DAMAGE BOOK

TEXT FLY & Drenched



UNIVERSAL
LIBRARY

OU_158651

AdVvddl
TVSHIAINN


















CIVIL ACCOUNT CODEL.

VOLUME II.



Agenls for the sale of Books published by the Superintendent of Government
Printing, Indss, Calculta.

In Lonbox.

E, A, Arxonp, 37, Bedford Ntreet, Strand,
W.C.

ConsraBLe & Co., 2, Whitehall Gardens,
8. W.

SamrsoN Low, MarstoN & Co , 8t. Dunstan’s
Honse, Fetter Lane, E, C.

P. 8. Kina & Sow, 9, Bridge Sticel, Wesl-
nainster, 8. W,

Lozac & Co., 46, Great Russel Street, W. C.

Kraan Pavrn, Trexco, Trussee & Co.,
Charing Cross Road, W. C.

B. Quarircn, 15, Piceadilly, W.

OR THE CONTINERT.

Frrepuinper & Soun, 11, Carlstrasso,
Berlin

Orro HakrRAsSOWITZ, Lefpzig.

Karn W. HiggsEsmany, Leipzig.

Bryest Leroux, 28, Rue Bonaparte, Paris.
MagTiNUs, N1THO¥¥, The Hague.

Ix InDIA.
Trackrs, SeINK & Co., Calentta and fimla.
Newaman & Co, Calentta.
Tnacker & Co., L., Bombay.
Higornsorman & Co, Madras.

SUPERINTRENDENT, AMERICAN Barrist Mis-
sioN U'rEss, Kangoon.

E. Sgymoue Harng, Esq., Fort Bombay.

MaNAGER OoF THE KpucaToNan Boox
Derors, Nagpm and Jubbulpur,




Government of India.

CIVIL ACCOUNT CODE

VOLUME 1L

Fogued by aunthouty of the Compiroller General
SIXTH EDITION,

Corrected to 30th April 1809.

CALCUTTA :
OFFICE OF THE SUPERINTENDENT OF GOVERNMENT PRINTING, INDIA
1899,



CALCUTTA
« GOVERNMENT OI' INDXA CxNTRAL PRINTING OWFICR.

8, DASTINGS STREET,



CIVIL ACCOUNT CODE, SIXTH EDITION.

VOLUME II.

1. I'n revising Volume II of the Civil Account Code, for convenience of
reference the numbering of the Articles in the Sixth Edition has been retained.

2. The following additions and alterations to Articles have been made :—
Article 721

732(d)
746

7562
789

804(6)
814
816(2)
820A
824

831(4)

845 (a)

845 (b)

824A (f)

.

849, noto 1

874,

875, note 3

922 .

981, note’4

986
1002
1003A

1004(3), line 4
1076(5A), (11)

1103, note

1105, note 4

Audit in a separate group of bills of officers referred to in
Article 814, note 8.

Vernacular voucher {o be translated under signature of
drawing officer.

Applics when last-pay certificate is taken out of his prove
ince.

Charge Certificate to be destroyed at the ond of firat yoar.

Procedure in previous elause applies to officors transforred to
or from Berar other than those referred to in exeeption to
Article 34 of Civil Service Regulations.

Revised Rules for Exchange Compensation Allowance.
Ovders also to be initinlled.

Reference to Family Remitlance, egneellod.

Ilow the proposced sealo to be checked.

Budget check how exercised.

Travelling allowanco of all Aides-de-Camp of Governors and
Licutenant-Governors a Civil charge

Details of miscellaneous charges or other items to bo riven.

Scparate Regwster to he kept for pensions of Colonial Govern-
ments and Native States.

Order and Report to be laid before n Gazetted Officer.

‘When names of ponsioners may be omitted from the Audit
legister.
Agreement with consolidated abstract should ho made by the
Book Superintendent.

Deposits of High Cowrts of Madras and Bombay, Original
Side, how treated.

Advances how checked.

Excesses over Contract Contingent Grants to be entered in

the money column and cannot bo removed without sance
tion.

Assistant Superintendent also may pass adjustment.
Altornative plan not in force in Bombay.

Report on Defalcations.

“Ttems " substituted for * vouchers.”

Statements of Tour Expenses and Exchange C p ti
Allowance.

Debits 1o Berar or Colonial Government, shounld be £r088 .

Exceptions in cases of railway and passage warrants of
Burma and Assam Military I¥olice. s




Article 1123, note .
»  1134-1136
» 1146 . .
Annexue A, Chap. 57 .

» B, Chap. 60 (under
IIL Hems adjustublo
by Civil Dept.) .

Article 1202 . .

s 1235 . .

. 1m0 ., .

w1341 . . B
Annexure A, Chap. 66 .
Aiticlo 1382(c) . .

» 1382(e) « .
» 1422 . .

.

»  1432(2) . . .

» 1459, note . .
» 14’”"(“) - . .

»  1468(d) . .
» 1470, notel . .
»  1481A .
» 1485 . .
”» 1510, note .
»” 15256 . .
» 1530 . .

» 1539 . .
» 16141 . .
U 177 T
M 1679, nole . .

» 16264 .,
» 1636 .
w 1620B .,
o 1648 .,

ii

Remittances to and from Berar how adjusted.

Heads I and I are also for Foress Remittances.

Postings after audit of vouchers.

The followmng additions under Items adjustable hy India .—

Haulage charges of caninges of Mewbers of Viceregal
Couneil, .

Receipts and eliarges on account of Southern Baluchis-
tan Agency (Bombay).

Sale proceeds ot Tide Tahles,
» » Journal of Indian Arts,

** Famine Relief ** omitted.
Charges connected with acquisition of land when debitable
to P. W. D,

Besules pensions cerlain charges adjustable in the Civil
Departments

The year of the outward account in which the entry in the

London Account js respouded to, to be regarded as the year
of demand.

Additional colnmns for temporary establishments to show
annual cost.

Distribution of shae under I.—Tand Revenue, N.-W. P,
Salt (111 and 5—DBurma), XX V,—Miscellancous, all Pro-
vinees except Bombay.

General Officer of the Commund ean sanetion chages
Cheyues to bo issned for swms exceading R20.

Reconeilintions to be communicated to Cowptrollor (feneral
between the dato of issue of the Review and 15th April

Acknowledgzments of advances to meot payments for compen”
sation for lands Lo be obtained.

Forn 34 should aceompany Appropiiation Report.

Trmsfer of surplus to treasmies where there are tiade doe
mands for money.

Rewritten.

Cancelled,

Return of coins with drawn from cireulation.

Opening balance to be telegraphed on Monday.

Final statements of assets and liabilities to be submitted.

Revised.

Wavs and Means Estimate due in Conaptroller General’s
Offico on the 16th of Kehruary.

Preliminary actuals to be telegraphed.

Caneelled.

Report to be in thousands of rupees,

Tiust Interest amonnt payment orders lapse after three come
plete account yems,

Rupee census,

Retun of copper coin balance at depdts.

Distribution of Governwment sceurities.

The second senteneo regarding Superintendents omitted.



iii

Article 1703 . ‘ « Period fixed for destrustion of records nnder the following
I.—Account Compilations—No. 7.
ITL.—Retuins received—No. 6.
V.—Miscellancous Registeis—Nos. 8, 9 & 14.

3. The submission of the following returns has been preseribed :—

Monthly Returns . . . . No. 14

Annual Returns . . . . No 2

4. In Appendix P the following additions have heen made :—

1.—Land Revenue, note . Revenue from canals in Sind.
IT.—Opium—Opinm
pass fees « Note (6).

XVIA.—Law and Justico,
note (37) . . . Addition made regarding fines under Indian Ports Act.

» Pleadership Examination (37«).
X X.—Medical—Medical Schoo! and College fees »  (54a).
XX I.—Sdentifie, ete.—

Miscelluncous—Miscole
lancous . . (60a).
20, Police, note 116 . Recoveries from Railway Companies on account of Polico

charges to be udjusted by dedactions from Railway Poliee.

0. Pormanent Debt o « Imperial Loans Bemiing Interest at 3 per cent.
3 per cent. loan of 1696-97.

Dnperial Toans Not Bearing
Interest . . « € 3% per cont. loan of 1853-54.

» » of 1893-94.
5. The following heads and remarks have been omitted from Appendix L:—
Note 4 . . . . Interest on Suspendod Land Revenne.

» 4 . . . « (Recoveries from Municipalitics in Gujrabt on account of
salaries, ete.)

» 32 . . . « (Interest on arrcars of Forest Revenuo, ete.)

2 16 . . . . Sllll'v(:{ expenses and charges for Advertising sale of wasle
ands.

» 19 . . . . “TFees for masonry graves " from last sentonce within
parenthesis.

26.—Sreientific and  other
Minor Departments —
Scientific . . « Preservation and translation of ancient manuscripts.
Imperial Loans Bearing Inter-
est at 3} percent, o . € 8% per cent. loan of 1853-54.
3} per cent. loan of 1893-94.

A. F. COX,
Cumptroller General.
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CIVIL ACCOUNT CODE.

‘V()LUM.E II

——

Explanations.

The work of an account office falls principally under two main divisions, (1)
Audit and (2) Accounts.

The earlier Chapters of this volume deal with andit. They are followed by
Chapters devoted to the accounts.

At the end are added a few Chapters on miscellancous subjects not strictly
falling under either of the two main divisions.

The general principles laid down in this volumo may be taken as a gnido in tho aceount
offices of other departments in so far as they ave applicable.

The instructions regarding Accounts Current and Government Securitics in Trust are,
however, binding on other departments.

In other matters of detail they are gnided by their own Codes.

Tn this code the terms Accountant General and Assistant Accountant (feneral mgnify, in the case of {he minor
provinces, Comptroller and Assistant Comptroller, respectively. The 10ferences 1o the Civil Eervice Regulations
are to the third editaon,

Chapter 34.—Audit principles and arrangements.

Object of Audit . . . 721 Central Audit of Cortain Puy-

Post-Audit . . . 722 ments . . . . . 727
Pre-Audit . . . . 723 Punctuality . . . . 728
Distriet Auditor N 724 Audit Enfacement . -~ 729
Distriet Groups . 726 Review of Auadit . . 780

Auditors’ Duties . . . 702

Object of Audit.
'721. The main object of audit is shortly as follows ;=
I.—As regards payments, to see—
(2) that the expenditure is warranted by orders of Government, special

or general, and generally that it has been provided for in the annual
Estimates;

1. An audit officer, before admitting in andit any charge agninst the public revenues
which requires the sanction of the Secrctary of State, must satisfy himself that that sanction
has beon accorded either by a general or by a special order of tho Secrotary of S.ate. The
cases in which that sanction is neccessary are stated in Artiele 277 ; for the "adminsion of any

drtvele 721



424 AUDIT PRINCIPLES AND ARRANGEMENTS. [ Chap, 34,

charges which are not statod in these rules to require the sanotion of the Secretary of State
the authority of the Government of India (or in classes of cases for which the Government of
India has delegated its powers to Local Governments, of the Local Government) is sufficient.

In applying that Article, audit officers may assume that all the provisions of the Civil
Service g‘(ogulaﬁons, the India Army Regulations, the Public Works Codes, the Forest Code
and any other authorised Code have received the sanction of the Secretary of State in all case,
in which that sanction is nccessary. They may, therefore, admit without requiring the sanction
of the Secretary of State any pensions, acting allowances,eor other allowances which are admissi-
blo under the rules of those Codes. Any allowances which are in excess of those admissible
under those Codes will require the sanction of the Sceretary of State if they come within the
terms of Article 277.

2. Audit officers may also assume that any general sanctions issued before 1889 (such, for
example, as the orders granting personal allowances to Military officers in the Polico in some
Provinces and the rules under which rewards are granted to officers for passing languagoe
examinations) had duly reccived the Secretary of State’s sanction when that was necesary,
although under the procedure in force up to that year the orders were communicated to audit
offices on the authority of the Government of India only.

(But see also Article 289.)
(b) that the expenditure is necessary for the public §8Vvice, and not greater

than the occasion demands ;

(¢) that payment has, as a fact, been made, and has been made to the
proper person, and that it has been so acknowledged and recorded
that a second claim against Government on the same account is
impossible.

IT.—As regards receipts, to see that all sums receivable are duly paid to
the proper officer and brought to credit by him. The audit of receipts, how-
ever, is in a great measure carried out by departmental officers. (See Chap-
ters 2 and 45). ,

Post-Audit.

722, The greater part of the payments made by Government is made
by Treasury officers, either before any audit, or upon an audit of a limited
character by controlling departmental officers, in the manner prescribed in
Volume I. The payments are then reported and accounted for to the Audit
Department, which deals with them according to the rules in this Code.

Pre-Audit.

728. For service payments made at a Presidency or chief Provincial town, i
is usually arranged that the vouchers shall be submitted to the Audit Depart-
ment before payment, and that payment shall be made only on audited bills.

The method of audit deseribed in this and the following Chapters is gencr-
ally applicable to post-audit. The differences as regards pre-audit are stated
in the Chapters on Presidency payments.

District Auditor.

724. One clerk, known as the district auditor, is primarily responsible for
the audit and adjustment of all the accounts of a district, both of service and of
debt and remittance heads. The bills of Gazetted Officers and of officers
referred to in Article 814, Note 8, including those for travelling allowances, and

Articles 729—724,



Chap.34.] AUDIT PRINCIPLES AND ARRANGEMENTS. 4256

of pensioners, may, with advantage, be audited by separate groups; but the
district auditor is responsible for seeing that the bills or vouchers which he
transfers to these separate groups agree with the entriesin the lists of payments;
that they are recovered after audit, and that, unless separate objection books
are kept by the groups concerned, any objection taken hy the auditors is duly
recorded in the objection book and notitied to the Treasury officer or the officer
concerned. Similarly, the detailed check on transfer receipts and on deposits
may be entrusted to scparate clerks, but the district auditor is still responsible
thal she lists of receipts and payments agrec with the cash accomnt and
bi-monthly lists of payments; and also (if the arrangement is that he ¢hall
dispose of the vouchers in making over the lists of bills and of deposits paid)
that there isa voucher complete and in due form for every recorded payment,
or that objection is taken and explanation demanded.

1. Personal advances made to o Gnzetted Officer should be passed on for audit in tho same
way as Gazetted Officers’ pay bills.

725. Every list or schedule, which forms part of the month's accounts and
works up to the general cash account, should pass through the hands of the
distriet auditor ; and before passing on the list or schedule to any other person
he must test the total of it against the entry in the cash account, orlist of
payments, and must mark the total of the schedule as well as the correspond-
ing entry in the cash account or list of payments as “agreed’”” and initial
them. The first duty of the person who now has to dispose of it is to see that
the detailed entries recorded on it work up to the total thus agreed. He i,
therefore, to perform the addition of the money column, and initial the total
as “ checked.” Only after this is done, is it permissible to proceed io the
audit of the detailed entries.

District Groups.

726. The fundamental principle of the responsibility of a single person for
all the accounts of a district can, in practice, {;e worked in two ways,—either
the establishment of the Treasury audit and account department of the Account-
ant General's office may be broken up into groups, each charged with the
accounts of a group of districts, or a single clerk may deal with all the accounts
of one or more districts.

1. The chicf advantage claimed for the latter system is that personal responsibility is more
casily enforced against a single person than against a group. On the othor hand, the more
varied work of a group suits better with the unequal experience and intelligenco of different

men, affords a better iraining, and makes it casier to provide for the absence of men on leave
or the drafting of any for special work.

Central Audit of Certain Payments.

727. Certain classes of payments enumerated in Chapter 58 have heen re-
moved from the audit of local offices, and placed under that of the Comptroller,
India Treasuries.

Punctuality.

728. The post audit of service payments and the examination of debt
and Account Current, charges must be carried on simultancously. No office of
account can be considered frec from arrears, unless the establishment is ready

Ariicles 725728,



426 AUDIT PRINCIPLES AND ARRANGEMENTS. [ Chap. 84.

to deal with statements as soon as they arrivee When the first list of pay-
ments is received, the audit should at once commence, so that any crror dis-
covered may be notified to the officer immediately concerned, or, through the
objection statement, to the Treasury Officer, before the next month’s payments
are made. If this is delayed, the same error may be again committed, the
objection must again be raised, and the work is thus greatly increased.

