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PREFACE

This Manual contains instructions and procedure for the
conduct and disposal of work dealt with in ILocal Audit Offices
(MES) under the Finance Controller (Works). The instructions in
the Manual are supplementary to those contained in the standard
“Codes” and “Regulations” of the Government of Bangladesh and
are meant to serve as a general guide to the officers and establish-
ment employed in dealing with M. E. S. work.

Finance Controller (Works) may, if necessary vary them in
matters of detail to suit local conditions, but any proposed change
which involves a substantial and permanent departure from the
instructions in this Manual should be referred to the Controller
General, Defence Finance for approval.

All alterations or additions to the Manual will be notified
periodically by the Controller General Defence Finance by means
of correction slips. The Finance Controller (Works) will bring to
the notice of the Controller General Defence Finance cases in
which important orders and instructions issued hereafter have not
been incorporated in this Manual within six months of this issue.

This is a provisional issue. Any errors and omissions should
be reported immediately in writing to the Controller General
Defence Finance of Bangladesh, DHAKA.

o o
-

FAZLUL HAQUE,
Controller General Defence Finance of Bangladesh,
DHAKA.

The 3rd July, 1983.
Dated :—
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LOCAL AUDIT MANUAL
PART I.—-GENERAL

Objects of Inspection and Audit :

1. The main objects of inspection and local audit of M.E.S. accounts
are —

(i) to subject to audit such accounts, vouchers, etc., as are not audited
in the F.C. (Works) office or as cannot be satisfactorily checked
in his office ;

(ii) to see that the initial records from which the accounts or bills, etc,.
are prepared, or on which they are based, are properly maintained
in the prescribed formis and are checked as laid down in rules ;

(i)  to see that all moneys relating to public funds have been duly accoun-
ted for and expended only for the purpose for which they are intended:;
and

(iv) to see that the Unit Accountant posted by the F. C. (Works) dis-
charges his duties satisfactorily and is up to the mark.

Responsibility of the L. A. O. for the Inspection and local Audit :

2. (a) The Local Audit Officer should personally carry out inspection
and thus keep himself in touch with the financial affairs of the formations whose
accounts he inspects. This touch is very important and, therefore, all important
work connected with inspection should be done by him personally. He may
have the assistance, at each inspection, of a clerk to perform routine work.
This inspection clerk. may be taken by him to outstations also. The Local
Audit Officer will decide the nature of the work to be entrusted to the clerk at
each inspection. A small percentage of the work done by the clerk should be
erviewed by the Local Audit Officer on whom will rest the final responsibility
for the correctness of inspection work.

(b) The L. A.O. remains responsible for the efficiency of the inspec-
tion and audit work asa whole though in actual practice some of the work
may be done by the subordinate staff employed under him. Detailed ins-
tructions for the inspection and local audit of the accounts, etc., maintained
in the M.E.S. formations are contained in Parts IIT and IIT of this Manual
and the extent of audit is laid downin Annexure’ A’to this Part. The L.A.O.
and his staff are expected to audit completely and intelligently all transactions
of receipts and expenditure which fall within their sphere of check., The L.A.O.
should at the time of his audit avail himself of the opportunity of assisting the
officers of the M.E.S. and Unit Accountant with his advice in matters affec-
ting accounts, budget, etc., or the financial property of transactions. He
may even offer suggestions bearing on the economy of public money and is
cxpected to do so all cases of avoidable clerical work in connection with
accounts and audit. Such proposals if recorded in writing should ordinarily
not be embodied in inspection reports but submitted separately to the F.C,(Works)
after consultation with the Garrison Engineer and the Unit Accountant, In
all such cases personal dicussion with the executive officer, if conducted in
a friendly spirit and with a real desire to assist rather than to criticise, may lead
to practical suggestions which may be welcomed by administrative and exe-
cll:tivse authorities as likely to result in tangible benefits to the finances of
the State.



Notice of Inspection and Audit :

3. (a) The Garrison Engineer should be given sufficient notice of the
probable date of inspection and audit and be requested to be present at_his head-
quarters to meet the L. A. O.in time to discuss ‘the ‘results of the inspection
with him and also to inform his S.D.Os at outstations to be present at
their Headquarters and to keep ready all the books , etc., for audit inspection
by the Local Audit Party/L.A.O. on the dates shown in the audit
Inspection programme. Care should be taken not to disclose the name of
the month, accounts of which it is proposed to audit, nor to specify  the works
the accounts of which are to be examined in detail.

(b) On reaching the Headquarters of the division, the Local Awudit Officer
will call on the C.M.E.S. when this can be arranged, and also on the G.E.
and ascertain whether they desire any 'matter to be specially looked into.

Whilst it is desireable to give the Executive enough time to collect the
necessary records the notice should not be longer than is necessary for the
purpose. The inspection and audit programme should be treated as confi-
dential until a notice thereof is actually addressed to the Garrison Engineer.

Note 1.— If important records are not produced at the time of inspection
or audit every possible step should be taken to secure their
production . Tf ‘such = efforts are unsuccessful the “omission
should be specifically mentioned in the report and such
records should be subjected to a close’ examination atthe next
visit or, if such a course is deemsd necessary, obtained for exa-
mination in the L.A. O.s Office.” If repeated delay is en-
countered, the matter should be reported specially in a sepa-
mte letter to the F. C. (Works)Frequently $uch  delays and
obstructions are a symptom accompanying serious irregularities
or malpractices.

Note 2.— The provisions of this (main) paragraph ‘do not apply to cases
in which a surprise visit to an offics by the L.A.O.'is deemed

necessary.

4. Portfolios and files of paid vouchers, demolition and loss statement
(buildings), etc., pertaining to the period covered by local audit will be ob-
tained from the “E’ Section of the Main Office. For this purpose a requisition
will be made about a fortnight before the local audit is expected to visit the
Garrison Engineer’s Office. The ‘E’ Section will forward the necessary docu-
ments to the L.A.O. together with a list of cases (with full particulars thereof)
which may have come to notice from time to time and regarding which it may
be considered desirable that L.A.O. or the Local Audit Staff should specially
look into during the course of inspection or local audit. A scparate report
embodying the results of investigation of such cases will be ' submitted to the
F.C.(Works) for further disposal.

5. Any arrears and confusion in the account work of the  division should
receive special attention of the L. A. O. who in . consultation with . the
Garrison Engineer and the Unit Accountant should devise ways and means
to remedy the defects and to bring the account work up-to-date and if necessary
render such temporary help as may appear suitable. If the arrears, etc,, are
so great that they cannot be pulled up in a reasonable length of time, a report
to this effect should immediately be sent to the F. C.(Works) for such action

as he may deem necessary.
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6. The state of the accounts generally should be commented upon and
attention ~drawn to irregularities noticed in previous - reports which remained
unremedied, with a view to their early settlement. It should be seen that
the various accounts and registers, etc., are signed by the G. E. in token of
his responsibility, that they bear the signature of the Unit Accountant in token
of his check and that in the case of registers and ledgers, etc., they are regularly
reviewed by ‘the Unit Accountant and the Garrison Engineer. The L.A.O.
should also see that the various account documents, returns, vouchers, etc.,
are submitted to the Unit Accountant punctually by all concerned and that
the records - of payments, measurements and transactions in general are
clear, explicit and self-contained.

7. As primary auditors and financial advisers to Garrison Engineers, Unit
Accountants are charged with certain responsibilities vide para 25 M.ES.
Accountants Manual. The procedure observed by them in discharging
their duties and the results achieved will be reviewed by the L.A.O. who should
also consider_all the reports rendered by them to the L.A.O’s or the F.C.(Works)
regarding cases in which they disagreed with the Garrison Engineers. Any
objection which the L.A.O. after discussion may with the Garrison Engineer,
where necessary, decides not to withdraw, may be incorporated by him in
his ~ inspection report.

8. (a) All registers, documents and vouchers, etc., which are audited will
be enfaced ‘audited’ ‘objected’ or ‘‘remarks’” as the case may be and ini-
tialled, the particulars, i e., the date of check and the items or pages checked
being noted in a fly leaf of the register, etc.. and initialled by the auditor and
signed by the Group Supdt. Only red ink or red coloured pencil will be used
by the local audit staff. All ticks and initialls must be small and neat, care
being 'taken ‘to avoid cbliteration of figures and other details contained in the
account books and registers.

(b) Result of Audit—On the completion of audit, the auditors concerned
will append a certificate to the office copy of the objection statement issued on
the accounts of each unit or  formation on the lines indicated below. This
certificate should be examined by the Supdt. ~with lLists of auditable docu-.
ments/Accounts and countersigned by him. Before countersigning the certi-
ficate, the Supdt. will exercise such checks over the auditors work as will satis-
fy him that the audit has been efficiently carried out and that he can take com-
plgte responsibility for < the audit done and for the statements made in the cer-
tificate.

Aundit Certificate !
1, Name of  Unit/Formation.
2. Period of = Audit.
3. Months accounts selected for full aundit (vide selection orders attached).
4, Dates of audit.

. Certified that :—(a) the following accounts which are required to be audited
have been audited to the extent and in accordance with the instructions contained
in ttl_c M. E.S. Local Audit Manual and other orders inssued from time
to time. —

ok No.,d %\Iame of Registers or Accounts, Audit No., No. of vols., Initial of the
SuUBRIIavOE 0 cleo il

(If a separate list of fegisters and accounts is attached to the certificate
the necessary remarks to this effect should be given in the certificate).
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(b) All documents and vouchers, ect,. audited, test checked or scrutinised
have been enfaced “audited” “objected”’to. “Test checked”, “Test Linked”
or “Remarked on” asthe case may be and initialled.

(c) Items including Office Notes outstanding on the previous objections
statements have been dealt with and the objection register has been completed
up-to-date. The relative registers have been completed and linked vouchers
and other documents, etc,, have been properly filed.

Accounts audited by each auditor and his dated signature. . .,
n ey T Supt’s dated Sigaature .. .... citieeee S atiss. ol p

Results of Inspection :

9. The results of inspection should be set forth in the Inspection Report
which should detail the defects of procedure and financial irregularities noticed
and describe bricfly the general state of the accounts and the nature of the
financial control over transactions. The report should be written up con-
currently with the progress of inspection so that observations may be recor-
ded at a time when they can be most clearly and readily stated. The ob-
servations made in the Inspection Reports should be concise and fully des-
criptive, so as to obviate the necessity for any further reference to the accounts
and registers concerned.

10. Asa rule, trifling matters which can be and have been set right
on the spot orare of no consequence to the finances of the State, need not
be mentioned, but if a number of similar points is noticed, it may be desirable
to mention the type of error or irregularity with one or more instances, so that
officials responsible for it may be duly instructed by the Garrison Engineer.
Further, it is desirable that all statements and allegations made, and all figures
should be based on clear documentary evidence, and that if possible, all rele-
vant facts should be ascertained. It is also unnecessary to include in the
Inspection Report minor defects which are of no financial consequence even
if it has not less possible to remove them before the inspection is finished.
Such defects should be noted in a Register to be maintained by the Unit
Accountant and it should be seen at the time of the next visit that
necessary action has been taken by the Unit Accountant. The Inspection
Report should be completed before the L.A.O. leaves the office
inspected and it should not be signed wuntil the Garrison Engineer, if present
at Headquarters, has been given the opportunity of reading and discussing
the same and of suggesting any omissions or modifications.

Note.— The result of the scrutiny of the points suggested by the C. M.
E.S/.G.E. for special examination vide para 3(a) of the Manual
will be generally embodied in the L.0.A.’s report. If however,
the C.M.E.S./G.E. requires the points to be dealt with confiden-
tially they may be excluded from the report and dealt with se-
parately,

11.  Particular care should be taken in regard to the language and tone
of the report so that no offence may be taken . Whilstit is necessary to make
it clear as briefly as possible how any loss had actually arisen or to indicate
the manner in which loss might have occurred, insinuations must be avoided.
Itis not sufficient to quote therule or the order violated, the actual or the possi-
ble effect of such deviation on the financial interests of Government should
be explained intelligibly . The names of Officers responsible for irregularities
should not ordinarily be entered in the report, but, in all cases of serious irre-
gularities a note of the names should invariably be kept for record in the Local
Audit and the F,C.(works) Office,

-4



=

3

12. The Local Audit Officer will within a week of the completion of the
inspection/audit, furnish two copies of the repcrt to the G.E. and one copy
each to the CM.E.S. and the °‘E’ Section of the Controller’s Office. He
will also report separately to the F.C. (works) all serious financial irregularities
noticed at the time of his inspection,

13. No opinion on the work of the Unit Accountant or other D.F.D.
personnel should be expressed in the Inspection Report by the L.A.O. He
may, however, if necessary address the F-C.(works) separately if he has any-
thing to say on the work of the Unit Accountant or his assistant as judged
mainly by the quality of the work done by them during the entire period covered
by the inspection, especially by the results of the audit check applied at the time
of inspection.

14. The final settlement of objections within a reasonable time should be
watched. Omissions to correct irregularities brought to notice in previous
reports should be special noted and dicussed with the Garrison Engineer. A
report should be made to the F.C.(works)of cases in which the L.A.O. has reason
to believe that proper attention is not paid to audit objections and of cases
of undue delays in the settlement of objections. More specially the settlement
of objections relating to financial irregularities should receive particular atten-
tion and should be pursued vigorously. Should the L.A.Q. not be satis-
fied with the explanation of the G.E. he should drop the item from the Ins-
pection Report, state definitely that a case of financial irregularity lies and report
the case to the F-C. (works) confidentially. The decision reached should be noted
in the Inspection Report which should not be finally recorded till then.

The provisions of paras9, 10, 11 and 14 above apply ecually to objection
statements which would embody the results of local audit. A note willi be
kept in the office copy of the objection statement of unimportant errors and
omissions which have been set right on the spot and which have not been mentio-
ned in the body of the objection statement.

15. Progress of local audit and inspection of M.E.S. formations and s2-
ttlement of objection statements and inspection reports will be watched tkro-
ugh a visual chart and B.A.F.A. 579 respectively.

Programme of check of Periodical Services Measarement Books :

16. From the Portfolios of paid vouchers, etc., received from the main
office (vide paragraph 4) the L.A.O. will pick up all requisitions involving
additions and alterations to buildings which affect the Periodical Services Mea-
surement Books. These requisitions as well as demolition statements and loss
statements (buildings) will then be linked cent per cent, with the relative entries
in the Periodical Services Measurement Books by the Local Audit Staff.

17. Necessary arrangements should be made by the L.A.O. for a com-
plete arithmetical check of all new or revised books. For this purpose the
L.A.O. will maintain a broad sheet showing the progress of the check of
Periodical Services Measurement Books by the Local Audit Staffand the num-
ber and particulars of all new books and such old books as may have been revi-
sed since his last visit,

18. The L. A. O. should, on the first of July, submit a report to the F.C.

(works) that all new and revised books pertaining to the past financial year were
checked,
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Record of ¢hanges in scale of furniture ;

19. The L.A.O. will maintain for facility of checking the Station Regis-
ter of - Authorised Furniture a statement. of orders amending the authorised
scales of furniture or sanctioning new scales. This statement will be referred to
at the time of local audit and it will be seen that each such order has been taken
into. account in the Register of Authorised Furniture. The fact that the nece-
gsary modification has been made in_the Register will be indicated in the state-
ment by the Auditor concerned.

List of accounts and Registers to be andited :

20. To ensure thatno accounts are omitted in audit and inspection. a
list of all accounts, registers and ledgers required to be maintained by each
M.E.S. formation and which he has to auditand inspect will be made out
by the L.A.O. and sent to the F-C. (works) for appreval.  Any additions or
alterations to this list will be carried out under the orders of the F-C. (works)

The list will be kept up-to-date by the L.A.O. and will be handed over by
him to his successor. At the time of his visit toa M.E.S. formation the L.AO.
will himself examine the list of accounts to. be audited and inspected and see
that they have been audited and inspected.

Extent of Audit by the Central Local Aundit Party :

21. The inspection and local audit of the M.E.S. accounts and regis-
ters, etc., will be carried out half yearly and will normally be restricted to
the extent shown against each item in Annexure ‘A’ to this part, but it will be
open to the Local Audit Officer, to increase the extent of audit or to order .a
complete check of any particular  G.E’s accounts, should it be considered that
such a course is necessary in the light of the number and nature of errors. found
in the course of audit. Accountsand registers, etc., not mentioned in the

annexure will be audited completely.

22, The selection of the month’s accounts to be audited in _detail will be
made by the Local Audit Officer and intimated by him to the audit staff confi-
dentially. The selection of one month’s accounts for detailed check does not,
however, imply that the activities of the audit staff are be confined strictly to
the accounts of the month selected. If an irregularity is found which is also
likely to appear in another month, or if for any other reason the scrutiny of
the accounts for months other then the selected month is considered to be a
necessity or desirable, the local audit staff should extend the scope of their audit
or inspection to the requisite extent and inform the F.C, (works) accordingly.

23, The selection of items, in' case of Muster Rolls, Periodical Services
Measurement Books, and bills items 8, 9,10and 5 of the annexure ) will be
made by the Auditor by = the Supdt. and - the L. A. O. will = scrutinize
his selection periodically to’ ensure that itis exercised with discretion.

24. Bills required to be checked with measurement Books or Periodical
Services Measurement Books (item 5 of the annexure) will be selected by the
L.A.O. or in his absence, by the Supdt. in such a way asto ensure that
the scrutiny is spread over as many books as possible. A suitable record will
be maintained in the L. A. O's. office’ 10 ensure that the extent of audit
prescribed in this respect is adhered to, - ; )
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This record will shew inter alia :—

(a) number of final bills on running account and other bills based on
Measurement Books of Periodical ~Services Measurement Books
which ‘were paid during the period covered by the local audit ;

(b) the number of bills of each category (i.e., final bills on running acco-
unt and other bills ) selected for check with the Measurement Books
or Periodical Services ~Measurement = Books;

(c) number and pages of Measurement Books or  Periodical - Services
Measurement. -Books checked - arithmetically, and results of check.

25. G.E’s Unit Accountants should carry out the inspection . of = Sub-di-
vision Officer’s Offices and be responsible for the check of all numerical and
quantitative store ledgers, accounts, ete., maintained in tiose offices ( as dis-
tinct from Revenue Accounts which will be checked by the Central Audit
Party). A list of such ledgers and accounts showing the cxtent of this check is
given in Part IV. Normally the Sub-divisional Officer’s Offices should be
visited half yearly. The audit will be conducted by the Unit Accountant
in the manner laid down in Part IIl and with reference to any relevant ins-
tructions issued from time to time.

26. The quarterly local audit programmein respect of :S.D.0’s numnerical
store accounts should be submitted to LAO (MES) concerned by the Unit
Accountants who ~will “scrutinize and approve the same and intimate to the
unit Accountant the month’s accounts selected for his detailed audit. In cases
however when the move of staff to outstations ‘in necessary and the grant of
T.A. and D.A. isinvolved local audit programme should be sent to ‘E’
Section of the F-C. (works) concerned for necessary sanction after this has been
scrutinized by the L. A.O.

27. The records of the result of the Uit Accountant’s inspection and
audit will be scrutinize by the L. A. O. and the work of the Unit Accounfants
in this respect will be test checked by the L.A.O. and the Central Audit Party
to the extent of '10% in selected Sub-divisions preferably those situated in the
same station as the Garrison Engincer’s Offices.
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ANNEXURE ‘A’
EXTEND OF AUDIT
Particulars Whether chec- Extent of check by
ked or pre- Local Audit
pared by the Officers MES/Local
G.E.’s Unit Audit Staff.
Accountant

Remarks.

HALF YEARLY INSPECTION BY LOCAL AUDIT OFFICER.

