89

CHAP, 1] ACCOUNTS TO BE KEPT IN PUBLIC WORKS [118-121
OFFICES

and the amount paid and left undisbursed doring the month,
should be kept in a Muster Roll in such form and according io
such methodg 2s  may be presCribed by  Government in consul-
tation with the Accounfant-General.

Local Ruh'ng under Article 191,

A muster roll shall be prepared in Form P.W.A. XV-A, or
XV.B, as the case may be, and dealt with in accordance with
the instructions contained in the Madras Financial Code (Chapter
VIII), the Tamil Nadu Public Works Department, Code and the
following further rules. which have been prescribed by the
Government in consultation with the Accountant-General:—

(i} Discrepancies between labour reports and muster rolls
ghould he investigated as scon as the latter are received.

(ii} The Sub-divisional Officer should check the attendance of
labourers as frequently as possible, especially when the aggre-
gate payment to be made on nominal muster rolls in connection
with a woerk ig likely to exceed Rs. 500.

(iii} Al muster rolls relating to works executed departmen-
tally ont side the Scheduled Areas should, as a rule, be passed
by the Sub-divisional Officer before payment, hut the Executive
Engineer may relax this rule in exceptional cases when its
enforcement would cause undesirable delays. Such relaxation
carries with it also the permission {o pay the amounts of the
nominal muster rolls from the permanent imprest with the
Bectional Officers.

Tn regard to works executed departmentally in ‘the Sche-
duled Areas, the Seetional Officer is authorized to pay muster
rolls from hig imprest without pre-audit by the Sub divisional
Officer, provided that the amount of work done by the coolies
does nct fall ghort of the standard fixed in the schedule of rates.
The Sub-divisional Oiticer shonld check the sttendance of labonrers
as frequently ag possible When the amount of work doune by
the coolies on a work in the Scheduled Areas falls short of the
standard fixed in the schedule of rates by not more than 10 per
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cent, the Bub-divisional Officer may pay the muster rolls in Tull
if he considers that theie are adequate reasons for doing so. He
should record the remsons whenever he does o,

(iv) Unpaid items should be carried forward from muster
roll to wnuster roll until they are paid, and the payments of such
itemg should be recorded and certified in Part II of the muster
roll m the same way as payments of current items. A Divigional
Officer may, if he prefers, adopt other  procedure for paying
wages previously left unpasd, provideq that a svslematic record
'isg_maintained of items remaining unpaid on the basis of the
original entries inade in Part IT of the rmuster roll and of the
subsequent payments, and that suitable precautions are taken
to prevent double payments.

Wages remaining unpajid for thres months should be
reported to the Divisiona]l Officer who will deeide in each case
whether the liability as an amount available for payment shoald
confinue to be borne in the acconnts of the work concerned as
exhihited in the sub-divisional record preseribed above.

Nore.—This procedure iy not applicable 40 the Electricity Department,
wiere unpald wages ave nob taken ag a jiability in ‘the aseounts of workg
but are dirccily debited 1o them by ecredit to ? Deposits ®.  Their payment
is watcheg 'hrough an “ Arrear Wages Register ™, -

(v) When_daily labour is engaged throogh =z contractor and
payment is made to him on the basis of the numbey of labourers
emploved day by day, the subordinate in chaige of the work
should submit a daily report to the  Sub-divisional Officer and
also -t the Divisional Cfficer in casey where the estimated cost of
labonr is Tikely {o exceed Rs. 500 in FPorm P.W.A. XV indieat-
ing the numbers of abourers of cach class emploved each dav,
g0 that (bey may keep a check on the expenditure and deal with
the eoniractor’s claim when received,

Note 1.—The Swuhdivisional Officer apd the Divisiorygl Offaer chonld
cieck the atfopdanee of jabourers ag fi‘uquent[y as possible to verify tho
labour repors. i
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Nore 2.—In cases where tho contragtor is paid only a dJefinite per-
centage of the gpecific rates of wages paid to eagh coolje gsupplied by him,
the abour may be pajd direeh by the Government ab specified rateg, the
trangaction being accoupted in » Nomina] Mugster Roll that may be riain-
tained by the Public Works Department al the diseretion of the Executive
Engineer, after providing for guch a procadure in the agreement with the
eontractor,

- 122. A Muster Roll need not be kept in exceptional and urgent
cases, such ag urgent silt clearance of canals or the cloging of
breaChes, where labourers are emnployed casugly for short
pericds.” Nor need they be kept in the case of peity works and
repairs done on Petly Works Requisition wlhen the entries of
daily labour are few and can be endorsed on the form of requi-

gition iteell.

Local Ruling under Article 122,

Payments on a casual labour roll in Torm P.W.A. XVI in
which the names of the labourers are nat jiven should not Dbe
inade except by a gazetled (tovernment servant or an upper
subordinate.

L ]
() Measurerment Book.

193, A detailed account of actual measnrement in guantities
of work dove otherwise than by daily labour or on lampsam
contracts, and of supplies made by a contractor, should be kept
in a Measurement Book in such form and in  accordance with
such methods a8 may be prescribed by Government,  after
consultation with the Aceountant-Genersl.

194, Measurement Books may not be usged in caSes where
under the rules of Government, standard measurement books of
puildings ave maintained in ovder fo faeilitate the preparation
of ostimates for periodical repairs and are utilized for the pur-
pose of preparing contractors’ bills or such repairs.

Local Rulings under Articles 123-124

1. A wmeasurement bonk should be prepared in  Common
Torm No, 208 in accordince with the instructions contained In
the Madias Finaneial Code {Chapter YTIT), the Tami! Madn Tablie
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Works Department Code and the following further rules, which

bave been prescribed by the Government in consullation with

the Accountant-General. -

2. All the books belonging to a division should be numbered
scrially and the pages of each book should be machine numbered
and a register of them should be maintained in Form P.W.A
XVII, m the Divisioual Office showing the serial number of
bach Lock, the name of the sub-division fo which issued, the
fate of issuwe and the date of return, so that itg eventual return
lo the Divisional Officc may be watched.

Nore 1--A wimilar regigber should alge be maintained in the Sub
divisional Office showing the name of the Sub-divisional Officer or Sectional
Officer fo whom each mecasurement book is issued. Books no longer in use
should be withdrawn promptly even though not cempletely written up,

Uompleled meagurcment books copfaining measurement; of works
executed under contracts for which running adcounts are maintained
should be sent fo the Divisional Office fur final record after the final bills
have been Dpaid to the contractors concerned. Until then, such books, if
not required for reference hy the Sub-divisional or Sectional Officer, should
be sent to &he Divisional Office for gemporary record until they are
required for making parments, when they ghould be teken back.

Conpleted meagurement bookg containing wholly 1neasurements or
works or supplies for which payments are made on hand receipt for
“first and final ™ bills, or measurcments of items of works carried out
Departmentally for which paymenis are made on pomipal mugter rolls,
or both, should be sent to the Divisional Office for final record immediately
efter o]l bills relating to the meagurements records? therain have beer,
paid.

Nore 2,—Boat notes, which take the place of meagurement books in
regard to materialy Jonded inte and unloaded -from TYipats, should  be
treated ag measuremepnt Luooks.

Note 3.—Tn the Blectricity Department, ‘“*stores received bookg *,
peording receipt of glores and “lorry log books tegording purchage of
ciru], tyreg, tubes and nther acgessuries for depnrtmental lorrieg are alaen
rraled ag meaguremepnt honks.

‘3. Bubject to the exceptions authorized in the Tamil Nadu
Public Works Department Code, dstaile] raeasnrementy should
be recorded only by Executive, Assistant Execulive or Assisfarit
Bngineers, or by execufive subordinates in charge of works to
whom measurement bocks have been supplied for the purpose,
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4, When measurements relating to the supply of mar‘erials arc
recorded, the purpose of the supply shouid be indicated in the measure-
ment book in one of the following forms according to the circumstances —

(i) “*Stock™ (for all supplies for stock purpose).

(ii) “Purchases for direct issue to (here enter full name of work
as given in estimate),..."’

(iii) *Purchase for (here emter full name of work as given (i
estimate). . ..for issue to contractor....on..,.”’

5. When standard measurements books of buildings are maintained
as’ contemplated in Atricle 124 above the following rules prescribed
by the Government in consultation with the Accountant-General should
be followed carefully:—

(i) The entries of measurements and abstracts thereof should be
recorded by legibly in ink and cetrified by an officer of at least the standin g
of a Sub-divisional Officer in his own hand writing to the effect that they
are correct for the purpose of preparing both the periodical repair
estimates and the contractor’s bills. Any correction necessary should
be attested by a Sub-division Officer or an Executive Engineer,

(i) All the standard measurement books maintained in a division
should be numbered in an alphabetical series so as to be readily distin-
guished from ordinary measurement books, and a register of them
maintained in the Divisional Office in Form P.W.A. XVIL., Part 1l
A similar register should be maintained in each sub-division showing the
the books belonging to it and the registers kept under leck and key in the
custody of the Divisional or the Sub-Divisional Officer concerned.,
-The ortginal standard measurements books should be kept in the personal
custody of the Divisional Accountant in the Divisional Office.

@ii) Certified copies of standard measurement books relating to
works in charge of a Sub-divisional Officer should be sent to him to be
kept in his personal custody and the entries relating to then1 should be
-made on separate pages of he sub-divisional register of measurements
books.
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_ Nore.—Thig need not be dune when the Divigional Oifice and Sub-
divisiopal Oilice are at the same yialiop.

(iv) Tor the use uf Secbional Officers, standard measure-
ments of each work copied in lonse sheets and signed by the
Tixeentive Engineer should be sent to the Subdivisional Si"iicez

who will issue them to the Sectionul Ofucers concerned.
NOTE—This need not be done when the Subdivisionai Office and Sectionai
Office are at the same siation.

(v) When corrections have to he made owing to additions
or alterations in a building, the Subdivisionai Officer concerned
should make the corrections in his  copy of the messurement
book. At the same time, he should intimate them to the Xxe-
cutive Engineer who wall have the book in hig office  corrected
under his initials. The copies with the Becfional Officers m
which corrections have to be made thould be called for by the
Subdivisional Officer, corrected under hig initials and returned.

(vi) On the 80th April each year, the Divisional Officer
should send a certificate to the Superintending Engineer that al!
the standard measurement books in his division have been
inspected by him, that the entrieg therein bave not been tam-
pered with, and that all corrections duns o additions or alterations
in the buildmgs have been made in the books and that the latter
are reliable ang up-to date records.

{vii} When a payment has fo be liased on standard measure-
ments, the gazetted officer or subordinate preparing the bill for
payment should certify ip the ordinary measurement book and
the bill that the whole of the work (or work Since previous run-
ping bill, as the case may be) as per standard measurements in
a book, the number of which ghould be quoted, has been done
and that it has not previously been billed for in any form.

(viiiy Separate nicasurement books should he set apart for
noting the details of such bills so as to facilitate the review of
paymentg based on standard measurements.

(ix) All bills so paid should be specially cheeked in the
Divisiona] Office with reference to the standard measurements
contsined in the records of that office.

Norr.—8tandard meagurement books may algo ba-maintained for hoats
and brilacuts that regnire periodical repairs and the aoove rnieg &re
applicsile to gsuch meagurement books.
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6. Bub-divisional Officers should De required to submit the
measurement books in use to the Divisional Officc from time te
time, so that af leasi once a year the entries recorded in each
book may be subjected to a persentage check by the Divisional
Accountant under the supervision ol the Divisional Officer. The
follov.ing are the detailed rules on thig subject :—

(@) The review conducied under jliese rules will be in
addition to that conducted by Divisional Accountant on all final
bills on running accounts and first and final bils whic), are
received in the Divisional Office for pre-check.

(G.O. Ms. No, 393, Finance, dated 25th March 1964.)

(&) A register should be maintaineq in the prescribed form,
in Sub-divisional and Divisional Offices for noting the progross
of the receipt, review and return of imeasurement books.
Twenty-five per cont ai least of the cntries w the Ieasurement
books should be reviewed each year. The arithmetical accuracy
of the calculations iu f{ifty per cent of the entrieg selected for
review should also be checlted by the Divisional Accountant,
He need not, however, personally check the arithmetical calcula-
tions, when bills come up for pre-check, but a cent per cent
check should be done by tlie Divisional Office under his super-
vision.

(G.O. Ms. No. 393, Finance, daled 25th March 1964.)

(¢) The percentage check (referred to above) of the entries
made in every measurement book in use in the division in a
month should be made within the following [our months. For
thiz purpose, each Sectional Officer and Subdivisicnal QOfficer
should wake g note of the numbers and pages of the meagure-
ment beoks in which fiesh entries are Jnade by them . every
month and report these particularg direct to the Fxecutive
Engineer within the first week of the following mwonth. From.
thess monthly reports of 'Sectional‘ Officers end Subdivisionar
Officers. the books that should he reviewed should be regularly
entered in the register.
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(d) Llhere should be an even flow of books sent for review

so that the work may not be rushed in g few months of the
vear,

(¢} The bouks ior monthly review should be received in,
and returned from the Divisional Office on dates %o be fizxed by
the Executive Engineer of each division,

(/) The review should be conducted generally with reference
to the rules in thiy section and the Tamil Nadu Public Works
Department Code. Ii should also be seen that measurement
books do not confain  any entrieg relating to  labour engaged
through contractors.

(g} The payments based on the entries reviewed should be
traced inte the various accounts and verified. biiilarly, supplies
or issues of materials should be traced in to the materials-al-site
accounts, ledger, ete., and verified.

(h) Every page reviewed should be initialled and dated by
the Divisional Accountant with the remark “Reviewed™ and a
corresponding entry masde in the  prescribed progress register.
The register should also be submitied to the Executive Engineer
monthly and his initialg taken.

Nore,—The review of meagurcment bocks used by the ofticers and gub-
ordinatey employed uwnder the Sanjtary Epgineer ghould be lsade by the
Manager of the Bunitary Engineor’s Office. A regigter of progress of review
of meagurement book should be maintained jn the leputy Sanitary
Engineer's and the Sanitary Enginecr’s Offige.

(d} Bills and Vouchers,

125, (@) All payments to members of work-charged establish-
meni and to contractors and suppliers will be detailed ip bills
and vouchers drawn up on such forms and aceording to such
methods as the Government may prescribe in copsultation Wtik
the Accountant Genmeral..

