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~ 1.+ This Manual conlams detailed “instructions for the conduct apd
disposal -of work dealt with in “Local Audit”, “Pay”, “Stores™, “Fund” and
“Railway laims™ Scctions of a (- ~troller’s Office. 4 .

2. All Officers and members of the estabiishnient are cxpected to make .
| themselves fully conversant with the contenis'cf the Marual and icnorance of its
' provisions will not be accepted as an excuse for any departure from Rules, or
- failure to comply with them.

3. The rules in the Manual are supplementary to these contained ia the

I Civil and Military Audit and Account Codes, Civil Service Regulations, Pay and
| Aliowances Regulations, Financial Regulations, etc. and SL‘OLl\ not be guoted to
O ficers outsids the Military Accounts Depariment. Thg_. are intended te be of
.general application, but Controller’s may if recessazy, vary them in matters of’
“detail to suit local conditions. Any change which | mwms a substanual depariurs
from the general principles of the rules, should however, not be efizcted without
the previous approval of the Military Accountant General. Any alterations or
additions to the Manual of a general nature, which may be necessary hereafter,
will be notified periodically by the Military Accountant Gereral by means of correc:
tion sifs. Corrections which have a purely local application mzy be made

by Controllers.

4, - With the publication of the Manual, the relevant Chapters in the
BMAD Procedure Code and Office Manual Part I, and V stand scperseded.

{ s TALLUL WAL
B ' (A.U. KALIM)
B 1walpindi. R N Military Accourtant General
! .
4 he 10th March 1961 ./'
DVC\ Clim. o &
\
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L.A. SECTION

I. ~ The LA Scction of a Controller's offige is established to watch
and guidé the activities of the Local Audit Offices in general and :—

(M

(ii)
(il
(i)

()

/6y

L (vii)

"4

General.

2

larger De

(viii)
(ix)

The inspection and local audit of the Cash and store &
the army units and formations located in the audit arca of a Controlle
carried out by Local Audit Officers and their stafll.  Each L.A.O. will
a definite area of work and will be provided with suitable staff divided
groups headed by a Superint=ndent to carry out original local audjt o
accounts of units and formations on monthly, quarterly, half ¥
basis as may be provided for in the rules. All of these audit gr
be stationed in the' L.A.Os office orsome of them may be attac

pots/Establishments or stationed
of local audit work justifies their whole time employment at th

To organise/rc-organise Local audit offices, arrange Local
a2uditfreview/inspection of the store and Cash Accouats of ammy
units and formations in the Controller's audit area and watch
its completion in due time.

To arrange Super review of Local awdit and Inspection -work
and progress the result,thercof, ik

‘To colicet and scrutinise cases of -financiul irreg  laritics: their

inclusion in the report of General State of Accounts, and watch-

ing progress thereof,

To collect and vet material (including anpual stock verification
certificates from units) for Incorporation ‘in thé Annual A-dit
Certificates and watch progress of cases included therein :

To' scrutinise z2nd approve lists of auditablejinspectable do-
cuments ; : f.,wd::ni Dg&m (S -

"To watch progress of'@wil repacts and itens in-
cluded 1n Audit Repdrt, Defence Services,

To devise ways and means to impreve cifliciency of local a=di
and issue rulings/directives on matlers concerning Local A-ddie
procedure. b

To dezl with cases relating to Local audit Pracedure raised py
L.A.Os. exscutive authoritics etc. :

To preparefclieck strength Demand Saterz.si- 12
section and those received from LA.Os/§EZ) und rass them
on to Ceneral Section. S—

*

ccounts of
rareto be

into audit
[ the stere
carly ar yearly
oups mmay either
hed to relatively
at out-stations where the quantem
€ outsiatjon or

adjoining stations. The Local audit carried out by the several audit gros ill
be subject to constant review by the L.A.O. himself, the periodicity i

being the same as that of the original audit

concurrently with the original audit as s00n as possible thereafier, Thz origi
inspection of th

however, be ¢3

ed by the rule

Audit, Review. and Inspection work is carried outby tiie L.A.Os and their staT
regularly and satisfactorily. 5 o : s

rried out by the L.A.O. himself annually or half
5.

of kis review
- This review will be carried out

e public fund cash accounts maintained by units/for

mations, wil
vearly 2s requir-
" The L.A. Scction will be fesponsible to watch ‘that the Logel
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3.3
~
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Audit, Inspection Programme.

3. L.AOsSLAS will submit quarterls Lecal aucit/Reviewfnsp:zction
programmes, $0 as to rcach LA Section on or befoic the 20th of the second month
of the preceding Quarter. Thess programmes will be scrutinized by L.A. Section
1o see 1— ' -

(i) that the audi:jn:_vicw"inspcclion of all the units and formations,
‘which falls due in the quarier to which the programms relates,

has actually been provided for in the programme ;

(if) thdt the period of accounts proposed to be audited/reviewed/
inspected in'respect of each unit/formation as shovan in tie pro-
gramme 15 correct according to completion entries in the
respective visual chart register ;

(iii) that the proposed auditfreviewinspection in rew; oo of cach
unit/formation extends, as far as possible, upto the month
preceding the month in which proposed to be carried out ;

(iv) that the priority has been given in the programr:e to the auditf
review/inspection work which may fall into arrears during the
quarter to which the programme relates ;

(v) that mandays proposed o be utilised on Audit/Review, Inspec-
~tion of a particular unitfformation do not exceed those sanciion-- - ~-
ed by the MAG. (on the prescribed form) ;

v~ (vi) that audit/review/inspection in respect of all the uniis, ferma-
lions at any one staion is proposed at a stretch excen: when it
15 essential in the interest of public service and not micre than
one visit 15 proposed to any outsiation during 5 particular
quarter ; ;. : :

(vii) that trensit time claimed for journcys on duty to asd from

outstations is th: minimum nccessary ;

(viii)  that timely sanction for exemption from the eperation ¢f S.R. 73
is obtained from the competent authority wherever recessary ;

7 (ix) that the LAOs do not return to H.Q. cvery now and then on
v __the plea [ ofiice work ete. brealing continuiiz of halt at out.
s:ation, :

Cormmpietion of reports. I

4. The Local audit/Review/Inspection of tie store,Cash_accounts

of units and  formations wiil be carried out .by . the LA, O's stafff

=3 /L. A. O. strictly in accordance with the approved programme. Devia-

tions front the approved programume will be permissible subject to prior pef-

mission  from the Controlicr. Exccution of the programmes ‘will be reporfed

through' the medium of montaly Local AuditjReview and inspection completion

reports (on the prescribed {orm) which will be submitied so asto reachthe L.A.

Section on or before the 6th of month foilowing that to which they relate. The
L.A. Secticn will scrutinise these cempletion reports to see :(— : sy
. R

(i) that the work has been done according to the approved pro-

gramme and within the minimum authorised time ; .

(i) thar, as far as practicable, the Jocal audit and the review fereof

by the Superintendent and the LAO has been carried out con-

™ currently ;. : . &

(i) ythat the. objection statements/Review or: Inspection Reports

B ‘have becen issued within a week after the completion of _l!ir.: Lq_cgl

s s F I
5. . " P P o Ve

U\ - . awdit/review/inspectio
: e e P e el

'

v
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(iv) that the ¢ mpletion rcport is ‘accor 2nicd by the prescribed
reconciliation  statement showing the No. of total mandays
availabls in a particular Sub office and those actually utilised
and the manancr i which utilised. This statement shall be
carefully checked in the LA Section to ensurc that there hias not

-:- been any.wastage of mandays;

(v) that the LAO's Review and Inspection completion Report is
in addition, asccompanied by the Questionnairz duly compicied
in all respects, and the statement showing partizulars of 'E’ copivs
of issue vouchers linked during the month of the report |

(vi) that in ihe case of units/formations whose siate of accounls
have been shown by the LAO as “unsatisfactory” a sp.ccial report
clearly bringing out the unsatisfactory feature is received from
the LAO soon after the submission of thc completion report.

Yisual charts, g »

) 5.  After nccsssary scrutiny the completion reports will be posted -
into the visual charts registers, which will be maintained by L A, Section
in the form laid down in Annexure ‘B’ to this Chapter. S ¢ visual charts
Regisiers will be maintzined to watch the progress of Iozal audtit/review/inspection/
supci-review ia respect of units and formations located in the zudit area(s) of
cach LAO/SEA or Group of Lf‘.OS}F@ Each page of this register will be
allotted to one particular tait or formation. and may ke sub.divided into fou
cages so that the procress of focal zudit/review/inspectionfsuper-review/General
State of account in respect of the uait/formation in quesiion over a period of 4
years can be rtcorded on that pags.  Each caze will be further sub-divided iznto
five parts to separately indizate the progress in respesi of Inspection, Lecal avdit
and review of Local 2udit by the LAQO,, Super.revicw by S.S.0.:nd statc of
accounts. The catrics in respect of Inspection will be made in red ink and the rest <
in black. At the time of th2 scrutiny of the programme the V.C.R. wili be care-
fully consuited to see that ti: reriod of accounts nroposed for auditfreview/inspee-
tion has been correcily The propesed dates of the naxt audit/review/
inspection us shawn in the rroagramesic will be tentatively recordad in the V.C.R.
in pencil. On receipt of the monthly completion repert the datzs showan in ke
V.C:R: and those—show in the completion Reports will be compared to ensure
that there has not been ary cerions deviztion from the approved programmie
cxcept with the prior approvel of the Controller.  The actual datss of cempletizn
wiil tiien be written {n ink over the dates tertatively shovn in pencil.

The-V.C.Rs. will be frequently reviewed by the Superiniendent o ksep
constant watch over the progress of local audit/review/inspection and devising
ways and means, where necessaryv. 1o avoid the work falling inio arrcars, The
regisiers will be submitted to the Group Oficer through the O.1/C. LA on thg

25th of cach month. —

Super.Review,

6. Review: of the Local audit and Inspection work  dens
by the L.AO_ will be undertaken by a Superior service officzr i1 accordance
with instructiens contained in Annsxure A to this chapter. Half yearly pro-
grammes in respect of Super-review of Local audit to be carricd out by S.5.0s.
will ke chalked out by the LA Section for Controller’s approval. These pro-
erammes will be prepased in respect of the haif-years from July to December and
from Jaruary to June of cuch financial vear.  The programmies wiii be so arranged
that_ the accounts of all irrccuiar fermations and of typical units of all'regular for-
mations dre’ super-revicwed zt least once durip car, It will further be sce:
that total numter of units reviewed funing a-'ﬁrii‘:.%&);!a?'lha‘.f year is not kss !hs:\
209 (excent-in-the cao-6f-C.GMA ~Rawalpindi.where this—perceniase will-ke D: L&
F73 of the total numter of vrits lecated within the Contreller juriediction.



A copy of the approved half vearly programme for super-review will be forward.

¢ 1o thie M.A.G. on 25th of the month June 2nd December preceding the respec-

tive half year. A half yearly report on ..o review by S.S.0s. of Lo audit and

Inspection work will be submitted 1o the M.A.G. on Ist May and Ist November

each year. - —

LA Sl A Seexie n b Thce

7. The S.8.0s" Review reports and the Local Test audib reports will
be expeditiously forwarded by the L.A. Scction to the respective LAOs znd their
replics watchéd. through separatz registers maintained for the purpose, reminiders
being jssued, where necessary, at frequently intervals, The LA replics will
be carefully scrutinised and while in the case of S.S.0° F;v-'cw Reports, settlement
will be made by the LA Szction, in the case of@cnér SUAudit Report, consent

- -e.;fgrfs"':»\”imqm of1he various items of the report will b obtained from the +ocat

e észﬁ_tﬂ.‘[gh_ﬂ;_omg;s. LA Scction will watch that action on the part of the partizs
concerned to reeularise irregularties pointed out in the 5.5.0%s Rusiew Repoit

s B @uﬁ“;%&g%ﬂgﬁ@r_& is upto-date and on the correct kines.

FS :-p-‘wf&*;_!;‘j“" opf'BTthc statement relating to arrears in Local Audit and Inspection
‘required to be appended to the half yearly report on the review of Local Audit
and Inspection by $.5.0°¢ will be furnished by Controllers 1o the ff_c_?:c_u_\‘;:@m
DOX DS FrhETehiTire serirme 0 above wisl be submitted to the Grouy Officer,
throvgh O.1/C. LA Section, on 10th of cach month.

——7LUsits Moring In/Out. : _P-a"*r‘-;

L. (@) Monthly repoerts will be received from LAOs/SEXAS showing pani-
culars of Units moved infout of their respective arcas during the preceding month,

{b) In the case of units moved out of the Controlicrs jurisdiction, the LA
section will call for from the LAO concerned special reports on the accounts of
those units and transmit the same to the Controllers’ in whose jurisdiction the
usits have moved. In the case of in coming units the LA Scction will watch eariy
receipt of the special reports from the Corntrellers concerned 2nd transmit them
to the respective LAD:  In the case of units moved out the fac: will be suitably
recorded in the V.C.R. inicating the No. and datc of ihe ferwarding memo. under
which special report has been despaiched to the nther ccintroller. Iz respect of
the incoming units, the same will be brought cn charge in the V.C.R. quoting
reference to the inward special report, particuicrs regarding authorised mandays
for audit, review and inspection, period upto which lact audited, reviewed, inspect-
ed ete. being also recorded. .

(c) Special reports of units moving infout sheouv!d be scrutisised to see

that :—
(i)~ the special report is submitted qn the proper proforma;

-(i)  the dates of audit and review and the periods upto which accounts
have been audited, reviewed, and inspected is given;

(iii) general state of store and cash accounts is clearly stated:

(1v)  the extracis of unsettled audit objections, review reperts and
inspection reparts cle. have bern enelosed duly certifizd by tha
Superintendent or the LAO:

(v) °E' copics of wvouchers for linking together with top sheets-ure
cnciosed and their number as mentioned in the special report
1s correct;

(vi) Closing balances of the last audited Ration Rcturn, obtained
by the Local Audit staff, are enclosed (when the balance of

_ Ration/Forage etc. is required to be depésited with ethc,'];_t_)_qal
‘-authorilies, l‘h_ls; s notrequired); . - oL 3

P At
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iwaited ar2 enclosed with ' extracts of chjcctions et nd thas
viner objected vouchers are attacked in support of the relevan:
extracts of objections;

“(viti) list of auditable documents and the documenis (o be inspested

are attached;

(ix) papers requiring verification on neat audit visit, are enclosed.

(3} the mandays authorised for audii, iovicw and imspection are
mentioned in the report;

(x1) 1 case the audit review or inspzction of the oul 2oing un:it is
in the arrears, the reasons for the same have been stated by the
L.:\.O;

(xi) the acknowledgement of the special report s received from the
C.M.A. to whom it is sent within a reasonable Limce;

(vi) spare copies of the issue voucher, receistad capics of which are

(xiiz} in thecase of units moving to the audit area o a=ather Contr
st from cutstanding Review reperts of €S.0 ard.
audit) Report, be attached with the special Repants recsived from
L.A.O. before rendition to the respective C.ALA.

Reorganisation!Dishandment of Vlnits.

9. O= receipt of orders notifving reorgaaisationfre-decignatior fdivhar .
ment of a2 unit or formation in the LA ‘Scclion, necessary entries will be made :n
the register, maintained. in form given in Annexure ‘C’ to this chapter, to watzh
that its final closing audit is carricd out by the LAO concerned expeditiously zad
a special repori submitted by kim to the L.A. Section. The special report wiil,
en receipt from the LAO be transmitted in the casc of dishanded units, to '-¢
controller in whose audit jurisdiction the centre and record of the unit is loca‘s7.
Oa reccipt of the special reports by the 13T0er, the same will Fe forwssded (o toe
LAOQ auditir.7 the accounts of the Centre and Records for pursuing the ovtstandi-»
cbjections to finality. In cascs of re-orzanisationfredesicnation the Contr- -
ler in whose andit area a particular Unit is iocated will watch carly seitliement of
the special report.

General State of Accounts.

10. —Thecases of financial irregularities, tnsatisfactery state of 2ccovrss,
non maintenance/non production of auditable records and non improper obsc:-
vance of the prescribed accounting procedure reported by the LACs will be care-
fully scrutinised to sce that thé facts as reported establish a prima facie case cf
financial/accountipg irregularity and that the facts of the case are such as can be
reasonably substantiated, if challenged by the executive. A report in duplicate,
duly marked as Original & duplicate _embracing the salient_features of the irrz-
gularity s_cpmatclf"lf'cacﬁ casc WillThen be sent to the NCA.G. in anticipation cf
its inclusion in the next monthly report on General State_of Accounts, Progress
of the cases so inchided In the report on General State of Accounts will te vigo:-
ously watctied by LA Section through a register of financiaj irregularitics (pre.
forma given in Anncxure ‘D) to cnsure their speedy settlement,

Annoal Audit Certificates. g =%

11.  L.A. Section will watch punctua! submission of the Anpua’ Audit

Certificates from the sub-offices. These certificates will be carefully scrutinized
to see that the prescribed statements annexed thereto have been correctly prepar.

. ed by Sub offices and that the irregularitics, omissions, lapses, etc. on the part of
. units and formation, included in those statements are either corrQborated - from

s§.



6 : ;

evidence already on record jn the LA Section, e, ~ reports on General State -©
‘Accounts Register sho ¢ position of Annual stock verification of stores, cte.
or that the necessary evidence has now been furnished by the sub offices 2long
with. the Annual audiy Certificates. It shall be ensured that the cases included in
the Annual Audit Certificates are unchallengzable and as far 25 possible, have
already been accepted by the exceutive authorities.  Progress of cases included
in the Annual Audit Certificares will be vigorously wa'ched by LA Section in
communicaiion with LAQs and the executive authoritics, where nocessary.

Annual Stock Verifizaticn Certificates,

12. A :fc'gi.\'cr (Profoima given in Annexure E") will be maintained in the
LA Sccticn to watch e recespt through LAOs of Annual Stock Vertification
Certificaics, in respect of pach snancizl year, from Os.C. units and jormations.
It will be ensured that these certificates are received well in advance of the rend:-
tion.-of the Annual Audit Certificates to the M.AG.

" 13, Casesincluded in the Audit Reports (Defence Services) will be efective-

ly pursued by the LA Section with the respective LAOs and the cxecutive authori-
ties and their speedily settlement watched. ‘
L TT. LA Section will watch the receipt from LAOs of scparate lists (in
triplicate) ol auditable and inspectable documents in respect cfgmjmisgd[
rearganised or redesionaied univg, After approsai by the Controllcr, two copies
of the lsts will ke returned 1o the LAO and one copy retained and pasted in a
cuitably indexed euard file.

15. LA Section will eall upon and encovrage LAOs to submit proposals
for improving ciliciency of lacal auditfreviewinspection work, The LA Section
will also underiake original research in this behalf and submit preposals for the
controlicr’s consideration.  The Controller will examine such proposais in com-
munication with ather controllers and submit his recommendations for 1\1.{\.0—’5
dpproval.  L.A.Os zonfersnce shall also be held in the controller's office to disciss
-ways and ricans to enhance cfficicncy in the sub-offices and simplify or improve
audit procedure.  The 5.5.0s deputed to CaIry OUl super-review \'.‘H!also_m:tkc
special rescarch in this behall and submic proposals for Controlier's considera-
lion, i

Contrallers wiil aiso eachange at freouent interval, points of cemmon in-
terest intimatad to them be their sth-offices.  The Controllers should report to
the M.A.G.. whenovar any point of real corm finterest. which is considered
suificiently importan: and which has not beer inclidied in 15o report ea “General
state ol Accounts™, comes (o their notice.

- 16,0 LA Section will keep a close .watcn to ecasure the punctual sub-
mission by the sub-offices of periodical reports and reterns. These reports will,
O receipt be carefully checked and consolidated, whcie necessary for trans-
mission to higher aihoriries, The Monthly Progress KReports will be specially
checked to see that (oeal audit/review/inspection work ‘is not allowed to fallinto
arrears.  The procress of seitlement of audt chjections will also be particularly
Watched. It will furti-er he seen that steie of work in all other ficlds of acuvitics
in the sub-offices ¢.g.. pricing of loss statements and payment issue vrs., linking
of iavoices, Paciing Accounss and Supply Manifests, dizposal of cerrespondence
cte.is also current. The explanation ziven by the LAOs 10 respect of arrzars,
if any, will be sceutinized to see that it is real and convincing. The measures
adopted hy LAO: 1y SRS rposes willinlsn: Y invariably cxamined to see that
tiey are adequate and efiectjve, 7

I7. " Reporis and Returns due inifrom LA Section and the R.cgj_slcts
mainiained in the Section are detailed in Arncxure F.G. & H. respectively,

18 {0 30. Blank

L M — A ————
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ANNEXURE ‘A" (REFERRED TO IN PARA €)
Memorandum of i: .‘ructions regarding the procedure to be followed in
connection with the review by Superior Service Officers of Local Audit and inspec-
tion work carried out by the Local Audit Cfficers.

(Same as Appendix II of O.M.Pi. 1.
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Annexure 'F'

List of Reports & Returns due in LA Section from LAOs’.

(All such reports are ‘_um!nd on pages 38 to 42 of LAO's Hand Book
{Army P 1 (1952). ‘

Annexure ‘G’

» e .
List of Reports & Returns due out from LA Scction.

Reports & Return

To whom sub-

S.No. b Date of submission
mitted
Monthly.
1. Units moving between Com- Al CsMA 15th of exch month,

mands (change statements only).

_ 3rd of each month,
. .

2. General State of Accounts. ‘G’ Section.
Querterly.
Half Yearly.
4 L. Hall vearly report on the review AML.A.G. Ist of August and
by 5.5.0s. February.,
[
Yearly. ~ e
/
1. Units moving between commends.  AlL Cs.M.A. Tst of Jan.
2. Anaual sudit certificate, ‘G’ Scction. 15th SeptemF -
_ Y/
Annexure ‘H' - o
List of Registers maintained in LA Section.
S0, Name of Register. ! Date of submission.
1. Register for watching scttiement of 5.5.0s. review 10th of each month,
Reports. y
2. Kegister showing prograss orﬁ sl closing audit of Ist week of ecach

3
4._

5-.

um!s'!’orm‘lt:ons under order of
organisations.

Register of Financial Irrcgu]anms,

Visua! Chart Register.

disbandment/re-

Register for watching the Rccupt of stock vcnﬁca-

tion certificate.
- ”

month.

15th of cach month,
25th of each month.
25th of each month.
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CHAPTER 11
‘PAY SECTION'

SECTION I
1. Duties of Pay Scction. :

“The duties and responsibilities of *PAY’ Scction of a Controllers office
comprise of :—
(/) Audit and payment of all claims of pay and allowances ex-
cluding travelling and daily allowances of civilian Gazented
Officers and maintenange of Jeave accounts and history of Gazat-
ted service. "
(i) Audit and payment of all claims of Pay and Allowances other
than TA/DA of civiiian Non-Gazetied establishments serving
with various whits and formations.* O
(iii) Preliminary audit and disbursement of Pay and Allowanees of 7
the officers and establishment of the B.AM.AD.
-~ - e e ————— T
_‘\/{ir) Post-audit of Pay bills oi"the establishment empioyed in M-
1% tary Accounis Offices.

() Scale avdit.
(vi) Reccovery of leave salary and pension contribution in respect
of officers and others procecding on deputation foreign servics.

(vif) Payment_of-Retaifina_feo-to-the PN-G—Officers.
(viii) Audit of Annual Establishment returns of permunent civilian,

cstablishment and their submission to €MA- &—P ~kohires PG See

(ix) Verification of service i— T o(wpeekive 2 vk

(¢) for the last three years in respect of individuals who ere

b7

dug 10 retire cn pension. PeT Iy 1-«:.\[\1&‘\-: -

() anv other nerinds af camvios o

ok F ompenedion o desH

SreL HIUN I

@AUDIT OF PAY BILLS

36. General.
The audit of pav bills will be conducted with reference to i— -
1. Entrics in the Audit Register in case of Gazetted officers and the last av-
dited paybills im case of non-gazetted stafl. :
2. Last observation and subsequent correspondence, casualiics noiifizd in
Gazette Notifications, Part 11 Orders gtc. ) ’
et T g e t{:




.- Ip addition ta the rules governing lhe..a_dnﬁssiblikyof Pay and Allowances

o 1. o q;fﬁee'(g'nnq others as laid downsin variols Tegula
* ° erament orders

: 5 ev-bills t—

)

(i)

(i)

()

e

(¥i)

"t (vid)

(viii)

(ix)

10ns, books, codes and Gov-
» the“following insl‘[u_c;ions,,vg']l be obs. -ved when auditing the
- . il Rl | % z

. a . < .
The paybills bear the £enupne signatures of the officers authori-
SC3 to sizn them, specimens of whose sienatyre are, recorded
in the raovamt registers, |-

| .
The Paybills are duly affixed wherse necessary, with Revenue
stamps. )

The rates of pay and allowarces claimed are correct and are
in accordance with those sanctioned with due regurd to the cate
before/after the 2ppointed dates, 'if any, notified by the Gov-
crnment.

In the case of the first ch&réc it “-"1_'1_1 be ‘seen that —
1 . - “ig “, .t .
(a). Person newiy 8ppointed fo 2 post: in Goveroment Service :

The first Pay claims is supported by 1 medical certificate of health
in the form prescribed vide Art: 49 C.S.R.‘and the appointrient
has been duly sanciioned and notitied in Pr. 11 orders/Gazette
and x copy of-the former s attached with the ¢iaim.

(b) Persons transferred to the _Audit Area,

The LPC from the pievious pudit or other officers is attached
o the paybills and the rates claimed are in accordance with
the L.P.C. and the joining-time is covered by the relevant rules
on the sublect and that the unauthorised_period of atsence if
any, hizs been dealt with under the orders of C.F.A.

Where an annuzl increment has been claimed the paybil is
sipponced by the redevant and duly szrictioned documents and
the date ol lest increment is verified from the zudjted paybiii
or with the date shown in the L.P.C.-

Demand- Register Tmamtamed in the section is consulted and
any outstanding demand js recovered according to rules (item
Nos. and page Nos. of the registers should be guoted in the
paybills wzainst the entries in respect of the relevant de-
mands). S

The deductions on account of G.P. Fund and other funds sub.
scriptions and on account of premium on P.L. Insurance Policies
are regularly and correctly made and that the carreci No. of

accounts/Policies are carried over in the Paybills from month
to month. :

When airears on account of promotion or increment have been
claimed it should he seen that the claim js supported by the
appropriate authority and by the D.O.Pt. ] (Necessary notes

of the payment of arrears should be made ugainst the relevant
items of the moenths pavbill). )

fcome Tax js correctly levied on the estinsated annual Income

under salaries and the amounis due for recovery monthly, are
duly recovered. :



i5
o P -

Note —1. A Staiement showing how the monthly ratz of incom: tax
ir anived at will be ;-onared and attached to 1i - Paybill for June. This «*nte-
“ment will require revision on every major change of estimated annval income.
s e e Skt e S S T e s
-~ Note —2. Rebate of Income Tax on Tnsurance Premivm of policiesather ~
than those financed from Provident Funds will be allowed on the strength of the
declaration to be furnished in May each year or immediately on appointment by~
the individuals concerned spezifying the amount expected to be paid during the

* ensuing financial year (Premium receipts need not be cilled for by paying -

Wehorities), el e

AUTHORITY :—Rule 35 FR Pi Il 2a¢ PAO No. 6182
* (x) In the case of the establishments, not covered hy the authoris-

ed establishment for the period concerned, necessary sanction
of the competent financial authority has been received in the

office 2nd duly audited. s

*4(7. Audit of Paylills of Officers.

All Officers are required to prepare their individual paybills on BAFA-35.
Paybills will be submitted so as to reach Centroller’s office not later than 25th of
the month{22nd in the case of February. :

38, In addition o the check referred to in para 26 the following points wili
be kept in view while conducting audit :—

(i) The Paybills will be checked with reference to the entries in
the Audit Register and when necessary with reference to the
fundamental data e.g., last pay certiticate, rules in C5. R, Alls
(P) and other Gavernment orders issucd from tinw te time.

(i} It sheuld be seen from the paybills for a month, for a formation
as a whole that two or mare tdividuals have not drawn pay,
additional pay, special pay etc. for the same period against the
<ame appointment.

als or extracts of special orders regarding recurring allew-
ances eic. admissible to an efficer sheuld be filed in histher per-
sonal fite after a ncte thercof has been made m the Audit Re-

(iii)

ister.

(iv) Payment of non-recurring charges Such as cutiit allowances,
fees, honoraria etc., should be posted in the Register of Mis-
cellaneous non-recurring charges TBAFA-514) to avoid double

* - payments.
(v) The clearance of gbjections should be watched threuch the
objection register- (B8 A.F.A-473).. :

(vi)" To obviate frequent reference to the History of Service,  AuZit
Register ctc.. a slip showing the follawing particulars should be
kept in the P.C. file of cach officer.

(g Rank and name.

(b) Appcintment.

(c) Datc of birth.

() Date of 15t appointment.

(e) Date of completion 'of'.tcnurc on tour of services, super-
annuation and termination of employment/re-employment.



(vii))  All paybills of an officer shall be recorded m:onth by moath in’
a single £+ a puard file (one file per. ficer) to facilitate reference
for purpuics of verification of services, calculation of leave
salary etc. _ i
) Note —At ihe close of the year the P:‘-id bills for September and March
#ill be segregated and placed in separate fiic, the file being prominenily marked
=5 JPaybill for September Mureh 19 record for 35 years™,
(viii}  Particuiars of leave availed of should be entered in the History
of service of the officer concerned. '

39, Cantonment Fxecutive Officers.

{(a)  The salaries (including cost of living and other allowances i Ty
concession during leave and cxpatriation allowance but excluding convevance
allowance) and lcave salaries of Cantt. Executive Officers shall be paid to them’
in full by the Controller of Military Accounts concerned.