Examination of the list of vou-

chers up (o Tk. 25 each and the

scrutiny of the vouchers them-
selves.

Examination of the Acquittance
Rolls.

Verification of counterfoils of
receipt books with relevant
entries in the Cash Book or
with the Schedule of bills in the
case of receipts given in exchange
for treasury receipt.

Linking Schedule of Bills,
cheque sligs and cheque demands
showing cheques issued by Con-
trollers with the Cash Books.

Checked by
the Unit Acco-
untant,

Ditto,

Ditto.

Ditto.

One month’s trans-
actions in twelve.

Months, (at the
end of the twelve
months).

One month’s
transactions in six
month,

10 per cent of the
total number of
cheques issued to
the G.E. etc.

HALF YEARLY AUDIT BY LOCAL AUDIT STAFF BILLS

Check of bills (including requisi-
tions ) against Measurement
Books and against Periodical
Services measurement Books.

Arithmetical check of works,
bills and requisition not required

Checked by
the Unit
Acctt,

Ditto.

to be submitted to the F.C. (works)

vide Paragraph 537 Regulations
for the MLE.S.

10 per cent of all
bills based on
Measurement on
P.S.M. Books.

Asg many item as
work up to a total
of 10 per cent of
the amount bill.

CASUAL PERSONNEL BILLS.
Check of rates and arithmeti- Checked by  One month’s bills
cal check. the Unit in a completed
Acctt. half year.

Check and audit of Master
Rolls (Excluding checking of
arithmetical calculations).

Checked by
the Unit
Accountant.

MUSTER ROLLS

One month’s trans-
actions in a half
year.

Complete
check to be
exercised
in other
respects.




1 2 3 4 5
9; Checking of arithmetical calcu- Checked by  One month’s vou-
lations in Muster Rolls. the Jnit chers in twelve (at
Accountant  theend of the

twelve months).

MEASUREMENT BOOKS AND PERIODICAL SERVICES MEASUREMENT BOOKS.

10. Checking of Measurement Books  Checked by . Only in respect
(including check of arithmetical the Unit bills selected for
calculations). Accountant, check vide item 5.

11. Checking of arithmetical No. 1. Arithmetical Note —If
calculations in Periodical calculations nil the checks

Services Measurement Books and
audit thereof with vouchers, loss
statements, demolition statements,

after the initial 10094 in (i) and
check in over. (ii) above
2. Linking with vou- are carried

and completion reports, chers (requisitions properly if
etc.) for additions effect P.S.M
and alterations Books
Loss statement will be
(Buildings) de- checked
molition statements folly.
and completion re-
ports for new

construction 1009%;

WORKS ACCOUNTS REGISTER OF APPROVALS TO WORKS AND REGISTER OF

SANCTIONS.

12.(a) Check of Register of sanctions  Checked by On: month’s tran-
(BAFW-2252) and Register of the Unit sactions in six
approvals to works (BAFW-1816 Accountant months.
with the original sanctions.

(b) Audit of expenditure against Ditto. Ditto.

sanctions recorded in the
Register.

ADMINISTRATIVE APPROVALS AND TECHNICAL SANCTIONS

13. (A) Audit of Technical Sanc- Checked by ~ One month’s trans-
tions. the Unit actions in a half
Acctt. year.
(B) Check of the record of sanc- Ditto. Ditto.

tions against which expendi-
ture is audited.

REGISTER OF APPROPRIATIONS ETC.

14. Check of with the relevant or- Checked by Ditto.
ders and re-appropriation the Unit
statements, Accountant

15. Checking of construction Ditto. Ditto.
accounts for works estt. and
Tools and plant charges etc.
with the Regr. . of sanctions.

Approvals to works appropria-
tions requisitions, and with con-
tractors ledgers, and also chec-
king of the postings with relevant
vouchers and checking of totals.
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and store transfer vouchers elc.

3 8- 3 4 5
16. Checking of ‘the coiitractors led- Maintained '~ One month’s Positions of
ger with relevant vouchers inclu-  ~ by the Unit “sactions in a half vrs. for
ding checking of tofals'and balan-"' Accountant. year. issue of
ces. Lad stores to
: confractors
Sr to be chec-
ked in full
) ’ vide item 25
A Checking of the-tegister of un- Checked by Ditto.
paid wages with casual perso- the Unit
nnel bills and Muster Rolls Acctt.
-and tracing subseguent payment
e of ' unpaid 'wages info the ) i
I Register. i 1) .
1'&. ** Checking of Register of Barrack Ditto. Ditto.
it mages, 300" y R
19. . . Check of the register of requisi- Ditto. Nil No check
tions with relevant requisitions is mecessary
and register of appropriations beyond
- : Sl sesing that
the total
sanction has
not been
J I exceeded.
20. Check of transfer eniries and Ditto. One month’s tran-
transfer vouchers sactions in a half
[ if . ¢ ¢
21 Watch over special recoveries of Ditto. anotpitto.
all kinds ordered by competent » g
authorities, .
22. Watch over recoveries of depart- Ditto. Ditto.
meml charges. F 1077
23. Checking of the Rﬂg‘_i%tgr of sanc- = Maintained Ditto.
tions (BRFW—2252) th paid by the Unit £
bills relating to general charges accountant
(including linking of biils con- o
taining charges for pay of malis
employed in hired buildings with
lease agreements of those
buildings.
STORES ACCOUNTS ETC:-
24. Check of the materials accounts Material One;month’s tran-
with the relevant vouchers (inclu- 4/ account is sactions i a_year.
ding comparison of the balance . .. checked by
of the materials account with the Unit
the summary of mate:ials Accountant
registers). ¢
25 Audit of stores indents and Checked by the One month’s vou- = Vis. rela-
transfer vouchers (i) Checking Unit Aczoun-.. chers in a haif _ting to the
of the pricing with the Stock tant. L R sale of sues
Book Rates (ii) Audit of indents : B {0 contractors
to be audi-

ted in full.
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; 2 2 3 4
26. Annual scrutiny of estimates for *° Checked by © 33-1/3% of the esti-~ ="
renewal of furniture. tha Unit mates sanctioned '
Accountant. - dma year should ©
be checked.
96-A. Register of drawing and Scientific © Not checked One_ month’s tran-
instruments ete. on charge-check by the®nit  sactions in a' half
of with relevant vouchers. Acctt, year.

27. . Scrutiny of loss statements Checked by  Two month’s tran-

and Register of losses. the Unit sactions in a half
. Acett, year.

28. Check of workshop acctts. and Ditto. One month’s tran-

workshop returns. : 4330 sactions in a haif
: iyear,
REVENUE ACCOUNTS

29. Checking of the rent Assessment Checked by 10094
Statements including the checking  the Unit
of postings of these statements Acctt.
in the Rent Assessment Ledger,

30. Checking of the Rent Assessment ~ Maintained ' Onge in a year,
Ledger both with the Register “by the Unit ‘
of Buildings (including Register acctt.
of sanctions in respect of hired
buildings) and Revenue Legders. :

31.  Audit of the occupation returns Checked by ~ Annual returns to ¥
(Annual and monthly) and chec- the Unit be checked com-
king of the occupation returns Acctt. pletely and there-
in the Revenue Ledgers. after two months’

transations to be
checked ina half -
vear. ;
31-A.  Scrutiny of all sanctions to
the remission or reduction Ditto. two month’s sanc-
of rent except those accorded tions in a half
under Paras 22 (b) and 22 (bb) year.
“Qrs. and Rents”.

32. Comparison of the Revenue Led-
ger with the Register of sanctions  Ditto. Onee every half
to verify that all hired buildings year.
are shown in the ledger. °

33. Checking of rent bills with en- Prepared by  Two months’ trans-
tries in the Revenue Ledger. the Unit actions in a half

Acctt, year.

34, Scrutiny of bills of water and Not checked Dittd,
electricity in respect of paying “by the Unit
consumers paying direct to MiE.S.  Acett.

35. Linking of bills for i-ates and
taxes with the rent Assessment Checked by Ditto.

Ledger and Revenue Ledger: the Unit
te verify the recovery taxes Acctt,

when recoverable from the tenant.

08
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1 2 2 4

36. Linking of transations relating to ~ Not checked by *100%
hire of furniture with the Rent Unit Accountant,
Assessment and Revenue Ledgers,

b Checking of Register of Buildings ' Checked by  10% of amend-
Civil and Military, the Unit ments to Register

Acoctt, of Buildings issued
and a general veri-
fiction that amend-
ments where neces-
sary have been
issued,

38. Checking of the arithmetical Not checked One month’s tran-
calculations in the Meter Rea- _by Unit Acctt. sactions in a quarter.
der’s Books {Electricity and Water)

39. Checking of the postings in the Ditto, One month’s trans-
Consumer’s ledgers with Meter actions in two
Reader’s Books including checking months
of the calculation of charges with
reference to the prescribed rates
(also including check of
Meter Reader’s Bock with
the Return of Recoveries of
Water in the case of non-cntitled
consumers in a Cantt, Station).

39-A. Checking of postings of items Checked by  Two months® trans-
in the return of recoveries for the Unit " actions in a half
electricity and water with entries Accountant, year,
in the Revenue Ledger.

40, Audit of consumers ledgers in-
cluding checking of the title of Not checked One month’s trans-
free supply and the comparison by the Unit  actions in a quarter.
of the Consumer’s Ledger and Accountant,

Fan and Meter Register with

the Return of Recoveriss in

order to see that the returns for

the period hava been correctly
prepared.

41, Check of chjectionable items Prepared by  One month’s tran-
statement, the Unit sactions in‘a half

Acccuntant, year.

42, Checking of the posting in Depo-  Ditto. Ditto.
sit and MES Advances Registers
with the relevant vouchers in-

, Cluding checking totals and balances.
43, Scrutiny of Deposits and Maintained A general scrutiny
M.E.S. Advances Register, by the Unit ~ as to the proper
Acctt, mcaintenance and a
review of all out
standing should be
made every haif
year,

L

—
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Note.—In all cases when “one month’s transactions in twelve” is prescribed
(or one “month’s transactions in a half year” or “One month’s transac-
tions in quarter” etc.,) it is important that the test should be regarded
as covering only those months accounts which are already completed
and closed at the time of the test, zny accounts then open and ail
future ‘month’s accounts must be considered as lable to test check at
future wisit, and not as already covered by the previous test. For
example, if a Garrison Engincer's Accounts Section is visited in May
and the accounts for March are selected for test check of item 43
above, that test check should not be regarded as a test of the half year
January to June since the accounts for May and June (and possibly
April) were still open at the time of the test.

LS : it L B 2 e R

2. 'the above statement does not include items of work which are com-
mon (o Army und M.E.S. (e.g., checking of Railway Warrants, Credit Notes,

. Equipment Ledger in respect of Ordinance Stores, etc., etc.). In such cases

the percentage of local audit as prescribed for the Army will also apply to

M.E.S. formations (See also para 220). = et £

3. Over and above the complete audit applied to the month’s Accounts
selected for full audit (shown in column 4) all transections in the remaining
montl's ‘accounts will be scrutinised broadly from a “commonsense point of
view”,

4. (i) Cent per cent check on castings, opening and closing balances is
exercised by the M.E.S. Unit Accountants.

(ii) L. A. Staff will therefore restrict the check oa “casting” to one month’s
transactions in a year with this proviso that the LAO will be at liberty to
increase the percentage in any particular case if he thinks that this course is
warranted by the staie of accounts under check. The check on “closing” and
“?p;r.ing” balances will, however, be carried out cent per cent for all the months
of the vear. . . 9]

L R —
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PART IIL-—INSPECTION
INTRODUCTORY.

. 28. This part includes only the . more important points which should
receive the personal attention of the L.A.O,, at the time of his inspection.
Registers, accounts and other documents not specifically ~mentioned herein
shouid te subjected to a general review. In deciding whether any documents,
specifically mentioned in this part or not, should be subjected to a more detailed
scrutiny the L. A.O. will be guided by their general state and by the results of
previcus mspections ond local audit. The results of inspections by higher
engmneer authorities as also the financial and of

i 0 ] C ther irregularities which come to
notice ofherwise will also be taken into account in determining the extent of
scrutiny of such documents, -

Bt -1E

Imprest and Cash Book: Slog ki et e
29. The following paragraphs describe the main checks to be applied tol

the Imprest and Assicnment accounts maintained in the Cash Book at the time
of inspection. - :

30. Cash in chest will be counted to see that it agrees with the balance of
the Cash Book. On the conclusion of the counting of cash, the L.A.O. will
agk the Cashier to complete the Cash Book as regards any outstanding transac-
tions for the day and to ‘balance’ it. y

A “Reconciliation Statement” should be prepared reconciling the bank
balances as per cash book with the balances shown in the Bank Pass Book
Bank Sta‘ement at the date of inspection. In addition, the following - checks
shounld alsc be carricd out:i— ;

(i) mark of every cntry in the Pass Book/Bank Statement from the
‘counterivils’ of cheques and ‘counterfoils’ of paying in slips etc.

(ii) Pair the entrics in the Pass Book Bank Statement with the relative
item in ihe bank column of the cash book paying particular atten-
tion to any time lags (e.g. that there is no undue delay between the
date the bank gives credit for cash or cheques paid in and the date
the remiiiance is alleged to have been paid in or ought to have
been paid in; similarly that the cashier brings to account promptly
in the cash column any cash with drawn from the bank).

31. After the above checks have been carried out, the cash book will be
checked in the case of imprest with the schedules of bills, and cheque slips to
see that cheques issued to imprest holder whether in favour of the Garrison
Engineer himself or in favour of contractors’ (except those issued to the con-
tractor’s bankers direct by the F.C. (Works) have been accounted for in the cash
book. The item in thc schedules checked with the cash book will be initialled
by the L.A.O.

Note.—Before commencing this check the L.A.O. will see that the file of the
schedules in complete and in serial order and that there is no break in
the serial Nos. since the last inspection. On completion of checks the
last schedules linked will be suitably endorsed to indicate the sche-
dules from which linking at the next inspection should commence.

In the case of assignment, the cash book will be_c_hecked with reference
to the counterfoils of the cheques and receipts, and original cash vouchers on
record with the F.C. (Works) and U. A.
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32, The opening balance in the cash book at the time of inspection will
be compared with the closing balance of the previous month and cash book
checked completely with the connected vouchers. The following points will
particu’arly be looked into at the time of this check :—

(i That no payment has been made without the claim having first

been checked by the Unit Accountant and passed by the Garrison
Engineer, .

Aii) That the vouchers are complete in all respects and that the alloca-
tion noted thereon is also recorded in column 7 of the cash book
(in the case of pre-audit bills the head of account will 1ot be shown

in column 7 of the cash book but only the words ‘preaudit bills’
will te noted therein).

- (iii) That miscellaneous receipts and amounts left unpaid from cheques
for muster rolls, casual personnel bills and salary bills, if credited
to imprest, do not increase the authorised limii of the imprest.

(iv) ‘That the posting of cash book is ot in arrears (i.e., it is posted as
transactions occur).

(v) That the procedure followed in the division is to make payments

in the presence of an officer or a subordinate duly authorised by
the ‘Garrison Engineer on his behalf.

(vi) That there is no undue delay between the date of receipt of a
cheque and the date of actval disbursement, or (in the case of
vouchers to be paid from imprest) between the date of
passing a bill by, the Garrison FEngineer and date of payment

“(vii) That no payment has been made from imprest which under rule is
required to be made only after preaudit.

(viii) That the amount of imprest sanctioned is noted on the top of the
: form in red ink before the transactions for each month are re-

corded in the Cash Book and that the sanctioned amount is not
exceeded,

. (ix) That the cash book is regularly checked by the accounting officer.

33. The L.A.O. will ascertain the procedure following for the handling
and custody of cash and, he will -also see that adequate arrangements have been

made for safeguarding the cash and important documents relating to cash
transactions,

34." Current demands for cheques made by the Imprest Holder’ outstation
Assistant Garrison Engineer or impest holding Sub-division Officers will be
checived {0 see that the bills and muster rolls were actually passed before the
demands were made.

N.B.—Only bills and muster rolls under demand at the time of the inspec-
tion need be seen.

Original Vouchers in Possession of Unit Accountant :

35. The files of original vouchers (not required to be submitted to the
F.C. (Works) on record with the Unit Accountant will be obtained and the vou-
chers subjected to a general review. In the case of vouchers audited by his
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staff since the last inspection, the L.A.O. will see generally) that in selectin
items for arithmetical check the discretion vested in auditgr has been uses
propexly.

.. 36. The register of receipts books maintained by the Unit Accountant
will e examined to see that :—

(i) It is properly kept ;
(ii) bocks are issued to individuals authorised to issue receipts.

(iii) counterfoils of used books are returned without undue delay to the
Unit Accountant for record. :

. “he stock of blank receipt books in hand will be checked with the entries
in the register. '

- 57. All receipt books completed and returned to the Unit Accountant
since the date of the last inspection and those still in use and in the possession
of individuals to whom issued as shown in the Register of Receipt Books will
be obtained and examined to see :(—

(a) that no pages are missing ;

(b) that the counterfoils are initialled by individuals authorised to issue
receipts ;

{c) that, if a counterfoil has been cancelled, satisfactory reasons for
cancellation are recorded and the cancelled foil is attached ;

(d) that, except for valid reasons books which have been completed are
noi retained by the individual in whose name they were issued ;

{(e) that in the case of completed receipt books which have been return~
ed to the Unit Accountant he has recorded on the cover of the
book a certificate to the effect that he has verified the amounts
entered on the counterfoils with the relevant entries in Cash Bock
or in the Schedule of Biils as regards receipts issued in exchange
for treasury receipts.

38. All receipts issued during the selected month (vide Annexure to
Part I of this Manual) will be checked in detail with reference to the following

points :(—

(i) That amount received as noted on the counterfoil is traceable in
the Cash Book or in the abstracts of Receipts and Charges (in the
case of receipts issued in exchange for the treasury receipts) and
that the particulars noted in these documents are correct;

(ii) That in accepting cash, rules on the subject are not deviated from
and that if any S.D.O. or Overseer accepts cash on behalf of
Government the sanction of the C. M. E. 8. [which should be
accorded with the F.C's (Works) concurrence] exists to this

arrangement,

39. After the above check has been exercised the receipt entries in the
Cash Dook and the abstract of Receipts and Charges will be reviewed to see
that no unlinked items remain for which formal receipts should have beew;

issued.
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Register of Unpaid Wages :

40. The register will be examined in order to see that jt is properly main-
taincd, that it is checked and initialled by the Unit Accountantpthal.)te agicquatc
acuion is being taken with regard to the clearance of outstanding items and that

arrears not claimed within a period of twelve month of their becoming due are
regularly marked off as forfeited,

Bill Register :

41. The Bill Register will be examined to see that bills are disposed of
promptly. Necessary enquiries will be made about the outstanding bills and
cases in which abrormal delays are evident or which otherwise seem to requirc
investigation will be carefully examined. If will also be seen that the arrear
list of bills prepared on every Monday is on record.

Measurement Books :

42. The Register of Measurement Books maintained by the Unit Ac-
countant will be examined to see :—

(i) that the receipt issue and return of Measurement Books and their
transfer from one subordinate to another are properly recorded.

(ii) that the register shows for all completed books the date on which
they will become due for destruction and that books already due
for destruction have been destroyed.

43. It will be verified that a census is taken of all measurement books

once a year with the Register of 'Measurement Books with a view to ensuring
that no book is missing.

44. All measurement books in use together with those completed since
the last inspecticn will be examined to see :—

(i) that the index is complete;
(ii) that the cubic contents or area aré catéred in ink ;

(iii) that measurements are taken by S.D.O. himself or, if taken by any
of his subordinates, the currency is checked by the S.D.O.
that the G.E. or the A.G.E. checks a sufficient proportion of all
measurements taken in the division and that the arrangements in
force for taking measurements and for checking measurements
taken by officials of low standing and the reasults of the checked
measurements areé not such as to indicate laxity of financial
control ;

N.B.— Look for dated initials of the S$.D.O. and G.E. or the A.G.E.
against the items of measurements checked by them.

