
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FORM P.W.A. 16

(See Chap.IV, Article 153)

ABSTRACT RBROOK

Receiprs Maonth 9, Receipls
Sub - division, etc. Head of Miscellaneous | Establishment- | Tools and Plant - | Miscellaneous | Public Works
Acoount Heads of Deposits
Aceount
Swock | P.W. Advances “Deduct Deduct-
percentage Recoveries
PeCOVETIeS .
Tk. Tk. Tk. Tk. Tk. Tk. Tk.
Cash
Divisional Oifice.
Total.
A" Sub- division
Total,
B Sub- divizion
Total.
*C" Sub- division
Total.
Transfer Entries.
Total.




Aecounl Code YVoluwme I

Stock.
‘A’ Sub- division

Total.
‘B" Sub- division

Towal.
'C" Sub- division

Total.

Total Cazh, Transfers Entries
and Stock.

Deduwct= Refunds of Revenne
transferred from Charges side.

Net,

Relercnce 10 Schedule, Register,
ete., Form Mo.

3-83
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FROM P.W.A. 16. - Contd.
(See Chap.IV, Article 153)

ABSTRACT BOOK

Recetpis Maonth I
Receipts

Sub - division, etc. | Chegues | Transfers Other Refunds to be Transfer Cash from Opening Total
between Hems deducted from within Bank cash balance
charges side Drivision
P.W.
Oificers.

Davisional Oifice.

Todal.

‘A’ Sub- division

Total

‘B Sub-division

Total

*C" Sub- division

Total

Transfer Enfries

Total

Tk. - Total of last
three columns

Srack Tatal
‘A’ Sub-division Transfer
Entries

Total
“B" Sub-division Total

Total Tonal

1-84
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'C Sub-division

Total

Total Cash, Transfer
Entnes and Stock

Total

Deduet- Belunds of
Revenue transfemed

from Charges side.

Tatal
Transfers
within
Divisi

Net.

Reference ta
Schedule, Register,
etc., Form No,

Transferred 1o charges side

3-45
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FORM PW.A. 16 - Cond,
(Sec Chap.IV, Article 153)

ABSTRACT BOOK

Charges Menth 1 Chargees
Head of Account
Sub-division, etc. | Original | Repairs | Establishment, | Tools Stock Miscellaneous Miscellaneous Public Works
Works contingencies, and P.W. Advances | Heads of Account Deposits
supplizs and Plant
services, grants-
in-ad

Divisional Office,
Toal.

‘A’ Sub-division
Total.

‘B" Sub-division
Total.

'C' Sub-division
Total.

Transfer Entries.
Total.

3-B6
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Siock.
‘A" Sub-division

Total.

‘B Sub-division

Total,

'C" Sub-division

Toial.

Total Cash,
Transfers Entries
and Stock.

Dedduct= Refunds
transferred from
Receipis side.

Entries

Met

Reference io
Schedule, Register,
ete., Form Mo,

3-87
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Chargpes

FORM PW.A. 16=Concld
(See Chap.IV, Article 153)
ABSTRACT BOOK

Month

12

Charges

Sub-division, elc.

cash

Drivisional Office
Total.

‘A" Sub-division

Toal,
‘B" Sub-division

Total.
7 Sub-division

Total.
Trangfer Entries.

Total.

Stock,
‘A" Sub-division

Total.

REMITTANCES

DAD

Transfers
between P.W.
afficers

Other
items

Refunds of
Revenue o he

transfered 1o
receiprs side

Transfers
within
division

Cash from

Bank

Clesing

Cash Balance

Total

Tk.

Tk

Total of last
three columns

Taotal

Transfer

Entries

Mo

Tatal

3-88
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‘BT Soh-division

Togal.
‘" Soh-division

Total,

Total Cash,
Transfers Entries
and Stock.
Decluwct- Refunds
transfermed from
Receipts side.

Met.

Reference to
Schedule, Register,
etc.. Form No.

