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PREFAC,E

T

This l\{anual Contains ordcrs and instructions for th€ uoit Accountants
of thc Garison Engineer's Offices in the conduct of their work'

In Pursuance ofour general policv, the book has been 
^revised 

to effect the

"f'rin"t'tioonttt about b-v the Liheraiion of Bangladesh' Opportunity has also

tein'taten td incorporati irr this edition. all amindments issucd since its last

r""ii"t-ir 1941 andother chanses nccessitated by the introduction of revised

;;J;; ofcomDiftion offinenciil accounts sincc Septembsr, 1942 suspension

oi'Gi".A sldck Accounts" and the promulgation of new work procedure in
27th September, 1982.

The Finance Controller (Works) rvill be rcsponsible to bring to tllc notice
of tf,JConiiofter General Defence Finlnce cases in which orders and instruc-
tioni itio"A hireafter have not been incorporated in this Manual within six

months of their issue.

This Manual shoutd bc read with and considered as supplemcntary to the
rrlifitaii 

-Audit 
and Account Codes and other publications of the Defencc

rinance dJartment. the Reculations forthelvl.E.S. and other orders of the
coi-inrneni olihe pioples Ripublic of Bangladesh and the Controller General
Defence Finance.

A Concordancc of M.E.S. Accountarts Monual, 1941 and of Ihis edition
is given as Appendix "C".

Dated, Dhaka.

February 1986.

FAZIUL HAQUE

Controllcr Gencral Defencc Finanee



CH,qPTTR 1_GENERAL.

SECTION I_PERSONNEL

Defence Finrnce Department E6tsblishmeot

I. A Unit Accountant with the necessary numbcr of auditors/Junior audi-
tors wilibJiacrrid to tn. om"" of everv Garrision Engineer. He will conform
ii it" oio*iiiti"n of thc Garrisorr Engineer's oflice in the matter of hours

"i "tt."Oi,ii-" 
in,t holidays, subject to tlie proviso lhat thc number of.weekly

*o.[ino ilou* will in nir 
- 

case 
"be 

less thin those observed by the Finance
Controiler's OfHce.

2. Onlv exoerienced and intelligent nrcn will bc posted to the Accounts
Section ofitre darrison Engineer's -Office. Ordinarily no one will be postcd as

Unii- lccuntaut uuless he ias prcviously worked either a!- Unit Accountsnt
of i C-. n .. Ofrce, or as Assista-nt to one or on M. E. S. Local Audit or 'E Sec.

of F. C. (Works) Officc.

M. E. S. Staff

3. The Unit Accountaflt of a Garrison Engineer's Office will superrise

ttrc-wort-of iirtain lvi. E. S' Clerks who wilt btattached to his section for the

i"k rrrn"" ofauties connected with Cash Book, Stock Registers and Budgct'
fu-;-;i;;it mav beeither full or part'time clerks as the Garrison Engineer may
consider dcsirable.

r1. Anv lrt. E. S. clerks attached to the Accounts Section will for the pur-
nose of co'nduct anct discipline be under the orders ofthe G. E. The Unit Acco'
Iniori *iti report to tbe^ G. E. rvhenever he is dissatisfied with the work or
conduct of thc clerks.

5. Defence Financc Department staff are not attached to the offices of Sub'
Divlsional Ofllcer even when they hold imprests. Payments made by the imp'
rest holdiug Sub-Divisional Officeis will be post audited by tbe G. E.'s Unit
Accountant.

6. The auditor/Junior auditor attached to alr Assistant Garrison Engineer
will 

'be 
undir the Gneral supervision of the Unit Accountant attached to the

G"i.iion fnAneer's Ofrce. Iir cases where the Assistant Garrisoo Engincer's
c-trarri is noiso teavy as to justify the posting of an Auditor/Junior Auditor to
ruJ 8mo,lt 

" 
.".e pioceduie wili be o'bserve-d for auditing paymcnts from the

imprest as in the casc of S. D.Os.

?. Accountants and auditors ofthe Defence Finance Department emplo'
ved inthe G. E.'s. Account section will be under the orders of the Finance Con'
irottei of tt 

" 
command or district in which they are serving for conduct, discip'

line, leave or pay,

8. If at any time the G. E. has reason to be dissatisfied with the work or
conduct of anv' Accountant or auditor under his orders, he may report the
mitter to the Finance Controller through the Local Audit Omcer giving the full
iaits ofthe case to enable the latter to 6ke such actioD as may be trecessary in the
Eattcr.



2

Con6dentirl Reports

9. Confidential Reports on thc Garrison Engioeer's Unit Accountatnt
and Defence Financc Department staffs attached to his office will bo written
by the Local Audii Officer who will take into consideration any recommenda-
ti,ons or complaints ou the work or conduct ofthe individuals made by the
Garrison Engineer under whom they may be serving which have been accepted
by the Finance Controller (Works) as desening or valid'

Leave rnil Absence

'10. 
Subiect to the restrictions laid do'lvn in Article 308. C. S.-R. casual leavc

of abscnce- may be allowed by tbe U. A. M. E. S. up to a limit of 20 days in a
calendar Year, but not more than l0 days in a half Year aDd 3 days at a titre.
The leave may bc prefixed or amxed to recognised bolidays or Fridays with
the permission of tlie U. A. sanctioning the lsave, but any holidays or Fridays
coming between the days of leave will count as leave. It cannot, however, be
combined with the joining time availed of by an individual on transfer. Casual
leave for more tha; 3 da--ys but not exceeding l0 days at a time will be granted
by the C. M. E. S./G, E. /l{. E. O. to whose office the Ac4ounts S€ction is atta-
cied subject to thb abor;e conditions.

NOTE l. Cr L. for more than l0 days at a time duriug a calendar Year
will require thc sanctior of the F. C. (Works).

NOTE 2. Leave to men summoued to attend Courts of Justice as witnesses
or jurors will not be taken into account in calculating the period of casual leave
admissibie.

t2,

13.

NOTE 3. Casual Leave sranted under article 309 of the C .S. R, is also
not taken into account in arriviig at the maximum amount of leave admissiblo'

I I . In case of privilege leave, the leave application of an . 
Accountatrt or

Auditor witl be submittei to the Finance Controller (Works) through the
Loc'al Audit Officer. As the leave reserve of Accountaots and Auditors attac'
hed to Garrison Engineer's Office is generally attached to thc staffofthe Local
Audit Omcer of the-area, the latter will invariably endorse his recommendations
on the application atrd, in the event ofthe leave being recommended, will state
what arriigements he proposes to make to carry on the work of the absertee,
The applicint will not b'e p6rmitted to depart on leave, except in csses of emer-
gency'ivhen the permissioir may be accorded by the local Audit Ofrcer, until
ihe leave is granied by the Finance Controller (Works).

NOTE :-Privilege Leave of the members of the D. F. D. serving in.ChiJta'
gong 

-Iiitl 
Tracts -shall Commence and-.t€rminate 

-respectively 
on the date

Ieaving and arriring at L. A. 0, (Army) ChittaSong Cantt.

14.
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SECTION II_MISCELLANEOUS

Pay antl Allorvances

15. The pay and allowances of the Defence Finance Department personncl
are drawn through the establishment pay bills of Finance Controller (Works)
and remitted to the Garison Engineer for disbursement. Tte Garrison Engineer
will disburse the pay on an acquittance roll and forward the acquittance roll
signed and stamped, where necessary by the payees to the Finance Controller
(Worts).

16. All claims maile by Unit Accountants and Auditots will be submittcd
by the Garrison Engineer to the Finance Controller (Works). On no account
will any payment be hade to a Unit Accountant or his auditor for which a chequc
or other authority for payment has not been received from the Finance Controller
(Works).

Representotions anil Appeals

17. Representations or appeals from the personnel of the Defence Finance
Department attached to M.E.S. Offices will be forwarded by the Garrison
Engineer or the C.M.E.S. as the case may be, tbrough thc Local Audit Officer
ofthe area to the Finance Controller (Works) for disposal.

Books of Regulatiom, Codes, etc.

18. This Manual, Military Audit and Accounts Codcs and other Depart-
mental publications olthe l)efence Finance Department and books of Regulations,
etc, on charge of the Accounts Section should be properly maintained and kept
up-to-date. The Unit Accountant is responsible for their safe custody and
making them over to his successor when leaving the Garrison Engiuerr's
Office on leave or transfer etc.

Supply of Statlonety

19. Articlcs ofstationery required for the Accounts Section will be obtained
on quarte y basis through the Garrison Engineer or the C.M.E.S. as the case
may be, on separate indents submitted to the O.C. Stationery Depot io acror-
dance with the procedure laid down in S.P.A.O. 12/63.

Supply of forms

20. Indents for annual requirements of Bangladesh Army Forms (except
"W'' series forms which will be arranged for by the M,E.S. Ofrcsr concerned)
will be submitted in accordance with the procedure laid down in P.A.O. 116/48.

Servlce labele

21. The entire expenditure in respect ofservice labels used in connectiotr with
the despatch ofcorrespondence etc. relating to the Accounts Section will be borne
by M.E.S. Estimates.

Bearing chalges on covers, i suftcieutly stamped, rec€ived by Unit Accountants
will also be bome by the M.ES.
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Corresponilercc

22. NO Defencc Finance Department typists will be attached to the Accounts
Section, the typing work being done by tlie Garrison Engineer's. ti'pistj' -fhe

receipt ind dii atih work periaining to the Accounts Section,-will also be done
by the correspondence branch of the Garrison Engineer's Olfice,

Infedor servetrts

23. Ordinarily the Finauce Controller (Works) will not post to the Garrison
Engineer's .\ccounts Section inferior establishment such as peons, eto. and the
Gairison Engineer wil.l arrange for peons work through his own establishmeut.

Fuel atrd hot reather Establishment

24. Expendihrre on fuel during winter or on punkha coolies during summer
for the usc bf the Defence Finance Dr'partrneut peisonnel will be a charge against
Head 8 M.E.S. and rvill be sanctioned by the M.E.S. Officer concerned.

SECTION IU-DUTIES

25. The functions of the Defence Finance Department Unit Accountarts
sttached to Engineer Oftces are three fold :-

(i) As Accountant i.e. maintaining certain accounts in accordance with
the prescribed rules and from the data furnished to hjm.

(ii) As primary auditor i.e. applying prelininary checks to the iuitial
accounts and vouchers etc,

(ili) As financial assistant l.e. generally assising and advising tho Garrison- ' 
Engineer in all mstters reEting td accounis and budget estimates end
the operation of financial rules.

25. In the discharge of thes€ drtties he is expectcd to keep himself fully con'
versant with all sancti-ons and orders passing tlirough the Garrison Engineer's
Ofrce and with other oroceedincs or the GE and his iubordinates that may affect
the estimates or accouirts of act[al or auticipatod resQipts.aod chargos in addition
to Departme al orders, Government of Baogladesh orders, Army lfftructaons,
Bangladesh etc., etc.

27. The Garrison Ensineer has instructiotrs to see that the Unit Accountatrt
is given the fullest opport;nity of becoming conversant with these sanction, orders
and proceedings and he will have a free access to them. To enable him to dicharge
his duties efrcientlv the Unit Ac.countatrt is treated as tho Sedor sember of the
Ofrce Establishme;t or the Divisioo" his stBtus being equivalent to that of a
Senior Sub-Divisional Officer.

28. The Unit Accountant is crpccted to see that the rules and orders in force
are observed in respect of all transa&ions which fall within the sphere of his duties.
If he considers thit any transactions afecting receipts or exienditure is such
as would be challengcd by the L.A.O. or the F.C. O{), it is his duty to bring this
f8ct to the notice of thc Garrison Engineer with a Btatement of his r€aso!,s, and to
obtain the ordors of that ofrcar. Should the Garrison Engueer disagree with
him, the Unit Accountant should complywith the orders ofthe Garrison Engin€er,
lut should concurrently report the fuli facts of the csse to the Local Audit Officer
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or the Finaf,c€ Controller (Works) as thc cago may require by-means of a letter'
i'nit6"ii-a-riiiomEi ii dnatte t'o settle the casc f,imsilf should report the.factc
t. ir," 

- iriitir* C."trollcr (Worls) to8ether with his views for final decision'
ii",iii tiliiii""tr.;d; i'i*".e co;trolle(workt to take steps for the final

s€ttlement of the caso.

All obiections Dertaining to bills, vouchers, tenders and conttacts submitted

t. il,:i in-iiJi-C.,:.iiouE liiJtt l io. post'aridit/scruting will b€ comrnun'icatod

i; ilil b;;;;.;;?" m"rrlri"rd,im atiached to ihe relevant bills or documents

t ittran information copv to respJtive U. A. and L. A. O. (MEs)' . They will
* t"h ttt" .rrooress of th6 settlenient of Dost audit objection and submit a monthly
;;; t" i#;E'; iec or tl" F.c. (woits) office. 

-L.A.O. (M-ES) will pcrsue

;;ffiisi ;f;"" ^{dit-;tj*tfi ituring fris periodical audif of GE s office and
info-rm "E" Scc from timc to timo.

29. Tlnc Unit Accountut should bring to the Garrisotr Englneer's ooticc all
in.tan-cer in wnic-h iuboiOinate om..o 

"*i".d 
the financial limitations on their

i-"*"ii-rfiiea tv the Garrison Ensineer or higher authority. He may further.be
i"orir",i bv the Garrison Engineer io under take, on his behalf, such other scrut.ltry

;it#ii.,d;ffi iil;;;'ptt 
""d 

disbrtt"m"ntt of subordinate officers falling

;tiE th. d;so. gngiredrt oo'o pow..t of sanction as the lattor may cou$ider

Decessary.

30. The Garrison Engineer has a right to seek the advice of the Local Audit
offi;;; 

";;ire 
Fi";oJe'C-.-iroilet lworksiin all matters connected with the accounts

Jf'nii-i,i"lii; iriliri applicatioi of finincial rules-and. orders concerning which

there mav be anv doubt.' But the E' in-C Army Headquarterc, las agreed rnal
ii-""lt"'ii" Cr-.1ron ensini". shall first obtain fhe advice of his Unit Accountant

"ii. ilJr;;ii"uvii"l'riea i;i init autv. This should be done in writing in ?ll case-s

of inportance br it may be record-d by the Unit Accountant oYer the s'gtrarure

of the Garrison Engineer.

31. The following is the list of the main items of work donr iu tie Accounts

Seotion of the Garrison Engineer :-
(a) Scnrtiny and chcck of allotmcnte end appropriations'

(D) Check of bilts anil other vouchers including allocation beforc sob-' ' 
mission to the Finance Controller (Worts) for payment

(c) Pre-audit ofall vouchcrs paid by the Garison Engineer from assignmeut'

(d) Submission to the Finance Controlter (Works) ol all vouchers (complete' ' io all respects) whother paid, for prym:nt, except wh?n otherwlse
specified.

(€) Maiot€oanco of :-
(r) Rent Arsessment Ledger (BAFW'2239).

(ii) R€vetruo Ledger (BAFW'2240).

(ni) Register of Pubfic Buildings.

(fl Maintenanoo of :-
(i) Register of annual review of M.E.S. Erpenditure.

(ir) Tnnsfer Etrtry Boot,

G) Cortractors L€dgsrs (BAFW-78O.



6

(h)

(tt

0)
(&)

(t)
(n)

(z)

(o)

(p)

(q\

Suspense Registcrs [BAF(CMA)-2581

Reconciliation of financial accounts with coostrucfion 8nd othcr acco-
unts and Registers.

Register of Sanctions (BAFW-2252).

Guard file of spccimen signatures,

Register of Measurement Books.

Register of Receipt Books.

Register of :-
(l) Requisftions.

(ll) Securitics.

Maintenancc of : -
(i) Duplicate copy of contract document and the list of coltracts,

(r'r) Master Note Book.

Preparation of capital and Revenue Accounts ofCivil Buildings.

Verification of Annual Returns of Electric and Water etc. installa-
tions.

(r) $gru_liny aad check of Register of Approvals to Works (8. A. F. W.
r8lo.

(s) Inspection and Local Audit ofall the numerical and quantitative storc
ledgcrs, acrounts, etc. maintained in the Sirb-Divisiondl Officers' Offices.

Disfilb(ion of work

32.- Thc work in the Accounts section will be distributed amongst his assis
tants by.the Unit Accountant, the distribution list being kept on record. In
doing -this, due regard will bb paid to the quality and-the ' quantity of each
unit of work and thi exoerience o? the men to'whom the ditreredt itemi of work
are assigned.

33.

34.

35.

36.

37.

38.

39.
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CHAPTER tr.-SANCTION AND ORDERS

SECTION IV._INTRODUCTORY

zl0. The Unit Accountant will see that before expenditur-e 
- 
is ilcurred' thc

f"x;;in;;;iii;r. 
"i-"- 

iJ-dtua i*cept as otherwise irovided for in the Resr'

lations for the M. E' S. :-
(a) Ailministrative approval has becn accorded by the authority com'

petent to do 8o.

(b) Technical saaction ofthe competent Engineering authority has' been obtahed.

(c) Allotment of funds has been madc'

NOTE. In €rceptional cases involving Payments. of inevitable naturc

,. i."ii'ui riii""'"*lriat1t". Finun*--Conitoitti (works) mav allow provi'
cinnat nrvments on the reouest if t..ft" ii.o1i"J authorities. A ceitificate shoud'

##:i,.i:'b?;;tJ#;' r;;H-ii;-;;,ii"i uoit'oiiii'i that, th-e-Pavruent is or

inevitable nature and 
"nu.r,rg 

"iu'iJtioi i"-.i'it.'irLt..rit o1firnis would be

obtained by them urgently.

41. All orders according administrative. approval, --technical 
sanction or

,rrliiinn'-ot 
"*ithir"irlne f";d;';ili il;;"iiveiiiv ttrd u"it Accountant who

;ii:it?." t"i'il-'i.ti,ii "il"oi.itla 
l" G follouiing parrgraphs' pass them

i""it. S.p.O. co'ncerned, as expeditiously as possible'

4) rf on srounds of urgent Military necessity or urgent medical^grounds'

*'"-6. rl rilit iur..i" ni .oniino.i uoy Engineer se'n'ice without anv of the con-

ii"r# l;i,JJin.i'iuii. 
"nl""iti- 

6J* irtniSo, tt',. unit Accountant 
"will see that

the coDv of the report, submrttJL; iU" i-"gl""t Officer to-lbe Superior Eogi-

It'.'"i!in#fr i, i,ii;;bi-.ct,i; iili,il'ni8 to in' Fioun"" controller (works)'

43. All sanctions, orders and reappropriations will be carefully exami-n-ed

rt" t-ti Unit Accountant. Note shoultl be kept of these -sanctlons etc ano

i6ese will be compared with the original orders and initialled'

44

SECTION V._NATURE OF SCRUTINY

45. All sanctions require scrutiny with reference to some or sll ofthe follo'
wing points :-

(t) Legitimacy of charge against ths stato.

( fi) Correctness of olassification'

(iii) Competancy of thc sanctiooing authority. 8Ed.

(lr) Grouprng of worls for purposes of saqction'
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Legltlmrcy oI chrrge rgrlEt the Stete

46, The first point to be considered on receipt of a sanction is whether thc
charge is for a bonafide public object and if so wihether it is an M. E. S. cbalge
proper or one which that Department has beeo authorised to iocur on behalfof another Department.

47. To exercise proper check, the Unit Acrountant must bear in mind the
canons of financial propriety as these are basic rules on which all audit is conduc-
ted as regards propriety of charge.

Conec.tres! of Oassiflca$on

48. The heads of classification should be carefullv studied and it should be
seen that receipts and expenditure are allocated to the aoorooriate head. The
Unit Accoutrtaot should ensure further that, except where bthirwise pei"nrilted,
under rule, no itcm ofnew work is classified as mahtenance.

Compet€Dcy of the Srnctiotritrg Authority

49. fie Authority competent to accord each class of sanction and tho
limits applicahle to such sanction are laid down in the Regulations for the Military
Engineer services and the Financial Resulations for tFe Army in Baneladesli.It shoulrt be seen that the sanctioning aithiority does not, dire6tly or iniirectly,
exceed bis powers of sanctioning expienditure.

_ 50. In case of periodical repairs the Unit Accountant will satisfy himself
that repairs are sanctioned with6ut the approval of the compctent authirrity be-
fore the prescrib.ed_interval. For this purpbse requisitions arid estimates foi peri-
odical repairs w-ill be checked with the retord of'the execution of such repairs,
maintaincd by Sub-Divisional Ofrcers io Record Measurement Books.

Grouping of works for puqnsc of satrctioD

51. lt is irregular for an omcer to sanction the execution in portions of any
group of works the cost of which would, in the aggregate, exceed his porvers of
sanction under rules. Unless a work is complete -i-n ltself the project^of whichit forms c part, must be specifically stated to bnsure that sanction is not accorded
piecemeal,_with a view to bringing the amouot within the powers o[ the sanction-
ing authority. This point should be borne in mind by the iJnit Accountant at the
time of scrutinizing sanctionr,

5L

53.

54.

SECTION VI._ADMINISTRATTVE APPROVAL

. 55. In ssrutiniljng_ sanctions convefng administrative approval, the Unit
Accountant will verify that a copy of th! o,-rder, according siirction, has been
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endorscd direct by the authority according sanction to the Finance Controllcr
(Works) who is risoonsible for the audit of such sanctions, If with the aid of his
iocal (nowledee and records which is not available to the Finance Controller
(W.,rks) the Unit Accountant has reasons to believe that a particular sanction
is ultra vires, he should bring the case to the notic€ of the Local Audit Officer
or the Finance Controller (Works) in the manner described in para 23.

56. A record of administrative approval will bo maintained in the Register
of Approvals to works (BAFW-I8IO in the Garrision Engineer's Office under
the supervision of the Unit Accountsnt.

57. A separat€ register will be maintained for each year, works carried over
from one yeat to another will be repeated in the new register, the entries in thc two
registers lxing linked together. The cntry in the new registen will be the exact
coby of that in the previous registcr. If a projcct comprises two or more sub-
works, each sub-woik will be roted toggther with the amount relating thereto,
the name of the project, the totel amount and refercnco to the authority for
sanction, being noted on the top in rod ink. The column for tephnical saaction
wiII be completed as and when the satrction is accorded.

58. The amourt ofsavings transfcrred from one itcm to anothcr which has
been sanctioned by the competent authority will be noted in column for "Anrount"
with a plus or minus sign, as the oase may be, each such entry being connected
with a note in the remarks column showing the authority for the transfer. If the
technical sanction has already been accorded to the item to which an amount has
been transferred, the Unit Accountant will see that the original amount plus [he
amount tEnsferred is within the powers of toohnical sangtion of tl)e authority
who accorded tho sanotion and also that the amount is actually available for
transfer from th€ item concerned.