{b) An account of items remaining unpaid on the passed
bills of members of work-charged establishment, on the day fixed
for closing the accounts of the month should bhs kept in a sam-
#ble register of items remaining unpara,
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(¢) A separatc running account shculd be maintained in
respeet of cach contract.  Tramsactions relating to lwe or more
working estimates shculd not be brought on to the same running
account, Transactions relaiing to two cr mote separate parts of the
same working cstimate for which separate works abstracts ale
prepared , wide Article 134, should also zppear in separate running
HOCOLNIS.

NOTE.—In exceptiona! cases, where more than one  working  cstimate
is covered by a single contrac’. the  confract agreem nt need not  be  split
up but the cstimates may be consolidated lo facilitate the majntenance of * proper
accounts in rosnect of the contract, I his procedure cannot be obscrved  some
special accounts  procedure may be devised on the merits of each case by the
Accountant-General concerned,  No consolidation of estimates or  special accounts
procedure s necessary, where separale estimates covered Ly the single  contract
relate to different accounts heads  or where separate estimate wheiher relating to
differ nt accounts head or not, are covered by a single running rate contract as in
the casc of the painting of roads, cte., and where separate agreement, are drawn on
the basis of such r. te contracts with other detail varied 1o suil the requirements of
cach job.

Lacal Ruimgs under Article 125,
(i) FORMS OF BILLS AND VOUCHERS.

1. The authorized forms of bills and vouchers are the follow-
ing :—

(2) Pirst and final bill Form P.W.A. XV 11,

(») Running account bill A-Porm P.W.A. XIX.

(¢) Running aceount bill C-Form P, W.A. XX,

() Lump sum contract bill Folrm PW.A. XX1 and XXI1I,
(¢} Hand Receipt Common Forms Ne, 476.

The use of the forms explained in the foilowing paragraphs

and a focw explanatory foot-notes are printed on the f«rms.
s~ 2. First and final bitl Form P.W.A. XV1L—This form shculd be
used for making payments beth to comtraciers work and 1o suppliers,
when a simple payment js made for-a jcb cr Gontract, i.e., cn jts
completion. A single form may be wscd for meking paynments 1o

113-6—7
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several payees, if they relate to the same work (or to the same head
of account in the case of supplies) and are billed for at the same

time, | e B 1]

3. Running_account bill A—Form P.W.A. XIX.—This form 1is
jntended for contract for work only, executed on the piece work
system. It should be used—

(1) if it is proposed to make an advance payment under the
sules in the Tamil Nadu Public Works Department Code or Local
Ruling 16 below or . .

(2} if an on account payment is to be made, but an advance
payment already made for the same work is outstanding.

4, Running account bill C—Form PW.A. XX, —This form is
used both for contracts for work executed on the piece work system
and for contracts for supplies. It is intended to be used for contracts
for work, when only “on account payments ? are made. Ii is not
to be used is an advance payment in to be made or if an advance pay-
ment in respect of the work is outstanding against the contractor.

5. Lump-sum contract bill—Form P.W.A. XXI and XXH.--This
forms of biils used for. payment in connexion with contracts based
on the lumpsum tender system as defined in the Madras Detailed
Standard Specifications are Forms P.W.A. XXI and XXITI.

Form P.W.A. XXI is intended for intermediate payments which
may be made to the contractor in accordance with his contract. “No
details of work done need be given in the case of item 3 of Part I—
¢ Aecount of work ” in this bill form Details of measurements
should, however, be given in the case of items 1 and 2 of this part
of the bill form and reference should also be given to the numbers
and pages of the measurement books in which the measurements are
recotded. Form PW.A. XXX is intended for final payment made
to a contractor. The details of items (ii) to (v) alone, in Part 1—
« Accoupts of work executed "—of this bill form should be given.
For the rest, the certificate preseribed in the hilt form itself is suffi-
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ciébt. As a further precaution, the contractor should be required
to add to his acknowledgement in his own handwriting a statement
that he has received the payment in full settlement of oll demands.

NOTE —The form of fina] bill is printed on yellow paper to distingnish
it from that of the intermediate LH1.  See Note 2 under Local Ruling 15
below,

-

6. The form of bill to be used on each occasion should be the
one most suitable for the correct exhibition of the statc of the
comtractor’s running account both before and after the tansaction
regardless of the form or forms which may have been used for any
previous payment of advance—See also Local Ruling 16 below.

7. Hand receipt—Commion Form No. 476-—This is a simple form
of voucher intended to be is d for all miscellaneous payments and

advances, for which none of the special Form PW.A, XVIIT, XIX
and XX is suitable.

(i} Preparation, Ixamination and Payment of Bills.

8. Before the bill of a contractor'is prepared, the entries in the
measurement book relating to the description and quantities of work
or supplies should be scrutinised by the Sub-divisional Officer and the
calculations of “ contents or area ” should le checked arithmetically
under his supervision. He need not work out personally ail
“contents ” or “area”, but he is responsible for the correctness of
those entdes. The rates alfowed should be entered by the Sub-
divisional Officer in the abstract of measurements. The hill should
then be prepared, from the measurement entrics, in one of the forms
prescribed in Local Rulings 1 to 7 applicable to the case. (See also
the relevant rules in theT: milNadn Public Works Department Code.)

9. Belore signing the bill, the Subdivisional Officer should compare
the quantities in the bill with those recorded in the measurcment book
and sec that all the rates are correctly entered and that all calculations
have been checked arithmetically. When the bill is on a running
account, it should be compared with the previous bill. The memo-
randum of payments should then be made up, any recoveries which
should be made on account of the work or supply or on other accounts
being shown therein. If the Sub-divisional Officer is empowered to

113-6-~TA
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pay the bill, he should then rccord a formal pay order specifying
both in words and figures, only the net amount payable, though the
payee should be required to acknowledge in his acquittance the gross
amount payable, inclusive of the recoveries made from the bill.

Nore 1.—The jtems and totals in contraclors® bills should be reanded
in accordance with the instructions in Chapter XIV  of the Tamil Nadu
Finangial Code, but paise should pot be omjtled from the rates for the
vurious items of wark.

(Memo. No. 7927T1-A4 SVI/63-29, dated 16th Auagust 1966.)

Nore 2.—DBefore signing a firgt and final bill or the first Lill on a
running account, the Subdviisional Officer sheuld sec that the relevant
measurement entries were marked as pertaining to such bills, by the person
taking the measurements,

Nore 8.—~IJn the FElegtrigity Deparfment, the ackpowledgmenta for
paymenty mway be Tor the pet amount of bills excluding recoverjes.

10. (a) If the Subdivisional Officer is not empowered to make
the payment, the hill should be submitted with the measurement
book to the Divigional Office, when the payment wili be autho.
rized by the Divizional Officer afler the necessary scrufiny.

(b} In the case of materials received from firms in India
by a Subdivisional Officer, on orders placed by the Eseculive
Enginecr, the following procedure should be cbserved :—

A register in Form P.W.A. XXIIT should be maintained
in the Execulive Engineer’s Ofiice to watch the dis-
posal, frum start to finish, of all indents for stores placed
by him on firms in India. A sudicient number of pages
of this register should be allotted for the orders placed
on account of cach sub-division, all soch orders being
noted as they are issued in columns 1 %o 8 of the register.

The firms chould be required to send in their hills along
with the consignments direct to the officer supplied.
The latter should make the necessary entries in a mea-
surement book ag soon ag the stores are received, and
ghould then pase on the measureient book and the bilt
to the Fxecutive Engineer for pre-audit giving a refe-
renca fo the measurement book in the hill and vice persa.
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The Executive Iingineer should check the bill against
the orginal indent and the agreed quotations, if any.
and also with the entries in the measurement book, have
the necessary entries made in the register prescribed for
ihe purpose, pass the bill scoring out the entries in the
meagurement, book, and retwrn the bill with the mea-
sarement book to {he Sub-divisional Officer- The Sub-
divisional Officer shouid then pay the bill and note the
fact in the measurement book.

In the case of firm bills not exceeding 13s. 500 the Assistant
Engineers are empowered to pass such firm bills on their ows
authority for supplies ordered by themselves.

1. From the measurement book, all quantities should be
elearly traceable into the documents on which payments arc made.
When a bill is prepared for work or supplies measured, a remarh

T v Sub-divisional Officer on ”
to the effect " Bill submitted to the ——
Executive lingineer.

should be endorsed on the abstract of measurements. The officer
who edges the pay order should immediatcly on signing it, eross
out every page containing the detailed measurements of the
work or supplies paid ‘for by a diagonal red ink line. The officer
who actually disburses the amount sheould enter the number and
date of the voucher of payment with the remark ' Paid  on

by voucher No, " on the ahstract of
measurements,

Norte.—The document on which paymen is made wnould invariably show
in the space provided for the purpose the number anu pege of the measure.
ment book in which the detailed measurements are recorded, and the date on
which 1he tnemsurement was made; -,
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12. Payments should not be made for bricks at a supplier’s private
kiln until they are handed over to the charge of ihe Public Works
Department Officers.

13. To cnsure the proper performance of the duties imposed on
the Divisional Acoountant, he should have no hand either in preparing
the bills of contractors or suppliers or in making cash payments to
the latter, as such duties will impair his uscfulness as examiner of
claims and payments.

14. Contractors who are able to prepare their own bills should
be supplied with Forms PW.A. XVIl, XIX, XX, XXI and XXU
and loose measurement sheets for recording measurements, for
their information. in support of the quantities entered in the bills.
The Public Works Department Officers and subordinates should,
however, record measurements independently wherever necessasy in
their measurement books. The contractors bills, when presented,
should be checked by the subordinate in charge of the work with the
measirements recorded by himin his measurement bocks and check-
measured by the Sub-divisional Officer before payments are made.

15. (a) Payments for work done or supplies made in a running
account on bill Forms P.W.A, XIX and XX should ordinarily be
made monthly. Both the “quantities” and amount of each distinct
item of work or supply should be shown separately in the bill except
(i) in the case of advance payments made under Local Ruling 16 (5)
below when quantities need mnot be specificd, (i3) in the case of com-
pleted items or sub-work, the full details of which were included in
previous bills, and (iii) in the case of such of the incomplete items
or sub-works as remain unaffected since the previous bill.

In respect of items (i} and (iii) above, it is sufficient, if the
amounts paid on earlicr bills are shown in the subsequent bills refe-
rence being given therein to the item numbers of the previous ipter-
mediate bills and the pages of the reimbursement book in which full
details were recordsd. Full details, names, quantities, rates and
amounts should, however, be shown in the final bill for all sub-
works and items.

{b) S.ch payments should be treated as payments on account,
sthject 1o adjustment in the final bill which should be drawn, in the
appropriate form but printed on yellow paper, when the work or
supply is completed or the running account is to be closed for other
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reasons. When a final payment is made on a running account, the
payee, if he is able to write, should add in his own handwriting that
the payments is ““in full settlement of all demands . If the payec
is illiterate, or is unable to write beyond signing his name, these
words should be filled in by the officer making the payment.

NOTE 1.—If the contractor refuses to give an acknowledgment 1o the
cffect that the payment miade to bim was in full seitlement of all demands.
it is not necessary to insist on cbtaining a qualified acknowledgment.
[See section 8 of the Indian Tontract Act, 1872 (Indiany Aet IX of 1672).]

NOTE 2—A form printed omw yellow paper is never o be used except
for final payments,

NOTE 3.—Payment of any amount afler the contractor has accepted
final paymeny in sattlement of all demands requires the special sanclion
of the Governmeni, with the exception that disbursing officers are npuf
preciuded f1om enteitaining g bona fide claim, which was omitted from
the hill by mistake or through inadvertence and paying it without the
sanciion of 1the Government, ’

16. (a) If the system of making advance payments to contrac-
tors for a work executed under the piece work system has heen
adopted, certificate 2 printed on Running Account Bill A (Form
P.W.A, XIX) must be signed by the Subdivisional or Divisional Officer
and the lump-sum amount paid on account of each item should be
specified agamst it in Part 1 of the Bill.

(h) (1) An advance payment for work actually executed may
be made on the certificate of a responsible officer (not below the
rank of Subdivisional Officer) to the cffect that not less than the
quamity of work paid for has actually been done and the officer
granting, such a certificate will be held personally responsible for any
overpayment which may occur on the work in consequence.

(2) A description of the stage to which the work has reached
e.g.. supesstructure completed half rooftimbering fixed , should be
recorded on each bill.

{3 The advance payments made previcusly on  such bills
should be recorded on each bill. Detailed measurements should be
token at vurious stages of the work at the diserstion of the Sub-
divisional Officer or the Exccutive Engineer and a bill based an such
detailed measurements should be prepared and all amounts paid for
works not measured in detail should be adjusted from suck

bills.
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(4) Not more than two conscoutive bills may be paid with-
out detailed measurements, and whenvver Rs. 5,000 or 25 per cent
of the estimate, whichever is lcss, has been paid on sich bills,
detailed measurements must be taken and the advance payments
cleared. In no ocase should final payment be mide wrhoutl
detailed measurements.

Note,—The job works in the Public Works Workshops, Madras, are
however, cxempt frem the operalion of this rule, and the Genceral Superintendent is
empowered to make advance payments up te the full amount of the agreement.

(5) The system should be extended only in the casc of
works executed by contractors ol standing approved by the Exceutive
Engineer.

(6) These rules should not be applicd to works the micasuic~
ments of which should not postpone such as earth-work ama
work in tank-beds.

(iii) PAYMENTI3 TO WORK-CHARGED 4ESTABLISHMENT.

(a) Pay Bulls.

17. Wages of members of the work-charged eswblishmens
should be drawn and paid on Form P.W.A. XXIV, *“Pay bill of
Work-charged Establishment™, which is a combined pay bill
and acquittance roll form. A consolidated biil in this form should
be prepared monthly either tor the whole sub-division ¢r for one
or more seclions of it, as muy be convenienl ; but the nammes and
cluims of the cntirc cswablishment concerned, including absentees,
should be shown in each bill. Names should be grouped in the bill
by works on which the men are employed, sanction to the entertain-
ment of the establishment should be quoted in  aech case, and
the Subdivisional Officer should cestify, in the space provided for
¢he purpose, that at the men were-on duty during the mriod shown
against’ their names,” each man being employed on the work anc
on the duties for which his appointment was sanctioned.:
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(b) Unpaid Wayes,

18. Wages remaining unpaid on a passed Lill, on the cate fixed
for the closing of the accounts of the wonth, may be paid sub-
sequently when claimed, the procedure  described below being
cheerved ~—

{u) ltems remuiring unpaid on the wonthly bill  shouid
be enfered in s simple register, fyll particulars of the charge
including reference to the bill, being noted in their register,

(b) Bubsequent payments should be made on Hand
Receipty (Cominon Form No- 476), reference to the bill in which
the eharge was originzily included and to the particular  item
thereof being quoted in each case.