Entrics

MNo Entries

Toaal
Transfer
within
Dhivision

Transferred 1o Receipls side

Totals agreed with the comesponding figunes in relevant schedules, registers, efc.,

Date

Davisional Accountant,

3-89
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MNAME OF WORE

FORM P.W. A.17
(See Chap. IV, Anicle 154.)
SCHEDULE DOCKET.

LIST OF VOUCHERS SUPPORTING THE CHARGES FOR THE MONTH

e,

No.

Aamcnnt

M.

Amount

No.

Ao

REMARKS

Tk.

Brought

OVEr

Tk.

Brought

OVEr

Tk,

Brought over
Payment not exceeding Tk. 25 each

Work-Establishment charges
sanctioned by the Divisional Officer,
vouchers not submitted

Work-Establishment charges
sanctioned by authorities higher than
the Divisional Officer voucher
submitied viz,

Mo, ™

No, =

Daily lebour vouchers not submitted
Total Payment

Charges for Stock

TOTAL

Add - Refund as per transfer onders
detailed below -

Net charges for the month

Carried

OVEr

Carned

Carried

Total outlay 10 the end of month

3-890
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FORM P.W.A. 1B
{See Chap. IV, Article 157.)
SCHEDULE DOCEET FOR PERCENTAGE RECOVERIES.

Muonth &)
Item No. Name of work (e, Works PERCENTAGE RECOVERIES REMARKS.
full name as given in | Expenditure.
the estimate).
Tools and Toual
Establishment. Plant.
Tk. Tk. Tk.
TOTAL

» Non - government Works should be shown as Deposit Works. Government Works should be grouped by governments and departments, and the name of
the division or office should be prefixed w that of the work in red ink.

Divisional Accountant. Divisional Officer.
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FORM P.W._A. 19
(See Chap. IV, Anticle 158.)

SCHEDULE OF MONTHLY SETTLEMENT WITH DISTRICT ACCOUNTS OFFICER.

Part I.- Cash Remirted and Acknowledged.

District  Accounts Office

Total.

. Difference brought over, as
per line 5 of last month’s

memo.

. Cash remitted during the

mcath

Total ...

. Amounts acknowledged by

DA, as per Consolidated
receipts attachad.

. Difference ( line 3 minus 4) as

explained below.

Analysis of the differences as per line 5.

. Received by D.AO. too late
for incorporation 1n the
accounts of the month,

. Remitted after the closing of
sub- divisional accounts of the
month but received by D.A.O.
in time for incorporation in
the accounts of the month.

342
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Part I« Chegues Trneed and Paid,

District

Accounts Office

Toxal.

. Difference, as per line 5 of
previous  month’s memo,
2. Cheques issued during the
month
Total ...
4. Cheques cashed as per
Cemificates Of District
Accounts Officer
{attached)
Difference (line 3 minus
4) detniled on reverse

o

Details of Differences

PARTICULARS Amount.

OF CHEQUES

PARTICULARS OF
CHEQUES

Amount. | PARTICULARS
OF CHEQUES

Amoont.

Mo Dratee,

Mia, Date,

Mo, Dite,

Un  rashed Cheques

Total uncashed

Cheques cashed  dunng

chegques the month, but
taken 1o account in
Sub- divisional
Cash Books of the
following month.
Deduct- Total of
cashed cheques as
per lasi columa,
Net difference. Total |
Divisional Accountant Divisional Oificer

393
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FROM P. W. A. 20,
{See Chap. IV, Article 160.)
SCHEDULE OF WORKS EXPENDITURE.

