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This Manual contains instructions and procedure for the
conduct and disposal of work dealt with in Loca1 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 lVtranual should be referred to the Controller
General, Defence Finance for approval.

A11 alterations or additions to the Manual '*,viil be notified
periodically by the Controller General Defence Finance by means
of correction slips. Ttre Finance Controller (Works) will bring to
the notice of the Controller General Defence Finance cases in
whieh important orders and i::structions issued hereafter have not
been incoiporated in this Manual within six months of this issue.
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Ttris is a provisional issue. Any errors
be. reported immediately in writing to the
Defence FiqBnce of Bangladesh, DHAKA.

and omissions should
Controller General

FAZLUL HAQUE,
Controller General Defence Finance of Bangladesh'

DHAKA.

) The 3rd J.rly, 1983.
Dated:-
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LOCAL AUDIT I\IANUAL

PART I._GENERAL

Objmts of Inspection and Audit :

1. The main objects of inspection and local audit of M.E.S. accountr
fre :-

(i) to subject to audit such accounts, vouchers, etc., as are not audited
in the F. C. (Works) office or as cannot be satisfactorily checkedin 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 maintiinei
in the prescribed forols and are checked as laid dbwn in rules ;

(iii) tosee that_all moneys relating to public funds have bsen duly acooun-
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 satislactorily and is up io rhe mark.

Responsibitity ofthe L. A, O. for the Inspection anrl local Aurlit :

. 2. (a) The Local. Audit Officer should personalty carry out inspection
and thus teep himself in touch with the financiafaffairs ot the fdrmations 'whose
accounts he inspects. This touch is very important and, therefore, all imporiani
work connected with inspection should bo done by him personally. He mavIave -the assistaoce. at each inspection, of aclerkto perform routine work.
This. in_spection clerk. may be taten by'him to outstat'ions also. The LocalAudit Officer will decide the nature of the work to be entrusted to the clerk ai
each inspection. A small percentage of the work done by the clerk snoufa ti
erviewed by the Local.Audit.Officer on whom will rest th6 final responsibilitylor tbe correctness of inspection work.

. (b) The _L. A. O. remains responsible for the efficiencv of the insoer-tion and audit work as awhole tLough in actual practice ;";; "i-th;;;kmay. be $one by the subordinate stiff employed'under him. Detailerl ioi-
trucuons Jor^the^ inspection and local audit of the accounts, etc., maintaiuedln tbe M.h.S. tormations are contained in parts III and III of this Manual
and 

-the extert ofaudit is laid down in Annexure' A,to this Fait. The i.A.O.
and his staffare expected to audit completely and intelligently att transacltni
ot rec€rpts and exp€nditure which fall within their sphere ofcheck. The L.A.O.
snould at the trme of his audit avail himself of the-opportunity of assisting theofrcers of the M.E.S. and Unit Accountant with hii' advice-in matters afec-tilg accounts, budget, etc., or the financial property of 

-tiinsactions. 
Iiemay even ofrer sugge_stions bearing .on-tJre eco-nomy 6f public mooey andiicxpected to do so all cases of avoidable clerical 

-worli in conoecti;n with
accounrs and.. audit. Such proposals if r.ecorded. in writing should ordinarilv
:P:_o._.-*999,:9 rn rnspectioueports bg.t submitted separatelt to rhe F.c,(worki)arer consuttation with the Garrison Engineer and the Uiit Accountdnt. Inall .such cases pe-rso.n_al dicussion with - the executi;; odilr,lf conAucteO inal.endry spi't and with a real desire to assist rather than to criticise. mav leadto .practical lqggestions which may be welcomed Uv aaUniiiiaiivi;e ;;;cutive authorities as rikelv to resrilt in tangibtc beuefits to t'ne anaacei oithc State-



Notice of Inspection and AuiLt :

3- (a) The Garrison Engineer should be given sufficient notice ofthe
o.otutt"''dui.lJr l"iiii,ti* "rd"rait 

and be requeited to be present at hishead-
fiileis-,;;;'tt! l.'a-.b. i" time to discuis thc results of the inspection

;ffi--hi;;.4 also to inform his S. D. os at ontstations to be present. at
iit"r. ii*a-ir".tirs and to keep ready all the books, etc', for audit inspectio.n
tv the Loial Audit Partv/L.A.O. on the dates shown- ltr the auolt
ii.Jiil""""i?""ii.i*. 

- diii-in"rtd be taken not to disclose the name of
,h-;fi";ih-. ;;;;il]*hi;h ii is proposed to audit, nor to specifv the works
the accounts ofwhich are to be examined in detail'

(b) On reachinc the Headquart€rs ofthe division, the Local Audit Ofrcer
*il1 ;;il Ji" tG-e.ii.Ea. 

- 
wniti iuit can be arransed, and. also on the G'E'

#e 
-;;rt"i. -*[lit Lt tn.v desire auy matter to be specially looked into'

Whilst it is desireable to give the Executive enough. time to coilect the

""""sfr- r"liiJt iiiJ-r"ii.i ihould not be longer th1! is necessary for the

;;;;;;;: t[e in.p""tioo and audit programme shou]d bc treated as ccntr-

iiifii-rrntiii"diic'e ttrereof is actually' addressed to the Garison Engineer'

Note 1,- IfimDortant records arenot produced at tlre time of inspection
;; ;';ii-;;t possible step should bc takcn to secure. their
iioar.titn . 

-' rf' tu"n efforts atc unsuccessful the olnissiol
Ih;;ld-b; 

'ro..in"itty 
n':cntioncd in tbe . report an! such

i"i-"r,ir itoria be suirjecred to aclose examination attlre n3xt
,iiii "i. 

iiiu.t a cour.e i. deem:c neccsiary. obtained lor exa-

mination in thc L. A O s Oifce. If repeated delay rs en-

countercd, the matter should tre rcported -specialty ln a seps-

rate letter to the F. C. (Wofks) Frequeotly such . delays ..and
obstructions afe a symPtom accompanying serlous lrregularltles
or malpractices.

Nole 2.- The provisions of this (rnain) paregrrph .do not. apply .to, cas:':

in which a surpt'ise visit to ;n omc: by the L A o rs deemed

necessary.

4. Portfolios and files of paid vouchcrs, demolition -and loss statement

flrrirai.nri. et...'p.ituinine to tht feriod covired by local audit will be ob'
lli"-"-oii;Jri,ii"'''E ii;id ;f thc'Main oflice. Fdr this purpose a rcquisition

;iU ;";;;;"; a r"iinieht before the local ar:dit is eipected to visit the

6;t;;";:;;i;;it om.J The 'E' section will forrvard the necessarv. docu'

_.riiio tf* L.A.O. together witb a list of cases (with full particulars thereof)

;ti"'i ;";'-6;';;..'iJ noii." from time to time and regarding- which it may

;J';;;:iJia;i';;i.uir" it 
"t 

I-.A.o. cr the Local Audit staff should speciallv

f""i i-"iii'O*i"g ih" .orrr. of inspection or local audit A separate. report
;;ili;i;"-ib;-.Ieiults ol investigation of such cases will be submitted to the

E.C.(Wor"k$ for further disposal.

5- Auv arrears utld confusion in the account rvork of thc division should
**ir" "i"ilii'- "ii*i.n 

of the L. A. o. who in consultation with the

i;;;" t';i;""r- aoi d," u"it Accountant should devise ways and means

;;#;e;ffi a;i;cii and to bring the accourt work-up-to--dale and if necessarv

iI"J.]i r-rtd"i".prrarv help as-mav appeet suitablc' If the srrears' etc'are
#;Lru;, 'ih-"|;;^"t d putt"a ip iii a reasonable lensth of -time' a rePort

iI "irii. .ri,,.t-'rr6uia-iinm"oiitcty bc scnt to the F c (works) for such a'ction

as ls ItraY doem lecessary.

-



3

6. The state of the accounts gencrally should be commented upon rnd

#:ls##n'i},'"',fl 'Gl:,.t',::*tt::Ul*1.-J.#:r;#;'1'3i
the various accounts and registi

his resoonsibilitv. that thev bear t:i;"1;;;;;;? tG 
-ijoit 

Accountant in token

of his 
.check 

and rhat in thc case oi:rec-js;;s ur_"J 
'r"ag.rl.t"r, 

tbcy are regularly

reviewed bv the Unit e""ouotul''t'?oa'ii'"-..Cuttito'o tngiieer' The L'A'O'

:il;id - ;it"*;.. ttat tne varioul'aicJuni aocuments' returns' vouchels' etc"

are submitted to the Unit a*Jtl'ii""i--p"ttiq"lty bt all concerned and that

the records of pavments, .;il;;;;ni;;^d lranlactions in general are

clear, explicit and self-contained'

7- As Drimarv auditors and financi:rl advisers to Gallison Ensineers' Unit

Accountants are charged *iti ?liiLi"i' i"ipi"tluiltiti "a' 
pata- 25 M'E's'

Accountants Manual' Tbe pt;tJ;;;' "utJ'"Ja 
uv JhtP. i9 discharging

their duries and the results achi.""l?"riir ui,.:,i"".d b'ythe.L.A.O. who should

also considcr all the reports *"i"iJa'i'v t'*' it tlt il'A'o s or the F'C (Works)

resardins cases in which th.y ';;;er.J';irii it 
" 

-Gon 
itoo Engineers. . Any

;;%;t# *-fi-h th" l.n.o. "rt*-iiiiiitio" '"v w.ith thc carrison Engineer'

;"iil#,"o*.;;il,"i".ii"i oot t" *irri'ii".*ffiv be incorporated bv him in

his iosPection rePort'

8. (a) AU registers, documents and vouche-rs' etc ' which are atrdited will

u" *ruiJ,i ' *oi,"it'-' :ttj""t#; -;;i;;;k;;-as the case mav tre and ini-

tialled. the particulars' i e.' tnJOa'te of 
"-t""t'una 

t.h: i]tP: or' pages..checked

##' #.iil;iii rLi "i 
tn" *ei;t; ;i;,' ;nd initiaued bv tbe auditor and

sisn;d bv the Group Supdt. di;;;d ili "; 
ita tott"ta per:cil wilt be used

iii'iirl" r.i""i" ,raiiitis'. 'eu ti.iiiuoo l*iiutt' mud be small and neat' care

il,il" iir.li i".;"i[- "tiit"'*ti"; 
;ffi d;;;J.oiher details contained in the

accoint books and registers.

(b) Resrlt of Attdit.-.On the completion of audit'. the auditors concerned

*ilI ;;;;,i;'.;it;i"ii" to th";;1;;;pv';itt'i ou;"'iion .statement 
issued on

the accouots o[ each uo]t 
"t 

"i;;;;;; -;;-ini 
t'int* indic-ated below' This

iiirin"-,it]""-r:i.,ila-bi exami,redil'iil;'s;pdl with listsof-.auditable docu-

meots/Accounts and countersigiri 6y h.'. s.ror" coustersigfins the certi'

ficate. the Supdt. rvitl "*.r"ir"'riin"lnitt 
ouli t"ti auditors w-ork is will satis-

i;*hi;;"; t'h; 
"udit 

has becn 
-"rilit"tiv 

iarried out and that hc can take com-

ilt.#i;diliillitv"l-ir,i-irait-Jr." ',unJ'ro' the statements made in the cer-

tificate.

Atrdit Certificate :

1 Narne of Unit/Formation.

2. Period ol Audit.

3.Monthsaccountsselectedforfullaudit(lr.deselectionordelsattached).

4. Dates of audit.

Certified that :-(a) the following accounts which a:e required to be audited

have been audited to tue e^tent a;;;i; u."o'du""t *ltt' ttt: inltructions contained

ilff-M.-f. i:-i;"ui erait -l'i*,,i ""a 
other orders inssued from time

to time :-
S. No., Name of Registers or Accounts, Audit No , No of vols" Itritial of tho

auditor. .

(If a seoarate list of registers and aocounts is attached .to the certificate

th. ;;;;s;t'y*'::;"ili i " iult ir""t shouid be giv;n in thc certificate)'
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. (b) All documents and voucbers, ect,. audited, test checked or scrutinisedbave_been enfaced "audired" ..oujectea,,iol+;lt'';i;;i;e;i,irest 
Linked,,or "Retrarked on" as the case may "be and init;affii. 

---'-'* '

. . (c) Items in-cluding Office Notes. outstlnding on the previous objections
BtBtements have been deart with and-the oljectioi' ."girGi f,ar'ieen coirpletcdupto-date. The relative registers have ti"", .orf,ieie-a ail-a iinrca uo,icheiJand other documenrs, etc., hive teeo proplitv ;l;A. -*- 

*- "
Accounts audited by ea;h 

-au&tor 
and his dated Bignature.....,,..Supt.'s dated signature .....,...,.,.,..,

Results of Inspection :

. . f. - 
The results ol irspection should be set forth in the InsDection Renort

14brch shoutd derail the defecrs of procedure and financial irresulirities noticedand describe brie'll1 lhe general itatc of rte accouoii'anii t-f,e nature of thennancrat control o\er transactions. Thc report should be written up con_currently.wilh ihe progress of inspection so that observations may be' recoi-
oed at a time whcn lhcy can bc most clearly and readily stated. " The ob-
llfvauons madc in. rhc Inspection. Re_ports should be concise and fully des-cnpuve. so as to obviate the necessity for any further reference to the aciountsand registers concerned.

_-- I0. As a rulc. trifling matters which can be and have been set rightoll tie..spot o.r are^ of no_ consequence to the finances of the State, need iot
be mentiotred, but if a number of similar. points is noticed, it may be desirableto-mention the .tvpe-oferror or_ irregularity with one or more insiances, so that
gmcrals responsible.for Jt may be duly instructed__ by the Carrison Engiueer.
turther, it is desirable that all statements and allegations made, and all igures
should be bascd on clear docunrentary evidence, ind ihaiiifioisible, all "rele_
vant facts should be ascertained. It- is also unnecessary td include in ihe
Inspection Repoit minor-delects which are o[ no nnanciit 

"onrequence 
even

I r1 h_as- not less possible to remove them belore the inspection is finishecl.
Such del-ects should be nored in a Register to be maintained by the Unit
Accountant and it sho[ld be seen it the time of itti - neit visit that
necessary .action bas been taken !y the Unit Accountant. The InspectionReport should be complered before the L.A.O. leaves the ' office
tnspected and it should nor be sipned until the Garrison Engineer. if presentat Headquartcrs. lrrs been piven rhe. opportunity of readin[ anA ais'iuiiingthe sameandof sugecsting anr ornissions or lnodifications. -

Note:- The rcsult of the scrutiny of the points suggested by the C. M.
E.S/.G.E. for special exan-,ination- yide paii 3(al of the Vanual
will be _generally embodied in the L.O.A.,s report. If however,
the C.M.E.S./c.E. requires the points to be dellt with confidenj
tially _they tray be excluded from the report and dealt with se-
paratelv.

- 11. Particular care should be taken in regard to the language and totre
of 

-the 
report so that no offence may be taken. ftritst it is nice-ssafu to make

it clear as briefly as possible how iny loss had actually arisen or io inclicate
the manner in uhich loss might have occurred, insinuations rnust be avoided.
It is not sufficient to quote the rule_or the order violated, the actual or the possi
ble effect of such deviation on the financial interesti of Government dhoutd
be e.xplained intelligihly . The names of Officers responsible for ineg"i;iies
should not ordinarily bc entered in the report, but. id all cases of seri6us irre-
gularities a note of the names should invariably be kept for record in thc Locgl
Audit and the F.C.(rvorks) Office,



5

12. The Local Audit Olficer *ill within a week of the completion of thc
jnspectioniaudit, furnish two copies ofthe repcft to the G.E' and one copy
eaci to the C.M.E.S- and the 1E' 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.

14. The final settlement of objections *ithin a reasonable time should bo
watched. Omissions to correct irregularities brought to nolice in previous
reports should be speciat noted and dicussed with the Carrison 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 tbe 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.O. not be satis-
fied with the explanation ofthe G.E. he should drop the item from the Ins-
pection Report, state defrnitely that a case of financial iregularity 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.

13. No opini,on on the work of the Unit Accountant or otber D'F.D'
Dersonnel should be expressed in the lnspection Report by the L.A'O. He
ilay, however, if necessary address the F-C. lworks; separately if he has any-
thing to say oa the work ol the Unit Accountaot 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 ths results ofthe audit check applied at the time
of inspection.

15. Progress of local audit and insr,ection of M.E.S. formations and se-
ttlement of objection statements and inipection reports will be watched th ro-
ugh a visual chart and B.A.F.A. 579 respectively.

Programme of check of Periodical Services Measurement Books :

16. From the Portfolios of paid vouchers. etc., received lrom the main
ofrc* (vide paragraph 4t the L.A.O. rvil! pick up all requisirions involving
additions and alterations to huildings which affect rhe Periodical Services Mea-
surement Books. These requisitions as well as demolition statements and loss
statements lbuildings) will then be lilked cent per cent, with the relative entries
in the Periodica! Services Measurement Boo(s by the Local Audit Staff.

- 17. Necessary arraflgements should be madeby the L.A.O. for a com-
plete arithmeticat check of all new or revised boolis. For this purpose the
L.A.O. will maintain a broad sheet showing the progress ofthe iheck of
Periodical Services Measurement Books by the Local- Audit Stafiand the num-
ber and particulars of all ncw books and srich cld books as may have been revi-
eed since his last visit.

l-8. The L. A. O. should, on the fust of July, submit a report to the F.C.
(_works) that all new and revised books pertaining t6 the pasr firancial year were
ghecked,

The provisions of paras 9, I0, l1and14 above apply equally to objection
statements which would embody the results of local audit. A note will be
kept io 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-
aed in the body of the objection statement.
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Record of chag€s in scsle o{ furniture :

19. The L.A.O. will maintain for facility of checking the Station Regie
ter oa euiho.ised Furniture u .ioti*.ri of o.tlers ameiding--the authorised

iiirJi .i-irii"ilri" ni ia*tioolog o.* ,"ut.t. This statement r"ill te refened to
;i ii; til; "i local audit and ltilti t" .ieo that each s'rch order has been taken
i"t"'."".r"i io if," 

-n"eirt"t of Authorised Fumiture. The fact that the nece-

iiri, -ii"ainiiiir" 
t as 6ecn n,ade in the Regjster rvill be indicated in thg state-

rneni bv the Auditor co,tce:ned.

List of sccounts atril R€gisters to be audited :

20. To ensure that no accounts are omitted in audit ald .inspection a

fist ;";l ;;*;;; ;si;t"t.-- und l"dgert required- tobe maintaioed by each

i,i.e.b. l"r"iti"ti'*f *rli.r.t he has"to audit and inspect- wilt be made out
il; d',; l-.Ab. ;,. i- ,.oi to the F-c. (works) for appr'oval' -Anv additions or
Iir"#i.if i"''ti''iiii'i--*iri6"'iii.iJ !'"i''liio.' tri.'5iaei' ortnir-c' lwnr*s;

The list will be kept up'to-date bv the L A.O' and will be handed over. by

ui- io nis sr"ciss.;: 'it^th" time oihis visit to a M E's' formation the L'A'o'
iiri rii.riir- 

"i-r.ti,in" 
ttt" ii.t or u""ounts to be auditecl and inspected and see

that they have been audited ard inspected.

Extert of Auilit lry the Central Local A.ulit Party :

21. The inspection and locitl audit ofthe M'E'S' accou-rrts and regis-

t"rr.-eic.. r,ltt bd carried oLrt hall ycariy and will normally be rcstricted to

iil;-i;;; .to,tn unr::itt .o.t item in "Annixurc 'A' to this part' but it will be

;;;-t;iit; L;;"i'irudit officer, to ircrease the extent of.audit or to order a
I5-Li.t"""n""t Jir':-p..t,.uiui G E's accounts, should it be considered that

;"ii?;;*t;l; ;;,,",i; iith" Iigtrt or tue nnmber and nature or errors found

i;-iG ;;rtr; of ,L,rdlt. Accouits and registers, etc, not mentioned in tho

annexure rvill be audited completely.

22. The selection of the month's accounts to be audited in detail will be

-raJ-tu irr" r-oiui'',i,ioit ofr"". ool intimated by him-to the.alrlit staff corfi-
il.ijirrwi 

-it.-tiie.';o',utone 
month's accounts'for detailed check docs not'

i.-*"""i. i*,riu t-t ui it" *ttiuiti.t of tha audit staff are be -confired 
strictly -to

ii'1"ii.-"i,"iJ iir,ii*ontti ."t""tea' If an irreprularitv is found which is also

iiii"tr- iL- , op.o. in anothcr month. or itfor aiy othi:r -reason 
the scrutiny of

ih#*;;["i;; n,o"tii ,'ir,.t then the selected nonth is considered to bc a

;;;i;; d;;ir"ble, ttre local audit staff should extend the scope of their audit
il;rr#.4;-i;-itt,j i"q,iirii. extent and inform the F'C' (works) accordinglv'

23. The selection of iteins, in case of Muster Rolls-' Peliodical Services

ueu-*irnl*i ;;;k;, il ii;I, lr".t 8, 9, l0- and 5-of the^ annexure ) will be

ii,?;; b;;ii; -i",iii- -tv ini supdt. and the L' A'-o'.. will scrutinize

i'Ti-i"ilti"i .":i"ai..u'r-i" Lnsu.e ihat it it exercised with discretion'

24.Billsrequiredtobecheckeclri'ithmeasurement.-BooksorPeriodical
s.*i.. ff"nr"r.il"ni soots (itim 5ofthe anncxure) will be selected bythe
i:;. 6. 

';;'--il iiit utt"nJ., iv the SuPdt' in such awav as to ensure that
ti"' ."r-otirru is sDread ou., u' 

"',iny 
bsok'' as pcssibte A suitable record will

# ;;iliJtril 
-i; 

th" 1 A ' o'i' 'om"o 1 ) ensure lh't' thc exter:t of audit

presoribed in this respect is adhered to.
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This record will shew intir alia :-

a

(a)numberoffinalbillsorrrunningaccoutrtandotherbillsbasedon
Measureme#-b""i; oitp.iioair?l Services Measurement Books

which were 
'p"ii" diiirg 

-the p.il"A covered by the local audit ;

(b)thenumberofbillsofeaclrcategory(i.e',frnaltr.llsonrunningacco.
unt anrl "tn#Uiiii)i.Gi"a 

ior""ttl,& *ittt thc ivleasurement Books

oi F.iioal.ui Services Measurement Books;

(c)numberandpagesoi]\{eastrrenrentBooksorPeriodicalServices
Measurementt-fi""ii iiiJi^tia 

"iiihmeticaliy, 
rrnd rc:rlts of check'

25.G.E,sUnitAccountantsshouldcafryouttheii:.sp^ectionofSub.di.
vision Officer's Ofn*r ;;il; i"tpottiUf. 

-i;; th; checir 'if all numerical and

quantitative store ledgers, accounts,. etc',.maintained in iirosc offices ( as dis-

rincr from R.evenue x;;;il;;-;1ii.r,- *iii u" iheckecl b,' the central Audit
partv). A list of such ledgers and acccunrs showing the i:itcnt of this check is

;i;;i''i,?;; iv.--i.{";;ii; ;h; -i*6-Ji"i':",ral bfficer's Qltces should be

iiffii'iruii v"u^riv. trr!-"*6it *itt t. conilucted !y tne . Unit Accountant

in the manner fala Oiwn in Part III anJ with reference to any relevant ins:

tructions issued from time to time'

26.Thequarterlylocalauditprogratrrmeinrespectofs.D.o'snumerical
srore accounts shoutc{ 

';;-;;b;i;6d fr iAO (ryIES) concerned bv the Unit

Accountants who will scrutinize and approve ihe sdm" arrd intimate to the

unit Accountant the ;;rr;h';;;;;,,t ii u,,itittA tor his detailed audit' In cases

however when the mcve of staff to otttstalions in necessary, and the grant.of

T.A. and D.A. is i"ulirta foCil audit progtuo*t shouidie sent to 'E
Section of the F-C. irl,,r:iit; "o*".,*tJ 

t"t i"tt"uty sanction after this has been

scrutinized bY the L. A. O.

2T.TherecordsoftheresultoftlreUiritAccountant\.inspection.and
ouOit *ilf U" scrutinize ty the L. ,\. O. end the *'ork of th9 Unit Accouirtants
'i, itil";";;.;';if i,; i.;i;h*k91.1by trle l.e.o. and the central Audit Partv

to the extent of to/.il ;;i;;d' 5*rr-hiriiirfri. nreferablV those situated in tho

iurri-.iitioo as the 
- 
Garrison Engin:er's Offices'

a

.
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ANNIXUBA 'A'

EXTEND OF AT,DII

st.
No

Particulars Whether chec-
ked or pre-
pated by th.
G.E,'s Unit
Accountant

Extent of check by
Local Audit
Othcers MES/Local
Audit Staff.

Remarks.

2

ExaDioalion of the list of vou-
chers up lo Tk. 25 each and the
scrulinv of the vouchers theio-' selves.

Checked by
the Udt Acro-
uotaflt.

ODc mooth's uaus-
actioos itr twelYe.

ExaEiDatiotr of the Acquittance
Rolls.

HALF YEARLY INSPECTION BY LOCA-L AUDIT OFFICER.