Audit Enfacement. -

799. The audilor examining a voucher or schedule should record the neces-
sary particulars in the proper audit register (if there is one), and note on the
voucher or schedule 12 sn# the details of ils adjustment, naming the amount to
be taken to each detailed head in the classified abstract, in order that the
classified abstract may be posted dircetly from the enfacement without new
compilation. He should also, in the andit enfacement, explain the objection
taken to any itemin sufficient fulness to make it readily understood. The note
which serves as the audit enfacement may run as follows :—

R
Charge—Sudder office establishment . . . . L976
Tehsildws and establishments . . . 2,481
Total amount of bill . 4407
Admitted R4,364—0Objected to . . . 43
as per details following =
B acting for C 1, acting allowance drawn at 50 per
cent. should be 20 per cent. . . . .
B F newly appointed, no medical certificate sent . 18

1. The object of the rule is only to secure that every voucher shall be complete and in-
tolligiblo in itself, and shall formally record its adjustment, so that a stranger may at =
glance, withont doubt or delay, see exnetly what detailed entrics in the Classified Abstract are
covered by any given voucher.

2. The details of classification need not bo noted in the audit enfacement, (1) when the
headings of the bill are printed and exactly correspond with those in tho Clussified Abstract,
and (2) when the bill consits of ono item only, in which caso the heading, if in manuseript,
should be examined and ticked off, or correcied when necessary.

Review of Audit.

780. The audit of every voucher, whether recorded in an audit register or
not, must be reviewed either hy a Gazetted Officer, or by a Superintendent, or
an Assistant Superintendent, who, as he passes each voucher, should place a dis-
tinctive mark (either his initials or some shorter distinetive mark) under the
enfacement of the voucher and against the entry, if any, in the audit register.
The audit of receipts, as preseribed in Chapter 45, must also be reviewed.

%31. Each Accountant General should, by an office order, distribute the
work of review among the available staff, reporting his arrangements to the
Comptroller General. It is desirable that the review of Gazetted Officers’
audit should be in the hands of & Gazetted Officer of some experience, and the
arrangements should be such as to ensure that every part of the audit work
relating to each Treasury or Department for at least one month of the year
shall be reviewed in more or less detail by a Gazetted Officer.

3. The reviewing officer should give more attention to the substantial than to the formal part
of audit, and should be especially careful in reviowing the audit of variable charges. It is more

Ariseles 729—731,



Chap. 34,1  AUDIT PRINCIPLES AND ARRANGEMENTS. 427

important that he should eee that no charges are improperly passed than merely that, having
been passed, they ure properly recorded  He must see both that no substantial objection is
omitted, and that the objections taken are really justified. Ile is not expeoted in cvery case
to test the totalling of vuuchers, or to examine the correctness of the compilation of the en-
facement, though his review should be suflicient to detect any general want of care in these
raatters ; nor need he exumine a voucher against its sub-vouchers. The audit of deposits,
bills, Loeal Fund cheques, and pensions is fisl';tle more than formal; and in these enses it will
be suflicient to judge of the general acouracy by detailed review of the aundit of five or ten
per cent. of the items. The deposit receipts should be examined to see that sums have not
cen crroneously credited to that head, and the re-pnyments to sce thal payments by tranafor
have not been made in cash. In the case of bills issued, care should be takon to see thal the
issue of the bills is authorised, and that premium has been lovied when necessary.

Anditors’ Duties.
7382. The following is a list of the more important points requiring the
attention of auditors:—
(2) That the expenditure is warranted by orders of Government, special
or general, and generally that it has been provided for in the
Budget Estimates.
(6) That the expenditure is necessary for the public service, and not
greater than the occasion demands.

(¢) That payment has, as a fact, been made to the proper person, and
that it has been so acknowledged and recorded that a second
cluim against Government on the same account is impossible.

(@) That the vouchers are in the prescribed form, and that they are
duly reccipted by the payees and in original, that a hrief
abstract is given in English under the signature of the drawing
officer on all purely vernacular vouchers, and that vernacular
signatures arc transliterated.

(¢) That they are numbered with reference to the number in the list of
payments or schedule, as the case may be.

(/) That the details work up to the totals and that the totals are in
words, as well as in figures.

(9) That they bear the Treasury ordor for payment, signed hy the
Treasury Officer.

(k) That they are stamped “ paid.”

(? That there are no erasures, and that any alierations are attested by
the oflicer concerned.

(7) That receipt stamps are affixed to all vouchers for sums in excess of
120, and that they are punched; but see Articles 7 and 8.

(#) That no payment is made on a voucher or order signed by a clerk,
instead of the Head of an Office, or on a voucher or order signed
with a stamp, and that copies of sanctions are certified by the
sanctioning officer.

(/) In all cases in which it is prescribed that agreement should be
effected between two different documents, the fact of the
ment should be noted on both the documents and initialled by
the auditor who makes the agreement.

Article 732,
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(m) That if a voucher be paid by transfer, it is stamped as having been
so paid, that the head to which the amount is credited is noted
on it, and that the credit is traced in the cash account when
possible.

() That Fund and Income-Tax deductions have been correctly made.

(o) As regards receipts, to sce that all sums due to be reccived are duly
paid to the proper officer, and brought to credit by him in the
Government accounts.

(p) That no bill for any allowance not claimed within six monuhs of its
becoming due has been paid without the sanction of the
Accountant General.

(7) That the audit checks are observed in spirit and not in the letter as
opposed to the spirit.

Page 428—Add the following Article:—

Cheques.

782A. A special kind of paper protected by a water-mark, 24 I ;

wove double foolscap, has been prescribed for cheque forms and Tor et?csh‘;f)iz;]:
this kind of paper only may be used. Tt is obtainable from the Superintend-
ent of Stationery, Bengal, and in indenting for it great care should be exer-
cised to ask only for the exact quantity necessary for printing the number of
cheque forms. It should be seen that the correct number of cheque forms are
obtained from the Press in exchange forthe paper delivered. Each sheet is
sufficient for 8 cheque forms, No stock of this paper need be kept in the ac-
count office, supplies received from the Superintendent of Stationery being at
once made over to the Press for the printing of the cheque forms. The forms
should be kept under lock and key in the custody of a Gazetted Officer who
should maintain an account of them and obtain proper acknowledgments for
all issues he may make, Stock should be taken at least once a year,

(9nd List, 15-6-00.)

Ayticle 789,
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Chapter 35.—Gazetted Officers’ Audit.

Objeocts to be attained 733 | Adjustment of Objections 770
List of Registers 7356 | Recoveries in England . 772
Disallowances 736 | Audit Rulings . . . 773
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Objects to be attained.

733. In the case of an effective officer, the duty of the audit office, beyona

testing the formal completeness of a voucher, is—

(a) to see that the officer is legally entitled to the pay, f.e., that it is
claimed and is admissible in respect of a post to which he has
been duly appointed, and of which he is actually in charge ;

1. Of sourse no claim can be adinitted for service in a post not duly sanctioned, or for pay
wot assigned or provided for the post held by the officer.

(¢) to record the payment as a check on a second claim by the same
officer and as a guide in calculating tho allowances admissible in
case of future leave ;

(c) to record the employment as a check on future claims to leave
and pension ;

(@) in some cases, to record the employment in a scale register as a check
on appointments in excess of the sanctioned scale.

734. 1n the case of any officer on leave, it is necessary to sce that leave has
been granted, that it has not been exceeded, and that the allowance claimed is
covered by the rules proper to the case. For example, in the case of an officer
on privilege leave, it is necessary to see that he has been in charge of the post
the pay of which he claims, on such terms as to give him a right to resume

charge at once.
Ailicles 738—734.
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List of Registers.

785. For several purposes various records are provided: for (a) and
(8) the audit registers (Article 787); for (c) the history of services (Article
784) ; for (d) the scale register (Article 790).

Disallowances.

736. The consideration, whether the pay drawn is admissible, involves dis-
allowance of improper claims and watching the recovery of money improperly
drawn. The procedure in raising, communicating, and adjusting retrenchments
is laid down in the Chapter on Objections (47).

Audit Register.

Form and Sub-divisiens of Legister.

737. The audit register (Form 88) should be printed on royal paper and
bound up for use in volumes of convenient thickness, each form being num-
bered ; the number thus assigned will hereafter be spoken of as the audif

number.

1. At Caloutta the practice is adopted of handing to an officer, along with the cheque in
payment of his salary, a blank torm, in which he may draw his salary next month. The
audit number is entered in the blank form before delivery, and thus guides the auditor at.
once to the proper page when he comes to audit the bill.

2. At Calcutta and Bombay, ete., where many officers of other provinces draw pay once
only or while on Jeave in India, a second register may be provided in Form 89. In this
register payments of salaries and also advances made vnder Article 759 are entered chrono-
logically without distinction; but an alphabetical index of names may bo added, if thought
convenient.

738. It is within the discretion of the Accountant General to bring all
officers of all classes together in a single series, or to assign separate volumes to
different classes: for instance, the register may be divided into four series;
one taking all Military officers in Civil employ ; a second, Medical Officers
and Chaplains ; a third, all other officers bearing European names; a fourth,
all other Officers bearing Native names. It must, however, be understood
that, although the plan of grouping is left to discretion, yet when a particular
arrangement has been selected it must be adhered to, and may not be altered
without the permission of the Comptroller General, as frequent changes in the
plan of registering the names will necessarily eatail difficulties in tracing the
past services of officers. The object to be attained is, that the audit register
shall be neither 100 small nor too large, and that a new clerk taking up a pay
voucher shall know at sight in what volume of the register he should look for
the name.

1. To avoid transfers of names from register to register, and consequent distribution of
personal rocord, it may be convenient to arrange, at the Presidency towns, that the andit of
the pay of Gazetted officers employed in the interior shall be entrusted to the same officers.
and recorded in the same registers with that of officers at the presidency.

739. The names should be entered alphabetically. that 1s, either each
register will proceed from A to Z for all names of the class for which it is

Articles 736—739.
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reb apart, or, if classification is not adopted, then each volume will take up a
certain part of the alphabet. Some blank sheets should be left after each
initial letter for future entries during the currency of the register.

Opening of Register.

740. The form of register provides columns for the audit of the bills of
three complete years, and the new registers should be prepared shortly before
the close of such a period ; the current registers should be taken up by a person
of some intelligence, the names to be omitted should be struck through with a
eoloured pencil, and the remaining ones re-numbered according to the corrected
alphabetical order. At foot of the page coutaining the last name of one
initial letter should be noted the number of leaves to be left blank after it for
future entries.

741. All orders of unexpired foree, any leave unexpired, any transfer
ordered but not carried out, must be brought forward in the new register, and
should, therefore, be marked for the copyist’s guidance by the person corrceting
the register.

742. The auditor, when he passes the last month’s bill, must mark any
outstanding objection and see it brought forward in the new register.

743. When the new register has been propared by the copyist, it should be
laid with the old one before a Gazetted officer, who should sec that the neces-
sary particulars have been correctly transferred, and set his initials againgt tho
total salary in the first money column, as authority for, and a guide to, the
auditing clerk. 'Phe particular Funds to which each officer is liable to sub-
scribe as well as allowances, other than salary and exchange compensation,
should be entered in the blank lines left for that purpose.

New Names.

744. It will be remembered that no pay can be passed to a Gazetted
officer who has not drawn pay for the last month, unless either he is newly
appointed to the service of Government (in which case his name will be entered
and a slip issued as provided in Article 746), or he produces a last-pay certi-
ficate signed or countersigned by the authorities at the India Office, or by the
Accountant General of another province. Care must be taken, therefore, in
entering new names, or re-introducing old ones, that no pay is passed unless
supported by a laSt-Paé certificate, except in the case of an officer newl
appointed in India to Government service, when a health certificate is required.

745. When an officer takes a last-pay certificate out of his province, a
new money column should be filled with 0 0 0 and signed, and the fact and
the date of the grant of such a certificate should be noted in the blank space
on the right-hand page. This will prevent pay being passed to him until a
fresh money column is opened for him on the register.

Alterations of Pay, ste,

‘746. On receipt of every Government Gazette, the Gazetted officer in:
charge should, with & coloured pencil, set against each notification a mark for
each officer affected thereby; and the auditing clerk, after posting the entry
for each name as briefly as possible, will mark off the pencil line, and, if
necessary, fill up a new money column. In entering the order, any convenient

Articles 740—746.
B2



432 GAZETTED OFFICERS’ AUDIT. [ Chap. 85,

abbreviations may be used. The Gazetted officer should re-check the register
with the Gazette, and, if all necessary entries have been made, initial any new
money column and issue an octavo slip of warning to the officer whose salary
is changed. The slip may run thus—

Noim— 0
is Informed that under Order No. .
(Gazette, p ) he is entitled to draw salaxy at the rateof -~ . - with effect.
rom until The details of the calou-
lation are given below. ®
To facilitate work in this offier, ho is roquested kindly to enter No. a8 the audit
number on the top of his salary bills.

189 . Asst. dccountant General,

1. An order appoints A B to act as Judge during the absence of C D ; a singlo mark only
is wantod, as the order affocts only A B. But if tho same order grants leave to C D and
appoints A B to act for him, it has to be noted agninst both officers, and so two marks are
nocessary. In tho easo of any but o grade promotion, it should not be nocessary in the note
sgainst A B to make any mention of C I whom he succeeds.

2. When an officer is placed on special duty for a limited time, the limitation should he
stated in the note of the order; it can never bo necessary to noto that an officor is to act * tilt
further orders,” as a later order always cancels an earlior one.

8. After the close of each year, rod-ink lines should bo drawn across the spaces provided
for note of orders, objections, transfers and rcmarks, to distinguish them from thoso
affocting payments of subsequont years.

747. If the rates of deduction alter for any reason, or if an officer rovert
without a new order to his former scale of pay, a new money column should be
filled up and initialled, but no slip notice need be issued. The date above the
money column should be filled in at once, only if the changed rate accessarily
takes effect from the date of the orders; if it involve any previous transfer of
charge, receipt of certificate of taking charge should first be awaited.

1. If one item of deduction vary without alteration of salary or other deductions, corroe-
tion may be made in red ink without transfer of all the particulars to another money
column, the date from which the corrected amount is payable being noted against it.

748. If the Gazetie order notify a temporary grade promotion for a term
already expired, it will not be negessary to fill up a new money column. The
amount claimable should be named in the slip referred to in Article 746, and
neatly entered in the space for note of peculiar payments, cte,, in the middle
of the right-hand page of the register, with a guide letter, which may be sct
also (1) in the money column temporarily affected by the order, (2) against
the note of the order, and (3) in the cages provided for the months for which
the allowance is due ; on payment, tho date of the voucher will be noted in the
eages against the letter.

Leave and Transfer.

749. The particulars of leave and transfer also will in part be filled up from
the Gazette; tho first two columns in every case, theh the first two under
o Leave,” or the first three under “Transfer.”” In the column * Article of
Civil Service Regulations,” the nature of the leave taken should be denoted by
appropriate letters, such as F, MC, P, cte., followed by the numbor of the

drtioles 747—749,
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Article of the cdition of the Civil Service Regulations then in force under
which the leave is granted; the period of absence ean only be filled in after
return. The date of tuking or resigning charge can only be entered from the
report of transfer, and a vacaney in these columns will always give warning
that some further information is required and must be called for. The column
“ Number and date of reference is for the record of letters addressed {0 the
officer regarding joining time, objections, cte.

1. Wien £ urlongh or leave is granted hy a Toeal Govornment to a M ilitary Oflicer, the

Accountant General shonld report to the Military Departient of the Government concerned
the dates ot commencement and termination of the furlough or leav..

750, Tn the case of leaves succeeding cach other, as subsidiary leave and fur
lough, the day which reckons as the first day of each will appear in the column
of “charge when resigned ; * and that which reckons as the last of each, in
the column of “charge when taken : ¥ the column “ Period of absence *’ then
filled up will show whether or not the period granted has been overstayed,

751. In case of transfer the ““joining timie admissible,’’ noted at the time
of posting thie order, will, by comparison with the ¢ time taken in joining,”
show whether, and by how much. the proper joining time has been exceeded.

Charge Certificates.

752. Certificates of giving over and taking charge, or of going on and
feburning from leave, should be noted in the audit register immediately on
teceipt, and after the entries hive been checked by the Gazetted officer, they
should be given to the poster of the history of serviees and, when necessary, to
the poster of the permanent advance register. After this they should be
pasted in a separate file, and may be destroyed at the end of the first complete
Year.