(iv) that the dates on which the measurements have been taken are
recorded in the measurement book.

(v) that the Unit accountant’s certificate of check of the measurements is
~ endorsed at the end of the pages checked.
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(vi) that dates of transfer of measurement books fram ome S.D.O,, to
another are given on the measurement book itself. (Verify this
date with the date shown on the Register of Measurement Books).

(vii) that on completion, measurement books are promptly returned to
the Unit Accountant, Garrison Engineer’s Office and are not un-
necessarily retained by subordinates. ;

(viii) that no pages are missing.

(ix) that the entries in the measurement books are clear and are
properly made, that all corrections therein are properly attested, so
that their authenticity cannot be disputed in a court of law.

Note 1.—When examining measurement books instance delays between the
dates of measurements and the date of submission of bills. Also
see whether the Unit Accountant has maintained a record of such
instances of delay and of any other serious irregularities noticed in
measurement books.

Note 2.—If or any reason a particular measurement book cannot be produc-
ed for inspection a note of the number of the books will be kept in
the inspection report so that it will be specially examined at the
next inspection.

Note 3.—A few entries in measurement books selected at random should be
checked to verify that the Unit Accountant and the L.A. staif
exercise an efficient check over the books.

Periodical Service Measurement Books :

45. The P. S. Measurement Books will be examined with reference to
the following voints :—
(i) that each P. S. Measurement Book contains a certificate to the
effect that not less than 5 per cent of the measurements shown
thercin have been checked by an officer.

(ii) that the books are kept up-to-date and are certified as correct by the
G.E. and that all corrections therein are duly authenticated. A
few cases of new buildings and of additions and alterations to
buildings, etc., will be selected to see that P. S. Measurement Books
have been completed or altered accordingly and that the entries in
the P.S.M. Books have been checked by his staff.

(iti) that the particulars of the check exercised by the local audit staff,
i.e., the date of check and the pages or items checked have been
recorded in a fly leaf of each P. S. Measurement Book and signed

by the auditor.

(iv) that the general condition of the books is satisfactory and that there
are no signs of unauthorised correction and interpolations efc.

(v) that a reliable record of periodical repairs executed is maintained
in P. S. Measurement Books.

Note.—The record! of execution of repairs maintained in P. S. Measure-
ment Books will be reviewed generally to sce that it is a 'reliable
on¢ and the sanction of the competent authority has besn obteined
in cases where repairs were executed before they fell due.
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Contracts @
46. The L.A.O. will gxamine :~—

a) the index of contracts'showing the particulars of contracts given
out :

(1) the duplicate copies of accepted contracts;
(c) Master Note Book ;

To see:

(i) that duplicate copies of accepted contracts and amendments therc-
to have been carefully filed ; !

(i) that each contract has been given a serial number and ‘the year of
contract ;

(iii) that the special points of interest coming to the notice of the Unit
Accountants, Garrison Engineers’ Offices, regarding the working
of coniracts have been noted in the Master Note Book as provided
for in M.E.S. Accountants Manual.

The L.A.O. will also examine and comment on any special point of
interest recorded by the Unit Accountant in the Master Note Book.

47. The L.A.O. will see that in the case of contracts signed by a person
holding powers of attorney on behalf of a contractor, a copy of the power of
attorney, duly attcsted by a Court of Law or an officer of the Political Depart-
ment in the case of Tribal areas, is recorded with duplicate copy of the accept-
ed contracts,

48. Tt will be ascertained from the Unit Accountant and the Garrison
Engineer that provisions of paras. 91 and 103 of M.E.S. ‘Accountants Manual
are actually being observed in the division and that draft contract documents are
eventually converted into agreements. If for any reason, this was not done in
any paerticular case and a fresh contract was drawn and concluded, the L.A.Q.,
will scrutinize the contracts, as actually concluded with special reference to the
original draft.

49, The list of approval contractors maintained by the G.E. will be
inspacted to see that contractors are takenjon the list with the sanction of the
competent authority. From the names entered in the comparative statement of

tenders, it will generally be seen that the tender forms were issued only to ap-
proved contractors.

Contractors Ledger :

50. The contractors ledger will be reviewed to see that it is maintained
in accordance with the rules and that the record maintained is reliable for pro-
duction in a court of law, if necessary.

51. A few debits for stores in the contractors ledger will be checked with
the acknowledgements of each contractor for the value of stores issued to him
and the rates charged verified with the contract agreement. It will be seen that
the ackuowledgements are serially numbered, can easily be produced, are
securely filed and that they are kept under lock and key.

-
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52, Some credits to contractors for wnused i IgiRined dham
Wil be audited with a view to secing that no ii-regﬂarity' is involved ?nd that
the trat szctions do not result in loss to the State.

93. Investigations will also be made into the causes of amy heavy and
old ouistandings and it will be verified that adequate action was znd isvybeing
taken for their adjustment. - ;

Security Deposits :

94. The Register of securities will be examined with reference to the
following points : — !

(i) that the receipt or disposal of the security deposit of contractors
and establishments are duly recorded therein ; '

(ii) that original acknowledgements of depositors  for the refund of
security deposit have been properly filed with the register ;

(iii) that the Garrison Engineer has recorded annually a certificate to
the effect that all securities or the acknowledgements of the autho-
rised custodians are in his possession or in that of the F.C. (Works).

(iv) that security furnished in the form! of Post Office Savings Bank
deposiis has been duly hypothecated to the Garrison Engineer and
that Savings Bank Pass Books exist for all such deposits noted in
the regsister.

{v) that (a) acknowledgements of Government securities have been
received from the F.C’s. (Works) Office (b) they are entered in the
register and (c) it will also be seen that the items are verified with
the account published by the F.C, (Works) in Part II of the Gazette
of Bangladesh.

95. It will be ascertained whether store-keepers, cashiers (whether
perinanent or temporary) and overseers, etc., in charge of cash and stores have
-given security, and if so to] what extent and in what shape. It will also be
seen that necessary security bounds (BAFW-1802) have been taken and
recotded. If exempted from furnishing security, necessary authority for ex-
emption will be looked for. It will {also be verified that action is taken for the
adjustment of old items.

Camnzl Fersonnel ;

56. The sanctions to the appointment of casual personnel showing the
period of engagement, the work for which required and the rate of pay allow-
ed, recorded chronologically in a separate file by the Unit Accountant will be
examined to see that there are no cases in which the cost of clerical establish-
ment entertained in excess of sanction has been or is being irregularly charged
to works and that the number of chowkidars employed for vacant buildings is
justified with reference to the location of each building or area.

1t should fusther be seen that no leave salary is allowed to such personnel
except during casual leave granted under the provisions of para. 35 (iv) of
the Regulations for the M.E.S. Their service Records will be examined te

the extert and in the manner indicated in para 220.
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Acquiftance Rolls :

... 97. All paid establishment bills, etc., since the time of the last inspection
will ke obtained and it will be verified that acknowledgements, stamped where
necessary have been obtained from subordinate engineering and office establish-
ments.

Construction Accounts and Connected Registers :

58. The following registers, ete., will be examined generally to see that
they are propeily maintained, that lthey are kept complete up-to-date, that they
bear the initials of the Unit Accountant in token of his check [of the registers
and that they hove been audited by the local audit staff in accordance with the
programme for local audit :—

{i) Construction accounts for works, Establishment charges and Tools
and Plant.

{ii)) Register of sanctions (BAFW-2252).

(ili) Regizter of approvals to works (BAFW-1816).
(iv) Register of Appropriation (BAFW-2224).

(v) Register of Requisitions.

(vi) Contractor’s Ledger.

{(vii) Register of Barrack Damages.
(viii) Labour Reports.

59. The construction account folios of a project and a maintenance sub-
head in respect of different sub-divisions will be asked for and examined gene-
rally to see that the construction accounts are properly maintained and recon-
ciled by the Unit Accountant. The monthly totals will be compared with the
figures shown in the relative expenditure returns against the project or the main-
tenance cub-head in order to verify that proper arrangements exist for enabling
the Garrison Engineer to watch progress of expenditure against estimates and
budget grants.

Register of appropriations :

60. The Register of Appropriations should be generally reviewed and
grants sllowed during the last quarter of the financial year should be specially
scrutinized to see whether there were any cases, where orders were issued
which in any way tend to encourage the spending of grants at all cost. If so,
it is the duty of audit to take objections to them as involving risks of extra-
vagance or irrcgularity. ¥ possible, particular cases will be specified to show
thst the amount of work done was so large that it is impossible for it to have
been properiy done in the time available.

Transfer vouchers and transfer transactions :

61. The L.A.O., will review generally the file of transfer vouchers, and
select detailed scrutiny a few involving @ reduction in the charges against
the accounts of a work,
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Guard %ile of I, D. Schedules :

62. Guard file of the I.D. Schedules will be subjected to a general
scrutiny to see that it is properly maintained and that there are no cases i
which the adjustment of I.D. Schedules has been unduly delayed.

e T B L e : .

Revenne :

63. The L.A.O’s scrutiny of (i) Rent Assessment Ledger, (ii) Revenue
Ledgers, (including the record of miscellaneous items of Revenue) and (iii)
Consumers Ledgers consists of seeing (i) that they are properly, maintained
on authorised forms, (ii) that they are posted up-to-date, (iii) that the
first two ledgers are initialled by the Unit Accountant in token of his check
and by the Garrison Engineer in token of his scrutiny and (iv) that they have
been audited by the local audit staff in accordance with the programme for local
audit. Special attention will be paid to cases where a falling off is
noticed in the revenue derived from any particular property.

64. The old outstandings under the various sub-heads of revenue will
be noted and it ‘will be verified that proper action has been taken to effect
realisation of the outstanding demands.

65. If there is any source of revenue in the division other than rents of
buildings including electrical installations, hire of furniture and water and
electricity charges, e.g., sale of grass and other usufruct, etc. (referred to in
para 443, Regulations for the M.E.S.) rent of land, it will be verified that it
bears the initials of the Unit Accountant in token of his check of revenues (i)
the time when the revenue falls due, (ii) the balance due and (iii) the steps
taken for realizing it. The arrangements in force for watching the realization
of these items of revenue i.e. whether the arrangements are likely to result in
a leakage of revenue receipts will be examined and commented upon if

necessary.

65-A. Sanctions accorded by the Administrative authorities to the
reduction or remission of rent, except those adopted under paragraphs 22(b)
and 22(bb) “Qrs. and Rents” should be scrutinised and a report sent to the
F.C. (Works) when necessary.

66. The “Visitors Book” maintained in M.E.S. Inspection Bungalows
will be checked to see that the amounts realized are .in accordance with rates
of rent prescribed by the C.M.E.S. and that these amounts have been credited
to Government and brought to account under the revenue sub-head concerned.

67. The account of recoveries made by the M.E.S. for the charging
of privately owned secondary batteries will be examined to see that it has been
properly kept, that the Garrison Engineer’s permission for the work exists,
that recoveries have been effected to correct rates and brought to account
and that if any repairs, etc., are carried out, the actual net cost and departmen-
tal charges have been recovered.

68. By a general scrutiny of the Stock Register, Materials Register,
Road Metal Register, Station Furniture Register, Distribution Ledger the
Register of Articles of Tools and Plant on charge and Distribution Ledger
Tools and Plant the L.A.O. will scc that there is an indication that the stores,
furniture and tools and plant have been checked during the last 12 months
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by the Garrison Emgineer or amother officer appointed by him.  Stock{aking
reports will be obtained and it will be verified that proper action has been
taken on cases of surpluses and deficiencies noticed at the time of stocktaking.
In the case of Stock register it will be seen that maximum and minimum
quantity for the various items of stock has been fixed by the Garrison Engineer
and a few important items will be test checked in order to see that there is
no tendency to exceed the maximum limit.

69. The following registers and accounts will be reviewed generally to
see that they have been properly maintained, that they have been initialled
by the Unit Accountant in token of his check where necessary and that they
have been audited by the local audit staff in accordance with the programme
of local audit :—

(1) Station Register of authorised furniture.
(2) Plant Record Book and Fan and Meter Register.

70. A few transactions of fans issued on hire as recorded in the Fan
and Meter Register will be linked with the Revenue Ledger to verify that
hire charges are being recovered.

71. 1If the division has a stock of coal, fuel or oil for consumption at
power houses, etc., it will be seen atisfactory -arrangements are in force
for controlling the consumption of'-é?&tc. It will also be seen how the
monthly consumptions compare with, e another.

Register of Losses :

72. The register will be reviewed generally to sce that it is properly
maintained and that the cases of loss (Particularly under the following heads)
are not indicative of any serious disregard of rules : —

(i) Losses due to adjustment of stock to market rate or disposal of
stores at less than stock book rates.

(ii) Losses or deficiencies during transit.
(iii) Losses or deficiencies while in store.

The L.A.O. will make it a point to investigate cases of serious loss to
Government due to depreciation of stock articles and to bring home the respon-
sibility for any inadequate arrangement for storage of stock articles.

Register ¢f Buildings Military/Civil :

73. This register will be generally examined with a view to seeing that
it is maintained properly, that correction slips are passed promptly and that
no correction is made in the register without quoting reference to the number
and date of amendments. (The L.A.O. will make sure by test checks
that the Unit Accountants copy of the register and the working copy of the
Garriion Engineer agree with each other).

FUARERDRL R ST e e FEES P8 AT et S T S

Guard File of Specimen Signatures :

74. The file will be examined to see that it has been properly kept and
that it contains specimen of the signatures of all officers and sub-ordinantes
preparing bills or holding imprests. ;

- fry
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Register af Suspense Acceunts:
75. These registers will be carefully examined to see :—

(a) that proper action has been taken towards the clearance of old
outstandings, if any.

(b) that no item is allowed to remain oufstanding longer than is
necessary .

(¢) that no-item which should under rule be debited or credited to
some other head of account is debited or credited to the suspense
accounts,

Schedule of Rates :

76. The schedule of rates will be generally scrutinized to see that it is
kept corrected up-to-date and that the date of amendment is clearly and
correctly noted against each amendment so as to facilitate discremination in
cases in which that revised rates should apply. It will also be ascertained
that analysis of rates exist for each item.

Objection Statement: ~~ ~ *An}:.
" "

77. The general abstract refortgd Yo-in item 12 para 353 M.E.S.
Accountants Manual prepared by the Unit+ Accountant will be inspected and
initialled by the Inspecting Officer M.E.S. in token of his examination.

The ouistanding objections will be scrutinized and it will be seen that
adequate action has been taken to effect their clearance.

Books of reference eftc. :

78. It will be seen that all codes, books of regulations and files of
sircular letters maintained in the account section, are kept corrected up-to-date,
that the account records are properly arranged and obsolete and time expired
records are duly eliminated in the manner described in para. 379 of the
M.E.S. Accountants Manual.

Supply of working Forms :

79. The supply of working forms in hand will be examined to sce that
they are not in excess of or below reasonable requirements.

Stock Verification :

79.A. L.A.O., M.E.S. on his periodical visits to G.PB’s Headquarters
will carry out physical check of selected stores, furniture, T and P. ete. stocked
by E.S.Ds. and M.E.S. Units /Formations except at outstations which _v_nn
be carried out by U.A. on behalf of L.A.O. during his periodical visits.
L.A.O. will draw up a list of valuable and easily saleable articles, in consulta-
tion with the Cs. M.E.S. concerned and the E.in-C’s. Branch, H.G.C.
which will be kept as confidential, under lock and key by the L.A.D. The
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physical verification should be garried out by. the L.A.O. in company with
the store-holder. The result of stock verification will be recorded in the stock
verification reports to be signed by the L A.O. and the store-holder. He
- will watch carefully that the discrepancies both surpluses and deficiencies
‘pointed out by him are correctly accounted for wunder rules, L. A. O.
(M.E.S.) may also at his discretion verify the stock of articles not included
in the above list when he feels that there is an occasion for doing so. He
should give advance notice of the dates on which the stock verification will be
carried out and the particulars of the facilities such as provision of labour etc.,
required by him.




26
BN TRRmes PART II[\~-LOCAL*AUDIT < -/ o1 ®
[inpreﬂt/Assignmem and Cash Book : S :

80. Before the audit of imprest/assignment and Cash Boek is taken
.p, it will be verified that'all the cash vouchers of the month have been
- received from  the Finance Controller (Works). If there are any vouchers
not yet submitted to the F.C. (Works) a note will be kept with a view to obtain-
ing the same from the F.C. (Works) at the time of the next visit. Similarly the
files of original vouchers recorded by the Unit Accountant will be reviewed to
see that, with reference to the Unit Accountant’s certificate on the office copy of
the forwarding list, no voucher is missing. After the above verification has
been done, the vouchers paid from the imprest will be examined in detail to see
(i) that the charge is in order, (ii) that the rates charged and calculations
are correct and (iii) that the terms of the contract, if any, have been complied
with. It should be seen in particular that all the vouchers were checked by
the unit accountant and passed by the Garrison Engineer at the proper time
and no voucher has been held back which should properly have been submitted
to the F.C. (Works).

Master Rolls, cfc.:

81. The audj.t of Muster _R-O_nsnwi]l be conductcd with- Specia.l reference
to the following points :— B o

(i) that names of individuals and other particulars of identifications
are shown in the Muster Rolls in such a way as will not admit of
a double claim being preferred for the same man.

(ii) that the rate per diem allowed is appropriate to the class of labour
and does not exceed the standard labour rate without the sanction

of the competent authority.
(iii) that the total number of days is correctly worked out.

(iv) that the amount shown as payable is correct iwith reference to the
number of days worked and the rate per diem.

(v) that the allocation to various works of the .amount paid has been
worked out correctly and agrees with the amount of labour actually
employed on these works.

(vi) that the Muster Roll agrees with the Labour Reports in cases in
which the submission of such reports has been ordered.

(vii) that the Muster Rolls do not include charges for petty supervision
unless authorised by the C.M.E.S. nor do .they include charges
for labour engaged through the agency of a contract which should

be paid for on C.P. Bill.

(viii) that payments for overtime if over Rs. 50 in any ofie month in
~ the case of any one individual has been approved by the C.M.E.S.

(ix) that progress of work done is recorded ona Musler Roll or on a
separate sheet attached thereto. : :
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(x) that a list of stores issued to each work and expanded thereon is -
attached to the peuster roll (this list shouki be checked with the
indents, etc.,). - -

(xi) that if an item of work is stated to be unmeasurable the G.E’s
certificate to that effect has been recorded against such items.

(xii) that there is an evidence to show that the record of attendance is
: occasionally checked by a responsible officer.

 (xili) that the monthly muster roll of labour employed on repair of
furniture is supported by :— S0

.{a)‘ a list of stores issued for‘.r_cpair of furniture during month.

(b) a monthly progress report of articles of furniture repaired in

. the proforma appeaded to E-in-C AHQ letter No. 5288/

17/3, dated 26th’ April, 1939. In case where repairs to

furniture are carried out parfly by muster roll labour and

partly by personnel paid on casual personnel bills, it will be

seen that copies of the documents referred to ati(a) and (b)

' above are attached both to the muster roll and to the C.P.

Bill and suitable remarks are made on the muster roll and

the C.P. Bill with a view to linking the muster roll, etc.,
with the relevant progress report and list of stores.