Ditto.

Ditto

Ditto.

IT'USTER ROLLS

One Eonth s
transactions in six

month.

Months, (at thc
eod of the twelve

Dolths).

10 per ccnt of sll
bills ba6ed on
MeasurcJrent ol1
P.S.IY1. Bookr.

3 Verifrcation of cou[lgrfoils of
receiDt books with Televant
entries in the Cash Book or
with rhe Schedule of bills in the
case of receiDts givln io exchange
fo! teasury rec€ipt.

Linking schedule of Bills,
cheque slips and che4ue demands
showing chcques issued bY Coo-
tlolle$ with the Cash Books.

4

H, .LT YEARLY AT'DIT EY LOCAL AUDIT STAFF BILIS

6

5 Chcckcd by
the Unit

Acctt-

Atithmetical check ol work,
bills aDd requisition not rcquired
to be subEitted to the F.C. (worts)
rrTa Paragraph 537 Re8llations
for the M,E.S.

A3 ftanv itefi as
work uoio a total
of l0 per ceDt of
the amount b;11.

Compl€te
check to bo
excrciscd
in othcr
respecta,

CASUAL PERSONNEL BILLS,

check of rates and arilhmeti. Checled by one mooth'. bill.
sal check, lbc Unit ina completed

Acltt. half Ye3r.

8 Check and audit of Mastct
Rolls (Ercluding checking of
arith.oetical calculations).

Chcckcd by Ode moDth's trans-
thc Unit actions io a half
Accou[ta[t. ycat.

Ditto,

10 per ce[t of the
total Dumber of
cheques issued to
the G.E. etc.

Check of bills (includilg requisi-
tiotrs ) against Measuremenl
Bocks and against Periodical
Setvlces mea5urement Books.
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2 3 54

9

l0

It.

13.

Checkirg
lations io

of arithmcticsl calcu-
Mustcr Rolls.

Checked by
th6 Jnit

AccountaDt

Ooe month'r You-
chcrs io twelvo (at
the €nd of the
twelve months).

MEASUREMENT BOOKS AI\D PERIODICAL SERI'ICES MEASUREMENI BOOTiS.

Ch€ckiDg of Measuremetrt Book
(includiDg check of arirhmetical
calculations).

Ooly iD rcspcct
bills selected for
check yide itet! 5.

Checked by
the Udt

Accountsqt.

Checkingof arithmetical
calculationsin Pcriodical
Services Measuement Book aod
audit thereof with Youchers, loss
sta(c&ents, demolition statemetrts,
sDd complelion reports.

l. Adthmcti€el
calculatioDs nil
afte! the initial 100%
check in ovea.
2. Linking witb vou-
cbers (requisitioEs
etc.) for additiols
aod alterations
I-oss statement
(BuildiDss) de-
motitioq statem€nts
and com;letion re-
Dorts for'Dcw
canstructio! 100:6

Note :-If
the ch€cks
ir (i) and
(ii) above
are carried
propcrly if
etrect P.S.l{
Boots
will be
checked

tullY.

lIOtrES ACCOUNTS IIEGISIER OT APPROVAI,S 10 WORTS AND REGISTER Oi'
SANCTIONS.

12.(a) Chek of Register of sanctioDs
(BAFW-2252) and ResisEr of
app.ovals to work (BAFW-1816
Mth the o ginal satictiotrs.

(b) Audit of expeodirure agahst
saoctions rccorded in (he
R6gister.

ADMINISTRATIVE APPROVALS AND TECHNICAL SANCTIONS

(A) Audit of Tecturical Saoc- Checked by Ode mooth's traos.tions, the Udi actioDs in a halfAcrtt- year.

(B) Check of the rccold of6anc-
tioDs against which expendi.
turc is audited.

Checkcd by
the Unit

Accountalt

Oar mooth's tran.
sactioN in sit

months.

Ditto. Ditto.

Ditto. Ditto.

I

No.

RECISTER ON A.PPN,OPRI{TIOI{S ETC.

14. Chcck of with thc relcvant or- Checked by Ditto.
dcrs aod re-appropriation tho UnitstatcEcqts. Accoutrtant

15. Checudg of coEttructioD Ditto. Dtto.
accoutrts for worLs cstt. aDd
TooL6 aEd platrt charges etc.
with the Re$, . of seoctio!!.
Appro\r.ls to works, approlria-
tiods requisitions, ald with coD-
tracloN ledgers, Etrd abo chec-
ting of thc postings with relevaDt
vouchc$ ald chaokiug of totals,
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---

43 5

Checkiig of the contractcrs led-
ser \vi1h relcvant vouchets inclu-
-ding ch,:cl:ing of totais 3nd t')a18n-
ces.

Clre.kirg of the regisoer of un-
Daid war-:s with c.rsurl p-'rso_
irnel bills and Mustcr Rolls
arid tracinq subsequent Payment
of unpiid wages into thc
Regista.

Check ol' the regisfer of r€.lri\i-
tions wirh rclevant requisilions
and res;sler of appropriations

Watch ove! special recoveiics of
all kinds ordered bY comPctent

authorities,

t9.

20. Chcck of trin.[.i eniriis a!1d
tansfer vouchers

Checkirg of Rcgistci oi B.irack
damages.

DitiJ.

Dilto

t6.

17.

21.

Checkcd by
the Unit
Acclt.

Meintained
by thc Unit
Accountant.

One motrth's
sactiotrs in a half

year.

Dilro.

Nil

Ditto.

Positions of
\ris. for

issue of
storcs to
contactors
to be chec-
ked in fuu
vide ileE. 25

18.

One !-,ol1th's tran-
sactioos in a half

)rar,

No clrcck
is Decessary

bevond
siing that
the total
sarction has
trot beel1
cxeeded-

Vrs. rela.
ting to the
saie of sues
to contractors
to be audi-
ted i! fu[,

22.

Ditto

Ditto

Dittowalch oYer recoveties oi Capcit_
raestal charges.

Checking of the Rcgitlcr of s:lnc-
tions fBAFw-2252) wlth Daid
bills relaling to general chargej
(includinq linkiiq of bills con-
taininq charges for pay cl rirl/s
emnloyed in hired buildirgs r" ith
lease agteemgnts of ihosl
buildings.

Check of the atErial! accoult6
with the relevaEt vouchers (inclu_
dinp comoarison of the balaDce
of tlhe materials account with
the summary of Eate: ials
register9.

Audit of stores indenls and
transfer vouchers (i) Checking
of tho Dricinc with the Stock
Book Rates (ii) Audit of indedts
aDd store traosfer YoucbeN etc"

MaiutaioeJ
by the Unr't
accountant

Ditto.

STORES ACCOUNTS ETC.

Material
account is
checrked by
the Unit
Accou[tant

One fionth's tralr-
sactions in a Year.

24.

Checked bv thi Onc month's vou-
Unit Ac.oiro- chers in a half
taot. Year.
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3 4 5
2

Annual scrutiny of estlmates for
lerewal of furoitule,

Checked bY
rhc Unit

Lccountll,rt,

33J /3% of the esti-
mates sanctioned
irl a vear should

b.-c..ckcd.

2GA.

27.

Ose rooolh'8 tlan-
sactioN io a half

yea'.

Two month's tran-
sactions ia a half

)'ear.

Reeister of drawing and Scientific
ins-kumeDts etc. on charge_clleck
of with relevant vouchec.

Scrutiny of loss statemmls
and Registe! of losses.

Not checked
i'ry the Urit
Acctt,

ct€*cd by
the Unit
Acctt.

Diito

Anoual returos to
b€ checked co!tr-
Dletely and there-
aftca two moflths'
tansatictrs to be
ch,--ked ifl a half

)'eai.

tlro Inonth's sarc.
tioos in a hali

year.

23 Check of workshop acclis. and
\vorkshop retums'

ChecLinE of thc reot Asscssmeot
Statements includidg lhe checking
of oostinr6 of lhese statements
in ihe Reot AssessmeDt LEdger.

Checked by
th€ Unit
Acctt-

Ditto. one month's tra[-
sactiols in a haif

yellr.

BEVENUE rICCOUNTS

checked by 1&%
the Unit

Acc1t,

Mai0iaircd Once iI a Year.
by the Unit
acc1t,

29

30

31

31.A.

1'

34.

Ch€cking of the Rent Assessment
T-edaer both s'ith the Registei
of Buildings (includiDg Rcgis'.er
of salstiotrs in respect of hired
buildings) and Revooue Legdcrs.

Audit of the occuDatioo retums
(Annual and monthly) and chec-
king of the occupatioE returns
in the Revcnue Ledgers.

scrutinv of all srr,ctions to
the re;ission or reduclion
of reut except lhose accordrd
under parai 22 (b) and 22 (bb)
"Qrs. and Rents".

Comoarison of the ReveDue Led-
o"r with the Register of sanctions
io verifv that ail hircd buildiogs
cre shoivn in the lcdgFr'

Checkine of rent bills with en'
trics in the Revenue Ledger.

Once every hali
year'

ScruiiDy of bills of water and
etectriciry in respect of PaYing
consuEers paying dirett to M

Not chccked
by the Unit

.8.S, Acctt.

Prepared by
thc UDit

Acctt.

Two months' tta[s'
actions in a hau

year'

Dittd.

Checked by
rhe Uait
Acctt.

35 Linkitrg of bills for rales and
taxes with the r€nl Asses$trcot
Lcdaer and ReveDue IrdgEr
to verify the r@very taxes
$llen recoverable from the teDant'

Ditto.
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36.

11

J6.

39.A

Linking- of tra[satioos relatiDg to
nue or lumiture wilh the Retrt
Aas$sment and Revenue L€dgeas.

-Not ch€cked by '.100%Uqll Accountant

CheckiDg oIRegisler or B,lildings Chec*ed
L)vrl and Milirary, - rhe Uoit

Acctt.

by l0% of asr..ad-
melts to RccigLr
of BuildioeE'is$rd
and a geoeral veri-
fiction that arne,Dd-
ocuts whcle oacc€-
sary have bc€tr

issued.

Chcctirg of the arithmctical
calculations ;n the Meter R.a-
dcr's Books (Eleclricitl, and Water)

Not chcclcd Ooe 6orth's traD-
hy UDit Acctt. sactions iD I quatter

39 CtcckilB of lhe postings in the
LoDsumer's ledp-ers with Merer
Re3d€r's Bookiincludilte checkinp
of the calculation of chalpes Mtti
relerence to the DrescliH rates(also iDcludir)s chcck of
Meter Reader'i Book withthc Returo of REcJveries of
Water io the c rse of non-eDtitled
coDsumeas in a Cantt. Statior),

AudiC of consurtrcm lcdeers in-
cludirg ciecking of the -dtle of
lrE Eupply and the comDarison
of the Consumer's Lcdr; atrd
Fatr and Nlcter Resist;i vith
the Returo of Recoveri:s in
older to see thit the retflrns f.r
the period hav3 been correctlv

prcpnred.

Ditto. Ooc month'3 traJls-
actioDs iu two

mooths,

Chccking of posiings of items
In thc retum of tccoleries for
electricity sod \,,"ter with entries
in tbe Rerenue Lrdgcr,

Chccked by
the Unit
Accourtant,

Two notrths' traDs-
actions itr a half

yeer.

Not checkcd
by the UDit
AccouDtant.

Preps.rcd by
the UDit
Acccuotsnt.

Ditfo,

Ooc Drolth's tlans-
actions iq a quarter.

41.

42.

'13.

Chcck of cbiecticnable iterns
EtlterEot.

Ctecking ol thc postitrp ;n De"o-
sit a-od MES Advances p.elistars
v/itb tbe rclevar.t v.)uahers'in-
cludi.Dg chcckii:g totals an,.l balances

ScrutiDy of Dcposits .t1d
M,E,S. A(ivar, es ReL.rst!'r,

Onc EoDth's ta!-
sactlods io s h8lf

ycar,

Ditto.

A gcnctal scrutiny
as to the DroDcr
rEaiEtenance and a
review of all out
slradi[g shouid bo
made cvery half

!ter.

Maiotaincd
by rhc Ulit
Aoctt.

%

,45

40.
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Note,-Ia all cases when "one month's transactions in twelve', is prescribed

(or one "monthh transactions in a half year', or,,One month,i transac-
rions in quartcr,'etc.,) it is important thar qe tesr snoUa'UJr"FaiA
as _covrring only ttroee monihs accou:.rts which are areadv com"oiretea
and closed at the time cf tic _test, any accounts tUen open aird a[
future month's accounts must be donsi<iered as liible to teit cteck aitutue -usit, and not as already covered by the previouii".i. -f.i
examplc, if a Garrison Enginj:r's AccoLruti Scc!.iot' is visited in Mav
and the accounrs for March are selected for test cheik oi iteni 

-E
above, tLat trst check should not bc regaded as a test of r_he hau vcarJ..r-ry*t 

!S Jlrf since the, accounrs -tor- May and lunJ f unAJmJitfj
- Apr ) were strl.l open iit the time of the tesi.
8L,t i2. ]he above statement does not include irems of work which *" a*]mon ro Army 

-and M.E.S. (e,g., checking of Railway WarraDls, Credit Notis.
.c,qurproenl Ledger in respect of Ordinance Stores, cti., etc,). In such casei
lnj percenlage of Iocal audit as pres-cribed for the Army will also apply l.lM.E.S. formations (See also para'220).

3. Over ard above the complete audit
sel,:cted lor fult ru4!t (shown in iolunrn 4)
month's aocounts wi[ be scnrtinised broail
vicw".

. applied to the month's Accounts
all _transections ia the remaiaingy from a "commo[seo8e point oJ

t. . (i) Ctenr pe1 eoJ-che$ olr casthgs, opening a:rtr_ closing balancta isexerciscd by t}'c M.E.S. Unir Acccuntanrs. '
(ii) L. 4. Staff will therefore reitrict tbe cbeck :.,r ,,casting,'to 

one month'r
.tr-i:i!1i9p in a year wirh this provico r)rar ttlc L.\0 w;ir Sj rf [bsr.+,lo
lncrease the percer)tage in any partlcular case if he thinks that this courie ir
warranted. 

-by_ 
tlre stat€ ol accounts rrnder check. The chek on ..closiEe,, srd

"9p9rung" balances will, however, be carried out c"nt p.. 
"rrf foi ali ti;;dilof the vear-
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PART II._INSPECTION

INTRODUCMRY.

recerw the Dcrsonal aucDtion oI the L.A.O., it the tinie of nis -in"picti6ii
Beuqtgrr, aciounts and orhcr docrments' noi 

''.;;"ifi;rff- 
ilentioned herein

:!::I,l^],::..:!ljj!cd 1o a.,generat review. in.ac&ainf *d"tn*.iury documentq
specrFcally mentrunerl In__tbii part or not, should be subjected to a foore detaibd
1:1y-.y_ q: L.A.(J. rvitt be guided by rheir general stite and by the resulrs ofpreucus rnspecrions lnd local audit. The iesults of insoeciions bv hisher
engnccr arthoritics a, also lhe financial and other irregularities which'comE to
noticc orherwise will also be taken into account in aEtermining tte-eitent o:t
scrutiny of such Cocuments.

Imprest and Ccsh Book :

. _29. 'fhe following paragraphs describe 
- 
the lrain checks to be applied to

the Irnprest and Assitrnment accounts maintained in the Cash Book at'&e tima
of inspe. ron.

30. Cash in chest rlill be coruted to see that it agrees with the balance of
the Cash }locll. On the conclusion of the counting of cash, the L.A.O. will
ack th,: Cashicr t..contplete the Cash Book as regaids any outstanding transac-
tioos foi the duy and to- balance' it.

A "Recorciliatioil Stateirent" should be prepared
balar.ces as pcr cash book rvi& tle balanccs shbwn in
Bani( Slalemeit at the date of irspection. In additioD,
should als( b.: carri I oui :-

. (i) mark oI every cntry in the Pass Book/Bank Statementl ftom thc
'counterloils' of cheques and 'counterfoils' of payrng in slips etc.

(ii) Pair the entrics in the Pass Book Bank Statement with the relative
item in ,:'e bii.li column of the cash book paying particular atten-
tion to .i.ry tIi:: iags (e.9. that there is no undue delay between the
dare ilre rank giles credit for cash or cheques paid in and the date
thtr ienlii,:rnce is alleged to have been paid ir or ought to have
bec:r pai' in; similarly that the cashier brings to accomt promptly
iq tne ca.rlr coirnn atry cash rvith drawn from the bank).

31. Aftei thc al)o!'e cirecks havc been carried out, the cash book will be
checked in the case of imprest rvith lhe schedules of bills, and cheque slips to
see that.heques issuecl to inrprest holder whether in fa'vgur of the Gadsan
Enginecr hiri-,relf oi iu faroui of cottractors' (exccpt those issued to the con-
tra&or's barkers dircct by the F.C. (Works) hbvc 6een accounted for in the cash
book. 'I'he itinl in tli,.r 

-schcdules 
checked with the cash book will be initialled

by the L.A.O.

Ivore.-Before commencing this check the L.A.O. will see that the file of thc
schedirles in complete and in serial order and thal there is no break in
tl-c seiial Nos. siirce the last inspection. On completion of checks the
last schedules linl..eC will be suitaliy endorsed io indicate the sche-
dules frc;.r.r which linking at the next inspection shontd comoence.

In tbc case of assigr'ment, the cash boold will be checked with reference
to thi c,-interfoils of tlie cheques and receiPts, and original cash vouchers on
record with the F.C. (Works) and U. A,

reconciling the bank
the Bank Pass Book
tho following checks
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,-. _ 12... Ti" ope+g balance. il rhe ca:Jr book at the time of inspection willbe'colnlri.i'cd -$ ilh the. closint balance of tils pret ious moflth and cash bock
:iT,{i? :llrlpt-_ler} 

.,v.rh thc co[ne:tcd vouchers. The following points willprrtlcu'aIty be jooked itrto at the tj,:re c,f riris check:_
(i) 'That no payment 

, 
has t::e1 made without &e claim having first

been chccked by the Unit A.ccountant and pass:d by the Girrison
r:.nglneer.

(ii) That the vouchers aro complete ir all respects arld that the allcr,a-
tion noted thereon is also iccorded in coiumn Z of the cash book(in the case of pre-audit irills the head of account *lf ,,ot te slo",n
rn uolumo 7 of the. cash book bur only the r,.r rds .preaudit bills,will he noted therein).

(iii) That misccllaneous [eceil)ts and amounts left rr:rpaid from cheoues
for.muster rolls, casual personnel bills and salt:y bi s, it cieaiteJ
to inrprest, do not increase the authorised limir'of th6 imprest. 

-
' (io) That rlre posting of cash book is rrot in a ears (i,e., it is pGted ar

lransaclions occur).

' (v) ilhat tJre procedure followed in the division is to make payments
in the presence of an officer or a subordinate duly auth6riged by' Lhe Garrison Er,gineer on his behalf.

(ri) Thlt lhere is_no lndue_ delay _between the date of receipt of a
chcq,re and thc datc of actJal disbursement, or (il the tase of
vouchers to be paid from imprest) beiween the date of
pass.bg a bill by tbe Garrison Engirieer and date of palment

(vii) That no Dayrnent has been made from imprest whieh under rule il
requircd to bc made only after preaudit. -

(viii) 'Ihat lhc amount of impr;st sanctioned is noted on the too of the
form in red ink before &e transactions for each mon i are ,e-
corded in the Cash Book and that the sanctioned amount is not
excaeded.

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

33. The L. A. O. will ascertain the pj:ocedure followins for the handlins
and custody of cash and, he will also srd rhat adequate arran-gcments have bee-n
pade fo.r safeguarding the cash and important documenti relating to cash
traDsactions-

34. Curuenl demands for cheques made by the Imprest Holder, outstation
Assistant, Gartisou Engineer or irnfcst hoiding Sub-divirion Officcrs rv I bJ
dreci.cd to see that thJ bills a d musler rolls wero actually passed before thc
demands were made.

N.B.-OnIy tiry +a muster rolls under demand at rhe tiEe of the iospec-
tioD nced be seen.

Original Youchels in Possession of Unit Accountant:

- 35. l'he files of original vouchers (not requircd lo be submirted to the
F.C. (Worl(s) on record with the Unit Accountant-$,ill bg obtained and the von-
chers subjected to a gcneral revierv. In the case of vouchers qudited by his
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staff silce the hst i-ospectiotr, the L.A.O. rvill see seneralli;;'-6; ;;;;,1#"!ili"iil discrerion vesred in- 
"r*,.", 

6it"ri.IilIlE
properly.

. 36. The register oI receipts books maintained by the Unit Accouatantrvill tc erarnined-to see lhat:-l
(i) It is properly kepr;
(ii) bc.lrs are issued to individuals authorised to issue recoipts.
(iii) coul)terfoils of used books are returned without undue delay to the

Unit Accountant for record.

I:re stock r[ bla k receipr. books in hand will be checked with ttc entricsin rbL ! egister.

. i'i. 4U roceipt books completed and returned to &e Unit Accouotaot
srnce ine_date ot Ule last iospection and those still in use and in the possession
of inoividuals to whom issue-d as shown in the Register of Receipt Eooks will
be olttained and examined to see:-

(a) thar no pages lre missi-ng;

(b) thaf the counterfoils are initialled by individ".ls authorised to issue
receipts;

(c) that, if a counterfoil has been cancelled, satisfactory reasons for
cancellation are recorded and the cancelled foil i6 attached;

(d) that, except for valid reasons books which have been completed arc
not retained by the individual in whose name they were issued;

(e) i,tat in tllc casc of completed receipt books rvhich have been retuni-
cd 'io 1he U it Accruniant he has recorded on the cover of thc
hook a ccrtificatc to the eftect. that he ha: verified the amounts
entered o,1 the countelfoils with tle relcyaitt entries in Cash Book
or in the Schedule of Bills as regards reccipts issued iir exchange
for tref,sury receipts.

38. All receipts issued during the selected month (vide Annexure to
Pad I of this Manual) will be chccked in detail with reference to the foltrowing
points :-

{i) Tha.t amount received as noted on the counterfoil is tractable in'' the Crsb Book or in tbe abstracts of Receipts and Charges (in t5o
case of receipts issued in exchange for the treasury receipts) and
that the particulars noted in these documents are conect;

(ii) That in accepting cash, rules on the subject are trot deviated ftot!' 
anr.l that U any S.U.O. or Overseer accepts c4sh on bchalf of
Governmcnt th-e sanction of ttre C. M. E. S. [which should be
accorded with the F.C's (Works) concurrenc,e] exists to this
arrangement.

39. A{tel the above check has been exercised the receipt entrles in the
Cash Ilook anC the abrtract of Reccipts and Charges willl be reviewed to see

O"1-ro ,irrtintta ilems remain for which formal receipts should hsvc b*e
issucd,
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Re5icler of Urgid Wags:

r10, The recister will hc examined. in order to see that it is properly main-taincd.. rhar it is-checked and iniriaUed uy-ir,"^ Urii-iii"r,iiit ,1" a,leouareacrion is being ta-ken with regard. ro rtri cri,arance-oi,i,ii.t"r'"iil1'ftti! ffi-;f,;:a*cars not claimed wirhin s.-neriod of n.tu" ,,ontn 
-oi'iiriiiTlcor:riog 

aue urorcgularly markcd off as forfeiied.

Bill Registcr :

^-^*11;-. 
The^ Bill Rctsister lvil bg. e.xamineq to see that bills are disposed ofpromrrrry. 
- Necessary enquiries will be, made about the outstanding 6ittJ 

-*d
cases.in irhich.abnormal llelays are evident or which ott e.w;ii-s*_ to reouircnvesugauon w'u b€ carefully examiled. If will also be seen that the a.iearlist of bills prepared on every Monday i, oo-re"ora.--- "- "---

Mcasuement Boots :

.4 _ 1I". Register of Measurement Books maintained by the Unir Ar_
countant \\dl be examined to see:-

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

(ii) that the register shows for all comDleted books the date on which
'Fey -will becomc due for destructibn and that books already duc
for de6tructioE have bccn destoycd.

43. It will be verified that a census is tale.n of all measuement booh
9.nT a {ear. with the. Register of lMea6urcmetrt Books with a vicw to eosuri[g
tlrx no book is rissing.

44. All measurement books in uso together with thoso completed siace
the last iLspecticn rvill be examined to seo :-l

(i) that the index is complete;

(ii) that the cubic cont ots or dre{t arc ettftrd in irlk;

(in) thit measurements arr t&6n by S.D.O. himself or, if takon by any
of his subordiaates, lte currency is c.hecked by the S.D.O.
that tbc G.E. or ths A,G.E. chei&s a sufficient proportion of all
measuremelts taken in the division and ttrat the arrangernents in
force for taking measuremetrts and for checking measuremenlr
taken by ofrcials of low standing and the reasults of thc checked
measurements aro aot such as to iudicate ladty of fuaEcia:
control ;

N.A.- Look for datcd initirls of the S . D. O. and G . E. or the A . G. E.
sgainst ths items of measurements checked by them.

(iv) that tle dates on which the measurements have bee! taken at€
rccordcd in the measurement book.