If space is exhausted,

753. Twenty-five money columns are provided in the register form, and, if
it should hecome neccssary to open a twenty-sixth o if any of the several
spaces provided for note of orders, remarks, objections, ete., be exhausted, then,
in order to avoid actual transfer of audit,  slip of thin, but tough paper may
be pasted by the upper edge, so as to cover the space which has proved
insuflicient.  This plan 15 only a make-shift to avoid a transfer; but in some
provinces, without some such artifice, transfers might be frequent and con-
fusing, and they must always be troublesome, since all current particulars must
17)0 canied to the new page just as at the opening of a new register (Article

10).

Audit of Balary Bills.
General.
. 754. Audit will be recorded under the heading “Date of payment of
Bills ”” in the cage of the month for which the pay is due, f.c., by the labour of
which the salary is earned, not of the month i ‘which it is issued. If the
amount of the bill be the same as was passed for the last month, it is suffis

cient to note in the register the date of payment ; if any further payment be
made afterwards under new orders, the new date would aiso be entered, with

Articles 750—764,
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a letter guiding the cye to an explanatory note in the space provided therefor
in the form and to the note of the order. If there be any change in the rate
of salary as compared with the last month, it will be better to enter the
amount, as well as the date. 'Ihe amount noted should be the gross amount
paid, including the amount of fund and income-tax deductions and over-
payments recovered. 1f, in any month, exemption from income tax is claimed
the amount so exempted should be entered with the appropriate particulars,
in the space left for that purpose at foot of the ri ht-ha.ng page of the Audit
Register, and care should be taken that the annual limit prescribed in Article
84 (a), C. A. C., Vol. I, is not exceeded.

1. Suppose that in the first money column the rate of pay is shown as R400, under date
1st June 1890, and the second R450, under date 15th Febmarfy 1891. If then, for carlier
months R400 (groes) only be drawn, for later ones 8460, and for February 8425, no note of
amount is needed on the right hand pago in the pages for July to January ; but in Febru-
ary’s cage 435 would be entered along with tho date, and in March’s R450. Thus an entry
without speeification of amount will always be understood to be for the same amount as that
last recorded.

755, After the necessary enfacement of the voucher, the audit clerk should
lay it with the register hefore the Superintendent or the Gazetted officer in
charge, who will attest the enfacement and initial the register.  Particulars of
objection, if any, will be posted in the space provided in the audit register, and
the voucher will be ready for surrender to the poster of the Classified Abstract.
But if the ground of objection be only non-receipt of a complete certificate
of transfer of charge where the transfer involved moving to another station,
no note of it need be made under ¢ Particulars of objection,” as the absence of
a certificate in such a case is shown in the form under the head ¢ Particulars
of leave and transfer.”

1 When the review of Gazetted officers’ bills is divided between the Superintendent and
the Gazetted officer, it should be so arranged that every olass of officers passes under the
roview of the latter at least once in every quarter.

Finance Department Officers.

758, The bills for salaries and other allowances of officers in independent
charge of account offices will, after detailed audit and record in the local office,
be forwarded in original, for final audit and record, to the Comptroller, India
Treasuries. The bills of other officers of the Finance Department attached to
any local account oflice must be audited by the officer in independent charge
personally. For charges of Deputy Auditors General paid elsewhere than in
Caleutta, see Article 1172.

75%7. A return showing separately the pay, acting, and other allowances
drawn by all Officers in Departments under the direct administration of the
Government of India in the Department of Finance and Commerce must be
forwarded monthly to that Department so as to reach it not later than the 27th
of each month.

Officers serving under Contracts.

758. No pay should be passed to any officer on a contract of service made
in England until the contract shall have been examined and registered by the
Accountant General, who will bring to the notice of the Local Government
any case in which pay is stated in sterling, or any condition for remitting =t
other than the fixed rate of exchange for the year is inserted in the contract.

Articles 766—758.
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Advances to Gazetted Officers.
Advances in India.
759. Salary and allowances advanced under proper sanction to Gazetted
flicers come under audit in the same way as salary payments made on due date,
and should be entered accordingly in the audit register. An advance made on
transfer or at the port of arrival to enable an officer to join his appointment,
should be debited to Advances Recoverable, unless the officer is proceeding to
another province, in which case it should be reported through tho last-pay
certificate to the auditing officer, and debited to him in Account Current. On
receipt of intimation of the advance through the last-pay certificate, the
auditing officer will make a transfer entry in his account for the month in
which the advance is made, debiting the amount to ¢ Advances Recoverablo ”’
by credit to “Account Current,” and will note the advance in the audit register
and enter it in the column “Advances recoverable ” in the objection book and
in the outgoing objection statement of the district to which the officer is
attached. 'T'he transfer entry should be communicated at onceto the Account
Current Section.
1. It should be clearly understood that these instructions to debit in Acconnt Current
apply only to the case of an advance, not to an issue of pay to an officer producing a last-pay
certificate and requiring a new last-pay certificate before he can draw pay elsewhoros

2. Any demand against tho estate of & Military Officer who, obtaining an advance of pay
under the rules when proceeding on furlough or sick leavo, dies before the end of the term
which the advance covers, is remitted, but not any other advance or demand.

760. Advances for house-building should be recorded in the audit registor,
and in the event of an officer being transferred to another province or department,
a debit should be raised in the Exchange Account for the unrecovered balance.

761. When an advance is made under Article 52 it will either be taken
ngainst Advances Recoverable, or, if the pay of the officer taking the advance
is under the audit of another Account Officer, it will be debited to such other
officer in Account Current. If necessary, warning may be sent to the Treasury
officer who generally issues pay.

Advances in Lugland.

'762. An advance made in England to enable an officer to return to duty is
reported to the auditing officer through the last-pay certificate. It should at
once be entered in Indian currency in the audit register and in the column
“ Service payments for recovery ” in the objection book, and included”in the
outgoing objection statement.

1. For the rate of exchange at which the advance is to bo cotiverted into Indian cure
rency, see Article 82 of the Civil Service Regulations.

2. In the case of officers paid from Berar Revenues, tho advance is not only advised
through the last-pay certificate but charged in the acoount current from London. On receipt
of Intimation of the advance through the last-pay certificate, the amount will at once be de-
bited to Advances Recoverable by credit to account ourrent with Indis.

763, These advances are recoverable by monthly instalments of not less
than one-third of salary The recoveries may be made either by short pasv-
ments or in cash, and be adjusted in accordance with Articles 990, $92
and 992 A.

1. This article does not apply to advances granted under the Mili Loeave Rules to
Military officers in Civil om;foy, subject to those rules. See note under ol (e), Article 81

of Civil Service Regulations.
drticles 769—768.
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764. Advances made in England to officers of the Royal Indian Marine
on returning from leave or on returning from temporary retirement are re-
covered in India by monthly instalments of one-fourth of the pay drawn by
the officers.

765 The advances spoken of in the last three rules, including those made
to Military and Public Works Officers are advised hy the India Office monthly
to the Comptroller Gieneral, who issmes advices with counterfoils to the respec-
tive audit officers. These officers will return one counterfoil on receipt, of the
advice, and the other counterfoil as soon as the recovery is complete. The
recoveries must be finally adjusted within the Indian accounts, and must not
be credited to London.

1 Advances which aro merely the subject of adjustment, and not of recovery by instal-
ment are not inclnded in tho India Odico lists, nor does their recovery require to- bo reported
to that office.

2. If any amonnt advanced shonld be dobited in the inward Account Current from London,
the attention of the Comptroller Genoral should be drawn, and note of the aceount in which
the debit appeared should he made in_the memarandum certifying comploted recovery ; no
c:gicit for such a recovery shounld be made in the London portion of the acoount without speeial
orders.

766, Advances of pay of every deseription made in England (except where
securily has been required) are not recoverable in the event of the death of the
recipient before the equivalent in pay has become due. Otherwise, without the
previ us sanction of the Secretary of State, no officer may be exempted from
the refund of money especially advanced to him from the Home Treasury.

1. Tf an Uncovenanted servant dics, or is dismissed, before tho recovery is complete,
advico must bo promptly sent, to the India Office through the Comptroller Goneral in order

that the sureties may be required to pay the balance. The date of death or dismissal should
invariably be stated in the advice.

ITouse-rent Reerrerics,

767, When Government. has to pay rent for any house ocenpied by a Civil
Officer, the actual 1ent, if the officer occupies the whole house, or a fair share,
to be determined by the Superintending Eungineeer, or by an Executive
Engincer, with his countersignature if he oceupies a part, should be recovered
from the officer. If an officer has to pay rent for a public building
occupied by him, it should be recovered and credited to the Public Works
Department.

Recoveries on account of Furnilure grants

768, The following recoveries are made hy the Accountant General on
account of furniture grunts and credited to XIL~—Interest—Miscellancous s—

Licutenant-Governor of Bengal, 5 per cent. per annum on R25,342

Lieutenant-Governor, North-Western Provinees, ditto #10,000.
Licutenant-Governor of the Punjab, ditto on capital outlay

since July 1888,
Lieutenant-Governcr of Burma, ditto on capital outlay.
Chief Commissioner of Assam, ditto ditto.

The above officers receive, from the Public Works rémont, yenrl ts £ wal
of furniture, but no recoverics are made in respect of t;ﬂﬂf“ !ﬂ‘;t::. yearly grants for rene

Articles 764—768,



Chap. 356, GAZETTED OFFICER'S AUDIT. 437

769, Political Officers, in some cases, obtain table equipments and furni
ture at the expense of Government, the charge being borne by the Public
Works Department. In these cases, the officer concerned pays 5 per cent
per annum on the outlay by Government, and the Exccutive Engineer advises
the Accountant Ceneral of the amount of monthly recovery to be made
from the Political Officer’s salary, this deduction being eredited by the Civil
Department to the Public Works Department, and there taken to credit of a
“ Furnityre Fund ” in charge of the Excentive Engincer, from which chargos for
repairs and renewals are met.  The Chief Commissioner of the Central Proviu-
ces also pays 5 per cent. upon an amount intimated annually by the Examiner,
Public Works Accounts, to the Comptroller, and this recovery is also credited
to a Furniture Fund as above.

Adjustment of Objections.

770. The audit clerk is responsible for watching the adjustment of objee~
tions raised on vouchers passed by him, and the Gazetied ‘officer in charge,
when passing anew bill, should see what objections are still outstanding.
Ordinarily, recoverics will be made by short payment on a new hill, and record
of such recovery should be made under * Particulars of objection ” before the
voucher is laid before the Gazetted officer.

771. When any Officer gives notice that he is about to take leave, or to
retire, or when he is approaching the prescribed limit of his service after
which retirement is compulsory, and also imnediately on receipt of the news
of any Officer’s death, all demands against him should be promptly ascortained
and adjusted. This is especially necessary in the case of Officers procecding
to Burope (vide next Article,.

Recoveries in England.

772, As regards references to England for recovery of over-payments
made in India, the Secrectary of State has directed that “all claims should be
finally andited within a period of, at the outside, six months from the date
of payment,” and that “on all occasions in which claims for over-piyments
made to Officers who have proceeded to England are transmitied for recovery
by the Sccretary of State they should be accompanied by full particulars
of the claims sufliciently detailed to enable the Secretary of State to judge
with whom the responsibility for the error rests, and the Secretary of State in
Council will alone decide whether the claim should be enforced ~or not; *’ also
that, “in the case of any Officer on leave, re-payment should not, as a rule, be
enforced until he returns to duty in India, when he will be again in receipt
of Indian pay and allowances.”

1. When it is necessary to move the Sceretary of State to make such recoveries, a'l neocss
sary documents should be furnished in duplicate for orders of the (fovernmont of India,
Madras, or Bombay, and for {ransmission, if nocessary, to the India Office. In like manner,
replies to the objections to a rofund, raised by the absontecs, should be submitted in duplicate.

2. If more than six months have elapsed from the date of payment, the documents must
be forwardod to the Government of India, together with a stalement showing the full par-
tioulars of the olaim, and explaining the delay in its assortion,

8. The Secretary of State docs not recover sums of less than R10.

Articles 769 —=772.
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Audit Rulings.
Page 438, Article 773(a)—

Add in continuation of clause 8 ending with “ Native of India "—
“ The rule does not also apply to Superintendents and Deputy Buperintendents of Presses.”

(3rd List, 15+3-1501,)

ho ahtainad Fhearmih Sha Grfmans 8 8a o et~

Page 438, Article 773 (@).—Add a note--

i £ Euro) ea.ns to Port officerships at minor ports,’ which are in the
giftTkehgnggl::r‘fn;)ent:dé)es nob require the sanction of the Government of India.

(8r3 List, 15-3-1901.)

. 4 <oy wnv wlviGuALY UL OUATE OF DY the Uovernor Genoral
aftor examination, or
(3) Educational Department by the Secretary of State;
(iii) that the person to he appointed entered the branch of tho department in whick
he is now to be promoted before the 1st January 1879 ;
(iv) That the office to which the appointment is to be made belongs to the—
(1; Opium Department,
(2) Salt or Customs Department,
(3) Survey Department,
(4) Mint Department,
(6) Public Works Department, or
(6) Police Department.
Norz.—An appointment on progressive pay rising to a maximum of R200 is not an office
carrying a salary of B200 within the meaning of the above artiele,

This rule is applicable to both temporary and permanent appointments,
but in emergent cases the relaxation of the rule rests with the Liocal Govern-
ments, who should, however, immediately re(port such cases for confirmation
of the Government of Indiasn T Kome oSa/s!

The above rule does not apply to any office to which it isby law necessary
to appoint a Barrister or Advocate, nor to appointments which are held by
rule or custom by Barristers-at-Law whose whole time is not at the service of
Government, nor to the office of Chief Presidency Magistrate, nor to that of
one of the other Presidency Magistrates at Madras or Bombay, if at the time
1he rest of such other Presidency Magistrates are Natives of India.

The Government of India has ordered that Account Officers shall apply these
rules as }iart of their audif, 4e.nd shall bring to the notice of the orn~

ment of ndia.:ia.nymﬁngemént of them,

Salaries and Allowances—how debiled.
(8) The whole salary of an acting officer should be taken against the
department and the post in which he is actually serving.

1. This rule need not be rigidly aprlied for purposes of account and audit in the case of
ministerial officers acting in other posts in the same office establishment.

Article 773.
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(¢) When an officer whose main duties and appointment fall under
one head of charge is entrusted with additional or subsidiary
duties coming under another head, no portion of his salary
and allowances is to be debited to the latter head. This rule
does not apply to separate fixed allowances for additional
duties, nor must any change be made in existing practice or
orders under which charges are divided between two or more

heads.

(d) The salary and travelling allowance of an officer proceeding to
join an office should, in the absence of special orders to the
contrary, whether in respect of a particular case or class of
cases, be taken against the grant of the officc to which he is
proceeding.

(¢) The allowances of a Military Officer transferred from Military to
Civil duty are paid by the Civil Department from the date on
which he gives over charge of his Military duty, and thore of
a Military Officer transferred from Civil to Military duty cease
to be payable by the Civil Department from the date on which
he gives over charge of his Civil duty. The same rule holds
good in the case of all officers transferred from one Depart-
ment to another, or to or from Foreign service.

1. The leave allowances of an officer transforred from one Department to another, while
on privilege leave, are from the date of the order for transfer dobited to the new Department.

2. When an officer is transferred to another Department or province while on long
leave, the transfer does not take effect until he joins his new appointment if he is on furlough
in India, or until the commencement of his subsidiury leave if he is on leave out of India.
Any charges other than allowances during furlough must be charged to the new Department
or province.

(/) When a Military or Medical Officer, holding a Civil appoint-
ment on consolidated pay which is less than his Military pay,
is allowed to draw the difference between them, he draws it
from the Department from which he receives his consolidated
pay.

(9) A European non-commissioned officer or soldier on obtaining
Civil employ is ordinarily required to buy his discharge from
the Army ; bu, if such a person dies in Civil employ while
under a Military contract of service, the Civil Department in
which he was serving will bear the charge of anﬁ passage-
money which, under Military pay regulations, may be admis-
sible to his family.

