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PUBLIC WORKS ACCOUNT RULES

CHAPTER I

EXTENT OF APPLICATION
Nore—The aexpressions ‘Government’, ‘Accountant General’, ‘Supexin-
g ineer' and ‘charged’ should be substituted for ‘Tocal Govern:
ment'. ‘Principal Anditor’, ‘Deputy Chief Engineer’

n and ‘non-voted' res
mpectively wherever they occur in this volume.

1. 'The rules contained in this volurie describe the
financial transactions of the Public Works Department.
the procedure followed in connexion with the initiation
and execution of works, maintenance of the stock of
stores, materials and tools and plant, the initial accounts
maintained in the department and the accounts sub-
mitted to the Principal Auditor. They are supple-
mentary to the general rules contained in Volume V of
the Financial Handbook which are applicable {o the
Public Works Department, unless there be something
repugnant in the subject or context or except to the
-extent that they are modified by the rules in this volume.

2. As explained in paragraph 2 of Volume V of
‘the Handbook, this volume contains the'Subsidiary ana
Financial Rules of the Government and also the rules
made by the Auditor General containing his directions
igsued under section 168 of the Act and under the rules
made by the Governor General under paragraph 11(3) of
‘the Government of India (Audit and Accounts) Order,
1936 (see Appendix 1 to Volume V of the Handbook),
preseribing the methods or principles in accordance
with which accounts are to be kept in the department and
rendered to the Accountant General on prescribed dates
and also the forms in which the accounts are to be
‘maintained and rendered to the Accountant General.
No rule of the Auditor General, included in the Hand-
ook, should be amended without the concurrence of the
Accountant General.

2A. The department is also oceasionally entrusted

with the execution or upkeep of buildings or works the
‘charges on account of which are met from the revenues of
the Central Government. Rules relating to such works
.o, charges preseribed by the Auditor General, are
included in the relevant chapters of this book, while
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those made:by the Governor General appear in Appendix
IB to this volume. .

3. The rules in this volume may be supplemented
by orders and detailed instructions which may be issued
by the administrative department of the local Govern-
ment in consultation, where necessary, with the Finance
Department. The orders and instructions so issued
should be conmdewd as authoritative in so far as they
may not be in conflict or inconsistent with the rules iz
this volume,
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CHAPTER 1T

DEFINITIONS

- 4. Unless there be something repugnant in the p.w.a.c.9.
- subject or context, the terms defined in this chapter are
used in this volume in the sense here explained. These
- definitions are supplementary to those contained in
Chapter IT of Volume V of the Handbook.

- 5. Administrative approval—See paragraph 316. p.w.Ac. 11

~ 6. Advance Payment—Means a payment made on
4 running account to a contractor for work dove by
- him but not measured. See also paragraph 457.

7. Appropriation—Se¢ paragraphs 113 and 114. P.W.AC. 18

8. Assets—In the accounts of works this term P.W.AC. 14
indicates all outstanding or anticipated credits, which
have to be taken in reduction of final charges.
~ Examples : Recoveries of advances or recoverable pay-

. ments and sale-proceeds or transfer value of surplus
- materials.

- 9. Assistant Engineer(s)—Unless the contrary is
ovident from the context, this term includes assistant
executive engineers also.

10. Commercial department—See appendix IX P.W.AC.17.
to Volume V of the Handbook.

11. Completion and Completed—In this volume {75 "
and in all the Public Works Account forms ‘‘Completion

of 2 work’” may be understood to include *‘Abandonment
~ of 2 work”” and ‘‘Completed”’ to include ‘‘Abandoned.”’

12. Contingencies (Works)—When used in P.W.A0.18
~ respect of the accounts of works, the term “(’-0}1tl]1-

~ gencies'’ indicates the incidental expenses of a miscel-

" Janeous character which cannot appropriately be classi-

~ fied under any distinet sub-head or sub-work. yet pertain

~ to the work as a whole.

13. Contract and Contractor—The term contract, PG48
as used in this volume, means any kind of undertaking, ’
written or verbal, express or implied, by a person, uot
. heing a government: servant, or by a syndicate, or firm,

* for the constructioh, maintenance or repairs of one or

more works, for the supply of materials or for the
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performance of any service in connexion with the
execution of works or the supply of materials. The
term “‘Contractor’” means a person, syndicate, or firm
T_,haﬂ has made such an underiaking, but often its use
is restricted to contractors for the exccution of works or
for services in connexion therewith.

PW.AC.21. 14, Department—This term, when qualified by
the prefix ‘“The’’, is used to indicate the Public Works
Department, unless the contrary is evident from the
context.

PW.AC.22.  15. Deposit Works—This term is applied to works

of construction qr repair the cost of which is met not.
out of government funds but out of funds from non-
government sources, which may either be deposited in
cash or otherwise placed at the disposal of the divisional
officer. Works executed for municipalities and other
public bodies fall under this category when the cost is
chargeable either to cash deposits made for the purpose,
or to their credit balances at treasuries. See also para-
graph 629.
P.W.A.C. 28 1@, Detailed Head— See paragraph S5.

P.W.AC.26 17, Direct Charges and Direct Outlay—These
expressions, as distinguished from “Indirect charges™
and “‘Indirect outlay’’ (vide paragraph 27) are applied
to those charges pertaining to a work, project, or job.
which are directly incurred for its execution and are
included in the regular accounts of it.

P.W.A.C.26. 18. Direction Office—This term indicates the
office of an administrative officer who has one or more
divisional officers working under his orders and is not
himself entrusted with the execution of works or with
the receipt and disbursement of Government moeney, ¢.2.
a chief, or a superintending engineer, or a superin-
tendent of works; but if such an officer is also entrusted
at any time with the receipt and disbursement of
Government money, he is treated as a divisional officer
for the purposes of this volume, even though some part
of his emoluments may be treated ag direetion charges.

PW.AC.27. 19, Direction Officer—The head of a direction
office is known by this designation.

Ezplanation—A government servant holding the rank of a superinfend-
ing, or & chief engineer is not a direction officer, unless the direction of tha
business of one or more divisions iz entrusted to him. Thus, a superine
tending engineer employed an special duty is not a direction officer.
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20. Direct Receipts—These receipts, as distin- P W.A.C.28
guished from indirect receipts (vide paragraph 28),
relate to items of revenue receipts which are realized
in connexion with a work or project either by officers
of the department or of other departments and are
directly brought to account as appertaining to the work
or project.

21. Division and Divisional Office—1ircughout P-W-A.C. 29
this volume these terms are used to denote respectively
the executive charge held by a divisional officer (para-
graph 22 below) and the head office of such a charge.
Thus, the office of an independent executive sub-division
will be treated as a divisional office for the purposes of
this volume, as also that of the superintendent of a
workshop working independently of a divisional officer.

22. Divisional Officer—In this volume, this term P:W.A.C. 30
is applied to an exeeutive officer of the department
who is in charge of the division and is usually of the rank
of an execufive engineer. Tt is also applicable to an
officer of the department who is not subordinate to
another executive or dishursing officer of the departinent,
oven though the executive charge held by him may not
be recognized as a ‘‘division’’ by the local Government.
Thus, the officer in charge of an indépendent sub-
division will also be treated as a divisional officer for.
the purposes of these rules. See also paragraph 18.

Government servants of other departments who
disburse money on behalf of the Public Works Depart-
ment and are required fo render their accounts direct to
the Principal Auditor, are also referred to as divisional
officers in this volume.

Nore—In the absence of a specific delegation, the financial or adminis-
trative powers of an executive engineer may not be exercised by a divisional
officer who does not belong to the de of an executive engineer by reason
merely of his being treated ns a divisional officer under this paragraph.

23. Expenditure Sanction—See paragraph 317.
24. Final Payment—Means the last paywent on a p 4 .31
running account made to a contractor on the comple-
tion or determination of his contract and in full seftle-
ment of the account.
25. Grant..—ﬁ'rr paragraph 111. _ PWACE,
26. Inclusive Rate of Cost— See paragraph 47. PWAGC. 34

27. Indirect Charges and Indirect Outlay-—These , o, o o
expressions are applied to those charges and capital
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outlay respectively which pertain, or are incidental |
to a work, project, workshop job, or manufacture job,
but which are not incurred directly and solely in con-
nexion therewith and thus cannot be directly taken into
such detailed accounts of it as are incorporated in the
regular accounts of the expenditure of the department.

P.W.A.C.36. 28, Indirect Receipts—Receipts which pertain.
or are mecidental, to a scheme or work, but cannot be
directly taken into such defailed accounts of it as are
incorporated in the regular accounts of the receipts of
the department.

P-W.AC.3T 29, Intermediate Payment—1Is a term applied to

a disbursement 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 a running
account), or a combination of these.

PW.A.C.38.  30. Issue Rate—This term denotes the cost per

unit fixed, in respect of an arficle borne on the stocks
of the department at a valuation, for the purpose of
calculating the amount creditable to the sfock account
by charge to the account or service concerned, when
any quantity of that article is issued from stock.

P.W.CA 3% 3], Labour—When a separate materials account

is kept for one or more sub-heads of an estimate and
the term ‘‘labour’’ is used in connexion with such an
account, it denotes all charges pertaining to each of
those sub-heads, other than (1) the cost of materials
issued direct and (2) carriage and incidental charges in
connexion with the materials.

P.W.AC.40] 32 Liabilities—When used in respect of accounts
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, have or have not
been placed to the credit of the persons concerned in &

suspense head subordinate to the accounts of the work
concerned.

PW.AC 4r 33. Local Loan Works—As used in this volume
this expression indicates works executed by the depart-
ment on behalf of an Indian state, municipality, or
other corporation, when the cost of the works to form
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ﬁs_rt of a loan given to it by Government for the
34. Major Estimate—Is a term applied to the
estimate for a work, when the sanctioned awmount of
the works expenditure exceeds Rs.20,000. This term
is also applied, for the sake of convenience te the work
itself. See also paragraph 314.
35. Major Head—See paragraph 85. P.W.A.C. 44

36. Market Rate—1Used in respect of an article P W.A.C45

borne on the stock accounts of a division, this term

indicates the cost per unit at which the article, or an

article of gimilar description, can be procured, at a

given time, from the public markets suitable to the

division for obtaining a supply thereof. This cost

should be inclusive of carriage and incidental charges,

and may even include a reasonable provision for wastage

and dépreciation when these are inevitable.

. 37. Minor Estimate—Is a term applied to the p w.ac. 48

| estimate for a work. when the sanctioned amount of

~ the works expenditure exceeds Rs.5,000 but does not

exceed Rs.20,000. This term is also applied, for the

sake of convenience, to the work itself. See aleo para-

graph 814. PW.A.0. 478
38. Minor Head—See paragraph 85. PW.A.C. ¢8

39. On Account Payment or Payment On Ac-
count—Means a payment made on a running account,
to a contractor in respect of work done or supplies 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
settlement of the running account on the completion of
the contract for the work or supplies.

40. Operation-—Used in respect of the accounts pw a.cu0.
of manufacture and workshop transactions, this term
indicates the charges ineurred on the wmanuvfaciure
operations connected with specific jobs.

41. Outturn—1Used in respect of the accounts of P.W.A.C.51
manufactore and workshop transactions, this term
denotes the value of the finished product.s {or .of the
work done in cases in which the articles wrought are
not supplied departmentally) of manufacture operations
connected with specific jobs.

P.W.A.C. 42
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2.W.AC. 64,

P.W.A.C.57

P. W.A.0. 68

P.W.AC 6.

P.W.A.C. 60.

P.W.A.C 81
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42, Payment on Account—See paragraph 39.

43. Petty Estimate—Is a term applied to the
estimate for a work when the sanctioned amonnt of thp
works expenditure does not exceed Rs.5,000. This
term is also applied, for the sake of convenience, to the
work itself. See also paragraph 314.

44. Progress—Means the up-to-date quantities of
work done or supplies made.

45. Quantity—In the accounts of works this ex-
pression is used to describe- the extent of work done,
supplies made, or services performed, when these can
be measured, weighed, or counted.

46. Rate—In estimates of cost, contracts, contrac-
tors' bills and vouchers generally, rate means the consi-
deration allowed for each unit of work, supply, or other
service. Kxcept in the case of lump sum contracts,
every bill or other demand for payment should, as far as
possible, set forth the unit rate at which payment is to
he made.

47. Rate of Cost and Inclusive Rate of Cost—
Rate of cost means generally the total cost of » work or
supply divided by its quantity. In the accounts it
represents the recorded cost per unit, as arvived at by
dividing up-to-date final charge on a sub-head by
the up-to-date progress thereof. “‘Inclusive rate of
cost’" means the rate of cost of the entire work relating
to a sub-head, including the cost of materials if recorded
separately in the accounts.

48. Re-appropriation—NMeans the transfer of
funds from one unit of appropriation to another such
unit. See also paragraph 113.

49. Recoverable Payment—Means a payment to
or on behalf of a contractor which does not represent
value creditable or pavable to him for work done or
supplies made by him. and has, therefore, to be made
good to Government by an equivalent eash recovery or
short payment of dues.

-50. Running Account—Is a term applied to the
account with a contractor when payment for work or
supplies is made to him at convenient intervals, suljeect
to final settlement of the account on the completion or
determination of his contract.
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51. Sectional Officer—This designation is used
in this volume to describe those officials, usually non-
gazetted subordinates, who are placed in responsible
executive charge of works or stores under the orders
of the officer in charge of a recognized division or sub-
division, and the accounts of whose transactions are,
therefore, ultimately incorporated in those of the division
or sub-division concerned.

52. Secured Advance—Is a term applied speci-
fically to an advance made, on the security of materials
brought to site of work, to a contractor whose contract
i8 for the completed items of work. See paragraph
456.

53. Special Office—The office of a special officer
(vide paragraph 54).

54. Special Officer (or Specialist Officer)—This
term is applied, in this volume, to such officials of the
department as are neither divisional officers nor officials
subordinate to a divisional officer, and have no divi-
sional officers working under their control, e.g. the
Consulting Architeet, the Electric Inspector, ete.

55. Sub-divisional Officer—This designation is
applied primarily to an official, whether a gazetied
government servant or not, who holds the charge of a
recognized sub-division in subordination to a divisional
officer, but when the immediate executive charge of
any works or stores has not been constituted into a
regular sub-divisional charge but is held by the divisional
officer himself, the latter is also treated as the sub-
divisional officer in respect of such charge. When a
divisional officer holds the immediate charge of a
recognized sub-division in addition to his own duties as
the exeentive head of the division, he is treated as
the sub-divisional officer in respect of the charge of the
sub-division.

56. 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 if it is a large work) is divided for
purposes of financial control and statistical convenience.
The several descriptions of work that have to be exe-
ented in the course of construetion or maintenance of a

P.W.A.0.43

P.W.A.C. 86

P.W.A.C. 67

P.W.A.C. 88

P.W.A.C. 89.

P.W.A.C.70.
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work or sub-work, e.g. excavation, brickwork. con-
crete, woodwork, etc., are usually treated as the sub-
heads of it.

Note—The ferm ‘“‘sub-head’’ as used for puurposes of appropriation audit
is explained in paragraph 111.

57. Subordinate(s)—Unless the contrary is clear
from the context, this term includes members of the
subordinate engineering service of the department, also
upper and lower subordinates who have mnot been
appointed to that service but hold the posts of overseers

or sub-overseers.

58. Sub-work—In the case of a large work con-
sisting of several buildings or smaller works, or groups
thereof, the term sub-work is often applied to a distinet
anit of the same if that unit is sufficiently large or
important to be kept distinet for the purposes of accounts.
For example, the outer wall, the solitary cells, the cook-
houses, the jailor’s quarters, etc. in the case of a large
central jail. In the case of irrigation, navigation,
embankment, drainage, and water storage projects, the
headworks, main line, each branch of a canal, each
group of distributaries relating to each branch separately.
the drainage and protective works, the watercourse
scheme, and special tools and plant, all form separate
<ub-works.

59. Supervision charges—This term is ordinarily
applied to the charges which are levied, in addition
to book value, in respect of stock materials sold to the
public or other departments, and are intended to cover
such items of the expenditure incurred on the stores as
do not enter their book value.

60. Suspense Accounts—This term is applied
primarily to certain heads of account, falling under the
mwinor head ‘‘suspense’’ of a major head of expenditure,
which are reserved for the temporary passage of such
transaetions as must at once be taken 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 fo keep
an effective watch over the values of any stock materials
until their final disposal. The charges under a suspense
account are taken in enhancement of the charges under
the major head of expenditure concerned, and the
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receipts in reduction thercof. For suspense accounts
within the accounts of works, see paragraph 497.

61. Technical Sanction—See paragraph 318.

62. Watercourse—This name is given fo a
channel for the supply of water from an irrigation work,
which falls under the definition of the term as given in
the Canal Act applicable to the area concerned. 'The
definition given in the Northern India Canal and
Drainage Act of 1878 is as follows :

"“Watercourse means any channel which is supplied with water
from a cabal, but which is not maintained at the cost of Government,
and all subsidiary works belonging to any such channel.”

63. Work—The term ‘‘work’, when by itself.
is used in a comprehensive sense and applies not only to
works of construction or repair but also to other indi-
vidual objects of expenditure connecied with the supply,
repair. and carriage of tools and plant, the supply or
manufacture of other stores. or the operations of a work-
shop.

64. Works Expenditure and Works Outlay—
These terms are used to indicate respectively the expen-
diture, 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 met 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 establish-

ment, or any charges not taken to final heads of account
but kept under one of the suspense accounts.

P.W.AC. .78

P.W.AC TP

PBW.AL M
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CHAPTER IT1
DuTiEs OF THE DEPARTMENTAL OFFICERS

A—GENERAL

56. The duties of departmental officers are generally
laid down in the rules of this chapter. In respect of
particular matters, they are also laid down in the rules
contained in other chapters of this volume.

B—CHIEF ENGINEER

66. The Chief Engineer will exercise a concurrent
control, with the Principal Auditor, over the duties of
the officers of the department in maintaining accounts
and will give legitimate support to the Prineipal Audi-
tor in enforcing strict compliance with the rules concern-
ing the disbursement of money, the custody of stores
and submission of accounts. He has a claim on the
Principal Auditor for assistance and advice in matters
relating to accounts and finance. He is also bound to
arrange that the Principal Auditor is kept fully cognizant
of all proceedings and proposals to enable the latter to
fulfil his funetions.

67. He will prepare, annually, the portion of the
budget estimates relating to the works under his control.
Tt will be his duty to administer the grant, and, with
this object, to keep a close watch over the progress of
the expenditure against it, with a view fo seeing that
no excess is permitted to occur, and that, if additional
appropriation is required, application for the same is
made. The general supervision and control of the
assessment of revenue from irrigation and navigation
works within the limits of his charge will also rest with
the Chief Engineer, who will frame the necessary
estimates and watch carefully the progress ol the
realizations during the course of the year.

68. He will see that the grant of the year is fully
expended, in so far as is consistent with general
economy and the prevention of large expenditure in the
closing months of the year for the sole purpose of avoid-
ing lapses, and be responsible for ensuring that any
money which is not likely to be needed during the year

P.W.D. C80,

PW-.C 61

P.W.D.C.62
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is promptly surrendered, so as to allow of its appropria-

tion for other purposes by the proper authority.
69. [Omitted.]

. C—SUPERINTENDING ENGINEER

70.The superintending engineer will inspect the
state of the various works within his circle and satisfy
himself that the system of management prevailing is
efficient and economical, that different articles in stock
are duly verified according to the rules laid down, and
that there is no accumulation of stock in any division
beyond its requirements.

71. He will also inspect the divisional offices under
him at least once a year, and will forward for the
information of the Chief Engineer reports of his ins-
pections in the prescribed form, detailing therein the
results of his examination of initial accounts, accounts
of stock, tools and plant and stock manufacture, regis-
ter of works, and other divisional acecounts and papers,.
mode of preparation of estimates, contract agreements,
contractors’ accounts, revenue registers and office work
generally.

72. He will further see that the anthorized system
of accounts is maintained throughout his circle and
examine the books of divisional officers and their
subordinates, and see that matters relating to the
primary accounts are attended to personally by the
divisional and sub-divisional officers, and that the
accounts fairly represent the progress of each work.
He will examine the register of works so as to keep a
vigilant watch over the rates of work, and when he:
considers it necessary, he may require a divisional
officer to report to him monthly or at longer intervals,
on a works slip in form no. 39 the total expenditure to-
date under each sub-head of a work, in contrast with the
sanctioned estimate. Tt will thus be seen that it rests
with the superintending engineer to investigate excesses.
over sub-heads with a view to decide whether or not
a revised estimate will be required for the work. When
a revised estimate is required it will also devolve om
the superintending engineer to see that it is submitted
in due time to the sanctioning authority, vide para--
graphs 79 and 395. He is also responsible that no delay-
is allowed to occur in the submission of corupletion-

reports.
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OFFICERS

.73. The supervision and control of the asse$smen
of revenue from irrigation and navigation works with-
in his circle will rest with the superintending engineer.

° D—SUPERINTENDENT OF WORKS

74. TFor any particular work or series of works, P-W-D.C.71-

too large to form a single executive charge, but requir-
ing the entire energies of an engineer for their efficient
supervision, a superintendent of works (with divisional
officers under him) may be appointed, who may, subject
to competent sanction, receive a special pay or allow-
ance in addition to his pay. A superintendent of works
will exercise the powers laid down for superintending
engineers.

t P, W.D.O.Gﬁ i

E—DIVISIONATL OFFICER

75. The divisional officer is responsible to the P-W.D.C.g
superintending engineer for the execution and manage- 1o n
ment of all works within his division. He is strietly
prohibited from commencing the construction of any work
or incurring any expenditure without the sanetion of
the competent authority; also from making or permifting
any, except trifling deyviations from any sanctioned
design in the course of execution except under specific
suthority, or in case of emergency, when the change
should be forthwith reported to the superintending
engineer. Immediately on a work being completed it
will be the duty of the divisional officer to close the
accounts and prepare the completion report, if required
by the rules in paragraph 399.

76. The divisional officer will take necessary steps P.W.Dc.79
for obtaining cash for the works under his control,
keep his accounts and submit them punctually to the
Principal Auditor, under the rules for the time being
in force and exercise a thorough and efficient control and
check over his divisional accountant. e will also
before submitting the monthly accounts, carefully
examine the books, returns and papers from which they
are compiled.

77. The divisional officer is responsible for the
correctness, in all respects, of the original records of
cash and stores, receipts and expenditure and for seeing
that complete vouchers are obtained. He is also
responsible to see that his accounts are regularly posted

irom day to day and that the accountant carries cut his

P.W.1).c. 80
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duties regularly and punctually. The relative position
of a divisional accountant to the divisional officer in
respect of accounts is analogous to that of a sub-divisional
officer to a divisional officer in respect of works, and
the responsibilities of the latter for the work of the
divisional accountant are similar to those which attach
to him in respect of the execution of works in the charge
of other subordinates.

78. The divisional officer is responsible for the
detailed assessment of the revenue to be obtained from
irrigation and navigation works within his division and
will maintain such records and accounts for the purpose
as may be preseribed. :

79. 'The divisional officer is held primariiy res-
ponsible for affording information in cases of probability
of excess of actual over estimated cost of work, and is
expected not to allow any delay to oecur in reporting
to the superintending engineer any such probabilify.
Immediately on its becoming apparent that whether
from execess of certain rates or from departure from a
design or any other cause, the estimated cost of a
work ix likely to be execeeded, the divisional officer is
bound to report the fact forthwith o the supermtending
engineer deseribing the nature and cause of the pro-
babie exeess and asking for orders.  This report shounld
be made on works slip, form no. 39. The divisiona!
officer must also submit the works slip, with such
explanation as will enable the superintending enginecr
to pass orders on the case, on the occurrence. or the
probability of the occurrence, of any irregularity in the
rate or cost of a sub-head. Al important liabilities not
brought- to account shounld also be noted on fhe works
slip.

Nore—It will not be necessary for the divisional officer to submit the

works slip in cases in which he can pass finally excesses over estimates under
his financial powers (see Volume T of the Handbook.).

P-W.D.C. 81.

P.W,D.C. 83,
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CHAPTER IV
GENERAL OUTLINES OF SYSTEM OF ACCOUNTS :
A—CLASSIFICATION OF TRANSACTIONS

80. The department executes primarily works ol pw. a.c.s
90ivil works (civi all® classes under its control. It
buildings and commu- ajso exccuies civil works required
%‘;”;ﬂ,on otk for other departments of the Govern-

‘Navigation works, : s :
_Em“gg:klment. rke. . Iuent, except .suchl.as are entrusted
Drainage works. to the administration of the depart-

Hydro-clectricworks. ments concerned, under the rules con-
tained in Chapter XIII of Volume V, Part T of the
Handbook. Civil works of the Central Government or

units of the Federation or of the Defence Department
or Railway works, may also be entrusted to the depart-
ment, -either occasionally or as a standing arrangement,
and at times works for the public works or other depart-
ments of other administrations and non-government
works may also have to be undertaken.

Nore—Besides the foregoing, pefty services, such as the manufacture or
supply of stores, are also undertaken by divisional officers.

1. The general principles followed in the classification of civil works
expenditure are explained in paragraph 42 of Government of Tndia, Public
Works Derpartment, circular letter No. 3—P.W., dated September 24, 1921.
Aecording to these principles the outlay on buildings, ete., is charged in
- the acconnts as follows :

[ {n) As public works expenditure, if the administration of the works
L rests with officers of the Public Works Department.

N (b) As expenditure of the civil department eoncerned, if the administra-
E tion of the work is transferred by the Government from the Tublic
- Works Depariment to the department using or requiring it.

; Works falling under class (a) are designed and estimated for by officers
. of the department (even though they are required for other departments) and
are execubed, either departmentally or through contractors under the super-
vision of officers of the Pnblic Works Department.

In respect of works of class (b) both the administration and execntion
devolve upon the administrative department concerned though the Public
‘Werks Department may be consulted in case of difficulty.

The general principles outlined ahove are not inconsistent with the
fundamental principle of classification laid down in Article 181 of the Audit
‘Code viz., that the classification should follow administrative control. The
‘term ‘‘administrative control” when applied to civil works implies inter alia
r the assumption of full responsibility for constrnction, upkeep and maintenance

of buildings and other works and the provision of funds for their execution.
| This responsibility is not diminished if the execution of fhe work is entrusted
to a different agency. Thus works, the administration of wmhich is not
transferred from the Public Works Department, may by mufual arrangement
‘be executed by the Military Engineer Services, of by any other civil depart-
ment bnt the charges in connexion with them are nevertheless classified as

|
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Public Works expenditure. On the other hand, a civil department, to whicly
@ building has been assigned, may invoke the aid of I:he Public Wor;m-
Department for technical advice or execution, but the charges relating there-
to are to be provided for in the budget of the department concerned. The
function of the Military Engineer Services in the former cagse and that of
the Public Works Department in the latter is merely that of the contractor
and the administration and the control of the expenditure rests with the
Public ‘Works Department in the former case and with the administrative
department concerned in the latter.

_ The agency by which the work is executed is thus not the deciding factor
in determining the question of classification.

81. Transactions relating to the charges and
receipts connected with the services pertaining to the
Civil Works chargeable to the revenues of the province
are adjusted finally in the accounts of divisional officers
against the appropriations therefor placed at their
disposal. Transactions connected with the services for
other Government works including civil works for depart-
ments of the Central Government are not so adjusted
finally, but pass eventually out of the accounts of
divisional officers for incorporation in the accounts of
the departments and administrations concerned.
Outlay on non-Government works is charged against
the deposits received therefor.

1. When a Public Works division undertakes a service on hehalf of

another division in the Province, the connected receipts and charges are
passed on for adjustment finally in the account of the latter division,

2. Operations undertaken in the manufactories and workshops of a
divigion on behalf of other divisions, departments, local bodies or individnals
are treated as operations of the division in the first instance, but the entire
cost is ultimately recovered from the party concerned.

82. In all cases the primary accounts of these
transactions should be kept in accordance with the rules
in this volume, even though the ultimate cost of the
transactions may not have to be brought to account

finally in the books of the divisional officer.

P.-W.A.C.8¢ @3 The performance of these services and the

P.W.A.C. 85,

subsidiary proceedings gives rise to a number of other
transactions with other departments, etc., which have
also to be brought to account, e.g., funds have to be
obtained from treasuries to meet liabilities incurred,
receipts realized have to be lodged in treasuries, and
stores have to be obtained from other divisions or
departments or from England.

84. The transactions of Public Works Officers may
thus be grouped under the heads indicated below :

T.—Expenditure heads; for charges adjustable
finally in the accounts of divisional officers.
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IT.—Revenue heads; for revenue receipts credit-
able finally to the revenues of the province in the
accounts of divisional officers.

IIT.—Remittance heads—receipts as well as pay-
ments; for cash, stores or other values received
from, or paid to or on behalf of, other divisions or
departments.

IV.—Debt heads; for certain receipts and pay-
ments held in suspense pending clearance by pay-
ment or recovery (as the case may be) in cash or
otherwise. The suspense accounts for transactions
of this group are treated either as heads subordinate
to the expenditure heads or as independent heads
of accounts as will be explained in later chapters.

85. The transactions under each of the above are p.W.A.C. 86
further sub-divided for purposes of accounts. In the
~case of expenditure and revenue heads, the main unit
of classification is known as the major head, and the
further divisions of it as minor heads, each of which
~ has a number of subordinate heads, generally known
-a8 detailed heads. (See also paragraph 111).

1. Far depnrtmental purposes, Public Works officers usually divide a

head into a number of ‘‘service heads'' and the latter into a number

o( "depnrtmental heads''; but, for purposes of account, the single term
“detailed head’ is used for all divisions suberdinate to a minm' head.

2. In the case of irrigation, navigation, embankment, drainage and
‘water storage works sanctioned under the new rules of 1929, the sub-
divisions info which the minor head ‘‘Works” is divided for departmcnt‘:l

! sre called ‘‘sub-works' and the further sub-division of rhe latier
as ‘'detailed heads™.

86. The detailed classification of the account heads P.W.A.C. 87
used in respect of Public Works Accounts is given in
- Appendix 1
L 1. To meet local requirements, the Principal Auditor is authorized,

under the rules in the Audit Code, to make necessary changes in the standard

- list of detailed heads.

ﬂ. In the case of works of other departments and govemmsnts under

by the Public Works Department ss a standing arrangement, the

gﬂmbed ‘classification applicable to the connected transactions is mttmnted
the Principal Auditor.

87. The revenue and expenditure classified under
~ the prescribed major and minor heads of account fall
~ under two main divisions :
(1) Central—revenue and expenditure adminis-
tered by the Central Government.
(2) Provincial—revenue and expenditure en-
- trusted to the control of the Local Governmens.

P.W.A.C. 88
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P.wA.C89. 88. Revenue is realized and credited to the revenues
of the Province as it falls due under the statutory or
other rules governing it, but expenditure can be in-
curred only against a grant voted by the Iegislative
Assembly or against the sum provided in the budget
estimates of the Province to meet ‘‘the expenditure
charged on the revenues of the Province’’ under the
provisions of sections 78 and 79 of the Act. A list of
items ‘‘charged on the revenues of the Province’ (i.e. the
items which are not subject to the vote of the Assembly)
will be found in the Budget Manual.

Nore—The term ‘“‘expendifure’” used in this paragraph includes also
charges classified as working erpenses, and taken in reduction of revenue
receipts (see Appendix I, Heads XVIIA and XVIIB). It also includes
expenditure on- stores, sterling overseas pay, leave salary, etc. incurred in
Englang (see paragraphs 117-18).

P.W.AC 80. 89, [Omitted. |

P.W.AC.91. 90. Revenue and expenditure relating to works of
the Central Government entrusted to the control of the
Public Works Department, should be classified separately
from the transactions relating to the revenues of the
Province. [See paragraphs 747 and 749.]
The incidence of revenue and expenditure urder the .
Central or Provincial Government is determined by the
division of subjects as detailed in the 7th schedule to the
Act. (See also paragraphs 445A to 445C of Volume V
of the Handbook.)

p.wacsz 91. [Omitted. ]
B—SYSTEM OF ACCOUNTS

P.wW.AcC 93, 92. The main features of the system of Public
Works Accounts are—

(a) The divisional officer is the primary disburs-
ing officer of the division who is permitted to
obtain by cheques on the treasury the funds re-
quired for all disbursements in connexion with the
execution of works. He also collects some of the
departmental receipts of the division ‘and pays
them into the treasury.

(b) The accounts of these receipts and disburse-
ments (including the transactions of subordinate
officials acting on his behalf) are compiled under
his supervision by an accountant posted to his
office by the Principal Auditor, and are submitted
monthly to the. Principal Auditor who audits them

e SRes. - —
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against sanctions and appropriation of funds and
then incorporates them in the accounts of the
Province.

(¢) He is further required to maintain clear
accounts of all stores received by him and to make
these accounts available for audit by the Principal
Auditor.

(d) Under each major head of expenditure, the
charges on each project, work, or. sub-work are
recorded separately in the accounts of divisional
officers. In the case of works of certain classes
(see examples cited below), pro forma accounts of
all transactions connected therewith are prepared
annually by the Prineipal Auditor and for this
purpose, the receipts pertaining to each work of
this class are also shown separately in divisional
accounts :

(¢) Trrigation, navigation, embankment and
drainage works for which both capital and
revenue or only revenue accounts are kept.

(i) Quasi-commercial undertakings, such
as self-supporting workshops.

(it1) Residential buildings.

~ (e) Personal payments to all government ser-
vants of the department are made on bills presented
at the treasury in accordance with the general rnles
in Volume V of the Handbook applicable to all eivil
departments and are therefore brought to account
by the Principal Auditor himself from data furnished
to him direct by treasury officers.

93. It is not sufficient that an officer’s accounts
should be correct to his own satisfaction. A disburs-
ing officer has to satisfy not only himself, but also the
Audit Department, that a claim which has been accept-
ed is valid, that a voucheris a complete proof of the
payment which it supports, and that an account is
correct in all respects. It is necessary that all accounts
should he so kept and the details so fully recorded, as
to afford the requisite means for satisfying any enquiry
that may be made into the particulars of any case,
even, though such enquiry may be as to the economy
or the bona fides of the ~transactions. Tt is further
essential that the records of payment, measurement

o

P.W.A.C. 94
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and transactions in general must be so clear, explicit
and self-contained as to be producible as satisfactory
and convincing evidence of facts, if required in a coult
of law. All transactions mvolvmg the giving or taking
of cash, stores, other properties, rights, privileges, and
concessiong which have money values should be brought
to account. The record of a transaction of receipt or
expenditure should always be made at once under the
final or the debt or remittance head to which it per-
tains, if that be known: but if the exact head cannot be
ascertained at once, then the transaction &ﬂmul(l- ke
ternporarily classified under the head ‘‘Deposits’ if a
receipt, or under Miscellaneous P. W. Advances, if a
charge. (&ee Appendix I.)
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CHAPTER V
RELATIONS WITH AUDIT
A—GENERATL

94.

The divisional officer, as the primary disburs-

~ing officer of the division, is responsible not only for the

financial regularity of the transactions of the whole

- division but also for the maintenance of the accounts of
~ the transactions correctly and in accordance with the

rules in force. See also paragraph 77. »

95. The divisional officer is further required to
submit his accounts to the Principal Auditor, who has
to apply to them such audit checks as may, from time
to time. be prescribed by the Auditor General under
the rules in Appendix I of Volume V of the Handbook.
See also paragraph 76.

The accounts returns which have ordinarily to be submitted for audit
and compilation nre enumerated in Chapter X%V, but the Principal Aunditor
is authorized to call for additional accounts, books, papers, and writin
baving relation thereto, sheuld he consider them necsssary for the elucida-
tion thereof.

96. The divisional officer is responsible that the
accounts of his division are not allowed to fall into
arrears: but if arrears or confusion arise which in his
opinion cannot be cleared without the assistance of the
Principal Auditor he should at once apply for such

assistauee.
B—DIVISIONATL: ACCOUNTANT

97. To assist divisional officers in the discharge of
their reeponsibilities referred to in paragraphs 94 and
95 above, the Principal Auditor will post a divisional

“accountant to each divisional office.

1. Rules regarding the establishment of divisional accountants are givem
in Apperdices I1 and TIT.

2. The employment, as an accountant in a divisional office, of any person
who does not belong to the establishment of divisional accountants is not
permissible. Bnt when a regular accountani is not available, and, as a
purely temporary arrangement, the Principal Auditor bhas to enlrust to a
clerle tha dnfies of a divisional accountant. he will be appointed to officiate
& a divisional accouuntant in the particular vacancy, even though he be 1ot
eligible for such appointment under the rnles in Appendix IT.

al

P.W.A.C. 95

P.W.A.C. 96

P-W.A.C. 97

P.W.A.C. 98
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98. (a) The functions of the divisional accountant
are three-fold :

(i) as accountant, i.e., as the compiler of the

accounts of the division in accordance with the

prescribed rules and from the data furnvished to.
him;

(11) as primary auditor, i.e., as the representative

, of the Audit Department, charged with the res-
ponsibility of applying certain preliminary checks
to the initial accounts, vouchers, ete. (Sez Chapter °
XXYV); and

(iil) as financial assistant, i.e., as the general
assistant and adviser to the divisional officer in all
matters relating to establishment, the accounts and
budget estimates, or to the operation of finanecial
rules generally.

(b) In the discharge of these duties he is expected to
keep himself fully conversant with all sanctions and
orders passing through the office and with other pro-
ceedings of the divisional officer and his subordinates
which may affect the estimates or accounts of actual or
anticipated receipts and charges. He should advise the
divisional officer on the financial effect of all propesals
for expenditure and keep a watch, as far as possible,
over all the liabilities against the grants of the dividion
as they are incurred.

(¢) The divisional officer should see that he is given
the fullest opportunity of becoming conversant with
these sanctions, orders and proceedings. To enable him
to discharge his duties efficiently the divigional accountant
is treated as the senior member of the office establish-
ment of the division, though his position is analogous to
that of a sub-divisional officer, vtde paragraph 77.

99. The divisional accountant is expected to see
that the rules and orders in force are observed in respect
of all the transactions of the division. If he considers
that any transactions or order affecting receipts or
expenditure is such ag would be challenged by the
Principal Auditor if the primary audit entrusted to the
accountant were applied by the former, it is his duty fo
bring this fact to the notice of the divisional officer with
a statement of his reasons, and to obtain the orders of
that officer. Tt will then be his duty to comply with the
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of the divisional officer, but if he has been over-

led and is not satisfied with the decision, he should at
same time make a brief note of the case in the register
livisional accountant’s audit objections, form no. 60,

lay the register before the divisional officer, so that
¢ latter may have an opportumty either of accepting
divisional accountant’s advice on reconsideration and
ing action accordingly, or of recording for the
rmation of the Principal Auditor, his reasons for
garding that advice. An objection entered in this
er should not be considered as finally disposed of
til it has been reviewed by the Principal Auditor, for
inspection the register should be available at all

1o gudit inspection takes place in a year and entries have been

in the Register during the period since the last inspection, the
, or, if the entries gre few, an extract therefrom should be sub-
to the Audit Office in the month of April for review.

- 160. (a) The divisional accountant should bring to
divisional officer’s notice all instances in which pw.a.0.
ordinate officers exceed the financial limitationg on 101

- their powers placed by the divisional officer or higher

ithority.

For example, if the divisional officer is allowed a lum geaum appropriation
iture on a group of works, and he has made out of it appro-

ms {or individual works, expanditum should be watched awainst
v:dua] appmpnntmm and excesses brought to the divisional officer’s

: .b) He may further be required by the divisional
officer to undertake, on his behalf, sach other scrutiny
' the accounts of ‘the receipts and disbursements  of
subordinate officers falling within the divisional officer’s
own powers of sanction, as the latter may consider

- necessary.

- (¢) The divisional accountant should not as a rule be
required to receive, or pay out, cash, but in the case of
- irrigation and hydel diusmns, where the monetary
fransactions at the headquarters of the divisional office
are not large, either in number or in amount, the
divisional officer may, on his own rewonwhhtv and
awith the previous consent of the Principal Auditor,
entrust the receipt and disbursement of cash to the
divisional accountant. The divisional accountant should
not however be normally anthorized to issue final receipts
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in the forms preseribed in paragraph 149 over his own
signature. (See also rule 1 under paragraph 149).

101. The divisional accountant is further expected
to inspect periodically at least once a year under the
orders of the divisional officer, the accounts records of
sub-divisional offices and to check a percentage of the
initial accounts. The defects noticed should be reported
to the divisional officer for orders. but the divisional
accountant will be responsible, as far as possible, for
personally explaining the defects of procedure and im-
parting necessary instructions thereon to the sub-
divisional officers and their staff.

1. The results of these inspections should be pluced on record for the
inspection of the Principal Auditor, but serious financial irregularities shounld
be reported at once for the information of that officer, even though set right
under the orders of competent authority. See also paragraph 82 of Velume V
of the Handbook, requiring a report to be made immediately to the Prineipal
Auditor of all defalcations or losses of Government money, stores or ciher
property.

2. The accounts of interest-bearing securities maintained by Sub-divisional
officers should be examined to see that fhe rules relating to them are observed
and that the regisfer in form mo. 85 is correctly maintained, and with this
cbject a few transactions of the register should be compared with the entries
in the cash-book or other account, and vice versa. he securities certified
in the last annnal account of interest-bearing seeurities, form no. 86 as being
on hand should be verified by inspection as far as possible, and it should
be seen, in respect of such of them as are not produced for inspection, that
there are in existence either the original acknewledgments of the deposifors

bearing dates subsequent to the dates of the last account, or the acknowleds-
ments of the authorized custodinns, as the case may be.

102. Two sets of questions for the guidance of the
divisional accountant are contained in Appendix IV.
Part T of the questions contained the subjects which
should necessarily be examined by the accountant, part
IT refers to matters about which the accountant should
obtain, before commencing his inspection, the specific
orders of the divisional officer in writing as to whether
he should examine them or whether the divisional officer
would take them up. The accountant will then take up
those subjects in part 1T which the divisional officer has
ordered him to do so. The remaining points therein
should be examined by the divisional officer himself.

103. The divisional officer has a right to seek the
advice of the Principal Auditor in all matters con-
nected with the accounts of his division or the applica-
tion of financial rules and orders concerning which
there may be any doubt. It will usually be desirable,
however, that he should first obtain the advice of the
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siona accountant who is specially frained for this
and this should be done in writing in all cases of

C—AUDIT INSPECTIONS

The Principal Auditor arranges for the pw.a.c.
odical test andit and local inspection of the accounts 04
divigional and sub-divisional offices, and the divisional
cer is responsible that the initial accounts and other
cted records are made available for inspection.
specting officers are required, if possible, to discuss
drafts of their reports with the head of the office
ected before submitting them to the Frincipal

or, and, for this purpose, it is desirable that the
of the office should be present at the iuspection
nless his presence is urgently required elsewhere.

COMMUNICATION OF SANCTIONS TO AUDIT

[05. As a general rule, every sanctioning autho- pw.a.c.
is responsible that all sanctions and orders against '05.
vhich audit of receipts or disbursements is to be con-

neted in the audit office are communiecated to itf.

In the Buildings and Roads Branch sanctions to both estimates and
iations are communicated by divisional officers to the Principal
tor through monthly lists of sanctions in form mno. 60A, while in the
jion Branch sanctions to estimates are communicated monthly through
r warks returns. Sanctions to appropriations of divisional officers in
» Irrigation Branch are communicated to the Principal Auditor monthly
a consolidated statement through ‘the superintending engineer who
es therein his own sanctions also. Copies of all sanctions by the
chief engineers in the Buildings and Roads Branch and other higher
both the branches are forwarded from fime to time as they are
See also paragraphs 686 to 688.

2. Audit agninst sanctions accorded by the divisional officer is condueted
the andit office only in respect of techmical sanctions to estimates ami
ctions to write-off stores or losses of Government money. Tn rvespeet of
sanctions of the divisional officer the divisional accountant is ves-
e for the necessary check, vide paragraph 100.

. Banctions to contract agreements accorded by officers higher than
e divisional officer shonld be communicated by them to the Prineipal
in such form as fo enable that officer to audit the payments to
act on the basis of rate sanctioned for each ifem of work or supplv
other necessary terms and conditions. Duplication of agreements should
cage be required that is to say an :ultgmrity who has concluded an

E ' should not be required to draw np and sign again an agreement
! - executed.

. All sanctions to works in connexion with Official residences of the
or whether original works or special or ordinary repairs, should be
red to the Principal Auditor for pre-audit and must be accepied by
- him before any expenditure on the works is incurred. The Military
- Seerelary to the Governor may however anthorize the execulion of urgent
- works in any ‘of the residences up to a limit of 10 per cent. of the tota)
- annual provisions for original works. (See Appendix VI.)
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E—RESULTS OF AUDIT

106. The results of audit are communicated to the
divisional officer in the form of audit notes, objection
statements, inspection reports, letter or memoranda.
These should receive prompt attention, vide paragraph
79 of Volume V of the Handbook, and the replies of the
divisional officer should be based, as far as possible, on
his own knowledge. It is not enough to pass on the
explanation of a subordinate; reports prepared in this
manner have more than once, by lulling suspicion, led
to greater irregularity afterwards.

107. Objection statements and inspection reports
should be returned through the superintending engineer
after the divisional officer has recorded his replies there-
on. The superintending engineer will pass orders in
respect of matters which he is competent to deal with
finally and record his remarks (with a note of the action
taken) on all other points, before returning the docu-
ments to the Principal Auditor.

108. Once a transaction has been entered in the
objection statement, or otherwise challenged in one of
the other documents referred to in paragraph 106, the
responsibility for having the objection removed will
devolve upon the divisional officer, and the Principal
Auditor is required to report to the higher authorities
cases in which objections are not cleared within a
reasonable time.

An audib objection is usually removed by obtaining the requisife sanc-
tion, by making the necessary recovery, by correcting or completing the
relevant acconnt or voucher, by furnishing the necessary docnmenis or informa- -
tion, or by otherwise securing compliance with the provisions of a specified
rule! In cases in which a protest is made against an audit oljection as
being incorrect, the objection should be held to be in force unless a formal
intimation of its withdrawal is received from the Acconntant General.

109. The Principal Auditor is required to place
under objection any transaction coming to his notice
which is not covered by adequate sanction or involves an
excess thereon or other deviation. Tn some cases, the
divisional officer may have already taken action to
regularize the transactions, or the excess (it any) over
sanction, plus any further excess that may be antici-
pated, may be within his own powers of sanction with- -
out the need for preparing a revised estimate, and he
may have accorded the necessary formal approval to 1t : .

vet, if the necessary intimation of sanction does not
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ar ftransaction appears are being audited, the
ipal Auditor is bound to raise the objection, as he
1§ not authorized to assume that the necessary sanction
has been accorded. Divisional officers will, therefore,
‘it advisable to send to the Principal Auditor the
est intimation of such of their sanctions and orders
are required to be communicated to him (vide para-
ph 105), and to give it, without waiting for the
sceipt of the objection statement or audit nofe, all the
S information in regard to transactions for
ich, within their knowledge, adequate authority does
‘not exist. A single statement recorded. monthly over the
~ signature of the divisional officer in form no. 83, monthly
of acconnts submitted to audit or in form no. 84,
onal officers’ report of serutiny of accounts, when
- form no. 83 has been signed by the divisional accountant,
- will ordinarily suffice in respect of transactions brought
account in the monthly account. :

- 1. The object of this rule is to chviate the issue of unnecessary audit
~ ohjections : but a reduction in the number of objections can be effected only
- by observing the requirements of the fmancial and other rules bearing on the
~ transactions, and by taking timely action to accord or obtain, as the case
~ may be, such sanction or order as may be required in cases in which a
- devistion from rules has occurred.
2. The divisional accountant is responsible (i; for bringing prominently
~ to the notice of the divisional officer, at least onee a month, all irregular
~ transactions on which action has not already been taken by the latter at the
" instance of sub-divisional officers or of his own motion, and (i) for giving
‘effect to the provisions of this paragraph in accordance with the procedure
 the divisional officer may have desired to be observed in this connexion.
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CHAPTER VII
CasH
A—INTRODUCTORY

125. The term “‘cash,’” as used in this ehapter, in- p.w.a.0.

cludes legal tender coin, currency notes, cheques payable 218

on demand, remittance transfer receipts and demand

drafts. A small supply of one-anna revenue stamps

may, when necessary for use as receipt stamps, be kept

as part of the cash balance. Government securities,

deposit receipts of banks, debentures and bonds, accept-

ed as security deposit under the provisions of paragraph

612 are not to be treated as cash. (See also paragraphs

23, 25 and 25A of Volume V of the Handbook.)

126. Primarily the divisional officer is the respon- P.-W.A,0-
sible disbursing officer of the division, but he may ="
delegate this function to his subordinate officers in certain
cases, vide paragraph 427.

127. Every government servant is personally res- P.W.A.G.
ponsible for the money which passes through his hands *#*
and for the prompt record of receipts and payments in
the prescribed account as well as for the correctness of
the account in every respect. The private cash or
accounts of members of the department may mnot be
mixed up with the Government money or Government
accounts.

128. The instructions for the safe custody of cash
contained in paragraph 28 of Volume V of the Hand-
book should be very carefully observed.

B—CASHIERS

129. Cashiers may be appointed whenever, in the P.W.D.C,
opinion of the local Government, the cash transactions 5y ®aG,
of a division or sub-division are sufficiently extensive to 170-B.
require if.

130. One cashier may make the cash payments p.w.p.c.
of two or more sub-divisions, or throughout the whole of 342 and
a division, whenever such an arrangement is found to be 170-c.

practicable.
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131. The divisional officer will count the cash in
the hands of each cashier at least once a mo.nth; or in
the case of out-stations, he or the assistant engineer will
count it whenever he may visit them. He will on such
occasions record a note in the cash book showing the date
of examination and the amount (in words) found.

132. Cashiers, whether appointed permanently, or
temporarily, must furnish security, the amount being
regulated according to the circumstances of each case,
under the sanction of the Chief Engineer (vide para-
graph 69 of Volume V of the Handbook). Store-
keepers, sub-store-keepers, lower subordinate, members
of the subordinate engineering service and other
members of the clerical, petty, plantation and revenue
establishments, entrusted with the custody of cash or
stores, may be required to furnish security at the option
of the superintending engineer, who will determine
whether the amount shall be paid in a lump sum or by
instalments.

C—MODES OF OBTAINING CASH FROM
TREASURIES

I—General

133. Disbursing officers of the department obtain
cash for disbursement in two ways, viz., directly by bills
drawn on the freasury or by means of cheques. For
payment of pay and allowances of government servants
on the regular establishment not clnrged directly to
works, heads of offices and other officers draw bills on
treasuries in prescribed forms in accordance with the
rules in Chapter XXI. All other disbursements are
made by divisional officers, who may empower sub-
divisional officers to make dishbursements on their behalf.
For this purpose, divicional cfficers are ordinarily placed
by the Principal Auditor in aceount with one or more
treasuries within their jurisdiction and they may either
authorize sub-divisional officers to obtain money from
the treasuries within the jurisdiction of the latter by
drawing cheques or place them in funds by means of a
fixed imprest or by transfer of cash from the divisional
cash chest.

134. The appropriation of departmental receipts
to expenditure in the department is strictly prohibited
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pt in ttie cases provided for in paragraph 152. See
aph 21 of Volume V of the Handbook,

~ 135. Sub-treasuries are collecting depots and not P.W.A.C.
bursing treasuries, but to meet the convenience of **!"

5 of the department it has been arranged that funds

red for disbursement may be obtained by means of

ques drawn on sub-treasuries subordinate to a trea-

pry with which a disbursing officer has been placed in

ount. See also paragraph 63 of Volume V of the
ndbook.

'm—The ferm ‘‘treasury’’ as used tb.rou_ghout this volume inclndes the

reasury, unless the contrary is evident from the context, :

136. The procedure prescribed for accounting for P.W.AC.
h obtained from treasuries on bills for pay and allow- 3%

ces of establishment not charged directly to works
detailed in Chapter XXI. Undishwrsed balances
cash thus obtained may be kept in departmental cash
sts, but they should not be mixed up with the regular
h balances of the department, accruing from money
ined on cheques, which are dealt with and accounted
in accordance with the rules in the following para-
phs. :
37. Without making previous arrangements P.W.A.C.
gh the Principal Auditor no officer is authorized to ™™™
cheques on a treasury situated outside the limits

the Province, even though his own jurisdiction may

d beyond those limits.

138. When for the convenience of work, it is P.W.A.C.
sary that the divisional officer or any of his sub- 13¢

e disbursing officers should be authorized, either
onally or as a standing arrangement, to draw
ques on a treasury situated outside the limits of the
sion, such an arrangement may be sanctioned by the
rincipal Auditor on the recommendation of the
perintending engineer. Similarly, the divisional offi-

, may, if necessary, specially authorize any of his
ivisional officers to draw cheques on treasuries
juated outside the jurisdiction of the latter but within
limits of the division.

5 rule is intended to be applied with special care and only fo eases

‘real pecessity. Payments lo contractors should, as far as conveniently

ble, be made by cheaiies on the nearest treasury and a stipalation to
effect that payments shall be so made should be inserted in the contract

ent wwhere pecessary «
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II—Limits on sub-divisional officers’ drawings

139. " If the divisional officer considers it necessary
for the maintenance of efficient control over the dis-
bursements of his division, to set a monthly limit on the
drawings of any of his sub-divisional officers, he may do
30, fixing either a standing limit or a fresh limit either
every month or whenever necessary. All such limits
may be raised or lowered subsequently. Intimation of
every limit when fixed or changed should be sent both
to the sub-divisional officer and to the treasury officers
concerned.