59.

50.

61. As soon as a contract is acc€pted the Unit Acrountant will ascef-
tain from the Garrison Engineer the cost ofthe service at cotrtract rates with
details showing how the figure has been arrived at. The cost will be checked
with the details furnished and noted in column 3 of the Register of Approvals
to works. If the cost is less than ttre amount administratively"approyed,^ 'orders
of the C. M. E. S. (Garrison Engineer io the case of items noi exidediog fiis power
of technical sanction ) for reducing the amount will be asked for aud watthed,
Similar action will be taken as soon as it is koown that a section or a part
of a projeot has been abandoaed.

Reduc-tion in the anount of Adminishatlve approval

Reccrl of revleed Ailnldshafive rproyal

62. A revised admiaistrative approv. al, when accorded will be noted agaiust
the original entry even if it is accoiried in a subscquent yoar.

63.

64,
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SECTION YIL-IECHNICAL SANCTION.

65. Technical sanction is the name given to the order of the qompetent-
Enoineer authoritv. sanctionins a propcriv detailed design and specification of
a riork of construfrion or repairl prirpoied io be carried out by tle M. E. S, This
h";*;i;;r;iJto nomoie tlari a harantee that the proposals are structurally
sound and that the estimates are a&urately calculated and based on adequate
&ta.

55. Powers of technical sanstioa of Bngiaeor Authoritiee are laid dow! itr
the Regclatiotrs for the M. E. S.

The comDetencv of an authori8 to accord sanction to a particular work or
t"r"iilr ait"I.rio"i "ini[e tirete,'itcc to the amount of administrative approval
io that work or service. In cases in which administrative approval is not required
to be accorded seDa:ra:lelv e. s. maintenace services, a detailed estimate or reqursl'
tion is prcpared boforo aicording tochsicd sa[c'tiol and. the amount ol
tfii'otirilii'oii.quisition - is t"tii i"to ao"ooot to deteroino the authority
competert to Bccord sonctior-

67. The Unit Accountant will sqrutiaiz-e technical sanctiols, whether. a

detailed estimate of requisition is prepared or not' to s€e that lhe sanction has

tien--"croiiGa ty tne ionpetent a:ut6ority, that tlie amount-of sanction (which

dll dih;;;;,"n Jiadmi'nistrative appr6val in cases in which a detailed estimate

it 
"oi 

t"ouitea bv rule to be prepaiedi'does not exceed the powers of sanction
iirl-n"'rl"ir,,-.i'e;ii;;w ;";A;;a and that the administrative approval
iiiG. E ot t in which i separate administrative approval is. not .required
uit 

"- "rtei 
it wru be seeo thai the expenditure sanctioied is authorised'

68. Technical sanctioas, except fot p€tty and periodical.repain chargeable

to tii'uri-"u.t-".t;a;ti, t s'uuoi'iisionat oftccr, will -be recorded in
iituin o of tlo negist€8 of Approvals to wotts (8. A' F. w. 1810'

69.

70.

71.

72. Aeainst the name of work in column I of the Registe,r o{-{nplovals to
rn"fi G:"A.F. w. tat0 titt be noted the code aumber, which will be the num'
il;;;.);;e 6, iil,-i.b. o. oi Grrison Engineer to iach work or each bulk
allotmeni for o6ttv and periodical repairs etc. For this purpose an entry ln res'
nea of each birlk allotment made to Sub'Divisiooal Officers for pelty anq perlc'
fu*t-i"*irs wiU te made in the register in columns I and 2' A IiEt sbowlg
ililtffil;t i,f ;;rkfiaAdtnifibers will be prcparcd from- the-register. and

foniarded by the unit Accountaot to tho Finatrs Controler (worts) weerly'

RECIISTER OF REQTiISmONS-I B. A. F. (C. M. A.) 356'l

nJ"t":10'#Ltt'1'"%.1$f "i,lffi i*o*irsi,?B"il,:f'r"*oho#f ffis
ffirEtil"i-il"ti"ri tii, wiiit ."pa"at" uuotme"t of funds has been, or is inrended



1l

to bc, madc, e. g. for nrinor works, rcnewals, ctc, rvill be ootcd in thc Rcgister
of Approvals to works.

'14. The Register will be kept by the Unit Accountant in loose leaf folios,
scparate sets of ftlios being allotied io each bulk allotment made to Sub-Divi
si6nal Oilicers. The outersheet otthe Register will be userl for noting the bulk
allotment and subsequent modifications thereto and also the amount of savigg
or ercess on each iequisition which has been completed. Tlre saving and- the
cxcess will be indicated' by th€ sign (f) and (-) respectively. The inner sheet
of the Register will coritain particulars of requisitions as they are sanctioned
from time to time against the bulk allotment and their conlpletion cost.

75.

76. At the time of making a lresh eritry in the inner sheet of the Register
it will be seen by tbe Unit Accountant that the anount, when added to the last
running total appearing in column 5, docs not exceed the latest modifred figure
of bulk allotrnent as noted in column 4 of the outer shcet plus or minus the
running total ol the saving or excess appearing in column 8 thercof. The date
of sanction and the tinE allowed for each reqrrisition will be noted in the appro'
priale colurnns of thc inner sheet. to Natch the return of the requisition on com-
plelion of work.

77. On the first of July Sub-Divisional Officres will be asked to furnish a
list of all requisitions in progress from the previous year on which expenditure
witl be incurr6d during the-current year tcgelher with a statement ofthe probable
amounts likely to be incurred. All these requisitions will be noled in the inner
sheet of the niw register but in column 4 of tlic sheet orlly. tbe estimated expen-
diture in each such requisition during the current 1c;ir rvill be noted (The amount
originally sanctioned in respect "thereof, being recorded in tLe Remarks
Columnin brackets against each entry). Tbis amount wiil be the first charge against
the bulk allotment foi the current !ear. AII entries in the current years register
in respect of such requisitions, will be linked with the corresponding entries
in tbe previous Ycar's registcr.

78.

79.

SECTION VIII._APPROPRIATIONS

80. An account of appropriations rvill be maintained in the Register of
Appropriations BAFW-2244 on pages set a part for each detailed head.

8t. Orders lor further appropriation of transfcrs of funds rvill be checked
to see that they have been approved by the competent authority and that in the
case of withdrarval from the approprialion for a rvork or detailed head, the funds
x ithdrawn are actuall), available.

NOTE : Before any surrenders are actually made by the Garrison Engi-
neer to the commander Military Engineering services the Unit Accountant will
satrsfy thal neccssar] funds are available lor srrrrcndcr.

82. Appropriations made to Sub-Divisions from the Reserve at the disposal
of thc Garrison Engineer should not cxceed the unallotted balance as shown in
the Register of Appropriariols.
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83. Entries in tire Reqister will be numbered serially undcr each detailed head
erceDl when additional funds are allotted to a work for rvhich an entry aheady
erists in the ReEister. In such a case, the serial number assigned to the first
entry will be repeated in red ink.

84. Whenever a bulk allotment is made to a Sub-Divisional Officer under
maintenance head, the amount allotted and the subsequent additions and altera'
tions made thereto will be notcd in the Register of Requisitiots, vitle para, 74.

85.

85,

87.

88,

89t
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CHAPTER III.-TENDERS AND CONTRACTS

SECTION IX._TENDERS

90. Tenders will be invited in the manner laid down in the Regulations.

91. The notice for tender and the draft contract agreement will be scruti-
nized by the Unit Accountant to see that they are not at variance with each other
and contain no unusual conditions or contemplate unauthorised departures
from rules and regulations. It will also be seen that the notice (i) contains all
special conditions not printed in the agreement forms, (ii) has attached there
t6 copies of schedules of stores to be issied to the contractor, and (iii) in the case
of priirtcd alternative clauses layiog down more than one procedure in-a particu-
lar matter shows the decision as to which altemative will apply. The Unit Accoun-
tant will initial the draft contract docunent in suitable places and verify that all
corrections and alterations, etc, made therein have been attested by the accepting
officer. The amount of earnest money specified in the notice accepting omcer.
The amount of earnest money specified in the notice will be checked to see

that it is correct and it will be verified that the cost of tender form to be recovered
from contractors has been specified.

Dispeming with tcnilers.

92. When tenders are dispensed with, the Unit Accountant will see that the
approval of the competent authority to this coursc has been accorded and that
a ienort of this fait has been madc to the next higher authority. The Unit
Accountant lvill watch that tenders are not dispensed with where, the amount
of the contract exceed the commander, Military Engineering Services power
of accepting contracts.

Submission of more than one tender by a lirm or a Group of Contractors

93. BAFW-2162 and 2162-4 contain rule to the effect tbat afirm cannot
submit more than one tender under two different names nor can a contractor
submit a tender in addition to the one submitted by his son or other close
relative. The Unit Accountant will see that this rule is obserYed.

94. The Unit Accountant will see that Finance Controller (Works) is consul-
ted in the fotlowing cases bcfore the transactions are concluded :-

(n) Making a contract without calling for tenders.

(6) Accepting a tender other than the lowest.

(c) Inviting tenders lor long-term in preference to short-term con-
tracts.

NOTE :-In cases of tenders other than the lowest or of an unusual nature
accepted by the E-in-C prior approval of the Ministry of defencc, Financc
Division, will be obtained.

95.

96.

q1



l0l. All Sanctioned cotrtracts together rvith all Schedules, specifications,
ilrawings, comparative statement of tenders and a certified copy of the noticc
calling for tenders, will be received in the Accounts Section for scrutiny by the
Unit Accountant who wilt verify that they have been accepted by the competent
authority, initialled and signed, where Decessary by the contractor or his repres-
cntative who is legally empowered to do so.

14
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SECTION X._CONTRACTS

100. Thc following are the main classes of contracts :-
(a) Tcrm contract (B. A. F. W. 1821).

(r) Lump sum Contract (B. A. F. W. 2159).

(c) Percentage Rate Contract (B. A. F. W. 1779).

(d) Item Rate Contract (8. A. F. W. 1779-A).

(e) Auctioneer's Contract (M. c. O. t65).

(l) Running Contract for supply of materials (B. A. F. w. l8l5).

G) Contract for conveyance of Materials (B. A. F. W. 1815-A).

(i) Piece Work Contract (B. A. F. W. 1780).

102.

103. A contract, as concluded, will be checked by thc Unit Accountant to
see that it is not at variance with the provision in the notice of tender, if any,
&nd that it is no other than the draft previously checked and initialled by him.
If in any particular case the draft, as checked by the Unit Accountant, is not
converted into the contract agreement, the contract, as actually concluded, will
be checked to see that it is not at variance with the provisions in the notice of
tender, if any, and that it hllies with the draft contract agreement and suppor-
ting documents previously chccked by him (see para 9l).

104. As regards the comparative statement of tenders (8, A. F. W. l8l0)
the Unit Accountant will verify, that when the tender accepted is not the lowest
the reasons for accepting a higher tender have betn recorded and the provi-
sions ofpara, 390, M. E. S. Regulatioos and of 191 of Standing Orders for
thc M. E. S. have been maintained.

105. The Unit Accoun{ant rvill also see that when the tender accepted is
said to be the lowest, it is really the lowest. For the purpose, he will havc to
calculate and compare the financial effect ofthe various contractors tenders.
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106. The Unit Accountanl will also see that in case of contracts for Minor/
Uuioi'nrorfr, the numb:r alrd date of letter under which administrative appro;

"riuoa 
t."irn i.ui ianction have been accorded, are given on page 2 Seciion (a)

of lhe comparative statement of tenders.

107. The amount of the contract will be checked with the sanctioned esti-

mate- or t'he moJifr"d urornt of previous contrcct in the rase- of term and run-

nino aontru"t,. In the case of a contract on piece-$ ork tendel lbrms' a statenleDt

.iii"*i* ii* ,ooioiimate total value of tlie work 1o bc done will be obtained

i; ";[.- c;;iln Engineer and attached to thc contract, For action to be

;;"k;; 
';; 

trti- 
-"oo"t,tti"on 

of a contract for obtaining revised administrative

approval, sec Para. 6l-

108. Il duriDs thc course of his scrr.rtinl of contract-docurnents, the.. Unit
,q.""o.r*ntant [nOiit ui tt "" is any uausurtl provision in thcm which is likely.to
;;"ffi;ilii;;i;;; in niirut application oithat the contract is vagur or ambi'
ilr"']i'rr"'iir'iJtoeit he will'6ring the matter tothc notlce of the carrison
"Fnpineer and'also thc Finance Controller (Works). il' necessary'

109. In cases ofcoDtracts falling wirhin the Garrison Engineer's ow!: Pow-

"r,'oi u"iirton.", the contract doiumcnts (i e', the-Portions not ordinarily
;;lrt"di';iil';;;inarilv be drafted in consultation with the Unit Accountant in
"hi;';;;;.ii;"; Finun"iut Assistant. The Unit Accountant will take this oppor-
iii"ti" '"iil'r"-" u.ioi. ttt" Garrison Engineer his considered views on points

;ii;t ";;;;;;'i""[irlorutfut. it bcilg iemembered tbat anv tbins that audit

".,i-i" i,j iriiti M. E. s. offi..t, on their gtrard in tinlc in respect of any matter

ittut 
-ii -ii[.r], 

to give trouble, is far morc useful than making adversc comments

later on.

ll0. After the corltract documents have been examined in the manner indi-

catJ"above an'cntiy itrouta b: mad: .by the-Unit..Accountant in the Index
-r..'ii"r ' 

tt 
" 

t.nirnini of th. guard file in which duplicate copies of contract re-

;;l'r;;;;'i i;;;;""-ota.o, t,2 para. I l2 below The serial number assigned

;;'til'."'.;;t.*; i" the Index wiu be thc same as the onc given by. the..Garrison

i"nnir."i *iii,l.f"rence to para. 368. Regulation for lhe M E' S' and will be noted

i,i r".J-irf. o, tt . first pagi of the agreement with rhe year- of contract if not al-

i-J"j" ,"iJ ui tt e Gariison Engineer. The contract will be relcrred to by this

,,iiir.i ina v.'r, in all future corrispondence and bills pertaining to that contra-

act.

Transmission to the Fitrance Controller (Works)'

t I l. After the contract documents have been examined in the nEnner sta'
tcd';b;;ii; oiiginal and duplicate contract, together with-all schedules, speci-

i"-^tir*. 
- 
Jia*lnls, ccmparative statement of tenders and a certified- copy--of

iftJ"noii."- iu[in"g ior the tenders will be forrvarded to the Finance Controller
(Works) for sctutiny.

Dupticate copies of contract deeds to be maintalned b! Urit Accountant.

I l:. A duplicate copy of contract agreement and of all supporting schedu-
les uill bc 'forwarded' to the Finance Controller (Works), alongwith
itre otieinal. This coDv, after having been checked in the Finance Controller
iwortsioffice and ciitified as correct by Gazetted Olficer of that office, will
t retuinca to the Garrison Engineer's Unit Accountant who will retain it in his
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olvn _safe custody. He should record them in a guard lile according to the serial
number assigned to them by the Garrison Engineer to which an index as ia the
proforma below, should be pasted at beginnlng.

Sl. No.
Assigned by
the Garison
Engineer

Name of con-
tractor

Description of
contract

tounAm Remarks

Triplicate copy to be forwarded to the Sub-Dvisional Officer

113. A triplicate copy of the contract and the attached documents will be
attested by the Garrison Engineer. This copy after notins tbereon the serial
number (see paragraph I l0) will be f(.rwarded to the Sub.Divisional Officer.

Amcndments

- 114. - Amenrlments subsequcntly sanctioned to a contract will be examined
by the Unrt Accountant to ensure that they are in order, and tbat the powers
for the acceptanc€ of contracts have not ieen exceeded-'

l15. If the amendment involves enhancement of contract rates or is not
sanctioned before the contractor has signed his final bill or in the case of runnins
or lerm contracts for Minor works, maintenance, supplies, etc., if the a;eod;;;i
is not sanctioned before exnirv of the-period covered'by the contract, approval ofthe nert higher authority is icquired.

116. An amendment having a considerable financial effect, should not be
sanctroned untrl alier consultation rvith the Finance CoDtroller (Works).

117. As soon as amendment has been_sanctioned and signed by both the
q+rties, the Unit Accountant will forward the original and dupjicate iopy to thi
Finance. C.o-ntroller (Works) for his scrutiny, -Alter his sirutiny ttre Finance
Co_ntroller (Works) will return the duplicate copy duly attested by a Gazetied
Officer of that office to the Unit Accoirntant, wir6 will'attach it as an annexureto the copy of the contract agreement in his-possessioo.

ll8. The effect of all amendments will be carefully stud-ied, particularly,
with a view to ascertain if an amcndment involves recovery of a'pait paymeii
in which case necessary action will be taken by the Unit Accountant.

119. Whenever occasion arises or special points of interest come to the
notice ofthe Unit Accountants Garrison Engineers Offices, in their day-to-dav
work, regarding the working of contracts, thdse should be troted io thd MaiGi
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Note Book (which the Unit Accountants are required to mainuin) and thc

Aeiiit..ote.iO up under signle heading at one placein the proforma noted below:-

Name of Contrac-
tor with address.

Points of inter-
est noted in the
course of work-
ing of contracts.

period and
nature of
contract in which
the p oint of
interest was

noticed,

Reference Remarks

The Ulrit Accountants should consult thcse entries for rendering financial

advice to their Garrison Engineers'

120.

t21.

122-

123.

124,



126- For the preparation ofthe Financial Accounts, the Sub-Divisional
Ofrcer (or the Gairison Engineer where the expeDditure is incurred by him
direct) will, in respect ofall expenditure that requires an eltry inhis construction
ac.counts, submit to the Unit Accountants all Cash vouchers duly allocated, in
duplicate except Muster Rolls, where a separate allocation sheet will be prepared
by the Sub-Divisional Officers and attached to the Muster Rolls. If a voucher
e.g. Treasury Receipt for revenue realised does not affect construction accounts,
the vouchers will be allocated in the Accounts Section.

1B

CHAPTER IV.-FINANCIAL AND CONSTRUCTION ACCOUMS

SECTION XI.-FINANCIAL ACCOUNTS

125. The Financial Accounts that,is the accounts of receipts and charges
classified under the prescribed heads ofaccounts, will be prepared in the C.G.D.F.
omce for submission to the Governnent of the peoples Republic of Bangladesh.

(i) Oliginal to "C.M.C." Section of C.G.D.F. Office.

(r'l) Duplicate copy together with Remittance Schedules to Accounts Section
of the Finance Controller (Works) Office.

(i ) Triplicate copy together with statement of responding items to "E'
Section of the Finance Controller (Works) Ofrce.

(lr,) Fourth copy is kept by the Unit Accountant as Office copy

127. While recording allocation ofthe bills, vouchers, etc, the Sub-Divisional
Officers (or the Garrison Engineer) will fill in the code numbers, of the amounts
chargeable to each work, the Sub-Division, the work number and the budget
classification.

128. The Unit Accountant rvill check the allocation given by the Sub-Divisional
OfEcers (or Garrison Engineer) and carry out necessary corrections but, not
without consulting tha Sub-Divisional Ofrcer concemed (or the Garrision
Engineer).

He will see particularly that the code numbers used for lvork and budget
classification are not contradictory. He will also complete the receipt side ofthe
allocation where necessary and will ensure that the 'totals 

on both sides of each
voucher agree. On close of the monthly accounts the Unit Accountant in-
cludes in the detailed abstract ofreceipts and charges, all vouchcrs whether of
cash, Stores or transfer transactions. The "Detailed Abstracts of Receipts and
charges" are prepared in respect of each Sub-Division from which "Abstract of
Receipts and charges" showing the net debits and credits under each head of
account, are made out. The net debits and credits are then transcribed in the
punching Media form prepared in quadruplicate which are disposed ofas follows:-

129, A nurnbering register willbe maintained by the Unit Accountant in
which necessary entries ln resDect of transler vouchers, etc. received from
the Sub-Divisioial Officers ofGairison Engineer for adjustment will be recorded
with a vielv to ensuring that all the vouchers intended to be included by the
Garrisou Engineer iu a particular month's account are included therein.
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130. Thc Financ€ Controllcr (Works) will carry out corrcction, if occcssary.
in rcrpcct of amounts of prc-audit bills, Hc will not, howcvcr, alter thc rorks
allocaiion or budgct classification in any circumstanccs. If he finds that work:
altocrtcd and bu-dget classification ar! contradictory he will either return thc
vouchcE to thc Gariiron Engineer for correction or will poiDt out the discrcpancy
whilc retuming the bill aftci authorising its payment for nececsery corrcstio!
by thc Garrison Engincer before paym€nt.

l3l. Aftcr cotrics have becn made in thc Transfer Entry numbering register,
tha Unit Accountant will inform the Sub-Divisional O6c.er of thc Garrison
Etrgine€r the last number ofthc vouchcr included in the monthly Financial Acco'
unts. The information thus supplied will bc useful to the Sub-Divisional Oftccr
or thc Garrison Engineer in rccbnciling the discrepancies, if any, bctwocn thc
figures shown by the Unit Acrountant in punching Mcdia and the amouats
n6tcd,by thc Su6-Divisionsl Officers of Garrison Engineer in thcir constructioo
a@ounts.

132. Anv altcration madc bv the Unit Accountent in the allocation will
be intimatci to the Sub-Divisioial Officer or the Garrison Enginecr who will
corrcct his rccord accordingly.

t33, In order to minimise the chancc of alterations having to be madc iri
the "month" of adjustmcnt, the Sub-Divisional Oftcer will mark all voucherc
initialled by him aftci the 25th of a month as adjustable in thc subsequent month's
lccounts.

'}134. To avoid thc possibility of any discrepancics bctwecn thc constructioo
Account and the Finantial Accounts the Unit Accountant must cnsure that :-

. (i) figurcr used in thc allocation are legible bcsides being correct ;

(ii) an up-to-date tyxd list showing code numbers assigned to various' ' worki in the di'vision is maintalned, copies being ivailable with atl
clerks dealing with allocation ;

(rii) ifa clcrk dcaling with the allocation is in doubt in regard to the ac€uracy- 
of a code No. quoted in an allocation, the refers thc point of doubt to
thc Unit Accou;tant, who will, if Necessary cosult the Sub'Divisionsl
Officcr concemcd and thc Divisional record of sanctions and get the
allocation propcrly amended by the Sub-Divisional Officer concerned ;

(ir,) in any casc of doubt thc Garrison Engineer's orders are obtained for- 
rccording of a fresh allocation which should bc signed by the Garrison
Engincer and itrtimation sent to the Sub-Divisonal Officer.