(v) thar the Unit actouatant's certificate of check of the measurements b
sodorsed at tho end of tho pages checLed.
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(vt) that dates of transfer of measuromert books lron oae S.D.O., !o

anotber are given on the measurement book itself. (Verifu this
date with thc date shorm on ttre Register of Measuremdnt B6ok).

(vii) that on completion, measurement books are promptly retumed to
the Unit Accountant, Garrison Engineer's Oifice ind arg not un-
necessarily retained by subordinatci.

(viii) that no pages are missing.

(ix) that the entries in the measurement books are clear and arc
properly madc, that aI[ corrcctions therein are properly attested, sD
that their aulhsnlicity cannot be disputed in a-court bf law.

,lvofe l.-When examining measurement books instance delays betwccn tho
dates of measurcments and the date of submission of bills. Also
see whether the Unit Accountant has maintained a record of suih
instances of delay and of any other serious irrcgularities noliced in
measurement books.

Note z,-lf or any reason a particular measurement book cannot be produc-
ed for inspection a note of the number of the books will bo kept in
the inspectionl repo so that it will be specially examined at tle
next inspection.

Nole 3,-A few entries ir measurement books selected, at random should bc
checked to verify that the Unit Accountant atrd the L.A, staf
exercise an ef8cient check over the books.

Perioilicql Service Measureme Books :

45. The P. S. Measureinent Books will bc cxamined vrith reference to
the follou'ing loints :-

(i) that each P. S. Measurement Book contains a certificate to the' 
effect tlat not lcss than 5 per cent of the measuremcnts shown
therein have becn checked by an officer.

(ii) that the books are kept up-to-date and cre certified as correct by the' 
G. E. and that aI[ iorreitions therein are duly authenticated. A
fe$ cases of eri huildings and of additions and alterations to
buiklings, etc., will be selected to see that P. S' Measurement Books
have bEen completed or altered accordingly aod that the entrie,s iD

the P.S.M. Books have been checked by his staff.

(iii) thet the particulars of the chcck exercised by the local audit stafi,
i.?., the date ot check and the pages or items checked have be€n
rccordcd irr a IIy leaf of each P. 'S. Measurement Book and signed
by the auditor.

(iv) that tbe seneral condition of the books is satisfactory and that there
are no signs of unauthorised correction and interpolations etc'

(\) that a reliable record of periodical repairs executed is maintained
in P. S. \ic.rsuLctucnt tsooks.

Nole,-The record{ of cxecution of repairs maintaioed in P. S' Measure-"- 
-Jrrt Eooks will be reviewed fenerally to see that it is a reliable
onc and tre sancticn of the c&rpeteui euthority has bEoa obtsined
in cases rvherc rsP8irs ware cxccuted beforo they fell duc'
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Conhacl!' :

{Q. The L. ,{ . O. yill i[g4i!p i-
(a) the index of contracts rshowing the particulars of contracts given

out i
(l ) thc duplicate copies of accoptod contracts;

. (c) Master Note Book ;

To see 3

(i) that Cuplicate copies of accepted contracts and amendments thcre-
to have been carefully flled;'

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

(iii) that th3 sDecial Doints of interest coming to the notic'€ of the Unit' Accountarits, Gairison Engineers' Offices, regardiog the working
of contracts have been note-d in the Master Note Book as provided
for in M.E.S. Accountants Manual.

The L.A.O. ivill also examine and comment on any special point of
intereit recorded by the Unit Accountant injthe Master Noto Book.

4?. The L.A.O. will see that in the case of contracts signed by a p€rs(4
holdinc uowers of attornev on behalf of a cortractor' a copy of the power ot
itto.niv-'.iulv uttcsted bv i Court of Law or an omcer of the Political DcPart-
neni iri'ti e i:ase of Tri5al areas, is recorded wittr duplicate copy of the accePt-

od contracts.

48. It wifl be ascertained from the Unit Accountant and t]o Garison
E,rsire"r riiat provisions of paras. 91 and 103 of M.E.S. Accountants Manual
ariaciualtv being observed iir the division and that draft contract documents are

.r.ntrurw'"onuiited into asreements. It for any reason' this was not done in
uov poriit,'iri caie and a frlsh contract was drari'n and concluded.. the L'A'o',
wj-[l -'lcrutinize the contracts, as actually concluded with special roference to the
oriqinal draft.

49. The li:t of approval contractors maintained by. the G'E' will bc
insoeciia to seJ that 

"oir'tractors 
are takenlon the list with the sanction of lhe

.urir""iirt 
- 

n, rf-ritv. From the names entered in the comparative statement of
i;;;;s; ii will gen'erally be seen that the tender forms rveie issued only to ap-
provcd contraclors.

Contractorc Lcdger :

50. The contractors ledger will be revierved to see that it-is- maintailed
il accoidance with the rules iud that the record rnaintained is reliable for pro-
duciion in a court of larv, if necessary.

51. A few clebits for stores in the contractors lcdger will be checked with
tfre a-cincwieGm*ti-of 

"u"tt 
contractor for the valuCcf stores issued to him

"ri ii,i rrt"i "%"iiia 
verineO with the contract agreement. It will be seen that

tr,'" iii[,"*tia!.rEnis aiJ serially numbered. cin- -easily be produced, arc
securcly liled ind that they are kipt under lock and key.
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#,[r,1'x., nfjih],{ny*,L1 f."F.ffffi ffi hffi

A*,If ft xd"lf *i:p#'?.H.f "$L1l'*ff ..t',fi ""lf t3""",*t!
Security Dcpocits :

,"rrr?i;, ff?,fg"t 
of securities will be examined with referanco to tte

'') :Tx ;Hrl"','fH:"iJ iltTiil :i.$iT#:l?"ie{osit or contracrors

(ii) thcr original a.ck-n9y^lc.dg9,meL:1s of 
-dcpositors for the refund ofsecurity dcposit have btien properly n<[ wiii'-the register;

(iii) that the Garrison Engineer has..rccorded annually a certificate tothe effect that all
,i,"a *ito'ii,ii,"'::'tf il,:,H#:,1:,l,X1rf ey""l.il"::Hi

t""j"T":i",'il:{l::?.}:fif, 
;Xir::il:."',.-,?iS,?#,fJoip:f,.ifrrhat Savings Bank

the r(.gsister.

(')l**9,,T*"fi 
[,.fg8T."tH,.:1,)offi 3,6T;[,;*x",*X;x;3

reqister and (c) it will al's. ue #en-ttut\iie;;# 
". verified withrhe account nirurisrred uy rl" F.i. (wi.Lj'il'i,fi"u of rhe cazeueof Bangladeih.

55. It will be ascertained- whether storc-keepen, cashierr (whetherpennan.nt or remporary) and overseers, etc., in chargi-of'caii ana' stoiis--d'ai,egvcn 
,security, and if so [q whar _extent and in whii ,n"p"' ft *iX--rL;Gseen that Dccessarv securirv bo_unds- 

- 
(BAFW_tgO2i--ni"i'-b"r, taken andrecordcd. If exeinoled tinrn t -i.ni"g ,."u.iiy, 

-i*.i.Ly "authority for er--enrption uill be lookc.t ror. It wiu.atso- # 
"i1tdia"il'""i"#i",i i. ;;il" i;; ii;adjustnent of old items.

eaoril Pcrronnel :

. 56. The sanctions ro lho appointEent oI calual per.sounel showing tlepcrio<I of.cngagemenr. rhe work t6, thbh-- fi-,li,A-;d.rti;;," "t pri "i.*:3:j!!gidi9 ,cbronotogicalty in a separate nid ny tile-Unii 
- 

Atountant wirl becxamme.d to se€ th3t t]tere are no cases in which'the cost of clerical 
"rfrnliri.,-ment enrr.rraincd in cxcess of saocrion has- been or is Ueiug iiiegdarfy ;ia;fito wciks and rhar ttre number of .chowlidr; ;pi.y"J f.i "lHri UiiifjiilfGjusti.fied witb reference to the locarion 

"i 
ir-n u"-it'oi"!i"r'i*r.-'

It:hould furlher be seen that no.leave salary i" allowed to such porsounelexcepj du.ing cas-ual leave grantcd under ttc prorlri.n. ot pu'.r. Bb (iv) ofthe Ii.ql.,ratio,ns for the M:E.s... ThEir Btrvi.o i*iid'rliff- uo -@i,id ;;thc cxtert and in the manner indieated il d; ero. 
--* "*
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Acquif(cnce Rolts ;

57. Atl paid e$tblislnrcnt brlg, +"-., since the time of thc hst iurpctionwill t1c obtaitr;d and it wilt ue v*oia'itr'ai actrtriliaiJ#ri, sramped wherenecessary have besn obtained from suUorOi"at" eoginee.'i"g 
-*O 

ofr.. cstablish-ments.

Consttuction Actounts and Connected Registers :

58. The followinp recislers. erc.. will be examined genaally to see thatthey arc l.roperty rnainiaine?, ttai itcy ;J k.pi;;;ft "r-p_t*out", tbat rhevbea-r the initials of rhe Unit Accouotanr in roten of 't i. .t Jcf.l Jii-fi";;ri;;-;and that rhey hrve been audired by ttre tocri auiiit-itriii ii'aJcoraance with tteprograrttEe for l3cal audit :-
. (i) Conjtruction accounts for works, Establishment charges aad ToolsanC Plant.

(ii) Register of sanctions (BAFW_2252).

(ii.i) Regi:rer of approvals ro works (BAFW_1816).

(iv) Registor of Appropriation (BAFW_2224).

(v) Register of Requisitions.

(v!) Contractor's l-edger.

(yii) Regrster of Barrack Drmages.

( ii) Labour Reports.

- -59. The construction account folios of a project and a rnaintenance sub-
!-119 j1 l!:p?:,..f, different sub-divisions wiu be' asied i;i ;i .rr.i;.e ;;;llII lo sie that lhe coostnlclion accounts are properly maintained and r;cor_
*:9.^lri-"tl-"_ qI!, Accountant. l'he monthty toiat" wiit be compared with theEgures snowtr ln-tLe rela[ive expenditure returns against the proie6t or the main-
re:tance sub-head in order to verify that proper arrangemenis dxist for enablincrh:. Ganison Engireer ro watch piogr.sr'of '"*piooii"? -;;il;1";;ij-#;;E
budgl't grants.

Register of approtrlrtims :

.60... Tbe. Register 
_ 
nf _Appropriations shorrld be generally reviwcd anclgranr-( .alowed dunn_8, the last quarler of the financitl year sh6uld be socciallv

scrmrntzed to sce whetller there werc any carcs, wher6 orders were 
. 

issuei
wb.ich. in any wfly retrd ro encourage. rie"spenaing oi gianti-"i'ru l6ir. u iir]it is t: e duty of arrCit to toke opjections to thefi rs "involving rirts of extial
y.a-s-31:c or irrcgularitl.. If possi[.!e. parriculrrr cascs rvill bc iiecified to shoivTnJr Tre ar.':ouDt ot lvork done was so large that il is impossibie for it to havcbeen properiy douc in the timc availablc.-

Tnnsler r o[dhers and ftart6fer transrctiotrs:

vouchers, and
chargos agtrinCt

- 61-. ltq L.A.O., will rwiew generally the fitc of transfer
PEt dqrfd -sdEtiry a law furvohdag a ftduction in rhe
ltre qo8outts sf a work.
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Guard Filc bf I. D. Schedules :

62, Guard filo of the I.D. Sohdubs will be sut$:cted to a

scrutinv to see that it is properly maintaixed and that there- are no
runl"f, ifr" adjustment of i.D. Schedules has been unduly delayed'

Revenue :

glErnd
cascs iE

63. The L.A.O's scrutitry of (i) Rent Assessmeot-Ledgcr' (ii) Rgvcnue

f"An"rr. fio"ioaine- the re.coa 'of misce[aneous items of Revcnue) ad (iii)
ffi;ile;'G[;: "ooti.tt 

of seeirg (i) that- they are. P'rope4yr maintaincd

;;.th;;#-6t-t, (ii) that thev -are poste'd up-tgdatg, (u1) -.tlat- tag

fi"1fi;;il;";, ;'iiitim"a by ihe unit 
-Accountant in token of his check

;"d i;iilG;ion Engi.reer ii token of his scrutiny and (iv) that tbly F'?
[""" iuaiteA bv the local audit staff in accordance with the prograomo for local

."a-r,. 
-*s*iiii;iiltfi w be paid to cases where a falli.ug ofi is

noticeA in tle revenue derived from any particular propelty'

64. The oltl outstanalings under tho various -suh'h-eads 
of roVenuo will

u" o":t"a a"?it:wiu te verinet that proper action has beel taten to offcct

realisation of the outstandiDg demaods.

65. If there is any source of revenue in the -division 
other- thafr reots ol

t uildi-ogs il;Iudillg iteaicd installations, hire of turniture atrd water atrd

;#ffilw 
-;har;d 

e*., sale of grass aid other usufruct, etc' (refened.to itr

"*;'44i. R;;iilti"* ior tle trlle.s,1 rent bf land',it will be verified that it
#";r ti; r"'fulrriii?; u,rit a"""*uitt ln token of his- check-of .r.evenues.(i)
;ifi#;ffi;ih;''&inrJrutl' .lqo, (ii) the balaoco duo -antl 

(iii) tl* 
'Epc;'ri";i;r ';;;l,r"g it. rn" ar.angefieirti in force for. watctrir-g -the rcalization

iiit"JJ-1"-. of"revenuc i.e. whelflrer the arr.anglmenls "t" 
lik"lY tP rcsula tt

u l.uk"ge of revenue rec€ipts will be examircd and commented upon r
necessary.

65-A. Sanctions accorded by tle Administxative authorities to thd

,eao"iioo 
'ot -t".iiiio" of rent,-ex#pt those adopte{ under paragraphs 22(b)

ffi?iOul i6il i"a-ir"iii;; rUouiA b" scrutitrisEd antl a report s€nt to the

F.C. (Works) when necessary.

66. The "Visitors Book" mahtained in M'E'q' Iuspeclion Bungatows

wiu # cno[Ja t.'-iie tn"i ine amounts realized are,in accortlance with ratos

;f1#;;;;Gd tv1h" c.vr.bs' 
""a 

m"t theso amoutrB have been c{edited

t'; E;;"1;;; -;d"broueht 
to account onAo the rcvcnuo sub-hcad cooccrEd '

67, The a.ccoutrt of recoveries made by the- M-'E'S' for the.charginS

"t "iu"iefv 
o*"ea secoatlary tatrcrics will be ixamiacd ro see that it has bocn

rr+.9.$:*im"1l*.Fu*tr'':*"r;LT#*s3"[."ofr,:iq""ff#i
xnd that if any tepairs, *",, ." irtti"O o'i, G u"tu'f net cos[ and deprtmon'
tal charges hive 6een recovered.

68. By a general.scrutiny of the Stock Reeister, Materi'fuXftie
n 

"a""Iria"i 
rLft-ttiii, si"ii", ' ru-itote Register, - Distributi

Resister of Articles of roots oni*pffi-o' 
--;"d;l; 

und o.itttiblltioo- - Irdger
ilffi;Hiil;i iil L*.A.o. "ilI 

see that tlere ii.an indication that the storB'

ililtr;;"ililI. -d-i,i* ttit-ti"o-"ni*ed during the last 12 tnoothg
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by the Garrison Ergi-oeer or anot&,er ofrcer appoiuted by him. Stockl*jag
rcports will bc obtained and it will be vcrilied ihat proper action has bcen
taken on cases of surpluses and deflciencies noticed at ire time of stocktakirg.
In the case of Stock r-egister it wi[ be seen tJ]at maximum and minimum
quptlty fof the various itemE of stock has been fixed by tle Garison Engineer
and a few important items will be tesl checked in or<ier to see that th;rc is
tro tcndetrcy to excegd tJle majdmum limit.

99, - 
The- follorring registers and accounts will bo reviewed geuerally to

!€e _that- they have been properly maintained, that they have beei initialled
pV th9 Unit Accon ant in token of his check where necessary a[d that they
have been audtted by the local audit staff in accordance with- the programmir
of local audit :-

(l) Station Register of authorised furniture.
(2) Plant Record Book and Fan and Meter Registor,

70. A few ttansactions of fans issued on hire as recorded in the Fan
.a$ Yeter Register. will be lin_ked with the Revenue kdger to verg that
hire charges are being recovered.

7l , If the division has a stock of. coal, fuel or oil for consumptiol at
power houses, etc., it will be seen tlaq|gisfactory .arrangements are in force
for co_ntrolling the consumprion of liufttc. It'will alio be scen how the
montruy coEumptions compare with .&o. another.

Re1;ister of Losses :

.72. The register will be reviewed generally to see that it is properly
maintained and that the cases of loss ( Particulariy undir the folowing heidsi
are not Lrdicative of any serious disregard of niles :-

(i) Losses due to adjustnent 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
G..overoment due to- deprecirtion of stock articles and to bring home the respon-
sibility for any inadequate arrangemeut for storago of stock irticles.

Register cf Buililings Military/Civit :

.. . 73 .. T-his- register will be generirlly exirmined with a view to soeiriE thot
it is maintained properlJ, that correction slips are passed promptly anii that
no correction is made in the register without quotin'g referedce t<i t[e number
a_nd dgte_gf. amendments. (The L.A.O. will'malie sure by test checks
that.the U-nit- Accountads copy of th€ register and the workiig copy of tho
Garrison Engineer agree witb iach otherf.

.H;*:';r;;-s*;,,"i; '".''1 "."'.':"' ': 'l i -' 'i "r

74. T\e fiIe will be examfured to see that it has been propedy kept and
thal it cont+ins specimen of thc sigratures of all offcers ald 'sub.ordinauter
prlpfl.fttg billd or holding iaprcsts.
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Badacr d Suspanc Acreuts r

75. Tlicse regist€rs will bc carefully examined to soa :-
(i) that proper action has beo! tak6! towards thc daarmoa of dd

outstandings, if any.

(b) that no item is allowed to remain out8tanding longer than is
necEssary.

(c) that no.itsm which shodd nadct rule b€ d€bitod on ctodited to
some other head of account is debitcd or credited to the suspeose
aceouats.

Sc;hedule ol Rstcs :

?6. The schedule of rates will be [enerally ilcruti-oized to ieb tliit it is
kgpt corrected uptodate and that tto date of soeDdfied is e.harly- "!d
odrrctlv noted iseilst each amerdeetrt so as to facilitde dircrfriltrioo in
cases id which thit revised rates should apply. It wifl ako bo arerrtaird
that analysis of rates exist fo.r each item.

Obioction Statcsent 3 ' 't?:

77. The eeneral abstract refqrrrd-lb in item 12 pan 353 M.E.S.
Accountants Mairual prepared by the U[it. Accountant -rvill be inspcted and
initiallcd by the Iospeittuig Ofrcei M.E.s. in token of his oxaniaation.

The outstaoding o6jectlous will bo scnuirdzed and it will be 5€oo that
ddequate action has beeu takel to effect tlpir clearance.

Books oI relerence etc. :

78. It will be seen that all codes, books of regulatiors and frles of
aircrilar 

'lctiers 
maintained in tho accouni section, are kept corected up-todate'

that the account records are properly arranged and obsolete and timo oxpire(t
;;;ri;;;ht 

"u^iout"a 
ii ttie niauer iescribed in para' 379 of thc

M.E.S. Accountants Manual.

Supply of working Forms :

79. The suoolv of working forms Lr hand will bc examined to ses that

tbey arc not in exi*si of or below reasonahle lcquirements '

Stan:h Vtrification :

7g-A. L.A.O ' M E.S. on his periodical visi{s to G E'! Headquarten

*irr 
"rnv 

out p!i,ii"t .t.""t of selected itores, furniture, T and P' etc' stockdl

il'.iil$]or."i,i,i"'ltr.e.i.'-u";i";iormations'except. at -oxtstations 
whicb will

bi;;;;"iby ti.a. on behalf of L.A'o' dtrins-Fis .pedodical visits'

;;.6. -*tll dt;t .J i ri.t ot 
"Juarc 

aad easily saleatle art!-cles, -in consulta-

ti*'*ltft in" 
-Ct. vis.s. concerned and the 

- 
E'-in-Cs' -Bramh' I{'G-o'

;iif ;iu';; ilil;' ;o'$ddiat,lirdet lock aod kcv bv &c L'A'c' Tbr
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plyrical vtrifcatioo slgrdd.!_e qgid or[,by.*p I.A.g. ia cmnqy ryi([
thc storo-holdcr. Thc rcsuft of stock vcrifcation \pill bc rccosd.d i! tho ctoc&
verifrcatiort reports to bc signed by the L.A.O. and the storc.holdar. Hc
Udll watc.h ca$fuly that thp diqc&aalcirt both sugluses aod dsiciencics
poin@d out by him are corlacily accouotcd &r under rrlles, L. A. O.
(M.E.S. ) may also at his discrction verify thc stock of articlca trot iicftdcd
.iq the a!.ove list whcB he fee,\ that therc is an occasion for doing so, Ho
should givc advan@ rotice of the datcs oa which the stock vsrification will bc
carried out 4ad tte p,articulrrs of thc facilitics such as provision of labour o!c.,
rcguhcd by hi4.

t

t Ia\ -.rQa)
adt

'
a)i

.t

d.(
. rfi!

I irteh
-t

25



26

PART IIT.-LOCAL A,I,]DTT

I-nprcct lAssignment anil Cash Booh:

80. Before thc aldit of imprest/rssi'orhcit end eash Boot ie trtcn
o. ii wi[ to-verined thlt all thc'crsh vorichcrs of tfio mmth hew bocn

i#"ir"a--rt.t t}re- Fin"n* Controller (Worhs)' lf thero arc.any voucters
not vet submitted to the F.C. (Works) a note wilt be kePt with a vGw to ob nn-

ffi ili'; ffi;'ilil"r1" nc. 
'tivrilii'at 

tao tino or thd next v.isit' Sinilarly.the
fil6s of oricinat vouchers rccorded by thc Unit Ac4ountant wul b6 revlewm ro
.i"",iit.-ifrfr r.rl.ii['i"'t " unit Acrountant's c,rtificaLe on tho ofhcc .copy. of
ih; i;;;diq tst, no voucher is missing. Aftcr- thc abovc. veriEcation tras

il;;;";.-GE vouchers paid from thc imi'rest will be cxamincd in detail to sec

iiitti-iri" *"r* ; i";e";, (ii) that ihe rates charged, and calculations

iia ;;;-#-??ill"tt"tii," it'i.i of ihe contract, if anl', bave bcen complicd

i*rr.---ii'.t""rr b6 seen in p.tii",rl"t that all thi vouchers were checked- by

iiJ"r"ii 
"JiJ"ri""? 

il-p;;d by the Gar,rison Engineer. at tte nr9n91p.-!
and no voucher has been ireld back which should properly have been suDmlfieo

to thc F.C. (Works).

Muster Rolls' etc. :

81. The audit of Muster lio.ll, y'll be corductcd with special reference

to thc following Points :-
(i) that names of indivi<tuah and othor particulars of idcntifications
"' 'it" 

Jn*o*" i; the_fi;G n"tt' lo,tutit 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 ttre class of labour

and does not cxceed thiitandard iiborir rate without the sanction

of the comPetent authority.

(iii) that the total numlrer of days is correctly wotked out'

(iv) that thc amount showu as payable.is corect with reference to thc

nultber oI days rvorked and the rate per diem'

(v) that the allocation to various works of the ' amount -p-aid has becn
' ' worketl out correctly and agrees with ths amount of labour actuany

cmployed o[ thcse works '

(vi) that the Muster Roll agrecs with the Labour Rcport! in bascs in
"" ;;i"h-11',; Jb;is;i;u of such reports has been ordered '

(vii]thattheMusrerRollsdonotincludechargesforpettys-upervisiotr' -' trf".. autltorised bv the C'M'E'S' nor do they inclutle cbarges

f# iloti";;;Aiitro,eh Gie"ncv of a contiact which should

be Paid for on C.P. Bill.

(viii) that paymcnts for ovcrtime if over Rs' 50 in nny oho montb in
' -'' ih;.il; 

"ny 
on"-inii,ia,ii has been approved 5y thc C'M'E'S'

(ix) that Drocress of work done is recorded otrla Mugtor Rdl or oa a' 
scparito-shcet attached thereto '
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(x) that a list of stores issucd to each worl and expandcd thcroon is' 
attrcbcd to *o Eustcr roll (this lirt should bc checked with tho
ildcnts, etc.,).

(xi) that if an itcm of work is stated to bc unheasurablo the G.Es- 
ccrtifcate to that effect has been recorded against such ileDs.

(xii) that lherg is an evidcnce to show that the record of attetrdance ir
occasionally checked by a responsible officer.

(xiii) that the monthly muster roll of latour employed on repair ot
furniturs is suppoded bY :-
.(a) a list oJ storcs issucd for rcpair oI funiture during Donth.

(b) a moethly protlc8s rcport of erticlcs of furnitulo rcpaired in
the pIoforni rppcadcd to E-in-C AHQ lcttcr No. 5288/
l'l/{, dried 26th April, 1939. In case wherc repairs to,
fuiniiurc arc carricd out partly by muster ro11 labour and
panly by lrrsonncl paid .on casual personnel bills, it wiU tc
iecn-thai copics of thc documents refcrred lo at (a) and-Q)
abovc are aitachbd both 10 thc ,nuster mll and to thc C.P.
Bitl and suitable remarks are made on lhc muster roll aad
the C.P. Bill with a view to linking the muster ro1l, etc.,
with the rclcvant progress report and list of storcs.