{¢) When making payments of arrears, suitable notes of
payment should be recorded against the original entries im the
register,

[See Article 125 (b) above.]

Nore.—he above progedore iy pat applicable fo the Electrigity
Department where unpaid wapes are  not  taken as a liability in the
accofunts of works but are direcily debited 1o them by credit to “ Peposits .
thelr puyment igz watehed through an *¢ Arrear Wages Regigter *2.

, (c) Travelling Expenses,

13. No bills need be prepared in support of claims for travel.
Ang expenses.  Payments should bhe made on Hand Receipts
{Common Form No. 476}, which should get forth all the neces-
ary particnlars of the journey performed and of the expenses
~aimed and ghould he countersigned by the Divisional Officer
wrior to payment. . .
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II.—Charges on Account of Materials.
(@) Tntroduclory.

196. Issues of materials to works, whether from stock or by
purchase, transfer or manufacture, gshall be divided into two
classes— : o,

(1) Tssues to Coniractori—Issues of materials to contractoss
with whom agreements in vespect of completed items of works, ie.,
for both labour and materials, have becn executed.

(2) Tssues Direct to Works—Tssues of materials when work is
done departmentally or by contractors whose agreements are for
lahour only. ‘ . i

Local Bulings under Article 126.
Account of Materials-at-site,
(i) Masor WORKS.

1. Tn the case of major works in which tyansactions relaiing to
the matevials-at-site are not likely 1o be heavy, an aceount in Form
PW.A. N XV should be maintained of all departmental materials
bronght en to the site of a work from any of the sources mentioned
in the above article, showing the sources and guantities of all receipts
and of their issues to the work as the transaetions oceur. This
aecount should be kept both by quantities and values in the ease of
works whose accounts are kept by sub-heads and only by quantities
in other cases. -

In the cage of big schemes, sueh ag water-sipply and drainage
works and other major works in which the transactions relating to
materials-at-yite are likely to e heavy, the following procedure
should be ohserved. An annual register in Form P.W.A. XxXxXvil
should be maintained in the Divisional and Sub-divisional Offices and
“Hectional Offices giving a continnous record of tlie receipts, issaes and
hatanecs of nll materials for a pariicular work for all the months of
a vear and a monthly return in Form P.W.A. XXVI in duplicate
ghonld he prepared by the Sectional Officer showing oaly those items
of materials in which there are reecipts and issues in a month and
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sent to the Sub-divisional Office. Ome copy of the return will be
retained in the sub-division for posting the annual register mainta,l.ped
therein and the other copy sent te the Divisional Qffice for ﬂix_mlar
action. Tn the case of hig works to which more than one Set‘;tlona.l
Officer is attached, the Section statements will be consolidated in the
sub-division and the consolidated return sent to the Divisional Offiee,
so that the annual register may be posted up-to-date.

(ii) MiNnOrR WORKS AND REPAIRS.

A numerical aceonnt of materials-at-site of works should Do
raintained by the Sectional Officer and the Subdivisional Officer in
charge of a work in the form of the annual register in Form P, W,A,
XXVIII giving a continuous reeord of the receipts, issues and
balanees of all matorials for the work for all the months of a year.
A monthly return in Form P.W.A. XXIX showing only thuse items
of malerials in which there are receipts and issues on m work in a
month, should be submitted by cach Sectional Officer, to the Sub-
divisional Office for scrutiny and necessary action. At the end of
each year or on the completion of & work or in the event of the
charge of the work passing from one suberdinate to another, the
monthiy return shonld, however, exhibit the closing balance e¢f all
materinls-at-site of the work. Bach Subdivisionsl Officer should
forward fo the Executive Enginecr monthly a certifieate to the effect
that he lias obtained from his Sectional Officers the accounts of
materials-at-site of all minor works and repairs and  serutinized
them,

The forms mentioned undcr the heads (i) and (ii) above provide
also for the record of the estimated quantities in all cases and the
value of materials in the case of major works only, so that, in the
case of works executed departmentally and alse in cases where any
or all the items of contract are for labour, both the acquisition and
the actual use of materizls ean be eontrolled with referenee to the
estimated requirements.  In the ease of works exceuted hy contract,
however, the reenrd of estimaled reguirement (_1E m:}terlals ap‘fhes
only to the materials, the supply of which is retm_ned in the hfm g of
the Government. It iy important that the estimated requirement
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should be duly corrected whenever a revision of the original estimate
renders it necessary, and a note should be recorded at the foot of the

account that this has been done.

Note.—Materials belonging to a contractor shoo}d never be mixed up with
depatimental roaterials, Form P.W.A. XXy is intended to account for

departmental materials alone.

2: All departmental materials brought on to the site of a work
for use on that work, from any of the following sources, shouid be
entered as receipts in  the “ materjais-at-site  dcecounts ”  imimne-
diately on their veceipt, giving a brief reference to the moeasure-
ment book or, in the case of receipts from stock to fthe invoice
in Form P.W.A. X ortothe Register of Stock, lIssues in Form
P.W.A. 1V in cases governed by the last sentence of Local Ruling

3 under Article 96 (—
(1) Suppliers,
(2) Store Departmeat, London,
(3) Stock or manufacture, ;
{(4) Other works, and

(5) Other divisions, departments and Governmets,

Nare l.-—l\/_[atc:'ia!q already brought on to the site of the work and accounted
for as receipts in the site accounts, should be shown as niinits receipts  in the
same when they ave transferred 10 stock or to another work, atc.

Notg 2.—It is important, as for as possible, thal materials should be obtained
only when aciually required and to the extent of actual reguizements.

Note 3.—All petty items, the aggregate of which comes under Rs, 100, may
be lumped together under a single head ™ Petty items” in the materials at-

site accounts, only the value being shown.

Note.—The procedure in_the Flectricily Department is different i n certain
respets as indicated in the Deparunental Mannual
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(b} fssues to Contrucfors.

127. On the authority of the coniracior's detailed acknowledg-
ment of materials made over 10 him for use on works under the
rules of Government. the cost recoveruhle [rom him should be
debited ar once to his personal acconut hy charge to tlie suspense
head “ Contractovs—Other transactions” (vide Avticle 136} in the
accounts of the work concerned, the adjustment being made at
such rates as may be determined by Government, ‘This adjust.
ment should be offected by affording credit to the head concerned,
as indicated below :—

Source of receipits Head of accotnr to
of materials. be credired,

(1) Stock (including manufzcture) ., . Stock.
(2} Transfer from another wo:k .. . Work corcerred,
(3) Transfer frem another division, dep: rtmert

or Government, Purcheses.
(4) Suppliers .. e T . . Purcheses.
(5) Obtrined through the India Sto:e Dep: rt-

ment, London, Lordon Stores.

(6) Indian cherges on (5) .s .. . Head concerned.

It the amount thus credited differs from the charge mads to
the contractor’s account. the excess of the former over the laifer
should be treated as additional final outlay (plus or minus as the
case may be) on the work, and a separate sub-head entitled ** Addi-
tional Charges for Materials 1ssued to Contractors,”” opened for
the purpose in the accounts of works of which accounts arc kept
by sub-heads, vide Article 185.

Nork 1.—The obhjegt of thege ruleg ig to enstire ithat the full ameunt
recoverable from the contractor iz debited to hig ageount ag soon ag the
materials are delivered, go that (1) he may not receive payment, at full
rateg, for the completed items of work before the value of the Government
materials used hy him therein hag heen chavged 4o his agcount, or (2)
hig fipa]l bil] for the work done may met he gett]ed bcfgrc the full value
of materfals recoveralle from bim hag beey debited {o his accoupt.

NoTe 2—Issues from Stock g’nclu'ding Manufacturc) should ke accounted
fur through the Stock returns. For other issues a transfer emtry should be
prepared by thc Subdivisional Officer in Form P.W.A. VII as soon as eac!:i!

1 a

transaction takes place. L %
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NOTE 3.—The provisions of ihis Article shall not supply to tools and
plant which sve borne on the Tocls and Plant lists of the division and are,
under the rules of CGoveinment, ient temoorerily 1o contractors for use o1
Governsnent works.

In respect of departmental lorries and other heavy tools and
plant lent to contractors on works in a  divisien, fortnightly Tog
reports should he obtained, collected together every meonth and the
caleulations and assessment of hire charges ¢hecked in the Divisional
Office. A statement of dutes roenverable from cach contractor fhould
then he prepared and the amonnts so arrived at adjusted in the
aceeunis of the works by a trapsier cntry debiting the work
 Qontractors’ Suspense 7 and crediting NNXXIX or other velevant
receipt head, the amounts recovered subsequently from the bills of
the Contractors heing credited to the head © Coontractors’ Suspense 7.

Local Rulings under Article 127.

1. With reference to the materials-at-site aeccount maintained in
Madras (sec Local Ruling 1 under Article 126), the procedure pres-
cribed in the above Article will he modified to the extent indicated
below 1 —

The cost ¢hargeable 1o a contractor for materials issucd to him
in secordance with the rules in the Madras Public Works
TDopartment Code should be charged to the suspensc head

+i (ontractors—Other transactions” in the Works Accounts,
and credited to the snspense head * Materials-at-site 7 by being
posted in the * Issue ” ecolurun, or wheve this suspenso head is
not maintained, as in the case of minor estimates, as a minus
debit to the final head, Tf the amount charged to 1he conirac-
tor's account differs from that originally debited or debited
to the suspense head Materials-at-site ” for the materialg, then
only the latter amount ould be eredited to the head “ Mate-
rale-at-site 7 in the works and site accounts,

9 The recovery from a contractor on account of the ecost of
materials issued to him for usc on & works should, ordinarily, be
made by deduction from the first Dbill authorizing an advance pay-
ment for an on account payment to him for the work, Should,
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however, a lump sum recovery be undesirable in any case, the
Divigional Offlcer may permit. for recorded reasons, the recovery
to te effecled gradually as the materials issued to the contractor
are actually used in construction and the iteins of work in which
they are used are paid for Whether by an advance payment or an
on account payment,

3. As the issuc of materials to contractors under the foregoing
rules is permissible solely for the bona fide requirements of Govern-
ment works, Subdivisional Officers should make such arrangements,
as may be dcomed suitable, for limiting the total issue to a contractor
in connection with a particular work to the rcasonable needs of that
work. This precantion is particularly necessary when the rates at
which any materials are issued are lower than the prevailing market

or the latter are expected to rise appreciably. It ean be
watched that aggregate of the quantities of any or all materials
issued to 8 contractor from time to time, for use on & work, is
within the estimated requirements of the contract by means of the
materials-at-site account form, if the top portion of the form is
filled up.—~S¢e Local Ruling I under Article 126.

() Issues Direct to Woarks.

128. (@) In all cases materials issued direct to a work should, as
goon, a8 received, be brought to aceount as indicated below ;—

Source of receipt of  Head of acconnt to b, Made of cffeciing adjustment

matrials credited, of cost,
1 ock (includin Stock .. . through siock accornts a
m Stman(t;facmrc)g. the end of the month,
ansfer from woerk concorned .. By specizl transfer entry in
@ zrrio?her waork. Form P.W.A. VII pre.

pared as soon as
materials are received,

3y Transfer from Purchases . By special transfer eniry in

9 another divi- form P.W.A VI pre-
sion depart- pared 25 soon as the
ment or materials are regejved,

Government,
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The full valuc credited to the head concerncd sheuld be debited to
the work (Article 129).

() In the case of meterials reccived dircet  from supplies
full details of the articles received should, at the same ftime, b
entried in a measurement  book, wilh the full ngme of the work as
entered in the estimate, vide Article 119,
Local Ruling  under Article 128,

The value to be credited will be as follows :—

Soarce of receipts of wadcrials. . Valie 10 be credited.
(1) Stock (including manufacture) . .. At the issue rates plry  slorage
charges.
(2) Transfer from another work .. Ata valuation- -See Article 130.
(3) Trapsfer from another  division .. At the rates charged by the djvi-
depariment or Government, . sion,  depiiment or Govern-
ment concerned,
(4) Suppliers .. At the rates payable to the suppliers
L under their contracts.
(5) Obtained through the India Store .. The English cost---See  Article 59,
Doperiment, London. ‘
(%) Indian charges On ilem (5} .. Actual charges incurred--See
Article 61,

The full value credited to the head concerned and debiled to the
work should also be entered in the Materials-al-site. Account when
the works accounts arc maintained by sub-head.

129. (@) When materials are issue . dircet to a work, their cost
should either be treated as a final charge or debited to the suspense
head © Materials” in the accounts of the work, as prescribed in
Article 136.

(b)) When the suspense head “Malierials 7 is used. z detailed
account of materials issued to, or returned from, the work will be
kept in sach form as Government may prescribe in consultation
with the Accountant-General, in order that the total issues of cach
kind of materials may be watched with reference to  (he estimated
requirements.
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(¢) Governmeni will also lay down rules for the pericdical
vetification of unused balances of materials debiled to works and
-for the disposal of the Verification lieports, :

Local Buling wwler Article 198.

The {ollowing rules have been wsued by the Government in
onsultation with the Accourtant-General s

1. Account of Afaterial-at-site

(i) The cost of materials brought to the sije of work should
be debited to the suspense head “ Materials-at-site ” in the Works
\ccounty or treated as a final charge according as it is a work for
which detailed accounis by sub-head are kept or not.

I1. Jssve direet to “Works,
DEralLED ACCOUNTS.

(it) (a3 In the case of Minor estimafes the cost of materials
brought ic gite is vharged finally io the work, there being no
gub-head ** Materials-at-site >’ in the works account. No further
adjustinent is necessaty when materislg are actuslly used up on
the work. The detailed ¢ontrol over unused maferial ean bb
exercised by means of the numerical account in the ‘‘Materials
at-site” accounts in Forms P.W.A, XXVTII and XXIX.

(b) In the case of Major estimates, which have the sus-
pense bewd “Materials-atsite™ in {lie works aceounts the value
of mafterials as they are issued, should be posted day after day
in the “Issue’ accounts in form P.W.A. XXV grouped accord
ing to the sub-heads of issue. At the end of each month, the
tota] of the isSues under each sub-head should be eharged under
the respective sub-h2ad of the Works Absiract, by credit to the
sugpense head ““Materials-at sile’”,

Note 1, .8ee note I under Lecal ruling 2 under Article 126

[1T. Vesnfisationn of wnuzed balanees.