(%) Bills for rewards under Military rules to Military Officers in Civil
employ, for proficiency in the Oriental languages, require to
be pre-audited by the Military Department before payment is
made. The amounts of these bills will be debited to the
Military Department through the Exchange Accounts.

({) When Military commissioned, ncn-commissioned and warrant
officers and soldiers are employed on famine duty in the
Civil Department, their Military or Departmental pay and
allowances will be passed on to the Military Accounts Officer
concerned for audit and adjustment, the additional pay or

Article 773.
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allowances such as deputation and travelling allowances which
the officer would not have received but for his employment on
famine duty heing retained and adjusted as a final Civil charge
under the head ¢ 33—Famine Relief.” Any additional
charges actually incurred in the Military Department in con-
sequence of the absence of an officer on famine duty should
be passed on by the Military Acconnts Department to the Civil
ﬁeeomﬁs Officer for adjustment under the head “38.—~Famine
clief.

Last-pay Certificates.

774. Of all last pay certificates drawn up in an office, a register should be¢
ept in Form 90. Certificates in cases of transfer should be entered in a
separate register of simpler form.

L. In last-pay certificates granted to cfficers proceeding on leave out of India, or retiring
from the service, no entries may bo made of arrears of Indian pay and allowances due to the
officers. All pay and allowances accrning to ah officer while in India should be issned to him
there, unless special oxceptions have been sanctioned by the Sceretary of State, and in no case

should any pay or allowance issuablo in India only be made payablo in England without the
special sanction of the Secretary of State.

2 When an advance is shown in a lastpay certifioate, the amount (if any) deducted on
account of incomo-tax should also be noted. (See Noto 4, Artiole 34.)

775. In every case in which an officer sent homie to England as a lunatic is

granted leave, a last-pay certificate should be forwarded to the India Office af
the earliest possible date.

Memo. of information for Officers pioceeding on loave.

778A. Every officer proceeding on leave (other than privilege leave) out
of India is required by Article 972 of Civil Service Regulations to procure
from the Account Office and take with him for his guidance a memo. of
information on ecertain matters connected with his lesve. The memo. of
information prescribed is given in Appendix LL,

No-demand Certificates for Military Officers in Civil employ,

776. Besides the ordinary last~pay certificate required under Article 774,
Military Officers in Civil employ, when about to retire from active service,
are required by the Military Department to produce a no-demand certificate
from the Civil Account Oflicer under whose audit they are.

777—"188. Cancelled.
History of Services.

784. A history of the serviees of all Gazetted officers will be compiled in
the Account Office and printed in Form 92 and issued on the 1st September of
each year, containing information down to 1st July preceding. It should
include such of the non-gazetted officors whose salary is audited like that of
Gazetted officers, as may appear to Liocal Governments and Administrations
desirable and  convenient. The publications should be styled ¢ Histories of
services of gazetted and other officers.” Copies of this publication will be
furnished according to the local orders in force, care being taken that the
copies for the Secretary of State reach him by the 1st November.

Articles 774—784.
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2

Nore.—For such of the non-gazetied officers whose salary is audited like that of Gazetted
officers, as aro not included in the published History of Services, either Service Booksshounld be
kept by the Heads of their offices as in the case of all other non-gazetted officers, or sorvice
registers in manuscript should be kept in account offices.

785. The history is intended to include all important facts in the official
career of an officer, including acting appointments involving a change of
duties, Acting promotions involving no change of duties as in the case of an
Assistant Magistrate and Collector or of an Assistant Engineer, 2nd grade,
appointed to ofliciate as a Joint Magistrate and Collector or an Assistant
Engincer} 1st grade, respectively, should generally be omitted ; but in the case
of members of services which, like the Financial and Educational Depart-
ments, consist mainly of grades, the duties of which are not separate and
distinct, all acting promotions should be shown.

786. The illustrative entries in the the sample form explain the method of
record. All furlough and sick leave, extraordinary leave, special leave, sub-
sidiary leave, absence without leave or in excess of leave, or of joining time,
should be noted across the pages as in the specimen ; and if any period be allowed
to count as service or residence which would not ordinarily be allowed by the
rules, or if any special privilege or disability affecting pay, pension, or leave
attaches to an officer, the fact should be similarly noted with quotation of the
Government order. All privilege leave taken before the last return from fur-
lough should be omitted.  Sub. pro tempore appointments, when shown, should
be distinguished from both substantive and acting appointments.

1. In thecase of Military Officers and officers not belonging to the Indian Civil Service, the
date of birth should be recorded at the heading.

787. Particulars of literary works as well as appointments in Orders, such
as C. 8. I. and C. M. G, should be printed in italics at foot of the page.

1. The following information may also be recorded if tho Tocal Giovernment so direot :—
(@) the place of education and academical degree in the case of Kuropcans and Eurasinns, ()
easte, tribe, homo of the family, if in India, and academical degree in tho cnso of Natives ;
but no other addition should be mado without tho crders of tho Governuent of India. The
war sorvices of ncither volunteers nor Military Officers should be shewn, but there is no
objection to tho mention of the receipt of a medal or a clasp for war services.

788. An interleaved copy of the last edition of the History should be used
to note the subsequent changes and should be sent in original to the press as
 copy *’ for the next edition of the History. On receipt of notice of the
appointment of a new officer, hisname should immediately be entered in its
proper place in this interleaved copy. So long as an officer is attached to a
province, though he be absent on long leave, or though for a time he has fallen
from the rank of a gazetted to that of a ministerial officer by the termination
of an acting promotion, his name should not be struck out of the History : it
should be removed only on death, retirement or permanent transfer to another
Pprovinee.

1. In the case of Military Officers temporarily employed, a separate register must be kept
to show () the date on which the Military Staft pay should cease ; (5) any special circum-
stance under which an officer may lose his lien on his Military appointment. This register
should be examined quarterly, and doubtful points referred to the Military Accounts
Dopartment.

789. When an officer is transfered to another circle of audit, the Account-
ant General of the new provinee should be furnished with a statement showing
the pay and acting allowance drawn by the officer during the last 6 years to
gupplement the information contained in the last printed History of Services.

Articles 785—789.
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For officers transferred to or from Berar other than those referred to in
the Exception to Article 34 of the Civil Service Regulations, in regard to whom
the procedure in the previous clause applies, the salary drawn during their
whole service should be shewn.

Scale Register.

790, A scale register in Form 93 will be maintained in account effices for
the purpose of secing that appointments are not made in any grade or class of
officers in excess of the sanctioned scale.

3

791. The number of sanctioned appointments in a grade is to be entered
at the top of the page or pages assigned to it, and the column “ Names of’
incumbents >’ will be opened by entering in order of seniority the names of the
officers holding permanent appointments in the grade on Ist April. Such a
number of lines as experience may show to be necessary should be left blank
for entry of permanent promotions during the year to which the register
refers ; such promotions should be entered, and the names of officers perma-
nently leaving the grade should be scored out in red ink.

792. Below the space providel for permanent ineumbents should be.
entered the names of acting officers, beginning with those actually on duty
on 1st April.

793, After the end of a month entries should be made in the columns for
that month, shewing what officers were on duty during any portion of the
month, Against the names of officers present {hroughout the month, the
figure 1 should be written in the first column, while against those present for
o part of the month, only the dates from and to which they were on duty
should be entered in the 2nd column as shewn in the Form, and in column 3.
should be entered numbers, beginning with 1, connecting the periods which
form parts of the same chain, the same number being repeated against each
part of such chain. The highest number in column 3 will thus show the
number of appointments accounted for by the broken periods. If this number
added to the sum of the figures entered in column 1 docs not exceed the number
of sanctioned appointments, it is clear that the scale has riot been exceeded as a
whole. To ensure that the scale has not been exceeded during any day of the
month, it must be seen, while entering the connecting numbers in column 3,
that the dates indicating the fractions of the same chain do not overlap each
other. The dates, 1-6, 7-20, and 21-31, indicate that the appointment was
filled for the whole month, 1-6, 5-20, and 21-31, that for the 5th and 6th
there were two officers drawing salary for the same appoiutment and 1-6, 9-20,
and 21-81, that the appointment was vacant for the 7th and 8th.

Norg.~—To facilitate the completion of the account after the end of the month, brief notes
indicating the changes during the month may be made either at oot of the columns for the
month or in a separate column to be added under each month. But it is left entirely to the
option of each account office to decide whether notes should be made or not.

794. A scale register should also be maintained by the Comptroller, India
Treasuries, and the Accountants General, Madras and Bombay, to check excess
appointments of Chaplains in the Bengal, the Madras, and the Bombay Presi-
dencies, respectively, and whenever the sanctioned scale is exceeded, a report
should be made to Government. The Comptroller, India Treasuries, also keeps
8 Scale Register of officers belonging to the graded list of the Political Degnﬁ
ment, as well as one of officers of the Civil Veterinary Department. Each

Articles 790~ 794,
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other Accountant General will furnish him or the Accountant General, Madras
or Bombay, as the case may be, with the necessary information regarding
changes amongst Chaplains and Political Officers and Officers of the Civil
Veterinary Department under his audit in a monthly statement in Form 94
to be submitted by the 15th of the next month.

Quarterly Civil List.

795. No instructions are here given for the preparation and publication of
the Quarterly Civil List, as this duty is not everywhere laid on the account
office; the standard pattern is described in Finance Department Circular
No. 8773 of 25th September 1871. If in any list, which is published by
authority without previous review in the account office, any errors are dis-
covered in course of working, they should be reported to the authority eoncern-
ed, and the copy of the printed list preserved in the office should be corrected.

Annual Returns.
Gazetted Appointments.

796. A list of Gazetted appointments in Form 95 will be prepared every
ear for submission to the Government of India, Finance Department, by the
15th of May ; the appointments will be arranged in Departments, following,
as far as possible, the order prescribed in that Department Circular No. 8773,
dated 25th September 1871 ; and the orders of Government, which fixed the
sanctioned strength and pay, will be noted in the proper column.

Indian Civil Servants.

797. Lists of Indian Civil Servants, including names of Statutory Civil
Servants appointed by the Government of India, are prepared in Form 96 by
the Comptroller, India Treasuries, for the Bengal establishment, and by the
Accountants General, Bombay and Madras, for the Bombay and Madras
establishments, respectively, and are submitted to the Governments of India,
Bombay, and Madras, respectively. Each other Accountant General must
contribute to the officers above-named the mecessary particulars regarding
Civil Servants attached to his province by the 15th July. Both in these pre-
liminary and in the final compiled lists the names must be arranged in the order
of the Civil Gradation List.

1. Absence in excess of sanctioned leave, or of joining timo, does not count as “active
service,” and such period should, therefore, be shewn under the head of * Extraordinary leave”
in Form 96.

2. The reports on pension applications of Indian Civil Bervants aro hased wpon the! above
statements, and. in order to facilitate their submission, it is necessary,whenever & Civil Servant
yotires, that the Accountant General in whose audit circle he last_served should send to the
proper_officer as soon as possible, and without waiting for a call from that officer, a certifi-
cate of ““ no demand,” and also & statement of the retiring officer’s services for the period
between the date covered by the latest returns submitted and that on which the officer
t“‘red. .

High Court Qualification.

798. The Local Governments are required to prepare, at the beginning of
each calendar year, for ultimate transmission to the Secretary of Stale, a list

Articles 795—798,
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of the Indian Civil Servants who have, since the dato of the last list, become
qualified for the office of Judge of the High Court. As these lists may have
to be prepared by Accountants General for the Local Governments by the
81st January, the qualification clanses affecting Goovernment servants are here
quoted from 24 and 25 Vict., cap. 104, section 2 :—

%9, Mombers of the Covenanted Civil Scrvico of not loss than ten years’ standing, and

who shall have served as Zilla Judges, or shall have exercised the like powers as those of a Zilla,
Judge, for at loast threo years of that period.

“ 8. Persons who have held judicial office not inferior to that of a prineipal Sudder
Ameen or Judge of a Small Cause Couxt for a period of not loss than five years.”

Services of Chaplatns,

799. From the History of Services will be compiled ‘on foolseap paper) the
return of services of Chaplains on the Bengal establishment, which is sub-
mitted to the Comptroller, India Treasuiies, every year, by the 30th April,
in view to the maintenance in his office of a, complete history of scrvices. The
veturn will be in Form 97.

800 and 801. Cancelled.

Compulsory Retirement.

802. The rules for compulsory retirement at a specified age, or period of
gervice, are to be found as follows :—

Indian Civil Servants, Civel Service Regulations, Article 624

Statutory Civil Servants, Ciwwil Service Reyulatsons, drticle 626,
section 3.

Military and Naval officers in Civil employ, Civil Service Regula-
tions, Articles 679 to 682,
Chaplains, Civil Service Regulations, Arbicle 663,
Other officers, Civil Sermce Regulbations, driicle-503.
1. It has been ruled that a transfer from one district to another in tho same capacity

doos not reckon as a now offico under tho proviso in Article 63 1(a), Civil Service Regulas
tions.

803. Oun or before the 1st September in each year, f.e,, as soon as pos-
sible after the examination of the books of establishment, the Accountant
General should submit to the Local Goverument a list in Form 99 of the
Gazetted ofticers other than officers of the Indian Civil Service or the Army or
Navy who will attain the age of 55 years, or whose extensions of service will
expira during the next official year, with a view to enable it to pass the
necessary orders as to their retention in, or retirement from, the service. In
the case of Military and Naval officers, the Accountant General should annually
obtain lists of the officers affected by the rule who are employed in Depart~
ments and Offices under his audit, and should pass no more pay to the officers
named therein, except where it can be shewn that there is authority for their
continued employment. Regarding Indian Civil Servants, the preseribed
registers give the necessary information as to when any individual comes within,
the scope of the rule.

Articles 799—803.
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Auditors’ Duties,

804. The following is a list of the more important points requiring the
attention of auditors :—

(1) See that the vouchers are in the proper form.
(2) See that the receipt stamps are alfixed when necessary and punched,
(3) See that the officers are legally entitled to the pay claimed.

(4) See that every first payment of salary, except on first appoint=
ment to the service of Government, is supported by a last-pay
certificate.

(5) See that in the case of an officer appointed to the service in
India, a health certificate is given.

(6) When Exchange Compensation Allowance is drawn for the first
time by an officer, see that the officer claiming the allowance has
either {;een appointed in England and is not a statutory Native
of India, or if appointed in India, has been appointed to an
office, Service or Department in which European qualitications or
a proportion of Europeans have been declared by the Government
of India to be indispensable. In the latter case the claim must
be supported by the certificate mentioned in Article 41C of the
Civil Account Code.

(7) Record the payments in the appropriate cages in the audit register.

(8) When the amount of a bill is the same as last month, only enter
date of payment ; if any further payment be made, enter the
new date also, a guide letter being placed over it, linking it with
the explanatory note and number and date of order.

(9) When the amount of a bill differs from that of the last month,
enter the amount as well as the date, the amount being the gross
amount paid, including fund deductions, income-tax and
recoveries of over-payments.

(10) Enter advances made in England in Indian currency at the rate
of exchange of the year in which they were made, informing the
Comptroller General of them. Most of these advances are
recoverable by monthly instalments of one-third of salary,
recoveries in cash being credited to * Recoveries of Service pay-
ments * under “ Suspense Accounts *’ and adjusted by deduc-
tion from charge (vide Article 992A).

(11) Examine and check income-tax, service and other funds, including
superannuation contributions, in strict conformity with the
rules,

(12) In the case of an officer on leave—

(a) see that leave has been granted ;

(&) see that it has not been exceeded ;

(¢) see that the allowance claimed is covered by rules
applicable to the case.

(13) Note all advances, and excess or unauthorised payments, in the
space set apart for objections, issuing the necessary retrenche
ment slips to the officers concerned.

Article 804,
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(14) Note recoveries, if any.

(16) Enface the vouchers with classification and audit notes to enable
the district auditors to charge the amounts to the correct heads
in the accounts.

(18) Stamp them with the “ Admitted *’ or “ Objected to * stamp, as
the case may be.

(17) Send them in their proper pages in the registers to the reviewing
officer,

(18) On return from him, return vouchers without delay to the
Treasury Account Department,.