(6)  Hall the Salary (cxcluding Expatriation allowance) half .the T.A.
concession during leave, half the leave salary and the cost of living allowance in
full payable to ofiicers is recoverable from Cantt. Board. M.R.O. for the am.
ount due will be issued to the Cantt. Board each month with the request that the
amount assessed be deposited in the Treasury. The receipt of T.R. shall be
warched through the prescrihed seoister maintained for the purpose. B

(¢)  The Cantt. Beards siail always maintcin with the CMA concerned
A1 advance deposit equal to the amount payable by the Boards on account of
the's contribution towards pay and allowances in respect of an Executive officer
tc: the next three month.

(@) A register will be maintained in cach Controller’s office, Cantt, wise,
to watch the payment mads, against the advances received from the Board.

AUTHORITY :—Government of Pakistan, Ministry of Defence No.
64/1/G/DS!S1 dated 24-12.1955 and MAG (F) No. AT/Profl19 dated £-6-1955,

40 With a view to complying with the requirements of para §] Military
audit Code the feliowing records a2 maintained. '

4 o
(1) Audit register (3A.F.A.-510).
(it} Historv of Services, - o
(iit)  Leave Account. .
) . . A PO ol

b Auadit Register (B AFLALSLD),

(f) The register wall be maintained in BAFA-510 and is intende:l
to be it record for 5 vzars.  The aduit of pay ciaims of Gizetted
Officers will be conducted with reference ta the entrics in this
register, -

() An index <howing the names of the officers in alphabetical order

and indicating the folio No. against cach name will be main-
tuined to facilitate references.

(rif)  When a new register is opened the names of all the efective offi =

cers will be brought forward from the old register and cross
referred, Al details as to pay, any unexpired leave, any trans-
fer arders but not earried 'out and any disallowance not adjusted
will be entered into the new register. The new register wiil
thos o wubmiited to the officer incharge alongwith the ofd

who will see that the particulars have been correctly
tund set Dis injtials against the total charge in the
moner column as authority for and guide to the auditing

¥

—



(vir)

(viii)
“in the ‘Audit Register. -

(ix)

P )

(x0)

(xii)

(xiir)

(xiv)

‘regardi. - appoiftiént; ‘promoti: ., revérsiod,

o :’}Sosfix?g, transfers ‘and leaves will be*entered in the columns

under “orders res,
Incharee. _
The money column will be comipleted on the authority of these
orders and will be isitialléd by the officer Incharge. The money
column will be linked to the orders in the appropriate columa,
Any provisional payment and overpayment will be noted in
‘the column “particulars of objection” in the Audit Regisier
and when the payment is finally admitted in audit/recoveries
effected, a remark to this cffcct will be made in red ink against
the entry or the recovery indicated in relevant column.

A note-of Dr. or Credit balance, if any, shown on the L.P.C.
will be made in the Audit Register.
Decbits, if any, received through LD. ‘Schedules will be noted

pecting allowance™ and initialled by the officer

All corrections and alterations in the Audit Register will be
attested by the officer Incharge.
When an officer’s name is entered for the first time in the Audit
Register the following particulars will be noted on  the top
ol that page :— '
(a) Specimen sienatute (to be pasted on the top left hand corner
of the page). i
(&) Particulars of appointment.
(¢) (1) date of birth.
(2) date of appeintment,
(3) date of present rank.
(%)} Personal file number of the oficer,
(5) Name of banker or agent,
(6) Head of classiiication of pay ofofficer. -
(7) Place of origin/Domicile.

To easurz that pay and allowances are net admitted beyoad
the prescribed period in the case of tenure temporary appoiat-
ments, a red iak line will be drawn in the payment cage of the
month following that in which the tenure of appointment wili

be completed.

Income Tax Card sufficient to contain information for three
years will be kept separately with ecach page of the audit re-
gister and posted concurrently as paybills are audited and pass-
ed. T =

Date of payment of premium on which redate of incoms tax
is allowed will be entered in the column provided for the purpose,

When an officer is transferred to the audit area of another audit
officer a diagonal line will be drawn across the pavmicnt caee
Aext 10 that in which particulars of last payment arc recorded,
A simiiar line will also be drawn across the next money cage
which will be linked with the entry regarding transfer tide fn.
struction No. ¢ above. Particulars of L.P.C. ctc., will be

-recorded ia the appropriate cages on the richt hand page,




R

o -

(xv) Audit progress will be recorded under the heading “‘date of
payment” mn the cage of the month for which the pay is du*
and not of .onth in which itis issucc. The name of the trea-
sury frem payment is taken should be recorded above the pay-
ment, but this entry need fot be repeated cach month unless
there is a change of treasury. '

» %

(xvi) Only the gross amount of lﬁ:c bill and date of payment will be
shown in the pavment cage, when there is no change in the amrount
of the previous monih, it is sufficient to note the date of pay-
ment. When an officer draws in his paybill, allowarces that
vary frequently or arrears of pay etc., this should be explained
ia the space provided for cxplanatory notcs.

(xvii) When an eificer’s pay 1s revised with retrospective effect, the
moncy columns already made out for the period under revision
should be cancelied in red ink and new columns made out from
the date of revision, zil beiog initialled by officcr-in-charge of
the scction.

{xviii) Objections in audit wiil be entered only in the cage for objec-
tions and nowhere elsc.

(xix)" “Deitiarids the recoverics of which extend over a No. of months
e.g., Houss Building Advance, Motor Car Advance, Advances

from G.P. Fund will be noted in the Audit Register in the manner
indicated ia para 130 of this manual,

(xx) The register will be submitted to.the ofticer Incharge by the
sth of cach month and to the G.O. once in 2 quarier. e

History of Service.

> 42, The record of service maintained by the Audit officer in accordance
with Art. 815. C.S.R in respect of each Gazetted officer is termed as the History
of Service.  The following particulars should be shown at the top of the record
besides name of the officer i—

——{})}--Date of birth. = s 4
(2) Dateof superannuation. :
(3) Whether on Prescribed or existin g/modified scale of pay. —

.

. (4) The scale of pay of the appoiatment held.
: (5) Whether on old or mew pension terms .and, benefit.

43, The History of service is intended to be a complete record of all facts -
in the official career of a Government servant which have a bearing on pay, pro-
motion, leave, or pension. Full particulars of segvice qualifying}nun-qualifying
for pension will be recorded with authority. Leave of all kinds, absence without
Teave, or in excess of leave or of joining time should be noted. T any period is
allowed to count as service which is not ordinarily allowed by rules or if any special
privilege or disability affecting pay, pension or leave attaches to the officc the
fact should be recorded with authority (i.e., Government orders etc.).

Note :— (i) Entries relating to punitive action taken in regard to an
officer cannot be made without special orders of the Gov-

© ernment. ' .
(i) Particulars of war setivce affecting pay, promgticn, leave

Mg _or_pension will also be recorded in. ‘thgr_l-_]jslory of Service..
iz g (i), Periods of joining leave, will:be;recorded in all cases.
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44" When 2 Gazewed “officer is transicrred from the audit jurisdiction
of one audit officer to that of another audit officer his History of Service will be
passed on to the latter, d

45, Leave:Accounts. W
. ) ‘ * .

Under Article 841(a) C.S,R. before a Gazetted officer is allowed to proceed
on leave a report upon the title of the applicant to leave is obtained from the audit
officer.  For this purpose a leave account in the prescribed proforma will be
maintained in respect of each officer, separate account being maintained for each
type of leave e.g., Leave on Average Pay and Leave on half Average Pay. The
following particulars will invariably be noted at the top of leave account of cach
Officer :— ] i

=7 (1) +Name‘of the officer, - - ol B g P

i (2) - :Unit/FormationfDepartment,

: ‘(3) His date of superannuation (See Art. 234 CS.R).
=== = (4} ~Leave Rules applicable to.the Officer.
s . -(8).  Nature of leave. | . <
46 and 47. Blank. 7?

48. Maximum amotnt of lcave preparatory to retirement in the cace of
Superior Government Servants will be one year. This will be partly lcave on
average pay and partly Irave on half average pay as below —

-.Leave on average pay upto 4 months (if due) and another two moath’s
leave on average pay can be taken T(if due) provided the officer goes abroad for
that period for pilgrimage and recreation. The extra two months on average pay
should not be allowed on medical certificate as the officer goes abroad for that
period for pilgrimage and recreation. (The extra twomonths on averaze pay should
not be allowed on medical certificate as the officer wili not be returning to dutv
on the conclusion of the leave). The balance of the leave upto ons year (ic. §
months or.6-moaths as the casc may.bc) will be leave-on half average pay.

Authority :—Government of Pakistan, Ministry of Finance O.M. No.

.F. 23 (38) R.I. (2)/55 dated 21-5-57.

Non-Gazcetted Establishment.

49.  Besides the checks referred 6 in para 36 above and para 125 Military
Audit Code, the pay and allowances claimed will be comparcd with those ad-
mitted in the last audited bill and if there are any variations it will be seen that
they are supported by the necessarv authority, and are otherwise in order.
Entries in remarks column will be closely scrutinized and checked with reference

* fo the supporting orders, certificates or other vouchers. It will further be scen

that:—

(i) in case ‘of those emploved on nerrick rates of pay, the pay etc.,
is drawn at the correct rates as notified in the station orders for
the station at which emploved:

© (i) the horizontalfvertical totals arc correct on cach page of the
paybills and correctly brought forward in the summarics and
that the totals of the summary arc also correct;

(i) the No. of personnel paid under each category falls within thiz

authorised establishment or the sanctiva of the C.F.A. cxists
forths addiiaaal crafr
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(ivy inregard O the Religious Teazhers, it sheuld also be -een the
their No. is correct with referonce 19 the sutherised c.tohlist
ment o the combatants of th particulars of religious .
(A112153 0f 1942).
o B.—The pay bilis of Noo- azetted establishment as also of Gazeue
officers of M.E.S. fermations will be received direct frem the form
tions and not through; the UA’s attached to thim.

(Authority :—M.A.G's. No AT.[PCj3926[13 dated 7-2-59).

&

Audit Progress Register.

50. For the purpose of watching receipl and peyment, of monthly bil
and also for safeguarding against double payments an audit Progress Registi
will be maintained by the SeciionjSub Section]Group in tie following proforma -

Namc of Unit, Date of receipt of  Date of payment. Amount of tl
the paybili. paybills.

- -
l 2 3 4

e ,—

Amount passed emarks (Any abaormal variation being
for payment. cexplained).

5

Note ~—Tt will be cnsured that the information in regard to the Unit
Farmations required to be roted in caigmn 1 is compleic-0articulars of in-cor
ing and out-going units being recorced simultancously with the Teceipt of i

timation.

EXTRA TEMPORARY ESTABLISHMENT EMPLOYED IN ORDNANC
DEPOTS, EME WORKSHOPS ETC.

4]. The cxtra tcmporary establishment employed in Ordnance Depe
and EME Workshops cte. is paid out of the advances ¢rawn for the purpose !
the head of the formations concerned from the andit officcr on. monthly ci
rcquisitions. On receipt of the requisition it will be seen that the advance
reasonably correct with reference to the previous figures of monthly expenditur
on this account, and that the requisition has been sipned by the authorised offic
whese signature agrees with that on record in the Reeister of spégimen §ignatul
maintained in the section.

57, Tha advances will be noted in the Demand Register before th
are actually paid, with a view te watching their adjustment with reference to t
abstract of Temporary Labour Bills (BAFA 40, (Smail}) received from eachforn
tion through the LAO concerned. The temporary Labour Bill inter alia conta
an account of receipts (e.g., advances from CMA recoveries from the ETE et

_and disbursements. A treasury receipt is sibmitted for the balance along W
the Temporary Labour Bill. The details shown on the Temporary Labour
are checked by the LAO concerned before transmission to the CMA. The dema
on account of advance is cleared from the Demand Register on the author
of the Temporary Labour Bill and the T.R. received from the formation.

_ 53. Necessary post audit check over the . pay accounts of the ETE
conducted by the LAO-concerned.. i § g D el g
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et A
Conservancy and Hot Weather Fstablishment. T A
24, Allotments for expe-.iture on conssrvancy @, <anctioned by the
Government. [t is distributed by G.H.Q. between Divisions who in turn dis-
tribute it between Bng‘td;s etc. and cventually it is apportionzd to units and
formations™ at various stations.

. (i) On receipt of orders rcgardmu allotment of funds, the amounts
allotted will be noted in a Conservancy Allotment Register
{BA.F.A.-512) in which a separate page will be given to “cach
unit/formation. All payments against conscrvancy allotment
will be entered in this register against the allotment concerned
and it will be seen before each paymient is made that the allot-
ments are not cxcecded.

55.  When making- payment in respect of this establishment, it will be
seen that the nerrick rates of pay as notified in the station orders for the station
and the strength of ths conservancy-establishment as autkorised by the S.5. Q.
for the units or formations are not excecded.

56. As a check over the possibility of a double claims the two charges
will be carefully linked, the previous bill being endorsed with the remarks Next
charge paid under the dated initials of the auditor and the Sup-.nn'e rdent. A
rubber stamp as under-mray be -utilized for the purpose. -

Next Charge Paid. ’
Linked with the previous charge.@@ _
Auditor—————— i Sup:d. ;
To be scored through whichever is not relevant.

POST AUDIT OF THE ESTABLISHMENT PAYBILLS OF MiLITARY
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i \%3. The following procedure will be fcllowed in conduict ing post audit
of tke paybills of BM.A.D. establishment.

(a) 33-1/3 per cent of the paybil's of one moath in~€ach quarter
will be subjected to post audit. .
() For the remaining months absentee statemefits will be sub-
_ jected to audit. It will be scen that they are correctly pra-
: £as i “'pared-and the effect of the entries therein has bcen corrcctly
. "+« .. -ureflected in the relevant’ paybill.
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(¢) The particular months-paybill:4o. be sub: ~t to.audit will be
scizcted by the nuition or group officer after all the paybills of
the quarter have’ been received. o

: 59.  The detailed procedure for audit laid down jn the Military Audit
Code and para 36, 49, and 50 of this Manual wiil be generally ob.
served. In addition the Entries in the, paybill selected for audit will be checked
against those in the last audited paybilk. In the event of there being discrepancy
between the two items the alterations will be traced back to the intervening paybitls

where they first originated and verified with the office orders, increment state-
ments cte., ¢ '

60, A bricf statement of the result of audit will be forwarded to MAG's

office by the auditing contro'er where the paybills show gross carelessness in
their preparation.

(Authority :“M.A.G,1); No. 398[ATIP _dated 811947, 5.

i B LS, P
®L. . (a) The followine:controllers perform dishursine functianc in

res-

. oy to Audia, 1
. ﬂ!ﬂlﬁ w ’: 4
M

e~ e

LA pect

~(b) Central Pay Audit Scction of the MAG’s oliice 15 responsible
for the post audit of personal claims of all Gazetted Q%l‘cerg of the BMAD cxcept
those serving in MAG's office in whose casc(?(iﬂ‘!,\:._z_»dre}éan—m functions ac
audit officer. T )

('(/fﬁori/y :—Go\-cmment’okaxkistaW Finance, Karachi Telter
N Y ¢ !

o. M'w/\;ﬂs.m&@ﬂ-lﬁ?iﬁ) o

62. It s the responsibility of a Disbursing Controller to ensure that a
preliminary audit check is exercised over all claims of Pay arnd Allewances, T.A.
and medical charges of RMAD Officers before they are paid.  Post audit of the
claims is conducted by the Audit Officer.(viz., CPA Section of the MAG’s ofiice!
}L}_’:fm?dﬁt—o{iFC{»{r\:Lal_di'c). “Oetk paaze L . k

S ey e e AL _

63.  The preliminary audit check referied to above will comprise cf the

foilowiog :— :

(1) Testing the formal complcteness of a vouciier, and
g 1 P )

(it) A broad gencral scrutiny over the claims. In the ¢ase of an officer
on leave it is necessary that the leave has been granted by the

. competent authority and that the leave allowances claimed are
covered by the rules applicable to the case. - F

€3, Disbursing Controllers are not authorised o make any payment
to an ofiicer (other than on account of T.A. and medical charges) 'exccgs ths..
authority issued bv the audit ofiices viz., CPA Scction of MAG’s offi (o
Section of - FGMA Lahese inthe-case ofofficers serving.in MAG’s Officc.  Dis-
bursement of Pay 2nd Allowances will be strictly in accordance with the rates of
ray and aliowances shown in the relevant Pay slip. Increased rates of pay and
allowances caanot be paid to an officer unless a revised pay slip is issucd by the
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Audit officer concerned,  In the case of newly appointed 'rromoied oSoer the &5t
pazill will be rendered to tii> Audit officer for preaud:: =nd issue of a payslip,
(Government of Pakistan, Ministry of Finance Karachi No. M-325/2872.
M.Accts dated 5-1-56 and MAGS No. AT/SP{35-1V dated 23-2-55 and 18-10-5¢),
65. All personal claims of PMAD Officers paid by disbursing Controllers
will be rendered to the Audit officer (CPA Section of the MAG's office/AP Section
of FCMA Lahore) as under :—

: (r) All TA bills and medical bills paid in 2 morth by the 20tk of
the following month ie, bills paid in September will be
submitted by 20th of ‘October.

(i) All regular pa)b:!ls relating 1o = mon'h pavzble on the Ist of
the following month by the 20th of that menth ie., pagbills for
September (Vrs. for October) will be rendered by 20th October

(iif) Supplementary pavbills paid during @ menth will ke r;nuc.ad
as 2nd batch by the 20th of the folicwing month ie. , supplemen-
tary paybills. if any paid in October w:il be rc_ndercd by 2Cth
November (MAG's No. CPA0I dated 14-9-1937).

66. Disbursing Controllers will reader a certificzie 1 the followina terms

by the 30ih of the following menths i—

“Certitied that the total amounts of pard billsjyouchers (Pay
TA _and _Medical _ Buls) for~ﬁ——(kiomh) relating  to
PMAD Officers paid during——— —Jjcrnarded for post
audit, a,:ru. with the relevant figures oppear il

sing in the detail-
ed compilation of vouchers for that mo: 1”1 except as explained
beicw, and that nio bills paid during the month hive beern with-
hcld]omi!!cd to be forwarded for post audit,”
* . Any discrepancics ceming to notice will be reconciled vader advice 1o
CPA Section of the MAG's office.
Aoy TN NS CEATUECated 205155
Disbursing Functiors in respect of Non-Gazetted Estt. of BMA
67. Each Controller functions as disbursing officer in’ respect of Nezn-
gazetted establishment scrving in his office including sub offices.

- 68, A prehmmary audit check on the lines indiczted in para 63 abeve
will be exerciscd over all Establishment Paybills before they are paid subiect
to post audit by.the Auditing Controllers vide para 6!.

69. Disbursing Controliers will ensure that there s no deluy whatever
in the submission of the paybills-to the Auditing Controllers.
~ Pay claims of Deceased officers and Establishment,
70. The pay and -allowances claimed on behalf of a decesaed officer ora non-
-gazetted employee will be disposed: of in the manner laid down in Rule 44 F.R.
Rart- II (Art. 39/b) Civil Account Code Vol:IfRule 233 and 234 Treasury Rules
1. Lin the case of a deceased pérson belonging to Military Accounts Department.

the

vl

Review of ‘pre-audit bills twice a year.

71. This check will be exercised with a view to a periodical test being
applied over sanctions or rules in respect of recurring charges admitted in :\uut

. A list of preaudited bills for one selected month shou!d be prerured and
submitted to the G.O. by the Section to sclect the bills for review. The biils thus

* selecled should then be siibmiitted t5 hiim with the relevant orders for the review.

- Bills reviewed by the G:O. will be marked “Reviewed”” under his dated initials. |

The chcck will be so 1pp‘:cd as to ensure that the work is spread over the
wnole year i. . if there are 12 units the bills of the units will be reviewed in a
month in such a manner so as Lo cnsure that the accounts of the unit are not

o] DAL
s e Lty b G @ e el 5
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_'Wwill 12 submitted t5 the Controli--.
72t0'77 Blank -

..-2eViewed over azain in the same half year.. A reporton completion.of eachcele

Pl ]

SECTION I
PAYMENT OF BILLS

8. On reccipt from the Record Seclion ‘the pay bills will be distributed
to the various audit groups and in tprn'té the auditors concerned in the pres-
cribed manner. After being entered by the auditors in their respective ‘work
books, the paybills will be audited in accordance with the general rules and ins-
tructions given in the Military Audit Code.

79. When fully satisficd as to the correctness of the paybills in every
respect the auditor will pass it for. payment completing the audit enfacement and
classification and submit the paybills to the Superigtendent together with the
previous paybills and the last observation memo. for teview and submission to
the " officer incharge. _ e R i P ' '

80, The following procedure will be pbserved when the paybills are pass-
ed for payment:— gt B A T T R - .

() The payment enfacement will be initialled by the-auditor -ard
by the Supdt. and will be signed by the officer incharge, aay
alteration in the enfacement being suitably attested by the signa-
tures (not initials) of the officer incharge.

— (i) The alteration made in the paybills as a result of audit will be
intimated to the officers concerned. ’

Note .—Ordinarily no payment will be rmade in excess of the amounts
actually claimed and receipted for, Arithmetical inaccuracies and obvious mis-
takes may, however, be corrected, after obtaining the orders of the officer in-
charge. ) .

(iii) The auditor will attach to the paybill the relevant cheque slips
(PAFA-223) giving brief particulars of the amounts paid and the
address to which the cheque is to be sent.

(iv) A copy of the Punching Medium endorsed on the paybill will
. be prepared by the_auditor and attached to the paybill for sub-
mission to the Hollerith Section for compiiation,
Noiz .—The copy-of the Punching Medium plays a very important part
in the accouniing procedure. Great care, must thercfore, be taken to cnsure
that it contains no mistakes. The office copy (endorsed on the paybill) wiil be
initialled by the auditor and the Superintendent :x-token of their having ensured
that the fair copy of the Punching Media is complete and correct. i
(v) On ;eccipt of the paybills duly passed by the officer incharge,
consolidated ‘Tists (in triplicate) of .such - bills will be prepared
by cach group in the section and two copies thereof along with
the passed bills handed over to the Punching Media clerk. The
amcunts passed together with the bank or” treasury on which
* the cheque is to e issued the payees name ‘will (exceptin the case
of the Establishment paybills of the MES formations and tem-
porary establishment of Military Dairy Farms which are paid
out of cash assignment zide (x) and (xi) below) be entered iri the
Daily Payment Sheets (PAFA-728). The voucher Nos. -allotged
to the paybills will be noted against each'in the lists and onc copy
thereof returned to the groups conceraed for marking of the
duplicate dizries and ‘work books of the auditors.

(MAG's (P) No. AT/Pro/120 dated 22:4-55).
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(vi) (a)~Tt. daily:payment sheets (£« FA-728) will be scrutinised
and signed. by the Supdt. Alterations m this document
" -also Ttequire attestation by the signalures (not initials) of
Supcrintendent who sigaed the D.P. Sheet. Before signing
the daily payment sheet it should be seen that a fine js drawn
across the unused portion to avoid interpolations.
(b) {i) All ‘No paymsat Bills’ (including those not requiring
account &djustment) should be entered in the Daily
Payment Sheets but need not accompany them when
the sheets are sen. to the D, Section,

(i) At the close of the day a separate ‘Daily Pavment
Sheet” will be prepared for such bills passed in audit
section during the course of the day and wi|| be
marked ‘No payment' préminently, at the top,
This daily payimeat sheet will be signed by the Officer

- in Charge, Audit Section,  concerned at both {hc
places provided “for “the signature of the Officer.ip.

— Charge Audit and ‘D” Sections. The original copy
will be sent with vouchers direct to Accounts Section
for the preparation 6f [—D. Scheduizs and returp

in due course, qf

tici) If and when the number of such bills is small, they
may be entered in the Duily Payment Sheets in the
ordinary way instead of on a separate sheet, in the
interest of cconomy but the words * No Pavmeny”
should b prominently marked against the entries in
the sheets, The Vouchers will be passed on to the
Accounts Scction as above,

Authority :—X{ A.G. (I) Audit Decision No. 500, No. AT/C[1844
Dated 7/10/1936), ‘
(vii) The paybills will be allotted a voucher No. (as per punciing

medana register) for the appropriatc month. This No. wili be .

- enteredon the paybill, the daily payment sheet agd thz copy of

the puaching medium, »

Datly payment sheet, together with the Paybill, will b¢ saqq to

te the "D’ Sec. in a locked box, for issuing cheques.

[t should be scen that GP ard other funds and the PL] séh:dulcs

(duly completed) are attached to the paybills where necessary,

After scruiny of the entriss in the schedules a certificate will

be endorsad on the schedules over the signatures of he seperin-

tendent to the cffect that the amounts shown thereoa asres with

those accounted for in the paybills. =

(x) Cheques will not be issued in payment of establishment paybills

of the MES formations and lemporary establishment of Mili-
tary Dairy Farms. These paybills will be audited and the
amount actually admissible will be authorised for payment out
of cash assignments and the retrenchments, if any, cxplained
by means of an observation memo. The payment enfacerent
cage on those paybills will show tke amounts authorised for
payment from the cash assignments and also the Ne. azd Dage
of the memo. issued from the audit office. The obsenation
memo will show the amount admitied in figures as well as ip
words and will issue tader the signatures of the cffice-in-ci:3rom

A=A with tha cmi~inl maeden s

(viii)

(ix)

s ar -



Ciassificaticn and preparauon ol Punching Medium 10 [espect

5 of M;-ZS and MEO is the responsibility of the unit accountants
attached to thej rmatigns who submit the Punchin Media
direct to MAG ¢ lgwSé’t.}ll"ér\(l\(_awalpindir"’. opics ofgrclcxam ’

daily payment sheois in respect ol pay ilis .~ gazcued officers

of MES are sent to the Unit Accountants concerncd by the Pay

Section dealing with MES:civilian officers pay claims 1o cnable

the Unit i%c/cggllant ) ;;rcparc Punching Mecdia and submit

the same t “c@r@;s:clim for nccessary action.
ents will sec that the paybills arc dealt with

so as to cnsure that the cheques in payment thereof are issucd
in sufficient time to reach the bankers etc on or before the first
day of the following month.
81. A rezister will be maintained in cach sub-scction, showing the pay
tills, due, dates on which they arc actually received and actually paid. From
the register, a report will be compiled and submitted to the head of the office on

the 28th of each month showing the :—
1. No. of paybills due for payment.
2. No. of paybills actually received upto date.

3. No. of paybills actually paid out.

.4, No.of paybills in hand, and
5. No. of paybills awaited from units and formaticas. This report
il be submitted 1o the G.O. (Pay) tiil the month is ovel. '

- 82 When the paid vouchers are received back from D Section (threugh
. _the Accounts Section) they will be distributed to the auditors concerned to be
etV re o mon A semis [farmation wise and recorded properly.
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Name of unit or forma- Description of the No. of posté sanctioned

tion. ' appointment, with authority. 5
i 2 ) 3
j 1 ardie
2. i N, g, 58 TS
£ 3. wd fGugs (fRiaa, . smrag
4. CiEc L S TRTEE R

No. of officers actually Deficiencies or surplus- Remarks (including -how
: - paid. © gLt T sypluses if any - actually

. regularized).

4 ' 5 6 .

N

- 88. -The cstablishment  oieach unit 5 gencrally sanctioned scparatsly.
It is, therefore, possible for the controllers to exercise the above check in all cases -
before pay claims are admitted in audit. In the case of MES (Army) however,
all Pakistan establishment is sanctioned and placed atthe disposal of E-in-C. who
is authorized to distribute the establishment over the various units on the basis
of work load. It is not, therefore, possible for the regional Cs. M.A. to exercise
this check in ths case of M.ES. (Army) Establishment and Gazctted officers.
The scale audit jn respec) of M.E.S. (Army) is, theggfare, garried out centrally by
th= C;C.M.é.‘: g\’ﬁ?’m‘fﬁh To enable C;C.l\m{%iépjﬂdi to conduct tis
check, tegional CsTM.A. wil! render monthly reports to him-indicating INa, of -
each category of establishment officers actually paid by them. The™ S CXA
nawalpindi will consolidate the reports and ensurc that the total No. of cazh
category of cstablishment/officers actually paid by the Gs.M,A. Discrepanciss
coming te his notice will be reported to the E-in-C., $hH.Q, Y sidifor 1aking
action fer regularization whenever .required. D == o

(ii) Scale Audit in respect of cstablishmept and officers of M.E.S. (Air
and (Navy) will be carricd out by the 2{\._{\._3 and C.N A. respectively.

(Authority :—M.A.G. No. AT/Pro/6538-1, dated 17-7-57).

Nore | :—In' the, case of BM.A.D. (Non-Gazetted Establishment pavbills)
the auditing Controller is responsible for the detaijled scale audit of the particular
months’ establishment paybills which are selected for post audit in cach quartzr.

(M.A.G’s. No. AT/SP/35-11I, dated 17-10-1955).

) Nore 2 :—In the case of officers of the BM.A.D. (including those servinz
in M.A.G’s. office) the scale audit is conducted centrally by.the C.P.A. Sectica
of the M.A.G's. Office. '

(Authority :—M.A.G’s. AT/SP/35-1V dated 18-10-1956).

RECOVERY OF LEAVE SALARY AND PENSION CONTRIBUTION

€9. In accordance with the provisions of Art. 765 C.S.R. leave. calary
and pension contributions are recoverablz when an officer is transferre? 10
‘Forcign Service’. The term 'Foreign Servize' asdefined in Art. 27 C.S.R. dess not
include service under the Deptt/Minisiry of Central Government and the Pro-

vinces as the Government servant concerned continues to be paid from t+ < staze



Crecovery of leave salary €
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revenues.  As, hewaver. the Dsfencs Department is treated in this matter like
Commuei sial Departmenrs (vide Anne ware 10 Chzpter v Accor .. Code Vol 1)
nritetion of allocatian of leave salary and pension
contribuiion as the case - be, is required to be carried out in all cases of de-

putatien  outside Defefee Department. i

charges arc as under :— i

90,  The procedurs and the raiss far the recovery of leave and pensionary

(n Leave Salary :—(i) Rates for the monthly contribution of leave
salary payvable during active foreisn service (ie.. other than periods of lcave) in
respzcr of Government senvants subject 1o leave rulss contained in CS.R. are
as under i—

. % .
(1) Members of the All Bakistan Class 1 Central .. 15% of thc pay drawn
Services subject to the erdinary leave rules. in forcign services.
()  Members of Class 1T and subardinate Central .. 1'.’-];!2‘_"/° of the pay drawn
Service. in foreign service.