1. For this purpose, the divisional officer may require the sub-divisional
officer to submit, by a convenient date, an estimate of his probakle require-
ments in a suitable form,

_9. _The limit when fixed should be for the account month of the sub-
division and the dates of the commencement and termination of the month
must be specified in the intimation to the treasury officer.

3, At the option of the divisional officer, the limitation may not be
intimated to the treasury officer, if the check exercised by the divisional
accountant over the sub-divisional cash accounts, after the expiry of the
month, is considered sufficient for the rurposes of the divisional officer. Ses
paragraph 100.

ITI—Cheques

140. Petty sums under ten rupees should not be
paid by cheques.and for the disbursement of these and
other charges which naturally are paid in cash, e.g.,
the wages of labourers and of establishment charged
directly to works, and value-payable postage, it is per-
missible to draw money from time to time from the
treasury by cheques to replenish the cash chest. Whether
there be a guard or not, disbursers must draw cheques
for the minimum of cash actually required to meet
current disbursements, and if it is found at any time
that the balance in hand, is larger than is required to
meet the anticipated expenditure of the next month, or
of the next fifteen days if the treasury is not situated
at an inconvenient distance, the surplus should be
returned into the nearest treasury.

141. In drawing cheques (Form No. 6) drawing
officers should be guided by the general rules laid down
in Chapter IIT of Volume V of the Handbook. The
special rules applicable to the department are set forth in
paragraphs 142 to 147. .

142. Before a cheque book is brought into use, all
the cheque forms in it should be marked by a distin-
guishing letter. Cheques drawn by a disbursing officer
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on any treasury should be distinguished by a different
letter from those drawn by other disbursing officers of
the division on that treasury and also from those drawn
by himself on any other treasury.

143. 1In the case of sub-treasuries the advice of P.w.A.C.

the number of the cheque book to be used (vide paragraph 140

56 of Volume V of the Handbook), should ordinarily be
sent through the district treasury; but in ecases of
urgency, it may be sent direct to the sub-treasury, a
copy being forwarded simultaneously to the district
treasury. :

144. In the Buildings and Roads Branch of the
department where sub-divisions have been abolished, a
divisional officer may authorize one or more assistant
executive engineers or assistant engineers or sub-
engineers in charge of sections to sign cheques on his
behalf subject to the following conditions :

(1) Tt is left entirely to the discretion of the
divisional officer to make the delegation or not, to
make it for an indefinite or a definite pericd, and to
prescribe any limit on the drawing power of the
authorized officer or not.

(1) When a gazetted officer is given powers to
sign cheques, specimen signatures and the notice
of the delegation must be sent to the treasnry officer
concerned.

(1i1) It must be remembered that the delegation
shall not in any way lessen the responsibility placed
upon the divisional officer by the standing rules and
regulations.

145. 1If a limit has been set by the divisional

the provisions of paragraph 139 the limit preseribed for
the drawings on each treasury during a month should
be entered on the reverse of the counterfoil of the
cheque book for that treasury before any cheques are
drawn during that month, and the sub-divisional officer
should watch that the limit is not exceeded, by deducting
from it, on the reverse of the counterfoils, the amount
of each cheque as it is drawn. The undrawn balance
at the close of the month should not be carried forward
to the next month.

In the ahsenee of a monthly limit on his drawings, the drawing officer
should record on the reverse of the counterfoil of each cheque the amount

: e ,W.A.C.
officer on the drawings of a sub-divisional officer under 141.
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of the next cheque drawn and the total of the drawi.n%s during the month,
and carry forward their total to the next counterfoil, thus enabling himself,

from time fo time, to exercise an independent check on the postings in
his book.

146. If the currency of a cheque should expire
owing to its not being presented at the treasury for
payment within three months from the date of its issue
(vide paragraph 62 of Volume V of the Handbook), it
may be received back by the drawer who should then
destroy it and draw a new cheque in lien of it. The fact
of the destruction and the number and date of the new
cheque should be recorded on the counterfoil of the old
cheque, and the number and date of the old cheque
that is destroyed should be entered on the counterfoil of
the new one. The fact of the new cheque having been
issued should be entered on the date of issue in red ink
in the cash book but not in the column for pavment, a
note being made at the same time against the original
entry in the cash book.

= F?;e pﬁo::gmkfelstmg fo lost cheques, see paragraph 65, of Volume V

147. When it is necessary to cancel a cheque, the
cancellation should be recorded on the counterfoil, and
the cheque, if in the drawer’s possession, should be des-
troyed. If the cheque is not in his possession, he
should promptly request the treasury officer to stop
payment of the cheque and, on ascertaining that pay-
ment has been stopped, he should write back the entry
in his cash book by exhibiting the amount of the cheque
as a minus figure on the payment side in the “‘Bank
or treasury’’ column. A counter-reference should be
given in the cash book, against the original, to the
second entry of the cheque. A cheque remaining un-
paid from any cause for twelve months from the date
of its issue should be cancelled and its amount written
back in a similar manner.

D-—_RECEIP’I‘ OF MONEY
I—Account Procedure

148. When money is received by a government
servant on behalf of Government, it should at once [)e
brought to account in the cash book and a receipt in
form no. 1 of Volume V of the Handbook, should invari-
ably be granted to the payer. If, however, the amount
be realized by recovery from a payment made on a bill
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~other voucher setting forth full particulars of the de-

n a receipt should be granted only if specially
red by the payer but the fact of the recovery having
n made by deduction from the payment voucher
ild be clearly recorded on the receipt. Sec also rule

to gn:'agraph 145.

- lwqmttnnca for private cheques and drafts on local banks
ad under proper authority (vide paragraphs 25 and 26A, of volume
the Handbook) should not be given to the payer until they have heen

ipt in form ne. 1 of volume V of the

Before an officer signs & recei
k, for cash actually recmveg by him, he should see that receipt
‘money has been duly recorded in his cash book, and in token of this

k the entry in the cash book should be initialled and dated at the same

As an exception to the rule in this paragraph, earnest money
| from and returned to contractors on the same day fhe tcnders .

i, need nobt pass through the divisional aceounts provided that the

3 concerned are required to give a stamped receipt for the money in

mﬁa of tenders maintained in the divisional office and that the regis-

 to that extent treated as g subsidiary cash book and conseq: leﬂ“) as an

form,
The total gross receipts and payments recorded in the subsidiary

ik in full detail in accordance with the above rule should be shown

e items without any details at the foot of Public Works Department

78/79 to be sent to the Accountant General.

~procedure laid down in paragraph 438 of Manual of Orders,

and Roads Branch, Public Werks Department, Uttar Pradesh, wi'l:

be followed with regard to the accounting of sale- proceeds of

ierms in the Building and Roads Divisions.

Receipts in form no. 1 of Volume V of the p.w.Ac.

dbook, can be issued by divisional officers, sub- 145
ional officers, and other government servants
cially authorwed by Government. All persons regu-
y or frequently receiving money on behalf of Gov-

ent should keep a cash book in form no. 1.
the Trrigation Branch divisional accountants are authorized to
receipts in form no. 1 of volume V for umounts not exceeding Rs.500
h case and ziladars in vernacular (I. B. form no. 69V) for “amounts
d by grhem in accordance with the rules coniained in the Irrigation
of Orders.
In the Buildings and Roads Branch each cashier of a d.rv.hmnn! office
‘a head clerk of a district offics is provided with receipt bocks with foils -
duplicate and he is authorized to grant receipts for the sums received
him. But he should have each receipt issued by him conntersigned by
ted officer, who will also initial the entry in the cash book. But if
gazefted officer, is present in- the headquarters, the cashier should on
of the first gazetted officer to headquarters, get the duplicates of
receipt book and the entries in his eash-book ‘initialled by him. The
officer should at the time he verifies tha cash chest balance
that the entries of all receipts in the cash-book have been initialled
gazetted officer.
‘I‘ha diiplicate copies of receipts should be 1nade out by nsing carbon
- of the double-sided variety in order that there may be ecarbon
essions on the reverse of the original receipt 'as well as on the obverse
duplicate, ; :
50. If a government servant who is not in charge Phblazes

_cash book receives money on behalf of Government
exceptional times, he should not mix it up with the

Catar:



(i 46 )
150—152] PUBLIC WORKS ACCOUNT RULES [cHaP. Vi

imprest or any other cash in his charge, but pay or
remit 1t, at the earliest opportunity, to the nearest officer
having a cash book or direct into a treasury, accom-
panied by a chalan in duplicate (vide paragraphs 31 to
33 of Volume V of the Handbook). The acknowledg-
men.t of the treasury (with an intimation of the full
particulars of the receipt including the date of its
realization) should be forwarded immediately to the
next superior officer having a cash book, to enable him to
make the necessary entries therein. The record of the
transaction will be in the correspondence and not in the
mmprest account of the receiving officer.

151. In Buildings and Roads Branch of the depart-
ment upper or lower subordinates or overseers of the
subordinate engineering service are also authorized to
issue receipts with foils in triplicate in form no. 3,
whenever money is received by them on behalf of Gov-
ernment. The money thus received, should he deposited
In the nearest treasury or the divisional or sub-divisional
cash chest, whichever is nearer, within three days of its
receipt. The subordinate granting the receipt should
send with the treasury chalan or cash, as the case may
be, the duplicate of that receipt to the cashier of the
divisional office or the head clerk of the district office,
who will in turn issue to the subordinate a receipt in
form no. 1 of Volume V of the Handbook for each
duplicate sent.’ The cashier or the head clerk will
paste the subordinate’s duplicate against the duplicate
of each receipt granted to the subordinate and the sub-
ordinate will paste against the triplicate copy of each
receipt issued by him the cashier’s or head clerk’s
receipt. The triplicate copies of receipts issued by the
subordinates will be examined and initialled by the
assistant engineer on each visit. The divisional officer
should see that this is regularly done and should in
token of his examination initial the triplicate copy of

the last receipt issued.

Nore—The receipt books will be supplied with foils in triplicate. Copies
will be made omt by using carbon paper of the donble-sided variety in
order that there should be carbon impressions on the reverse of the original
receipt as well as on the obverse of the duplicate and triplicate.

IT—Disposal of Receipts
f;g.n.c. 152. Cash realized by officers of the department
should be paid, as soon as possible, into the nearest

treasury, for credit as miscellaneous receipts of the
department. Should a divisional officer or sub-divi-
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officer, however, require to make use of cash
ipts temporarily for current expenditure, he may

instead of obtaining fresh cash by cheques: but
the end of the month he must send to the treasury
ue for the amount thus utilized, drawn in his
vour and endorsed by himself with the words
eived payment by transfer credit to the Public
Department.””’

¢—This rule does mot apply to receipts realized by short. payment
3 or other vounchers,

E—PAYMENTS
I—Manner of Payment

‘%. All payments which officers authorized to T
cheques have to make, should, as far as possible, '*
ade by cheques; but see also pa,r&gmph 140.

54. It is permissible to make payments to sup- P.W.A.C.
f stores by obtaining remittance transfer receipts 1%

m the district treasury in accordance with the rules
paragraph 323 of Volume V of the Handbook.

ittances for such purposes of amounts less than

.25, for which remittance transfer receipts cannot be

by treasury officers, may be made by postal money

or at Government cost.

ore—Regarding the procedure for making payments for purchases made
Umted Kingdom, see rule 8 of Appendix X of Volume V of the

b 155. As a rule no cheque should be drafn until P.W.A.C.
it is intended to be paid away and cheques drawn in ?
~favour of contractors and others should be made over
to them by the disburser direct; but the dishurser may
}e assisted in making dlsbursements by a cashier
opointed for the purpose under paragraph 129. The
occasional delivery of cheques through a subordinate
ma:y be permitted at the discretion and on the responsi-
bility of the disburser. In such cases the subordinate
should make no entry in any accounts which he keeps,
as a payment made by cheque should appear in the cash
“account of the disbursing officer who draws tle cheque,
~and the subordinate’s record will be in his correspon-
“dence.
1. In the Buildings and Roads Branch of the department, divisional

officers who are unable to hand gver cheques directly to the contractors con-
~cerned may if so desired by the oontmctors send them by registered post.

2 Tt is a serious irregularity to draw cheques and deposit them in the
‘cash chest at the close of the year for the purpose of showing the full
amount of grant as utilized.
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3. For rules regarding prohibitory orders or injunetions of a court, ses
rule 4 under paragraph 50 of Volume V of the Handbook,

156. Payments due to contractors may be made to
financing banks instead of direct to contractors pro-
vided that (1) an authorization is obtained from the
contractor in the form of a legally valid document like
a power of attorney or transfer deed conferring authori-
ty on the bank to receive payment, and (2) the con-
tractor furnishes his own acceptance of the correctness
of the account made out as being due to him by Govern-
ment, or his signature on the bill or other claims
preferred against Government, before settlement of
the account or claim by payment to the bank. While
the receipt given by the bank holding a power-of-at-
torney or transfer deed from the contractor constitutes
a full and sufficient discharge for the payment, con-
tractors should wherever possible, be induced to present
their bills duly receipted and discharged through their
bankers.

IT—Vouchers

157. General instructions regarding the prepara-
tion and completion of vouchers are given in Chapter
IIT of Volume V of the Handbook. The following
supplementary instruction should also be observed :

The disbursing officer is responsible that the full
name of the work as given in the estimate (and other
particulars specified in paragraph 423) or the head of
account to which the charges admitted on a voucher are
debitable, or to which the deductions or other credits
shown in the voucher are creditable, is clearly indicated
on it in the space provided for the purpose or in some
prominent position.

F—REMITTANCES TO TREASURITES

158. The officer in charge of a cash book should
keep a treasury remittance book in form no. 4, in which
he should enter all his remittances to the treasury as
they are made; vide paragraphs 150 and 152. This
book should accompany the cash.

Remittances made to the .Bank of cheques paid in as Public Works
receipts should be entered in the remittaffte book, but in the place for
the treasury receipt should be entered *‘By Bank cheques” and the book
need not be sent with the remittance, provided that the cheques are always
endorsed as prescribed in paragraph 152.
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G—CASH ACCOUNTS

I—Cash Book

(a) UPKERP

An account of their cash transactions should be ;g *€
ained in the cash book, form no. 1, by all govern-
t servants authorized, as a regular arrangement,
ceive money on behalf of Government, as well as
those entrusted with making disbursements out of
received by them in transfer from the divisional cash

t or obtained by drawing cheques on the treasury.
ernment servants entrusted with fixed imiprests or
rary advances should maintain and render accounts

eir disbursements in imprest cash account, form

- The cash book is one of the most important F.W.A.C-
records of the department. The detailed ins- =

ons prescribed for writing it up are given in the

on form no. 1, and disbursing officers are required

ve them strictly in practice.

(b) Barancing

1. The cash book must be halanced on the date fégv.n.c-
ibed for closing the cash account of the month,
‘when the fransactions are numerous, a weekly or
daily balance is recommended, and it is advisable

t the cash whenever a balance is struck. or at
ent intervals, as this affords an independent

on the accuracy of the postings. The results of
intermediate counting should be recorded in the

of a note in the body of the cash book (column 8),

ot to interfere -with the up-to-date totals: the

| balance of cash in the chest should invariably be

in the note both in words and figures, and the
ding balances of imprests and temporary advances

d be taken into consideration when certifying to
accuracy of the cash chest halance.

’fﬁﬁsimn to which a cashier is attached, all entries in the ecash-booi
r relating to receipts or to expenditure, must be made hv him, but
d be reviewed by the divisional accountant, before the accounts
month have been closed to see that the claseification has been
v noted.

~

(¢) RectiricaTioN oF FRRORS

= _An erasure of an entry once made in the cash p.W.AC.
s strictly prohibited. TIf a mistake has been made 159
is discovered before the copy of the cash book
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has been submitted to the divisional office, 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 officer should initial
every such correction and invariably date his initfials.
When the mistake is discovered too late for correction
in this way, an intimation of the necessary corrections

should at once be sent to the divisional office. .

accompanied by a proposed transfer entry if necessary.
Except as indicated above, no correction of an entry
once made in his eash book should be made by a sub-
divisional officer, unless anthorized by the divisional
office to do =o.

The same principles should be observed 1n correcting errors noticed
in the divisional cash book. TIf the accounts of the month have Leen closed,
no corrections of errors in amount, clasgification, or name of work, should
be made in that book. A suitable remark in red ink (quoting reference to
the correction in accounts) should, however, be recorded against ihe criginal
erroneous entry.

(d) VERIFICATION

163. The disbursing officer is required to check
all the entries in his cash book as soon as possible after
the date of their occurrence, and he should initial the
hook, dating his initials after the last entry checked.
The cash book should bé signed by him at the end of
the month and such signature should be understood as
fixing responsibility for all the entries of the month
inclusive of the closing balance.

1{.1 The following are the more important details of the verification to be
made: :

The disbursing officer ghould—

(1) compare each entry of paymept with the pross cmount
chargeable as shown in the connected voucher, seeing, at the same
time, that it bears (i) a payment order recorded by himself or the
divigional officer, and (ii) the certificate of disbursement signed by
himself or by an authorized subordinate, and ticking off each voucher
ag it is passed;

(2) see, whilst examining the postings of wvouchers on the pay-
ment side, that all deduetions shown in the vouchers (other than
deductions creditable to the head of account or work to which the
payment relates) are posted as receipts on the receipt side of the
cash book;

(8) verify the totalling of the ecash book or have this done by
some Erincipsl subordinate (other than the writer of the cash book)
who should initial (and date) it as correct; and

(4) verify the total of the postings in the “‘Bank or treasury"
column on the payment side by reference to the memoranda
recorded by himself on reverse of the counterfoils of clieques.

164. The actual balance of cash in each chest
should be counted on the last working day of each month
{i.e., immediately after closing the casb account of the
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month under parsgraph 161,) but where this is not pos-
sible, the cash balance may be counted on the first
working day of the following month before any die-
bursement is made on that date. A staternent of the
details of the actual balance should be prepared in form
no. 5, and a certificate of the count of cash specifying
both in words and figures the actual eash balance
(exclusive of imprest and temporary advances), should
be recorded below the closing entries in ‘the previous
month’s cash book. This certificate should be signed
by the disbursing officer who should invariably date his
signature.

Should it mot be possible for the disbursing officer, owing to his aksence,
to make the count on the dates prescribed in this paragraph, he sheuld
do 3o at the earliest opportunity, recording the reasons for the delay on
the cash halance report.

165. Whenever, on the contents of the cash chest
being counted the balance as per cash book is found to
be incorrect, it -must, unless the error can be detected
and set right at once under paragraph 162, be rectified
forthwith by making the necessary receipt or payment
entry “To cash found surplus in chest’” wunder
Deposits, or ““‘By cash found deficient in chest’” under
Miscellaneous P. W. Advances, as the case may be.
The administrative action to be taken on the occur-
rence of a deficiency must depend on the nature of each
case.

IT—Imprest Account

166. An imprest is a standing advance of a fixea
sum of money given to an individual to enable him to
make certain classes of disbursements which may be
entrusted to his charge by the divisional officer or the
sub-divisional officer. The amount of an imprest
should be kept down as far as possible to the amount
actually required for current expenses and must nof
exceed Rs.1,000 in any case, without the special sanc-

“tion of the local Government.

167. Tt should be borne in mind that the imprest
system is only suitable in cases where small payments

have to be made by single individuals. TIn cases where

“heavy payments have to be made, the dishurser should

be furnished with a cash book and supplied by the divi-
gional officer with such funds as may from time to time

P.W.AC.
182,

P.W.AC.
163.
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be required and this course should invariably be fol-
lowed where an imprest within the limit of Rs.1,000
is found to be insufficient.

168. Imprest should be entrusted to those mem-
bers only of the temporary or work-charged establish-
ment of whose character the divisional or sub-divisional -
officer has had opportunity of judging favourably. In
the case of any irregularity, the divisional officer will be
held responsible that all requisite precautions have been
taken. Tmprests can only be given with the express
sanction of the divisional officer.

169. The account of imprest cash should be kept
in duplicate in accordance with the instructions print-
ed on form no. 2, imprest cash account. The counter-
foil should be retained by the imprest-holder and the
original, supported by the necessary vouchers, should
be forwarded to the officer from whom the imprest is
held, whenever the imprest-holder finds it necessary to
have the account recouped. or it is proposed to increase
or decrease the amount of the imprest or to close. the
account altogether. The account must, in any case,
be rendered so as to reach the officer from whom the
imprest is held, in time to enable him to incorporate the
account in his cash book before it is closed for the
month on the date fixed for the purpose.

170. The recouping officer should examine the
imprest cash account and the supporting vouchers,
initial and date the vouchers in token of approval and
by a formal pay order (vide paragraph 49 of Volume
V of the Handbook) recorded on the account authorize
the recoupment, enhancement, reduction or closing of
the imprest, as the case may be. The account should
then be abstracted and incorporated in the cash book in
the manner prescribed in notes on form nos. 1 and 2.

Should any item in an imprest account appear fo the recouping officer
io be open to objection, the imprest should nevertheless be recouped in
full. and the item under objection should be classified under the head
“'Miscellaneous P. W. Advances’ for watch under that account until either
the objection iz removed or the amount is made good by the impreat-helder.

171. The imprest-holder is responsible for the
safe custody of imprest money and he must at all times
be ready to produce the total amount of the imprest in

vouchers or in cash.
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III--femporary Advance Account

172. When a disbursing officer makes a remittance TS
to a subordinate officer to enable him to make a number
of specific petty 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 the same way as an imprest.

- The account of a temporary advance should be closed as

soon as possible.

This rnle applies also to cash taken out of the chest by the disbursing
oficer himself for making payments at a distance.

H—CHEQUE BOOKS AND RECEIPT BOOKS

173. Cheque books in the prescribed form required p.w.ac
by divisional and sub-divisional officers authorized to 168
draw on treasuries and sub-treasuries are obtained by
them from the district treasury concerned, wide para-
graph 54 of Volume V of the Handbook. Receipt
Books in form no. 3 of this volume and form no. 1 of
Volume V of the Handbook are similarly obtained by
them from the treasury of the district within which
their respective headquarters are situated.

174. Cheque (or receipt) books should on receipt P.W.A.C.
be carefully examined by the divisional or the sub-divi-
sional officer concerned who should count the numiber of
forms contained in each and record a certificate of count
on the fly-leaf.

175. Counterfoils of nsed books should be returned f?‘: AL

promptly to the divisional office for record.
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CHAPTER VIII
STORES
A—INTRODUCTORY
I General

176. The general administration of all the stores r.w.A.c.
division is vested in the divisional officer on whom 171

rily devolves the duty of arranging in accordance

| the rules in this chapter and with any general

of the loeal Government for the acquisition,

7, distribution and disposal of stores.

« The stores of the department are divided into ¢c.p.w.c.
lowing classes, viz. (i) Stock or general stores, 121-
s and plant, (ili) Road metal and (iv) Materials
direct to works. The divisional officer is res-
le that proper arrangements are made throughout
ion for the custody of stores and for their pro-
from deterioration and fire, while, unless there
ers to the contrary, the oﬂ:"lcer in charge of a sub-
18 responsible for the correctness of all the stores

' Buildings and Boards Branch where there are no sub-divisions,
vy rests with assistant engineers atfached to divisicns, who

charge of particular godowns.
Every government servant is bound to take pw.p.c.
departmental stores which. from the death or 346.
e of the person lately in charge, or trom any
e, may be left at or near his station without
protection.
II—Acquisition of stores
(a) PurcHASE OF STORES
_-(1) Stores (other than tools and plant)

Stock, road metal and other materials required £ A
ary course for the execution of sanctioned '
, subject to the provisions of the rules for the
articles for the government use. (see Appendix
o Volume V of the Handbook), be procurea on
ility of the divisional officer without speelab
;, though the superintending engireer’s
should be obtained to the measures proposed
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for the purchase of stock in large quantities. If the
stores are to be manufactured, a separate estimate for
their preparation may be required, as laid down m
paragraph 181. The restrictions imposed by the rules]
for the supply of articles for the government use (see
Appendix XVIII to Volume V of the Handbook) do not
apply to purchases made by or on behalf of Indian States,
municipalities or local funds, excepting when the stores
purchased are paid for from revenues of the Frovince
on behalf of the Government or from funds advanced
by the Government; in the latter circumstances, how-
ever, the provisions of the rules in question need not
apply, provided the Government so direct. When a
Public Works Department officer carriés out a work for
any of the local bodies referred to above, the said rules
shall apply, except when the local body specially desire
to have the stores purchased otherwise, and the local
Government have accorded their approval thereto. - All
purchases of stores should be made in accordance with
the Stores Purchase Rules, issued by the local Govern-
ment. (See Appendix XVIII, Volume V of the Hand-
book).

The purchase of stores or materials far in advance or in excess of require-
ments g likely to resnlt both in direet and indirect losses to the Govern.
ment and should be avoided.

(12) Tools and plant

W.D.C. 180. The articles comprised under the head ‘‘Tools
and plant’’ can only be purchased or manufactured on
estimates sanctioned by competent authority, with the
exception of purchases or manufactures not exceeding
Rs.500, for which estimates are not required.

(b) MANUFACTURE

P.WD.C, 181. The manufacture or collection of material in-
- volving an outlay of Rs.1,000 or upwards, must, in all
cases, be covered by an-estimate showing the proposed

outlay and the material to be received.

182. If the material be for a work already duly
sanctioned, or for reserve stock within the sanctioned
limit for the division, the estimates will merely require
the approval of the superintending engineer, but in all
other cases the estimate must be duly sanctioned by
competent authority, as though for an original work.

—
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II11—Reserve of stock

183. To avoid the delay that might occur in manu-

ing and procuring various materials, stores may
collected and kept in reserve. As these stores can-
 be debited at once to any specific work since it is
known on which work they may be used, they are
ccounted for in a suspense account of stock.

- 184. Ordinarily, materials should be purchased
~ only for works in progress, and no reserve of stock should .
kept except with the specific sanction of, and to the
ney limit preseribed by, the local Government. 1f
- such a reserve has been sanctioned, the divisional officer
- I8 uuthorized, subject to the approval or sanction of the
mate therefor where required by the provisions of
agraph 182 to purchase or manufacture stock to an
~ extent sufficient to keep it up to that limit. The fixed
money limit should be kept at the lowest point
compatible with efficiency, and the stock returns of
~ divisions should be carefully scrutinized by superin-
‘tending engineers, from time to time with reference to
this point.
- I'V—Disposal of stores

W (a) Loss OF STORES

~ 185. All losses of stock should be immediately in- Joi-W-¢-
- vestigated and steps taken to obtain the sanction of com-
- petent authority to their write-off, if necessary. See
‘also paragraphs 82 and 82B of Volume V of the Hand-
~ book.

-~

- Nore—In fhe case of serious losses the divisional officer should hold o
departmental enquiry and record the evidence and his findings thereon,
including a finding as regards the responsibility and culpability of the

186. An-immediate report of the loss of stores 9‘,’53 ShS

must also be made to the police, and all proper steps
- taken for the recovery of the property. When an %
- inquiry is held either by the police authorities or others,
- the divisional officer must, in cases where he is not him-
- self authorized to write-off the value of the property,
obtain and forward, as soon as possible, to the superin-
tending engineer, a copy of the proceedings.
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_(b) BALE OF STORES
(i) General
187. When stock materials are sold to the publie
or other departments an addition of 10 per cent. must
be made to cover charges on account of supervision, stor-
age, and contingencies. This addition may, however,
be waived by the officer empowered to sanction the sale
in the case of surplus stock which, in his opinion, would

otherwise be unsaleable. See also paragraph- 603.
Nore—(1; The overhead charges received under this paragraph should not
be treated ns receipts on account of stock, but as revenue receipts, or
receipts on capital account, as the case may be.
Nore—(2) Sale of.any matena‘lq from P.W.D. stores to any employee
of the P.W.D. or to any of his relatives or dependents without the specific
sanction of Government is irregular.

(1) Surplus and unserviceable stores

188. When any serviceable stores, including tools
and plant except those instruments which are return-
able to the Survey and Mathematical Instrument Office,
have been declared as surplus to requirements by com-
petent authority, they should at once be reported by the
divisional officer to the Stores Purchase Officer, United
Provinces, for notification in the Stores Purchase Sup-
plement to the United Provinces Gazette. 1f the noti-
fication does not result in a sale to a member of the
public or in transfer to another department within six
months from the date of publication, the surplus stores
shall be survey-reported and disposed of in accordance
with departmental rules.

189. When stores of any kind become unservice-
able, a report thereof should be made in form mno. 18.

- This should be done at once on discovery of the fact.

190. Except as provided in paragraph 187, no
stores may be sold otherwise than by public a.uctlon,
without the permission of the superintending engineer.
Commission, which should ordingrily not exceed 5 per
cent., may be allowed to the auctioneer, not being a
departmental subordinate, but no commission can be

‘allowed on private sales.

No1es—(1) When stores are sold by auction, a responsible officer or
subordinate should attend and record the final bids, in ordar that the sale

“accounts rendered by the auctioneer may be checked.

(2) Only the net sum received from the auctioner for sale of stores after
deduction of his commission should be credited as sale-proceeds to the
revenues of the Province.

191. Ordnance stores not required by officers of
the department must Ve returned by them into the
nearest magazine.
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V-—Mathematical instruments

192. All new instruments required for the depart- g
~ment, which have been provided for in a sanctioned
male, should be obtained by indent from the Mathema-
tical Instrument Office, Caleutta. A normal scale of
Mathematical instruments is sanctioned for each divi-
sion or circle. Instruments must not be indented for in
excess of that scale without the sanction of the superin-
tending engineer if the excess is not more than Rs.100
or of the local Government if the excess is over Rs.100.

An estlma.te is required if the cost of the instruments
required exceeds Rs.500. All indents on the Mathema-
1 Instrument Office should be countersigned by the
intending engineer accompanied, if the amount
ds Rs.500, by a certificate to the effect that the
pply of the article detailed therein is covered by a
ctioned estimate. The specific reference numbers of
- instruments shown in the price list of that office
uld always be quoted on all indents. Instruments

ring repair should ordinarily be sent to the Mathe-

cal Instrument Office, Calcutta, or to the depot
m which they were supplied for the purpose, unless
is any government workshop more conveniently
ted where the repairs can be properly executed, or
cases of urgency, when the work may be entrusted to
a M firm. -

- Surveying and mathematical instruments should not
stocked in excess of requirements and surplus instru-
should be returned either to the Mathematical
trument Office, Calcutta, or to the depot from which
y were obtained.

e Stores Purchase Officer will make arrangements
accordance with the Stores Purchase Rules for the
ly of mathematical and drawing instruments snch
ving boxes, levelling staves, chains, straight
. set squares. efc. which are manufactured in India
e the samples have been approved by the chief
sers of the two branches of the department.

ng and mathematical instruments in his division
perly cared for. Any injury to the instruments
o neglect or carelessness should be made good at the
e of the officer or subordinate responsible for the

PWM

The divisional officer is responsible that the 1513, s
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VI—Storekeepers

194. A storekeeper is appointed with the sanction
of the competent authority if the charge of stores is
sufficiently large. His duties will be confined to the
custody, preservation, and issue of the stores under his
charge, and to keeping the required returns relating to
them and he will have nothing to do with the disburse-
ment of cash, the supply of materials, or thé prepara-
tion of bills.

VII—Accounts of stores—General

195. Government servants entrusted by the divi-
sional officer with the care, use, or consumption of stores
are responsible for maintaining correct records and pre-
paring correct returns in respect of the stores entrusted
to them.

196. All transactions of receipts and issues should
be recorded strictly in accordance with the rules, in
the order of occurrence and as soon as they take place.
Fictitious stock adjustments are strictly - prohibited,
such, for example, as (1) the debiting to a work of the
cost of materials not required or in excess of actual
requirements, (2) the debiting to a particular work for
which funds are available of the value of materials
intended to be utilized on another work for which no
appropriation has been sanctioned (3) theswriting back
of the value of materials used on a work to avoid excess
outlay over appropriation, etc. Any breach of this rule
constitutes a serious irregularity, which will he brought
prominently to the notice of the local Government by
the Principal Auditor.

197. (a) The accounts of stores are based on the
fundamental principle that the cost of their acquisition
should be debited to the final head of account concerned
or the particular work for which they are required, if
either of these can be determined at once; otherwise it
should be kept in a suspense account pending clearance,
as the materials are actually issued, by charge to specific
heads of account or works.

(b) In accordance with this general rule, the cost of
the supply of all stores required as tools and plant for
the general use of the division, is debited at once to
the minor head ‘‘Tools and plant’’, subordinate to the
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najor head under which such charges of the division
classified; and special items of tools and plant which
required not for general purposes but for a specific
k are charged off to that work. See also para-
phs 1 and 4 of Appendix V.,

(¢) Similarly, all road-metal required for the main-

ance of a road or section of a road is charged at once
‘the minor head ‘‘Repairs’’ (communications) under
¢ major head concerned, against the estimate sanc-
oned for the collection of it, and when road-metal is
acquired specially for use in the construction of a road
W other work, its cost is debited to the estimate for such
eonstruction. :
(d) In the case of other materials, when purchases
made for the requirements of works generally, the
1s accounted for under the suspense head ‘‘Stock’’
ule paragraph 184). Materials purchased svecially for
work are, however, charged to that work.

- 198. The four classes of stores enumerated in
aph 177 thus fall into two distinet categories as
wn below :

1" Stores charged to suspense— .
{i) Stock.

(@) Stores finally charged off—

(ii) Tools and plant.

(i) Road-metal,

(iv) Materials charged to works.

199. With certain exceptions [vide paragraphs
and 475(c) | a numercial or quantity acconnt of
ipts. issues,and balances has to be maintained for all
es, even though finally charged ,off, with a view to
mtrol the balances efficiently until the stores are finally
osed of either by consumption on works or other-
This quantity account has further to be
neiled periodically with the value accounts, except in
e case of tools and plant and road-metal. The rules
this chapter are framed on the principle that, as far
ossible, the initial records of all stores, as also the
refurns of sub-divisional officers and assistant enginecers
ould take account of quantities only, and that the
lue accounts should be maintained in the divisional

ing for coaltar, pitch, and asphalt which are required for road
for maintenance estimates and for minor estimates for renewal
for proprietary road surfacings will be carried out in the same way
case of road metal, i.e. as in paragraph 197(c) and this paragraph.

P.W.A.C
175..

P.W.A.C.
176.
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B—STOCK
I—General

200. The stock of a division is sometimes kept in a
single godown or yard in the charge of a storekeeper
or other officer, or each sub-divisional officer or assist-
ant engineer may have a separate stock in his charge,
either at his headquarters or scattered over the division
or sub-division in the direct custody of subordinates or
other sectional officers. Again, the stock, although
scattered over the entire division, may be in the general
charge of a single official and the sub-divisional officers
may merely indent upon him, the official  concerned
keeping all the accounts. The rules prescribed below
will apply whatever be the arrangement in foree in the
division.

Tn the Buildings and Roads Branch of the department, the functions

of u sub-divisional officer as laid down in the following rules will generally
be performed by the assistant engineer in charge of the godown.

201. Stock accounts may be maintained in a sub-
divisional office, even though the officer in charge is not
authorized to keep a cash account in form no. 1. A
separate ,account should be kept in the divisional office
of any stock which is directly under the charge of the
divisional officer or of an officer under his orders and
not under the orders of a Sub-divisional officer.

IT—Quantity Accounts
(a) RECEIPTS
202. Materials pay be received on stock from the
following sources : :
(a) Suppliers,
(b) India Store Department, London,

(¢) Other sub-divisions, divisions, or depart-
ments (including government workshops),

(d) Manufacture, and
(e) Works, buildings, ete.

In all cases there should be proper authority for the
receipt, by the storekeeper or the sectional officer con-
cerned, of materials to be brought on stoek. This
authority should be given in writing by the divisional
officer or, if so authorized, by the sub-divisional officer.
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203. All materials received should be examined
and counted, or measured, as the case may be, when
delivery is taken. The record of the detailed count
or measurement should be kept in the measurement

_book in the manner prescribed in paragraphs 434 and
435, and the total number or quantity received should
be simultaneously entered in the register of stock
receipts, form no. 8 or 8A as the case may be. Such
acknowledgment as may have to be given to a supplier
for stores received from him can be signed only by the
divisional or the sub-divisional officer. Any certificate
that the storekeeper or sectional officer concerned may
be called upon to record in respect of the receipt of stores,
for this or any other purpose (vide paragraph 214),
should be in the following form :

Received on and duly recorded in the register of stock receipts.
See also page———of measurement book no.— .

Date

(Signature.)

(b) IsSUES

204. Materials may be issued from stock for the
following purposes :

(a) for use on works either by issue to contrac-
tors or direct (paragraph 464).

(b) for despatch to other sub-divisions, divisions,
or departments,

(¢) for sale to contractors, employees, other
persons or local bodies with the sanction of the
authority competent to do.so.

They should be issued only on receipt of an indent
(form no. 7) signed by the divisional or the sub-divi-
sional officer. But when a sectional officer has to issue
stock materials for the requirements of works under
himself, the use of this form is not obligatory, if the
sectional officer has been empowered to draw such
materials from his stock up to any assigned limit not
exceeding the provision made for materials in sanctioned
estimates.

1. When examining registers of stock issued and works abstracts fub-
divisional officers should see that in practice this rule is observed strictly,

‘and they shonld deal suitably with instances of unauthorized and excessive
dssues to works made by sectional officers without due cause.

9. The term ‘“‘Works" includes menufacture operalions (vide rule under
paragraph 210).
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205. Indents should be filled up carefully as all
subsequent accounting depends wupon it. In the
column ‘‘Head of account, ete.””, besides entering
the name of the account head to which the issue of
stores is chargeable, full names of divisions and offices
to which stock is to be issued and. of contractors,
employees, other persons, or local bodies to whom it is
authorized to be sold should be added in all cases in
which stores are ordered to be issued otherwise than
for the requirements of works within the division. The
last column, headed ‘‘Name of work, ete.”’, should be
filled in only when the stores are required for works
within the division, and in such cases the full name of
the work as given in the estimate should be entered, as
well as the name of the contractor from whom the value
is recoverable (vide paragraph 464).

Nore—In the Irrigation Branch the instructions given on P. W. A Form
No. 8A regarding the prepsrstwn of indent (P. W. A. Form No. 7) should
be followed.

206. When issuing materials from stock, the
storekeeper or sectional officer should examine the
indent (form no. 7) and sign it in the space provided for
the purpose, after making suitable alterations (attested
in each case by his dated mltlals) in the description and
quantities of materials, if he is unable to comply with
the indent in full. He should then prepare and sign the
form of the invoice attached to the indent according to
the supply as actually made, and simultaneously make
an enfry in his register of stock issues, form no. 8
or 8A as the case may be. The 1ndent should be
returned at once to the indenting officer and the signature
of the officer receiving the materials should be obtained
as soon as possible, on the invoice which should be
treated as a voucher in support of the entry in the register.

1. It should be seen that the acknowledgment of materials is signed
either by the person to whom they are ordered to be delivered or despatched,
or by a duly authorized agent, This precaution is specially aecessary in the
case of issues to contractors and private persons whose acknowledgments
should set forth all the particulars mentioned in paragraph 467.

2. Rule 1 applies also to issues made to contractors by the sectional

- officer himself without the production of an indent signed by higher authority

(vide paragraph 204).

8. Tn the Irrigation Branch the instructions printed on P. W. A Form
No. BA regarding the preparation of indent (P. W. A. Form No. 7) should
be followed. _

207. When making entries in the register of

stock issues the Qtorekeeper or sectional ofﬁcer should
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pay particular attention to record in the columns

headed ““To whom issued’’ and ‘“Head of account,
etc.”’, the full particulars as given in the last two
columns of the indent or as otherwise known to him.

1. If the materials are issued for use on u work, the particulars regnired
to be entered in the coluomn ‘‘Name of work," ete., of form no. 7 (vide
paragraph 205) should invariably be given in the column “To whom issued.”

2. In the Trrigation Branch the instructions printed on P. W. A Form
No. 8A should be followed.

208. As an exception to the general rule in para- [;W-A¢
graph 196 that all stock transactions shall be shown in
the accounts as soon as they occur, issues of petty stores
by a sectional officer direct to works [wvide paragraph
464(2) ] under his supervision may be shown in the
accounts collectively once a month when closing the
accounts of the month.

1. In the case of the Irrigation Branch the issue of petty stores by a
gectional officer divect to works under his supervision should he shown when
the work done is measured vp and entered in the measurement-book or
monthly, whichever is earlier.

2. In the Irrigation Branch the instructions printed on P. W. A Form
No. 8A should be followed.

(¢) MoNTHLY ABSTRACTS OF RECEIPTS AND [SSUES

209. The receipt and issue transactions of the P.W.A.C.
entire sub-division should be abstracted monthly in a
single ‘‘Abstract of stock receipts’ (form no. 9) and
in a single “‘Abstract of stock issues’’ (form no. 10).
‘These forms should be posted from the registers of stock
receipts and stock issues, form no. 8, entries being made
only i respect of quantities.

- 1. The several transactions of the month need not be entered severally
in the abstract, it being sufficient to show, as a single transaction, the
total receipts from each source or the total issues to each account or work.
The quantities received (or issued) in each transaction should be noted in
the lower part of the abstract, against the entry of the transacti~n, in
m‘:e columns for each distinct article of stock, these columns being so
up as to group the arficles by the prescribed heads of stock. After
transactions of the month have been posted, the total receipts (or issues)
each article should be computed and noted in the column headed **Quan-
t in the upper part of the form. Nb entries need be made in the sub-
1 ﬂml office in any of the money columns in either part of the form, as
I will be filled up in the divisional office (vide paragraph 220).
2. In posting column 1 of the abstracts, those receipts and issues of
‘the month which represent transactions, the value of which is Lrought fo
- sccount in the same month through the cash book or transfer entries, should
~ be separated from transactions not so brought to account within the mnionth.
En paragraph 757.
- 8. It is left to the sub-divisional officer to make the most suitable
arrangements for collecting the information required to complete these ab-
. The registers of stock receipts and stock issues of subordinates.
d at the sob-divisional headquarters may be obtained in original,
 sforekeepers and sectional officers a: ont-stations may be required to
sh copies of their registers. Care should be taken to reconeile all
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transfers of stock between subordinates of the same sub-division, und the re-
conciled transactions connected with such transfers within the sub-division
should not appear in the abstracts of the sub-division.

4. The registers of stock receipts and stock issues maintained by
sectional officers may, if necessary, be closed a little earlier than the date
ﬁxedhfgalhhe closing of the sub-divisional accounts. See rule 1 to para-
grap :

5. In the Irrigation Branch P. W. A Form Nos. 8A, 9A and 10A
should be used in place of P. W. A Form Nos. 8, 9, and 10 respectively
and detailed instruetions printed on_these forms should be followed.

'210. When abstracting the transactions recorded
in the registers of stock receipts and stock issues, care
should be taken to observe strictly the vrescribed
account classification (vide Appendix I). Tt is not
sufficient to enter the name of the major head affected,

but the minor and sub-heads should also be stated, as
well as the additional particulars mentioned in para-
graph 207.

Although “‘manufacture” 15 a sub-head of the sfock account, issues of
stock to manufacture operations and receipts of outturn from manufacture
should be accounted for in the same way as issues to or from any other
distinet head of account, and each manufacture operation should be treaied
as a separate work. See also paragraph 63.

211. The quantity accounts of a particular month
show all quantities received or issued in that month; but
the corresponding cash payment, cash recovery, or other

-adjustment may not always appear in the divisional

accounts’ of the same month. To secure agreement
between the quantity and value accounts, receipts and
issues, the value of which cannot be adjusted in the
accounts of the month in which the actual transactions
take place, should be accounted for in the abstracts
under the suspense heads ‘‘Purchases’ and *‘Miscel-
laneous P. W, advances’ respectively. See alse rule 2
to paragraph 209.

(d) HALF-YEARLY BALANCE RETURN

212. (a) The total quantities of the receipts and
issues of each article of stock, as recorded in the
monthly abstracts, forms nos. 9 and 10, should, before
the abstracts are transmitted to the divisional office
(vide paragraph 724), be posted in the half-yearly
balance return, form no. 11, in the columng provided
for the month concerned both under ‘‘Receipts’ and
“Tssues’”. As soon as the receipts and issues of the
Jast month of the half year are posted, the eclosing
bhalances should be worked out and entered both in
column 21, “‘Closing balance carried forward,”’ of the
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irn for that half year and in column 6, ‘‘Balance
ught forward,”” of the return for the next half year.
b) A separate return in this form should be . pre-
ed for each of the half years ending September
| March, that for the September half year embrac-
nly transactions up to the date on which the
hly accounts of the sub-division are closed., The
for each half year should embrace all arti¢les
stock. e '—l‘: .f-
~ (¢) Columng 22 and 23 of the form of the return
rovided so as to give the sub-divisional and the
igional officers an opportunity of commenting on the
dition of the stores or on the rates and of noticing
5 in whieh the balances are in excess of require-
'm'ln the Trrigation Branch P. W. A Form Nos. 9A, 10A and T1A
Id be used in place of P. W. A Forms Nos. 9, 10, and 11 respectively.
! (e) CORRECTIONS

3. (@) Any errors that may be discovered in P.W.A.C
 registers of receipts and issues or in the monthly '*%
racts before the accounts for the month are closed

be set right by the sub-divisional or divisional
Such corrections should be made neatly by

g out the incorrect figures or other entries and
the correct ones above them and they should be

ed by dated initials.

eepers and sectional officers may similarly correct their respective
q!r:cﬂf:g‘ts and issues before submitting them to the sub-divisional
Mistakes subsequently noticed sheuld wnot be
eted, except in accordance with a formal transfer

. or under instrnctions received from the divisional

‘Erroneous entries noticed in a half-yearly balance
n, which has not yet been submitted to the division-
may be corrected by the sub-divisional officer
f the corresponding entries in the monthly abstracts
med, or in the previous half-yearly return, are
or have been duly set right.
TII—-Value Accounts
(a) PAYMENT FOR STOCK RECEIVED

Bills of suppliers should, before payment, s
nined and dealt with in the manner prescribed 191
aphs. 428 and 440—452." :




P.W.AC.
192.

P‘ w' A -0 .
193.

( 68 )
214—216] PUBLIC WORKS ACCOUNT RULES | “HAF. VIt

Special attention is invited to the rule in paragraph 451, the object of
which is to prevent erroneous or double claims being put forward successfully.
Btora_kea?erq and sectional officers may, if desired, be required fo verify
suppiiers’ bills before payment (vide paragraph 203), but the disbursing
officer is responsible that no payment is made wunless the -precautions:
referred to above have been observed.

215. Cash payment should not be made for stock
supplied by any government department, workshop or
depot, except in accordance with the rules in Appendix
IX of Volume V of the Handbook. When under those
rules payment for supplies made by any department of
the Government is made in cash, the claims of such de-
partment should be dealt with in the same way as those
of suppliers. In other cases the necessary adjustment of
the cost, through the remittance or other head concerned,
should be made by the divisional office in accordance
with the instructions in Chapters IX and XX, after
obtaining a verification of the claim, which should not
be certified without crossing off the connected measure-
ment-book entries with a suitable remark.

(b) RECOVERIES FOR STOCK ISSUED

(1) Issue rates

216. An issue rate is assigned to each new article:
as it is brought on stock. This rate is fixed on the
principle that the cost to be charged to works on which
the materials are to be wused should approximately
equal the actual cost of the stores and that there may be
no ultimate profit or loss in the stock aceounts. It
should provide, beyond the original price paid and the
cost of carriage, etc., for— .

(1) the expenditure on work-charged establish-

ment employed on handling and keeping the initial
accounts,

(2) the expenditure on the custody of stock,

(3) the Expenditure on the maintenance of the:
stores godown or yards, and

(4) losses from depreciation or wastage,
but shguld in no case be in excess of the market rate.

1. Tt is not necessary that the issue rate for an item should be the
same in all sub-divisions, but a uniform rate should ordinarily be preseribed
for all localities in a sub-division.

9., The issune rates should be worked ont to the nearest anna, as_far
as possible.

3. In the Trrigation Branch the issue rates should be fixed in aceordance-
with the instructions printed on P. W. A. Form No. 12A.
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217. As purchases are made or contracts for the r.w.a.c.
supply of materials are entered into, variations in cost 194
should be watched, and if these are appreciable, issue
rates may, and in important eases shall, at once be
raised or lowered, as may be necessary. Purther, when
<losing the half-yearly register of stock (paragraph 226),
All rates must be reviewed and revised, if necessary, to
Yring them within the market rates. : :
218. 1f the issue rate of an article of stock 1is p.w.ae
~ appreciably less than the market rate, the following 195.
precautions should be taken in addition to any restrie-
tions on sales or on issue outside the division which the
divisional officer may prescribe : ; =g
(a) Tssues to confractors and sales shall be made
at market rates, but see paragraphs 465 and 466.
(b) Issues to other divisions and departments
may be made at a rate higher than the issue rate
(1) Mode of recovery
- 219. (a) The sub-divisional officer is responsible P.w.AG. = -
“that the value of materials sold to municipalities, local 196-
lunds, and the public, and of issues made to contractors
for private use, is recovered in cash at the earliest
-.-n_..r=n- l]llit'y. :
\ Nore—A sale account in form no. 19 should be prepared in support of

y such sale. :
) All adjustments of the value of stock issued,

pt on sale, should be made by the divisional officer
a8 in the case of receipts (vide paragraph 215). The
ib-divisional officer is, however, responsible for the
ance from works accounts, of all outstandings
nst contractors on account of the recoverable value
aterials issued to them by charge to works.
(¢) VALUATION OF QUANTITY ACCOUNTS
. The abstracts of receipis and issues, when re- p w4 o
from the sub-divisional officer, will be incomplete 197.
respect of (1) the values of quantities shown as
ed and issued, and (2) cash or adjustment charges
n account of manufacture operations and incidental
ges, such as those for carriage, loading, and un-
ng of stock materials. They should now be
pleted in the divisional offices in both these respects.

gu lower part of each abstract should first be taken up. In this
quantities of the eeveral articles received or issued in connexion with
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each fransaction have already been entered separately in the colwmns provided
for this purpose (vide rule 1 to paragraph 209). These quantities should now
be valued by recording the amount of each just below it, and the total value
of each transaction should be shown in the first money ecolumn (third column
of form no. 9 or second column of form no. 10, as the case may be). Total
should then be struck in the next money column ‘‘Total" separately for
sach head of account. The u part of the form should be valued next.
The total of the values en against each arficle in the lower part shonld
be shown in the column headed ““Amount (separately for each article)”
against that article, it being seen further, in the case of issues, that thie
total is equal to the rate for the article multiplied by the total quantity.
Finally, the entries in the last money column should be totalled up, both for
each sub-head of stock and for the whole abstract. The grand total ehould
agree with the total of the second money column ‘‘Total'’ in the lower part
of the form. The cash and transfer entry debits and credits to stock (vide
rule 2 to paragraph 209) should be agreed with the transactions pertaining to-
stock brought to account in the cash-book and the transfer entry-book (vide
paragraph T757).

2. Receipts should be valuad on the basis of fhe prices paid or payable-
a8 per bills or other claims. Extra charges, when paid or adjusted, should
be posted as separate ifems without gquantities.

3. Tssues should be valued at the issue rates fixed for the purpose (pide
paragraphs 215 to 217).

4. All entries made in the divisional office should be in red ink to
digtinguish them from those made in the sub-divisional office.

5. In the Irrigation Branch P. W. A Férm Nos. 9A and JOA should be
used for . W. A Form Nos. 9 and 10 respectively and tFe instructions
printed on P. W. A Form Nos. 9A and 10A should be [ollowed.

221. Carriage and other incidental charges should
be debited to stock only when they are incurred in
connexion with the general stock requirements. See
also paragraph 548.

222. To classify and collect, by objects of expen-
diture, the charges debited to stock from time to time
the same procedure should be observed as is adopted
m respect of expenditure on works, that is, works
abstracts and registers of works should be maintained.
See also paragraph 751.

IV—Half-yearly register of stock
223. An account should be maintained in the
divisional office to record, month by month, separately
for each sub-division, the transacfions relating to each
item of stock. This aceount should be in form no. 12
or 12A as the case may be, half-yearly register of stock
which is in three parts:
' Part 1—The register.
Part TI-—The summary.
Part TIT—The review.

224, Part I should as regards quantities be posted
monthly from the sub-divisional abstracts, form nos.
9 or 9A and 10 or 10A ag the case may be and balanced
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half-yearly, in the same manner as the sub-divisional
half-yearly balance returns (vide paragraph 212). The
only values to be posted should ordinarily be the
aggregate values of the total receipts and issues for
each sub-head, as recorded in the upper part of these
- abstracts: but if it is desired to maintain a value account
of the receipts, issues or balances of any particular items,
there is no objection to values being recorded, in red
mk, immediately below the respective quantities.
The register should be laid before the divisional officer within a week
after the submission of the monthly account to the Prineipal Auditor.
225. At the end of the half year, the closing pw.a c.
balances of quantities should be reconciled with those 102.
- shown in the half-yearly balance returns received from
sub-divisional officers (vide paragraph 725). The clos-
ing balances of the aggregate values of sub-heads
gshould also be struck. Their reconciliation with the
- accounts will be effected through Part IT (vide para-
graph 227).

226. The register should then be closed, the follow-p.w.A.c.
ing instructions being observed in respect of money %8
columns 20 to 24 ¢

(@) Market rates (column 24)—This column should
be filled up, in respect of each item, under the orders of
the divisional officer by a person other than a ministerial
subordinate. It should be written up at or about the
close of the half year, but before any entries are made
in the column for future issue rates.