(Head Of Account) MNamre of Month
EXFEMDITURE OF EXPENDITUREUPTOD REMARKS.
~ THE YEAR DATE COMPARED WITH | 1. If the work is
COMPARED WITH ESTIMATE. completed, say so.
ALLOTMENT
Scrial | Minor | Schedule | Name of works Total Toal Allotment. Total Amount of 2. If an excess
No. and Docket | (ie. fullmames | charges of | charges charges up Estimate. OVer an cstimate is
detailed No. asgiveninthe | the month. | of the 1o date. sanctioned by (he
heads of estimate). year Divisional Officer
classific N.H.- Sanction to and the work is
ation be noted in red still in progress,
ink when a work the orders may be
is entered for the recorded here.
first time.
| 2 3 4 5 (i T 8 4 10
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HOFTE 1= In the Schodule for works of class (i) mestsoned i Anicles 16, money column 3 fer “Totel charges of the month®™ should be toialled o0 s io bricg cut sepasbely the totals for {1} each minos
hesaad,, (2} macks primary unit of appropeistion | if @y} subodinae 1o a mimor bead, and {3) sach groug of andks for shich a scpmane kg aum allmmeat bas bees placed of the disposal of the Diviicaal Cificer
of & controlling maboriny. Against cach toiad of the last category shosdd be given (o) In column &, the totnd charpes of the year which will be afrivad & by addisg the il of ihe monsh 10 e fotal of the yoar &
giveen in coluinn & af the poovious moat's scodaile. and (h) in cobema 7. the o sam allotmel, 5 placed s the Divislons! Offlcer’s disposal

HOTE 2.- I the schexdoles peaining o works of classes (1) menghored In Article (6, the eniries relating o each work shoubd be made separately for “works exgendbtune™ and "pencentages charges™ |
for catablbenent, tnols and plant, eic ) ; one line should b wsed for ciach of tse twe dhanges el o thind Sor the toal charges oo the work

HOTE .- Sive a8 provided o la Meote 1, I i opelosal with the Divishonall CHficer ic make enirles: bn columns 6, 7 and % in respect of mdinide| works. Columns 7 and % need nod be Elked in the sctedale
pevpuired fior subrmisgion o e Chiel Accousts Offoo,

Diivisional Accountant.
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FORM P.W. A, 2]
(See Chap. IV, Article 161 .)
SCHEDULE OF DERITS TO STOCEK.

Month 9.
Tiem Schedule Name of Manufacture or of the | Total transactions Total up to date. REMARKS.
Mo, Docket. Item of expenditure. of the month.

N.B.-Sanction 10 be noled in
ried ink when an item is entered
foor the first time.

| 2 3 4 5 [
Tk. Tk.
Manufacture mil nil Mo manufacture
Storage il nil no acquisition of stock
Any other item mil nil do
GRAND TOTAL nil nil Mo transaction is allowed

Davisional Accountanl,

3-96
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FROM P. W. A, 22

(See Chap. TV, Aticle 161.)

STOCK ACCOUNT.

Monh

1%

Part I.- Clessified Account of Receipts, Issues and Balances

Triem NO. Sub-heads Opening Receipts Total . Issues. Closing Remarks.
BEalance. Balance
Tk. Tk. Tk. Tk.
Toial ..
Mhvigional Accountant.
Part 11.- Detailed Account of Issues.
Serial Schedule Amount Schedule Dacket Armount Schedule Docket Amount
Ma. Docket No No, Mo,
Tk. Tk. Tk

Dhvasional Accountent,
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FORM P. W._A. 23,
(See Chap.IV, Anicle 162.)
SCHEDULE OF PURCHASES.

Dhivizion
Month 19
Item No. Month | Particula | Opening | Credits during | Total credits | Debits during the | Closing balance. How Remarks
from rs balance the month. (Columns 3-+4). meonth. (Columns 5-6). | adjusted
which
transactio
ns dates
| 2 3 4 o ] F ]
Tk. Tk. Tk P Tk Tk.
Total

Debit during the month - Credit during the month = Net debit during the month

Davisional Accountant.
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FORM P.W.A. 24,
{See Chap. TV, Article 162.)
SCHEDULE OF MISCELLANEQUS P.W. ADVANCES.