(i) In the z2sc of civitian Government servants who arc subject to Re-
vised Leave Rules 1931 Leave Salary contribution at 11 per cznt
of pay drawn during active serives on deputation is reeoverable from the borrow-
ine Govers.ment/Department cie. Leave allowances for the leave earned on de-
putation are a charge asainst the lending Government/Department.

(Anacxure to Appx. 11-A.FE.R. & S.R. Vol. TI).

(iii) Leave salary contrivution in the case ol Government servants subject
to prescribed leave Rules 1935 is recoverable at the rate of 12-1/2 pereentof the pay
drawn during active foreien service (Authority Government of Pakistan Ministry
of Finance O.M. No. F. (10-R.II (11757 dated 13-1-58). .

(h) Pension Cantribuiicr. The principle to be followed is the apportion-
ment of pensionary charges on a proposlionate basis in accordance with the length
of sapvice betwesa the leading ad borrowing Government/Departments. The
details of service of the Governmant servant under the various Governments are
emtzrad jn the record of service and this enahlas the Azcounts Officer to distzibute
the pension-according to the lenzth of service under each Governmenot.

(\LAG's. Now AT/S{S24-11 cated=10-6-55).

g1, The rates and ofders for the récovery of saldry and pens,ion' contribu-
tion are contained in Appendix 11-A of the Fundamental and. Suppiementary
Rules Vol. L. i : R . ) : b

9. For detailzd instructions regarding incidence of /i) Pay and allowance,
(i) Leave Salaty and (i) contributions of leave salary and pensions, please
refer to Appendix IL Military Accounts Code.

91 A register in PAF (C.MLA)-164 wil! be maintained to watch recovery
of leave salary and pension conttioution in respect of officers and others lent to
forcign service from the audit area of a Controller. Instructions and procedure
in regard to the mrintenancs of the regisicr etc. as contained in paras 89 and 90
Military Audit Code, will be rividly followed.

94,  As soon as orders of placing the services of an officer or 2 non-
Gazetted employee at the disposal of a Provincial Government/Central Civil
Department or Quasi-Govt. conczms e.g., & corporation are received, full parti-
culars on_page 1 of P.AF. (C.M.A.) 164 (Revised) in items 1 to’15 and 17 and 18

_will be recorded. : Thereafter action should be taken by’ the: Stb'of)thorfgllovﬁng»

gk Y
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month for the recovery of Pension and/or leave salary contribution,y In the case 2
of Deputatic-~ *o0 a Provincial Govt ::Ce: rral Civil Deptl the RO recoveradle . -
will be debiied (o prosinciab AG;A.G.i R Karachy N\,

on account i leave salary ri
2nd the fact reported to the A.G. concerned dnd his ackrowledgement obtzined

and recorded along withrelevant Columns of  the register. In the case .
of transfer to semi Govt. cencerns the amount recoverable on account of leave
salary and pension contribution will b recovered in cash and reture of the T.R.
- watched through this Register.. As.the rates of pension contritution varies °
periodically (rate being cetermined with refererce to the vear of cervice of the ,
“individual concerned) it should be ensured that the pericd upto which the raie
quoted against, item 18 () of the register is invariably guoted to cisure revision

of rate year after year or periodically as may be required.

The register will be submitted to the O.1/c. of the Scction on the 7th of
cach month and to the G.O. quarterly.
uoT L

95.  Claims on account of Retaining Fee. SN.G, Officers (unembodicd)
are entitled to a Retaining Fee of Rs. 120/- per annum #ide para 4 Schedule 11
of the Pakistan National Guard Rules 1951 (reproduced in Ministry of cefence
.Gazette Notification No. 973/51 dated 19-12-1951). The cleims on this account
are submitted duly supported by the prescribed certificates by the claimants and
signed by the Div. Commander. A record of such claims will be maintained in

the -following proforma :—- -
Name of the  Date of Unit with Station  Particulars of
Officer. Commission. to which attached.  claims  rendered Remarks
5 with period and

amour.t.

i

1 3 2 3 4

P ey

(P.A.0.473/48 as amended by Corr. No. 109,33}

Note *—Claims on account of reteining fee in respect of Nesenve Clivurs
& H

are dealt with in the office of C.M.A. (O).

Annual, Establishment Returns. =~ = £
96. In zccordance with Art. €2 Civil Account Code Veleme 1 (para 11+
of G.F.R. Volume 1) read with Rule 67 F.R: Part 1 and P.A.O. 312/%3 heacs

of Civilian Establishment will render to the Controller conceraed early in July cack
the civilian

year (not later than 15th August) detailed statements in P.A.IF A.-461 of
establishment entitled to pension serving under them as they starnd on that date.
The statement will be supported by detaiied statements of new names cic. in P.A.-
F.A.-!62 and abstract scales of establishments in P.AF.A-463.

97. With a vicw io ensuring that the return is received from all units and
formations a broad shect will be prepared annually in which the following informa-
ticn will be recerded :

(i) Name of the units/formations.
(ii) Date of receipt of the return. ;
(iii) Datc of completion of audit check.

If the return is not rec=ived from a unit/formation within reasonable time

the same will be called for. % .

_98. The annual establishment returns on receipt in a Controllers’ office
will Be audited with reference to the previous year’s returns and the audited

¢ e
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pay bills for the year. It will, inter-alia, be Sccn °"'"j- e SR
" © (a) that fl increase in the cstablishment has bccn cxplaqu with
the authority’ of Government’ orders.

(b) all variations e.g., addmogs of new name, transrers etc., are
duly c‘plamcd

(c) in cases where. acting allowances ‘count towards pension under
art. 486(b) C.S.R. such acting allowances are entcred in lhc
annual cstablishment- réturn.

99. After the audit is completed in the light of the above and the pro-
visions contained in paras 115-to 117 Military Audxt Coce the-words *verified”
or zertificale Minspected™ as the cdse may be, should be noted by the Supdt. under
his dated initials in red ink on the statements. | The statements together with those
for the previous year will then be submitted toa Gazetted Officer. who will review
a sufficient No. of pages chosen at random and initial the pages checked byhlm

100. The directions of the Auditor, Gcncral with’ regard 1o the prcparauen
and submission of these returns are contamed in Appcndlx 1G.E.R. Vol. 11
(Please scc annexure ‘A’ to this Chapter for-these instructions)... .. . ...

10l.  When the audit of annual establishment rctugns for the year is com--
pleted, the previous year's return will be sent to lhc'mm and
his acknowledgement obtained and recorded. 5 PG seets mW“ﬁA

102, On or before Ist September each year i.c., as soon as possible after
the examiration of the annual establishment returns Controllers of Military
Accounts arc required to render to the-authorities concerned reports in the case
of those who during next official year are due to retire under the rules in C.S.R.
The reports should be forwarded to the authorities empowered to grant extension
of service of all nen-Gazetted Government scrvants other than Ministerial em-
ployed under them who will attain the age of 55 years or whose extensions of
service will ¢xpire during the next official year. - -

Note .—The above report 1n respect of ofticers of the Pakistan Military
f\CC\dr..LDCD‘I’\' ent will -be rtnd red by the C.P.A. Scction of the M.A.G's
office/ A, P Sc“un oi' F(. ~IA§ Lahord to M.A.G.

103.  Ver iication of s2rvicetstequired to be carried dut withreférenceto the
audited paybills for the perind concerned.  In the statement (P.A.F.A.-357) the
following will be shown —

(i) Rate of pay (substantive. as well as officiating Pay actually paid
as per audited paybills).

(i) Rate of Dearness allowance acluallv p1|d

(iii) Rate of any other allowance (actually pald; counting :owards
> n"nsxon

(iv) A certificate to the effect that the verification has been camcd
out with refercnce to the audited Paybills on record in the office
and that the individual did not havé any leave other than P.L./
E.L. (as the casc may be) except as shown thereon. .

104.  Sccurity Deposits of Civilian Employees (other than MES) will be
released for payment to the individuals concerned on receipt of a No Demand
Certificate from the Administrative authorities concerned. The No Demand
Certificaie in such cases will also be supported by a certificate to the cfect that the
Store/Casii accounts have been audited upto the date the individual ceased to

hold charqc of Cash;Stores and that there is no demand against him-vide Rule
193 F.R. Part I.

10S to 110. Blank : AR e



SECTION V &

\' ,\ B
ADVANCES AND THEIR ADJUSTMENT " \ *

111.  The foliowing type of ad-:nces are generally dealt - .ch b) lh‘: Sec-
tion.

a7
a
-

(a) House Building Advance,

(b) Motor Car/Motor Cycle Advance.

(c) Bicycle Advance,

(d) Advance of Pay.

(e) Advance from G.P. Fund.

(f) Advance from the G.P. Fund for periodical payment of inzurance
premia in respect of Life Insurance Policies.

.Besides the test as to the correctness of the vouchers vide para 29 Military
Audit Code, the procedure of audit of claims for these advances is briefly des-
cribed in the following paras. .
House Building Admncc_.

112.  The claims on account of House Building Advarce wii! be zudited
to sce that:—
- . (i) the advance has been sanctioned by the Competent authority,

(i) funds are available,

Nore .—Before a claim is paid a certificate as to the avai’ ability of funds
will invariably be obtained from the Acccunts Sect: lon in each

case. AT Y o
(i) thetotal amount of advance sanctioned does nct exceed (Y months
pay; ‘

Note :—The term “pay’ for this PUrpuse winw. "~ “enkstantive Pay ' ard
the ‘Officiating Pay” provided the individual is likely lo officiaie i vaus 1ol .o,
is in progress, but NOT temporary pay.

(4u;/10r11y —M.A.G's. . No. AT/P/313 dated &-5-51).

Zier Note_ -—The House Building advance 1s also admissitle to Class IV
Government Scrvants. ~In their cases if the I8 fonths pay comes to less than
10600/- they may be paid advances upto a2 maximum of Rs. i000/- and the re-
covery will be effected in 144 msta}mcn!s -

lGo.gmant of Pak.stan Mm..»ty ‘of Fin. OM No. F 25 (5)-R.1/57
dated 2-4-1956). :

(iv) in cases where the full amount of advance has been sanciioned
the Government servant concerned is less than 49 years ¢f ags,

(v) in the case of temporary employees who have put in a: least
4 years continuous service the claim is supported by :—
(2) sccurity from two permanent Government servants,
(b) a Certificate from the head of the Department that
(i) ‘the Employee is held against a regular post and has
- - been “declared -fit for permanent retention..
- (n) that he is eligible for permanent refention in thc post
T S AT cin- nccordancer wnh thchov:mmcnt ordc:s.
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. “3. It shall V;Iso be scen ‘that--

(i) the advance is drawn in instdlments, -the amount of each instal-
ment being sech as is likely to be required for expenditure, in the
next three months. - Cliim for such instalment must be support-
cd by the following certificate from the claimants coatrolling/
Drawing Otficer : e ; : .

“Certified that the amo.unt (Rseoiy ~...:) being the.... ..
instalment tewards the house building advarce granted to
RS0 AT W P 15 likely to be Iequired for expenditure

in next three months and that 1 am satisfied that the amount

previourly advanced has actually been utilised for the purpose

for which it was drawn. o

_Signature of the Controlling/

« o . Drawipg Officer,

(ii) the amount of advance in each case will be.noted in the Demand
Register and the Demand Item No. and :Page No. will be noted.
on the claim before it is paid.  When the first instalment is'paid,
thie toial amount of advance, the rate & No. of instalments ‘in

- Which It7i5710 be recovered and the month from which recover
is to commence shall also be noted in the Demand Register

(i) when the Ist instalment is drawn for the purchase of land the

claim is supportsd by an agreement in the prescribed form.

(iv) Mortgaze Deed i the prescribed form is rendered within 4
months duly registered before any further advapce js drawn for
thie purpose o' constructing house.

(v) the recovery of advance 1s commenced from the 4th issue
of pay aflter the Ist instalment is taken,

(vi) (a) Ra'eof recovery is 1597 of the Pay or 1/120th of the total
amc:nt sinctioned. .

Note .—In cases wizre tiic amount of advance sanctiored toa Goverm——
ment servant is less than 1€ months pay the recovery may not be insisted upon
at 159 of the pay but stould be made in 120 instalments of the total amount
sanctionad.

(Authority :—MAG’s No. AT/PC/5773-11 dated 19-5-58).

(b) The rate of recovery in the case of Government szrvants
whose 18 months pay comes to RS, 2000;-/- will be 1/1441h
of the total amount sanctioned (i.e.. 12 years instcad of 10
Years). :

(¢) In the case of Government servants who are more than 45
years of age but less than 49 years the No. of instalment
for recovery shall be such lesser No. than 120 as will ensure
recevery of total amount of advance and interest thereon
before the officer reaches the age of 55 years,

/\'"ii) The house is completed within 12 nionths from the date of
_/‘/ drawal of (h; Ist ins(almgnt_ for construction and a certificate
i to this efiect is rendered within onc month of the expiry of that
/ peried.

Note —1In cases where Ahcmrscsnm not completed within the prcsm'brd‘ time
but have been blt upto the plinth Ienvsl and mortgaged to the President of Pakistan,



recovery.of. the {:*lts—'l;n i @]g,n ces of fhe House building advance mav be made:
at the rate of lla4ol"%§s pay of the Gover:. ._:cn:'déﬁa‘gf concerned. =

- (Authority:—MAG letter No, AT/P{313I1 dated 20- 1056 AT/PO/5763-11,
95 dated 1-6-59). - - G B Sy L i

Revision of House Building Advance. — .

“114. The House Building advance once sanctioncd may be revised if so
desired by the Government servant concerned provided that :—

(i) the increase in pay otherwise than hy accrual of the scale in-
crements is not less—than '30%, :

(it) the net amount payable against the revised sanction is arrived
at after adjustment of any amount drawn.4gainst the original
sanction, whether the amount or any portion thereof has becn,
repaid,. .. - . o it B Ty el

(ili) instalments of recovery shall be refixed sq as to regover _the tofal
amount minus the amount already repaid within the maximum
period originally preseribed. -

(Ministry of Finance No. F.30(1)R.I.[52 Dated 4-3-1952). Nz

= ADVANCES FOR THE PURCHASE OF CONVEYANCES.

115. (i) The claims on account of advances for the purchasc of Motor
Cars and Motor Cycles will be audited to see that -

() the advance has been sanctioned by competent authority,

(b) that the amouat of advance is correct and that funds arc avalk
. able. ' ‘ :
~ Notel —A certificate as to the availability of funds will invariably be
obiained from the accounts section in cach case before a claim is prid.
Note 2 —The maximum amount of advancss admissible .is siv months
pav or Rs. 12,600/ for the purchase of Mator Carand s, §,000/- for 2 Moeter
Cycle whichever is less.
(c) That the claim is supported by an agreement in the prescribed
form duly ecxccuted by the claimant.
(Authority :—Government  of Pakistzn, Ministry of Finance Nos.—
(1) F.31(10)R.1/56 dated 27/30th Jan. 1956.
(2) F31(11)R.1/56 dated 13-3-56. :
(i) the advance so sanctioned is-recoverable in 48 equal instalments
commencing from the Ist issue of pay after the advance Is drawn,
—_—— sea - - .

' (iii) the amount of advance in cagh case will be noted in the Demand
Register and the Demand item No. and page No. will be noted in the claim before
it is paid, . * : .
_ (iv) after the advance is paid compliance of the following require-
meats will be watched in audit :—

(a) that the individual concerned renders proof ot purchase within
one month of the drawal of the advance i.e., Dealers reccipt,

(b) thai the mertgage Bond is rendered promptly.

Note —The mortgage Bond afier necessary scrutiny will be passed on to
Accounts Section for reiention until the dezmand is liquidated.
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(c) ihai the Moior Car/Moier Cycle is insured against fu!l loss by
firc, theft 0. ~ccident and proof to thir effect is rendered.

(v) Failure to comply with requirements referred to in clause (iv)
above renders the Government servant concerned liable for the refund of
advance with accrued interest urless good reason is shown to the contrary. -
Bicycle Advance. :

115(A) (i) The above advancc is admissible to those Governments ser-
vanis whose pay docs not exceed Rs. 200/- p.m. and who are stationed at Karachi,
Lahore, Rawalpindi, Peshawar, Quetta, Dacca and Chittagong and who reside
at a distance of more than a mile from their place of duty. J

(ii) The maximun; amount of advance admissible is Rs. 250/- rccoverable
in instalments not exceeding 30 in the casc of permanent Government servants
and 135 in the case of wwmporary Governmeni servanis,

(Authority ;—Government of Pakistan Ministry of Finance No. F.31(I1)
R.IJ55 dated 13-3-15%6). : ;

(i) The claim for an advance from a remporary Governmentl servant
will be supporfed by Swuiety Bond in the preseribed form from a Permancnt Gov-
ernment servant,

(iv) The amount of advance after verifieation as to the availability of funds
from Accounts Section will be noted in the Demand Register before the ‘claim
1s paid.

(v} The recovery of advance will commiencs from the st issue of. pay
after the advance is draan,

Advance of Pay. .

116. Advance of pay may be paid to a Government servant under
orders of transfer.  The amcunt of advance will not exceed one months basiz
pay of in: Government servant concerned.  Under the existing ocrders the ad-
vance is admissible both to permancnt and temporary Government servants..

117. The claim for an advance of pay will be audited to see :—
() that it is supported by 2 copy of the movement order.
(b) that the amount of advance does not exceed the hmit referred

to in para 116 and does not include any element like, C.LA., "
House Rent aliowance ete. ' : -

(il The advance will be recorded on the Government servants L.P.C.
1t will be recovered in not more than 3 instalments,. The recovery will commence
“rom the Ist issue of pay andjor leave salary after joining new cffice.

GENERAL PROVIDENT AND-OTHER FUNDS.

118. (i) Recoverics on account of General Provident and other funds
will be made with reference to the last audited accounts in which necessary notes
will be kept upto date in regazd to commencement and increase or decrcase of the
amounts of subscription. :

(ii) Subscription to the General Provident Fund under the compulsory
saving schemc, is compulscry for all permanent servants (including Ciass 1V)
and temporary employces who have put in more than 2 vears service. Those
temporary employces who have put in scrvice of two years or less are permitted
to join the Fund as option:il subscribers. - .

119. As soon as a Governmeni servant becomes eligible to-join the -Pro-
vident Fund by reason of confirmation in a permanent-post or- hiving? commpleted
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more than 2 years temporary service or applies to join as an optional subscriber
he will be called -upon to render application for admission to the Fund as also
his Nomination Forms. The documents will be received in duplicate through
the Head of the Unit/formation concerned. The documents, whea received will
e examined to sec that :—

(x) The applicant is eligible to join the Fund.

(b) The Declaration Form (Nominating the Heir) submitted has been

properly completed and share of cach nomince specificd,
(¢) The rate of pay shown in the application form is correct.
(d) The rate of monthly subscription is not less than the minimum

{ i presgribed rate and is in whole rupees.

s “ .‘“ané’.‘— he imimimum ratz ol subscription 1s at prcsent as_follows>—
e == - .
o \,V/ y Pay. = i : Rate of Rccovery.

ig 1. Upto Rs. 300/- 6 ﬁni'é.:zup_-_cr rupse. .7('
Ty 2. Rs. 501—1000/- 9 paisa per rupec.
:.«} . Over Rs. 1000/~ 712 paisa per rupee.

P4
," (i) The application form and Declaration form culy enfaced with ths
Nt .cords "Checked and found correct’ undér the signature of a Gazetted otlicer,
/ will then be passed on to Fund Section for allotment of Account INo. and reten-
tion of the Declaration Forms.

(i) On receipt back of .onc. copy of the application form from Fund
<. stion with the account number duly allotied, the particulars will be noted in
4 :! Register[List of Account Numbers of Fund subscribers, maintained in the
<227 .ction. Recovery of fund subscription shall be commerced with eflect froem

Al the due date.
o) ... (iv) Payment/Recovery Schedule for all fund payments/recoveries shall
Jb—g made on_the prescribed form complete in all respects aad forwarded 1o fued
_.ction througzh Accounts Sections. T

CHANGE IN TiE RATE OF SUBSCRIPTION.

"

X
A

Lt
.-3'%
1N

By

_ 120. The-change in- the rate of subscription is pennissible once 2 year
., from the pay for June payable it July or, in case a subscriber is on luave on
L= 31st March and has elected not 1o subscribe during such leave or was under
sf <aspension on that date, from the first of the month he draws pay a7er his
return toduty. A subscriber can also increase ordecrease his ratz of subscription
during the currency of a financial year if there is a change in his emoluments
by not less than 20%, in consequence of promotion or demotion etc. The pay
Audit Section will watch that intimation regarding change in the rate of subscrip-
tion is received from the Admin. Authorities in due time. On receipt of the intima-
tion for change in rate it will be scrutinized to sce that the proposed rate dees not
fall below the minimum rate’ prescribed. The change statement (Form A) will
then be forwarded to Fund Section for noting the revised rate in the respective led-
ger cards in the column provided for the purpose. It will be watched tiat re-
covery at revised rates is commenced from the due date.

120A. Discontinuance of Fund Subscriptions during leave etc. will beinti-
mated to Fund Scction through Form E. :

_ . Noté —Reyersior’s (o by transfers from Departments cutside the Defence
Scrvices &3l bé Trcluddd in i -stetement. .
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120B. (2) As soon as subscriber is discharged, retires. dies or proceeds
on leave preparatory to retirement, the Unit/Formation (C.M.A. in case of P.M.-
A.D. Perscnnel) will address the }:ad Section maintaining ihe individuals

account giving the foilowing information i—
Nzme of_Subscribcr.
Appoiniment neld (where Gazetted or Non Gazetted).

G.P. Fund Account No. )
Date of discharge/retirement/proceeding on leave preparatory lo retire-

"ment/death.

Last month's paybill from which recovery of G.P. Fund Account has been

made.
(b) A copy of the letter should be endorsed to the pay audit ssction

with the following documents :—
(i) A certificate in the following form from the sanctioning 2uthor ity
in regard to advance if any taken from the lunds :—

(23 In respect of a subscriber who was a Non-Gazetted
Oicer “Certified that no advance from the—-s———— ~
Fund was granted to Mr.———————— aod that he har
not drawn any amountcither for the payment of Insurance
. Premiaor for financing a new Insurance Policy during the
last 12 months prior to the date of his retirement, quitting
the service/death, except — '
= (b) In respect of subscriber who held a Gazetted Post.
“Certified that no temporary advance was granted to and
drawn by Mr. ——————durjng the last 12 months:
prior to the date of his retirement, except

death -

quitling the service
and advance of Rs.
him in the nionth of————-
The subscriber who held Gazetted appointment should
zls0 give the followinz certificate i—
“Certified that 1 have not drawn say amousn
period of 12 months prior to the cate ef my retirement/
discharze/resignation for the payments of Premia of Lifc
Insurance Policies or for the purchase of new policies except
the amount/amounts shown below during the months noted

concerned

sanctioned to

(©

during .the

< -against’ ccach (—

* 1 LA

SIS

3.
le certificate at (i) (a) and (b) above will be signed by the au-
t to sanction advances in ordinary circumstance.
ve letter & certificates the Pay audit section
ness of -the particulars and for-
ith reference to the Demand
under the signaturc of the

Note —T
thority compeaien
(d) On receipr of the ato
concaracd will verify the correct
_.wazd the certificate culy verificd w
Register cte. 1o the Fund Section
0. Ijc Pay Audit Section.
(Auwkority —MAG's U.0.” No. GP-P/Mist/FP dated 4-8:56; reproduced

in PAO 638/36). i



120C.  Ohjections—The Fuad Scclm'\ issuze oBiections on schedulss for-
warded to it for posting in ledger accounts. Thase objections are eeneraily of
the followin; nature 1 —

(1) Account nunber not shown oa the recovery/payment schedule
cither through inadvertence of for want of an account nuinber
to newly admitted subscribers.

(i) Amount of recovery differing from that authorised to be made.

(i) Amount compiled but supporiing schedules not forwarded
(iv) Wrong account number or nare quoted.

These objections mostiy arise on accouni of sufficient care not  bein
excrcised over preparation checking of the schedules. Pav Audit section -
ensure that rccovcry,’p'!ymmts‘ schedules are checked with care and compi.e
where necessary before transmission to Fund Scction. uJLClIOIIS received
be promptly attended to and steps taken to aveid similar mistakes in lutire.
Adjustments will be carried out wherever neeessary.  (Pieasc also sec para 165
of this Manual). :

ADVANCES' FROM G.P. FUND DEPOSITS.

121. Claims for such advances are submitted on contingent bill fo-ms
(PAFA-115) duly stamped with Rc\cnuc stam p
it should be seen that ;:———~eo -

(i) The advance claimed i5 for
Fund Rules.

(i) It bas been sanctioned by the authority compeient to sanc: -a
it undcer the above rules.

(i) It is within the limits prescribed in those rules.

(iv) The amount is actually availabls from ihe sccount concerr o
The claim will be supported by lhc sa...scr:b:rs anntal acccont
for the preceding year,

(v) The recovery of the advance is ordersd_in authoriszd No.
instalments.- Each instalment i in whole rupees.

Beforc submission of the claim to the S- _"d:.. the audiior will note i
amount-in the Demand Register and quo ¢ the item and paee No. thereon.
details of the amount paid will be iatimated 1o Fund Section throuch, Form 4
Recovery of tiic ainount advanced and interest due therzon will be worked cus
through the Demand-Register. Particulars of a2l cases in which fina! recos: o\

of an “advance has been completed in a.month will be intimated to Fund Sectisn
on Fornt C by the Tth _of the month following.

22, The teliny o o Alacibe mslgudd do Sa foilet s
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1235 C‘m't; for advances from G.P. I‘und for House- b"'Idmo 'ﬁurposcs
will be d ait and audited to see 1—
(i) that thz total amount of advancd sanctioned does not exceed
80% of the credit balance in his account.
(1i) that the amount of advance including the amount drawn from
Government, if any, does not exceed 18 months pay of the Gov-
ernment Servant concerned. e
(1)  that the other condiiions in regard to the grant of Housc Build-
ing Advance r.g., rendition of Mortgage Deed within 4 months
Culy rezistered cte, are duly complied with.
(iv) that the recovery of the advance will be effected at 5% of pay
of the Government servant after the advance from Government
together with interest thercon has becen paid eff.

iy

R
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- TTA.B._For dewiled instroctions aod orders in regard to the bouse build-
g Advarces fiom Govorosent plesss r:‘.l. o puarss 112 %0 114 of this szl

———

L "ﬁ_



39

The amount paid will be noted in the demand reeister 2nd the page and
item . . of the Demard Register i1l bz noted on the claim. Tecovers efpnioust
advanced and interest dve thercon will be watched in the vsuzl manne:.

. u st TS =

PER o O e . "
SECTION VI 420
4% 5
RECOVERIES AND CREDITS o A
GENERAL L IL A

126. In dealing with the recoverics and credits tc Geonernpient, 1w
secen i— i

o
il

(a) that the amounts credited to Government are correct and prapar.
ly vouchered;

(b) that therc has been no delay ia crediting the smcunts;

L (c) that the amounts credited to Government are notzd in e

appropriate registers of documents.

Please also sce para 62 Military Audit Code.

Demand Register.

177. A record of all amounts recoverabls from the Civinan Gaz:
officers and Civilian Establishmenis paid by (Pay Scction) in resg of
paid or overpayments, will be maintained i U camnd Registe
590). For this purposc the_entrics in this recistcr will Ee made by the sudiog
and attested by the Superintendents =

(i) Defers submission of the claim for advances cte.. for approaal
-of the Officer Inchargc.

i) On receipt of last Pay Certificates showire cemands eutstandine

(i41)  On receipt of debit schadules from tie Civit depananert throush

() P i :

*" the Accounts Section.

(iv) - On receipt of ioss statements, cath regu sition on leots intimats
inc demands duc frem the izdividenls

Note .—Record of advances of T.A. érawn at the time of transfer s kept
in the T. Scction. Conzequently the Pay Section will see tnet such odvancesTTe
noted and a note to that cifec} is made by the former e L.I.C's elc.

— 125. At the time of audit of claims this register wili be con:ulizd by e
auditor and the superintendent with a view to ersuring that the amcunts due to
Govefnment are¢ being recovered from the individeals concerned, by roper ins-
talments and iln'accordnncc with'the rules. . The zmounts actually reccvered will
be entered in the Demand Register in the appropriate column urder the datzd
initials of “ the "Supdts. .

129. The form of Audit Register (P.AF.ASID) mairtained in respect of
officers provides separate columns for recerding rarticulars ctc . of demarts
on account of overpayment coming to notice 2s 2 result of audit, ard demards
on account of advances of Motor Cars elc. The intention is that all demands
in respect of officers must find place in the Avdit Reg

§CTse

130. The following precedure will be adopted in the matter of demands
relating to Gazetted Officers i—

‘(a) Al Demands should be noted in the appropriate ccivmn of tne
Audit Register. !

(b} . Demands 6n- account of House Building Advance, Mctor Car
“Advances ctc., which are récovered in mepibly instalments shotld



W

S also be noted in the I"emand, Registers. .: The ite:» Nojiof de-
" mand and folio No. of iiic Audit Register should be crossJinked,
and the monthly recoveries watched through the former.” When
the demand. is fully recovered a nofe o this effect is made in

: the Audit Register. : o s ‘
(c) Other demands not falling in (b) above which are recoverable

~ in one monthf/in lump ie, démands on account of overissue

- of pay and allowance, debit balances of T.A. advance are noted
direct i the Audit Register.” Such demnznds do not find plaze
* m the Demand Registers. ’ .