135. Thc Unit Accountant will post the Abstract of receipt and paymentg
rB soon as cash vouchers are passed for payment and cheques are issued by the
Garrison Engineer. The duplicate copies of cash vouchen allocation shects for
Mustcr Roll, Transfer voucher, I. D. Schedules, etc. will be rcturned by the
Unit Accountant to the Sub-Divisional Officers after endorsing thereon number
and datc of thc cheque and cash book item or Transfer Entry lumbering
itcm, etc, for posting Construction Accounts.

136,

137,

138.

t39.
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SECTION XII._CONSTRUCfiON .ICCOUNTS

140. The Construction Account is maintaincd by Sub-Divisionel Officers
for each work or service. It shows for purposes Sfcontrol, the amount of

- sanction and allotmeot and also the expenditu16 as arrd when incurrc:l with sufr-
cient details as to the nature of erpenditure and refcrence to vouchers. Liabi-
litics and expccted credits are also shown until adjustcd.

The Unit Accountant is required to check the accuracy of the posting in
the construction Accounts with the aid ofvouchers recorded in his se:tion anC ihe
monthly Financial Accounts compiled by him ; in case of outstation Sub-Divi-
sional _Officers, arrangements rvill be made with the Garrison Engineer to
ensurc that every o tstition 9ub-Divisional Officer brings his ledgeis to the
Garrison Enginecr's Office for check every moDth.

141. If an error is found in the Sub-Divisional Accounts the Unit Accouo-
tants, will have it set right on the spot.

142.
that:-

In checkirrg the Construction Accounts, the Unit Accountant will see

(a) sanction and allotment noted in the construction Aceount agreo
\rith .the entries in the Sgister of Appropriation and that whin a
sanctron is revised the word '.Revised" is prominently written
agains the amount of sa[ctron ;

(6) reference to lctter numbcr atld date according sanction, etc, quot-
ed in the ledger is correct ;

(c) amounts shorvn as "charges,' against and ,,Rccoverics,, from
contractors agree with thc balances shown in the Contractor,s
Ledger kept by the Unit Accountant;

(/) thc total exPcnditulc up-to thc cnd ofthelast rear inrccDectof
\aorks in protress, has becl brought forward coricctly and notcdin the Constructio,l Accounts for the new ycar; '

(e) individual items as rvcll as total expenditure of thc month agree
rvith corresponding items and totals shown in the punching Ir{ed'ia ;

(/) no unduc delal takcs place in thc submissioo of conrpletion reports
after thc complction oJ uorks ;

(g) the expenditure incurred in a month is within the normal limits
when compared with thc total allotment for the year ;

(rr) thc abstract has bcen prepared for the separate folios under one
detailcd head and rhat total of rhe abstrait agrees with the total
of the folios and the punching Media ;

(i) the Grrrison Enpineer has periodically inspected the Comtruc-
lion Accounts and has signcd the accounts in token of his baving
Sccn thcm.



Colilitloe of .,tccounts

143. If the unit Accountant fincls either in the course of checking allocaticn
or thc Sub-Divisional Officer's Construction Accounts, that a particulat
Sub-Divisional Officer's Accounts are not maintlined in a satisfactory condition
he will bring the matter to the notice of the Garrison Engineer for anl/ action
that the l3tter may think fit to takc. If this action is not effective, hc will report
the nrattr'r to the controllcr.

145. Thc balance of thc
should be compared with the
Divisional Officer be asked to
triffing.

21

\raterials

llsterial Accounts

mnterial account in the Construction Account
summary of the Material Register and the Sub-
explain the discrepancies unless the difference is

144. In case of rvorks executed departmentally, it should be veriffed that
all stores, the cost of which has been charged to the construction Account, have
been shown in the list ofmaterials attach;d to the Muster Roll concerned.

Dcpartnlental charges

145. Whcn leviable, departmental charges on works cxecuted by the M. E. S.
are adjusted by Sub-Divisional Officers by means of transfer vouchers. At the
time ofhis scrutiny ofthe cosnstruction Accounts, the Unit Accountant will
verify that the charges have been levied atthe sanctioned rate on the booked
expenditure and that the calculations are correct.

trtonthly Expcniliturc Returns

147. 'fhe monthly Expenditure Returrs submitted by Sub-Divisionat Offi-
cers will be examined by the Unit Accountant after check with the Register of
appropriations, etc. In subrnitting the rcturn to the Garrison Engineer, the Unit
Accountant will bring to his notice pcints which nced his attention, e, g. low
expenditure, delay io submitting bills in any particular case, excesses in any parti-
cular Sub-Division, progress of expenditure as compared with previous months
figures and risk, if any, of a possiblc lapse or excess.

148. The Grrrison Engineer will consolidate the Expenditure Return from the
returns submitted to hirn hy the Sub-Divisionsl Oftcers through the Unit
Accountant and will subrnit tho consolidatcd returo to lhe M. E. S. with a copy
to the Finance Controller Concerned.

The figures in the consolidated Expenditure Return should also be verificd
by the Unit Accountant with the punching Mcdia for tho rclevant month atrd
sisn:d.

l1r.



CHAPTER. V.-BILLS AND VOUCHERS.

SECIION XIII,_INTRODI.ICTORY

Blll Rejlrter

_ 150. To watch the disposal of bills, a'bill Registcr will bc maintahcd
thc Accounts Section. All bills will bc entercd in this Register on the datc
rcccipt and thc disposal recordcd against each cntry.

Prenpt Disposel of Bills

in
of

lJl. Bills arc to bc disposcd ofas cxpcditiously es posriblc. Lebour srd
,,thcr bills that do not involve much cleric;l work ihouid bc disposed of rvithin
I hree d&ys of, and others within 7 deys oftheir r€ccipt.

Arrcfi lirt of Bills

152. As far as possible the discrcpancics found in billr should bc lettled by
pcrsonal discussion with the Execuiive but if it is found necessary to return a
bill to the Sub-Divisional Officer. care will be taken to see that the objecrions
8re taken up al[ in onc batch and not piecemeal. The auditor/junior auditor
lo whom the duty of maintaining the Bill Register is assigned, will prcparc and
submit to the Unit Accountant cvery monday a list of bills that have bien out-
standing hr the Section for more than seven days. The Unit Accountant will
scrutinize the [ist, investigate the causc of delay and take such action as may be
rccessary to erpeditc disposal of the bills.

153. Bills are of rhc following kinds :-
(i) Contractorc Bills.

(ii) I\{uster Rolls.

(iii) Casual Labour Rolls.

(iv) Bilk in resped of :-
(a) Rent for bircd buildings.

(D) Rent for land.

(r) Rat$ and taxcs.

(d) Carc of vacant buildings.

(v) Bills for local supplics.

(r,i) Miscellaneous on account of contingcncics etc.

(r,ii) Establishmcnt and T. A. Bills.

154. Thc Garrison Engineer holding assignnrsnt or the As3istent Garrisoa
Engineer holding imprest is authorised to pay from his assignment/ imprdt.ll
Mustc! Rolls, c&surl pcrsonncl bills, claims for crre of vacrnt buildiogs and



e,d ncc8 to contractors on running sccounB, including sccurcd advanccs' In

"*"i.t ""r.r and with the orcvious iooroval of thc E'In-C a Garrison Engincct
ri"" lti" oav inv fin"t biils, the grosls' amount ofwhich docs not Tata 3'000'

i.dr, uitt.i fiustir rolls, etc, wif be chccked by the Unit Accoutrtsnt, as laid
down io lhe following paragraphs Prior to pa.vocnt'

,55.

156.

157.

SECTION XIV._CHECK OF BILLS

Generrl ScrotlnY of Bills

158- On rccciot from Sub-Divisional Omccrs, ctc, bills should bc cxamined

. r.. iir.tit."uii-Jomplcic in au rcspccts, arc in duplicate' and propcrly allocated
t,idc oare 126. havc been signcd by all concerned and are accompanred. by thc

Mcasurement Book, the Abslract of Measuremenls in duplicatc or Rcqulsltron3'
*-t.r. nii"ttu*. Ii a bilt is not complete in any respect or is not acccompanied

ilv 
-" 

i.'ir-l.lJa;"r.cnt, the titl will b'e retumed-to tlic Sub'Divisional officer for
conplction.

159. Thc important points to be sccn by thc Unit Accountant in chccking

bills and vouehcrs are : -
!. that all calculations arc correct :

2. that totals of all vouchers are correct ;

3. that the work done and payments claimed thcrefor agrec with thc contract

agrccncnt rclating thereto ;

4. that the vouchcr is in the prcscribed form, or,,if not -that-no 
particulars' nr .ign"t".i, t"quired by'the form applicable to the class of chargc'

have been omitled.

5. that copies of bills ere ntarked "Original", "Duplicatc", ctc'' rnd
that thi original copy is signed and not thc duplicate ;

6, lhat thc claim is not timc b8rrcd and that the pcriod to which tho paymcnt

rclatcs and thc allocation of the chargc, ere clearly shown ;

7. that it is signed by the responsible .officcr - 
or officers whcre rcquired'

1A siqnaturi bv a itamp oi in pencil should not bc acccpted exctpt in
iit"-"?ii or indents on iarious hepartments, Erms' ctc' for thc supply

oi stores, the oriSinal copy of which may be signcd in indelible pencil) ;

8. that it is propdly fillcd up and completcd ;

9. that the nature of charge is such that it i3 payablc by Govcrn8lnt ;

10. rhst thc outlsv is fullv detailcd 8nd that quEntities and retos arc givcn'
oi-ilit-aoni, mrtciials supplied for seivic.cs rendcrcd cxcePt whcrc
lha work is ccrtificd to be unmcEsurable ;



11.
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13.

t4

15.

2+

that the total of each bill is expressed in words, as well as in figures ;

that no erasute is made in the bill and that corrections where necessary
are made in red-ink, leaving the original figlrres legible after being
crossed out :

that all corrections are attested by the payee as rvell as the Sub-Divisional
Officer. The Garrison Engineer is not required to initial individual
corrections, brt corrections in the total of the bill rvill be initialled by
him ;

that unusual remarks are carefully looked into ;

that a correct reference to l{easurement Book and its pages is given on
bills, when necessary ;

16. that in connection rvith charges for demolition, a demolition certiffcate. is altached, indicating the condition of the materials received and the
manner in rvhich they have been disposed of ;

17. that rates charged arc correct according to the terms of the contract.' -(In case of bills based upon schedule rates, the rates in force on the issue
date of the Notice calling for teoders are applicable);

18. that the dcscription of rvork charged for tallies with that shown in thc
schedule of rates and that the rate allorved is appropriate to the nature
of work done ;

19. that the quantity of wolk done shown in the bill or the abstract of
Measurements is the same as recorded in the Measurement Book :

20. that the rate of contractor's percentage added to or dcducted from the
total of the bill is.correct ;

21. thitinthecaseofbillsforperiodical repairs (a) a record ofthe execution
of rcpairs has been kept by the Sub-Divisional Officer in the R.l{.I}ook
and (b) that entrics, in the R. Nf. Books connected thcrewith hlve been
checked by the Local Audit Oflicer. If these entries have not been
audited. thcy will be chccked by the Unit Accountant ;

22. that if the amount of the bill exceeds Taka 20 revenue stamp is alHxecl
on the bill ;

23. that in case of requisition bills, duplicate copies of the details in BAF-I58
duly signed and initialled by the officers ioncerned as well as by the
contractors are attached rvith the original bill ;

24. that stores issued to the contractor sgainst one requisition have not
generally beeo transferred against another requisition-; ifdone, neccssary
reference to transfcr youcher No. and date are noted for veiification i

25. that a consolidated Iist of stores in respect of all the requisitious billed
for is attached with the bilt ;

26. that the amount of.work donc agrees rvith rhat of.the orisinal sanction
on the requisition or otherwise, reviscd sanction has beln given and
the causes of variatiom recorded thereon ;



t)

Contractor's bills

160. In addition to tht checks laid dorvn in the precedin! paragraphs, tho
follorving points will also be seen in connection rvith contractor's tills :-

(a) lhat in case of 6nal bills. a ccrtificate has becn recorded to thc effcct thatt ' thc payment is in final settlernent of all demantls ; that all tools and
olanis have been returned a d the site cleared, and the bill has attached
io it a statement shorving particulars and quantities of stores used on
thc work i

(6) that the number of the last bill quoted itr the fiaal bill and the amounts
ore correct ;

(c) that the aliocation noted on the bill is cotrect ;

(d) that all alterations in quantities haYe b€en attested by the ofrcer making
them;

fz) that the total anount oavable on a bill is rounded off to the nearest
Taka, that is, fractioni oi less than 50 poisha are omitted and 50 poisha
and ovcr calculated as one Taka i

(f) that in case of Requisitions, submitted ill support of bills measurements
"' 

"r,t"iia 
therein havc been cirecked in the sam! manner as those give in

Mcasurement Books, It should also be seen :-
(i) that the description of the work done tallies with thst of the work

ordered ;

(ii) that the rates charged are correct according to the tcrms of thc
contract;

( i) that the calculations are correct ;

(n) that the administrative authority concerned has signed the comple-
tion certifrcate ;

(v) that the work has been completed within the stipulated period ;

(s) that in the case of bills for lump-sum contracts bmed on Bills'" ol Quantities, deviatiorts, if any have been measured and valued
bv tie techniial oflicer concerned who has ccnified on the bill
that the rates passed for payment or recorvery have been checkcd
bv him and are in accordlnce with the Bills of Quantities tendered
tr; the Contractor. No further check on these rates will be
eiercised by the Unit Accountant' Bills based on Bills of
Quantities will be marked secret and will be submitted to thc
Finance Controller (Works) in a secret cover.

NOl'E.-The coopletion cost should be troted in the Register of Requisitions.

llluster Rolls

161. Muster Rolls will be closed weekly, every ten days, or monthly as may
be ordered by the Garrison Engineer and $ill be submitted to the Garrison
Engimer for check and paymgnt. Aftst check by ihe $nit- Accguntatr!, tbe
Gairison Engioecl rvill pay trom his Assignn)cni.
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After paymcnt, thc A,Iustcr Rotls will be rccorded by thc Unit Aceounts,nt,

163. Thc Mustcr Rolls will bc chccked with spccial rcfercnce to thc follow.
ing points :-

(i) th-at.a doublc claim is not prefcrrcd. (For this purposc, particular3
of identifications given in the Mustcr Roll will be'caiefully- checked);

(ii) that rate per diem is appropriate to the class of labour and does not
excecd the standard laboui ratc without the sanction of thc compctcnt
authority;

(,ii) tbat the total No. of days is correctly workal out ;

(ir) that lthe amount shown as payable is corrcct with rcfcrcnc. to thc
No. of days worked and the rate per dicm ;

(r) that_ the allocation to various works of thc amount payablc has bccn
worked out correctly and agrees with thc amount of libour actually
employed on these works ;

(vi) that the Garrison Engineer or another Officer deputed by him
for the purpose initials the Mustcr Roll as often as Is 

- the locil rulo
or custom ;

(vii) that it is rvritten daily by thc Mustering Omcer ;

(riii) that the totals are corrcct ;

(L\') that.it ag-rees vith Labour Reports. (See paragraph 359) Dircrc-
pancies, if any, should bc investigated ; -

(,v) In case of work executcd against requisitiors, that :-
(a) requisition with complstion certilicates duly 6lled arc

attached to the Muster Roll ;

(r) the rvork donc corresponds to thut sarrctioned ;

The completion cost should be not€d in thc Register of RGquisitions.

_ .163. The progress of rvork done is required to be recorCed inthe Mustcr
Roll or a separate sheet attached to the Muster Roll. This should be checked
in the same manner as measurements in the Measurement Book and the value of
work done calculated at the schedule rates (Plus or minus the currcnt con-
tractors percantage) to see that the work has been cconomically executed, when
an itcm of work is stated to bc unmeasureable it should be ierified that thc
work has been classed as such by the Garrison Engineer.

164. A list of stores issued to each work and expended should be lookcd
for and checked with the quantiry ofwork done.

165. It should be seen generally that Muster Roll contains no erasure,
interpolations and overwritings, ctc, and that all corrections are n€atly carried
out and iritialled. These instructions also apply Drurarrs mutandis ta paymcnts
oade on casual Labour Roll (8. A. F. W, ,56).
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Camel Persomcl Bllls

166. The Casual personnel Bill (8. A. F.W.2258) is used forthe payment
ofcasual personnel paid at monthly rates. It will bs prepared monthly in dup-
licate by Sub-Divisional Officer on a darc fixed by the Garrison Engineer.
The bill will be prepared for the actual period ro which it relates. After check
by the Utrit Accountant, payment will be authorised by the imprest/assignment
holder from his imprest/assignment.

167. If the amount of the bills is allocated to various works, the amount
allocated to each should be checked.

168. The Unit Accountaot will raintain a scparatr file in which all the sanc-
tions ac'corded by the competent authority for the employment ofcasual per-
sonnel will be recorded chronologically.

Suitable notcs s/ill be mrd6 of amendments and cancellations ofthe origi-
tral satrctioDs agsinst the sanctions already recorded under the intials of the Unit
Accountaat"

At the time of passing the casuat pemonnel bills, they should be checked
with the sanctioas recordcd on the fiIe and payment suthorised after the nec€ssary
audit has been coaducted witl refercoge thereto.

169,

170.

SECTION XV._CHECK OF MEASUREMENT BOOKS

l7l. The Unit Accountant will keep a Rcgister of Measurement Books.
In tNs, will be recorded the serial number of each book, date of issue, date of
transfer from one subordinate to another, and the date offinal return for record.
These Particulars will also be entered inside the cover of the Measurement
Book. A Measurement Book will only be issued when ordered by the Carrison
Engineer who will specify the Sub-Divisional Officer for whom it is required.
Completed. Measurcment Book will bo preserved for ten years after the date
of completion of works, the measurements of any part of which are recorded
therein. In the register of M. B. the date on which the M.B. is due for
destruction and the date of actual destruction will also be ooted.

172. Tho Measurement Book B. A. F. W. (2261) is the basis of all accounts
of quantities of work done or of materials redived that have to b€ measured or
counted. It will be scrutinizcd by thc Unit Accountant ald ohecked arithmeti-
cally, He will compare measuremcnts of each portioo ofa work with the Abs-
tract of tho detailed cstiEat€ wheu this exists,

i 73. It is not feasible to lay down hard antl fast rules for the check of Measurc-
ment Books as this work is largely a matter in which Unit Aocountant must
use their commorr sense and intelligcncc. Thc following lines are howcver,
lodicated for guidaoce :-

(l) The nomenclature of the items of work whether abbrcviated or
not, as recorded in the M€asuremcnt Book, should set forth clearly
aod correctly tbo class of worlr involvcd and bc easy of idcntificatioo



28

with the schedule rate concerned, if any. While it is not the intention
ihat tile nomenctature as enter€d in tle Measurement Book should
;;;;";;;;t;;.d for word to that shown in the schedule of
iut"J i,. tit. Abstract of quantities and prices (B' A F W' 2214)'

ii ii essential that it should be such as cannot be confused with any

other item in the schedule or the Abstract ;

(ii) The totals of the Abstract in (B A. F.W. 2264) must be the samc
' 8s the totals enterd in the bili form :

(iii) All the calculations in the Measurement Books should be checked

to see that they are correct ;

(iv) The printed rules contained in the Mcasurement Books should be

complied with ;

(v) It should be seen that the various measurements recorded under
' ' different headings or pages of the book correspond with one ano'

ther e. g. :--
(a) the number and leneth of walls in super structures as shown' in the Booked sh6uld not excecd the number and length of

the same for which foundations had been dug and{oncrete laid ;

(b) deductions on account of doors and windows (as shown in the' ' bill under journey) should be made from masooary;

(c) the measurements in foundations will also indicate the sizes of
rooms for check against flooring and roofing.

(/) Plastering, pointing, painting, etc. should follow the nteasure'
ments of walls, doofs' roofs, etc.

(vi) Iron work oaid for by weight should be checked against tho' lenglh useJ as the wcight per- runnig foot, etc. is known.

(vii) The Baneladesh Schedules of rates should be consulted for' chcck oi rates at which payment for rvork is claimcd.

174. The Unit Accountant should also see that measurements are g€ne--

r"rrr' il"iioiA Uv th; Sub-Divisional Officer himself. Repeated disregard of
iliJ rui"-*itt be brought to the notice ofthe Gaqisoq .Engineer. He will also
i* ,t r'i 

" 
oioooriion 6f utt measurement taken in the Divisions has been checked

Lr tr* c"riiroi, Ensineer or the Assistant Garrison Engineer. The Unit Accoun-
irioi*iii i"i ioitiei tnat entries in the last column are invariably in ink, that
.r.trtil entries are not inked over, that all correctioos are attested and geoerally

ih.re ur" no doubtful or suspicious entries. Inaccuracies in Dreasurements and
.t["t lr.rri"titi.i tiiii come tb notice' will be pointed out to the Garrison Engi-

"""i-tti"u!ur.r"nts 
recorded in Requisitions and Muster Rolls ard casual Labour

Rolls will be checked in a eimilar manner'

l?5. Anv abnormal delay il thc taking of measuremenb after the comple'
tion oi w&'k.nC io tn" submission of bills-after measuremcnts have be€tr t4ken
#rI 

"i.n 
t. uiousht to the notice of the Garrison Engineer for such actiou !s

ne nrov 
".o.ia.r 

frecessary. A record of such instalrces of delay and of serious

irieguliritles in measureoients aod the action takeu by him aod the Garrison
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Bnficcr will be maintained by the Udt Aocoualatrt for iuspection by tho
Ldd Audit Ofrcer Bt the time of his visit.

After thc measurcments hrve beeo checked ia thJ matrner stated above, thc
Unit ei"ounta.fwill, ia cases rshete Eeasurements have been carried over from
*1, 

-nii"iii"i"nt 
6o6k to anothet, or from one page to some-other -PfBe 

(w^hich

i.- noii, 
- 

"ontJotive 
order) of the iame books, note the,mumber and date of the

L i'." *ni"n p:"v."oi i. fraa", oa th€ page(s) from which measurements havc

6;-;";;i.d '";;i bn the paie where thd ni6asurements for the work billed for
arc terminated, he will endorse the following certificste :-

"Pages from.........to
ed and bill No......
toller (Works)
ink will be drawn across the pages checked.

176,

177.