805. On receipt of a Gazette, with the notifications regarding Gazetted
officers ticked off, the auditor will—

(1) note all the necessary details in the audit registers, and history of
services, and also in the scale register in the case of graded
appointments ;

(2) issue theslip for alterations in salaries, filling in at the same time
the money columns in the register when necessary ;

(8) when leave has been sanctioned, prepare the prescribed letters for
leave in India or leave out of India, as the case may be ;

(4) in the case of transfer, seo that the report is received of making
over, as well as of receiving charge, notein proper place in audit
register, and check joining time ;

(5) in the case of an ofticer transferred from another Province, call for
a statement of his salaries, and submit it with the audit and
scale registers, the history of services and the salary slips to the
Gazetted officer for approval ;

(6) see that no person not being a Native of India is appointed to an
office of which the salary amounts to 200 a month or more,
except in the cases mentioned in Article 778 (a).

drisele 80D,
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Chapter 36.—Establishment Aundit.

Establishment Book . . . 806 | Arrear and Advance Bills . 819
Audit Register . . . . 812 | Temporary Bstablishment . 880
Increment certificates . . 818 | Proposition Statements . . 820A
Audit Procedure . . . 816 | Auditors’ duties . . . 821

Establishment Book.

806. A list should be opened annually shewing the offices for which the
annual statements prescribed in Article 55 are due, the date on which the forms
are sent to each office, the date of return, and the date on which the check is
completed. Each auditor should be held responsible for the receipt of all the
statements for his district.

80'7. The forms should be printed on good foolscap and forwarded on or
before the 1st March to all officers who have to submit them.

808. (a) On receipt of a new annual statement, the book of establishment
of the previous year should be taken up for comparison with it ;
the cheollt’ing' clerk should verify any new orders quoted in support
of alterations, and must ascertain that each new name is supported
either by a health certificate, or by a referenco to the bill
with which it was furnished, or to a former post (marking in
each case “verified”’ or ¢ certificate inspected” in red ink in
the original statement only). If there be any name not so sup-
ported, or if any unknown order be quoted, he should institute
correspondence with the Head of the Office. Any additions or
alterations required should be entered both in the original and the
duplicate copy. The figures shewn in the column for “Pay of
present incumbent” should then be proved with the correspond-
ing fly-leaf of the audit register. He should also see that the
detailed statement required by Article 65 (4) is furnished at foot
of the return.

1. It will, no doubt, be convenient to keep health certificates for facility of referemce in
weparato files.

(8) The statements are received in duplicate and the nominal rolls in
triplicate, separately for each permanent establishment, so that
it is not necessary to have a fair copy of the book of establish-
ment or of the nominal rolls prepared in the account office.

{¢) Accordingly, when all defects have been supplied in the manner
indicated in clause (2), both the original and duplicate copies
with the book of establishment of the previous year should be laid
before a Gazetted officer, by whom a sufficient number of pages,
chosen at random, should be checked, and, if the work seem pro-
perly done, an order should be passed to group the statements un-
der service heads, arrange them by districts in alphabetical order
under each head, and bind them in that order ip volumes of

Articles 806—808.
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convenient size, The nominal rolls should be similarly arranged
and bound separately.

809. Phe original returns bound up will he the record in the account office.
The copies aro intended for despatch, (1) the duplicate copy of the establishment
book and the nominal roll, to the Government of India in the Finance Depart-
ment, and (2) the triplicate copy of the nominal roll only, to the Secretary of
State throngh the Finance Department; these are to be despatched by 1st
September.

810. As each establishment return is checked, its details will be posted,’ by
aid of the accompanying abstracts, in an abstract prepared according to the
subjoined form :—

MAJOR BUDGET HEAD.

o SUR-DIVISIONAL ESTABLISH-
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These numbers should be checked with the numerical strength shewn in the
Appendix to the Budget.

Copies of the abstracts should then be placed in the volumes wherein the
corresponding nominal detail is to be found, so that where the book of estabe
Lishment is bound in several volumes there will be some abstract statements in
each.

811. On or before the 1st September of each year, i.c., as soon as possible
after the examination of the estabishment book s, reports in Form 99 should be
forwarded to the anthorities empowered under Article 506(a) of the Civil Service
Regulations to grant extensions of service, of all non-gazetted officers employed
under them who will attain the age of 55 years, or whose extensions of service
will expire, during the next official year.

Audit Register.

812. The audit register will be in Form 100, each page being divided by
horizontal lines into four equal spaces for the record of four years’ charges,
A. page should be set apart for the audit of cach section of an establishment ;
the different sections will be entered consecutively, and a page for the total

Articles 809—818,
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charge of the establishment should be left immediately after them when the
number of sections exceeds one. The sections in the audit register should
exactly correspond with those in the establishment bill—vide Article 5. The
establishments should be arranged in the order of the Major and Minor heads
of account, and a few pages should be left blank after each Major head for
the egtry of any permanent establishments that may be subsequently sane-
tioned.

813. The register is opened by bringing forward the detailed scale for each
section and the total sanctioned pay of the section as finally recorded in the
past year’s audit register. The details of the scale of establishment should be
recorded in a fly-leaf in the followng form inserted between the pages of the
register :—

Detail of appoiniments and pay in of —
Actunl on .
Minimum. Maximum.| 1si April l",i.°m°
189 . ax.
R R R R a p
Head Clerk . . . . . . 150 200 170 4 610
Second , . . . . o B 80 120 96 2 00
Third ,, . . . . . . 35 50 44 014 8
Duftry . . . B . . ves 8 e
‘Iwo peons . . . . . . o o 12
Torar . 330 756 6

814. The minimum and maximum columns, both for the detailed scale as.
well as the sectional total, should be used only when the pay, or part of it, is
progressive ; and in this case each incremeut, as it is admitted, will be added to.
the total of the “actual” eolumn andthe pay of the appointmont affected
altered in red ink, with a note in each case of the month with effect from which
the increment is granted. Alterations of the scale and of the actual total
payable at the time, due o orders passed during the currency of the register,,
should similarly be noted with a quotation of orders, All entries of orders
and amounts in the money columns must be initialled by the Superintendent.

1. Tho form of Audit repister prescribed for establishment may be adopted also for the
audit of scholarships and similar allowances.

2. In the columnn hoaded “ Orders of Government” the last genoral order sanctioning the
establishment, as s whole, should be quoted against the first scetion only. Any order passed
during tho currency of the register should bo noted against the particnlar section affected
and reproduced in subsequoent registers.

8. Whore Munsiffs, Tehsildars, etc., who hold non-gazetted graded appointments, and are
transferred from district to district, draw pay in separate bills, their salaries should boe audited
like those of Gazettod officors, and a scale register maintained. Where such officers draw their
pay in the same bill with tho other members of the cstablishment, their pay should ho
audited in the ordinary way by sections, but a sealo register should be maintained to see that
the total number of sanctioned appointments for each grade is not exceeded.

815. The first of the four divisions of the page serves for record of the
audit for the first year, after which the entries of maximum, minimum, and
actual should be made after the same examination as above in the second.
space, and the audit continued for the second ycar on the same page.

drticles 813—815.
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1. In the case of some establishments, the number of partial bills, arrear bills, ete.,
among which ono month’s pay is divided, is so large as to oceupy, each month, more than a
single space. In theso cases (to which the old audit registers give an easy elue) more than
one page will be required for the four years’ audit.

Audit Procedure.

816. On receipt of an establishment bill with the Treasury account, its cal-
culations should be checked arithmetically, and reference should be made to
the leave statement in order to see that no absence on leave causes a charge
which the rules donot permit. But it will not be necessary to check the leave
granted by earlier records, or the details of the bill by earlier bills, though
if any such leave appear primd jfacie to be contrary to rules, it should be
noticed. In posting the audit register, the amount shewn in the column “Net
charge for each section” in the establishment bill (Form 6) should be entered
against each section. Below this should be written in red ink any amount due,
but not drawn by reason of absence, to check arrear bills (vide Article 819).
The amount of fines shewn in the establishment bill should be similarly noted
inred ink to check bills preferred when fines are subsequently remitted. No
subsequent claim not covered by the last two entries or by special authority to
utilise savings should be admitted without full explanation of the circumstances
under which it was omitted from the monthly bill, which is expected to exhibit
the full claim for the month, The entries should always be begun from the
top of theallotted space, in order that there may be space for record of arrear
bills, and also of sums refunded by short-drawal, which may be claimed
again,

1. Government or other orders rogarding any member of the establishment should also
be noted in the audit register.

2. The accounts of contributions for pension and leaye allowance of officers lent to Native
States, etc., are kept in separate registers for the wholo office. (See Article 933.)

8. If the amount of a bill js objected to, it must still be ontered in the audit register,
and the cause of objection clearly stated on the bill.

817. When the payments have been recorded against the sections, the
amounts posted should be totalled and agreed with the total of the bill, which
should be posted on the page set aside for it without detailing the sectional
totals again. The audit enfacement should then be written, and the bill and
register together laid before the reviewing officer (Article 730), who should
compare the totals, make such comparison of sectional charges as seems
necessary, and initial both bill and register. It is a matter of importance to
remark that establishment audit registers run from April to March, and that
pay is recorded under the month for which it is due, not that ¢» which it
1s disbursed. To take an instance :—a clerk being absent on six weeks’
privilege leave, from 25th March, his pay for March is not drawn in the bill
for that month ; but when it is claimed in May, it will be passed in the audit
register under the past year: or, to take a further instance :—from the pay
bill for April (paid in Mi,y) is deducted the pay for March of a man who
happened to .be absent when it was drawn, and taking leave did not return
in April to receive it ; the refund will be noted in the earlier part of the reg-
ister under March, and in the same place will be passed the bill on which the
pay is afterwards drawn.

1. The number and month of the voucher should be quoted in the entry os shortly as
possible, thus, 34—7 would indicate voucher 84 of July.

Articles 816—817,



Ohap. 36.1 ESTABLISHMENT AUDIT. 451

Increment Certificates,

818. Increment certificates attached to establishment bills or submitted
separately for pre-audit under Article 62 should be examined, so as to see that
the increments claimed are really due and have actually accrued. The facts
stated in the explanatory memo. attached to the increment certificate (Form
8) should therefore be checked by reference to past bills and to the establish-
ment returns ; and, in the case of certificates submitted for pre-audit, if the
increments are found to be admissible under the rules, the certificates should
be returned, duly passed, and the fact noted in the audit register.

Arrear and Advance Bills,

819. Arrear bills should be passed in the same manner against the section
concerned, after reference to the note of amounts due but not drawn (under
Article 816), the necessary addition being made to the total; and, when any
pay is drawn in advance under Article 66, the amount should be finally charged
against the service head, and recorded in the audit register in the column
assigned to the month for which pay is advanced. But advances made under
Article 187 () should be debited to advances recoverable.

1. A, whoso salary is R150 a month, receives an _advance of R200 ; R150 will be posted
for the first month’s pay in full, and R50 on account of the second month.

.

Temporary Establishment.

820. When sanction is received for a temporary establishment, the requisite
entries should be made in the first three columns of the audit register, the
period for which the sanction holds good being distinctly specified in the second
column below the details of the appointments sanctioned, and lines should be
drawn across the cages of the months previous and subsequent to such period,
80 as to prevent admission by oversight of pay for a period in excess of
sanction,

1. Temporary establishments should be entered in the audit register after all tho per-
manent establishments, and not mixed up with them.

2, Temporary establishment may commonly be debited to the same head as permanent
establishment ; it is only in cases whero sanction is given for a long term, and the charge will
reach a considerable amount, that there is any object in separating them.

Proposition Statements.

820A. In verifying the present scale of a proposition statement under
Article 57, Note 2, Civil Account Code, the verifying clerk should also see that
the entries in the column “ proposed scale ”” are within the powers of sanction
of the authority to whom the statement is to be submitted.

Auditors’ duties.

821. The chief points to be observed in auditing establishment bills, beside
those mentioned in Article 732, are to seem

(1) That the arithmetical calculations are correct.
Ariicles 818—821,
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(2) That the bill is drawn according to the sanctioned scale, that
pay and acting allowances are distinetly shewn, that arrear
pay is drawn on a separate bill, that the name of any person
on leave, suspension or deputation, as well as the name of the
acting officer, is shewn in the bill and also in the leave state-
ment.

(3) That sanctions for the appointment of other than natives of
India to appointments on R200 per month and gbove are
quoted when required.

(4) That the increment certificate is attached when an increment is
drawn,

(5) That the leave statement is filled in or the “no leave” certi-
ficate furnished.

(6) If the bill contains any entries of leave or acting allowance, that
they are according to rule, and that full pay is not drawn
during absence on sick leave, leave on private affairs, or fure
lough.

{7) If an officer proceeding on privilege leave whose pay is less than
RR00 a month is allowed an advance of pay, that it is
supported by a warrant signed by the Head of the Office.

(8) That a last-pay cortificate 15 furnished for an officer transferrod
from another establishment.

(9) That the dates of making over and receiving charge are stated,
and joining time checked in accordance with Articles 194 and
195, Civil Service Regulations.

Ariicle 821,



Chap. 37.1 TRAVELLING ALLOWANCE AUDIT. 453,

Chapter 37.—Travelling Allowance Audit.

Audit Register . . . 822 l Audit of bills ar d Budget check 823
Incidence of charge . « 824A

Audit Register.

822. Audit of travelling allowances should be recorded in a register in Form
101.  As no details of camp stages or of camp attendants will be given, a
single line is sufficient for each voucher. The name of the officer will be the
name of the Gazetted officer whose own or whose establishment’s charges are
included in the voucher. The name of a ministerial officer will appear only
when the bill, though signed by the head of the office, is, for the charges of a
ministerial officer, transferred from another post under circumstances giving
him a claim to travelling allowance, The object need not, be entered, except
in the case of (a) transfers, when the names of the stations to and from which
the oificer is transferred should be specified ; (0) the exceptions mentioned in
Axticle 824A of the Civil Account Code,

1. The budget allotment of each office should be noted at the top of the corresponding
seetion of the audit register.

2. In cases of transfer of polico inspecters and constables, wheye soveral names appear in
a single bill, their names and other details may be omitted from the register, provid-d
officient arrangements can be made to guard against double payments. .

8. In the office of the Comptroller, Post Offico, the travelling allowanco bills of Gazottod
officers may bo audited in the Audit Register for the salaries of such officers, sepurate spaco
being provided for the record of such payments,

Audit of bills and Radget check.

823. Imrauditing a bill, the daily allowance should be passed according to
the rate admissible to the officer, the steamer fare by the table of fares, the
mileage by the tahle of distances, and the railway fare by the time table. 1In
the majority of cases countersignature is necessary.

824. After the bills have been checked and entered in the register, they
should be placed with the register before the passing officer, for review and
signature.

The entries in the register should be totalled monthly and the progressive
total checked against the sanctioned grant. When, however, the Budget grant
cannot, for any reason, be applied by means of the Audit Register, the Budgot
check should be exercised by the Disirict Auditor. But whether by means of
the Audit Register or of the Classified Abstract, the Budget check should be
applied and prompt notice should be taken of any excess which may lead to the
sanctioned grant being exceeded at the end of the year. The Superintendent
should satisfy himself that the check has been properly exercised before he passes
the Classificd Absfract every month or when he reviews the travelling allow-

ance bills,
Articles 892-—824.
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Incidence of Charge.

824A. Except in the following cases, the travelling allowance of an officer»
on whatever duty he may be employed, is charged to the same head as his pay*
This article applies to the travelling allowance of a Medical Officer for & journey
to attend on an officer entitled to such attendance :—

(e) The travelling allowance paid to Gazetted officers for attending
examination is debited to the head Miscellaneous.”?

(¢) The travelling allowance of a Military Officer attached to a
Horse Breeding Department is debited to the Civil Depart-
ment, even when his pay is debited to the Military Depart-
ment.

(c) The travelling allowance drawn by the Medical Officer in charge
of the British troops at Calicut, for journeys to and from

the Lunatic Asylum at that station, is debited to the Civil
Department.

(d) The travelling allowance of an officer paid from a Local Fund
may, when travelling in the execution of Government duty,
be paid and charged to General Revenues. Similarly, the
travelling allowance of an officer paid from the General
Revenues, when travelling on duty comnected with a Local
Fund, may be charged to the Local Fund.

(¢) The travelling allowance of native military students, while under
training with Survey Parties, is debited to the Survey Depart-
ment.