(b) Current issue rates (column 20)—This column
will have been filled up at the commencement of the half
year in respect of items brought forward from the pre-
vious half year, and subsequently, from time to time,
in respect of new items and items the rates of which
are revised during the half year.

(¢) Value at current issue rates (columm 21)—This
column should be written up at the close of the half
year and should represent the value of the closing
balance at the issue rates current during the last month
of the half vear.

(d) Future issue rates (column 22)—This column
ghould show the rate for issues during the following half
~year which should be fixed. separately for each item, in



p.w‘A.c-
204.

( “TE)
226—229] 1UBLIC WORKS ACCOUNT RULES [CHAP. VIII

accordance with the principles laid down in paragraph
216. When opening the register for the following half
year, the rates as shown in this column should be
transeribed into the column for current issue rates of
that register.

(€) Value at futwre issue rates (column 23)—This

column should show against each item the value of the
closing balance at the future issue rate. The entries
in this column should be totalled by sub-heads of stock
for each sub-division and if the total of any sub-head
does not agree with the corresponding book balance as
brought out in column 19 (vide paragraph 225). an ad-
justing entry (plus or minus, as the case may be) should
be made, and a further total struck, which should agree
with the correct balance.

Nore—In the TIrrigation Branch thesé insfructions will apply to column
Nos. 20, 21, 22, 23, 24 and 25 of P. W. A. Form No, 12A in place of
column Nos. 19, 20, 21, 22, 23 and 24 respectively of P. W. A. Form No.
}2]1 anéid the instructions printed on P. W. A Form No.. 12A “should be
ollowed.

227. Part 1T, summary, is intended to serve two
purposes : {1) to prove the value balances hrought cuf
in column 19 of part I (vide paragraph ~225), and
consequently the amounts of the surpluses and deficits
requiring adjustment in consequence of the revision
of rates, and (2) to abstract the value balances, so as
to bring out, by sub-heads of stock, for the entire
division, the aggregate value at current issue rates side
by side with the balances as shown in the accounts.

Nore—In the case of Trrigation Branch Purt IT should be prepared as
per P. W. A. Form No. 12A. :

228. When part II is completed, the divisional
acountant should write up his report in part TIT and
submit 1t to the divisional officer.

229. The divisional officer will then review the
register of stock and record his remarks and orders in

Part TT11.

1. This review should be: directed fo see specially that stores are priced in
accordance with the rules, that sfocks are taken periodically by responsible
officers and that stocks of individual items are regulated orr a consideration of
actual requirements of the near future and with doe regard to the average
consumption of the past. The object to secure is that the stock on the
register shall consist only of efficient and necessary articles priced within
the rates at which they could be purchased at the time.

2. In the Irrigation Branch the instruclions printed on P. W. A. Form
No. 12A should be [ollowed.
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\\'//{—Stock-taking

D. Divisional officers are to have stock taken gs‘l”-“-c-
hout their divisions at least once a year. '

1. It is not necessary that all the stores of arpwpe.
lon, or even of a sub-division, should be checked 362
counted at the same time; and the stock-taking may
arranged so as to go on gradually in the manner most
nvenient to the officers concerned. It is, however,
ntial that the greatest possible precision and accu-

Cy should be maintained in the store returns, and the
‘divisional officer should make such arrangements as are
‘ealenlated to secure this result, and superintending
eers are responsible that this is done. The dates

| which articles are taken stock of are to be entered in
store returns.

A certificate of check specifying clearly the issues personally checked
each government servant should be recorded under his dated signature.

9. In the Trrigation Branch the instructions printed on P. W. A Form
. 12A should be followed.

232. Tmportant stores should, as a rule, be counted P.W.D.C.
' member of the Indian or United Provinces Engi- ™

ring Service, but this duty may, at the discretion

of the local Government, be entrusted to a senior mem-

“her of the subordinate engineering service when hold-

‘ing charge of a sub-division. The superintending engi-

meer, when he thinks proper, may depute an officer

from one division to aid in the stock-taking of another.

~ 233. All articles of stock (not including tools and géW-D-O-
plant) which are not likely to be required during the ***
following twelve months, should be reported to the divi- :
nal officer who will, if necessary, take the superin-

nding engineer’s orders as to their disposal.

234, The results of all verifications of stock should F.W-A.C.
be reported to the divisional officer for orders, but as ==
soon as a discrepancy is noticed, the book balance must
" be set right by the verifying officer, a surplus being
freated as a receipt and a deficit as an issue, with, a
snitable remark.

235. (a) The value of stores found surplus should gb‘g-l-ﬂ-
credited at once as a revenue receipt or a receipt on "
pital account, as the case may be.
~ (b) The value of a deficit should, however, not be
‘charged off finally, but kept under ““Miscellaneous

. viir]

="
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P. W. advances’’ pending recovery or adjustment under
orders of competent authorily. When the loss is
declared to be irrecoverable and its write-off ordered, a
transfer entry should be prepared clearing the head
#“Miscellaneous P. W. advances’’ by debit to—

(i) the works for which the stores were specially
collected, if the accounts thereof are still open, or

(i1) the general head ‘‘Losses on stock™ wunder
one or more major heads as may be decided by eom-
petent authority, on a consideration of the objects
for which the stores were stocked.

236. Under paragraph 231, the stock-taking of a
sub-division may go on gradually throughout the year.
The stocks of an article in a sub-division may, how-
ever, be scattered, and it may, therefore, not be possible
in such a case to test the aggregate book balance of any
article for the sub-division, by an actual verification of
all the stocks of it at the same time. Where such con-

ditions prevail, the following expedients should be
adopted :

(a) Sectional officers may be required to maintain
quantity accounts of receipts, issues, and balances (in
a form similar to the half-yearly balance return) of
stock materials in their charge. These accounts should

be posted monthly from the registers of stock receipts
and stock issues before the latter are submitted to the
sub-divisional or divisional officer.

(b) These accounts should be submitted to the sub-
divisional or divisional office at the close of each half

year for record after reconciliation with the half-vearls
balance return of the sub-division. :

(¢) As far as possible, the various stocks in charge
of a sectional officer, of each article, should be verified
at or about the same time, so that the difference between
the sectional book balance and the actual balance may at
once be known. This difference should be adjusted in
the manner prescribed in paragraph 234 without waiting
for the results of verification of stocks in other sections.

1. Before the adjustment of a difference is accepted finally by the sub-
divisional or diévisional officer, he sheuld test the correctness of the sestional
officer’s book balance by reference to the records of his own office.

2. The sectional officers should be required, at the time of the stock-

taking to bring to account all issues to works made since the closing of the
previous month's accounts.
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8. In the Irrigation Branch the Sectional Officer shall maintain the
quantities account in P. W. A Form No. 8B in accordance with the
instrictions  printed on that Form and submit it monthly to the Sub-
Divisional Officer with a copy of P. W. A, Form No. 8A.

237. The procedure of verification outlined in the
foregoing paragraph is suitable primarily for divisions
executing ordinary works. In the cases of special siores
depots or divisions, or of construction divisions where
there may be large concentration of stores, their physical
verification should be the duty of the executive author-
ities and should be performed by such agency and in
such detail as may be decided by the local Government
in consultation with the Principal Auditor.

VI—Rectification of Accounts
238. Clerical errors in value accounts of stock

should be dealt with generally under - paragraph 162. *2

See also paragraph 213. Corrections of errors dis-
covered after closing the accounts of the month, should,
when permissible, be made (i) by making entries of
values (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 preparing transfer en-
tries in other cases.

239. Other corrections in stock accounts may be
necessary in the following cases :

(i) When quantities are found surplus or short,
either as a result of stock-taking. or otherwise
(vide paragraphs 230, 281, 185 and 186).

(ii) When issue rates have to be raised or lowered
(vide paragraph 217).

“(iii)) When stores of any description become un-
serviceable (vide paragraph 189) and have, there-
fore, to be removed from stock.

240. These corrections should be effected in the
following manner : ‘

(a) Both in quantity and value accounts, all
additions to quantities should be treated as receipts
and reductions therein as issues, a suitable remark
being made in the entrics in form nos. 8, 9, and
10. See also paragraphs 234 and 235. These
entries must be’ made as soon as differences in
quantities come to notice, but in the case of materials
fo be declared unserviceable, no adjustment should

P.W.A.C.
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be made until receipt of orders of competent
authority, which should be obtained on a survey
report in form no. 18.

(b) Alterations in rates made when closing the
register of stock should be carried out as indicated
in paragraph 226(d). Those made on other occa-
sions should be noted at once in part I of the
register of stock by making a fresh entry (with the
month of change) in colnmn 20. The resuliant
rectification of the value of the stock balances should
in all cases be made only when the register of stock
is closed [wvide paragraph 226(e)]. The adjusting
entries referred to in that paragraph should, how-
ever, be cleared on receipt of orders of compefent
authority, this clearance being effected by making
suitable value entries, without any quantities, in
the abstracts of receipts and issues form nos. 9 and
10, as the case may be, the value being classified in
accordance with the principle enunciated m para-
graph 235.

Nore—In the TIrrigation Branch these corrections will be carried out in
P. W. A, Form Nos. BA, 8B, 9A and 10A.

241. No correction will be made in the accounts
in respect of stores declared to be in excess of require-
ments, vide paragraph 233. Such stores will continne
to be borne on the stock account until transferred else-
where or otherwise disposed of in the ordinary course.

C—TOOLS AND PLANT
I—General

242. The tools and plant of a division are of two
kinds :

(a) General or ordinary tools and plant, i.e.,
those required for the general use of the division.

(b) Special tools and plant, i.e., those required
not for general purposes, but for a specific work.

The cost of the gupply, repairs and carriage of
articles of class (a) is cfiarged to the minor head “Tools
and plant’’, whereas similar charges of class (b) are
borne by the work concerned. In both cases, the cost
is charged in the accounts against sanctioned estimates,
in the same way as e‘zpendx‘mre on works, though for
purposes of sanction it is treated as expenditure on tools
and plant.
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243. Numerical accounts of articles of both classes P.W.AC.
should be kept in accordance with the following rules, 217.
in each sub-division or for the division as a whole in
cases where sub-divisions have been abolished.

The rules relating to numerical accounts of tools and plant apply also to
imperishable arficles, e.g., type-writers, furniture of rest houses, surgical
instrnments and hospital furniture of canal dispensaries, etc., etc., whether

acquired by charge to heads of account other than “Toolz and plant™ or
received free of cost.

244 . The accounts of tools and plant issued for p.W.A.C.
use by subordinates of the sub-division, or temporarily &
lent to contractors, as well as those of articles lent to
local bodies and others with the sanction of competent
authority, should be specially reviewed periodically,
and it should be seen that the articles are returned with-
out unnecessary delay and in good condition.

This paragraph also applies o tools and plants sent cut for repairs.

II—Numerical Accounts
(a) Recrrprs

245. All articles received should be examined and p.w.A.c-
counted when delivery is taken and the transaction 219-
should be posted in the account of receipts of tools and
plant, form no. 13 or 13A as the case may be. Such
acknowledgment as may have to be -given to the person
from whom the articles are received can be signed only
by the divisional or sub-divisinal officer. An acknow-
ledgment should invariably be given when articles lent
are received back.

1. The record of the detailed account should, in the ease of purchases
from suppliers, be kept in the measurement book in the manner prescribed
in paragraphs 434 and 435.

2. The entries in form mo. 13 or 13A as the case may bhe, in respect
of the receipt back of articles lent or sent out _(w'u'e paragraph 244) ghounld
be made in red ink, with a reference to the original entries in the account
of issues of tools and plant.

(b) IssSUES

246. All transactions of issues (including those of p.w.a.c.
articles referred to in paragraph 244) should be posted %2
in the account of issues of tools and plant, form no. 14
or 14A as the case may be. Except in the case of cash
sales, unstamped but dated acknowledgments must be
obtained in support of all issues, and in the case of tools,
ete., lent to contractors, such acknowledgments should
further set forth the valuation of the articles lent, as
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determined by the sub-divisional oﬂ‘icer See alsc rule
1 to paragraph 206.

_ 1. HEnotries of articles referred to in paragraph 244 should be made .
i red ink.

(¢) RecisTER OF TooLs aAND Prant

247. A consolidated account of the receipts,
issues and balances of tools and plant should be main-
tained in the sub-divisional office in form no. 15,
register of tools and plant. This account should be for
the twelve months ending September, that is, it should
embrace transactions up to the date on which the
accounts of the sub-division for that month are closed.
It should be kept in three parts:

Part I—For articles in hand.

Part 1I—For aticles temporarily lent or sent
out, vide paragraph 244.

Part III—For shortages awaiting adjustment.

In part I articles should be grouped under the pre-
scribed sub-heads, which are—(1) Scientific instru-
ments and drawing materials, (2) Plant and machinery,
(8) Tools, (4) Navigation plant, (5) Camp equipage,

(6) Livestock, and (7) Office furniture. In part II

the entries should be made in a separate section for
each contractor or other person to whom the articles are
lent or sent out for repairs, etc. Part IIT is brought
into use only if any shortages come to notice, and the
instructions relating to it are given in paragraph 260.

Nore—In the Trrigation Branch P. W. A Forms Nos. 8A, 15A and 15B
ghould be used and the detailed instructions printed thereon should be
followed.

248. Parts T and II of the register should be
posted thus :

(a) The accounts of receipts and issues, form nos.
18 or 13A and 14 or 14\ as the case may be, should
first be totalled up monthly when closing the accounts
of the month.

(b) The total receipts and issues of each article
thus arrived at should be posted in part T of the
register, form nos. 15 or 15B and 15C as tle case
may be, in the columns for receipts and issues
respectively

(¢) Bach separate transaction connected with

articles lent or sent out (vide paragraph 244) should
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- further be posted in part IT in the section reserved

for the contractor or person concerned, articles
lent, etc., being shown under ‘‘Debts’” and those
- received back under *Credits.”
249, As soon as the transactxons for the month of ;"2‘;“"’-
mber have been posted, the account should be
d- and balanced, and the closing balances should
carried forward to the next year’s return.
* 250. It is not necessary to maintain separate tools »W.A.c.
plant registers in the divisional office for each sub- ™"
sion. The check of the registers received from sub-
ions [vide paragraph 725(c)] should be effected by
paring the opening balances with the closing
nces of the previous registers which are kept in the
nal office. The receipts and 1ssues should be
ed with form nos. 13 and 14 submitted by sub-

nal officers monthly.

In the Trrigation Branch Divisions T. and P. Register should be
ed in P. W. A. Form No. 15C in accordance with the instructions

IIT—Payment for Supplies

. Payment for tools and plant received from P W.AC.
liers and other sources should be made generally in ™™
anner prescribed for stock receipts in paragraphs
and 215. But when the Mathematical Instrument

is unable to supply any instruments indented for
ges for their purchase, the supplier’s bill will,
at office so desires, be paid in cash or by a remit-

s transfer receipt.
IV—Recoveries

() FOR USE OF TOOLS AND PLANT

. The procedure to be observed in charging the S b
tools and plant in the accounts of a division and %
naking adjustments on account of cost of tools and

t used on works executed on behalf of other divisions,

ments, etec. and on certain works of the division

is described in Appendix V.

When tools and plant are lent to local hodies, SR AL
tors or others, vide paragraph 244, the hire and
charges should be determined by the orders issued
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by the local Government on the subject and should be
recovered regularly.

To avoid disputes about the levy of hire charges on particular articles
lent to contractors, contracts should invariably specify what tools and plant,
if any, are to be supplied free of charge to the contractor.

254. The whole cost of carriage of all government
tents belonging to executive and revenue officers should
be debited to ‘Tools and plant’’. Any charges in-
curred in excess of the scale laid down in the Manual of
Government Orders, Volume II, or the Trrigation
Manual of Orders should be recovered and treated as
reduction of expenditure under the same head.

(b) For SALES AND TRANSFERS

255. The sub-divisional officer is responsible that
when tools and plant are disposed of by sale or other-
wise, with the sanction of competent —authority, the
amount recoverable from the parties concerned is realized
at the earliest opportunity. - If the amount is not
recovered within the month in which the articles are
delivered, it should be charged to ‘“Miscellaneous P. W,
advances’” as a sale transaction by the issue of a transfer
entry.

A esale sccount in form no. 19 should be prepared in support of every
transaction.

256. When tools and plant are transferred to-
other divisions or departments, the sub-divisional
officer should note in form no. 14 or 14A as the case may
be. in red ink, just below the entries of quantities, the
values thereof if recoverable under the rules in Chapter
XX. The necessary adjustment wiil be effected by the-
divisional office. ]

257. The foregoing rules regarding the adjust-
ment or transfer of the cost of tools and plant apply
equally to special tools and plant (paragraph 242) the cost
of which was charged to a work or project, provided—

(1) that the articles are actually disposed of by
sale, or transferred on a valuation, to another
department or government;

(2) that when the articles are transfe-rred to
another work or project in the same -Jivision, or
to another division within these provinces, they
are actually required for immediate nge on a work
or project which has already been sanctioned by
competent authority, and the transfer value has-
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en determined by competent authority in accord-

e with any rules prescribed by the local Gov- .
iment.

ig not permissible to write-back the cost of special

‘and plant in anticipation of the possibility of the

being utilized on another work or project at

distant date.

articles can be removed from the numerical accounts n the plea
accounts of the work to which the cost of the articles was chay|
been closed until they are actually sold or transferred. or they having
unservicenble their write-off is sanctioned.

V—Verification |
. The rule in paragraph 234 regarding veri- pw ac.
on of stock applies also to verification of tools 232.
nt with the exception that when any articles are
d deficient, the note of the deficiency should be
in red ink in the account of issues, form no. 14
as the case may be, without making any entries
quantity columns, so that the articles may

inue to be borne on the accounts of ta== plant,
the loss is_adi Yoo .&: SAncH g

0" paragraph 260.
VI—Rectification of Accounts

9. Clerical errors in the numerical accounts P.W.A.C.
d be dealt with in the manner prescribed in para- £50,
h 213 for stock accounts except that mno transfer-

s will be necessary.

~ Discrepancies in quantities and losses should p w s c.
with as under : 224.
(@) When they are noticed, action should he

as indicated in paragraph 258, losses heing
treated as deficiencies.

. (b) When writing up the register, form no. 15,

the deficiencies should be registered in part TIT

der ““Debits”’ and their clearance should be -
hed. Articles found surplus will be treated
receipts in part I, and will. therefore, require

- no further action.

~ (¢) If the deficiencies are made good in kind,
receipt or recovery should be shown in the
ount of receipts, form no. 13, without making
entry in the quantity columns, and, whes post-
ing the account into the register, form no. 15, the
articles received should not be enfered in part 1.
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but ta.ken (with a suitable re 1

iy 4 suitable remark) direct to p:
ITI, und.er Credits™, in clearance of the dl:t::
outstanding therein, ’

(d) Tf the deficiencies are made good by recovery

: of cost or their write-off i« sanctioned the ;irticle{'

should be shown as issued. in the accm’mt of issues,

form no. 14, with a suitable remark, and when i;hi;

entry is transcribed into the register, form no. 15,

it should not only be entered in pa;'t I in tht;

I:;g;::l:v -wa_v,t tl)}lf also entered with a suitable

in par , as in s )ik 1
debit outstgnding theiéi?m.mse T e

1. The aunthorit
form no. 18.

2. This rnle does not apply to the Trrigation Branch.
D—ROAD METAL
~ I-——Quantity Accounts

nfquad metal should be measured
supplies of other

Y to write-off should be obtained on a survey report in

and paid for in The—
materials for works, vide

262. As, however, metal is often kept in store at tne
road side before being laid down, a quantity account of it
should be maintained in the divisional and sub-divisional
offices in form no. 16. ‘‘Statements of receipts, issues
and balance of road metal,”” copies of loose sheets being
submitted monthly where necessary to the divisional office
by the sub-divisional offices within a fortnight of the sub-
mission of the monthlv accounts.

1. In the case of mefal collection for petty repairs. a quantity account
known as road metal return is maintained in the divisional and sub-
divisional offices under the rules issued by the Local Government. The data
required for the maintenance of this return should be supplied monthly hy
the sectional officers on the prescribed road metal return slips.

2. The authorty ta write-off should be obtained on a survey report
in form no. 18.

3. This statemend stionld show, mile by mile, the receipt, disposal and
balances of road meral of  each kind (stone, kankar, ete)). The balanee
of metal in each mile should be shown, whether there are any transactions
on it during the month or not.

4. Separate statements should ordinarily be kept for metal collected for
annual repairs for renewals and for petiy repairs.

5. Surfacing materials, such as coaltar, pitch, asphalt, and proprietary
road surfacings stocked for maintenance estimates ond for minor estimates
for renewal at the roadside will be accounted for in the same way and at
the same fime as road metal and will also be entered np in the road metal
return in form no. 64 (see also the rule under paragraph 199).

& -
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11—Rectification of Accounts :
PWAC

263. Metal found surplus, as the result of check g4
measurement (vide paragraph 438) or otherwise, should
‘at once be brought on to the quantity accounts. Deficits
should, however, not be removed from the quantity
accounts until recovery of their value or receipt of
sanction to write-off; but a red ink remark should be
recorded at once and carried forward, from month to
month, until the discrepaney is set right. :

I11-—Schedule of Rates

264. A rate-book or schedule of rates showing the P W.AC.
lowest rate at which metal can he supplied to the road- 2%
side throughout the division should be kept in the
divisional oﬁﬁcc, in form no. 17. The rates should be
revised from time to time, as old quarries are exhausted
or new ones opened, or as other circumstances affect the
rates. See also paragraph 523

IV—Charges for quarries

265. When land 1WW

Emgtal prlwmce of an existing road, or

(ii) the construction of a new road or the raising
" In class of an existing road,
the fo]lowmg prmmplec, of accounting should be follow-
ed in ad]uqtmg the charges connected with the: land and
quarries :

(@) When the charges do not exceed Rs.l,()OO, the
Aamount should be debited direct to “Repairs” or to
“Original Works™’, according as the quarry is intended
to serve the purpose specified in clause (i) or (ii) above.
- (b) When the charges exceed Rs.1,000, and the road
metal is required to maintain an existing road or roads
for a series of vears, the total initial outlay should be
debited fo the sub-head ° ‘Land, kilns, ete.”” of the
k account, and this sub- head should be gradually
eved, by d{-"hlt to the collection estimates of each vear,
n the manner prescribed in paragraph 559 for similar
arges connected with manufacture operations.

(¢) When the charges exceed Rs.1,000 and the road
al is required for the purpose specified in clause (if)
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above, the divisional officer should charge direct to the
original work concerned such portion of the cost as is
proper. The balance, if any, should be debited to the
sub-head “‘Land and kilns,”” ete. of the stock account,
and this sub-head should eventually be cleared by debit

to “‘Repairs’’ in the manner described in paragraph
e
559(b).

E—MATERIALS CHARGED TO WORKS
266. The account procedure relating to materials
obtained specially for a work is described in Chapter
XV. Special tools and plant charged to works do not

fall under the category of ‘‘materials charged to works,””
vide paragraphs 242 and 243.
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CHAPTER IX
TRANSFER ENTRIES e

267. 'Transfer entries, that is entries intended to
wansfer 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, are necessary—

(). In order to correct an error of classification
in the original accounts.

Sometimes it is more convenient to classify items pertaining fo several
‘beads (or works) under a single head in first instance than to c]aamf_y
(them under each from the beginning. For example, when a joint work in
ghich severnl parties are interested is underfaken, the individual transactions
relating to it are faken to the account of a single party in the first instance,
~and before closing the accounts of g month, the necessary distribution over
(all the accounts is effected by transfer entry

(b) In order to adjust, by debit or credit to the
proper head of account (or work), an item out-
standing in a suspense account or under a debt head.

- Note—The value of materials issued from stock to a work is not adjusted
by o transfer entry but through the stock accounts at the end of the menth,
tide paragraphs 469 and 474(a).

(¢) In order to bring to account certain classes
of transactions which do not pass through the eash
or stock account, e.g.—

(1) for credit to ‘‘Purchase’’ or *‘London
stores’’, as the case may be, on account of
materials received for works from sources other
than stock, vide paragraphs 469 and 474;

(i1) for credit to ‘‘P. W. deposits’’ on

accounts, vide paragraph 504;

(ii1) for credit to revenue heads on account
of revenue not recovered in cash:

(iv) for original debits or credits to remit-
tance heads based on transactions not appear-
ing in cash or stock accounts:

(v) for credit to the heads concerned of the
several percentages leviable under the rules,
e.q., those on account of storage (when not re-
covered in ecash), establishment, tools and plant
and workshop chirges, vide paragraph 187
and Appendix VII and paragraph 608;

P.W.AC.
241,

account of balances due fo eontractors on closed -




P.W.A.C.

242.

P.W.A.C.

244.

( 86 )

267-—270| PUBLIC WORKS ACCOUNT RULES [Ci1aP, 1X

(v1) For debits to ‘‘London stores’ on ac-
count of the value of FEnglish stores, vide
paragraph 588;

< (d) In order to respond to a remittance transac-
tion advised by the Principal Auditor or direct by
the division or department concerned, if the corves-
ponding debit or eredit to the remittance head has
not already appeared in the accounts:
te) In order to relieve the account of a work in
progress of—

(i) items which have ceased to be chargeable

against the estimate for the work, and

(i1) suspense charges which can no longer he
kept within the accounts of the work (vide
paragraph 497). Such transfer entries are
aecessary either when the accounts of any con-
sractor or of the -work itself are to be closed,
or when any recoveries (otherwise than in cash) |
have become due, e.g., by the transfer of stores |
to any other work or account.

Nori—For the identification of errors in & aceounts see paragraphs i
218, 522 and 769, |

268. For every transfer entry there must either he |
an authority in form no. 53, transfer entry nrder or in
ovder recorded on another document (e.q q., survm repert,
form no. 18, and final bill of a contrastor’s closed ac-
count placed under P. W. deposits) which sets fortl
all the necessary particulars; see also paragraphs 729 and
746.

1. In cases in which the transfer enfry order is not required to be
submitted to audit with the monthly account, vide paragraph 760, the neces
sary order, if not initiated by a sub-divisional officer, may be signified bs
the divisional officer's initials againgt the entry in the transfer enftry book
(paragraph 272).

2. There is no objection to a transfer entry covering a number of adjnat- |
ments and corrections, provided that all the necessary parficulars are sel

forth in respect of each.

269. A transfer entry order may be initiated by
the sub-divisional officer or an assistant engineer in the
Buildings and Roads divisions where sub-divisions have
been abolished, and should be so initiated by him in all
cases falling within clauses (a), (b), (¢) and (e) of para-
graph 267, which come within his cognizance.

270. The divisional officer is responsible that no
transfer entry is made in the accounts unless admissible
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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 paragraph 267, -proposed by sub-divisional
officers or assistant engineers are countersigned by him-
self in token of acceptance. -

Transfer entries should receive the special attention of divisional officers
‘80 that habitual errors and misclassifications in the accounts of subordinate
- officers may not remain unnoticed. .

- 271. Al transfer entry orders should set forth
‘such explanation of the correction or adjustment pro-
‘posed to be made as would establish clearly the correct-
- ness and necessity of the entry.

~ In cases of corrections involving a reduction in the charges against the
~ limiate of a work, it is essential not only that full particnlars of the
youchers and acconnts in which the erroneous charges originally appeared
- are specified, bul also that the circumstances in which the charges were
woongly allocated under the estimate for the work are clearly set forth. Tt
I8 not sufficien! to state that the charges were erroneously classifiad previously,

- 272. All transfer entries ordered to be made should
‘be registered in the transfer entry book, form no. 54,
“maintained in the divisional office. Entries shonld be
‘mumbered in separate groups for each month in the
“accounts of which they are to be incorporated, Roman
figures being used in licu of Article figures. Before the
hook is closed monthly, the divisional accountant shonid
~ see that no adjustments which are required to be made
“under any rule are omitted.
~ 273. No transfer should He"made  from one sub:
head to another in the accounts of a work exéept-on
the authority of a formal transfer entry order prepared
accordance with the procedure preseribed in  this
~ chapter and approved by the divisional officer. The
order should be filed with the works abstract for the
~ month in which the transfer is effected and it shonld
~ not be entered in the transfer entry book. .

P.W.A.C
246.

P.W.A.C.
247.




( 89 )
v 37 _ 278277

CHAPTER X
Govmmmm BuirLpinNgs

I—General

. In addition to the departmental buildings the
lic Works Department executes or controls the
ruction and maintenance of buildings of other
strative departments, the responsibility for the
ction and maintenance of which has not been
sferred by the local Government to those depart-
5. See paragraph 264 of the Volume V of the
hook.

II—Insurance of Government Buildings

275. Insurance of Gov ernment buildings is not to P-W.D.c.
effected, except in the case of specially valuable
y liable to special risks, for which the special
ction of the local Government should he obtained.

~ IITI—Fixtures and furniture
(@) FIXTURES

. Hvery government bu1ldmg should be provided c.r.w.c.
i all necessary fixtures, and the repair of these 1%

ld be carried out periodically as part of the repair

he building.  All petty repairs of fixtures and the
acement of broken glass in doors and windows re-

during the intervals between periodical repairs
owever, ordinarily be carried out by the ofiicer

g the building. (See rule 10 of Appendix X of

e V of the Handbook).

Punkah inecludes its suspending ropes, tubes pulleys and its pole
ird and the flap atfached thereto. Tt does not include covering for the
p, frills or pulling rope.

(b) FURNITURE

(1) General
. The divisional officer will not supply norp. w.D.c.
furniture, sereens, purdahs or tatties; nor will 3%
form any of the duties specified above as devolving
departmental officer in charge. Furniture [or
offices may, however, be supplied by the divi-
al officer and charged in his accounts, provided the
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special sanction of the lécal Government has been ob-
tained to the inclusion of the cost of such furniture in
the estimates of the offices concerned. This rule dces
not apply to the case of furniture for travellers’ rest-
houses, staging bungalows or circuit-houses, the outlay
on the supply and repair of which will be treated as
charges of the civil department. In the case of Public
Works inspection bungalows, the furniture should be
supplied and repaired at the cost of the department.
(11) Official Residences of the Governor

278. 'The Military Secretary to the Governor is
responsible for the administration of the furniture funds
of the official residenges of the Governor of ‘the Unifed
Provinces, and for the upkeep of a stock list and the
purchase, repair and maintenance of furniture. He
shall submit to the Accountant General an . annual
certificate in the annexed form. During the second and
fonrth year of the incumbency of Governor, and at least
once in every three vears the certificate of verification
should be, countersigned by the divisional officer of the
Public Works Department in token of his joint respon-
sibility for the actual verifieation.

Form of certificate

Certified that all furniture in. . . . has been
inspected and checked with the stock lists maintained.
I'am satisfied (1) that all new supplies up to date have
been correctly brought on to the inventories, (ii) that
the inventories are correct in all respects, (m) that the
articles in stock agree with the inventories, (iv) that sale-
proceeds have been properly accounted for, and (v) that
sanctions of competent authority exist for writing off
all articles taken off the inventory.

1V—Purchase and sale of Government Buildings

(@) PURCHASE OF BUILDINGS

279. No building may he purchased withont the
orders of the local (rovcrnment, to whom a sutvey and
valuation report by the divisional officer, approved by
the superintending engineer, should, in all cases. be
submitted. '

(b) SALE AND DISMANTLEMENT OF BUILDINGS

280. Permanent government buildings may be sold
or dismantled under the orders of the local Government
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or any subordinate authority to whom power has heen
delegated.

[Tempomn buildings erected during the construction
of o work may, under the sanction, previously obtained,
of the superintending engineer, be sold or dismantled
on the completion of the work or when the purpose for

which they were erected has been served. i It is the duty.

of the ‘dn‘l»«mmi officer to report when, in his opinion,
any building or other property of the Government in his
charge onght to be sold or dismantled.)
Y—Hire of office accommodation for officers

281.. (1) The superintending engineers may fix the
Jamount of rent for their office accommodation within
the following limits, any higher rent hemg fixed by the
local Government

When the accommodation is provided in a separate

building o .. Rs100 a month.
When tbe acuammodatmn provided in a building

partly ured as a private residence ..« One half the

total rent subject
to n maximuom of
' Re.45 a month.

(2) When it is necessary to hire a separate build-

- ing for the accommodation of offices of superintendents

of works or divisional officers, the amount of office rent

o be paid by Government will be fixed by the superin-

~ tending engineer, up to a maximum of Rs.100 per

- mensem, any higher rent being fixed by the local Govern-
- ment.

(3) When divisional officers and superintendents of
works provide accommodation for their offices in the
poilding (not being a government building) in which
they reside, they may, under the orders of the superin-
tending engineer, be allowed to draw office rent up to
Rs.30 a month, chargeable in the monthly contingent
hill. Tn special cases the office rent may, at the discre-
tion of the superintending engineer, be increased “to a
maximuni of Rs.45 a month: but in no case should it
exceed half the rent of the whole house subject to the
sgme maximum.

(4) When a sub-divisional office is necessarily accom-
modated in the sub-divisional officer’s residence (not
being a Government building), the sub-divisional officer
may, under the sanction of the superintending engineer,
be allowed a fair proportion of the rent actually paid for

P.W.D.C
306.



P.W.D. .

B « 92 )
281-—283| PUBLIC WORKS ACCOUNT RULES [CHAP. X

the house he oecupies on account of the accommodation
which he necessarily has to provide for the office estab-
lishment attached to his sub-division, up to a maximum
of Rs.20 per mensem. The superintending engineer
may fix a higher rent up to one-half total rent subject
to a maximum of Rs.45 on the following conditions :

. (i) In calculating the accommodation set apart
for office purposes, no allowance should be made for
a separate room, apart from the office, to be cecupied
by the sub-divisional officer.

(i1) The sub-divisional officer’s immediate
superior must certify hoth as to the amount of neces-
sary accommodation and that it is actually available
and suitable in the house in question.

(111) He must also certify that no Government
building is available. and that no suitable separate
building ean be hired for the purpose at a less cost.

If the buildimg is a private one, the rent to be paid
by Government should be limited to one-third its
actual rent and to Rs.20 per mensem. In the case
of a building hired specially as a sub-divisional office,

the rent to be paid will be fixed by the superintend-:

ing engineer up to a maximum of Rs.20 per mensem.
In special cases the superintending engineer may
fix a higher rent not exceeding Rs.100 per mensem,
any higher rent being fixed by the Government.

Noti—When it is found necessary to hire a private building for use as
an office, or combined office and residence, a lease should invariably be
executed. The lease should be executed on the standard form drawn up by
government conveyancer, or where such a standard form does exist, the
draft of the lease should be drawn up in consultation with that cfficer.

VI—Renting of buildings

282. No government building in charge of the
department may be occupied as a private residence
without the consent of the divisional officer except
under the orders of superior officers or of the local
Government. See also paragraphs 290 and 290A of
this Volume.

283. On no account is a church, chapel, mosque,
temple, tomb or other building devoted to religious use,
to be occupied as a dwelling house or for any other pur-
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‘Without the consent of the princi = =
B principal civil or polit
tho ty on the spot, see also Paragl:‘aph 38:1)_] political

VII—Taxes

284. Municipal taxes on Public Works buildings ¥; W-D.c.
buildings occupled as residences are payable by the =
‘ment occupying them and are debitable to that
irtment. In the case of Dbuildings occupied - as
nces, taxes which are by local rule or custom
narily leviable on tenants should be paid, subje;'t to
e 1 below, by the occupant during the term of his
ipancy, even though he be entitled to quarters rent-
. If by local rule or custom the tax is chargeable
0 the owner it will be payable by the Government and
be ordinarily adjusted as part of the cost of mainten-
e. [See Fundamental Rules 45A-TT (@) and (b)
| 45B-11T (a) and (b).] The responsibility for the
ance of the assessment rests with the divisional
n cha{ge of.the building, and, on the divigional
er recording his acceptance, ther payment will be
inged for by the department concerned. Tf the
sment appears unduly high, proceedings should be
_to obtain redress under the ordinary munieipal
and recourse should not ordinarily be had to the
Pprovisions of Act XT of 1881 No mnnicipal

t_:ﬂ'et-.;-nk}", Véueas i -
overnment . i i
e V of the Hantueosmen f;’“ﬂdmgs . ;}t—uated n
& 1—(a) Taxes which are levied by local rule orDREH.._lx X to
by the Government as part of the rent. Thus, 1f the butlaw .
by a government servant who pays rent for the same, the amonni
him for rent plus owner’s taxes is limited to 10 per cent, of lis
s. If the building is occupied by a government servant rent-
‘0o part of the owner’s taxes is recovered from him.

] taxes which by local rule or custom are recoverable from
and may thus be considered as service taxes, the following rules

. z(ﬂ Such taxes must be paid by the government servant oceupying a
] ment building without payment of rent.

i) Exemptions from the payment of such taxes or reduction on.the
nt of the taxes in cases in which government servants, who by
of the nature of their duties occupy more expensive residences
r they wonld if they were left to make their own mirangements, re-

‘quire the sanctions of the local Government. If owing to changes of

ment servants there is likely to be difficulty in recovery, the
pcal Government may fix a lump sum for recovery in the case of each
nee. But charges which are levied not on the basis of rental hut
s payment for a definite amount of service rendered, e.g., the quantity
| water or electric light supplied, must be paid in full by the occupants.
In cases in which the amount of tax payable to the munizipality

ot of a building has to be borne partly by the government servant
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occupying the. building and parily by the Government, the tax will be
paid in full by the Government in the first instance and the amount payable
py the government servant will be recovered from him.

Note 2—For further instructions regarding the payment of municipsl
taxes see Appendix 46 of the Buildings and Roads Branch Manual of Orders.

Noie 3—Reecourse to the special provisions of Aet XTI of 1831, should
be had only when an amicable (though possibly arbitrary) settlement with
the local authority has failed in eazes when the property to be assessed is
from its nature, such as not to admit of the application of ordinary prineiples
in assessing the payment thereon of any particular tax, e.j.,®when the
assessment is on the letting value, and the property is of such a nature
that it is difficult to conceive its being let and impossible fo form any esti-
mate of the rent that would be obtaimed for it if the Government offered

to let it.

285. In the case of official residences of the
Governor the taxes are paid by the Public Works Depart-
ment and not from the Governor’s contract grant.

VIII—Sanitary, water-supply and electrical
installations

286. All works and repairs in connexion with
sanitary, water-supply and electrical installations to
government buildifigs under the control of the depart-
ment should be carried out by, or through the agency
of, the deparment, except in special cases under the
orders of the local Government. (See also paragraphs
276 and 277 of Volume V of the Handbook.)

IX—Buildings of. kic*11) of Appendix T-B.
i x-—l?egisters and plans of buildings
(@) REGISTER OF BUILDINGS

238. Each superintending engineer will keep 4
register (in form no. 28 of Volume V of the Handbook)
of all buildings in charge of the department within his
cricle, and each divisional officer a  simiiar register
of all the buildings within his division. Tn fhess
registers the value of the land comprised in a pfoperty
will be shown separately from the value of the “huilding
or buildings thereon the value of each separate structure
being also shown separately. Tn the case of 1 pur-
chased property the price paid will be apportioned
between the various items comprising  the property
e.g., land, main building. servants’ quarters, componnd’
wall, well, ete. ' I
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(b) PLANS OF BUILDINGS

289. 1In case of buildings and works borne on the P.W.D.C.
returns of the department the divisional officer will be 3! %
~ held responsible that plans of such buildings are cor-
rected on completion of any alterations.

XI—Terms of Occupation of Government Residences
290. The rules regarding the occupation of govern-

ment residences contained in paragraph 291B and 291C

of Volume V of the Handbook should be strietly
followed. X

XII—Renting of non-residential buildings

290A. Rules contained in paragraph 291D of
Volume V of the Handbook, should be followed when a
non-residential building is let to a private person for
residential or business purposes or is allotted to a govern-
ment servant as a residence. If a lease of the building
~ is granted under paragraph 291D of Volume V, it will
be sanctioned by the Superintending Engineer, while
the rent will be sanctioned by the Executive Engineer.
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e CHAPTER XI
REVENUE RECEIPTS
A—GENERAL :

291 Departmental revenue is assessed and realized P-YeA-C
accordance with rules prescribed by the Local Govern-

ent in the Irrigation and the Buildings and Roads

wals of Orders. When collected, it should be cor-

ctly brought to account in accordance with the classi- 5
ion prescribed in Appendix I. -

292. Consistently with the provisions of the rule P.W.AC
| this chapter, the detailed rules of account procedure *
ating to revenue receipts have been prescribed by the

horities of the department and will be found in the

nuals of Orders above referred to. See also para-
phs 67, 73 and 78.

293. Distinction must be made between receipts FPiWA.C.
are finally creditable-to the reventies of the Pro- :
ince as departmental revenue and transactions which
resent merely such cash or other value received as
either to be eventually repaid or to be utilized to
et the cost of some service to be rendered or already
ndered or to be taken in reduction of expenditure pre-
usly incurred. Receipts of the latter class are credit-
ble to the debt, deposit, remittance or expenditure head
concerned and are not subject to the rules of this chapter ;

¢ also statement E of Appendix 1.
1. For appropriation of unclaimed balances lying in the deposit ac-

see paragraph 622
‘2. Receipts in connexion with municipal and district fund works-

h are realized by officers of the department are creditable to the head
“Deposits of local funds” under the local ledger head concerned.

294, (a) It is not permissible, except in the case PW.A.C.
storage on sales of stock on credit, to credit revenue to =
head concerned until it is realized, but divisional

ers are responsible that demands are made as revenue

due, that steps are taken with a view to effect prompt

ization of all revenue, regular or occasional, and that

per records are kept to show, in respect of all items

]
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of revenue, recurring or non-recurring, the assessments
made, the progress of recovery and the outstandings
debts.

~ The object of this rule is that all classes of revenue, whether accruing
from property of any kind, from leases of rights and concessions (e.g., rights
for fishing, grazing, etc., and use of water-power) or from any other source
are properly watched.

(b) The recovery of all debts should receive the
special attention of the divisional officer and no debts
should be remitted or written off except under the orders
of competent authority.

B—IRRIGATION REVENUE COLLECTED IN THE
CIVIL DEPARTMENT
295. When revenue from irrigation works is
realized in the civil department, the procedure described
below should be observed :

(a) The collections made in the civil department
are paid direct into treasuries. They are brought
to account to the credit of the revenue heads con-
cerned in the Principal Auditors’ office without
being passed on to the divisional officer for adjust-
ment.

(b) The divisional officer receives from the col-

*lector a monthly statement of the amounts realized,
to enable him to watch the progress of recovery
against demands or assessments.

(¢) The divisional officer should submit to the
Principal Auditor half-yearly statements as
prescribed in the Irrigation Manual of Orders
showing, separately for each civil district, the
monthly realizations, as compared with the assess-
ments, in respect of each canal or other work.

(d) The Principal Auditor should maintain a
register showing, separately for each canal or other
work, the monthly realizations pertaining to the.
different divisions.

() The Principal Auditor should bring to the
notice of the Chief Engineer any marked short-
coming of revenue realizations, as compared with
the budget estimate and the assessment of the year,
but this will not relieve the authorities of the depart-
ment of their responsibilities as prescribed in the
local rules referred to in paragraph 292.
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C—RENTS OF BUILDINGS AND LANDS
I—Demands and Recoveries *
(a) FROM PRIVATE PERSONS :

296. When a public building, land or other pro- P.W.A.C.
perty is let to a person not in the service of the Crown, **
the full assessed rent must be recovered in advance. In
the case of public buildings rent will be assessed in the
manner laid down in paras. 291B and 291D of volume
- Vof the Handbook. See also paras. 290 and 290A of
-~ this volume.

(b) FrRom GOVERNMENT SERVANTS AND PENSIONERS

- 297. The recovery of rents from government P.W.A.C.
- servants occupying rentable buildings may be made by 25

~ deduction from pay bills or in cash as laid down in

chapter IV of volume V of the Handbook. The instruc-

tions contained in those rules should be carefully

~ observed by -the Public Works officers.

298. Where rent is recoverable in cash, a bill in P.W.A.C.
' suitable form should be sent to the tenant on or before %
the last day of each month and he should be required to

pay in the rent before the expiry of the following month.

299. Amounts recovered by treasury officers in the P.\”V_}A.C.
- Province will not be passed on to the divisional officer, ¥
for adjustment in his accounts, as the Principal Auditor
y w_ilicredil the revenue heads (and canal, etc.,) concerned,
rect in his own books. The divisional officer should,
h.owever credit the accounts of the tenants in the register
of rents of buildings and lands, form no. 49 (paragraph
ﬁ'ﬂﬁ) with the recoveries as certified by the treasury
 officer.
y ,__-_1. The Principal Auditor will forward to the divisional office for verifica-
| the statements in form no. 3 of volume V of the Handbook received
-a month, in his office with the accounts of ten per cent. of the treasuries
mtyy him. The divisional accountant should compare these statements
corresponding entries in the reg.ls.icr of rents of buildings and lands
(form no. 49), see that no statement pertaining to that treasury has been
‘omitted to be sent by the Principal Auditor and take steps to revise the assess-
“ment of rents of government servants whose rates of emoluments have been -
_ !lhl‘ﬂd by the Principal Auditor.
- 300. Recoveries made by other treasury officers PW.AC

and disbursing officers should be credited to the accounts
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of tenants in the register of rents of buildings and fands,
form no. 49, and adjusted in the divisional accounts by
debit to the remittance head concerned, on the authority
ol the certified statements received back from them, with-
out waiting for the intimation of the corresponding credit
from the Principal Auditor, vide rule 1 to paragraph

- 654.

Statements received from disbursing officers and submitted to the Principal
Auditor along with the divisional accounts will be sent pcnoc_hcall'y to the
audit officers of the circles or departments concerned for verification, and
the procedure indicated in rule | under paragraph 299 will then be followed
in respect of the verified statements.

301. A tenant who is a government pensioner,

should be treated as a private individual for the purpose
of these rules. But if he 'desires to make payments by

deductions from his pension, recoveries from him may

" be made through the treasury officer or other disbursing

officer concerned, on the pensioner furnishing the divi-
sional officer with a written request authorizing such
deduction. This authority should be transmitted to the
treasury or disbursing officer with the first demand.

D—REFUNDS AND REMISSIONS

302. Remissions of irrigation revenue allowed
before collection should be treated as reductions of
demands. -Cash repayments of sach revenue after col-
lection should be taken in reduction of receipts and
debited to the sub-head ‘ Deduct—Refunds ’ under the
minor head ‘ Direct receipts”; see Appendix I

303. Belore a remission or refund of any kind,
otherwise in order, is allowed, the original demand or
realization, as the case may be, should be traced and a
reference to the remission or repayment should be so
recorded against the original entry in the cash book and
other accounts as to make the entertainment of a double
or erroneous claim impossible” Any acknowledgment
previously granted should be taken back if possible and
destroyed, a note of the repayment being, in any case,
recorded on the counterfoil of the receipt.

303A. All proposals involving the remission or
write off of rents of residential buildings should be dealt

~ +with in the manner laid down in paras. 291 and 291-A
““ of the Financial Handbook; Volume V.,



(101 )
X1] - REVENUE RECEIPTS [304 307

E—ACCOUNTS PROCEDURE
I—Registers 'of Revenue

304. All revenue receipts of the division should be
ified and abstracted in a register of revenue, form
46, maintained in the divisional office. The
eipts relating to each project for which a separate
enue account is kept, should be registered separately,
| all the other receipts pertaining to a major head
ld be booked collectively. The receipts relating
the transactions of the Central Government, if any,
uld be recorded separately. See paragraph 90.

305. In this register a column is opened for each
nor head of revenue (and heads subordinate to it)
er than “ Deduct—Refunds,” for which a single
uction is made from the total revenue of the month
‘details of the charges makmg up the figure to be
ced being recorded in a separate register of
inds of revenue, which should also be in form no. 46.
1. For accounts procedure in respect of refunds of rents realized, see
fule | to paragraph 310.

306. All receipts falling under the minor heads
pts and recoveries on capital account, should also be
tracted in form no. 46, separately for each major head
expenditure, a separate account being kept for each
ject the expenditure whereon is booked separately.
ceipts fa]lmg under the minor head * Recoveries of
enditure ” will appear in the register of revenue for
major head concerned under three distinct detailed
viz., (1) establishment recc_)venes, (2) tools and
‘recoveries and (3) other recoveries.

307. In respect of rent receipts of the buildings
specxal services for which a subsidiary account is
in form no. 49 (see paragraphs 308 and 310), it is
- necessary to make entries in detail in any of the
ers in form no. 46. The monthly totals only
luding the amounts realized by treasury officers in
Province), for each class of the rents for which
ate detailed heads have been opened under the
' head “ Rents ”, should be transferred from form
no. 49 to form no. 46,

- cem e

P.W.ALC,

P.W.A.C.
266,

P.W.A.C.
267.
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I[—Register of Rents

308. A register in form no. 49 (Register of rens
of buildings and lands) should be maintained in the
divisional office to show the monthly assessments,
realizations and balances of rents, of all residential build-
ings (including office buildings used as residences) and of
such other buildings, lands, etc., as may be available for
being let. No building other than those falling within
the categories specified in clauses (a) and (b) of article
301 of the Account Code or site should be excluded from
this register on the plea that it is intended to be occupied
rent-free or is not likely to be rented, but all such build-
ings may be grouped separately.

1. Private buildings which have been hired for use as residence or are
used as such, wholly or in part, should be included in this register.

2. Rent-free quarters for menials need not be entered in this register
except when allotted to persons from whom rent is recover ble. Nor need
rest-houses and other travellers’ bungalows be entered although rent receipts
from them are also treated as rents of buildings, which are required to be
booked under the minor head “‘Rents™.

3. In the Irrigation Branch of the department, land attached to residen-
tial buildings should be included in this register, while revenue from lands
other than those attached to residential buildings should be watched through
vernacular registers, which should be checked in detail by the divisional,
accountant, either monthly or quarterly as may be considered convenient

309. The entries relating to the assessment of rent
should be made month by month, and for this purpose
arrangements should be made to obtain timely intimation
(with full particulars) of all changes of tenancy from the
subordinates in charge of the properties. .

If any property is occupied free of rent, or if the rate for any month’s
emolument is neither the standard rate nor the 10.per cent. of the oacupant’s
emoluments, a suitable remark (quoting authority) should be made againsi
the entry relating to it. If a government servant is not entitled to but is
actually allowed the benefit of the 10 per cent. concession [recognized by
Fundamental Rule 45-A-1V(h) or 45-B-1V(h)] a reference to the specific

orders of Government allowing it should be recorded in the remarks column
of the register of renis.

310. 'The total realizations of each month should
be abstracted at the foot of the register, so as to show
separately (1) cash realized in the division, (2) recoveries
by other disbursing officers adjusted in the divisional
accounts (paragraph 300), and (3) recoveries by treasury
officers of this province adjustable in the account
office  (paragraph 299), for both rents of build-
ings and rents of lands, etc. If any buildings
are provided with special services such as furni-
ture, etc,, for which rent is charged separately, the
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account of rent charged for each building in respect of
se services should be kept separate from that of the
t of the building itself, and in the abstract also the
ations on account of each of these services should
shown separately.

- Refunds of rents realized should be shown separately as minus realizations
i the register of rents of buildings and lands, and thus distinguished from
e gross realizations of rent.
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CHAPTER XII |

Works

Not1e— The rules in this chapter do not apply to works for the execution
- of which officers of administrative departments are responsible and which
- are governed by the rules in chapter XIII of volume V of the Handbook.

A——CLASbIFICATlON OF THE OPERATIONS OF
THE DEPARTMENT

311. The operations of the department are divided PWD.C, ,
_ primarily mto two classes—" Original works” and :
- “Repairs” or ““Maintenance”. : ]

. 312, The terms, “Origina! works” and “Repairs” }
- are explained in explanatory note 29 to Appendix L 1|

.~ 313, ,When a building or a portion of a building
~or other work is dismantled, the dismantled materials
- may be—
(a) sold,
(b) brought on to the stock account at a valuation,
(¢) utilized in the construction of a new work in
the same building, or |
(d) utilized in the construction of a new work in ‘
a different building. : |

- 314. Works are divided into three clases, viz., (1) !
. petty works, i.e., those costing not more than Rs.5:606 ; ¥, ol
K (2) minor works i.e., those costmg more than Rs. 5—%&@@ i, 62,000 |
Bt not more than Rs ; and (3) major works, i.e., 1
i‘b' costing more than Rs. -20-,-009&0 802

B—BASIC RULES APPLICABLE TO ALL 1
3 PROVINCIAL WORKS EXECUTED BY |
THE DEPARTMENT

2 315 There are four main stages connected with a C.PW(.‘.
project for a work, namely, administrative approval,
expendlture sanction, technical sanction, and appropria-

_ tion or re- appropnatlon of funds.
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(a) ADMINISTRATIVE APPROVAL
_'_-__________.——'—_-‘_-__b_—"__——-——.

cpw.c. 316, (1) Original—For every work (excluding
petty works and repairs) it is necessary to obtain in the
ufirst instance the concurrence of competent authority o
the administrative department requiring a work
Formal acceptance of the proposal by that authority i
termed “ administrative approval ”’ of the work and it s
\. the duty of local officers of the department requiringa
(\J‘r work to obtain the requisite approval to it. An approxi
Q’N\ mate estimate and such preliminary plans as are neces
sary to elucidate the proposal should be obtained from
the Public Works Department. The procedure pres
cribed in this rule will apply also to modifications of
+ proposals originally approved if, by reason of such mod:
/ fications, revised administrative approval becomes neces
sary, and to material deviations from the original pro
posals, even though the cost of the same may be covered
by savings on other items.