In addition to the above, particulars of items left unpaid should be checked
with the relevant entries in. the Register of Unpaid wages and in cases in which
periodical repairs are executed departmentally the progress sheets should be
checked with P.S.M. Book (to the cxtent laid down,in Annexure ‘A’ Part I)
it being verified that a record of the repairs executed has been kept in the
P.$.M. Book. : 7 o AP
Casual Personnel Bills :

82. The audit of C.P. Bills consists in seeing that :—

- (i) -all appointmeats have been sanctioned by the competent authorities.
(ii) the rates of pay of the individuals and the period to which the bill
pertains are covered by sanctions. : o

(iii) when a casual persomnel has been employed on clerical duties
sanction of the E-in-C has been . obtained.

(iv) income-tax when due is recovered at the proper rate. .
(v) the incidence of charge is correct.

(vi) the employment of casual personnel is limited to the'duration of
the works and that funds exist for the work on which they are
employed .

(vii) the bill is arithmetically correct.

Note.—The check of C.P. Bills will be carried out on the lines laid down for
establishment bills in the Annexure to Chapter II of the Mily. Audit

~ Code, viz., bills ad hoc Rs: 100 will be audited in" full and, those

- ‘umder Rs. 100 subjected to a gemeral sorutiny and completely audited

once in every six months. sizie o) WS 93IRH7 £ o .
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83 In checkmg work bills, and rece:pt vouchers for stores, which
have to be measured or counted, with Measurement Books, it will be seen
that :—

-(i) the nomenclature of the items of work as recorded in the Measure-
ment Book correspond as far as possible, to that of the .item of
work shown both in the Abstract of the measurements (BAFW-
'2264) and in'the ‘bill.

(i) the quantities shown in the Abstract (BAFW- 2264) tally with the
details in the Measurement Book ; and that tofafs of the Abstract
agree with the totals as entered- in “the. bill .

(iii) the quantities and source of supply of stores shown in the Measure-
ment (Book tally with the entries on. the receipt vouchers.

84. The files of vouchers received from the F.C. (Works) and of original
vouchers on record with the Unit ‘Accountant will be examined to see :

(i) that for all deductions on account of security deposits formal
receipts were (issued and that the counterfoils of the receipts show
clearly that the amount was deducted from the bill.

(ii) that wages left unpaid in casual onnel bills and Muster Rolls

... for the selected month are traceable under groper dates and with
correct particulars in the Register of Unpaid wages, that all pay-
ments of unpaid wages in the same month have been  entered
against the entries affected in the register and that no time barred
claim has been entertained without proper sanction ;

(iii) that the unpaid wages traced in the Unpaid Register - [vide (ii):
above] have been accounted for either by credit to imprest or

by payment into ‘treasury.

" (iv) that charges on account of general chatges have Beéen roted where
mecessary in ‘the Register of Sanctions (BAFW-2252) ;.

(v) that bills for stores purchased have been Linked with receipt
vouchers and that the  particulars in-the latfer agree with those in
the bills.

85. Bills for rates and taxes will be checked with reference to the rent
assessment ledger and the revenue ledger to see :—

(i) that rates or taxes in the nature of house or property tax which
by local rule or custom are leviable on the owner and therefore,
have been paid 'as a charge against the State, have been treated
as a part of the assessed rent of the building and that where such
taxes have been paid by Government in respect of buildings hired
by the State, this has been done under condition of the lease.

(ii) that rates or taxes in the nature of service taxes, 'e.gi, Wwater,
conservancy or lighting tax which by local rule or custom are
-Mmummmmwmbymmm S.
.-w—---_ as & charge against the state, have béen recovered from the.tenant.
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N.B.—The occupant of a,Government owned or hired building in a hil
station is only liable to pay monthly 1/2th of the annual jamount of
service taxes during this itenancy. The balance is borne by the State.

(iii) that the element of service taxes when included in the property
tax is separately assessed and recovered from the occupants of
quarters.

(iv) that in case where a tax has to be paid partly by Government
: and partly by the occupant, the amount paid on bebalf of the
occupant has been recovered from him. In . this connection.
attention is invited to the special rule laid downin para 24(h)
A .R. Quarters and Rents, regarding the iassessment and recovery,
of taxes for buildings owned or hired by the M.E.S. within the
municial limits ‘'of Dhaka. It should particularly be seen that
- the tax upon the balance of the annual value which is borne by the
State in these special cases has been treated as part of the assessed

rént of the building.

Note~—Bills for hire of residences should be traced into 6 the Register of
Sanctions and it should be seen that all such residences be shown in
the Revenue Ledger.

Measurement Books :

86. Arithmetical calculation in respect of selected bills vide item 6 of
Appendix ‘A’ Part I will be ichecked to the extent of authorised percentage
fixed by the C.G.D.F. from time to. time.

_The measurements in respect of the |selected bills should also be checked
to see :— : .

(i) that the printed rules conmtained in the Measurement Books have
been complied with ; \

(i) that the entries are clear, explicit and self-contained ;

"(iii) tHat the quantities of each item of work as shown in the measure-
ment books agree with the corresponding entries appearing in
Abstract of quantities and prices. 1

Note .—Instances of delay in measuring up works after completion should

- also-be ‘investigated as delay in payment results in locking up contrac-

tor’s capital and increase their expenditure and consequently necessi-

‘tates higher rates.  Failare in measuring up work promptly also

provides opportunity for false and exorbitant claims on the part of
contractors.

Register of Unpaid Wages :
87. The Register of Unpaid Wages should be audited to see :—

..+ (i) that-entries for the selected month have been correetly made from
Muster. Rolls and Casual Personnel Bills
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(i) that all subsequent payments in the sglactad b hkd E

-against correct entries in the Register ;

(iii)l that all items and the irecord of subsequent payment are checked
by the Unit Acctt. and initialled by him.

(iv) that all amounts not claimed within twelve months are marked off
as forfeited to Government and that after the expiry of this period
no payments is made except junder the sanction of the Distt. or
Independent Brigade Commander concerned or, in doubtful cases.
of the Government of Bangladesh.

Periodical Services Measurement Books :

88. (i) Check completely P.S. Measurement Books in respect of cases
of new buildings or of additions and alterations to existing buildings, etc.,
with reference to the documents referred to in paragraph 16 of this Manual
and duplicate copies of completion reports on record with the LAO.

(i) In addition check calculations  in every P. S. Measurement Book
shown in the list kept by the Local Audit Officer. As a safeguard against
unauthorised icorrections etc., all corrections in calculations should be initialled
in ink by the Local Audit Staff, and additional initial being affixed for every
alteration. The (particulars of the check, i.e., date of check and  the pages
or items checked should be recorded in a fly-leaf of the P. S. Measurement
Book \and signed by the auditor. Sample initials of the individual exercising
the check should also be recorded.

Only 25 per cent of the entries in a P.S.M. Book which has once
been completely checked are required to be checked by the local audit staff
but if in a particular book a mistake is found the book should be completely
checked. New or revised books, however, should be checked fully.-

Note.—For check of bills with P.S.M. ‘Books see para 24, '

Contracts : e
89. Verify that the Unit Accountant maintains a file of duplicate copies
off all accepted contracts and subsequent amendments with a covering list
showing particulars of contracts given out and the serial number assigned to
each. &
..~ 90. With reference to the Register of Deposits and the ~Register - of
Securities verify that the required security, in proper form has been taken in
all cases except where exemption was allowed by the C.M.E.S. or the
E-in-C under para 421 Regulations for the M.E.S. for the due fulfilment
of contracts within the time specified in the agreements.

91. In addition to the above, see that :—

(a) Where necessary contracts definitely provide for credit to be
given for old materials or for their use by the contractor, in
which case the approximate quantities likely to be available
will be stated in calling for tenders (Technical Instructions of the
E-in-C, A.H.Q. No. §, dated 15t 'June, 1936). ‘
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(b) The F.C. (Warks) was consulted before the issue of temders in all
cases in which contracts provide for ‘the free supply of water to
the Contractor (Technical Instruction of the E-in-C, A.H.Q.
No. 6, dated 1st June, 1936).

(c) The duplicate copies of contract agreements have been compared
with the originals and have been certified as correct by a Gazetted
officer of the F.C’s. (Works) office.

Register of Barrack Daniages :

92. From the paid vouchers for the selected month, sort out all
requisitions and bills treated as barrack damages and trace the particulars
of the party responsible for the damage as well as the amount of expenditure
incurred on the requisitions and bills into the Barrack Damages Register.
Link the entries with the cash book where recoveries are effected in cash
and 'in the case of treasury receipts with Abstract of Receipt and Charges.
Also note if there are any old outstandings.

Construction Account for Works, Establishment Charges, Tools and Plant :

93. From the original vouchers received from the F.C. (Works) and from
muster rolls, C. P. Bills contractors acknowledgements for store received
and other original vouchers (both cash and stores) in the possession of the
[.gl’g Accountant, check the postings in the construction accounts to see :—
| B

(i) that the construction account folios are maintained in accordance
with the rules given in Appendix ‘L’ Regulations for the M.E.S. ;

(ii) that every voucher pertaining to works accounts has - found its
correct place in the construction account ;

rrpm—. o
L <4

(iii) that the total of the construction account folios are correctly
worked out and 'that the totals of the folios agree with the corres-
ponding totals shown in the Abstract of Receipts and Charges ;

(iv) that expenditure is correctly brought forward from the last year.

, The figures should be verified again after the final closing of the
previous year’s accounts to ensure that all transactions subsequent
to June Preliminary have been taken into consideration ;

(v) that sanctions and allotments noted 'in the construction accounts
agree with the entries in the Registers of approvals and Appro-
priations and that when a sanction is revised the word “Revised”
is prominently written against the amount of sanction ;

(vi) that no engineer service is executed nor any liability incurred in
connection therewith without administrative approval and technical
sanction having first been accorded or without funds having first
been allotied, except on grounds of urgent Military necessity or
urgent medical reasons when reference to the competent financial
authority would entail dangerous delay. From the construction
a considerable time in respect of a work the accounts of which ‘are
fundamental conditions mentioned above have been infringed the
report seqiised by paia 16 of the Regulations for - the M.E.S.
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has been made to the F.C. (Works). It should also be verified that po
expenditure -is incurred on Deposit Works without the necessary
fund having first been received from the parties concerned ;

that amounts shown in the construction accounts as ‘charges
against’ and ‘recoveries from’ contractors agree with the balances
shown in the personal account of the contractors in the Contrac-
tor’s Ledger ;

that action is being taken by the executive to clear the liabilities,
if any, in respect of stores which have been received for use on
works but payments for which have not yet been made. Liabili-
ties for stores as recorded in the construction account should be
checked with the Order Book for stores ; :

that no undue delay takes place in the submission of completion

reports after the completion of the accounts of works and that
the wverification and transmission of the reports is recorded in the
construction accounts. If no expenditure has been incurred for
a considerable time in respect of a work the accounts of which are
still open, an enquiry should be made into the cause of delay in
closing the accounts of the work. If cases are found in which
there has been apparent delay in closing the  accounts, charges
looked should be specially scrutinised to see whether they indicate
any tendency to utilize savings towards unauthorised expenditure ;

N.B.—Cases of delay in the submission of completion reports should be
noted and it should be seen whether they have been included by the
Unit Accountant in the list of such cases BAF F.C. (Works)-268.

(x)

that the completion cost of the work as looked in the construction
account has been correctly noted in the Register of Approvals to
Works ; . . =

(xi) that in the case of works carried out by the .M.E.S. for other

(xii)

(xiii)

departments and in the case of deposit works for private bodies,
Cantonment Department, etc., departmental charges, where
leviable, have been adjusted and correctly calculated with reference
to the actual expenditure booked in the construction accounts ;

that construction accounts in respect of works for .which history
sheets are required to be maintained contain a note to that effect
in red ink ;

that in case .of new construction .or additions ..and _alterations to
existing buildings increase .in capital cost has been noted in the
Rent Assessment Ledger whenever necessary and that rent has
been revised ; .

(xiv) that the construction accounts are reviewed regularly by the

Garrison Engineer.

94. In the audit of construction. .accounts the following points should
receive- special attention :— o N

‘(a) Whether cases of marked excesses -overestimated -costs disclose

any financial irregularity or serious error in -accounting.
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(b) Whether any kmown abandonment or curtailment of work  has
resulted in a corresponding saving in cost.

(c) Whether material modifications of or deviations from the sanctio-

ned estimates as may come to notice have received the sanction of
the competent authority.

(d) Whether the materials accounts have been finally closed on com-
pletion of the works for which such accounts were maintained.

(e) Whether the outturn from manufacturing operations is priced at
rates fixed by competent authority in accordance with rule, and
whether, if there is a loss or likelihood of a loss on any operation,
the causes at work have been investigated to see that they do not
indicate any financial irregularity or the fact that the departmentai
operations are less economical than acquisition of materials by
purchase would be. It should also be seen that the manufacture
account is balanced and adjusted once a year.

(f) Whether all charges booked against the account of a work are
bona fide charges against that work and whether any item of
expenditure has been debited direct to the work which should
correctly be charged to the contractor in accordance with his
agreement,

95. It any closed accounts of completed or abandoned works were re-
opened, the debits, or credits booked against the re-opened accounts should be
specially scrutinised to see that no irregularity has been committed.

96. Credits afforded to the accounts of works require close examination.
Often measurements already booked and charged to another work are written
back wholesale to another work on the plea that they were wrongly charged
to the work in the first instance cases have also occurred of the cost of stores
debited to a work having been written back after a considerable lapse of time.
The audit of such transactions therefore calls for intelligent and vigilant
scrutiny on the part of local auditors with a view to ensuring that the original
debit of the subsequent write back do not involve any irregularity.

97. Irregularities are also someftimes committed as a result of anxiety
to utilize grants (in order to avoid a lapse of funds) by ordering stores for
works or for stock during the closing days of June and to pay for them
before the 30th June even if the stores have not actually been received.
Such irregularities are easily detected by checking the date on which
the credit note was issued. All credit notes issued during July should
therefore be connected with correspouding bills to see that none are
for stores paid for in June before delivery. All stores actually received
after 30th June should be booked in the = accounts for the next financial
year and not in June Supplementary or Final accounts. When irregularities
of this nature are detected sufficient details should be given in reports to admit
of a proper appropriation of the case.

98. 1If there are any cases in which the cost of special tools and plant
was transferred from one work to another in anticipation of the possibility
of the articles being utilized on that work at some distant date, the transfer
vouchers should be challepged in' audit. ) )
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. 99. All closed accounts should be- serutinized to-see that liabilities and
-anticipated credits have been adjusted. that-special tools and plants in any
charged to the work have as seen from the numerical account kept by the
$.D.0O. been disposed of and the proceeds.adjusted and that the completion
cost has been correctly reported.

100. ~After the final closing of the accounts for the year all construction
accounts should be reviewed to sce. that the -expenditure outstanding liabilities
and credifs have been correctly carried forward to the next year's accounts in

the casc  of works in progress and that in other cases the accounts of ‘works
have been closed.

“Coutraciors Ledger *

10L: in the ‘audit of Contractors Ledger which should contain transac-
tions for the whole Division including outstation Sub-Divisions it would be
crified -that the closing ‘balances of the previous months have been correctly
‘brought forward, that all original vouchers received from the F.C, (Works) Muster
Rolls, C.P. Bills, contractors acknowledgements for stores, indents, issue
and transfer vouchers for the month which affect contractors. accounts have
~been correctly posted in ‘the Contractors Ledgers and that the resulting balance
has-been correcly worked out and analysed so as to show in detail the amounts
outstanding in respect of each work.

102. TIn checking the postings in the ledger it should be seen that security
deposits of contractors are not included in their “personal account and that,
wien a deduction made from a centractors bill for one work is creditable to the
accounts of another work, two distinet. entries are made -in the Jedger i.e. .one
for the payment made on account of the . former - work ‘and the other for the
recovery credifable to the later.

103.  Vouchers for debits against contractors should be examined to see
that the charges have been accepted by the contractor and that the rates charges
are correct. In case of debits for stores it should be seen;that issues have been
made in accordance with the tetms of the contract and that contractors -dated
-acknowledgemeii(s have heen obtained in all .cases. The rates should be thosc
shown in the contract agreement. Any additional stores not specified in the
“contract should be cherged for at the Stock-Book/V. P.V_.E.S. Rates prevail-
ing on the -date of issue, plus/minus the Contractor’s percentage or the market
rate whichever may be higher.

104, All credits for unused stores returned by contractors, should be
closely ‘examined to ensure that the stores received are actually required by
‘Government that ‘they ‘have ‘been 'duly taken on chargel and that they do not
{cause any excess over the specified limits. The rates at which credit is given
should be compared with the original and current issue rates and it 'should be
ascertained ‘that depreciation efc. in stores since their issue has been taken into
accovnt. If the quantitics are appreciable the circumstances in which the
stores ‘were left ;unused should be investigated.

© 105, The elosing balance 'as analysed should be reviewed and checked
with the contractors columns in /the construction account. Generally it shouid
he seen that there are no old outstandings and that adequate action is taken to
‘adjust the amounts tegulaily - from 'contractors ‘bill."~The cause of any large
balamses outstanding against contractors should be investigated ‘and reasons for
-non-zdjustment in bills if any received should be investigated. The deferment
of recovery of cutstandings constitutes unauthorised financial aid to-contractors
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and sheuld be challenged in audit. Action taken for * the clearance of items
over 6 months old, should be closely examined. In cases in which a con~
tractor’s account cannot be settled immediately in the circumstances explained
in pares 413 and 414 of the Regulations for the M.E.S. it should be scen that
the adjastments provided for therein are carried out.

Register of Appropriations : :
106, 1In the audit of the Register of Appropriations it should be seen :—

(i) that the Register is properly maintained and is up to date- and that
the check exercised by the Unit Accountant is efficient.

(ii) that Appropriations made to sub-divisions from the reserve.at the
disposal of the G. E. do not exceed the unallotted. balance as. shown
in the Register of Appropriations.

(iiiy that Bulk allotments for petty and periodical repairs made te
$.D).@s. a5 entered in the Register of Appropriations agree with

the amounts noted in the Register of Requisitions maintained by
the umit accountant ;

{(iv) that the pestings in the selected month are correct with reference
to the authority noted against each entry;

(v) that no transfers in the appropriations for a year are sanctioned
after close of that year.

N.B.—A few statements of re-appropriations of funds sanctioned by the G.E.
should be examined in order to verify that the amounts transferred do
not exceed the financial powers of the G. E. as laid down in para 61,
Regulation for the M.E.S.

Register of Approval to Work—(BAFW-1816) :
107. It will be seen :—
(a) that the register is properly maintained and is kept up to date;

(b that particulars of sanctions and noted in the Register are borns
out by the orders conveying the sanctions;

(¢) that the authority quoted and ‘the amounts noted ‘are correct;

(d) that the cost of service at contract rates has been correctly calcu~
lated on the conclusion of the contract and that ' action has been
taken to reduce the ~original amount of sanction whenever
necessary ;

(c) that all sanctions noted in the Register have been communicated
direct by the sanctioning authority to the F.C. (Words).

(f) that in the nmew year's registers necessary particulars - have been
correctly transcribed from the previous register. -

108. The completion cost as noted in the Register will be checked with
the construction account. = Tt should also be é¢een:that if the completion cost of
any service or item of a service as noted in’ the” Register exceeds the amount of
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the adaministrative approval (as modified by e amouat of the accepted con-
ttact) for that service or particular item, the excess is regulated in accordance
with the rules laid down in para 65, Regulations for the M.E.S. Transfers of
anticipated or actual savings from one item of a project to another should be
particularly scrutinized and it should be scen that savings due to abandonment
of a part of a work or to any other cause on any service or project are not
applied without sanction of the competent authority to carry out additional work
not contemplated in the service or project as originally approved or which is
not fairly contingent on its actual execution.