(/) The actual travelling expenses of the Military Secretaries and
Aides-de-Camp to the Governors of Madras and Bombay and
the travelling allowances drawn Ly the Aides-de-Camyp to the
Lieutenant-Governors while on tour with His Excellency the
Governor and His Honour the Lieutenant-Governor, res-
pectively, are charged in the Civil Department, although
their salaries are charged in the Military Department.

(9) The travelling allowances of Military Sergeants proceeding on
Civil duty to Port Blair in charge of stores, etc., should be
treated as extra expenditure incidental to the sapply of stores
and adjusted in the Civil Department, although their pay for
the period is adjusted by the Military Department.

() When soldiers either British or Native are sent under Military
escort from one station to another to stand a trial on & criminal
charge, they will travel like any other party of soliders on
duty, under a warrant fumisﬁ'ed by the Military authorities,
the charge being met from the Military estimates, Where a
soldier is conducted by a Police escort, the charge will be Civil ;
the warrant issued in such cases should include the accused, as
he is a soldier proceeding to a certain place under the orders
of his Military superior and therefore on guty.

An individual soldier summoned by the Civil authorities to appear
in a criminal case, either as a witness or as an accused, but not

Article 8244,
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under custody, should be given a warrant to enable him to

1]))erform the journey, the cost being debited to the Military
epartment.

824B. The travelling allowance of an officer transferred from one Depart-
ment to another is debited to the Department to which he is transferred.

824C. The travelling allowance of aa officer, called away from his duty to
give evidence in any Court, is during the period of his absence, debited to the
Department which would bear the charge if the officer were on duty.

drticles 894B—824C.
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Chapter 38,—Contingent Audit.

General Nature of Audit . . 825 | Periodical charges . . . 834

Contract Contingencies . . 827 | Charges regulated by scales 835

Countersigned Coutingencivs— Charges for supplies from
Steps in Audit . . . 829 other Departments . . 836
Abstract Ball . . . . 830 | Budget check . ' . . 8a7

Detailed countersigned Bill . 831 | Annual Compilation & Review 838
Special Charges . . . . 833

General Nature of Audit.

825. The responsibility for the effective control of contingent expenditure-
rests primarily with heads of offices. For contract contingencies this re-
sponsibility is complete, as no external control is excrcised over this class of
expenditure so long as the contract grant is not excceded. For eountersigned
contingencics, controlling officers are required to scrutinise the expenditure in
addition to the scrutiny of heads of offices. The duty of the Accountant
General in respect of the former is merely to see that the contract grants are
not exceeded without the special sanction of Government. As regards the
latter, countersignature cannot be said to relieve him of all responsibility for
control ; he should not, indeed, disallow any items included in a countersigned
bill and within the powers of sanction of the countersigning officer, but he
should draw the attention of the countersigning officer to any outlay which
geems questionable, or, in comparison with like charges in other distriets,
excessive, and may, if it seems advisable, specially address the Local Govern-
ment. It is his duty to challenge extravagant rates, prices or amounts for
charges otherwise unobjectionable in their character, and to refer for orders
any item of expenditure which is positively ohjectionable, or at least doubtful
in itself ; but it 1s not right to regard as an unusual charge requiring the sanc-
tion of Government one which is manifestly neces-ary, though it doesnot occur
monthly: for instance, a clock in a Commissioner’s Office may be a necessary
article of furnitare, but the necessity for replacing it will not occur for years.
‘When, however, that necessity does occur, the expense may readily be passed
on his signature, provided the price be reasonable.

826. Charges for which scales have been laid down should be passed by the
Accountant General in accordance with such scales, and those for which
special sanction of higher authority is necessary should not be passed in the
absence of such sanction.

Contract Contingencies.

827. The rules for contract contingencies differ in the different provinces,
principally as regards the classes of expenditure brought under contract and
the deparlments to which the system has been extended. In some provinces
the contract is made direct with the disbursing oflicers, while in others the
allotments are placed at the disposal of controlling officers, who distribute them
annually among their subordinates, reserving a small portion for subsequent
grants in case of need. There are also differences on minor points. Each
province will be guided 'y its local rules. But the essential features of the

Articles 826 827,
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scheme are common to all provinces, »7z., that no details of tl.le expenditure
beyond such totals of the various coutract items as may be required for pur-
poses of classification, need be furnished on the bills, that no sub-vouchers
with a few speciticd exceptions need be submitted, and that disbursing officers
are held personally responsible for any expenditure in excess of the contract
allotment until they can procure immunity from Government.

828. The principal point in audit is to sce that the contract allotment for
each major head is not exceeded. The progress of the ex‘})emht'ure is watched
by means of the allotment memorandum at foot of each bill, which ¢hows the
expenditure up to date and the balance available, and by means of an audit
register in Form 102.

Any difference betweon the progressive total on a bill and that worked
out from the register should be promptly noticed and reeonciled. IF the
cxpenditure appear to be progressing at a rate indicating a likelihood of the
allotment being execeded before the end of the year, the attention of the officer
concerned should be invited to the fact.

Countersigned Contingencies.
Steps in Audit.

829 The audit of countersigned contingencies consists of two parts, firsts
the audit on receipt of the abstract bill, and second, on receipt of the monthly
detailed countersigned bill as explained below. In the case of bills which
do not, require countersignature, both parts of the audit should be conducted
simultaneously.

Abstract Bell,

830. When an abstract contingent bill is received, it should be examined so
far as fo see that it is drawn by an officer who has authority to draw such bills,
that the summations arc correct, and that there is nothing extraordinary
or unusual in it. The usual audit enfacement should be made upon it, and ity
amount should be entered in the contingent audit register (Form 108), wherein
a separate folio will he assigned to each disbursing office or department under
each major head of cxpenditure, the folics being arranged in the ordor of
major and minor heads of account. The amount unpassed should be entered
each month in the objection book, and, as the countersigned bills are audited,
they should be recorded in the contingent register and admitted in the objec-
tion book. 7The details of the abstracts are not required to be entered in the
contingent register, but only the total of each ahstract, cince the details are
recorded in the annual classified abstract. In the case of pre-audited bills,
the audit register should bein the same form as the register of contingent
charges prescribed for disbursing officers in Vil I (Form 10). This will
serve both as a record of payment and also for budget check.

1. The register in Form 103 is presoribed so that the auditor may have a note of the
payment of each bill.

2. In Madras, where the annual clasified abstrnct, has not been introduced, the register
should be kopt in the same form s the register of contingent charges prescribed for die-
bursing officers.

. 3. When an amount drawn in a provious month is refunded in eash, it should be entered
in red ink as a minus entr{ in the contingent audit register and the progrossive total for the

month corrected according] ficles 5988
drticles 82 0.
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Monthiy Detailed Countersigned Bill.

831. When a monthly bill is received, it should be examined with special
reference to the following points:—

(¥) Whether it is duly countersigned (if countersignature is necessary)
and certified.

(2) Whether the charges contained in the bill, and passed by the counter-
signing officer (if any), cover the amounts drawn from the
treasury and are classified as in the abstract bills, Differences or
disallowances should be noted for recovery, and adjustments should
be made, if necessary, on account of misclassification.

(8) Whether vouchers are attached for all charges for which they are
required by rule. The auditor should tick off each such charge
in testimony of his having seen and passed the voucher.

(4) Whether details of miscellaneous charges or other items are given
* and whether any charges seem extravagant, unusual, or objection-
able; these the auditor should bring to notice.

(5) Lastly, he should andit separately, in accordance with Articles 833
and 834, any periodical charges or special charges which require
the sanction of superior authority, or which are regulated by scale
laid down by Government, if any such charges are included in the
bill.

832. The auditor will record his audit order (passing the bill, or objecting:
to it) upon the bill itself, and make the corresponding adjustment, or partial
adjustment, in his objection books, taking steps to remove any objections still
outstanding.

1. Tt is necessary to watch very carefully the submission of monthly bills, and to direct

the attention of countersigning officers to any delays that may occur. It is clearly objections
uble to allow the audit of contingent charges to be indefinitely delayed.

Bpecial Charges,

833. For the record of special charges requiring the sanction of superior
authority a register will be kept in Form 104. Separate pages may be set
apart for each officer incurring expenditure, and, if the entries are likely to be
numerous, the pages may be further distributed according to classes of expend-
iture, Immediately on receipt of an order sanctioning any special expend-
iture, it should be entered in the register in its appropriate place ; when the
charge comesup for audit, a note of the bill in which it is included, and of
the andit, will be made in the final columns of the register.

1. 8pecial sanctions of refunds, advances, and travelling allowances should be recorded in
this register in the sume way as those of contingent expenditure proper, and should be
marked off as tho charges come up for audit. (See also chapter 44.)

2. In openingmn new register, orders of which the foroe haanot yet expired, should be
carried forward from the old into the new register,

8. When an order sanctioning expoenditure contains no indieation of the amount or limit of
the sanction, the Accountant General should address the authority who issued it.

Articles 831833,
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Periodical Charges.

884. For record of the audit of periodical charges (such as rents, rates,
ete,), and of charges for which a fixed allowance is sanctioned, a separate
register should be kept in the form prescribed for audit of establishment, each
payment, as it is audited, being f]LPos('.ed, with the necessary references, /in the
appropriate monthly column. The amounts should also be posted in the
contingent audit register, Form 103. .

Charges regulated by Scales.

835. Charges regulated by scales laid down by Government, e.g., rewards
for destruction of wild animals and snakes, batta to witnesses, etc., do not
ordinarily require countersignature, and are to be passed finally on the respon-
sibility of the disbursing officer, unless any other cowrse is preseribed, supported
by the preseribed cerfificates (if any); such charges will be recorded in an
audit register in Form 103,

Charges for Supplies from other Departments.

836. The value of Inter-departmental supplies should be shown separatel y
in red ink in the contingent audit register in the month in which it is shown
in the contingent bill under Article 96, the particulars of the duplicate invoice
being entered in the column for number of voucher. Both in the case of con-
tract and countersigned contingencies, the progressive totals in Forms 102 and
103 should include the cost of such supplies. The adjustments for such su plies
are made by the account office either on statements furnished by suppgying
officers under its own audit, or on the appearance of debits in Exchange Ac-
counts with other departments. In either case, the fact and month of adjust-
ment should be noted in the audit register against the entry of the supp}y if
already posted from the contingent bill of the officer supplied, or against a
fresh entry to be made in the column for the month then current. In the
latter case the officer supplied must be asked to include the charge in the
allotment statement of his next contingent bill.

Budget Check.

837. As the classified abstract for each month is completed, the examiner
should review the contingent expenditure which it includes (except contract
contingencies, the progress of which is otherwise watched, vide Article 628),
comparing the amounts expended with the budget allotment, and bringing to
notice any cases in which the expenditure appears likely to exeeed the provi-
sion. This review is ,an essential part of the audit of contingent expenc{;ture,
and should receive close attention at the hands of the Superintendent.

1. A similar comparison with the last year's abstract may also, with advantage, be
occasionally made.

2. The Government of India have directed that when a countersigning officer passes a
monthly bill in which the monthly proportion of the grant is exceeded, he shall report to the
Accountant Greneral that he is satisfied that special circumstances have rondered the excess
necessary.

Articles 834~837,
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Annual Compilation and Review.

838. If the Liocal Government requires a formal review of contingent
expenditure to be submitted, a broad sheet will be prepared for the purpose
as prescribed in the following rule. The Accountant General will find the broad-
sheet nseful for checking the budget estimates proposed by local officers.

839. At the end of cach year the totals of the detailed heads of contin-
gent expenditure other than those for contract contingencies (in rupees,
excluding annas and pies) will be taken from the progressive total column of
the classified abstracts, and posted in a broad sheet in such a way chat they
can be compared with the corresponding charges in the other districts of the
same province. A line for each district, and a column for each detailed head,
will suffice for the form; and there may be one broad sheet for Collactors
expenditure, one for Judges’, and so on.

drticles 838==639,
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[ Nor. - The references to tho Civil Service Rogulations are to the third edition.]

Verification of Services.
Indian Civil Service.

840. The services of Indian Civil Servants are verificd for Annuity as

follows :—
Officers on the Bengal Establishment, by the Comptroller, India Treasurios ;
Do. Madras ”» » Accountant General, Madras ;
Do. Bombay ” ” » » Bomba y.

Services other than the Indian Civil Service.

841, (a) On receipt of a statement of services, the details should be checked

with the establishment books only ; it is not necessary to refer to
audit registers or vouchers in order to verify dates of alteration of
pay or of appointments, or dates of leave or of suspension. The
dates stated for these in the service statement may be assumed to
be correct, if they agree with the establishment books. The date
of birth should also be checked with the books of establishment,.

(%) If the statement does mot show the leave taken and makes no

reference to it, it should be at once returned (that is, before
being taken up for verification), with a request that either the leave
(other than privilege and casual) may be entered, or that it may
be stated that no leave was ever taken. If it is apparent that leave
has been improperly granted and cannot he retrospectively commut-
ed under the provision of Article 264 of the Civil Service Regula-
tions without affecting the amount of leave allowance properly
disadmissible, it is left to the Account Officer to decide at hig
Articles 840--811,

b
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cretion whether any demand should be made for recovery of over-
payments or whether the matter should be referred to the Liocal
Government for orders, The decision of the Liocal Government in
such cases is to be accepted as final. .

(¢) The officer in charge should himself check the verification of one
or two entries in each case, and the verifying clerk will note in the
establishment hooks that the services were verified, and the date.

(@) For verifying the services of Gazetted Officers, the pringed history
of services should be used. (Article 784.)

Pension Reports.

842, The Government of India has, on more than ome occasion, impress~
ed upon Account Officers the necessity of arranging for the speedy disposal of
verifications and reports required in connection with applications for pension.
A return is submitted to the Finance Department every quarter showing—

(1) The number of applications received under Article 994 of the Civil
Service Regulations.
(2) The number of applications disposed of within one month from their

receipt.
(3) Particulars of eachapplication not disposed of within two months from
the date of its receipt, with explanation of the delay.

A register of applications for pension should be kept in each account office
showing date of receipt and of final disposal of each, The quarterly report to
Government should be compiled from this register.

Permanent Pay Orders.

843. Except in cases for which other special arrangements may be sanc-
tioned, periodical personal payments which do not come under the head of
“ Salaries and Allowances for Services ”” should be made only upon permanent
pay orders issued from the Account Office. These pay orders must be issued
strictly in the terms stated and to the persons named in the Government order
sanctioning the allowance. Account Officers have no authority to discuss or
enter upon any questions relating to succession to, or division of, or claims to,
such allowances ; but must direct all such matters to be referred for the orders
either of the Government or of the authorities who may have been appoint-
ed to decide them in the rules framed under Act XXIII of 1871.

844. The Accountant General should, before he issues permanent pay orders
for political pensions, require information regarding the parentage, residence,
date of birlh, height, and any personal marks facilitating identification of the
pensioner, and should enter these particulars in the pay order.

1. Certain Political pensioners of position in the Madrss and Bombay Presidencics are
exomptied from the operation of this rule.

Registers of Permanent Pay Orders.

845, (o) The permanent pay orders issued to pensioners will be numbered in
two series: one for those chargeable to the major head ¢ Territorial
and Political Pensions,” the other for those chargeable to * Super-
annuation Allowances, etc.”” Each series should be continuous for

Aritgeles 849—845.
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the whole province without regard to the Treasury at which the
allowance is payable, and should be recorded in a register in Form
105. Separate registers should also be kept, whore necessary, for
“ 8pecial pensions” (ride Article 816), for “ Assignments and Com-
pensations ¥ and for pensions of Colonial Governments and Native
States.

.{%) An order granting a pension should, on reeeipt, be checked with the
final report submitted by the Account Office, and posted in the

+ proper register, which with the final report should be laid before a
Gazetted officer, together with the Government order and the
permanent pay order, for his signature. Ile should certify the issue
of the latter, and the correctness of the entry, by putting his
initials in the column of date.

1. The last pay certificate received with the application for pensions should be filed with
the office copy: of the report to Government or, when the pension i payable in another prov-
nce, sent to the Accountant General of tho provinco concerned,| and reference must bo made:
to it bofore the permanent pay order is issued. When a last-pay certifieato is not furnished
to the Accountant General, he should note across the permanent pay order that no paymont
is to be made until a last-pay cortificate is produced. (See Artiole 63, note 2.)