= o~ (i) Undsed balareeés of malerials-al-Site sliould be verified at
least onee & year in the manner preseribed in the "Mamil Nadn

113-6—8
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Lablic Works Department Code, Whenever this verification is
made, o report of verification of the materials should be pre-
© pared by the Sub-divisional Officer in Form P.W.A. XXV ifself
and submitted to the Divisionul Office. The following instruc-
tions should be observed in preparing the report i —

2, The closing balance (folal of receipty and balance
munus the wial issues up to end of the 1nonth) should
pe entered againgg line B in the form and the differences,
if any, between thig balance und the actual halance as
verified against line D.

) The quantiiies of principal items of materials probably
used in work should be noted against line E-. Thess
shoulq be calculated on the basis of the ‘'progress’” of

’ work done on each sub-head as worked out m a sepa-
rate slatement in Form P.W.A. XXXL

;) Deducting these quantities from the lotal guantities of
the materials issued to the work shown in line A of the
form, the paper balance of the wunused materials should
next be arrived at and set forth against line F.

{d) The report should then be compleled by recording
against line G rercarks explaining action taken (i) to
adjust the Qdifferences shown in lines D ang F, (i) if
the work has been completed, to dispute of the surplus
balances shown in line C and by signing the printed
certificates applicable to the case and scoring out the
oihers.

..} The differences in line B may be due to (1) adoption
«f the method of determining the actual consumption,
{2) unreasonable wastage or (3} shorfage in some other
form. The disercpancics shown in line D may be due
io differences between the actusl receipts or issueg with
those entered in the accounts, or to arrears in measure-
ments or in posting entries or losseg of materials due to
~arelessness or neglect or frand on the part of the sub-
ofdinates, Thesé differences should be carefully investlgated

and adjusted in accordance with rule (viii) helow.
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(iv) A similar verification of the unused balances of materials
-must inviriabiy be mwade .on the completion of a work, but on
or beiore the vowplefion of a work, when no more materiale
are required [or use un consiruction, steps should first be taken
1o dispose of all surplus materials by  tiransfer or sale, so  that
(1) the accounis of the work may prompily receive such creciys
as uay tc adwissible under Article 130 and (2) the balances ay
debit of the suspense hieud ‘‘Materials-al-site” representing ths
ponused swplus materinis may be reduced to a minimum,

{v) On ihe compieticn of o work, the surplus materiais-s:i-
site should be disposel of .without delay, in accordance with
the rales 1 the Tamil Nadu Public Works Department Code and

the Tamil Nadu I1financial Code {Chapter V1iI)-

(vi) If the gazetted offiler or subordinate in direct charge of
a work is transferred beiore the accounig of the work are closed,
the unused materials-at-sitc of the work should be verified by
the relieving officer in company with the relieved officer and the
report prescribed in ronle (i) above should be prepared by the
Subdivisional Officer and submilled io the Divisional Office,

(vil) A report is required annually of the value, of materials
at site of al] works the accounts of which wers open on the last
day of lhe official year. This report should be prepared in Form

.P.W.A. XXV and submitted to the Divisional Office in the
manner described in rule (iv) above, as on completion work, but
it ig nol negessary that the balances shouly  be verified at the
olose of the year, il—
(1) the work has been under construction for noy more
than three months,

(%) ihc accounts of the work are expected to be closed
within three months, or

(8) the balances were verified at any time Juring the year.

(viii) Reporis of verification of materials in Form P.W.i
XXV prepared under ruleg (iij), (iv), (vi) and (vil) above shontd

112-6--8A °
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be dealt within the Divisional Office in°the manner described bilow '—

(a)

®)

()

(@)

A register showing the clearance of the suspense head “Materials

at-site.. in the accounts of the work should be maintained in
Borm P.W.A. XXX. A separate folio of the register should
be reserved for each work for which a materials at-site account -

is kept, and for facility of reference, the register should have
an index.

Each report of varification in TForm P.W.A. (XXV should
be entercd in Part I of Form P.W.A. XXX} as soon as received,

.

The difference, if any, between the closing balance and the
actual balance as verified-line D of Form P.W.A.XXV—should
be recorded in Part 1T of Form P.W.A, XXX and the paper
balance of unused materials—line F «f Form P.W.A. XXV
in Part TII of Form P.W.A. XX¥X. Part IV of Form P.W.A.
XXX is intenled to sh.w how the materials remaining
unused, i.e., the actual balance <f materials .n c. mpjetion,
shown in ling C «f Form P.W.A. XXV are proposed to be
disposed of Parts I, Il an 1 ITI should be operited as well as

«f the final report, but Part IV on the completion <f the
work only.

Petty defizncies and surpluses held to be due to the adoption
of the method for determining the quantities used in construction,
may be adjusted under the orders of the Divisional Officer by
debit or credit to the sub-heads concerned action being taken

separately, if necessary, to make suitable revision of the methad
in use.

[ 4

{¢) Shortages and loss=s for which any contractors are held respon-

sible should be adjusted by prompt recovery either in cash or by
debit to their personal ledger accounts. The recoveries should be
credited to the work, a suitable entry being made in the Works
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Abstract also, to gshow the credit to the work. If they
are recoverable from other persons, the debit should
be transferred to “ Miscellaneous Pablic Works
Advances” by credit to the work by a transfer entry.

(f) Other actual losses which are irrecoverable, ordered to
be written off by a competent authority, should be
horne by the work itself and should remain clhiarged
thereto. They should be transferred to the sub-head
“*Contingencies’” or to the other sub-heads concerned,
or even to a sub-head opened for the purpose, as

the case may be, according to the statistical value of
the recorded .cost of final sub-heads of work.

{g9) Materials found in excess should be credited to the
work under lhe appropriate sub-beads and shown as
“ Receipts ”’ in the column “* Materials-at site "* in the
works accounts and also in  the materials-at-site
accounts,

(h) The cost of surplus materials which cannot be sold or
transferred elscwhere and losses on acconni of the sale
or transfer of surplus stores at a reduced valaation
should he adjusted in the works zeconnlg by a charge
to the sub-lieeds concerned by eredit to the sub-head
“ Materials-at-site

Nors.—The adjustments in clauses (f), (¢) and (7)) in the works
acgounty are opnly between the g‘[lb-ul:lcﬂ.ds therein and do not affect the
total ountlay on the work, No adjustments therein are, thorefore,
required in the cage of minor egtimates for which no gub-heads are kept.
Tt iz gufficient if the correct vorified balance are carried forward in the
cage of {f) and (¢) in the numerical site accounts for future purpoges.

130. If any surplug materials-atesite of worke are transferred
to works in progress or brought on to stock account, their
value thould be credited to the work to which they were issned
originally and debited to the work to which they are {ransterréy
or to the slock nccount, as the case may be,
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Local Ruling under Article 130.

A list of surplus materials not disposed of should be maintained
in the Subdivisional and Divisional Offices as a supplement to the
half yearly stock return unless the Superintending Engineer considers
this unnceessacy.

[See wlso Article 200 in Chapter VIII of the Tamil Nadu
Financiat Code.]

() Uarrisge and Incidenta] Charges,

533, () The cost o oarriage of stock materials to sile  of
work, and of all carriage charges in connection with the  move-
ment, iroil place to place of other materialy issued to or pro-
vided specially for a work should be debited direct o the
acconnt of the woark, the exact classification of charge being as
indicated below :—

Wature of 188.e of matcrials. Head to be debit A inth: govrnt of
the work,
| Issue lo contractors allowed vnder
theterms of their contracts —

(@) To the promised place of The sth-haad ©Additiznal Charges for

delivery. Materials issved to Contractors™ or
“Final Charges”, saccording @8 the
. recoupts of the w rk are or wrenct

kept by sub-heads.
(#) Beyond the plrce of detivery, The personal accounrt of the Contractors
if incurred. under the suspe nee head ““Contr: ctors

—0Qther Transactions.”

[T Tsmes to contracices  allowed Dn,
(therwise than ynder the terms
of contracts,

111, Iss.es direct to works . .. ‘lhe sub-head to which the cust of the
matcrials is debited,

fb) When surplus materials are returned frem a work to
gtack, the cost of carriage should be horne by the worl, but if
they are transferred to another work, the charge may e debited
to eithey work ag mayv he equitable,
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{¢) Incidenta]l charges connecteq with lhg 1ncvement of
materials issucd to or provided speciallv for a work or returned
from a work should be adjusteq in the same way as the cost of
carriage.

‘dy In all cusos the places from and to which inaterials are
conveyed, the distance, the quantitv and the approxnnate weight
should he stated clearly in the payment vouchers.

11f.—Book Adjustments,

132. The detailed rules governing these adjustments are given
in Section 8 of thig Chapter.

2 - (JONSOLIDATED RECORDS.
1.—Works Abstracts.
(@) General.

153, * An account of all the transactions relating to a work
Auring a month, whellier in respect of cash, stock or other
sharges, should be prepared in Works Abstract, Formy P.W.A.
10, if the accounts of workg are required under the ruleg of
Qovernment to be kept by sub-heads, or in Form P.W.A. 11
if they are not requited under those rvles to be so kept.  In
the case of pettv -works the accounts of which do nol involve
suspense transactions (e.g.. advance payments, secured advances
or other {ransactions of conbractors) and for which the esiimate,
account and completion reports are prepared on a single form
prescribeq by Government, no sepirale Worke Absiract need be

prepared *

NorE, —Percentage charges on aceount ef Establichment, Toele and
Plant and Aeponmt and Andif. Jevied on works expepditure. shonld pot

ba shown in Works Ahgtracta and Registers of Works. though fhey
are included eventually in the cost of works-—wide Nole 2 on Fora

W.A.

* The nrecednre ndicated in thic and anheequent Artieles showie s
tillowed algo for purposes  of classifying and eollecting by objents of
expendifure. the charges debited fo tho head [P Sterl ™' from fHime tg
time—vide Article 99,
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184, Ocdinarily, there should be one Works Abstract for
each working estimate. If, however, the estimate is for a
large work which is divided info severa] sub-works, a separale
Works Abstract may be prepared for each sub-works provided
that no rart of an egtimate should be separated from the resl
if any contract for ihe execution of work connected with covers
also woix connected with the other parts.

Local Ruling under Article 134,

1. The maintenance of works accounts by sub-heads is unnecessary
for all repair works, whatever their cost may be, and for original
werks in the following cases :—-

() When a work or sub-work is executed entirely by one
contractor, irrcspective of the total value of work done;

o

(ii} when the cost of a sub-work or part of a sub-work for
which a separate Works Abstract hag been kept under
Articles 1383 and 134 does not exceed Rs. 10,000; or

‘jiif when the Superintending Engineer considerg that the
circumstances of the work render such accounts useless
nr.impossible to maintain, in which case a copy of his
order specifying the reasong should be forwarded to
the Accountant-Greneral.

2 .‘,x‘eept in the cases mentioned in Trocal Ruling 1 above, &
geparate account should be  maintained, in the case of Major
Tstimales, for each subrhead estimated to cost not less than
Rs. 1,000 for State works: in the absence of orderg of the
Divisiona! Officer to the confrary, the remaining sub-heads
shou!? te lumped together. For such works and for those
Minor Estimatey for which the Superintending TFEngineer or
other sanctioning authority directs that accounts bhe kept hy
sub-heads. 1he detailed Works Absiracts For P.W.A. 10 shonld
be msed. For other Minor Estimates the simpler Works Ahstract
Form P.W.A 11 in which the account of tha final nutla+ is
not tept by sub-heads should be used. Form PW.A. 11
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should also e nsed for petty works when the accounis of the
work involve transactions which cannot be suitably recorded in
the Petty Works Requisition and Account (Common Form No.
145). o

(b) Sub-heads.

135. Subjeet to the following directiong snd subject also to
such detailed rules as may be made hy Government in this
behalf, the varions sub-heads info, which the final charges of a
work should be distributed will be determined by the classifica-
tion ,sanctioned in (he abstract of the estimate.

(@) Miscellaneous charges of a general nafure, which do

not pertain to any sub-head in particular, should be

treated as scparate sub-heads, e.g., work-charged establush-
ment, eontingencies, ete.

(b) If any part of a work ig pulled down and rebmilf to
any ‘serions exfent, the extra charges for construction
should be debited ordinarily to the sub-head concerned
nnless they sre recoYerable from the contractor under
the terms of his agreement, DBut if the amonnt in-
volved be so large as to affect seriously the cost or

rate of the sub-head, it shoyld be debited to the sub-
head ““Contingencies’ or, with the sanction of com-
petent authority, to a new sub-head additional to the
original sanctioned sub-heads of the estimate.

{e} If any receipls or recoveries are credited under the
ruleg to the account of & work of which accounty are
kept by sub-heads, a special subhead should be opened
in he Works Abstract for the reception of all such
credits.

{h In the cage of works carried out on lomp-sum con-
tracts, the expenditure need mnot be hooked by sub-
heads if a1l the charges represent nothing but pay-
ments on a lomp-sum  contract, :
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Local Ruling under Article 135.
(e) Major BEstimates.

7. Wlhen the num!er of sub-heads of an estimate is large,
i, will be found convenient to assign a number to each sub-
head and to prefix this number to the name of the sub-head,
wherever it is used on vouchers, Works Abastracts, Registers of
Works or other accounts.

2. After a Major Fstimate hag been sanclioned, it may ba
decided to make a change in the method originally contemplated
for the execution of the work., In such a case the original
Abstract should he recast in accordance with the instructions laid
down in the Tamil Nadu Publie Works Department Code. The
details of cost and cquantities already approved by competent
authority should be rearranged and the revised abstract should be
approved by the Divigional Officer and thercafter treated as the
ganetioned ahstract of the estimate for all account purposes.

3. If the number of sub-heads in the working estimate for a
work or sub-work is large, it s permissible to break up the esti-
mate into two or more parts, and to treat each pary as a sub
work for the purposes of accounfs: but no part of an estimate
can be geparated {rom the rest, if any contract for the execution
of work connected with it covers also work connected with the nther
parls. It is advizable fo adopt this course if one or more parts
of o work or sub-work are complelelv executed long in advance of
the others and ng useful purpose will be served hy keeping oper
i{ie aceounty of the completed parfs.

4, {a) The account of each sub-head in the Works Abstract

ghould ordinarily exhibit—

(1) ** amount, ”’, i.e., total charges finally classified under
the sub-head,

(2) ** progress '’, i.e., total quantities executed from time
in fime : and

(2) ** rate of cost’’, i.e.. cost per mniz on the hagig of
Ty pecorded “‘amount’ and ‘‘progresa’’.
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(b) In the case, however, of gub-heads which have been
Jumped together under Local Ruling 2 under Article 134 or sub-
heads, representing items of work which canmot be expressed n
quantities, no quantities are shown in the abstract of estimate and
the record of ** progress " and “ rate of cost ** in the accounts is
not necessary, the entries in the ** amount ”’ column being suffi-
cient.