In addition to the abovc, particulars of items left unpaid should be chcc,ked

with the rclevant etrtries in thg Rogister of Unpaitl ,wagcs arld in cases in which
pcriodical repairs are exccutc.d dcpartecntally thc Progress shects should bB

itccfea witn P.S.M. Book (to tho cxlcnt leid down,in Annexurc 'A Part I)
it bcing verified that a rccord of thc repiirs cxocutcd Las been kept in thc
P.S.M. Book.

Cacud Peronnel Bills :

82. Thc audit of C.P, Bi[s coniists iu scci.0g that :-
.(i) &U appointncats havo bocn saactioucd by tLo compaent suthorities.

(ii) the ratcs of pay of the individuals and thc.pedod to which the bill
pedains are covered !y saDctions.

(iii) who! a casual personael has bccn onployctl on clerical dutie!
sanction of the E-iu-C has becn obtaincd.

(iv) iaconc-tax whcn duc is rocsvered at the Proper rate.

(v) the incidcnce of charge is correct.

(vi) the employment of casual personnel is limitcd to the,duration ol
the woiks and that funds crist for tho work on qiblch thcy aro
employcd,

(vii) the bill is arithmetically correct,

Note,--the check of C.P. Bills will bc carried out on the lines laid ldown for
estrblishment bills in the Annexurc to Chapter II of the Mily. Audit
Code, viz, , bills a/ Iroc Rs: 100 ivill bc airditea irr full and r thosg
rr&r Rs. 10o subj.etod 16 a gad€,ra s{f,uf,ry ard cornil.tgli auditcd
once in evory six montht. : ' I i
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Aidi C ti ard Vcr*crt :

'(i) the nomenclature of tlc itcnx of work as recorded in the Measure-
ment Book correspond a; far as possible, to tlat of tho ,item of
work shown both in thc Abstract of the measurements (BAF\Y-
2264) and in the bill.

(ii) tle , quaotitics shown in the Abstract (BAFW-2264) tally with tlle
details in the Measuremert Boot ; and t[Et tothls of ttD Abstract
agEc $rith the,totals as cntcrcd io thc bill.

(iii) ttre quantities and source of supply of stores shown in the Measurp.
meut Book taily wilh lle eEtriq! oE ttrc receipt vouchers.

84. Thc filos of vouchers rcccived from thc F.C. (Works).and of original
vouchcrs on record with,the Unit Accouatant will be cxaminod to sec :

(i) that for all dcductions on accoult of security deposits formal
rec€ipts were issued and that thc counterfoils of the receipts show
clearly that thc amount was deductcd from the bill.

(ii) that wEgcs left unpaid in casual Frsonnel bills and Mustcr Rolls
for thc selceted month arc traceablc under proper datcs and with
corred particulars in thc Rcgistor of Uhplid. wagps,. that all pay-
itrcnts of unpaid wages in thc 6amc month have been cnlercd
against the entries afiected in thc rcgister and tlat no timo barrcd
claim has becn cntertained without propcr sanction ;

(iii) that the unpaid wagcs taced iE thc Unpaid Rcgister [vrdc (n)
abovel have been accounted tor eitbcr by crcdit to imprest or
by paydent into ,tEisury.

(iy) that cfringes on aec tt d gAtr cteElf hrye tEtn rdcd Fhere
nocessrry in ,the Rqi*er of Sadioos (BAI'W-2252) ;

(v) that bills for stores purchased have bcen linEed with receipt
voudcrs and that 6r,ptin{us in ds lattcr qrcc with thos in
thc bills.

85. Bills fiyr rates &nd tEni ndtr 8e chEc8if wi6 Islhcrce to lhE rcnt
Esrossmort ledgor and thc rcwtrue ledgor to sca :-

(i) ttat;rEtes or taxes in tho naturc of house o[ property tax which
by locel rulc or custon aro lovieble on ths owner and therefcrrc,
havo becn paid ias a chargc against thc State, have been treated
as a psrt of thc asscssed rcnt of the building and that wherc such
taxcs havc been paid by Govemmcnt in rcsp€cl of buildings hired
by thc State, this has bcen done under condition of the lease.

(ii) tllat,ratcs or taxes in thc nature of service taxcs, e.&i watcr,
conscr?arcy or ligfui!8 lax which by locd ruk or cu6iom arc-- ffia't& oE.r*tlc{t'!,.hm t6o Ffrt !y.fui[.B.S.

:-- -''.1:, rs r chirge alainst thc strtc, Ervc bta rccorcrcd fron thG"tooant.

:

83. In checking work bills, and rcceipt vouchcrs for stores, which
have te be measure.d or countcd, with Mcasuremcnt Books, it will be seeD
thif'::-
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N. B.-Thc occupa ot a Government owned or hLed building in a hill
statiotr is only liable to pay monthly t/?lh of the annual iamount of
service taxes during this tenatrcy. The balance is borne by the State.

(iii) that the element of service ta,'(es when included in thc proPrty
tax is separately assessed and recovered from the occuPants of
quarters,

(iv) that in case wherc a lax,has to bc paid partly by Government
and partly by thc occupant, the amount paid on behalf of the
occupant has becn recovered from him. In this connection.
attention is invited to the sPcial flrle laid down :in para 24(h)
A.R. Quarters and Rents, regarding the iassessment and recovery,
ot tanes for buildings owned or hired by the M.E.S. within the
municial limits ot Dhaka. It should particularly be sccn that
the tax upotr the balance of the amual value which is borne by tle
Slate in ilese special cases has been treated as part of the assessed

rcBt of the builtfing.

/{orc.-Bills fot hire of residences should be traced into lhe Register of
Sanctions and it should be seen that all such residences be shown in
thc Revenue lJdgcr.

Mernrrement Bobls :

86. Arithmctical calculation in respect of selected bills vida item 6 of
Appcndlx 'A' Part I will be rcheckbd to ihe extent of authorised perceDtage

fiied by the C.G.D.F. from time to time.

The measurcmeots in r€sp@t of the lselected bills should also be checked
to sco :-

(i) thEt the printed rules contained il rthe Measurement Books have
been complied with ; \

(li) lhat the entries are clear, explicit and self-conlained;

(iii) that the quantities of each item of work as show:r in the measure-
ment books agre€ with the corresponding entries appearing in
Abstract of quantities and prices. l

Register ot Unpaid Wages :

87. The Register of Unp.rid Wages should be auditcd to see :-

; . (i) 'drft,attries fur"drt. hele<ted munth have been corroctly nade from
Muster Roft and Casaral Personnel B ls ;

Nd, . 

-Instances 
of delay in measuring up works after completioa should

also be i vGstigated as delay in paynent results in.lockiDg up contrac-
tor's capital and hcrexse their erpenditure aod consequently nectssi-
.latcs hiiher rates. F.rilurc in measurinq up work promptly also
provides opportunity for false and exorbitant claims on the part of
contractors .
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(ir) 
[11":l' i:']:'.1':ll':3H'if"'iJ]i".*ys qolrh b,* lqod

(in) that 
_ 
aU items and the record of subsequent paprcnt are checkcd

by tJre Unit Acctt. and iniria[ed by h;; .

(iv) that all amounts not claimed withiD twelve months arc marked off
as forfeited to Government and that after the expiry of rthis firiotlno pa),ments is made except iunder lhe sanction oi thc Dsit. or
Independent Brigade Commander concerned or, ia doubtful carcs.
ot thc (;overnment of Bangladesh.

Periuriical Sen ices Measurem€nt Books:

" 
881 .1i) Check complelely p.S. Measuremcnt Books io rcrpect of Circr

of new-buildings or of additions and alterations to existing buiidings, otc.,*ith refercnce to rhe documcnts referred to in parag.aph-16 of this- i,Ianuaf
and duplicatc copies of completion .ieporls on recora #id ttJ I.eOl- 

- ---'"-'

(ii) In addition check calculations in every p. S. Measurement Book
shown in the list kept by the L_ocal Audit Officei. ns a satcgu.-A -iialnst
urnuthorised rcorrections etc., all corrections in calculations snoutt rc initiauca
in ink.by the_Local Audrt Staft, and additjonal inirial being affixed for evcry
alteration.. The- particulars of the check, i.e., date of chJck and the pagei
or items checked should be recorded in a flyJeaf of the p. S. Measure r6ni
look an! signed t]I the auditor. Sample inirials of the hdividual elercising
the check should also be recorded.

Ody 25 per cent of rhe entries in a p.S.M. Book which has oacc
been completely checked are required ro be checked by the local audit itafl
b.ut if in a.parricular book a miitake is found the boo( sbould tc conplotcti
checked. New or rcvised books, however, should be checkod fully. " '

Note.-For check of bills with P. S.M. 'Books see pafi 24,

Conhxc.ls :

89. Verify
off all accepted
showigg particul

eaeh.

that the Unit Accountant maintains a nte of duoticato coois
contracts and subsequent amendmonts witti a'covorinq'iisi
ars of contracts given out and the ssrial numbor asdgold to

. , " ?Q - Wi$ referencs to thc Rcgistcr of Doposits iuid the nAE*or I
Seeuritics vcrify that thc roquired security, in prbpcr fo,rm hts bcon,-takft in
q]l cases except where exemption was allowed bt thc C.M.E.S. or thc
E-in-C under para 421 Regulations for thc M.E.S. for tlc duc fulftnOnt
of contracts withh the time specifed in thc agrecmcnts,

9l . 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 contrabtor, itr
which case the approximate quantities likely to be awilablc
*ill be stated ia gelling for toado$ (Tcahnical ltr€tfi&iirBs of t[a
E-in-C, A.H.Q. No. 5, daterd l5t 'Iune, i936).
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(b) Tlo F.Q. (W6rts) was c@sultcd befqrc ths issuo of tpnders ia all
cases ia which conltasts provide fot'the freo supply of watcr to
tho Contractor (Techdca1 hstructioB of the E-in-C, A.H.Q.
No. 6, dated lst June, 1936).

(c) The duplicatc copios of conkact agrccmetrts have been compared
with thc originals md have been certifed as correct by a Gazettcd
ofrcor of tho F.C's. (Works) office.

Rogtster eI Balrac& Deoregcs :

92. From thc paid vouchcrs for tho sclected month, sort out all
roquisitioos and bills treatod as barrack damages &tld trace the particulars
of the party responsible for the damage as well as the amount of expenditure
insuEcd on rlc r€quisitioas and bills into tho Barrack Damagee Register.
U* the ontdcs with the cash book whero recoveries are effected in cash
and in the case of treasury receipts with Abstract of RscEipt and Charges.
Also ootc if thero are aay old oulstandings.

a

Construction Account for Works, Establishment Charges, Tools anil Plont :

93. From the original vouchers received from the F.C. (Works) and from
muster rolls, C, P. Bills contractors ackttowledgements for store received
and other original vouchers (both cash and stores) in tle possession of the
Unit Accountant, check the postings in the construction accounts to see :-
l4r'

(i) that thc construction account folios arc maintained in accordance
with the rules givcn in Appendix 'L' Regulations for the M.E.S. ;TI

(ii) lhat every voucher pertaining to works accounts has found its
corrcct place in ths cooslruction account ;

r 'i-i
(in) that tho total of the comtruction account folios a(e coEectly

wrirted out and'th&t the totals of the folios agree with the corres-
pondiag totals shown in the Abstxact of Receipts and Charggs ;

(iv) that expenditure is correctly brought forward from the last year.I Th" fihrres should be verified a!'air after the final closing oi the
previoul year's accounts to ensure that all transactions subsequetrt
to lunc Preliminary have bcm taken into coarsideration ; ,. .--.

(v) that sanctions and allotments noted'in the costruc'tion accounts
agree with the entxies in the Registers of approvals and Appr_o;
pAatiom and that wheu a saaction is reviseil the word 'Revised"
is promincntly writtcn against the amount of sanction ;

(vi) that no cngincer service is cxccuted r1or a'ny liability incured io- 
connection therewith without administrative approval and technical
sanstiotr haviDg first been accorded or without funds having fust
becn allotted, except on grounds of ugent Military necessity or
urgent mcdical reasons whcn refereEce to the compctent fnatuial
aithortty would cntail dangerous dclay. From the const ction
a considirable timo in respcct of a work the accounts of rilich alo
fundarc al conditiotrs mentioned above have bceE infringed tho
rcFort ,cllfiraA by prir 16 of tle RG8tiltltions for' tio M.E'S.
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\fl" boon made to the F.C. (Work). It ohoDld al6o be verified rhat !o
expenditure is incurred oo DcF6it Wbiks withput ttrc neccrsary
fund having first been received from the parties concerned ;

(vii) that ilmounts 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 ;

(viii) that action is bcing taken by the exccutive to clear the liabilities,
if any, in respect of stores which have been received for use on
works but palments for which have not yet been Eade. Liabili-
ties for stores as recorded in the construction account should be
checked with the Order Book for stores ;

(ix) that no uodue delay takes place in the submission of completion
reports after the completion of the accounts of wo,rks and that
the verification and rransn ssion of the repofls is recorded in the
construction accounts. If no exlrnditure has been incurred for
a considcrable time in respect of a work the accounts of which are
still open, an erquiry should be uade into the cause of delay in
closing the accounts of the work. If cases are found in which
rere has been apparent delay in closing ttre accounts, charges

looked should be specially scrutinised to see whetler they indicate
atry tendeucy to utdize savings towards unautlorised exlrnditure;

N. B. 
-Cases 

of delay in the submission of completion reports should be
noted and it should be seen wLethcr they have been included by the
Unit Account nt in the list of such cases BAF F.C. (Works)-268.

(x) thet the complet.ion cost of the work as lootred itr ,tre construction
account bas beet corredly aotcd in th€.Bfgists of Approvals to
Works ;

(xi) that in the case of worts caqied ort,bJ t& .U,.E.s. for othcr
departments and itr tho case of.deposit works -for private bodies,
Cantonment Deparuncnt, etc., departmental charges, wherp
leviable, have been adjusted aad correctly calculated with rcferencc
to the actual expenditure booked in (he construction accotmts ;

(xn) that conskuctiotr ac6o'r4f-q in Jespect of .tr6rks for ,Which history
sheets are required to bo Eai[taiocd contain a uote to that effect
in red ink ;

(xin) that in case of new coustruction or additious and alterations
existing buildilgs increase in capital cost has been ooted i!
Rent Assessment Ledger whenever necessary and that rent
been revised ;

(xiv) that ths construction accoutrts
Garrison Engineer.

aro reviewed rqgularly by the

94. In the audit of coostruction a..ounts lhc followrpg .points should
receivc special attent;oo :-

'(a) Wnether cases of marked excesses overestimated costs disclosc
lny financial ifleguladty or rrious error iD accoq![irg,

to
the
has
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(b) \Yhc&or aDv howl abendonscnJ or Gurteiln nt o[ work hasrrsulted in i concsponainl-;;; il ili:-^
(c) Whether material modificatious of or deviations from the sanctioned esrimsres as may. come to noticc h;vt;;;vea tte sanj$oo irthe competeut authoity.

(d) wlether the materials- acco,nts havc been finqlly crosed on co^-plerion of the works for which .u"t ai.orot.iir" EaintaiDed.

(e) Wtrether the outturn from manufacturing operations is priced at
].1j::"9"9 Il- :opp","o, aurhority in iccoiaaoJwith ,.rrq-- *dwDerher, lt there is a loss or likelihood of a loss on atrv oDeration-rhe causes at work havc becn. investigatid i.;;"r ih#A;iindicate atry finlncial ;rr.*r"nty o, fii fa; i; tni Aepirtni'entii
operations are less eco,nomical 

_ 
ihan acquisition 

- 
"f _-;6;ats-Lypurchase would be. It should aso be sio tnui the manufacturiaccount is balanced and adjusted once a year. 

-

(f) 
Yhethe-r. atl 

- 
charges booke<l against the account of a work areDona fide charges against that work and whether any item oiexpenditue has besr debited direct to the work wnict snoutaconectly be charged to the contractor h a;coidad-;th - 

hi;
agreement,

9: 
_, If.aly closed atcounts of completed or abandoncd works were rc-

open€<r_' ure debrts, or credits booked against the re-opencd accountc should bespecially scrutinise.d. to sec that no irrcgilaritv n.r-U*', *mi,iitea,

^- 96. Credits afforded to the accounts of works require close exa.mination.pjgn gelsurgments alr-eady booked ard 
"h*g;d-; -liUJ. *-t are wriuenoacK wnolesate Io another work on the plea- that they were wrongly chargidto- the,work in the fust instance cases naut aso 

-occu#ed'ii:rtre 
cost of storesgi|t:|.j: i.*"-"-t lryq .been writteln tact atiei, corisali"u*i" r"p*t-tiiii.rne aucrt ot such transactioDs therefore calls for intelligent aia vigilantscrutiny on the Dart of local auditor-s with a vie* to "r*riig tf,"itfr1 

"ri'gin-rfdebit of the subiequeot wite back ao not in oivc "ii"ffi*,v.
27 Irregularities are also sometimes committed as a tesult of adxietv

l9-]]iriT gryf qo order to avoid a lapse of rurasy-ty-oraerin;' ;*;;;iworKs or ror stock dunns the closiqg days_ of June aira to piy for thim
before. the 30th Julre evdn if the st6res 

- 
have oot u"tuAii been reccived.Such irregularities are easily detected by cteit ing---the-'date on whichrne crcdrt note was issued. All credit 

- 
notes issued during JuIy shouldtherefore be connected with correspoxding Uils--io i", -"tn"t iorc -"rif91 stgleg paid for in June bcfore. 'delive[. AU ,i-ei-- r"trulty ,eiei"ijafler 30th Junc should be booked in tho iccounts 

-i"-i" tni' asil finansial
fT".i{^:.?! !1 niug fugntegentary or. Final accounts. Wt.n i.reguturitiiior rtus narure are delecred sumcie details shouldr be givcn in reports io admiiof a proper appropriation of lhe case.

_._- ?-S-:-.I -!r"::--are 
atry cascs in which the cost of special tools and plant

was uarBterred [Tom one work to anolhcr in anticipatioh of the oossib itvof thc arricles- teing urilized on thar work "t iomi'a;.t"oi-art",- tt5"i,iir?
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99. A[ closed accounts should bq.sqrutiaized .to see that liabilities and
Tti"rf.f.a credits have been adjusted. that spccial tools and plants in any
ghgg$ t9 the rvork have as seen fiom the iumerical accouni kept by thi
S.D.O. tcen disposed of and thc proceeds adjusted and that the cbmpietion
cost has been correctly rcported.

100, Afler the final closing of ihe accounts for lhe year all construction
accounts should be reviewed t(, scc rhat lhe expenditure outstanding liabilities
dnd credits have heen corrcctly c:rrric.d forward'to rhe next vear,s a-ccounts in
the case of works in progrcss and that in othcr cascs the accounts of works
have been cltrsed -

Cortraciors Ledger:

101, Itr the audit of Contractors Ledger rvhich should conlain traNac-
tions for tirc whole Division including outst;tion Sub-Divisions it would be
vcrife9 that the closing balairces of the previous months have becn correctly
brought forrvard, that all origiral vouchcrs received from the F.C. (Works) Mustei
Rolls, C.P. Bills, contractors acknowledgements for stores, indents, issue
and transfer vouchers for thc month vhich afiect contractors accounts have
been_ correctly posted in tlrc Contractors Ledgcrs and thlt thc rcsulting balance
hes bcen corrccly rvorked out and analysed so as to shorv iu detait thJ amounts
outstanding in respect of each work.

- I01. In chr-cking thc postings in the ledger it should be see that security
deposits _of contr.rctors urc lot included in their lcrsonal account and that,
wirert a d(duction madc fior-:r a contractors bill for 6ne work is creditable io the
accounts of anothet work, two distinct entries are made in the ledger i.e. -one
for thc Favmeut rnade on account of the former work and the oiher for the
recolrry credifablc to the lirtcr.

103. Vouchers for dtbits against contractors should be examined to see
thrit ihc iharges have lreen accepted by the contractor ard that the rates charges
ar€ colrecl. In case of debits {or stores it should be seen that issues have becn
made in lccorCance rvith the terms of the contract aud that contractors dated
ackno*ledg€mci,(s hale hceu ohtain:d in all cases. The rates should be thosc
shown in the contract agreenlent. Any additional stores not specified in tbe
contract should be charged for at the Stock-Book,/V. P.V.E.S. Rates prevail-
ing on the date of issue. plus/minus the Contractor's pcrcentage or thc market
rate whichever may be higher.

1C4. All c'cdits for unused stores returned by contractors should bc
closely examined 1o ensure that tho stores received are actually required by
Government that the1, haye been duly takerr on charge and that they do not
causc any excess over the speciflcd limits. The rates at wltich credit is given
shoulci hi conrparcd rvith thi <rriginal and current i-ssue rates and it should be
ascertairc'd thli depreciatiirl ctc. in stores since their issue has been taken into
a;coi,nt. If the q;antities arc appreciahle the circumstances in which the
stcres \\crc left un:r\cd should be invesligated.

!(.i. The closing balance as anall'sed should be revierved and checked
rvitir thc contlact,,., .'li,]u,',,,-'. in th,'- consttuctioll accoutlt. Gcnerally it should
tre .seen rhat fh.te rlc ntr old onlstandings and that adequate actiolr is taken to
.d'..iii'tt," ,mn,,i rE regtllrl-v frc'n coniractfis bill. .The cause -of any larse
U"i"n 

"s 
c"trtuoOinl a-"gainsi contractors shoutd,be -investigated and reasons for

i"t""Ai"rr-ent .in billi if anv receivod should be investigated The defermettt
oii..o'*rl of cutstandings ionstitutes unauthodsed financial aid to cootractorri
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and sllculd be challenged in audit. Action taken for the clearance of iteq:it
ovsr 6 mouths old, should be closely examined. In ca6es in which a ctn-
lraclor's accourit cannot De setrled immediately in the circumstances explaincd
in palas 4i3 and 414 of ibe Regulations tor tlie M.E.S. it should be sein tlat
the adiostments provided {or therein are carried out.

Regiete ol Appropridions :

100. In the audit oi the Register of Appropriations it should bc socn:-
(i) thar lhe Register is properly maintained and is upto data aad that

thc clrr"ck exerci:ed by the Unit Accountant is ellicient.

(ii) that Approprirtions madc to sub-divisions from the reseNe..Et tic
disposal oflhc G. E. do lroi cxcecd thc unallolted balance as shown
in the Reg;ster of Appropriatiors.

(iii) th0t Bulk allotments for petty and
S.I).Os. :i eatered in the Register
the amounts noted in the Register
the uirit accountant :

periodical repain made to
of Appropriations agree wit[

of Requisitions maintained by

(iv) thrt the postinSs ilr the selected month are correct with refelence
to thc authority noted against each entry;

(v) that no traosfers in the appropriations for a year are sanctioE€d
aftcr close of that year.

N.B.-A fiew statements of re-appropriations of funds sanctioned by the G.E.
should be examined in order to veriry lhat the amounts transfered do
not exceed the ffnancial porvers of the G. E. as laid down in para 61,
Regulation for the M.E. S.

Register of Approval to ltork-(BAFW-1816) :

107- It will he seen :-
(a) lhat the rcgister is properly maintaifled and is kePt up to ahte;

(b-: ttat particulars of sanctions and noted in the Registcr ar€ boEe' 
out liy the orders conveying the sanctions;

(c) that the authority quoted and the amounts noted are correct:

(d) that the cost of serlicc at contlact rates has been correctly calcu-
lated or the conctusion of the contract and that acti'on has becn
taken to reduce the original amount of sanctioa whenevct
necessary ;

(e) that all sanclions noted in the Rr-gister have been communicateC
direct by the sanctioning authority to the F.C. (Words).

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

1CB. The comoletion cost as noted in the Register will be checked with
rf',e comiruciirrn ai",irnt. n should also be seen that it the comPbtioe cost ol
;rr;;;i.; oi item of a service as noted in the Register exceeds tae amount of
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lh^e-adoi{slratir.e spproval (as ?od|.6s.d Uy lAo a&ouot of r}e acoopted con-[ract) tor that service or oarticular item, the er""r, iiiegrtuied in atcordanuewith the rrtes laid do'.r.n ii para os,-ni-jui;tioil-i; itJlftlff.s. Transfers ofanticrpatcd or ioual savingi from -6r.e fi.rn tr 
^ 

- 
pi.;..t'io "unotlr". 

should bopartictrlarly scrurinized andit sroutd-be'rE, it"t il?i'rs'iu3 to abaodoomentof a part of a work or to rny ott.i"aui" on lr;;;;ii.;;. project are norapplierl without sancrion of the'compeieni auri;;ri^t"#;;i additionar worknot conlemplatcd in rhe servico .or' projccr ,, o.igior[f ipp;vcd or which ianct fafuly c-ontingent on it3 actuar execuuon.

N.B.-T$ regisrer of Req.uisition will be checked on the above lines withreteren.c to the orisinal roqrrisitions received from the F. C. tW".t.lwith original vouchirs.
Scrutiny ol Technicsl Sanc,tions.