(¢) A new permanent pay ovder, issued in lieu of one worn out, should
bear the old number and date; but, where payment is transferred
to another Treasury, the pension should be brought anew on this
register and a new number assigned. 'When both parts of an order
are returned for cancellation, the fact and the cause must be record-
ed in this register, with the date of death, transfer, or surrender
under Article 1038, Civil Service Regulations. OIld cancelled
orders may be destroyed after issue of the new ones, so also may
those of deceased pensioners after the heirs have been paid, -

1. When a new permaflent pay order is issued in liou of one worn ont, a note to that offect
should be made in the Remarks column of the register, and the old order destroyed.

2. If the L.ocal Government require the Accountunt General to prepare, as far as his.
information allows, the quarterly statoments of pensions granted (Ci v‘ Servico Rogulations,
Articles 1006 to 1008) for submission {0 the Government, of India, it ¥ {ll naturally be copied
from this register. Accordingly, to avoid risk of reporting as new n pension only {ransforrod
from another Treasury, it wil well, in cases of re-entry on transfer, {o make the cnivy in
red ink, and to omit particulars in all the columns, but thosc of nwmnber and dato of pors
manent pay order, name of pensioner, monthly amount, residenco, and place of payment,
noting across the blank spaces, * Sce No. above :” in the case of a pension transforrod
from another Fgmrvinca the entry should also be made in rod ink, but all the columns should:
be filled up. For the quarterly returns, all eniries in red ink should boe omitted.

3 In these returns the serial numbers will, of course, be new every guortor, and their total
ean be checked by comparison with the number of permanent pay order issued, the difference
being explained gy the number transferred — e.g , the number of pay orders issued for all Super~
annuation Pensions granted up to 30th September 1891 is 90V, the number for all granted np
to 81st Docember, 1,000 ; but the quarierly return may show less than 100, as some of the new
orders may be those of transferred pensions: these wilf' be casily counted up as they aro all
entered in red ink.

4. For the pu of theso quarterly returns, new pensions payable in another provin
shouiid bo enored T black ink in tho rogister, but. coluuans 1, 3, sl 1216 shonid by, Tafe
nk.

S.ﬁIt w&l :::hmosgon_venit:lnt if :‘l:: necessary entry indmado in the qnf;terly return at the
same timo that the entry is made in permanent pay order register, e quarterly return
would then be ready immediately at the end of the quarter. & 9 7 *

Ariticle 845,
pa
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Register of Special Pensions.

846. () Pensions which are not granted for life, but are subject to some
special condition (e. g., that they are to cease on warriage, or at
a given age, or under any given circumstances), are not to be
entered in the same register with other pensions, but should be
recorded and audited in special registers of their owns; and all
permanent pay orders of such pensions will bear the letter S in
addition to the number, y

(&) In the register of special pensions pay order, and also in the audit
register of speci_al pensions, an additional column should show
“Limitation of "pension,” which must be stated as precisely as
possible; for instance, such entries as “to determine in twenty
years” or “to last till twenty-one years of age,’” must not be
allowed, as in such cases the precise date of termination can be
ascertained and should be entered.

(#) In all cases where the determination of the pension cannot be fixed
for a precise date, the payment can be admitted only upon a cer-
tificate in each case, that the event (whatever it is) which ter-
minates the pension has not happened.

Register of Pensions by Departments.

847. It will be convenient, for the purpose of preparing the Budget sti-
mate for pensions, to keep a separate register, wherein all Superannuation pen-
sions granted, or transferred from other provinces for payment, may be recorded
under the several departments to which the pensioners formerly belonged. The
register snould be on ordinary foolscap in Form 106, and should previde
one or more pages for each de{:artment ; the first three columns will be filled
up on issue of an order, the other two will be blank until transfer of payment
to another province, or certified death, removes the pensioner finally from the
roll.  The further particulars necessary for the Budget return of the new grants
can be obtained from the list of permanent pay orders issued, but close packing
would give room for their entry in this form, and either plan may be adopted
at discretion,

848. 1t will not be necessary to enter a name anew on this register when

a new permanent pay order is issued ; on receipt of the death-roll, the general
list will give a clue to the original number and the department.

Audit Register.
Horm of Register.

849. The audit register for pensions payable in the interior will be in Form
107. The register for Political pensions will be separate from that for Super-
annuation pensions, and each will be bound in volumes in convenient size,
embracing one or more districts, and paged continuously, A sufficient number
of blank spaces should be left under each district to accommodate the addi-
tional entries, which grant of new pensions, or transfer of old ones from other

Articlee 846—8419.
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district, will make necessary during the three years currency of a register;
and each new name should be brought on the district register on the fst
vacant line at the time the permanent pay order is issued. The number entered
against each pensioner will be that of his permaunent pay order, and every
entry of a pension must be initialled by a Guzetted oflicer, after comparison
with a permanent pay order register,

‘When o pension ceases to be payable, or is transferred to another trea-
sury, the unused cages for dates of monthly payments should be caneclled
and_the cause noted across them

1. The names of pensioners whose pensions have remained undrawn withont any explana-
tion being obtainable regarding them for three years in the case of Superannuation and for
six years in the caso of Political and other pensions, may be omitted when opening new pens
sion Audit Registors.

2. A page or two at tho end of the audit vegister of servico pensions should be set apart
for the audit of payments to Hong-Kong and Mauritius pensioners.

8. Such pensions aro to bo regarded as payments mado at the instanco and on the account
of the Colonial Government. They mu<t not bo mixed up with Indian pensions, and any
applications with regard to them (exeept for such matters as transfers from one Indian
Treasury to another, which can be arranged within the terms of the lotter of tho Colonial
Governmaent requesting payment in India), should bo referred through the Local Govornment
to the Coloninl Government which granted the pension.

Lntry of Remarks.

850. Allowing a depth of 1ith inch for cach case, there will be room for
the entry of ten pensions on a foolscap page, The Remarks column gives
ample space of all entries which can be necessary in tho case of pensions paid
at a Treasury in the interior; for these would he ordinarily only the fact of
cancelment of the order with its cause, or its return under Articles 1038 and
1039 of the Civil Service Regulations, the date of death, the receipt of death
roll, and the payment of any arrears to heirs. If an officer re-appointed after
obtaining compensation pension does not surrender his pension, note of the
appointment and its monthly pay should be made in this place : if the pay of
the new post does not allow the pensioner to draw his whole pension, the full
amount granted should be struck out in red ink and the reduced amount
entered ; in opening a new register, both amounts with note of the appointment
shouldgbe brought forward in the same way.

1. Arroars of Political pensions, which have remained @ -drawn for two yonrs, may not
be paid without the special orders of Government unless definite vules on tho subject have
been proscribed by the Local Government under Azt XXI11 of 1571.

Audit Procedure.

851, The process of audit will be simply the ascertainment that the
necessary documents support and justify the charge in the pension bill, and
then the record of the date of payment in the proper column of the register.
In the enfacement of the bill or schedule, it is not necessary to break up the
charge under Superannuation so as 60 show against each department the amount
paid to its former servants, as the detail shown in the budget estimate is not
required in the monthly accounts or the revised estimate.

Articies 850-- 861,
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Presidency Pensions. ’

85%2. Tor pensions paid in a Presidency town, there will not be, as in Trea-
suries, a separate file of orders, but the audit register will serve instead.
Accordingly, the left-hand page should be in the Form (39) provided for the
Treasury registor of permanent pay orders, and tle signature of the pensioner
should be taken, for comparison, in the column “ Name of pensioner.” The
notes which, under Article 342, note 1, are made on the Treasury Officer’s
portion, must, in this case, be made on the audit register, '

1. A pensioner, whose pension was payable iu the Presidency town has been known fo
apply for a month’s pension after payment has been transferred to the Distriot Treasury: If,
for special reasons, this indnlgence he conceded, the pni;nent will be noted on the pensioner's
counterpart of the order, and advised to the officer in charge of the district treasury for note
on the original of the order. It will bo necessary to enter the fact of payment in the audit
register of the District Treasury (thus: Csleutta, 15th March), but the pension will nob
again be brought on the Presidency register, nor need any note be made therein. But it will
be observed that frequent transfers are discouraged ; that a transfer is an indulgonee only to
bo granted “ on sufficient cause shown;” and, as the special case here described isan indul-
gence which contravenes standing orders, it can only be granted for any special reason by
the Accountant Gencral himself, at his own risk, and before the transfer of payment has boen
completed by drawing the pension at the new treasury.

Gratuities.

853. Form 108 will serve at once for register of grant of gratuities and
for their audit ; on receipt of the order granting the gratuity and after check
with the report of the Account Office, the first five columns should be filled up
immediately and the order to pay it issued, It may be well to mention that
the voucher must be the receipt of the person legally entitled to the gratuity,
not that of the head of the Otlice or Department in which he formerly served.
The amount of gratuity to be refunded by a person re-employed should be
noted in the audit register and the fact of re-payment of gratuity (Civil
Service Regulations 565 to 568) should be nobeg?n the Remarks column
when re-payment is completed.

1. Every quarter, the gratuity register should be examined, and those gratuities which
have remained unpaid more than three months noted, the district officers concerned bein,

addressed concerning them, and note of tho reference made, entered in the last column o
the register.

2. If a Local Government reqUire the Acconnt Dopartment to prepare in part the quar-
terly statement of gratuitios granted, it may be desirable to record all necessary particulars
in this registor, in which caso & form may be adapted from Form 105.

Anticipatory Pensions.

854, () A special audit register should bs opened in Form 107, in which
should be entered on the left side the orders for Anticipatory Pen-
sions and gratuities passed under Article 1009 of the Civil Service
Regulations; and on the right side the payments made against
them. The orders should be entered for the whole province in
consecutive order, and when finel adjustment of the payment
is made against the final order granting the pension or gratuity,
full note of it should be made in the Remarks column.

Arbie’es S92—854.
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() This audit register must be reviewed by the Acconntant General
personally every half-year (beginning of April and beginning of
October), in order that he may see that no undue delay has
occurred in the final settlement of the cases.
1. When the final pension or gratuity is sanctioned, it should be dealt with in the pen-
?1:“ Otl: gratfmfg audit register as covering the anticipatory order, and not as being in con-
uation oI 1 .

Political Pensions.

855. A special procedure in regard to the issue of permanent pay orders in
the case of groups of Political pensioners, who are paid by, or are in charge of,
a Political Officer, is prescribed in Article 350. A single order should bo
issued for the whole group in Form 89, each entry having a number in the
prescribed column of the form, thus, 3%", 3.;’_0, and so on, when 880 is the

registered number of the whole document.

Miscellaneous,
Report of Death.

856. The death in India of every European pensioner other than a
rensioner of the Indian Civil Service or the Army or Navy should be reported to
the Local Government by the Audit Office which passed his pension bills ; the
particulars required are given in Article 28.

A quarterly statement should also be forwarded to the Director of the
Royal Indian Marine showing the deaths, within the quarter of report among
pensioners of the Royal Indian Marine. The report should show the name,
rank and date and place of death.

T'ransfer to London,

857. When payment of a pension is transferred to London, the last-pay
certificate given to the payee must contain words declariug that no further
payment will be made in India. The certificate should be in Form 109. A
quarterly return is submitted of all such last-pay certificates granted in case of
pensions aot wholly chargeable to general revenues (Article 1313).

Returns.
Mortalsty of Penstoners..

858, From the annual return of pensions submitted by every Treasury
Officer under Article 848 of the Civil Account Code, each Accountant
General will compile a consolidated return in the same form, and submit it to the
Government of India, and also a statement in Form 109A comparing the
actual rates of mortality with the probable rates calculated for Native Army
Pensioners according to the tableat foot of the statement. The same dis-
tinction of classes observed in the returns received from treasuries will be
maintained in the consolidated return and in the statement in Form 109A.
These returns should be submitted not later than the lst of September and

Articles 8658568,
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should be accompanied with such remarksas each Actountant General may
consider necessary.

The object of the return is explained in the following extract from a
Resolution of the Government of India in the Finance Department, No. 1586,
dated 22nd March 1871 :—

The Governor General in Council has had under consideration the question of how to

guard against frandulent claims to pensionary allowanoes being put forward by strangers after
the actual incumbents aro dead.

Tho chief protection against such’ claims must be the caroful testing by the Disbursing
Officer of each claim at the time it is presented.

But it seoms advisable also that statistical information regarding pensions should be kept
up and, for this purpose, His Excellency in Council is pleased to direct that, from every office
where pensions aro disbursed, returns in the annexed Form (No. 40A., Vol. I, C. A. C.)
shall annually be made to the Account Office to which it is subordinate : —

(1) For pensions not exceeding R10.
(2) For pensions exceeding 1110 and not exceeding R50.
(8) For pensions exceeding R50.

The Account Officers should scrutinise the information thus received, in order that enquiry

may bo at once made where any remarkable longevity appears, or whore any other anomalous
features presont themselves.

His Excollency in Council is well aware that thore is great difficulty in exercising a check by
such means op the action of local officers. 'The instances in any singlo Disbursing Office are
necossarily too few to warrant the assumption that their doparture from mathematical
regularily requircs any special oxplanation ; and, on the other hand, in the compilation of the
figures of several offices, the effects onused by the perpetration of frands in any one would
probably disappear in tho mass.

But while His Excellency in Council, in viow of this difficulty in suporvising this parti-
cular part of their work, confidently expects at the hands of local “officers extieme caution in
dealing with claims Lo pension, ho does not doubt that the information contained in the
Forms now prescribed will be found, in both central and local offices, to be of great value.

1. The statement should not include the names of persons in receipt of pensions ohm}:o-
able to Local Funds, or to other bodies financially independent of the Government of India,
or of those in nominal p ion of compensations granted to pagodas or mosques in lieu of
lands resumed or other similar compensations which partake of the nature of annuities
either terminable within a stated period or not terminable.

New Pemsions and Gratusties,

859. Quarterly statements of all pensions and gratuities granted ure sub-

mitted by Liocal Governments to the Government of India ; see Article 845 (c),
note 2, and Article 853, note 2.

Annusties, Bengal Civilians,

860_. Accountants General are required to furnish the Comptroller, India
Treasuries, with half-yearly statements, showing the amounts paid in India on
account of Annuities of retired Bengal Civil Servants.

1. The Madras Acconntant General is also required to furnish a similar return to the
Local Government for Madras Civil Servants.

2. A half-yearly return of Bombay Civil Servants residing in India and recciving their
Annuities in India has to be furnished direct to the Financial Secretary, India Office, by
the Accountant General, Bombay.

driicles §69~860.
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Special Annual Enquiries.

861. All Accountants General are required, in November of each year, to
make out lists of the pensioners, whether Political or Serviee, paid from each
Treasury, whose age is shown in the Audit Register to be over seventy, and
send each list to the Treasury Officer concerned, with the request that the
continued existence of the pensioners may be attested by special enquiries.

Auditors’ duties.

862. The following are the more important points for the attention of
auditors ;==

1. (a) See that the vouchers are in proper form.

(8) Check the details and the Income Tax deductions.

(¢) See that receipt stamps are affixed when necessary and punched.

(@) See that no pension is paid for which a permanent pay order has not
been issued, and  that only pension actually due has been paid ; also
that sanction has been obtained for payment of arrears.

(¢) See that the certificate that no pay ‘was received from any Govern-
ment office is invariably signed in the case of service pensions.

() See that when a pensioner does not appear in person, a lifc certifi-
cate is attached.

(9) In the case of pensions terminable on marriage, see that the pre-
scribed certificate is submitted every half-year.

(%) Record the payments in the proper registers —Political, Superannua-
tion or Special, as the case may be.

(1) Enface the vouchers.

(/) Stamp them with the “ Admitted *’ or “ Objected to ** stamp.

(4) S;ri\d them in their proper places in the register to the reviewing
officer.

(/) On return from him, return vouchers to the Treasury Account De-

artment.

(m) In case of a presidency pension, compare the signature with that
given in the Audit Register, :

2. When service pensions remain undrawn for more than six months, see
that the permanent pay order is returned.

3. On the death of a pensioner sec that the permanent pay order is returned
for cancellation.

4. Note deaths, transfers, and non-appearance of pensioners in the Audit
Register, and have the notes attested by a Gazetted officer.

5. Note Anticipatory Pensions in a separate register which should be laid
before the Accountant General twice a year (beginning of April and beginning
of October).

Articles 861—862,
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Chapter 40.—Interest Payment Audit.