SECTION XVI._MISCELLANEOUS

Conaiogent Chorges

1?8. The following charges will be paid by the G. E. from- his impr-est/assign-

nr.oi uit.i 
"t 

."f 
"oalu:"ait 

t-y t l. Unii Accoirntant in accordance with the ordi-
nary staoding orders regarding contingent expenditure'

(i) Cost of Stamps.

(ii) Carriage of parcels, etc, and totrga hire for Cashing Chequcs'

(ir'i)Hot Weather Establishments.

(iv) Small paym€nts for drinking water and for dusting offices.

(v) Pavments on account of law charges, other thatr those which are
' ' iniidental to a work or to the hiring of accommodation'

(vi) Charges on account of advertisement other than those for works'

(vii) Charges for local printing at private presses and binding charges
where autborised,

(viii) Pay ofsweepers and bhisties emplcyed for ofrces.

(lx) Parishable articles of office use for inspection bungalows.

(x) Cost of Books and Periodicals.

(ri) Chemical for ferro Prints'

(xii) Language rewards and honoraria.

(xiii) Other miscellaneous charges not included in the above but which' are ordered to be classed as cotrtingent charges.

...of Measurement Book No...'......check-
....dated.........passed to the Financ€ Con-
on............... No diagonal line in red



30

^ The charges, however, refered to at (v) (xii) and (xiii) above will be pre-
fered to the Finance Controller (works) for ire audit-before paynrent is oade
from imprest/assignment.

NOTE. Bills for articles of stationery purchased locally rvill, after check and
verification be sent to the Central Stationriry Office for piyment.

Objections

179. To avoid unnec€ssary correspondence, the Unit Accountant will settle
as many objcctions as possible by discussion with the Garrison Engineer. The
Unit Accountant will attach to the bill a list of the objections whichhehas settled
with the Garrison Engineer and also a memorandum giving any points on which
there is__a disagreement and on which a, ruling is iequiied'fiom the Finance
Controller (u,orks).

180. After signature by the Garrison Engineer the Unit Accountatrt will
endorse the Bill either "checked and found correct" or,,checked and found corr-
ect with reservalions, yide attached note" In the case of bills based on mesasured
works the Unit Accountant will also sign the following endorsement on thebill:-

"Checked with the Measurement Book and the abstract and with the con-
tract and sanctioned specifications and passed for TK...,.............,
on............" He will at the same time endorse over his signature
below the abstract of Measurements:-

"Checked, and bill No.......,..,..dated.............,...,...Passed to the financc
Controller (works) on..........,.......In the case ofbills based upon
Record Measurement Books, the Unit Accountant will record on
the bill of the requisition a note showing whelher the relevant
entries in the R, M. Book have been checked by the local audit
staff or if not, whether they have been checked by'him.

l8l. After completion as above, bills payable from imprest/assignment
will -be passed to ihe cashier after the pay'mint there of has beei apiroved
by the Garrison Engineer. As regards other bills, Unit Accountant wifl idrward
the original copy ofthe bill and t'he abstract of measurements to the Finance
Controller (works), retain, the duplicate copies of the bill and the abstract of
measurement in his office in order to settle any further audit objections. etc,
The Measurement Books will not be sent to ttie Finaace Contro[ler (works),

_ .Normally, pryment of pre-audit bills and othc bills will be made by the
Garrison Engineer by means ofcross cheques drawn in favour ofcontractors, ban-
!9ry fr_om his assignment, and the entries- in the cash book will be initialled 

'by 
the

Unit Accountant and Garrison Engineer After payment, the duplicate coly of
the bill will be compJeted by noting there on Cash Book No. and dlte, and paised
on to the Sub-Divisional Officer concemed for making necrssary entries iD the
coDstruction accounts, and record in his office.

I82. Paymcnts made by the Garrison Engineer in respect of vouchers submi-
tted by a Sub-Di,ision will be notified to the Sub-Division, on the duplicate
copy of the vou:her (allocatioo sheet i1 the case of muster rolls.).

183.



187. Miscellaneous cash rec€ipts may also be credited to the Imprest/Assi-
gnment provided the limit is not exceeded thereby. If a receipt causes an excess
over the amount, the amount received should immediately be paid into the trea-
sury on a Receivable order, Like entries for cheques received for imprest, all
entries on account of cash receipts will be checked and initialled by the Unit
Accountant, who will verify that each item is sufrciently detailed for facility of
identification and allocation.

3l

CHAPTER VI._CASH ACCOIJNIS

SECTION XVII

184. Every imprest/assignment holding officer maintains a Cash Book @.A.F.
W. 2246). In this, all transactions dealing with the receipt of cash or cheques
and all payments or disbursments will be entered as they take place. The Cash
Book is maintained undsr the supervision ofthe Unit Accountant.

185. The receipts for and payments from Imprest/Assignment will also be
recorded in lhe Cash Book. In case ofimprest, the amount of fmprest sanc-
tioned will be noted on the top of the form in red ink before the transactions
for each month are recorded.

186. When the Cash balance in hand is sufrciently low to render it
necessrry, a cheque in recoupment will be demanded from the Finance Contro-
ller (works.) At the time of each demand, the Udt Accountaot will verify that
the amount for which the cheque is required is not likely to cause an excess over
the sanctioned limit. Immediately on receipt, the cheque will be noted on the
receipt side ofthe Cash Book and the entry attested by the Unit Accountant.

Paynents

188. Payment from imprest/assignment will be recorded on the credit side of
the Cash Book daily as disbursements are made.

The Unit Accountad will oheck all entries to see thal :-
(a) an entry is made on the date of paymeat ;

(b) the amount shown as paid a$ees with the aEount mentioned in thc
pay orders ;

(c) the reference to voucher No. quoted in the Cash Book is correct ;

(d) the name of the payee is the same as that on the bill ;

(e) the payee has given a clear and proper receipt on the bill ;

(f) if the payment is made to an agent of a contractor, it rvill be seen
that the agent holds legal authority on behalf of the former ;

(g) the classification recorded in column 7 is correct.

Closirg of Casb Book

189. The Cash Book will be closed on the 25th of each month (excrpt
for the month of June when it will be closed on the last day of that rirontl)
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whcn the balance will be struck. The amount of cash in hand rvill be stated in
figu_res as well as in words and a certificate endorsed by the Garrisoa Engineer
to the effect that cash in hand has been counted and found correct,

Transmission to F. C. (Works).

190. Original Cash Book logether with supporting vouchers in original
rvill be rendered to the Finance Controller (works) Ofrce on the 10th ofthe
follorving mooth to which it pertaiDs.

NOTE,-The following vouchers will not be submitted to the Fimance Con-
troUer (works). but will be kept in safe custody, by the Unit Accountant with
a covering list showing vouchers mumbers and amouots :-

(a) Muster Rolls or other vouchers in support of payments to labouers
irrespective of amount, and casual peisbnnel 6ills.

(b) Other cash vouchers whether relating to works or contingencies
the amounts of which do not exceed TK. 25.

A certifrcate will, however, be recorded by the Unit Accountant on the for-
warding memo, to the effect_ that the vouch€rs ( to be referred to by numbers)
are in existence and that they have been recorded.

Chect to the Cash BooL

l9l. Before the cash bookis forwarded bythe Unit Acaountant to the Fina-
nce Controller (Work$, the Unit AccouDtant will see that :-

(a) the original Cash Book is complete in all respects and all entries
made thereio have been initialled by him and thi: G. E.;

(b) all_ disburrcarnsnt vouchers, except M[ster Rolls, Casual personnel
Bills, and such vouchers as may be with the F. C. (Works) already
are properly numbered and attached in original ; 

'

(c) the _amounts .advanced to the disbursing officers have been duly
paid and the balance returned to Chest. In cases where the amounts
advanced have not been disbursed before the close of the montb,
action to expedite the payment has been taken;

(d) each voucher bears the receipt of the payee and that the sum
acknowledged is wdtten in words as well as in figures. Whcn the
amount is entered by the payee in words or in figures in the ver-
nacular, it should be translated into En8lish;

(e) leceipt .stamps are 6xed in all cases in which they are required by
Regulations ;

(f) signatures of all partners in a contract as recorded in the contract
Deed are obtained, uDless the person signing the receipt holds
the necessary power of Attorney oo behalf of all the partners;

(g) receipts are made out for the actual payment on the bill plus thc
amount of security deposit deducted ;
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O) tkumb marls, scal impressionr aad marts are attcltcd by thc two
witness€s.

Cheques Received from F. C. (""i**)* 
" 

payment of D. F D. Establishment

I92. Cheoues received bv the Garrison Engineer from the F. C. (works)
in payment oi p. f . o. Establishment bills will;lso be noted in the Cash Book
on 

-the 
date of receipt aod the entries will be checked by the Unit Accountant'

Acqulttance Rolls of M. E. S. Establlshment.

193. In case of Acquittance Rolls of M. E. S. Establishment Acknowledge'
ments of payees will b6 obtained on the duplicate copy of Bills and recorded in
the Urrit Accountanr's Office after check by him.

Unprirl rrYage Register

194. An account of unoaid wages of labourers employed on M' R' or C'P'
Bill will be keDt bv the casliier in B: s. F. w. 2259. Edtri* in this register will
be checked ty tn6 Unit Accountant, When an amount is left unpaid on a
M.R. or C. P.-Bill, it will be entered in the Register together with full particulars
of the oavee and the voucher on whicb the amounf remained unpaid. The
classiflcitibn will be noted in column 8, the amount will be noted in figures as weU

as in words in column 7 and will be intialled in column l0 by the Unit Accountant.

Amounts not claimed within a period of twelve months of their becoming
due shall be deemed to be forfeiteit and will be marked off accordingly in the
Register. If claimed subsequently they will not be passed for payment untll
sanition is obtained of the District or Independent Brigade Commander
concerned or in dubdul cases, of the Govemment bf Bangladesh w'de para. 124'
Financial Regulations fot tho Army part L

195. At the time ofpassing for payment a bill in respect ofan amount entered
in the Regist€r, the Unit Accountani will note the Bill No. and date in column 9.
On pavrnEnt, thc voucher number will be noted in the same column underneath
the'biil number and date, each entry being initialled in column l0 by the Unit
Accountant.

The Register of unpaid
Oficer etc. at an outstation
periodical inspections.

wages kept by an imprest holding Sub-Divisional
will be checked by the Local Audit Offic€r at his

Cash Receipts

196. The Unit Accountant will keep a stock of Receipt Book (S-ll9) an
account of wbich rvill be maintained in form 4 (Appendix "B').

197. Issues will be made on demand under the otde$ of th€ Gartison
Engineer with due regard to the numbet of Books already with the deoanding
ofrcers.

198. The retum of courterfoils will b6 watched through this register. Oo
r€c€ipt of counterfoils, the Uait Aocountant will verify that no couut€rfoil



is missing and that ifa counterfoil hag becn cancelled, the reasons for cancellation
are recorded and initialled by the holder of the Receipt Book and that the
cancellert foil is attached. The emounts received will be traced in the Cash Book.
A certificate to the effect that the required compafison has been made will be
recorded on the cover of the Rec€ipt Book. When payments are due to Govetn-
ment, they will normally be made into treasuries on Receivable Orders ( B.A.F.A.
-507) issued by accounting officers, unless recoveries are effected through pay bills
ctc.

199. All Unit Accountants attached to M. E. S. Offices are .uthorised to
sign Receivable Orders in connection with amounts due to the State on account
of rent and charges for water and electric energy. When cash is tendered, the
tenderer should be asked to deposit the amount in the treasury on a Receivale
Order which should be issued unless cash can be accepted under Regulations.

200. Whenever cash or Treasury receipt is acc€pted, a receipt (5-119) will
bc given to the payer. The receipt should clesrly indicate whether the amount
is received in cash or otherwise.

v

Cash Received will be Credited to Imprest lide pangraph 187.

201.

202.

?j3.
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CHAPTER VII-REVENUE

SECTION XVIII._LEDGERS AND ACCOUNTS

Denrnd fer peyarent

204. The Gerrison Engincer is responsible that demands for paymcnt 3ro
mede as Rcvcnue, regular oi occassional, falls due ; that steps are takcn to cfrcct
Drompt realization ihereof and that proFer records are rnaintained showing in
icsoeit of all items of revenue recurring and non-recurring, the assessmcnt
ma'dc, the progress of recovery and the outstanding debts due to Govemmcnt.

205. Thc Garrison Engi[cer's Unit Accountaut maintaios thc following
ledgcrs etc :-

(i) Rent asscssment lcdgcr (B.A.F.W.-2239) ;

(ii) Rcvcnue L.cdgcr (B.A.F.W.'22210) ;

(iii) Register of Buildings (Manuscript).

206. Rent Assessment ledger is rnaintained for all rentable buildings including
Government owned and all hired buildings rentcd out. This will be Lept as n
permanent record and cntries must be made whencver additions or alt€rations
nccessitate a revised assessment of rentals.

Ifa squash racquet court or a tcnnis court is provide4 -the cost thercof, will
not be intluded in'the capital cost of the buildirig to rvhich the court is attachcd
but rent thercfor will bc assessed separately.

207. Thc Garrison Engineer rvill arrange that when the accounts of a work
involvc expcnditure on the construction, acquisition or equipment of-a tuilding
intended t6 be used as a residence, or cxDenditure on renewals or additions and
alternations to an existing residential building, infornration in regard to the amourt
of expenditure invotved is lurnished to the Unit Accounlaut. On receipt of this
information the Unit Accountant will sec :-

(i) that if it is a nerv building it is cntered in the Rent assessment Ledger I

(ii) that steps are takcn to obtain the orders of competent authority t r
asssss or revise the refltal ;

(rii) that the assessed rcntal or the rcvised rental is noted in the Revenu:' 
Ledger with a lemark, in the case ofthe latter, as to the date from which
it takes effect.

208. The Unit Accountant will cotnrrare the Rcut Assessmcnt Ledger with
thc Register of Buildings and the Revenue Ledger evcry year in July to see that
the Capital valuc of Buildings shown in the Register and the assessed rent in the
Revcnric Ledger agree with the entries io the Rent Assessment Ledger. . Any
discrepancies noticed will be investigated and rectified by reference to original
docunlents on the authority of which a dilTereqt capitel cost or assessed rental
is shown. A comparison wilt also be made in July evdry year between the Registe.'
ofHired. Leascd and Requ isitioned BuilLl ings ir) I hc Statioo pool, and tbc Reveo uu
Ledger to see rh3t all briildingr hired for -resi(lential purposcs for auy pgriod
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during the preceding year were duly shown in the..ledger' A.certificate to tho

;F;;;ih;; iequired-"i;;^il;,rli*( u..n nrade will bi recorclecl, in thc Rcnt

Assessmeltt Ledger.

Rent Assessment

(ii) Rents of civil Department and hired/requisitioned accommodation will

also be assessed ar th; ;r#;;; th. d;ki ..Average .Rent" of the class of

accommodation in *hl",i"ih; Ciriig*iioing oi hired/req-uisitioned accommodation

is classified.

(iii)AveragerentfortentsandbaslraswitlbeasapprovedbyGovejrnment
from time to time.

Revenue Ledger (B'A'F W' 220)

2lO. In this will be recorded revenue due and recovered in respect --of eac{

building or quarter uoa ur* tn*e in respect of other sources of revenue (lease of

tand, brick-field etc). s;^r"6" R;";,i; Ledsers will be maintained for (a)

Government owned nriiaiilitlid it)-Iilt;d/Leised and requisitioned buildings in

i-tl'iiitii,i-pl"i. e r.p"i'ii= t"ii,i ti,itt Ut'ooened for each buildine, quarter or

miscellaneous item .i;#;;;;'uirA .riii"i *itt b. made therein as transactions

lil;;:T;;;;i; f.ti;-;il;[;b; ;ii;tt"dfor each squash racquet and tennis

ffi;;.";6;;hictr wit ;;';;;.d in aaaition to the rent for the livingaccom-

modation as laid dr;; i, p; i4(Kt"rd (I) Quarters and Rents. The follios

;ilI il F"rped bY stations.
:'
The Unit Accountant will ensure that-. all the hired'-leased and requisitioned

buildines for which r#'ir'puiO-ii tt"-rt{ifit"iy Estate bm99r concerned to the

ffi;ffi;J;r"'Ti""lrii;ilh; 
-'R;;;" i.he.'. For this purpose, the unit

iliJii.ti.rl- rraiiii"riiJtit.-- om.it tlouldl send- to the^Unit Accountant'

drfi;E;si*;-(il,{E"Sf,bq.9 i" the first week of everv Quarter, statements

of all building, in ,.rp.""i6f *friii, ..ni i, puia Uv ttre State i cfianges, only during

the other two months';i a;a;;;ieit ili be intimated. The unit Accountant'

Militarv Estate om."r,"*iiioui"iru"ai..ord "ikoot 
ledgements of the quarterly

;#;;"6;; in"-i,iu..qoent "change Statements"'

2ll. Recoveries on account of charges for electric energy and water from

"orriu-..r-pu,irgiir*t 
t"-th" U.e.S. -or" watched through the Consumers

Ledeers. These rvill be treated as a ,"purui" ilass of Reveitre ; a folio of the

il""il;; i;dft 6;hs uilotiio to eacli class of such receipts.

2|2.SeparateRevenueLedgjrs..will'bemairrtainedforHeadvIII.lvI.E.s.
and for Major n.uo iliiiing t, ti"il works Revenue. The Ledger will be

submitted monthly ,rii"'b?*"ito'o"'foeio.ii rvho will initial them in token of

his scrutiny.

2t3,
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Register of Buildings

2l4.TheunitAccountantwillmaintainanuP-to-daterecord.ofallrcntablc
tulttines io1"u-nri.ilpi r.gisrers to be maintained separately for (i) Government

;il;Ji"*'"kli;;;. ?iii hit.a"' Leaiid/Requisitioned Buildings-in the station pool
Iliiin"i'"l"TinL"' i,riraiirri t ir.t airect uv officers under the orders of the

tiL',iliii i"'#.i',io-.i, iiii.ipla of '"tti.t rent- is paid bv them direct to the

l^.al.rat. These r€gisters wili scrve as u pc'nianent record and will shorv

Jetails of accommodaiion as indicated below :-

(a) Quarter No. and Locrtion'

(b) Class of accommodirtion.

(c) Nlonthly assessment.

(,/) Whether furnished or unfurnished, and if furnished, monthly hire of
furniture.

(e) Whether metered or unmetered as regards electricily and watcr'

ln order to keeD these Rcgisters up-to'date, Quarterly S-tatements is embodying

"rr,ii..il"uiioii "tl[t'iooi 
ptol" auring tbe Quartir ending3IstJuly, 3lst Octobcr,

ii'.ii";;;;;"d totir- ep'tit will be lurnislied bv the Garrison-Engineer so as to
;;;;il;h;-ijri;' A";;;riaiit uv thc lorh of the month followins tbe quarter to

rvhich it pertains.

Vacant Buildings

1l -s- Altcr lhc Dosting ol' [hc Rcr enue Lcdger lor the month has been complc-

t"a. ii,l Jri'i a"."i',ituniliir pr.pote and su-bmit to the station Commander
il;;rrli;h;'d;;;iti"'-Ei'eir."?, 'a list showing all rentable -accommodation'
d;;,:.;t. ';;..:'i;i"" 

'r""i,ii a..ire the precedi-ng months, with a gopy to- 
-th.e

i.,t. ii.,'rri.Els.'*ti" ;tl;"Gh ifiut tt,i titt is lrepared regularlv bv the Unit
aiiir*Li',i -r"o take such action on the list as mry be decrqed necessary'

2t 5.

2t7.

ComPctition of Revenuc ReceiPts

218. Rent Bills a.nd other vouchers relating -to rwenue receipts will bc

nosted bv the Unit Accountant in the Revenue Ledger in the manner indicatcd
ii-ii"-'zqi. The characs for rent of accommodation and allied services

ir: i *ut.r, .f..iaiity fuiniture etc. will be shown by the.Unit Accountant in
."ou,ot" 

'.olurnnt 
provicled lor the purposc in the Rent Bills (B A F W 224l)

,rr{.r,r 1i;riu. iiarJlfr.d ,no"t the iresiribed heads of account of M E S'

i"rinu. unO included in the monthly accounts by the pay Accounting OF!.-er

clnciin"J, aftet effecting the recoveries from the individuafs pay accounts bills,
;i;: ;;;ri iri the case 5r tt. p. s. establishment pay bills whcre such recoveries

witi 6e 
"iassineA 

and adjusted by the Unit Accounttnt M. E. S. concerned, along
*iih tt. puy-ents on account of pay and allowances and other miscellaneous

t"ior"i,"r'. 'Io cases where recoveiies on ac€ount of rent, etc., are made
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tFfgugl, Civil.Aecounts Offcers, the Unit Accountant rvill initiate responrling
rlebits in anticipation of the original credits, and furnish necessary Reririttancl
lichedules supported by copies of accepted rent bills, to the Finanie Controller
(\H-orks) colcerned, for further necessary action. For rents including water
and electricity_ charges in respect of M. E. S. buildings occupied by civil aid posts
and relegraphs Departmenti where such charges are boine by Departmi:ntal
estimates,_responding debits should be raised annually in arrears in the accounts
for June (Preliminary ) in anticipation of the corresponding original credits in the
Exchange_ Accounts under Head IV. In respedt of reioveries made by other
Fina-nce 9ontroller (Works) the transaction will6e adjusted finally in the a6counts
of the Finance controller who effects the recov6ry and th6 credit on this
qecount will not be passed through the Military Exchange Accounts, to Finanee
controller (works) in whose area the rent bilf was initiated. In the
case of revenue realised in cash or remitted into Treasury, the Unit Accountant
will prepare 

_a Mgnthly Account for inclusion in the consolidated monthty financial
ac,count of the division, to be rendered to C.M.C. Section.

Capltal rnd Reveaue Aceounts

219. The Unit Accountant will prepare from the requisite informatioa
furnished by the Garrison Engineer ind from the statistics ' obtained from the
Revenue .Ledger, Rent Assessment Ledgers, etc., the Captital and Revenuc
accounts in respect of Civil Buildings in charge of the M. E. S. These accountswi[ be prepared Annually in accordance with the procedure laid down in
account codechapter l6and submitted to the Financtcontroller(works) who
will consolidate these accounts for his audit area and pass them on-to the
Controller General Defence Finance.

220.

221.

7))

SECTION XIX._OCCUPATION RETURN

223. The Occupation Returns rendered by the executive and administrative
authorities will be ihecked carefully and inteliigently. Doubtful pointe will bc
taken up and settled by correspondence.