N.B.—The register of Requisition will be checked on the above lines with
reference to the original requisitions received from the F.C. (Works)
with original vouchers,

Scrufiny of Technical Sanctions,

109. All technical sanctions whether recorded in the Register of Sanc-
tions cr in the Register of Requisitions will be scrutinized to see \—

(i) that sanctions have been accorded by the competent authority ;

(ii) that the amount of sanctions (which will be the amount of adminis-
trative approval in cases in which a detailed estimate or requisition
is uot required to be prepared) does not exceed the powers of tho
sanctioning authority concerned especially when the cost of work
is subsequently increased by transfer of savings from another
work ,

(iii) that the administrative approval where required under rules exists ;

(iv) that sznction is not accorded piecemeal with a view to bringing theé
amount within the powers of the sanctioning authority ;

(v) that in cases in which separate administrative approval is nct
required under rules, the expenditure sanctioned is authorised and
that there is no infringement of any of the canons of financial
property.

(vi) that the classification of charge is correct and that the work which

- should be treated as barrack damages is so treated and not charg-

ed to the State. In all such cases it should be seen that necessary
entries have been made in the Register of Barrack Damages.

110. The following items should receive special attention of the focal
auditer = —

(i) All requisitions or estimates for renewal of furniture should be
linked with the loss statements, survey reports, or expense vouchers
for article of furniture to see that the estimate for requisition is for
replacement of similar articles which have either been surveyed off
or otherwise disposed of and struck of charge. It should also be
seen that the estimate etc. include no provisions for renewal of
articles of surplus and obsolete furniture retained in accordance
with ‘para 195, Regulations for the M.E.S. nor of articles of fur-
niture supplied as. free gifts by the Red Cross Society to Military
Hospitals,

(i) Requisitions or detailed estimates for periodical repairs should be
s chgcl;rl::i with the record of execution of such repairs maintained by
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the $.D.0. in the P.S. Measurement Books in order to verify
that repairs are not sanctioned to be carried out without the
approval of the competent authority before the prescribed interval.

Note—It will also be seen at the time of the local audit that the prescribed
procedure is followed in the Division for the audit of such sanctions by

the Unit Accountant before the requisitions are passed to the S.D. Os.
for execution. :

(iii) The classification of a sanctions should be checked and in case
original works are classified and sanctioned as repairs it should be
seen that the classification is in accordance with rules and has been
approved by the authority empowered to do so,

Transfer Fntries and Transfer Vouchers :

111, Transfer entries are intended to transfer an item of receipt or ex-
penditure from the accounts of a work in progress or from one budget head to
the accounts of another work of budget head,

112. In the audit and scrutiny of transfer entries it will be seen that the
adjustment falls under one of the following categories :—

(1) To correct an error in allocation.

(2) To distribute the expenditure on a work over all the accounts
effected in cases where a joint work, in which two or more parties
are interested is taken to the accounts of one party.

(3) To adjust by debit or credit to the appropriate head of account (or
werk) an item outstanding in the accounts for Q.M. E.S. Advances
or P-Deposits.

(4) To bring to account certain classes of transactions which do not
pass through the cash book e.g. :—

(a) treasury receipts received from private individuals in connec-
tion with payments made direct into the treasury and payments
to or receipts from other Departments ete.” which do not
appear in the cash book ;

(b) amounts due to contractors on closed. accounts, The_se are
debited to the work concerned and credited to P-Deposits and
Advances, Sub-head Miscellancous Deposits ;

(c) revenue receipts not recovered in cash, such as Departmentai
charges for work done etc. by the M.E.S. for other Depart-
ments and sale of stores or ‘fools and Plant on credit ;

(d) amounts debited credited to remittance heads ;

(e) percentage charges leviable under rules ie. establishment
tools, and plant, and workshop charges etc,

113. Items wrongly classified in the accounts, both in respect of revenue
and expendituse heads, may be corrected at any time before the accounts of the .
vear arv finally closed. It should be seen that after the accounts are closed,
no correction is made except in the following cases :—

(i) an error or cmission in the recorded expenditure of a work.
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(i) all errors affecting M.E.S. Advances and 'Depn"sits or remittance
heads, These must be corrected however old they may be.

It chould also be seen that every transfer entry is supported by an autho-
rity on the transfer voucher BAFW-2253 or an order recorded on some other
document e.g. Loss statement, contractors bill etc. which sets forth a clear and
concise explanation of the correction or adjustment.

114, Too much stress cannot be laid on the importance of a thorough
chuck of transfer vouchers. Irregularities, of a more or less serious character,
often lic in transfer transactions, particularly when the executive staff are faced
with an excess or prebability of an excess on any estimate or allotment. The
tendency then is to resort to rectifications ‘either by writing down the value of
materials or writing back expenditure to some other estimates where a saving
is anticipated and so on. Attempts are also made sometimes to utilize saving
by me-ns of fictitious debits  Credits afforded to the accounts of a work in first
few morihs should be closely examined to verify that unnecessary - issues. of
stock were not made to works in one financial year to utilize. grants and retrans-
ferred back in accounts for the next year.

115. "In the audit of transfer vouchers and transfer transactions it should
be seen that the files of transfer vouchers produced for audit are complete, that
the vouchers are checked by the Unit Accountant and passed by the G. E. before
they are incorporated in accounts, that vouchers affecting the construction
accounts of a §.D.O. originate from and are signed by him and that the alloca-
tion has been correctly made. It should be seen that vouchers are :(—

(i) seli-explanatory and that they establish clearly the correctness and
the necessity of the correction.

(ii) in order generally and that the original error: does net disclose a
defect in the system of accounts or .indicate any financizal
irregularity.

116. If the vouchers involve a reduction  in the . charges against the
estimate of a work, the circumstances (which should be verified) in which the
charges were wrongly allocated in the first instance are clearly set forth in the
transfer vouchers. Transfer vouchers which had the effect or = reducing ex-
penditure on works the estimate or the allotment for which would have been
exceeded but for the transfer so made should be specially:examined.

117. It should be seen in particular that the transfer vouchers do not
include fictitious adjustment e.g. (i) the debiting to a work "of the cost of
materials not required or in excess of actual requirements (ii) the debiting to
a particnlar work for which funds are available of the value of materials
intended tc be utilized on another work for which no funds are available (iii)
the wniting back of the value of materials used on a work to avoid excess outlay
over appropriation etc.

118. Local Audit should see in particular that  all periodical transfer

transactions, e.g. those relating to the adjustment of departmental charges are
prepared and incorporated in accounts regularly and in time.

Register of Sanction BAFW-2252,

119. Sanctions relating to standing charges as recorded -in the Register:
of Sanctions will be checked with the original orders to ensure that they have
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been correctly transcribed and that in the case of sanctions of a temporary
nature the period of sanction has been prominently noted as to bring to

notice expenditure incurred against the sanctions after the expiry of the period
of its currency.

120. It should also be seen that all administrative sanctions for general

chacges bave been communicated by the sanctioning authority - direct to the
F.C. (Works).

Note.—If theie is any reason to believe that any sanction is ultra vires the fact

.should be reported for orders of the F.C. (Works) who should be ap-
of full circumstances of the case.

121.  All paid bills relating to general charges (e.g., rent for hired build-
ings, reat for land, payments for railway sidings and platforms, rates and taxes.
etc.) should be traced into the Register of Sanctions to see that sanction of the
cempetent authority to the charges incurred exists, that no expenditure is incur-
red beyond the period for which a charge was sactioned, the expenditure has
‘been correctly posted in the register against the sanction concerned and that

there are no cases in which claims in respect of those charges for the same
period have been preferred twice, |

122. - The bills containing charges in respect of the pay of mails employ-
ed for the maintenance of gardens in buildings hired by the State should be
checked with the lease agreements on record in the G. E’s. office to verify that
the employment of the mali forms a condition of the lease and that, if the
buildiag has begn hired for use as residence, the individual occupying the
building where the ‘mali is employed is entitled to rent free quarters. In all
cases in which malis are employed by the M.E.S. it should be verified that the
revenue derived from the gardens is credited to Revenue.

Materials Register :

123.' From the original bills and transfer vouchers pertaining to storcs
purchased for works, from' indents, the receipt vouchers and the list of credit
notes ‘relating to such stores in the possession of upit accountant as accounted
for iin the materials (construction) Aceount, check the receipt and issue of
stores as posted ‘in the Material Register. Also compare the balance of the
construciion account folio of the Materials Account with the summary of _the
Materials Register and note the discrepancies unless the difference is trifling.
(As regards liabilities for stores received but not paid for see para 93 (viii)
-above).

N.B.—Before local audit of these accounts is taken up, it should be seen that
the pages of the materials Register are serially numbered, that there
are no, erasures or unauthorised corrections are not subsequent to the
date of the last audit. After audit the last balance of each article
checked should be stated in words in the remarks column and initialled

. by the local auditor.

- 124, See if Materials Accounts of completed - works are closed as soon
as possible. If any stores are left in hand, action taken for their disposal
should be ascertained.

125. Scrutinize the Materials Account to see if there are any cases in
‘which miaterials' were purchased at the close of a financial year (i.e. May or
Jutie) :and debited ito the Materials Account merely to utilize funds. If it is
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found that the materials so purchased continue to remain on charge for proleng-
ed periods, the inference to be drawn is that purchases were made simply to

avoid lapse of funds. Trace back the entry to the original transaction, and if
necessary place it under objection.

126. Issue rate as fixed by the G.E. should be checked and it should be

scen that they are correctly nofed on each age of the Materials Register.
(Para 649 M.E.S. Regulations). - ”

127. It should be seen that limits up to which materials should be collec-
ted have been prescribed and are not exceeded and that, in cases which
materials have been acquired for works not yet sanctioned, the sanction of the

autherity competent to accord administrative approval to the work has been
obtained for the acquisition of stores. ;

128. The register should be generally reviewed to ascertain that :—
(i) the Register is examined regularly by the G.E.;

(if) the articles have been checked within the last 12 months and have
been certified to be in good condition ;

(iii) articles are not retained on the account unnecessarily, Items not

operated upon for six months or over should be specially
scrutinized.

(iv) the rates and profit or loss are readjusted  periodically to ensure
that the total of the balances in the Material Register agree with
the balances in the Account and the latter agrees as nearly 23
possible with the value of materials in hand.

Road Metal Register :

129. Check the Road Metal Register  with the original vouchers on
which payment has been made for the collection of road metal and road sur-
facing materials, etc., to see that alll metal, etc., paid for has been brought on
charge. As regards issues check the register with the muster rolls, measure-
ment books or contractor’s bills for consolidation. In cases of surpluses or
deficite fund as a result of check measurement see that the surplus are brought
to acccunt .and deficits are written off under the orders of the competent autho-
rity. Any mious figures should be particularly examined and traced to their
origin.

N.B.—The instructions contained in the note to para 123 above apply in the
case of local audit of Road Metal Register.

Register of Demolitions :

130. ' Entiies in this register in respect of materials obtained from demoli-
tion wili be linked into the gsltatements on record in the G.E’s. .'oﬂ’ic?_and the
demolition certificates attached to bills containing charges for demolition with
a view to verify the correctness of demolition statements certificates. Also see
how the stores entered in the register have been disposed of and check the
adjustment made on their account to verify that the value has been adjusted
according to rules.

Stores in Hand Ledgers:

131. Check the receipt column of the ledger wish the original indents (in
possession of the unit accountant) in the case of stores drawn from stock in
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bulk, with the Demolition Register in the case of stares received from demoli-
tions and with the original transfer vouchers or local purchase bills as regarde
stores drawn from Materials Account of an other work or

he following conditions are satisfied :—

(i) ‘that the G.E. has inspected these ledgers periodically and has
signed them in token of his 'having done so.

48] that the balance in hand of such stores as have not been definitely
Incorporated in any work when priced ‘at stock book rates at the
end of the month does not exceed Rs. 500 in value.

Sanction of the G. E. is required to - regularise any excess over this
amount. If there are items of which

: { : there have not been any issues for a
considerable period, suggestion should be made for their transfer to stock or
utilization elsewhere.

N.B.—The instructions contained in the note to para 123 above apply in the
case of local audit of stores in hand ledgers also.

Indents and Receipt Vouchers :

132. All indents and receipt vouchers should be checked to the extent
laid down in Annexure ‘A’ to Part T of this Manual.

133. In the case of indents it should be seen that they have been pre-
paied and signed by the $.D.0O. and receipt of the stores shown therein has
been acknowledged by the individual concerned to whom the stores have been
issued, that they are priced at the correct rate, that the calculations are correct,
that all clterations in quantities arc attested that the stores have been correctly
allocated to the works concerned and that when stores are issued to contractors

they are so shown on the indents with the amounts recoverable and that con-
tractors acknowledgement for the stores exists.

(Rates charged to Contractors should be checked with the contractors
agreement, it being seen that in case of stores not provided for in the contract,
market rates are charged if they are higher than the stock book rates).

134. Receipt vouchers should also be checked arithmetically, it bemg
seen that they are prepared immediately on receipt of stores, that the quantities,
descripticn of stores and the source of supply shown on the vouchers agree with
the particulars in the suppliers invoice and that in the case of direct purchases

by the M.E.S. the rates charged jare correct according to the order or agres-
ment, if any. :

135. 1In case of deficiencies in stores which may be found on their receipt
it should te seen that they have been dealt with in accordance with paras 265 to

2€7 of the M.E.S. Accountants Manual and that adequate action is being taken
for their final settlement. :

Stores Issued by the Army to M. E. S.:

136. "The Local Audit Officer of the issuing Army Unit or Formatica
will send a copy of the vouchers to the FC(Works) ‘E’ Section and obtain its
acknowl#dgment. The Superintendent, Local Audit Party M.E.S. while pro-
ceeding in Local Audit duty will collect all such copies and during the course
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of audit will verify that the cost of stores has been properly adjusted duly
brought on charge. The local audit Superintendent will also satisfy . himself
that an effective check is exercised /by the Unit Accountant to ensure that all
stores received by the ME.S. from army formations are properly adjusted,

Stores Issued by the M, L. S. to the Army :

137 The Local Audit Superintendent will verify that the Unit Accoun-
tant Garrisony Engineer’s Office has on record acknowledgments of the Army
L.A.P. of the formation to which the stores have been supplied by the
Garrison Engineer.

IIe will test check the correctness of the adjustments made in the M.E.S.
Accounts in respect of such stores issued 'to and by the M.E.S. based on one
month’s transactions in a half year.

Vouchers for Sale of Siores:

138. When stores are sold by public auction see that they have been
auctioned in the presence of an M.E.S. Officer by the auctioneer appointed
by the M.G.O. for the station or group of stations. It should also be seen
that the list of reserve prices was prepared in accordance with the provision in
para 695 M.E.S. Regulations. In cases of sales of stores to private indivi-
duals or to other departments it should be verified that the rates charged and
calculations are correct, that authorised departmental charges have been levied
and that if it is a sale on credit the amount has been debited to M. E. S.
Advances pending recovery.

Stock Register :

‘139, Check the postings in the stock Register with the quantities of
stores shown as received and issued on the original receipt vouchers and
store indents.

Note .—When checking the Stock registers see that there are no spare parts
of E & M. installations borne on charge in the register. These spare
parts and other consumable stores for installations are required to be
brought to account in the Plant Record Book and the stores in hand
ledger of the installation concerned.

140. The stock verification report for stock taking since the last audit
should be obtained and the adjustment of discrepancies verified. Tt should
be seen that stock taking is regularly done and that the result does not disclose
any need for improving the storage arrangements.

141. The balances of the various articles of stores should be checked
with the miaximum quantities fixed and any excesses noticed should be pointed
out in the Objection Statement. Tt should generally be seen that steps are
taken to keep balances as low us possible compatible with requirements and
facilities and time taken for recoupment.

T PR VA ”

142,  Fresh aquisitions of stores should be checked with the existing
balances and the maximum quantities to ensure that purchases are not made
indiscrimirately.  Cases in which purchases are made of stores of which there
have been no issues for a considerable time should be specially investigated.
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_143. Any large accumulations of stores specially in the case of stores
lighle to repaid deteriosation should be pointed out and it should be seen that
adequate action is being taken for the disposal of surplus stores. Action

taken for the Jisposal of any unserviceable and obsolete stores should be
looked into. : ' :

Stores Urder Book :

144. Scrutinize the Order Book in order to see that the orders have
been placed on the authorised source of supply, that the value of orders falls
within the powers of purchase of the authority placing the order, and that the
powers of local purchase are not resorted to for replenishing stock. :

FURNITURE
Station Register of Authorised Furnitore :

145. Check the Station Register of Authorised Furniture (BAFW-1811)
and see that the number of articles of each type shown against the various
units and formations does not exceed the authorised scale laid down for the
units, etc., in regulations and that the reserves of furniture held ' at the
station are within the scales of reserves laid down in Barrack and Hospital
Schedules. Compare this register with the Station Furnityre Register in
order to verify that articles of approved pattern plus those of obsolescent
pattern on charge to make up deficiencies do not exceed, in number, the
authorised scales. Also see that articles (if any) supplied as free gifts by the
Red Cross Society to Military Hospitals and their capital value as assessed
by the G.E. are entered separately at the end of the Station Register of
Authorised Furniture.

N.B.—After the initial check of all the items entered in the Register has been
carried out, further check will be confined to cases of modifications
and for this purpose the local audit staff will maitain a suitable record
of all amendments to Barrack and Hospital Schedules and other
Government orders affecting the authorised scales.

Station Furniture Register :

146. The receipts in this Register should be checked with the original
paid bills relating to purchases of furniture and from Muster Rolls and G
Bills for new articles manufactured under estimates for new supplies and
renewals and from transfer vouchers received from other L.A.O’s for articles
transferred from other divisions. Similarly, all issues should be . checked
with reference to issue vouchers in respact of transfer of furniture to  other
divisions and loss statements or expemse voucher. The correctness of the
halances shou!d also be checked arithmetically.

N.B.—The last balances of the articles at the close of local audit should be
stated in words in the remarks column and initialled by the auditor.

147. TFor issues noted on the authority of transfer vouchers for transfer
to other Divisions it should be verified that a reccipted copy of the vouchers is
on record. An unreceipted copy of such vouchers should be obtained and
forwarded for linking purposes to the L.A.O. to those audit area the. articles
have been transferred. In the case of expense vouchers and loss statements
it will be seen that they have been noted in the Register of losses maintained.
by tre G.E’s Unit Accountant.
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Distribution Ledgers : fit e prie S

148. Examine the following ledgers and see that they are correctly
tained : - : :

(1) Station Furniture Distribution Ledger,

(2) Unit Furniture Distribution Ledger.

149. Also verify (i) that quantities shown in the Unit and Station
Distribution Ledgers against the Various articles of furniture correctly work
up 1o the quantities shown in the division Distribution Ledger,

(i) that the quanlity of cach article of furniture in charge of the wunit
as shown in the Unit Distribution Ledger is not in excess of the number
authorised for the unit as shown in the Division Register of Authorised Furniture,
and (iii) that the Unit Furniture Distribution Ledgers contain signatures of
both the M.E.S. representative and the representative .of the unit in - token
of its reconciliation with the unit’s copy of the ledger and that anl receipts
and issues subsequent to the date of the reconciliation are supported by accepted
vouchers. Tt should also be seen that no issues of furniture are made to
individuals without authority on temporary receipts or on, loan.

150. 1In cases where articles of furniture - are shown in the Station
Furniture Distribution Ledger as issued on hire, it should be verified that ‘the
hiring is authorised by regulations, and that the S.D.0. concerned has inti-
mated to the unit accountant the capital cost. of the articles in question. The
capital cost should be checked with the Furniture Rate List and the transactions
linked with the Rent Assessment Ledger and the Revenue Ledger in order to

verify that rent of furniture is being recovered by the Unit Accountant,

151. In the case of furniture supplied to quasi-commercial and manufac-
turing concerns and to Warrant and non-Commissioned ~ Officers in such
concerns, viz., Military Farms Department A.S.C. Bakeries and the A.O. and
Clothing Factories, rent of furniture is required to be intimated to those
concerned. It will be seen that necessary intimation has been sent and the
acceptance of the officer concerned obtained .