P.W.D.C.

i In respect of works required not for a particular

department but in the interests of the general publig
e.g., communications, irrigation works and miscellaneous
improvements, the necessary rules regarding submission
and scrutiny of preliminary designs and estimates before
a detailed estimate is prepared for the purpose of techni
cal sanction, shall be found in the departmental manuals
of the Irrigation and Buildings and Roads Branches.

C.P.W.C. (2) Revised—When expenditure on a work exceeds,
= or_is likely to exceed, the amount administratively
approved for it by more than 10 per cent., or where there
are material deviations from the original proposals, even
Wmmmfﬂ\w_m%mr
savings on otfher item 15ed_a mm“‘-tmt&ejgpﬂal
must be obtained from the authorlt} competent to

approve the cost, as so enhanced.

(b) EXPENDITURE SANCTION

C.P.W.C. 317. Expenditure sanction means the concurrence

ana67. Of the Local Government to the expenditure proposed,

in cases where this is necessary. In all other cases the

act of appropriation or reappropriation of funds (se

I paragraph 319) will operate as sanction to the expendi
' " ture concerned. The duty of obtaining expenditure




AMENDMENT TO THE FINANCIAL HANDBOOK, VOLUME-VI. rs

NOO .B%Q'Zﬂﬂ.&..
Paragraph 317

For the existing sub-paragraph as inserted by correcticn
slip No. 340 to this paragraph, suhstitute the foliowlng sud-

| paragraph i- .
"A revised expenditure sanction is necessary if the actual

expenditure exceeds or is 1likely to exXceed the amount of originaj

~ sanction by more than 104 in cases where the original estimztes

'J--_are upto Rs.a 25 (Twenty five) lakhs. In all other cases of werks

‘estimated to cost over R, 25 lakhs and those relating to

- residentia? bulldings, any excess over the amount to which

;,expenditUre sanction has been given requires revised expenditure

;sanction of Government in the Finance Department,

For purposes of the above ru¥le the Chief Engineers- are

;ﬁuthorised to pass excess over the original expenditure sanction

‘mwpto 10% subject to the following conditions :-

_ (i) the increase is pumely’ related to rise in the cost of
material and Tabour;/.

(i1) the excess can be met by reappropriation xix within the

overall budgetory provisions and

(iii) the Chief Engineer can pass the excess expenditure
wiﬁhi-n- the 1limits -indicated above only once & any
subsequent excess that may b= occur will require
revised expenditure sanction of government,"

(Correction slip No. 407 dated February 21,

1977,
(Vitta (Lakha) Anubhag File No. 17(1)/77).
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fnction, where necessary, rests with the department
auiring the work. Any excess over the amount to which
apenditure sanction has been given requires revised
gpenditure sanction, which should be applied for
frough the administrative department concerned as
ioon as such an excess is foreseen.

~ The sanction of Government in the Finance Department is necessary

n cases like the following: °

! i) iture on an original major work for which funds have not‘]
hen y appropriated through provision in a granf. - [

(ii) Expenditure on a residential building in excess of limit of the )
5 0 i Ve department. IR

(¢) TECHNICAL SANCTION (M

318, For every work pr(;posed to be carried out

except petty works and petty repairs, and repairs for

which a lump sum provision has been sanctioned by the

superintending engineer, under paragraph 349, a pro-

petly detailed estimate must be prepared for sanction by

competent authority.  This sanction is known as tech-

nical sanction to the estimate and it must be obtained

_;_;-- a work is commenced. As its name indicates, it
amounts to no more than a guarantee that the proposals
re structurally sound and the estimates are accurately
alculated and based on adequate data.  Such sanction
will be accorded by an officer of the Public Works De-
artment authorized to do so.  In the case of an origi-
ul work, other than a petty work, the countersignature
f the local head of the department on behalf of which
s execution is proposed, or of such other officer of lower
fatus as may have been empowered to accord adminis-
ative approval to it, should be obtained to the plans
estimates in token of his acceptance of them, before
ical sanction to the latter is accorded. If, subse-
gnt to the grant of technical sanction, material struc-
alterations are contemplated, the orders of the ori-
al sanctioning authority should be obtained, even
ough no additional expenditure may be involved by
alterations.

z—It is not essential that expenditure sanction should invariably
ned before technical sanction is given; in some cases it may be con-
to reverse the order. No detailed estimate for any work shall
wred until funds for the works have actually been allotted or promised

ent authority, excepting in the case of emergent work where an

tal superior can call on a divisional officer for a project
E above conditions are not satisfied.

I.i
N

CPWC,




(108)
319--323] PUBLIC WORKS ACCOUNT RULES [CHAP. XII

(d) APPROPRIATION AND RE-APPROPRIATION

319. See paragraphs 113 and 114.
C—LIMITATION OF SANCTION

P.W.D.C. 320. The powers ol departments of the Govern
183. ment and of subordinate authorities to sanction expen
diture on works will be found in the Book of Financiil

Powers, Volume I of the Handbook.

CRW.C 321. A group of works which forms one project
9, shall be considered as one work and the necessity for

obtaining the approval or sanction of higher authority
to a project which consists of such a group of works is
not avoided by the fact that the cost of each particular
work in the project is within the powers of approval or
sanction of a particular authority.

While no officer may sanction any estimate for a work which cannot he
fully efficient unless other works are also sanctioned, if the cost of all such
works collectively excceds his power of sanction, if is not the intention that

e e
two or more works should be regarded as forming part of a group of works

merely because they are of the same nature, if they are otherwise mutually

independent.
\‘—‘D':ﬁEQUISI'I'lON BY CIVIL OFFICERS
I—General
P.W.D.C. 322. Applications for new buildings, and for
184. additions or alterations to existing buildings required

for the use of any department should be made by the
officer of the department concerned, in communication
with the divisional officer, see also paragraph 318 et seq.

P.W.D.C. 323. The local head of a civil department may
185. call upon the divisional officer to report on any propo-
sals for additions or alterations to the buildings in his

use, the execution of which is likely to be entrusted to

the department and to siate roughly the probable cost;

but divisional officers cannot be required, except by

their departmental superiors. to prepare the detailed
drawings and estimates, required for the purpose of
technical sanction, of projects which they consider likely

to cost a sum greater than that which can be administra-

tively approved by the local head of the department con-
cerned, or those, however, small their probable cost, in
the necessity for which they do not concur. ]
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- 324. The divisional officer must in each case

cise his judgment on the demand made, giving all
oper weight to the opinions of the officers of the depart-
nts concerned; but it is his duty to oppose any appli-
ion of the funds at his disposal, to works of the real
cessity for which he is not satisfied and in every case
which he thinks that he cannot recommend the execu-
n of a work called for by a duly constituted authority,
ould explain his objections to the officer concerned,
if he fails to convince him, he should refer the matter
he orders of the superintending engineer. At the
time he is responsible that such references are not
unnecessarily.

325. 'The actual éxecution of works, asked for
civil officers, must in every case be dependent on the
sary funds being available. See also paragraph 294
olume V of Handbook.

~ II—Works relating to Official Residences of the Governor

326. ‘The procedureto be followed in  con-
n with works relating to these residences are laid
in the rules reproduced in Part II of Appendix

- Ill—Procedure in regard to original peity works

327. Under paragraph 296 of Volume V of the
ndbook an officer of a civil department may in special
~arrange for the execution of petty works by the
blic Works Department.  In such cases the following
cedure will be adopted :

k- I—The requisition will be made by the officer,
~ for whose convenience the work is required, in form
R no. 32.

.~ 11—-The divisional officer, or an assistant or sub-
~ ordinate empowered by him to act in such cases, will
~ record on the requisition his opinion as to what
~ work should be done, and give on the face of the
~ requisition a rough estimate of the probable cost.

-

11— The acceptance by the responsible civil officer
of the estimate as sanctioned by the divisional offi-
cer will be sufficient authority for the execution of

the work.
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IV—In case the civil officer is not satisfied with the
report of the deputed subordinate of the depart-
ment he should refer the matter to the divisiunal
officer.

IV—Procedure in regard to original minor and major works

328. The following procedure will be adopted
by the divisional officer for the execution of such civil
works as are to be constructed by the department under

the provisions of the rules in paragraphs 264 and 297
of Volume V of the Handbook :

I—-The divisional officer, on receipt of sanction ol
the Local Government, will call for, from the local off-
cer, all necessary data to enable him to prepare either a
preliminary proposal or a detailed estimate as he may
deem necessary and submit the same for administrative

approval to the authority competent to accord such
approval.

II—On receipt of the administrative approval, the
divisional officer should take necessary steps for the pre-
paration of a detailed estimate, if not already done, and
for its technical sanction by the competent: authority.

II1—After the estimate is technically sanctioned, the
divisional officer will execute the work under the provi-
sions of paragraph 294 of Volume V of the Handbook.

E—PREPARATION OF PROJECTS
I—General

329. The papers to be submitted with the pro-
ject for a work will consist of a report, a specification and
a detailed statement of measurements, quantities and
rates, with an abstract showing the total estimated cost
of each item. These documents together form what
is called “the estimate” in these rules. In the case of
a project consisting of several works, the report may be
a single document for all the works and likewise the
specification; but details of measurements and abstracts
may conveniently be prepared for each work, supple-
mented by a general abstract bringing the whole together.
In the case of estimates for “Repairs” or “Maintenance,”
only the specification and the detailed statement of
measurements and quantities with the abstracts will ordi-
narily be required. The report should state in clear
terms he object to be gained by the execution of the
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work estimated for, and explain the peculiarities which
require elucidation, including, where necessary, the rea-
sons for the adoption of the estimated project or design
in preference to others.

330. The abstract of the estimate will show the pw.p.c,
- total cost, in rupees only, of each kind of work, the only 19
- exception to this rule being the case of miscellaneous
~ petty works which may be entered in the abstract with-
~out measurements, the estimated cost being alone given.

+331. The abstract of the estimate may, under pwp.c.
instructions of the superintending engineer, be framed to  195.
show merely the quantity and cost of each completed
item of artificer’s work, e.g., brickwork, or it may be
- framed to show the cost of labour and materials separate-
ly. The adoption of either form of abstract should be
~ determined with reference to the mode in which it is
proposed to carry out the work. If it is proposed to con-
 tract for the completed item of artificer’s work, such as
‘masonry, etc., then the first mentioned form of abstract
- will suffice; if it is intended to purchase or procure

‘materials and to employ labour for construction separate-
ly, then the second form of abstract will admit of a clos-

er, easier and, earlier check on the outlay and it will
therefore be preferable.

332. In addition to the usual charge of 5 per p.w.n.c.

- cent. for unforeseen contingencies, all incidental expen- 196

- diture which can be foreseen, such as compensation for
or cost of land, sheds for workmen and stores, should be
' separately provided for in the estimate. The provision
for contingencies may not be diverted to any new work
- or repair which is not provided for in the estimate, and
of which the cost exceeds Rs. 2,500, without the sanction
of the superintending engineer.
333. The rules regulating the inclusion in esti- P.W.D.C.
mates of the approximate cost of establishment and tools 97
- and plant will be found, in respect of irrigation projects,
_in paragraph 336, and in respect of other works in Ap-
pendix V.
334, Estimates for works on which it is intend-
ed to use prison labour will, as in the case of free labour,
- provide for the full market, value of the work to be done,
~ but a note of the reduction, if any, to be effected thereby
should be made at the foot of the abstract of the estimate.
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335. 'The following procedure will be followed
in preparing and submitting schemes for roads financed
from the Central Road Fund which arc sanctioned by
the Central Government :

“(1) A brief :11_cinorandum should accompany the

. scheme giving a general description of the project and its.

P.W.D.C.
215,

_position.

(2) A copy of the standard road map of the Pro-
vince should be sent with the position of the scheme
clearly marked thereon unless the memorandum or des-
cription of the project will enable the precise position
to be identified in the standard road map already with

 the Central Government.

(8) The railway administration concerned with the
scheme should be fully and freely consulted from the
early stages and should be furnished with the full parti-
culars of the scheme. The views of the railway admi-
nistration and the provincial Board of Communications
should accompany the proposals sent to the Central Gov-
ernment.”’

§35-A.When the preparation of an estimate is en-
trusted to a firm of architects or consulting engineers the
scale of fees laid down in Annexure A to paragraph 305 of
he financial Handbook, Volume V, shall apply.

II—Estimates for Irrigation works

336. (i) The complete estunates for an irriga
tion project should include indirect as well as direct
charges. The main headings are as follows: '

1. Works.
2. Establishment.
Direct charges .. 3. Tools and plant (ordinary).
4. Provision for leave salary and pen-
sionary charges—11 per cent.
Indirect charges Capitalization of abatement of land revenue
on area occupied by works.

(ii) The items included under the head “Works"

~should be classified under the prescribed main and sub-

sidiary heads of account.
(iii) The cost of surveys, including expenditure
incurred prior to the submission of the project, should be
included in the estimate.
(iv) The provision to be made for establishment

~and tools and plant should ordinarily include 20 per cent.

on the estimate of works outlay for establishment, 2}



(113)
AP, XII} WORKS - [336

nt. for tools artd plant and 1 per cent. for audit
accounts. Other percentages for establishment and
ad plant may be adopted with the sanction of
yvernment if found to approximate more nearly to

, provided that the percentages adopted are justi-
by comparison with past actuals.

This rule will not apply to any large irrigation project which it is known
itute the sole charge of one or more superintending engineers. The
or such a project should provide for actual anticipated charges on
of superintending engineers and other establishment, plus a suitable
on account of the cost of the Chief Engineer’s establishment and the
per cent, on the estimate of works outlay for audit and accounts,
actual anticipated cost of tools and plant.

In the case of irrigation projects, for which neither capital nor revenue
are kept, it is unnecessary, except in the case of large surveys for
ation projects referred to in clause (v) below, to enter provision for
hment and tools and plant in the estimate unless, for any reasons, it
‘deemed desirable to do so in order to forecast the ultimate result of

1. Auditor General has ruled that the method of allocation of
ent charges to Capital at 20 per cent. on the works outlay as laid
clause (iv) above unnecessarily increases capital expenditure and
schemes of new channels or extensions of channels, which are really
ative appear unremunerafive and consequently difficult of accept-
the Finance Department. He has accordingly agreed to the pro-
at, with effect from the year 1937-38, if such capital works are cons-
in a revenue division, only the actual cost of additional establish=
tertained for such works should be debited to capital and provided
construction estimates instead of the percentage charges on account
hment as at present laid down.

Other overhead charges as indicated in the accompanying sample
orm A) should continue to be provided in the estimates referred to
ph 1. . —
In order to enable the Accountant General, United Provinces, to
cmmctlyi thzd above establishment charges to Capital the following
1§ are 1ssued:

Separate salary and travelling allowance bills should be prepared
for the additional establishment employed. The name of the project
¢ major head of account and authority should be entered in red ink
- top of the establishment bills.

The contingent charges paid to such establishment should be billed
separately and charged to Capital.

) Provision for the additional establishment required for the con-
on of capital works should be made separately in the establishment
under the primary units, salary, travelling allowance and contin-

following information should be noted against such provision :

) Name of work.

| Name of project.

(@) Authority. _

~ (v) Estimates for large surveys for new irrigation
should, however, provide only for a charge of
nt. on the cost of special establishment to cover

¢ supervision charges thereon.

b
)
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Works—

from Loan Funds— (1) Productive Works—1.

68-A. Construction of Irrigation Works, the cost of which is met

(3) Distributories.

WORKS [CHAP. XIl
FORM A
(Referred to in note (2) under para. 336)
—Canal Division
Project for the construction of- Minor
GENERAL ABSTRACT OF COST
Rate
Main l 1 Quan-
head [Sub-head Details tities Amount | Total
Rs. Per
. : Rs: | R«
5= Levelling and setting | 3 miles 10 mile 30
&= out.
| -§ Jungle  clearance | 3 , 10 3 30
< E. Contingencies Rs. 60 5 o 3| e
% Permanent  land | 7acres | 250 | acre 1,750
g Contingencies .. | 1,750 s| oy 88
. 1,838
As per schedule of 3,000
E“ masonry works.
woks. 4 lakhs 4 % 1,600
2 Earth work o o h 1
{ -§ -E { Contingencics % 1,600 - 1 . 80
3 '
1,680
i Mile stones .+ | 3 nos. 10 | each |; 30
§§ Furlong and bound-;| 55 ,, 3 o 165
53 ary b:ﬁones weich i
S .. 1] )
| 8 G. L pipes e 150 | rf. | 112 263
[ Contingencies s 548 = Rs. 5% 27| 505
’ 7,156
Total works s :
DIRECT CHARGES
Establishment
charges
Overseer for 6 1 100 | month 600
. months. ;
Travelling  allow- Lump sum 200
ance.
Contingencics hIPERE. |
Total o 850
Leave and Pen- 850 11 % 94
sionary charges
Tools and Plant .. 7,156 28N 179
Total Direct 1,123
charges.
INDIRECT CHARGES
Audit and Accounts 7,156 1 e 72
* Capitalized abate- | 7 acres 100 acre 700
ment of land re-
venue for 20 years
at Rs, 5 per acre
per year
Total, Indirect m
charges. |—
GRAND TOTAL Ve 9,051




(115)
. XI1) WORKS [337—341

II—Repairs
(a) GENERAL

N
- 337. Repairs are ordinarily of three kinds: first,
hose which as a matter of regulation are carried out

dically, and which are usually of the same quantity
m time to time, such as the painting and whitewash-
of a building or a new coating of metal on a road;
nd, those which are not done as a matter of regula-
periodically, but which it is convenient to carry out,
far as may be necessary, at the time of periodical
irs; and third, such occasional or petty, repairs as
pme necessary from time to time, and which may have
carried out between the times of periodical repair.

338. Except in the cases contemplated in para-
ph 349, provision for repairs of the first two kinds
tld be made in annual estimates, and for the third
nd in separate requisitions as the occasion may require.

- 339. A separate estimate should be prepared for
aintenance of each work, or of each class of build-
in each distriet, or of a portion of a work or group
ks as detailed in the budget. Attention to this
is necessary, for in the principal accounts the total
against each estimate being alone posted, it is
{7 recording the outlay year after year on the main-
e of each particular set of buildings or works that
1l comparisons can be made.

340, Each ordinary annual maintenance or
estimate should include the whole expenditure
ch it is anticipated will be incurred during the finan-
year on the maintenance of the work concerned.

- 341. Repairs estimates should, like those for ori-
inal works, provide for the removal of all rubbish which
have accumulated, filling in unsightly pits etc,
the buildings; all works establishment employed
y on the work ; and, under separate sub-heads, all
men sanctioned by competent authority for the
f yacant buildings, guarding works, working sluices,

oTE 1. The pay of inspection house chowkidars of the department is
d to the repairs estimates of the buildings concerned and not to estab-
p 2. The duty of cleaning the compounds of residential buildings
:3 on the tenants. Such _charﬁlshwld not, therefore, be provided for
g fepairs estimates of those buildings,

P.W.D.C
220

P.W.D.C.
221,

P.W.D.C,
222,

P.W.D.C,
223,

P.W.D.C.
224,
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P.W.D.C. 342, The sanction to an ordinary repair esi

225, mate lapses on the last day of the financial year. |

however, inconvenience would arise in any exception

case from the stoppage of the work at the end of i

year, the repairs may be carried on to completion, th

expenditure incurred in the new year being treated a

expenditure against a fresh estimate for the nex
financial year. .

343. Estimates for special repairs remain cup
rent till the completion of the repairs in the same mai
ner as estimates for original works.

P WD.C.
226.

Exception—In the Buildings and Roads Branch, estimate for special
repairs to road communications, including bridges, culverts and inspection
houses, shall remain current from October 1 to September 30, after which
date they shall be definitely closed and the unspent balances reported u]
' available for reappropriation.

Nore—When an item of special repairs is of such a nature that the work
cannot be completed within the specified period (October 1 to September
a separate estimate should be prepared for that item and the sanction of the
Superintending Engineer obtained to keep the estimate open till the work'
has been completed. This sanction should be communicated to the]
Accountant General.

344, In cases of wurgency, the superintending
engineer may authorize the commencement of periodial
repairs in anticipation of the formal sanction to the est
mate; but in such cases an approximate sum must be fix
| ed, to the expenditure of which sanction is provisionally

given, and the divisional officer will be responsible that
' the regular estimate is submitted at the earliest possible

date.

: P.W.D.C.
227.

345, In the case of descriptions of work, for

PWD.C. the renewal of which any specific period of time has been

ey fixed, the estimate for its repair should show the dat
when such item of work was last executed.

(b) SPECIAL RULES '
: ' (¥) Buildings

346. The method of arriving at the valuation of
a building with reference to repairs, is prescribed by the
Local Government in the Public Works Department,
' ' subject to the proviso that the value assigned to any
¥ given building should not exceed the sum that would
" be arrived at were the approximate rate per superficia
foot of plinth area for that class of building applied to it

P.W.D.C,
230.
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347. Where municipal or other taxes on Gov-
ient buildings are payable by the government, pro-
for such taxes should be made in the annual
air estimate.

348, The cost of pettty works, such as replace-
it of bulbs, shades, etc., and repairs to fans and other
gs required at occasional intervals in connexion
h an electrical installation in a building is ordinarily
rgeable to the annual repairs grant provided for that
lation.

'_ Note—Bulbs are not to be treated as part of electric fittings in the case
residential buildings. see subsidiary rule 19E in volume II of the Hand-

- 349. In the case of any building the cost of the

ary annual repairs (excluding municipal taxes) to
is less than Rs. 2,500, the superintending engineer
prescribe, subject to revision from time to time, a
p sum limited to Rs. 2,600 (plus the amount of the
nicipal taxes, if any, payable by the government
r paragraph 284 of these rules) for any one build-
_to cover the cost of maintenance, and within this
unt expenditure will be permissible without any
iled estimate being prepared- Such lump sum should
framed after consideration of the cost of maintenance
e past and, in the case of residential buildings, should
ther be limited to the amount included for this pur-
in the rent assessment. ! If in any working year the
mated cost of maintenance is more than the permis-
e limit given above, or if the lump sum sanctioned
the superintending engineer is exceeded, a detailed
mate must be prepared in accordance with the ordi-
v rules and be sanctioned by competent authority.
en submitting their detailed or lump sum esti-
es for residential buildings, the Executive Engineers
d certify that the amount is not greater than the
1 allowed in the rent statement. In cases where they
emand more than the normal grant, they must give
reasons.” On sanction being accorded to such an
imate, the sanction of the superintending engineer to
e lump sum provision will automa tically be superseded
the working year in question.

s The sanction accorded to the lump sum provision referred to in this
shall be held to be a sanction to an estimate for the same amount

purposes of these rules,

P .W.D.C.
232,

P.W.D.C.
2
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2. Divisional lists of buildings the annual repairs estimates for which
are less than Rs, 2,500 each, should be submitted in quadruplicate for the
sanction of the deputy chief engineer early in April each year. One
of the sanctioned list will be returned to the divisional officer, one retained
by the deputy chief engineer_and the other two will be forwarded to the
Principal Auditor.

(11) Roads

350. Unless metal is to be obtained by purchase
or contract, delivered on the road, the estimate should
show the proposed cost, divided under “cost of collec-
tion"” and “‘carriage”; if the metal is to be manufactured
the probable outlay on each sub-head of the operation
should be shown distinct from carriage.

F—CONTRACTS
T—General

351. The recognized systems for carrying out
work, otherwise than by the employment of daily labour
are “Piece-work” and “Contract work.”  Piece-work is
that for which only a rate is agreed upon without refer-
ence to the total quantity of work to be done or the
quantity to be done within a given period.  The term
“contract”, as used in these rules, does not include agree-
ments for the execution of work by piece-work, nor does
it include mere ordinary purchases of materials or stores.
All other work done under agreement is termed “Con-
tract work”, and in agreements for such work, which
should invariably be in writing, there should generally
be a stipulation as to the quantity of work to be done
and the time within which it is to be completed.

. 352. In the Irrigation Branch of the department
a system of execution of works on “work orders” is in

force. Rules on the subject are contained in Appendix
VIL

353. Rules regarding the execution of works - in
lump sum contracts, will be found in paragraphs 405, 406
and 533 to 547.

354. A manual for the guidance of officers of the
department in their relations with contractors has been
published for the general guidance and assistance of
executive officers. The instructions contained in it
must, however, be followed subject to a reference to com-
petent authority before entering upon legal proceedings.




(119)
p, XIT] WORKS [385—3¢0

. 355. The general instruction contained in Ap-
endix XIX to Vol. V of the Handbook for the gui-
e of departmental officers entering into contracts
hould also be carefully followed.

II—Contract documents

356. Before a work is given out on contract the
sional officer must prepare “contract documents” to
ude—

(I) A complete set of drawings showing the
general dimensions of the proposed work and, so
far as necessary, details of the various parts.

~ (2) A complete specification of the work to be
done and of the materials to be used unless refer-
ence can be made to some standard specification

(8) A schedule of the quantities of the various
descriptions of work.

~ (4) A set of “‘conditions of contract” to be com-
plied with by the person whose tender may be
- accepted.

~ 357. If the amount of the tender is likely to
beyond the divisional officer’s power of acceptance, or
be of an unusual character, he should, before publicly
ting tenders, submit the contract documents to the
ending engineer for his approval or remarks,
her with a copy of the proposed advertisement for
ders, and the form in which tenders are to be sub-
d. If the amount of tender is likely to exceed the
intending engineer’s power of acceptance, or to be
1 very special nature, that officer should, in like man-
ubmit the contract documents to the Chief Engi-
for approval.

358. In works of great magnitude the contract
should be specially prepared by the government
officers, but for ordinary contracts, including all such
Dbased on tenders which a superintending engineer
npetent to accept, such ordinary forms as may have
_ approved by the Local Government will generally

359, Estimates and amounts of sanctions are to
be treated as strictly confidential and officers of the de-
ment are forbidden from communicating them to
contractor, piece-worker or prospective tenderer.

ﬁm*s—'l‘he restrictions imposed in this paragraph do not apply to per-
e rate tenders.

P.W.D.C,

P.W.D.C,
238,

P.W.D.C,

.
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IIT—Tenders

360. Tenders, which should always be sealed
should invariably be invited in the most open and public
manner possible, whether by advertisement in the
Government Gazette or local newspapers, or by notice
in English and the Vernacular posted in public place,
and tenderers should have free access to the contrag
documents. The notice should in all cases state—

(1) The place where an dthe time when the con-
tract documents can be seen, and the blank forms
of tender obtained ; also the amount, if any, to he
paid for such forms of tender.

(2) The place where, the date on which and the
time when tenders are to be submitted and are to
be opened (in the case of large contracts this should
be at least one month after the date of first advertise-
ment or notice). oy

(8) The amount of earnest money to be deposited
and the amount and nature of the security deposit
required in the case of the accepted tender.

(4) With whom or what authority the acceptance
of the tender will rest.

Authority should always be reserved to reject any
or all of the tenders so received without the assignment

of a reason, and this should be expressly stated in the
advertisement. '

361. At the advertised time and place all tenders
received for the same contract should be opened by the
divisional officer or other officer in person, in the
presence of such of the intending contractors or their
agents as may choose to attend. No tender should be
accepted from any person directly or indirectly connected
with a service of the Crown.

362. Asa rule no tender for the execution of works
of any description should be entertained unless accom-
panied by earnest money paid to the extent which has
been notified as necessary by the divisional or other
officer. But in the case of works costing less than
Rs.10,000, the divisional or other officer may, at his dis-
cretion, demand earnest money only from the contractor
whose tender has been accepted.

Tenders for road metal collections costing less than Rs. 5,000 mag be
accepted without earnest money at the discretion of the divisional ;



(121)
'CHAP. X11] WORKS [363—365

363. The amount of earnest money to be deposited
uld be sufficiently large to be a security against
, in case of the contractor failing to furnish the
required security within the appointed time after the
ptance of his tender, or until the sums due to him
m a sufficient guarantee, as the case may be.

364. Usually the lowest tender should be accepted,

‘unless there be some objection to the capability of
the contractor, the security offered by him, or his exe-
‘cution of former work. At the same time the acceptance
or rejection of tenders is left entirely to the discretion
of the officer to whom the duty is entrusted, and no
‘explanation can be demanded of the cause of the rejec-
tion of his offer by any person making a tender. In
‘cases where the lowest tender is not accepted, reasons
ould, however, be recorded confidentially. In select-
the tender to be accepted the financial status of the
individuals and firms tendering should be taken into
‘consideration in addition to all other relevant factors.

IV—Security for performance of contracts

~ 365. Security for the due fulfilment of the contract

jould invariably be taken. The security may take the
orm of a cash deposit, a deposit of interest bearing secu-
rities, a deduction of 10 per cent. from the payments to
‘be made on account of work done, or a personal bond
of two persons of known probity and wealth.

: When earnest money tendered under paragraph 363 is converted
secunty deposit, it should be taken into account for the purpose of the
made under this rule, e.g., when 10 per cent. of the first monthly
ment is less than the amount of earnest money no deduction will be made
nit (the deduction will commence from the subsequent payment) but
dqhm it is more, only the differences between it and the earnest money will
¢ deducted from the bill towards the security deposit.

2. Fixed deposit receipts of all the branches situated in the United
@mmmoa of the following banks should, if offered, be accepted as security
from contractors who are required to furmsh security to ensure the proper
tion of Government work that may be entrusted to them subject to the
ditions laid down in para. 6l4(e):

(l} The Punjab National Bank Limited.
2) The Bharat Bank Limited.

3) The Calcutta Commercial Bank Limited.
(4) The Hindustan Commercial Bank Limited,
{5) The Calcutta National Bank Limited.

(6) The Bareilly Corporation (Bank) Limited,

) The New Bank of India Limited.

8) The National Bank of Lahore Limited.

The Oriental Bank of Commerce Limited, Lahore.

(10) The United Provinces Provincial Co-operative Bank Limited,

Lucknow.
(11) The Comilla Banking Corporation Limited,

P.YWD.C.
243.

-P.W.D.C.

244,

C.PW.C.
€).
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V-—Provision jn contracts for imported stores

366. In framing contracts of any description it
should be laid down that the supply of imported
materials if required to any considerable extent, shall
be arranged for by the Government. Such stores should
either be supplied from the existing government stock
or be obtained in accordance with the Stores Purchase
Rules. In the case of important construction works let
out on contract, such stores may be supplied by the con
tractor subject to the conditions given in the Stores Pur
chases Rules. See Appendix XVIII, Volume V of the
Handbook.

VI—Enforcement of terms of contract

367. Engineers and their subordinates are respon-
sible that the terms of contracts are strictly enforced and
that no act is done tending to nullify or vitiate a contract.
All contract deeds must be executed on one or other of
the standard forms, but they may be modified to suit
local requirements after consultation with the legal
advisers of the government. All agreements or security
bonds entered into with the department by contractors
for the execution of work or for securing the due per-
formance of contracts are exempt from stamp duty.

VII—Officers empowered to execute contracts

368. No authority lower than an assistant engineer
or the officer in charge of a sub-division may accept any
tender or make a contract for public works. The officers
legally empowered to execute on behalf of the Governor,
the different classes of deeds, contracts and other instru-
ments are detailed in Appendix VIII. This power is,
however, in each case subject to the departmental rules
laying down the powers of officers to enter into contracts.

369. It is not the intention to prevent the officers
mentioned in the preceding paragraph from giving out
to different contractors a number of contracts relating to
one work, even though such work may be estimated to
cost more than the amount up to which they are em-
powered to accept tenders. But no individual contractor
may receive a contract amounting to more than this sum
nor, if he has received one contract, may he receive a
second in connexion with the same work or estimate



(123)

CHAP, XI1] WORKS (370—372

ile the first is still in force, if the sum of the contracts
ceds the power of acceptance of the authority
concerned.

- 370. Departures from the rules contained in para-
taphs 351 to 369 will be permitted by the Local
Government only in unavoidable circumstances.
 The following points should be very carefully
noted :

1—-No authority may enter into a contract into
- which he is not empowered to enter under para-
graph 368 and Appendix VIII, or which infringes
the rule in paragraph 369.
i II—No authority may accept any contract for a
work until an assurance has been received from the
~authority competent to provide funds for the same,
~ that such funds will be allotted before the liability
matures [vide paragraph 375 (a)].

III-No authority subordinate to the Local Gov-
ernment may waive the provisions of paragraph 366
where the purchase of imported materials con-
travenes the provisions of the Stores Purchases
Rules. .

Note—Restriction 1 above does not apply to piece-work agreements
dre not contracts within the meaning of these rules, vide paragraph 351,

in _ G—SALE AND ACQUISITION OF LAND

I-Sale of Governmnet land and immovable property

- 371.  All Government land and immovable pro-
ity should ordinarily be sold through the revenue
ent.

. 372. When any immovable Government property
i made over to a local authority for public, religious,
ional or any other purposes, the grant should be
expressly on the conditions, in addition to any
s that may be settled, that the property shall be
e to be resumed by the Government if used for other
the specific purposes for which it is granted and
should the property be at any time resumed by the
nment, the compensation payable therefore shall
case exceed the amount (if any) paid to the Govern-
for the grant, together with the cost or their
nt value, whichever may be less, of any buildings

ed or other works executed on the land by the local '

P.W.D.C.
249A,

P.W.D.C.
250,

P.W.DC,
251,
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II—Acquisition of land

373. When land is required for Government
the officer of the department should, in the first instan
consult the chief revenue officer of the district, and
obtain from him the fullest possible information as
the probable cost of the land, together with the val
of buildings, etc. situated on the property, for whi
compensation will have to be paid. Upon the infor
tion thus obtained, an estimate should be framed by (
Public Works officer and submitted for sanction. Whe
sanction to such an estimate has been obtained, the
divisional officer or other Public Works officer concerned
should refer the matter to the revenue officer who
take the necessary preliminary action for the approprie
tion of the land under the Land Acquisition Act, of
for its acquisition by private negotiation. Should it
subsequently be found impossible to obtain the land
required without materially exceeding the estimate, o
obtain some other plot of land in lieu of that originally
proposed, the Public Works officer will submit a revised
estimate for sanction. In cases where the amount claimed
by the owner is largely in excess of the amou
awarded by the revenue officer, possession should not
taken except under the specific orders of the authorily
sanctioning the work until the time has elapsed within
which an appeal may be preferred.

374. All proposals for the occupation of land
within cantonment limits, forming part of an encampi
ground or otherwise held for the use of the Defenc
Department, should be submitted in the case of land
within cantonment limits, to the cantonment authority
and, in other cases, to the General Officer commanding
the division or independent brigade. These officers will
take the necessary steps to obtain the sanction of the
Defence Department of the Central Government to the
proposals.

H—EXECUTION OF WORKS

I—Commencement of work

375. (a) Itis a fundamental rule that no work
shall be commenced unless a properly detailed design
and estimate have been sanctioned, allotment of funds

(
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de, and orders for its commencement issued by com-
ent authonty Permission, granted by the Local
vernment in orders on dget estimate, for the
ntion of an entry of proposed expenditure during
year on a work, conveys no authority for the com-
iencement of outlay, Such permission is granted on
implied understanding that, before any expenditure
curred, the above conditions will have been fulfilled.
epting in regard to petty works, as defined in para-
phs 314 and 327, repairs of the nature contemplated
paragraph 349 and in cases of real emergency to be
mmediately reported and explained to the authorities
npetent to accord administrative approval and techni-
sanction, this injunction may not be infringed. On
other hand, the sanction of a design and estimate
the Local Government or any other authority con-
s no permission for the commencement of expendi-
¢ on the work, unless such expenditure has been pro-
ed for in the budget estimate of the year, or provision
has been made for the outlay within the financial year
__ther by appropriation or re-appropriation. Similarly
liability may be incurred in connexion with any work
til an assurance has been received from the authority
wmpetent to provide funds that such funds will be
ed before the liability matures.

(b) If in any case, whether on grounds of urgency
) othermse, an officer is required to carry out a work
hich no estimates have been sanctioned or for which
appropriation exists (whether estimates have been
tioned or not) the orders of the officer authorizing
. work should be conveyed in writing. On receipt
such written orders the officer who is directed to carry
the work should imumediately intimate to the Prin-
al Auditor that he is incurring a liability for which
provision has been made in the budget or the appro-
ation made is adequate and should, at the same time,
approximately the amount of the liability which it
likely he will incur by compliance with the written
ers which he has received. As the Principal Auditor
hold all such expenditure under objection, it is the
ty of the officer incurring the expenditure to take
nediate steps by addressing the appropriate compe-
uthority to obtain orders either stoping the work
yularizing its execution.
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376. In the absence of orders to the contrary trom
competent authority, a disbursing officer may continue
to incur expenditure .on the following classes of works
from the commencement of a financial year :

I—All original works in progress at the end of
the previous financial year.

II—Expenditure on repair works in progress and
on ordinary regular repairs.

ITI—Maintenance of tools and plant and liabilities
arising from the previous year in respect of any
purchases.

P.W.D.C. 377. Verbal orders for the commencement work are

259. 1o be deprecated as being liable to misapprehension, bul
i cases where such orders are given they should ordi
narily be confirmed in writing as soon as possible there. |
after.

P-“;hl{—(-'- 378. No work should be commenced on land
* which has not been duly made over by the responsible
civil officers. 3
II—Scope of sanction
P.W.D.C. 379. 'The authority granted by a sanction to an

262. _ estimate must on all occasions be looked upon as strictly
limited by the precise objects for which the estimate was
intended to provide. Accordingly, any anticipated or
actual savings on a sanctioned estimate for a definite
project should not, without special authority, be applied
to carry out additional work not contemplated n the
original project or fairly contingent on its actual exccu-
tion.

- Exception—The above rule® does not apply in the
case of estimates for special repairs to monsoon damages.

III—Lapse of sanction’

cPW.C. 380. ‘T'he approval or sanction to an estimate for

7. any public work other than annual repairs will unless

such work has been commenced cease to operate after

a period of five years from the date on which it was
accorded (see paragraph 342).

The orders contained in this paragraph are special for the Public Works
Department, and override, in so far as estimates for works are concemcd
the general tule contained in Vol. I of the Handbook.
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IV—Alterations in design during constructino

381, No material alteration in sanctioned (still |P}:P-C.
§ in standard) designs may be made by a divisional
in carrying out any work, without the approval
he superintending engineer. Should any alteration
portance, involving additional expense, be con-
d necessary, a revised or supplementary estimate 1/
' paragraphs 394 to 398) should be submitted for

gtion.  In urgent cases, where the delay thus caused
ld be inconvenient, an immediate report of the cir-
fances must be made to the superior authority
dealt with as the case may require. In the case ofj
ial modifications of or deviations from a sanctioned
mate it is the duty of the executive officers to see that/
ion of the competent authority is obtained.

382, In the case of works, the estimates for which! PW.DC
e been sanctioned by the Government in the Finance

partment no alterations or additions likely to cause

cess should be permitted without the previous

1 of the Government in the Finance Department.

the matter is of extreme urgency a telegraphic

of the circumstances should be sent for the orders

¢ Government in the Finance Department.

For the wers of subordinate authorities to sanction emergent
olume I of the Handbook.

3, Where important structural alterations are [pw.p.c.
mplated, though not necessarily involving an| 266.

ed outlay, the orders of the original sanctioning

should be obtained. A revised estimate should| «—
tted for technical sanction should the alterations
ny substantial change in the cost of the work.

~ V—Miscellaneous rules for the execution of works

No public edifice should be destroyed or pw.p.C.
Lin the execution of works without the full and  268.
sent of the persons interested in it, nor without
currence of the principal civil or political autho-

the spot, unless under the orders of the Local

ent (see also paragraph 283).

All interruptions of large works in progress pwop.c.
be immediately reported to the superintending  269.

er, the causes and the probable duration of such

ptions being dully explained.
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386. AIll unusual losses in the manufacture o
materials must, on their occurrence, be reported to the
superintending engineer.

387. The superintending engineer may, if he deens
it necessary, direct the divisional officer to suspend
the commencement or progress of any work pending
orders of the Local Government.

I-EXECUTION OF WORKS BY CIVIL OFFICE

388. Rules for the execution of works by offic

of civil departments are contained in Chapter XIII
Volume V of the Handbook.

J—CONTRIBUTION WORKS

389. The department may occasionally, with the
sanction of the Local Government or other subordin
" authority to whom the power may have been delegat
undertake to execute contribution works for which
outlay is provided wholly or in part from— =

(a) funds of a public nature, but not includel
in the budget estimates and accounts of the Provinc

(b) contributions from the public or privat
individuals.

390. Where a work is to be carried out partl
from funds provided in the estimates of the departmen
and partly from funds of the foregoing nature, the con
tribution will be considered as a lump sum in addition
to the government grant, and the work executed in stric
accordance with the procedure laid down for public
works.

391. The realization of contributions for churches
is governed by the Ecclesiastical Rules, published by the
Central Government. In other.cases the contribution
should be realized before any liability is incurred on
account of the work. In cases where the Local Govern
ment are satisfied that the money will be forthcomin
when required, they may authorize the recovery from
the contributor by suitable instalments on fixed dates
- No interest will be allowed on sums depositcd as private
contributions for public works, -
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gn and construct a work wholly from the sources
ed to in paragraph 389, such as a town hall or
oir for a municipality, or a school or hospital for
funds have been raised by subscription, the follow-
rules will be observed :

- I-The design and estimate will, in the frst
- instance, be drawn up in communication with the
- party or parties depositing or administering the
funds, and must be submitted for the technical
- sanction of such departmental authority as the
extent of the estimate would require in the case of
technical sanction to an ordinary public work.

IT—Provision must be made to cover the cost of
establishment, tools and plant, accounts and audit
and penslemly charges at such percentages as are
prescribed in Appendix V.

- HI-Prior to the work being put in hand, a

written approval to the estimate and design must
- be obtained from the authority depositing or

~administering the funds and an acknowledgment
- procured to the effect that in undertaking the work
the department does not bind itself to complete the
“work within the amount of the estimate, and that
- the authority depositing or administering the funds
agrees to finance any excess that may occur. Any
material alteration in the design must be similarly
dealt with.

- IV—The necessary funds for the prosecution of
A -the work must be realized and paid into the treasury
either “n a lump sum or in such instalments and by
such dates at the Iocal Government may decide in

cach case. No advance from the revenues of the
Province for such purpose will be permitted and in
a case where the money is paid by instalments, the
government will not be responsible for any increase
in cost, or damage to the uncompleted work, caused
by a temporary stoppage of the work pending

~ receipt of further instalments.

V—It will be the duty of the officer in charge of
the work to bring at once to the notice of his
superiors and of the local body or individuals any

392, In cases where the department undertakes to ¢ p w. c.

111
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anticipated excess over the estimate, as well as 0
provide the fullest information in connexion with
the progress of expenditure, so that no responsibility
may attach to the government in the event of the
work having to be stopped for want of funds.

VI—In undertaking such works it should be
arranged that the extent to which the government
are responsible in regard to the execution of the
work is thoroughly understood both by the parties
for whom the work is to be constructed and by the
executive officers to whom its construction is to he
entrusted.

VII—-Where the work is of large magnitude, or
there are any special circumstances which seem to
render such a course desirable, an agreement should
be drawn up under legal advice.

Note— For procedure to be followed in respect of ecclesiastical works
for construction of which funds have been provided and are administered
under the conditions stated in Ecclesiastical Rules, see rules (2) and (3)of
Appendix IB.

393, It must be distinctly understood that contri
butions on account of one work can, in no circumstances,

be utilized for meeting outlay on account of another work
the contributions for which may be in arrears.

K—SUPPLEMENTARY AND REVISED ESTIMATES

I—Supplementary estimates

394. Any development of a project thought neces
sary while a work is in progress, which 1s not fairly con-
tingent on the proper execution of the work as first
sanctioned, must be covered by a supplementary esti-
mate, accompanied by a full report of the circumstances
which render it necessary. The abstract must show the
amount of the original estimate and the total of the
sanction required including the supplementary amount.

1I—Revised estimates
395, A revised estimate must be submitted when
the sanctioned estimate (vide paragraph 379) is likely
to be exceeded by more than 5 per cent., either from
the rates being found insufficient, or from any cause
whatever, except as mentioned in paragraph 394. (See,
however, paragraph 383).
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£ 396. When a revised estimate is submited,
'musm accompained by a comparative statement  on
L the form prescribed, and by a report showing the pro-
' gress made to date. It is the duty alike of the divisional
| officer and of the superintending engineer to watch care-
| fully the progress of expenditure and to see that a revised
| estimate is submitted directly the necessity arises.

er the estimate, as well as to
dformation in connexion with
liture, so that no responsibility
vernment in the event of the
ipped for want of funds.

g such works it should be
ent to which the government
gard to the execution of the
aderstood both by the parties
to be constructed and by the
hom its construction is to be

TII—Supplementary and revised estimates

original work sanctioned by himself or by a higher
authority has been abandoned, or where material devia-
ions from the original proposals are expected to result
in substantial savings on the estimate, the superintend-
ing engineer must revise the amount of the estimate
and intimate both to the Principal Auditor and to the
divisional officer that the amount of the expenditure
" sanction should be reduced accordingly. In cases where
“the saving is due to material deviations of a structural
nature from the design originally approved and the
amount of the revised estimate is greater than that up
10 which the superintending engineer or deputy chief
engineer is empowered to sanction estimates technically,
a revised technical sanction must be applied for from

competent authority.
(b) 1f at any time, either before or during the exe-

cution of an original work, it is found that the original
estimate for it is excessive for reasons other than those
mentioned in clause (a) above, an officer of rank not
~ Jower than divisional officer may sanction a revised esti-
" nate for it, even though the amount of such revised esti-
mate may exceed that to which he is ordinarily
~ empowered  to accord sanction. When according such
sanction he should intimate to the, Principal Auditor
ghat the amount of the cxpcndimrc sanction should bhe
seduced accordingly.

Nore—For the purpose of clause (@) a substantial section of a project or
work shall be considered to have been abandoned, if the estimated cost of the
works as revised, is less than 95 per cent. of the cost of the project or work

as originally sanctioned.

IV—Utilization_of completion report as revised estimate

nk is of large magnitude, or
circumstances which seem to
ksirable, an agreement should
wal advice.

lowed in respect of ecclesiastical works
ive been provided and are administered =
psiastical Rules, see rules (2) and (3) of

netly understood that contri-
york can, in no circumstances,
ay on account of another work
1 may be in arrears.
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mtary e¢stimates

t of a project thought ncces-
igress, which is not fairly con-
ecution of the work as first
ed by a supplementary esti-
Il report of the circumstances

The abstract must show the
stimate and the total of the
g the supplementary amount.

« “estimates

te must be submitted when
vide paragraph 379) is likely
han '5 per cent., either from
ufficient, or from any cause

397. (a) In cases where a substantial section of an P.W.D.C.

.398; When excesses occur _at such an advanced
¢ in the construction Fa work as to render the sub-

iﬁssmn of a revised estimate urposeless, the excesses,

med in paragraph 394. (See, |

it_ P.W.D.C.

P.W.D.C,
291,

e e A 3 B
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if beyon wer of the divisional officer to pass, may
e explained in a completion report, form no. 44, or

E:om¥let10r1 statement prepared under the rules in pap
a

graph 399.
[.—-COMPLETION REPORTS, CERTIFICATES
AND PLANS
I—General
p.won.c - 399. (a) A consolidated completion statement in
292,

form no. 45 should be prepared monthly of all com:
pleted works other than those referred to in clause (b),
the actual expenditure on which is in excess of the sanc
tioned estimate (vide paragraph 379) by an amount
greater than that which the divisional officer is’empower-
ed to pass. This statement should show for each work
or group of works the estimated amount, the outlay and
the excess. In cases in which the completion statement
’ is utilized instead of a revised estimate under paragraph
398, sufficient details must be given, if the excess is more
than 5 per cent,, to satisfy the authority whose sanction
IS necessary. :
(b) A detailed completion report in form no. 45
need only be prepared in respect of works on which the
outlay has been recorded by sub-heads,

(1) when, if the work was sanctioned by higher
authority, the total estimate has been exceeded by
more than 5 per cent., and

(2) when, if the work was sanctioned by the
divisional officer, the total estimate has been exceed-
ed by an amount greater than that which he is
empowered to pass.

This report should give a comparison and explana-
tion of differences between the quantity, rate and cost
of the work executed and those entered in the estimate,
(See also paragraph 379.) '

1. The superintending engineer may, if he so desires, require a detailed
completion report to be prepared on the completion of any other work.

2. Special rules for the preparation of completion reports of irrigation
projects are given in Appendix IX.

II—Works executed on behalf of other departments

Db 400, On the completion of an original work
P'ﬂ; . executed on behalf of another department, a eompletion
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tificate in Public Works Department form no. 45B
Id be forwarded by the divisional officer to the
mpetent authority in the department concerned, who
should, after signing it in the space provided for the
purpose (vide also paragraph 402), return it to the
ional officer.

~ In the case of repairs, the sub-divisional officer

ould submit a completion certificate in Public Works
partment form no. 45D to the officer of the depart-
ent immediately interested in the work, who, should
alter endorsing it with the remark that the work is in
ggood " order or otherwise, forward it to his depart-
mental superior (if he is not himself the officer com-
ent to sign the certificate). The latter officer should

then transmit it to the divisional officer for disposal.

- The completion certificate in the case of petty works
‘and repairs will be endorsed on the requisition (form
32) and no separate certificate is required.

Note—When original works or repairs are executed in respect of a buil-
‘ding under the control of the Public Works Department, which is not

otted {0 any particular officer during the year, the completion certificate
in respect of those works may be signed by the Executive Engineer.

- 401. Officers of the departments requiring the
are required to fill up and sign all authorized forms
requisition, completion report or other certificate of
tion that may be required by the divisional officer,
nsequence of the execution of any work on their
plication or order.

402. The countergignature of an officer of the re-
tioning departmenf merely implies, in the case of
original work, that yhe work has been completed and
‘taken over, and in the case of repairs, that the building

‘work generally is in proper order and involves no
her responsibility. If the countersigning officer is
satisfied with the work and wishes to make any re-
rks, he can do so over his signature, but he should
rin mind that, in making remarks which are unneces-
or irrelevant he may occasion much trouble and
ay. (See also paragraph 404.)

; III—Record drawings

- 403. Record drawings, showing the work as
ally constructed should be completed as soon as
ssible by the officer in immediate charge of every new

P.W.D.C.
294,




P.W.D.C.
297.

(134)
403—405] PUBLIC WCRKS ACCOUNT RULES [CHAP. XII

work or alteration of an existing work, for approval and
record by the divisional officer (vide paragraph 289)
Completion plans, consisting of copies of the record
plans of the more important works and alterations,
should, if required to elucidate the report or if otherwise
so directed by the superintending engineer, be prepared
in the divisional office to accompany the completion
report.
1IV—Office of record

404. On the completion of any work in respect
of which a completion report or statement is required
under rule, such report or statement should be forwarded
by the divisional officer to the Principal Auditor who
should, after verification of the figures, transmit it to
the superintending engineer. That officer should for
ward it to the Chief Engineer or to the Government il
he is not himself empowered to deal with the exces
After disposal by the authority concerned it should he
returned to the divisional office.

Note—In the Irrigation Branch completion reports are recorded figally in
the office of the authority by whom the fina] fair estimate was sanctioned.

Completion plans, if any, should not be sent to the
Principal Auditor but should be forwarded direct to the
superintending engineer, who should attach them to the
completion report on its receipt.

Completion certificates which should not be sub
mitted to the Accountant General should ordinarily he
retained in the divisional office, but in the event ol
unfavourable remarks having been recorded upon such
a certificate by any officer of the department on whose
behalf the work is executed, it should be submitted for
the orders of the superintending engineer with the
explanation of the divisional officer and an account of
any action he may have taken.

M—WORKS EXECUTED ON LUMP SUM

CONTRACT
405. In a lump sum contract, the contractor agrees
to execute a complete work with all its contingencies
in accordance with the drawings and specification for a
fixed sum, the following being the essential characteris-
Hes :

(i) A schedule of rates is specified in order to
regulate the amount to he added to or deducted
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from the fixed sum on account of additions and
alterations not covered by the contract.

(ii) Except as provided in clause (i), no allusion
is made in the contract to the departmental estimate
of the work, schedule of rates or quantities of work
to be done.

(ii1) Detailed measurements of the work done
are not required to be recorded except in respect of
additions and alterations.

| 1. In the hill districts of the Kumaon Division the system of auctioning
‘contracts of the work of slip clearance may be adopted subject to the con=
ditions (1) that the auction will be held by the district or assistant engineer

and (2) that it will be one of the conditions of the contract that no concession

~ in rates, eic. will be allowed after a contract has been given out at the bid of
the contractor.

406. DBelore a work is given out on contract on a
Jump sum basis, the procedure prescribed for ordinary
works for inviting tenders and entering into agreement

with the contractor, vide paragraphs 360 to 367, should
mutatis mutandis be followed. Otherwise also the rules

* regulating ordinary works apply so long as they are not
'~ inconsistent with any special rules relating to lump sum
- contracts.

1. TIndrawing up a contract document, the essential conditions mentioned
in paragraph 405 must be observed closely.

2 The form of contract is prescribed by the Local Government in con-

~ sultation with their law officers. The special account rules for such works

contained in section H of Chapter XIV, are based on the assumption that

the essential conditions will be observed in drawing up contracts, it is

therefore desirable that, before a form is finally determined, the advice of

the Principal Auditor should be sought on the question whether the pro-
posed form meets the requirements of audit.

1. Security deposits should be kept for not less than six months after
the work is completed or for any longer period mentioned in the contract.
During this period the divisional officer should adjust any expenditure to

~ which the contractor may become liable under the conditions of his contract.