(¢) In other cases, the “progress” and rate of cost* ?
should be recorded in the accounts both during the progress of
construction and on completion of work, but the monthly record
thereof under any sub-head may, during the progress of construe-
tion, be dispensed with in the following cases under the written
orders of the Divisional Officer which should specify reasons :—

(1) If the duration of construction under the sub-head is
not expected to be motr's than three months.

(2) 1f the quantities executed are not in the ssme units
ag thoge specified in the ostimate or they cannot be expressed even
moughly except on or towards the completion of the work.

5. The charges classified under a final sub-head should include
all ordinary expenses incidental to construction.

0. 6. In the accounts of Major Estimates a final sub-head, entitled
“ Additional charges for materisls issued fo contractors " ghould
be opened, if the system of issue of materials {o contractors has
been adopted and the rates charged to the contractors therefor
" are oither more or less than the actual cost to fhe Government.
This sub-head should bear all losses on this account and receive
credit for all profits as explained in Article 127. The carriage and
incidental charges on account of materials issuved to confractots
should also be debited to this head, if under Article 181, they are
chargeable to the work. '

(b Minor Bstimates.

7. I the Superintending Tngineer has directed the acCounts
of & Minor Estimate to be kept by sub-heads (see Local Ruling 2
ander Article 134), Liocal Rurlings 1 to 6 above will apply. In the
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case of Minor Estimates for buildings, bridgee and other structures,
if the trunsactionsyrelating to the direct issues of materials are
of sufficient importance and it is desirable, with the object of
exerciring control thereon, to rssord their cosy separately in the
accounits, the procedure prescribed in clause (if} of the Local Ruling
under Article 129 in respect of Major Estimates may be adopted
and a ¢olumn opened for the suspense head * Materials-at-site
n the Works Abstract, Tn all other cases, the account of all final
outlay on a Mincr Tistimate should be kept in a single column
headed *“ Final charges ” in Warks Abstract Form P.W.A. 11.

(c) Recoveries of Expenditure:.

8. In the case of works, the accounts of which are kept by sub-
hesads, all recoveries which may he laken in reduction of the
expendifure on works in progress should be credited 1o a special
sab-head in these acconuts. In the case of other works, the
progiess of the realization of receipis should be watched thirough
the Register of Recoveries (vide Miscellaneous Local Ruling after
Article 116}, which should be posted from sanctioned estimates
in respect of credits anticipated thersin, ang from the accounts
it respect of receipts realized from time to thne,

156. In addition to the head ** Winal charges '’, or the final
gub-beads m the case of works of which accounts are kept by
sub-heads, the- following suspense accounts should be opened in
Worle Abstracts to record transactions of a temporary character
which are either not adjusiable as final ountlay in the accounts
of the works concerned or of which the correct classification can
nut be determined immediataly ;—

(1) ' Materials "—for the record of the cost of raaterisls
issued direct to work.

NoTe—When provision is made in the abstract of estimate separately for
“labour ™ and “materials ™ under any sub-head, the account of the cost of
all materials issued to the work from stock, or by purchase, manufacture or
transfer, should be kept under a single head, entitled *Materials”, the sanc-
tioned amount of which should be taken %o be equivalent to the aggrepate
pravision for “materials ™ in the estimate. The “labour” divisions only will
thus appear 1n the works Abstract as separate sub-heads of final outlay. The
chargcs booked under the suspense head *“ materials ”* should be transferred to
the final sub-heads of works by the Divisional Office at the time of closing \he
accounts of the works, vide Article 143,
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(2) “Contractors—Advance Payments”—for the record cof
advance payments and of their recoveries,

Note.—In the case of lump-sum coniracts, payments fur measured-ud
up additions and alterations, as well as fur the work covered by the lump-sum
for which no deteiled measurcmenis are necessary should be iveated like advance
payments and brovght 19 account inthe works accounts under the suspense head
¢ Cuntractors—Advance Paymenis **.  If a percentage or any othe. porticen of
the value of work done is withheld as sceurity for the due fullilment of the terms
of the contracst, the ney amount remaining afier the deducricn of xhc pomon
withheld, should be enierid as'the advince payments.

(3) * * * *

(1) “Contactors=-Other Transactions’ —for the record f
atl other debits or credits to contractors awaiting settiement.

Note.—If a Running Account Bill or Muster Roll is ooply pardy paid,
the total amount due theFeon as value of work done or supplics made should be
brovght 10 account inthe Works Abstract-as final charges or as cxpenditure -on
the sub-heads concerned, and the amount remaining unpaijd should be shown as
a minps entry jn the  appropriate  suspetise  colume—**  Coniractors—Other
Transactions*or “‘Labourers‘®

(5) “Labourers®—for the record of unpaid wages of labourers
and of their subsequent payment.

NoTtR—See note under item (4) above.

Local Ruling under Article 136.

i, In Madras, the suspense account “ Materials at-site ™ will - be
used in the place of the account ** Matirials ™ releited to in the above
Article—See Local Ruling under Article 126, 127 and 129,

2. All * Intermediate payments ” made to the contractor in the
case of lump-sum contracts and so acknowledged by him are regarded
as advances made to him on account of the work concerned and are
brought to account in accordance with the above Article.

3. From the fina] bill paid to the comtractor (Form PW.A.
KXIT) the total advances made to him in the running account
bills (Form P.W.A. XXBP) or other recoverable payments will be
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deducted by short payment frem the total value of work done,

and the recoveries so made will be shown as minus figureg undex

the suspense heads concerned, in which the plus figures will already

he outstanding,

(¢) Record of Y'rogress,

137. Tntries of ‘* progress > in the Works Abstract will be
made according to such instructions as the Goversment may by
down in this connection.

Local Ruling under Article 137,

Entyies of ** progress ’ in the Workg Abstracté should be sup-
ported by delails in the statement provided for the purpose on
the reverse of the Works Abstract Form. These details should be
furnished by the Engineer or subordinate in charge of the work
or by any executive officer or subordinate detailed for the purpose,
and should be based on entries already wade in the measurement
bock. Their compilation from measuremeng books, vouchers or
other records, by members of the office establishment, should not
be permitted. The following poinls should be specially borne in
mind :—

(i) Only °* quantities ”’ actually measared and paid for
should be reported as ' progress .

tiiy The progress report should specify the  quantities
executed ¢ up-to-date ”’, sels of earlier measurementg ccvered or
guperseded by laler ones being ignored. ,

(iii) The progress of an stem of work should be so reported
as to deseribe as approximately as possible, in terms of the unit
adopted, the quantities of work executed up 10 the required standard.

Kote.—1b is recogized ‘_tha.t perfeet aceuracy  cannop  alwajys Le
gecured in making intermediate reperts of progress. A fairly reliable
record s 8] that lg neceseary but if tho nalure of the work wakeg: it
impogsible or difficult {o achieve this in practice reports of progregs may
bo digpensed with in cases covered by Local Ruling 4 under Article 135.
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{d) Liabilities against “the work.

138. If a contractor delays receiving final payweng for morc
than ocne month after hig final bill has been passed, the account
of the work as passed on the biil ghould be incorporated im the
‘Works Abstract on the authority of the bill and the balance due
© him should be removed from the accounts of the work by
credit to the head ‘* Public Wirks Deposits ', 1o be desl{ with
thereafter under the rules of Joverpment. If the final account
of a contractor show that he hag already been overpaid or thal
the account closes with a balance due by him and if an immediate
recovery is Dot practicable, the balance should be removed from the
Works Abstract by debit to the head * Miscellaneous—P. W.
Advance "

* 139, If any wages of labourers remain unpaid after the com-
"pletion of a work, the accounts of the work may be kepb open for
a pertod of one month, which may be extended to three months
at the discretion of the Divisional Officer. Thereafter the accounts
gt the work should be ciosed, the balance nader the suspense head
'* Lahourers '* being left nnadjusted. If uppaid wages of labourers
are claimed and paid subsequen; to the cloging of the accourts of
' worl, the accounts of the work may be re-opened at the discre-
tixn of the Divisional Officer.

Local Ruling under Article 132,

1. If any wages of labourers rerasin unpaid after the comple-
tian of a work and the ciosing of its accounts, the amount should
ve shown in any Completion Hepart or Statement that may be
prepared under the rvles in the Tamil Nadu Public Works Depart~
ment code by a special remark, as a liability against the work and #f
should be execnted {rom ibe lotal final expenditure on Ure wore,
so to arrive at the amount actually brought to account.

-* Thisg Avtiele i not epplieabje {o the MKlesirigity Deparuent where
the workg ate debited even in the firgt ingtence with the gross weuss and
their accounts are elosad as soon as the works arc completed. The unraid
wageg are accounted for under * Depoegits ', :
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Nore.—1f wunpaid wages. of lahourers are claimed and paid subge
queng to the cloging of the agcounts of a work, the paywent ghould
ordigarily be charged against a fresh egtimate upder the same head of
gervice ag the original work, a guitable note being recorded by the Pjvi-
sional Odfice -against the closing entry relating to the criginal wark in
the Register of Works. Where, however, 1 may prove more gonvenient,
the accounts of the work may be re-opeped at the djgeretion of the
Divigional Officer.

2. Disbursing officers are respensible for heeping a striet watch
over the balances under the suspense accounts, ‘° Coniractors ™’
and “* Labourers > with a view to prompt adjustment by recovery,
settlerpent of account or detailed measurement, as the case wmay
be. For this purpose, the statement headed *‘ Detail of Contrac-
tors’ closing balances ’ and the suspense head ** Labourers ™ in
the Works Abstract should be examined monthly,

3. Liabilities are mot incorporated in the accounts of works
except in the following cases :—- .

(@) Unpaid balances of partly paid running account bills or
muster rolls are invariably incorporated (see Article 136).

(b) The value of materials received from sources other
tlan stock (including manufacture), whether for issus to confrac-
tors or for issue direct to works, is at once hrought into the accounte
f works eventhough payments to suppliers and adjustmentg credlit.
ing the transfer accounts concerned, nay not be made at once
(see Articles 127 and 128)

(¢) Wholly unpaid muster rolls and bills of confractors and
suppliers are sometimes taken to account and (see Articles 138 and
139).

Disbursing officers are, howover, responsible for keeping a
sirict watch over all liabilities with a view 1o seftling them
promptly—See Tocal Ruling 2 above.

. 4. If any liabilities relating to works are incorred on behalf of
'~ confractors, arrongements should be made for withholding suffi-
cient balances from their bills or for making the necessary recove
ries from them in due course. On the analogy of the rule in
Article 119, all records on the auitliorisly of which liabilities muy
be ilquidated or incorporated in the accounts, should invariably
specify (1) the full name of the work as entered in the cstimate,
(2) the name of the sub-head thereof, if any, and (3) the recoverable
charges, if any, with the name of the contractor or other person
from whom recoverable.
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(e) Preparation, Completion and Disposal,

140, The Works Abstract should be prepared in the Sub-divisiona}
Office in the first instance. It should be posted day by day from the Cash
Book and the connected bills of contractor and suppliers, cash refunds
and readjustinent of final charges being posted as minus entries. At the
end of the month, stock and adjustment transactions should be added
and in the detailed statements provided for the purpose, quantities of
work cxcouted should be posted in accordance with the instructions
mentioned in Article 137 and the closing balances of contractors™ accounts
should be detailed so that the correctness of the up to date totals under
the suspense heads, (I} Contractors—Advance Payments (2)
and (3) Contractors—Other Transactions, should be proved. The
closing balances arrived at under the suspense head “Labourers™
in each case, should be agreed with the connected record of unpaid
wages and its correctness should be certified over the dated initials
of the Sub-divisional Officer, The Works Abstract should then be
forwarded in original to the Divisional Office. where all necessary
completing entreies will be made in respect of the direct charges and
adjustments made by the Divisional Officer,

Note 1.—~The posting of stock and adjustment transacticns way, if preferrea
e done entirely in the Divisional Office, .

NoTe 2.—Posting, made in the Sub-divisional Office should be in black
ink and all, postings and corrections made in the Divisional Office in red irk.

Note 3,—Office copies of Works, Abstracts necd not be kept as the originals
are roturned by the Divisional Qffice afier completion. Before the works
Abstracts are sent to the Divisional office, the upto-date totals should be entered
jn advance in the returns for the following month and these should be
on[g‘cctcd, if necessary, on reiurn of the Works Abstracis from the Divisional
Office.

Local Ruling under Article 140,

I. When the form of the Works Abstract contains the column.
“Materials-at site” (see Local Ruling 1 under . Artilce 136), the charges
debitable to the work on account of maderials should be posted
in the receipt column of the suspense head “ Materials-at-site™
from the cash book and  connected bills day by day or from

[13-6—9
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the tiansfer entry book and stock registers at the end of the month
as the case may be. When materials are issued to contractors, the cost
should be credited then and there under the sub-head “Materials-at-site-—
Issues” oy under the final head in the case of Minor Bstimates, be
debit to the head “(Contractor—Other transactions”, evenikough the
debit to the work on account of materials may be made later on—see
Local Ruting 1 under Article 127. In the case of deparimental works, the
suspense head “Materials-at-site” may be cleared at the end of the montli
through ~the “Matcrials-at-site accounts” by debiting the cost of

. materials to the respective sub-hcads for which they have been issued,

by credit to the suspense head *‘Materials-at-site”.

The balance at the debit of the suspense head “Materinls-at-site”’

" in the Works Abstract should be reconciled with that in the detailed

- part L (
~He must initial {and date) them In token of the performance of

" ghis duty.

account in Form. P.W.A. XXV. The Works Abstract should then be
forwarded in original to the Divisional Office, where all nccessary
completing  entries will be made in respect of the direct charges and

- adjustments made by the Divisional Officer and the Abstract checked and

closed under the supervision of the Divisional Accountant, who should

record a certificate in the following form:—

1
'

. ’ by me
“This Abstract has been checked —— 1 have

under my supervision

srsonally compared all the items in the “Details of Contractors’ closing -
balances’® with the Contractors’ Ledger and found them correct.

5 When finally completed in all respects, all the Works Absiract

of a month should be examined by the Divisional Officer and any

explanations’ necessary called for from the Subdivisional Officer.
The monthly examination of the Works Absiract is an important
of the duty of the Divisional Officer and must not be omiited.
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11.—Regisicr of Works,

141. * A permanent and colleciive record of the expendifure
incurred on all works carried out during a vear should be maintaineg
in the Divisional Otfice in Registers of Works, Formg P.W.A. 19
and P.W.A. 13 (corresponding respectively to the two forms of
Works Abstracts, Forms P.W.A. 10 and P.W.A. 11} in acear-
danve with the instractions printed on these forms. These regis-
tets should be posted monthly truqu Works Abstracts,  Whey
Works Abstracts are prepared, under Article 184, for the sub-works
or parlg of an estimate, the transasticns relating to each Works
Abstracty should be posted separately and an abstract for the
entire work should be prepared on a separate folio or set of folios to
compare the cost of the work and ity sub-works with the brovi.
Siong in the estimate.