General Completion of the Occupetion Rotsrns

224. In checking the general completion of the return, it should be seen :-
(i) that the return ie rendered on the proper form, i.e. B.A.F.Z. 2170 ;

(ir) that the description and classificaton of the buildings are correctly
given and that same tally rvith the particulars given in the Revenue
Ledgers and the Register of Buildings maintained by the Unit
Accountant;

(ur) that the return is signed by the authority responsible for its submiesion ;

(ir,) that the account/personal Nos. of the Military Officers ere spccified ;

(v) that lhe relevant columns of the return are properly fflled in.
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Allotrnelt rnd Oecupstion of Acconmodatlor

225. When the allotmcnl of accommodation is reportcd, the follo\Ying points
should bc Iooked into :*

(i) that thcre is no undue delay betrvccn the datc of allotment and
occupation;

(ii) that where rhe allotment of accommodation is stated to bc frec of
retrt or at a reduced rate of rent, thc authority in support is quoted
and is correct ;

(iii) thet when accomrnodation is allottcd frcc of rcnt or at sPecial rcnt' for a limited period (see for example paragraph 14C (i) and
(iv) of Regulations for quarters and Rents) the period of allot'
mcnt during which the concession is intended to apply, is mentioned
in the ordei conycying the sanction and that this period is shown
in thc occupation return. (A note of the period should bc tcot
to watch thaa the building is vacated at the end ofthat Pcriod or that
thc asnction is rcnewed) ;

(iv) that whetr the atlotmcnt of accommodEtion is on Paymcnt ol rcnt' but subjcct to a ccrtain pcrccntage of salary, thc ratc of salsry is
verified by rcference to the Accounts Officer Concerncd ;

(v) that \yhen accomnrodation is lersed to private Persons not in Gover-
ment cmploy :-
(a) atr agrccrnent is exccutcd on thc lincs notified by thc Ministry

o[ Dcfence from timc to time ;

(b) thc instrument is properly stamped ;

(c) thc currcnt market rate for rent is quoted on thc rcturn ;

(d) thc rcnt is fixed at thc market rate providcd it is not lcss than' the assesscd rent, as worked out in the Rcnt Asses3ement Led-
gcr;'

(vi) that when accommodation allotted for cinemas is stated to be on
paymcnt of the concessional rate of Taka l/8/P.M. a ccrtilicatc has
bcen received from the officcr Commanding Station to thc cffect :-

(i) lhst the cinema is not open to the gcncral public ; and

(ii) that the chargcs made to the troops are based on the con-
sideration that a nominal rent is paid for the accommodation
used for the purpose. It should also be scen that rent for
internal electrical installation is charged in addition;

oii) that when accommodation is allottcd to Officiating non-gazcttcd
incumbants of Ordinance and Clothing Factories and the Ord-
nance Inspection Section, it is ascertained by reference to thc F.C.
concerned and they hold substantive appointment spccificd in
parg I (f,) of "Regulations for Quarters end Rents" in which casq
thcy will be entitled to reot frc€ quarlers ;



(viii)

(ix)

that when accommodation is allotted to non gazetted techuical civi-
lian officers or Ordnance and Clothing Factories and Inspection
Se;ction rappointerl .to officiate in Gazetted appointments, both
the substantive and officiating pay are noted in the Occupatiog
Return so that rents payable may be calculated in accordance with
Faragraph 13 (j) of "Regulations for Quarters .and Rents";

that when a Military building is allotted for use as an institute for
a body of soldiers belonging to a unit, s6tps or service, reference
is quoted to the sanction of the Divisional Commander for the use
of the building for such purpose I vitlep$a 19 (c) of "Quarters
and Rents"l and that it is stated in the Occupation return whether
the ,institute is run bythe unit, corps or service, asthe,case may
be, or by a contraclor;

(x) that when free. accommodation is allotted to authorised followers
of the A. S. C. it has been stated that their duties require them to

' live in particulaf quarters i order to be near their works ;

4r)

Scale of accommodalion

(xi) that the sanction accorded by the Administrative Authorities to
the remission or reduction of rent except those accorded under
para 22 (b) and (bb) "Quarterc and Rents" are in order and
that the pahiculars shown in the p(ofoflna received with the sanc-
tioos .are checled from the recordi available with the exception of
the rates ofpay which should be verifted by a reference to the
Accounts Officcr conerned.

226. The follorving are thc important checks which should be erercised
under this heading :-

(a) It should be seen that no individual except for valid reason is allot-
ted acconmodation in excess of the scale to which he is entitled
under Re-sulations or superior to thtt authorised for his rank or app-
ointment . If superioi quarters or excess accommodation are
allotted at the request of the occupant, the fact should be noted in
the Rcvenue Ledger to ensure that the increased rate is charged.

(b) When an individual is allotted accommodation inferior to his rank,
it should be seen that sufficient reasons for not allot full accommo-
dation have been recorded.

(c) -Tha reasdns for the allotment of out of clas accommodation will
be reoorded in the remarks.columl of the Revenue Ledger in' srpport of such an auotm€nt, ,Wherb the administrative or other
reasons assigoed by the administrative authorities are not accept-
able to the Udit Accountant he will report such cases to the L. A.
O. (M. E. S.) explaining his points of disagreement. Thc L. A. O.
(M. E. S.) will take further necessary action in consultation with
the F. C. (workq) br in direct communic6tion with the Admir s-
.trative authorities conctrned.

(d) Accommodarion allotted to coniractors (for use as institute) should
bc checked so that any room or rooms not set apdrt for an insti-
tute, are charged for under Regulations.
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227. When the vacation of a building is reported it should be verified from
the Revenue Ledgerthat the intimation ofthe occupation ofthebuildingby
the person reported as vacating it was duly intimated and noted in the ledger.
The 

-cause 
of vacation should be looked for. If a building is vacated for reasons

other transfer, vacation of appointment, .etc, the circumstances should be fully
investigated, especially if the occupant is required under rule to occupy Govern--
ment bwned oi hired accommidation. In cases of transfer or vacation of
appointment, it should be seen that the quarters are re-allotted to the successor
o-f- the officers vacating the quarter or to some other officer. If a quarter is
vacated without sufficient reaions, action should be taken under para 6 (d)
of. Regulations for "Quarters and Rents" as indicated belorv :-

(i) Officers iu receipt of lodging allolance - The F.C. (Army) Pay-l should
be inforrned that lodging atlowance should continue to be rvith
held.

(ii) Officers not entitled to free accommodation---Rent 'should continue
to be claimed.

(iii) trndividual entitled to free quarters-The F. C, (Work$ should be
informed that claims for compensation in lieu of quarters are not
to be entertaiued.

,The above action should be taken rvith the apporval of the Garrison Engi-
neer. 

.Irt the event of a disagreement betweeu the Garrison Engineer and his
Unit Accountant; full facts ofthecase should be reported for orders ofthe F.C.
(Works).

If a building is vacated before the end of a month by an individual not
required under rule to occupy Government accommodation the question w\ether
rent should be charged up to the end ofthe month or only up to the date ofvaca-
tion should be considered, rvith reference to paragraphs 6 (a) Regulations for
Quartcrs and Rents.

If a buildin-e leased out to a private persoll, not in Government employ,
is vacated, it should be seen that the proper notice tbr vacating th'e .QirartbrS 

as
required under the agreement has been received from the tenant in time, Other'
wiSe; action will be iaken at once to recover the amount due from the tenant in
time, in accordance with the terms of the agreements.

Independent checks over the Accuracy of the Occupation Return

228, (i) It shoulcl be seen that the date of occupation etc. is shorvn in
thc return of buildings, information of the allotment or impending
allotrnent of which is received from another source; e. g. Reappro-
priation statement, Completion Reports and Station orders,
etc. For the exercise of this check, suitable notes of all such cases
should be kept and referred to, at the time of the check of the Obbu-
pation Return.

The Occupatiorr Return should be compared with the returns in
respect of recoveries for water and electric energy subrnitted by
tFe executive autborities.

(ii)
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(iii) Dates of occupation/vacation should bc compared with thosc showa
in the Handing/Taking over Reports rcceived frern the Garrisoa
Engineer.

Quarterly Occupation Returns

229. The manner of check of these returns is shown below:'-

(a) It should be seen that the general completion of the Return is correct
(see paragraph) Q2a above).

(b) The return should be checked to see that it includes all the buildings
shown in the Register of Buildings maintained by the Unit Aceoun-
tant.

(c) A comparison between the Occupation Return and the Coneumers
Ledgers for water and electricity should be made to sec that build-
ing in respect of which charges for water and electricity have been
made, are duly shown as occupied, in the Occupation Return,

(d) The particulars, i. e., the name and rank, of the occupant, the rate
of salary, etc. recorded in the Return should be compared with
those noted in the Revenue Ledger. Cases in which the two documents
do not agree will be taken up with the authority concerned. If thc
rate of salary is found to be different from that shown in the Revenue
Ledger, the Accounts Officer concerned should be asked to state the
date from which the changed rate takes effect. On receipt of reply,
necessary adjustment in rent, for the period affccted, should be
made.

230,

231,

SECTION XX._RENT BILLS

232. Occupation Returns and Return of Recoveries of electricity, water,
etc, received from the Station Commander/Garrison Enginecr, M. E. S. will after
full check, be posted in the Revenue Ledgers and Rent Bills issued on behalf of
the Garrison Engineer, in cases where rent, etc., is recoverable.

233. lf Occupation Returns are not received in time, the Unit Accountant
will prepare the rent bills on the basis of the changes shown in the Handing / Tak-
ing over Reports, if any, received from the Garrison Engineer, and in case no
such report is received, on the basis of the entries in the Revenue Ledger
for the previous month, subject to re-adjustment on receipt of the Occupation
Return.

. 234. Rent Bills will be prepared in quadruplicate, of which one copy will
be retained as office copy, one will be sent to unit/formation Head Quarters
concerned in which the officer is serving and two will be submitted to the pay
Authority concerned or the Treasury Officer or the Head of the Government
Ofrce concerned , for individuals paid direct by them by the l5th of the month to
which they' pertain. All the rert bills for effecting recoveries should be sent by the
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U. As. to the pay authoritics with a fornarding list, which shoukl be ackoory-
lsdged..by_ the pay authorities within 3 days of its receipt. Rent Bills pertaining
to individuals not paid by any of the above $ill be sent to them dirict with i
requc,st for payment, on or before 5th of the follorving month. In the case of
bills for buildings _o_ccu_pied _by the P. &. T. DeparGent employees 3 copies
will be sent to the Hcad ol the Oflice concemed and one will 

-be' 
retained as

office copy.

23j,.. {fier noting .the recovery certillcate on the duplicate copies of the
r_ent bill the pay authorities will arrange them in the sameierial ordir in which
they 

-were received (vide. para. 234 above) and return the same to the respec-
tive U.As. with a covering lerrer. The U. A. will ackno*ledge the same imhe-
diat_ely and then enter up the revenue ledgers. The amounts -rccovered will be
creditedas. Reveuuc _Receipts, except .that any rcorveries made from a Depart-
mcnt of the Central Goyernment will be tieated as reduction of expenditurc
under the maintenance Minor Head concerned or under Minor Heai ..n (a)
Rent for hired buildings" in the case of buildings hired on a oon-repairaBl6
lease, if such recoveries arc effected before the aciounts of the year are ciosed.

236. Rent bills ivill be prepared for the culrent month and be recovered in
arrears by the I st of the following month, except in the case of pensioners and
privale persons from whom renls are to be rc'overed monthly ii advancc.

.237. When quarters tre to be vacated before the lastdavof the month
gyng tq the departure of the occupants on transfer Ieave or ;etiremeot, thc
Officcr Commanding Station. unit or head of departmeut, orany orher autho-rity rcsponsible for rhe allotment ofquarter wiil intimate the probable datc
of vacation to the Carrison Engineer.'The Garrison Ensineir'will intimatc
thc. impendjng change to his Unit Accountant who will "prepare a rent bil.and submit it at once to the accountant attached to ihe Military unit,
or-the Ii.C.(works)or the Treasury Officer orthe Head ofthe Governmen:
olficc, as the case may be. so that the amount may be recovered before the occu.
pant s de_parture. Any balance remaining to be recovered will be intimate<r
by the Unrt Accountant through his F. C. (works) to the Accounts Omc.-.to whosc audit area the individual is transferrcd.

238.

239. ln the matter ol reco\ery ol rents, etc. the Unit Accountaut ivillpa) particulitr .attention to thc principies given in thc .: euu.t.r, aod Rents.,and the 'Re\ise Rent Rules" under thc urodified New Scolcs of pay.
The rulelin the Quarters and Rents, Alny n.gututiorr, Rutes inO fnstructionsand Yt. F. S. Regulations will rernain in force "rna 

^oiiv 
,iiiiti ,nutandis e\ce_

p-t what has been specifically otherwise provided in tfii 1.n"ririi Rent Rules...fle wlll also bear ltr ntind that if the rcnt recoverable from a Government
servant is linrited to a ccrtai, percentage of nis e,nJtunr"nii, 

-a,ia 
suci, emoiu_ments are changcd retrospectively, rhe rate at which rent is iccovered will alsoDe coangcd retrospecttvely.

"^.?j9: .1.?rlllfrll list ilI dupticare of a[ ourstaDding renr bi s and Occupation
Returns .wirh{utl panicllars which have nol bccn icknowleOgea Uy iht- piyAccountrng officers will be forwarded to .,E" Section of the" F. C. (wor'ksi
cor:cerned by tbe Istlr. of the second month following 

"iti 
q,iu.i.. for'furtheiaction in conrmunication with the other pay ,e.rion'-?nJ.'aiJit om..., *itn ivierv to expediting the recoveries.
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As regards the private individual rvho pay rent ctc, in cash the Unit Accoun-
tant will submit monthly the outstanding list to thc G:rrison Engineer for neces-
sarv action . A coDv of the list witl alio be submitted to thc F. C. Concerned
for'information "ri't"Liog 

up the matter with the G. E. in case it is founil
that the outstanding amou-nts due to the Government are not promptly rcalised.

241. When Government buildings or parts thereof are let to private indivi'
duals, etc, the Unit Accountant should see that thcir insurance is effected as

required by paragraph 201 Regulations for the IvI. E S.

242. Electricity hire of fans, etc, recoveries from non-entitled consumers *'ho
are oaid bv the D;fence Finxnce Deptrtment or by a Civil Accounts Officcr,
will'bc madc iD thc same way as, and iogethcr rvith, recoveries for rent. For this
purpose, the Sub-Division?rl Omcer will prcparc the Return of Recoveries

igldct.ic) (B.A. F. w. 2218) frorn the Co[sumer's Ledger and submit it to the
barrison lEngineer's Unit Accountant through the Galrison Engineer-by the
5th. of the ruonth following th3t to which the chalges pertain. From the Return,
the Unit Accountant will comp'lete the appropliaie columns io the rent bill
(B. A. F. w.2241).

243. In the case ofprivate consunlers the amouflts will be billed and recovered
by the M. E. S. The monthly bill (B.A.F.W. 2217) will be prepared.bv the Sub'
Dlvisional Officcr and sent to the coltsumer acccmprnied, unless standing arrange'
ments to make recoveries in cash have been madC by a Receivable Order (B. A.
F. A. 507) which should give such details as will enable the Treasury Receipt
to be indentified with the relevant bill without the bill itself. The Treasury
Receipt will be returncd to the Garrison Engineer by thc 22nd of the month.
The imounts recovered in cash and credited ln the Garrison Engineer's Cash
Book will be intimated to the Sub-DiYisional OfrRcer who will prepare
ard render to the Garrison Engineer monthly, an Abstract of all receiPts duly
supported by Treasury Receipts. The Unit Accountant will check the Abstract
and see thai the total recoveiies made by the M. E. S. from private consuners
as recorded in a folio of the Revenue Ledgcr (t ide paragrapti 2l l) agree with
the amount shown in the Return of Recoveries as recovered by the M' E. S. from
those consumers.

214, In lhecaseof A. F. entitled consumers, the monthly consun)ption will
be measured by means of meters or asiessed by the Garrison Engineer .(where
meters are not imtalled or are out of order) and a voucher showing the total num'
bers of Units consume will be prepared annually, in triplicate, and priced at
the sanctioned issue rate. In additlolto charges for electric energy, rent for inter"
nal installations, witl also be included in the voucher. The voucher will be
fotwarded, in duplicate, to the Oficer Comnranding the unit or depot concerned
for acceptance. On reciipt ofthe original accepted voucher, 

-1he. 
Garrison Engi'

ncer wili complete his coiry accordiigly and pass it to the UBit Accountant for
comoletins thi Revenue 

'Ledeer. Thi' voucher will then be sent to the F. C.
(Woi*s) f6r adjustment. The iharges pertaining to June Final will be adjusted
in the accounts for the closing year.

NOTE.- Inier DeDartmental adiustments on this account between the A.F.
and the M. E. S. are howevcr held ii abeyance under Government of Itrdia'
Finan""'r Department (Military) letter No. Accts-5677 (M 4 G) date 6th Nov-
ember t94t al renewed' under 

- 
6overnment of Pakistan, Ministry of Finance

(Military), Karachi No. 8-80/998, dated l0th February, 1951.
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245. In the case of entitled oonsumers of manufacturing and 4(asi cofimer-
cial concerns, an abstract showing the totals for each concern, will Q9- prepared
in duDlicate.' ouarterlv. in the ca& of Medical Stores Dipots and Workshops,
half-y6arly in tLe case olDairy Farms and annually in all other cases. One copy
of tire alistract rvill be forwaided to the Garrison Engineer's Unit Accountaflt
not ttra, the l0th. of the month follwoing the end of the period to which it
relates. The Unit Accountant will then intimate the respeclive amouuts, inclu-
ding charges on account of the rent of any internal electrical installations to the
i. t. coicernea for Bakeries and Butchiries and i[ other cases to the parties
con&rned. No adiustment oIt 4ccount of thesq transactrions will be made in the

M. E, S, Accounts,

\Yatu SUPPIY

246. The Procedure for the recovery etc, for watcr supply will be as follows : -
In a non cantonment station where water is obtained from a municipality,

"o.oiou. 
iocal bodv or any Government source (civil or Military)for the-troops

;;;;h6i., o. from'a M. E. S. installation, the iecoveries on account of water
srrnnlv in resoect ofnon entitled consumsrs rvill be made by the Defence Finance
o,iri.in..oi in the case of Officers and other ranks who are paid by that Depan'
rni"i oi U, u Cl"it Accounts Officer (see paragraph 47 3, M. E S Regulati-oos) in

^ii"iOi".6 
withthe plocedure laid dcwir in-paragraph 242'. From all other

,io"-i"iiii"O con,r.eis the amounts will be billei and rdcoveredty the M' E' S'in
u""o.dan". with the instructions laid dorvn in paragraph 243 above'

247. ln a cantonment station in which the M. E. S. officer is lgnc1io.g-iqg
a. tlr. ;;Offi".. rnder Section 233 ofthe Cantonments Act {Act II of 1924),

anO in wfrictt the Cantonment Board is not receiving a bulk supply ofwater from
iU" tri. e. S. under Section 234-A ofthe Act, recoveries are required to be eflec'
iJ tr iir" Board. virle Section 214 ofthe Act. In such cases the Return of Reco'
iiii"i',rili ui pi"phred from the Meter Readers Book and rendered to the Board'
The total cosi ai the prescribed rate notified from time to time ofall water su!'p'
tiet to paving corsui.,ers (including supplies made under a.gre€ment vkle Sec'
iilri zziindzzsottt" ait) and-chailes for water supplied to persons and
iiuiiAini' "*"rpt.d 

from payment by thc Board (br:t excluding exemp^tions Sranted
hv loczi G,.,veinment unlei Scction 99-A of thc Act in respcct of pcrsons and

ui,;iaine' antitlcd to a free supply of water under Defence Services Rcgulatious)
less thE collection and audit'charges will be debited quarterly to Main Head

2-L (b) (3) cost ofweter suppliid by M. E. S' to oon entitled consulners by
cred it' riain' Head 8 M. E. S. Sirt-Hea<i C (a) (i) Dcduct recoveries from paying
consumers in cantonment.

For this purpose thc Sub-Divisional Officer concerned will send every quarter
to the Unit Accbuntant for adjustment , a Transfer Vouchjr supported by a
itat"n,ent showing the total coitofwater debitable as above for each ofthe three

months in the quarter.

The water charges collected by the Board, after deducting collection and
audit charges, will bi paid into the treasury to the credit of the "Officer" referred
to aUove. 

-The 
amoudt lvill be credited by Unit Accountlnt to mair Head II (L)

(5) ;l XLVII-Revenue and the Treasury'Receipt f.rrwarded to the Finaoce Con-
troller (Works).
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248. In a cantonment station in which the M. E. s. officer is functioniug
:rs the officer under Section 233 of the cantonment Act (Act II of l9z4) and iil'vhich the cantonment Board is receiving under section-zjq-e, of the Act, a bulk
;upply of rvater from the M. E. s. for a1l persons is the cantonment other than''entitled" consumers, the Board shall pay the M. E. S. for all water so received
,lt the rate (S) included in the Agreement *ith the M. E. S.

The meter readings for supplies made to isolated "non-entitled" consumers
lesiding outside the Board's bulk supply area, but in side the M, E. s. area would
oe added to the Board's rya_in Bulk iupply meter readings and paid for by Board
to lhe M. F. s. as part of the bulk suppty, such non-e-ntitled"' side consumers
will deal ivith the Board and pay for tlie-iiwater at the Board,s rate.

In cases where barrack areas or individual Ivtilitary Buildings occupied by
'oentitled" coRsltmers are situated within the Board's Sufply area-but outiide the
M.-E- s. area, and it is uneconomical to lay a specidl'M. E. s. main for such
buildings-or barrack areas the quantlty of wat6r suppiied to these buildings
or barrack areas will be deducted fiom the Boards main supply metter readign-s,
the.Board. being billed only for the net quantity. The occupiirt-s of such buildingi
or barrack areas will deal direct with the M. E. s. and pay them for all watir
consumed at the M. E. S. all Bangladesh flat rate.

Thj recovery from the cantonment Board shall be watched through the Reve-nue Ledger and when made shall be credited to Main Head-'vltt-M.r.s.
Revenue. The loss, if any, sustained by the M. E. s. on account of the difference
between M. E. s. costed rate (s) of water at the taking over point (s) rvhere a bulk
qu_pp.!r is given and the agreement rate (s) shall 6e debited tb' Main Head
1-L O) (3) by credit_to--main Head 8-c(a) (3). 

. 
For this purpose the sub-Divisional

officer concerned shall prepare monthly a transfer vou6her and pass lt to ttre
Unit Accountant for check and adjustm-ent.