Audit of Accountant General 863 | Account . . . . . 869
Lists for Public Lebt Office . 885 | Provinaial Debenture Loans 870

Audit by Public Debt Office . 868 | Provincial Debenture Loaons
Annexure.

Audit of Accountant General.

863. The audit of interest payments is divided between the Audit Officers
of Government and the Presidency Bank. The former are to assume that the
rincipal sum stated in the interest register is the correct amount upon which
interest is to be paid, and also that interest has not been already paid for the
half-years for which claim is made. But in all other respects, and specially
as to the correctness of the calculation of the interest and Income Tax and the
caztling of the tatals, the vouchers are subject to regular examination and
audit.

1 Vouchers in which the signature of the disbursing officer or of the payee, or the parti-
onlars of the loan, or the number, or the capital sum of the several notes, or the number
of the half-year for which interest was paid, is wanting, should be returned for correction.

864. The Accountant General’s audit of the interest vouchers (see Form 22)
will be conducted in the following way. The Auditor should see—

(1) that the amount entered in column 3 of each voucher is really one
half-year’s interest upon each amount stated in column 2,

(2) that the ¢ total amount due”” is the half-year’s interest multiplied
by the number of half-years entered in column 4.

(8) that the “ Amount due’ column is correctly totalled, and the total
correctly carried into the schedule (Form 24), and into the
proper column of it. *

(4) that the receipt is properly signed, either by the person named as
the holder or by his representative.

{5) that Income Tax at 5 pies in the rupec is deducted from the
amount of interest falling due on or after 1st April 1886, unless
the owner of the sequrity has produced, with his receipt for the
interest, a certificate signed by the Collector that his annual
income from all sources is less than R500, or that the interest
is employed solely for religious or public charitable purposes, in
which case no deduction should be made, or unless he has pro-
duced a like certificate that hisincome from all sources is less than
R2,000, in which case the rate of deduction is 4 pies in the
rupee. The certificate holds good only for the official year for
which it is issued.

Lists for the Public Debt Office.

865. After this has been done, for each of the two lists of payments, the
Auditor should put aside the schedules, and total all the vouchers by loans,
and number them consecutively for each loan, in blue pencil, in the upper

Articles §63—865,
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right-hand corner. To each bundle should be added a covering list, in Form
110, of which the totals must be checked to see that they agree with the total
debits in the month’s accounts, against each loan.

866. The vouchers, together with the covering slips, should then be sent
to the Public Debt Office, Calcutta, for further audit.

867. These lists should not however be sent one by one, but should go
together, as soon as completed, with a covering statement in Form 111,

Audit by Public Debt Office.

868, The Public Debt Office should post the payments from the vouchers
into their audit registers and check them in the following respects : (1) that
the amount of the prowissory note is correctly stated in the voucher ; (2) that
interest has not been twice paid for the same yalf-year,

Account.

869. The total payment made on account of interest should be entered in
one sum in the Exchange Account with India, and should be supported by a
copy of the statement prescribed in Article 867, so as to enable the Comptroller,

India Treasuries, to keep an account of the interest paid on account of each
loan.

Provincial Debenture Loans.

870. A similar procedure should be followed in the check of interest on
these debentures (see Annexure). :

ANNEXURE.
Provincial Debenture Loans.

1, The forms of these debentures will he drawn up and approved by the
Local Government : when so approved, they will be prepared and filled up by
the Public Debt Office under instructions from the Comptroller General, but will
be signed and issued by the Accountant General of the province on behalf of
the Local Government. The Accountant General will furnish the Public Deht
Office with lists of the subscribers, together with the nominal amounts of the
debentures issuable to them and the names of the treasuries at which the in-
terest is to be made payable ; also, the exact nominal amount of each loan and
any other necessary information for filling up the forms, and, after completion
in every respect except that of signature, the Public Debt Office will forward the
debentures to the Accountant Genenral, who will distribute them to the pro-
prietors through the Treasuries concerned, in exchange for the original receipts
for the money. Advices of all debentures issued must be sent without
delay to the Public Debt Office to be registered. Any debentures which may
not have been distributed after the lapse of three months from the date of issue
should be returned to the Public Debt Office.

1. Debentures can be issued only in the names of individuals or public officers ; they
cannot be issued in the name of one person * for * or * on account of " @ person or thing.

drticles 6€6—870,
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2. The interest on the debentures and the additional payments dependent
on surplus profits will be debited to Exchange Account with India. The Comp-
troller, India Treasuries, will adjust them under ¢ 18. Interest,—Interest on
Provincial debenture loans,” the additional payments being shown against a
separated detailed head “ Additional payment on account of surplus profits.”
The Public Works Department, in calculating the interest chargeable to the
Provincial Governments on account of interest on the capital expenditure on
Provincial Railways and Irrigation, will include the interest, as well as the
additional payments on these debentures. The capital raised will be credited
to Kxchange Account with India, and any premium or discount should be
distinctly shown in; the Kxchange Account. The Accountant CGeneral is re-
sponsible for agreeing the lists sent to the Public Debt Office of the debentures
issued (added to the unissued debentures returned) with the amounts credited
in his Kxchange Accounts.

8. The debentures may be renewed, consolidated, or subdivided under the
rules applicable to promissory notes of the Government of India, and should be
forwarded for the purpose to the Accountant General, who will transmit them
to the Public Debt Office ; the renewed, consolidated, or subdivided debentures
will be signed and issued by the Accountant General in the same way as the
original issue, and he should enter all the debentures forwarded to him for
transmission to the Public Debt Office in a register showing—

(a) the date of receipt ;

(4) the number of the debenture ;

(¢) the nominal value of the debenture ;

) the name of the proprietor ;

(¢) the name of the treasury where interest is payable;

(f) the number of debentures required ;

) the date of transmission to the Public Debt Office ;

() the date of receipt of debentures from Public Debt Office ;
(¢) the date of issue ;

(/) the amount of the debentures issued ; and

(%) the initials of the Accountant General.

4. The Accountant General should be very careful not to issue any deben-
tures otherwise than upon credit to the Government of India of the money it
represents, or upon cancellation of a previous debenture or dcbentures of cqual
va’.l,u . The interest upon each debenture will usually run from the half-yearly
date next succeeding the completion of the payment of the money into the
treasury, and the interest from the date of payment to the said half-yearly
date should be paid and receipt taken upon the original treasury receipts.

5. The following extracts from the rules issued with Finance Department
Resolution No. 1868, dated 15th March 1878, give further particulars regard-
ing the duties of an Accountant General in connection with these loans :—

“JII. The rate of fixed yearly interest to be paid upon provincial debenture loans will be
determined by the Government of Indis from tiwe to time. For the present this rate shall
be 4 per centum ; if, in any particular caso, a loan cannot be raised at par at this rate, them,
with the special sanction of the Governor-General in Council, subscriptions may be received
at & discount, which shall bo charged off in the accounts at once, under the head of ¢ Interest
upon Funded and Unfunded Debt’ (provincial section) and debited to provincial revenucs.

# TV, The interest on provincial debenture loans will be payable half-yearly, on dates of
the calendar to be fixed by the Local Government, at any principal Treasury or branch of the
Presidoney Bank at which the Government account is kept, in or near the districts in which it
is proposed to construct the work for which the loan is raised: provided that intcrest on

Annexure,
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provincial debenture loans shall not be paid at the head offices of the Presidency Banks of
Bengal and Bombay, or at any Government Treasury within one hundred miles from either
of the said head offices.

“V. Interest on provincial debenturo loans, together with the additional payments
dependent on the surplus profits as hereinafter described, shall be recorded in the Imperial
acoounts under the head of ¢ Interost on Funded and Unfunded Debt’ (provinceial seotion)—
all transactions relating to the capilal of the loans themsclves being recorded in the same
accounts under the heads of public debt incurred or discharged.

“VI. Provincial debenture loans will be part of the registered public debt, and the
debentures themselves part of the publio seouritios of the State, the business connectod with
which is ged and ¢ ted by the Presidency Banks under the agreements made with
thom. The Presidency Banks will be responsible, under their agrecmonts, for tho mauage-
ment of these debenture loans, and will be remunerated therefor in the same way as for the
management of the rest of the registered public debt and securities.

“VIL. The Local Government shall fublish in the Loceal Government Gazette, as soon
after the close of the year ns possible. a pro formd nccount of the capital, showing how it
has boen supplied, the gross carnings, working expenses, and net revenue for each successive
f'ear ending 31st Maxch, of each work for the construetion of which a provineial debenture
oan is raised. From the net revenue so calculated interest as follows shall be deducted as &
first chargo :—

(1) Ono year’s interest payable upon the loan.
“(2) Four and u half per centum upon the amount of capital supplied by the
Government.

“ The snrplus, if any, may be made availablo for rateablo division between the Government
and the debenture-holders, as hereinafter explained.

“ In other respects, the Local (tovernment shall prepare this account in the mannor in use
for the capital and revenno accounts of other State canals or railways, with any modifications
of detail which it may, from time to time, deem nocessary in order to make a true caleulation

¢ tho profit or loss upon the work during the year. This account and the declaration of the
wunt of surplus shall be signed by a Scerctary to the Local Government and by the Local
‘ntant General.

* VIII. No debenture-holder shall have any property in any work comstructed by moenns
of a provineial debenture loan, or be entitled to call for, or examine, any account or voucher,
or challenge the construction of the account prescribed by rule VIL, or any entry made therein,
or declaration promulgated thereupon, by the Local (xovernment.

“IX. The Local Government will be authorized to offer to holders of debentures in such
provincial Joans, besides the fixed interest due upon the debentures, such share of the surplus
referred to in rnle VIT us shall be stated in tho notifieation inviting tenders for the losn. In
general, the part of the surplus offered for distribution (which might be one-half or other
proportion) would be divided rateably hetween the Government and the debenture-holdors—
the Government sharing in proportion to the capitals supplied by it, and each debenture-
holder according to the amount of his debenture.  The part of the surplus due to debenture-
holders should be payable with the first instalment of fixed interest due on the debentures,
after the publication in the local Gazette of the account preacribed by rule VIL. .

“X. The rules which govern the transfer, consolidation, division or renewsl of promissory
notes of the Government. of India, and the transfor of the place of payment of interost
thereon, shall apply to debentures issned under these rules, oxcept that these debentures shall
not be enfaced for the payment of the interest thercon clsewhere than at the particular
treasuries or branch banks named in them.

“XI. The Local Government shall reserve the right of liquidating every provincial deben-
ture loan raised under these rules, or any part theveof, at any date not less than ien yoars
from the date of the loan, on giving three calendar months’ notice. In such case, each
debenture-holder shall be entitled to receive either the amount named in his debenture, or,
at his option, such a sum as would, if it were invested, st the date Bxed for the discharge of
the loan, in promissory notes of one of the 4 per cent. loans of the Government of India,
yield interest equal to the average amonnt, including the fixed interest and sharo of surplus,
which has accrued due upon his debenture during the six half-years last proceding tho dabe of
the notice of discharge.

“ XII Provincial dehenture loans may be raised in order to repasy to the Imperial
Treasury or the Local Government the cost of any work already constructed by means of
funds s}x,yplicd from the Imperial Treasury, or, as the case way be, from Provincial Re-
swonrces.

Aunezure.
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Chapter 41.—Deposit Audit.

Receipt Registers . . . 871 Refunds . . . . . 876
Audit of Payments . . . 872 Plus and Minus Memorandum 877

Clearance Register . B . 878 Personal Deposits . . . 878
Proof of Posting . . . 874 Aunnual Report on Personal
Statement of Lapses . . 875 Deposits . . B . . 880

Receipt Registers.

871. The extract registers of receipts of deposits, after being reviewed
should be filed in district files, the re-payment columns, for months already
passed, being first scored through, so as to prevent future error,

Audit of Payments.

872. The extract re-payment registers, as received, should be taken up
(after the necessary comyparisons are made belween the vouchers and the entries
in the register, Article 724), and the re-payments examined by being posted
in the proper column of the receipt registers or elearance registers again:
the entrics of receipt. If the re-payment exhausts the balance at credit of +
item, a line should be drawn from the last re-payment cntry to the total re-
payment column in which the total re-payment should be entered ; if the re-
payment does not exhaust the credit, it will be found convenient to cnter the
balance in pencil under the last re-payment. At least 8 per cont. of these
postings should be examined by some one other than the clerk who made them,
and the examination should be extended to the amount entered in the third
column of the extract register of re-payment as the amount or balance of the
original deposit.

Clearance Register.

873. The receipt registers of any year provide for the entry of re-payments
made during the same, and the next account year. After that, the balances
which do not lapse under Article 255, will be detailed in the clearance register
received from the Treasury (Article 253). The items in this register must
first be agreed by the Superintendent of the section himself with the balances
worked out against the several entrics in the original extract receipt register,
and then the latter should be laid aside and future re-payments recorded only
on the clearance register. Space is provided hercin for record of repayments
for two more years, and any outstanding balances after that will, in ordinary
course, be credited to Government.

1. This retarn should be scrutinised in detail by a Gazetted officer, and a half-margin
memorandum should be prepared, wherein should be noticed every item whose recoipt, or long
retention, is in any way remarkable. This memorandum shonld be sent to the Treasury

Officer, in order that he may give his oxplanation and return the paper in original for further
consideration, action, and record.

Articles 87 1—S573.
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2. An intelligent supervision of the work of his section by tte Superintendent is the chief
security for its efficiency, and one important method of exercising this supervision is the
examination of the clearance registers and statements of lapses. That this examination may
be complete, it is necessary that it should be carried out before the registers and statementis
are made over to the deposit checkers. The balances to be carried forward into the clearance
registers and statements of lapses should first be worked out in the receipt and clearance
registers in use by tho clerks concerned and then compared by the Superintendent with the
new clearance registers and statements of lapses received. The result of this examination
will furnish the Superintendent with a good indieation of the character of the work of Lis
sectlon.

Proof of Posting.

874. When the re-payments of any month have been posted in the receipt
registers and the clearance registers, Form 32, in the column for the month,
total should be made in {the four years’ registers in use, and these totals car-
ried separately into the proper column of the proof sheet, Form 112. A total
should be made on the latter in red ink of the figures for cach district,
agreed with the total of the re-pa.iment register of the district for the month,
and ticked oft by the deposit checker in token of the agreement. The sum-
mation of the red ink district totals will give the provincial total of re-pay-
ments during the month, and it should be compared with the charge in the
consolidated ahstract and marked “ Agreed” by the Superintendent, Deposit
Branch., The postings on the receipt side of the proof-sheet made from the
receipt registers should be similarly totalled and the provineial total for each
month agreed with the consolidated abstract.

Norr.—At least 8 per cent. of the totals of the re-payments posted in the receipt and
clearance registers should be recast by some one other than the deposit chocker who originally
made them. {t would be well too for the Superintendent himself oceasionally v examine the
totals in this way.

Statement of Lapses,

8'75. On receipt of a statement of lapses, the Superintendent must offect
an agreement in detail between the amounts reported for credit by lucal officers,
and the balances worked out in the original extract receipt registers or in the
clearance registers to which the balances were transferred. The balances
lapsing must be entered in these registers, in the column headed “ Lapsed and
credited to Government,” and the statement being verified by the Superinten-
dent will then be used for the preparation of the necessary transfer entry,
crediting the amount to Government. The particulars of the eniry should be
noted upon the statement.

1. The deposits of the appellate branch of the Caleutta High Court do not lgpse till ten
years have expired.

2. Seec Note 2 under Article 873.

3. Deposits in cash of the High Courts of Madras and Bombay, Original Side, which,
under the operation of Act XXV of 1866, have to be credited io Government, should be
remitted to the Comptroller General by remittance transfer receipts. In the case of similar

deposits in the shape of Government securities the wecurities themselves aro sent to the
Comptroller General.

Refund of Lapses.

876. When application is made for refund of a lapsed deposit, & note of it
should be made against the entry of the deposit in the statement of lapsos,

Articles 874—876.
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which has already been tested by the method prescribed in Article 875. The
officer who signs the order for refund should also initial the entry of refund
order in the statement of lapses. The fact of payment should be noted in the
Number book of the orders, Form 113.

At the close of each year an adjusting entry should be made of the credits
of lapsed deposits and of debits on account of refunds thereof, with a view to
the net transaction on