(M.A.G. No. AT/Proj6575 dated 29-7-57.)
131 to 124, Blank. ’ "

Interest, - - ' e R S R

‘135, Recoveries of interest in respect of the interest bearing advances will
be made in instalments after the' aavangg has betn fully recovered from  the
recipients.  The amount ol interest recoVered will be compiizd o the appropriaic
cash head. :
Income Tax. T g

136. Recoveries on account of Income Tax are made with referencs
to the Income Tax Act 1923 and with reference to the Government orders issucd
from time to time. T

Pefund of Lxcess Recovery of Jncome Tax.

27, No cash refund of income tax excess recovered during any year can
be ailowed by Bakistan Military Accounts De¢partment without an authority frem
the Tncome Tax Depti.  All claims for cxcess recoveries have to be made on tie
LT.O.. direct by claimants concerncd on rendition of neccssary return on the

" prescribed fore. (Plerse also see para 78 Military Audit Cedz).

1

138, The zudit of recoverics of income 12x will be conducted to see tha;
the Income Tax is recovered or adjusted at the apprepriate rate.
Recoveries ef Rent, Flecfricity and Water charges. -

7. (1) The rent hills are received in duplicate from the Unit Acctis,
attached to MES formaticns (GEs office). Recoveries in respect cf these rent biils
will be verified from the paybills when received.  If not already recovered by the
agency preparing the pavbills, the amount will be debited by the atdit office and
that agency informed. The lower portion of the rent bills will be completed.
The original copy of the rznt bill will be retained 2s a supporting voucher to the
paybill and the duplicate will be returned to the Unit Acctt. concerned over the
signature of the Supdt., as <oon as recovery has been made ‘or verified.

(i)  The amount billed for by the UAGE is recovered from the pay of the
individual concerned even if he conterds that there arc discrepancies in the bill,

. Please also sce para 438 MES Regulations..

(iii) Rcfund of excess recoveries in the previous months due to discrepan-
cies cte. are allowed only when refund rent bills are reccived from UA concerned.

137

(iv) If for one reason or the other recoveries of rent cte.. have fallen into
arrcars the recoveries will not he made, urless the Gavernment servant concerned
Pimsell desires otherwise, for more than two months, charges at a time ie., re-
month plus recoveries of such charges for another month
hich such charges have fallen into arrcars,

coverizd for the curre

out of tiie period for w

.

p—— T
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- .. 140. (i) Recoveries of hospital stoppages as per Hoépit‘g! Rolls received
-in-& Controllers office: will be effected from the pay of the individuals concerned
in the same month in which they arc received.

(i) After the close of each month the C.M.A. recciving the Hospital
Stoppage Rolls should issue a certificate indicating the Serial No. date and amount
of Hospital Rolls reccived during the month to the LAO/ECAS in whose audit
area the hospital is located and their acknowledgement obtained. This certifi-
cate should be prepared scparately for cach hospital and issued over the signature
of Gazetted Officer.  The certificate should always besar the stamps of the oiice
ol issue. :

.- The LAOs[SLAD will link these certificates cent percent with the copies
.of the Hospital Stoppages Rofls on record in the hospitals. ’ .

.’_\ny, discrepancy coming to light will be reconciled in consultation with
the audit settion responsible for the recovery/adjustment of the Hospital Stoppage

]

143 to 150, Blank e
v T SECTION VII
MISCELLANEOUS

151.. Provisional Payments.—(i) Normally -all claims which can=st be
accepted in audit for want of certain requirements are straizhtaway rejecied and
returned to ths partics concerned unpassed. Sometime, however, in certain cascs
a-rcquest is made by the administrative autharities for provisignal payment. This
may oe due to non-receipt of L.P.C., from the previous audit officer or 2nv other
cause.  Paymeats in all such cases can be made only under the perscuzl arders
of Controlier of Military Accounts. Please also see para 27 Military Audit Code.

. (i) Provisional payments under para 27 Military Audit Code are permissi-
ble only in those cases where there is no doubt about the admissibility of a charge
and dclay in payment will cause unduc hardship to the claimant. - Wheré 2ny of
these factors is not operative i.e., payment of- arrears or payment of a cluia.
which is doubtful provisional payment is not pérmissible] In anv case as pro-
visional payment is made under the personal orders of a Controller, ke has to
satisfy himself by a close scrutiny of the facts of the case with a duc sense of his
own responsibility that his authorisation in a particular case is justifiable and that
he has no doubt that the charge is a normal one and is otherwise acceptable in
audit and that the wanting audit requirement will be met in due course.

(iii) Claims where provisional paynient is required for want of LPCs
[rom the previous audit officet will Tie rendered duly cupported by a personz! cer-
tificate of the individual concerned (duly countersigned, by the Head of the office/
unit/formation concerned) indicating the rate of pay DAJCLA ctc., last drawn,
date upto which paid, the audit office by whom paid, the recoverizs on account

of G.P. Fund, P.LI. and any advance (e.g., House Building, Motor CarjCycle

ctc.) and particulars of all demands outstanding. . Rule 155 F.R. Part I refers.

" (iv) Such cases will be recorded in the Register of LPCs awaited. Vicor-
ous steps should be taken to sec that final LiP.Cs are received and necesszry ad-

justmerits made -at an carly date. Provisional payment made for wan
- . - . - . . ey
other requirements wiil be recorded in the Register of Provisional Pzyvmz:ts,

. Gm receipt of the LPCs the particulars shown therein wili be compared
with those shown in the personal certificate.. Any variation will be brought to

15
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the personal r.zice of the head of the of e !Unit{formation concere>7} and read-
justments if any required will be carried out.

o their own establishment for whom they func-

(v) Provisional payment t
be authorized by Controllers in terms of para 27

lion as disbursing Controllers can
Military Audit Code.
(Authority :—M.A.G. No. ATjPCJ4831 dated i
152. _Contrellers functioning as disbursing- officers in respect of BM.AD.
_Officcrs are not au arised to allow provisional payment in any case unless approval
of the audit officer (MAG CPA Scction) is obtained. .

12-3-1958).

Appeals Against Aodit Decisions.
153. The following procedure, will be followed with a view to minimizing

C_omrovcrsml correspondence with units/formations in regard to the interpreta-

tion of rules and orders :— ‘ ’

(i) Al new orders and doubtful interpretation of existing rules and.

orders should be discussed in a group conference ia accordance
with the orders in force before they are applicd in audit.
(i) Clarification on any point of doubt should be sought by sub-

mitting the case o Controller_for decision or advice.

(iii) If Controller corsiders that the correct implication of the orders
cannot be decided upon without reference to MAG/[Ministry
of Defence (Finance Division) he will refer the casc to the

M.A.G. with his own views after obtaining views and practice

= followed by other Controllers.
(iv) Pending 2 final decision a safer view will be taken in dealing
with the case and administrative authorities concerned informed
about the action taken in the matter.

1 audit objection audit interpretation
ion after carcful considera-
orrespondence
o'the

154. When a party has replied to a1
of a rule or order and the qbjectionfzudit interpretas
tion of the reply has been upheld by the audit officer no furtherc
should be aliowed and the attention of the party concerned should be drawn
cousc preseribed in Instruction No. 396 AL (Tnstruction). o

155. If the validily or propricty of an audit objection is challenged on
erounds of some defect in any rule or arder, on which the objection is based or
if it is agreed that the application of the rule or order will cause hardship it should
be tactfully pointed -out to the aggrieved party that audit officer-has no discretion
to relax or alter in any way the provisions of the rules and orders. !

156. Al cases of appeals against audit decision received in accordance
with procedure laid dewn in Instructions 396 R.A.L. (Instructions) should be re-
ferred to M.A.G. upder the personal signature of the Controller.’ -

Last Pay Certificates.

4 157. A last pay certificate is normally issus
case of Gazeuted officer and by the administrative authoritics in
gazert=d establishment in the following cases i— s P B

(a) Transfer on permanent or temporary duty to another office,

unit or formation in or out of R,eﬂaﬂ..\h.au&ﬁ— e

(b) Deputation to another establishment in or out of Pakad :

(<) . Officers proceeding out of Eaa&w n-on - study ‘feave,- leave-‘on’~

private affairs (including furlough). i e o
(@) Transfer. of en indivigual "to, Pension - Establistmont.

d by the audit officer in the
the casc of non-

s S

i
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Note :—(i) No L.P.C., will be issucd in cases when officers proceed on
course of instruction, training, deputation of other temporary duty if the perod
of stay in U.K. is less than 3 months. *Payment of Pay and Allowaunces in such
cases will be authorised by a letter of authority, addressed to the High Commis-
sioner for 3o '_‘ U.K. London. -

(1) In the case o%'ofﬁccrs proceeding on temporary duty, training, courses
of instructions, and deputation to countries other than UK. payment of pay and
allowances will be arranged through a letter of authonty. No. L.P.C., in such
cases will be issued. i lodtiztn.

(i) To avoid the possibility of fraudulent paymcm%mixnnﬁ\lissims
abroad will be provided with specimen scals and signatures of ali officers who
are authorised to issue payment authorities. Ths Mission abroad will honosr

only such authorities as are found to bear genuine seals and signatures. A copy )

of the authority for payment so issucd will be furnished to AGPRAY v
Karachih who will after verification of the seal and signatures issuc confirmation :
letter to the Rakistan Mission cong lgizc(} 7 J\“w’ll be only on the receipt of this
confirmatory letter of thc@ﬂ‘.G;P'Jé' ~_\!1<-3'€b), that the Mission concerned  wil
finalize the paymentalready madz on the basis of the authority received from ths
Account officer concerned. 1%

(Government of Pakistan, Ministry of Finance letter No. F.15 (6)-1F-11,:7
dated 8-7-57 circulated under MAGs No. AT/PC/4616-1 datcd 24-8-1937).

(iv) The Special payment authority seal and the L.P.C. ceal will be kept
under lock and key under the personal charge of an officer.

158. (1) In the casc of non-gazested establishment the LPC prepared kv
the Head of office, O.C. of the unit or formation conceraed will be received ia
duplicate. After countersignature by the 0.1/c. of the Scction, the original wiil
be forwarded to the Head of the Office/O.C. of the Unit; ormation to which 1+
individual is transferred and the duplicite to the new audit officer concerned.

(i1} In the case of officer the original copy will either be Landed over c-
sent to the oificer concerned. The duplicaie copy will be sent to the new avd.:
officer. -

“(iily Ta the case of Officers of the Pakistan Military Accounts Depart-
ment the original copy of the Last Pay Certiticate will b hapded guer Lo i Ohiees
concerned by the Disbursing Controller and the duplicate copy will be sen:
to the audit officer concerned for check and countersignature,  The audit officer
will check the correctness of the rate etc.

159.  Before an LPC is signed/countersigned and aflixed with the specia;
payment authority scal it will be scen that :—

(i) the rate of pay and allowances aad the date upto which las:
paid are correct with reference to the latest paybill,
(ii) the demands against the individual as per Demand Register main-

tained in Pay and T.A. Sections have been duly and correctly
noted on the L.P.C.

Note —In the case-of individual who has drawn a G.P. Fund advance,
a House Building Advance, an advance for the purchasc of a vchicle the LPC
issued to the new audit office will show the following particulars :—
' (i) Original amount of advance and the raie of recovery.
(i) thec amount repaid,
() . the balance and
T b iatérest accrued!
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st i=ment showing the rate of tax, recoveries actua..; made
uptedate during each month of the financial year, is auached.

(iv) Nes. of G.P. Fund Account, Postal Life Insurance policiés and
the rate of subscript:’on,’:pmmmm ctc., are duly and correctly

(i) Tn the case of individuals linble 1o income tax, an Inc~me Tax

noied. ot
(v) A proper note has been kept on the Pay. Audit Register andjor
. last paybill as a safeguard against any further payment.
(vi) Stock Register of Policies maintained in the Section is consult-
- ed with a view to the individuals policy/policies, if any, being
despatched under registered and Insured cover to the new zudit
offices soon after the issuc of the L.P.C,

160.
individual

is not required to be countersigned in the following cases :—

(i) When the transfer of an individual to a new office/unit or forma-
tion does noi involve a change of audit officer also i.e., when the

transfer is within the same audit area. —

(i) The LPC prepared by the Unit Accountants attached to unit
or formation. The correciiness of the LPCs will, however, be
e checked and omissions if any rectified by intimation 16 the néw
audit efticer, .
( (1)  Except in the case of transfers to and from MAGs office in the
case of BM.A.D. Officers when the LPC will be issued by the
CPA Seciipy,. of the MAGs office or the AP Seétion of the
F.C.M.A_Thort as the case may be, the LPCs, issued by one
\ disbursing Controller to another do not require countersigna-
tures of the audit officer. (Please see para 60 ante.).

161, If due to one reason or the other it is not possible to issuz a final
L.P.C. in respect of an individual a_provisional LPC will be issued to the new
audit officer with a view to ‘enabling the individual concerned to draw his pay
and allowances from the new audit officer.  With a view to watching finalization
of such cases particulars of all such LPC’s will be recorded in the Register of LPC's

-

to be issuved.
CLASSIFICATION. g

162. (i) The general rules regarding incidence of pay and allowances
arc contained in para 38, and Appex. II, Military Account Code, . S

- (i) The expenditure and recoverics as Per paybills will be classified to
the appropriate code heads as given in classification Hand Book and the Pamphlet
of Revenue. Debt and- Remittance Head respectively,

: i63. Instructions for the preparation and check of Punching Media
(PAF(CMA)-336) are laid down in Chapters 15 and 16 and Appendix I1I Military
Acccunts Code. To ensure correct classification and to avoid operation of ficti-
tious code heads the Superintendents and auditors should keep uptodate extract.
from classification Harnd Book and the Pamphlet of Revenue, Debt and Re-
mittance Heads pertaining to respective jobs. A punching Medium when pre-
pared will- be checked te see that :— :

(a) The classification code heads ropé.ra[f::"g:] upon are correct keeping
in view all orders regarding amendments ‘eic.’ to the existing
R & L T s

codc heads. ST SIS IEENIL

5.

Cases in which LPC is not required 1o be countersigned—LPC of an_
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(b) The als of the receipts and ¢ rzes sides of the PAS ATE

(c) The compilation is in accord with the details of the relevant
v :
pavbili(s) i

164,  Desprich of Punching Media to rHollerish Sectior.—After the bills
are reccived from the officer Incharge with the pavrient order ‘duly siznzd by
him, the P.M. are allotted voucher No. The original copies of the P.M. together
with Daily Payments Sheets when received back from "D’ Section wili be aespatch-

cd_to M{ Section in batches as pnder :— ; :

R P T r’l‘, i e e ¢ "
IIE B, .‘_‘;P bi‘.cd' et e o et LN | I ::___ ('_._.4_'.‘_‘_;\ o ARAIGS o i
Clst Baich 3ig . 15th ef the Month
""2nd Barch’ s

i 25th of the Month.

Gk 3rd of the following Menth.
‘ ook S el ikl 0B WD g sk

The instructions and orders in fegard to check ete.. before actual Jdespatch
as contained in paras 329 to 331 and para 28 Appendix 11 AL
Code will be carcfully and rigidly followed.

GENERAL PROVIDENT AND OTHER FUND SCHEDULES.

—165.. The Fund Schedules will be checked to sce with refecence to the

“List of Account Nos. of Fund subscribers within the zudit area’ that the Ace-

ounts Nos. quoted in the schedules are correct and the certificare as 1o

ness of the _NiEO\_’EﬁCS as per paybills signed by the Supdr.
e ; % S

.7 £ a3} “Afier the vaybills have been passed for pasiment by the O llc.

/r"rf oo dose [ ;

7 3rd Batch

. <t
— At e

B

litary Accounts

i correct-

ths originai copies of Fynd Schedules will be passed on o the
4 « S rt. Central Group. responsiblg for their check and transmissica to_
3 o0 bfﬁ; __pthe. Fund Section (Local)]Fund Section MAG'S Ulee, Raoals —x--
3 1@ aat et Pimid The duplicate copy of the schedule »ill be relameT oo
c Waek ful omee copy alengwith the relevant pavhill

s for reference.

$ pon
fr. 3 (1) Belore transmission of the Fund sc!
will be exercised to ensure their ac
(2) That account No. is quoted agais
criber, =

tles tn2 fulicwing ch.cis

racy —

15t the name of each sihs-

(b) That the total amount of recoverics as per cach schelule
or number of schedules agrees with the amount cempiicd to
the Fund Code head as per relevant Punching Mediuu: 2nd
that total amount of the batch of schedu]

total amount compiled during a2 month.

- Reports and returns, '

es agree with the

166. A list of reports and returns due from P2y  Section is
Annexure ‘B’ to this Chapter.  The Supdt. of Pay Scction will be beid prinz=ly
responsible that each report and return is correct and upto date in every parti.
cular, and it is despaiched on or before the date on which is it due.

v Registers,

given in

167, Alist of Register te be maintained in Pay Section je
‘C’ to this'Chapter. Fly Leaf Instructions approyved by the M.A.G. wiil be
at the beginning of each register and the registers posted in strict
therewith. \ e SRR i e ARG St

given in Annexure
pasied
2ccordazcs
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ANNEXURE ‘A* ...
(Pleasg see para 100)

Dircctions for the preparation and submjssion ‘of the .\=nual Establish-

_aienl return. B

The detailed statement of permanent non-gazetted establishment
commonly known as the Annual Establishient Return will be prepared in Form
G.F.R. 19. It will show accurately the establishment as it exists on Ist July, -
Note *—No rzwurn is required in respect ‘of a non-pensionable establish-
»~
2. The particulars in respect of all members of the establishment hold-
ing permanent posts, whether on duty.or absent on foreign service, leave or de-
putation, or in temporary posts elsewhere, or under suspension or in transit to
another office should be entered in the appropriate columns ; with the ¢xception
of the following classes of Government servants ;— :
(a) Government servants for whom reco
¢d in the- Audit Office, . - ... :
(b) Government servants for whom service -books are not required
to be maintained. . .
3. Tke return should show accurately the sanctioned scale of permanent
cstablishment and so will include every post, whether filled or not. If a post
be vacaat, the word "Vacant™ should be set against it in the column “Name of
incumbent™.  Posts sanctioned but not filled should be detailed at the foot of the

reiurn,

ment.

rds of service are maintain-

a4 separate return for cach permanent establishment
and not more than-one establishment should be exhibited on a single page.

5. The name should be entered in ordér of sections of the establishment .
There should be a scparate total for cach section and a grand total for the whole

estzdlishment.
(2). In column [ the general orders should be entered once onky, any

er should be eutered against every entry which it supports.
(5)  The date 1o be entered in column 2 is the date Trom which the

Government servant buis held the post continuously in an officiating, provisionally

substantive or substantive capacity as the case may be. :

(¢} Persenal pay should be shown on a separate line immediaicly
bolow the entry of pay in column 8, the orders of. the competent authority
sanctioning it being quuted in columin 1. -

If the payv entered in column 8 includes an increment allowed with effect
ecked with the increment certificate which

4. There should be

6.
Jther or

om Ist July, the entry shouid be ch
would accompany the July bill.

7. When the pay of an establishment or of an individval Government
servant is met partly by Government and partly by local or other funds the whole
pay shonid be shown in the return and the portion pavable from each scurce
specified in a  footnote. )

S. The name of a Governmeat servant officiating in a post and the

Amount of additiona! pay for oiTiciating drawn by him need nat be shown unless
the names of zll

the addiuonal pay for officiating counts for pension.
kiment oa a time scale of pay, the s |
officiating in

In the ¢@s¢ ol @n cstzbiist
Guversmeat s2rvagis 70t belonging permanently to the cadre but !
selding tmporary pasts should be included with 2n indication

i - ol L iy ok b b

of the rature of the vacazcies they fill,

%
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4/
" If the officiating incumbent holds a permancnt post on another cstablish-
ment, the fact she.'d be stated and the entry ~hould be supported by a ¢ ~ruficate
from the head of that other establishment.

9. If 2 Government servant on the establishment has attained the age
of compulsory retirement, the number and date of the orders of the competent
authority permitting his retention in service should be quoted in a note at the
foot of the return. The period for which retention has been authorised or for
which leave beyond the age of compulsory retirement has been granted shculd
also be mentioned. 1f no orders for his retention have been received, the number
and date of the application for sanction to his retention should be noted.

) 10. A statement in Form G.F.R. 20 should be appended to the return,
showing with relevant particulars the names which did not appear in the rciurn
of the previous year and those which appeared in the return of the previous vear
but are now ommitted, as well as the names of Goverament servants who were

on leave or under suspension during the previous year.

If 2 Government servant was transferred more than once in the preceding
year, the name of each office and post in which ke was employed during the year
should be mentioned with dates'in column 2 of the statement.

11.  As the return will be the chief authority by which pension claims wii
be tested later, both the statements (Forms GFR 19 and 20) should after comple-
tion be checked carefully with the service books, and a certificate of this creck
should be endorsed” on each. =

12.  Ia the case of establishments borne on a Provincial or amalgarated
cadre separate returas should be furnished to th= Controlling Officer, who shauid
consolidats them into one rcturn. The certificate of comparison with service
books on the consolidated return should be as foilows :—

“Certificd by Hcads of Offices to have been verified with senvice
books™'.
1

13 Therctumn <hould be t.ransmhtcd 1o the Azzountant General as c2rly
as possible after Ist July, and, in any-case, nct later than 15th August.

Note .—In the case of establishments on time-ccales of pay, the Account-
ant General may require the submission of .the return in duplicate.

148.  These dircctions apply equally in respect of local funds estatiish-

ant

meats. the claims to pension for which are submitted to’ the Accournt
General for verification of service and report. . -
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. : Monthly Reports -~ . 3
— . 2 - 3
] Name To whom ~Date
{ Review of all Pzk. Compilation of Defence AE Scction ~ 25th of the fo)
Services Receipt and Charges. ¢ * +«  lowing month,
2 Paymiént of Pension, Provident -Fund and ~ G* Section Last day of each
Leavs Salary clc. of displaced persons in India month,
and Pakistan.. ’ o
e & okl 3 B 4 . Sh o
. . First week pof
3. Compil2tion of Defence Accounts. AJE Scction cach months
B} - 3 o : )
4. Certificate on account of clearance of out- -do- ~do-
standing claims under suspense head.
£ Moathly Peport of Sterling overscas Pay. Acct. Division of  Sth of each moath. !
HC for Pak. in UKs !
6. Procedure for payment by Foreign Govt.”  AJE Sectien ' 3cd  sda. .
o Appearance of Minus Fiaures in all Pak: -do- -do-
Compiiation
& QLAC Important points 1o be observed in -do- 25th  do- |
rreraration. : .
9. Inziusion of detvils of delezation deputation  AJE Section 15th -do-
cut-of Fak. incuiit report. . : ’ L i
- i
10. Budget Estin under Head 2 (1) Mily.,  G® Section First -do-
Accounts Offices.
i Quarterly
' i
e
3 Exrpatriaticn allowance. AJE Section AR SR Cr
]
N
= Implemeniation Azrcement rerert relation G° Section :5‘112 ;Li‘r:hk :
15th Sept:
15th Dec.
L Arn=ual e

Audit Certifizare progress’ of item
rs:

G* Secticn
.

-
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i vearl'y. [ - L ]
Name # To whom = Date
1. Ex-gratia pavmeat in appropriztion azcounts G' § 10th Septemder.

of Defence Services.

2. Infructuous Expeaditure  excec: Rs io- -do-
10,000/-
3, Submission of list of Civilian Officers due MAG. 15th September.
to retire during the next ohcial year.,
s Annual Audit Certificate. G’ Secton. 1515 Nevember.
5. Statement showing losses of Cash Overpay- G' S=c.2a. 1Cth Sepremter
ments ctc. written oiT by the CFA (Other than 9
Govt. of P2k.) and authorities at (GHQ) and /
claims aboadoned ws irrccoverable etc. excecd-
ing Rs. 25,000/ 1n cach casec and in aggre-
gate of all such losses exceeding Rs. 10/- but
below Rs. 5,000/- in cach case.
6. Preliziinary Report under Head 2(1) PMAD G Scer -q. Ist Szptemales;
for current year. - -
i3 Pechminacy Revised estimate curreat vear, G Heciina. Bith Navembe,
8. Farecast under Head 2(i) PMAD for the -dc- .do-
ensuing year, .
9. Revised Estirnate Head 2()MAD for cur-  G' Sectisn. Sth Decembsr
rent year.
10. Budget Estimate uader Head 2(i) PMAD -de- -de-
ensuing year.
11. Annual Returns under IfTax. ITO 3ist Jalv
13 Instances of Heavy and Hureied cxpenditure AJE Seor . Withis 0bz meath

towards the closz of ths vear to be mentionsd

t e of the reccipt of
1a the appropnation Acceunts.

Junc iSuppiy,
compilation.
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ANNEXURE ¢’

List of Registers

Maintained in ‘Pay’ Section

Sr. No.

Name cf Register.

Date of Submission.

]

A

10

L. P. Cs. awaiied
r

Siack Register Insurance Policies
I. P. Cs. Issucd.

Premium payment of lnsutunce Pobeogs

Register showing bc_u_\'v:):n:s made on 2/ of Ex.
patriation nllowr.m}*/-,,

Revister showing pasrents made on alc of
Nedical Charges to MAD Estt: & Oheen,

woN

authori-

fed By the

Paline

Peuisier of Ty, Sanci
ticy subordinute 1o G

Review of 're-audit bills-civilians.

Leave Salary and Pexsion Contribution.

Register of Financizal imreguiaricy.

Rewister for objections waived and irrezovrable
overpavment written off by the AMAD Ouhicers
under Rule 165 FRI Pu.-].

Audit Registers.

\

Sth of each month to O.1/C & quar-
terly to G Q.

25th of each month and quarierly to
G. O

-Sth of each month 1o 0.1/C quar-
wrelvy to G. O.

15th of cach month.

ltth of Jan., April, luly & Get.

Gth -do-

Sth of each month to

O.1/C and
cuarterly to G. O, :

! %th of cach month.

7th of each manth to O. I/C and 10th
of Jan. April. July and Oc<t. to G.O.

15th of cach month to 0.1/C and
quartesiv to G.O.

10th of cach month ard quarterly to
G.O.

As and when pavments are made.

“Register for watching  alietmicat of conservancy - 15th of each monzh.

and Hot Weather Establishment
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Sr. No. Name of Register. Djte of submissioa.
14, Audit Progress Register ("0st Audit prepared on  10th of each moath. e ‘,_’- 5
PAFA—473), . o : .o
15. Provisional Payment Register. 15th  -do-
3R

24,

Exhibition of Ex-gratia payment in the Appro- 10th oi zach moath.

priation accounts of Defence Services.

Register of inclusion of details regardipz deputa- 3o -do-
tions out of &=hrun in the audit feport 0a ajc
of Centzal Govl:.\‘.

Register showing the No. of paybills die, received,  Daily frem T2ty

pald 2nd auzlied cte. ] clows s,
Ko™t . LF R

[}W\(.,t.{’n
Infructuous Expenditure register exceeding Rs. 20:h Ao
+0.000/-
Complaints lodg=d by Mily. authoritics H. Qrs. 10th of 2:2:h month.
ait/formations.
I. D. Schedules Register. 20th -do-
. Watching the receipt of certificates of correctness  15th =io-
of amount claimed by Cantt. Bouards on ale of
half salary. PR .
Demand Register. 20th of ez:h mont: to O.1IC & quz-
terly to G. Os.
Specimen signatures. ' A Sth of every month.
Disbursement voucher, do-
Tmnsfcr entry. 10th of every month,
Register to watch corrections to  regulations do-
* o~
S<ale audit register. Lo-

tifl the month @
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CHAPTER I
“TORES SECTION.

Distribution of . Work.’

181.  The Store Section deals with contracts for supplics made and services
rendered to the Army, audit of bills for such supplies and services from Contrac-
tors and other sources, cash accounts of Farms and Remount Depots and issucs
made on payment, sales accounts, pricing of vouchers end invoices of stores receiv-
ed from abroad ectc. :

The work ift the Section is arranged in sub-sections as fellows :—

(a) Contract Sub- Secction.
(b) Store Audit Sub-Scction.
A CONTRACT SUB-SECTION.
DUTIES.
182. The duties of the Contract Sub-Scction are :—
(1) to deal with all bills from contraztors for supplies made or
services rendered,

(2) to scrutinize comparative siatements of tenders for certain classes
ol contracts, before the contracts are sunctioned and executed
by the administrative authoritics,

(3) 1o deal with all work connected with the receipt and refund
of sccurity deposits of contractors.

o Y \NSCRUTINY OF TENDERS.
T ~183. Supyplics and services required by Government are generally arranged

for by contract for which tenders are invited. Comparative Statements of tenders
he Controller’s office for scrutiny, befere the contracts are sanc-

are received in t
tio.ed and finally executed by Army authorities.

184, The following points should be chbserved in dealing with the com-
para:iive stalesients — e
(1) That they are in conformity with the rules in Financial Regula-
tions Part 1.

“That no local purchases of stores are arranged, supplics of which
arc made by a central purchasing authority, except with the

concurfence of that authority.

7 ()
Py

After scrutiny, and remarks if nezessary, the comparative statements will
bs zeturnad to the officer from whom they were reccived.  All comparative slate-
ments of tenders will be treated as “*Confideatial™.  When desputching the state-
ment of tenders it should be seen that the inner cover is ¢ralea and addressed to
the officer concerned by name or to the senior officer present and the left hand
corner endorsed in red ink “‘comparative staterment’’, 2nd the outer cover with
his oificial designation only. : ) 2

185. As soon as contracts ate concluded, the A.S.C. Officer will send th=
orizinals of P.A.F.Z.-2137-A, 2120 and 2121 or in the case of transport contracts,
cyciostyled schedule attached to P.A.F.Z.-2121-A (Special conditions) together
with a certified true copy of those forms and sccurity deposit to the C.ML.A, who
will return the original forms after comparing them with the certified true. copics.
It will be seca that the necessary security deposits have beenobtajped,pader the
_terms of Rule 190 Financial Regulations Part I (1952). . '-tl?:r‘t‘-j_"%*i'

- s RERE
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_ The certified truc copies of the contracts will be recorded in volumes of
conv:nient size duly indexed and bound which will serve the ~urpose of the +Re-
ister of sanctioned tenders™ wiin a view to watching that_the amounts credited
fﬁlé'lh‘é'trcn'sury on account of cash security deposits are actually passed to the
" Mititary Department, the number and date of the T.E. debiting the Civil Depart-
al ment will be quoted in column 14 of P.ALF.A. 285, or column 4 of P.AF.A. 234
as the casc may be. :

At the time a contract deed is received, the contractor should be required
- to say whether he wishes payments to be made by crossed or open cheque. If
the latter, he should be required to submit a declaration in terms of clause (iii)
Rule 134 Financial Regulatiors Part 1. The declaration, when received should
be forwarded to the Disbursement Section afier necessary note has been kept

~ by the Audit Scction.