Norry.-ryr the purpose of this paragraph an "Entitle consunler" me&ns
a person in a Cantonment who is paid from the Defence Services Entimates and is
authprised by general or special gr_del ol Government to receive a supply or waiei
for domestic purposes from the M. E. s. or the p. w. D. on such teirirs and con-
ditions as may be specified in the order.

249. The forms used for recovery of s'ater charges will be :_
(a) Rent Electricity and Water Bill (B.A.F.W. ZZ11).

(D) Return of Recoveries (water) (8. A. F. W. 2299).

(c) Water BiU (B. A. F. W. 2300).

Refu*ds

' 250. (a) In the case of remissions or refunds, the unit Accountant will
trac-e the original demand or realisation and make a note against the original entry
in the accounts so as to avoid a double or erroneous claim. Any aiknowledl
ment previously granted will be taken back if possible and destroyed and a note
of the repayment made otr the counterfoil of the original receipt.

(r) Tte^ qro-cedy1e. outlined below should be followed with regard to the pre-
|aration of Refund Bills in respect of excess recovery of rent and, allied chaiges
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ofl account ofincorrcct rates of deductions, doublc rccovcrics, wrong classification
or categorisation of Quartcrs :-

(i) Rcfund Rent Bills_in quadruplicatc should be prepared by MES Unit
Accountant lmmedrately, on receipt of the information neccssitation
a refund, in his office. After the bill has been properly prepared
and checked, the same will be passed on to LAO, MES 'conccire<i 

with"priority" label for pre-audit. If borh the LAO (MES) and Unit
Accountant are in the snmc station, the bills should be sent by hand
through Transit Book and not by post. The LAO (MES) coicerned
should also give "priority" ro this work and pass on the iefund bills
lo the pay-Section concerned, with as little deiay as possible with an
authority for refund, sending at the same rime'an iitimation of his
action to Unit Accountant. Observations, if any raised on such Bills,
will also be given priority and settled with least fossible delay. U.A,,
M. E. S., will bc responsible, to watch persbnally that iction on
refund bills_is not delayed. In case the Refund Bilis are held up in
the LAO's Office, they will remind him by means of ..Special Lcttirs,',

(i) On rcceipt of Refuld lills and the letru of authority from the LAO in
thc pay Section, the Section concerned will take 

'immediate 
action

to refund the amount. In case the refund is credited in the I. R. L. A.
for paymcnt with !!e normal pay and allowanccs of an ofrcer, an
intimation to this effect will be sent to him.

(c) Cascs of "Excess Recovery" of rent and allied charses madc duc to
latc rec€ipt or adjustment of vacation return, should be dealt \vith in thc
following manncr :-

(i ) The refund - rcnt bill, as prepared in the manner stated in (b) (i)
above will be checked and signed personally by the U. A. On;
copy of the refund_ bill will be retained as office copy, one copy. will bc scnt to the Unit/Formation Hd. Qrs. in which i66 Officer'ii
serving and- two copies will be forrvarded to the pay Authority
conccrned, for paynrent action .

(ii) Th. two copies-of the.refund rent bill received by thc paying
authority, will bc checked with reference to the reiord aviiliabli
with him and one copy after endorsing refund.,certificate', thereon
will bc returned to the U. A. for iompletion of his ..Revenue
Ledger" and the other retained to support the payment.

The U. A. (MES) is Competent to refund the rent rccovcred itr e:(cess duc to
lxtc receipt of occupat ion/vacation returns, whcreas thc L.A.O. (MES) is com-
pctent to refund the excess recovered due to irregular process or re-ilassifica-
tiou of accommodation or vrong classification of quarters, etc.

(/) The refund rcnt bill is rhe bill through which the excess rent of recovered
is refunded.

NOT[. -L.A.O. (M. E. S.) at the tim. of his usual visit to Unir Aeeountant.s
Ofrces will carry out cent per cent audit ofall refund bills issucd
by thc U. A.'s under para 250 (c) ibid,
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Rent Claims of Offic.ers

251. The claims of officers who have been allowed to hire private accom-
modition in a Hotel, Club, Boarding House, etc, by thc Station Commander
and who claim reimbursernent of House rent as per their entitlement under
the Revised rent rules of N. N. S. 77, should be checked inter alia to see that
suitable accomrnodation for them is not available in the Station pool. Cases
where such accommodation may be Iyirg vacant should be promptly brought to
the notice of the station commander through the Garrison Engineer concerned.
This check should be exercised before the claim is forwarded to the F. C. (Army)
Pay.I for adjustment in the I. R. L. A. of the claimant.

252.

253.

254,
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CHAPTER VIII_STORES

SECTION XXI_INTRODUCTORY

255. As a general principle, expenditure should always be charged ofr, if
possible, at once to a final head €.9. the work concerned. When, therefore,
materials are obtained, which can immediately be used upon a particular work,
thc payments therefor will be charged to the work. Materials received for a
particular work shall be treated similarly even though they may not be immedia-
tely used, a materials account subordinate to the work concerned being opened
under the rules in the Regulations for the M. E. S.

256. To avoid delay involved in obtaining stores of every day requirenrents.
a reserve supply of such stores for-minor works and maintenance is kept. As at
the time the stores are purchased, it is not knorvn on what works such stores
will be used, they are ac.ounted for under the Sub Head "G" Stores. When
the Stores are issued the cost will be debited to the work concerned by minur
debit to Sub-Head G-Dcduct Credit.

Numerical Stock Limits

257. The expenditure incurred on stock is, horvever, locked up capital and
it is necessary to keep the figure within certain limits. This object is securcd by
prescribing the maximum and minimum quantity of each article required to
be kept on stock. The control on stock is exercised solely on numerical basis
through Quarterly stock summary maintained in B.A,F.Z. 2068, For every item
of stores authorised to be held in Divisional stock, maximum quantity will be
fixed by the Engineer-in-Chicf for each C. M. E. S. and by the C. M. E. S. for
G,Es. Items and quantities so fixed will not exceed 4 months requirements of
stores necessary for Minor Work and maintenarce.

Budget Provisions

258. After the initial fornration of stock, further provision of funds for
purchases is necessary, should be decided to increasc the stock, allotment of
funds is necessary to the ext€ot of increase. Conversely, if it is decided to effect
a decrease, funds become available for surrender.

Fictitious Adjustments

259. All transactions of receipts and issues should be recorded strictly in
accordance with rules. Fictitious stock adjustment such as :-

r (l) the debiting to a work of the cost of materials not required or in cxcess
of actual requirements i

(2) the debiting to a particular work for which funds
the value of materials intended to be utilised on
lYhich no funds are available ;

are available of
another work for

(3) the writing back of the value of materials used on a work to avoid ercess. .over appropriation, etc, are prohibited. Any breach of this rulc

- cgnstitutesgseriousiregularity.-
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SECTION XXII-ORDERS FOR STORES

Check of Orders

260. The Accountant,s scrutiny of orders consists of sccing :_
(o) that the order has been placed on the authoriscd source of supply ;

(r) that the value of orders falls within the powers of purchasc of
the authority concerned ;

(c) that- powers oflocal purchasc are not rcsorted to for replenirhing. stock ;

(d) 
llli^,^ 

bl:.-*!1ling. such malerial the maxinum authoriscd quen-
Utles nxed are not exceeded ;

(e) that each order is endorsed, wjth thc relevant head of account towhich the cost of stores is d;bihble.

SECTION XXIII_RECEIPT OF STORES

261. On .receipt. of.storcs, thc individual receiving the same, will prcpsre ar€ceipt voucher in duplicare, showing the Out. ,l.."Elpi, ttiinilnt numUer anddate, the number and' oaee'of r4s45urement book fid.iiuiiiJi- tn" particularsof stores. i.e., the quairtiil, ,...ir"a, Ji,"-ioi.-;;d'iil;;fi:;; purchasc price.

- 2.62. .4 copy of the receipr vouchers, will be submitted to rhe Accoultssection duty a-llocared in casc bf receipt 
";ir"h.;, f";-;i;;.J-..I"iu.a i;;;i;;i,uhicb rvill bclited serialtl, and kept sicurely U1,-ti,r"-U"i a."oiiorunt.

Chect of Measurement Books

. 263. The measurement book will be checked in thc manncr dcscribcd inchapter v. The quantities and sources 
"t ii,pprv ;h;; "il'ili; 

MeasurenrcntBook, will be cheikcd wirh the entries 
, 

on rhri ' riceipi vo,i.t.iio ,.. that theyagree. At the end of thc entries in the tvlcasuri-rrr'ei,t 6"it,'"ii cndorsemcntwill bc made as shou n below :-
Checked and receipt voucher No

Dated . . Passed for Tk.

Unit lccountan!.

Garrlson Engineer,

The Mcasurement book rrill rhen be sumbitted to the Ganison Engineer forsignaiue itr roken of his apt:rovsl to rhe !;;;u;A;;tili"iraijiier.in,
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Check of Recelpt Vouchen rlth the hyolcc

264. The Receipt Youchers will also be checked with the consignor's Invoice
when received through the F. C. concerned to ascertain that the quantiq and
description of stores, as well as the source of supply shown therein, are correct.

Difictencies

265, In case of stores received from firms and non Military Gevernment
Departments, only actual quantities of stores received will be brought on
cbarge and the discrepancies pointed out to the party conc€rned.

266, When, however, thc condition of delivery is F. O. R. Station of des-
patch and in the case of stores received fron other M. E. S. Divisions or other
Military DepartmeDts, if the consignor's vouchers have been received, the full
quantities recorded thereon will be eqtered oa the reccipt voucher. Any stores
damaged or deficient will be entered on a loss statemeDt. (If the consignor'a
invoices have lot been received the quantities actually received will be
entered on the receipt vouchcr's. Any deficiency coming to light on receipt
of the consignor's voucher will be dealt with by correspondence).

267. The loss statenent will be disposed of as laid down in paragraph
365 and a note kept of discrepancies dealt with by correspondenc€ to watch
their final settlement.

Art@ent of the value of storca receiveal

268. Receipt vouchers for stores received for works will be adjusted in
accouDts.. They will be checked as indicated above and filed serially in separate
files by Sub-Divisions, When bills or debits for stores are received, they will be
verified and allocated by Sub-Divisional Officers direct to the works concerned,
quoting reference to the receipt vouchers prepared on the receipt ofstores. The
Unit Accauntant will link the bills or debits with the receipt vouchers by noting
otr the latter tLe number and date of bill or tho I. D. Sche.dule.

ln the case ofstores issued by the Army to M. E. S. the Stores Section of
the F. C.'s. Office will make no adjustment in the accoutrts in respect of such
issues. The pricing party will send a copy of the priced voucher io the Unit
Accountant of the M. E. S. formation receiving the stores and obtain his
acknowledgement,

The Unit Accourtant will link the particulars of stores, etc, as given on
the priced voucher with the receipt voucher referred to in sub'paragraph above
by noting on the latter the number and date ol the communication with whjch
the priced voucher is received, and pass on the voucher to Sub-Divisional Offcer
concerned for allocation against thc work heads concerned and return. He will
watch that the cost of stores is duly adjusted by debit to work heads/indicated by
ths Sub-Divisional Oficer and conira credit under Main Head 3 or Mail
Hcsd 5 "Deduct ralue ofstores issued on paymcnt to M. E. S. (as the case
may be) under the Class of Stores concerned".

269. At the entl ofeach month, a list x,ill be preparcd ofvouchers for which
bills or debits bave not been received. Where necesshr-v, this list will be sent to
thc Sub-Dirisio;nal Officsr concerned who will take necessarv action for the
edjustment of the liabilities particularly in the last quarter of the financial year,
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Rdlwey Fteigbt

- 270. Two_ lists will be,prepared monthly by the Garrison Engineer's Office,
showing particula-rs of Credit Notes and [aihvay Warrants -issued during
the month and reference to the receipt vouchcrs quoied therein. These lists wiii
also include credit notes and railwly warranr. dcbitable to rlle (iivision isslsd ly
other- Garrisoit. Engineer but rvill exclude crcdir itotcs and railway warranti
issued in the Division on behalf of olhcr Garrison Enpinccrs. Ncceisory parti-
culars with regard to the latter will be communicated tdthe officer conceinid, by
the Garrison Engineer

271. Onc ofthe lists will be for consignments for stock and the other for
th-ose for works. When a consignment coniains more than one article, the amountof freight iir respect of each articlc will be shown separately.

. 27.2.- These lists -will be passed on to the Accounts Section, where they will
be filed forfuture refercnce aiter the list ol credit notes in respect of consign-
ments for rvorks and railway rarrants has been circulated'to Sub-Divisio'nal
Officers for rrote of llte liability in their Construction Accounts.

As debits are received, the Unit Accountant will note ir the lists of warr-
ants and credit notes referred to al paru 2lO above against the items concerned,
the month's inward account in which-the debit has beei received and also quote
reference to the l. D. Schedule.

AII references to the respectivc M. R. C. section of Concernd Finance
Controller, Dhaka Railway Ciaim in connection with warrants and credit
notes outstanding will be made by Garrison Engineer's etc, through their Unit
Accountants,

Overhead Charger

. 273. When q payment is made. or a debit is accepted for indirect charges
felatrng to consignments for srock, the sub hcad G. Slores will be debiied
direct.

274,

. 275.

SECTION XXIV.-$SUE OF STORES

Stores fusled otr Indent

_ 276. I,ssues will be made on indents, all copies of which will be receipted bythe individual concerned, In case of indents ior issues to contractors in ,,,,li-
tamped but datcd^ a.cknowledgf ment will be obtained on RAI-W-ISZO aetailinglull particulars of the materials including the rates and values chargeable. ThENo, and date of the ackoowledgement iil be noted on the ind€nt.-

. . Stock indents in duplicate duly pdced will be sent to the Unit AccountantIn threc batches every mootb. Each batcb will be accompained by top sheet (asper specimen in Annexure "A") duly completed.



In the case of stores supplied by the M.E. S. to Army, the M. E, S. authori-
ties will pass on two copies o[ thc issue vouchers duly priced and classified in so
far as the M. E. S. head is conc€rned to the M. E. S. Unit Accountant. The
latter will complete the allocation on the voucher as r€gards the Army
Head to which the amount is debitable and adjust the vouchers in the accounts.
In cases of doubt the Unit Accountant will ascertain from the F. C-
(works) the Arnry classification head under which the cost of stores is
debitable. He will retain one copy ofthe voucher in support ofhis Abstract of
Receipt and Charges and forward the other copy to the L. A. O. of the
receiving unit or formation for necessary lerification (in due coruse) of credits
in the ionsignee's store ledgers, etc .- The latter's acknowledgemint will be
obt8ined and recorded.
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Chcck of Indents

277. The Unit Accountant will check the indents to see that they are pri-
ced at the correct rate, that the calculations are correct and that all alterations
in quantities are attested, that the stores have been correctly allocated to the work
concerned and that when the stores are issued to contractors, they are so shown
on the indent with the amount recoverable.

278. The Contractor's receipts will also be checked, it being seen particular-
ly that rates charged to contractors agree with those provided in their contracts.
Where contracts specify Stock Book Rates the rates will be those in force
on the date of the issue of the notice of tender, or, if no notice was issued, those
in force on the date, the Contractor was asked to undertake the work. The
total amount shown oD the indent as chargeable to a contractors account,
should agree with th€ amount on the conractors receipt.

Dlsposal of Indents

Adjustrnent in Accounts

281. The amount of indents will be adjusted in account by means of Top
Sbc€t in tlle Abstract of Receipt and ChargB.

Over&awal atrd utrdcrdrawal of stores

280. Contractor's acknowledgements will be recorded separately and kept
under Udt Accountant's safe custody, after the amounts recovBrable from
contractors have been noted in the CoDtractor's Ledger.

282. The quantities of stores actually issued as compared with the amouut
of work done will be checked by th6 Unit Accountant to see, as far as possible,
tlat there is no over or underdrawal of stores and that unexpended stoies have
been properly accounted for.

279. Original copy will be retained by the Unit Accountant in support of the
adjustment and kept securely filed and the other copy will be returned by him to
thi Sub-Divisional Ofrcer for making Decessary entries io the Construction
Accounts.
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ANNEXURE "A"

Top Sheet (Abchact) for Stoc.k Intlenls

M. E. S. DrVISION..................MONTI{....,..........

Indent
Voucher

No. & Date Budget Classi-
fication Code

No.

Budget. classi-
fiication code

No.

Total of
each Indent/
Voucher

s, D.o. F. & s.

283.

284.

SECTION )OW-STOCK ACCOI'NTS

285. In addition to the receipt vouchers and indents dealt with in preceding
sections, the followirg acrounts and records will be maintained in connection
with stock.

(a) Stock Purchase Registcr @. A.F.W.23IO

(b) Stock Register (8. 4.F.W.2279).

(c) Priced Stock List.

(d) Quarterly Stock Summary (8. A. F.2.2068)

The detailed procedure for the maintenance of these accounts and records,
is described in the following paragraphs :-

A-StocL Puclase Register (8. A- F. W' 2310.

286. The register will be maintained lose leaf and will contain an analysis
to determins Stock Book Rates, a separate page being allotted to eact item of
Stock.

287. Normally the Stock Book Rates will remain constant through out the
year, but on receipt of a consignment of stores during the year, in case of locally
purchased anicles only, the Garrison Engineer will examine the cost of the
articles includcd in the consigrment and if a particular rate is found to be seri-
ously affected, will alter the rates for the articles accordingly, at the same time
indicating when the revised rate will take efrect.

Llst of Accoutrts anll Records
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288. Thc rates will be workcd out by , adding in the Stock Purthase Registcr
to the estimsted cost of stores aod freight (plus customs duty charges in case of
foreign stores) a figure representing overhead charges approved by the C. M. E, S.
in the store overhead estimat€s, The grand total thus obtaioed will be divided by
the quantity received to find out the rate per unit.

NOTE.-The overhead charges consist of tho expenditure ofthe nature speci-
fied below which is actually debircd to "G" Stores:-

(a) The wages of Casual and Muster Roll labour engagetl in the case
of maintenance of stores.

O) The cost of fi,nalling stor$ rec€ived and issued.

(c) The cost of repairs and maintcnance of Divisioaal Stores Build.
ings and Yards.

(d) The cost of normal wastagc of storcs in 8tock.

(e) Thc cost of repair aad overhaul of stores in stock where neccssary'

(f) Thc cost of packing stores for issue when necessary.

(g) Other miscellaneoug and minor expenditure not. included- speci-'- 
fically above except (a) Railway Freight, and (b) the pay of Regu-
lar, Temporary and Permanent M. E. S. Establishment,

B-StocL Reglster @. A. B. W, n79,

289, This register contains a numerical account of receipts and issues and
balances of articles of stock,

290. Tho maximum and mlnimuo quantitics and the Stock Book Ratc
will be no&d ia respect of each article.

291. Balaaces will be brought forward from the last year's register and
receiots and issues Dosted dailv from vouchers and itrdents. The balances will
be st'ruck after each'transactio;. A cross check will be excerised on the accu-
racy of the balances by striling totals at tho bottoE of each page and working
out the balarce.

292, The postings in the register including balances from last year will be
checked item by item with the previous register and original vouchers, it being
seen that the description and quantity of articles taken on or struck of charges
are the same as on the voucher. If a consignment causes an exc€ss over the
maximum uDit, the reason for the excess will be looked for

,ol

294,

,o<

C-Prtceil Stock Lisa

296, This list contains Stock Rates and is issued by the Garrison Engineer
at the bcginning of each fiaancial year.



298, Its object is to proyide a ready mea.ns of checking stock balaoc€s against
the maximum quantities authorised to be held and of asertaining Stock
Book Rates. It will be maintained in B. A. F. Z. 2068 (Blank Register) and
entered up quarterly in accordance with the following specimen form :-

297. Copies ofthe priced Stocl List will be supplied to all concerned, Sbould
it become necessary to revise a Stock Book Rate during the course ofa year,
a correction slip indicating the date from which the revised ratc takes eflect will
be issued.

D-Quoterly StocklSummary (8. A, F. Z. 2068)

Item
No,

ption Unit Maximum quantity (A)
Authorised and Actual
Balances (B) at the
commencement of each

Quart€r

lst
oct

lst
April

lst
July

56

Stock Boot
Rate

Tk. Poisa

lst
Jan

299

SECTION XXVI_AUDIT AND INSPECTION OF STORE ACCOUNTS

300. The Unit Accountant will carry out the insepection ofthe Sub-Divi-
sional Ofrcers Offices and will be responsible for the check ofall the numerical
and quantitative store ledgers, accounts., etc., maintained in the Sub-DivisoDal
Officers Offices (as distinct fronr Revenue Accounts which will be checked by the
Central Audit party). A list of such ledgers and accounts is gil en in ANNEXURE
"A"to this Section. Additions and alterations to this list can be made at the discre-
tion of F. C. (Works) as and when found necessary but an intimation thereof will
be sent to the Controller General Defence Finance.

301. The ledgen and accounts will be checked by thc Unit Accountant to the
cxtent and in the manner laid down in M. E. S, Locel Audit Manual and any
selevant instructioo issued from tioc to time.

The frequeucy of visits to S. D. O's. Offices by the Unit Accountant will
be fixed by F; C. (W) according to the local conditions.

Normally the outstation S.D.O's. Ofrccs srU bo nefted hr,ts yoarly'



301-A. The Unit Accountant may be authorised by the L.A O. (MES) to carry
out on his behalf the stock verification of M. E. S. Stores held on charge by the
S. D. Os at outstations during his periodical visits under para. 301.

Before the U. A. Proceeds to ar outstation for audit/review duty, he will
enquire from the L.A.O. (MES) concerned whether any stock verification should
be carried out. The L. A. O. will confidentially inform the U.A. of the details of
particular items to be checked. The result of oheck will be recorded in the stock
verification report to be signed by the U. A. and the Store Holders. Cases of
important and serious discrepancies will be reported by the U.A. to the G.E.
and the L. A. O. (M. E. S.) immedately on completion of the check.

51

StocR rerlftcatlon

ANNEXURE .'A" TO SECTION.-XXVI

List of led&rs and Accour:ts for the audit of which Unit Accountants Garri-
sotr Eogineer's Officcs are responsible :-

l. Material registers. 2. Store-ic-hand ledgers. 3. Road Metal
Registers 4. Demolition Registers. 5 Fan and Meter Registers. 6. Bulb
Accounts. 7. Fumiture ledgers. 8, Tand P lJdgers. 9. Register of articles
inusel0. Register of daily vehicles running acc,runt. ll. Log Book of
road rollers and other Machinery. 12. Annual return of E& M Installation.
13. Plant Record Book.