I09. All technic.rl sanclions. rvhether_ recorded in the Registcr of Sanc-tiors cr in the I{esisler of Requisitions *iU tr.-r"nii#"a--to see:_
(i) that sanctioos have beeD acrorded by tho competeut authority;
(ii) thrt thc amount of sanctions (which will bc the amoutrt of adminis-

l:r1.,]." 1qilgl,:t. T ,cases in which a dstailed i.timut" o. ,equisitio,,rs lot requlred to be prepared)- does not sxceed tho poweni of ibosanctioning authority con-cemeil cspecially,nh"; th" cost of workis sr,hscquently incrcased by transf?r of sauing; fiom anotheiwork ,

(iii) that t,:e adoinistrative approval where rcquired u.ndei rules exist;
(ir ) that :;auction is trot accordod piecomcal witb a viow to brinsins the

amount within the powers of fhe sanctionirg authority ;

(v) that in cases in s'hich separate administrative aDDroval is trct
req:lired under rules, the eipenditure sanctioned is iitnoriiea ana
rhar thcrc is no infringemen[ of any of tbe canons ot nn-iiit
propcrt)'.

(vi) tlat tie classification of charge is corect and that the wor.k which
should be treated as barrack-damages is so treated and not chars-
ed to tbe State. In all such cases -it should be seen that ,e.e**?o
entries have been made io the Register of Barrack Oamagei. 

-- '
110. The follorving items should reccivo special attention of the locat

auditcr:-

I

(i) All requiaitions or cstimates for renewal of furniture shordd be
liaked with the loss stat€ments, survey reports, or expeosc vouchers
for article of fumiture to see that ttre 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 furdture retained in accordance
with para 195, Regulations for tle M.E.S. nor of adicles of fur.
niture supplied as free gifts by the Red Cross Society to Militarr
Hospitals.

fif Requisitioor or deeilc{ estimdcs for poriodical repairs shoultl be
cheaked with thc rccord of execution of such repair- maintained by
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thc S.D.O. in the. p.S. 
. Moasurement Books in orrler to r.crifvthar rep.airs_ are nor sanctione-dl,i il "#;; ir; ";ti"ouii.i.;

approval of rhe compelent ourt o.ity Gt*J'it? priscribed htervr,l.
Note.-lt will also be seen at &e linle _of ibe locat audit that the prescribedprocedure is lollowed in the Division. a;, tf," *.f it'ot: r*t sanctions bvrJte Unit Accountant refore rui riquisiitd;-# pil;.i to rho s. D. os-.f(lr orocution.

(iii) The_ classification of,a saDctions.shor d be checked and in caseoriginal works are classif,ed ano sanctionii ,r"i"pri.. ii;;;ijt;
seen *rat the classification is in a;;;da;;;;;n'i;i"s ano has beenapproved by tho au&ority empowercd to do io. 

--^

Transter Entries anit Transfer vouchers:
111. Transfer ettries are intended to transfer an item of receipt or ex_penditure from rhe accounrs oI a" 1vor.k irr.progiei, or1-in'inJ uuag.iii;a-iorhe ac('ounts of anorber work of budgei h;;d: -- "'

-. 112. In the audit and scrutitry of transfer entries it will bo seen that theadjrsrmon: falls under one of rhe iottori;ri iitiiiiiiJi,_"- '

(!) To correct aD error in allocation_

(2) To distdbute the expenditure on a work over all tho accounts
effected in cases wh6re a joint work, in rvhich two or more partiei
are ;nterested is taken to ihe ac.ounts of one party.

(3) To adjust by debit or credit to the appropriate head trf account (or
\r'orx)_an rtem outstanding in thc accounts for e.M.E.S. Advar,ies. or P-Deposits.

(4) To bring to- account 
_ 
certaio classes of tra$actions which do not

pase through the cash book e.g. :_
(a) treasury receipts rcceived from private individuals in connec-

uon wlth payments made dfuect iolo the treasury and payments
to or rereipts lrom other Departm%ts etc.' whicir 6o n,*
appear in the cash book; -

(b) amounts due to coqtractors oD ciosed accounts. These are
debited to the rvork co rcerncd and credited to p-Deposits arul
Advances, Sub-head Miscellaneous Deposits ;

(c) revenue 
-receipts- not recovercd in cash, such as Departmentai

chargrs for work -donc etc. by the M.E.S. for othAr Depart_
rnents and sals of stores or ibols asd plant on credit; '

(d) amounts debited cr€dited to remittance heads;
(e) p€rcentage charges leviable under rules i.c. establishment

to,ols. and plant,:nd workshop chatges etc.

- , _113, ,]1erns, 
wrongiy classiiied in the accounts, both in respect of rev_^nue

nog cxpcndttuic b_cads, inay be coflected at any time before the accounts of ttrovear a.ru hDa[] closed. It should be seco that after the accounts are closeC,
tro colrectiotr is madg exc€pt in the following cases .-

(i) an error or c,mission in the (ecorded expenditure of a work.

a
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(ii) all errors affecling M.E.S. Advances and Deposits or remiuaace
hcaJs. Thcsc lnust be corrccted however old' they may Ue. 

---

It shor.lld also bg seen that_elery traflsfer cniry is supported by an autho_rity on t-hc transfor voucher BAFW-i2b3 or an order rec'oided on 
-some 

other
documcnt e.g. Loss stateme0t, contractors bill etc. which sets forth a clear and
cf,ncise rxplanntion of the correction or adjustment.

l1t. Tuo nruch rtrt.sr cannot bc laid on thc inrportance of a tlorouph-
ch.cL- of transrL'r' voLlch,:;s. Irreguhritics, of a morc or'[css serious ciraract&.
often lic in trausler tialrsactions, particularly rvhen the executive staff are iaced
rvith an ercess or p;el.ahilitv of an excess'on any estimate or allotment. Thc
tcnd!'nc) thcn is to resort to reclifrcrtions cither 

-by 
s,riting down the value ofrrltcriJl\ rrr $riring Lrr.:k crptndilurc lo somc otlicr cslim-ctcs rvhere a savins

i5 ilt,li(ipLt,d Jit.l .r) (,rr. .\ti.rnpts arc also madC sometimcs to UtiliZe Sa,i,inE
by lrc ,r:s of li.liriou, ,1, lrit. ('rLidit:, allotdcd to rhc accounts of a work in fusi
ferv nror,ihs should be ckrscly exrulined to vcrilv that unneccssary issu€s ot
stork were nor nrade to [orks in one linancial yeir to utilize grants'and retrans.
ferred back in accounts l(rr the next year.

1i5. In the fludit of transfer vouchers and transfer transactions it should
bc sccn thilt the files of lransfer vouchcrs produced for audit are complete, that
trrc vouchcrs rre checked b5 rhe Unit Accolntant and pcssed by lhe G.'E. beforc
thcy lrc irrcolpotaled irr uccourrts. that vouchcrs irflecting the construction
accounts of a S.D.O. originate from and are signed by him and that the alloca-
tion has bcen correctly made. It should be seen thaf vouchers are:-

(i) seli-explanatory and tlat rhey establish clearly the correctness and
thc necessjty of the correction.

(ii) in order generally and that the original error does nst disclose a
defect in the system of accounts or itdicate ary financial
irregularity.

116. If the vouchcrs involve a rcduction in the charges against the
estirnate of a rvork. the circumstances (which should be verifled) in which the
charges rvere wrongly allocated in the first instance are clearly set forth in the
transter vouch3rs. Transfer vouchers which had the effect or reducing ex-
penCiture on rvorks the estimate or the allotment for which would have beeo
exceeded t:ut tor the trailsfer so made should be specially exemined.

117. It should be seen in particular that the transfer vouchers do oot
include fictitious adjustment e.E. (i) the debiting to a work of the cost of
materials not required or in excess of actual requirements (ii) the debiting to
a rarticrlar worK for rvhich funds are available of the value of materials
intlended to be utilized on another work for rvhich no fuads are available (iii)
the u rrlng back ot the liilue of materials used on a work to avoid excess outlay
ovcr :.ppropriation etc.

i18. Local Audit should see in particulai that a1l pcriodical transfer
transactions, c.g. those rclating to ihc 

-adjus"mellt of dcpartmental charges are
prepiircd and incorporated in accouuts rcgulariy and in time.

R€gister of Sarction BAF1{-2252.

l!9. Sarclr.rrrs r.lrr;nlt to standing chargcs as recorded i the- Register
of Sanctrons rvill he checked with the original orders to ensure that they bive

it



39

bcen corrc.jtly 
. 
iia[scr r bed -and that in tle case of sanctions of a temporarynature thJ period of .sanction has been prominently noted as to tff; iA

notice 
-expenditurc 

incuned againsr rhe sancrions after Ge &piry of tfre pe?oOol lts cuircncv

120. It sbould also be seen that all adininistrative sanctions for general
!.haIges_-navc been comnnnicated hy thc sanctioning authoiity direct "to the
F. C. (Works).

Nore.-If there is any xeason to believe that any sanctiol is ultra vires the lact
should. be reported for orders ot the F.C. (Works) who should be ap-
of full circumstances of the case-

. 121. 
_ 
All pa]d bilis relaring to general charges (e.g,, rent for hired build-

in.$, rcrtt lor lald. p:.inlcnt' for railwry sidings and plattorrns. rates and taxes.
etc.) sl:ould be trrced inlo the Register of Sanctions io see that sanction of the
ccinpctent aulhority to thc chargcs incurred exists, that no exDcnditure is incur-
red b;lond the period for rvhich a chrrqe was sactioned. thb exoenditure his
been correctly postcd in the register against the sanction conceined and that
ther6 are no cascs in wliich claims in respect of those charges for the-samc
periotl have been preferred twice. I

_ -122. Thc bills containing charges in respect ot the pay of mails employ-
ed for the maiotenance of gardens in buildings hired by the State should be
checkcd_rvith the l ase agriments on record'in the G.'E's. offi; to tAtlh;t
the employment ot thc mali forms a condition of the lease and that, if the
buildiug has been hired ft:r use as lesidence, the individual occopying the
building wheLe thc ,mali is cmployed is entitled ro rent free quartera.' In all
cases in rvhich malis are employed by the M.E.S. it should be verified that the
revenue derived from the gardens is crcdited to Revenue,

,Mtterids Regieter :

123. From the original bills and transfer r,ouche.s pertaining to storcs
purchascd for wolks, frcnr indcnls. thc rcccipt vouchers aud tbc list of crc(lit
noles $)8ling to such stores in the po:session of urit accountant as accounted
for,in the materials (construction) Account, check the rcceipt and issue cf
storcs as posted in the Material Register. Also comparc the balance of the
cotstruclion account folio of the Materials Account with lhe summary of the
Materials Register and note the discrepancies unless the difierence is trifliog.
(As lcgards liabilities ior stores received but not paid for see para 93 (viii)
above).

N.B.-Beforc local audit of these accolmts is taken r:p, it should be'een that
the pages of thc materi:tls Register are serially numbered, that thets:
are no erasures ot unautiorised corrections are not subsequent to the
dale of the last audit. After audit the last balance of €ach a icle
ehccked should b; stated in words in thc remarks column and initialled
1.y the local audilor.

724, See if Materials Accourlts of completed works are closed as soon
as pcssible. If aay storcs are left in hand, action taken for theit disposal
should be ascertai[ed.

125. Scrutinizc the tr{aterials Account to see if there are any caberi in
l,ghich ,nratcrials were pllrchased at the close of a financial--. yeqr (i.e. M-ay or
'Jurre) :and debited to ihe Materials Account merely to utilize funds. If it i9

a
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fo,[n(t ,hti the miterials so prtrchascd contioue to rcnecin on cha
!d.p9ri"a5. rh" iJ;;;;;""iJH drawn is *rrt iurcrriG #.,"#:df.rlffil;T;a'orc txl !e of funds. Trace hack rtil iri'ri'td-rr,i''Ji;.gil;i't.ansrctior, ana irnccessary place it under objection.

l2o. Issue ralc as fixcd hy rhc G. E. sbould be checkcd and it should be
iil',""itn' ffi Iu'.T'i:Atil 

"il i:' 
;" i ; i' 

*ild "i'i fi i'"i'ri'; ;t - 
n&it,i,i

.^., .!7: ,It should be seen rhat- limirs up to which materiar. shourd be co[ec-,.!.-rlu," neen prcscribed and ar.c not eiceeded ;il--,ffi: "in 
cases which

T1l:]1l.,l trcve bee, acquired for work ,ot y"t .rriiioo.'Ajihe sanction of thca uorrty compctent to accorJ l

"siii,ii,i r.,"rlti'r'iir,ii.r,iii:li 
atornmrttarrve approval to tho work has beer

128. The register shor:kl be generally reviewed to a^scertain that:_
(i) rhe Register is examined regular.ly by the G. E. ;
(ii) the articlcs have becn checked wirtin the last 12 moDths af,d havebcen cerli6cd to be in good .ooaiti*;*-

account unnecessarily. Itcms notor over should bc specially

(iv) the ratcs and nrofit or loss are readjusted periodically to en'urethar the roral br rt" rruiun."i i, iiJ-irr""i.itrrr"iilg,:;G,r;;;fr;
the balzurces in the Account and rh;-i;ii;; ulf"., o, nearly aspossiblc uith thc r.aluc of materials i, n.oa.- -"'

Road llte(al Register :

-. .129. Check the Road Metal Register with the origilal voucherc on
Illi.l1 q"f.,rgr,r has bccn made for_1he- collcction of -road-mEiil una ,*d .r;rrcrns ntatcflals. etc.. to see that r][ metal, etc., paid for has been Uroughi oncharge. As regards issues check ttre ..eiitJi-;iih It i"iriii".' .ofl., 

- 
_"Eo.ii

nie^at bo-cks oL coutlactor's bills for co-nsolidation.--- rn 
-ca-ses of sumruses ordcficitc f und as a resulr of chcck mcrsurem.rr ,." itut-iir. io.pl-o. ;;.!;.fichito account and deficits are rv tten- o{I under the orders of tne i'ompetent au6o-rity.. .t\ny minus figures should be particularly 

"i"*ioeO- -j triced to ihiirolrgln.

N.B.-The instrucrions contained 
in_ 1he -no1e 

to para lZ3 above appty in the
case of local audit of Road Metal Registe-r.

Rcgister oI Denrolitions :

. lqg. Entries- in this.register in respect of materials obtained from demoli_
tiorr lvili be lirrked into the stltements dn record in the G. E,s. iofrce and the
denoiition certificates attached to bills containing charges for demolition with
a view to vcrify the coircctnc\s of dcmolition stalementi certificates. Also see
hov lLc stores cntered in lhe register have been djsposed of and check the
adjustment made on their account to verify that the valire has been adustbd
accolding to rules.

Stores in Hand kdgers :
13J. Clegk the receipt column of the ledger wirh the original indents (in

pcissession of the unit accountant) in fic case of stores drawn- rfo- rtfk in

(iii) articles are not retained on the
opelated upon for six months
scrutrnzed.
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[f 1*-x*+igitl+lrqitryfxfft .,'it[",].
:? ii: Hl_'i; X;?ff il., :,T[. {_ m.u ste r roi s L} ;iii,"h',,,;;ll-.ronlilouii
tJ rese re rr gc is i r ;a,l; :;; ;ilJ.;?,T: ?:li#l J,:3,*fi,:f S 

", 

j giffr:f ,,I(i) &ar rhe C. E. has i' ' 
signed il"i,-r;'il"r#'3ii:s.ili# oledsers Periodicallv and has

(i:) that rhe balante in hand,of soch stores as bave not been definitelvincorporared in anv.-work. n.bcn pried ii ,t".i, 
"L 

iitJ 
"i. 

rticnd of the month <ioes not excced n . iOO ir- uiuJl
Sanciicn of the G. E. fu :,::.li** ro .regularise any exccss over thisamounl. II there are items of .

;l,H#*i:,i,*l'l$:,&T,:'""i:T;:To'1T",*TL.,,.i",.oiil,ff"l,,'j",1t?.;
iV. B . -Thc ixstructions cotrtained in. th-e note lo para 123 above apply in thecase or local audit of stores in trand iealeliJri. " '""

Indenls and Receipt Vouchers :

132. All indents and receipt lou-chers should be checked to the cxtentlaid dorvn in Annexure ,A' to pairt f of tlis fra""r"'f

.llr3. - In th. case of indents ir should he sccn thal tbey have been ore_paied and si.eoed by rbe S.D.o. "rJii."iii,ii'iir'ril.?, 
,rr,"rii'"ft;;tri;

beeo acknowledqed bv thc inriiridual .on..i'n"O jo *no, t""'rior., bave beenissued, that thev are iriced at rhe correct rate, that ttre iatculaions are coffect,tlat all i.llcratiins in'ouantiries 
_arc artested triui-tr" ,ioiir-i"* been correclrvatloclred ro rhe works ioncemed ,rc ih;;;il;;'.f;i'#!"riili .o contractorsthey are so shom on rhe itrdenrs lvitn tn" L"i.'.ri. ;;;irt ard that con_tractors acknowledgement for the stores exists.

(Rates. char.. ged to Contraclors should be checketl with the con&actorsag!'eernent, it bcing seen that in case. of rtor", noi 
-pioia.d* 

ior'in the contract.markct :ares are charged if thcy arc nigtiiit-",i'ir,"'li#[-il1 ird; *"-*',
134. Receiot roucbers should also be checked arithmetically, it beinc

:E:.ff :*#.l::"t':xx,ifl .H:"f i:-*u::i,n*:*ilmL*:'&H,#,ithe partrcurars in tie suonriers rnvoice di-inai-iii-tti""?r. .iit,ii-i'"iltliilby tJre M.E.S. tle ratei ^charped 1"ir.-i""t i"Jirfiiiii- ri! 
"r0", or agrce-ment, if any.

135. Io case of deEciencies in stores which may bc found on their rccciatit.should be secn rhat rhey havc becn dcalt *il-h i.-;'*;";;;ili;aii;#'[
2C7 of the-rr{- E. S. Accotintants Ma;.rt;il th"i;Gii"i"1?i.i i""t"ire1-rftiifor thcir final settlement.

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

136. Thc Local Audit Officer of the issuing Army Unir or Formatioawill sen! a copy of rhe vouchers to the Fc(Worlis) 'f,;'Secr;on and obtain its
acknowt9dgment. .Th€ S.uperintendent, Local Audit party M.E.S. while pro-
c.adlng i.tr Locrl Audit duty will collect all such copies ina auring the coirrsc



42

of audit will verify that the cost of stores has been Droperlv adiusted duly
brought og charge. The.local audir Superintcndent wili ilso- satiify himseli
that an eflectivc cbeck is exercised by-the Utrit Accountant to ensrir6 that aU
stores reffived by the M.E.S. from army formations are properly adjustert.

Stores [sued by the M, tr, S. to the Army :

I37 Ihe Local Audit Superintctdcnt will verify that the Unit Accoun-
tant Garrisot Enginecr's Officc-has on record ackrowled$nents of the Armv
L..{.P. cf tbe formation lo rvhich rhc storcs have 6ecn supplied by thi:
Garrison Engineer.

IIe will test check the correctness of the adjustments made in the M.E.S.
Accounts irr respect of such storcs issucd'to and by the M.E.S. based on one
montlis transactiols in a half ycar.

Youchers for SaIe ol Slores:

138. When stores are sold by pubiic auctiol sec that they have been
_buctione<i- in the presence of an Ivt.E.S. Offrcer by the auctioieer appoirted
by the M.G.O. fbr the station or group of stationi. It should also'6e seen
that the 

-list-of 
reserve prices was plepared in accordance rvith the provision in

para 695 I\I.E.S. Regulations. In cases of sales of stores to private indivi-
duals or lo other departments it should bc verified that t}le ratei charged and
calcu.lations are correct, that authorised depa mental charges have beei levied
and that if it is a sale on credit the amouni has been debited to M. E. S.
Advances pending recovery.

Stock Register :

. 13?. Check the postings in -the stock Register with the quantities of
stores shown as rsceived and issued oII the original receipt v6uchers and
storc indents.

Nole. --\lhen ^che_cking 
tlte Stock registers see tllat there are no spare parts

of E & M. hsta atioDs borne on charge in thc rcgister. ilhese foareparts arrd other consunrable stor.es for installations are required to be
brought to account in the Plant Record Book and the sto:res in hand
ledger of the installation coucemed.

140. The stock verification report for stock taking since the last audit
should be obtained and the adiustmcnt of discrepanciei verified. It should
be seen that stock taking is regirlady done and that the result does not disclose
any ueed for improving the storage arrangements.

141 . The balances of the various articles of stores should be checked
with- the_ riaximum quantities fixcd and any excesses noticed should be pointed
out if, the, Objection Statement. It should generally be seen that steps are
taken- to keep balances as lorv as possible iompatible rvith requirements and
facilities and time taken for recoupment.
li: irj*rx utt' r-. . ..'-

. t41. Frc:h aquisitions of slores should be checked rvith the er.isting
bala:rces and thc maximum quantities to ensure that Durchases arc not made-
,indrscriminately Cases in rvhich purchases are made df stores of which thetr
hevc bee! tro issueS for a considerable time should be specialty investigated.
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143. Any large acclmulations of storcs specially in the casc of storcs
li4$e to repaid doterioretion should be pofutad out aud it ohould be socn that
adequate action is being taken for the disposal of surplus storcs. Acliotr
taken for the Jisposal of any unsewiceable and obsolete stores should be
looked into.

Stores 0rder Book :

144, Scrutinize the Order Book in order to see that the orders have
bcen placed on the authorised source of supply, that the value of orders falls
,dthif the powers of purchase of the aurhoiiiy placing the order, and that the
powers of Iocal purchase are not resorted to for replenishing stock.

FURMTURE

a

Slation ltegistfi of Authori6ed Furnitore:

745. Check the Station Register of Authorised Fumiture (BAITW-1811)
and see that the oumber of articles of each type shown against tte various
units and formations does trot exceed the authorised scale laid down for the
units, etc., in regulations and that the reserves of furniture held at lhc
station aro withrrithc scales of reserves laid down in Barrack and HosPital
Schedulcs. Compare this register \rith the Station Furtriture - 

Register itr
order to rerify tliat articlcs oI approved pattern plus those. of obsolescent
Dattern on chirsc to make up dihcienciei do not erceed, in number, the
iuthorised scalei. AIso see ihat articles (if any) supplied as free gilts by ths
R".1 C.os Society to Military Hospitals and their capilal value as assessed

by the G,E. are entered siparatdly at the end of the Statio! Registet of
Authorised Furnitue.

N . B . -After 
the initial check of all the items entered in the Register has been

canied out, further check mll be confined to cases of modifications
alld for this purposa tlte local audit staff will maitain a suitable record
o{ all amendirerits to Balrack and Hospital Schedules and other
Goyernment orders afiecting lhe authorised scales.

Station Furniturc Register :

146. The receipts in this Register should be chegked ryit! the origiml
paid bills relating to 

-purchases of furniture and from Muster Rolls and C.P.
biui lor ,"w ar-ticles 

-manufactured 
under estimates for oew supplies and

rgnewals and from trausfer vouchers received from other L'A.O's for articles
i.ansl",rea fro,n other divisions' Similarly, all issues should be checked
*ilfr ref"rircJ to issue vouchers in resp:ci ot transfer of fitrniture to other
divisions antl loss statemenls or expens! voucher. Tbe correctness of the
balances shoLrlJ also be checked arithnretically.

N.B.-The last balances of the articles at the close of local audit should bo

stated in rvords in tlle renarks column and i[itialled by the auditor '

147. For issucs noted on thc aulliority of traDsfer vouchers for transfer
to other Divisions it should be verified that i receipted copy of the vouchers is

"" 
l..ora. An unreceiptett copy ot stlch vouchirs shoirld. be obtained aod

tonvo.a"a for linking pufooses tb-the L.A.O. to those audit area the articles
have been transferrid ] in the case of expense vouchers and loss stalemed!
ii-wn te seen that they have heen nored iiL the Register of losses mdiDtained
by thc G. E's Unit Accountant.
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44

. 148. Exaurine rhe follov
Daintained : -**,ving ledgers and see that they are corteclly

(1) Statiou Fuldtule Distriburioo L€dga.
(2) Unit Furdtulo Dstribution Ledger.

Di.,.i1b4,:d.rt'""ds;:l%i3,,t',?l 1Y-Tti.!"' sh.oyn iq rhe unit and starion
up ro rhc qu"oriii.. ir,i",;l; ;i: J,lll1li ;I|i,'fi,,:: iH;"T "o.,".try iiil

", .r:'*1TL'J"u:i,'iii"r",;i,;Tn.s,::,;.,3r**l:,..^i.1-:harge of the unit

*lffi ,:",'ll,:* lti:*ttul*,'+P"';a:*
mr*i',,,'}?ii:"ilft ..ff 

1il',*.,j"'ti,l#,tiff i.*:""#""-iH'I*

_ 150. In cascs where articles-of 
,fumituro .are shown in thc SeafionflrrnifuIe Distriburion Ledser as issue . on nir", it il.iri'Lt verified that the

##5 i:'#*:X"i'"JJJ:#1"$-::.-ed, ,h"il;t l."D:tj: Ii,""*.a has inti-

*il,lft;4*+ii*l-.Trj5h#t}"{:f":ft'#,}:Itn#venly that rent of furniture is berng recmred by the Unit Accounant.
l5l. In tilc case of furn iture 

_supplicrl to quasi_commercial and manufac-Iuntrg concerns aod to warraot- and 
' 'non{o*-iiiiirii"-'6m""r, in such

ff i[_t{,.:l;exf i?1,,,3iii,?ix{,1,r:;t,.d";,{:#:,##t"",,#j:concemed. It will be seen thar 
""..rr"ry-ioii_uii.ii* ttro sent and theacceptance oI the officer concerned obtai_ndC.