Seratiny of Expenditare on Repairs and Renewals :

152, At the close of the year the (otal expenditure on . repairs ~and
renewals of furniture in the divition as recorded 'in the construction acco
folios for repairs and renewals respectively should be reviewed in order to see
how it compares with the normal authorised percentages laid down in Appendix
‘B’ regulations for the M.E.S.  For this purpose, the total book value of the
furniture on charge in the division should be obtained from the M.E.S.
authorities and the percentage borne by the expenditure on (i) repairs, and
(ii) renewals to this book value should be worked out. A report sh(_)u_lq be
submitted to the FC(Works) showing in respect of each M.E.S. division,
(i) “the total expenditure in respect of repairs and renewals separately, (ii) the
total book value of the articles on charge, (iii) the percentage which the expen-
diture on repairs and renewals bears to this book. value, (iv) excess of the
percentages so calculated over the mormal authorised percentages, amd (v) tie
reasons for the excess., ; _ :
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TOOLS AND PLANT
Division Register of Articles on Charge :

153. From paid bills relating to purchases and from Muster Rolis and
C.P. Bills pertaining to manufacture of tools and plant (including expendable
tools) and from transfer vouchers received from other L.A.Os. for articles
transferred from other divisions, check the receipts into the, (i) Division
Register of articles on charge, (ii) the S.D.O’s. Register of articles in use, and
(iii) the Numerical Ledger of small tools. Similarly, check all issues with
reference to issue statements in respect of tools and plant transferred to other
divisions and loss vouchers in survey reports.

154. In case of ‘tools and plant (including expendable tools) specially
purchased and charged to a work it should be seen that the service to which
the cost has been charged is noted in the Numerical Account and that they are
disposed of on the completion of the service which should be credited with the
depreciated value. In the case of such tcols and plant it should be seen that
no article is removed from the Numerical Account 'in the plea that the work to
which its cost has been charged has been closed, Similarly there should be
no transfer from one work to another in anticipation of the possibility of the
articles being utilized on the latter at some distant date,

155. In checking the Numerical ledger of small . Tools, etc. it should
be seen that the ledger is a bound book with machine numbered pages and that
sach zddition or deduction to the total of any item on charge is initialled by the
G.E. and the subordinate on whose charge they are.

Note.—The last balance which should be checked of each article at the close
of local audit should be stated in words in the remarks column and
initialled by the Auditor,

156. In the case of sales and transfer of Tools and Plant the  orders
of the competent authority approving the sale or transfer should be
for and in cases of transfer to other M.E.S. divisions it should be verified that
an accepted copy of the transfer voucher is on record. An unreceipted copy
of such vouchers should be obtained and forwarded for linking to the L.A.O.
concerned.

157. The tools and plant distribution ledger should be examined to see
that it is properly maintained and that the total of each article in the
Distribution Ledger agrees with the total of that article as shown in the
Register of Articles on charge. Tt should also be verified that Distribution
Ledgers has been reconciled by the executive annually between  the 1st
December and 1st March with the individual registers of articles on charge
and that both parties have signed the ledgers in token of this annual reconcilia-
tion. All transactions subsequent to the date of the annual reconciliation
should be supported by accepted vouchers.

158. Scrutinize the Distribution Ledoers and the S.D.0s. Numerical
accounts, etc. to see if any Tools and Plant have been issued on Iloan to
contraciors or on hire to any individual. If so, in the case of issues on loan to
contractors verify that the issue is covered by a definite statement to that
cffect .in the contract agreement and that  confractor’s reczipt - is «to that
clect in the contract agreement and that contractors receipt is on record. In
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the case of issues op hire see that the sangtion of the C.M.E.S. e3isls in
accordance with para 176, Regulations for the M.E.S. that an intimation of
fure has been sent to the Unit Accounfant and noted by the letter in the
Revenue Ledger for the recovery of hire charges. In cases of tools, etc. lost
by contractors see that 10 percent departmental charges are recovered in
addition to the value of the tools and credited to revenue (Para. 669 Regula-
tions for the M.E.S.).

159. 1In the case of road rollers and other mechanically operated trans-
ports maintained by the M.E.S. the relevant log books should be examined
" lo see whether proper accounts of running expenses and repairs are kept and
whether such expenses are proportionately accounted for according to the use
made of the road roller. etc. and that proper recoveries have been made in

cases in which a road roller is supplied to a contractor for & work for which
he is paid at finished rates.

L 4

Rent Assessment Ledger (P.A.F.W.-2230) :

160. 1If any bicycles are maintained in the division for the use of the
staff of M.E.S. offices it should be verified that they have been brought on
charge in the Register of articles of Tools and Plant on charge and that the
number in use in each office does not excced the scale laid down in para. 196

Regulations for the M.E.S. In the case of excesses see that sanction of the
E-in-C exirts.

P. Q. L. Accounis :

161. (a) The following Registers, Books will be examined to see that
they are correctly maintained :—

1. Vehicle Daily Running Account (BAFZ-2212),
2. Vehicle Log Books (BAFZ-2197) for ali vehicles.

3. Drivers Car Diaries (BAFZ-2209) for motor cars, and motor
cycles

4. Ledger of Stores and Stock (BAFZ-2109).
(b) It should be seen in local audit that :—

(i) the No. of wehicles on charge is not in excess of the sanctioned
number ;

(ii) the receipts and issues of P.O.L. are duly supported by requisite
vouchers ;

(iii) the issues of P.O.L. have been duly accounted for in V.D.R.A;

(iv) no P.O.L. is drawn for the period the vehicle was. in workshop
L (by comparing V.D,R.A. and Log Book) ;
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(v) the duties performed are authorised and that recoveries have, been
~ efiected when the vehicles are put to private use 3 -

(vi) that the cost of maintenance, repair, and renewals of transpun: is
chacged to the service on which they are employed. In the case of
Government motor cars and motor cycles the running expenses
should be charged to the detailed head Travelling Allowance of
sub-Head ‘E’ Establishment ;

(vii) that a proper record is maintained of the running expenses incurred
and of the duties performed ;

(viii) that effective control is exercised over the expenses particularly the
consumption of petrol, oil and lubricants and authorised mileages
per gallon compare favourably with the Standards prescribed from
time to time in Bangladesh Army Orders.

-

v REVENUE ACCOUNTS.
Rent Ascessment Ledger (B. A. F. W.-2230) :
X . 162. The local audit of this ledger consists in seeing i+

(i) that the capital cost of residential buildings as entered in the
Register of Buildings agrees with that shown in the Rent Assess-
ment Ledger and that the cost of such items as compound walls,
fences and out houses, etc. has been taken into account ;

(i) that all rentable buildings whether Government owned, hired, lessed
or appropriated have been shown in the ledger and that squash
racquet courts and tennis courts are shown separately ;

(iii) that the assessed rent of the accommodation, internal = electrical
installation and furniture in respect of each building entered in the
ledger has been calculated on the capital cost, and sanction by the
competent authority, in accordance with the rules contained = in
paras 9, 11, 12, and 23 of A.R. Quarters and Rents.

Note 1.—As regards items (i) and (ii) above complete check will be exercised
in the course of the first visit of the G.E’s Office after 1st April,
with reference to all the residential buildings in the station. There-

. after the check will be confined to new cases of occupation as indica-
ted in the changes statements (i.e., eoccupation returns) received
during half year.

Note 2.--For this purpose the following documents should be consulted :-—
(a) Duplicate copies of completion reports (Para 219).

(b) Requisitions involving additions and alteration received direct
from the F.C's. (Works) Office '(Paragraph 16 ante).

(¢) Quarterly amendments in Registers Buildings referreé to in
paragraph 344 M.E.S. Regulations. ;
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163. When a part of a building is rented or when a building is sub-
divided into two or more parts some or all of which are rented by different
occupants, it should be seen that the assessed rent of each tenent has been
fixed in accordance with para 9(k). A.R. Quarters and Rents, and recorded
separately in the Rent Assessment Ledger. It should also be seen in such
cases that the capital value of the portion(s) bears the same ratio to the capital
cost of the building as the area of the main rooms of the portion(s) bears to
that of the main rooms of the whole building (vide Engineer-in-Chief’s memo.
No. 33616/22/EIB, dated 3rd July, 1936 circulated under Financial Adviser,
Military Finance, endorsement No. 4747/*B, dated 13th July, 1936).

164. In the case of additions and alterations affecting the capital valuc
of residential buildings (as noted in the Register of Buildings) it should be
seen that the assessed rent is revised with effect from the date on which the
accounts of the works relating to additions and alterations where closed and
that when a building already occupied is subsequently electrified, rent for the
electrical installation is assessed from the date on which the installation was
passed fit for use and the supply of current was available. (Para 441
Regulations for the M.E.S.).

165. Scrutinize the Rent Assessment Ledger in order to . see that it
contains the dated initials of the G.E. against each assessment or re-assessment
and that the unit accountant records in the ledger annually a certificate to the
effect that the capital values of the buildings as shown therein agree with the
values shown in the Register of Buildings as corrected up to date and that
rents of buildings have in all cases been revised where necessary. (Para 203
of the M.E.S. Accountants Manual).

166. Compare the Rent Assessment Ledger with the Revenue ' Ledger
in order to verify that all buildings, squash racquet and tennis courts shown in
the Rent Assessment Ledger have been entered in the Revenue Ledger, that
both the Ledgers are cross referenced and the assessed rents shown in the
Revenue Ledger agree with those showr in the Rent Assessment Ledger.
(In cases where a building is actually occupied prior to the closing of accounts
of expenditure on its construction, acquisition or equipment the assessed
rent is required to be fixed previously, vide para 441 Regulations for the
M.E.S. In such cases it should be seen that the unit accountant has used
the word ‘Provisional’ against the assessed rent as shown in the Revenue

Ledger)..

Note:—This check should be exercised to the extent indicated in Note 1 to
para 162 above.

Occupation Returns :
167. The general completion of the return should be checked to see :—
(i) that the return is rendered on the proper form i.e. BAFZ-2170 ;
(ii) that the description of the buildings is correctly given in the form
and that it tallies with the description in the - Revenue Ledgers
and or Register of Public Buildings ;

(iii) that the return is signed by the authority responsible for its
submission ; =

5 P
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(iv)
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that the relevant columns of the return are properly filled in.

"168. The following points should be looked info when scrutinizing the
occupation Returns :—

(i)

(ii)

That there is no undue delay between the date of allotment and
the date of occupation.

That where the allotment of accommodation is stated to be free of

rent or at a reduced rate of rent, the authority in support is
quoted and is correct.

Note.—Class II followers of supply units are not entitled to free accommoda-
tion vide Army Headquarters memo. No. 31258/3/Q, dated 17th
Januvary, 1936. Nor arc staffs, departments and formations outside
Army Headquarters entitled to free accommodation for private prine

ting presses maintained by them vide para 14(g) A.R. Quarters and
Rents.

(iii) That when accomumodation is allotted free of rent or at a special

(iv)

rate of rent for a limited period, e.g., cases coming under paras
14(c) clauses (i) and (iv) (i) and 14(m) A.R. Quarters and
Rents, the period of allotment during which the concession is
intended to apply is mentioned in the order conveying the sanction
and that this period has been shown in the occupation return.
It should also be verified that the unit accountant has kept a
suitable note of this period in the Revenue Ledger to watch that
the building is vacated at the end of that period or that the
sanction is renewed.

That when an available Military Building is allotted free of rent
to a unit for use for a specified purpose (vide para 14(m) A.R.
Quarters and Rents), the allotment has been sanctioned by the
competent authority. It should further be verified by reference
to the Register ‘of Buildings that the authority and the p

for which the building has been loaned have been recorded in the
remarks column of the Register of Buildings concerned and that
the value of the building has not been included in the total value
of buildings when calculating the authorised annual maintenance
charges. It should also be seen by reference to the Register of
Requisitions that the ‘building is not being maintained by the
M.E.S. at the expense of the State (E-in-C Army Headquarters
memo. No. 48917/4/E-2A, dated 26th February, 1935).

Note.—In cases when buildings are used as Army Child Welfare Centre, the

maintenance charges of such buildings and fixtures and installations
whether Government owned or provided from regimental and or
private funds are debitable to M.E.S.

(#)

That when the allotment of accommodation is on payment of
rent but subject to a certain percentage of salary, the rate of
salary as shown in the occupation return has been verified by the
Unit Accountant by reference to the Accounts Officer.
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(vii)

(viii)

50
That when accommodation is leased to private persons not in
Government employ :— -

(a) an agreement on the liies approved by Government . from
time to time exists ;

(b) ‘the instrument is prope:ly stamped ;

(c) the current market rate for rent 'is quoted on the occupation
return ;

(d) the rent is charged at the market raie provided it is not less
than the assessed rent. .

That when accommodation allotted for cinemas is stated to have
been leased out on the concessional rate of Rs. 1-50 P.M., a
certificate exists to the effect that the admission into the cinema
is controlled by the Station or Unit Commander concerned and
that charges made to the troops have been approved by the Station
Commander. It ‘should also be verified that rent for internal
electrical installation has been charged in addition both in the
case of cinemas and in the case of dairies run by contractors
exclusively for the ‘bemefit of the troops. For purposes of assess-
ment of rent for electrical installation in' respect of buildings used
as cinemas under para 18(b) (iii)) A.R: Quarters and Rents, and
capital cost of the internal electrical installation excludes the cost
of fans installed. It should, therefore, be seen that the hire
charges of fans, at the prescribed rates vide para 7 of Annexure
‘A’ to Appx ‘O’ of Regulations for M.E.S. are  also recovered
in addition to the rent of internal electric installation.

That when accommodation is allotted: to : officiating non-gazetted
incumbents of Ordance and Clothing Factories and the Ordnance
Inspection Section, it has been verified by reference to the
FC (Air) that they hold substantive appointments specified in
pata 1(f) A.R. Quarters and Rents, in. which case they will be
entitled to rent free quarters,

(ix) That when accommodation is allotted to non-gazetted technical

(x)

Officers of the Ordnance aud Clothing Factories or Ordnance
Inspection  Section appointed to officiate in Gazetted appointments,
both the substantive and officiating pay are noted in the occupation
return, so that rents payable may be calculated in accordance
with the rules, in para 13(j) A.R. Quarters and Rents.

That when a Military Building is allotted for use as an institute
for a body of soldiers belonging to a Unit, Corps or service under
para 19(c) A.R. Quarters and Rents, reference is quoted to
the sanction of the Divisional Commander for  the ~use’ of the
bailding for such purpose, that no extra expense is involved in
the ‘adaption or extra maintenance of the buildings and that it is
stated in the occupation returns whether the- institute is. run by
the Unit, Corps or service, as the case may be or by a contractor.

Note. —The intention of the rule in para 19, Quarters and Rents is that

available accommodation may be allotted for use as institutes by
bodies of soldiers of units and formation for whom  institutes are not

authorised .

—-—vm — .



51

(xi) That when free accommodation is allotted to temporary personnel
referred to in para 1(k) :—A. R. Quarters and Rents, it bas
‘been stated that their duties require them to live in particular
quarters in crder to be near their works.

169. As regards scale of accommodation, the following  important checks
should be exercised :—

(a) 1t should be seen that no individual (except for valid reasons)

has been allotted  accormmodationin excess of the scale ‘to which

sche is entitled under regulations or superior to that authorised for

his rank or appointment. If superior quarters of excess acco-

.mmodation are allotted . at request of the occupant, it should

be verified that the fact has been quoted in the Revenue Ledger
and that the 'increased rate of rent has been charged.

% (b) When an individual is allotted ‘accommodation inferior to his rank
- it should be scen that sufficient rteasons for mnot allotting full
accommodation have been recorded.

(c) Accommodation allotted to contractors for usel as institutes should
~ : be checked in order to verify that rent has been recovered for
any room or rooms which have been occupied by contractors but
which are not shown in regulations as forming part of an institute
[Para 18(b) A. R. Quarters and Rents].

170. In case of vacation of quarters, the following checks should be
exercised :—

(a) It should be verified from the Revenue Ledger that an intimation
of the occupation of building by the person reported as vacating
it was duly given in the first instance and noted in the Revenue
Ledger.

(b) The causes of vacation should be looked for. If a building is

1« vacated for reasons other than transfer, vacation of appointment,
etc., and sufficient reasons are not forthcoming in support of the
vacation of the quarters by an individual who is required under
rule to occupy Government quarters it should be verified that
action has been taken under para 6(d) A.R. Quarters and Rents
as indicated below :—

4 () Officers in receipt of lodging allowance—~The F.C. (Army)
Pay-1 has  been informed -that lodging allowance  should
continue to be withheld.

v (ii) Others not entitled to free accommodation.—Rent is conti-
nued to be claimed.

(iii) Individuals entitled to free quarters—F.C, concerned has
informed that claims for compensation in lieu of quarters are
not to be entertained. :

Tt action as indicated above has not beci taken by the unit acctt. due to

a disagreement between him and the G.E. it should be verified that the unit

Elgcouxétanthas reported the full facts of the case to the FC(Works) and obtained
s orders,
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If a building is vacated by #&n officer proceeding to practice camps, efc.,
for a period not extending beyond 3 months it should be verified that lodging
allowance has not been admitted to the 'officer in such cases.

(c¢) In the case of vacation of quarters for ' reasons of transfer ot
vacation of appointment it should be seen that the quarters are
re-allotted to the successor of the officer vacating' the quarters or
to some other officer in order to ‘save Government from loss.

(d) If a building is vacated before the end of a month by an individual
other than that who is entitled to'be housed by the State it should
be verified that (except as stated in clause T of para 6(a) Quarters
and Rents) rent has been charged from the individual vacating
it up to the end of the calendar month in which vacated or up to
the date of the re-allotment of the building whichever is earlier.
It should be particularly seen that reallotment of the vacated
building in such cases does mot involve loss of revenue by the
vacation of another quarter in the same station. ;

(e) If a building leased out to private  person not in Government
employ is vacated, it should be seen that proper notice for vacating
the quarters as required under the agreement has been received
from fthe tenant in time. ¥ no such notice has been received it
should be verified whether the amount due from the tenant in
lieu of notice is in accordance with the terms of his agreement
has been recovered.

W”W""“ R Y T LT U T TR TRl TR A TR T ‘ﬂm

171. 1Independent checks over the accuracy of the occupation returns :—

(i) Date of occupation, etc., of the building can also be verified in
some cases by reference to reappropriation statements of buildings
and station orders, etc., and these should be consulted for this
purpose at the time of the check of ‘the occupation return.

(ii) The occupation return should be compared with' the returns in
respect of recoveries for water and electricity charges rendered by
the execulive authorities.

172, Sanctions accorded by administrative authorities to the remission
and reduction of rent except those under paragraphs 22(b) 22(bb) Quarters
and Rents are checked in full by the Unit Accountant from the records in his
possessior. with the exception of rates of pay which are to be verified by him, by
a reference to the Accounts Officer concerned. The prescribed check will also
be exercised by the Local Audit Staff at the time of their periodical visits to
G. E’s. Offices.

173. ‘The manser of check of the quarterly occupation return is shown
below (—

(a) It should be seen that the general completion of the return is
correct,

(b) The return should be checked to see that it includes all the
buildings, squash ‘racquet and tennis courts, shown in the Register
of Public Buildings (except those in active occupation of units
according to scale of accommodation definitely authorised by Gov-
ernment) and also those hired by Government,

-
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(c) A comparison between the quarterly occupation return and coa-
sumers Ledgers for water and electricity should be made to see
that buildings in respect of which charges for water and electricity
have been made, are duly shown as occupied in the quarterly
occupation return. :

(d) The particulars i.e., the name, rank and rate of salary, etc., of the
occupant and the date of occupation, etc., shown in this return
should be compared with those noted in the Revenue Ledger.
Cases in which the two documents do not agree should be brought
out in the local audit report.