302. The accounts of a workshop which are adjusted under sub-head C-
Minor-head (e) will be kept by the Defence Finance Department in the vork-
shop office. For this purpose, a Junior Auditor/Auditor will be posted to the
workshop who will work uoder the orders of the Unit Accountant attached to
the Garrison Engineer ofthe Division in which the workshop is located. The
Auditor/Junior Auditor in+harge of tle workshop account will maintain :-
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CIIAPIBR. D(-lf,ORKSIIoPs

SECIION_)OffII.

l, \l orkshop Account (8. A. F. W.2233),

2. Materials Accoutrt (B. A, F. W. 2242 ),

303. All other record. mentiotred below will be maintained by rhe
Superilteodent Workshop 

'and 
checked by the Auditorljr. Auditor ihere

n@essary:-

l. Detailed estimat ( B, A,B.W. nzT ).
2. ttrork Order (B.A, F.W 2?2.8 ).

3. Register of work orders (8. A. F. W. 22:29 ) fot t-
(c) Outside Work Orderc for M. E. S,

(D) Outside Work Ordere for other Government Military Depart-
ment.

(c) Qutridc Work Orders for other Government non Military
DepartmeoL

(d) Outside Work Orders for other.private individuals,

4. Daily Labour Sheet (8. A. F. W. 2230.

5. Indent for Materials (B. A. F. W. 2305 ).

6. Daily Matcrial Sheet (B. A. F. W. 22i15 ).

7. Daily Miecellaneous Cbarges Sheet (8. A" F. W. 2313 ).

8. Aanual Workshop Return (8, A. F. W 2238 ).

9. Monthly Workshop Retum (8. A. F. W. 2234),

10. Expenditure Sheets @. A. F. W. 2230).

t{orkshop Accouatr

304. thc workshop accouats wiil be poetcd ftom deily shects which will bc
passed by the workshop Superhtcndetrt daily to the Aocounts Clerk aod re-
oorded by thc latter.
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For audit charges a transfer voucher will b€ prepared monthly and
forwarded to the accoun-ts clerk lor adjustment.

Credits will be entered from Transfer Vouchers prepared on complition of
work.

If the amount based oo the estimated cost of a job is received in advance,
the amount will be credited to deposits to which head- will be debited the final
cost of the job,

, 305. (a) A flat overhead percentage on the total cost of labour and power
charges (direct charges) should be levied on all work done in M. E. S. Work-
shops. This percentage is fixed from time to time by the E-in-C, General Head-
quarters, in consultation with the Controller General Defence Finance and
the . Ministry of Defence and is communicated by the latter. The percentage
is intended to recover the following charges :-

(i) Booked overheads including audit charges.

(li) Interest depreciation aud telephone charges.

(il) Proforma charg€s on account of :-
(a) Electricity.

@) Water.

(ry) Otr costs.

These charges should be adjusted ia the accounts as under :-
The element on account of :-

(i) Above by deduction from expenditure.

(r'i) By Credit to Revenue.

(lii) and (iv) By deduction from expenditure under the detailed heads
concerned rvhen the jobs are done for a department of the Central
CovemmeDt and by credit to Revenue in 

-other 
cases.

, What portion of the overhead percentage represents each of the vadous
elerletrts it consists of, is determined by th; E-fu€, General Headquarters,
i1 th9 -gape manner as the percentage it ielf and is Uk6-wise communi&ted by
the Ministry of Defence.

(b) The tecoveries on account of overhead percentage should be compiled
as and when affected by the Auditor/Junior Audilor i::-c-harge ofthe Workihop
Account, in the first instaoce under'a temporary head..Susftnse Account Re--
coveries on account of oyerhead percentagc-pending re-adjust^ment under detai-
led heads concerned" in the Workshop Acctunt E. A.i.W.2223.

The head should be cleared at the end of each month by adjustmcnt in
tie maurc-r indicatcd at (a) above. In column 22 B. A. F. W. 2225. sh6utd appcrr,
at. the end oflhe month, a figure representing that portion of the recoveriei'od;i
whicb is finally creditable to tle workshop -accou-nt,
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Reconclliation of \Yorkshop Acrounts'

306. The workshop account will be checked monthly with the abstract of
."".1"ir -i charees a'nd a reconciliation statemetrt prtipared, analysing the

alf.i*.. t.t"t.oiUi i"o ano any error in the workshop accounts will be correc-

ted,

Bllb, Muster Rolls rnd Recelpt Voncherr'

307. These documents would not involve posting in wot*shop accounts

to *ti"tt-uiiixp"naituii incurrea is debited throirgA Daily sheets' These docu-

;;f';ifiil;f-" ti"ire"rca ano passed to the iJnit Accouutant for disposal'

Snt.iis it rispect of eash will, towever, be traced in the.Workshop account

il,iii; ;;#;oa aut" oi tnJ documenti noted in the particutar columns of
;h; A;;;;i ;s;inst ihe intries concemed for facilitv of check with the abstract
of receipt and iharges, it being seen particularly that the amounts agree'

E!@lfim Sh€ct (B. f- F. 22$)

308, Ao expenditure Sheet will be maintained in r.espect of each. job and
nosied from D;ilv Sheets. At the'close of each fionth' totals will be struck
fiA--;il"d t"lhJ summary. An Abstract of all expenditure Sheets will then
;;;;;i;a i; g. L F. w. '2233 workshop Account fbrrt by noting in column 2
the huiber ofthework orders. The total ofthe abstract should agree with
i[J i"Gt i" tn" Woitslop Account (B.A.F.W. 2233) tnaittained by the

Accou[ts Clerk.

Cttrnfiildot Caxt

309. iYheu r iob has been completed and all expcnditure relating there

to brought to accoirnt, the final cost will be workcd otlt and noted in the Expetr-

ait*t Sn..t and a red diagonal line drawn through the blank spice. under
;ffaiiy iip.oOitrre" to ensuie that furtber debits are booked against the job'

310. The number and date of B. A. F. W. 2253 will bc notedinthe Exper-
diture Sheet and the amount posted in the workshop Accounl. Two copies
of thc Iouchers witl be passed dn to the Accounts Clerk fo his rccord, \'Yho \r'ilt
t""n 1r" .oou in a senirate file for reference and the other in support of tbe
entiy in the ^hbstract'of receipts and charges,

311. At the end ofthc year, the expenditure incurred on-all unconpleted
jobs, will be adjusted as above, by debit to the party concerned.

Revlew

312. The financial working of workshop is reviewed on B. A. F. W' 2234'
Monthly Workshop Return.

The Return is Dreparcd by thc superintendcnt and checked by tbc Accounts
Clerk uho uill eod6rse- thereon his ccrtificate.

The Capital co6ts wiu be checked from the plslt X'ecoril Sook and the
Register ol e"ltOlngt apd the booked exPendituri and credits cortrparcd rvith
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thc figures in tbc Workshop Accoqtrt. All calculatlon wiU be chccked to
sec that they arc corcc't.

313.

314.

3ls.

316.

317.

318.
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CHAPTER X.-IUISCELLAMOUS

SECTION XX\{I.-COMPLETION REPORTS

319. When a work is completed, the completion report on B.A.F.W.2266
or B. A. F. W. 2268, will be prepared and submirted by tlre Sub-Divisional Offi-
cer concerned.

320. The Unit Accountant will check the amount of administrative appro-
val or technical sanction with Garrison Enguneer's Register of Appr'ovals
to Works. The completion cost will be verified from the Construction Account
and it will be seen that all recorded liabilities and expected credits have beetr
adjusted, unused stores have been credited to Goveinment and that a remark
has been added in the Construction Account by the Sub-Divisiooal Officer to
the effect that the completion report has been submitted, This remark will be
intialled. by tbe unit accountanr io token of his having passed the
completion report.

It should be seen that in the Completion Report reference is quoted to the
corrcclion slip to the Register of Public Buildings against each item which
involves a new entrl/ or an altsration to an existing entry in that Register and that
the. correction slip has been received. The correction slip will be checked by thc
Unit Accountant with the Completion Report and other record inhis posseasiotr
to see that it has been correctly made out. In cases in which the Completion Re-
port inv-olves ln entry or an alteration to an existing entry in the plaht Record
Book of an Iostallation, the entry or the correction in thi: plant Record Book
will bo checked.

. 321. All newly constructed residential or rentable buildings will be noted ia
the Rent Asseslment and Revenue Ledgers and action taken to assess the rent. If
a work or a renewal involves an increase in the capital cost of an eristing resi-
dential or a rentablc building, the capital cost in the Rent Asscssnrent iedger
will be altered and revised under rules.

322. After action has been taken as above, the completion cost will be noted
inthe Register- olApprova-ls to works (B.A.F.W,l8l6) and the completioa Report
forwarded in duplicate after sigtrature by the Garrison Engineei to the ilnit
Accountsnt who will, after verifcation and check tratrsmit the orginal to the
q. ry. q. S- for disposal, _ retaining the duplicate in his offcc foi subsequent
check by local Audit Staf,

323. The Unit Accountant will see that accounts ofworks are closed nromo-
tly and completion reports and completed requistions submitted without'undue
del ay. To this end he will prepare at the close of his montbly check of the Cons-
truction Account fo_r February,_ April, and june in B. A. F. (C. M. A.) 268, a
Iist ofl works on which there has been no expenditure for three months ;r whlch
appear fronr the expenditure as compared with the sanctioned amount to have
bcer completed but for which completion reports h vc not been received.

324. To ensure that in the preparation ofthe list no omissions.have bccn
made. lhc lrnit Accountant will check the list for Fcbr.uary with the pr.evious
ycar's Registcrs of Ap_provals to vorks and Requisitions and satisfy himself
that it includes all works for whjch completion ,eports have not been 

- 
received

end wbioh htve not been caried over to the nert jear.
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325, The list will be 8ctrt to thc SubDiv{sional O6cer concerned and
its return carefully watched. On receipt back, it will be put up to the Carrison Engi-
neer with the obiervations of the Unit Accountrtrt on the reply ofthe Sub-Divi-
sional Officer. Unless a completion report (or completed requisition) or satis-
factory explanation of lhe Suspension of work is receive, the work will be
brouglt foivard irr the letter of enluiry of the succeeding months down to Malch
aftcr;hich the Unit Accountant'wil[ bring the matteato the ootice of the I-AO
through the Garrison Engineer. The list for June will not be finally recorded
until tll overdue completion reports and completal requisitions have been received
and a note to that effict has been made in the construction account folio for which
a completion report is necessary or itr the Register of Requisitions unless a work
has bien carrieil orer to tho Construction Account or the-Register of requisi.
tions for the n€xt yea!.

326.

SECTION ]OO(-CONTRACTOR'S LEDGER.

Cfhe rules in this section apply to all trans&ction with contractors in conncc-
tion with contracts orjob under taken by them wheather relating to the execution
of works or to the supply of materials for works or stock).

form and use of tbe Ledger.

327, The accounts relating to contractors shoulld be kept in the contractor's
ledger B. A. F. A, 785, a Separate folio or folios being reserved for all the transac-
tions lvith each contractor for whom a personal account is required to be main-
lained vide para.328.

_ 328. A personal account will be opened in tbe ledger for each contractor ercept
when to work or supply entrusted to him, is not important and the only paynient
made to him, is the final payment. If, however, any materials are issued to the con-
tractor, a ledger therefor will be necessary and must be opened.

Postlng the hrtger.

._329. Except_ wten the contractors account is closed and the procedure pres-
cribed in para. 413 of rhe Regulations for the M. E. S. is observed in respec[
of unpaid bilh the value of work done or supplies made by a contractor should
not be credited to his account until his bill has been passed. Debit etrtries in the
ledger should be mad: from passed bills and vouchbr numbers quoted as sooD.
as payments have been made. The value of materials, ifany, issued to contractor,
should be debited to his aocount on the authority of his acknowledgement.

NOTE l.-Security Deposits of contractors ,hould not be included in the
personal accounts in the ledger.

NOTE 2.-When a deduction made from a contractor's bill for one work
is creditable to thc accounts ofanothcr rvork, two distinct sets olentrics should
be made in the lidger, one for the paylncnt madc on account of the former work
and the other for the recovery cieditable to the latter,

NOTE 3.- A set of folios of the contractor,s ledger will be reserved for keep-
ing notes of attachm(1nt orders issued by courts-again--st contractors or fines indi-
cated upon them. Recoveries effected io satisfactircn of those orders will also be
noted thercin. Government claims should be given precedence over court
attachment orders.



330. The ledger aocounts sho$ld bs closed apd balanced monthly..The clo'
sing balance of each personal account sbould be enalysed and detailed so ag.to
show, h respect ofeach separate work, the full particulars of amounts outstao,'
ding with a quotation ofall the vouchers supporting unadjusted outstand'
insi. The ledsers will be sisned bv the Unit Accbirntanimonlhlv and submitled
ro' ihe G.E. fjr Hs intormition dnd for taking necessary steps for recovoring the
outstanding amounts when due for reoovery.

331, The Unit Accountant will be responsible for the corrcstncss of the
contractors ledger and for securing agreemeni, month by Bonth between the bals-
nces detailed iri the Constrauctio-n "Accounti and the corresponding balance of
the accounts in the ledser. He will also be resoonsible to watch that amounts
due from a contractorire recovered completely from his bills for job to which
they relate,

332. The Unit Accountant may be called upon by the F. C. (Works) to-sub-
mit an €xtract from the monthly balincas of eaci contiactors accoirot to the F. C.
(Works). A contractor requiriig an extract from his account in the contractors
iedser. shoula be furnished witli'the saoe. He should be encouraged to look at
hislciount in the ledger and sign it in token of his acc€ptatrc€ of it.

333.

il
Balarcing end Reconcilirtion.

SECTION XO(-TRANSFER OF CHARGES.

Dlvisional rnd Sub-,Dirisionel Ofrcer*

334.

335.

336. The Unit Accountant will scrutinise tle Transfer Certificate and the
Transfer Report belore they are submitted to the C. M. E. S. He will, if necess'
ary, ask for and obtain the ipecimeo signatures of the relieving officers and comp
lete the euard file kent for tLe ouioosel He will see that Me;surement Books in
charge oI the Relieveh officei, hnvt b""n made over to and acknowledged by the
Reliiving Officer. Th; Gn;fdoa Measurement Books will be noted in the Regis'
ter of Measuremeat Books.

Unlt AccomtrtrL

337. When a Unit Accountant is about to be relieved of his duties inaDiv!
sional Office, either permanently or temporarily, he witl prepare, iu tabular for6,
a memorandum, reviiwing the aicounts 6f the Division. For-this pulpose B. A. F.
(C.M.A.) 269 will be usedand the printed entries therein will be supplimented as

required. The state of the stock accounts and other suspense accounb ano or
ouistandings in thi accounts of works will be reviewed in particrrlar. Recoveries
to be -ui" iiom tiei-taif oi from iontractors and others-which should rEceivs
special atteltiou, witf U" ..niion"O. Any arrcars or defects in the w-orking oflhe
Divisional Office or subordinate ollices rendering accounts to lt' wlll be speclEeo
w ith a statement of the remedies apolied or contemplated. All important penlrog
cases and claims in dispute will ile pointed out, indicatiag the Present po$ruol
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thercof. Other points requiring the special attention of the relieving accountant,
*niit.i iorenatii to the initial-or coirpiled accounts or to objection statement

and audit objections, will be set forth in detail.

. The relieving Accountant should, while tating over tte charge, exa-

intet alia the following books and records:-
338

mine r

(a) The Cash Book, particulady the current month's entries lt- should
'"' 6" 

-"r*,iil*i-ir'ii 
uoo"[",i exist for accounts not yet submitted

6 iil Fiil"; Controller (Works). If any wanting, it-should be

;il that .i.pi nrn. been taien for their iubmission, . if no.t. this

inorfa U" a,in" at once by the Accountant rvho is being relieved'

The Cash Book should 
-be 

checked on the day of relief- and a

;"t" ih;i ihis uas ueen done, recorded in the Cash Book' The
i;;;k ;; too[ rir there is a bankitrs account) should be

examinld and balarice reconciled with the Cash Book Balance'

(b'l The Resisters of M. E. S. Advances and Deposits, tbe Contrac'*' t"ti ii8gii u"o ini R"gitt"ts of Barrack Damages and.Unpiad
Wag"s, iitt be examined to see that they have b-een poste.d up-to'
date" aid that action has been taken, in all cases, for the adjustment
of outstandings.

(c) The Resister of Securitv Deposits and the Post Omce Savings Bank
' ' Pass Bo-oks, etc., will 6e chicked to see generally that a satisfactory

record of securities is kePt.

(d) The duolicate cooies of contract documents, will be scrutinised
''' ioo "[.J[.a 

*ith'th. R.gi"t., o[ Securities to see thal all securi-

ties received, have been-properly accounted, for. If in any case'

security has iot yet been rtiovered, a note will be taken for necessa'

ry actiod.

(e) Stock Accounts will be examined to see that they have been properly
maintained.

(f) The Resister of Approvals to Works, Requistions and Appropri-
"' ations, R-eceipt Booki and Measurement Books, will be seen to

ur""rtiio thui they are posted up-to-date. The blank a-nd.co-mpJe;
iett Rec,-ipt Booki and'Measurement Books will be checked with
the entries in the respective registers.

(s) Rent Assessmeot and Revenue Ledgers will receive particular atten''" tion. It will be seen ttrat there are no large outstandirgs and that
action has been taken to exlrdite recoveries in all cases.

(r) The rclieviuc Accountaflt should ascertain personally from each' ' Clerk in thetffice wlrat his duties are and see tbat he undcrstands
what is expected of him. He should enquire also-if thete are
any arrears, aud, if so far what reasons and when the work will
be- brought' up-to"date again. He should t€st the correctness of
the replias he receives by reference to documents, should he think
it necessary.
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(/) Tho Accountant should 2!ami6 all pending cases, objection state-
ment and papers regarding disputed claims and obtain full ia-
formatioD as to their disposal.

(i) All original documeots such as Mrster Rolls and Youchers under
Taka 25 etc. will be banded over and proper receipt obtained there
for.

339.

340. After the relieving Accountant has obtained full information on
all points, he will complete the Transfer Report and forward it at once to the
f. C. (Work, through the Garrison Engineer. The Transfer Report will be signed
by both relieved and relieving Accouotants.

341, When there are abnormal amears, a list detailing them, together with
tle relieved Accountant's explianation should be attached to the Transifer Report.
The anears in such case should be specially brought to the notice ofthe G. E.

342. The relieving Accountant will fiDd it convenient if he has a statement
prepared for himself showing :-

(a) the Assistatrt Garisotr Engincer's charges;

(6) the_ Sub-.Divisional Officer's charges aad the establishment emplo-
yed therein ;

(c) the aames of the latter and their position whether perEanent, tem-
porary or casual ;

(r/) all disputed claims of contraclors with fufl details regarding points
ol dispute.

SECTION )OOil._REGISTER OF PUBLIC BUILDINGS.

343. The UDit Accountant will maintain a Register of Public Buildings.
a print,'d copy ofwhich will be supplied to him by thi Garrison Engineer. -

344. A copy of the correction slips issued, by the Garrison Engineer, will
also be supplied. These slips will be pasted in the Register as soon as received and
the entries concerned corrected, a record of the correction being kept in a fly
leaf of the Register under the initials of the Unit Accountant, rvtro will in.rrlli-
tion review tire Register, periodically, to see that it is kept up-to-date.

345. All sanctions and orders connected with the sale, demolition, reappro-
priation or traosfer of public buildings, will be noted in the Remarks column
against the etrtry concerned in the Register, as a correction slip embodying these
orders is rcceived and the correction has been made, the note kept in thc Remarks
column will be scored off under the-initials of the clerk carrying out the corection.
At thc time of this periodical review, the Unit Accountant will see that
necessary correction slips embodying these orders have been received.

346,

SECTION XXXI.--OBJECTION STATEMENTS

347. An objection statement (Form A) will be prepared in B. A. F. (C. M. A.)
262 61ery mooth after the conslructioD occounis bavc beeo checked, It will
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be rooalcrcd not later thatr thc 20th of the fottowiag nonth to thc Gaf,rison Bngi-
t30f.

348. Each form will be selfcontain and uPto-date, that is to say it will includc
all items of previous reports which still remain unadjusted.

349. An abstrzct in B. A.F. (C.M.A.) 264 of outstandhg it€ms vill bq pEpa.
red half vearly for the half years endini Decembcr and June and submit&d to
tti r.C.-(WoitO in time fdr despatch 

-by him to the D'F.A' (Q) (B) . DFA (O)
or tho DFA (AF) as the caso may bs. u thcro ara ao items to t€port' a Dil state-
mcnt will bo 8€ot.

350. The statement will iacludo all items of iffegular outlay amouating to
Taka 20,000 and over remaining unremedied for oier six 4qontbs and.such
other itehs of irregular outlay as iay be considered necossary' to include irres'
pootivo of tho date atrd amount involved,

351. Exolanation and st4tements as to the action taken to regularise expendi-'
t rrJ .u.t bi definite and explicit and the authority under which a work or- r-epalr

has beea under taken in antiiipation of saoctioa to estimate or allotngtrt of futrds
or in exccss thereof, should be clearly stated.

352. Each form will bc setf contained and uPto.daG, that is to say,
It will include all items of previous reports which still rernain unadjustcd
and will give tlre latest informafion regarding the progr€ss of adjNtmont.

A summarv of the total expenditure placed under objection' will be cnter'
cd inthcform oi tbe front pagiofB.A.F. (c. M. A.)i64 "detailed rulcs for
thc preparation of Monthly 

-O6jectioa Stateicnt B. A. F. (C.M.A.) 262."

353. The following items
statements :-

will be taken in the monthly objection

l. (I) Want of Administrative approval :-
Aay expenditure irrespective of the amouDts iavolved.

(ii) Want of Technical sanction: ..

As under (i) above.

2. (i) Excess over Administrative approval :-
(a) Original administrative approval-All cases iu which therc

rs an excess and the total 'e'xpednditure incurred is in excess
of the powers of technical sanction of the Garrison Engineer.
If the 

-total 
expenditure is within the poweres of technical

sanction of the Garrison Engineer, the excess will be repor'
ted in thc Objection Statement only if it is more than 5 per
c,ent of the amourt adoinistrativcly approvcd,

(D) Revised adm$sitrative approval-Any expcndrtureincurred
in cxcess of the revised amount.

(ii) Excess over technical sanctioaed detailed estimate. As
under (i) above.