Scrathy bf Expenditure on Repahs anit Renervals ;

752. At tbe close ot,t".,yiT the (oral 
. e.xpepditure on repai$ ,nrt

llffii: j:;#3iltJ3;,*1'ii"i#;J,.,.-",i,ffi ,-;d[,ffi ',*f ,sH"rH
ff ";"i:lHl'i;;'l*'ff .;:il,t"!l't..U".,::;il,;,,:ll,ttlt",tr#.;:
furniture on cha.-ee iD thc division ;t,"rt; L"'';b;i;i; '"'f;ln lic M.H.i!..authoritics and thc oercer,tace horne bv- rt " .*p"oJ;i,i. 'Jn gi; ,;pairs, ana(ri) renewais to rhii hook 'vcr, rc shouid b; .r;;'il;J;;;i. ,{" ..por, sboutd besubmiued to the Fc(warkst .howing in 

--r.w.ii,i"iillr'.1, 
M-.e.s. airirio",(i) the total expcnditure in resDect -ot ..p.;.i'aoi ,.r"*j, ,"prr.t"!y, (ii) thetotal book value of rhe articles on cuure"j iili) G ;;;ffi;;"*h;t ii"r;d:diture on rcpairs aud ,"ne*a, tiai.io'-,'hlr"(";"ilriJ;;:"iiii '"^.... ot trepcrccntaga 60 calculated over the trDrmat atrrtroriseA finlniages; and (v) tlrercaso s for tle exccss.

a
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TOOIS AND PLANI

llivision Register ol Articles on Charge:

^ _ 15_3.,. From paid bills releting to puchases and from Muster Rolls.a{al
t tl I Bnj 

"p"fllffig 
to manufacrure _of _tools and plant (including expe4dabl8

tools) alrd trom transter vouchers received from othcr L.A.Os, Jor - 
anicles

tiansferred from other divisions, check the receipis into tte, 1i) Oivision
P'egister o_f_ a-rricles _on charge, ( ii ) l:lre S .-D . O's . Register of articles in usq-atd(iii.1 tbe Numerical Lcdger oI small tools. gimilnfiy, check all issues 'with
releretrce 10 lssue statcments in rcspect of tools and plant tmnsferred to other
divisions a:rd loss vouchers in surve] reports.

154. In case of tools and plant (rnchrdiug expendable tools) specially
purchlscd rn.l clar,q!'d to a $ork ii sh;rrld bc slen ihat the service to whicit
the cost has been charged is noted in lh. Numerical Accou t and that they are
d_isposed of on the completion of the scrvice which should be credited witfi the
depreciat€d value. In the case of such tcols and plant it should be seen that
rro arlicle is remored from the Numcrical Account in the plea that ttre wortG
rdrich its ccxt has beeu clrargcJ has becn closed. Simiiarlv there should be
no lrslLcfer from ore work to another in anticipation of the possibility of tle
anicles being utilized on the lalter at somc distint date.

. 155.. In-checking the Numericll ledger of small Tools, etc. it should
be seen lllat the Iedger js a bound book r*ith machine numbered pages and that
each zdditior or dcduction to thc,totcl of any itcm on charge is initiilea ry ttreC.E. and the subordinate un whose chrrg6 they are.

Note .-Tbe last balance whch should be checked of each ar.ticle at the closo
of local audit should be stated in \4'orcis in the remarks column and
initialled by the Auditor.

156. In the case of sales and transfcr of Tools and plant the ordersoI the,competcnt authority approving thc sale or transfer should te tood
Ior and in cascs of transfer to other NI.E.s. divisions it should be verified that
au accepted copy of the lransfer voucher js on re;ord. An unreceiotcd coov
of such vouchers should be obrained aDd fonvarded for linking to thi i,A-.6:
concerned .

. !5?. The_roots and planr distrrbution ledger should be examined to sec
l!.al ll ls pro-perly maintained and that rhe toral of each article in the
l,rrstnbution lrd€|er agrces with the total of tlat article as shown in the
Re8iste? of Articles on charge. It should also be verified that Dstfibutioo
lxdgcrs has beerl reconciled by tbc executivc annually between the lst
.l;ecember aitd lst l,larch rvith'the individucl registers of articles on 

-;har;
and that. both palties have signed the lcCgers in ;ken of rhis on*"iii"oo.iU'"_
t,on. - A1[ trsnsacrlons subsequeilt to the d^te .f the annual reconciiiationsirol'd he sUpno-r.d lry acccptcd 1(lu(h:"r..

- 58. Sr:r'ltiniz,.. the Distribr.rlio:r l.c.l,::rs atiC the S.D.Os. Numerical
accounls, etc. to see if any Tools and plant have been issued on loan to
contraciors or on hire to any individual. If so, in the case oi issues on loan to
ccxtractols Yeri{y lhat thc is;l:a is covcred by a <iefinite stalcment to that
c;tect in l.he co:ltracl agrcemenl and thai colliractor's rcceipt is to thrt
cuect llr rhc cojttract agrecment and ttrat contractors feceipt is on record. In
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the cqse of isples op hide see lhAt the sanqliga of rhe C._U.E.$. .eg$ rE
accordance \yith para 176, Regulations for the M.E.S, that an intimation of
i]lre has been sent to the Unit Accounlant and noted by the letter in tho
Reyenue Ledger for the recovery of hire charges. In cases of tools, etc. lo6t
by conttactors see that 10 percent departDental charges aro recovered i!
addition to tle valne of the tools aDd credited to rcvenue (para. 669 Regula_
tims for the M . E. S. ) .

159. In the case of road rollers and other mechanically opedtod trans-
ports maintained by the M.F.S. tlle r-clcvant log books should bc cxamined
to see rvhelher proper accounts of rurming expenscs and repairs are tept and
wheltrer such expenscs arc proportionately accounted for according ro tbo use
made of the rocd roller- cic. and that proper recoveries hive been Eade itr
cases in rvhich a road roller is supplied to a contreclor for a work for which
he is paid at finished rates.

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

160. If any bicycles are maintained in the division for the use of the
stafi of M.E.S. offices it should be verified that they have been brought on
charge in tlte Register of ailicles of Tools and plant on charge and that the
number in use in each oflice does not excced the scale laid down in para. 196
Regulations for the M.E.S. In the case of excesses see that sa[ction of t]o
E-in-C exirts .

P, O. L. A-ccourits :

16l . (a) The Iollowing Registers, Books will be examined to soo that
they are correctly maintained :-

7 . Vehicle Daily Running Account (BAFZ-2212) ,

2. Vehicle Log Books (BAFL2L97) for all vehicles.

3. Drivers Car Diades (BAFZ-2209) for motor cars, ard Eotorr
cycles.

. 4. Ledger of Stores and Stock (BAFZ2!09).

(b) It should be seen in lrrcal audit tbat :-
(i) the No. of vehicles on charge is not in excess of thg $nctio&d

number ;

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

(iii) the issues of P.O.L, have been du!1r accounted for io V.D.R.A;
(iv) no P.O.L. is drawn for the period the,vehicle was h so(&p

ilr, (by comparing V.D.R,A. and Log Boot) i



(v)

(vi)

(vii )

(viii)
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the dulies pe$opmed are autiorised and that recoveries hAvq boen
etected wheE the vehicles aro. put to priyate use ;

that the cost of maintenaace, repair, and renewals of transp{rri ls
chfl;eed to the service on which they are employcd. In the Case of
Gol'crnment motor cars and motor cycles the runoing expensef
should be charged to the dcta ed head Travelling Allowancs of
sub-Head 'E' Establislmert ;

that a propr record, is maintained of the rundng expenses incurrvi
and of the duties performed ;

that efiective control is exercised over the expenses particularly the
consumption of petrol, oil and lubrica-'rts and authorised mileagos
per gallon compare favourably with the Standards prescdbed from
time to time in Bangladesh Army Orders.

REVENIJE ACCOUNTS,

Rent -{ssessment I*rlger (8. A, F. }Y.-2230) :

162. The local audit of this ledgcr consists in seeitrg 3-
(i) that the capital cost of residential b[iiriings as enterod io the

Register of Buildiigs agrees with that shown in the Rent Assess-
metrt Ledger aud that the cost of such items as compound walls,
fences and out houses, etc. has been taken into account ;

(ir) thal a[ rentable buildines whether Government owned, hired, lessed
or appropriated have been shbwn in the ledger and that squash
racquet courts ard teDnis courl"s are shown separately ;

(iii) tlat the assessed rent of tire accornmodation, intemal electrical
installation and fumiture in rcspect of each building entered in the
ledger has been calculated on the capital cost, and sarction by the
competent authority, in accordance with thg rules contained in
paras 9, 11, 12, and 23 of A.R. Quarters and Rents.

Nore l.-As regards items (i) and (ii) above complete check will be exorcised
in the course of the first visit of the G.E's Officq after lst April,
with reference to all lhe residential buildings in the station. Tter€-
after the check will be confined to lrew cases of occupation as indica-
ted in the changes slatements (i.e., occupation retums) rec.eived
during half year,

Nole 2.*For this purposo the following documents should be cbnsulted :-
(a) Duptcate copies of cornpletion reports (Pard 219).

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

(c) Quarterly amendments in Registers Buildings refened to in
paragraph 344 M.E.S. Regulations,



,,_,,l$.t. Whor a per of a buildi:rg is _rontcd or whca a building is sub.
dvrded rnto two or glorc parts some or all of whicL are reDted by dtflerc
gccupgnts, it sbould be seen that the assessed rent of each tenent has been[xed 'n,accordauce wi& para 9(k). A.R. euarters and Rents, and recorded
separately in the Rent Assessncnt Irdger. It should also be seen in srlch
cases that ,hr ca_p.ital value of rhc portidn(s) bears rhe same ratio to tfri cal'itrf
cost of tlle building as lhc arca ot llt,-'main rooms of the portion(s) beari to
that ot the main rooms oI rhc $bole building (uide Ensinee;in-Ctieis memo.No,. 336!6/22/EIB,. dated 3rd JuIy, 1936 c-ir;dared u;de; Fharcial Adviser,
Mfitary tsiuance, eudorsement No . 4747 /*8, dated 13th Jdy, 1g36) .

164. fll the case of additions and alterafions aflecting the capital valuc
9l ..rjd.$+ buildings (as noicd in rhc. ,Register of Buitiings) it'sbould be
seen that lhe assessed rent is revised with effect from the dai-e'on which tbe
a{counts of the uorks rela{ing to additions and alterations where closed al<l
t1tat. ]vhgn. a building. already occupied is subsequently electrified, ient for ths
electrical installation is assessed flom tbe date 

-on 
which the installatiotr was

lasse.d.ft tor use and- the supply of curent was available. <iiri +ii
Regulations for rhe 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 assessmeot or re_assessment
and that the unit accountant rccords in ihe ledgcr amuallv a certificate to the
efifct th-at the. capital values of rhe _buildings ai shown thirein agree with the
values slrown in the Register of Buildings ai correoted up to dat! and that
rqnt: o{ _bgldjngg have in all cases been revised where decessary. (para 20iB
of the IvI.E.S. Accountants Manual).

. 1-66 . Compare the Rent Assessment Ledger witb the Rerrenue l_edgcr
in order lo verily that all bulrdings, squash racq-uet and tennis courts shown-in
the- Rent _Assessment Ledger have been entered in the Revenue Ledger, that
both the Ledgers are cross referelced and the assessed rents shown"il the
Revenue Le_dger agree with those showrr. in the Rent Assessment l_edger.(fn cases-where a building is actually occupied prior to the closing of acroirnts
of expenditure on its construction, acquisition 

-or 
equiDment lhe assessed

rent is required to be fixed previously, 
- vide paru 441' hegulations for the

M.E.S. In sugh cases it should be seen 'that the unit accountant has used
the word 'Provisional' against the assessed retrt as shown in the Revenue
Ledger) .

IVore.-This check should be exercised to the ex{ent iadicstcd i! Noto t to
para 162 above.

Occupation Retutrs :

167. The general complotion of the return should be checked to see :-
(i) that the return is rendered on the proper form i.e. BAYL21'|O ;

(ii) that the description of the buildings is correrdy given in the form
and that it tallics witlt the descriptiotr in the Revenue Ledgers
aqd or Register of Public Buildings ;

48

(iii) &at the return is signed by the authEity
rubnissioa i .:: _. ,

fesporsibte for its
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(iv) that thc rolcvant columns oI the retum ale properly flled i!,
@

199. fL followiag poiots should be looked into when soutini?ing tbg
occupation ReturEs :-

(i) that -there is no undue delay between the date of
the date of occupation.

allometrt zrnd

(ii) That where the allotment of accommodation is stated to be ftcc of
re{t or at a reduced rate of rent, the authority in support is
quoted aDd is correct.

Nola.-Class II followers of supply utrits are not entitled to ftee accommoda.
lion vide Army Headquarters memo, No. 31258/3/Q, dated l7th
January, 1936. Nor are stafis, depadments a.od formations outsido
Affiy Headquarters enlitled to free 

- 
accoDr-modation for private rriq-

tirg presses Eaintained by tbem vide para 14(g) A.R. ouarters- and
R€otB.

(iii) That when acconrmodation is allotted ftee of rent or at a specisl
ratg of rent for a lirnited period, e.g, cases coning under paras
14(c) clauses (i) aird (iv) (i) aad 14(m) A.{. Quarters aad
Rents, the period of dotment during which the concession is
intended to apply is mentioned in the order conveying the sarction
and that this period has been shown ia tLe ociupition rotum.
It should also be verifed that the unit accountatt - has kept a
suitable trote of this period in the Revenue lJdger to watch that
tbe buildiog is vacated at the end of that period or thEt th
sanction is renewed.

(r) That when the allotment of accommodation is on Davment o!
rent but subject to a certain percentage of salary. tie' rate ot
!3lgy.as shovn in the -occupation -return has been verifiod by tbc
U!i! Arcourtqr{ by tefqe4cq 1o thg Aclounle Ofroer,

(

i

)

\

(iv) That when an available Military tsuilding is atlotrcd ft€e of ftnt
to a unit for use for a slrcified purpose (v e para 14(m) A.R.
Quarters and Rsnts), rhe allotment f,as been sinctioaed bv tbc
competent authority. It should further bo verified by rcftrcnco
to the -Regrltq 

'o_f 
-Buildings that the authority and tf,e purpoo

for which the building has been loaned have'been recorded in tho
remarks column of the Register of Buildings concemed and thst
thc value of the building has not been incluted in the total valuo
of buildings when calculating the authorised annual maiotDnanoc
charges.. It $oul{ atso be seen by reference to the Register of
Requisitions that the'building is not being maintained -by tho' M.E.S.--at thg- 

-expensg of the State (E-in-C Arny Head{uartcrr
memo. No. 48917 /4/E-2A, dated 26th February, 1935) .

Note .-ln cases whcn b'rildings are used as Army Child Welfarc Cenhe, thc
maintenanco charges of such buildiags and fixtures aad instaliatioil' v/hcther Goveroment ovned or provided from regimental aad oi
prirate funds are debitable to M.E.S,
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(vi) That when accommodatioa is leased to private persotts not itr
Governmed ernploy :-
(a) an agreemeit on tle lir.es approved by Govemmeut fron

time to time exists ;

(b) the inshument is properly stamped ;

I

(c) the cufrent mirrket rate for rent'is quoted on the occupation
return ;

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

(vii) That rvhen accommodation allotted for cinemas is stated to havc
been leased out on the concessional ratg of Rs. 1'50 P.M., a
centiicate exists to the efect that the admission into the cinema
is controlled by the Siation or Unit Commander concerned and
that charges made to the toops havc beetr approved by the Station
Comruander. It should also be verified that rent for internal
eleolrical installatioll has been charged in addition both in the
case of cinemas and in the case of da-iries run by contractors
exclusively tbr the'benefit of the troops. For purposes of assess-
ment of ient for electrical installation- in respeci of buildings used
as cinemas under para 18(b) (iii) A.R. Quarters and Rents, a-nd
capital cost cf ihe internal electrical installation excludes the cost
of fans installed. It should, theiefore, be seert that the hire
charges of fans, at tho prescribed rates vide para 7 of Annexure
'A'to Appx 'O' of Regirlations for M.E.S. are also recovered
in additiol] to the rent of i[ternal electric installdion.

(viii) That when accommodation is allotted to officiating 
- 
non--Sazetted

incumbents of Ordance aud Clothing Factories and the Ordnance
Inspection Section, it has been lerifed by reference to the
FC(Air) that thei hold substantive appointrnents -speci[i.{ }n
para'1(f) A.R. Quarters and Rents, in- ivhich case they will be
entitled to rent free quarters.

(ix) That when accommodation is allotted to non-gazetted technical' Officers of llle Ordnance a d Clothing Factories or Ordnalce
IDspection Section appointed to officiate in Gazetted -appointments,
botir the substaniive'and officiating pcy are noted in the occupation
i"t tn, ,o that rents payable mai be calculated, in accordance

*ith the rules, in pari tlli; A.R' Quarters and Rents '

(x) That when a Military Building is allolted. for- use as atr iostitute
''-' t* u body of soldieis belougi-ng 10 a Unit, Corps or servics under

oara l9(i) A.R. Ouarters-irnt Reuts, reference is quoted 
-toih;1"*it", of the Divisional Commander for the usc of the

ilrmfi foi such purpose' thxt no extra exPe-nse is involved in
the adiption o, "it."' mui.'l"oance of the buildings and that it is

stated i; le occupation returns v,thether rhc institute is run by
tf," U"it. Corps oi service, as the case may be or by a contractor'

lvota. -The 
irtention of the rule in para 19. Quarters and Rents is that

"u"ifrti" "ii.**oaation 
ma'y be allotted for use as institutes by

b"Aiet ot soldiers of units aid formation for whom instltutes are trot

authorised.

\
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(xi) That when free accom odation. is-aUottea to &mporary personuel
' ' re{eired to in para 1(k) :-A. R. Quarters .and ReDts, { qag

bien stated thit their drities requirc them to live in particular
quarters in crder to be near their works.

' 169. As regards scale of accommodation, the foilov.ring imPortant che'cks

should. be exercised :-
(a) It should be seen that no individual (except -for valid reasons)

has been aliotted accorxnodation in excess of the scale to which
,frJ-iJ entiCeO under regulations or superior to that authorised for
his rank or appointment. If superior -quarters of excess accG'

mL.lOu'ioo a'i'allotled at request of' the occupant, it should
be veri.fied that the fact has b&n quoted in the Revenue I'edger
and that the increased rate of rent has been charged '

th) When an individual is allotted accommodatiol inferior to his rank
'-' ti';ir;JJ i"- r.* ttut sufficicnt reasons for not arottitrg full

accommodation have bcen recorded.

rc) Accommodation alloltcd to contractrors for uss 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
w'hich are not shown in regulelions as forming part of an institute

[Para 18(b) A. R. Quarters and Renls].

170.
exercised

In case of vacation of quarters, the following checks should tg

(a) It shoutil be verificd from the Revenue Ledger that atr intimation' of the occupation of buitdiog by tbe person reported as vacating
it was duly giveo in the first instaoce and noted in the Revenue

Ledger.

(b) The causes of vacation sirould be looked for. If a buildittg is
, vacated for reasons other than transfer, vacation of appohtment,

etc., and sufficient reasons are not forthcoming in support of tle
vacition of the quarters by an individual who is required undet
rule to occupy Goternmeit quarters it should -be verified that
aolion has b#n taken under para 6(d) A.R. Quarters and Rents
as indicated below :-
('\ Officers in recei,pt o! ladging allowance,-The F.C. (Aray)'' Piy-I has been 

- informed iliat lodging allowance should
continue to be withheld.

(ii) Others not entitled to fiee accom;madotion.-Rmt is conti'
nued to be claimed .

(iii) Indiuiducls entitled to free quarters.-E C. concerned has
informed that claims for compensation il lieu of quarters 8re
not to be entertained.

It action as indicated above has no! beeil taken by the unit acctt. due to
a disagreement between him and the G.E. it should be verifled that the unit
acrountant has reported the full facts of the case to the FC(Works) and obtained
his orders.
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- If a.building is var'ated by dn officer pioceeding ro practic.e camoe. eE..
IP,I__1. !)e.* nor.extending bgfogd 3 -mooths ir sbould be verified tlaitoaging
auowatrce has not be€D admitted to the officer in such cases.

(c) In the case of vacation of quarters for, reasons of transfer or' vacation -of appointr[ent it sl\ould be seen that the quartcrs ato
re-allotted to the successor _of the olncer vacating thd qu"rters 

"tto some other officer in order to 'save Governmeit frod loss.
(d) If-a building is vacated before the enttr of a monch by aa individual

other than rhar who is entitled to,be iroused by the State it should
be -verified tltat (except as stated in clause I of para 6(a) euarters
and Rents) rent has 

-been _charged from the individial tacating
it up_ to rhe end of the calendai month in which vacated or up t6
the dale of the re-allotment of the building whichever is earilier.It should be particularly seen ,that reallotment of the vacatcd
building in such cases does not involve loss of revenue bv the
vacation of anothcr qua er il] the same station.

(e) If a building leased out to private person not in Govern&ent
e.mploy is vacated, it. should te seen ihat proper notice for vacating
the quartcrs as required under the agreeierit has been receivet
from the tenant in time. If no such notice has been received it
should be vcrified rvhether the amount due from the teaant in
lieu of noticc is in accordance with the terms of his agreement
has been recovered -

nE :'"'3- -* '.ii<yF-==.-*.?er.-'r.r- rtrr:rw..irpa,F.r r =-rr' 
171 . Independent checks over the accuracy of the ocrupation retums :-

(i) Datc of occupa,tion, etc., of the building can also be verifed in
some cascs by refercnce to reappropriation statements of buildings
and station orders, ctc., and these should be consulted for this
purpose at the time of the check of,the occupation retum.

(ii) The occupation return should be compared wi.th. the returns in
respect of- recovcr.ies for water and electricity charges rendercd by
the executive authorities.

172. Sanctions accorded by administrative authorities to the remission
and reduction of relrt exceDr tboie under paragraphs 22(b) 22 (bb) euarters
and Renls are checked in full hy the Unii Aciountant fioh tte'reioras ;n hlg
possessior, with thc exccptio;r of rates cl pay which are to be verified by him, by
a reference lo the Accoirnrs Oflicer conc'erned. Tte prescribed check- will ilsir
be excrcised by the Local Audlt Staff at the tine of - th€ir periodical visits to
G. E's. Olficesl

(b) The ret,:r'n should be checked to see that it includes all the
buildings. squash racquet and tennis courts, shoqn in the Register
of Public Buildings (except those in active occupatio of units
according lo scale of accommodation definitely authorleod by 6ov-
grnment) and also those hired by Govgmmelt.

173. The mauner of check of the qututsdy occupation return isi shs,n
tdow :-

(a) It should be seen lhat the general completion of the rctum iE
correct.
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(c) A comparison between l.-he quarterly occupation return and cctr-
sumers Ledgers for water and electricity should be made to see
that buildinEs in rcspect of which charges for water and ele€tricity
have been made, are duly shown as occupied in &e quatterly
occupation return.

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

Note,--:the quarterly occupation return should be fully audited with rcgard to
the poiots mentioned i-n sub-para 2 of para 168 above.

Revenuc Ledgers (B, A, F, W. 2%0) :

1?4. From the occupation returns and from the return of recoveries
(electric and water) check the postings in the Revenue Ledger and see that dl
the required information has been correctly transcribed in the trtdger, thal thc
'assessru:nt' side of the Revenue Ledger has been correctly completed aad that
rent bills have been properly prepared and issued promptly in all cases in which
any charges are recoveiable. VErify the correctness of lbe totals in column 12
of-the talger. Also check the 'recix,cry' side of the Rever,ue Ledger with-th
acceDted r;nt bilts in the oossession of ihe Unit Acccuntant or wrth lhc Cash
Boot and the schedule of Treasury rcceiots ard see that the totals in column 19
of the ledger are arithmetically corr..'ct :' compare the recoveries made with tho
assessmenG, analyse the balanie in Col. 20 and note if there are any,old out-
standing. Vcrify that all amounts overdue for a month have been shoun by
tle Unit Accountant as outstandings in the monthly obiection statements and
thut adequate action is being taken l.,r thcit re':orery.

1?i. Audit Revenue Ledgers and look particuiarly for the fol!,:rvini
poirlts:.-

(i) That the amouots of relts and other charges, e'g. rent of i!{arad- 
electrical installalion (wherc recoverable separately), hire of f.lrai-
ture, hire of fans. charges for wrter and electricity and service taxcs
if any have been c:rlculated in accordance with the rules ol tho
subjeit as contained in the ltegulations for the M.E.S' and A. R.
QL:rtcrs and Rcnts.