Note.—The quarterly occupation return should be fully audited with regard to
the points mentioned ir sub-para 2 of para 168 above.

Revenue Ledgers (B. A. F. W, 2240) :

174. From the occupation returns and from the return of recoveries
(electric and water) check the postings in the Revenue Ledger and see that all
the required information has been correctly transcribed in the Ledger, that the
‘assessmznt’ side of the Revenue Ledger has been correctly completed and that
rent bills have been properly prepared and issued promptly in all cases in which
any charges are recoverable. Verify the correctness of the totals in column 12
of the ledger. Also check the ‘recovery’ side of the Revenue Ledger with the
accepted 1ent bills in the possession of the Unit Accountant or with the Cash
Book and the schedule of Treasury receipts and see that the totals in column 19
of the Tedger are arithmetically correct: compare the recoveries made with the
assessments, analyse the balance in Col. 20 and note if there are any old out-
standing. Verify that all amounts overdue for a month have been shown by
the Unit Accountant as outstandings in the monthly objection statements and
that adequate action is being taken for their recovery.

17¢. Audit Revenue Ledgers and look particularly for the following
poiats -—

(i) That the amounts of rents and other charges, e.g. rent of in‘zrnal
electrical installation (where recoverable separately), hire of furni-
ture, hire of fans, charges for water and electricity and service taxes
if any have been calculated in accordance with the rules on the
subject as contained in the Regulations for the M.E.S. and A, R.
Quarters and Rents.

(ii) That proper action is being taken to clear all outstandings.

(iii) If no entries appear in the Revenue Ledger in respect of a building
during any period, it should be seen that during that period the
building was vacant and that the word “Vacant’ is entered against
the period in question.

(iv) In the case of refunds or remissions of revenue it should be seen
that a note against the original demand or realization has been
made so as to avoid a double or erroneous claim and that a note
of payment has been made on the counterfoil of the original recei
(Para 294 Standing Orders issued by the Engineer-in-Chief refersg'
Refund Rent Bills issued by the U.A. due to late receipt of
Vacation Returns should be entered by him in a manuscript regis-
ter. This register should be audited cent per cent by the Loca!
Audit Staff at their usual visit to U, A’s. Office,
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{v) In the case of an officer who halts at = station where there is né
hotel or military inspection bunglow either for duty at the station
or on the way to duty at another station, and occupies a mili
building, the recovery of rent if due will be made on the basis of
24 hours constituting a day. It should be seen that this concession

is not admitted if the period of occupation exceeds 168 consecutive
hours [Para 6(c) A. R. Quarters and Rents]:

(vi) The charging of rent, etc., for rentable buildings occupied prior to
closing the accounts of expenditure on their construction, acquisi-
tion or equipment should not be deferred until the accounts of the
expenditure are finally closed. 'In such cases it should be seen that
provisional rent as fixed by the G. E. has been recovered from the
date of occupation and that difference, if any, between the provi-
sional and final assessments 'has been subsequently adjusted (Para
441) Regulations for the M.E.S, ,

(vii) In the case of quarters occupied by re-employed pensioners it should
be verified that irecovery: of rent has ‘been made with reference to
the total emoluments including the amount of pension (Para 13(g)
A, Ry Quarters and Rents).

(viii) In the case of buildings occupied by private persons & (including
pensioners and regimental contractors) it should be seen that
recovery of rent is made monthly in advance. When houses are
let to private persons it should be seen further that the market rate
of rent is charged if this is higher than the assessed rent, (Para 455
Regul?tions for the M.E.S. and Para 14(b) A. R. Quarters, and
Rents).

(]

(ix) In the case of military buildings occupied rent free under the orders
of the G.C.C. District as Post or Telegraph Offices and residen-
tial accommnodation of the Officers-in-Charge of those offices, it
should Le seen that rent,of electrical installation has been recovered
(Para 17 A. R. Quarters and Rents, read in conjunction with Army
Departinent letter No. 24707/1/E-5-B, dated 9th December, 1932).

(x) In casc: where internal electrical installation 'Thas been fitted in
tents supplicd to officers, etc., it should be seen that rent has been
recovercd at 10 per cent of the capital (of the installation.

(xi) In cases where Government buildings or parts thereof have been
let to private individuals or are being used for purposes of cinema
exhibitions, it should be verified whether insurance has been effeci-
ed on such buildings in accordance with the Trules| contained in
para 201 Recgulations, for the M.E.S, |

(xii) In the case of quarters occupied by Government Servants in receipt
of a salary not exceeding Rs. 100 P. M. and' paid from Defence
Services Estimates or occupied by banniahs, regimental contrac-
tors and other traders and their employees, it should be venﬁ.ed
that the recovery of rent has been regulated in accordance with
paras 13(h) and 14(i) A.R. Quarters and Rents.

Note 1.—For the purpose M.E.S. personnel employed on other .than a
) monthly basis for short pericds whether paid on muster roils or in
special cases on C. P, Bills should not be viewed:as Government
servants for the purposes of the rule in para 13 (h), ibid. (AH.Q.

Memo. No, 4108/iii (E-5-B), dated 16th April, 1834).
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Note 2.—The intention underlying paragraph 13(h) (ii) Quarters and Rents

is that ordinarily the assessed rent, 'subject to a. maximum of 10 per
cent of salary, will be charged to' Government servants in receipt of
a salary of more than Rs. 50 per mensem but less than R, 100 per
mensem for occupation of Government accommodation to which
they are pot entitled. It should, therefore, be scen that the
concession referred to in this paragraph is granted only when special
reasons exist, such reasons being recorded. The mere fact, that an

Jdndividual is in receipt of low rate of pay is not, in itsclf, sufficient

reason for ‘granting the concession.

Note 3:-A.G.0.C. District has no power under paragraph 14(i) (I) (b)

ibid to sanction any reduction or remission of rent in the case of
banniah' or a contractor, etc., if his income as nssessed by the 0.0.
exceeds Rs. 100 per mensem. Accordingly it :hould bé seen that
in such cases the local rate of rent or the assesc=d rent whichever is
more, is recovered under paragraph 14(b) of Quarters and Rents,

It the case of accommodation occupied by Grass and Dairy Farms,
Medical Stores Depots and Workshops, Bakeries, Butcheries and
Army Ordnance and Clothing Factories, it should be seen that @
biil showing the total capital value of the buildings occupied includ-
ing quarters occupied by individuals entitled to rent free quarters but
excluding officers quarters, and the rate at which the rent is assessed
and the total amount of rent, has been sent to the ' formations con-
cerned. ” (Para 287 Standing Orders). The correctness of the bill
will be verified and it will be seen that an accepted copy of the bill
is on record in the G.E’s. Office.

(xiv) In cases of vacation of quarters before the end of a month it should

be seen that action is taken to send immediately a bill for recovery
of rent and other charges for, broken periods or if recovery is not
effected an intimation is sent through the P.C, (Works) to the accounts
officer to whose circle of audit the occupant has been transferred.

(xv) The Local Audit Staff should verify that rent is recovered for all

squash racquet and tennis courts shown in the Revenue Ledger
irrespective of whether they have been allotted to individuals entitl-
ed to free accommodation or not. If in any case no rent is recover-
ed it should be ascertained whether the building to which the court
is attached, is occusied or vacant and, if occupied the reasons for
the ron-recovery of rent for the court should be investigated.

i ' “(xvi) Tn the ‘case ‘of hired buildings :—

(a¥ the periods during which a hired residence remained vacant
should be ascertained and enquires made as to whether the
residence could not be given up to avoid loss to the State ;

(b) the justification for continued hiring should be generally re-

viewed with reference to the available Government -owned
accommodation ;

(c) when any of the residences hired for a class of individuals
entitled to demand quarters from Government cases to be re-
quired for such an individual it should be seen that it is ﬂxven
up at the earliest opportunity and is not continued to be hired
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for allotment to another individual not so entitled to be suppli-
ed with accommodation particularly when such an allotment
involves loss to the State.

{xvii) The Revenue Ledger should be Ichecked with the Tools and Plant
Distribution Ledger, the Sub-Division Registers of articles in use to
see that recovery of hire charge for tools and plant issued on hire
arc being correctly made. : ;

(xviii) The allocation of receipts should be checked to see that they have
been correctly classified and that no item of receipt which should
under rules be treated as “Deduction of Expenditure” is credited te
Revenue or vice versa.

(xiv) Any suspension of allotment of accommodation or a proportionate
reraission of rent on the ground that the accommodation is wholly or
pa:tially uninhabitable during a certain part of the year on account
of climatic reasons should be challenged in audit. The rule in paras
3(d) (iii) and 21(a) of A.R. Quarters and Rents does not confer
on local authorities powers for such suspension of allotment or
remission of rent.

Capital and Revenue Accounts of Civil Residences :

176. Capital and Revenue Accounts of Civil residences are required to
be prepared periodically. These accounts should be checked in local audit to
sce that they have been correctly prepared from the Register of Buildings,
Construciion Accounts and the Revenue Ledger.

Meter Readers Book :

177. The check of the Meter Readers Books consists in seeing :—

(i; that the form has been completed to show the building number,
the name of the owner and the mumber, maker and the owner of
the meter ;

(ii) that the meter reading is regularly taken; and reference to the
meter readings.

In addition any doubtful or suspicious entries| and adjustments, if any
made in the Book, in respect of previously recorded consumption 'should be
carefully examined.

After check as above, the entries in the Meter Readers Books should be
traced into the Consumers ledger or'in cases in which a Consumers Ledger is
not required to be maintained, into the Return of Recoveries it being seen that
the consvmers Ledger or the Return of Recoveries has been correctly written up
as regards the meter readings and (consumption that the consumption Is shown
against the same building and consumer as shown in the Meter Readers Book
ard under the correct category of supply, e.g., illumination power on restricted

hour basis etc.

Consumers Ledger : bpiad T
178. After the consumption shown in the/ Consumers Ledger has been
checked with the Meter Readers Book vide Para 177 it should be examined

with special reference to the following points :—
(i) that the rate applied for each kind of supply is correct;
(ii) that the amount assessed has been correctly worked out ;




(ii)

(iv)

)

(v:)

(vii)
| 3 {viii)
‘ (ix)
§
. (x)
{

(i)
..

(xii}
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that the free supply of
accordance with rules ;

that the hire charges for fans as assesssed is correct with refersnce
to the number of fans issued and the sanctioned rate. The num-

ber of fans should be checked with the Fan and Meter Register
B.A.F.W. 2181;

water and electricity wherever given is in

that assessment on account of incidental charg,

es has been correctly
made with reference to the initial record kept for such charges ;

that in the case of connection to Cinema buildings, the . electric
energy supplied for motor generators for Cinema projectors  is

charged at the illumination and not the power rate ;

that any adjustments on account of arrears or refunds ars in
order ;

that in the case of non-military connections for supply of waier in
bulk and supply of electricity to private buildings, necessary
agreements have been executed and are on records and thst
securities have been deposited by consumers in accordance with
the order contained in para 4 (B.A.F.W.2191) (Rules for the

supply of electric energy to private buildings) (Paras 765 and 768,
Regulations for the M.E.S.

that in the case of B.AF. and BN. entitled non-paying consum-
ers, action has been taken to effect r

ecovery of charges for elec-
tricity (including rent of internal installation) and water consumed
by them in the manner indicated paras 278 to 280 Standing
Orders ;

thai in the case of electric ener

gy and water supplied to entitled
non-paying consumers of ma

nufacturing and  quasi-commercial
concerns detailed in clause (xiii) of para 175 ante, a bill for the

total charges for electric energy and water including charges on
account of any rent of internal electrical installation has been sent
to the parties concerned in the manner indicated in para 288 stand-
ing Orders and that an accepted copy of the bill is'on record ;

that in case of water and electric energy consumed by entitled cop-
sumers, the actual consumption does not exceed the scales of free
allowance as fixed by the Officer Commanding Station according to
season. In cases of excesses it should be seen that action has been
taken to have the excess consumption regularised. (Appendix ‘B’
Barrack Synopsis and Q.M.G. in India, Memo. No. 49467-2(E-4)
Q-3), dated the 8th June, 1936, circulated under Financial Adviser,
Military Finance, endorsement No. 4199/0B, dated 15th June 1936) ;

that in a Cantonment Station when the M.E.S. officer is function-
ing as the “officer under section 233 of the Cantonment Act and
the recoveries for water supplied by the M.E.S. to non-entitled
consumers are required to be effected by the Cantonment Authe-
rity under the Cantonment Act, the total cost at the All-Bangladesh
flat rate of all water supplied by the M.E.S. to s

uch consumers
less collection and audit charges is debited to main head 2-L (b),
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(3) with, reference. to the .questesly statement-of Water reparcd b
the S.D.O. from the Consumers Ledger.: This;;statemegt s%ouid b?:
checked by the local Audit staff in order to verify that it has been
correctly, prepared..

1181, In the case of electric. energy.used in: Military Buildings occupied by
audit a list should be made out of works for which according to the terms of
the agreements, water was required to be supplied on payment, to contractors.
The account of consuymption, of water for,these works, should-be:traced in the
Qonsumegs Ledger and it should be verified. that. the.amounts: recoverable have
in all cases been debited by means of transfer vouchers to the Contractors. 1
cages when water is. either. supplied, free to.a.contractor, with . reference to his
agreement or is dssued.to a work executed departmentally, it sheuld be verified
that ‘the cost has been assessed by the G. E..and, debited.. direct to the work
concerned in accordance with ‘the instructions laid down in the Engineer-in-
Chief, Army Headquaiters, Technical Instruction No. 6. dated, Ist June 1836.

180. Cases of consumption (of electzic energy in military buildings used
by A.F.P, units for purposes of recreation /(i.e. as_ A, F.P. Clubs) ~under
sanction' of the Officer Commanding Station should be particularly watched. In
such cases it-should be ‘verified that the cost of energy as well as rent of elec-
trical installation has been recovered. :

' 181. * Inthe case of electric energy used in Military buildings ‘occupied by
Pakistan units it should ‘ascertained whether the unit has installed: electrification
at unit expense in the whole of its lines‘or only in a part of its lines. If the
lines have been wholly electrified, the unit will be entitled to a free supply of
energy and wiil cases to'be entitled to ‘issues of lamps, oil, wicks, etc. If how-
ever, a part of its'lincs is clectrified, ‘the unit will be entitled to 2 free supply of
energy for the electrified part but will receive proportionately, lower issue of
lamyps; o, wicks, etc.” It chould be verified by reference to_the. unit’s account
that the unit does not draw oil lamp, and wick in the former'case and does not
receive these articles on full scale in the latter case. it should further be scen
that in either of jthe: two: cascsistated abovercharges. for ‘electric energy used for
fans have been recovered fromy theiumit (Paras 773 :and 774 Regulations for the
MIE.S! and parai34 ‘A. R::Quarters and-Rents)! :

1820+ Imrtheccasésof privatv;seonsumers' it/ should be'seen that bills are pre-
pared and. sentc prompﬂy,;Athat;,recaveries;-are sefiected zegularly iand that ade-
quate iaction is)leing ‘takén fordhe adjustment of -outstanding.

183.... In the:case of electric. energy supplied . to . paying: .conswmers for
power. purposes it should  be. seén that sanction of the G. O. C. Distt. to
ihe provision of -the- powes, .connection - exists: and that, charges . for such con-
sunption: have. been: correctly made at: the _appropriate, rate in force at the time
of -supply. of electric energy.. :

164, Tn.case of .eleciric. energy supplied for refrigerators . and electric
kinhéi’ién 1ady Nxxli:sgzssquart‘.@f& it should be %c%z;,.%at_‘ chgnbltré% tGo'tallES, 2’1151 ?EZ{

e L ated monthly to the Senior Lady Nurse by BI© 9. . .
B el . f excess of the free allowance is charg-

t \d of the vear all consumption o I
221 }:1(:: ?"I‘f of the BE.-in-C., A'H/Q! No.'2 dated ‘1st =Marol:1,-.'1£¥364).

Requm of Recoveries : |
L - of Recoveries (waterand-clootiicity).as submitted {0
1o ihe Cantonmen ,A"‘uthdriﬁe(s should 'be checked «with the corres-

the U A “or ‘the’ Cantonyment .
;Jh%dmgU’ A o?i;li?géfS" Ledgers in order- to se¢ that the returns for-the period under

- R e
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review have been correctly prepared and that all consumers ‘required 16 be
shown therein have been duly shown in the Return. In cases in which Con-
sumers-kedgers:are- not réquired to be maintained the Return should be checked
direct with-the Meter Readers Book @nd audited in'accordance with the instrue-
tions. laid down for' the audit of: Consumess Ledger. The total ‘amount
recoverable :by the-MUE (5. from private - comsumers, as * shown in tomp st
figure in-ihe Return of Recoveries should be checked to see that it aprees with
,Ib}‘uddezaﬂs of; thati amountras recorded dnithe different folios of the Consumers
eqgocr,

, 186.. - Any: delay in the.submission- of these: returns to theUnit Accoun-
tant by due dates- should  be: brought to notice in the local audit report.

Eiedraca! and Mechanical Installations @

187..,.. (a), The. Annual -Returns:.of Electrical and Mechanical! Tnstallations
reiuﬂ:ed o in para: 743 Regulations for the-M.E.S. should be checked with
the Register of . “Public Buildings, Plant -Record Book, Log « Sheets of imstalia-
tions, Installanon mnnmg records Censumers Ledger and - Construstions
Accounts. Maintained in the office of the G. E. or the §.D.O. and it should be
seen that the returns thave been couecdy prepared and- that the statistical in-
formation, which they contain is-in' accordance with the data farnished ia the
original iecords. It should -particularly \be-seen that all ‘items of expenditure
(mé:ludmg that on renewals) - or preforma--charges which should be taken' into
accourt in working out the rate have been duly included either'as a direct
charge or by addition to the capital cost as required by rules. Any corrections,
which should as a result of this check be-made in these returns, will be carried
oui after they have been discussed with the G. E. per¢onally by the L.A.QO. or
hisr.‘S_uparintendent.

(b) ‘After the return: has been checked as above it will be forwarded to
the ' C'M.E.S. with the L. Al Os.. certificate of. check,. a copy. of the costing
sheet in the teturn will'at the same time be forwarded to the P.C. (Works) oﬂice
for information and eventual check of the consolidated costing sheet.

(c) When the L.A.0O. and ths G.E. arc unabls to coms to an immediate
agrcement on any particular pomt it may be 12ft over for subsequent settlenent
by coricspondence, the return being transmitted as such to the CM.E.S. with
all due expedition. Snmlmly i for any reason the L.A.O. is unable to
Ch&uk the retusn immediately -on .-receipt, the return will be forwarded uncheck-
ed 1o the, C.M.E.S. The ofiice copy of the return on record with the G. E.
will"theit be checked as soon as possible, and remarks if any, communicated to
the C. M. E. S. separately after’ discussion with the | G E.

182. In addition to checking the Returns with the various records from
whichitheyoare prepared ithey should also be subjected to a critical7exatnination
and sopportunity ‘should be takemn of investigating and making’ observations on
any impditant variations between the various:elements of cost:{per unit of out-
put)iof the: ppﬂwousﬂ/\.ar “and 'of the yeéar under report.