Note —The relevant portion of the Contract Deed requiring zction on the
part of other sections in the office or L.A.Os. will ke communicated to them for
acticn and their acknowledeement, gbtained ard recerded.

&

G v S
€11 should be secn in the Security of Contracts that =\~ 2%

I8€. Y7 (i) =authority exists in reeviations for the corclusion of 21l corte:
which are concluded by the admmistrative authorities. I+ case there is no stch
authority, it should be seen that the sunction of the competent avtherity hias been

* accorded to the contract :

\(ii) sanciica chas been accorded. by an authority competen: to :anction
i;

v (i} Il orders received from Government from time to tme are bept

Cis

in view 7
U (iv) lowest tender has been accepted and if other than the fowest tender
has been accepted reasons have teen recorded and they are catisfaciory ;

v/ (v) price current rates have besn obtained frem the Civil auviiorities ;
v"(vi) “the selected rates compare favourably with the last sears coatiact
rales and the price -current rates
(Vi) it is advantzgeous to split the conlract.;
— {viii) , tenders arc issued to all tenders on the list of approved contractors ;
" (ix) the terms of the contract must be precise and definite and there should

be no room for ambiguity or miscoustruction. The schedules are framed accord-
Ing to instructions contained in regulations and letters from Government and
i

administrative authoritics ; :

/ (x) no.contract involving zn uncertain or indefinite liability or any condi-) 197
tion of unusual character should be entered into without the previous consent (L2 7 I

of the germipetent financial authority ;

%) normally contracts sheuld be placed only after tenders have been
invited and when it is not done Government saiction should be obtained ; -

j“/ixii) the contract received is,complete with all relevant forms (P.A.F.Z.-
2137-A, 2120, 2124) -spccial conditions €lc;

'I - -~ - . .

\~" (xifi) the original copy of the contract is duly signed by the contractor,
the witnesses and the cfficer concluding the contract.  All amendments, erasures
and corrections arc signed by-both patiics to the contract ; P

\/'(xiv) the rates are clearly written in words and. figures;

el
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~ (xv) the rates accepted are ‘e same as were noted in ‘b= comparatjve
statemen: “nd have not been lampc.ed with ; o~ R

/(xvij the duplicate copy agrees with the original coatract deed in"every
respect and is duly attested by the admisistrative authorities ;

N(xvii) e amount of security deposit is noted on the schédule and is
correctly caleulated in accordunce with the terms of the contract and the rules
laid down in F.R, Part 1; . .

w{aviii) - if the securily is waived sanction of the Quartermaster General
is necessary. =5

- -
nformal Agreemcents.

i 187.  According to Rule 206 F.R. Part | ordinarily supply/services are
§

required to be obtained by regular contracts et when they are required in . an
emergency/for immediate delivery, informal agreements on P.A.F.Z.-2123 are
concluded. . - ' :

183.  General Checks required to be cxercised while scrutinising the
Informal Agreemients are as follows :— :

In addition (o the checks presesibed for the scrutiny of contracts in
para 185 above, it wili be seen m the serutiny of the Informal Agreements that 1 —

(1) szncuon has been accorded by thie authority within whose com-
patence the amouat falls. The C.F.A. will be the same as in
thie case ol vzgular contracts ;

(i) _it is advantzgzous to split the Informal Agreements :
1. g
(i) Informal Acgreemient has been placed only after tenders have
been invited and when it has pot been done Government sane-
tion has been obtafned ; e )

(1v) speciatl canditiens, if anv 2ad <pecifications have been atiached
with the Iafurmal Agrecinent and signed by the contractor :

(v) the Ouiginel copy of the Informal Agreement has been signed”

oy the contractor, the witness and the ofiicer concluding the
sorcement. All amendiments, erasures and corrections have
ocen sigried by the contractor as well as the authority conclud-

ing the Informal Aereement, -

CONTRACTORS BILLS
GENERAL

189. Contracters bills are divided into two main classes as follows =—

(i) Bills for stores purchused lecaily for stock in supply or store
Decpots and for direct delivery 1o consiming units. )

(i) Bills for kired transport iacluding carriage of personal luggage
on transport indents and of Military Passengers and their bag-
gage on the authority of road a2ad river warrants.

Noze .—The term “Stors Depat™ 2s used in this chapter includes an Arsenal,
Ordnaace, Clothing, Medical Store and Remount Depots, a Heavy Repair shop
and a Mechanical Transport Store Depot. The tarm “Suppiy Depet’” means
the HQrs. Depotof 2 supply Dipet ccy, of zny Scb-depot thc% kolding
scparate stocks cf stores. ™ - . g

T R
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150.  All Contracters bhilis should be paid as soon as possible I
< it they will be entered i1 he Income Tax Register b an zueiter. The
in the bills and Inceme Tax Register will be clecked by Sepdt. and
gister and bilis submitted to the efficer incharge of the sectien for scrutiny 2
approval. After the bills have been passed by the officer iicha o of (he secii
they will be forwarded to the Disbursement Scciion aleagwith the Daily Payiment
Sheet P.A.F.A.-728 duly supported by chequs slips PAF (CMA) 223,

Before preparation of the Daily Payment Sheet. the bills will be arranged
station-wise, and disbursement voucher numbers will 2lso be ziiotted to them
in a serial order from the *Numbcéring Register™.  The tetal ameunt of the Dally
Payment Sheet will be computzd and signed by the efficer Incharge. The Daily
Payment Shects and the bills alongwith their Schedule HI will be returned by the
disburscment section after the cheques have been issved, throuzh Acceunts Sce-
tion.

191. The bills preferred on the authority of warrants, should be paid
-after preliminary andit of the supporting warrants.  The warrants duly support-
ed by a schedule in duplicate for each bill, sTiould be pasced on to the *T" Sectien,
which will return the duplicate schedule in licu of receipt.  Afier the warrants
have been finally audited by the *T* Section they will te returned alongwith the
original copy of the schedule to the Storc (C) Section, whzic tier will B¢ T.lad
with the -covering bills. U

als b L
(B) Audit Procedure. . i }
N

227~ 192, In auditing a contractor’s bill the following main points sheuid be
- 5 - e e L
observed :—~~ =
v~ (1) That the bills (prepared in ink) and vouchers are in the prescrib-
ed forms, are in original, and arc preparsd by persans authoris-
ed to do so.
e (2) That the pur
authority.
+(3) Tkhat the arithmetical calculations are correct, and that the totais
arc expressed in words as weil as in figvres.

chase of stores has been sanctionsd by competent

(4) That vernacular signatures are transliterated into Enclish and 5
thumb impressions attested by some well-known persons. :
e v (5) That signatures are in ink. el
g A0 That Revenue stamps 2re affixed for sums in excess of Rs. 208 V-
and are defaced. ¥

That the supporting vouchers bear an endorsement by the depot
or unit concerned as to the month's Account; or the puriicular
return in which the stores have been brought on charge by the
~ officer commanding the Unit or Fermation.
MS) That the rates charged agree with those in the Register of sanc-
tioned tenders.  In the casc of purchases of stices by Tnits Ar
“dépots Tor which ne contract has been cntered into, the rates
agree with those oa the supply ordess accampanying tie hills
: and that the rates have been certified as beipg correci. Su
orders (P.A.F.Z.-2135) are endorsed with a certificate by
O.l.jc. supplics to the effect that the purchases have been mueis
at the lowest market rates.
‘]\ {9) That the ratio in the supply of fresh items, which may appear

% v (7

-m-‘

cRig

in the special conditions of the contract, and mav be suscepti-
ble of check on the basis_of each bill, is adhered to. e

o ..

o ke



sJ

v (10) That no supplics have been made after the expiry of the period

v (1D

v (12)

of a contract.

That in the case of supplics made by a parly or agency other
than the person with wHom a contract exists the penalities
prescribed in the regulations or in the agreement have been
exacted from the defaulting contractor.

i :
That in the case of bills for local purchase of storesby an Ord-
nance Depot or Medical Store Depot, the following docurments
are furnished in support :—

(2) a copy of the informal agreement duly sanctioned by the

competent authority, if no contract exists for the supply
of stores.

(b) a copy of the inspection note with a certificate endorsed

by the Depot concerned that the stores have been brought
on charge. . .

v (13}~ That P.A.F.S-1520 or supply order or inspcclion-notc bears the

(4

(18)

/ (o)

(21)

scrial number, and further that P.A.F.S-1520 (preparcd separate-
ly for cach unit and cach month) has been signed both by-thc
officer recciving the stores and the supplier. 3

. That the toial payments made agdinst a particular contract, co

not exceed the amount of coritract by more than 5% and where
there is-an excess, the sanction of CFA is obtained vide Rule
210 F.R.L. This check wili be excreised through thz mediur
of the Income Tax Register.

That the signatures on the bills and vouchers should agree with
those given in the contract deed.  In the case of casual suppliers,
the stenatures should be sted by the officer to whom supp-
lies/services were made cree,

CIecr

Whuit an agent is appointed 10 carry out the provisions ofthe
contract, a properly executed power of atterney will be neces-

sary before his signatures 2re accepted in 2udit on vouchers,
bills etc. £

In the case of a firm having two or more partners either all the
partaers should <ign the bill or they should authorise one of
them «vith properly executed power of attorrney to execute the
contract and sign bills, receipts ctc.

Sccurity depesits as ordered by the authoritics sanctioning the
contract Jdeed have been deposited within the stipulated time
as specified in the tender forms or contract deed.

The description of the articles billed for should agrce with the
nomenclature used in the contract deedfinformal agreement as
well as in the supply order.

In the case of hospital and spasmodic supplics prior sanction
of the CFA is obtained and submitted in support of the claim.,

-The No. and date of such sanction should also be noted on the

supply order.

In the case of risk purchases, risk purchascs statement has been

immediately submitted to the CMA for cffecting recovery and |
the contraclors concerned have been informed nccordingiy.\,-’
/o

e S !



Y] Tt _
Lo g TR ;
-~ 193, 7ls for stores purchased I:zally by ihe olﬁcerﬂn_d_u.-. ge Medical
Stores Depot, ordinary=fall under the following ‘categories :— ;
(1) Purchase of stores for whick annual contracts have been coo-
cluded.
(2) Purchasc of stores for which no contract has been-concluded,
k LA %,
The bills will be audited in actordance with the general rules lald down in
Military Audit Code.  In addition it.will be seen that —
(1) the purchases zre within the financial rowers of the officer
incharge Armed Ferees Medical Steres, Depot or Director
General, Medical Services as the case may be, and that the
sanction of the latter is obtained when necessary ;
(2) the rates charged agree with those in the contract Register of
ralte lists or with those sanctioned Dby the Dircctor Genreral,
Medical Services., :

»Rasive Note —For purchases from abroad see para 210,

193A. Other bills that are received for audit are :—

(I} Repairs to surgical instruments carried out by outside a
(2) Carizge haulace etel, for the convevance af stores.
(3) Scafreight charaes.

Services under. (1) and (2) above are arranzed by contract and 1he N

reccived from the contractors are dealt with inthe same wav as in the case o otil
for stores puarciased.  Sea freight bills are received from the shipping Companiss
supported by bills of Tadinz.  Irvail “e seen that the raizs cha
sanctionud by Government.

5
-
5

Note —Scea freicht ‘charces are being dealt with centally by CMLA
Karachi.

192 - (i)  When a local perchase bill kas een passed for pavment b
officer. and before it is sent to the Disbursement Section, the auditor will Jeaes
the *Supnly orders™ cte. and onter the total sember (not the serial numbersy o
a prolorma, “Monthly summary™ of Loeal purchasc vouchars ete. will o b -
in a loose pad, until the end of the month.

(1Y At the end of the month, the audite,, will 2dd up the totai nus b
ol vouchers, and make sure that the number is aciually in his pad. He will th_ .,
sort the supply orders, cre., by units and prepare a simple forwardine nier o
(P.A.F.Z-2013) (hercinafter ealied “Sub List™) for each unit, entering simply the
name of the unit and the total number of vouchers pertaining to cach unit. Ha
will not.quote serial numbers and dates of the individual vouchers, Ne office
copies of sub lisis need be prepared. .

(iii}  The sub lists, with the vouchers atiached will then be soried by Local
Audit Group, and a “top list™, again on P.A.F.Z-2014 prepared in duplicate for
cach local audiz group, specifying only the names of 1he units concerned and the
total number of Vouchers forwarded with that top list. \

(iv) The scheduling clerk will then eadorse upon ihe profo
reconciliation statement showing that the No, of vouchers sciedul
the Local Audit Groups under the “top lists™, agrees with the 1o
of the form. The superintendent will initial this reconciliation

the top lists,

Tma asnmple
cid outward :n
)

1oat the leot

4 1
hefeore signing
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(v) All copies of the iop Jists, all copies of sub lists and all the supply
arders ete. will then be stamped with the section's vutware date stamp in the top
right corner, and the top lists will also be date-stamped on the top right hand
corner of the acknowledgement portion df the form.

(vi) Before despatching the top lisy, sub lists and the supply order etc.
the auditor will endorse a simple coniat Noy (1, 2, 3, 4, 3 e on cach voucher,
in ink attached to each “sub list”. This is'to prepare the way for selection by
. the c¢onsignee’s LAO of vourchers for “test linking”. As acknowledgements
| are received, they will be pasted on the reverse of the relative “top lists™ in the
, hle.

) (viit The supply orders eic. after linking will be recorded finally in the
coffices of the Local Audit Groups concerned (like the issue vouchers of transfer
ftransactions and Central Purchase transzctions) and the store cection’y respansibi-

ity for these supply orders etc. will cease as soon as they have received  the
J acknowledgements of the local Audit Group.

x!, \.}595." “In auditing bills for hired transport the following additional points

v wil be obvrrved i—
L (1) Thatihe bills are countersignad by the Station Transport Officer.

v-(2) That the indents (P.A.F.Z-2130) bear the indent register number

by the transport officer. )

-3) That the ofiicer to whent.tlic stores were consigred or any other

person authorised by him has recorded a ceriificate on the
requisition that the transpert requisitioned for, was actually
supplicd. ’

-y 4) That in indents for Anrual Transpert and A.T. Caris for con-

veyance of stores, elc. of coolics, the number of hours during

which they were actuully utilised is specified.

« %) That when loading and unloading of raiiway wagons is done
by a contracter, in addition to-the carriage supplied for the
conveyance of stores, a certificate sicned by a commissioncd
officer is endorsed on thz indent in the following terms (—
“*Consignments booked at vchicle rates, and loading and un-
loading done by the Foutractor™. .

«.~ ) That the numbec and date of the Division{L of C Sub Arca Bri-
gade or Station Order authorsing the engagement of A.T. and
coolics for hired standing transport duties is quoted on the
indents. - ' ;

;. - That the bills for hired transport for the MES are verified by the

GE or the accounting officer concerned and the head of account

to which the cost is chargeable is noted on them. :

s That the services have been rendersd under the correct clauss

of the contract Deced. w ¥

That the most favourable clause to Government has been applicd

in cases where both mile/maundage and cart rates exist in the
contract. o p
v That the distance for which the mile/maundage rate is claimed

is correct with reference to the distance given in Poiymetrical
Table or supporting certificate of the G.E. concerned. | :
@ ! That a reference to the monthly contingent return in which.
expenditure for despatch of stores, etc. has been accounted for;:
was been noted on the indent. ' geaniedi
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b.\ (lﬁ) That bills pmf‘érrcd by contractors for the cérriagc of passengers
and persenal baggage on the authority of road warrants are
supported by the warrants and that the accommodation charged

for is as shown in col. 3 of the warrant.

*.” (13) Units whicR are already in receipt of standing duty transport,

3 should not normally require additional trapsport and if in un-

avoidable cases, additional transport is required, sanction of the
CFA should be furnished with the indent.

. (14) m case of transport utilised for the full month, relevant
station order giving the sanction for the same must be quoted
in part I of the indent. ’

(12) Description of stores conveyed,
is clearly shown on the indents.

*

(16)  That the detailed instructions for the preparation of transport
indents, their disposal by the S.T.O. & completion of various

parts thereof as laid down in para 144 A.S.C. Regulations are

strictly observed by all cencerped.

(17) Thatindents sent in support of the bills should be conspicuously
marked as “Original”” cither i ink or with rubber stamp over
the dated signatures of the officer concerned.

(18) Statement of dutics performed daily by the standing duty
transport should be attached with the monthly inden:s.

whetker "bulky or non-bulky

.

Review of Paid Bills.
196.  Before the paid bills the Local purchase vouchers and hired transpost
indents, duly cancelled, are forwarded to the Test Audit Staff for audir, 3% of all
the bills (irrespective of their value) audited and paid during a month <hould be
reviewed by the group officer.. In-token of having reviewed the hills upta the %3
above percentage, 1% proup officer will endorse the word “Revicwed™ vader his S
dated initials, bath on the bills and the Disbursement Voucher Revister, Ta X

Advances. ;

197.  Adwvances paid to AS.C. or other departmental officers for l-cal
purchase of Stores, or for payment to the Civil authorities for the supply of steres
and carriage of troops on the line of march should be noted in the Demand Re-
gister (P.A.F.A-590). When bills are received in adjustment of these advances, (
it shiould be seen that they are duly endorsed with the number and date of the
cteque by which the advance was paid, and a corresponding entry mades in the
demand register after the usyal audit check. :

Lass of Original Supply Order or Indent.

198, In the case of duplicate supply orders (P.A.F.A-2135 and P.AF.S-
1520) or indeats etc, being forwarded in, support of bills, the provisions of Rule
75 F.R. Part I will be observed. -

-
.

Demands against Contractors.

-JV
199.  All amounts due from contractors on account of defuuit or for anv
med their recovery watched

otiier cause will he eniered in the demand cgister a
therefrom. Recoverics will be effected either from bills submitted subseaudntly,
or in cash, or from the secerity deposit of the contiactor, R. & E. Viuchers
shculd invariabiy ke iinked with suppiy orders <o as to easure recovery of o}
carrect amowat from the Contractor.  These vouchers should always be stbimis




=

&0 d

te e O ey [nzharee and Loty ranorded oot Ris siznatuies so 1hat the correct-
ness o the amount, shown in i & B vouchars and 1is hihing with the relevant
sniry 1a the demand pegister is checked ey him.

200 & 201, Blank. f

202, Local purchass vaachers and hired transport indents with the D.V.
No. and month of the paid bill cndorsed'thereon and duly cancelled are received
daily and collected tili the cnd of the manth 1o which tacy periain. The same
are then arraneed stationw.se and sentto Test Audit fur Test Check.  After, Test
Audit tizese will be scheduled to LAG: for werification of the credit of stores”duly
accompanied by a Sub List for cech uaitjformation and a Top List for cach LAQ.
Sub Lict Top List and Supply Ordess etc., will be stumped with the "Ouiward
date stamp’ in the top vizht hard curncr. The supply order cle. sttached 1o
cach Sub List will indicate specifically all items of Rs. 500/- oronver 1o facilitate
selection of vouchers for Test Linking. P -

The a.cknowlcdg;:-nwnls from LAOs are waiched.

’

. "Sccurity Deposits.

203, . (a). .General.—Sccurity Depesits.are tendered in ane of the following

orm; L —
(1; Cash.

(2) Bank Deposit Rezps

(3 G.I Notes, Past Ciice Savines  Bank Depositz, Municipai
Debenturcs, eic. )

S D4, Allsccurity depositson reczipt will be recorded in tire Sceurity Deposit
Reg...er which will be vintained in two parts on (PLAF.AL-525) Tor security
deposits tendered in cash aud the other (PLALF.AL-283) for all otficr security de-
posits. All trapsections meust ke poted at the tine of thoir occurrgice, and 4 re-
ceipt on’ PLAF.LAL-299 cranted to the depositor. Each depositor will have a
separate folio allotted o Lim and the security deposits will be proved annually
in P.AF.A-ST R - .

204A.  An agresment will be efiscied between the figures on zecouat  of
security deposits appearing in the printed compifation, received from the Hollerith
Section through the "Accounts Section, and those in the cash security depdsit
register (P.A.F.A.-525). Thc Accounts section will be furnished with the necessary

agreed fizures for the purpose of the annual Review of Balances.

Baiances cutstanding as 2 result of the security deposils remaining una-
refunded on the last dars of each finuncial year will be verified direet from the
entrics in the two registers (PAF.A-52S and " P.A.F.A.-285). :

As soon as the balances have been proved (for the purpose of the Review
of Balances) & certificate to that effezt will be endorsed in both the registers—
P.AF.A-525 and 283 under the sigruture of the officer-in-charge, section and
srbmitted to the GO for his informution. -

205.  The differant forms of sccurity deposits will be dealt with as under :—

Cash Sccurity. ] b _ )

(i) Deposits tendered in cash wilt be paid by the tenderers into the Local
Treasury on the authority of a receivable orders,. and, the Treasury reccipt for-
warded -to the Controller. for adjustment. i e 1 SR 4
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Baznk Deposit Receipts.
(i) Fixed deposit receipts from any bank—except wheie viherwise specially

providged for which in the opinion of the Div. Commander L of € Sub Aren

Commdr. is of sufficient respectability and standing 10 warrant aceeplince ol
its receipts or deposits as valid security and which publishes reculur accounts,
should be accepted. The acceptance of receipts from any bunk will be contin-
gent on the contraciors agreeing to bear any loss which may occur in the event
of the bank’s failure. Interest on Bank depusits should not puss through the
Government Accounts : depositors should mzke their own arrngement for
receiving it, when due, direct from the Bark on a letter from the officer who
received the deposit authorising thc\Byk to pay the interest dus

G.T. Notes P.O.S.B. Deposits Elc.
(iii) As rezards G.P. Notes P.O.S.B. Deposiis Municipal Debentures,
etc. instructions in Rule 156 er seq. Financial Regulations, Part | should be follow-

ed. . . & %
. . Al C
Refund of Security Deposits. '@‘. >
s - . 5
>’\ 206. On the expiry of a contract and fer Getfilline
Srefund of secarity deposits will be made o a contractor on
no demand certificate PAF.A.-451 duly completed e ail respects. Hefoie the
refund is actvally made, it wiil be ascertained from the ASC o other departmental
officer concerned as well as from the demand register that there are v demands
The nccessary entries,_should be mude in the security
-285 or P.AF.A-325 s tic case may b and initiallad

ection.

aii undersakings the

R e H ~Preat £ .
e produchion of o

against the contractor.
depaosit register P.AF.
by the O.17¢c. of the

Puwer of Attorney. "\/ %

207.“, Payments_in respact of bills, intsrest, cie. and pefund o
cposits should be made only to the contructors or neent concer: (.
ayments and refunds may be made to anather party i ke or she, :
be. has been granted full and legal power of ancreer. probate, or
niinistraton, ete. authorising him or her fo recene anv money, secnnny depos i
2ic. Gue to the original contractor or agent.  Particulars of all pow.ts of attorney,
rrobates, cte. should be noted in the rezister of sanctioned tencors ~-J

nd The res
oister of security deposits,

C
"
<

. 208, For_paymant ef interest on proviccinl and municira! oobentures,
the procedure laid down in Kule 197 Financiu! Repuiations Part 1 sPould be
followed, -."" ‘

A ) s 2 S -
Lapsed Security Deposits. \..- L
209. At the closc of each official year, all security deposits remaising

pasit was ni:
ransferrad to the

T

unclaimed for three yedrs, exclusive of the vear in which the de
and all balances of not mofe tham one rupee in amount. will e 1
credit of Goverament (under XLVII—Defence Services Main Head VI-D SN
C Miscellancous as the case may be) by the Controller inwhose boeis the amovnis
appear, a note of the transfer being made agairst the entry in tie ster of
sccurity deposits.  In the case of sccurity deposits, the Contraiter vl inferm
the administrative officer concerned, in order that the latier may maxe the neces-

sary entrics of such transfers in his registers.  Sums credized to Goverament as
apove will not be refunded without the sanction of the Contreiicr.

D.G.D.P. Contract—Payment of. < _ _ »
210.  Responsibility for the audit and payment of Rills,in, espect of stores
<ntrally purchased by the DGDP rests with Q‘g}ﬁi\fg@-qry‘. In these cases
bills will be submitted by the Contractors.direct [p:@ A Karach) without the,

i
[
|
|

J

1

]

E
~



: 0l s
countersignatur~ of DGDP. 1In case of an, “oubt in respect of a bill { = matter
will immediately * ¢ taken up by CMA Kard. o with DGDP and payment of the

bill will be with-held till satisfaction of the douBtful points’is obtaincd,

as and when an amendment is received. The recoyery of any claims against con-
tractor as intimated by DGDP through Ministry of Firance D,P. will be carefully
watched by him.

& _ Lo a
Coniract agreements will be kept amended uipto date by the CMA®Xarachi

V- TS

CM.AL, Kirachi while awditing the bill, besides other audit points, also
see i— '
(2} thatthe signature, of the consignee on the inspection note tally
with the spedirien signature on record ; )
(b) siznaturls o the supplizr of the bill tally with the specimen
signature available on the contract.
Note .—The payment of such bills is to be made invariably through a cross-
ed cheque “accounts payee only”.
211 to 214, Blank—
;o 0

\AStore Audit Sub Scetion.

~

215 The Store Audit Sub Scotion deals with '—

(1) Payment issus schedules [P.AF{CMA-615)] in respect of issues
made by Store Depats to Non-Military Departments Stores
and private individuals, received from the L.A.Os.”

(2) Adjustment and disposal of payment issue vouchers and T.Rs.
relating 1o Clothing,, equipment cnd A.S.C. Articles (with the
exceptien of these pertaining to Annual Training Grant Misc. .
Allotmizats and Conservancy aliotments).

(3) Refund claims in respect of stores returned by Non-Military
Departments., )

(4) The cash accounts and the Annual Trading Accounts of-Farmg
-~ and Remount Depots. ’ !

(5) The maintenance of Statistics in conncction with the publica-
tirn and revision of the rate lists for stores locally purchased
and thoss supplisd by bakerics, butcherics etc.

{6) The pricipg of vouchers and loss statéments as laid down in
Section V.S.ALL Y

(7) The comparison of invoices of Stores received from ‘abroad
with the Packing Accounts and their submission to the Mission
concerned abroad.

(8 The scrutiny of Loss Statements.

(9) Compilation of Annual Statements of Stores lost.
b

7 : i . - i
w.Payment Issubet = = daoof = s F S RO e il L
=, Y e L S %
216, Puyment issue schedules alonewith priced vouchers prepared cate-

forywise separaicly s Jaid down in Section IV LAO’s Hand Book will be sent
by the LAGs concerned on the 10th of the following month. These schedules
will bz placed in the puard fiie of pavment issue schedules separately for caéh
caicgory 50 that outstinding payment issues of each category could be ascertain-
ed readily for prompt 2ction towards their clearance.
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in the case of schedules marked “ADVANCE PAYMENT" Treasury
Receipts "of the amounts representis cost of stores e, are alss seat by the LAO
with the payment issue schedules. Therz should thereiore, be no outstanding

jtem in the guard file of payment issuc marked “Advance Payment”.

In the case of issues 10 Civil Departments where cash payment hias not
been made, debits should be passed onto the Ciril Depti. cencerned on receipi
of the réc{:iplcd copies of vouchers. Necessary notes 10 this eifect should be
made in the guard file against the items concerncd, mentioning the month’s acccunt

+ in which the debits are raised.

% Note 1 —The unit/formation forwarding a treasury recciptiP.A.F.C.-845,
"P.A.F.A.-498 or any other form used, to the CMA or the FPO as the case may
be, should invariably mention in the forwarding memo ihe No. and date of the
treasury reccipt/P.A.F.C.-844 P.A.F.A.-498 or any other form uscd as loss stale-
ment and the amourt thereef.

Note2 —The CMA/JFPO recciving the treasury receipt/P.AF.C -S4,
P.A.F.A.-498-or any other form used as loss statement chould issus its acknow-
ledgement in a memo form specifying therein the No. and date and the amount
of treasury receipt/P.A.F.C.-844, P.A.F.A-198 or any other form uscd as loss
statement. The memo should be issued in duplicate i.e., oNg oY shou'd be sent
to the unit/formation forwarding the T.Rs. etc. and the second copy shouid be

" endorsed to-the LAO in whose audit area the unit/formation is located.  Such

JEEELQ&.Shgtlldinminbly_bu'ssm!._&v_vr_ll‘-t;EESﬁL”PIEE ol 8 st 2
the PO himsell. , 1
T e
Note 3 .—The LAO should compare the letter of acknowledzement pro-
duced by the cxecutive authorities with the copy thereof received by him diret
from the issuing authonty 1 cnsurc the penuineness of the onv preduced by e
unit. | ’

C

Note 4 —Office rubber stamps of the office of issue showld also bu afiixed
on such communications.

Note 5 :—At the time of review of Stores Accounts and Inspestion of Cash
Accounts.of unit/formation the L.A.O. shouid piepaic 2 list of = \
receipts/P.A F.C:+844 and acknowledgements of the CMLALE.R.O. Girespeclive
of the monctary limits involved) for the period covered by his audit and forward
the same to the C.M.AJF.P.O. concerned mvariably under registered caver {zon-
fidential)” for vetification.