Drivision
Month 19
Item No. Momth of Particulars of Opening | Debits | Total Credits Closing Remarks
as per transactions Authority items (1o be balance. | during | Cols. | during the | balance
Register. grouped by the | (546) | momth | (Cols.7-8)
classes of month
Miscellaneous
P.W. Advances
mentioned in
Ar. 32.)
1 F 3 4 o 4] T B ') 10
Tk. Tk T Tk Tk.
Total

1) Debit daring the month -
2) Credit during the month --
3) Net debit during the month -

Dhwisional Account

3-99
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FORM P.W.A. 25,
{See Chap. IV, Anticle 163)
SCHEDULE OF DEPOSITS WORKS.
Drivision
Part I.- Account of Deposit Works affected during the month of 9
DEPQSITS. EXPENDITURE. | EXFENDITURE, IF ANY, | REMARKS.
DEBITED TO
MISCELLANEOUS P.W.
ADVANCES

Serial Detailed MNameof | Toendof | Dunng | Totalup | Schedule Total Totdup | Uptodate | During the If the work is
Mo, classification | work, with | previous the o date. | Docket Mo, | chargeof | Lo date. monih completed, say

of estimale namie of month month the 50

depositor. ok
I 2 3 4 5 2] 1 B 9 10 11 12
Tk Tk Tk. Tk Tk Tk,
GRAND
TOTAL
FORM P.W.A, 25.- comud.
Pari IT.- Account of Deposit Works  not affected during the month

SL. | Name of work, with | Total Deposits up Total Expendinre debited 1w Month in which Steps taken o adjuss (1)
Mo name of depositor to date expenditure up Miscellaneous P.W. work was completed, | unexpended balances of completed
to date Advances up to date works and (2) expenditure debited

to Miscellaneous P.W. Advances,

T Tk. Tk.

Divisional Accountant
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FORM P.W.A 26
Davision (See Chap. IV, Article 164.)
SCHEDULE OF DEPOSITS.
Manth 19 Extract from Deposit Register, Form P. W, A.I7
Ttem Name Name Opening Credits Tival Debits Closing How REMARKS.
No. of of balance | during the Cols during the balance | adjusted. | (In respect of each credit during
Depositor Work moath {4+5) muonth 6-T) the month, here enter reference
to Schedule docket in which the
comesponding debit appears, or
if it was a cash receipt, say so.)
1 2 i 4 5 (] T 2 g9 10
Tk, Tk. Tk. Tk. Tk.

Divisional Accountant.
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FORM P.W.A. 27
{ See Chap. IV, Anticle 165)
SCHEDULE OF DEBITS/CREDITS TO TRANSEERS AND REMITTANCES BETWEEN DIVISIONS AND WITH OTHER

DEPARTMENTS.
during the Meonth e .
Amount
Item No. | Name of Division | Particulars Authority Cash Stock Remarks
or Department
1 2 3 4 5 4] T
Drivisional Accountant
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FORM P.W.A 28,
(See Chap. IV, Article 166)
SCHEDULE OF DEBITS / CREDITS TO MISCELLANEOUS HEADS OF ACCOUNT.

Month 9
Amount
Trem Head of Particulars Authority Cash Stock *Remarks.
MNo. Account.
1 2 3 4 3 6 7
Tk.

In the schedule of credits, items representing cash receipts should be so described in this column; and against all other items should be given a
reference to the schedule docket in which the comesponding debit appears.

Divisional Accountant
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FORM P.W.A. 29,
(See Chap. IV, Article 168.)
CLASSIFIED ABSTRACT OF EXPENDITURE.

List of Pavment for the month of e .
Amount Total of the month
Reference 1o Schedule, Schedule Classification drawing the Taka Paisa Taka Paisa Remarks
Docket or Bill. major, minor and detailed
heads eie. and names of
works
1 2 3 4 3

The Major, Minor and detailed head of classification should be written in RED INK and the names of works in BLACK INK.
The totals of works under each detailed head should be shown in column 4.