Nown.—The maintenayce of a regigter ip Fotm T.W.A. 13 for petty
woiky for whic}_l the estimate, aceount  and  ecompletion roports  and
prepared 0111 a single form prescribed by  Government ( vide Article 133}
is optlonal. ,

Local Ruling under Avticle 14F.

. The object of this regigter is {o get an analysis of the cost of gub.
worky and gib-heads, so as to muke it possible to determine the rate of
eost of work and to fnvesee, ug far as Posgible, excesges over estimates,

142. Belore the date of submission of the monthly seeounts to
the Acconntant-General, the posing of the Registers of Works
should he completed and registers should then be laid before the
Divisional Officer for review. The raonthly account of eacls work
st whreh there has been expenditure during the month shounld be
mnitialled (and dated) by the Divisional Officer in the column set
apart for the purpose, in loken of this having examined the entriea
and found thern correct, : ’

Nore—If the transactions of a division are very large, the Diviginnal
Offiger may allow ap extra periad of a fow dayg for the completion of the
Wegisters of Works, buy, tho snbmission  6f the monthly acpoupts to the

Accountant-General and the eompletion of the Works Abstracts should por
be delayed on this account. .

* The proredure indicated in this and subgequent Artiglog chonld ha
followed ajeo for purposes of clagpsifring and collecting  hy ohjsets ar
expenditurve. the charges dehited fo tha head Stack * from time o TEER.
—vide Arficle 08, - . .

113-6—9A
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Local Ruling under Article 142.

1. Actual as well as probable ekcesses, whether in the total
cost of a work or subshead or in the rate of cost of sub-head,
should receive special attention and Work Slips in Form P. W. A,
KXXII should be -prepared and submitted to the Superintending
Enginecr when necessary (see the Tamil Nadu Public Works Depart-
ment Code).

2. Tt should be seen, with special reference to works on which
there have been only peity or no transactions during the previous
two or three months, if there are circumstances justifying the-
retarded progress of expenditure. If any such works have been
gtopped or” dre known 1o be nearing completion -the delay in closing
their -accounts should be enquired into, see also Article 143, 1f
the slow progress of expenditute is due to delays in measuring
work done or in selting up bills, the cause at work should reccive
attention.

Note—The above Article and rules are not applicable to the Public Works
workshops, Madras, but the Register of work-shop jobs should be inspected
monthly by the General Supecrintendent to see that it is being posted up 1o
date. He should also test-check the entiies in the case of at least 5 per cent
of the jobs under execution and record a cerlificate to that cffect.

(b) Closing of Accounts -on Completion of Works.

141, Tt is anobject of great importance o ‘close the accounts of work as
soon as possible after the actual work of construction is completed.
If there is nécessarily any delay in closing the accounts, it should be

seen in particular that 'fur_ther charges are not incurred withoul
the permission of the Divisional Officer,

"144, Before the accounts of a work can be closed on its completion,
it should be seen that any adjustments of cost necessary under
the rules, have been made in the accounts, that all liabilitics
not originally brought to account have either been liquidated or
since brought to account and that the balances under the suspense
accounts “Contractors” and “Labourers” have been cleared—
vide Articles 138 and "139. If the whole or “any part of the ex-
penditute on the work is recoverable from another Government,
Department local body or individual, action should be taken to effect or
complete the neccssary recovery betore the accounts of the work are

closed.
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145.- (@) The suspense accouns '* Materials ** should be cleared
and the total cost of materials should be distributed cver the final
sub-heads or other accounts concerned in accordance with: such
rules as the Government may lay down for the purpose. -

‘h) The sub head ** Additional charges for .Materialy -issued
te Contractors 7’ should receive the special attenlion cof the Divi-
sional Officer who shonld, if necessary, investigate large closing
bhalance under this head before he permits the accounts of the work
in be closed. It is not necessary to clear this Head by transferring
the charges booked under it. to other final eub-keads, but profits or
losses which are not clearly traceabie to known differences between
the rates chargeable to contractor and the actual cost fo (Govern-
ment should ngt be accepted as correct without closer examination.

Local Ruling under Arficle 145,

The steps to be faxen to clear the suspence head ‘‘Materials.
af-site”’ have been detatled in Articles 129 and 180 and the Local
Pulings under them.

F48. The accounts of annmal maintenance estimates should be
closed in the month fixed by Government concerned, as the last
month of the working year for the purpose. Ordinarily, it will he
nossible to complete all the repair work and to sefile the accounts
- f..contractors and uther suspense accounts, before the expiry of
the working year. If, in any exceptional case, any work remaing
to be done it is proposed to carry it on to  compieticn, action
should be taken as described below :—

(1) The expenditure incurred in the next xlvorking year
should be treated as expendibure against the annual maintenance
egtimate for the year. :

(2y The suspense accounts of the work should be cloced in
the last month of the working year by transferring the balances of
all those accounts in the general suspensc agecounts “Fublic Workg
Teposits” or ‘‘Miseellanecus P.W. Advanecs.!- ag- the cmse may

.
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which should be relieved in the following month by re-transferring
the balances to the suspense account concerned in the accounis on
the Towntenance estimate for the next working year. All unsettled
liahilities and assets to should then be treated as those pertaining t0
the next working year’s estimate.

147. When the work is completed and ghe accounts of it have
heen settled and writlen up as indicated in Articles 14% and 145
a double red ink line should be ruled below the final entries and
a pote made in red ipk ** Work. completed m . . - . 107 This
note chould be signed by the ' Divisional Officer in token of his
satisfying himself that all action has been taken wnder those
Avticles. It-will he the authority for treating the accounts of the

. work ag closed, and a work should not, be reporied as completed
in the divisional accounts unless this suthority has been placed
on record, . . B

‘Locdl -.B-z:lﬂiﬂ.g_ under Article 147.

When a Deposit work ;g completed and the accounts have been
closed, steps should be taken promptly to surrender the un-expended
‘balance, if any of the deposit with the approval of the Divigional
Officer.

148. If the total expenditure on’the work is in excess of this
sanctioned estimate and the. excess is passed by the Divisional .
Dfficer under his powers, . the words “ Excess  passed by me &
ghould be added to the completion note recorded under Aviicle 147,
1, however, the excess I8 egeh that the Divisional f)dienr cun-
nof, pass it within his powers, the completion note in the Register
of Works should be amplified thus:— )

““Work completed in ... 19 ... Completion Report/
Siatement submitted with this office letter Wo. ooviiiniiiiinenianes
dﬂt?& ..........-.qca_.-n' ...... L L] ?0. -

Nore.—The Completion Report/Statement will be submitted to compe-
teat awhority i the form préscribed by Government.

*
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__Local Rul’iﬁg under Article 148.

. Wien the Divisiyno] Officer I s on mower to miss . exces ove i s ncl omed
estimate a Delailed Completion Report in Form PAW.A, XXXIT -hoold: be
prepared or * he item should be included in a consolidated _Completion
Statement of Works and Repairs in  Form PW.A. XXXIV.
ag may he required under the ruleg in the Madras Public \Works Dapart-
@ent Code, The orders pagged srbeequently by the eompeiend hughoer
authority on the excess veported in the Cempletion. Ieport or Btatomend
chould alge be noted in the Regigter of Workg to cowmplets the regord.

tc) Correction of Tirrors after the c'osing of Accounts.

149. Should an ervor or amission m the recorded expendifure of
a work come to light after its accounts have been- clogsed, the
agcounts may be reopened in order to rectify the error or omission
unless the amount involved is not more than ten rupees (or any
sther Innit prescribed by Govermment) in which case a note of
the etror or omission ghiould he made in the relevant documents
concarned. '

I, Gonpractors Ledger. _
‘a) FoRM aND UTSE.

=70 The recounts :~"aling to contracty sliould he kept in the
Contractors Ledger, Form PW.A, 14, separate  folio or set” of
folios being reserved for all the transactions with each contractor
for whom a personal aceount is maintained, vide Article 151.

151. Toxcept in the following cases, a personal acéount shonld
be opened in the ledger for every contractor, whether or not-n
formal confract hag been executed :—

{¢) if the work or supply entrisied to hinig not jusor
Lant and no payment is made to him except on a First and Final
BTl on Completing the work; if any materials are issued to the
conlractor or any paymentg are mads on  his behalf, a ledger
aceonnt should be opened; -

(b) i, under the rules of Government, g consolidatsd
monthly account for *‘ on account pavments to peity confractors
emrloyed on the sarne work or section of & work is prepared i

perlerence to a separate bill for each pavee, s cirgle Yedoer hoad
" Petty Contractors > shonld he opened for the ranuing Jennns
of all such contraciors. R - . I
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Local Rulings under Article 15].

1. No personal ledger accounts need be mainlained in  the
cage of payments made to petly labour contraclors engaged, 1D
the Dublic Works Workshops, as the work order form itself
contains in it the sgreement with the contractor and provides
alse for recording ihercin payments made to him from time to
tire.

2. The procedure referrred to in clause (b) of lhe above
Article as not in force in Tami} Nadu.

{b) PosTNG. -

152. Except when a contractor’s account is Lo be closed and
the procedure prescribed in Article 185 is observed in respect of
unpaid bills, the value of work done or supplies made by a
contractor should mot be credited to his account unkil his bill has
been passed and payment made thereon  Debit euiries in the
ledger should be made only on the basis of transactions recorded
in the acconntis and the postingg should bhe made from the
supperting cash, stock or adjustment vouchers; liabilities not yer
liiluidatedtghdiﬂﬂ be excluded ‘altogether. The value of maderials
jssued o a contracter should be debited to his account on the
aunthority of his ackmowledgment, see Article 127.

Norg 1.—Security depogite of contractors s_hnuld not he included in
their personal accounts in tho ledger, vide Article 74.

Nore 2. —When a deduetion made from & coptractor’s hill for one
work iz creditable to the aceount of. another work, and such eredit ig in
punnexion with hig contract for the latter work, two distinet sets of
entries ghould hbe made in the ledger, ona for the parment made on
acgount, of the former work, and the other for the recovery creditable ta
the latter, ag if that recovery had hesp made in cagh.

Korp 3—1f there are geveral contracts in connexion with n work or
account, the transagtions velatinz to each should he distingnighed,
preferably by quotation of the number and date of fhe agreement or work
order. : - :

_ Nore 4,—If a petty contractor’s account has to bo removed from the
sombined ledger head “ Petty contractors’ account » [Vode Articls 151 (I
b0 o meparnte personal account for him. the total valne of work done up
to date and the total payments up to date ghould be dehited or aredited
respectively to the °* Petty eontractars’ aceaunt® and taken on to the
persopal nccount as gredits and debite.
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" Local Rurling under Aricle 162.
The Coniracior's Ledger should be written up in the Divisional
Office. 1t is not neeessary for the Sub-divisional Officer to main-
tains a similar Jedger in his office but if he maintains one, the Divi-
gional Office may not require him to furnish extracts therefrom.
Nore—Ag the Sub-divigiona] Officers are regponsible for, vhe clearance
from works agcounts of all outgtandings amaingt contractora, a list of
hala.nces due to and from plege workerg and contractorg ghould be majn-

tained by them, and thig niay, preferably, be dope in the same form as
the contractors’ ledger.

(¢) BaLancING AND RECONCLLIATION.

153. The ledger accounts should be closed  and balanced
monthly. The closing balance of each personal aceount should
be in such dejuil as {0 show in respect of each separate work or
aceount (Stock or Purchases), the uamount outstanding under
each of the suspense accounis. Advance Payments. * * *ané
Other T'ransactions with a quotation, in each case, of the lasg
Running Account Bill ang of all the vouchers supporting
unadjusted outstanding under “ Other Transaction ” not incorporated
in the last running Aceount Bill

Nore.—The Petty Conbragtors’ Ledger apecount should also be cloged

and balance in the game way, the balance being recorded as pertaiping’
wholly to the sugpenge head 7' Other Trapsactions .

Local Buling under Article 153,

1. In the case »f running account bills, the .balances can
easily ‘be ascertained from the memorandom of  pavments ag
indicated in the table helow and it will be found convenient in
practice 1o make a note of the outstanding balances of each bill,.
in the ledger, when posting the Dill, so ¢hat at the cnd of the
month the cloging Dalance of the Jedger acconnt may be verified
with ghe net result of the defails already recorded :~—

Class of Balauce . Seria) number of entry in memorandum
of paytrens on bill from

Running accouny  Running acoournt

bill bill
A C
I. Advance paymenits 2 L

2. Other transactions .
NOTE : Sec Note 3 under Article 152, 4 2



138

133-154] ACGOUNTS TO BE KEPT IN PUBLIG WORKS [CHAD. i1}
QPFICES

. The Divisional Accountanl shonld be held respovsible for
the eorrectness of the Contractors’ Ledger and for —securiing
agreemaent, mouth Ly month, between the balances detailed in
e works Absiracty ard the Corresponding  balances of the
sccounts in the ledger. ITe should further see that there is ne
indication of a transaction pertaining to a running account hav-
ing been settled on a form of bill mot permitted to he used for
the purpose.

154, Periodically, all {he TPersonal aCcounts in the ladger
should be examined and it should be seen (1) that halanceg do
nnat vemwain outstanding for a long time without justification and
{2} that, in the case of running aceounts. bills are prepared at
reasonable intervals,

Local frfling wnder Article 154,

“rl\

1. Entries in column {9}, otal value of work or supplies”.
in form I"W.A. 14 not bearing the inilialg of the Divisioual
Accountant, gide note 2 (vii) in the form, should be roviewed In
particular to ascertain the cause of delay, if any, in the prepara-
tion of final bills. Tlns examination must invariably be made
belore a volume of the ledger is laid aside on completion, so as
to ensure that sil outstanding accounty in it are carried forward
10 a new volume.

Scruting of Accounts by Coniractors.

9. A contractor requiring a copy of hiy rnning accounts bill
or an exiract from iz acegunt in the Contractors’ T.edger should
be farnished with the same. e should be encournged to look
at his secount in the ledger and sign it in token of acceptance of it.
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Qection 6—MANUIACTURE ACCOUNTS.
A—CERLRAL,

155, When  mailerials are manufaciured  departmentally,
either for the geueral requiremen{s of works or for u particular
work, a scparate account, called a Manufucture Account, should
be kept of the transactions connected with each manufacture
under a distinet sub-head “* Muanufacture *’ ‘'of the suspense liead
" Stock ' vide Arlicle 95.