189. The Command Comparative Statement of Installations'in variots
divisions (a copy of which is supplied to the L.A.0O.) will also be checksd
with 'thc anawaliveturns in order 1o see' that-the information in: regard-to each
instaliat’on mentioned ctherein is cocrectly worked out  with - reference to-the
antwal wturn-forothe installations and that' the corrections mads;-as: a result of
the awils in the Annual Return have been incorporated in '-the:statement.

e e & - i AT & o i B SRR ol e e - o aaran e e
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Plant Record Book :

190. By reference to the conmstruction accounts for new installation or for
additions to the existing plant and for superior replacements it should be seen
that all new capital expenditure and major spare parts of M/M. Installations
have been brought to account in the Plant Record Book and that the capital
cost shewe in correct. In cases of replacement, the cost to be shown in the
Plant Record Book should be the gross expenditure i.e. without taking into
account sale proceeds, if any, of the old plant, etc.

191. ' The capital cost of buildings forming part of E/M Installations and
as shown in the Plant Record Book should be checked with the Register of
Buildings annually as soon as possible after! 1st July to see that all corrections
in the latfer have been incorporated in the former.

192. The rate of depreciation adopted for each machinery and building
should be checked with th¢ approved rates vide para 420 of the Standing Order
for the M.E.S. and the arithmetical accuracy of the amount charged off as
depreciation should be verified. The charge for depreciation will cease after a
plant has been in use for its full anticipated life " and the depreciated value
becomes nil. If a plant etc., does not renders service for the full anticipated
period and is discarded or disposed of' before the whole of its cost has been
charged as depreciation, the balance (less the sale proceeds) shall be charged

to the cost accounts either in one lump sum or in annual installments fixed by
the E.-in-C.

Fan and Vieter Register (B.A.F.W. 2181) :

193. This register should be examined to see that it is maintained in
accordance with the fly-leaf instructions printed in the register, fthat the register
iIs no maintaincd as to afford proper means for checking the receipt and issue
of fans and meters and that there are no evident signs of unauthorised correc-
tions and interpolations, etc.

194. = All new purchases of receipts of meters and fans as ascertained
from original bills, receipt vouchers and vouchers received in support or I D.
Schedules should be linked with the entries in the Register. Any articles struck
off charge should be verified with the original vouchers and survey reports, etc.

195. The location of fans as noted in the Register should be scrutinized
and it should be verified by reference to the Consumers Ledgers or the Returns of
Recoveries that hire charges have been levied wherever due.

Log Shects of Installations and Log Books of Road Rollers :

186. The consumption of stores as shown in the Log Sheets for the
period covered by the local audit should be cheg:kedi to see that.all stores the
cost of which has been charged to the Construction accounts during the month
or those which have been issued from the quantities held on the stores in Hand
Leager during the period have been shown in the Log Sheets. Differences, if
any,u shovld be reconciled.

begener in o 'relisble
It should also be generally seen that the Log Sheets contain a 're
record, that there are 5o unexplained large variations between the day to day
consurntion of stores and that the log sheets bear evidence of scrutiny by the
S$.D.0. and the G.E,
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WORKSHOPS
Register of Work Oxder :

_187. In checking this Register it should be seen that the classification of
work orders e.g.,, Work orders for M.E.S. work orders for other Government
Military Departments etc., is correct and that for all orders, estimates have been
sanctioned and work orders accepted by the demanding officers. In the case
of jobs undertaken for private persons and works chargeable to Regimental

Funds it should be seen that sufficient deposits have been received and adjusted
in accounts.

198. If jobs are shown as completed the completion cost should be check-
ed with the Expenditure sheet and it should be seen from the workshop account
that the cost has been debited to the party concerned. Outstandings should be
investigated and pointed out in the Local Audit Report.

199. Comparison of the completion cost with the estimated amount
should be made to see that there is no wide variation. If a large variation is
detected the accounts viz. the Daily sheets for the work should be checked with
the estimate of work BAFW-2227 to find out that the variation is not due to
wrong allccation of any charge. In the case of savings also it should be
verified with reference to the estimate that there has been no’omission in raising
dehits for materials, labour or power etc,

200. - After the close of a year, the Register of work orders should again
be reviewed to see that recoveries have been effected in all cases and that if
there were any unfinished jobs on the 30th June interim bills for the expenditure

incurred up.to that date were adjusted in the account by debit to the parties
concerned.

Daily Labour Sheet (BAFW-2236).
Daily Material Sheet (BAFW-2235).
Daily Miscellaneous Charges Sheet (BAFW-2313).

201. These sheets should be checked with the original vouchers reccived
from the P.C. (Works) or those in possession of the Unit Accountant, it being seen
that all transactions have been accounted for against the correct work ord>r or
overhcads. Tn particular it should be seen that no item of expenditure which
should properly be treated as direct expenditure ‘is charged to overhead and the
abstract of receipts and charges should be consulted to see that all vouchers
have ieen traced into the Daily Sheets,

Expendiiure Sheet (B.A.F.W.-2230) :
202. Expenditure sheets should be checked in detail to see :—

(') that the jobs were undertaken under proper authority ;
(ii) that they were properly recorded in the Register of Work Order ;
(iii) that the estimated cost is correct with reference to the estimate ;

(iv) that all labour, materials and other miscellaneous charges pertain-
ing to them were properly brought forward from the daily sheets ;

(v) that the monthly totals under the aiyor!:ion ‘daily’ expenditure in the
expenditure sheets are arithmetically correct and that these totals
have correctly been carried to the summary ;

(vi) that the progressive expenditure has mnot exceeded the estimated
amount, : g 3



62
‘Workshop Account : { it e P Sy e

203. The postings in the debit and credit sides of thesé Workshop Account
(BAFW-2233) should be checked with the daily sheets and vouchers which are
not required to be passed through the Daily Streets. The total .of the workshop
account' should be checked with the financial accounts to see that - the-:total
credits and debits as shown in the workshop account agree with the corresponding
amount in the financial accounts. In case of 'there being -any . difference it
should be seen that it has been analysed by the Unit ..Accountant  and -that
action has been taken to adjust the same. In addition it should be seen-that
audit charges have been correctly calculated and adjusted ‘and that recoveries
on account of overhead percentage credited-to the: prescribed head of ‘account.

y 204. It should be ascertained how the ' waste' and by }plmducls such as
scrap iron, saw dust ashes, etc., ‘are disposed-of. If sold, it should:be verified
that credits are afforded to the workshop account. The sale proceeds and the
Tate at which the-waste and'bye<products are disposed of pertaining to a period
should be compared with those ‘of the previous periods to ensure that they are
disposed of to the best advantage.

Montkly Workshop Retern :

205. Review the financial working - ofthe workshop/by  checking  the
monthly workshop Return (BAFW-2234) with reference to the instructions
contained in para: 16 et seq. of “Appendix. ‘P’ Regulations' for the M.E.S.
The capital costs: should be checked from the 'Plant Record -“Book “and ' the
Register of Buildings and the booked expenditure and *credits' compared” with
the: figures in the v-orkshop account. All'calculations should "be''checked  to
see that they are co:rect,

Register of Pablic Euildings—Military/Civil :

206. Verify whether amendments have been made to ‘this = Register in
regard to all new. works including additions and-alterations to existing” buildings
except as stated in para. 148 (Regulations 'for. the M.E.S.) in. respect of
which completion reports have - been - rendered during the quarter.. For.this
purpose, compare tl.c record of the corrections kept by the Unit Accountant,
a fly-leaf of the Re:'ster with the statement of work etc., in respect of which
completion reports Lave been reccived during. the ‘quarter which. are. furnished
by.the P.C. (Works).to the.L.A.O. quarterly. :

Select 10 per cent of ail the amendments to this Register issued since last
audit and check them with the relevant original records: to see.that.they.were
correctly prepared. Thereafter, trace them into the Register of Buildings to
verify that the entries in”th¢' Register ‘have been”duly corrected.

Note.—In the case of works (completed during the quarter) which affect the
eapital cost of /M.  InstZiations it should be'seen that \“mccessary
amendmenis have 2150 been made torthe Plant Record-Register Book
of . the. Installation concerned. ' The:percentage-referred to above does
not apply to amendments to plant Recerd .Book.

Bulb Account (B.AJF.W..1773) =

207. Check receipts from _sfock with the relevant store indents and check
jssiies to units, departments and® individuals ‘and ‘also check destruction’ of worn
out bulbs as entered in the Bulb Account with the relevant bulb requisitions.
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issues during a period agree with the number of worn out bulbs of equal wattage

shown as received and destroyed: during that period and that, where a new bulb

is-issued without exchange or is issued in veiurn. for a broken bulb, a signed

receipt from the occupant is obtaized and the transaction treated as a barrack

damage.  (Verify that recovery - has been effected from the occupant] in such

%as?s)._‘“ (Para ‘753 Regulations. for the M .E.S. and para €08 et s2q Standing
roers). ‘

the.»—Befor;e.local audit of this account is taken up it should be seen that
pages in the Register (BAFW-1773) are serially numbered and that no
page 1s missing. = The . balances. should; be checked

Suspense Registers ¢

208.  Check the Registers of Suspense Accounts (Dcposits and M.E.S.
Advances) with the original bills and transfer vouchers, etc., relating to head
‘P—Deposits-and-QiM . E.S. advances’ and the construction accounts as regards

balessesgre arithmetically correct.

e, o
v

209. Scrutinize the Deposit Register with special reference to the follow-
ing-peints :— :

(x) The register should contain full particulars of the transactions to
admit of action being taken for final adjustment.

(') "It should be seen that any amount which should have been finally
~ adjusted by credit to some ‘service head has not been placed under
“deposit:

(i) ‘Deposits. over 3 years old (excluding the year of deposit). are cre-
- dited to Revenue and that balances of a rupee or fraction of a rupee
are not taken to a subsequent. year’s register but  are credited
to Revenue during the year then closing. In the case of
original deposits not exceeding one rupee, it should be seen that
~.such. depesits .are credited to Revenue after they have been outstand-
ing for.one whole account year. (Paras 618 and 619 Regulations

. for the M..E.S.). :

(iv)>dn ithes case of Deposit Works it should be seen -that debits do not
exceed eredits-and that when outlay on Deposit-works exceeds the
amount depesited: the excess in - transferred to head - Q.M.E.S.

1 Advénces to watch;-recovery. thereof.~ When .on -completion of a
work the balance of deposit is refunded the refund should be treated
as minus realization and posted as minus credit (Para 572, Regula-
tions for the M.E.S.).

Vol e ..t

(v) In cases where an amount previously credited to Revenue [vide
item (iii) above] is refunded under proper sanction, it should be
seen that a note is invariably made against the original entry to

( : avoid a second claim for refund being passed on the same account.
This also, applies to cases.where a sum due to a contractor and held
in deposit. on closed  accounts is ultimately paid to the contractor
coricerned.

See that issues to units, etc., are signed for in Col. 24 of the ‘account, that-

Deposit-#erks; and see that ths register has:been correctly posted, and that the
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210. Scrutinize the Register of M.E.S. Advances to Seé :-—

(i) thai, except as specified in para 610, Regulations for the M.E.s.
no expenditure has been debited to head M.E.S. Advance on the
ground of absence or insufficiency of sanctions or allotments and
that no item has been included which was eventually debitable to
budget heac or to a Departmeni ; and /

(ii) that items relating to saies on credit are mnot allowed to remain
outstanding for unduly long time and that departmental charges
have been correctly levied in the case of such sales, where necessary.
(Fara 650 et seq., Regulations for the M.E.8.).

. 211, All minus items should be traced to their original sources and the
circunstonces icading to the minus outstandings should be carefully investigated
to verify that no financial irregularity is involved.

212. The total of the monthly transactions (both debits and credits) as
show s in the Lieposits and M.E.S. Advances Registers should be compared with
the Financial Compilation in other to verify that the totals in both the docu-
ments agree.

213. The review of suspense balances should be checked with the Regis-
ters and other records and it should be seen that it has been correctly prepared
and the balances are correctly shown.

214, In general it is required to be seen that the particulars of each item
are so detailed that the clearance thereof can be watched independently. It is
not sufficient {o see that the balances carried from month to month are, correct.
It is an important function of audit, to see that the balance relating to each
individual item, work or job is kept distinct and correct and the balances of the
several jtems relating to each head of account make up the aggregate balance
recorded thercunder. When on the expiry of a year a new register is opened it
should scen that the balances have been correctly carried forward with correct
particula~s and that adjustments made in the June Final and Supplementary
Accounts have been taken into account.

915, 1In reviewing the balances the point to ensure is that no item remaits
unadjnsted longer than is reasonably necessary for bringing about its clearance
in the ordinary course with due regard to the rules applicable to each case.
Delays in adjustment should ordinarily form the subject of an enquiry through
the objection stztement but special cases may be taken up with the Garrison
Engincer by correspondence also, and when the delays become serious, or the
G. B’s. replies to audit enquiries do not establish that adequate action 1s being

taken towards clearance, the matter should be reported to the P.C. (Works).
Regisfer of Losses:

918. Check this register with the loss statements and expense vouchers int
the possession of the Unit Accountant and see :—

(i) That the amount of losses as shown in the loss statement and
expense vouchers has been calculated at the correct rate, Le. at the
stock book rates in the case of stores, furniture, and at the capital
cost shown in fhe Register of Buildings in the rase of losses of

buiidings ;
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(i) That the loss stafements and expense voiichers have beeh propetis
 « adpsted in the ledger accounts of the arficles concerned ; y

() That losses, efc., which have not been regularised under the sanc-
tion .of the competent authority have _been included by the unit
accountant in his objection statement, and

£iv) That the circumstances (which should be investigated) aftending
the losses have been correctly stated. It should also be seen that

all losses due to fraud, and negligence or unusual occurrence are

dealt with under the rules in the Financial Re ulations for the .

Army and that all other losses sanctioned are within the fnancial
powers of the sanctioning authority.

Objection Statcments :

. .217. Check the Unit Accountants objection statement on the acconnts
of the month uader review, and see that all items of objectionable outlay pertain-
ing to the accounts of that month have been recorded therein under appro-
priats heads in accordance with the detailed instructions given in para 353 of
the M.E S. Accountants Manual.

1t should be verified that all ifems of irrégular outlay, i.e., expenditure
incurred without administrative approval or technical sanction, or in excess of
adminjstrative approval or technical sanction, expenditure incurred without
appropriaiion or excess over appropriation and outstandings against contrac-
tors, etc., €te., which come to notice as a result of the checking of the construction

ac 3 and other registers have been brought out by the Unit Accountant is
the g bjection statement.

Also see that the objection statement is self-contained and up-to-date i.e.
it includes all items of previous statements which still remain unadjusted.

The general abstract referred to in para 353, Accountant’s Manual prepai-
ed by the Unit Accountant should be checked and initiated.

218. e
Comapletion Reports :
219. Chezk the completion report to see :—

(iy That the report has been prepared on, the proper form BAFA-2266-A
and there is no undue delay in the submission of Part A as laid
down in G.H.Q. No. 858491-I-E-2-A, dated 25th July 1944 after
the physical completion of the work ;

(ii) That para B, of the completion reports have been completed by the
G. E. on receipt of the same from E-in-C/CMES after the accounts
of the work have been closed ;

(ii) That the excess over administrative approvals and tech_nical sanc-
tions are within the permissible limits or are regularised by the
CaF Az

(iv) That the materials account, if any, has been cleared ;

(v) That the necessary entries have been made in the Register of Build-
ings and Register of approvals to works.

»
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After the checks referred to above have been exercised, the L.A.O. will
transmit the original completion reports to the C.M.E.S:" for ' disposal and
retain duplicate copies thereof in his office for linking the same with the relevant
entries in the Periodical Services Measurement-Book. 2

SERVICE BOOKS, RAILWAY WARRANTS, CREDIT/NOTES, BOOKS
OF FORMS ‘D’ & ‘B> ETC. g '

_Serwee Buooks ¢
' 7920, Service Books will be;examined to see:

(i) That they are ail up-to-date and that every eh:tr'f was attested at the
time of the event; ~ = 2 '

(ii) That the opening page has been re-attested every, five years;

(i) That the last entries regarding rates of pay and .dates; of increments
in certain selected service books are._borme out by salary bills
““(Annexure ‘A’ to L.A.O.S. Hand Book) ;- ," ¢

P - e £ ¥
¥y’ That servicé“books, Setvice records and sérvice rolls are mainfained
for all civilian subordinates, casul peérsonnel and Class IV Goverp-
ment servants respectively ; and

(v) that 8 Regitéer of Sefvide Books is properly kept and that the num-
Ler of service books produced at the time of inspection agrees with
the number showan. in the register, S

1} “"The 18t check of service books will be conducted to’ the extent and
in the wmunner indicated below :—

(+) A general scrutiny of the eatries in the = books “selected for, “test
check” to examine whether the general rules prescribed for the
maintenance and custody of service books are.being observed in
practice., i

{6) TInitial verification of the correctness of leave granted during the
preceding 10 years (if this verification was not done in the past).
will cover all leave sanctioned since the last inspection

1

When a service book is taken up for subsequent review this check
of that parti-
cular service book. ;

(¢) Check of the fixation of initial pay (once only). .

(&) Check. of counting of service towards increments (particular atten-
tion being paid where broken periods are concerned).

(e} Verification of the admissibility of joining —time availed of (CS.R.
- Article 176). ; -

(1 In the case of privilege leave granted to non-gazetted Goverament

' servants who are governed by the leave rules in the C.S.R., it will
be seen that necessary entries regarding so much of the leave
granted as has been earned in respect of service in Departménts
othier than the Military Department have been made and commu-
nicated to the Audit Officer concerned with reference to I3 A.0.
Ne. 595 of 1937. |
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(g) Annual certificate of service verification by the¢ head of office on
the service book where necessary will be looked for. _

(b) Verification of the postings into all service books ‘of all Part II
orders (Office Orders) issued in any one month during a year ie.
during one inspection in a year).

i As regards (a) to (g) the entries in 10 percent of the current service books
* will normaily be examined within each period of approximately 12 months, if
periodical visits are made the check will be spread over the whole year. Within
the prescribed percentage, the service books of personnel within a year or two
of the noimal age of superannuation will normally be included.

HI. Tn order to ensure covering all the ground . systematically a complete
record will be kept of all service books “test checked” each year. The Service
books sctually checked will also be endorsed with a note to this effect, dated
and initialled by the testing official concerned.

Railway Warrants Credit Notes etc. :

IV. It sheuld be seen that all books are kept under lock and key. Issues
should be verified to see that the instructions contained in paragraph 75, Passage
Regulations (vide also Annexure I to L.A.O’s. Hand Book) have been com-
plied wi‘h and that the Unit Accountant has been furnished regularly with lists
of credit notes issued in respect of consignments of stores received for work and

stock.

ADJUSTMENT OF THE COST OF GOVERNMENT TRANSPORT
SUPPLIED BY THE ARMY TO THE M.E.S.

- 221, Store Section furnishes to ‘E’ Section a copy of the covering memo,
+ with which the priced indents have been forwarded to ‘the Unit Accountant,
Garrison Engineer’s Office, concerned for necessary adjustment. The local
Audit Superintendent while proceeding on Local Audit will collect these memos.
for test check of the correctness of the adjustments made by the Garrision
Enginecr’s Unit Accountant based on one month’s intimation in a2 half year.
The month selected for this purpose will normally be the month for which
detailed audit is carried out. The Local Audit Superintendent will bring to
the notice FC (Works) through the Inspeciing Officer, any cases coming to his
notice during the course of his test check, in which the transactions were not
adipsted in the accounts for the month in which the transport indents were
received by the Garrison Engineers, Unit Accountants, or the following month’s
accownts. The reasons for the dealy in adjustments will be ascertained and
intimated to the FC (Works) for such action as may be considered necessary. '

GPPD--5-4—£80/81-82/(M)—-23-1-84—2,000.