Divisional Accountant.
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FORM P.W. A.30,
{See Chap. TV, Article 169.)
MONTHLY ACCOUNT.
Memo of receipts and charges for the month of 19
ltem Particulars Schedube | Amount | Remarks | ltem Particulars Schedule | Amount | Remarks
No. No. Taka No. No. Taka
l. | Revenue 1. | Total of list of payments
2. | Deposits - P.W. Deposits 2. | Deposits - P.W. Depasits
3. | Cheques as per details 3. | Payment into Bank as per
on the reverse details in remarks column
4. | Transfers and 4. | Transfers and
remittances between remitiinces between
Divisions and with other Divisions and with other
Departments Departments
5. | Miscellaneous Heads of 5. | Miscellaneous Heads of
Accouanis Accounis
TOTAL RECEIPTS TOTAL CHARGES
add- Opening balance Add- Closing balance
GEAND TOTAL GREAND TOTAL

31065
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FORM F.W.A.30.- Concld.
Memo. of cheques issued on and patd by the Bank

during the month 9 .
Name of Bank Name of District Accounts Office

1. Balance of unpaid cheques on last day of previous month Tk.
2. Amount of cheques issued Tk.

TOTAL | Tk.
3. Amount of cheques paid
4. Balance of the unpaid cheques 1o the end of month

LIST OF UNPAID CHEQUES
No. Amount No. Amount
Taka Taka
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Certificate of Cash Balance.

Certified ( 1 ) that the closing cash balance in the account agrees with the 1otal of the balances recorded in the several Cash Balance Reports in Form
P.W.A. 2, (ii) that no single officer holds an imprest of more than Tk. * « (11} that all imprest-holders wha have to furnish security under the
rules have either fumished the security or have been exempted by competent autharity, and (iv) that with the exceptions noted below, all femporary
advances outstanding in cash accounts of the second preceding month have sinee been cleared.

MName Particulars of Amount Dateon | Remarks explaining the
Advance which the delay in clearance.
advance was
first made
Tk.

* Here state the maximum limit fixed by Government.

Divisional Accountant Drivisional Officer
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(See Chap. IV, Article 174.)

FOEM P.W.A3L

EXTRACT FROM CONTRACTORS® LEDGER
Part | - Accownts affected by the month's transactions,

(3ame as Form P WAL 12)

Fart II- Accounts affected by the month's transactions.

Balance Outstanding.
ltem Names of Month in which Debit (ic., Credit (i.c., Remarks.
No. Contractors the account last due from due to
appeared in Part L. contractor). contractar).
1 2 3 4 5 6
Tk. Tk.

If any individual balance due from a centractor is outstanding for more than three months, the no, and date of the last ronning bill or voucher relating
to it must be quoted in the columns for *remarks” with an explanation of the delay in its adjustment.

Divizional Accountant

3108



Account Code Violume 111

FORM P.W.A. 32
{See Chap. IV, Articles 171 and 178.)
LIST OF ACCOUNTS SUBMITTED TO CHIEF ACCOUNTS OFFICER

Month 19
* Form No. Names of Document Na. of Documents. Remarks.
P.W.A. 42 Tk.
" 09
" 41
i 27
2 25
¥ 20
. 28
"' 30
o 32
o 2d
e A0
B 7
" 38
" a9
! 26
y 34
g 33
E 43

* Strike out the Form numbers of any documents nol forwarded, the submission of which s unnecessary, [Fany document required 1o be subrmtted 15
not ready, a suitable note should be recorded against it in the column for “Remarks™ and the probable dae of its submission should be stated.
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FORM P.W.A. 32.- Contd.

The vouchers enumerated below do not accompany for the reasons stated against each :-

Reference to Schedule |  Voucher Amount Reason for non- submission Probable date of submission.
Docket or Confingent [
Account
TE.

Forwarded 1o Chiel Accounts Officer,

The 19

Divisional Officer.

Divisional Accountant,
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FORM P.W.A. 33
{See Chap. IV, Anicles 178,)
DIVISIONAL OFFICER'S REPORT OF SCRUTINY OF ACCOUNTS
Month
After due examination of the office copies of the monthly Account, and supporting docuaments, for the moath of 19, which were
despatched over the signature of the Divisional Accountant during my absence from headguarters, | accept responsibility for the same.
2. T'have initialled the office copies of the Monthly Account and the List of Accounts { Form P. W. A. 32), and a duplicate copy of the Monthly
Account signed by me is attached to this report.
3. 'have issped instructions for the adjustment, in the next month's account, of the emrors and omissions detailed below, which my scrtiny of the
accounts has disclosed ;-