(i;) That proper action is being taken to clear all outstandiogs.

(iii) If no entries appear in the Revenue Ledger in respect of a b.uildigg' 
during any peii-,cd, it should be seen that during- that pe-riod the
build g waf vacant a.nd that the word 'Vacanf is entered agaiort
the period in question.

(iv) In the case of refunds or remissions of revenue it should be seen' that a note asaiDst the orieinal demand or realization has been
madc so as td avoid a douible or erroneous claim and that a note
of payment has been made on the counterfoil of the original reeiPt
G;ti 254 Standins Orders issued by the Engineer-in-Chief refers).
Refund Rent Bills-issued by t-hc 

- 
U. A. -due to late receiE of

Vacation Returns should be entered by him in a manuscrip regb-
ter. This register should be audlted cent per ceit by thg Loqd
Audit StaE at theL usual risit to U. As. Ofrce.
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{v) ln tle case of an officer who lalts at station where there is dt
hotel or military inspcction bunflou; either for duty at tli staioo
or.on thc way to duty at aDother station, and occirpies a militarv
tru clng, the recove:y of rent if due will be mado on the basig of
24 hours constituting a day. It should be seen that this concessio!
is not a_lurittcd if the perlod of occupalicn exceeds 168 coDsecxtive
hours [Para 6(c) A. R. Ouarters an'd RentsJ.

(vi) The. ch::ging ot rent, et_c., for retrtable buildings occupied prior to
closing the.accounts of ,expenditure on their c-onstruciion, acquisi-
tion or equiprent should nbt be deferred until the accouits of thc
cxper:diture arc finally closcd. In such cases it should be seen that
provisional reni as fix€d by the G. E. has been recoyered from the
d_ate,of occrpalion and tlat diflerence, if any, between.the provi-
sionnl :'rd ilnol asscs:ments has becn subseqirintly adjuited'@ara
{{1) Rcgulations for the M.E.S.

(vii) In thc case ..:f quarters occupied by rc-emplcyed pensicners it should
be ve:ifieC thai;rcs6yg1y of rent has Uedn inad6 with refer€nce to
the total emoluments including the arnount of pension (Para 13(g)
A. R. Quarters and Rents).

(viii) In the case of buildings occupied by private persons (including
p:nsioneis and regimental contractors) it shotld be seen that
re:oveiy of rent is made monthly in advance. When houses arc
let to priyatc persons it should be seen further that the market rate
o{ rent is chargcd if this is higher than the assessed rent, (Para 453
Regulations ior the M.E. S. and Fara 14(b) A. R. Quarters and
Rents).

(ir) In the clse of rnilitary buildings occ,,:pied rent free under tho orders
of th3 i.O.C. District as Post or Telegraph Offices and residea-
lial ac,Jmrnodrtion of the Officers-in-Chaige of those ofrces,'it
should ie secn that rent,of electrical installation has been recovered
(Para 17 A. R. Quarters and Rents, read in conjunction with Amly
Depait .cnt letter No. 34707 /7/E-5-8, dated gth December, 1932).

(x) In casc', rvhere internal electrical installation has been fitted in
tents supplied to omcers, etc., it should be seen that rent has beer
r'ecoveh.l at 10 per cent of the capital of the installation.

(xi) In cases rvhclc Govcrument builCings or parts thereof have be€n
i.t to p;ivatc individuals or arc being used for purposes of cinema
exhibitic' s, it should be velified whether insuraDce has been effect-
ed on sL.ch builCings in accotdance with tbe des I contained itr
paia 201 R.cgulntions lbr the h4.E.S. i

(xii) In tJi: ci.se of quarters occupicd by Gove,r]mcot Servanls in receipt
rf a sala.y nof exc:cdi g Ri. 100 P. M. and paid from Defence
Scryices Estinates or oicupied by banniahs. 

-regimental 
contrac-

tois an<l othet traders al]d iheir employees, it should be verified
that the recovery of rent has been iegulated in accordance with
paras 13(h) and 14(i) A-. R. Quarters and Rents.

Note l.-Fo; the purpose M.E.S. personael- employ-ed on other than a
monthlv frasi-s fci short Dcricds whether paid on muster roils or io
scecial'cases on C. P. Bills sirould not bt viewed as Government
s'en-ants for the putposes of the rule in para-13-(h)-'- ibid. (A.H.Q'
Memo. No. 41097iii- (E-5-B), dated 16th !.pril, 1$a).
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Nolc 2,--:lhe intenlion.und€riying paragraph 13(h) (ii) euarrcrs a.od Rents$ utar ordlnar v the assesscd rent, subject to a maximum of l0 nercerr.of saiary, 'i,;it t" C,a.g.a-io"bir"?. ""itiJffi"lr- ;'#t,%ia salary ol more rhan R:.^io_per ;;r;; ;;; d;?[;; Rs. 100 pcrmcnscm for occuDrtion of covernment iiio*rn#uiioo to whlc[rhey tu-e noi enfitlcd. rt. ,toulJ, -it-"r"ri',i]"'tt 1i., tnat oeconcession rcferrct.l tc in this paragiapb ii gi_i.utnry *lcn specialrcaions crist. such rca"c,,s- bding iec'orded.' n," meri: fact, tfiat aa

1g1tr""d is in receipt oi torv-riti-oi'iai'i, ,o,. iIiir.U ,omcieotreason lor ganting tl:e co:rcession.

lvore 3.-A.G.O.C. Dstrict ha_s uo pouer under para! iitDh l1(i) (I) (b)ibiil to sanction env rcducticn_or..111irrion'oi"',riiin the case otbanniah or a conrr-actor, etc., ir rris inc-ome;; .;;;:i by the o.o.exceeds Rs. 100 rcr mc;rsern. A.";;di;;iy-ir'.:;iuti] t" .".o tn*tin such c:ses lhe iocal i.ir:e of ient cr the rssesl -.1 rerrt uhict:ver ismore, is reccvered under pa:rg,ap.i.1 1,.1(b) ;? Q:,,;riers and Rents.

1-riii) In the case of accommodation_ occupied by Crass and Dairy Farms,\f cdi.al St orcs De no,s..3 rd_ \r/orks hb1ii, 
-'Sr-k;.r]'lutcl6dd;;

Army ordnance aid clorhing i;;i;;i,;, ;;;;;ia b! seeq that abiil shorvin: rhe rotat caDita.l i-ot,," oi ti"-tridffi o*rti"a i"f;A:inq quarieri occulicd by'inarivid;;s ",,iiili-rtliii fi!'e quarten butexcludin g offi cers' quart6r ., 
"ra 

r.rr" .oio- ai i"iii.i"ii i'iJrt is assessedaqd rhe roral amcrlint of -c,:t, 
Las_ bcen i.*t i. ifrJI fo..ations coa-ce.119d (Parx :it? Stan.'li:rg orders). ni.'",iir""tiiri.i'tir-iiff

rvill b; verilleci and it r.,,i.I.i-i seen tliat o, ,"""ji.a-'"opy ot ttre billis on rcccrd in thc G. iI.:. Ofrce.

(xiv) In cases of vacation of q_lraiters before the end of a month it shourdbe see, that artion is ta'l:en to-..rA irmeOlatety 
"* 

bili for 
-"rd"ry

of renr and orher cbarg;,s to'. urot<eri perLti' oi ;i "ie"ouerv 
i" oot

eff_eoed an irrtimation i:'sciii lhiough r,ldp.-C. iwt*sl i.;li; jdril;
officer to rvhose circle of aurlit th-c o""up"ni iia. tetin-iransfenea. 

-

(xv) The T-ocal Audit Stafi should veriiy that rent is recovered for allsquash rxcqjet and tcnris l-irrts jhown in thi 'i-evenue 
kaseiirrespeltive-of wherher rtrey tr""" tlin 

"iroued 
; ;idi;H;r1itfii

ed ro free accommodation irr not. If in oov turini'i.ot is recoiJi-ed it shou,d be ascertained whcrher the trftaiog to *nichthe;;-rtis a.ttached, is occu2ied or vacant uoa, * o""u'piia'tG reasons forthe non-recovery of rent for tlle court 'should 
b'" ;r;;g;tei,* --'

(xvi) In the case cf hired buildings:-

(al the peri_ods during rvhich, a hired tesidence remaineti ,racaat
sbould be ascertained and enquires made as to whether tho
residence could not be given ip to avoid loss to tne Stirc ; --

(b) the justification for continued hiring_ , should be generally re-viewed with reference to the ava-ilable 
-G-o 

rnment owaed
accommodatioo ;

(c) whgn apy of the r.esidences hired for a class of individuatsentitled to demand -quarters from Govemmeut cuses t" tJ ilquired for such an individual'it sbould te sein that it is-sil;up Bt tie earliest opportunity and is not continuea id-Ui frfiJE



56

for allotment to another iodividual not so entitled to be suppli-
ed with accommodation particularly when sush an allotmeDt
ilvolves loss to the State.

txvii) The Revenue Ledger should be lchecked with the Tools af,d Plsnt' 
Distribution I-cdge;, the S':b-Division Rcgisters of articles in use.to
sce that recci'eri of hire charge for tooli and plant issued on hirq
arc being correcily madc.

tr.rili) Th-' allocrtion of rcceipts should be chcckcd to see that they havo' bctn correctly cla'sif,ed and lhat no item of receipt which should
unter rulcs br: treatcd es "Deduction of Expendituie" is credited to
Revenue or vice versa.

(xi: ) Aly suspension of allotment of accommodation or a proportio.nato' rcriiissioi of rent on the sround that tie accommodation is wholly or
pr,tially uninhabitable diring a c€rtain part o-f the-year on.accouht
it .li.iti" reasons sltould bdcballenged ln audit' The rule in paras

3(d) (iii) and 21(a) of A. R. Quariers and Rents does not con$r
oi ioial'authoritids powers for such suspension of alloiment or
remission of rent.

Cauital xnd Rcvenue Accounts of Civil Residedces :

i?6. Capital and Revenue Accounts of Civil residences . ar,e required to
U" pr.e.p.ar.a' p'.ii.aiiutty. fn"s, accounts should be- chelked. in local audit to
scc that thev havc bcen correctiy prepared from the Register of Buildings'

Co'rst['c:ion Accuunt' and thc Revenue Ledger'

Melcr Readers Book :

17?. The check of the Meter Readers Books consists in 'setilg:-

(i'. thxt lhc form has been completed to show -the bnildins number'
"' ;hi ;;;.' ;i il,t-'*1'""i' rioa'ir,J' "-""t"i, 

makii and tbe"owner of
thc meter;

(ii) that lhe meter rearling is regularly take!; and referenc€ to thc

meter rcadiogs.

Ll addition nny tloubtful or suspicious entries I .and adiustmeot-s' i! 
'aaj

."aJ'ioi"#'iioor.."io r..ii.i oi ;;"fi;tv iicorded consuirption should b'
carefully eramirte d.

After check as above, the entries in the Meter- Readers Books should bo

rr.ri i"!; "tr,. 
'L"rt,lnl.it r.ogti' ;i:in iuiti in wtrictr a consumers Ledger is

not reo',rircd l(t be malntarneo. "itJ'tr'i 
r{iiiin of Recoleries it being seen that

iilT llll*;l""r,' ilirs.r';;-ih; R.il;r'oi n"io"i.i"t has. been correctlv wdtten up

as recr.ls dle meter ,.ro,ngt- u# ltJ"iiliti-i"t't tn9 consumnti<in is shown

asainit tte sane building *o ""'"ti'il!i'"5';"hil-i+ 
th." Meter'Readers Bmk

ail under the Dorrect 
"ut"goty;i 

tilpiiy' "'i"-iit"irr^tit" 
power on restrictcd

hour basis ctc

Corsumers krlger :

":"fld'tri{.;m"L'l'{r*!1.";l:x'"'}#"iliffl#'i:x'f 

gr'}"hH
;ff il.;;i-t.f*enii to ttre following poins:-

(i) that the rate applied fot each kind of supply is correct;

(ii) that the amount assesscd has boen lcorroctly worked ou! i
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(iii) that la,e_acc lllpply. of water and electricity wherever given is inaccordance with rules ;

(iv) th.at rre hire charges lor t'ans as assesssed is correct with reference

F,3Ll{,TTir!il'Hii'":.010,,#,f h:-"*%f fr;;3f .i#;B.A.F.w. 2181 ;

(v) that assessment on account o_f jncidental charges has beefl co ectlymade with reference to the initial .."ort t pf iorlt"i-Jh"u.g", ;
(vl) ther in the case of connection to Cinema buildinss-energy ,supplied. for motor generctors f"; eil;;",charged at the illumination ina noi-tne p;*.i;ii,'

the electric
projectors is

(vii) that any adjuslments on account of arrears or refundo aro ino:'.ler ;

(viji) tha-i in the cas". of non-mililary corurectiors for suppiy ot wc.rer iabdlk and supply of elecbiciry. to .private Uuitriiids. 
- 

trecessaryagre€menh have been execul-ed _ -a.- ui"- 
";"HBid, arc t}l,rccurities have bcen denosited. by consr ers"*in 

'u"c"iljarce 
w1Urhe order coDtained in'p.ara 4 tb.A.r.w.'zigrl 

-"ii,ies 
tor t:esulply of electric enerw 'r

Regularions ror tne uIE.s. 
private buildinSs) (Piras'765 and ?66'

(ix) that in.the case -of B.A.F. and ?rN. entirled non_paying consum-ers, action has been raken to efl.eci ;;;;;; 
"i-;ffi,84 for elec.tricity (ilcluding rent of rnlcrna-t- installation) and waGr consumeC

Uro:TT 
* the manner indicated por* iio--t "1Io 

st"raug

(x) thai in the case of electrirnon-paying;;;,;;-;;"."ifl ,rffi 1,r*u:T.*tlx:*1tr$:i$concerns detaited in ctause (xiii) of. pari fzs antEli.iiu tor ttctoral charges for electric 
.enirgy-.and 

-waie.- ill.iffig* ihurg", ooaccount of 
. 
any rent ot internat,eti&ii.a 'irrtiil-.iii-#rhas' 

been sentro rhe parties conceroed in tte mannei ina-;ca"6J i",!i? zae ,tuoO..ing Orders and tbat an accepted coly oTliJ'i*iff*i.r.ir.r"cona ;
(xi) thet in ca-se of water and electric.energy consumed by entitled con_sumers, the actual consun,u;;;*;;'n;:;;;1i"fg[.1"..r;*_,f j":ffi .s, jHJ:1;:,d"lJ.[

season. rn cases of 
'excesses it sh;;iJG-;;f; ilii,;""fiH has beentakeD to have the excess

fl*,#++f$r*f lt*$'*;',"1i$
(xii! that in a Cantooment sretiotr. when the M.E.S. ofrcer is ftrtrction-ing as tle "officer under section 233 -of rL" 6uolt-oo-'.fi a"t 

"nA
thc recoveries for water s
consumersarerequired,J:tJ".tu.oJ"f "oril;t".;B*:ttffl:lrity under the Can'tonmenr
ait ,it. ot iu"##, ,ilfli"J'#".-glt B.::,,:o:#*"ttt*.;iless coltcclion and gsdid tt*g.-_i i_ i"iitci ,"i H"i,i"ilro z-f Ol
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(3) with :eie;ence to the Quqipg:1y siatemsrd of rvater prep.i:d hg
tiis S. D. O. frcm the.Ccnsumers Le.dger. This, statement shouid bc
checked by the lccal Audit stafi in order to verify tbat it h::,-',, bEen
coficctly pr:epared"

181. tr:i the qase of eiectric eriergy used in Military Buitrdings occupied b,v,

audit a lirst sLrc'"riC bc r,;rade out of works for which according to the terrns of
the agreeJxents, \'ratei: .ras requireC to !:le supplied qn p_ri4r-e-ntr to contra.,;to_rs.
The iccount of conil+ipllon irf vrater for theie rvoiks -should be traced in the
Consurners LeCger aqd it should be veriircd that the aulounts recoverabtre have
in ali cases beei dct:ite* I;y ceeans oi tran:fci vcucheis tc the Contractors. In
cases whtn lvat.,r is eifter.-sui;piiecl free to a.contractor with refgrence to his
agleern€nt or is issUed- io a vrort< executed depar_mel!+y, it .should be verified
tfat tne ct'r:t has been assesse$ by the G. E. hnri debitad direct to the work
concernetl iir accordanc: withithe instructions laid dorvn in the Engineer-in'
Chief, Arrny E{eadqualters, Tecbnical Instruction No. S dated 1st June 1936.

180. cii:cs of co,::tiiliption of elect;.ic ensrgy in r:iEarY br1lldin,gs useri

Uv ,a-p.p. *r.'lt f"t p'.,tpcs6s of rec:ca'rio:r-'(;.f- g, A.f B' - Clubs) under

iin.:tion oi the Officei Ci;inmanding Station should be pr-i'ticularlv watched' Iir
s,ch cases ir should be ';erifled tliat the .oit oi .1,.+i ;; *";il a( tert cj elec-

tnc.al installat:cn I:aE beet recovered'

181. Ia tire case of electric eilergy usecl in Miiitary buiiciines occupied by
pakisran unirs it rno,,to. ,..*iiuin"a *fi6tt "r 

it e- ilit h;i instaliel electrificatioir
^",-1*:Lr'plrte"in*tJr; *hola of its iines'or onl'r in a part of its lines' If the

lines have been r,';,:oiiy .i."itlq"A the unit rvili "uc entiiled to a free gu-pply +t

ffi;gy; *lil .ur", io r," L"tliGO to iisues of lamps, oil, wicks. etc' If hc'v-

c\/er. A rrar.t ot r*r irri:i"js-etectrih-ecl, the unlt *lu G'.irtlttcd to a'Jree srippiy of

ffi# iiJJ',i,"^.i#;ia;; p"ii u*-r'*ili teiciue oroportionatelv, lower issue cf

lamus. oiJ, r,,rir:k:;, *tc.--il'uttortA be velified by ref6rence to the unit's accol}:l?

if;lr?-'rrlt [r.i "lJ 
a'rr,'.ifirr,rp, anci-wick"i* tlt: fsnner c-ase and dai:s uct

reeeive llie-s; :rticle, oi'ii*f-itt1"fi the tratter case' I? should further be seerr

that in either of the tlwo 
-eaies 

,siateA rUore 
"t 

atr,.s foq 91e9q!o ener.gy us":d 
Lc1'

fans lrave been ro.ov"rc"d"f;;;il;otit (Put.t l'i3 arfi 774 Regulatioas f*r tlB
i;-Jl5:;;J-$aru 3a A. R' Quarters and Reuts)'

182' In tl:e case of private consumels it should be,seen that biils ar.3 pre.

oared end scnt prom"$y,tirrJ- r-.*u*i". "i" 
-iri""t.a reg,laily and tlat ade-

{ffi; #tJ;"t;i;;i;d;' fo'"ta" adjustnrcnt or outstanding'

183. In txrg c-ase of electric enersv 'tlIl'f$; u3, ort'it. 
6-"-'d:lB:$tTi

n'.-il.;,f,',lf :ll#:;tll,.,!"ffi rrffi ;1;iiiiui.ia,e.,]i,is'chcor'-
surnirticn have been ;""rr*iri"#ar';,G.ipridrint" r"tu-ifr-fo'co ut +'h'e tinne

of suPPi,v of clectric .eBor8]'

L!'4. In.qase, of 'qlectLic' enefgJ'$pPdied for refri-g'erators - and el*ctrir;

kir$es: in J-ady Nurser:.i;;&i iT'idalid'F;een-that climbing totais of meter

;ili;is,areii',rrnetei;#ihii'"';*!-s:1ti.t".t'*l*f "*;ffi ,"";,1;tTfl f#
:l 

-[:=a1 
fl'Jllo:'t: ijlrT"ft"'3l'$l ;;;,;'r; ili;'.h, isee].

a

ll

t

Retrrn uf I{ec&l'cries:
as strbr:nitted +'o

with the corres-
the period unde-r

185. The Returns of Recqveries. (water a'id electricityi

the U. A. crr the ct'il""it'i-a*r'&ititi-should be checked

ponding (onslrllleis ";dd;;; "io"iio 
see that the returns for



-
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i]
reviev; have been correctiv prepareci and that all consumers requifed td'tF
shown thereirr have been duly shor.ra in the Return. fn cases in whigh Con-
sumers.Lndgers are,nor- rSquired to i;e ma.intair:ed the Return should be checked
direct v'ith.the lv{eter Readers Book a,nd audited in accordance with'the if,stfitc-
tions laid clo..r,'n for the audit of Consunaers T-edgzr. The total amoti0t
reco+clable by the h,{.E.S. from pr.ivate co&surlers, as shonrn in lump'$Sun
figure in ihe -R"eturn of Recoveries should be checked to see that it agreeS with
,th+ details-of thal amcunt as reeor<le"i in, the difierent fotrios of the dons*lterg
I odonr

, 186. Any, delay i.rr the submission of 'these retLircs to the Uliit Accoun-
tant by due dates shoul.d be brought to notice in the trccal a-udit taporl"

Electrical axcl Bdechanicd nnstallati'aam :

. 187.. (a) The Aaoual.Returns,of Electrical and Mechanical'Installatioas
refcrred ru in para 743 Regutraticns ior the IrrI.E.S. should be chexked wrth
thc .Rclister of Fubiic Euildinr.s, Fiant trtecord Eook, I-og Sheets of installa-
tiols, Installation runniag records, Consumers Ledger and Constructiocs
Accounts Maintairred in the oiflce of the G.E. or the S.D.O. and it shOuld be
seen that the returns have been coiiectly prepared and that the statistical in-
fcri:naiion.which thcy contain i.c ir acccrciance with the data furnished in the
origirial records. It should particulari;r ,L-.e seen that all items of expenditure
(irreJuding that on rene,vals) or proforma cirarges vrhich shouid be taken into
accoupt in rrzorl<ing out the rate harre been duiy included either as a dirmt
t:hrrs,: oi: by adCition to the cnr:i+"a-l. cosi as required bv mles. .A,ny eorrectlons,
rvliic:h :hould as a resu11 of this checl< be madi in these returns, will be carried
o';i aitei: they have bee* discusseC v,'ith the G.E. peroc'naIly by the tr".A.O. or
his Supcrintendent.

fb) After the return, has l;:en chccked as above it wili be forwardad to
the C:1,4.8:.S. with the L. A. Cs. certificate of check, a copy of thc costing
sheet in the ieturn r','i!tr at the same iirne be fcrwarded td the P.C. (Works) office
ioi iidarmertion and eventual check cf the consrrlidated costing sheet.

(c) lVhen theX-.A.C. and tlie G.E. arc unable to come to an irnmecliate
a{lrccflir;'}t orr any particu}au point, i'" irttt-y be l:fi over fcr subsequent setttreitrent
bl ccritspcndence. tlie rsturn being transmittrd as sucir to the C.M.E.S. with
alt duc e;r'redii.ir:n. Simil:,itry i, fcl any reason tire L.A.O. is unable to
cire=pk the ;:;',uin imn:eeiictelli oa.receiirt, ihe rehlrn wili be forwarded unsheck-
ei1 to tho C.I\,!.E.S. The ofiice copry cf the return on record with the G.H.
will tlie'i be ch:.cked as soon as eossible, and rernarks iF any, eommurif,?red. to
tirc C. 1.,{. E. S. separatcly after rjiscussiol rvith the 1ii. E.

i8ll. In aadition to checkinc ttrre Returnsi with the various records from
which:,thc-v are puepare<l {lley,sh*uld aiso be subjected tc a criticalrexalirfu.t:il;n
aaC.opporttrnity',should be taken of investigating and rrraking cbseruations on
any,imp611uot variations betvrem the -rarions elements of cost (oer unit of out-
put)',of iftg',pr.:idousriear and of the lear under repori.

1S9. The Command Comparative Ststement of Installations in variotr.r
divis:'ens (a copy of r''h!ch is srippiied tc the-{-.A.O.) wili also be ehe.ckeci
with l,1r: annr:ai retllrfis in order to see that the infornaation in regard to each
instalia1icn'rnentioned thereinj is correctly worked out v'rith reference to .thc
ant:ua.i lLiurfl for the instaliations and that the corrections madg, as a resuli oI
the arr trr* in tiie At.iiual Il.et*rn heve been llcorporated iii the etAtemenl

t
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Plant Rccord Book:

19C' Ev refererlce to- the construction accounts for new installation or fciraddrtions to ihc exisring ,ti*;*"i;*irerior replacements it shourd be se.en
ll:l^.-I^:t:1ej,:* .',peiaitui*-;;q;ei;i spare parts of M/M. rnstaltationsu.vu cuen D-'c.ii?,r: :o acloint iu the plant Recoid Book ,oa tnat tl;;6it"lcost sh'-wr in ic'rcct. Tn cascs or-r"ptr."-ent the cost to be shown in thePlaiit Record E ook sh oi.ild bt rh" 

-sr;I;tpenditure 
i.". 

- 
riitti,i,t"'l#d *;account sale proceeds, if any, of the" old plalni etc.