Confirmation of verification from the C.M.A.JFP.O, should be wztched
by the L.A.O. Swih !

Refund Claims:

217 When stores originally issued “on payment are reterned by nen-
Military departments, M.E.S. etc., a copy of the voucher on which they arce re-
turncd will be forwarded to the C.M.A. by the receiving estabiishment. Such
vouchers will be priced according to the conditions of the stores ¢ 1e<eipt hack
in_the suplplying department, and credit afforded to the deparirient concerned.

(i) TIn the case, however. of Stores returned by states scceded to Pakistan/
Civil Armed Forces, credit will not be passed on, but the amourt due wili be paid
on recelpt of a continzent bill supported by a copy of the voucher duly receipted .
by the receiving establishment with a certificate cndorsed thereon that the Stores
were originally obtained on payment and quoting the numbers and dates of the
vouchers on which the stores were originally issued. The claim will be sub-
m:t_tcd to the resident local audit staff, who will verify that the steres referred in the
claim have been brought on charge.  They will then pass the claim ontothe C.M.A.

= N



(oferes Sectien), The store audit section will Pay the claim alter xerifying that
the value of stores originally issiad has*becn Tecovered. | I “he.€ase of refunds
‘authe-"sed under -pardgraphs 14, .nd 146 Eqofphtent Regulalions, (I):Part 1,
the contingent bill peed not be supported by copies of reccipted vouchers by the
Nos. and dates of the receipt voucher shoulll be cndorsed ihercon, The anicunt
ol custom dut, reglis ©on the stores returned is treated as revenye of the Derence

. £:ivices, £ S
g . t . Lp
> -~ 1 . e
VAT Fary Farsa . '
218. soneals e cnse of Military Farms, assicnments on treasy-jes
are made i ° GovaNecutve officers who make Payments by cheques drzwn
} against their o coaments and render cagh accounts to the audit officer of the area

in \\'h};l: the Farm is locared by the T0th of the following month.

“219. (i) The Cash accounts P.AF. (D.F.)-16 are required to be accompanied
by the followinz schedules and shauld be sent through the Director of Remount

Yeierinary and Farms,@lﬁ'{)}sy in cdse of Military Farmis located al@,&h
e e by Managers in charge ™= " . o y e P Svma

(a) Lisi (in duplicate)-of c}xcqﬁcs'drawn.Erom-t:casuriesjbanks on
P.AF.A-129, i Lm om :
(b)Y List of remillances to Bank/Treasuries supported with oririra;
I Rs. :
(e} Monihly Schadule of Cash vouchers paiLJ‘I’:\i'\UH-M.
W) Cashv balance report PAF(DF)-162,
() Statcimnent showing (he amounts paid to establishment ard
deductions made therefrom  on PATFA(DF)-39,
(F} List of cileques cancelled during the month on PAFA-133,
= (2) Staremen PAFA(DF)-45 showing figures required in consee.

tron with monthly cash account not included in any of the
above 3iupe FaLs;

Note —Farms slinited at oo distance from their neadquarters nanels
it Quetna ore, and Gl those whieh have to amaleamate the accounis of e
Genats and parent Fupps,, may sabmit their 2CCouNLs 50 as to reach the C.M.A%
Wiice not-lres—than the 15th ‘of"i?:u'r'u!!m\'ing month,

(ir) The cost of Ratway Warrants and Military Credit Notes ism‘:c_s“b\-
the Malitary Fins and paid 1o the Railways il be adjusted by the CMALZD
(M.R.C. Scctiop)-[ahore and (_'..\T.z\,f"Ei;fﬁ'.?k:Stan"(M “RIC! Scction)"Dacea
for POV, Railway aiid p.E. R;lilwuy;rcspcttivcl):" The amount paid on this
fccount and comniled will po intimated 1o the Military Dairy Farms by the res.
pective “NLR.C. Seztions in the Torm of Monthly Statement cnabling them to
w@le e dnto (heir Financial; Commercial Accounts. Y g

220, On receipt of these accounts the cash transactions paid out of the
Cash assignments will ba classified under different heads and suk keads of c]nssl_\fi-
cation in the Punching Nedia and the same will be forwarded to lhc@g

et e Section in the manner nreseribed in para 28 of Aprx. UI to Military Accour:
Cad 5 .
“ode (1950),

221, The Cash Book exhibits cash transactions and book adjustments
separately ; the entries therein will be made in the rollowing manner ;—

(2} Adl cash ransactions wiil be made in black ink against the head-

ing “Cash transactions” under the relevant columns of (he Cash
boot:.
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{h) Transactions with the civil departments, ‘in.respect ‘of which
debit will be raised against or credit passed on to that De-
partment through the exchange accounts, will also be shown
in black ink as cash transactions under the appropriate columns
of the cash book, the correspaading contra eredit or debit being
shown as a separate cntry under thic heading. “Transactions
with the Civil Departiments etc.™ en the receipt and charge sidés
of the Cash Book. These entries should be supported by vou-
chers in original and complete in every respect.

(©) All cost items, in respect of which neither cash payment nor
book adjustment through the exchange accounts is made on
account of supplies or services received from or rendered to the 2
Army, will be exhibited in the Cash Book in red ink under the ¢
relevant columns. The contra credit or debit will be shown
under the columns “*Government” on the receipts and charges
sides of the cash book.

(d) The figures appearing in the cash baok will be compiled under
the correct heads as-shown in the *Classification Hazd Book'.

() Only Cash transactions will be claseified in the abstrzct of re-
ceipts and charges.- Items wnder book transfer treated as cash,
for which debit has to be raised ragains% the Civil Departmient
as an original jtem, should be adjusted by transfer entrv. Credit
items of the above nature appearir2 in the Cash Acenunt will
be compiled through 1.D. S.,hc"u.e:. as and when received, o

(f) Payments made by Railway Claims .‘\"—-ction of C.NEAL &P,

Cahore and{C R LA, Dacca on account of Railway Warrant
and credit note charges, although included in the Casl: Account

for statistical purposes will not ke = iled in other controllers

offices.

i)

The following points will be observed ir: checking the cash aczount i—-

(28]
o
(2%}

'

(1) Check the cpening balances with the closing ba'inces of
- previous moulh
(2} Check the progressive totals
(3) Scc that the Fnhrcc of cash at the ead ef each mo "il as
in-the cash Book. is within k2 iz pre urltﬁ‘. the D
of Remouats, \’cterm:uy and !ar.ts oru \ b R\
>MN‘C"QF3) cés_ the the TTéase maV Beo Bl inis TR ey

223.. @) “Sale procceds of coupor:s of Military Farms are crodited initally
in Defence Services accounts to Head **Misc. Deposits™ which head is su
ly relicved by coatra credit to **Main Head 11 Manuf aclunng Establishm 'n
Sub Head ‘B Military Farms (i)"'—procceds from sale of dairy produce, on the

redemption of the relevant coupons.

. {i1) A “Misc. Deposit Register” will be maintained by *“Stares Scction”
to keep an account of the sale and redemption of coupons in sesnect of Military
Farms. Periodical reconciliation of figures wili be carried oui in ac:-rdance
with the procedure analogous to that e tad for the Sccurity Dzposits pide
paras 67 and 372 Military Account Code i

224.  In order to ellect these adjuﬂm:.u[s Military Farms will submit
monthly a coupen account showing the \'ﬂuc or Dairy produce sold during the
month, the valee of money refunded to the nused coupons r"urncd
by lllzl:m the value of coupens sold and thc ba!:mc- in kand at the end of the

mon .
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2258 The value of refurds mede for unised coOupers must be compiled

on froin seceipts from o sale ol coupons. Ret: s made for de-

posits received for bottles fent to custemers which are credited in the first instance
under *Miscellancous receipts” of the Cash, book, are charged off by the Manager
in hic Cash Book under column “Miscellahcous Stores™ when crapty botties are

reteried by customers. :

ctc.

cash

226.

becok.
97

Refunds for unused coupons arly are shown under column 68 “‘Re-
funds of coupons”. The term ‘deposit’ shown in this heading is intended for
refund of deposit meney received from non-official customess, clubs and hotels,
When such depesit monsy is received, it is'credited under column 17 of the

To

enable the audit section to certify the correctness of the value

of unredesmed coupons outstanding at the end of cach year, an annual 2ccount

of coupon will be called for from the Managers of-Military Farms and the clesing

bulance shown therein checked and agreed with that arrived at from the monikly

Coempilations.’ ‘
;

\/z‘-i." “The folle

to Military Farms are e
such by

»
|

-

the

(1)

\ ()

/
/

r’
{
|

229,

(3)
)
(5)
(6)
(7)
(3)

(9)
On

no o2l ao. i and subsidiary AedEE panv e
Ceived in Steres Secton duly audited and enderd 2
L.A.Q. conéerned. _

Trading Accourt (PAFIDF)-24).

Capital Account (PAT(DF)-26).

Balance Sheet -do-

Herd Statistics.

Fenewal Ressrve Fund Account (PAF(DF)-5&.

Reserve Fund Account (PAF(DF)-56).

Stat. ont showina sales of Dairy Produce (PAF(DF}-33).
Reconviliation tatemicn: of dairy produce soid with the amount
reabised  (PAF(DF)-73).

Procuce 2nd dipesal statanent of dairy produce (PAF(D 28

receipt of the-cheve mentioned Annual Accounts, the capital

wccount and Rencwal Peserve Fund account only wili be checked in the Conlrotier's
\ office in order to sce that the closina balance of Renewal Rescrve Fund Account

\is correci.

In case the balance is found to te incorrect, the renewal reserve fund acc.

oiler’s Oflice aftet getting the mistake rectificd by the Farm authorilics.

'}um should be returned to the L.A.O. concerned for resubmission to the Cen-
t

Security Deposits.

229A. The rates of Security Deposits for clerks and store-keepers employe
in Military Farms, Medical Stere Depats etc. and the manner in which they shouid
be lodged are laid down in Rule 263 F.R. Part I (1950) as inserted vide C.S. No.

78/1

Remount Depots.

" referred to in Rule 304 (b) Financial Regulati
163 Military Audit Code.

V/59.

230.

Executive Officers in charge of Remount Degois are also granted
assicnments on treasuries. Payments arc made by cheques drawn against such
assignments and monthiy cash accounts rendered to the audit office. The cash
accoun:s are required to be accompanied by the schedules and other documents

ons Part 1I; videalso paras 162 and
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231.  The monihly cash accounts are daz in the Cor
10tk of the month feliowing thai to which they bestain, - =
office, they should be clisified under the vanous hoads i suped o is o ciassiti-
cation, .

Hreier’s oflice on the

e g th

-232.'[' The general rules for the audit
to tiiese cash accounis. In cddisfon, the folk
od 1— ..
=5 purchase localiy by O.C. D.R.G. or
financial powers hove b 5 Anori-
sats; Vet and Farms

() That % rates for sto
Remount Depots under U
ed by the Dircctor of R

(2) That purchases of miscellancons stores ; ele. #hov
in valuc at a time, are suppoited by the spacticn of
of Remounts ; Vet. and Famms.

(3) That the rates for stores supplied by contract = sk have neen

sanctioned by the Director of Remounts Ve ¢ Farms, are

= verified with the rates noted in the regrsier of  sanctioned
tenders (P.A.F. 532).

(9 Tit in the case of amimals sold or destroyed e o af Diren.
tor of Remount Vet. Farms are obtained on rie 2usiiny okl

v

(3) That vouchers for stords purchased dirary

through the agency of contractors, the cast o . R
through the cash accounts are seat to 1.AQ.. et

verification with the returns of the Dipais, i

233. As soon as a charger is sold 1o an o zer. i oz
semount Depot, will forward the pavment isste voucher |
CALA. fn whose audit area the depot is bheated. The vou
in the Stare Audit Section and dealt within the nenser i fon
ing [nstructions.  If the officer is not'in the payment ol
fatter will intimate the particulars of the demand 10 the C.MUAL concernes Sor
effeciing rocovery. An acknowledgement of such iimaticns shotld  invariably

be obtained, ;

e

As s00a as a charger is issued on hire, an intination ta that z
sent by the Officer Commanding, Remaunt Depot the CALAL 1o
the depot s located. The CALA. wili, 0 recerpt of tils indimation. .- :
action to-recover the hire charges at the prescribed rate from the Ofitcer concern-
ed until receipt of information from the Officer Commanding, Remount Dzpet, to
the effect that the animal has been returned to the Depot. If the i
in the payiment of the local CALA. the Jatter will irtimaie the par:
demend o the CAMLAL concerned and obtain an acknowiedeement.

Armed Forces Medical Store Depot.

233A. The work in Stores Sec:ion in oo-
Medical Stores Depo! consists -7 -
(1) Receipt aod disposal of Pasr IV Trading  Accousts,
(2) Receipt and dispasal of Invoice: Packi
of Imported Stores.
(3) Receipts and disposat Stock Vereaiion dep
() Adjustmient of tranzaciione relatice 1o Steres is
ment. x

wnd lisposal 7 1D Schodules

e audii -



3338, To cnable the Controlicr to make necessary adjustments in respect
of i=sues to Civil Departmenis, Local Governments ¢lc., the L.A.O. will send to
him cvery montli COpics of th schedules with supportin_ +ouchers. The receipt-
ed copies of vouchers should accompaity the schedules sent to the Controller.
1 these copies have not been teccived by the LA.O. in time and conscquently
kave not been sent with the account, action sgould be taken to obtain them. On-
receipt of the Schedules with receipted copies of vouchers; the amounts shown
in the schedules should be checked with those jn the vouchers and transfer entries

made debiting the Department concerned.

In the case of issues to private bodies €-g- Mission Hospitals, Local Fund
Hospitals etc. cash recovery will be made. T.R. will be forwarded by the A.F.
\.S.D. through the L.A.O.to the C.M.A. who will adjust the samc in his accounts.

Rates. 4
r = - . -
334, Vocabulary or stock book ratcs ior tne various classes of Military
Stores are published, as specified below i—

Articles of A.S.C. Supply. (2) Articles purchased. in the United King-
dom or by the Director General Defence Purchases. -

Rates for free and paymient issucs are published annually by the Military
Finance Department in the stock Book Rate List of centrally purchased articles
of AS.C. Supply. J g

Articles Purchased Locally. (b) (1) Rates for free issues are published
annually- by Controllers of Military Accounts. The rates are calculaicd with re-
forepce to TUNIING contracts or if contracis do not exist, with reference 10 the
average of the latest purchase rates prevailing in the Area or Division 2s ths case
may be. Do addition to free issug rates will be made on account of departmental
charges. The rates onee fixed will not ordinarily be changed during the course
of the year. - ’

(i) Recovery rates for articles of A.S.C. Supply purchased locally are
waorked out annually for each station on the basis of the running contract rates
a5 scon as such rates are available and are published annually in Area or Division
Ordegs. The rates are revised in cases where there is a change in the running
contract rates and the revised rates are also notified in Arca/Div. Orders. The

_pavised-rates 1ake offect frem the Ist of the month following that in which they
are notified. ’ = L) - L ' ‘ '

In the case of articles which are reccived from contsactors at the supply

depots and not direct at the unit ration stands, the transportation charges from -~

the supply depots to ration s_land are also included ip these rates. = e

iii) Rates for issue of ice on payment from M.E.S. Ice Factory are”
published apnually in Army Instructions. - . T

() The free as well as the payment issue rates of bread, meat, fodder
ete. will be werked out as l2id dowtl in Section VI of SAL s 3

@) In order to obviate delay in promulgation of payment issue rates of
the locally purchascd A.S.C. articles, Military authorities are required to adopt
the following procedure —

(1) Assoonasa contract is sanctioned, a copy of the contract deed will
be forwarded to the C.M.A. concerned. This should reach_the ‘C.M.A.’s office
in the first week of June. ’ : ok .

. (2 Ifdueto unavoidable circumstances delay is anticipated in the con-
clusion of a-contract in respect of any articles, C.M.A. concerned will be informed
so that he does not withhold the publication of the rates of other arucles. The
contract deed will be forwarded to C.M.A..as soon,as cqnt;act‘is,conclud:d.

- P - . - . i A vad ERY 2 A AT '_.



(3) The C.MA. will :— :
(i) Notify the pay -ent issue rates of locally ~urchased articles, 10
Cs.A S.C. for wiich the contract deeds are icceived by him fo
publication in Div/L of C Sub Area Orders by the ead of the
outgoing financial year. a 3 :

(i) Piesc-meal rates may be notificd to Cs.A.S.C. as and when con-
tract decds for the rexpnining articles are received by him. .7

235.  The rules relating to valuation of stores and authorities responsible
for pricing the vouchers and loss statements are as laid down in Section V.S.AL
“336.  Shipping ,dséﬁ;ls[ﬁcking‘ AccourtsjComprehensive  Invoices/
Packing Lists for imported stores in respegt, of An_‘:ly/Consignmems arc centrally
received in the office gof the, C.MNLAT &Zmach) [rdnv the procurement agencies
abroad. The C.M.A.JKarachi will be responsible for keepingTecords of receipt
of the invoices/Packing Accounﬁand Lists and for taking proper action with-eni-
bassy/Mission for obtaining missing invoices, if any. He will also be responsible
for further distribution of-invoices relating to Army consignments amongst the
various Controlicrs concerned,

The following action will be taken on receipt of the invoices in the Cor-
trollers’ Office in whose audit jurisdiction the Consignee is located :— Lo

(i) _The invoices/Packing Accounts,;Packing Lisis will be examined
to see that all stores detailed thercin are for the Army Units/
Depots and pertain {o the accounts dealt with by them. If any

. " item pertains to any other wing of Defence Services namely Air

Force, Navy, Factory or Units/Formarions not loca in his
audit area, the Controller will at once send the invoices extracs
from them to the audit officer concerncd, showing the amount
\ of extracts, the proportion of freight etc. chargezble on the Stores.
(i) The calculations in the invoices/Packing accounts will bu checked

10 the extent of 102 of the items of the each invoice under the

orders of the Officer Incharge of the Scction. This percentez:

may be enhanced, if the number of crrors noticed s large,

Errors and discrepancies of greater value than one shilling in

cach invoice will be reported by the Controller to the procuse-

ment agencics abroad who will remove -the diserepancy-in the
invoices by forwarding amended inveiczs, the receipt of which
should be watched.

(iii) The receipt of the ‘Returnable Copy’ from the L.A.O. will be

e
1

watched through the registersfoutstanding lists and on reczipt

‘of the réturnable copy, the C.M.A. will :(—

(a) pair the same with riginal invoices (received by him
. from the C.M.A.J &arachy ; iy . :

(b) note on the invoices/Packing Accounts the corresponding
C.R.V.S. on which the stores have been brought to account
by the Consignee ; '

(¢) complete the invoice register ; ]

(d) forward the duplicate copy to th= Government representa-
tive abroad; and ) ;

(e) watch the final action on the discrepancies/deficiencies
noted on the Retuunable Copy through the Iavoice Regis-
ter: .. s gy B o T

s

e I et g -
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_,!i,gr,or.myom AND RETURNS DUE 40T FROM °

: STORE SECTION.

chased locally.

<
5i. No. Faoesdars of Reporis & Returns Td"whom"duc Date oa ﬁhicq xu'c.
= U RTRE T - L. - b — i ' ‘
FORTMIGHTEY
Progress sonner of OfS Invor o, G. 0. Ist & 15th of moath.
MONTHLY.
. Appesrzn.z of M.aus Figures, : A|E Section Sth " .
b} “Certificaic icg. opening and closiag b:l of Mily *H’ Section 3rd - .
Farm & Remount Depots.
3 Scheldis i of Mily. Farm and Remount Depots -do- -do-
4. ¥ M. CentifiCate -do- do-
QUARTILRLY
, tncoiue Tax Retyrn, LT. Commis:ioner 15th of each qua -
ter.
e Racont:y ais of ALS.CL Articics. Station H.Q. Ist of Jan. Apr, 'uly.
F ara O
% 2 the progre :5 made.in li 'ﬂ.na of M.A.G. et o Apr . oy,
roenes recened from the Embassy/NMission Oct. and ja
’ etz on account of Stages, supplied to, Pakistan .
by them.
S EARLY.
71 srances of hoavy and hurried expenditure to- - AJE Sectioa. 10th April.
wards the close of the year. X
2 Appropriation of Defence Lxpenditure. MALG. 15th Seotember
3. Stait: of Infructucus upmdnu'c i+ -do- - -do-
4. S:at: showing the tosses off Cash/Overpayment ~do- Is: 'Jul'y,
cte. wrnitten of by the CFA Exceeding Rs.
2,500/ in cach case.
s. Annual Audit Certiiicate on the cxpenditure of ‘G’ Section 15th Sep
Army & MES.
s, Froe Issue ratz of bread & AS.C, arlcles pus- <o- 2% Sep.

v oiat
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LIST OF REGISTERS MAINTAINED IN STORFE SECTION.

Sl1. No. Name of the Register.

Form on which

When submitted.

maintained.
i 1. Demand Register. P AFA-590 20th of each month to O.1/C &
GO. ’
"{ Register of Punching Media Manuscript. Ist of cach month to O.1,C
(Mistakes) s os sy QifartEr1w G.O,
i .
3.” Register of Infructuous Expen- -do- Ist of cach morth to 0.1/C & GO.
diture.
-

4 :

4. *Audit Progress Register. PAFA-473. 20th of each moenth te 0.1;C and
GO.

R \/ : . ” i )
= S. Rcgister of Ty. Sanctions. PAF (CMA)176(B). Sth ol month
- e Quarte
N 4 x ; )
= e 6. Register of sanctioned Tenders. Manuscript. 10th of month 1o O.1/C.
- quarterto G o,
7. Ex-Gratia Payment Register. -do- 25th of cach month to 0.1/C & GO
ol PAFA-525 Last date of cach morth to GINC

~

9. Guard File of payment I<sues.

10. chisxer‘pf Invoices Ex-U.S.A.
Y
11, -do- Ex-U. K.
1Z. Register of Categories 3 and 4.
13, Cash Assignmeat Register.
14, Non-rcourring charges Register.
15.

Misc. Deposit Register,

8. Cash Security Deposit Register.

PAF(CMA-615)

—Manuscript

-do-

-do-

PAFA-277.

PAFA-514.

PAFA-225.

& GO,

10th of each ms

15th -Jdo-
20th -do-
2%th -do-




L

° * » (R S e A 3
SL No.  Name of the Register. Form on which When Submitted.
® maint*ncd. ’
: —
16.  Register  for recording Spl. Manuscript. - Last day of the month.
iteins of work.
17, Appropriation Accts, Register. PAF(CMA)341 .7/ -do-
I8.  Register of coupen Afc Mily. Manuscript. 30th of each month.
Farms. s
19.  Register of objection staits: on- PAFA-473. -do-
cash Afc of Remount Depots.
/ .
20, Register of Avdir of Sanzrons. Maausesipts Last week of the month,
/
/- .
<21, Register of Approved and do- -do-
Black listed contractors.
/

Register of losscs.

income Tax Register.

PAF(CMA)!82.  10th of cach month.

PAF(CMA)IS3.  Sth of cach moath.

Coutrol over Def. Expenditure, . Manuscript.. Sth of each moath to O.1/C.

, Register. -

Register of Cancelled cheques.,

;

Register of Financial  Irregu-
larities.

Sth of each quarter to G.O.

-do- Last weck of the ecack month.
-do- 15th of cach moath,
¢
/7‘" L\ 4~ e
,7/-( . A ’ E4 /IA - 7
A LA S 1 A
(’;—" 5 7 = 1‘ = F ’\‘y’ - = ’a
& ; R ‘ g j 2 :
- " .
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»=+ "+ - ‘pROVIDENT FUND ACCOUNTS.

- 331.7 The general rules regarding the constitution of the fund, the condi-
“*tions of admission lherc;o,—ﬂ'_!qs ol subscription realization of subscription, accruz]
.of inferést, grant of.advances from the Fund, payments towards.Insurance prem:
and final withdrawal of accumulation in the Fund, are contained in G.P. Fund

Rules as amended from time to time.

332, The accounts of the G.P, Fund subscribers aré maintained by the
various offices as under:— 3

(i) * Civilians of Ordnance Factories and Directo-

? © - rate Exgluding those on AFH.Q.roster .. CO.FA. .
. (iiy Civilians of Air. Forcg excluding those .. . ... .
A N B QIO v e o v ALCARR CAEA
<1 (iil) - Civilians of the Navy excluding those on i
. A.F.H.Q.roster . e e ENAy e

(iv) - Al  other cligible civilians subscribers in-

cluding those of Military Accounts Depart-. .
nient and-those on’|A‘F.H.Q. rosler .. Fund Sectica C\
; ; C.MAS. Oillice. 2
. s B ot D o " h
© 333, Blank. © : e s b e
334. " On receipt of the application from the pay audit section {see pz2 ’
362) the documents will be generally scrutinised and ifin order, the individual wil
be formally admitted to the fund and alloticg ar account number. Th= applicz-_
tion"will b= entered in the Admission Register and serial No. in the register w.!
form the account number of the members. The name of the subscriber aci
Account No..allotted to him_are also noted in the Alphabetical Register and 2
persocal ledger card opened at the same time. The nominaticp form and tt=
contingent Notice of cancellation will be detached from the application 2nd kezt
in safe custody by the officer Incharge Fund Sectizn under lock and key 2ad w.]
oot be shown.to_any unauthorised petson..

—_—

) Thereafter one copy of the application indicating the following informz-
tion will be returned to the individual through pay audit section concernzd.

(a) The Account No. alloticd to him.

.(b) The rate of subscription as accepted for écc_ovcry_

(¢) The months paybill through which the first recovery is 1o ze
effected,

‘The pay audit sectionfoffice will ensure that recoveries are effected from the
paybills of the individuals concerned from the due date are compiled to the appra-
priate code head and schedules therefor arc forwarded to the Fund Section du's
agréed with the amount compiled.

335 Sums due to the fund on account of subscriptions do not bhecorms
time-barred. The accounts officers are empowered to effect recovery of ail sube-
cription due, however old, and however small they may be.

The Fund Section will continue to give notice when subscripiions or arreas .
are due but failure to give such a notice willnot be accepted as any wason for
waiving recovery of subscription. :

LYY336. On receipt of annual statements of change in rate of subscription
(see para 352) they will be gencrally scrutinized and the revised rale avigl in the
llcdger card in the column provided for the purpose, ‘



/4

Payment of Advances and their Recovery.

: 337.  Payments of ad\ nees for authorised purpo: s are made and recovery

aliccted by pay audit section concerned (see para 362). Intimation regarding

\ payment of advances from Fund Accounts are received in Fund Section on forms

i B.C. &:'Dr.I On receipt, these are gencrally scrutinized and noted in the remarks

o | column of Ledger Account over the signature of the Supdt : This is intended to

L imsurc‘th:lr‘nectfsr.ﬁ‘y'"'aé’ﬁus,’crc 1ts are received and posted in the card in due
-scourse and not: omitted for any reason, . ' -

Scrutiny of Schedules.

338. , The Accounts Section will colle

schedules from pay audit sections concerried and reconci
shown in the detailed compilation of vouchers recejved from Hollerith Sccticn

with these appearing in the Schedules. Thereafter it will Ppass the schedules to
Fund Section alongwith' certificate that the amount of schedules tallies with the
amount compiled in the accounts and that-if any schedules to be specified are
. missing these will be forwarded separately.  On receipt of the detailed compila-
tion of vouchers supporied by the recovery/payment schedules frem Accounts

section the Fund Section will exercise the following checks.

(i) That the amount has beep correctly compiled to ¥und Code

—--Head. T E e T a0

(:)  That sclhiedules have been received for total amounts shown
in the detailed compilation of .vcuchers and that the total of

each schedule is correct and corresponds to the amount shown
against that voucher in the detailed compilation.

(i) That the schedules have been prepared in the prescribed form
and are legible and complete in all .respects. -
en endorsed on each sheet of the

(iv) That the voucher Nos. have be
. recovery/pavment scheduie.

(v) That the rames and account Nos, have been correctly shown.
Thisis ascerrained with reference to the previous months schedu-
les with which the schedule under scruliny is ccmpared. In

the case of new comers, the name and account No. js verified

from the admission register and the rate ol subscription from
the admission form. :

(vi) That the audit certificate to the
ments to the subscribers have been made through paybill for

a'particular month and Afc Nos. have been correctly shown in
the schedules in the columns provided for the purpose, has been
.endorsed on the recoveryfpayment sckedules by the Pay Audit

Section concerned.

effect that recoveries from pay-

339.  All objections as a result of the above scruliny are concurrently taken
dowr in the objection statement (PAFA-565). All items in the schedules placed
under objection are prominently marked as ‘objected’ and initialled by the clerk
concerned, so that these are not posted. - Items found to be correct in scrutiny
are ticked ofl and each page of the schedule is endorsed ‘scrutinized’ by the clerk

PR, concerned under his initials, Thereafter, the schedules with the objection state-
: Ment are put up to the -Supdt. who test checks the items in the schedules. All
] y marked as ‘T.C.’_and initialled by the Supdt.

1tems test checked are prominenti s | ‘
All items placed under objection are completely chécked by the Supdt..-The.:
objection statement is then initialled by the Supdt. and relu,rni:d,_lo=gm;c]crk_

cerned and the schedules ‘are pgs‘iéi}f‘{p:;_;gogﬁing'ia.lhéf{;gggc&’“n;.z




o —— g o

TR
Lornne o Ao ff he  ggpin.e o f ST K v
“osting 1a the Ledger Caros. L. ;
340.. The scrutinized schedules are thea posted mechanically into the ledget
accounts card. The ledger cards are picked out from the Card cabins w the

same order in which they appear in the schedule and handed over alongwith the é-r
schedule to the Machinist.  As the:postings are made in the ledger cards these are

- also transcribed by carbon process on a separate sheet called the broad sheet,
" The broad sheet is a consolidated record of postings made 1n the Tedger cards and
is prepared to reconcile that the schedules have been correctly posted. Iterus

found to be incorrect by the -Picki g/posting clerk are not posted and are pro-
minently marked as such under theiNJnitials.