Divisional Officer,
No.
Drated
Division
Enclosure : Monthly Account.
To
Chiel Accounts Offfcer

3-111



Account Code Volume 111

FORMP. W. A. 34
(See Chap. IV, Anicles 176.)
ANNUAL CERTIFICATES OF BALANCES.
[ H.B. - This from may be modified by the Controller General of Accounts to suit special
circumsatances, |
For the year ended 30th June, 19
CERTIFICATE NO. 1- STOCK

Centified (1) that the closing balance of Taka . in the Stock Account for June 19

represents the value of Stock Matcrials, detailed quantity accounts whereof have been maintained
in accordance with the prescribed procedure. (2) that there has been no acquisition of new stock

during the year and (3) the acmal position of stock account is as noted below:-

| ltem Particolars, Value in Remarks.
Mo, Taka

l. Unserviceable Stock ( State the steps taken to
obtain the necessary sanction
1o wrile off the loss)

2. Serviceable Stock 1o be used in work in
the next twelve month.
3. Serviceable materials available for sale ( State the steps taken Lo
or trunsfer. dispose of the materials or to
transfer them 1o other works)

CERTIFICATE NO. 2- OTHER SUSPENSE ACCOUNTS AND DEPOSITS.
Certified (1) that the closing balances of the accounts named below ( as specified against each)
for June 19 , have been reviewed in detail, (2) that no items are included therein  which under
rule do not pertain to the account concered, (3) that, with the exceptions, noted below, none of
the items, in view of the period it has been cutstanding or of any other circumstances which ey
diminish the chance of its recovery, calls for any special action, to effect clearance, and (4) that in

respect of the exceptions specified, necessary action is being taken under my orders:
Puarchasg - Crodit balance of Takn -

Misoellsmams P AL Advances - Diehii bislance of Taka —

Dheponit - Crodil halanoe of Taka -

CERTIFICATE NO. 3- WORKS ACCOQUNTS
A~ General. - Centified (1) that the accounts of all works , the actwal construction of which is
completed, have been closed as far as possible, and (2) that in cases in which the accounts of such
works have still 1o be kept open, armangements have Been made to ensure that no further charges
will be incurred without my permission as required by Article 111,

B.- Materials.- Cenified (1) that in respect of each work in progress, no suspense head
“Materials” is being operated upon, (2) that the statement helow sets forth the calculated values of
the unused materials at the site of works and the results of the last verification of materials af site,
and (3) that the unused balances represent, in all cases, the valoe of the materials intendad for the
actual requirements of the works concerned -
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Sertal | Full npame Paper Value of the Aot of Dateof | Remarks briefly
Mo, of work balance of dilference that portion of last explaining
Sie Account bedween the the difference | werifiear delays in
of Maigdals | paperbalance | referred toin bfL adjusiment and
on 3h June | and the actual column 4 steps taken (o
£ balance, as ai which has pdjust the
the time of the | been adjusted. outstanding
last balances.
werification,
i 3 4 5 2] 7

irrecoverable.

CERTIFICATE NO. 4.- ARREARS OF REVENLIE.
Cedified (1) that the Register of Rents of Buildings and Lands, and other records of assessment
and realisation of revenue for the year ending 30th June 19
detail and that all immovable propemies Belonging o the division which are available for leting
out, and other imporant sources of revenue, are entered in the relevant registers with full
particulars, (2) that adequate action is being taken under my orders in respect of revenue which
remains unrealised for more than one month by reason of delay on the part of the fenant or other
person concerned, and (3) that there are no arrears which have become, or are likely 1o be,

Diwvasional Accountan

Date,

. have been reviewed in
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FORM F.A. 1.
(See Chap. VI, Article 195 and Chap. VI, Article 221.)