407. “[Omiuted ; see rule (4) of Appendix IB.]”
E N—AGENCY WORKS
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CHAPTER XIII

SreEciAL RuLEs For IRRIGATION WORKS
I—General

408. The following rules define the procedure to
¢ adopted in connexion with irrigation projects.
oughout these rules the term ° Irrigation project’
“Irrigation work® should be held to include also
igation, embankment, drainage water-storage pro-
s or works and hydro-electric schemes, for which
r is obtained from falls on government canals.

- Il—Authorities for sanctioning expenditure on projects

' 409. The powers of the Local Government and
horities subordinate to them to incur capital expen-
ure on irrigation works will be found in the Book of
ancial Powers, Volume 1 of the Handbook.

410. Sanction to the irrigation projects the esti-
cost of which exceeds Rs.10,00,000 should be
ed in accordance with the procedure laid down
Appendix IX.

411, [Omitted; see rule (5) of Appendix 1B.]
% [II—Classification of works

. 412. Irrigation works are divided into two main
orics—those for which it is both desirable and pos-
to maintain accounts on a quasi-commercial basis,
d those, the maintenance of such accounts for which
her impossible or unnecessary, either because they
e little or no revenue or because, owing to their
tricted size, no useful purpose is secured in examining
e returns paid by each individual work. For a quasi-
mmercial account, the maintenance of a capital account
essential, since it is only by reference to the amount
capital expended that the value of the results obtained
) be determined. Irrigation works are thus broadly
ssified either as those for which capjtal accounts are
kept or as those for which such accounts are not kept.
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413. Irrigation works, for which capital accoun
are kept, are classified as “ Productive ” or * Unprodu
tive ”. The criteria to be adopted in deciding
questions of classification are given in paragraphs 1 o
of Statement A to Appendix I.  The classification of
work as “* Productive ” or “ Unproductive,” as it stand
from year to year will be found in the administrati
accounts, prepared by the Principal Auditor.

IV—Preparation of project

414. Rules regarding preparation of canal an
storage projects, the estimated cost of which exceed
Rs.1,00,000, are contained in Appendix IX to ®his Hand
book. Other rules of procedure regarding ordinay
projects will be found in Chapter V of the Manual d
Orders, Irrigation Branch (Fourth edition).” '

415. A date for the completion of a work mus
be assigned before sanction is accorded, and the sanctio
unless extended, will lapse on that date.

416. In the case of new lines of embankment i
is necessary that the report, accompanying the project
'should show clearly the financial responsibilities of the
government in connexion therewith, and the manne
in which it is proposed that the outlay shall be recovered

Y—Accounting of Revenue and Expenditure

417. When the annual statement of estimated
receipts and expenditure of the Province is prepared,
the Local Government estimate on one side, the revenue
likely to be realized from irrigation works during the year,
and, on the other side, the expenditure which it is pro
posed to incur from the revenue. The account of this
revenue and expenditure is known as the ‘‘ Revenue
account " and such expenditure is commonly described
as “ financed from revenue " which is synonymous with
saying “* charged within the revenue account ”. Expen-
diture “ not financed from revenue ” is similarly synon-
ymous with expenditure “ charged outside the revenue
account ”. Resources outside the revenue account take
the form of loans, accumulated balances of previous
years, and certain other sources of income not classed as
revenue. 54 '
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418. The heads of account, under which the Irri-
ion receipts and expenditure are acounted for and
notes explaining the nature of transactions, pertain-
to the different heads are given in Appendix I. The
folowing procedure should be observed in classitying
gxpenditure on capital works :

(i) All the estimates, pertaining to capital works
should be classified under the head * 68—Construc-
tion of Irrigation, Navigation, Embankment and
Drainage Works ”. But as expenditure on capital
. works may be financed either from borrowed funds
or ordinary revenues, a_reference to the transfer
heads 19B (1) Productive or (2) Unproductive, as
the case may be, should be given in brackets after
the major heag “ 68 " as shown below in case any
expenditure is met from ordinary revenues :

(a) 68A (1) Productive—Financed from ordi-
_hary revenues [ Transfer head 19B (1)].

(b) 68A (2) Unproductive—Financed from
ordinary revenues [Transfer head 19B (2)].

(i) All expenditure on capital works, the cost of
which is met from borrowed Funds, should be
~ booked under the major head 68A (1) Productive.

(iii) All expenditure on capital works, financed
from ordinary revenues should be booked initially
under the transter heads 19B (1) or 19B (2) accord-
ing as the work is productive or unproductive.

(iv) For purposes of preparation of the pro forma
accounts, referred to in paragraph 773, as well as
the Annual Consolidated accounts of the province,
the Principal Auditor carries out, at the close of
the financial year, an adjustment debiting the head
. ‘68’ with the total expenditure of the year, record-
ed under the heads 19B (i) and (ii) and crediting the
same major head with the same amount by means
of a deduct entry against the total of the major head
"68 ' in order to arrive at the entire capital expendi-
ture of the year, financed from all sources.
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VI—Closure of construction estimates

419. For rules regarding the closure of. const
lion estimates, preparation and submission of compl
tuon reports and the authorities who are competent
pass them see Appendix IX. &

VII—Open Capital Account
420. For expenditure on open capital works,
tule 39 of Appendix IX.
; VIII—Expenditure on Unproductive works

421. For expenditure on unproductive works, i
paragraph 8 of Statement-A in Appendix 1.
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CHAPTER XIV
WORKS ACCOUNTS
A—GENERAL PRINCIPLES

422. 'The initial records upon which the accounts p.w.A.C.
ol works are based are— 27.

(a) the muster roll, and
(b) the measurement-book.

For work done by daily labour, the subordinate in
~ charge of the work will prepare a muster roll which will
show the work done by this means and the amount pay-
able on this account. For piece-work and for contract
work generally, the measurement book will form the
Ihsu of account. From the muster rolls, the subordinate
will prepare the labour reports (see paragraph 431), and
from the measurement-book, he will check (or, if so
arranged, prepare) the bills and accounts of contractors
and suppliers.
~ 423, Initial accounts and vouchers connected with p.w.A.C.
,_Il'ges relating to works must invariably specify— m.
(1) the full name of the work as given in the

estimate,
]

(2) the name of the component part (or *sub-
- head ") of it, if separate accounts are kept up for the
- several component parts, and

: (3) the charges (if any) which are of the nature
- of recoverable payments and the names of the con-
‘tractors or others from whom recoverable.

"I, In the case of recoverable charges, it should be seen particularly
that the contractors or others on whose behalf the charges are incurred do
get the benefit of any concession to which they would not be entiled
hey had themselves incurred the charges.
24, (o) Expenditure on the construction or main- p w.A.C.
ce of a work may be broadly divided into two 273
,viz. (1) Cash and (2) Stock charges. As explained
apters VII and VIII these charges are recorded in
cash and stock accounts respectively.




P.W.A.C.
274.

- (0) In addition to the charges falling under these
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main classes there are other transactions affecting the
cost of a work. For example, there may be charges in-
curred 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 reduc
tion of expenditure in accordance with the rules.

(¢) All these transactions pass into the general
accounts of the division in the manpner described in
Chapter XXV and are thence consolidated inte the
accounts of the province. As, however, the unit of
classification adopted in the general accounts in respect
of expenditure are certain heads of accounts and not in-
dividual estimates for works or contract accounts, it i
necessary to maintain separate accounts in sub-divisional
and divisional offices for recording (1) the cost of indi
vidual works and (2) the transactions of individual con-
tractors. These are known as works accounts.

425. Although the primary object of the accounts
of works is to exhibit simply, but accurately, the actual
cost of work done, the rules frequently require the up-
keep of separate accounts for the several component parts
of a work which are not required to attain this object.
‘There are two main reasons for this. In the first place,
it is often desirable to have details which will satisfy the
need for statistical information and for analysis of the
comparative cost of various classes of work, of types of
buildings, etc. The more important reason, however,
is that in the case of the larger works, especially if the
period of construction is a prolonged one, it would not
be possible for the divisional officer to exercise efficient
financial control over the recorded transactions of the
cost of a work if only the total cost were recorded in the
accounts of the work. The divisional officer’s personal
knowledge of the executive arrangements for the execu-
tion of a work, and of the actual progress of work, must
be supplemented by a comparison, monthly, of the cost
as recorded in the accounts with the value received in
the shape of work done. This monthly comparison is -
obviously impossible, unless the total cost is split up
into convenient parts in such a way that, as far as pos-
sible, the cost of each distinct part may be compared
with the work done thereon.
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26. In recording the cost of an individual
¢ in the accounts no attempt is made to include
‘any chargeron account of general services, like
shment and tools -and plant, the entire cost
eof is adjusted in the general accounts under the
cribed heads of classification. But if any service
ected with the working estimate for a work is
ed by another division or dempartment and the
aim made by it includes an authorized charge on
count of such general services, under paragraph 5 of
ndix V, such charge may be accepted and adjusted
the accounts of the work as part of the cost of the
k in the same way as if the service had been rendered

connactor.

When the cost of special tools and plant is included in the cost of

under paraﬁeph 242 the rules in Chapter VIII regarding numerical
or returns will apply mutatis mutandis and adjustments on account
the cost of tools and plant transferred to other works, divisions or depart-
will be governed by the rules in paragraph 257.

- 2. The cost of special establishment employed on the acquisition of

when chargeable to the accounts of the works concerned under para-

203, of Volume V of the Handbook should be treated as a part of
mksexpendinm:.

3. Lump sum charges of establishment and tools and plant recover-
ible from other governments and departments, for works executed for them
standing arrangement should not be included in the accounts of the
but dealt with under the rules in Appendix V.

427. Primarily the divisional officer is the respon-
le disbursing officer of the division. Rules detailing
authorities competent to prepare or examine con-
ors’ bills or other demands for payment, and the
thorities empowered to make payments theron, are
down in the manuals of orders of the department.
bject to any such rules, the divisional officer may
thorize a sub-divisional officer to make payments
geable against the general sanctions of competent

hority to expenditure on works.

; B—CASH PAYMENTS
I—Introductory

428. Cash charges on works consist of payments
1) to labourers and members of the work-charged estab-
hment, of their wages and (2) to contractors and others
or work done or other services rendered. The cost of
‘materials procured specially for works is charge to the

PWAC
27s.

P.W.A.C.
275A.

P.W.A.C.
276.
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ﬂﬁ In recording the cost of an individual
tk in the accounts no attempt is made to include
erein any chargevon account of general services, like
blishment and tools -and plant, the entire cost
cof is adjusted in the general accounts under the
bed heads of classification. But if any service
pected with the working estimate for a work is
ndered by another division or dempartment and the
um made by it includes an authorized charge on
ount of such general services, under paragraph 5 of
pendix V, such charge may be accepted and adjusted
‘the accounts of the work as part of the cost of the
k in the same way as if the service had been rendered
a contractor.

|

When the cost of special tools and plant is included in the cost of
k under paragraph 242 the rules in Chapter VIII regarding numerical
or returns will apply muiatis mutandis and adjustments on account
he cost of tools and plant transferred to other works, divisions or depart-
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 standing arrangement should not be included in the accounts of the

but dealt with under the rules in Appendix V.

- 427. Primarily the divisional officer is the respon-
ole disbursing officer of the division. Rules detailing
authorities competent to prepare or examine con-
ors’ bills or other demands for payment, and the
ithorities empowered to make payments theron, are
down in the manuals of orders of the department.
ibject to any such rules, the divisional officer may
thorize a sub-divisional officer to make payments
argeable against the general sanctions of competent
E‘!orlty to expenditure on works.

B—CASH PAYMENTS
I—Introductory

428. Cash charges on works consist of payments
) to labourers and members of the work-charged estab-
nent, of their wages and (2) to contractors and others
work done or other services rendered. The cost of
aterials procured specially for works is charge to the

P.W.A.C.
275A.

P.W.A.C.
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accounts of works by transfer credit to the *“ Purchases"
account, but payments to suppliers are governed by
same rules as payments to contractors for work done.

The general rules relating to cash payments and
vouchers in paragraphs 153 to 157 apply to all th

classes of payments. Only special rules are, therefore,
set forth in this chapter.

il—Paymenis to Labourers

(a) DEPARTMENTAL LABOUR

(i) Muster Rolls
PWAC,

.y

429. With the following exceptions, all persons
engaged departmentally for the execution of works are
considered as day labourers and their wages should be
drawn on muster rolls, form no. 21, and charged to the
estimates of the works on which they are employed :

(1) Permanent and temporary employees of the

division whose pay is charged to the head * Estab-
lishment.”

(2) Members of the work charged establishment
as defined in paragraph 667.

P.W.AC. 430. Muster rolls should be prepared and dealt
278.  with in accordance with the following rules, form no, 21
being used, except in the Buildings and Roads divisions

for which a modified form of muster roll of daily labour
(in form no. 21A) has been prescribed :

(a) One or more muster rolls should be kept for
each work, but muster rolls should never be pre-
pared in duplicate. It is permissible, however, to
keep one muster roll for labourers employed upon
several small works, in cases in which no harm can
result if the total unpaid wages are regarded as
relating only to the largest work in the group.

. (b) Labourers may be paid more than once a
| month and the period covered by each payment may
be determined locally ; but separate rolls must be
prepared for each period of payment.
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(¢) The daily attendances and absences of
ourcrs and the hnes inflicied on them should be
ecorded daily in part 1 of the muster roll in such
: my as.:

(i) to facilitate the correct (.alculduun of the
,‘I__lt:t wages ol cach person for the period of pay-
ment,

;,. (]

T (i1) to render it difficult to tamper with, or to
1

make unauthorized additions to. or alterations in,
cnmcs once made, and

(i) to facilitate the correct classification of the
- cost of labour by works and sub-heads of works
- where necessary.

After a muster roll has been passed by the
ivisional and divisional officers, payment
ereon should be made as expeditiously as possible.

h payment should be made or witnessed by the
ial of highest standing available, who should
ity to the payments individually or by groups, at
same time specifying, both in words and in
ﬁgulcza at the foot of the muster roll, the total
amount paid on cach date. If any items remain un-
d. the details thereof should be recorded in part
L the register of arrears, before the memorandum
~at the foot of the muster roll is completed by the
person who made the payment.

ot |.—In the Buildings and Roads Branch of the department, the
olls shall be prepared by the subordinate in direct charge of the work

s they do not exceed Rs.25 in amount and are to be paid rom his per.

imprest, should be submitted to the Assistant Enginzer, or Assis-
ecutive Engineer in charge of the Section or authorized sub-division.

r officer will give the pay order only after the muster rolls have been
d by the accountant, in the case of a divisional office, or checked
¢ head clerk in the case of a sub-divional office. The Assistant  Eng ineer

Assistant Executive Engineer will be responsible for their correctness and
the disbursement of the wages of the labourers.

it

£ 2. (1) The following officials in the irrigation Branch may make
s on muster rolls, up to the extent mentioned against each, without
2 the previous sanction of the sub-divisional and, divisional officers,
d daily reports are despatched to the sub- divisional officer shome
ymber of labourers emploved and the approximate quantity of work

g .(ﬂ Canal sub-overscers, overseers, line inspectors, assistant line ins-
pectors in charge ol independent sections in hydro-electric divisions and
d stipendiary and work charged engineer students—Rs,25,

(i) Work charged assistant mechanical engineers—Rs,50,
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(2) Sub-divisicnal and divisional officers may—

(i) debit any portion of the expenditie so incurred, which they
consider to be extravagent, to the disbursing officer concerned and
recover it from the latter:

(ii) extend the limit of Rs. 25 fixed above, to Rs. 30 in the casc of
selected men holding one of the posts mentioned against item (1) i
paragraph 1 aBove:

(iii) withdraw entirely the authority of a person holding onc of the
posts mentioned in items (1) and (2) in paragraph 1 above, to make
payments on muster rolls in anticipation of sanction, if he is considered
to be unreliable.

(¢) Unpaid items should subsequently be carried
forward from muster roll to muster roll until they
arc paid, the payments being recorded and certified
to in part II in the same way as payments of current
items. It is optional, however, with divisional
officers to adopt any other alternative method of
making payments of unpaid wages, provided that
a systematic record of items remaining unpaid i
maintained on the basis of the original entries made
in part 1I of the muster roll under clause (d), that
a systematic record of such payments is maintained
and that suitable precautions are taken to prevent
double payments. (See also paragraph 510.)

(/) Wages remaining unpaid for three months
should be reported to the divisional officer, who
will decide in each case whether the liability as an
amount available for payment should continue w0
be borne in the accounts of the work concerned as
exhibited in the sub-divisional record prescribed in
clause (e).

Note—For action to be taken on the completion of the work, see piri-

raph 503,

(g) In part 11 of the muster roll form should be
recorded the progress of work done by the labour
shown thereon in all cases where such work is
susceptible of measurement. If the work is not
susceptible of measurement a remark to this effect
should be recorded.

Nore—It is not necessary to reproduce the details of measurement in

part TI1, nor need part 11T be written up il progress is reported once a month
or ?I'lcncr in any other suitable form and such separate reports are considersd
sullicient.

(h) In exceptional and urgent cases, such a
urgent silt-clecarance of canals or closing breaches,
where labourers are employed casually  labowr
periods, payment may be made on a casual labour
roll, torm no. 22, in which the names of the
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- labeurers need not be givefl, but such payments may
not be made by an officer of lower rank than an
overseer of the subordinate engineering service.
Nor need muster rolls in form no. 21 be used in
- the case of work done on requisition, form no. 32,
- when the entries of daily labour are few ; in such
cases the pdltu‘lllan can be endorsed on the form
ﬁof requisition.

i (it) Labour reports

31. For all large works or groups of works labour
. in the prescribed form, will be submitted either
or periodically as may be directed by the divisional
They show the numebr of each class of labourers
oyed on each work or sub-head. Discrepancies
gen labour reports and muster rolls should be inves-
as soon as the latter are received after the close
month.

~ (b) LABOUR ENGAGED THROUGH A CONTRACTOR

2, The payment of daily labour through a con-
instead of by muster roll in the usual way, is
tionable in principle. In a case of great emergency
y sometimes be found impossible to employ labour
ise than through a contractor. Should it be
ble, in such a case, to determine the quantities of
done after its completion or at intervals during its
gress, it is expedient to pay the contractor, at suitable
ales, on the basis of work actually executed. But if,
in the case of urgent repair of canal breaches, this
od of payment is not practicable, it is permissible to
. the contractor on the basis of the numbers of
ers employed, day by day, his own profit or com-
on being either included in the rates allowed, or
separately in lump sum or at a percentage rate.
n this course is adopted a report of the numbers of
ourers of each class employed day by day should be
¢ by the subordinate in charge of the work daily
the sub-divisional or divisional officer or to assistant
gincer to enable him to keep a check on the expendi-
and to deal with the contractor’s claim when
eived. To avoid disputes with the contractors, they
ould be encouraged to sign the daily reports in token
their acceptance as correet.

P.W.D.C,
333,

P.W.A.C,
279,
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The use of the muster roll dr the measurement-book (paragraph 434
is not rermissible in such cases.

(¢) TRAVELLING EXPENSES OF LABOURERS

P.W.A.C. 433. When it is necessary to bring labourers and
A artificers from a distance they may be allowed wages fa
the number of days uccupu‘.d in the Journey to and fro
the site of the work, if they join the work with pro
despatch. At the discretion of the divisional office
bona fide travelling expenses may also be allowed &
them. The above charges must be borne by the estin
of the work.

1II—Payments to Suppliers and Contractors
(@) RECORD OF MEASUREMENTS

(i) Measurement Books

P.W.AC. 434. Payments for all work done which is susceptk
0. ble of measurement and for all supplies are made on
the basis of measurements recorded in measurement:
books, form no. 23, in accordance with the rules in para-
graph 435. 'T'he measurement-books should, therefore,

be considered as very important account records. All

the books belonging to a division should be numbered
serially and a register of them should be maintained in

form no. 92 in the divisional office showing the serial
number of cach book, the names of the sub-divisions

to which issued. the date of issue and the date of iy
return, so that its eventual return to the divisional office

may be watched.

Nore 1—A similar register should also be maintained in the sub-divisiondl
office showing the names of the sub-divisional officer and sectional officers
to whome measurement-books are issued. Books no longer in use should
be withdrawn promptly even though not completely written up,

NoTe 2—Works or supplies costing below Rs. 10 and debitable to ‘Estab-
lishment Contingencies’ and ‘Tools and Plant, Works and Repairs’ need nol
be entered in the measurement books.

Explanation—Medicines and medical stores supplied to canal dis-
pensaries should not be entered in measurement-books, but should be
entered in Dispensary Form no. 38, referred to in paragraph 1019, Chapier
XXTI, part 1T of the United Provinces Medical Manual.

(i1) Detailed Measurements

PpwaAc. 435, In recording detailed measurements. the

8. following general instructions should be carefully
observed : ;

() Detailed measurements should be  recorded
only by executive, assistant executive, or assistant
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~ engineers or by executive subordinates in charge of
. works to whom measurement-books have been sup-
plied for the purpose.
1. In the Irrigation Branch where the divisional headquirters are
ed outside the sphere of action of the canals concerned, and at which
e are no sub-divisional officers or executive subordinates actually statione i,
divisional head clerk and  divisional draftsman may iecord entries in
_measurement-books  for articles debitable to contingencies and for
of tools and plant respectively ordered by the divisi>nal officer for
works done at headquarters. In the Tarai and Bhabe: Government
s Division, the head draftsman of the division may record entries in the
ment books for articles debitable to contigencies as well as to tool :

plant, In such cases, the divisiona officer must check the entries in
{he measuremeni-books on his return to headquarters from tour.

2, See also rule 1 under paragraph 447.

In the Tarai and Bhaber Estates Division, the head draftsman of the
ion may record measurements of annual repairs to—Estates buildings
at Naini Tal subject to the condition that the measurements are checked
Dy the Superintendent of the division.

(b) All measurements should be neatly taken
down in a measurement-book, form no. 23, issued
- for the purpose, and nowhere else.

(¢) Each set of measurements should commence
~ with entries stating—

(1) In the case of bills for works done—

(«) full name of work as given in estimate,
(b) situation of work, (¢) agency by which
s executed, i.e. contract, piece-work or daily
labour (number and date of contract, piece-
work agreement or work order to be quoted),
(d) name of contractor, (¢) date of written
order to commence work, (f) date of actual
completion of work, (g) date of measure-
ment, (k) name of subordinate in charge of
daily labour and (i) reference to last mea-
surement on account of the same contract

(number and page of measurement-book) in
the case of running bills.

(if) In the case of bills for supply of
materials—

(a) name of supplier, (b) number and date
of his agreement or order, (¢) purposc of
supply in one of the following forms appli-
cable to the case :— (i) “Stock™ (for all sup-
plies for stock purposes), (ii) “‘Purchases”
for direct issue to (here enter full name of
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work as given in estimate)...... (iii) “Pus
chases " for (here enter full name of work
as given in estimate),
contractor ., -
date of wrutuz order to commence supplie
(¢) date of actual completion of supplies, (]
date of measurement, and should end with
the dated signature of the person making the
measurcments ; see also paragraph 423, A
suitable abstract should then be prepared
which should collect, in the case of measure
ments for work done, the total quantltles ol

cach distinct item of work relating to ¢
sanctioned sub-head.

(d) As all payments for work or supplies are based
on the quantities recorded in the measurement-
it is incumbent upon the person taking the measu 3
ments to record the quantities clearly and accurate
Iy, If the measurements are taken in connes

with a running contract account on which work
has been previously measured, he is further respon
sible (1) that reference 1o the last set of measure
aments- is recorded and (2) that if the entire job o
- contract has been completed the date of completion
is duly noted in the prescribed place, vide claus
- (¢) above. I the measurements taken are the fist
set of measurements on a running account, or the
first and final measurements, this fact should be sui:
ably noted against the entrics in the measurement:
book and in the latter case, the actual date ol com-
pletion noted in the prescribed place.

(¢) The pages of the book should be machine
numbered. Entries should be recorded continuous:
ly, and no blank pages left or torn out. Any page
left blank inadvertently should be cancelled by

diagonal lines, the cancellation being attested and
dated. -

(/) The entries should, if possible, be made i
ink ; when this is not possible and entries have to
"~ “be made in pencil, the pencil entries should not be

“inked over, but should be left untouched. The
entriés in the © Contents or area” column should,
however. be made in ink in the first instance. No
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entry may be erased. 1If a mistake is made, it should
be corrected by crossing out the incorrect words or
figures and inserting the corrections, the ‘correction
thus ‘made being initialled and dated by the res-
ponsible officer.  When any measurements arve can-
celled, the cancellation must be supported by the
dated initials of the officer ordering the cancellation
or by a reference to his orders initialled by the officer
who made the measurcments, the reason for cancel-
lation being also vecorded. A reliable record is the
object to be aimed at, as it may have to be produced
as evidence 1n a court of law.

(g) Each measurement-book should be provided
with an index which should be kept up to date.

436. (a) Detailed measurements may be dispensed
with in the case of periodical repairs when the quantities
are recorded in efficiently maintained standard measure-
ment boeks, referred to in paragraph 437.

(b) Detailed measurements are also dispensed with
- in the case of works executed on lump sum contracts.
See paragraphs 405, 406 and 534 to 547.

(itt) Standard Measurements

437. It isusual in the department to maintain
standard measurement-books of buildings in order to
facilitate the preparation of estimates for periodical
repairs.  Where such standard books are maitamed, i
i also permissible to utilize them for the purpose oi
preparing contractors’ bill for such repairs, so that it
may not be necessary to take detailed measurements on
each occasion, vide pangraph 436.
: The following precautions should be observed i
regard to the maintenance and use of standard m_L.lsurc
ment-books :

i) The measurement-books used as standard
books should be numbered in an alphabetical series,
so that the numbers may be readily distinguished
from those assigned to the ordinary books wherein
detailed measurements are recorded whenever work
is actually done.

(i1) The entries of measurements (and abstracts
thereof) in the standard books should be recorded
legibly in ink, and certified as correct by a respon-
sible officer.

P.W.D C.
334,

P.W.A C.

282,
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(iii) An assurance should be obtained periodically
of the divisional officer that all the standard books
of the division have been inspected by him, that the
entries therein have not been tampered with, and
that all corrections due to additions and alterations
in the buildings have been made in the books and
the later are reliable and up-to-date records.

(iv) When a payment is based on stand
measurements, the gazetted officer or subordinate
preparing the bill for payment should be required
to certify that the whole of the work (or work since
previous running bill, as the case may be) as per
standard measurements has been done and that it
has not previously been billed for in any shape.

(tv) Review of Measurements

438. Sub-divisional officers should be required to
submit the measurement-books in use to the divisional
office from time to time, so that at least once a year the
entries recorded in each book may be subjected to a per-
centage check by the divisional accountant under the
supervision of the divisional officer. Detailed instruc-
tions on check of recorded measurements by the superior
officers in the two branches of the department are con-
tained i the respective departmental manuals of orders.

439. 'The suprintending engineer is required to
make 1t his special duty during his tours to see that
measurement-books are carefully kept and measurements
properly recorded, and that they are complete records
of the actual measurements of each kind of work done
for which certificates have been granted. He should also
see that the instructions regarding check measurements
are duly observed.

(D) BiLus AND VOUGHERS
(1) Forms of Bills and Vouchers

440. 'T'he authorized forms of bills and vouchers
are the following :
(a) First and final bill, form no. 24.
(0) Running account bill A, form no. 25.
(¢) Running account bill B, form no. 26.
(d) Running account bill C, form no. 27,
(¢) Hand receipt, form no. 28.
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~ The use of the forms is explained in the following
phs and a few explanatory footnotes are printed

> forms.

For special forms prescribed for works executed on fump sum
see paragraph 537.

. First and final bill, form no. 24—This form PpW.A.C.
be used for making payments both to contractors 285

k and to suppliers, when a single payment is made

a job or contract, i.e. on its completion. A single

form may be used for making payments to several payees,

hey relate to the same work (or to the same head of

unt in the case of supplies) and are billed for at the

ne tme.

42. Running account bill A, form no. 25—This PNaC
is intended for contractors for work only. It should

d (1) if it is proposed to make an advance pay-

or (2) if an on account payment is to be made but

ivance payment already made for the same work is

ding.

This form is not to be used if a secured advance is

e made or if such an advance is already outstanding

nst the contractor in respect of the same work.

443, Running account bill B, form mno. 26— pw.A.c.
form is also intended for contractors for work only.  287.
ould be used in all cases in which secured advances

to be made or are already outstanding, in respect of

same work, against the contractor. When this form

it should also be utilized for making on account
advance payments, if any, in respect of the work.

444, Running account bill C, form no. 27—This P.W.A.C.

orm is used both for contractors for work and for sup- %%

It is intended to be used for contractors for work

n only on account payments are made. It is not to

e used if a secured advance or an advance payment is

) be made or i tsuch an advance or advance payment

. respect of the work is outstanding against the

tractor.

445. Form no. 27 is the only form of running p.W.A
ccount bills which is suited for transactions with sup- it
Form no. 26 is the only form which provides
pletely for all classes of running account transactions
ith contractors for work. If a secured advance is not
standing, and if it is not proposed to make such an




P.W.A.C.
290

.

P.W.A.C.
292,
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advance, the simpler form no. 25, will serve the purpos
Similarly, if no advance payment is outstanding and i
is not proposed to make such a payment, the still sim
form no. 27, can be used. The form to be used on e
occasion should be the one most suitable for the co

both before and after the transaction, regardless of the
form or forms which may have been used for any previous
payment or advance. See also paragraphs 453, 454 and
537. .

446. Hand receipt, form no. 28—This is a simple
form of voucher intended to be used for all miscellaneous
payments and advances for which none of the specil
forms nos. 24, 25, 26 or 27 is suitable.

(ii) Preparation, Examination and payment of Bills

447. Before the bill of a contractor is prepared,
the entries in the measurement-book relating to the des
cription and quantities of work or supplies should e
scrutinized by the sub-divisional officer and the calcula
tions of “* Contents or area ” should be checked arithme:
tically under his supervision. The bill should then be
prepared, from the measurement entries, in one of the
forms prescribed in paragraphs 440 to 446 applicable
to the case. The rates allowed should be entered by the
sub-divisional officer, either in the abstract of measure-
ments, vide paragraph 435 (¢), or in the bill itself. F
rates as per agreement, catalogue, indent or other order
should be allowed only if the quality of work done or
supplies made is up to the stipulated specification. When
the work or supplies fall short of that standard, and
under the agreement it is permissible to make a final
payment if the contract is determined, or an on account
payment if the contract is to run on, only such a fraction
of the full rate should be allowed as is considered reason-
able, with due regard to the work remaining to be done

and the geenral terms of the agreement.

1. In the Buildings and Roads Branch of the department measurements
will be made by the subordinate in direct charge of the work and submitted
to the assistant engineer or assistant executive engineer in whose control
the work is placed . The latter officer will, after scrutinizing the entries in
the measurement book relating to the description and guantities of work
or supplies, issue the pay orders. It is open to the assistant engineer or
assistant executive engineer to check any measurements about which he
has any doubts and when he does so he should write the words ‘Checked by
me.” Divisional officers should encourage these check measurements to
the fullest extent, but divisional officers, sub-divisional officers and assistant
engineers will check as a minimum the percentage of measurements fixec
by Government from time to time.”
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or rules relating to the payment of stores on production of railway
g¢ paragraph 260A of Volume V of the Handbook.

a general or special order in writing, the sub-divisional officer
‘an executive subordinate, who has already been authorized to

ments [paragraph 435 (a) q to enter, in the abstract of measure-
directly in the bill itself, the rates at ‘which he recommends the
for work dome to be rﬂade. provided—

that the use of this permission is confined to those works in

e of the subordinate himself, the contract rates for which have
been approved by a competent authority;

)I.Imt no increase in an authorized rate is suggested without the

sanction in writing of the competent authority;

) that when the authorized rate has not been fully earned, a suit-

reduction is made therein and the reasons thereof are rccordcd
for the consideration of the sub-divisional officer; and

(d) that it is made widely known to contractors that all entries of
made by subordinates in the abstracts of measurements and bills

ubject to the approval of the proper disbursing officer.

(raordinary payments such as bonts or compensation to contrac-
unauthorized departures (rom the sanctioned forms of contracts
wariably raise questions which require the order of the Government
Department. All proposals by the department for such-
dinary payments are, therefore, required to be referred to the Goven-
in the Finance Departinent before the payments are actually made. In
nal cases when there is no time to obtain the previous sanction of the
t, the Chief Engineer may authorize an extraordinary payment,
required to report at once the facts of the case to the Government.
. 0. R. contracts are permissible for supply of coal, and payments
‘made on receipt of the railway receipt, provided that the consignments
ed as to guality and guantity at the time of despatch by a res-
fiicer of the Government, or by obtaining supplies through the
ml:g'neer to the Railway Board. The consignments may be
railway risk or owner's risk whichever is found economical.
cf,rn'umts to suppliers should be accounted for as final and
_he debited to a suspense estimate ‘‘Coal in transit” to be cleared by
10 “Coal” when actually received. Balance due to “Coal” short
should be cleared by recovery from the railway or other transport-
s if possible otherwise by a write-off to be sanctioned by competent
If the shortage is within 5 per 2ent. and the coal has been booked
s risk, the shortage should usually be written-off.

. Before signing the bill, the sub-divisional
or the assistant engineer should compare the
tities in the bill with those recorded in the
rement-book and see that all the rates are correctly

and that all calculations have been checked arith-
y. When the bill is on a running account, it
d be compared with the previous bill. The memo-
of payments should then be made up, any
eries which should be made on account of the work
pply or on other accounts being shown therein. If
ub-divisional officer is empowered to pay the bill,
ald then record a formal pay order specifying,
“in words and figures, only the net amount payable,
gh the payee should be required to acknowledge in

acquittance the gross amount payable inclusive of
ecoveries made from the bill.

P.W.A.C,
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Nores—1, In the Buildings and Roads divisions where the assistant
engineer or the assistant executive engineer has been declared as a disburs-
ing officer the fair copies of all bills will be signed in accordance with the
instructions printed on those forms. But in cases where the divisional officer
has deemed it necessary to make measurements in person he should sign
the fair bill as officer preparing the bill.

2. In calculating the value of each item of work the nearest anna should
be taken, pies one to five being ignored, and pies six to eleven taken as one
anna, but pies must not be omitted from the rates.

3. Whenever fractions of a rupee occur in the totals of contractors'
bills, or in the case of supplies chargeable to more than one estimate, in
the totals chargeable to each estimate, fractions less than half may be dis-
regarded, and half a rupee and over taken as a rupee.

4. If the contract is for the completed items of work and, under the
provisions of paragraph 465, the contractor is required to obtain materials
of any description from govemment, it should be seen that this condition
is being complied with and that necessary recoveries of the cost of the mater:
ials supplied to him are being made in accordance with paragraph 470,
In such a case it is not permissible for the contractor to obtain the materials
otherwise, unless, in a case of emergency, the supply has been entrusted by
the divisional officer, for recorded reasons, to the contractor himself, a
suitable rates.

5. Before signing, a first and final bill, or the first bill on a running
account, the sub-divisional officer should see that the relevant measurement
entries were marked, as pertaining to such bills by the person taking the
measurements, vide paragraph 435 (d).

449. If the sub-divisional officer is not empowered
to make the payment, the bill should be submitted (with
or without the measurement-book as may be prescribed)
to the divisional office where the payment will be
authorized by the divisional officer after the necessary
scrutiny. See also paragraph 427.

450. In the Buildings and Roads Branch the
memorandum of work done and materials supplied (un:
less the previous payment is final) with the heading on
page 1 and columns 2, 5 and 8 thereof duly posted, shall
be turnished in advance to the officer or subordinate in
direct charge of the work. When a fresh payment has
to be made he shall only fill in quantities and rates
therein for items entered in the contract papers and, after
obtaining the contractor’s signature on page 3, shall sub-
mit the memorandum along with the measurements to
the disbursing officer except where payments are to be
made by the divisional engineer when the memorandum
shall be submitted through the assistant engineer who
has assumed responsibility for the measurements. In
the case of payments made by the sub-divisional officer
the memorandum shall be checked and completed (as
regards outstanding charges, etc.) and submitted by the
head clerk for pay order. In those cases, however, where
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ents are made by the divisional engineer the memo-
dum shall be completely prepared in the divisional

and thereafter examined by the accountant who
I pre-audit it just in the same manner as he would
y out the audit if the bill came to him after payment,
he shall cause arithmetical calculations to be checked
verify the rates with the contract documents and
that all items are within the power of the divisional
neer to pass, or that if the items included are such
yare not within the power of the divisional engineer to
, the sanction of the Superintending Engineer or the
pvernment as the case may be, has been obtained. The
bill will then be prepared from the work memorandum
by the accounts clerk.

epare a work memorandum or examine any work
emorandum unless it has been either signed by the
sistant engineer or the divisional engineer nor shall
examine any work memorandum unless he sees
ese signatures on it.

451, From the measurement book all quantities
ould be clearly traceable into the documents on
payments are made. When a bill is prepared for
the work or supplies measured every page containing the
detailed measurements must be invariably scored out by
a diagonal red ink line and when the payment is made
endorsement must be made, in red ink, on the abs-
ct of measurements, giving a reference to the nuinber
and date of the voucher of payment.

~ The document on which payment is made should invariably show,

 in the space provided for the purpose, the number and page of the measure-

nt book in which the detailed measurements are recorded, and the date
which the measurement was made.

- 452. (a) Payments for work done or supplies
on a running account should ordinarily be made
nm Both the “quantities” and “amount” of each
distinct item of work or supply should be shown sepa-

rately in the bill, except in the case of advance payments
when quantities need not be specified.

(b) Such payments should be treated as payments
- on account, subject to adjustment in the final bill which
should be drawn, in the appropriate form but printed
~on yellow paper, when the work or supply is completed

In no case shall the divisional accountant originally -

P.WAC,
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or the running account is to be closed for other reasons.
When a final payment is made on a running account,
payee, if he is able to write should add in his own
writing that the payment is “in full settlement of all
demands.” If the payee is illiterate, or is unable to writ
beyond signing his name, these words should be filled in
by the officer making the payment. i

The addition of the words “in full settlement of all demands” does no
preclude the disbursing officer from entertaining a further bona fide claim
which may have been omitted from the final bill by mistake or through
inadvertence. 1If, despite this explanation, the contractor objects to the
addition of the words in question, the payment should be tendered uncon-
ditionally (vide section 38 of the Indian Contract Act, 1872).

. Nore—A form printed on yellow paper is never to be used except for
final payments.

(¢) A separate running account is maintained in
respect of each contract. Transactions relating to two
or more separate working estimates should not be
brought on to the same running account; thev should,
therefore, not be covered by a single contract. Tran-
sactions relating to two or more separate parts of the
same working estimate, for which separate works abs
tracts are prepared under paragraph 489 should also
appear in separate running accounts.

1. In exceptional cases where more than one work-
ing estimate is covered by a single contract, the con-
tract agreement should not be split up but the estimates
should be consolidated to facilitate the maintenance of
proper accounts in respect of that contract.  If this pro-
cedure cannot be observed, some special accounts proce-
dure should devised on the merits of .each case by the
Accountant General. No consolidation of estimates or
special accounts procedure is necessary where separate
estimates covered by the single contract relate to differ
ent account heads or where separate estimates whether
relating to different account heads or not, are covered by
a single running rate contract as in the case of the paint-
ing of roads, etc., and where separate agreements are
drawn on the basis of such rate contracts with other de-
tails varied to suit the requirements of each job.

453, (a) If the system of making advance pay-
ments to contractors for work has been adopted certifi-
cate 2 printed on running account bill A or B, as the
case may be, must be signed by the sub-divisional or
divisional officer, and the lump sum amount paid on
account of each item should be specified against it in part
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bill. If a secured advance has been previously
to a contractor on the security of any materials
h materials have been used in the construction
em, the amount of the advance payment for that
ould not exceed a sum equivalent to the value
done less the proportionate amount of secured
ultimately recoverable on account of the mater-

)

‘f" ) Actual measurements shoudld, however, be taken
earliest opportunity, and when this has been done,
mp sum payments previously made on account of
ems of work concerned should first be adjusted in
s0 that the contractor may not be paid twice over
spect of the same quantities of work. Delays
justing advance payments should be investigated
paragraph 505) and adjustments made otherwise
n by crediting the value of work actually measured,
be specially looked into as being prima facie indi-
of overpayment in the first instance.

4. When secured advances are allowed by the p.W.A.C.
fivisional officer under paragraph 456 (a), to a contrac-
hose contract is for finished work, it should be seen
tan indenture in form no. 31, has been signed by the
fontractor, and a detailed account of the advances must

kept in part II of running account bill B. There
hould be separate entries, in respect of each class of
terials, of the quantities brought to site by the con-
or and the amounts advanced under the orders of the
sional officer.  These advances must be recovered
deduction from the contractor’s bills for work done
e materials are used in construction and the items
rk in which they are used are billed for on the basis
ctual measurements. Parts I and II of the bill
uld be compared to see that this order is being com-
with.  As recoveries are made, “the outstanding
ounts of the items concerned in part II should be re-
ced by making deduction entries in the column, “De-
uct quantity utilized in work measured since previous
ill,” equivalent to the quantities of the materials used
v the contractor on items of work shown as executed
in part I of the bill.

i —

" Nore—No record should be kept in measurement books of the quantities
" of the materials, but certificate 3 printed on the bill should be sigred by
thi sub-divisional or divisional officer in terms of paragraph 456{a).
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(¢) Aip To CONTRACTORS

P.W.A.C. 455. It is necessary sometimes in the interest g
299. work, to engage labourers or contractors or to ina
OL.hEI‘ liabilities on behalf of the contractor concerned
with a view to complete work which he has neglecte
or failed to complete. In such a case it is permuissible
to spend government funds on behalf of the contraci
in accordance with the terms of his agreement. Othep
wise, no advance or'recoverable payment should be
made to or on behalf of a contractor nor should financial
aid be given to him in any form, except in accordanc
with paragraphs 456 and 457.

1. For rules relating to the issue of materials to contractors see pan-
graphs 465 and 466.

2. With a view to avoid subsequent disputes with the contractor, suit-
able intimation should be sent to him (1) as soon as action is taken under
this paragraph, and (2) subsequently, as charges are incurred on his account,

Note—For rules relating to conditions of employment of work-clmrgé:
establishment, see paragraphs 667 to 669.

\/ (d) AbvANCES TO CONTRACTORS

P.W.AC. 456. Advances to contractors are asa rule pro
299A.  hibited, and every endeavour should be made to main-
tain a system under which no payments are made except

for work actually done.  Exceptions are, however per-
mitted in the following cases :

(a) Cases in which a contractor, whose contract i
for finished work, requires an advance on the security
of materials brought to site. ~ Divisional officers may, in
such cases, make advances up to an amount not exceed-

*ing 75 per cent. of the current value of the

materials (as assessed by themselves according to their
character), provided that they are of an imperishable
nature and that a formal agreement is drawn up with the
contractor under which the government secure a lien on
the material and are safe-guarded against losses due to
the contractor postponing the execution of the work or
to the shortage or misuse of the materials, and against
the expense entailed for their proper watch and safe
custody. Payment of such advances should be made only
on the certificate of. an officer, that the quantities of
materials upon which the advances are made have actually
been brought to site, that the contractor has not previous-
ly received any.
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e on that security and that the materials are all
ired by the contractor for use on items of work for
h rates for finished work have been agreed upon.
officer granting such a certificate will be held per-
‘responsible for any over payment which may
*in consequence.  Recoveries of advances so made
not be postponed until the whole of the work en-
ed to the contractor is completed.  They should be
 from his bills for work done as the materials are
the necessary deductions being made whenever the
of work in which they are used are billed for.

. Divisional officers are responsible that—

(i) When secured advances have been made for materials, recoveries
e made regularly from the very first payments made for those items
actual work in which such materials have been used.

(if) No secured advances are made for any materials, unless they are
to be used within three months at the most.

(i) Materials are actually measured in detail before making secured
s on them and their value is based on the actual rates for the
of determining the percentage at which secured advances on
s should be made.

Nore—Imperishable materials include bricks, rolled steel joists, etc.,
articles such as lime, sand, kankar, efc., are perishable. Coal is,
r, excluded from both the categonm and no advance is permlssﬂ:le
is ‘article.

(b) Cases in which, in the interest of works, it is
utely necessary to make petty advances. In such
s advances up to Rs. 50 may be allowed by subordi-

(¢) In all other cases only with the sanction of the
Government who may, in exceptional circumstan-
-authorize such advances as may be deemed indispens-
taking the necessary precautions for securing the
ernment against loss and for preventing the system
m becoming general or continuing longer than is
utely essential.

457. An advance payment (see paragraph 6) for
ork actually executed may be made on the certificate
responsible officer (not below the rank of sub-divi-
officer) to the effect that not less than the quan-
of work paid for has actually been done, and the offi-
granting such a certificate will be held personally
sponsible for any overpayment which may occur on the
ork in consequence. Final payments may, however,
in no case be made without detailed measurements.

P.W.A C.
299B.
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IV—Payments to Work-charged Establishment

(a) PAy BiLLs

458. Wages of members of the work-charged
establishment should be drawn and paid on form no 2,
“Pay bill of work-charged establishment,” which isa
combined pay bill and acquittance roll form. A con-
solidated bill in this form should be prepared monthly
either for the whole division, sub-division or for one or
more sections of it, as may be convenient; but the names
and claims of the entire establishment concerned, includ
ing absentees, should be shown in each bill. Name
should be grouped in the bill by works on which the per
sons are employed, sanction to the entertainment of the
establishment should be quoted in each case, and the sub:
divisional officer or the assistant engineer should certify,
in the space provided for the purpose, that the persons
were on duty during the periods shown against their
names, each person being employed on the work and
on the duties for which the appointment of the person
was sanctioned. ;

1. Deductions on account of fines, income-tax, etc., should be'sh"

by special entries against the names concerned.

2. If the acknowledgement of an individual cannot conveniently be

obtained on the bill itself, it may be obtained separately on a hand receipt
form no. 28, which should then be attached to the bill as a sub-voucher,

459. Pay bills may be signed at any time on the
last working day of the calendar month in which the
wages are earned, though they are not due for payment
before the first working day of the following month
When, however, the services of an individual are dis
pensed with it is permissible and advisable to settle
his account at once.

(b) Unram WAGES

460. Wages remaining unpaid on a passed bill
on the date fixed for the closing of the accounts of the
month may be paid subsequently when claimed,  the
procedure described below being observed:

* (a) Items remaining unpaid on the monthly
bill should be entered in a simple register, full par-
ticulars of the charge, including reference to the
bill, being noted in the register.

-
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(b) Subsequent payments should be made on
nd receipts, form no. 28, reference to the bill in
ch the charge was originally included and to the
sarticular item thereof, being quoted in each case.

(c) When making payments of arrears suitable
notes of payments should be recorded against the
ginal entries in the register.

(¢) TrRAVELLING EXPENSES

. No bills need be prepared in support of 2
for travelling expenses. Payments should be ;
~on hand receipts, form no. 28, which should set-

all the necessary particulars of the journey perform-

d of the expenses claimed and should be counter-

d by the divisional officer prior to payment.

(d) CLASSIFICATION OF CHARGE

2. Every payment made to a member of the "3
arged establishment, whether on account of his
Lor in recoupment of actual travelling expenses,
d be charged to the work on which he is employed.

The cost of work-charged establishment pw.A.C.
be shown as a separate sub-head of the estimate. e

C—ISSUES OF MATERIALS
I—General

-
' 464. Issues of materials to works, whether from P.WAC
or by purchase, transfer or manufacture, are divid-  307.
into two classes :—

i (1) Issues to contractors—Issues of materials to
- contractors with whom agreements in respect of
" completed items of works, i.e., for both labour and
. materials, have been entered into.

2 (2) Issues direct to works—Issues of materials
»  when work is done departmentally or by contrac-
tors whose agreements are for labour only.

~ |. A contractor should not be asked to take delivery, direct from a
firm of articles required for a work as it may lead to fraud.
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II—To Contractors

g (a) GENERAL CONDITIONS

-
465. (a) The issue of materials to contractos
who have contracted for completed items of work is gene

rally permissible only in the following circumstances=

(1) when, under the operation of paragraph }
the supply of imported materials is to be arran
for by the Government,

(i1) when, in the interest of work, or with the
object of utilizing existing stocks of materials, it i
desirable to arrange for the supply of certain other
materials as well, and a condition to this effect hag
been inserted in the contract.

(6) In both cases the contract should specify (1) the
materials to be supplied by the Government for use on
the work, (2) the place or places of delivery and (3) the
rates to be charged to the contractor for each descripti
of material and the contractor should be held responsi
for obtaining from the Government all such materials
required for the work and for making payment therefor,
by deduction from his bills, at the rates specified, regard:
less of fluctuations in the market rates or in the stock rate
of the division.

1. The rates to be charged to the contractor for materials to be supplied
should be definitely specified, vague quotations, e. g., “at stock rates,”
being avoided; and if intending contractors had been told that the materials

would be supplied at a certain rate and asked to tender on that assumption
then that rate should be adhered to in the contract. .

2. Similarly, the rates to be allowed to the contractor for items of
work, should be definitely stated. .

(¢) No carriage or incidental charges are borne
the Government for moving the materials beyond the
place, where the contractor has agreed to take deliver
thereof.

466. (a) As a general rule no other material
should be supplied to such contractors for use on works
but this restriction may be waived by the sub-divisiona
officer or the assistant engineer in respect of petty issue
(at full issue rates) of materials from existing stocks, no
exceeding Rs. 50 in any month for any one contract.
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(b) If at any time subsequent to the execution of a
on a through rate basis, the contractor desires
e to him, for use on a work, of materials which
in the Government stocks but the supply whereof
ernment was not provided for in the contract, the
erials should not be issued except with the express
ority of the divisional officer who should specify in
case the rate to be charged for the materials inclu-
of delivery at the place where they are stored. The
charged should be the market rate prevailing at the
of the supply or the issue rate, whichever may be
and no carriage or incidental charges should be
by the Government in connexion with the supply.
tention of this rule is+to prohibit the supply of materials to
rs with the object of giving them financial aid, the grant of which
ed by the rule in paragraph 456, vide paragraph 455.

(¢) Issues of stock materials to contractors for bona
use on works are exempt from the usual charge of
per cent. on account of supervision, storage and con-
encies, which is made when stock materials are sold

he public.[paragraph 187],

(b) Accounts PROCEDURE

467. All materials required for issue to a con-
or under any of the provisions of paragraphs 465 and
should be made over to him, as soon as they are
ved, whether from stock or by purchase, manufac-
or transfer, and an unstamped, but dated acknow-
dement, detailing full particulars of the materials in-
uding the rates and values chargeable to him should
once be taken from the contractor.

468. When the materials are obtained by pur-
full details of the articles received should at once
entered in a measurement book, form no. 23 in the
ner prescribed in paragraph 435 (c). See also para-
aphs 202 and 203.

. 469. On the authority of the contractor’s
cknowledgment, the cost chargeable to him under para-
oh 465 or 466, as the case may be, should be debited
nce to his personal account by charge to the suspense
head “Contractors—Other transactions” (vide paragraph

P.W.A.C.
310.

P.W.A.C.
3L

P.W.A.C.
312,
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497) in the accounts of the work concerned.  This ad
justment should be effected by affording credit to
head concerned, as indicated below:

Head of )
Source of receipt of materials account to be Value to be credited
credited :
(1) St(})ck (including manufac- Stock At issue rates,
ture).
(2) Transfer from another Work concerned At a valuatlcm tade
work. under graph
478(d).
(3) Transfer from another Purchases At rates charged by the
division or department. division or depmb
I . ment .
(4) Suppliers .. 5 Do. At rates payable to the
suppiers der
their
(5) Obtained through the London stores The English
Stores  Department, stores
London. i
) Head concerned Actug) ;
(6) Indian charges on (5) .. curred, vide parde

graphs 589 and 590.

If the amount thus credited differs from the charge made
to the contractor’s account, the excess of the former over
the latter, should be treated as additional final outlay
(plus or minus as the case may be) on the work, a sepa-.
rate sub-head, entitled * ‘Additional charges for materialy
issued to contractors,” being opened for the purpose in
the accounts of major estimates.

1. The object of these rules is to ensure that the full amount charge-
able to the contractor is debited to his account as soon as the materials are
delivered, so that {1) he may not receive payment at full rates, for the
completed items of work prior to the value of the government materials
used by him therein, being charged to his account, or (2) his final bill for
the work done may not be settled before the full value of materials recoverable
from him has been debited to his account.

2. Issues from stock (including manufacture) should be accounted for
through the stock returns.  For other issues, a special transfer entry should
be prepared by the sub-divisional or divisional officer in form no. 53, as soon
as each transaction takes place. 4

470. The recovery from a contractor on account

PW.A.C. of the cost of materials issued to him for use on a work
33 should ordinarily be made by deduction from the first
bill authorizing an advance payment or an on accouut
payment to him for the work. Should, however, a lump

sum recovery be undesirable in any case, the dlvxsmnal
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may permit, for recorded reasons, the recovery to
ected gradually as the materials issued to the con-
T are actually used in construction and the items of
in which they are used are paid for whether by an
¢ce payment or by an on accounttpayment.

1. As the issue of materials to contractors
ler the foregoing rules is permissible solely for the
fide requirements of government works, sub-divi-
or divisional officers should make such arrange-
s as may be deemed suitable for limiting the total
€510 a contractor in connexion with a particular work,
i€ reasonable needs of that work. This precaution
icularly necessary when the rates at which any
erials are issued under paragraph 465 are lower than
prevailing market rates, or the latter are expected to
appreciably.  In such cases, if the transactions are
any importance, the use of form no. 35 (without
) is recommended for watching that the aggregate
he quantities of any or all materials issued to a con-
or, from time to time, for use on a work, remains
within the estimated requirements of his contract.