'

f

[

341, The Broad -Sheet ig checke (
-(i) that all items ‘marked in Schedules for posting have been posted. S

(i) that‘Account Nos. of subscribers and the amounts’ posted agree
7+ 7 -with the corresponding eatries in the G.P. Fund Schedulss.
"7 1 (i) that thé amounts posted have been totalled votcher-wise,
LN B;‘.'—Ifany posting mistake is detected, the relevant ledger card as well
as the Broad Shect is counted -manually. B -

(iv) that the total amount posted corresp
of schedules. i

~ B

uls to the total vaius \

342, Where machines are not provided, the schXud® aifer_scrutiny wil }

— be posted manually in the relevant Ledger Card. Afi. & Cuards have been !
posted, entries are made from the ledaer !

cards (not from thi Schedules) o 15 a

(i) C.M.A. Code No. and Section No, =" ‘
- (i) Voucher No. k

broad sheet with the following columns

(111) Fund'}\cco:mt_x\'o.
(iv) Amount.

The broad sheet is then compared with th
provided in para 341 above to see that all jteris have been corcectiy posizd o 1
. .relevant account and that the total on broad sheet tallies with. - - : \

e original schedulss in the manrer

343. . Onreceipt back of the schedules and the broad
roup fresh items of objections, if any, are incol
ment already prepared. The objection statement
put up to the officer in charge for approvdi.
form contained in Appendix *A’,
tion statement which shows :—

(i) Amount compiled. :
(i) Amount posted. ) i
(i) Amount placed under objcction.

The reconciliation  statement is prepared by the clerk, checked by ths
Supdt : and approved by the O.0Je, - .

_Simultaneously the amount placed under objection is taken down
objection Register (PAFA-473),

334,
in the Grou

sheets from tiie postirg
perated in the obiection s
alonawith the schedules s then

O t
A reconciliation statemnent in Lie \
1
|

is also attached to the office copy of the objec

in the \C"q‘-‘- %

) e &
After approval of the objection statement the scheduls

il : 25 are recerded
p concerned and the objéction statement: issued.
Issue of Variations. '

345.  Aflier posting the ledeer cards they will be carefully scrutinized 1o
find out any variations such as credit or debit not reczived or received short or in
excess and not fully cxplained in the schedules. Such cases are thereafter referred ‘
to the Pay Audit Scction for settl e ment,

—_——
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Closing of Annual Accounts, their Agreement and Despatch of Anpual
Accounts Sti‘2ments, . :

346. At the ..osc of a financial year, interest at the appropriate rate is
worked out, and credited to these accounts. The subscribers who do not desire
to receive interest send written request to that cffect. An endorsement is accord-

. ingly made on their ledger cards and interest is not credited to their accounts.

- The total amount of interest allowed to subscribers on their fund balances is de-
bited to the head ‘Interest on G.P. Fund’ and credited to G.P. Fund Head through
a transfer entry in the accounts for Junc (Final) June (Supplementary) or correc-
tion to June (Supply) as the case may be. - Thereafter, all the ledger cards are
¢losed by totallmg the various columns. This closing balance of a ycar is'shown
as the opening balance in the next financial year.

: 347. The totals of cach ledger card arc then transeribed. in the Annual
Broad Sheet Register and all columns are totalled separately. After agrecing the
total of each column with the total of amount compiled. The closing balances
will be compiled on the Afinual Accts. Statements {CCO-9) and forwarded to the -
subscribers concerned through their units;formations so that they may check the
correctness or otherwise of the figures shown thercin, . Acknowledgement of receipt
and of correctness of the amount shown therein is required.

. Settlement of Complaints. P e -

3483, The subscribers on receipt of Annuzl Accounts Statements bripg

o the notice of th Fund Section any crrors or omissions in the accounts within

,,‘.__.-5‘30 days of the receipt of the statement. The Fund Section will then take necessary

S action to rectify the errors or omissions. The scttlement of such complaints is

- 23 ™atchad through a complaint Register maintained in the Section for the purpose.
et it oealiababe ltnl Sl i : ¢ urpes)

Compilation of Ac_counls. = ) . e
349 Wc} WL,M P G R Poiad
- e _Aodsenbu ’“f“" elosng F Mrjw
Cji ; d’},ﬁ:wi f/&U"/»’v\% 5% accortn o, convatcel
by, Lo Aft Seckion 6 Do mng's Offee efrg
o} Hhsds fheear |

interest allowed to the subscribers, is prepared at the close of each financial year
by the Fund Section and forwarded to hiy Accounts Section for exhibiting i in
his accounts. The statement will be supported by a certificate to the effect that
the Annual Accounts have been forwarded to the subscribers concerned.

Cash Requirement Estimates under the Fund Head.
351, Original Cash requirement estimates and revised cash requiremént
estimates of Reccipt, Charge and interest are framed by Fund Séction
and submitted to Accounts Sectiorr of M.A.G’s Office for incorporation:in the
reports submitted by them to the D.F.A. (Budget). The figures for the original
estimates arc based on the average of receipts and charges compiled during the
last 3 years, and the figures for the revised estimates are based on the compiled
actuals for the last six months of the preceding and first six months of the current
wear.duly adjusted for known reasons. The- dates :for the. submission. of: these
.reporls are fixed every year by Accounts . Sectionityin.: cfiyleu b

iy
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Final Payment. %

352, Fund Deposits . -ome payable in_the circ  sstances
specified in Rulc@&@and"m ol the G.P. I'undL(D .5.) T Tees, 1946 ie; whena
subscriber :(—

(a) quils the service or L et R s

(b} proceeds on leave preparatory to retirement or

~ () is permitted to retire or is declared medically unfit for further
service while on leave or
(d) diss.
2. Incase of 1(a) (b) and (c) above the amount will be paid to the subs-

criber.

3. Incasel(d) abovc and in those cases where the subscriber dies before
receiving the payment, the amount will be pajd jo the family or the nominze in
accordance with the rules contained in RuleG a‘l'ﬁ;@ P. Fund{D.S T Rules[F16—
&ppx. ‘O" to the said Rules, and Section 4 of the Provident Fund Act, 1925

-

4. In case the nominee of a subscriber happens to be minor the amount .

will not be paid unless hefshe attains maturity or legal guardianship certif
from Civil Court of Law is produced by his/her guardian to receive pay: me=: on

hisfher behaki.- .The -head-of-the-office should therefore ensure that befors the - PO

C. Bill is sent to the Fund Scction the certificate is obtained and attached with
the bill. Small amounts in the Fund upto a limit of Rs. 1G0/- for cach miner
may be paid to the natural guardian, or in the absence of a natural guardiza to
the person considered fit by the head of the office 1o receive payment on their
behalf, provided an Indemnity Bond given in AL (1) 453/45 is executed by hir.
Such Bond should be obnmcd by the Head of the Office/O.C
wnh the C. Bl!l :

353. l\'lT!AL ACTIO\‘ ON THE PART OF THE HEAD OF THE
"2 - OFFICE WHERE TIHE SUBSCRIBER WAS LAST SERVING

~As soon as subscriber is dischargzd, retives, diss or procecds on leave pie-
paratory to retirement, the Unit/Formaticr [CMA in case of BMAD Perscaneld

should address to the Q—T\_Tﬁd""fhhﬁ‘?d“u.pmqum 2 the follc wing
information :(— L )'!."‘Pcthd
LA R T u/-\."’\-"-f'_\- .

9))] Name. of the Subscriber. : )

(2) Appomlmcnt held (where Gazetted or \Ton Gazeited).
(3) . G.P. Fund Account No

(4) Date of - dlscharge]n:memcmjprocecding on leave preparztory
to rcnr::mcm]dcalh

(5) “Last month’s paybill from which recmery of G.P. Fund Ace-
ount has been made.

A copy of the letter should be endorsed to the C.M.A. concerned with the
following-docunients :—

(i) A certificate in the following form from the sanctioning autrority
in regard to advance if any taken from the fund :(—

(a) 1In respect of a subscriber who was a Non-Gazetted Ofcer.
: “Certified that no advance from the— ——TFund was
granted to Mr.——————— and that he has not drawn

- any amount either for the payment of Insurante Premia
or for fmancmg a new Insurance Policy during the last 12

mon!hs prior:to the -date of his rcurcmem qmtung the
semoc[death except

5 - ) N D

cate .

. Unit and autzched

LS

Tpeg bl



(b) = respect of subscriber w; - held a Gazdticd Post™
“ertified that no temporary, advance ‘was granted: to and
drawn by Mr.— . : ——during the Jast 12 months-
prior to the date of his retirement, except death, quitting
the service and  advance of Rs.—————sanctioned to
him in the month of— " B

(c) The subscriber who held Gazetted appointment -should
also give the following certificate :— ’
“Certificd that I have not drawn any amount during the
period of 12 months prior to the date of my retirement
discharge/resignation for the payments of Premia of Life
“Insurance Policies or for the purchase of new policies except
the amount/amounts shown below during the months-noted
againsteach sz 7 PR, mer e o T AL

- T U 4

2 =
3

~ Note —The certificate at (i) {a) and. (b) above will be sipned by the au-
thority competent to sanction advances in ordinary circumstances. il

354, After Pay Audit Section has taken action as per para 362 the con-
“tingent bill for payment will be forwarded to Fund Section for arranging payment
" through the Head of the Officc;O.C. Unit in which the subscriber last served—

Head of the Ofiice/O.C. Unit who has a Pub[ic’Fund Account with a Bank and
the payee desires payment through him' must mention on the C. Bill, the name
of the Bank with which he maintains his Public Fund Account as under *—

“Chzque to be issued in favour of
(Name of the Bank)—

for credit to the Public Fund Account - —

(Name of the Officer/Unit). S [ ——
In casz there is no Public Fund Account and an open cheque is required,
t:.ould be stated so on the C. Bill and a risk certificate attached with the Bill,
(b) Throuzir Scheduled Bank in case of officers.
(c) By Postal Money Order at the expense of the payee (wriften
consent of the pavee should be attached with the Bill).

(1) Before final payvment is authorised it will be seen —
(a) that no advance drawn by a subscriber from his fund has
been omitted 1o be accounted for,?
(b) that his/her account has not been overcast?”
(c) that the interest has been correctly caleulated. -

L2
wn
wn

(ii) When a bill has been passed for payment it will be entered in
the final payment Register maintained in the Section in the pro-
forma given in Appendix ‘E' to avoid possibility of a double
charge being made.

If payment of the fund accumulation is not made within six months after J
they becoine payable under G.P. Fund Ruies the amount shall be transferred as
cdeposit at the end of the vear and treated uader the ordinary rules relating to
deposits.
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Miscellaneons.

356.  The Fund Dcposits of a subscriber are protected against arv altack-
ment or rebate or adjustment of overpayment of pay and allowances 1o 1he subs-
criber (Section 4 of the Provident Fund Act 1925 tefers).  Therefore the full amous:
standing to the credit of the subseriber should be naid to hini or to his heirfheirs
or nomince/nominees. In cases in which the payee is willing to repay the amoun:
due to Goxgrnment, ‘the repayment should be treated as a Second transactior.
(A.L. '(I) 470/45 refers).

Deputationists. ¥

357..  As soon as the fact of a subscriber to a fund going on deputation
to some civil department comes to be known his pame, designition, Accoun:
No. particular department to which he has been deputed, civilaccounts officer res-
ponsible for payment of his pay and allowances and also the date of his transfer
will be noted in a register called the Deputationists Kegister. The deputhiionisis
continue to subscribe at the usual rate and their fund accounts continue to be
maintained in Fund Scction.  Credits on account of subscriptianrefund o7 wisk-
drawalfinterest on withdrawals and debits for withdrawal are passed on by the
berrowing departmernits to the Fund Scction for adjustment in their account.
The accounts officers responsibte’ fof paymenl of their pay and allowanc-s are
promptly reminded to afford the necessary credits where they are wantinz.  As
constant flow of credits{debits from the berrawing Depariment is not zinays
possible, interest to such subscriberé is allowed at the close of the financial year
as if credits/debits were regularly received.

s —— e L Eame= =

358.  Fund deductions from subscriber on leavs or deputaticn cte. in the
U.K. and paid by the High Commissioner for PRIGI4 %A LJ.K. will be cFectad
by htm and passed on to the M.A.G. giving full particulars in- regard to the name
and fund account No. of the’ subscriber amount and month of fund centribution.

359.  Payment of advances from the fund to finance their insurance poli-
cies og to meet expenditure for the bonafide purposes are paid 1o the subscrhers
under normal rules by the borrowing departments direct and-gn intimztion to that
effect is. given to the Fund Scciion. ==

* In speciat circumstances payments arc also arranged by the Fund Section.

—-- - -360.  Policies ‘financed from the Fund ja respect of deputationists are
kept in safe custody by the O.1/c. Fund Secticn afier ilizse have beer entered in
the"Stotk Policy Register (Form G.P. Fund 6). The policies are reassigned in
f'avuurof-thc.sub'scribcrfthcir nominees in the event of their quitting service/d=ath,
Intimation to that effect is given to the company concerned and the polici<. are
handed over to the subscribers or to. their. hominees as the case mav be. The
policies may also be reassigned in favour of the subscribers, if they repay to the
fund the total amount withheld/withdrawn by them from their G.P. Fund to
finance their insurance policies plus the amount of interest thereon as prescnibed
in Rule 22 (d) G.P. Fund Rules.

361, The percentage of checks to be carried out by clerks, Supdt. and the
O.Ifc. in respect of various items of work dealt within Fund Section is laid down
_in Appendix ‘B’ - - .

362 The Pay Audit Section will :

. : (1) ‘Deal ﬁr;al!-y'wir.'h-all applications for new admission ie., exa-
i mine the title of the applicant to join the Fund, see that the
Declaration Form is complete and correct in all_respects and

. check that the rate of subscription js correct, ~ -
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(i) :faintain a list of accoun. number of subscriberssv iihin the
audit areas and ensure that the correct numbgr has bccn quoted
on payment/recovery schedule.
. . (1) Verify the correctness of the amount of rccov:ry]pa;mcnt shoum
; on_recovery/payment-schedule with that appearmg in pay bill.
Gv) Vcnfy the correctness of all changes mad subscubcts mlhclr
rate of subscription in Junc every_year, and communicate sych
~hange to Fund Section through Form ‘A’ by the lSlh July each
year.
W) Djspose of, finally, all claims for tcmpomry advances from the
Fund, intimating the Fund Section (2} the amount paid, (b) the
. rate of monthly recovery and (c) the amount of interest’ duc,
through Form , 'B'.: B4l w PN
No.re .-vClalms for temporary advantes from ﬂ?t F-und v.:ll Be suppor:ed
by the subscriber’s anniial acéotifits - pertaining to the year
immediately preceding thé ;one in"which 4he‘advance is* :!.pplied
‘for,'sd that the C.M:A.> may be satisfied thatthic ambunt
applled for, is at the crédit of the' subscriber.

(vi) Watch the recovery of the amounl ‘advanced, and the interest

- accrued thereon, through the Demand Rbglstcr ‘and forward
to the Fund Section a Statement (In Form “C’) by the 7th of cach
month, showing particulars of ail cases in which final recovery
of the advance was made in the preceding month,

(vii) Dispose of finally, all claims for payment of Insurancc Premia
out of credit balances, intimating the Fund Section the amourts,
paid, through .Form D,
(viii) Examine and keep in safe cuslody Insurancc Policies assngrcd
/ by subscribers to the President in consideration of the payment
referred to above, trans&.rrmg them to l}lc controller conurncd
when the policy holder is transferred.
(ix) Receive, and pass on lo the Fund Section all claims forthe audnt
and final payment of subscriber’s claim for their credit balance
- in the Fund. Tt should b& §eén that these claimy are accorm-
panied by a statement containing the following particulars :—
(1) Temporary withdrawals, il any outstanding in the Control-
ler's Demand Register,
(i) - when the lasi payment was made on account of Insurance
Premia and \-.I'u.lhcr it was monthly, quarterly,orhalf'ycar]y
and
(iit) the last month’s ‘schedule in which con:nbuuon was madc
by the subscriber.
Note .—Care should be taken to ensure that no temporary advance from
the G.P. Fund is paid to ‘subscribers after their claims for the final payment ol
their credit balances have been passed on to the Fund Section. 2
(x) examine the list of objections received monthly from Fund Section
and taks action to make the necessary readjustments in the acc-
- t"' N cunts. . L ?
- 363, t of rezisters to be maintained in Fund Section of the C’C’\T‘E’
? LRa\\alpm sven in Annexure ‘A’ ta this Chapter.  TFlv Leaf Instructions will
be pasted at thie oepinning of cach register and the regist ars posted strictly in
accordance therewith.

364 to 375, Blank,
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376.  The general rules regarding D.5.0.P. Fund are contained in D.S.0.P.
Fund Rules as amended from time to time.

The procedure relating to G.P. Fund as faid down in Section I will also

mutatis mutandis apply in the case of D.S.O.P. Fund. Sofar as paras 335, 346,
350, 351, 352 and 356 to 358 are concerned.

377.  The responsibility relating to D.5.0.P. Fund Account is distributed
‘x'.\w:cn Fund Section and Pay Audit Section as under :— :

\ A. The pay Audit Scction is responsible for i—
/ (i) Correct recovery of subscription and its intimation to Fund
Section.
\ (i) to pass on the annual account statements received from

Fund Section to the subscribers duly verified.

\)/éi) to prepare deduction statements in respect of fund recoverics
“and forward the same to- Fund Section after cieck
with the compiled actuals. 7

~(iv) To scrutinise carefully all the relevant orders, gazette notifif
cations etc. and intimate 2!l casualties affecting Fund to

' the Fund Section for necessary action.

\  B. The Fund Section i$ responsible for :—
51\ (i) admission to the Fund.
(i) payment of advances from the Fund and recovery thereof
with interest. g
(i) recciving recovery/payment schedules and posting them in
ledger accounts.
(iv) closing the accounts anauzlly und issuing annua! staterment
of accounts. =
\’(\-')- final payment of credit bilances on receipl of necesiary
i < information from the Pay Audit Section concerned.

378 The subscription to the Fund is comaulsory for all officess inclucing
non-regular officers and is recoverable at the rztes laid down in P.A.O. 477/30
aad Aancxurs 10 P.AQ. 762158,

e Annexurs 10 r.A. 707

The D.S.0.P. Fund Accounts jq rispect of Army, N and Air Feree

Officers are maintained by CMA(O). Rawalpindi, CNAKATachi and(DTAAR

Z+eMfauripuy respectively and all matters relating to subscriptions, payment of
advances, refunds and final payments etc. are finally dealt with by them.

379.  As soon as the name of the officer appears in the Gazclte, the prss-
cribed application and nomination will be sent to them for completion. -
The officer will submit the forms to the Fund Section duly completed to-
gether with the following particulars.

(i) Nature of Commission whether regular temporary and cate
of gazette notificaticn publishing the same.

(i) Present substantive rank and date of relevant gazette notifca-
tion.

(SR Movanscatl - B abc MVaee §acciicst =mancabon _Mase_ A Lo abha Na..
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The Fund Scction will scrutinise the application form and, if found in
dor owill adout b apphlicant o the Fune nd make suitable entri. . of the
rhicable rate with relaied particulass in tive ledger,

Each subscriber wiil be allotted a D.S.0.P. Fund Account number from

2ciai register maintained for the purpose. An‘index to it is maintained .in
Gzbetical order. The allotted account number is required to be quoted in all
ure correspondence and documents connected with the Fund.

Afier am applicant has been admitted 1o the Fund, he is informed through
Pay Accounts Sccticn concerned accordingly alongwith - the following addi-
_aal particulars,

S
(i) The account No. allotted to him which should be shown in all
future correspondence.

(i) The rate of subscription recoverable.
(iii) The date of admission to the Fund.

3»0.  The alteration in the rates of subscription is permissible in the pay
oertaining to the last month of the financial year of on promotion to subs-
tive rank.  The applications for change of the rate of subscription are received
m the subscribers by Fund Section and dealt with there. The Pay Accounts
cer is subsequently informed of the change effected, and the revised rate noted
the ledger card in the celumn provided.
Subscription shall continue to be paid by officers during furlough or leave
fall rates.
28T One copy of nomination form is filed in personz! case file of the
2r and the other recorded serially according to Fund Account No. in a Guard
When for any reasons referred to in para 9 of the D.S.O.P. Fund Rules
rravieus nomination form is formally eancelled by a subseriber, a fresh nomina-
» ferm should be ebtamed and recorded in the Guard File in substitution of the

<

forn:.
tement of Fund Deductions.

0o,

>y audit section/Accounts Officer concerned after check with compiled actuals
duly completed in every respect viz., showing name of subscribers, fund
sunt No., month of deduction and amount -of subscription. The monthly
ements of fund deductions will be received by the Broad Sheet Clerk and will
*ntered in the register of statements of Fund Deductions after they have been
=ked by the Broad Sheet Clerk and the word *“‘checked™ written under his ini-
i on the last page of egch statement. The Supdt. will then attach to them a
ulazion slip noting on the letter the period for which each ledger-Keeper may
in rhes statements taking into consideration working day only. Each iedger
~er will write against each credit item the word “‘posted” under his dated jni-
When all credits have been posted therefrom in the personal ledgers, the
sments will be made over by the last ledger keener dealing with them to the

._‘J'.‘SE'.*.‘;?: Clerk.

wncous Crediis Register.

383 Erroneous credits appcaring in the Fund Dcduction Statements
<ted during the process of posting are entered by thé posting clerks in a state-
- L 'L Lanadad ae-le o cwmnSebas ) P LB

P L e e

382, The monthly Fund Deduction Statements (1’:.;\.17-139) will be render-"
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“'Pérs. =\ Ledgers.

384.  The Fund Account of subscribers will be mainiiined ol ATM-73
numbered serally according o their Fund Account Nes, and bound in re-
gisters of nut more than 260 forms,  All Fund transactrons will be recorded therein
neatly and carefully by the ledger kecper on the proper folio aliotted to each
subscriber.  Each folio will indicate prominently the rank, full name of the subs-
criber, his Fund Account and Pay Account Nos. Unit or Arm of Scrvice, and
personal case file No  The date of admission and rate of subseripiion and any
subsequent change thercto, will be entered neatly in the remarks column In ink,
Remarks of temporary nature should be written in pencil on slip which should
be attaclied to the ledger and removed when no longer required. FErasuies and
overwritings are strictly prohibited.

. Errors involving correction should be corrected very. neatly and atgested
“by the ledger keeper. Ledger keepers are not authorised to amend any postings
of balancesetc. after the annual accounts are closed and statements sent
to the subscribers.

Posting the Ledgers. i 20

385, Ledger-keepers are held personally responsibie for puncrual comple.
tion and accurucy of their ledger postings.  The recoveries will be posted in the
pzrsonal ledger from the monthly statement of fund deduction acamst the month
in which the @mount is credited® T the recovery inciudes amounts whics should
have been rec vered i a previous month eor inciudes other arrears a note should
be made in the ledger explaining the fact. The designation in brief of the account
officer from whom the statement was recejved will be noted against cach recovery
at the time it is posted in the ledeer.

The following rules will also be abserved in dealing with the ;
accounts,

(i) - It will be scen that the amount paid by each su
with the amourt due from him in the mont;
the @mount due from an officer is not_paid er ¥

—oruverpaid, intimatien should at once be sent 1o himand Sectiven:
Accounts oflicer cencerned,

(i) A note will ke made in pencil in the personzi ledger of the monthy's
. pay from which the reccipts are premised and it will be removed
when the credit has duly appeared in Fund Deduction Statement.

(i)) The ledger accounts will be scrutinized after the postings £
month is completed. Missing credits of discrepancics .
noticed are taken up with the Section/Accounts Officers concern-
ed and final settlement thercof watched through the rezister of
\) P 2 Erroncous Credits. .

.

-~

Annual Statement of Accoun_ts.

386. The Fund Accounts of each subscribers will be balanced cach vear
on the close of the financial vears compiiation. A stateraent of annual_account

(PAFA-136) on the prescribed form will be sent to cach subscriber through his Pay
/ Accounts Officer, by the sccond week of December each year. It will be ensurad

that as far as possible all credite farFia vinn e and 7o oot

s
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-i» who do not desire 1= draw I

Sreald b oallewed to o7
.o aterest will not be crediied in the

Lidertaxing to that ¢

ireae Sheets.

387.  The monthly postivig: of Fund subscription and withdrawals ef all
uhseribers wiil be extracted at she end of each menth to ATM-76 (Broad Sheet)
-nd its intal will be reconcilad wiin the amount actually cempiled undsr the
3.5 O.P +-und Head by the Section concerncd during that menth.- For this per-
S0 yrralzoh? Section will furnish monthly o the Controller cencerned a
rinted coiy of the manthly con:nilztion shosing the amon uts conipiled by _diffe-
TT MTiary Accounts (fhees in ’g!iiila_r}_aq‘t_i;_c__ﬂy}g_@gg_]_]ga_d;

o AR EAN e A

8. All Miliary Accounis Offices in Bakistan- will also ensure that all
“ansacilons rc]ntirtm g the Fund ;i;{rp;n‘_stqggd c;‘gp%qu‘l;v the C.M. I’_‘__ sV
i _[D.C.:‘“t\-FJn,_ fanripur/CNAL, Karachi whithSvere, adjusted by them
using the vear in their hooks are transferred on 1D, Schedule through the ex-

e it for 1ura Prefiminary to the respeciive Controller for firal adjustment
Ar. ciansaciions which are omitied by Controllers from June Pre-
minary accouiit: Al e compeunicated by a separaie schedule,

“ompilation of Aceorals

389,  The Military ‘coount Officers tragsfer yearly all the credits and de-
itsrelatingio D S.OF Fund to the Fund Section through their exchange accounts.
yp receips of the LD Sehedules the sare arz entered in a register  (PAF(CMA)-
41) mmaintzined for this purpase. Fhe reg:ster is divided into the following parts
adl sach LT Sehedniess nnted in 1he relevant part according to nature of transac-
vins passad oot
Pecernt Cavil Exchange Accounts
by Paymant ivil Exehange Accoinis,

() Receipt Mifitary Exchange Acccunts.
(4) Paymen Military Exchonge Accounts: -

(¢) Transfer Entries.
350.  The subscriptions recosersd by the Civil Accounts Officer are passed
»n by them through their exchange accoants. The I.D. Schedules, together with
H are roeeived from the Accounts S:g;;&g.’ After check and

cgop

aupputing oudaat v :
.ntry :n the LT, et dle repister the vouchers-are. pa to ledger posting
sroup for pesting. iy,

rpsurance Policies.
Y Puviment ovoards an insurance policy may =2t the option of 2

i, (@
subscriber be substituted for 1> whole or part of the subscriptions to the fund.
dinens are detailed in rule 8 of DSOP Fund Rules. If a subs-

The various ccn
sriber CXercises -

ch un optios he is required to assign the policy in favour of the
President in the o, [rS ide 1in Schedule (11I) ¢f D.S.0.P. Fund Rules and deliver
it to the Accoun's Officer. The Insurance Policyds entercd in a Register kept
fer :his purpose. Al P. li: 2. should be kept under lock and key.

(b Any amennt s¢indiug to the eredit of a subscriber in the fund may be
. - e weemmmmtn bavmeds an Incnrance -Policy or

oy
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Advancas,

3R, Advances consisting of a sum ol whoie rupees and ordinar. . not
exceet'ing three menths pay subject to a maximum of 0% of accumulation : 2y be
drawe from the sum standing to the credit of an othicer in the fund subject ' sanc-
tion @ the same by the compeient authority and ceaditions laid dewe in ;ara 7
of D%.0.P. Fund Rules and P.AO. 704/58.

An advance for tonstruction of a house may al:o be drawn fremthe D.S.OP,
Fund Credit at the discretion of the competent adrance sanctioning Auiiority
upto the limit and under the conditions laid down in para 7-A D.S.O.P. Fund
Rules as inserted by AL 233j31. The advance 1n any case will be paid by
Fund Scction and an iatimation to that 2Mect will be forwarded to the Pav Auvd:
Section concerned.

.

Final Withdrawal of Accumulations in the Fund.

393. () When a subscriber quits the service, the suimn stunding at hs
credit in the fund shall become kis property and shall be paic 1o him by the Acc.
ounts Officer on receipt of an applicaticn stating firm Jdate of release retime
etc. Before the amount of an officer’s credic is final's paid, lis acoount sLall
credited with interest upto the end of the mounth preceding tnat in which pavine.s
is made, or upto-the end of sixth montbs after the end of the month in which he
quitted the service or died, which ever is earlier.

(i) In case the scitlement of an accuunt of the subscriber carnot bs
dealt with immediately due to some flaws noticed in the zccount, an :aterim
payment upto the 30th Juee of the year priur to the subscriber’s retiring 2ts, i

made and noted in the ledger. After the account is properly completed t. 2 final
payment is made and noted in the ledzer.

Budget Estimates.

394.  Cash requirement estimates i respect o recurpt and vharus undes
heads 22-Interest on debt and other Oblizations anc O Unfunded Deozts are
prepared in accordance with paras 386 and 387 M litary Accoust Coco: an
submitted to M.A.G. by the undzrmentioned daies for opwird tamsmiion te
the Ministcy of Finance (Military).

1. Preliminary Report for a current .. 25t October each vear.
year. - = '

2. Preliminary Revised Estimate for .. 25th Decomber each yoer,
a current year.

3.  Budget Forecast for the next year.

4.  Revised Estimate for the current 25:h D2ccmber each yee-.
year.

o Budget Estimate for the next year .. 23:a Jauuary each year.

395. A list of registers to be maintained in .5

- in Anncxure ‘B’ to this Chapter. Fly Leafl Instru
beginaing of cach register and the registers poried st

.0.P. Fund Section 12 given
ons will be pazted at rthe

tly i sciordance tharewith,

396 to 400. Blank.




ANNEXURE ‘A’

"(REFERRED TO IN 'PARA"163). -

OF PECULIAR REG[STERS

MAINTAINED IN G, P, FUND SEC%ION

Nusam of Reguiter,

»

Admrssmn Register,

SuspenseAccount Register.

ra

I Final Payment Register.
i, Monzy Order Register.
(' cputationist Register
' Complaint Register.