Cash Baok/ Cash Account of Division, for the month of 19
Dr. Cr.
No. of
Date | No. | Parcolars | Receipts Budget Date | Teemn Voucher | Particulars | Disbursernents Budget
of Classification Classification
ftem.
1 | 3 3 4 5 6 7 g 9 10 11

MNUTE - Blask returns slould not be submiited with ihe Cash Accoun, Tt o note should be made of the foot of (e Acoount of the Foms dsal ane Dlaak,

Dated

19

Divisional Officer,

Diivision.
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FOEM F.A. 4
(See Chap. VI, Article 206.)
Division.
Register of Cheques Drawn during 19

Ne. of Cheque { with Date Bank Amount. Purpose for | Towhom | Signature of Signature of Remarks
No. of Cheque Book) which cheque | payment | cheque issuing Recipient

was issued iz made authority

| 2 4 5 fi 7 [ 9
Dated 19 Divisional Officer,
Division
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FORMF.A, 3.
(See Chap. V1, Article 209.)
Division.
Register of works,
Forest Range
|
MNamire of work
2
MNumber and Date of Sanction
3
Amount sanctioned.
4
Month Particulars of Expenditmre Total charges of the | Total charges up- | Dated initials of Divisional Officer
monith 1o ~date. against monthly entries,
I 2 3 4 5
Completion report sent 1o Conservator with letter No. dated
Divisional Officer,

Dated 19 . Division
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FORM F.A. 4.
(See Chap. VI, Article 211.)
CONTRACTORS' AND DISBURSERS ' LEDGER.

Aceount Mo.
Disburser/ Contractor in account wiih Forest Division.
Cr.
Cash Book Cr., Particulars of Amount Date Cash Book Particulars of Amount.
e Mo Advances made Dr. item No. | Advances recoverad
2 3 4 5 b F 3

(Signed)
Divizsional Officer

Division.
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FORM F.A. 5.
(See Chap. VI, Article 222.)
Mvision,
Classified Abstract of Revenue and Expenditure during 19
N.B. - The items in this Abstract should be arranged in accordance with the prescribed detailed heads and sub- heads,
B, in Cash Book of
Mo, of ltems | Amound. | Total of sub- | Remarks ltem Voucher Iems, | Amount | Total of sub- Remarks.
Item in hewd of head of
Cash classification classification
Bioak
1 % 3 4 5 il T 3 q 10 11
Divisional Officer,
Daned 19 Division

NOTE |- The cenificaies required by Asticles 290 ond 29 shoeld isvarinbly by stached o the Classified Abstract of Expenditare forwanded to the Chief Acoounis (Hficer.
MOTE 2. Suffichent detalls should b given in colems 8 in enable the charges o once o be mndensnood and chcked.
NOTE 3.- The ssthority for chapes lying oaeside i powers of anction of the officer sobmiting ithe accounes should e guoted nvariatdy b e "Bemarks™ cobume.

Hﬁﬁi.-:rumnpmﬂuhrnwmkwwmwmmw.hm prievios expesciture on suck work skould be noted in the remarks calaomn before ke items expended during the
II“I'EEI:H
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FORM F.A. 6.
{See Chap. VII, Article 223.)
Drivision.
Schedule of Remittances to Accounts Qffices during the month of e .
Date when Number of item Mame of By whom Ammount Remarks.
remitted, of chalan. Accounts Office remitted
| 2 3 4 5 G

Dated 19 Divisional Officer,

Divissan
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FOEM F.A. 8.
(See Chap. VIL, Article 224.)
Abstract of Entries in the Contractors' and Dhistuirsers’ Ledger during 4
No. of Naime Particulars Department Debtor
Accountant's and of works Balance due Mos. of Dr. Mos, and date of | Recoveries in cash or value of | Total
Ledger Rank from last month | items in Cash recoveries from supplics or work done during
Book arrear Dr. the month
1 2 3 4 5 (5] 7 ]
Continned
Department Creditor Balance due.
Balance Nos. of Cr. Payments Total By To Remarks,
oulstanding from last ltems in during Contractor! Contractor/
month Cash Book. month. Disburser. Disburser.
9 10 i1 12 13 14 13

M. B.- When the “halance due' as exhibited in columns 12 and 13 is made up of maore than one item the details of the items making up the balance
should be shown in the column for *Remarks’,

Draned 19 . Divisional Officer,
Davision
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