¥

2 () RETURN OF SUrRPLUS MATERIALS y

472, The Government do not undertake to
over from contractors, whether before or after the
pmpletion or determination of contracts, surplus mater-
which were originally procured by the contractors
themselves or were issued to them and charged to
ir accounts under paragraph 467. Such materials
the property of the contractors and can be taken over
the Government, if required, for use on other works
progress, only by special arrangements and at the pre-
ing market rates.  If the materials were originally
plied by the Government, the price allowed to the
tractor on reacquisition should not exceed the amount
rged to the contractor.

Contractors are, however, not at liberty to remove from site of works
"without the written permission of the divisional officer materials which
i!-vc been issued to them for use on 2 work, and a stipulation to this effect
should ordinarily be entered in their agreements.

\ (d) TooLs AND PLANT LENT FOR USE

" 473. The rules in paragraphs 465 to 472 do not
‘apply to tools and plant. Articles borne on the tools
‘and plant account of the division may, in accordance

P.W.A.C,
314.

P.W.A.C
315.
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316.
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with any departmental rules on the subject, be lent tenr
porarily to contractors for use on government work
being executed or maintained by them. See also pam
graphs 244 and 247.

III—Direct to Works

(a) DETAILED ACCOUNTS OF MATERIALS ISSUED

P \gfl.?.c; 474. (a) In all cases materials issued direct tod
*  work should, as soon as received, be brought to account
as indicated below:—

Head of ‘Mode of effent.
Source of receipt of account to Value to be ing adjustment
materials be credited credited of cost

(1) Stock (including Stock At issue rates Through stock
manufacture). account atthe

end of

month,

(2) Transfer from an- Work con- At a valuation By a special
other work. cerned. under paragraph  transfer entry
478(d). mformno.ﬁ.a

prepared

soon asths
material  are

- received.

(3) Transfer from an-  Purchases At rates charged By a  special
other division or by the division transfer fi
department, or department in form

concerned. prepared as
soon as the
materials are

(4) Suppliers .. Do. At rates payable Ditto.
to the suppliers
under their con-
tracts.
(5) Obtained through London The English cost, Ditto.
the Stores depart- stores. vide paragraphs
ment, London. 587 et seq.
(6) Indian charges- Head con- Actual charges Through cashac-
on (5) cerned. incurred vide cou 1 or trans-
paragraphs 589 fer entry as the
and 590. ca . may be.

The full value credited to the head concerned should be
debited to the work (paragraph 475).
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. (b) In the case of materials received direct from
suppliers full details of the articles received should at
e same time be entered in a measurement book, form
23, with the full name of the work as entered in the
nate, vide paragraph 435 (c).

475, (a) When materials are issued direct to a
work their cost is either treated as a final charge or debit-
to the suspense head “materials” in the accounts of
the work, as prescribed in paragraphs 491 and 492.

* (b) When the suspense head ‘“Materials” is operat-
€d on, a detailed account of all materials issued to, or
med from, the work should be kept in form no. 35.
etailed statement of materials,” so that the total issues
each kind of materials may be watched with reference
ithe estimated requirements.

(c) When the cost of materials issued to a minor
nate is adjusted at once as a final charge (paragraph
b), no detailed account in form no. 85, is necessary.
he sub-divisional officer or the assistant engineer con-
ned should make his own arrangements for exercis-
detailed control over transactions relating to mater-
s, and for verifying the unused materials in the event
the charge of the work passing from one officer or sub-
ordinate to another.

476. In the detailed statement of materials, form
mo. 35, only principal materials need be detailed. Both
tities and values of such items should be shown ex-
in respect of carriage and incidental charges for
hich values only should be shown. All the minor items
y be lumped together under the heading “petty items,”
for which only values should be shown.

1. As the detailed statement of materials is prescribed lprimarily to enable
the divisional officer to exercise detailed financial control over transaction
relating to materials, the decision as to which materials may be lumped
under the heading “‘petty items” is left entirely to his discretion. For in-
. slance , materials of any kind may be classed as “petty items” not only
- when the amounts involved are small but also if the work for which they
are required is of such a nature that a detailed control over the quantities of
“materials, in addition to the control over their values, is not considered
R debitable to th rk should be added
i Carriage and incidental charges debitable to the work shou a

to t%e cost :?elhe materials concerned in form no. 35.

477. Form no. 35, shows separately for each

kind of materials (1) the estimated requirements, (2)
the net issues of each month to the work and (3) the net

P.W.A.C,
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issues thereto to end of each month. The month§
transactions should be posted as follows: :

I—Issues to the work— (a) Issues from stodk
should be posted in lump from the monthly abstr:
of stock issues, form no. 10, and (b) purchases
suppliers and transfers of materials from other
works, divisions or departments should be posted i
detail from the vouchers and special transfer entrigg
(vide paragraph 474) concerned, at the same timg
as the corresponding postings in the works abstrad
(forms no. 33 or 34), are made.

II—Issues from the work— (a) Materials retu
ed to stock should be posted in lump from the
monthly abstract of stock receipts form no. 9 and ()
sales, writes-off and transfers elsewhere should be
posted in detail from the vouchers concerned, at
the same time as the corresponding entries in the
works abstract (form no. 33 or 384) are made.
Issues from the work should be posted as minus

entries.
(b) DisrosaL OF SURPLUS MATERIALS

478. (a) Materials issued to works in excess of

requirements may be transferred to stock provided that
they are serviceable and certain to be required.

(b) All surplus materials ats*site of works which:
have been completed or stopped or on which outlay has
been prohibited for any considerable length of time
should, if likely to be of use on other works within a rez-
sonable time, be transferred to works in progress or
brought on to the stock account their value being credited
to the work to which they were originally issued and
debited to the work to which they are transferred or to
the stock account, as the case may be.

(¢) No credit should be allowed to a work on ac
count of surplus materials if they are unlikely to be of
any use within a reasonable time but a list of all surplus
materials should be maintained in the sub-divisional and
divisional offices as a supplement to the half-yearly stock
returns, unless the superintending engineer considers
this unnecessary.
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.

(d) Materials returned to store or transferred to
works should be priced within current market
any resultant loss being borne by the work to
they were originally issued.

rules do not apply to surplus materials which were originally procured
contractors for themselves or were issued to them and charged off to
r accounts under paragraph 467. See paragraph 472

~ (¢) VERIFICATION OF UNUSED BALANCES

79. Unused balances of materials charged direct i 1L
ks should be verified at least once a year in the

er prescribed in paragraphs 230 to 232, When-

this verification is made, a report of verification of

aterials should be prepared by the sub-divisional

or in the case of Buildings and Roads divisions

sub-divisions have been abolished by the assistant

eer in charge in form no. 37 and submitted to the

ional office. The following instructions should be

ved in preparing the report:

~ (a) As no continuous account is maintained of
the materials actually used in construction, it is
necessary first- to calculate the quantities of princi-
‘pal items probably used. This should be done in
 the detailed statement at the top of the form, on
the basis of the “progress” of work done on each
~ sub-head, such authorized formulae being adopted
- a5 may be approved by the Chief Engineer.

(b) Deducting these quantities from the total
- quantities of the materials issued to the work as
- per form no. 35, the paper balances of the unused
. materials should next be arrived at and set-forth
- against line C.
~ 1 (¢) The actual balances should be entered
~ against line D, and the differences between the
ctual and paper balances should be set forth
- against line E.  These differences should be priced
~ at the actual rate of cost which should be deducted
from the total value and quantity recorded in the
 detailed statement of materials, form no. 35.

(d) The report should then be completed by
~ recording against line F remarks explaining action

taken (1) to adjust the differences as per line E and
- (2) if the work has been completed, to dispose of the
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sm_"plus balances as per line D, and by signing the
printed certificates applicable to the case and sco
ing out the others.
(¢) The differences as per line E may be dug
to (i) the adoption of formule for determining the
actual consumption, (i7) unreasonable wastage, of
(221) shortage in some other form. All these di
ferences should be investigated and dealt with i
accordance with paragraph 516 (b), (¢) and (d).
480. A similar verification of the unused balanes
of materials must invariably be made on the completios
of a work, but on or before the completion of a work
when no more materials are required for use in cons
truction, steps should first be taken to dispose of all su
plus materials by transfer or sale, so that (1) the account
of the work may promptly receive such credits as may be
admissible under paragraph 478, (2) the balance at debif
of the suspense head “Materials” may as far as possible
represent, the net cost of the materials actually used i
construction, and (3) the surplus balances awaiting clear
ance may be reduced to a minimum.
The report in form no. 37, should in this case set forth both quantitis
and values throughout.
481. If the gazetted officer or subordinate i
direct charge of a work, the accounts of which are kepl
by sub-heads, is transferred before the accounts of it art
closed, the unused materials at site of the work should
be verified by the relieving officer in company with the
relieved officer and the report prescribed in paragraph
479 should be prepared by the sub-divisional officer o
assistant engineer and submitted to the divisional office

482. A report is required annually of the valu
of materials at site of all works the accounts of whici
were open on the last day of the official year. Thi
report should be prepared in form no. 37, and submitte
to the divisional office in the manner described in pan
graph 480, as on completion of work, but it is not nece
sary that the balances should be verified at the close o
the year if—
(1) the work has been under construction fo
not more than three months, _

(2) the accounts of the work are expected to b
closed within three months, or
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~ (3) the balances were verified at any time dur-
ing the year.

When the balances are not verified at the close of
year the figures against line C “Paper balances of un-
d materials,” of the report should be assumed to be

the value of the materials at site, and lines D and E should
‘be left blank.

483. Reports of verification of materials in form
0. 37, prepared under paragraphs 479 to 482, should be
(dealt with 1n the divisional office in the manner déscrib-
ed below : ,

(a) A register of clearance of materials account
should be maintained in form no. 38.

A separate folio of the register should be resery-
ed for each work for which a materials account is
kept, and for facility of reference, the register should
be supplied with an index.

(b) Each report of verification in form no. 37
should be entered in part I of form no. 38, as soon
. as received.

(c) If any items of shortage or loss reported in
line E of an intermediate report in form no. 37,
prepared under paragraphs 479, 481 or 482, are
ordered to be charged to the sub-head contingencies
of the estimate, or to the personal ledger account of
a contractor, or to Miscellaneous P. W. advances
for recovery from any official or to the account of
another work, the adjustment should be forthwith
effected by a transfer entry, so that the total cost of
the materials to the work may at once be corrected.

(d) But if any such shortage or loss is ordered
to be writter off by debit to a final sub-head of the
estimate, other than contingencies, or if there is a
surplus and it is to be credited to one or more final
sub-heads of the estimate, the consequent adjust-
ments should merely be registered in part III of
form no. 38.  Such adjustments leave the total cost
of materials unaffected, and can, therefore, be made
only by inclusion in the final transfer entry which is
made on the completion of a work under paragraph
516.
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(¢) As every report of verification prepared
under paragraphs 479 to 482 deals with the progres
sive figures of the cost of materials, line E brings out
up to date outstanding differences and not merely
differences since last verification. This should
be borne in mind when registering difference
referred to in clause (d) above, so that adjust

ments once registered in part III of form no. $§
may not be registered again.

(f) Action taken on intermediate reports in
form no. 37, should be rtecorded on ' the reports
themselves, but when each such report is finally dis
posed of the fact should be recorded in part I of form
no. 38, and the entry attested by the divisional ac
countant’s initials.

(g) Final reports in form no. 87, prepared
under paragraph 480 should, however be registered

~in part I of form no. 38, as disposed of, as soon as
orders on the closing balances and the items of diff-
erence, as per lines D andE of the report, have been
passed by the divisional officer.  These balances and
items should then be transferred to parts II and III
of form no. 38, where their clearance will be watch-
ed in the manner described in paragraph 516.

D—ADJUSTMENTS

484. In addition to cash payments and issues of
materials there are other transactions relating to the
accounts of works, which are of the nature of adjust
ments usually recorded in the transfer entry book of the
divisional office. ~ The detailed rules governing such
transactions are given in Chapter IX.

E—WORKS ABSTRACTS
I—Introductory

[P.WA.C 485. An account of all the transactions relating
'328.  to a work during a month, whether in respect of cash,
stock or other charges, should be prepared by the sub-
divisional or divisional officer in one of the works abs-

tract forms. In the case of estimates exceeding

Rs. 10,000 a separate account should be maintained for

each sub-head estimated to cost not less than Rs. 2,000,

and in the absence of orders of the divisional officer to

the contrary the remaining sub-heads should be lumped

P.W.A.C,
327,
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ther. For such works and for estimates not exceed-
Rs. 20,000 the accounts of which the superintending

er or other sanctioning authority may desire to
kept by sub-heads, the detailed form of works abstract
no. 33, should be used. For other estimates the
ler form of works abstracts B, no. 384, should be used

i which the account of the final outlay is not kept by
ib-heads.

The estimate, account and completion certificate of
ity works are ordinarily prepared on a single form,
ty works requisition and account, form no. 32, and
rate works abstracts are not necessary. But when
ccounts of the work involve transactions which
not be suitably recorded in part IV of form no. 32,

advance payments, secured advances or other trans-
ons of contractors) the accounts should be kept on tle
iple form of works abstract, form no. 34.

e

=3

1. Percentage charges on account of establishment, tools and plant, and
ats and audit, levied on works expenditure, under rules 5 and 11 of
pendix V should not be shown in works abstracts and registers of works
agh tﬁ:;e eventually included in the cost of works, vide rule 2 to

2. The Superintending engineer may dispense with the maintenance of
ccounts by sub-heads for any work if he considers that the circumstances
“of the work render such accounts unless or impossible to maintain. In such
a copy of the orders, specifying the reasons should be forwarded to the
ncipal Auditor.

- 486. Ordinarily there should be one works
abstract monthly for each working estimate, but if the
mmate is for a large work which is divided into several
ub-works, it will usually be found convenient to pre-
e a works abstract separately for each sub-work.

II—Classification and Record of Final Charges

(a) EstiMATES EXCEEDING Rs.20,000

487. The division of an estimate exceeding
Rs. 20,000 into sub-heads for the purposes of accounts
guided usually by the classification sanctioned in the

tract of the estimate. If it is intended to purchase
“or supply materials and to employ labour for construc-
tion separately (whether by contract or by departmental
agency), the abstract of the estimate should be so framed
to show separately for each distinct item of artificer’s
ork (1) the cost and quantity of “labour” and (2) the
t of materials.  But if this is not the case, e.g., when
item of work is to be executed by contract and it is

P.W.A.C.
329.

P.W.A.C.
330.
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proposed to contract for the completed items of work,
the abstract of the estimate may show merely the quan-
tity and cost of each item of work. See paragraph 331
In all cases miscellaneous charges of a general nature,
which do not pertain to any sub-head in particular, may
be treated as separate sub-heads, being grouped under
one or more heads, e.g., “Work charged establishment”,
“Contingencies,” etc. See paragraphs 332 and 463.

When the number of sub-heads of an estimate is large it will be found
convenient to assign a number to each sub-head and to prefix this number

to the name of the sub-head, wherever it is used on vouchers, works abs
tracts, registers of works or other accounts.

488. After an estimate has been sanctioned it
may be decided to make a change in the method origk
nally contemplated for the execution of the work. In
such a case the original abstract should be recast in a¢
cordance with the instructions laid down in paragraph
487. The details of cost and quantities already approv-
ed by competent authority should be re-arranged and the
revised abstract should be approved by the divisional
officer and thereafter, treated as the sanctioned abstract
of the estimate for all account purposes.

489, If the number of sub-heads in the work
ing estimate for a work or sub-work is large, it is permis-
sible to break up the estimate into two or more parts,
and to treat each part as a sub-work for the purposes of
accounts. No part of an estimate can be separated from
the rest, if any contract for the execution of work con-
nected with it covers also work connected with the other
parts. It is advisable to adopt this course if one ot
more parts of a work or sub-work are completely execut-
ed long in advance of the others and no useful purpose
will be served by keeping open the accounts of the com-
pleted parts.

490. (a) The account of each sub-head in the
works abstract should ordinarily exhibit— ;

(1) “amount,” i.e., total charges finally class}-,-l
fied under the sub-head, |

(2) “progress,” i.e., total quantities executed
from time to time, and :

(8) “rate of cost,” i.e., cost per unit on the
basis of the recorded “amount” and “‘progress”.



’

(177)
JAP. XIV] WORKS ACCOUNTS [490—492

: ';’b) In the case, however, of sub-heads which have

) lumped together under paragraph 485 above, or
ds representing items of work which cannot be
:d in quantities, no quantities are shown in the
ct of estimate and the record of “progress” and
cost” in the accounts is not necessary, the entries
e “amount” column being sufficient.

(¢) In other cases the “progress” and ‘“‘rate of cost”
d be recorded in the accounts both during the pro-
of construction and on completion of work, but the
nthly record thereof under any sub-head may, during
rogress of construction, be dispensed with in the
g cases under the written orders of the divisional
er which should specify reasons :
(1) if the duration of construction under the
sub-head is not expected to be more than three
months, :

(2) if the quantities executed are not in the
same units as those specified in the estimate or they
~ cannot be expressed even roughly except on or to-
~ wards the completion of the work. :

491. When provision is made in the abstract of
stimate separately for “labour” and ‘““materials” under
ny sub-head, the account of the cost of all materials issu-
d to the work from stock, or by purchase, manufacture
transfer should be kept under a single head, entitled
Materials,” the sanctioned amount of which should be
n to be equivalent to the aggregate provision for
aterials” in the estimate. This should be treated as
asuspense head and the details of it recorded in form no.
85, (vide paragraph 475), which should accompany the
works abstract. The “labour” divisions only will thus
appear in the works abstract as separate sub-heads of final
outlay. During the.progress of the work, the expendi-
ture recorded under those sub-heads will be exclusive
‘of the cost of materials, but on the completion of the
‘work, the gross cost of each sanctioned sub-head of work,
‘inclusive of the cost of materials, should be placed on
record by making entries in the register of works, in the
‘manner indicated in paragraph 516.

492. When the sub-heads of a work are divided
" into “labour” and “materials,” the ‘“rate of cost” of
the labour charges relating to each sub-head can be

P.W.A.C.

P.W.A.C.
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watched separately and the necessary control over the
penditure on materials can be exercised through the u
pense head ““Materials” “and the detailed statement i
form no. 35, supporting the entries under that head. [
1s unnecessary, therefore, for purposes of financial cote
trol over the outlay, either to record in the works abstrad
month by month during the progress of construction,
outlay on the materials relating to each sanctioned sub
head of the estimate, or to strike the inclusive ‘‘rate of
cost’” of the whole sub-head monthly.

493, The charges classified under a final sub
head should mclude all ordinary expenses incidental
construction.  If any part of a work is pulled down and
rebuilt to any serious extent, the extra charges for cons
truction should ordinarily be debited to'the sub-head
concerned unless they are recoverable from the contrae
tor under the terms of his agreement. But if the amount
involved be so large as to affect appreciably the cost o
rate of the sub-head, it may be debited to the sub-head
“Contingencies” instead or, with the sanction of compe
tent authority, to a new sub-head additional to the orige
nal sanctioned sub-heads of the estimate,

994. In the accounts of estimates exceeding
Rs. 20,000 a final sub-head, entitled “Additional
charges for materials issued to contractors,” should be.
opened if the system of issue of materials to contractors
has been adopted, and the rates charged to the contrac
tors therefor under paragraph 465 or 466, as the case
may be, are either more or less than the actual cost to
government.  This sub-head should bear all losses on
this account and receive credit for all profits as explain-
ed in paragraph 469. Carriage and incidental charges
in connexion with the materials issued to the contrac
tors, should also be debited to this head, if, under para-
graph 548, they are chargeable to the work.

495, If any receipts or recoveries are credited
under the rules to that account of an estimate exceeding
Rs.20,000, a special sub-head should be opened in the
wurks abstract for the reception of all such credits.

(b) EsTiMATES NOT EXCEEDING Rs. 20,000

496. If the superintending engineer has desired
the accounts of a minor estimate not exceeding Rs. 20,000
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e kept by sub-heads (vide paragraph 485) the rules
agraphs 487 to 494 will apply. In the case of
stimates not exceeding Rs.10,000 for buildings,
s and other structures, if the transactions relating
direct issues of materials are of sufficient impor-
¢ and it is desirable, with the object of exercising
ol thereon, to record their cost separately in the ac-
unts, the procedure prescribed in paragraph 491 in
t of estimates exceeding Rs. 10,000, may be adopt-
d a column opened for the suspense head ‘“Mate-
5" in the works abstract. In all other cases the account
final outlay on 2 minor estimate should be kept in a
e column, headed “Final charges,” in the works

act, form no. 34.

ITII—Suspense  Accounts

(@) GENERAL

- 497. In addition to the head “ Final charges,” P%&c-
e final sub-heads in the case of estimates exceeding :

. 20,000 a few suspense accounts are opened in works

tracts to record transactions of a temporary character

hich are either not adjustable as final outlay in the ac-

unts of the works concerned or the correct classifica-

of which cannot be immediately determined. These

ccounts are ;
. (1) “Materials”—for the record of the cost of
~ materials issued direct to works,

(2) “Contractors—Advance payments’—for the
record of Advance payments and of their recoveries,

(3) “Contractors—Secured advances”— for the _
record of secured advances and of ther recoveries,

(4) “Contractors—Other transactions”—for the
record of all other debits or credits to contractors

awaiting settlement, and

(5) “Labourers’—for the record of unpaid
wages of labourers and of their subsequent payment.

(b) “MATERIALS” ACCOUNT

- 498. The suspense account ‘‘ Materials ” has al- P.\;;.im.c.
‘ready been referred to in paragraphs 491 and 496. This .

‘account should be opened in the works abstracts of esti-
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mates exceeding Rs. 20,000 if materials are issued dired
to works. It may also be opened in the case of esti
mates not exceeding Rs. 20,000 if the transactions relat

ing to the direct issues of materials are of sufficient im-
portance.

So far as works abstracts are concerned, this account
is never cleared. Officers in charge of sub-divisions
should regard it as a temporary sub-head for the reception
of all charges on account of direct issues of materials,
The responsibility for clearing the head by transferring
the charge to the final sub-heads of work when closing
the accounts of the work in the register of works rests
with the divisional office, vide paragraph 516.

(¢) “CoNTRACTORS’ AND LABOURERS’ ” ACCOUNTS

made to a contractor
under the provisions of paragraph 457, should not be
charged off as final outlay on the work or under any
sub-head of it. A suspense head, ‘“‘Contractors—Ad-
vance payments,” should be opened in the works abstract
(form no. 33 or 34, as the case may be) for the record
of advance payments and their subsequent adjustment.

500. Advances made to contractors and sup-
pliers under paragraph 456, whether on the security of
materials or otherwise as well as all recoverable payments
made under proper authority to labourers and others on
behalf of contractors, should be treated as advances made
on account of the work concerned. They should not be
charged to the general suspense head ““Miscellaneous
P. W. advances,” but incorporated in the works abstract
as suspense transactions. The head “Contractors—Se-
cured advances” is intended solely for advances made to
contractors, on the security of materials brought to site,
under paragraph 456 (a), and the head “Contractors—

Other transactions” should be used for all other trans-
actions.

501. The head  “Contractors—Other  trans-
actions” is intended also for watching the ultimate pay-
ment of the unpaid balances of contractors’ accounts.
Similarly, the head “Labourers” is meant for the clear-
ance of the unpaid wages of labourers.  If a running ac-
count bill or muster roll is only partly paid, the total -
amount due thereon as value of work done or supplies
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should be brought to account in the works abstract
al charges or as expenditure on the sub-heads con-
ed, and the amount remaining unpaid should be
Wn as a minus entry, in the appropriate suspense
n—"Contractors—Other transactions” or “Labour-

502. The forms (nos. 33 and 34), of works abs-
s provide a column for each of the suspense accounts
merated in paragraph 497. The use of the head
aterials” is explained in paragraph 491 and the foot-
otes printed on the forms of the works abstracts explain

mode of making both original and adjusting entries
‘under the other suspense heads.

- 803. If any wages of labourers remain unpaid
ter the completion of a work, the accounts of the work
may be kept open for a period of one month, which may

2 extended to three months at the discretion of the divi-
al officer.  Thereafter the accounts of the work
ould be closed, the balance under the suspense head
“Labourers” being left unadjusted. This amount should
'be shown in any completion report or statement that may
‘be prepared under the rules in paragraph 399, by a spe-
‘cial remark, as a liability against the work, and it should
be excluded from the total final expenditure on the work,
50 as to arrive at the amount actually brought to ac-
count.

1f unpaid wages of labourers are claimed and paid subsequently to the
~ closing of the accounts of a work, the payment should ordinary be charged

‘avainst a fresh estimate under the same head of service as the original work,
a suitable note being recorded by the divisional office against the elosing
entry relating to the original work in the register of works, Where, however,
it may prove more convenient, the accounts of the works may be re-opened
atthe direction of the divisional officer.

504, The account of a contractor should be
“closed"as soon as his contract is completed. If he delays
to receive final payment for more than one month after
~ the final bill has been passed, a note to this effect should
‘be recorded on the bill, the account of the work as pass-
~ ed on the bill should be incorporated in the works abs-
tract on the authority of the bill and the balance due to
him should be removed from the accounts of the work by
credit to the head “Public Works Deposits,” to be dealt
with thereafter under the rules relating thereto.

If the accouut of a contractor shows that he has already been overpaid
or that the account closes with a balance due by him, the account should

P.W.A.C.
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be settled by a recovery in cash or otherwise; but if an immediate rewvety

is not practicable, the balance should be removed by debit to the
“Miscellaneous P. W. advances”.

ing a strict watch over the balances under the susp
accounts “‘Contractors’’ and “Labourers,” with a vi
to prompt adjustment by recovery, settlement of account
or detailed measurement as the case may be. For
this purpose the statement headed “Detail of contractors®
closing balances” in the works abstract and the record
of unpaid wages maintained under paragraph 430 (¢
should be examined monthly. Subject to the provi
sions of paragraph 503, these accounts should be cleared

before the accounts of a work can be closed on comple-
tion.

IV—Liabilities Awaiting Incorporation
506. Liabilities are not incorporated in the ac:
counts of wors except in the following cases :

(a) Unpaid balances of partly paid running ac
count bills or muster rolls are invariably incorporat-
ed, vide paragraph 501.

(b) The value of materials received from sour-
ces other than stock (including manufacture), whe
ther for issue to contractors or for issue direct to
works, is at once brought into the accounts of works
even though payments to suppliers and adjustments
crediting the transfer accounts concerned, may not
be made at once, vide paragraphs 469 and 474.

(c) Wholly unpaid muster vrolls and bills of
contractors and suppliers are sometimes taken to ac-
count, vide paragraphs 503 and 504.

Disbursing officers are, however, = responsible for
keeping a strict watch over all liabilities with a view to
settle them promptly. Money indisputably payable
should never be left unpaid. It is no economy to post-
pone inevitable payments, and it is very important to
ascertain, liquidate and record the payment of all actual

obligations at the earliest possible date, vide paragraph
161 of Volume V of the Handbook. »

507. If any liabilities of works are incurred on
behalf of contractors under the provisions of paragraph
455, arrangements should be made for withholding
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ent balances from their bills or for making neces-
*T'ecoveries from them in due course. On the ana-
gy of the rule in paragraph 423, all records on the
hority of which labilities may be liquidated or in-
porated in the accounts, should invariably specify (1)
full name of the work as entered in the estimate, (2)
me of the sub-head thereof, if any, and (8) the re-
rable charges, if any, with the name of the contrac-
or other person from whom recoverable.

V—Record of progress

. 508. Entries of ‘“progress” in the works abs-
facts (vide paragraph 490) should be supported by de-
(in the statement provided for the purpose on the
verse of the works abstract form. These details should
furnished by the engineer or subordinate in charge
'the work or by any executive officer or subordinate de-
d for the purpose, and should be based on entries
y made in the measurement book. . Their com-
tion from measurement books, vouchers or other re-
rds, by members of the office establishment should not

ermitted.  The following points should be specially
borne in mind : )

(i) Only “quantities” actually measured and
paid for should be reported as “progress.”

(i1) The progress reported should specify the
quantities executed “up to date,” sets of earlier
measurements covered or superseded by later ones
being ignored.

(iit) The progress of an item of work should
be so reported as to describe as approximately as pos-
~ sible, in terms of the unit adopted, the quantities of
. work executed up to the required standard.

~ Nore—It is recognized that perfect accuracy cannot always be secured
in making intermediate reports of progress. A fairly reliable record is all that
is necessary, but if the nature of the work makes it impossible or difficult to
achieve this in practice, reports of progress may be dispensed with in cases
covered by paragraph 490.

bl VI—Preparation, Completion and Disposal of Works

2 Abstracts

- 509. The works abstract should be prepared in
sub-divisional office in the first instance. It should

posted day by day from the cash book and, the con-
necterd bills of contractors and suppliers, cash refunds

P.W.A.C
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and writes-back of final charges being posted as min
entries. At the end of the month, stock and adjustment
transactions should be added and, in the detailed state
ments provided for the purpose, quantities of work e
cuted should be posted from measurement books
other sources and the closing balances of contractors’
counts should be detailed so as to prove the correctne
of the up-to-date totals under the suspense heads (1) Co
tractors—Advance payments, (2) Contractors—Securel
advances and (3) Contractors— Other transactions. The
closing balances arrived at ynder the suspense head “Lal¥
ourers” in each case should be agreed with the connected
record of unpaid wages and its correctness should be cer
tified over the dated initials of the sub-divisional officer
The works abstract should then be forwarded in originil
to the divisional office, where all necessary completing
entries will be made in respect of the direct charges and
adjustments made by the divisional officer and the abs
tract checked and closed under the supervision of the div
sional accountant, who should record a certificate in the
following form :

“ This abstract has been checked by me unde
my supervision® I have personally compared all the
items in the ‘Details of contractors * closing balances
with the contractors’ ledger and found them
correct.”

1. The posting of stock and adjustment transactions may, if preferred
be done entirely in the divisional office.

2. Postings made in the sub-divisional office should be in black ink
and all postings and corrections made in the divisional office in red ink. "

3. Office copies of works abstracts need not be kept, as the originals
are returned by the divisional office after completion. Before the works
abstracts are sent to the divisional office, the up-to date totals should be
entered forward in the returns for the following month and these should be
corrected, if necessary, on receipt back of the works abstracts from the
divisional office. 2

4. In the Buildings and Roads divisions where theie are no sub-divisions
the preparation, completion and disposal of works abstracts are dealt with
the divisional office. -

510. When finally completed in all respects, all
the works abstracts of a month should be examined by
the divisional officer and any explanations necessary
called for from the sub-divisional officer or the assistant
engineer concerned. The monthly examination of the

works abstracts is an important part of the duty of the
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divisional officer and must not be omitted. ~He must
mitial - (and date) them in token of the performance of
this duty.

F_REGISTER OF WORKS

I—Forms of Registers of Warks and their Preparation

S1I. (a) The permanent and collective record
of the expenditure incurred in the division, during a
vear on each work is the register of works.  This record
is maintained in the divisional office.

(b) There are two forms of registers of works cor-
responding respectively to the two forms of works abs-
iracts (forms nos. 33 and 34) for estimates exceeding and
those not exceeding Rs. 20,000.  The detailed form, no.
40, should be used for other estimates exceeding Rs.
10,000 as also for works under Rs.20,000, the ac-
counts of which a superintending engineer or other sanc-
tioning authority may desire to be kept by sub-heads, and
the simpler form no. 41 for other estimates.

512. The registers of works are posted monthly
from works abstracts and petty works requisition and ac-
counts. A separate folio or set of folios of form no. 40
should be assigned to each estimate exceeding Rs. 20,000
but entries relating to two estimates can be made on a
single page of form no. 41.  When separate works abs-
tracts are prepared, under paragraphs 486 and 489, for
the sub-works or part of an estimate, the transactions
relating to each works abstract should be posted separate-
ly and an abstract for the entire work should be prepared
on a separate folio or set of folios for comparing the cost
of the work and its sub-works with the provision in the
estimate.  The following instructions should receive
special attention:

(a) The register of works is not a classified ac-
count of works; for facility of reference it should
be supplied with an index which should be sub-
divided under the prescribed heads of account classi-
fication.

(b) The sanctioned amount of estimate should
he entered in respect of each work. When supple-
mentary estimates are sanctioned, the additional

P.W.A.C.
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amounts sanctioned should be entered below the
corresponding amounts of the original estimate and
both totalled. But when a revised estimate is
sanctioned the register of the original estimate
should be closed and the revised estimate should be
revised estimate should be entered on a fresh folio,
prominently marked “Revised estimates” in red ink,
and a reference to the folio on which the original
estimate is to be found should be entered thereon.

(¢) In the case of works for which specific ap-
propriations are sanctioned individually, vide para-
graph 112, the amount of appropriation 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.

(d) The blank vertical columns in form no. 40
should be utilized for the final sub-heads of the esti-
mate and for as many of the suspense heads as may
be operated upon, but the sub-columns for “‘quan-
tity” and the horizontal colamns for “rate of cost”
should be left blank in respect of sub-heads for
which there are no quantities in works abstracts,
vide paragraph 490.

(¢) In form no. 41, the final charges on works
should be posted in the column “Total value of
work done” and the single column “‘Suspense ac-
counts” should embrace the transactions under all
the suspense accounts.

I—Examination by Divisional Officer

513. Before the date of submission of the month-
ly accounts to the Principal Auditor, the posting of the
registers of works should be completed and the registers
should then be laid before the divisional officer for re-
view.  The monthly account of each work on which
there has been expenditure during the month should be
initialed (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.  Actual
as well as probable excesses, whether in the total cost of
a work or sub-head or in the rate of cost of a sub-head,
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should receive special attention, and works slips in form
nc. 39 should be prepared and submitted to the superin-
tending engineering when necessary, vide paragraphs 72
and 79.

1. If the transactions of a division are very large, the divisional officer
may allow an extra pericd ef a few days for the completion of the r gi ters
of works, but the submission of the monthly accounts of the Pri-c pal
Auditor and the completion of the works abstracts (paragraph 509) should
not be delayed on this account.

2. Itshould be seen, wirh special refeience to works on which tkere
have oeen only petty or no transactions during th: previous two or three
months, if there are circumstances justifyingthe retarded progress of ex-
penditure. If any such works have flaeen stopped or are known to be rear-
ing completion. the delay in closing their accounts should be inquired into
see also paragraph 514. If the slow progress of expenditure is due to
delays in measuring work done or in settling up bills, the cause therefo;e
should recejve attention.

II—Closing the Accounts on Completion of Work

(@) SETTLEMENT OF LIABILITIES AND ASSETS AND
CLEARANCE OF SUSPENSE ACCOUNTS

514. It is an object of great importance to close
the accounts of works as soon as possible after the actual
work of construction is completed, vide paragraph 75.
If there is necessarily 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.

515. Before the accounts of a work can be closed
on its completion, it should be seen that any adjust-
ments of cost necessary under the rules, e.g., explanatory
note-29 to appendix I have been duly made in the ac-
counts, that all liabilities not originally brought to ac-
count have either been liquidated or since brought to
account and that the balances under the suspense ac-
counts “Contractors’” and “Labourers” have been clear-
ed, vide paragraphs 502 to 505. If the whole or any
part of the expenditure on the work is recoverable from
another department, local body or 1individual, action
should be taken to effect or complete the necessary re-
govery before the accounts of the work are closed.

516. The suspense account “Materials” should
be cleared and the total cost of materials should be dis-
tributed over the final sub-heads concerned, before the
accounts of a work can be closed so that, for statistical
pus poses, the full cost, inclusive of the vaiue ur umterials

P.W.AC.
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of each class of work, may be worked out and placed or¢
record. This is effected in the divisional office in the
following manner :

(a) After orders have been passed by the divi-
sional officer on the final report of the value and
verification of materials at site (vide paragraph 480),
the action taken from time to time as to the disposal
of surplus balances and to the adjustment of dis-

crepancies and losses should be recorded in form no.
38.

(b) Petty deficiencies and surpluses held to be
due to the adoption of formule for determining
the quantities used in construction, may be adjust-
ed under the orders of the divisional officer by debit
or credit to the sub-heads concerned, action being
taken separately, if necessary, to make suitable re-
vision of the formulz 1 use.

(¢) Shortages and losses for which any contrac-
tors are held responsible should be adjusted by
prompt recovery either in cash, or by debit to their
personal ledger accounts.  If they are recoverable
from other persons the debit should be transferred
to the “Miscellaneous P. W. advances’ account for
recovery in cash or by deduction from pay bills.

(d) Other actual losses which are irrecoverable
should be written off under the orders of compe-
tent authority, the charge being transferred to the
sub-head contingencies, or to the sub-heads concern-
ed, or even to a new sub-head opened for the pur-
pose, as may be considered suitable with due regard
to the statistical value of the recorded cost of final
sub-heads of work.

() The cost of surplus materials which cannot -
be sold or transferred elsewhere and losses on ac-
count of the sale or transfer of surplus stores at a re-
duced valuation, should be adjusted by charge to
the sub-heads concerned.

(f) In making notes of these adjustments in
form no. 38, adjustments to be effected by debit or
credit to the final sub-heads of the work should be
kept distinct from those affecting other heads of
account or the accounts of other works.  Only
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transactions of the former class should be posted in
the columns headed “If debited to sub-heads of this
work” and marked G and H in parts I1 and III res-
pectively.  See also paragraph 483.

(g) When parts 11 and I1I of form no. 38 are
completely registered as above and there are no
more adjustments to make, part IV of the form
should be filled up as follows :

(i) Against line 1 should be entered, by sub-
heads, the total calculated cost of materials used
in construction, as per line B of the final report
in form no. 37, referred to in paragraph 480.

(i1) Against lines 2 and 3 should be entered,
item by item, the adjustments registered in
parts 11 and III, respectively, of form no. 38,
in the columns marked G and H, vide clause
(f) above.

(iii) Entries against lines 1, 2 and 3 should
then be totalled up, so as to arrive at the total
debits to be raised against the final sub-heads,
by minus debit to the suspense head “Mater-
ials,” on account of the cost of materials relat-
ing to each.

(h) On the basis of the totals of part 1V a clos-
ing entry should then be made in the register of
works with the approval of the divisional officer, and
the inclusive rates of cost of all the sub-heads con-
cerned should be struck, entries being made as
shown below : y

Quantity Amount

3 Rs.

Totat o 100,000 20,0€0

Rate A% e o5 " i 20

Transfer entry of cost of materials, as per = = 10,000
part IV of form no. 38.

Inclusive cost = E ot ks 30,000

Inclusive rate o ) S o 30

—— e e e - —— =
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P-%A.C- 517. The sub-head “Additional charges for
°  materials issued to contractor” (paragraph 494) should
receive the special attention of the divisional officer who
should, if necessary, investigate large closing balances
under this head before permitting the accounts of the
work to 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 trace-
able to known differences between the rates chargeable
to contractors and the actual cost to the Government,
should not be accepted as correct without closer exami-
nation.

P.W.A.C. 518. The accounts of annual maintenance esti-
61 mates must be closed in March.  Ordinarily, it should
be possible to complete all the repair work and to settle
the accounts of contractors and other suspense accounts,
before the expiry of the financial year.  If, in any excep-
tional case, any work remains to be done and, in accord-
ance with paragraph 342, it is proposed to carry it on to
completion, action should be taken as under :

(1) The expenditure incurred in the next
financial year should be treated as expenditure
against the annual maintenance estimate for that
year.

(2) The suspense accounts of the work should
be closed in the last month of the financial year, by
transferring the balances of all those accounts to the
general suspense accounts ““‘Public Works deposits”
or “Miscellaneous P. W. advances,” as the case may
be, which should be relieved in the following month
by re-transferring the balances to the suspense ac-
count concerned in the accounts of the maintenance
estimate for the next financial year. All unsettled
liabilities and assets should then be treated as those
pertaining to the next financial year’s estimate.

(b) CrosING ENTRIES AND REVIEW OF
EXPENDITURE

PREAL 519. (¢) When the work is completed and the
‘362 accounts of it have been settled and written up as indi-
cated in paragraphs 515 and 516 a double red ink line

should be ruled below the ﬁr}al entries and a note made
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in red ink “Work completed in........ R sl o
This note should be ‘signed by the divisional officer in
token of having satisfied himself that all action has been
taken under those paragraphs. 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.
(b) If it is a deposit work, steps should be taken
promptly to surrender the unexpended balance, if any,
of the deposit with the approval of the divisional officer.

(¢) EXCESSES OVER ESTIMATES
(i) Excesses passed by Divisional Officer

520. Ii the total expenditure on the work is in P.W.A.C.
excess of the sanctioned estimate and the excess is passed e
by the divisional officer under his powers, the words “Ex-
cess passed by me” should be added to the completion
note recorded under paragraph 519.

(ii) Completion Reports and Statements

521. If. however, the excess is not within the pwac
divisional officer’s powers to deal with a detailed comple- 364..
tion report in form no. 44, should be prepared or the
item should be included in a consolidated completion
statement of works and repairs in form no. 45, as may
be required under the rule in paragraph 399. The com-
pletion note in the register of works should then be

amplified thus:—“Work completed in...... 1O 2it
Completion S::'m"—‘ submitted with this office letter
ol b R EAG A s b 19 s

The orders passed subsequently by higher authority
on the excess reported in the completion report or state-
ment should also be noted in the register of works to
complete the record.

[V —Correction of errors after closing Accounts

522. Should an erreor or omission in the record- P.W.A.C,
ed expenditure of a work come to light after its accounts
have been closed (see paragraph 75), the accounts may
be reopened in order to rectify the error or omission
unless the amount involved is not more than ten rupees
in which case it will be sufficient to make a note of the
error or omission in the relevant documents concerned
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523. To_facilitate the preparation of estimates,
as also to serve as a guide in settling rates in connexion

_with contract agreements, a schedule of rates for each
kind of commonly executed should be maintained

1 ivision and kept up to date. It should be pre-
pated onithe basis ol the Xales prevailing it ch Tofality
each

description

a@@mﬂw&_ the rates for each desc |
of work and for the varying conditions thercof should,

so far as may be practicable, be recorded.

The rates entered in estimates should generally
agree with the scheduled rates but where, from any cause,
the latter are not considered sufficient, the deviation
should be explained in detail in the report on the esti-
mate.

G—CONTRACTORS' LEDGER

(The rules in this section apply to all transactions with contractors in
connexion with the contracts or jobs undertaken by them, whether relating
to the execution of works or to the supply of materials for works or stock)

I—Form and use of the Ledger

524. The accounts relating to contracts should
be kept in the contractors’ ledger, form no. 43, a separate
folio or set of folios being reserved for all the transac-
tions with each contractor for whom a personal account
is maintained, vide paragraph 525. ~

525. A personal account should be opened in
the ledger for every contractor, whether or not a formal
contract has been entered into with him unless the work
or supply entrusted to him is not important and no pay-
ment is made to him except on a first and final bill, form
no. 24, on completion.  If any materials are issued to
the contractor or any payments are made on his behalf,
a ledger account must be opened.

II—Posting of the Ledger :

526. The contractors’ ledger should be written
up in the divisional office. It is not necessary for the
sub-divisional officer to maintain a similar ledger in his
office but if he maintains one the divisional office may
not require him to furnish extracts therefrom.

527. Except when a coﬁtractor’s account is Lo
be closed and the procedure prescribed in paragraph 504,
is observed in respect of unpaid bills, the value of work
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done or supplies made by a contractor should not be
credited to 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 record-
ed in the accounts, the postings being made from the
supporting cash, stock or adjustment vouchers; liabilities
not yet liquidated should be excluded altogether. The
value of materials, if any, issued to a contractor under
paragraph 465 or 466 should be debited to his account
on the authority of his acknowledgment, see paragraph
469.

1. Security deposits of contractors should not be included in their

personal accounts in the ledger, vide paragraph 612.

! 2. When a deduction made from a contractor’s bill for one work is
creditable to the account of another work, and such credit is in connexion
with his contract for the latter work, two distinct sets of entries should be
made in the ledger, one for the payment made on account of the former

work, and the other for the recovery of creditable to the latter, as if that
recovery, had been made in cash.

528. (a) The form of the ledger provides for ,. . o
the following columns : " i
Particulars of bill or voucher :
(1) Date.

(2) Voucher no. -
(8) Serial number, if a running account bill.

Net transactions detailed by suspense heads : —

(4) Advance payments.
(5) Secured advances.
(6) Other transactions. ~
(7) Name of work or account and particulars
of transactions.
Gross transactions :

(8) Debits.
(9) Credits.
(10) Total value of work or supplies.
(11) Remarks.
(b) Columns 8 and 9 constitute the ledger account
proper and columns 4, 5 and 6 set forth the net effect of

each posting on the three suspense heads making up the
aceunt.  Column 10 is also not a part of the personal
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account but will be found useful for the purpose of
exercising a check over the continuity of bills in the case
of running accounts.

(c) Columns 1 to 3 and 11 require no explanation.
Instructions for filling in columns 4 to 10 in the case of
personal accounts are given below :

(1) Column 7—"Name of work, etc.”"—Here
should be entered the full name of the work to
which the bill or voucher relates except in the
case of suppliers’ bills, when the name of the ac-
count concerned, stock or purchases, should be
.stated.  Brief particulars describing the nature of
the transaction should then be added, and against
the line should then be posted, in the money columns
4,5, 6, 8, 9 and 10, the figures relating to that trans-
action only. When a deduction made from a con-
tractor’s bill for one work is creditable to the ac-
count of another work, and such credit 1s in con:
nexion with his contract for the latter work, two dis-
tinct sets of entries should be made in the ledger one
for the payment made on account of the former
work, and the other for the recovery creditable to
the latter, as if that recovery had been made in cash.
The second set of entries should be posted in a
scparate line, in columns 6 and 9 against the name
of the work concerned.

Note—If there are several contracts in conrexion with a work or
account the transactious relating to each should be distinguished. preferably
by quoting the numter and da‘e of agreement or work order.

(i1) Column 4—"“Advance payments”—If the
bill is a running account bill A or B (forin no. 25
or 26), figure D of accbunt I should be posted in

this column.
(iii) Column 5—"Secured advances”—If the

bill is a running account bill B, formm no. 26, figure
E of account II should be posted in this column.
(iv) Column 6-"Other transactions”—In the
case of running account bills, figure G of the me-
morandum of payments should be posted in this
column. If a payment is made on a first and final
bill, form no. 24, no entry should be made in this
column unless a recovery is made from the contrac-
tor on any account. In the case of transactions
other than these, the amount paid or recovered

should be entered.
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(v) In columns 4, 5 and 6, debits to contractors
should be posted as plus entries and credits as minus
entries.

(vi) Column 8—"Gross transactions—Debits”
—If it is a running account bill, figure H of the
memorandum of payments should be posted in this
column, otherwise the total amount paid or charge-

able.

(vit) Column 9—"Gross transactions—Cnedits”
—Here should be entered the value of work or sup-
‘plies creditable to the contractor, which will be

figure F of account I in the case of running account
bills.

(viii) Column 10—"Total value of work or
supplies”—In the case of running account bills here
should be entered the total value of work done or
supplies made up to date, as per figure A of account
I of bill, but before posting the bill it should be
seen that the figure shown in account I of it as “De-
duct value of work shown on previous bill” agrees
with the last entry in column 10 of the ledger
against the work concerned. In token of this check
this last entry in column 10 should be initialled
(and dated) by the divisional accountant.

III—Balancing and Reconciliation

529. The ledger accounts should be closed and
balanced monthly.  The closing balance of each per-
sonal account should be detailed so as to show, in respect
of each separate work or account (stock or purchases),
the amount outstanding if any under each of the three
suspense accounts, (1) Advance payments, (2) Secured
advances and (3) Other transactions, with a quptation,
in each case, of the last running account bill and of all
the vouchers supporting unadjusted outstandings under
“Other transactions” not incorporated in the last run-
ning account bill.  In the case of running account bills
these balances can easily be ascertained from the memo-
randum of payments as indicated in the table below and
it will be found convenient in practice to make a note of
the outstanding balances of each bill, in the ledger, when

P.W.C.A.
374.
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posting the bill, so that at the end of the month the
closing balance of the ledger account may be verified
with the net result of the details already recorded:

' Serial number of entry in memorandum
of payments on bill form

Class of balance
Running Running Running
Account Account Account
bill A bill B bill C
(1) Advance payments - 2 2
(2) Secured advances 5 = 3
(3) Other transactions = 4 5 2

Norte—See note to paragraph 528(c)

530. The divisional accountant should be held
responsible for the correctness of the contractors’ ledger
and for securing agreement, month by month, between
the balances detailed in the works abstract and the cor-
responding balances of the accounts in the ledger. He
should further see that there is no indication of a trans-
action pertaining to a running account having been
settled on a form of bill not permitted to be used for the
purpose.

531. (a) Periodically all the personal accounts
in the ledger should be examined to see (1) that balances
do not remain outstanding for a long time without justi-
fication and (2) that in the case of running accounts, bills
are prepared at reasonable intervals.

(b) Entries in column 10, “Total value of work or
supplies,” not bearing the initials of the divisional ac-
countant recorded under paragraph 528 (c) (viii) should
be reviewed in particular to ascertain the cause of delay,
if any, in the preparation of final bills.  This examina-
tion must invariably be made before a volume of the
ledger.is laid aside on completion, so as to ensure that
all outstanding accounts in it are carried forward to a
new volume.

IV—Scrutiny of Accounts by Contractors

532. A contractor requiring a copy of his run-
ning account bill or an extract from his account in the
contractor’s ledger should be furnished with the same.
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He should be encouraged to look at his account in the
ledger and sign it in token of his acceptance of it.  See
also rule 2 under paragraph 455.

H—WORKS EXECUTED ON LUMP SUM
CONTRACT

I—General

533. The following . special procedure is pres-
cribed for works executed on lump sum contract under
paragraphs 405 and 406.

II—Payments for work done

534. Subject to the terms of the contract and
such subsidiary instructions, if any, as may be laid down
by the Local Government to ensure that the works are
executed in accordance with the prescribed specification,
plans and drawings, payments for work done are not
made to the contractor otherwise than on the certificates
of the officers in charge of the work, as detailed in para-
graph 535. : -

535. (a) Whenever it is proposed to make any
intermediate payment, a certificate will be given by an
officer of the department of the status mentioned below
to the effect that, by superficial or general measurement
or by some other suitable method laid down by the Local
Government (which should be specified) he has satisfied
himself that the value of the work done is not less than
a specified amount in conformity with the contract agree-
ment and that, with the exception of authorized addi-
tions and alterations, the work has been done according
to the prescribed specification.

(b) In the case of final payments, in addition to a
record of detailed measurements in respect of additions
and alterations, there will be a certificate of completion
of the work according to the prescribed specification,
signed by an officer as indicated below :

(i) For an intermediate (a) In plains—The assistant

or a final payment engineer in charge -of
not exceeding Rs. the work, provided that
20,000 on each occa- if the contract for a

sion, work is for a sum of
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Rs. 50,000 or more the
final payment, irrespec-
tive of amount, shall be
subject to certification
by the divisional officer,

(b) In hills—The subordi-
nate in charge of the
work, provided that the
certificate is checked by
the assistant engineer
.after payment as soon
as possible and in every
case before the ‘defects
liability period’ ; and
also provided that, if
the contract for a work
is for a sum of Rs.
50,000 or more, final
payment, irrespective of
amount, shall be sub-
ject to certification by

.. the divisional engineer.

(i) For other payments. The divisional officer.
intermediate or final. :

The officer granting a certificate will be held per-
sonally responsible for any overpayment, which may
occur in consequence.

536. In order that proper financial control may be
exercised over payments. it is necessary that the accounts
of additions and alterations should be kept quite distinct
from those of the rest of the work. There 1s, however,
no objection to payment for additions and alterations
being made before the completion of the work if their de-
tailed measurements have been made.

IlI—Forms of billls

537. The forms of bills used for paymentsin con-
aexion with lump sum contracts are nos. 27-A and 27-B
modified, if necessary, under the orders of the Local
Government in consultation with the Principal Auditor
to provide for additional precautions which may be re-
quired,
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538. Form no. 27-A is intended for interme-
diate payments, which may be made to the contractor in
accordance with his contract.  Only details of additions
and alterations should be given in the bill.  Otherwise
the certificates prescribed in rue 535 (a) will suffice.

539. Form no. 27-B is intended for final pay-
ments made to a contractor.  The details of additions
and alterations alone should be given in the bill. Other-
wise the certificates prescribed in rule 535 (b) will sul-
fice. As a further precaution, the contractor should be
required to add to his acknowledgment a statement in
his own handwriting that he has received payment in full
settlement of all demands.

Note—The form of final bill may be printed on yellow paper to distin-
guish it from that of the running bill (see note under paragraph 452(h).

IV—Subsidiary works accounts

540. The rules in sections E and F of this chap-
ter regarding the maintenance of works abstracts and
register of works apply mutatis mutandis to the accounts
of lump sum contracts. = In the case of estimates costing
over Rs.10,000 expenditure need not, however, be book-
ed by sub-heads of works (see paragraph 487, ef seq.) if
all the charges represent nothing but payments on a lump
sWin contract.

541. All “intermediate payments” made to the
contracter and so acknowledged by him are regarded as
advances made to him on account of the work concerned,
and will be brought to account in accerdance with para-
graphs 542 and 543.