N.B.-Expenditure will trot be noted under objection under this Load,
if it has also been included under item 2(l).
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. 3. Want of appropriation-All expendituro lnsurrcd without allot-
ment but trifling itens of expenditure necd not be objected to, provi-
ded the allotment for a work or a group of minor worls or minor
head of naintenance is not erceeded by more than Taka 1000 or 10
per cent whichever is less.

NOTE.-Expenditure incurred at the commencement of a financial Year
which is covcred by a provisional allotment oeed Dot be placed under object-
tion for want of appropriation.

4. Exccas over appropriatioo-Any expenditure but trifiing cxcesses
need not be included, provided the allotment work, a group
of miaor works or minoi head of maintenance. is sot oxceedad bt
rnore thao Taka 1000 or 10 p6r cetrt whichever is less.

. 5. Vouchers awaited- In rest cct ofobjection falliag uader this cate-
gory, numbers of vouchers awaited and also the amount, sLould
be shown separately by months under different gfoups. Thc No.
may be wdtten in red ink or otherwise distinguidhed io that they
Ilay not bo included in the aaounts wheB making totals.

6. Oustandilgs against contfactors-Amouots outstalding agai$t
contractorB if, the Contractor's Ledger for more than 3 months.
Advance payments made to contractors for work actually done
by them, should not be treated as objec'tionable €xpetrditure.

7. Over payments to other individuals'-All over paymeots irrcspectivo
of datc'

8, Unauthorised purchaso or disposal of stores-All pulhases and
disposals not approved by tho competent authority.

Other objections-Utrder this heading will be recorded miscells-
neous objectiots, iocluding objectionable expenditure in excess
ofthe sanctioned stock limit, expenditure invblving infringement
ofthe canons of financial propriety, and amount of losses awaiting
regularisation, exc€pting those outstanding under M. E. S, advan
c,e8.

9

10. Outstandings on accouot of rent, electricity and water-All amount!
overdue for a month.

il.

12.

Outstandings in suspensc accounts-All itcms outstanding for
more than 3 montbs, following the month in which the debt origi-
nated and expenditure in excess of funds for deposit works, charged
to Miscellaneous Advauces, irrespective of dato.

Every month a general abstract showing amouDts placed under objec.
tion and cleared during and to ttre end of the monih for each class of
objections scparately will be prepared by the Unit Accountant
ond this will bo checLed ia local eudit and initialled by the Local
Audit Ofrccr,

354.

35 s"
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Ofrcer

69

SECTION-)OO(M._LABOUR REPORTS

The Labour Report (B.A.F.W. 2257)is prepared by the Sub-Divlsiolal
or Overseer inchargc.

(a) In all cases in which musteritg is
of labour eoploycd is kept in B
Roll.

dispensed with and thc record
A. F. W.2256 Casual Labour

(6) When ordered by the Garrison Engineer for any work undcr- - 
crecution departmentally, irrespective of wbeather mustering
i! doro or oot,

357. Thc labour reoort shows, the number of men engaged, the class oflabour,
the rates of pay and the'work on which employed. It is compiled from the Muster
Roll or the 

-Cisual 
Labour Roll and submitted to the Oarrison Engineer.

35E. Thc objects ainled at, in having the Labour Report prepared arc :-

(i) to keep the Garrison Engineer informed of the pro$ess in the ex-
ecuiion of work ;

(ii) to aftord a means of checking during the course 
^ 
of-the day 

. 
thc

nimber of men actually working af the time of the Garrison
Engineer's inspection works.

359. To be of real value, therefore, the Labour Reports should rcach tho
Garrison Ensineer's Office puictualtv and as early as possible. After scrutiny by
tLe Garison- Eneineer. th'i; taboui Reports will bE handed over to the Unit
Accountant for chlck with the Muster Roli or Casual Labour Roll, when roceive'd
for payEcnt.

350.

SECTION-,OOCV.-LOSSES.

361, Losoos will be dealt f,ith either on loss statemctrts or expcrrsc vouohorr.

362, Itr cases where stores, furniture, tools, etc., become unserviceable through
fair wcar and tear or are sold and issued at less than their book value, will be
accounted for by means ofan expense voucher to be sanctioned by the comlrctent
engineering autliority under the powers laid down in Table B, to the Regulations
for the M.E.S.

363. For all other losses, loss statements will be prepared for thc sanction
of th6 competent financial authority.

364. For all articles, borne on ledger charge with or without value, an issuo
voucher will be prepared for adjustment, reference to the voucher being quo&d
in the loss statement.



SECTION X)OW-TRANSPORT INDENTS AND ORDERS.

368. Traosoort Indeats and Orders (8.A.F.2.2150) duly priced and endorsed

with ihe relevarit Army head to which the cost is creditable will be forwarded
trv the "stores Section;' monthly to the M. E' S. Unit Accountants concerned

w'ith a covering memoraodum siecifying the number and date of cach Transport
Indint or Orde-r. On receipt, thise willbe acknowledged bv the Usit Accoutrtant
a"a oassed on to the S.D.Os concerned for necessary allocation to the relevant
rur.iIS. neaas ofaccounts. On receipt back ofthe Transport Iodenls, etc. from
S.D.Os concetned, the Unit Accountant will adjust the amouts in the M'E.S.
agcounts by pet contra credit (by deduction from charges) to the Armv head

"n"ierneO 
;s'indicated on the Indcirts, etc. He 'vill at the sanle time note against

the relevant item in the covering menlorandutn, referred to above, the voucher
number and the month's account in whicb the particular Transport Indent or order
irai been adiusted. The Transport Indcnts anil the concerninsl metnoranda will be
recorded bv the Unit Accouniant in a separate file to lacilitatc tcst check by the
Local Audit Officer. Thc Unit Accountint will also ensure that the Transport
Indents are poromptly adjusted in the M. E. S. accounts.

7o

363. The loss slatlscnt aftcr cficck by tie Unit Aeountant will be forwarded
tv itri'Canison Eneineer for orders oithe competent fiDancial authority, tho
ai 

"ii""e 
coo" beiu-submitted to rle F. C. (Worlis). The triplicate copy will be

retiioed by i6e Unii Accountant as office copy for future reference.

365. To watch the regularisation of losseg a register in Form 5 (Appx. B)
ll be maintained by the Unit AccouataoL

357. Losses, which have not been regularised under the sanction of thc
coopctcnt authority, will be iocluded in the monthly objection statsment.

369.

370.

SECTION XXXVI.-MISCELLANEOUS REGISTERS RECORDS'

Record Mersuremcnt Books.

371. Record Measurement Books are checked arithmetically by the local
staff. who will. as a safeguard aqainst unauthorised corrections, initial in ink' all

"otilctioor 
in 

'calculation-s 
and totals, an additional initial being affixed for every

aiteration. If, however, on receipt ofa bill based on measurement Book, the Unit
Accountant 6ods that the particdtar entries pertaining to the bill have not been
ihecied bv the local audii staff, tlose euiries will be checked by the Garrison
Engineer'i Unit Accountant before passing the bill.

Register of Sanctions (B.A.F.W. 2252).

3?2. The Unit Accountant will maintain Re-qistcr of Sanctions in B.A.F'W.
252. In this rvill be recorded, all administrati're approvals for standing charges

e,.q. puyaant o[ rent for rarhvay sidings, contingent charges, etc. Separate
re-gistdri w t be maintained for each Major Head'
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Atrdlt Progress Reglster.

372.A. The Unit Acoountant will maintain Audit Progrcss. Registcr on
B.A.F.A, 473 to watch progress of settlement of local audit objections, etc.

Register of Brrrack Damages.

373. This Register is maintained by the Budget Clerk in B.A.F.W, 2269.
Entries will be maie at the time of passing an estimale or a requisition for making
good the damage and initialled by the Unit Accountant. Recoveries will be
iatched througi this Register and iolumns 4 and 5 completed as a debit is raised
or cash is received.

Items remaining outstanding for more than three months will be brought to
the trotice of the Garrison Engineer for special action.

374. The Unit Accountant will advise the Garrison Engineer to revierv, from
time to time, the several registers, books and accounts. Record Measurement
Books etc. maintained in Divisional and Sub-Divisional Olices even though
he may have scrutinised and initialled the individual entries or sets of entries
therein. For this purpose the Garrison Engineer may require these records to
be laid before him thro'ugh the Unit Accountait monthl! or it such other intervals
as may be fixed by hinr. The fact of such review will be placed on record in
all cases in a suitable form on the Register or accounts, eto. conc€rned. To see
that there is no delay in the submission ofthe Registers, etc. the Unit Accountant
will keep a note in his calender ofreturns and, in the case ofthe records maintained
in their ofrce, will inform the Sub-Divisional Officers, the dates on which they
should be sent to him for inspection by the Garison Engineer.

375. To keep a watch on the disposal of I. D. and other remittance schedules,
received from the F. C. (!Vorks) for verification and allocation, the Unit Accoun-
tant nill maintain a register which will be completed to show the action taken
for their disposal, from time to time. All I. D. Schedules for credit notes and
Railway Warrants will be linted before retum to the Finance Controller (Works)
with the list ofthose documents maintained by the Unit Accountant (seep*a-272).

L D. Schedule.

FURNITURE

Sqply on Rent.

376. "SuLDivisional Officer F & S" will itrtimate to the c.E,'s U. A. the
capital cost of articles of furniture issued on rent as shorvn in the Station Distri-
bution Furniture Ledger (B.A.F.W. 1814). The Unit Accountant will verify
that the hiring of furaiture is authorised and after checking the rates and cal-
culations with refereqce to the Furniture Rate List, will enter the capital value,
etc., in the Rent Assessment L€dger (B.A.F.W.-2239) and the amount of sssessed
rent o:rly will be shorvn in the Revenue Ledger. The procedure for the recovery
ctc. of rent for furniture will be as laid down for reot of buildioE.
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Annugl Furit[e Retwn,

377. The Annual Furniture Return (BAFW-2219) will be submittetl by th€
GE to the respective DW & CE in support ofthe Annual Schedule of Deurinds.
The values recorded iu the Return will be checked by the U.A. before it is submitted.

378. Copies of office orders issued by the G.E. authorising an Assistant
Carrison Engineer or Sub-Divisional Officer to sign estimates, bitls and other
accounts documents rnq specif-ling the particular powers to be exercised by thc
omcer together with his specimen signature receivid by the Unit Accouniants
F,C. (Works) shlould be recorded in a guard 6le. Specimen signature of other
ofrcers where necessary will also be similarly recorded in the guard file which
should be pqgc numbered and a suitable alphabetical index kept iherein to facili.
tate easy refereDce.

Record

- 379. All records should be carefully catalogued and preserved. The periods
for which the different kinds of records will ordinarily be^ retained, are shown in
Appx. "A" to this Manual. In order to avoid the congestion of old records
which are not likely to be ofaoy use and to make room for"new records, all timi
expired records will be picked out and proposals for their destruction submitted
in July e-very vear to the F. C. (Works) tirough the Garrison Engineer. On
receipt of ttte concllrrence, destruction will be carried out in the presence of the
Local Audit Officer and the list of documents destroyed, with the certificate of
destruction noted thereon, kept on record.

AdYonc€s and Deposits.

380, Separaie registers for Deposits anC M.E.S. Advances are maintai[ed otr
B.A.F. (C.M.A.) 258.

Exc€pt as permitted by Regulations, no expenditure or credit should bc
compiled under these heads.

The register should cootain full particulars of transaction to admit of actioo
being taken for 6nal adjustment.

Thc balances in the Registers should be reviewed monthly to see that trecessary
action has been taken for their clearanc€ and to ensure that no item remains out-.
standing .longer than it should. Thero should be oo minus amounts in these
Registers.

Regl$er of Secarltles.

381. A Register of Interest bearing Sesurities will be maintained on B,A.F.W.
2286 in which will be recorded the receipt or disposal ofthe security deposits of
contractors and establishment. The original acknowledgements of the depositors
for the refund ofsecurity deposits, will, except in the caseof reufund of cash
dcposits, be properly filed with this Register.

Thc Garrison Engineer will at the close of the ycar record in the Regist€r a
certifics,te to the efect thal all securities or the acknowledgements of th€ aurhtori
3rd custodians, are in his possession or in that of the F.C (Works).



Sl.No. Period of Reteation
yeanl

6 Years after the date
of completion.

5

l0

10 Years after completion
of Register for exis-
trng enmes.

10 Years aftor compl€.
tion of vork. e :,

3.

4.

5.

6. 3 Years after complc-
tion of register of eri-
sting entries.

8.

9.

10.

ll.
12.

20

I Year after lhe charges
have been recovered.

5

10

l0

2

2

5

I

1 Year after the register
ie closod.

16.

2 Years aftef- tho cass
is elssed finatly.

Description of Records

Duplicete copies of contract
agreements.

Occupation Retun ..

Registcr of cases

Register of Measurement
Books

Measurement Books

Bills, Rent, Electricity and
Water

Rent Assessment Lodger

Revcouc Ledger

Recaipts Books counterfoilg
(MEs)

Muster Rolls

Return of recoveries
(Electric)

Return of recoveries (Water) ,.

Demand Register

Casual Leavc Register

F. C. (Works) Ofice Ordo
FiIe

Attondaooo Rcgist{

Corrcspondenco Pilcs

17.

18.

Remarks

7t

APPE{DIX !'A"

Porloib ol Rctcnflou of Recordr.

13.

14.

t5.

Register of Receipt Book
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APPENDD( 'B"
LIST OF FORMS

FORM NO.4.REGISTER OF RECEIP'T BOOKS.

FORM NO. s-REGISTER OF LOSSES.

Reglster of Recelpt Book*
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sl.
No.

Register of Losses.

Form No.S

Remarks
Date of receiPt
of sanctioned
loss statement
or voucher.

Ir{onth's
accoutrt

No. & date of loss
statement of exPense
voucher on which
adiustment of loss or
wiite off has been ntade
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APPENDIX ..C" CONCORDAF*CE

ponding
l95l ed

.para rn
ltlon,

Para in the
l94l Reprint

Coresponding
para in 1951

edition-

Para in the Corres
l94l Reprint

432

I
2
3
4
5
6
7
8
9

10
11
t2
13
14
15
t6
l1
18
19

I)
3
4
5
6
7
8
9

l0
1l

I
J

Amended.

Alrcady blant

Amended A.L
232143 PAO
116148.

do

95
to
99

100
l0l
102
103
104

Already blank

105

Already blank

Already blank.

Already blank.

Note added vide M
of D RWP: No.
1092/FAC/Er 9309/
D3 dated 20/l l/50

72
73
74
75
76
't7
78-79
80
8l
82
83
84
851

72
73
74

76
77

80
81
82
tlJ
84

100
101

103
104

105
106
107

l5
t6
t7
t8
19

90
9l
92
93
94

to!
8eJ
90
9l
92
93
94

20
2t
22
23
24
25
)R
28
29
30
3l

25

20
2t
22
t-\
24

26
21
29
30
31.
32
33
to
39
40
4l
42
43
44
45
46
47

1

)

Already blank.

Already blank.

Amended ide Gortt.
of India DD No.
96t31521E,8 dt.2t l7 147

Nerv nara added llde
E-in-i No. 96t3i lo/E8
dt. 15/9/45 Omitted
lde Govt. of India
DD Letter No.9613/
52lE-8 dt.2117147.

40
4t
42

43
45
46
47

106
Already blank. 107

I
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2 3 4

48
49
50
5l
52-54
55
56
57
58

108
109
ll0
lll
112
ll3
tt4
ll5

55
56
57
58

59-60
61
62
63-64
65
66
67
68
69-7 t
125

126

125

126

127
128

127
l2s

129 Omitted
130 t?9
131 130
\32 t3l
133 t -12

136'',Itof
t3e l
140

Already blank.
115
117

Already blank. I l8
119
120
121
to

Already blank. 124
Amended
vitle para 67 I 195 I
Chapt. VIII to LIUAD I
Procedure Code I97 J

IVIAG No. 9755 198
Ari s dt. 20/3
47 & 8653/R

dt.2e18l12
199
200
20t

Anended vide.E-ir. C
No. 7005/E
dated ll7l47.

Onrittcd do

Already blank.

Already blank.

Modified vide MAG
No. 7891/R. dt.8/5/41

Amended vide MAG
No. 8653/R. dL
29l8l47 & DDlctter
No. 9523/
omitted 2/Q/3
dt.9l6147

do
Already blank.

48
49
50
5l

61
62 116

117
8

119
65
66
67
68

141
142.
143
144

Modified vide para
38 Chap : VIII
procedure Codc.

178

179
180
l8l

182

184
185
186
t87
188
189
190

Omitted do.
dol9l

,l

108
109
ll0
lll

Already blank. 112
ll3
tt4
115

I
I

I

I

/
I

134
135

i

133 i

r34J
135 Added vrde

MAG No.9755 202
Arlsldt.20!3!47

203
2M
205

Alrcady blank. 206
20'l

140 208
Amended vide 209

MAG No. 8653/ 210
8553/R dated 211
2elsi42

l4l do.
142 do.
143 212
144 2t3
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4I 2 3

145
146
147

148
1501
toI

t5e )
159
r60l
tol

164)
165
166
16',7

r68
169
r 70l
to!
t74)
t75

176
t77
178

1'.l9
180
181
182
183
t 8z+

185

1861
tol

18e 1

lg0"
191
192
193
191

237

,?11
tol

224 )
22s1
tol

22e)
230

235

236
2-77
276

2$

2tl
2t2
256

145
t46
141
148

149

Omitted
R.dated

Already
blank

150
l5l
152
r53
154

Already blank
Mod

158 No.
dt.

159
160
161

162
163
t@
165
t66
t6'7

168

Already blank

L7t
172
173
r75
175
2t3
214

)1t

New oara 215
added uide
MAG No. 9755
ATIS. dt.
2013147 216
Alreadv blank, 217

vide MAG No.
86s31 2el8l42 218

219
220
221
222

192

193

194
r95

196
197
198
199
200

Omitted videMAG
No. 86531R. dated 2918112.

Amenderl vide MAG
Letter No. 8653/R.
dated 2918142.

do

Modified vide pata
13-16 of Annex to
M of D (AB) R.
Pindi Added
No. 56s1/lQ-3(Qte)
dated.2714!48.

Modificil vide AG
(N{) No. W339
dated l315/48.

Amended videB-in-C
No.850l/251/E
-3A dated 41711947

ified vide 231

Already blank.
204
205 Item (iii) added' vicle

para 2 (III of Annex.
to AG (N{) No. w/

339 dated 131518.

86s3/R
2e18l12

Added vide
AG (M) No.
W/339 dated
t3lsl48

206
201
208

209

232
233
234
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3 4I 2

238
239
240

215
Blant
do.
218

2,18

249
250

251

252
lo
254
255
256

25'7
258
259
260

261

2)1
235
236
231
238

271
278
.r10

Modified vrde 280
oaras 262, 168 281

tr.rote l) Naiti 2sz
iary account 283
Co'de & AG 284
(M) No. w/
339 dt. l3/5/48

285
to
287
288
to

Amended rirle 293
M olD No. 294
56sl/l/Q-3
(Qts) dated
2714148. 29s

to

Omittcd
257 Amended
Omitt€d
Already Blank
258 Ameod€d
Omittcd.
do.
259

Alrcady blnak

Omitted vrde E-in-C No.850l/
25rlE3A dt. 417147.

260 Do.

Amended

Omittcd.

26',1

268
269

271
272

211
2421tol
244 t

245'
216

219

Blank

223
224

226

227
228

229

Blank

232
233

247 225 i297

298
Iem III added 299

Do. 300
Modifled vide 301
para 2(ii) of 302
Annex to AC 303
(M) No. wi 304
339 dt. r3/5/48

305
306
307

Do. 308
RevisedMofD309
No. s651/l/Q-3
(Qts) dated 310
27141t948 3ll

Added ride
AG(M)No.w/
33e/ dt.l3/s/4s
Modified Do. 316
New para. Do. 317

Amended t' c MAG
No. 8653/R dt.
2918142 & E-in-C
No.E50l /2s l /E-34
dt. 417147.

Onlitted.

261
262
263

261
265
266

270

Do
Do
Do

279
240
24t
242

262
263

Omitt.d
277

Do.

Do.
Do.
Do.

Do.
Do.
Do.
Do,



t0

42 JI

264

265

243 Note added
]'rde Govt.

244 of pak. M of
F (lvl) Karachi. 320
No. 8-80/998
dated 10/2/51

280

281

282

285

286

287
288
397

Amended ide MAG
No. 8653/R dated
2et8142.

266
267
268A
269A
269
270

245
246

248
249
250
25t

322

271
to
274
275

323
to
324
325New para

Added ide
AG(M) No.W/
339 dt, 13/5/48.

Already Blank 326
327

255 328
329
395

Omitted vide E-in-C
No.8s0l/251/ 398
E-34 dt. 4-1-47 399289 400

290
291 402
292 403

404
Omitted vffe E-in-C No. 405

850r/251/ E3A 406
dated 417147
and MAG No.
9664 /AT/S 407
dared 28lzl45 408

409
4t0

Already blank

296 Modified vide
MAG No.
9664/AT/S dt.
28t214s

4n
4t2
4t3
4t4

350
351
-1)t
353

Alrcady blank

Amended vide E-irr-
C No. 8s0l /251/E
-34 dt. 417147.

Already Blauk Do.

Amended. Do.
Already Blank

Already Blank

]

)

-1301tol
33rJ

332
333
334
335
336
to
348)

336
331
338

340
3,1I
342
343
344

347
348
3493491

l!,j
354

355
New para
added vide E-
-in-C No.850l
25 t/E-34 dt.
411147.

415
to
419
420

297
298

421

Ij
356

357

Alrady blank



8l

2 J 4

363-A J
364
364-A
365
366
367

424

425
426
42'.1

428

429
430
431
432
433
434
435
436
437
438
439
440
44t
442
.t47
441
445
Appcndix

Do.

356
to
357
358
to

374
375
376
380
381
382
383
384
385
386
J6/
388
389
390
391
392
393
394

Ij 422
423

358
359

361
362
363

Ii Already blank

omitted ude M of D (AB)
No. 3819 2577 E-3 datcd

6lelt950.

Already blank.

367-4,
368
369
370
371
372
373

300
301
302
303
304

305
306
307
308
309

310

3l l
3t2

319
320
32t
322
323
324
325

327

328
329
330
331
332

364
365
366
367
368

to 319

Already blank
Modilied t,rde
lvl AG No.8653
R dt. 2918142

Already blank

Already blank,

Already blank.

37t
372
373

375
376
377
378
379
380
381

"A" Append
"8" Do.

tx "8"
"B"

GppD- S-s- 810/85-86/(N{) -22-7-86-2000.

II

I

I