Note.—The accounts of road meta!l digging are not treated as manufac-
ture accounts, but the charges connected with land and quarries acguired for
such operations should be dealt with in accordance with Article 53,

.~ Local Ruluig wider Article 155,

A Manufacture Account is essentially a suspeuse acconnt, as
the cost of the operations cannot be cleared finalty until they
are closed.

NotE~Note 1 to Local Ruling 9 under Article 123, in so far as it -elates
to the omission of paise mn calculating the value of each item of work, should
be applicd here also.

156. Save as provided in this section. the debailed accounts
of the expendifure on a particular muanufacture process should
be maintained in the same way as the accounts of a work (vide
Section 5) and, in addition, an account should be kept of the
quantitics and values of the producis of the manuvfacture. The -
two sections of ,{he accounts are known, respectively, as the
** Operation " and the ** Outturn ' accounta,

B.—OrERaTION AcCOouNTs.

157. To a mannfacture account should be debited directly (1)
the value of the raw materials issued from stock of obtained
otherwise, (2) the cost of  the labour employed and (3) other
incidental charges conneeted with the operations.
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158, The following directions should  apply to certain inci-
dental charges— -

(a) Capital charges, such as the cost of land, kilns, special
plant, ete., incarred in connection with & manufacture operation
which does not extend beyond a single season, should be debited
wholly to the account of the manufacture.

(by Capital charges in connection with a  manufacture
operation extending over more than one season should be debited,
in tle first inslance, to a special  account under the sub-head.
« Land, Kilns, cte.”, of the stock account, vide Article 95. To
this account should also be  debifed the  cosi of repairg and
renewals of the kilns, ete. All these charges should be recovered
in suitable instalments by debit to the ““Operation” accounts of
the several seasons, the number of instahnenis and the amount
for cach season being determined in cach casc under the order of
competeni authority,

Nore—Whep the lond, kilns, planf, ete., acquired for deparpm:ptal
mapuaiacture operationg ave leaged to a contragtor of the divigion or other
person, the rent recovered ghould be gredited to this gpeeial account and
not to Revenue.

f¢) If the manufasture is  undertaken on behalf of other
divisions departments or Governments, or local bodies or indi-
duals, a charge shonld be made on accouns of establishment and
tools and plant, if leviable under the ruleg of Government for
outlay on works undertaken on their hehalf,

o) Save ag provided in clanse (¢) above, no charge shonld
be made on aceount of general. establishment and ordinary tools and
plant charges or on account of interest on the capital cost ot land,
kilng, plant, cte, unless Government diveets otherwise,

Local Rulings under Article 158.

{. The decision as to the suitable instalments whereby the
“Tand, Kilns, ete. ' account is to be cleared periodically, as
given by the authoriby sanctioning the initial charge, should he
vecorded in the Register of Stock, Form PW.A XITI and not
deviated from without the furfher orders of that sutherity,
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2. All the charges referred in to clause (d) of the above Article
should be included in any pre forma accounts of the manufagture
operations of the division which may be prepared, under the orders
of the Government, with a view to compare the cost of articles
manufactured departmentally with the rates charged by suppliers.

C.—QUTTURN ACCOUNTS.

159, To a manulacture account should be credited the values
of the manufactured articles and of the surplus materials sold or
otherwise disposed of.

Nore 1.—The rates for valuing manufacturcd articles will be such as may be
fixed by competent authority.

. Note 2.~1f the rale, at which apw article of outlu*n manufaciured for a
particnlar work is valued, turns out v oe dififferent from the issue rate of
simjlar article already'in stock the value of the two articles may be averaged
for the purposc of stock accounts unless Government decides otherwise, allowance
bging made necessarily for the different quantitites at the different value,

Local Rulings wnder Article 159,

1. The rates for valuing manufactured articles should be so fixed
as to represent, as accurately as possible, the actval cost of manu-
facture per unit, but shovld not exceed the market rates.

2. If the ratc at which any article of outturn, manufactured
for a particular work, is valued, is different from the issue rate of a
similar article already in stock, the two articles should appear as
distinct items in -the. Stock accounts.

3. No storage charge is leviable in respect of materials manu-
factured on behalf of other divisions, departments, local bodies and
individuals, which are formally passed through the Stock account
under Article 52. See also Article 158 (o).

160, A detailed outturn account for each month should be
prepared in Form P. W. A. 15, Qutturn Statement of Manufac-
ture, and should be attached to the Works Abstract for the
toperation. The account should show mounth, by month the, quantities
and values of cach class of articles manuofactured and also the
corresponding fignres shown in the estimate (if any).

Y
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1), ---(ONSOLIDATED  ACCOUNTS.

161. The record of the monthly transaetions connecied with
manuiacture operation should be kept in the Divisional Office n
a separate Register of DManufacturc, Yorm P.W.A. 16, instead
of the ordinary forms of the Registers of Works (vide Article
141). '

F—(1.08ING OF ACCOUNTS.

162, The acconmbs of manufacture operations should not
remain open indefiniely. If the operations are seasonal, the
accounts of each scason should be kept separute and closed —as
soon as the operationg are closed. In caseg in which operations
are continwous, the accounts should be closed petiodically or &t
least once a year.

152, Belore the accounts are closed, the difference between
the “‘operation’” and “oulturn” should be adjusted nnder ihe
orders of competent authority. 1f the orders issued have the
effect of enhancing or lowering the value of the outturn already
brought te account, the adjastment should be made by a suitable
entry (without and fresh quantities) in the Oufturn Statcment.
Form P.W.A. 15; in other eases, the loss or gain, as the
cose may Dbe, should be taken to the expenditure or rovenue
head concerncd by a regular fransfer engry, which will affecg
““Opcration’” account only. Tn all cases. the tofal ‘‘operation’
and, “outturn’ shonld equal cach other when the Manutacture
Aceount is closed.

Local Ruling under Article 168,

Exeept when the Manufacture nccount shows a “loss”, the
adjustment of differences hetween “‘operation” and “outturn’’
can he made under the orders of the Execculive Engincer. . When
the accounts show a loss, the same should be¢  written off under
the orders of the Snperintending Tingineer or higher authority.

-

J
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Section 7—ACCOUNTS DF DEPOSITS AND SUSPENSE

Ai—ACCOUNTS OF HEADS OTHER THAN “LONDON STORES” AND. .
“WORKSHOP SUSPENSE.” -

164. Subject 1o the provisions of Articles 165 und 166 below, a
detailed account of the transactions relating to the suspense heads
“Purchases”, “Stock™ and “Miscellaneous P. W. Advances” should
be maintained in the Divisional Office in a Register called the
Suspensc Register Form P. W. A. 17, separate sets of folios being
reserved for each of the, several classes of items under the
heads concerned (vide Articles 48 and 354). The account of the
debt head “Public Works Deposits” should alse be kept jn the
same form.

165. Tn respect of items relating 1o deposit works (including
items falling under the class “Expendifure incurred on Deposit
works in excess of deposits reccived”) which are accounted for in
detail in the schedule of Deposit Works (vide Article 219), a single
entry for the monthly transactions relating to all such works sheuld
be made both in the Deposit and the Suspense (Miscellaneous P. W.
Advances) Registers, as the case may be.

166. As the detailed accounts for individual transactions refating
to Stock arc kept in Forms P. W. A. 4to P. W, A, 6 prescribed in
section 2 of Chapter the monthly totals only in respect of each
sub-head of stock should be posted in the Suspense Register, the trans-
actions of the several sub-divisions being detailed as separate ilems
and the totals of all sub-divisions as another. Transfer within the
division should be accounted for against a single item “Deduct—
Transfers within Division” before the total for the entire head
“Stock™ is struck. )

Locel Ruling under drticle 166.

1. The head *“Stock’ is opened in all divisions in which stocks
of materials are maintained for gencral purposes. In divisions in
which no stocks are maintained, this account should be opened
onlv when anv manufacture oreratinns are wandertaken.
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2. The clearance of balances under “Transfers within Division™
should receive special attention. " °

B._— ACCOUNTS OF SUSPENSE HEAD “LONDON STORES”.

167. The transactions under this head should be recorded in detail
in a monthly schedule, Form P.W.A. 18

Local Ruling under Article 167.

1

All balances under this head should be watched with a view to early
clearance, special reference being made at once 1o the Accountant-
General in respect of each item of stores, received for, which no
advices of payment have come to hand —see Article 58.

C.—ACCOUNTS OF “WORKSHOP SUSPENSE,”

16%. The detailed account of the transactions under this head
will be kept 11 a suitable form to be settled by Government in
consultation with the Accountant-General g0 as to show the cost
of each job or operation and ifs adjustment from time to time.

Local Ruling under Articl: 168.

The transactions under head “Workshop Suspense”  will, in
the case of the Public Works Workshops, Madras, be accounted
for in Form P. W. A. XXXV in accordance with the instructions
contained therein. The form to be used in the case of others
workshops will be that prescribed in the special orders applicable

ta cach workshop.

169. The recorded expenditure on a job should be removed
from the suspense head only when, and to the extenf that, an
adjustments s offected against the deposit received or against the
service or other head concerned: vide Article 176, This removal
should be affected by @ credit to the account of the job cut
when any charges are transferred from one job or operation to anolher
the transfer shoutd be made bv plus and minus entries.
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D —UNADJUSTED BALANCES.

170. In the accounts for March cach year, the outstanding
items in the Deposit Hegister and the Buspense head ‘‘Purchase’
which under the rules of Government are t¢ be treated as lapsed,
should be credited to the Revenue head concerned. Any subse-
quent repayment of such an item should be freated as refund of
reccipts under the head to which the ilem was credited and the
repayment should be noted in the Deposit or Suspense Register
against the entry for its credit to Government.

Local Luling under Article 170,

The rules relating to the lapsing of deposits and their subse-
quent repayment are contained in Chapter XI of the Tamil Nadu
Yinancial Code,

171. The balance under the sub-hcad *‘Storage” of the Sus-
pense head ‘‘Stock’ outstanding at the end of the year should
also be adjusled finally as & surplus or deficit, vide Article 102,
i.e., as profit or loss on stock, according as it is a minus or
plus baiance, and should not be carried forward to the {ollow-
ing vear,

172. Ttems on balances under the suspense head *° Misce-
llanecus P.W. Advances” which beecome irrecoverable, or any
halances under the head “ Londen Stores” due to short deliveries
which carmot be clearcd by  recavery of cost, should not be
removed from the accounbs until 2  competent authority has
ganctioned their being wirtten off. For balances under the head
“Werlishop Suspense’”, see Article A2,

Local Puling Under Article 172.

The powers delegated to subordinate authorities to write off
irrecoverable halances, cfc. are shown in Appendix 23 of the
Tamil Nadu Financial Code.

113-6---10
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SECTION—WOREKSHIFP, ACCOUNTS.
A —GENERAL.

173, The directions in thig section shall not apply to the
accounts of swnal]l shops kept in divisions for the execution of
repairg o tools and plant or of small manufacture jobs. The
accounts of works executed in such shopg should be kept in the
forms prescribed for repair works or manufacture operations,
ag the case may be, vide Sections 5 and 6,

174. Larger workshops, with special plant or machinery,
should be treated as separaje sub-divisions, or divigions, for
account purposes. When such workshops are of the character
of quasi-commercial undertakings, the system of aceounts shall

" be that prescribed locally for similar undertakings, When they
are run mainly for departmental purposes, the accounts should
be kept in accordance with the general directions laid down in
this section. In either case, the exact forms to be used and the
procedure to be observed will be settled by Government in res-
pect of each workshop in consultation with Accoungant-(General
concerned,

Local Bulingg under Article 174.

1. The Public Works Workshop at Madrag is intended
mainly for departmental purposes. In respect of this workshop
the rules in thig seshion should be applied in conjunction with
the reievant special rolex and orderg issued by the Government
and the Accountant-General from time to time,

2. For every job, there must be an eslimate of cost (providing
for all charges, including the prescribed percentages for indirect
charges—see Article 177), sanctioned by competent anthority
and accepted by the indenting officer, loeal body or individual,
se¢ also the Tamil Nadu Public Works Department Code. The
amount to be rcalised from the indenting party will, however, be
based on the aetwal cost, though the anthorized limit of cost,
which the officer in charge of the workshop may inenr without
further authority, is that shown in the accepted estimate.
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. Nore 1.—If the execubtion of & job for another divigion or department
i likely to extend beyond one financial year, the limit of the cosﬁawhwh
may be igcurred in each official year ghouid algn be gettled before hand

Nore 2—Note 1 to Logal Ruling 9 under Article 125, in so far es it
relate to the omission of paise in calculating ¥he valus on each item of
work, should be applied hers also.

Memo. No. 79271-A/8 VI1{63-29, dated 16th August 1968.

B.—DETAILED ACCOUNTS OF JoBa.

175, Sobject to the provisions of Articles 63 and 64, sl
direct chargeg perfaining  exclusively to any  job shounld be
debited at once to the accounts of that job under the suspense
head ‘‘Workshop Suspense”” and those of a general nature
should be treated, in the first instance, as general charges (under
one or more guitable headings) and opportioned subseguently
amongst the jobs concerned in aceordance with a definife procedure.

Note.—All liabilities should be taken infto saccount, even though
undigsburged, so that the general charges may bs allocated correctly,
mopth by month, and tho recorded expenditurs on each job may reprosent,
ag far ag possible, the actual cogst up to date.

Local Rulings under Artcle 178.

1. In the case of the Public Works Werkshops, the direc
charges on a job are made up of—
(i) cost of labour actually employed.
(1) cost of *materialg used.
(iii) cost of castings® ,
(iv) a share of the running charges of machines,*
(v) a share of lhe running charges of forges,*
(vij a share of the general charges actually incurred, ana
(vi) incidental charges such as packing and carriage.

* These ifems wilt occur in the case of the Public Woiks Workshop,
Madras only

113—6—10-A.
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9. The debits under the suspense head on account of
“ @eneral charges” will be relieved by a distribution of the
sauie to the join in hand at & fixed percenjage on cosf of labour
on the basig of the average of the actuals of the previous years,
sny gain or loss resulting therefrom being credited or debite?
State revenues—sze also liocal Ruling 2 under Article 177.