542. Payments for measured-up additions and
alterations, as well as for the work covered by the lump
sum for which no detailed measurements are neccessary,
are treated like advance payments and should be brought
to account in the works accounts under the suspense head
“Contractors—Advance payments”. This will not only
simplify accounting but will facilitate a watch-over the
prompt adjustment of payments made.

Note—If a percentage or any other portion of the value of work done is
withheld as security for the due fulfilment of the terms of the contract the

net amount remaining after the deduction of the portion withheld should ke
entered as the advance payment.
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543. Payments other than those specified in
paragraph 542, above may be recoverable payments, in-
cluding the value of materials supplied which may have
been made to the contractor or to others on his behalf.
These should be entered in the accounts under the sus-
pense head “Contractors—Other transactions’.

S544. From the final bill paid to the contractor,
(form no. 27-B), the total advances made to him in the
running account bills, (form no. 27-A) or other recover-
able payments will be deducted by short payment from
the total value of work done, and the recoveries so made
will be shown as minus figures under the suspense heads
concerned, in which the plus figures will already be out-
standing.

V—Contractors’ ledger

545. Accounts of transactions relating to lump
sum contracts must be maintained in the contractor’s
ledger, Form 43, in the manner described in Section “G”
of this chapter, subject to the following subsidiary ins-
tructions.

546. As all “intermediate payments” made on
form no. 27-A are regarded as advances, no figure there-
from will be posted in column 9, which is intended to
show the amount creditable to contractors’ account on
account of the value of work done. The first and last
entry which will appear in this column will be the figure
“F”, given in part I of the final bill form no. 27-B.
Column 10 need not be posted at all.

547. Figures for posting the other columns 4,6
and 8 are indicated in the bills (form nos. 27-A and 27-B)
by the same distinguishing letters D, G and H respec-
tively, which have been used to denote the correspond-
ing entries in the ordinary bill forms 25, 26 and 27.

[-SUNDRY RULINGS
I—Carriage and Incidental Charges

’

548. (a) The cost of carriage of stock materials
to site of work, and of all carriage charges in connexion
with the movement, from place to place of other materials
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issued to or provided specially for a work, should be

charged direct to the account of the work, the exact classi-
fication of charge being as indicated below:

Nature of issue of materials Head chargeable in the account of
the work

I—Issues to contractors = under
paragraph 465:

(a) To the promised place of “Final charges” in the case of
delivery. estimates not exceeding Rs. 10,000
and *“additional charges for
materials issued to contractors”
in the case of estimates exceeding

Rs. 10,000.

() Beyond the place of The personal account of the con-
delivery, if incurred. tractor under the suspense head
“Contractors—Other transactions.”

II.—Issues to contractors under- Ditto.
paragraph 466.
I1.—Issues direct to works The sub-head to which the cost of

the materials is charged.

(b) When surplus materials are returned from a
work to stock, the cost of carriage should be borne by the
work, but if they are transferred to another work, the
charge may be debited to either work as may be equit-
able.

(¢) Incidental charges connected with the move-
ment of materials issued to or provided specially
for a work orreturned therefrom, should be adjusted in
the same way as the cost of carriage.

(d) In.all cases the places from and to which con-
veyed, the distance, the quantity and the approximate
weight must be clearly stated in the payment vouchers.

LI—Charges for Examination of Soil

-

549. The expense attendant upon the necessary PrjeiC
examination of the soil for the foundations of works
ordered by competent authority should be treated as
outlay on works and not as a contingent charge, provi-
sion for it being made under the service head concerned
~ - in a requisition or estimate according to the sum involvs

A
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Ill—Miscellaneous charges relating to Government buildings

550. Municipal or other rates and taxes on
government buildings, residential or non-residential,
when chargeable to the department as the department in
administrative control of the building, vide rule 30 of
Appendix X to volume V of the Handbook, should be
treated as expenditure on repairs, and debited to the
maintenance estimate of the buildings concerned.

551. Charges for the supply of electric current
to inspection houses are debitable to “establishment con-
tingencies”” and not to the estimate for maintenance and

repairs of the buildings.

IV—Employment of Military Labour

552. When military labour is employed on the
execution of a work, the officer commanding the unit
can obtain from the controller of military accounts con-
cerned, a lump sum advance to meet heavy initial expen-
diture up to Rs. 10,000 but not exceeding one quarter
of the approximate total amount payable on the con-
tract, as certified by the employing authority. The
debit on account of the advance made will be received
from the controller through the exchange account, and
the responsibility for the final adjustment of the advance
by recovery from the value of the work done rests with

the employing authority.
V—Execution of Government Works by Local Bodies

553. When the department entrust to the
agency of a district board, or other local body, the main-
tenance of government buildings or roads, without trans-
ferring the property to the local body, the payment made
to it on this account should be treated as a payment for
work done by a contractor.  If lump sum payments have
been agreed upon, the procedure for settling the account
periodically, and for recordiftg the cost of the works,
may be simplified with the concurrence of the Principal
Auditor provided—

(a) that a certificate that the work has been
done in accordance with the conditions agreed upon
is placed on record by a responsible official,




(203) -

]

CHAP. XIV] WORKS ACCOUNTS [553

, -(b) that if the payment is made for a number
of works, expenditure on all of which cannot be
classified in the accounts under a single head of ac-
count, the necessary detailed classification of the
charge is set forth, and

(c) that, as far as possible, the liability of a year
is settled within that year (see also paragraph 518)
See also paragraph 426. -

1. These payments should not be charged to the minor head *Grant-in-
aid,” that head being intended for cash contribution made to local bodies in
connexion with (1) roads which are either not the property of the Government,
or, being such property, have been transferred to the control of a local body
and (2) miscellaneous civil works, the cost of which if constructed by the
Public Works Department would b: chargeable to the minor head *“Original
Works—Buildings—Civil works” and for the financial assistance given to
these bodies, in the form of expenditure incurred in the Public Works Depart-
ment on a work constructed by that department on their behalf.

%, The local Government will issue orders stating who shall be treated
a3 a “Razsponsible official™ in each case for tae purpose of proviso (a).
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CHAPTER XV

MANUFACTURE ACCOUNTS - |

¥’ A-INTRODUCTORY

$54. When materials are manufactured depari-
métitally, €ither for the g:j_neral requirements of works

or for a particular work, a sep_rate account, called a

L -
it 3 -~k
manufacture account, must he kept v, the tranfactions

connected with each manufacture. See also :‘aragraph

599, CB e e

555. The detailed accounts of the expendituré oni
a manufacture are maintained in the same way as the
accounts of a work and, in addition, an account is kept
of the quantities and values of the products of the manu-
facture. The two sections of the accounts are known,
respectively, as the “operation” and the “outturn”
accounts.

556. The ordinary forms of the registers of works
are unsuitable for recording the progress of the transac-
tions of a manufacture. Form no. 42, register of
manufacture, should be used instead.

5§57. It is essential that the accounts of a manu-
facture shall not remain open indefinitely. If the
operations are seasonal, the accounts of each season should
be kept separate and closed as soon as the operations
are closed. In cases in which operations are continuous,
‘the accounts must nevertheless be closed periodically, but
‘at least once a year.

B—OPERATION CHARGES

558. A meanygfacture accountr is charged directly
with (1) the value w materials issued from stock or
obtained otherwise, (2) the cost of the labour employed,
and (3) other incidental charges connected with the
operations.

P.W.A.C.
384,

P.W. A.C.
386.

P.W.A.C,
387,

P.W.A.C,
388.
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P.W.A.C.
WA 559.

: The following rules apply to certain specia
mcidental charges :

fa) Capital charges, such as the cost of land,

kilns, special plant, etc., incurred in connexion with

a manufacture which does not extend beyond a
single season, are debited wholly to the account of

. the manufacture. 3
(b) Capital charges in connexion with a manu-

facture extending over more than one season should

be debited, in the first instance, to a special account
under the sub-head “Land, kilns, etc.,” of the stock
account. This account should also be charged with

the cost of répairs and renewals of the kilns, ete.

All these charges should be recovered in suitable

—— instalments by debit to the “operation” accounts of
the several seasons, the number of instalments and

the amount chargeable for each season being deter-

mined on the merits of each case.

1. The decision as to the suitable instalments whereby the “Land, kilns,
etc.” account is to be cleared periodically, as given by the authority sanction-

ing the initial cha should be recorded in the register of stock, form no. 12
and not deviated from without the further orders of that authority.

2. When the land, kilns, plant, etc., acquired for departmental manu-
facture operations are leased to a contractor of the division or other person,
the rent charged should be credited to this special account and not to revenue.

(¢) If the manufacture is undertaken on behalf
of other divisions or departments, or of local bodies
or individuals, a charge should be made on account
of establishment and tools and plant, if leviable
under the rules, vide Appendix V, for outlay on
works undertaken on their behalf.

(d) " Save as provided in clause (c) above, no
charge is permissible on account of the general
establishment and ordinary tools and plant charges,
or on account of interest on the capital cost of the
land, kilns, plant, etc., though all these charges
should be included in any pro forma accounts of
the manufacture operations of the division, which
may be prepared under the orders of the Local
Government, with a view.to compare the cost of
manufactured departmentally with the rates charged
by suppliers.
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56.. The accounts of road metal digging are not . .
treated as manufacture accounts, but the charges con- ¥eo,
nected with land and quarries acquired for such opera-

tions should be dealt with in accordance with paragraph

265.

C—VALUE OF OUTTURN

561. A manufacture account is credited with the >wac
values of the manufactured articles and of the surplus 39%
materials sold or otherwise disposed of (paragraph 478).

562. The outturn account referred to in para- FPWAC
graph 555 should show, month by month, the quanti-® ™ -~
ties and values of each class of articles manufactured,
compared with the corresponding figures shown in the
estimate (if any). The detailed account for each month
should be prepared in form no. 36 outturn statement of
manufacture, and should be attached to the works
abstract for the operation. -

563. The rates for valuing manufactured articles pwac
should be so fixed as to represent, as accurately as pos- 393
sible, the actual cost of manufacture per unit but should
not exceed the market rates.

D—GENERAL ACCOUNT

564. A manufacture account is essentially a sus- pw.a.C
pense account, as the cost of the operations cannot be 3%4.
cleared finally until they are closed. Manufacture tran-
sactions are, therefore, recorded under a distinct sub-
head, called * Manufacture” of the stock suspense
account.

565. In the stock accounts, the manufacture tran- p.w.A.C.
sactions should be recorded thus— 395.

(a) Operation charges should be shown as
receipts of stock under the sub-head “Manufac-
ture” charges representing value of stock materials
issued to manufacture being simultaneously treated
as 1ssues of stock under the sub heads concerned.

(b) All outturn should first be brought formal-
ly on the stock account, by crediting its value to
“Manufacture” and simultaneously showing the

-‘.
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articles as receipts of stock under the sub-heads con- '
cerned.

_ 1. If the rate at which any article of outturn, manufactured for a par-
ticular work, as valued, is ditgermtf:om the issue rate of a similar article
nlreadyminstock.thetwoartidesslwuldappearasdlm‘ inct items in the stock
accounts,

2. No storage charge is leviable in respect of materials manufactured
on behalf of other divisions, departments, local bodies and individuals, which
are formally passed through the stock account under this paragraph. See
also paragraph 559(c).

566. The difference between the “operation” and
“outturn” should be adjusted under the orders of com-
petent authority before the accounts of a manufacture
are closed. If the orders issued have the effect of
enhancing or lowering the value of the outturn already
brought to account, the adjustment will be made by a
suitable entry (without any fresh quantities) in the out.
turn statement, form no. 36; in other cases, the loss or
gain, as the case may be, should be taken to the expen-
diture or revenue head concerned by a regular transfer
entry, which will affect the “operation” account only. In
all cases, the total “operation” and “outturn” should
equal each other on closing the manufacture account
See also paragraph 220, rule 2.
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f o4 CHAPTER XVI
SusPENSE ACCOUNTS

A—INTRODUCTORY

567. The account of the minor head “Suspense,” P.?'”.;?.C.
sub-divided into as many of the five heads named below
as may be required, is kept in each division under a
single major head of expenditure : (1) Purchases, (2)
Stock, (8) Miscellaneous P. W. advances, (4) London
stores, and (5) Workshop suspense. These heads are
of a temporary character and all transactions recorded
under them are ultimately removed either by payment,
or recovery, in cash, or by adjustment. The transac-
tions, therefore, consist of both debits and credits, the
latter being treated as reduction of expenditure when
making up the account of the major head.

B—PURCHASES &

568. When materials are received from a supplier pyw e
or from another division or department, their val,. 398
should be credited to purchases— : :

(i) immediately on their receipt, if r_ﬁey have

been received for a speci at ha
: for a specific work, so th b conitta,

\" the cost mav B2 {70 uded at once in the accounts of
the work and those accounts, as well as the connected
subsidiary accounts, may take cognizance of the
receipt of materials at the earliest opportunity see

paragraphs 469 and 474); and ' !

(i1) on closing the accounts of the month, if !

| they have been received for stock and payment has ’

not been made for them during the month, so as

to secure agreement between the quantity and value
accounts (see paragraph 211).

g

Py, . L LS

569. When the actual value of the materials is not P.W.A.C,
known, it will suffice if an estimated figure is adopted,
any difference being adjusted, as soon as known, by a
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plus or a minus credit Lo purcnases, as the case may Dc.
See also rule under paragraph 570.

570. When the price of the materials is paid or
adjusted in transfer, the payment should be debited to
purchases, and the outstanding credit thus cleared.

If the amount admitted in payment exceeds the amount credited to
purchases, the difference should be charged direct to stock or to the work
concerned.

571. Unclaimed balances in the purchases
account should be.dealt with in accordance with the
procedure prescribed for deposit balances in paragraph
622. Paragraph 623 regarding the repayment of lapsed
deposits applies mutatis mutandis to repayments of
lapsed balances of purchases.

572. The .account of this head be kept in
form no. 67, suspense register, the details being recorded
in a seprate set of folios for each of the two headings
(1) Purchases for stock and (2) Purchases for specific
works.

C—-STOCK

573. The head “Stock” 1is opened 1in all divisions
in which stocks of materials are maintained for general
purposes, vide paragraphs 183 and 184. In divisions in
which no stocks are maintained, this account should be
opened only when any manufacture operations are
underiaxen. :

574. The money limit for the stock reserve of a
division, prescribed by the Local Government, vide
paragraph 184 is meant to be applied to the value of
materials acquired or manufactured for stock purposes
only. Excesses over this limit are, therefore, permissible
only when caused by unadjusted expenditure on
manufacture operations connected with specific sanc-
tioned works.

575. The account head “Stock” 1is charged with
all expenditure connected with the acquisition of stock
materials and with all manufacture operations. It is
credited with the value of materials issued to works, or
sold, transferred or otherwise disposed of and the balance
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of the account represents the book value of the mate
rials in stock plus the unadjusted charges, etc., con-
nected with manufacture.

576. The sub-heads of the stock account are
Small stores, (2) Building materials, (3) Timber, (4)
Metals, (5) Fuel, (6) Painters’ stores, (7) House fittings,
(8) Miscellaneous stores, (9) Land, kilns, etc., and (10)
Manufacture.

Y ——— The general account of the receipts,
issues and balances of the suspeiise head “Stock” should
be maintained in the suspense register, form no. 67. A
separate account should be kept in respect of each sub-
head, the transactions of the several sub-divisions being
detailed therein as separate items and the totals of all
sub-divisions as another. Transfers within the division
should be accounted for against a single item “Deduct—
transfers within division,” before the total for the entire
head “Stock’ is struck.

The clearance of balances under “Transfer within division” should receive
special attention.

(b) The subsidiary accounts of stock are described

in Chapters VIII and XV.

D—-MISCELLANEOUS P. W. ADVANCES

5§78. Transactions recorder under the head “Miscel-
laneous P. W..advances” are divided into four classes :
(1) - Sales on credit.
(2) Expenditure incurred on deposit works in
excess of deposits received.
(3) Losses, retrenchments, errors, etc.
(4) Other items.

Note—Personal advances drawn from the treasury, and audit retrench-
ments made from bills cashed direct at the treasury, do not appear in the
acounts of divisional offices. Advances made to contractors appear in
the accounts of works,

5§79. When stores of any kind are sold on credit
their value (plus, if recoverable, the percentage charges
referred to in paragraph 187) should be debited to Mis-
cellaneous P. W. advances under the sub-head *“Sales on
credit” so that (1) the accounts of stocks or works from

P.W.A.C.
406.
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407.

P.W.A
408,

P.W.AL
409,
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which the materials are issued may be kept correct, and
(2) the recovery of the value from the local body or
individual concerned may be watched through the
regular accounts. p

. B2
“In each case there must be authority for the sale on credit

580. Outlay on deposit works is required to be
limited to the amourits of deposits received. Any €XTen,
diture on deposit works incurred in excesg of the
amount deposited is chargeable to “Miscall-- -

advances ™ pending —~.:aneous P. W.
shoulq at onee * . -€COVETY, tO effect which action

- ve taken. See paragraph 585.

—581. Uinider - the heading “Losses, retrenchments,
‘errors, etc.,”appear the following :

(a) 'Deficiencies in cash or stock.
(b) Actual losses of cash-or stock.
(c) Errors in accounts awaiting adjustment.

(d) Retrenchments and losses of other kinds
recoverable from government servants.

'582. The head ‘Other items’ is meant for all debits
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)
debits, the classification of which cannot at once be deter-
mined, (2) recoverable debits not pertaining to the
accounts of a work, and (8) recoverable outstandings
pertaining to works, the accounts of which are closed
(vide rule under paragraph 504 and paragraph 518).

583. No charges may be debited to “Miscella-
neous P. W. advances” on the ground of absence or
insufficiency of sanction or appropriation, except as
provided for in paragraph 580.

The share of municipal taxes paid by the Government on behalf of tenants .

of government buildings under the provisions of paragraph 284, note |
clause (¢) should be debited to this head pending recovery.

584. Items in the “Miscellaneous P. W. advances
account are cleared either by actual recovery or by
transfer, under proper sanction or authority, to some
other head of account. Items or balances which may
become irrecoverable should not be so transferred until
ordered to be written off.
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585, The detailed accounts of this head should
be képt in form no. 67, suspense register. For items
falling under the class “Expenditure incurred on deposit
works in excess of deposits received " details are not neces-
sary, as these are recorded in the schedule of deposit
works, form no. 65. For each of the other three classes
of items, a separate set of folios should be reserved, and
all the items under each class should be detailed so that
their clearance may be watched individually. An abstract
should be prepared to show the totals of all the classes.

E—LLONDON STORES

586. The head “London stores” is the suspense
head through which are passed all transactions connected
with stores obtained through the India Stores Depart-
ment, London. The objects of this account are (i) that
the stores received from England are brought on the
accounts of stock or works immediately on their receipt,
without waiting for the advice of the payments made in
England by the High Commissioner, (if) that when the
advice preceds the stores the receipt of the latter is
watched, and (i) that in all cases agreement is secured

between the charge to stock or works, and the payments
made in England.

587. When the stores arrive, this account should
be credited, and the accounts of the works concerned
or stock should be debited, with the English cost of the
quantities actually received, the amount being determin-
ed by converting the invoiced sterling value into rupees
at the average rate of exchange (which will be commu-
nicated by the Principal Auditor) for the month in which
the payment was made in England.

If the month of payment is not known, the average rate of exchange
for the month in which the stores were despatched from England should be
adopted provisionally, subject to adjustment on receipt of the advice of
payment.

Note—In order to avoid discrepancies in accounts, the sterling transac-
tions should be converted into Indian Currency to the nearest pie and should
not be rounded off even to the nearest anna.

588. On receipt of monthly statements of receipts
disbursements of the Province from the Accounts Officer
in England, the Accountant General will convert the
sterling accounts in rupees at the average rate of exchange
of the month and issue a memorandum of adjustment
to the Executive Engineer concerned. @ On receipt

P.W.A.C.
416.

P.W.A.C.
417.

P.W.A.C.
418.

P.W.A.C,
419.
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- of the adjustment memorandum the rupee value of the

stores as advised by the Accountant General should be
credited to the head ‘S—Remittances—Cash Remittances,
etc.—Public Works Remittances—III Other Remittan-
ces—Items adjustable by the Public Works Department,
and debited to the head ‘London Stores (charges in
England).”

Notei—No adjustment will be made on account of ‘Loss or gain by
[Exchange’.

589. Indian charges (e.g., balance of sea-freight
and carriage and incidental charges) should be debited
direct to stock or works concerned unless incurred prior
to the arrival of the stores in the division, in which case
they should be charged to “London stores” and on
receipt of the stores the charge should be transferred to
the relevant accounts of works or stock, when making
the adjustment of English cost as laid down in parag‘mph
587. :
5)) A surcharge at the rate fixed by the Govern-
ment of India from time to time, to cover departmental
expenses and marine insurance is added by the High
Commissioner for India to the invoiced price (including
frieght) of all European stores obtained through the
India Store Department, London, by provincial govern-
ments, commercial departments, including irrigation
works, government commercial undertakings, local
funds, Indian states, private individuals, etc., in calculat-
ing the cost debitable to or recoverable from these vari-
our sources.

1. When under special arrangements the contractor undertakes to
deliver stores at an Indian port and not at the stores office in London, the
surcharge leviable will be only for departmental charges.

2. The extra charge for marine insurance covers the risk of losses during
the voyage to India and not losses between the ship’s side and the shore.

3. The adjustment of the surcharge is made by the High Commissioner
for India. A similar extra charge should be made in India for stor®s im-
ported from England for the Central Government but eventually transferred
to provincial governments, etc. In such cases the amount of the surcharge
should be credited in the central section of the accounts under XLVI—Mis-
cellaneous—Percentage chargeable on European stores for provincial govern-
ments, ete,

4. 1n making recoveries from the agents of vessels on account of short
delivery of stores, the surcharge should not be added to the invoiced value
of the stores (including freight). Similarly in making recoveries from the

ts of vessels on account of deficiencies or damage found in consignments

stores obtained from the Air ministry or from other departments of the ,
British Government, the departmental charges levied by these authorities
should, like those made by the India Store Department, London, be excluded
from the value of such stores.
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591. The balances at credit of this account repre- P'E‘é'c

sent the value of stores received for which no advices
of payment have come to hand and debit balances
mdicate the advised value of stores which have not yet
been received. All balances should be watched with a
view to early clearance, special reference being made at
once to the Principal Auditor in respect of each item of
the former class. -

592. Balances due to short deliveries, etc., which P.Wm.A.C.

cannot be cleared by recovery of cost are not adjustable
until their write-off has been sanctioned by competent
authority.

= - . P.W.AC.
593. The transactions under this head should be 424,

recorded in detail in a monthly schedule, form no. 71,
Schedule of LLondon Stores.

: P.W.A,
594. Indents on the Indian Stores Department, 4250.

London, should indicate, the detailed classification of
the charge, which in the case of the Public Works
Department, is always the head “ Charges in England—
Stores (voted)” subordinate to the major head under
which the suspense head “London stores” of the division
is classified : See paragraph 118. In each case it should
be added whether the cost is debitable to the revenues
of the Province or those of the Central Government.

(1) whether debitable to central or provincial
revenues; if the latter, the name of the provincial
government;

(2) whether the major head pertains to
reserved or transferred expenditure.

Thus, in a Buildings and Roads division in which
the London stores aceount is kept under the major head
“ 50.—Civil Works, " an indent for stores required partly
for agency works of the Central Government and partly
for provincial works and deposit works, will be classified
as shown below :

50—Civil Works—Charges in England.
Stores for India.

Provincial —United Provinces.
Voted.




P.W.A.C.
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F—WORKSHOP SUSPENSE

595. When a workshop has been established, the
accounts of which are kept in accordance with the rules
in Chapter XVII, all direct outlay on the jobs executed
and on other operations of the workshop is passed
through the suspense head workshop suspense, and a
separate account is kept under it of each job or opera-
tion, so that all charges relating to each may be collected
and charges of a general nature may be suitably distri-
buted over all the jobs or operations affected, before
the total cost recoverable is determined.

596. The recorded expenditure on a job is
removed from the suspense account only when, and to
the extent, an adjustment is effected against the deposit
received or against the service or other head concerned,
vide paragraph 607. This removal is effected by a
credit to the account of the job. But when any charges
are transferred from one job or operation to another,

the transfer should be made by plus and minus debit
entries.

597. On the completion of a job, all outstanding
charges on it must be debited, as soon as possible, to
the head concerned, but in cases where this cannot be
done, as in the case of expenditure incurred in excess
of the deposit received, the unadjusted amount should
be transferred to the head ‘“Miscellaneous P. W.
advances” pending settlement.

598. The detailed account of this head should
be kept in a suitable form prescribed in accordance
with the rule in paragraph 600, the object being to
maintain an account showing the cost of each job or
operation and its adjustment from time to time.
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CHAPTER XVII

WorksHor AccoOuUNTs
A—INTRODUCTORY

In some divisions there is a small shop for pw .
tion of repairs to tools and plant or of small  430.
acture jobs. The accounts of works executed in

ps should be kept in the forms prescribed for

works or manufacture operations, as the case

Large workshops, with special plant or pwa.c.
pery, may also be established, which may be treat- 431

: rate sub-divisions, or divisions, for account

es. When such workshops are of the character
asi-commercial undertakings, the system of ac-

will be that prescribed for similar undertakings.

they are run mainly for departmental purposes

counts should be kept in accordance with the

rules and principles laid down in this chapter.

her case, the exact forms to be used and the pro-

o0 be observed will be settled in respect of each

p in consultation with the Principal Auditor.

No work is to be undertaken in workshops pw.p.c.
epartment other than work required for the 37

s branches of the department, except under some

or special order of the Local Government.

602, For every job there must be an estimate of pw.a.c.
st (pruvxdmg for all charges, including the prescrib-  432.
percentages for indirect charges, vide paragraph 608)
oned by competent authority and accepted by the
g officer, local body or individual : see also
ph 603. The amount to be realized from the
ng party will, however, be based on the actual
though the authorized limit of cost, which the
r in charge of the workshop may incur without
er authority is that shown in the accepted estimate.

execution of a job for another division or department is likely to
ond one financial year, the limit of the cost which may be incur-
official year should also be settled beforehand.



P.W.A.C.
432-A.

P.W.A.C.
433.
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603. No work should be undertaken for muni-
cipalities or private parties before the whole estimated
cost, including all charges for supervision, profit, etc
that may be leviable under the rules for the time being
in force, has been paid to their divisional officer, or into
the treasury to be credited to the revenues of the Prov
ince under the head of account concerned. This rule
may be relaxed at the discretion of the divisional officer
or superintendent in the case of government servants
where full recovery is not open to doubt. In such case
a rough estimate of the probable cost must.be prepared
in advance and the government servant concerned re:
quired to give an undertaking that he agrees to pay the
actual charges in full on completion of the work. The
full expenditure incurred must be deducted from the
government servant’s pay and allowances for the follow-
ing month. In all cases prior to work being put in
hand, an undertaking should be procured from the
party concerned that it will not hold the department
responsible for loss by fire or theft or any other factor
which could not be foreseen when the estimate was pre-
pared. In cases where it is found that the original esti-
mate is likely to be appreciably exceeded a revised esti-
mate should be prepared and the procedure outlined
above adopted. The cost of the operations should be
charged monthly to the head * Miscellaneous P. W.

advances” pending recovery.
B—DIRECT AND INDIRECT CHARGES

604. Receipt and expenditure transactions in
connexion with workshops are brought to account as
follows :

(a) Where capital accounts are kept of a work-
shop intended mainly for the needs of the
Irrigation Branch i.e. if the workshop is
to be regarded as being on a quasi-com-
mercial basis), the capital expenditure
should be recorded under the relevant
division and sub-division of the major
head 68. Receipts representing recover-
ies of capital expenditure will be taken
in education.
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in reduction of such expenditure, while
revenue receipts and working expenses
will be booked under a new minor head,
opened under the corresponding division
and sub-division of the major head XVII,
entitled “Receipts from  workshops,”
divided so as to meet the requirements of
the pro forma accounts of the shop (vide
paragraph 610).

(b) Where capital accounts are kept of a work-
shop intended mainly for the needs of the
civil works branch, all expenditure incur-
red upon it, whether of the nature of
capital or of working expenses, should be
recorded under the major head 50. Reco-
veries of capital expenditure will be taken
in reduction of such expenditure ; revenue
receipts will be booked under a new minor
head, opened under the major head
XXXIX, entitled “Receipts from work-

. shops,” divided so as to meet the require-
ments of the pro forma accounts of the
shop.

(c) Where no capital accounts are kept of a'
workshop, for whichever branch intend-
ed, all expenditure should be booked
under the major head 18 or 50, as the case
may be, and all receipts, whether ‘“re-
coveries of expenditure” or “revenue
receipts,” under the minor head “Miscel-
laneous” of the corresponding revenue
head XVIII or XXXIX.

605. All capital charges on buildings, plants and P.W.A.C
- machinery and stock materials, and all revenue charges 404
incurred on their maintenance and on the upkeep of
the necessary general establishment, should be account-
ed for as ordinary Public Works transactions under the
major head concerned, in accordance with the proceeding
paragraph and under the general rules of other chapters
of this volume. These are charges which neither per-
tain to any individual job executed in the shops, nor
are capable of.direct apportionment amongst all the




-
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job, and are, therefore, met out of the grants of the
department, the distribution of such charges over indi-
vidual jobs being made in accordance with the rule in
paragraph 608.

606. All other expenses connected with the ope
rations of a workshop are chargeable to the jobs con-
cerned, and should, therefore, be accounted for under
the suspense head “Workshop suspense”  (vide pana-
graphs 595 to 598). The charges pertaining exclusively
to any job should be debited to it at once, and those of
a general nature should be treated, in the first instance,
as general charges (under one or more suitable head-
ings) and apportioned subsequently amongst the jobs
concerned in accordance with a definite procedure.

(1). This paragraph does not apply toincidental charges connected with
th':l sgzzo;':k of materials which should be dealt with under paragraphs 605
an -

{2) Allliabilities should be taken into account, even though undisbursed,
so that the general charges may be correctly allocated month by month,
and the recorded expenditure on each job may represent, as far as possible,
the actual cost up to date.

607. In the case of jobs of all classes, the cost of
operations should be charged off or adjusted in transfer
.(paragraph 596), as the case may be, month by month
but in the following cases the accounts of a job may
be settled once a year in March, or in an earlier month
if the job is completed earlier (vide paragraph 597) :

(a) When the total cost during the year is not
larger than Rs.500.

(b) When the monthly settlement of account
is inconvenient to the indenting division
or department.

(1) When the estimated cost of a job is recovered in advance, it should
be kept in deposit in the first instance, and the adjustments of actual cost
made under this paragraph should be effected against the deposit, the un-
expended balance being refunded only when the jobis completed and the
account ofit settled.

(2) In thecase oflarge jobs undertaken by workshops, the following pro-
cedure may be adopted to enable divisional officers. to watch the receipt
of the articles. The debit received on account of the cost of such operation
should be held under “Suspense’ in the works account, under a temporary
sub-head “Workshop liabilities’” and this should be relieved later on actual
receipt of the articles.

608. In addition to the direct charges referred
to in paragraph 606, the account of each job should be
debited, not through the “Workshop suspense” account
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but directly under the head of account concerned, with

suitable percentages to cover the indirect charges enu-
merated below :

(a) Overhead charges under paragraph 187.

(b) Interest on the capital cost of buildings,
plant and machinery.

(¢) Maintenance charges of buildings, plant

and machinery.
(d) Depreciation of buildings, plant and
machinery.

(e) Establishment charges (including one per
cent) on account of audit and account
establishment : see rule 9 of Appendix
Vv

See also pa;agraph 605.

The percentage for overhead charges should be
calculated on the book value of materials issued to each
job. The other charges are ordinarily calculated on
the total cost of labour and stores pertaining to the job.
It is usual to charge a further percentage on account of
profit except in the case of jobs executed for other divi-
sions of the province.
¥ The percentage realized on account of establishment charges is
treated as reduction of expenditure or as revenue receipts as the
case may be in accordance with the rules in Appendix V. All other
- percentages are treated as revenue receipts.

609. The indirect charges referred to in para-
‘graph 608 should be brought to account whenever the
settlement of the account of direct charges is effected
under paragraph 607.

. C—-ANNUAL ACCOUNT AND REVIEW

610. Annually, pro forma accounts of each work-
should be prepared, consisting of—

(i) the capital account, showing the values
(after making due allowances for depre-
ciation) of the buildings, machinery and
plant, and stock, and the outstanding
balances of the workshop suspense
account ;

(ii) the outturn account showing, in such detail
as may be necessary, the charges on labour
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and stores, and the general and indirect
charges, and

(iii) the profit and loss account, showing on
the one side the actual working liabilities
of the year, e.g. (a) interest calculated on
the mean capital of the year under all the
heads named in (i) above, (b) the actual
maintenance charges of buildings and
machinery and plant, (¢) depreciation of
buildings, machinery and plant calculated
on the capital value thereof and (d) gene-
ral establishment charges plus (1) a suit-
able addition thereto on account of leave
and pensionary charges and (2) one
per cent for audit and accounts estab-
lishment only on such jobs in respect of
which this percentage is not credited to
the major head “26—Audit” or in “XLVI
Miscellaneous—Fees  for ~ Government
audit” in the regular accounts (vide rule
2 to paragraph 11 of Appendix V); and
on the other side the percentage charges
made under paragraph 608, excluding the
one per cent for audit and accounts estab-
fishment credited to “26—Audit” or
“XLVI Miscellaneous—Fees for Govern-
ment audit,” under rule 1 to paragraph 1!
of Appendix V.

The stock account should be treated as a part of the workshop account
only if and to the extent, the reserve stock is declared by the Local Govern-
ment to be part and parcel of the shops. When the whole or part of a stock
is merely an adjunct to a workshop, neither the interest charges on it nor
the losses or gains (including storage charges) arising out of it, should
appear in the profit and loss account of the workshop.

611. The Principal Auditor should review the
annual accounts of a workshop, in consultation  with
the officer in charge of it, and submit a report to the
Local Government on its financial working, specially
bringing out the necessity, or otherwise, of revising the
percentage fixed by the Local Government for the seve-
ral charges referred to in paragraph 608 above.

To facilitate the review of percentages it will be found convenient to
show, in the profit and loss account, not only the figures of the year but
alg? ]t}lte gr?gr&sswe figures to the close of the year, commencing froma
suitable date.
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CHAPTER XIX

NoN-GOVERNMENT WORKS

A—INTRODUCTORY

628. Non-Government works are divided into
thrce classes : (1) Deposit works, (2) Local loan works,
and (3) Takavi works.

629, The general rule for the exhibition in
accounts, of transactions relating to contributions from
central or provincial revenues to local funds and public
bodies, and wice versa, as contained in Chapter 6 of
the Audit Code, is reproduced below :

~ Contributions made by the central or the Provincial governments to

ict boards, municipalities, etc., or vice versa, will be charged as expen-

or shown as receipts (as the case may be) under the head of account

most closely connected with the object for which the contributions are made,

Thus a grant for the construction of a church will be debited to “*32 Ecclesias-

tical” ; a grant for the construction of a school to “*37.—Education ; a grant

for the construction of a drainage system to 39.- -Public health™ ; and a grant

for the construction of roads to *“50.—Civil works” ; while a grant given

for general purposes, such as a grant to make good a deficit or as compen-
sation for revenue resumed, will be classified, under “57.—Miscellaneous.”

1. If the financial assistance given by the central or a provincial govern-
ment to a local body does not take the form of a grant of cash but of expendi-
ture in the Public Works Department, equivalent to the whole or a part
of the cost of work constructed by that department on behalf of the local
- concerned, the contribution thus made should be charged as expenditure
under the minor head “Grants-in-Aid” of the Public Works major head
concerned irrespective of the object of the assistance.

2. A contribution paid by local body with the express object of meeting
 the whole or a part of the cost of construction, by the Public Works Depart-
- ment of a specific work which is eventually to be the property of government,
should be credited in the Public Works accounts to the debt head *‘Public
Works deposits”. The contribution should, for accounts purposes, be di-
vided into two parts, one representing a share of works expenditure and the
- other the usual percentages on that share to cover charges for Public
¥ establishment and tools and plant and the expenditure as actually
L together with the percentages should be charged against it. No
for audit and accounts should be levied in such cases.

630. In the Public Works accounts, contributions
made to local bodies are charged to the minor head
""‘Grants in-aid” under the major head *“50—Civil works,”
or “18—Other revenue expenditure” as the case
lnay be. See also rug 1 to paragraph 553.

P.W.A.C.

.
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459
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631. When works already constructed, or land
already purchased, are transferred, free of charge, to
local bodies under the provisions of paragraph 372 no
re-adjustment of the accounts of cost is necessary.

632. For every non-government work there must
be a duly sanctioned detailed estimate or requisition,

as the case may be, in the same way as for a government
work.

B—DEPOSIT WORKS

633. When a deposit work is to be carried out,
the local body or other party concerned should advance
the gross estimated expenditure. whichs payable by it, to
the divisional officer in one lump sum, or in instalments,
and by such dates as may be specially authorized by the
Local Government, vide paragraph 392. The amount
received should be credited in the accounts to the head
“Public Works deposits,” against which will be charged
all expenditure incurred up to the amount of the
deposit. As regards expenditure in excess of deposit
see paragraph 580.

If preferred, the local body concerned may be authorized to pay the
deposit direct into the treasury. In this case, the accompanying chalan

should state clearly that the amount is creditable to the department, naming
the division and the work to which the deposit relates.

634. A consolidated record of the transactions of
a month relating to all deposit works of the division
should be prepared in form no. 65 schedule of deposit
works. This schedule shows, in respect of each work,
the amount of deposit received and the expenditure
incurred, both during the month and up to date.

Refunds of unexpended balances of completed works should be taken

in reduction of the deposits and, therefore, shown in the schedule as minus
realizations and not as expenditure.

635. The amount of each deposit should be rate-
ably divided into two parts, one representing the share

available for works expenditure and the other the total
amount chargeable as establishment, tools and plant

and audit and accounts charges, if any, recoverable,

under the rules, vide appendix V. In the schedule,
the deposit received for each work should be numbered
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as u single item, but the transactions relating to the two
parts of it should be shown separately, thus—

For works expenditure,...........
For percentage charges........

636. The percentages leviable should be adjusted
month by month as the works expenditure is incurred,
but the Principal Auditor may authorize the adjustment
to be made once a year in the accounts for March, pro-
vided that if the accounts of a work are closed in an
earlier month the adjustment must be made in that
month.

C—LOCAL LOAN WORKS

637. The rules under which payments on account
of local loan works may be made in the department are
reproduced below :

I. Every loan to a municipality, Indian state,
or other corporation will be recorded in the books
of the Principal Auditor concerned, and no part
of it may be issued except under his orders.

II. No department of the Government or a gov-
ernment servant should incur any expenditure or
liabilities against such loan funds, unless a statement
in writing is first obtained from the Principal
Auditor that the amount is available out of the
loan funds and has been placed in a separate
account by the Principal Auditor so as to be avail-

III. Funds spent by any department of the Gov-
ernment or a government servant under rule II shall
reckon for interest as if they were drawn on the
last day of the month in the accounts of which they
are included by the spending department or the
government servant.

- 638. Expenditure on a local loan work, incurred
in accordance with the foregoing rules and under the
‘orders of competent authority, should be accounted for
outlay against the sanctioned loan, under the head
—Loans and advances by the provincial govern-
ients,”” and shown in the schedule of debits to miscella-
heads of account, form no. 76 supported by a
ule of works expenditure.

able for the proposed expenditure. -

P.W.A.C..
465
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473.
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639. All charges debitable to a loan should be
brought to account as they occur, so that the interest
charges may be correctly calculated and adjusted in the
Principal Auditor’s office.

This rule applies also to the percentage (vide paragraph 635) leviable
under the rule which should, therefore, be adjusted monthly by inclusion
in the schedule of works expenditure.

640. The limits of funds set aside for expenditure
on a work during the year should be ascertained from
the Principal Auditor by the authority sanctioning the
expenditure, and communicated to the divisional officer
for guidance. This limit should be treated as the appro-
priation for the work and should not be exceeded with-

out special orders. P

D—TAKAVI WORKS
I—Provision of Funds

641. It is not imperative, as in the case of a
deposit work, that the estimated cost of a takavi work
shall be deposited by the person or persons interested in
the work before any expenditure is incurred on it, as
if the amount due is not received in cash direct from
them, it is recoverable through the revenue department
in the same way as arrears of land revenue. Endeavour
should, however, be made to effect direct and prompt
recoveries of the probable cost of takavi works, as reco-
veries through the revenue department cause consider-
able trouble and delay in adjustment.

II—Accounts of Expenditure

642. The transactions relating to takavi works
should be recorded under the head “Takavi works
advances,” the full name of which is “P.—Deposits and
advances not bearing interest—Advances repayable—Civil
advances—Advances of the Public Works department.”
They should be accounted for in the schedule of takavi
works, form no. 66 which shows the expenditure incur-
red on each work, the amount realized on"account of it,
and the outstanding balance of the account.

643. The rules in paragraphs 635 and 636 relating
to deposit works apply, - mutatis mutandis, to takavi
works. The rule under paragraph 634 also applies.
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644. The accounts of all works of construction or
of special repairs should be closed as soon as the work
is completed. Ordinary maintenance and repair works
should, however, be considered as completed on Septem-
ber 30 of each year and expenditure thereon incurred
subsequently should be accounted for as pertaining to
a new work of the following year, so that the transactions
and balances relating to each takavi year may be kept
distinct and separate.

III—Recovery through Revenue Department

645. The following procedure is prescribed for
effecting recoveries, through the revenue department,
on account of the cost of individual takavi works, not
covered by cash deposits received direct from the culti-
vators concerned.

(a) A certificate showing (1) the full name of
the work, (2) the name and address of the respon-
sible cultivator or cultivators, (3) the authority for
undertaking the work, (4) the total expenditure
incurred, (5) the amount (with full particulars),
if any, recovered in cash, and (6) the net amount
still recoverable, should be prepared, in duplicate,
by the divisional officer, on the completion of the
work (see paragraph 644), and submitted to the
collector or deputy commissioner of the district
concerned.

(b) On receipt back of the duplicate copy, duly

« R—Loans and ad- accepted, the amounts accepted,
i mbeitspf.&?\fa’ﬁl- should 'Qe credited, on tl.1e autho-
crs 1o ealivators:”” rity of it, to the takavi works
advances account by debit to the

head concerned (vide margin) in the schedule
of debits to miscellaneous heads of account form
no. 76, as the revenue department will thereafter be

responsible for effecting the necessary recovery.

IV—Water-courses

646. The foregoing rules apply to such water-
courses only as are classed as takavi works. The account
rules relating to water-courses of other classes are given
in Appendix X.

P.W.A.C.
479.

P.W.A.C,
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CHAPTER XXII =
CONTIN‘GENT CHARGES

A—MODE OF OBTAINING CASH

~ 702. CGash required to disburse contingent charges p,w.A.c.
is obtained from treasuries by cheques, in the same way 516
as cash required for works payments, and the charges are
‘incorporated in the monthly account of the division like

other charges incurred by the departmental officers. -

B—GENERAL RULES

703. The rules in Chapter VIII and Appendix X p.w.Ac.
of Volume V of the Handbook, apply generally to the 517
Public Works Department to the extent that they may

not be inconsistent either with the authorized method of
obtaining cash for contingent charges (vide paragraph

- 702) or with any of the special rules in this volume.

704. The expression ‘“contingent charges” as P.W.A.C.
used in the departmental accounts does not include 518
charges which under the rules in appendix I are classified
under some other head of expenditure, e.g., works,
repairs and tools and plant.

For the definition of “contingencies™ See paragraph 150 of volume V of
the Handbook. In the Buildings and Roads Branch charges which are
i for the technical working of the department, e.g., chemicals for
ferro-prints, medicines and hospital necessaries are governed by the rules
applicable to contingent charges.

705. If the contingent charges of a division ex- P.W.A.G
cluding special contingencies [vide paragraph 153 (c) of .
volume V of the Handbook], during a month, exceed the-

- monthly limit of Rs.750 which has been fixed by the

Local Government, the bill for the month should be
submitted to the superintending engineer for sanction

which will be signfied by that officer countersigning the

bill.

Note—In the case of Mat Branch division, Ganges Canal, the divisional

officer has been specially permitted to dispose of his contingent bill on- his
own authority up to the limit of Rs. 850.
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P.W.A.C. 706. Contingent charges and grants-in-aid may
- 521 be included in the same bill, but the abstract of the bill
should show the total charges for each class separately.

-

C—SPECIAL RULES

P.?Z'EA.C. 707. The account procedure for contingent charges
: will be as follows:

(a) Payments made should be brought to account,
in the first instance, in cash books or imprest cash
accounts, like works payments.

(b) At the end of the month all contingent
charges (including stock and adjustment transac
tions) should be consolidated in a bill in form no. 17
of Voluine V of the Handbook (headed not payable
at the treasury) lor submission to the Principal
Auditor with the monthly account. Particulars of
the charges need not be entered in this bill except
in the case of miscellaneous items which do not fall

under one of the classified - sub-heads for specific
charges.

(¢) For abstracting the contingent charges of the
month the form of the contingent register (vide
paragraph 173 of Volume V of the Handbook)
should be adopted. See also paragraph 175 of that
volume.

I.—Expenditure in the contingent register and on contingent bills
must be recorded under the following sub-heads :
(1) (@) Rent. *
(h) Rates and taxes,
(2) (a) Country stationepy,
(b) Other petty bazar purchases,
(3) Service postage stamps and telegram charges,
(4) Carriage of parcels, treasure, and other government property,
(5) (a) Hot weather charges,*
(b) Liveries and warm clothing of menials. T
(¢) Cold weather charges,
*Sanction number and date to be quoted on bills.

1 Details of number of menials, dates of last supply and rates of charge
to be given on bills.
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® (6) Pdy of menials.*
(7) Law charges.|
(8) Medicines and hospital charges .
(9) Books and periodicals.] -
(10) (a) Binding.
(h) Printing and advertising.
(¢) Stationery and forms,
(11) Tour charges,_
(12) Miscellaneous.
(a) Shajras and khasras, T
(b) Supplying drinking water and dusting offices.

(c) Other miscellaneous charges § (including money order com-
mission and other postal charges paid in cash).

708. Payments should be made out of the regular P.W.A.C.
cash or imprest balances of the division and not out of 2.
undisbursed balances of cash drawn from treasuries for
payment of establishment charges.

Payments to treasury officers for value of service stamps obtained by
indent should invariably be made by cheque , the indents being prepared

in form no. 42A of volume V of the Handbook. The treasury officer will
retain the indent and grant a receipt in a form written up by the clerks of the

treasury and signed by himself whatever the amount may be. See also
paragraphs 31—31C and 166 of volume V of the Handbook.

*Details of numbers of posts, rates of pay and periods to be given on
bills.

tSanction number and date to be quoted on bills.
iDetails of charges to be given on margins of bills.

~
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CHAPTER XXIII

DIRECTION AND OTHER SPECIAL OFFICES
A—INTRODUCTORY

709. The rules in this chapter apply only to the
offices of chief and superintending engineers, superin-
tendents of works, and other special officers not being
‘divisional officers or their subordinate officers. These
offices are described as special offices in this chapter.

710. The head of a special offices is not concern-
‘ed with the actual execution of works, with the disburse-
ment of money, or with the provision or custody of any
materials, otherwise than possibly as an officer of control.
If, however, he is required at any time to assume an exe-
‘cutive charge, the monetary and stores transactions of
such charge should be kept distinct from the transactions
of his special office, and accounted for under the rules
applicable to divisional officers.

B—RECEIPTS

711. Heads of special offices do not ordinarily
realize any departmental receipts. Any petty amounts
received occasionally should be remitted at once to the
treasury in accordance with the procedure prescribed in
paragraphs 31 to 34 of Volume V of the Handbook. See
- also paragraph 26 of that volume.

For recoveries from the staff see paragraph 716.

C—PAYMENTS
I—Introductory e

712. The monetary transactions of heads of special
offices are practically confined to payments of office
expenses and pay and allowances of themselves and the
members of their offices. These may be divided into
two distinct groups :

[—Pay and allowances.
II—Contingent charges.

713. Cash required to meet these payments is
obtained by bills drawn on treasuries under the rules
_in the following paragraphs.

P.W.A.C,
526.

P.W.A.C,

P.W.A.C.
528,

P.W.A.C.
529.

P.W.AC,
530.
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II—Pay and allowances

714. The rules in Chapter XXI for divisional
c_bﬂices apply mutatis mutandis to special offices.  The
following rules are peculiar to them.

715. The number of separate establishment
bills prescribed in paragraph 672 may, however, be
reduced in consultation with the Principal Auditor whe

will specify the sections into which the bills should be
divided.

716. Recoveries from the establishments of special
offices are not subject to the rules in paragraph 684,
They should, as far as possible, be made by deduction
from their bills. When, however, the amounts
recovered have to be paid into a court of law, or into
the Post Office savings bank as security deposits, recover-
ies should be made in cash at the time of disbursement

of pay and the amounts recovered should be forthwith
remitted.

III—Conti ngencies

717. The general rules relating to contingencies

are given in Chapter VIII and appendix X of Volume V
of the Handbook.

718. Charges for new supplies of, and repairs to,
articles of the classes which, in the case of executive
offices are classified under the head “Tools and Plant,”
are treated as contingent charges, etc., in the case of
special offices.

ExampLEs—Scientific instruments and drawing materials , office furni-
fure , camp equipage, motor cars, etc. :

719. The account procedure prescribed in Chapter
VIII for tools and plant of divisional officés need not
be observed in special offices in respect of the articles
referred to in paragraph 718; though these will other-
wise be treated as tools and plant for the purposes of
these rules. Suitable registers showing the receipt, dis-
posal and balances of the articles should, however, be
maintained.

If any articles of this class are transferred to a divisional officé, the fact
of the transfer should forthwith be reported to the Principal Auditor, even
though no adjustment of cost is required to be made under the rules.

-,
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CHAPTER XXIV

ACCOUNTS RETURNS OF %UB-DIVISIDNAL OFFICERS
AND ASSISTANT ENGINEERS

720. (a) A sub-divisional officer maintains the p.w.A.C.
5

mitial account records of cash and stores as described in
Chapters VII and VIII as well as a works abstract, with
certain accompaniments, for each work in progress. All
these records are, as a rule, written up as the transactions
take place. 'The sub-divisional officer is not, however,
required to consolidate the transactions into a compiled
account, this work being done in the divisional office for
the entire division.

(b) In the Buildings and Roads Branch of the de-
partment, the initial account records are maintained and
the initial accounts prepared at the divisional headquar-
ters, the assistant engineers being held responsible for the
correctness of the initial accounts relating to stores in
their charge. The only exceptions are special disburs-
ing sub-divisions notified by the Local Government from
time to time which are required to maintain their initial
records and submit initial accounts to their divisional
offices.

721 The initial accounts of cash and stores for

a month maintained in a sub-division should be closed
on the 25th or such earlier date between the

19th to 25th as may be fixed by the Accountant

General for the purpose. The subsequent transactions

of the calendar month should be treated as those per-
taining to the accounts of the following month. In the
month of March, however, the initial accounts of the sub-

division should be kept open until the 31st.

1. The object of this rule is that the accounts returns of sub-divisions
should reach the divisional office in sufficient time for the compilation of the
monthly account of the division and its submission to the Principal Auditor
by the prescribed date.

2, In cases where sectional officers are authorized to maintain separate
nitial accounts of stock in their charge, which have to be incorporated in
those of the sub-divisional officer, the former may be permitted , except in
March, to close their monthly accounts three days before the date of closing
fixed for the sub-division. This limit of three days may be relaxed by thg
Principal Auditor in exceptional cases.

P'W‘A.Cl
538.
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3. In the case of Irrigation Branch the Sectional Officers shall close their
monthly accounts of stock on the 22nd of each month except in March when
they shall be kept open till the31st. All holders of stock shall submit
a copy of form no. 8A on the 23rd of every month except at the end of the
financial year when a copy shall be submitted by April Ist.”

722. Immediately afigr the cash book of a
month has been closed under paragraph 721, the cash
balance report, form no. 5, prepared under parag‘raph
164, should be transmitted to the divisional office.

723. Copies of the cash book (supported by
vouchers) should be sent to the divisional office twice a
month or oftener as may be directed by the divisional
officer.  The copy for the last period of each month
should accompany the cash balance report.

1. As the accounts of the division in respect of the cash transactions
of sub-divisions are based on the copies of sub-divisional cash books prepared
under this rule, sub-divisional officers should satisfy themselves, before signing
them, that they are true copies and correct in all respects. As a further
precaution the totals of the “cash” columns on both sides should be
expressed in words in their own hand.

2, The Principal Auditor to eliminate the work of preparing copies,
mav permit sub-divisions at the headquarters of a divisional office to main-
tain two alternative cash books one being submitted in original to the division-
al office at the end of the month and the other being used in the month
following.

724 Within three days of the date on which

the accounts of a month are closed, the returns enumerat-
ed below should be forwarded to the divisional office
with a covering list in form no. 93:

(i) (a) Abstract of stocks receipts and issues,
forms nos. 9 or 9A and 10 or 10A as the case may
be, supported by receipted invoices or other vou-
chers and extracts from register of stock receipts and

issues. (Copies).
(b) Accounts of receipts and issues of tools and

plant, forms nos. 13 or 18A and 14 or 14-A as the

case may be supported by necessary vouchers and
acknowledgments.  (In original).