Alphabetical Reaister,

Objection Register.

Stock Policy Register,

Form in which maintained.

Manuscnpt ’
(Form given in Appx. <)

Manuscnpt
(Form given in Appx E)

Manuseript,

PAFZ—2067.

Manuscript,
(Form given in Appx. F)

Manuscript. .
(Form given in Appx. D)

Manuscript.

Manusecript,
(Form given in Appx, G)

G P.“FT 6
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ANNEXURE ‘B’

(REFERRED TO IN PARKA 393).

.“ . \\./"‘.: l'z,l’_\“_ l
W

O
v

LIST OF REGISTERS MAINTAINED IN D.S. O. P. FUND SECTION

SL

5 3
No.. Name of Register.

1. | Casualties Register D.S.O.P. Fund.

Register of F.D. Statement/DSOPF.

2,

3. | Erroneous Cr;dits‘Register‘

4. | Broad Sheet D.S.O.P. Fund.

5. | I. D. Schedule Register.

6. | Register of Mortgage Bonds. v’

7. | T. E. Register.

3. i{egislcr of Insurance Poli;ics.

9. | Alphabetical and ﬁumerical Index Register.
10. | Fund Ledgers 2

Form in which mainta:ned.

Manuscript.

PAFA—432.

PAFA—SS9. - ‘

ATM=76,

PAF (CMA)—241.

PAFA-—30S.

Manuscript.

ATM-—75.

NManuscapt: -

. P.F-

=

. T -
\ \ DA
\\Q.\'\___/‘(e\‘//

N *':"!Tf“.‘;"‘__,/” .

-
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Re onciliation statement in respect cf (CMA)

88
APPENDIX <A’
(Refcm:dA to in Para 343).

—— __ fer (month)

Particulars,

N
|
|

T
|
|
|
|
|

Amsunt compiled

Amount of schedules received

Amount of wanting schedules

Amount to be posted

Amount actually posted

Amount placed under obj:ction -—

(1) Amountof N.T. Cards (

(1) Amount cf NYA items (____items)

(1) Amount of iters bearing wrong G. P.
Fund A'c No. (v o

1

;lcm)

l';ms)

ST s N

Receipt Chargy
side. sids.
Rs. Ps. Rs. Ps.




o
@K

..1&:.n
E'H »J pay23y> o501y
Uvyl Jayjo sjunod
=dy Y1 jo judd 1ad 4

.:::Ouu/\ u_j vuo—u OLZ
Uwoﬂt :dr: uu_:O m“nn:u

. ..:_czcca sjuno
Tu2d Jad 21 Aq quad jod sy -2y jo mc_no—u Puw 3s2u9u] jo uoneiny|
. 1 1
oy !
e -33(qo 1apun paavd
SWa e pue %01 Jud)y aad uap 1$3[NPAYIQ jo Aunna:
I
ol)&le) .:aam:m 1010
‘R10m jO w09
‘PPstazaxn 0q 07 X260 jo ¢ Suiunaze g |
(19¢ eaed ut 03 wot&omv
«q, XIONZJdY '
-~ ;
. . *
‘ Vi . ,



L

.:_._ _:.LCW.A:_,I

Jo

uu:n::::_.:z:.

Ju e

|

Uorvun oy

L]
g...;::

P . :_T:; "

|
e
|
‘

UEMERUTHITN (] pun ., RN




<291

c»
i \
!
= X Al 44 9 " S ¥ € z
‘a3 ivuloq ._r.>..‘.::_.._.h :W?H_U, “oww N~ oN
i
CUILSIDIY INIVTINOD
. 1
2 .- S @ Xtpusddy - . . -



®
l . |
; , |
:
., i
— 1
R
bl
¥ £l ol 1 01 e 8 8 L 9 ' 9 ad f 4
) ' ‘opeur som
.koveo .Zansw ..—Ou::—< .::::%:L pied ..u::::_/‘ “1paId e L1aA000. yongm TOAR | "uojuu ‘ON
30 [v1qiuT jo Jjo JO YuOo|"qunow y| [uio “1R0103u | qunowyiy8nony; [1qAud EY -31s9Qq N oy
witug | peniug o aeeT " vip

|

SIDISIEONT MDA P T rpUr LY U stnia



P

CeNavuidyg

L1

‘qunp

01

il

cl

LN

‘dy

faviIy

‘qQog

‘unp

00

01

h -
L AN

300

*3dag

‘Any

0 g ¥ € g
*aj0 uony| pdeq oON
*Ainp -duosqny| % uolg “ouI YN ETAY
30 vguy [-vuBeQ

*1035189Y] uorjeinda(q ut m:EEo_U

f. X1aNIddV

_




94

0 H 1
|
) ,
_ !
S —_— SR S
T T v NG
o3
vy Yaiym RkaIPpy CIVL N oag | ygegg
zu:o:: Yo og, LI ELA | IRFRY VIO
ON ¥, pu .
— o[V ¥ Yiuoyg .

SIPLEIN uondaton i ST



L)

UONVUICE 30 qiup

|

eqriosqnw jo vuiuN

) r

3 1
.
5 A
(9) (%) (r):
. Grooe
Iy :.._._.—tam.__i Uo umwap
. ) JO v pustaagg £ud 0 wuyr
( 6l

T
i

o:i. 104 m:_m?a O3 Wwouy poulejidose se co:n:‘.uﬂ_:w jo oyva wi omcn:u mc:aE:E Jojt

.WHZDO.ooa«_QZDnH INZAIAOYJ TVHINID w

!



- -

i

o1

wasudw 12d
QAMIPYIIM
Jo puniaz
.—3 U—Ivh

GounApu oy
uo onp %wadut
Jojunowry

|

Paouwarn
sunou

14 - € G
M:a ‘010
sdiop ‘ddy ‘20Q1IosqQne Jo euw
‘doqq Auvyg " X

.QE:_ 943 woij 01a SIDULADE §O 1usurkred Juryeumur Jojg ::o,mv

‘SINNODOV (AONNYT INTMANY Y muwrmrrn



: |
2 c ]
- i
i
!
)
.
|
i
S~
(=]
Pl ~
_
s e PRI L -
8 ot 4 9 L i - 1 o gy m  af
. | i gy i s
“bazoopn ‘uQ1y00g 43 03 Pugf | Ieqrorqnsg : 010 21
‘SHIVWOYY 41240002 [vuy yolym svwinul Lqewdrao 5 'O\ Yubio "Wy sd100 ddy | soquasgns
. i uorqudwoo v;yquolg Duajoz jo o3y | 30 TUNTuIag ‘mdaq qur

(anng 'd "D WOHJ IONVAQY J0 LNIWTVLSNI LSV'T 40 AYUAODEY HNILVIWILNI ¥ 04 )

\



MR PRLTITTRY

U ptay
Junouy

~

‘0N apol)

_

r [N o
‘010 010 ’
wlron ddy ‘doqrioqne Jo ouuN
‘ded Juuyf

|

‘WAIKNAYd 3ONVENSNI 40 INHWAVJ H0S TV MV dUHLIM INA0DOV aNNd ‘d'D




~~——Sorting ana Classitication Group,

-L',.-.'. ' 7..',- ) 71 .T"I T -r'- ..-.ER "‘, :
MILITARY RAILWAY CLAIMS SECTION,
401. UThe Military Railway Claims section’is responsible for audit, classifi-

cation-and adjustment of transactions pertaining to the mov
despatch of Military Stores by rail. " %MMW
@it by C.MUA., Lahore and, thos¢ pertaiding to LER. by CMA. Dacca)y
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406. (1) Railway bills supported by utilised warrants and M.C. Notes
are received in this group and are entered in the Railway Bill Register (PAFA-
110) ; turther disposal of the bills is watched through this Register. The serial
numbe; of the Bill in the bill Register is recorded on the front page of the bill con-
cerned _{his number is treated as the voucher number for compilation purposes.
Bills rzelvad upto 20th of a2 meonth are shown as receipts of that menth in the
Bill Register.  Biils received after 20th are considered as receipt for subsequent

month.

(it) The vouchers attached to a Railway bill arc examined to see that their’

sum total agrees with the consolidated amount shown in the bill. Discrepancies
if any,-are promptly referred to Railway authorities for furnishing the missing
veuchers or giving assent to re-debit the excessive charge.

(ii1) The vouchers are then sorted out and arranged in separate binders
containing bills of Rs. 25 and above and those of lesser amounts, These volumes
arc thereafter page numbered and total number of vourchers noted at the outer
sheet of each bundle. The vouchers are then haaded over to classifiers for classifi-

st
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-2rg25 shown on the vouchers. These will be checked if neccssary with reference
" . Classification Hand i ok;of Defence Services.  he classification cede
smiber will be noted against cach item in the bill. Where no details are available
1 the vouchers, they should be called for from the issuing officer and the items
‘ovisionally classified against the head to Which it is prima facie adjustable.

(ii) Besides the classification code No. certain units and formations are
louted unit code No. which will be indicated when adjusting items in respect
“these units and formations. ; g

(iii) Charges which are debitable to other departments etc., will be so

aced against each item in the bill and it will be seen that the relevant warrant

- credit note is attached thereto in support. Charges which are debitable to
her Controllers will be similarly dealt with,

(iv) Charges appearing in Railway warrants and credit. notes, which are
st payable by the M.R.C. Section and also unvouched debits will be re-debited
rainst the Railway concerned through Accounts ‘Group%oca!). Youchers
‘rtzining to Civil Departments will be removed from the bunch of.vouchers
-cived from the railways, at the time of classification, collected together and
wssedd on 1o the Civil Department concerned through Accounts Section (Local)
ongwith civil exchange accounts.

(v) Tt should be verified-that no original debits are raised in respeci of.
suchers which relate to a period more than three years old fiom the date of pre- .
atation of vouchers at the starting station.

(vi) The classification of all items upto Rs. 5,000/- will be checked and
ialled by the Supdt., and that of all items exceeding Rs. 5,000/ by the offcer-
-charge.

~408.  Ordinarily the bills should not be retained for more than scven days
the classification group. After classification etc., the bills will be passed on
Acceunts, Compilation and Claims Group, and the warrants and credit notes
rtainitg to the bills, simultaneously passed on to the audit group for audit.
fore passing on the bills to the Accounts, Compitation and Claims Group, it
ould be ensured that :— )

(2) all the items in a bill have been classified. ——

(b) a P.M. has been prepared in quadruplicate and first threc copies
hrereof; have been attached to the bill for further action by

Accounts, -Compilation andiClaims Group ‘as in para 410 (b)
below, o e B L
(c) relevant entries in the Bill Register have been completed. .
409.  Besides regular bills adjustment bills such as bills for under charges-
. also received in this section. Such bills.are linked with the original transac-
n and then classified. :

counts, Compilation and Claims Group.

‘

410. The functions of this “group are i— ’ _

(a) to.. classify and adjust bills for. commission charges, Military
Telegrams despatched over Railway Telegraph lines, haulage,.
- under charges etc., (as explaired in paras 411 to 414 below);,
(b) to despatch the original'and duplicate ‘copies of the P.M. (receiv-
ed.from classification group vide para 408 (b) above) to Hollerith



lUl

(¢) to.prepare punching media for L.D. tran:actions, transferentricé
and other adju-iment claims;

(¢) to pay of cash claims on account of unused or partly used Rail-
way warrants,  equivalent cost of warrants not utilised cte.

(e) 1o receive indents of forms from units and to forward these to

; Stationery Depot for compliance: i

e

411.  Bills fo_r commission charges.—Bills for commission charges are re-

ccived from the Railways indicating scparately the total number of warrants and

credit notes exchanged during the month. Commission js payable at the rate

of Rs. 15/- per hundred vouchers.

The number of warrant/eredit notes utilised as given in the bill is checked
with reference to the data available jn Railway bill Register maintained in Sorting
and 'Classification group. The bills in respect of the number verified is accepted
and a P.M. prepared for the amount.

412.  Telegrem Bills.—Railway Telegraph ©ffices accept telegrams of
Military formations without cash payment.  Bills for such charges are submitted
by the Railwavs to M.R.C. Section. - The amount claimad is admirt=d on the
basis of certificate endersed on the bills by the Raiiway.  Besides the zctual cost
of telegrams, Railway administration charges an extra amount of Rs. 3/- per
hundred telegrams as commission,

413.  Bills for Haula e,—These bills are submitted by the railway ad-
niiristration supported by the sanction issued by G.H.Q.  Th=se bills are avdited
with reference to the total milcage covered by the emoty rolling stock as sanc-
tioned by G.H.Q. and billed for by the railway., Pirching Medium is then pre-
pared for the amount admitted jn audit,

~ 414, Under Charges}Over Chorges—The entire amount for which debit
is raised by the railway is accepted in the first instance as laid down in para i77
Military Account Code and I8(3)(i} M.T.R. claims of Railwavs against the Defence
Services for under charges and claims of the Defence Services against Railways
for overcharges are recognised and admiued if they are preferred within the time
limit laid dewn in para 415, :

Note .—The terms overcharges and undercharges mean wvercharges and
undercharses of railway freight and fares only. They refer to shortages and exces-
ses in items included in a bill which has already been rendered. Tiie omission
of an item in a bill is not an undercharge nor is the crroncous inclusion of an item
an overcharge.

1415. A time-limit of six months has been laid down as the period within
which the Defence Services may claim refund of overcharges from the Railway
authorities’and the latter may claim recovery of undercharges from the Defence
services. The six months’ limit reckons from the date on which the billlis received
in C.M.A’s office to the date on which the objection (if any) on the bil] is received
by the Railway Audit office. Intimation of final disallowances must therefore
be despatched at the latest from M.R.C. Section so as to reach :he Railway
Audit office within six months of the original date of receipt of the bill in
C.M.A's. office.

416.  The fact of any item of oyercharge on a warrant or credit note having
been included in an objection statement merely with the remarks “‘under
reference to the.issuing officer” does not constitute a valid objection, and unless
a specific ebjection with full details is made within the prescribed period of six

months, it will be held as time barred. Consequently. as far “ac nrarticakla -
Aac_a. _1_" Ll .. -
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: watrants 2 nd credit notes affected, wi” e entered atthe end of 1"+ objec-
tatement. 1 iwc reference to the issuing officer, and the outstanding objec-
itatement 3gainst the Railway, will be submitied to the officer incharge at
tme time and will'issue on the samc date. All references to the issuing
's should be marked “Urgent™. 1If a reply is not received within 10 days, a
der should be sent, and if no reply is received after a second reminder, the
r should be reported.to the higher authority, . As soon as a reply s
ed from the issuing officer, if a definite objection has to be raised against
ailway, a supplementary objection will at once be issued ; if, however, po
T action is necessary, a note will be made in the primary objection statement
: effect that no objection need issue, quoting the No. and date of the reply
ed from the officer issuing the warrant or credit note. .

17.  Similarly a claim preferred by the Railway in conneclion .with an
charge will not be considered as valid unless it-is substantiated within the
ibed time limit of six months with full details as to how it has been arrived
aims not so preferred within the time limit' should be ‘rejected as time
l. . N

Iﬁ to 420. Blank.

4
4

" Cash Claims —All claime for equivalent cost of Railway warran:s
ary credit Notes on accasions when théy could not be issued, or if issued
not be used due to certain reasonable causes, are dealt with in this group.
claims are prepared on PAFA-113 and are submitted duly signedreceipted
individual concerned and countersigned by the controlling authority and
ted by movement orders and other relevant certificate.

On receipt of the claim they are entered in Register of travelling charges
\-513) tarough which their further disposal is watched,

In addition to the general rules for the audit of cash charges it should further

mi—

(1) that the move by rail has actually been made and is authorised
by Passage or other Regulations or orders -

(2) that cash expenditure was_actually incurred by the claimant ia
recoupment of which the claim for the equivalent cost of warrant.
has becn submitted, and that the amount claimed is not mors
than what has actuzlly Secn incurred ;

(3) that in the case of freizht on baggage a certificate of the actual
quantity conveyed and the amount of. expenditure incurred is
furnished.

[n case the claim is passed in audit, expenditure will be duly classified and
ng Medium and cheque slips prepared separately for each bill and the code
wrked on the bili so passed. The bill and the cheque slips are forwarded
P. Sheet to “Disbursement Section” for issue of cheque and return of the
M.R.C. Section through the Accounts Section. In the case of the pay-

due to Militury Personnel, the amounts are authorised to QTU/CNTK(O)) Vo iy

ditin the TR.L. As concerned. i+ V., .I.\.v_.‘ e b B

te ,A?\-’o. L T prepared, if the payment is authorised by issue of pay- . 3! :

ithority.

on Unused or Partly used Railway Warrants.
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Used/partially used soldier tickets are deposited by the individual with the

station master, concerned win or before the date of ce..mencement of the journc:

' within the date of availability of the warrant as thic cass may be and a receipt is
obtained therefrom. The above receipt is forwarded to M.R.C. Section which

forms the basis of claim for refund lodged against the Railways. The responsibili-

ty to watch the refund claims 10 their finality rests with this group. In cuscs

where refunds are repudiated by the Railway Administration necessary action

regarding their recovery/writ=: off is taken under thz normz! rules. )

Detailed instructions segarding refunds of qnusv:.d;panially used soldier
tickets are contained in para 19(5) (i) Military Tariff Ne. L.

423" In the case of Military Credit Notes issued in conncction with the
payment of Demurrage Chaiges it will be seen that :—
(1) the following certificates from the Station Transport officer
are attached :(—

" (a) “Demurrage payable is less than the cost cf hired transpert
rsquired to move Uic stores coacerned,”

(b) “No Government transy{ort was avaiable.” .

(2) the Military Credit Note is signedfcountersigned by the Com-
petent Financial Authority. )

424, All indents for Railway warrants. M.C. Notes etc. are placed with
the Army Stationery stores through M.R-C. Section.  On receipi of these indents,
they are recorded in the inden: Register maintaingd for the purpose on ali 15-

- tan basis. Before these indents are passed on to the Army Stationzry Sto: s
will be scen that i—
" (a) the indenting officer is authorized te issue warrants and cradit
notes vide appendix ‘A’ to Passage Regulztions.
(b) the Demand is_rcasorable.

.

In order to kecp the postings in the Indent Rezister to date, the C.ALA,

Iahore and Dacca will forward each other an extract of the Indent Register show-

ing particulars of the entries pertaining 10 the Supply of Railway warranis and

M.C. Note Books by the Sty : Depots and particulars of entrics of bringing

: these forms, into use during the previous month.  The receiving Corntroller will
—-- . post these extracts into the [ndent Register maintained by him.

"Audit Group.

“425.. - On receipt of the vouchers from the Classification group, they will
be taken up for audit immediately in the order of receipt. The audit of railway
warrants and credit-notes will be conducted in the following two aspecis concur-

rently 1— i
(i) against the issuing officers to see that the expenditure TEETE
is a bonafide Government charge zuthorised by Regulatior
(ii)  against the railway to see that no overcharge has been made
against the Defence Services.
\/ The audit is conducted with reference.to provisions of Passage Regula-

Ii_oni. Military Tarill, Railway Tariff, Movement Instructions, Services Instruc-
tnon_s;'orcjcrs, Warrantsfcredit notes etc. of the value of Rs. 25 and over cach are
audited in full. Those for lesser amount will not be audited.
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of su:*. charges will be carefully *>llowed. and in addition i should further be
seen, : e et B .

(1) that warrants wrongly issued foi' unauthorised persons or quantity of ~
baggage etc., are duly objected to and their cost - recovered at public tariff rates
ind the difference between Military Tarilf and Public Tarff credited to Railway
concerned; v 2k i

Note .—Cases of unauthorised issue of Warrants should be specially brought
o netice of the higher Executive authorities .ith a view to disciplinary action
being taken if it is found that the issuing officer is abusing his powers.

(2)  that the cost of warrantsissued in connection with Annual Training,
vhich are chargeable to the Training grant, is duly recovered;

(3) thatall the columns of the warrant are correctly filled in and the certi-
cate at the foot of the Warrant duly signed;

(4) in case of credit notes'issued to cover freight for stores purchased
rom ths contractors, it should invariably be ascertained whether the{reight is to

¢ borne by the Government or by the contractors. I the latter the issue of such
redit notes should be challenged;

(5)" “the charges for special trains for high officials of the Military de-
artment when traveliing on duty by railway will be checked with reference to
1c special rates given in Appendix “A” of the Military Traffic Rules;

In the casc of reserved carriages used by high officials of Government it
r1ould be ascertained whether they are specially constructed for such officiale
nd i7-5 the concessional rates given in Appendix A(ii) ibid for these carriages
1621 e admitted in audit; -

Whenever a carriage belonging to the Railway stock is used by any of
ic hi" officials, full tarifT rates claimed by the Railway will be admitted;

(6) bills” on account of haulage charges for saloons usad by
ommandec-in-Chicf which are debitable against the tour grant will
: paid for in_casii to the Railway by their Staff Officer and will, after payment,
: forwarded to MRC section for audit. On receipt they should be audited
ithout any delay and returnced to the Staff Officers concerned. Any objec-
yn on account of over-charges should be raised against the Railway concern-
' and their adjustrment watched through the Objection Registers in the
‘dinary course. The stafT officer concernsd will be informed accerdingly;

’

(7) in regard to claims for empty haulage charges for saloons used by
uring officers, the certificate signed by the Traffic Manager or Traffic Super-
tendent of the railway in support of such charges will be provisionally - admit.
4 in audit without the same being countersigned by the militacy officer con-
rned.  Such charges will then be referred to the officers, or 1o the Branches
Headquarters to which the touring officers belong, for scrutiny and accep-
1z, and on reczipt of their concurrence, the claims will be admitted finally
:n,'di(_ * B T

427. (i) Though the officer who sanctions the issue of a Warrant or credit
te is personally responsible that his action is authorised by the rules vide para
>.R. (P), the facts mentioned on-the Warrant cr credit note, and thie authority

>ted, should ncvertheless be verified cccastonally by reference to the issuing
cer. Doubtful ciacee chnnld ha neamicacela o Tr o - S R
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573 (i 1€ & waredui .« creditmote has ot begg-signid by the'issuing-afficer
ot colyrn 4 of the warrant’ has not been coq:pie_!qd;pg the’ individuals concera-
ed the voucher should, ncvertheless, be checked on the infoimation available

and over charges, if any, should be noted i the objeétion statementas under : —

e : (a), Returned being 'uqsig"‘néd,_ but ‘please riote that from the de-

tails available a’ sum of Rs........ has been overcharged, .as
' per particulars below, which is disallowed. ' &

(b) Returned for completion of column 4 of the warrant, please
note that from the ‘details available a. sum of Rs... Gl

2w has
been” overcharged; as ‘per 'par’licul.‘}rs_ below, wh'_chfis disallowed.

Tk
v 428. (i) The audit should be completed within one month of the date
of receipt of each bill and a separaie objection statement” will’h& jssued on each
bill.  As soon as the audit of cach bill is completed the objection slatement wil|
be subimitted for the approval of the Officer Incharge of the Section and the date
of completion of augdit will: be noted in the Bill payment Register and initialled
‘by " auditor’ ard’‘Supeiintendent concerned. . . S
(i) Vouchers which have been audited and passed will be duly stamped
“Passed™ and initialled by the auditor corcerned, and those on which objection
has brea- taken, Will B¢ cnfaced “Obiccted 10™.  The vouchers-which are not
marked for audit will be stamped - *“*Cancelled”, - ‘

{iii) In the case of vouchers on which objections. have been raised, 'a red
.ink pote will be made against the relevant iicms in the bill “O.R.” or “O.I".
“signilying an objection against the Railway or issuing officer concerned. Such
vouchers” will be detached from the bundle and recorded on the relevant file
dealing with. the objection. =

(iv) Obijection pertaining to particular unit or formation or Ra'lway in
respeet of vouchers forming part of a sipnic bill may be taken under one obj:ction
-statzment.  The code of PM/RIy. bill 2 0., should be marked on the objection
statement. .

(¥) The ohjections on warrants and credit notes will be eaterad §a a
"Register (PAEA-$79) throuzh which their further disposal will be waiched. Sepa-
rate objection Rezister will be maintained to record objection against issuing
_officer and agains Railway. The entrizs in the Register on account of the “in-
ount objecied to in audit will be attested by the Superintendent, An abstract
~of all outstanding objections will be prepared and attached with cach register,
Aicfore the submission of the Register to the Q.ifc for inspection these should be
completzd uptodate and initialied by the Superintendent concerned.  Otblections
remainin g outstanding for over six months will be transferred to the special ob-
Jestion reaister and cleared from the current Register. '

((vi) When the objection is settled, an entry to this effect will b2 macs
© 2gainst it in the Objection Register and the item cleared therefrom.  Int'mancon
- is sent to the pariy concerned and the Accounts Group (Local) informed 1o carry

out book adjustment, where necessary, ) : Lo

429, (i)  Recoverizs from issuing officer which are usuallvy for irregular/
unauthorised and wrong issue of warrants and M.C. Notes are required 15 b2 made
in cash.  Treasury Reczipis for the amount should be called for and after action
as below handed over to Accounts Group for adjustment. )

(i) The UnitfFormation forwardine a Trazenen B0 .
¥ P E -
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ouid be sent to the Unrit/Formatio. orwarding Treasery Rec. nts etc, and the
<ond copy should be endorsed to the L.A.O. in whose audit arca the Unitf
srmation 1s located. Such memos should wnvariably be issued over the signa-
re of a section officer and bear the stamp ‘ol the office of issue.

(ii) The. L..A.O should compare the Jetter of acknowledgment produced
. the exccutive authorities with the copy theteof received by him direct from the
;uing authority, to ensure the genuineness of the one produced by the Unit.

At the time of Review of Units/Formatiors, the Local Audit Officer skould
epare a list of all the Treasury Receipts and acknowledgmer:s of th+ C.MA.
r the period covercd by his audit and forward the same to the C.M.A concerned
variably under regislcrcd}conﬁdcn:iai cover for verification. Confirmation
* verification from the C.M.A. should be watched by the L.A.O.

430, Blank.

431. Five percent of the audited vouchers will be reviewed by the Su-
-rintendent and one percent by the Officer Incharge. Sclection of five percent
7 audited vouchers to be reviewed by the Superintendent and one perestt by

1e Gazetted Officer will be made by the Officer Incharge and the G.OJCAMA.
spectivelys oo o

After auq_i)&gnd review 59 of the vouchers will be scheduled to the consig-
or'sfl }SWS[;A "deounts Officer for pairing with counterfoils and their acknow-
:dgments watched. In seclecting these vouchers discretion will be exercised
, sort out vouchers in Tespect of as many Units/Formatiens as possible.

432, Al c:f.scs_o!' fraudulent use of warsants and credit notes detected in
he course of audit will be reported to the Div/Sub Area Commander, and their
isposal wiil be watched through a special register maintained for the purpose,

It sho_uld be secen that prdmpL aclion is taken by the administrative au-
horities 10 investigate the case and deal with the individual responsibie for the
ass, and that extra expenditure incurced thereby is regularised without delay.

The cases will be reported to the M.A.G. through the reporton General
tate of accounts. Y A e, .

433. The counterfoils of Railway warrants and credit notes are cxamingd,
by the L.A.Os. and the responsibility for the settlement of observations/objections:

raised by them as 2 gesult of this examination rests with them. They can, how#¥
ever, call for the advice of C.M.A. (M.R.C. Section),(L.ahore Canf{}Dacca, wher

pecessary. ! _T' '''''
“434 & 435. Blank. '
436, A list _of_Registcr maintained in the Railway Seciion together with
dates of their submission 10 the Officer In-charge is given in Annexure “C" to this
Chaprer. ' ’

437 to 500. Blank.
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Annexure ‘A’

List of Registers.

Railway Bill Register.
Indent Register.

Railway Objection Register.
Issuing Officer Objection Register. 5/9
Register of travelling charges (PAFA 515).

I. D. Schedule Register,
T. E. Register.

Demand Register.

Register of Objections waived and irrecoverable amounts written
off by the PMAD Officers and other C.F.A's.

1% Regicter of Financial Irregularities. - b
' | 3

N

¥ o Bk e

1i. Review Regi.ster. ,
Register of Temporary Sanctions.
15, Fraud Register. -

14 Register of Special Features.

A¥2,  Note :—Itshould be ensured that all the reg” tors contain fly l=af instructions
Guly approved by the M.A.G. .
3N
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Para in OId

"O.M Part 1.

New Para

“~“Remarks.

SRS
586
587
588
589
550
390-A.
590-B
591
592
593
394
595
596
597
593
599

600
601
601-A.
602
603
604
605
606
607
608
609
610
611
612
613
614
615
616
617
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629
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632
633

£2A4

181

182
189
190
191
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195
196

197.
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169
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201

202
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184
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188
203
204

204-A.

205
206
207
208
209
210

215

216
217
218
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220

221
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19

Parp

223
224

9K

*

Authy. MAG (1) decision No. 134 bearing Ne.
5317/AT/DJ2845 datcd 4-2-193¢. _
New Para MAG(P) No.AT/Pro/IIT Gt. 28-11-1936.

3

Blank.
New Para. Para 28 Appx. 1T M.A/c Cede.

Not operative.

" New Para_Rule 206 F.R.Pt. 1.

-do-

Delcted Wde 7S No. 271952,
New Para. MAG No.AT/S/1618/32 dt. 14-3-199.
Deleted vide CS MNo.29/1933.

Deleted vide CS No.151/34

.d(\.
MAG No.AT/SP/273-11 dated 6-6-195%.
Omitted. Not operative.

Omiited. No more eperaiive.

*Their inclusion is not considered necessary,
These are already omitted in the Procedure Code.
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2 228
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10 679 — Para 679 delcted vide C.S. 162/24. Paras 671
and 78 omitted.’
7632 — Deleted vide C.S. No. 163/34.
10 687 -- No more operative.
235
A. 235
236
236
AL - Drleted vide C.S. No.43/1934.
B. —_

-do-  No.266/1941.
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