.191. .The capital cost of- btildings forming part of E/M Installations andas shor,vn in rhe Ftanr Record Book inouto ui 6rrectea ,,foiii td -iGgiJ"i;
Buildinqs annuaiiv es soon as possible aftert 1st i;ltl;#fhut uu correctionsin the latter har,"; ireer *ior!;*i;;-irliie former.

192. The iatc of dcpi'eciation acopted for each machinery and buildins
shorrlri be checkcd r,'ith rirC irpproved rat6s vide pu* +zo 

"f tl"^3t*uiri-offi?
for th.e M.E.s. a:rd the rithmetical accuracy' of the amount-dharseE ;f;;
depreciation shcuid be verified. The charge f6r depreciati;"-*ill;ifr" uffir;planr has been in use fcr iis fLrll anticipatld fife ind tn- aefriciateo-viiui
becomr.s nil. [f a piant cic., dces not'renders service for thJ ?uu u"ti"i"ui"a
p-eriod anct is di.caiceci o.- riisposed ofr before the whole of its cost has'been
chargerl ar deprc;ration. r-he balance (lcss the sale proceeds) shall bJihar;;A
to thc cost acco:irits eiti\l;' ir one lump sum or in ahnual initaments fi"ad-by
the E.-in-C.

Fnn aud \,!eter Register (E"A"F.W. 2181) :

193. This regi:;tcr should be examined to s€e that it is maintained in
accorclance with th"e li;'-!r-'rf instructions friot.a in the registJi, that the register
is no m.aintainc.d as rc afford prcper me-ans for checking- the receipt and'issue
of fans and meters and that there are no evident signs of unautho-rised correc-
tions and interpoiations, etc,

794. All nerv purchases of receiptS of meters and fans as usgsrtained
frorn original bills, receipt vcuchers and vouchers received in support or I. D.
Scbedules should be linked with the entries in the Register. Any articles strucli
oif charge shouicl be verified with the original vouchers and survey reports, etc.

i95. The location of fans as noted in the Register should be scrutinized
an,I it shor.rld be verified by reference to tue Consumers kdgers or the Returns of
Recoveries that hii'e charges have been levied wherever due.

I.og Sheets of Insiiallations amd {,og Eooks of Road Rollers:

196. The ccnsumotion of stores as shown in the Log Sheets for the
period co'rered bv tlrc iocal audit should be checke{ to se,e that all stores tlto
tost of which hai bcrn char.s.ed to the Construction accounts during the month
or those *hich ha.,,e beel issued frorn the quantities held on the stores in Hand
Lectger during the pi:-riod har,'e been shown in the Log Sheets. Differences, if
any, shoi,ld be reconciled.

It should also bc generally seen that the Log Sheets contain a 'reliable
record, that there are nlo unexflained large variations.bgtween-the da/ !o d.ay

iorrsumotion of stores and that. the log sheets bear evidence of scnrtiny by the

S.D.O: and the G. E,

)

a
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WORKSIIOPS
Regirter of lYork Order :

, 197.. In checking this_ Register it should be seen that the classification o!wor{ ordjrs e.9., work orders for M.E.S. work orders for other GovernmcniMulrary uep:rrtrtrent-s etca is correct and that for all orders, estimates have beensancuoned and v/ort: orders accepted hy the demacciing officers. In the caseof jobs irndertaken for private pjisons .'and *orf.i 
"irr', 

g"itG to ReeimentalFunds^it-should he seerirhat suitcieni oelosrs lri;i: r,'ii 
" 
"i"..lr.a- ,*i-frIa;,iirfrlr acco-rnrs

, .198.. If iobs are shown as completcd thc completion cost should be check.e! wrrn lbe l:-xpefidrturc sheet a.d it sbould be seeil fronr thc workshoo accountInot 'Ju cost has been debited lo the parly concerned. Outstandings ihould beinvestigoled and pointed out in the L&at Audit neport. 
- -'"--'

. .1-99. Courparison of the completion cost with the estimated amount
snoJtd be made to see that thele is no wide variation. If a large variation is
detected tlre accounts y!2. the Daily sheets for tho work shoutd O*e checked *t[the estimate of work BAFW-2 227 io find out that the varlition is not dueio
u'ron3 .allucation of any chargc. In thc clsc of savings also it should be
vcrutled v,lth reterL-ace to thc eslifiatc tht. tlr?re has i;r;n io omission in raising
dehits for materials, labour or power etc.

200. After the close of a year. the Register of work orders should apalsbc reviewed to see that rccoveri6s have been-eflected in all casei and thit iI
1_h9y y,ere any u,nfinisbed jobs on rhe 30th June interim Uitts f;; the eip;nAtu;
lncu ed upto tbat date were adjusted in the account,by debit to tG partits
concerned-

Daily Labour She€r (BAFW-2ZI]3).
Daily Matedcl Shee t (BAFW-2235).
Daily Miscellaneous Charges Sheot (BAFW-2313).

201. These sheets should be checked rvrth the original vouchers recrived.
from the P.C. (Works_) or:hoso in posscssion oi rhLr U!:it .AIccruntant, it Uei"g ;itr
thxt all transactions have becn accounted for against the correct iork orC--r or
o,re:I1:uds. In parricular.it shculd te scen ihi no item of 

"*p"oaituJ 
iriicfi

shoul:l propcrly be tresie(r as dircct crpenditure i: ci,rrged to overhead and tho
abstra"t ol rcceipts and ch-er3rs shoulci tc consrrlted to'see thrt all vouchenhrve Lrcn truccd iDto the Da,ly Shccls.

Expenditure She€t (B,A.F.W.-:230) :

202. Expenditure sheets should be checked in detail to see:_
(j) that the jobs were under-taken under proper authority;
(;;) that they were properly recorded in the Register of Work Order;
(iii) that the estimated cost is conect with reference to the estimate;
riv) that all_labour, materials and other miscellaneous charges pe ain-

ing to them were properly brought forward from the aaiiy sireits;(\, that th_e monthly totals under the portion .dail]' expenditure io ths
gxpenditure _sheets are arirhmetically correct ;nd &at these iotati
have correctly been caried to the iummary;

(vi) that the progessive expenditure has not exceeded the estimated.
. aEouot,
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flor*shop Account :

,_ . 30,?.^^Ill" postings in ihe_ debit and credit sides of ttes6 Workshop Accormt
(BAFW-2233) shculd be checl<cd vifi lhe daily sheets arrd vouchcrs ihich are
not required to hc pr:ccd thrJu.l'r tlie Di:ily Slriets. The totat oi the workshoo
account shor d be checked with the finanaial accounts ro sec thal the tolirl
qedits atrd debils as shown in the workshop accouni agree wi,th the corresponding
amouat in the financial accounts. In case of'there being aoy . differ6ace ii
should be seetr that i: has been analysed by the Unil Accouit*nt ahd th8t
action has been taken to adjust the same,' In addition it should bo seen that
audit charges have been correctly calculated and adjusted'and that recoveries
on accoutrt of overhead percentage credited, to the predffibed head of account.

. 2Q4, lt should be ascertained lrow the wasle and by produats srch as
scrap iron, saw dust ashes, etc., aro disposed of. If sold, it siould,be verifled
that credits are alTorded to the vorkshop account. The sale proceeds and the
raie at which the lveste and bye-products are dispmcd of pertaining to a pcrioci
should be compa.red wirh thos! of the previous 'periods ri ensure'ihat thiy are
dispoaed of to the best advantage.

Moftldy lYorhhop Retom :

205. Revierv ,lhe finaircial working of the rvorkshop'by checking the
montbly workshop Return (BAFW-2234) with reference to the instructions
contained in para. 16 et seq. of ApoenCix 'P' Regulatiors for ths M.E.S.
The oapital costs should be checked f.rom the Plant Record Book and thc
Register o{ Eirildirgs and the booked elqenditure and credits compared wlth
tho figues io the rrlkshop account. All calculations should be checked to
see that thgy 

.are 
co:rect.

Register o{ Fuhlic Lrrilrlinrs -Mllitarv/Civil :

206 . Verify r 'rethcr amendme s have been made to this Register in
regard to all new.v;i,lis i r:luding additions and alterations to existing bulldings
exgept as stated iir p,.,ra. 1.18 (Regulations 'for the M.E.S. ) in respect -of
whiih completi:n ir',rcrts lrive beCn rendered during th_e c_uarter. For this
purpos;, compare tl .r re.o:il of iho corrections kept by the Unit Accountant,
i ny-teat oi ilte Re-',ler \?i111 the stalemert of woik etc., in respect 9f tiliq
conipleiion ieDorts ii.ive becl rcceived du;ing the'quarter which are fumished
by thr P.C. i\i/crks) 10 ll r L . A. O. quafleriy.

Select ll D'-r ccrri ('l.ii tlic ar,rendmenls 13 this Regi-ster issued since la:t
audit und chc:< il.:cr. r .th '.hc rele-;airt original records to see that they werc
coii€cti!' pj'epared. Tiicr ::ftei, triicr thcn lnto the RegisteL' of Buildings to
vcrify ttei :lir en'ric:. in thc R:giste.hav: been duly corrected.

Noic.-In the c::se oi rvorl i (ccprplcted during thc quarer) ' rich afiect the
c:,pitxi co:t .f F /l\,f. Ixsi;llrticns it should be seen that necessary
.r.:icndtrenis l:ave aiic been r.arie to the Plant Record Register Book
of the I::tallation co0cs €d. T-he percentage referred to above does

nct appli- tc i]Jlrc1clments to p;ant Record Book.

Bulb .{cco ''.i (}}..{.,F"1Y. 17711) :

207. Che;k reci:ial: fro:r stock rvith the relevant store, indents and check
t..o..-io'urirr^ itp,itt,n.nr" :r:rd irdividtals and also check destruction of worn

"ti'irior l.'iirt"i!J l,iii,. sulb Account with the relevant bulb reguisitiors'
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di
s* thot issues to uni,ts, etc., are signed for in cor. 24 of. the account. thatissul: durirg a le:icd-rgr." *itl, trdr,iiihe:'of r^orn-cutl-ul"tis ci equal watt6geshow$ c; reccived aud d;srioy;.a guring ji:at pericdliJ"t[ui, *n.re a new b*rbis issued wirrruur excha-nge.oi.io iur,,if i.;?ffif.;"" 'o?,inJ" 

burb, a sianedrecelpt {rom th: occupa,it ;r otlr:*I-""'o tr,"--trr*u#on"rlJi,"o as a bar-rackdamage. lVcr:fv thai r:ccc,,.;,v has t..* 
"n"_"i"E 

t lii=tfrt-lccupant, in such
5,:u-j];,. 

(par:a ?5r Regutariins'i*,r,."ii.;:'s:';;d';uiu'?[s..,,rq 
Standi,g

i{ote.*-Beto{e local tudit of this accor,ut is taken up it sirourd be seen thatpages in the Rcgisrer (tsAFh,_i??ai 
";;-;;firi: iii*ll,*a and trrar nopiige is missir:g.- Th;'balalcci un,iufA i"-"#dt.i.'""'

suryense &eg*users, ' I

?08. Check the Rcgis-ters of Suspense Accounts (D-:osits and M.E.S.Ad,ances) wirh rhe grjgfrl *tri ,rJ"irrr.r*-;;;A;'rr, !i,r'-"."rating to head

ffi.:rffi ;i'*f,+i,f *;y*u:,,";*[k::,,',*f ,*::::t"t'i:itgib'llary:,:$,rri,] arithmeticalir;r;;;.i:='urvr 
rrcJ i -Lrr LUr"rsu'-ry PutI

209' scrutinize the Deposit i{egisier rvith special reference to the follorv-ing pcints :- r - - ---o'"' JrJLLrs' rvrs'srru

(r) Tle .register .should contain full 
^ 

pa-rticrliars of the transactions toadrnir of acrion being taken for ni"f 
"aJ*ih*t. 

^'-

(il) It-sho'rld. bc s.-en that any afirount which shciuld have been finau.ra"djusted bv crecrit tc scnr5 scrviie ireaJ-i;d';;i-b;;,i prli,it fi::idepesit;

(iii) Deposits oyer 3 years cid (exclu,Jilg the year of deposit) are cre,riired to Revenue-and thar balances oi, iof"e-oriri"iio-[,r;;;;
are not taken to.a subsequent year,s ,"[istei- Lut are creditedto Revenue clurinq the- vear "then ;i3;1,il. ;;' the case oforgqar de]'osits nct exceeciing one rupee, it" stroua G ,i"" tlii

i-ych"deposis are creclited ro (evenue ;ii., th;y tui," U"., outstand_rng tbr.one whore accou,t vear. (paras 619'and blg-R{;ffi;;for the M.E.S.).

(i\'),rn the,case.of Eeposit works it should be seen that debits do notexceed credits-and that when outlay on Deposii *-ort, ercieas tleamo.nt depesited, the excess in tfansferred to heaa o.vr-.-g.s.Advances !^rvatch. recovery thgreo,f. wn"" 
-"" 

"o-priti""- "i 
iwork the balqnce of deposit is :'efunded ttre rei"na shoulh ui-trea?eaas minus realization and posted as rninus creait (faia fiZ, nigufa-tions fcr the M. E . S.).

(v) Il cases wircre a_n.amount previously credited to Revenue lzrideitem (iii) abovel is refiurd:d ,ndcr lirope, ,rr"tr-orr, it ;h;ri;;;
seen thar 1 nqte,il invariabry rade agfinst the 

"iigira-i,rtii, iiavoid a second claim for refund beinglpassed on thi same accouni.
This,also arpplies, to cases,rvhere a suri tue to u-ioot.actor and heldin deposit on closed.accounts is ultimately puia-i"-tnJ .ootiuii"r
concerned.
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3I0. Sffutinize the liegistcr of M.E.S. Advances to $ee:-
(i) thaL, except as specified in para 610, Regulations for the M.E.rj.

no e.-.petditure ias been debited to head M.E.S. Advance on tho
gound of absence or insufficiency of salctions or aflotm€nts aod
that no item has been included which was evetrtually debitable to

. b:rdget hetc o! to a L)rpartrr'iel,i ; and

(ii) thr.rl. items relaring to saies on c..edit are not allowed to remaio
oir,:stanciing lor unduly lon3 tirne and tirat departmental charges
have beeu correctly levied in the case ol such sales, where necessary.
(i):ra ti60 et seq, Regulations for the M.E.S.).

211. A,ll minus items should be traced to their original sourc$ atrd tho
circri nstl'r,ces i,iading to lhe rrilus outstandings should be carefuIiy investigated
lo v:rily rhat iio financial irregulality is involved.

:i12. Thr] total of the monthly transactions (both debits and crcdits) ar
sho,'.; in the Lreposits and M.E.S. Advances Registers should be comparcd with
the Flrancial Compilalion in other to verify that tbe totals in both the docu-
mcflts agtee.

213. The review of suspense balances should be checked with thc Regis-
ters and other recurcis and it ihluld be seen that it has been correctly prepared
and thc i-,elances are correctiy shown.

214. In general rt is required to be seen that the particulars of each item
are so detailedftat the clearince thereof can be rvatch6d independe[tly. It is
not suffic;ent 1o see that the balances carded from nonth to Bonth arr' correct.
It is an imDortant function of audit, to see that the balance relating to cacb
individual iiem. work or iob is kept'distinct and correct and the balances of tho
ieveral ilems r:lating to each hea'd of account make up the aggtegato balatrce
recortl':d thcreundcr.- When on the erpiry of a year a new rcgister is opcned it
should scen that thc baiances have birri correctly carried forward with correct
partic,rla-s and that adiustmcnts made in the Jtne Final and SuPplementarv
Accounts ha\.r' becn taken into account.

215. In reviewing the balances the point to ensure is tlat tro item remairis
on"oi,Itii,r ior:er than] is reasonably necbssary for bringi4g about its clearancs
i;;; ;d,;"*- course with due reiard to thd rules applicable to each casc'

b;i;i:.;;;;ii"r';niit'toria-o'a;ruiity form the subject'of an -elqqirv-thol'sh
tf'-.'tui"iii"r' tirr"*cni urt special caies may be taken,up with the Garrison
i;"ir$; ;;'.;;;;;;;;;;" 'also, and when'the delavs betome serious, or the

6.' 'E;;:';.-j.;;-rLait enqrtti"t'a" not establish thai adesuate action.is being

irr."lr"i.i'i'riJJ ii""rirli", tti matter should be reported to the P' C' (Works)'

Regis{€r of !-oeses:

216. Check this register with the loss statemen's and expensE vouchers ii
the posiession of the Unit Accountant ald see:-

(i) That the amount of losses as shown in the loss statemcnt andt'' 
iioJn* uJu"rrJis has been calculated at the corcct rate, lc' at tho

;ff;il'il;i-:"t"t in ttre case ot itores, fumiture, and at the capital

;;Jri;; in'ite nc$.ter oi t'itdingu in th! .:ase of lcsses ot
buittiings;



!:
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(ii) That tbe loss statenoents and _expense vouche$ have been propalh-adiusred in the ledger dccounrs it th. ait-it""ilL-"o ;
('::) That losses, etc., which have- not. been regularised under thc suj-tior of the competent aurboiili-diJ ir#i"inTi"a"a by rho ur:iraccountant in his objection st;tement, arO 

- --
{iv) Th:t the circumstances (which should be invesdgated) alEndingthc losses have been co.iectly srarcd.- lr-dro;Ia'?h" bo sser ttatall losses duc to fraud.. aoa 'negtig"o." -or-;;;;r; 

occurrcocq ar:dcalt with under the rules, in fre" ninarr"iii'- fileofations fcr thr.Army and that all other tosses ianctioneO-;;" ;iifu, rhe f,nrncialpor.,ers of the sanctioning au&ority.

Obiectioii Stst"r eiis :

- -,2!7. Check fie Unit Accountants 
-,objection stateEsnt ot) the acccrrDrsof tri. monft u;r<ier review ana see tlit-cttE"i.--.rr Jt]iii"r.ti" *u"v}iiilint lo the.accounts of rbat month ha-ve b..; ;";;;;a'-'il;;;i. ,roir"iip*-prialo hcads in accordance wfth.rle deraired init*Eionr '[iu',i' 

in p"ru iii-orthe M.B S. Arcoun13a15 14-ur1.

It thould be verified tlrat all items- of irregular outlay, i.e., expenditurcircu,ed withour administrative approval or techiiiai saoiiilJ, or-in ixcoes oiaderiaishative approval or technitirt saaclion, 
"ip*Jiriiii-'incurrea #irrod

:!p_rTl"rl9, or- €xcess over appropriation , and , outstandiDgs against contrrc_
roi s, ctc.. €tc., trnich come to notice as a result of tle checking-of tf,e constructi,onaccotlts 

.a,nd other registers have been brought out by the "Unit eccoununi--ir
rne oDJechon statemenl

.. . fl:" scf Jlat the objection statc;.ncnr is self-contained and uFFto-drte i.e.
rt jncludes all items of previous statements which sti1l remain unadjisted.

.. f$ ge99r.al abstract referred lo irr para 353. Accountant's Manual preprr-
cd by thc Unit Accountatrt should bc ihecked and initiated.

218.

Cornpktirn Reports :

2]9. Check the compietion report to see:-
(i/ That the report has been prepared on, the proper form 8.4?-A-2266-A

rnd there is no undue delay in tho submissiol cf Part A as laid
down iu G.H.Q. No. 858491-I-E-2-A, dated 25th July 1944 afier
the physical completion of the work i

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

(iii) That the excess over administrative approvals and technical sanc-
tions are within ttre permissible limits or are regularised by tLc
C.F.A.;

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

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

\
t
a

!
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hftcr the checks iefereC to abci'c havc beea exercised, the L.A.O, will
haElni, lhe criginal completion repcrts to tbe C.M.E.S. for d.ispoeal and
ret*in duplicate copics thereof in his olnce for linking thc same with the rclevant
entric: in thc Pciiodical Slr-vices Mcasurement Book

SERYICE BOOKS, RAILWAY }'/ARzu^NTS, CREDIT NOTES, BOOKS
OF FORMS'D' &'81 ETC.

9ervre E;oks :

220. Service Books will'be, elpmiogd .to see : '

(i) That tlcy aic aii lp-to-daic and lhht el-ery 
"ntty 

** attested at the
time of the event ;

(ii) Th:t thc cr;rin: oage has been re-attestcC every f.ve years;

ti-i) That thc last entries resardilq rates of pay and dates of iltaTements' in certaio solecled sdrvice bo-oks are 6orne out by si'lary bills
(Anne;.lure 'A' to L . A. O. S. Hand Book) ;

,i''') T1a: scr.,,i:'; bca'::. sliri;: reco;:ds and service rolls ale naintained
ior:Lil civiiir.r- s'.i,r ordir a'ie:. casult! personnel and Class fV Govern-
rnifli selvailts r€sPectiYely ; and

1v) that r Regisili of Servicc Book is-properly kept ald that {he trum-' ' ier oi se&ice bcoks p-oduced at th]e time-of iispectioil agrees with
the numbei shcrvn in the register.

I I 'Iac icst check of s,'-!-r,''ice books will be ccnducted to the ertent aIld

r 'ir :.:[m( inaii(.,icd blic$':-
(t: A rfr(rai sclutin'; of thc eiltrics in the books selected for "!est' 

"lt8.rrtt 
in exiniic trhether the general rules prescribed for the

o*int"roo." and cusiody of serv'ice bcoks are being observed in
--^^.i^^Pr dL :, !!.

/i:i Irrrt:st vcrilication ct the correclness oI leave granted- dFing the
n:r-..linc '!0 vrars (if this veril'ication was noi done in the past)'
ir.."L","ir;.'" uocllls taken up for subsequent review, this check

r.r-;li ccve, ail lcave sanctioned siice tle last inspection of tbat parti-
cular sen'ice booli.

(c) Check of tle fixation ol iaitial pay (once only) '

(d) Check of counting c[ servicc towards increments (p-a iculer aEen-
'-' ti;t b"irg paia ninere broken periods arc coocerned) '

(oi Verification of th. admissibility ol ioiling dao availed d (p'S'R
Article 1?6).

")t,f;;"$r:'#'f";r,"1?[r1#'if."?i,isffffiu"S-ffi,.S
be secn that 

"c.cssuty 
-intiies regarding so- much ol ttp kave

ntr"i.J ot tras been iarnea in resfect oF scrvict in Dcpetdots
3lii"i-it"i trtc u ila.v Departmen-t have been madc and effiu-
;"ftd i" tfie .Lrai-i'omiliioncernea with reference to li4o'

595 of 193?.
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.. (s) Annual certificate of service verifical.ion by thc head of ofrce otr'*' ths service book rvhere necessary will be'looked for.

&) Verification of the postitrss into all service boota 'of all Part II' ' orders (Office Ord6rs) issued in any oae nonth durilg a year ic.
during one inspection in a Year)'

As rcsards (a) to (s) the cotries in 10 perce of the current service books-

*ix oJr.rii';1"';;;';;'d with'r eacn peribd ot approximately 12 montbs, if
periodical viiitt aie madc the check will 6e spread over tbe whole ycar. Within
i.he orus.tibed Dcrcentaqe, the service books of personnel witbin a year or two
of tlie n,.rmal &e of sulpdrannualion will normaiiy be included.

IfI. In older to ersure covering all the ground systematically a complete
re-'ord wiri tr( kcDt o: ull service bod!;s "t;.t ahecked" each year. Tbe Servic':
irn.rks : r.urllv ch'crl-. i u,ill also bc endorsed with a note to this effect, dated
rrr,J initi:iIled'ir\ the iesling o{licial concerned.

Reift,..,v \.)t'a]rants Credit Notes etc.;

I IY. lt sbr'uld be see,1 lhat all bcoks 3ie kept under lock and key. Issues
I sirould Lre veriied to see that the instructions contained in paragraph ?5, Passage
AG Requlations (vide also A.nnexure I to L.A.O's. Hand Book) have been com-

lF. pli;,i u:'h and rhat the Unit Acccuntant has been furnished PqlTly wit! listg

i t ;f credit notcs issucd i;t respect of consignments of stores received for work and
' stcck.

T

I
ll-

. ADJUSTMENT OF THA COST CF GOVERNMENT TRANSPORT
SUPPLIED BY 'ii{i AllrvtY TO TI{E M.E.S.

. 221. Store Section furnishcs to 'E' Section a copy of the covering memo'
i rvilr which tl.re piiceC indents havs been forwarded to the Unit Accountant,7 Garrison Engineir's Office, concertred fo; necessary lqjustment. The local

Aiidit Supcriirtendent while proceedirg or Local Audit w,ill coUect these memos'
for te.,t .:heck of the correciness of ttre adjustments made by the Garrision
tndn,..r', Unit Accounlant based on one month's intimation in a half year.
Th;srorth selccted for this pumosc will nomrally be the month for which
detailed audit is carried out.- TIte iccnl Audit Superintendent vill bring to
the notice FC (Works) through tha In:pzuiing OIhcei', any cases coming to his
notice during the course of his test check, in which the transactio-ns, were Dlt
adrsted in the accounts for tle month in which the transport indEoL! werc
re&ived by tbe Garrison Engineers, Unit Accountants, or thd following- mo ht
accouats. 

'The 
reasons for ihe dealy itr adjustments will be ascertriilod and

inlima@d to the FC (Works) for sucli aclicn as may be considcred necelsary'

I
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