() A works abstract (accompanied where
necessary by form no. 35 or 36, and by form no. 53,
transfer entry order, in the cases referred to in
paragraph 273) for each work in progress (vide
paragraph 63) in connexion with which there was
any transaction during the month with a detailed

list in form no. 94.

\
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(d) A “Petty works requisition and account,”
form no. 32, for each petty work in progress in con-
nexion with which there was any transaction during
the month with a detailed list in form no. 94. (In
original).

(e) Transfer entry orders, form no. 53, relat-
ing to the accounts of the month, excluding those
proposed from time to time, vide paragraph 270.

(i) In Buildings and Roads divisions where
sub-divisions have been abolished all the returns
enumerated in clause (i) above with the exception
of works abstracts and petty works requisition and
accounts are prepared by assistant engineers attach-
ed to the divisions.

725. Other accounts returns which sub-divi-
sional officers should submit to the divisional office or
which should be prepared by assistant engineers attach-
ed to Buildings and Roads divisions where sub-divisions
have been abolished, are the following:

(a) Monthly—

(i) “Statement of receipts, issues and
balances of road metal”, in the form prescrib-
ed (vide paragraph 262). :

(ii) Such statements or reports (vide para-
graph 309) in connexion with recoveries of
rents of buildings and lands, as the divisional
officer may require the sub-divisional officer or
the assistant or assistant executive engineer to
prepare.

(iii) Estimate of probable requirements
of cash, if prescribed by the divisional officer
under rule 1 to paragraph 139.

(b) Half-yearly—Balance returns of stock, from no.

11, on or before May 15 and October 10.

In the Irrigation Branch this return shall be prepared in P. W. A. Form
No. 11A and submitted to the Divisional Office on or before 20th April and
10th October.” <
(c) Yearly—Register of tools and plant, form no. 15,

on or before October 15.
In the Trrigation Branch this return shall be prepared in P. W. A. Form
no. 15 B and submitted to the Divisional Office on or before October 31.

(d) Occasional—Reports of verification of stores (in-
duding materials at site of works), immediately after each
varification.

P.W.A.C.
542,
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CHAPTER XXV
Accounts oF DivisionAr OFFICERS

A—INTRODUCTORY

726. The cash and stock accounts of the divisional P.W.A.C.
office for month are clpsed on the last working day of the s
calendar month.

727. The transfer entry book for a month should p.w.A.C.

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 percent- 7
ages for establishment, tools and plant, storage charges,

-~ etc.,, should be made. i

The transfer entry relating to the levy of percentages for establishment, : :.
tools and plant, and accounts and audit charges, is effected on a single order {
of the divisional officer recorded in form no. 62, the special form prescribed !
for the purpose (vide paragraph 746).

728. The cash and stock accounts of the entire P.W.A.C.
division, as also all transfer transactions, should be scru- 3%-
tinized by the divisional accountant before they are
‘incorporated in the monthly account and connected
Tregisters and schedules.

I. The divisional accountant’s responsibility as a primary auditor extends
also to the examination of all claims included in bills presented direct at trea-
suries by the divisional officer, and on behalf of the latter he should also
examine the accounts of the disposal of money obtained on those bills.

2. Inall matters connected with the personal claims of government
servants the divisional accountant is expected to give expert advice and help.
He should see in particular that service books and leave accounts of subordi-
nates are maintained in accordance with rules, that the annual establishment
return (form no. 6A of volume V of the Handbook) is accurately prepared
and that the admissibility of leave applied for by subord inates is verified
before their leave app lications ate disposed of by the divisional officer or
forwarded to higher authorty, In all cases of doubt, however, he should
advise the divisional officer to consult the Principal Auditor.

B—SCRUTINY OF ACCOUNTS

729, The divisional accountant should examine pw.a.c.
the accounts returns of sub-divisional officers received  546.
under the rules in Chapter XXIV to see—
(i) that they have been received in a complete
state, ¥



\
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(ii) that all sums receivable are duly realized
and on realization credited to the proper head
of account as well as to the personal account,

if any, of the contractor, employee or other indivi-
dual,

(11i) that the charges are covered by sanctions
and appropriations and are supported by complete
vouchers setting forth the claims and the acknow-
ledgments of the payees legally entitled to receive
the sums paid, .

(1v) that all vouchers and accounts are arith-
metically correct,

(v) that they are in all respects properly pre-
pared in accordance with the rules, and

(vi) that all charges are correctly classified,
those which are debitable to the personal agcount
of a contractor, employee or other individual, or are
recoverable from him under any rule or order, being
recorded as such in a prescribed account.

It should be seen in particular that, on the basis of
rates sanctioned by competent authorities, and of facts
(as to quantities of work done, supplies made, etc., or
services rendered) certified by responsible officers, the
claims admitted for payment are valid and in order.

It is not necessary that the divisional accountant should check personally
the arthmetical accuracy of all vouchers and accounts, but he is responsible
that a cent. per cent. check is excercised efficiently under his supervision.

730. The divisional accountant should exercise
a similar check, from day to day, in regard to (i) the

counts of the divisional office, and (ii) bills and vouchers
of sub-divisions, which are submitted to the divisional
officer for approval before payment is made by the sub-
divisional ofhcer.  In respect of charges, this examina-
tion should be conducted before the payment is made.

731. Every payment should be, so recorded, and
a receipt for the same so obtained, e.g., see paragraphs
451 and 452, that a second claim against the Govern-
ment on the same account is impossible and if it repre-
sents a refund of a sum previously received by the Gov-
ernment it should also be seen that the amount paid is
correctly refundable to the payee.
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: _732. Divisional officers are responsible that the
divisional accountant is never allowed to prepare bills
for contractors and suppliers or to make cash payments
to them.. The practice if allowed will impair the use-
fulness of the divisional accountant as the examiner of
claims and payments under paragraphs 729 to 731.

733.  If the divisional officer has set a limitation
on the drawings of any sub-divisional officer or an assis-
tant or assistant executive engineer on a treasury for any
month, he should intimate the same to the treasury offi-
cer, and specify the date of commencement and termi-
nation of the account month of the sub-divisional officer.
The divisional accountant, while examining the cash
book of the sub-divisional officer, should see that the
total amount of cheques drawn by him during that
month does not exceed the prescribed limit.  See para-
graph 145,

734, The divisional accountant is responsible
that every order or sanction affecting expenditure to be
accounted for in the monthly account is noted at once in
a suitable register (or other account), preferably one
wherein the expenditure incurred against it can be watch-
ed readily. General sanctions to estimates and appro-
priations for works should be noted in the register of
works.  Sanctions to fixed charges of a recurring char-
acter, e.g., those relating to the entertainment of work-
charged establishments, should be entered in the regis-
ter of sanctions to fixed charges, form no. 58. For sanc-
tions to special payments chargeable to the accounts of
works, and other miscellaneous sanctions, form no. 59,
register of miscellaneous sanctions, will be found suit-
able.

Sanctions to estimates for works should be entered in the register of

works. and a collective register of all sanctioned estimates should be main-
taned.

735. 1f against a single sanction two or more
disbursing officers have to operate simultaneously, the
orders of the divisional officer should be obtained impos-
ing a definite limitation on the money transactions of
each officer.  Similarly, if disbursing officers of two or
more divisions are concerned, the orders of the superin-
tending engineer or higher authority should be taken.

P.W.A.C.
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In such cases it may be advisable to have a separate work-
ing estimate, or other sanction, to cover the transactions
of each disbursing officer, and for the purpose of bring
ing the expenditure to account, these should be treated,
as far as possible, as independent transactions pertain-
ing to the same group of works or the same project. If
this is not possible, special arrangements must be made
for the check of the total expenditure against the sanction,

736. 1t is one of the functions of the divisional
accountant to see that expenditure which is within the
competence of the divisional officer to sanction or regu-
larize 1s not incurred, as a matter of course under the
orders of subordinate disbursing officers without his
knowledge.  All such items of expenditure should at
once be brought to the notice of the divisional officer and

his orders obtained and placed on record. (See also
paragraph 100).

737. When a recovery has been ordered to be
made from a contractor or other person, which cannot
be watched through a suspense or other account specially
prescribed for the purpose, the order should be noted at
once in a register of recoveries in form no. 95 opened
specially for the purpose, so that the amounts recovered
from time to time (with particulars of the accounts con-
cerned) may be recorded against it, and prompt com-
pliance with the order watched.

738. It is permissible to take in reduction of the
expenditure on works in progress, certain recoveries of
expenditure (vide paragraph 293) e.g., sale-proceeds of
surplus materials and plant acquired specially for any
work, or of materials received from dismantled struc-
tures irrespective of whether the estimates for the works
make allowance for such recoveries or not. The amounts
of such receipts are, however, not available for expendi-
ture in excess of that authorized in the estimate for the
work, and the divisional accountant <should see that,
without the orders of competent authority, the gross
expenditure authorized is not exceeded, or surplus
receipts realized are not utilized towards additional ex-
penditure.  He should, at the same time, watch the
receipts, with a view to bring to the divisional officer’s
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notice and obtain that officer’s orders on all marked
deviations from the provision for such credits in the esti-
mates of works.
I. In the case of works the accounts of which are Kept by sub-heads,
a!l. such receipts should be credited to a special sub-head in these accounts
(viJe paragraph 495). In the case of other works the progress of the reali-
zation of receipts should be watched through the register of special recoveries
(vide paragraph 737), which should be posted from sanctioned estimates in

in respect of credits anticipated therein, and from the accounts, in respect
of receipts realized from time to time.

2. The divisional accountant should see also that savings due to abandon-
ment of parts of a work, as evidenced by the quantities of the work executed
or otherwise, are not utilized towards unauthorized expenditure .

739. After check every voucher should be enfac-
ed with the word “checked” over the dated initials of
the divisional accountant,.as well as of any clerk who may
have applied a preliminary check. Vouchers not sub-
mitted to the Principal Auditor (vide paragraph 760)
should be “cancelled” by means of a perforating or en-
dorsing stamp and kept carefully, to be made available
for test-audit whenever demanded by the Principal
Auditor.

1. Vouchers relating to contingencies, which do not amount to more
than Rs.25 each, should be dealt with in the manner indicated in the cer-

tificate of the disbursing officer printed on form no. 17, of volume V of the
Handbook.

2. Stamps affixed to vouchers should be so cancelled that they cannot
be used again, and if with this object they are punched through, care should
be taken that the acknowledgment of the payee is not destroyed thereby.

' 3. Vouchers relating to new supplies of tools and plant should be com-
pleted by noting on them the name of the month in the accounts of which
the articles acquired were brought on to form no. 13, account of receipts
of tools and plant.

and vouchers received from sub-divisional officers should
be intimated to them in all cases in which it is necessary
to obtain further information, accounts, vouchers, certi-
ficates, etc., or to direct them to correct the relevant re-
cords of their offices or avoid the recurrence of any irre-

-~ gularity. The procedure to be observed may be prescrib-
ed by the divisional officer.  The records connected with
the results of the examination should be retained so as to
be available for the Principal Auditor’s inspection.

C—SETTLEMENT OF ACCOUNTS WITH
TREASURIES

possible, a monthly settlement should be effected with

P.W.A.C.

740. The results of the examination of accounts P.W.A.C.

741. As soon after the expiry of the month as pP.W.A.C.

557.
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al_l treasuries in respect of the transactions of the entir
division with them.

742. For payments into treasuries, consolidated
receipts should be prepared in form no. 50, for the whole
of the remittances made to each treasury, and sent to the
treasury officers for signature-

743. For cheques drawn, the pass books, duly
completed for the month, should be obtained from the
treasury officers with the certificates of issues from
treasuries (which are prepared in the form no. 77-A of
Volume V of the Handbook), and their agreement with
the cash books of the divisions should be effected in part
IT of form no. 51, schedule of monthly settlement with

- treasuries, which also gives details of the differences.

The certificate of agreement should be recorded in
the pass book over the signature of the divisional officer
without recording any details of the uncashed cheques
or other differences.

1. The pass book or list of cheques cashed is written up in form no. 77
of volume V of the Handbook. It should remain in the divisional office
as an account record of the office and should be sent to the treasury periodi-
cally on fixed dates (at weekly intervals in the case of the treasury at the
divisional head-quarters) to be written up. The identity and the amounts
of the cheques entered as cashed should be examined at the earliest opportunity
the pass book being initialled (and dated) by the divisional accountant
in token of the check.

2. Form no. 51 is required for submission to the Principal Auditor in
original, vide paragraph 758. The office copy of the details recorded in it
should be signed by the divisional officer.

3. If the divisional officer is placed in account with any treasuries which
are in account with an accounts officer of some other audit circle, other than
the Principal Auditor a separate schedule of monthly settlement with trea-
surdies, folrm no 51, should be prepared in respect of the treasuries of each
audit circle.

744. As sub-divisional cash books are closed on
the 25th of each month except for the month of March
and the accounts of sub-treasuries are also closed before
the last date of the calendar month transactions recorded
in the cash books of the Public Works Department for
a month may sometimes be responded to by the treasury
in an earlier or a subsequent month. This disturbing

factor should be borne in mind. Differences which
are neither due to this cause, nor represent amounts of
uncashed cheques, should be settled expeditiously in
consultation with the treasury officer concerned.
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D—COMPILATION OF ACCOUNTS

I—Monthly Accounts
(@) ScHEDULE DOCKETS

745. As cash vouchers and transfer entry orders, P.-W.A.C.
relating to (i) charges on works other than percent- %
ages charged for establishment, tools and plant, etc., and

(i1) other items of expenditure or disbursement for which

a contingent bill is not required, come to hand and are
scrutinized, they should be posted into schedule dockets

in form no. 61, a separate form being used for—

(a) each work to be accounted for in a schedule
of works expenditure, form no. 63, or in the sche-
dules of deposit works and takavi works forms nos.
65 and 66; .

(b) each manufacture or other item of expen-
diture debitable to stock and to be accounted for in
the schedule of debits to stock, form no. 72 (vide
paragraph 751);

(c) each separate class of charges (including
refunds of revenue) for which a schedule in any

other form has to be prepared under the rules in this
chapter. :

Cash receipts which have to be taken in reduction of
expenditure (vide paragraph 293) should be posted as
refunds, with brief particulars of the transactions. At
the end of the month, the schedule dockets should be
completed in respect of the stock transactions by posting
therein all the stock debits and credits of the month as
recorded in the lower part of forms nos. 10 and 9,
abstracts of stock issues and stock receipts, respectively,
omitting those brought to account through the cash book
and the transfer entry book, vide rule 2 to paragraph 209.
The total of the month’s stock transactions relating to
each schedule docket should be entered therein as a
single figure, plus or minus according as it is a debit or
a credit, and if there are both debits and credits to be
entered, the net result only should be posted. The
schedule dockets should then be totalled and reconciled
with the works abstracts in the case of works, and with
the schedules concerned in the case of dockets of class (c)
above. All the vouchers (including acknowledgments
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for stock supplied to contractors), transfer entry orders,
survey reports, and sale accounts which are required to.
be submitted to audit (vide paragraph 760) should then
be tacked to the respective schedule dockets which should
be numbered in a separate series for each month.

1. The Principal Auditor may, however, at his discretion, permit divi-
sional officers to post the schedule of dockets at the end of the month from
the works abstracts as soon as the latter are completed and checked. The
Principal Auditor may also at his discretion dispense with the preparation
and submission of a schedule docket for a work, when the outlay on that
work consists entirely of payments on muster rolls or other vouchers, not
required to be submitted to him. In that case, the divisional accountat
must record a certificate in the last column of the schedule of works expen-
diture against the relevant item that the vouchers, composing the item, are
suich as are not required to be submitted to the Principal Auditor under the
rules.

2. The audit of schedule dockets is conducted in the Principal Auditor’s
office on the assumption that petty vouchers and initial stock accounts in
support of the certified amounts of unvouched and stock charges have been
duy audited by the divisional accountant in detail and are available for test
audit. The divisional accountant is, therefore, personally responsible for
the accuracy of these amounts as stated in schedule dockets.

3. Some of the schedules referred to in clause (¢) above include charges
for works supported by a schedule of works expenditure.  Such charges
and other transactions relating to the works expend iture should be posted
in the schedule dockets for the works concerned.

746. For percentage recoveries made on account
of establishment tools and plant, and accounts and audit
charges (vide appendix V) a single schedule docket
should be prepared in form nc. 62, embracing all govern-
ment, as well as non-government works on which these
percentages may be leviable under rule.

This form serves as the transfer entry order relating to these recoveries

(vide paragraph 727) and should , therefore, be signed by the divisional officer,
(b) REGISTERS AND SCHEDULES

747. (a) All cash and transfer- entry transactions

I[f) Expenditure on of the month, other than those noted
WOrks.

(b) Expenditare’ on 11_1 the mar gm_, sho{.uld be posted, from
stock time to time into one of the schedules

© Transactions re- or registers named below, to which
ferred to in paragraph

755. the transaction relates:
(i) Registers of reve- | all in form no. 46 (paragraphs
nue realized, 504 to 306) a separate re-
(ii) Registers of re- gister being maintained for
funds of revenue, each major head and in the
(iii) Registers of re- case of works for whicha
ceipts and recover- separate revenue account is
ies on capital ac- kept, one for each separate

count. J  system or project.
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(iv) Registers of rents of buildings and lands, form no.
49 (paragraph 308) a separate register being main-
tained for each major head, etc., as in respect of
nos.- (i) to (iii).

(v) Schedule of debits to !
remittances, and

both in form neo. 77.
(vi) Schedule of credits to | ;

remittances, ]

(vii) Schedule of debits to |
miscellaneous  heads l
of account, and I

» both in form no. 76.
(viii) Schedule of credits to :

miscellaneous heads
of account.

J
(ix) Suspense register, form no. 67, in respect of trans-
actions falling under the heads “Purchases” and

“ Miscellaneous P. W. advances,” vide paragraphs
572 and 585.

(x) Deposit register, form no. 67 (vide paragraph 624).

(xi) Schedule of London stores, form no. 71 (vide
paragraph 593). :

(xii) Schedule of deposit works, form no. 65 (vide para-
graph 634).

(xii1) Schedule of takavi works, form no. 66 (vide para-
graph 642).

(b) Of these schedules nos. (i) to (iv) and (ix)
to (xii) have already been described in the paragraphs
quoted against each..

1. Rent and other revenue receipts pertaining to works of the Defence
Department, (h) Railway (c) Posts-and Telegraphs and (d) Archaeological
Department of the Central Government referred to in paragraph 749 should
be posted in separate registers, forms nos 49 and 46 for each (as required), and
additional registers should be maintained for receipts from other works of

- the Central Government.

2, When under a major head of revenue, there are more than one
system of works, for which separate revenue accounts are kept, a summary
of the receipts of all systems working up to the totals of the major head,
should also be prepared.
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(¢) Schedules nos. (v) and (vi) are the schedulesir
which all remittance account transactions are colle
the entries being grouped under the headings given in
the sample entries of form no. 77. .

collect all disbursements and receipts which do not pa
tain to any of the other schedules mentioned in this pars
graph or to any of the works or stock expenditure sche:
dules referred to in paragraphs 749 to 751.  These trans
actions are adjusted finally in the books of the Principal
Auditor, and ordinarily affect one of the non-Public
Works major heads of revenue or expenditure (eg,
“IV—Taxes on other income,” “XXII—Jails and con-
vict settlements,” “26—Audit” and “57—Miscellaneous)
or a debt head of account (e.g., O—Unfunded debt=
Other accounts”). '

i

Income-tax deductions from work-charged establishments and percens
tages chargeable on London stores invariably appear in the schedule of
credits to miscellaneous heads of account. Similarly, percentage rccoveries-
for accounts and audit appear as credits or minus debits in the schedule
of credits or debits to miscellaneous heads of account respectively, according
as the amounts are creditable to XLVI--Miscellaneous Fees for Government
audit or 26—Audit. See also paragraph 638 for expenditure on works
relating to certain local funds. As regards other transactions, they should
not be classified under the-final or debt head concerned and shown in the
schedules of credits or debits to miscellaneous heads of account, unless the
Principal Auditor, has authorized this ; ordinarily they should be classified
by divisional officers under the remittance head “Public Works Remittances
—III—Other remittances” and included in the debit or credit form no. T
as the case may be. See also paragraphs 12 and 13 or Appendix XII.
748. At the end of the month, the stock transac
tions of the month. as recorded in the abstracts of stock
receipts and stock issues, forms nos. 9 and 10, excluding
transactions brought to account (vide rule 2 to pan
graph 209) through the cash book and the transfer entry
book, should be incorporated in the schedules referred
to in paragraph 747, and the schedules should be com-
pleted in all other respects, e.g., (1) in the debit schedules
forms nos. 77 and 76 and in the deposit register should
be posted, from the detailed schedules concerned (vide
paragraphs 749 and 750) the total amount of works ex-
penditure chargeable to each head of account, division
or office (see also paragraph 624) and (2) the total amount
of the cheques drawn during the month should be enter-
ed in the credit schedule form no. 77, as a single entry

for treasuries of each audit circle, under the head “Public
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Works remittances—II—Public Works cheques” or the ex-
change account head concerned, as the case may be (see
also rule 3 to paragraph 743).

1. Expenditure on famine relief works should be entered in debit
schedule 76.

2. In the schedule of debits to remittance the expenditure on the works
reffered to in clauses (a) (ii) to (@) (v) of paragraph 749 should be shown
separately from that on other works,

749. (a) After a reconciliation has been effect-
¢d between the totals of works abstracts and relevant
schedule dockets, a schedule of works expenditure should
be prepared in form no. 63, separately for expenditure

relating to each of the following classes:

(i) Each major head (or a division thereof
shown separately in column I of the classification table
of appendix I) under which expenditure is recorded, a
separate schedule being prepared for “Central” and
“Provincial” in the case of “50—Civil works”.

This form is not used for manufacture transactions , vide paragraph 751.
(i) Military works, 1
(i) Railway works, |
(iv) Posts and Telegraphs works, !
and |
(v) Archaeological works of the ‘
Central Government con- L =0
nected with the conservation { €ntrusted to the divi-
of ancient monuments as| S1On as a standing
defined in section 2(lI) of | arrangement.
the Ancient Monuments |
Preservation Act, 1904, and |
declared to be protected |
under section 3 (1) of that |
Act, ]

(vi) All other government works including
occasional works of classes (ii) to (v).

(vii) All non-government works other than
deposit works and takavi works, for which separate
schedules are prepared in forms nos. 65 and 66, res-

- pectively, vide paragraphs 634 and 642.
(b) Only those works on which expenditure has
incurred during the month should be included in
e schedule, the entries being detailed in the order of

P.W.A.C.
565.
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.

the prescribed heads of the accounts classification in the
case of works of classes (i) to (v) and grouped separately
for each government, department, division, local body
or other party concerned, in the case of works of classes
(vi) and (vii). All works forming part of a single pro
ject or system should, in all cases, be grouped together..

1. In the schedules for works of classes (i) to (v), money column 5 for
“Total charges of the month™ should be totalled so as to bring out separately
the totals for (1) each minor head, (2) each sub-head of appropr iation
(if any) subordinate to a' minor head, and (3) each group of works for which
a separate lump sum appropriation has been placed at the disposal of the
divisional officer or a controlling authority. Against each total of the last
category should be given (a) in column 6, the total charges of the year which
will be arrived at by adding the total of the month to the total of the year
as given in column 6 of the previous month’s schedule, and (4) in column7,
the lump sum appropriation, if placed at the divisional officer’s disposal.

2. In the schedules pertaining to works of classes (vi) and (vii), the
entries relating to each work should be made separately for “works expendi
ture’’and “‘percentage charges™ (for establishment, tools and plant, accounts

and audit charges, etc.,) one line being used for each of these two charges
and a third for the total charges on the work.

3. Save as provided for in rule 1, it is optional with the divisional
officer to make entries in columns 6, 7, and 9 in respect of individual works.
These columns are not provided for in the fair copy, form no. 64, of the
schedule required for submission to the Principal Auditor (paragraph 738)
Figures entered in column 6 of the office copy under the provisions of rule
1 should be noted in the remarks column of the fair copy.

750. Similarly, the schedule of deposit works
and the schedule of takavi works should be completed
in respect of expenditure transactions which should be
taken from the relevant schedule dockets.

751. All debits to stock should be collected in
form no. 72, schedule of debits to stock. ~The entries
in this schedule should be arranged in three groups— (I
“Manufacture,” (2) “Land, kilns, etc.” and (3) “Other
sub-heads.” Under (1), should be detailed all manu-
facture operations in progress and under (2) all works
in progress in connexion with the acquisition, construc
tion and repairs of land, kilns, etc. Under (3), should be
shown (a) individually, all items of expenditure on the

of such processes is chargeable to stock (vide paragraph
548), (b) individually, all items of acquisition of stock

1. The divisional accountant is responsible for conducting the audit
of individual items of expenditure on carriage, handling , etc., of stock
materials against the divisional officer’s sanction if any, but all items of
this class should be detailed in thz schedule.

']
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2. In respect of each manufacture operation, the outturn of the month
(vide paragraph 555) should also be shown in the schedule, the operation
and outturn being entered in two separate lines.

752. An account of the suspense head “Stock”
shuuld next be prepared in form no. 73, Stock account.
Part I of this form is the main account showing the
receipts, issues and balances, classified by sub-heads,
“Manufacture”, and “Land, kilns, etc.” and all the other
sub-heads (vide paragraph 576) being lumped up. Part
II, the detailed account of issues. is written up first and
from this part and the schedule of debits to stock, form
no. 72, is prepared part I.

(¢) CLASSIFIED ABSTRACT OF EXPENDITURE

753. A consolidated account of all expenditure
(vide paragraph 91) charged against the grants of the
division should be prepared in form no. 74, classified
abstract of expenditure. The figures relating to the
several major heads (or divisions thereof shown sepa-
rately in column 1 of the classification table of appendix
I) should be entered in separate sections, arranged in
the order indicated in appendix I, and in the case of the
major head “50—Civil works” the “Central” and “Pro-
vincial” transactions should be shown in three different
sections in the order shown here.

1. When works for any of the departments named in the margin are

undertaken as a standing arrangement, vide
Defence Department paragraph 749(a), and funds for the purpose
Railways. are allotted to the division, the expenditure
Posts and Telegraphs transactons connected there with should also
Archaeological depart- be abstracted in form no. 74, the classification of

ment. expenditure being that prescribed in respect
of the works concerned,vide rule 2 to para-
graph 86.

2. Refunds of revenue are excluded from this abstracts, as they are
treated as minus revenue, vide paragraph 302 and appendix I. On the other
hand, “Receipts and recoveries on capital account™ are included in this abstract
as minus expenditure, as they are taken in reduction of the charges under
the major head concerned, vide statement E of appendix 1.

(d) PREPARATION OF MONTHLY ACCOUNT

754. Finally, should be prepared for presenta-
tion (with all supporting fegisters, schedules, vouchers,
etc.) to the divisional officer and submission to the Prin-
cipal Auditor, the monthly account in form no. 80. This
account is an abstract of the entire receipts and disburse-
ments of the month, as detailed in the various schedules
and registers, and shows also the opening and closing cash

P.W.AC.
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569,
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570,
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balances, and on the back of the form are printed (I)a
memorandum of miscellaneous cash receipts paid into
treasuries and (2) a certificate in respect of the closing
cash balances of subordinate disbursing officers. The
entries in the account are divided into three groups: (1) =
Revenue entries, which are the total receipts under the
several major heads, as taken from the registers of reve-
nue realized, form no. 46: (2) Expenditure entries which
are the totals for the several divisions of major heads and
are posted from the classified abstract of expenditure,
form no. 74: and (3) Other heads, entries in which re-
presenting both receipts and. disbursements, are posted
from the schedules of deposits, takavi work, remittances
and miscellaneous heads of account, forms nos. 78 or 79,

66, 77 and 76.

The totals of the column for receipts and disbursements must agree,
and if there is any difference due to cash being in transit between two disburs-
ing officers, its amount, etc., should be included in the closing balance and
the certificate of cash balance should be amplified so as to state the amount
and the steps taken to adjust the difference.

755. (a) There are certain transactions record-
ed -in the initial cash and stock accounts, which involve .
no operation on a revenue, expenditure, or any other
prescribed head of the accounts classification, as every
such entry is counterbalanced either at once or after
an interval, by a similar entry of the reverse character.
It is not necessary to include such transactions, for audit
purposes, in any of the schedules and registers leading to
the monthly account, but the divisional accountant
should see that all transactions are cancelled by each
other in due course.

(b) These transactions fall under two classes:

(1) Cash from treasury—A cheque drawn
to replenish the cash chest is charged to this
head in the cash book, and per contra the
amount of the cheque is entered at once as cash
received, under the same head, a cheque drawn
in favour of self being cash (vide paragraph
125) even though not cashed at once.

(11) Transfers within division—Remittan-
ces of cash and stock by one accounting officer
of the division to another are charged or credit-
ed to this head when the remittance is actually
made or received.
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ance and the discrepancy cannot be detected readily, it
may be advisable to write up form no. 81, abstract book,
from the original cash books, abstracts of receipts and
issues of stock, and the transfer entry book. and thus to
locate the error or omission.

Instructions for posting this book and utilizing it in locating errors
in the compilation of the monthly account and connected schedules and
registers are printed on the standard form, which is to be taken as a model
only. If the divisional accountant considers it desirable, he may maintain
this book regularly to facilitate the check of the compiled accounts.

the division, as recorded in the initial accounts of cash
and stock and in the transfer entry book, excluding items
referred to in paragraph 755, enter one or other of the
prescribed schedules, the details being in some cases re-
corded in supporting schedule dockets. Transactions
recorded in the cash book and the transfer entry book
are posted direct from those sources, no items being
omitted; but, those recorded in the initial accounts of
stock, forms nos. 8, 9 and 10, are dealt with as under:

(a) those brought to account through the cash
book or the transfer entry book (vide paragraph
209) e.g., stock purchased in cash, stock sold for
cash, and stock received from works, are left out,
and

(b) the rest are posted direct from the abstracts
of stock receipts and stock issues, forms nos. 9 and
10.

To ensure the accurate compilation of accounts it
is essential that the transactions referred to in (a) above
‘are not brought to account twice, and the divisional ac-
countant should see that all items of this class are correct-
ly separated off in the lower part of the abstracts of stock
receipts and stock issues, forms nos. 9 and 10, as prescrib-
ed in rule 2 to paragraph 209.

(¢) SUBMISSION TO THE PRINCIPAL AUDITOR

. 758. The monthly account is due to reach the
Principal Auditor’s office by such date between the 7th
10th of the month following that to which it relates,

756. When the monthly account does not bal- P.W.A.C.

757. 1t will be seen that all the transactions of P ga&c'

P,W.A.C.
574.
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as may be fixed by the Principal Auditor in consultation
with the divisional officer. It should be supported by
the following documents:

(1) Extracts from registers )
of revenue realized, form no. §
46, and i, in the same form as
(2) Extracts from registers{ the registers.

of refunds of revenue, form
no. 46.

(3) Schedule of rents of buildings and lands, form
no. 75 (with supporting, statements of rents recover-
able in cash or by deduction from pay bills, form no.
3 of Volume V of the Handbook) extracted from the
register of rents of buildings and lands, form no. 49.

(4) Classified abstracts of expenditure, form no. 74.

(5) Schedule of works expenditure, form no. 64.

(6) Consolidated contingent bill (with necessary
vouchers), form no. 17, of Volume V of the Handbook.

(7) Schedule docket of percentage recoveries, form
no. 62,

(8) Stock account, form no. 73 (with sale accounts,
form no. 19 in support of the cash credits to stock).

(9) Schedule of debits to stock, form no. 72.

{10) Schedule of purchases,
form no. 68 or 69, and"

(11) Schedule of miscellane-
ous P.W. advances, form no.
70. A

(12) Schedule of London stores, form no. 71.

(13) Schedule of workshop suspense (local form).

(14) Extracts from registers of recepits and recoveries
on capital account, form no. 46.

(15) Schedule dockets, form no. 61 (with necessary
vouchers, transfer entry orders, survey reports and sale
accounts tacked to each); see also rule 1 under para-

graph 745.

(16) Schedule of credits and debits to miscellaneous
heads of account, form no. 76.

extracted from the
relevant sections of
the suspense regis-
ter, form no. 67.
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(17) Schedules of credits and debits to remittances,
form no. 77.

(18) Schedule of monthly settlement with
treasuries, form no. 51 (with supporting consolidated
treasury receipts and certificates of issues, signed by
treasury-officers).

(19) Schedule of deposits, form no. 78 or 79, extract-
ed from the deposit register, form no. 67.

(20) Schedule of deposit works, form no 65 (with
reports of progress of expenditure).

(21) Schedule of takavi works, form no. 66, with
accepted certificates of collector referred to in para-
graph 645.

(22) Extract from contractors’ ledger, form no. 43,
prepared in form no. 82.

(23) Extract from account of )
receipts of tools and plant,
form no. 13, and

|
!
(24) Extract from account of |
issues of tools and plant, form !l
no. 14 (with supporting sur- |
vey reports of stores, form no. i‘
18, sale accounts, form no. 19, |
and acknowledgments of offi- |
cers concerned in the case of |
stores transferred to other |
officers not being divisional
officers of the province). J

(25) List of accounts submitted to the Principal
Auditor, form no. 83.

1. The divisional officer is required to make a formal report, monthly,
of the progress of expenditure on each deposit work, to the administrator
or depositor concerned. For this purpose, the report, setting forth the
amount of the estimate, the total deposits received, and the progressive
expenditure, should accompany the schedule ot deposit works, so that the
Principal Auditor may, after auditing the schedule, wverify the report and
forward it to the local body or persons concerned.

2. If the divisional officer is authorized to refund, without reference
to higher authority, fines which have been remitted by a court of law, the
original orders of the court should accompany the schedule of refunds of
revenue, as audit of the refunds made in such cases is conducted by the
Principal Auditor on the authority of the orders of the court.

3. In the Irrigation Branch the accounts of receipts and issues
of T and P should be kept in P. W. A. Form nos. 13A and 14A respec-
tively."

in the same form as
the accounts.
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759. The schedules relating to the suspense and
deposit accounts forms nos. 68, 70, 71, 73 and 78 and the
workshop suspense schedule, must be submitted to the
Principal Auditor, month after month, so long as there
are balances outstanding under the account concerned,
whether there have been transactions during the month
or not; but, in respect of purchases and deposits, the
Principal Auditor may authorize the use of the alterna-
tive forms of schedules nos. 69 and 79 in the case of
divisions where the number of outstanding items is very
large but the number usually affected by the monthly
transactions is small. In respect of the schedule of de-
posit works, form no. 65 the Principal Auditor may
dispense with the subinission, every month, of part II of
the schedule, provided (1) that this part is invariably
submitted with the accounts for March and (2) that, if
part II for any month contains works, any expenditure
whercon has been charged to “Miscellaneous P. W.
advances’” an extract from part II relating to such works
only is submitted to audit. Subject to these exceptions,
the remaining schedules are necessary only if there have
been any transactions during the month.

760. (a) With the exceptions noted below [as to
which, however, see clause (b) below], all vouchers and
transfer entry orders in support of cash payments and
other charges in the accounts must accompany the
monthly account:

(i) Muster rolls or other vouchers in support of
payments to labourers, irrespective of amount.

(i1) Vouchers in support of payments of wages to
members of the work-charged establishment, the
posts held by whom the divisional officer is autho-
rized to sanction.

(1i) Other cash vouchers, whether relating to
works or contingencies, the amounts of which do
not exceed Rs.25.

(iv) Invoices or other vouchers in acknowledg-
ment of issues of stock materials, including issues
of outturn from manufacture to stock.

(v) Vouchers in support of payments made for
the conversion of cash deposits into interest-bearing
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securities, in cases in which no voucher other than
the security itself or a safe custody certificate of the
security exists.

When a voucher of this class is not submitted to the Principal Auditor,
the reasons should be noted against the entry of its amount in the schedule
docket or in the schedule of works expenditure ; see rule 1 under para-
graph 745, 3

(vi) Transfer entry orders of the clauses enu-

merated below :

Those involving debits to remittance heads
otherwise than in respect of expenditure on
works.

Those relating to charges which are support-
ed by vouchers received in transfer.

Those involving a debit or credit to London
stores, or a credit to a revenue head (gross re-
ceipts), or to any miscellaneous head of account
otherwise than in respect of expenditure on
works.

(b) All vouchers (other than muster rolls) in sup-
port of debits to contractors should be submitted to the
Principal Auditor, even though falling under any of
the exceptions to clause (a).

1. The provisions in clause (a) and (b) of this paragraph apply also to
vouchers received from other divisions or departments in support of trans-
fer debits raised by them.

2. The term “ voucher © used in clause () includes advices of transfer
credit and acceptances of transfer debit received from other divisions, de-
partments, efc,, in the case of the docket for schedule of debits to remit-

.(c) All vouchers in support of payments for land
acquired should be submitted to audit.

(d) All survey reports of stores (form no. 18) and
sale accounts (form no. 19) must also accompany the
monthly account.  Sale accounts in support of cash
credits to stock should be attached to the stock account,
form no. 73; survey reports and sale accounts in sup-
port of other credits to stock should be tacked to the
schedule dockets pertaining to the works or -accounts
debited; those in support of the extract from account
of issues of tools and plant, form no. 14, should ac-
company that document; and the remaining survey re-
ports and sale accounts should be attached to the
schedule dockets relating to the works or accounts
credited.
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761. (a) The divisional accountant is required to
sign not only the monthly account, but also all the
schedules, etc., accompanying it. It is not necessary
that the divisional officer should sign all these docu-
ments; he must, however, sign the monthly account and
the list of accounts, form no. 83, unless he is absent from
headquarters, in which case he should send to the Prin-
cipal Auditor, as soon as he can examine his books and
papers on return a report in form no. 84 (with a dupli-
cate copy of the monthly account signed by himself),
without which the Principal Auditor will not finally
pass the monthly account. The contingent bills must
invariably be signed by the divisional officer.

(b) As an exception, however, to the general rule
contained in clause (a) above, the divisional officer in
the case of a buildings and roads division where sub-
divisions have been abolished, may authorize an assist-
ant engineer to sign the monthly account papers on his
behalf, but this delegation will not in any way lessen the
responsibility placed upon the divisional officer by
standing rules and regulations.

It is desirable that the divisional officer should make arrangements
for the review by himself of all vouchers before they are submitted to the
Principal Auditor, and that, unless the circumstances are exceptional, he
should sign the accounts himself.

762. In connexion with the accounts for March,

the following points should receive special attention:

(a) The entry of the closing cash balance should
be supported by (1) the original cash balance re-
ports (form no. 5) of all disbursing officers includ-
ing the divisional officer, and (2) a certificate of
the divisional officer to the effect that he has
obtained, on or after March 31 and retained in his
office, an acknowledgment from the officer or sub-
ordinate concerned, in respect of each item of im-
prest or temporary advance shown in the cash
balance reports of the division for March 31.

The original cash balance reports of subordinate disbursing officers
should be initialled by the divisional officer before transmissin to the Prin-
cipal Auditor.

(b) To part II of the schedule of monthly settle-
ment with treasuries, form no. 51, should be sub-
joined a statement, in the form given below, in
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respect of the c‘heques drawn to meet payments of
works.

No. of
Particulars cheques Amount
issued

1. For the whole month v

2, During the last five working days of the
month.

(¢) The schedule of deposits, form no. 78 or 79
should be accompanied by the account of interest-
bearing securities, form no. 86, referred to in para-
graph 627.

II—Reyiew of Unsettled Accounts

763. The several registers and schedules relating P.WAC.
to the suspense and deposits .

Contractors’ Jedger. heads of account, and the ac-
Works abstracts and register counts referred to in the margin,
of works. should be reviewed monthly so

Rent register and the other that the steps necessary to effect
PiEle, ot axmsnent - and the expeditious clearance of out-
Vi p;‘iig‘r’ap’ﬁ"ggf' standing balances, whether by

actual recovery or by adjust-
ment in the accounts, may be taken regularly through-
out the year. In February or early in March, special
steps should be taken with a view to bring about all
possible reduction in the number and amounts of out-
standing items at the close of the year ; and within six
weeks of the submission of the monthly account for
March, a consolidated certificate in respect of balances
other than cash, should be forwarded to the Principal
Auditor in form no. 91, annual certificates of balances.

If the closing balance under any head is nii, il does not necessarily fol-
low that a certificate is not required in respect of it. In all cases in which
there was a balance at the commencement of the year, or there were any trans-
actions during the year, a certificate should be recorded, the wording of it
being suitably amended (if necessary) in case the closing balance is nil.

764 . Similarly, the prompt settlement of all re- P.WAC.
mittance transactions, original or responding, should 58
receive the personal attention of the divisional accoun-
tant (vide paragraph 124), who should take special steps
early in March to bring ot account all liabilities and

assets awaiting settlement and to effect clearance, in the
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accounts of March, of as many outstanding items as pos-
sible. Liabilities, as well as outsanding debits and
credits, remaining unadjusted at end of March should
be watched individually with a view to their clearance
before the accounts of the year are finally closed. It is
not sufficient that the divisional office has brought to ac-
count all the transactions the responsibility for which
devolves on itself. It is equally important that neces-
sary action be taken to move the other parties concern-
ed to bring to account or settle the outstanding items,
the intervention of the Principal Auditor being sought
when necessary.

In settling transactions with Railways, it should be borne in mind that
Railway audit offices close their books for the year on May 10.

III—Closing the Accounts of the year -
765. The financial year terminates on March 31,
and actual transactions taking place after that date can
on no account be treated as pertaining to the year. It
is necessary, however, that as many of the unadjusted
remittance transactions of the year as possible, should
be cleared within the accounts of the year, and very
often errors in accounts come to notice after March 31 ;
which should also be set right, if possible, without
affecting the accounts and estimates of the following
year. Whilst, therefore, it is necessary that the cash ac-
counts should be positively closed on March 31, and
also the stock accounts in respect of actual transactions, -
the transfer entry book and the stock accounts should
be kept open for transfer entries relating to rectification
of errors and settlement of remittance accounts.

If any adjustments in accounts have been purposely deferred till the close
of the accounts of the year, it is permissible to effect after March 31, in the
same way as adjustments in rectification of errors noticed after that date.

766. The transfer entry transaction referred to
in paragraph 765 should be consolidated into a special
monthly account, which, with all the necessary accom-
paniments, should be submitted to the Principal Audi-
tor on June 28, following, or any other date that may
be prescribed by the Principal Auditor. This account
is known as the supplementary account of the year.

This account should be of the simplest character and should set forth
only the transactions to be brought to account. It is not necessary, for ins-
tance, to repeat in any of the suspense or deposit schedules, the items not
affected, so long as, in addition to the necessary details of the items affected
the totals for the account concerned are also given. Similarly, in the sche-
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the schedule of rents of buildings and lands, form no. 75, only the items
affected and the totals need be given, and in the extract from the contractors,
ledger, form no. 82, only the accounts of those contractors whose accounts
are affected in any way.

IV—Miscellaneous Returns

767. Other account returns which the divisional p.w.a.c
officer should submit to the Principal Auditor are the %%
following :

(a) Half-yearly :

Half-yearly settlement of the assessment and
realizations of irirgation revenue collected in the
civil department, vide paragraph 295 (¢) on the
dates specified below :

(1) January 15 for the half-year ending Sep-
tember 30.

(i) July 31 for the half-year ending March
31.

(b) Annually :

Part IIT (Review) of the register of stock form no.
12 or 12A as the case may be for the half-year ended
March 31, on or before August 1.

768. The following registers are audited during p w.a.c.
inspections and should not therefore, be submitted to 585
Principal Auditor but they should nevertheless be com-

pleted by the fixed dates shown against each.

(a) Half-yearly registers of stock, form no. 12,
on or before August 1 and December 1.

1 (b) Annual register of tools and plant, form no.
15, on or before December 15.

. Note—*"In the Irrigation Branch the register of stock shall be masintained
IiI]SCP."\V. A, Form no. 12A and that of T and P and P in P. W, A, Form no.

V—Corrections in Accounts

769. (a) If an item in the accounts which pro- P.W.A.C.
perly belongs to a revenue or expenditure head is %"
wrongly classified under another revenue or expendi-

ture head, the error may be corrected at any time before

the accounts of the year are closed, but after the accounts
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are closed, no correction is admissible except as permit-
ted in clause (a) of article (@Df the Account Code*
and in cases affecting the accounts of works, including
those falling under paragraph 522.

1. Errors in suspense accounts are governed by the rule in clause (b).

2, If an error be detected after submission to the Principal Auditor of
the divisional officer’s supplementary account of the year it should never-
theless be reported to the Principal Auditor for instructions unless the
amount be not more than ten rupees. If the amount involved does not
exceed ten rupees, and affects only revenue or expenditure head affecti
the Local Government, no formal transfer is necessary, and it is sufficient

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

(¢) When a correction is permissible it should be
made by a formal transfer entry; but when it is not
permissible, it is sufficient to make a suitable note of
it in the account concerned.

770. All corrections in accounts which may be
advised by the Principal Auditor on auditing the docu-
ments, should after verification, be carried out in all
relevant records, the entries being made in red ink
(quoting the audit note or other advice) and attested
by the dated initials of the divisional accountant.

The dmslonal accountant is responsible that all corrections advised

bﬁi the Principal Auditor are specially brought to the notlee of the divisional
officer.

VI—Pro Forma™ Accounts

771. When the details of any class of transac-
tious, as recorded in the prescribed accounts, are not
sufficiently indicative of the financial results of the
aperations of a given period, and it is necessary to
ascertain the results it is usual to prepare periodically
suitable pro forma accounts in addition.

*Reproduced below

“1If an item which properly belongs to a revenue or service head is
wrongly classified under another revenue or service head, the error may
be corrected at any time before the accounts of the vear are closed, but,
after the accounts are closed no correction is admissible, it being sufficient
to make a suitable note of the error against the original entry. If, how-
ever, the error affects the revenue and expenditure of different Govern-
ments, a capital head outside the revenue account, or the transaction of
a commercial department, it should be corrected by transfer in all cases
as soon as the error is discovered. The procedure to be observed for
the correction of errors in the accounts of works in the Public Works
Department is laid down in paragraphs 365 and 585(«) of the Public Works
/r\{oclou)nt Code.” (Paragraphs 522 and 769 of the Public Works Account

ules).
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1. TIf the maintenance of such supplementary accounts is nezessary for
audit purposes, and n» form has beed prescribed by the Auditor General,
the Principal Auditor will determin the required forms in consultation with
the Local Government, but if the accounts are required for administrative
purposes, the Pnnmpal Auditor will merely givesuch advice or assistance
in prescribing th: forms as may be required of him.

2. Ifapro forma account relates to transactions of two or more divi-
sions, the compilation of it will ordinarily devolve upon the Principal Audi-
tor but divisional officers may be required to furnish the necessary data.

| A pro forma account relating to a signle division is prepared by the divi-
| sional officer and if it is an account prescribed by an administrative autho-
. rity, it will be checked, if desired, by the Principal Auditor.

772. «f for the purposes of any pro forma accountp w a. c.
which the Principal Auditor, is required to prepare o1  589.
check, it is necessary to determine the charges incurred
on a particular work or service, or a group of works
or services, the expenditure thereon should be booked
separately in the general accounts, even though under
.ae rules, it may not be customary to estimate or account
for such expenditure separately. See also paragraph
92 (d).

773. The pro forma accounts showing the resultsp w A c.
of the working of irrigation, navigation, embankment,  590.
and drainage projects, productive as well as unproduc
tive, for which capital or revenue accounts are kept,
are pvepared annually by the Principal Auditor in
accordance with the rules prescribed in the Account
Code. These accounts are known as the administrative
accounts of irrigation, navigation, embankment and
drainage works.

For rules relating to pro forma accounts of irrigation water-courses,
see paragraph 5 of Appendix X.

774. For workshops, manufactories and similarp w, A, c.
yuasi-commercial undertakings, it is usual to prepare L
pro forma accounts periodically, vide paragraphs 559
(d) and 610.

775. In respect of buildings in charge of thep w.aA. c.
Public Works department, which are available for 592
occupation as residences, capital and revenue accounts
arc prepared periodically by the Principal Auditor, for
¢ach circle of superintendence, in accordance with the
tules prescribed in the Account Code and any further
orders that the I.ocal Government may have issued. For
this purpose divisional officers should furnish the Prin-
cpal Auditor annually with the necessary data, in res-
ct of such buildings of their divisions as may have
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to be included in the circle accounts, in form no. 27 o
Volume V of the Handbook.

1. On closing the account of a work involving expenditure on (he
construction, acquisition, or equipment of a building intended to be used as'
a residence, or expenditure on additions or alterations to an existing rese
dential building, the divisional accountant should see—

(i) that if it is a new building, it is entered in the register of rents
of buildings and lands;

(ii) that steps are taken to obtain the orders of competent authority
to assess, or revise, the rentai, as the case may be;

(iii) that the correct capital cost of the building is noted for entryin
the next set of capital and revenue accounts, the note being made in
the register of buildings referred to in paragraph 288.

2. Rule 1 applies also to expenditure on the provision of special ser
vices in connexion with residential buildings, such as furniture, etc., for
which rent is charged separately.

3. 1If a building is actually occupied prior to closing the accounts of
expenditure on its construction, acquisition or equipment, rent is nevertheless
chargeable from the date of occupancy, and should therefore, be fixed pro-
visionally with the sanction of competent authority.

4. In respect of residential buildings under the control of the civil
departments, the local heads of departments concerned will be responsible
for obtaining sanction to the assessment or revision of rents whenever
necessary through the divisional officer of the Public Works Department,
vide paragraphs 290, 279 and 281 of volume V of the Handbook.

5. If under the subsidiary rules issued under Fundamental Rules 454
and B, or under other financial rules, the standard rents as well as the allow-
ances fixed for maintenance and repairs are subject to periodical review,
(e.g. see subsidiary rules 20A and 20B in volume II of the Handbook), the
divisional accountant should see that they are punctually reviewed and
necessary revisions carried out in accordance with the prescribed rules and
procedure,

776. (Deleted)
E—CHEQUE BOOKS AND RECEIPT BOOKS

777.  (a) A register of cheque (and receipt) books
should be maintained in form no. 52, separate pages
being reserved for cheque books and receipt books. _

(b) Whenever on examining a cash book it is noticed
that a cheque book or receipt book has been brought
mto use for the first time, the divisional accountant
should enter it at once in the register as a new item. At
the same time the date on whicl: the corresponding
book previously in use was completely written up
should be ascertained from the cash book and noted in
column 4 of the register against the original entry re-
lating to that book.

(¢) The submission of the counterfoils of used

.. cheque and receipt books for record in the divisional
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office (vide paragraph 175) should be watched through
this register, and as soon as the counterfoils are received
they should be examined, and it should be seen in parti-
cular (i) that all items for which receipts were issued
were duly brought to account in the cashbook, and (i)
that the writings do not indicate any irregularity or
disregard of rules requiring action on the part of the
divisional officer.

778. T'reasury officers have instructions to furnish P-;\'g-;l-l
the divisional officer quarterly with a statement of 2
cheque books and receipt books supplied by them to
all disbursing officers of the division on their requisi-
tions. This statement should on receipt be compared
with the register of cheque and receipt books to see that
books are not obtained by disbursing officers unneces-
sarily in advance or in excess, of requirements, and the
numbers of the books supplied but not brought into use
should be entered in the register, the dates of supply
being noted in.red ink below the entries in column 1.

779. The register of cheque (and receipt) books P.w.A.C
should be reviewed periodically and enquiries should %
be made of the disbursing officer concerned if there is
any unusual delay on his part in bringing a book into
use. - Even if the cause of the delay be known, it will
be found advisable to obtain an assurance from the dis-
bursing officer that the book is in his personal custody
and contains the full number of forms intact.

F—MISCELLANEOUS

780. The divisional officer is advised to review pyw 4 c.
from time to time the several registers, books and ac- 59
counts as are maintained in the divisional and sub-
divisional offices even though under thé rules in this
volume he may have scrutinized and initialled the indi-
vidual entries or sets of entries therein. To this end he
may require these records to be laid before him through
the divisional accountant, monthly or at such other in-
tervals as may be fixed by him. A record of such review
should be kept in all cases preferably in form no. 96
(Memo. of review) posted in a suitable position on the
account, etc., concerned.
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(i) Works in  progress
and suspense accounts of
works,

(ii) Appropriations and
sanctions not yet completely

operated upon,

(iii) Stock and  other
suspense accounts,

(iv) Remittance accounts,

(v) Deposit and cash
balances,

(vi) Unrealized rent and
other revenue and
(1ii) Interest-bearing securi-
ties.

toolsand plant and road metal, and of relevant account

and establishment records (including unused forms of
cheque books and receipt books), should receive the
special attention of all concerned.

782.

Orders.

in f01 m no. 97.

ACCOUNTS OF DIVISIONAL

When, in consequence of the reconstitution
of executive charges or of any other arrangements, the
accounts of two or more divisional offices are to be
amalgamated. or those of any office are either to be

The destruction
lic Works offices is governed by the rules laid down in
the Irrigation and Buildings and Roads Manuals of
In cases not covered by those rules and in the
rules in appendix XVI of Vol. V of the Handbook the
specific concurrence of the Principal Auditor is neces-
sary before any records are ordered to be destroyed. In
each divisional office full details of all records destroyed
from time to time should be maintained permanently -

(294)
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broken up into parts or closed,
the divisional ofhcers concerned
should apply in time to the Prin-
cipal Auditor for the instructions
to be observed, in regard to ac
counts, in giving effect to the
arrangements. On all such occa-
sions, the necessary transfer
between offices, of unsettled ac-
counts '(for example, see margin),
of liabilities not yet brought to
account, of quantity accounts of

of account records in Pub-