‘176. Tn the case of jobs of al classes, the cost of operations
should be cleared or adjusted in transfer (wide Article 169), as
the case may be, monih by month, but in the following cases
the accounts of a job may be settled once a year in March, or
in an earlier month if the job is completed carlier (vide
Article 62) :—

{@) when the total cost during the year is not larger than
Rs. 500 or any other limit that may be fixed by Government in
‘eonsultation with the Accountant General,

(b) When the menthly settlement of account iz inconvenient
to the indenting division or department.

Norn,—Whepn the estimated cost of a inh {g recovered in advance, it
suntild be kept i «deposit in the first ipslance. and the adjugtments
actuz] cosi made under this Article should be cffacted against the depoait,
the upexponiled balapee being refunded upder the ruleg of Goverpment
only when the job jg completed and the aceount of it settlied.

Local Rulings under Avriicle 176.

1, When an employce of the division is exempted under the
rules in the Tamil Nadu Public Works Department Code from pay-
ing the estimated cost of & job in advance, the cost of the
eperalions should be charged monthly to the head ‘‘Miscellane
ous Pullic Workg Advances’, pending recovery which is usually
made by deduction from pay.
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9. The following procedure shonld be adopted in regard te
the adjusiment of the cost of jobs in the Public Works Workshop

at Madras :(—

C1ass of Jobs, PLblic Works Wos hshop at Madyas.
(1} €3]

Joh estimated cost Rs. 5C0 or jess Once a year in thue Accotnds fot
Mt ch or it an earlicr moith if the
Job i compeled eaglicr.

As 500N as the (XBLIGLELGC 1caches o
livit of Rs, sCu or wultiptes shercof,
the hajance, if any, being £djusc d
a. the engd of the officia] yeur.

Jobs cstimated 1o COSL morc {han
Rs, 50, .

3. Part, debits on account, of the cost of operations in connec
tion with large jobs undertaken by the Public Works Work-
shops, which are raised in advance of the actual supply of ihe
manufactured articles in accordance with T.ocal Ruling 2 above
should be lLield in Buspense in the Works Accounts under a tem-
porary sub-head ¢ Workshop liahilities  pending the * receipt "of
the erticles. That sut~head should be relicved and the sub-head
¢ Materials-at-site = or the sub-head concerned debited on Teceipt
of the articles:

This proceedure iz applicable fo minor  works and repairs
also. Tn respect of these, the part debity raised by the Worke
shops may be accounted for under the suspémse head * Contrac-
tors—-Ciiber transactions’ in the warks accounts with a auitable
note and the same clenred on receipt of the artieles, '

177. Tr addition to the direct charges mentioned in Article
175, to the account of each job may he debited, not through the
Workshop Suspense Account but directly under the head of
asccount  concerned, suitable percentages to cuver the indirect
charges determined by Government. The following are the
examples of the charges nsually levied : —

(¢} Supervision charges.
(0 Interest on the capital cost of buildings, plant and
machinery.
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i) Maintenance charges of buildings, plant and machi-
nary, ‘

(d) Depreciation of buildings, plant and machinery,

(¢) Estabiishment charges (including'the percentage fixed
by the Central Governmen{ for Audif and Accoungs FEstablish-
ment). .

(f) Profit,
See also Article 64

L J
Nore.—The percentuge realized on ageount of egtablishment chargeg
should be treated as a reduction of expenditire or as revenue receipts
as the case may be, in accordance with the directions in Article 69, All
other pergentages should be treatod ag revepue reccipiz.

Loegl Rulings under Article 171.

1. . The percentages fixed 1o cover ihe iudirect chargeg are
indicated in Appéndix 3 fo this Code and in the Tamil Nadu Public
Works Department Code,

The percentage for supervision charges should .be caleulated
on the value of materialy issued to each job. The other charges
are ordinarily calculated on the total cost of labour and stores
pertaining to the job. The pereentage on account of profit usually
charged in other cases is not charged on jobs execnted for other
divisions of the Hta%e.:

9. The ratey for ‘‘general” and “‘indirect’* charges for the
Public Works Warkshon at Madras, will be fixed, from time to
Hme, by the Government. Tn order to arrive at an accurate
appartionment of the overhead charges and to minimise the losseg
in the Workshop, the percentages will be revised once a year
when the profit and Iss: accounty of the previons vear are
received, the revision of the rates being based on the average
of the actuals of the three preceeding yvears—see the Tiocal Ruling
under Article 179, The distribution of the rate for indirect
charges betwren Wstablishment, Tools and Plant, Tnterest on
Capital, Depreciation of buildings, ete., and Pensionary charges,
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will also be fixed by the Government in consultation with ihe
departmental authoritieg and the Accountant-General.
Notg 1.~ Percentages and geperal charges ghould pot be ecaleulated on

fractions or to fractions of a rupee; frachions less than half a  rupes
ghould be disregarded and {ractions of half a rupee and over taken ag one

rupes.

Nore 2.—The totals of bills for jobs ghould bé rounded off nearest ®o
the multiples of five paise subject lo the condition that the minimiuh charge

for eaph job shounld ke one rupee.
Memo, Na. 79271-A[8VI1][63-29, dated 16th Awngust 1968.

178. The indirect cliarges mentioned in Article 177 should be
brought to account whenever the settlement of the account of
direct, charges is effected nnder Article 176.

Local Rulings under Article 178,

In the case of the I'ublic Works Workshops, Madras, the
indirect charges for Establishment and Tools and Plant will be
caleulateq monthly on the total  chargey of the month and
adjusted through the Workshop Suspeuse Acconut. The indirect
charges for Iuterest on Capital, Depreciation of buildings and
Pension will not, however, be debited to the Suspense Account
put added, at the time of adjustment, to the direct charges by

credit to the heads concerned.

( ——ANNUAT, ACCOUNT

179. Pro forma accounts of each workshop will be prepared
annually in such form and in such detail as may be prescribed
by Government in consultation with the Accountant-General.

- Local Luling under Article 179.
The following rules have been made by the Government in
consultation with the Accountant General :—
1. Annually pro forme accounts of each workshop should be
prepared consisting of—-

. ) the Capital Account. showing the values (after mak-
ing due allowance for depreciation) of the buildings, machinery
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and plant, and sfock, and 1he ouistanding palance [ (¢ Work-
shop Suspense Account.

{ii} the Outfurn Account showing, in such detail ag may be

vecessary, the charges on labounr and stores, and the general
and indirect charges, ang

(i) the Profit’ and Liogs Account showing on the one
side the ‘actual working liabilitieg of the year, e-g., {a) interest
calculated on the mean capital of the year under all the heads
named in (i) above, {(b) the actual maintenance charges of
buildings and machinery and plant, (¢} depreciation of building,
machirery end plant caleulaled of the capital value thereof and
{(d) general establishment charges plus (1) a suitable addition
thereto on account of leave and pensionary chargeg ang (2 1 per
cent for audit and account cstablishment, only on such jobs in
respeet of which this percentage is not  eredited to the major
head “'26. Audit” or “XLVI Miscellancous—Toes for Govern.
ment andit” in the regular accounts (pide Note v to Rule 10 in
Appendix 3); and on tle other side the percentage charges made
m 2ecordance with the Tocal Raling under Article 177 exclud.
ing the | per cent for audit and accounts establishment credited
to “26, Audit” or “XILVIL Miscellanequs-—Ifees for Qovern-
ment audit,” under Note 1 to Rule 10 in Appendix 3. -

Norr.—-Tue stock aceount ghould be [rented ag a part of the workghap
acrount, only if, and to tho extent that, the regerve slock is declared by
the Governmeyey o be part and parcel of the shops. When the whale or
part of stock is merely an adjunct to a workshop, neither the interest
chatges on it nor the lesges or gaing  (including  snpervigion “harges)
ariging out of i, should appear jn the profit  and Tosg apenupt of the
worksghop. .

(2 The Accouniant-General shonld review the annual
sccounts of a workshon, in consultation with the officer in charge
of iz, and submit 5 report o the Gavernment on its finaneial
working, ‘speeially hringing out the necessity or otherwise, of
revising the percentages fixed by the Government for the several
eharges referred to in Article 177 ahove

Nore.—The fagilitate the raview of peteentege it will Be found ponven

t to show, in the profit and loss account, ot oply the fieures of th e
{year buf alao the progresgive fignrez to the cloge of fhe FOAT, commeneing
trom a suitabls Ante,

-
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SECTION 0. —TRANSACTION WITH OTHER DIVISIONS,
DUEPARTMENTS AND GOVERNMENT.

A.-—(GENERAL.

i8), When a transaction hag to be cleared by a book transfer,
the transfer should be effecied by debifing or crediting it to the
rentiifance or  other head concerned in the Cash or Stock
Accounts if it appears therein, or by an enfry in the Transfer
Entry Book ; See Articics 14 to 19 algso, :

1\T\!1‘E 1- Such pergentoge charpes on  apeount  of supervigion and
egtablihment and tooly and plant as may be leviable upder the ruleg,
should also be jneluded, by o transfer cntry, in the amount fransgferred.

__ Nore 2.—The eogt of workshop jobg need not  be adjusted monthly,
cide Article 176

B, TRANSACTION ORIGINATING IN THE DIVISION,

181, When a transuction originates in a T'nblic Workg divi-
sion, the necessary  Uransfer shoold appear ordinorily in the
acconnts of the division for the month in which the {ransaction
oceurred, but in ihe case of work dene in worksheps, the cost
should be adjnsted in accordance with the directiong in Articles
175 to 177.

182, Tu respect »f work done in a division for other divisions,
departinents or Governments, the intimation of the transfer will
Lie given after andit {(see Notes blow), by the Accouniant-

Jeneral to the Accounts Officer concerned or to the division ar
depmtiient for which ihe worle is done, if in the same State,
The divirinn undertaking the work should hring the transactions
to acconnt under thg remiltance or otlier head concerned, and
cubmit vouchers to tbe Accountant-General mn the same way as
for waorks of the division itself,

Notr |—For the prurpnge of this Artiele, work done  zhould  include
inhg exeeuted tn workshope.

Nore 2.—The provigion regarding pro-andit may he relaved n  the
aage of any item appearing in the accml_nt-s for March anl reqniving
adjigtment with another Government, ride Article 234
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Liocal Rulings under :rticle 182.

1. In the case of works which are assessable to percentage
recoveries on account of establishment, gools and plant, ete,, the
amount of the estimate and appropriation for the work should be
divided into two parts in the correct proportion to represent,
respectively, the works expenditure and the percentage charges.

2. In the case of work done or supplies made by the Publie
Works Workshops, Madras, to a civil department of the
Government, the estimated cost of the job or supplies indenied
should be eredited in advance inte a trezsury under “ P.W. Remit-
tances—TIL.  Officer Remittances—Reeceipts on account of Tublie
Works Department—Public Works Workshops and Stores Divi-
sion . The cxpenditure incurred will be admitted up to the
amount of deposit, made by such authority any unexpected halance
being credited and expenditure in excess of the deposit if insured,
being' debited as the case may be after the work or supply is com-
pleted based on financial accepted invoices.

183, I'or other transfer iransactions bhetween Public Worke
divisions subordinate to the same or different Governments, the
originating division sHould sénd an ‘Advice of Transfer Debit (o
Credit), Form P.W.A. 16, accompanied by necessary vouchers in
the case of debits, 10 the division concerned as soon as the tran-
saction occure. The division required to adjust the amount
should, if it aceepls the transfer, acknowledge it on the prescri-
bed form of Acceptance of Transfer, Form P.-W.A., 20, The
entry in the accounts of the debiting division should be supported
by the Acceptance of Debit, or Advice of Credit, as the case may

be.

N ore 1.—In case of transfer debit transactions, all relevant vouchers,
ineluding guch ag do not pags  ordinarily hevond the Dirviriomal Office,
ghould accompany the adviee. Tf thizs requirement canmet he  complied
with, in any case. in respect of a cash voucher which cannot be replaced
by a certificate of Payment, an advice should be attached to the monthly
acpount for transmission by the Accounfant-General, after 1he zndit of
aceounts, to the division eoneerned.

Nore 2.—Tn the pase of stareg igemed from ¢ Bfock ?? hy one diviginn
te another with the same circle of amount, the division issuinz the
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sloreg may debit the accounts of ihe cther division on the bagiy of jzgues
supplemcnted by the receipt of the indent or his authorised agent in

such cages, acceptance of debit mugt be obtained and transmitted to the
Agcountant-General within twe months.

[Memo. No. 42044/Codes/63-2, dated 26th August 1963.]

C—TRANSACTIONS ORIGINATING IN ANOTHER DIVI-
SION; DEPARTMENT OF GOVERNMENT,

‘184. Transacliong originating in another division, department
or Government should as a rule be adjusted in divisional accounts
only on receipt of inlimation of the debit or credit through the
Accountani-Greneral. The following are, however, exceptions in
which the adjustment inay be made without receipt of intimation
from the Accountant-General :—

(1) Recoveries of rent realized on hehalf of the Public
Works Depariment by Dishursing or Accounts Officers of other
account circles, provided these entries are supported by certificateg
(signed by the Disbursing or  the Accountg Officer, as the case
may be) to show that the amounts adjusted in the accounts have
been realized from the parties concerned;

() transactions for which advices and acceptances of trans-
fers are exchanged direct between one division and another, vide
Article 183:

(8) any other transactions authorized by the Accountant-
teneral,

Local Ruling under Arkicle 184,

All enfries in the schedule of credits to civil departments will
be adrized by the Accountant General, but there is no objection
S0 the P.W.D). raising credits to the Forest Department for
forest supplies in anticipation of debits appearing in the exchange
accounts,

185, The Divisional Officer shonld examine every transfor
advised to his divigion for adjustment, but should not reject a
transfer hecause the voucher is not in order, or is wanting.
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Nor should a transfer sent for adjustruent be partly accepted and
partly rejected; it may be rcjected alicgeller if it docs not
pertain clearly to the division; otherwise. it should be accepted
provisionally in full and the dispute, whether ss to the amount
or as to other particulars of the transaction, should be sebtled
separalely in communication with the officer who advised the
transfer.

NoTe.—Railway debits for amounts due on warrants and credit notes

passed on by the Aécountant-General for adjustment in the divisional accounts,
shonk? be accepted in fuli, subject only to rcadjustment. later on, of under or
overcharges. The adjusting officer is not responsible for the correctuess of
the charges with reference to the Railway - tifsscrai-y wite rfers ¢ Lo the
propriety of the charges, as  againsithe head of the service concerned;
the caleulations made by the Railway Accounts Department, which are
test checked by the Railway Audit Depart- ment, should be accepled as
conect.

186, When a charge is transferred tc  auother division,
department or Government for ‘adjustment, the transfer must
he supported either by the necessary vonchers, complete in all
respects, or by a cerlificate (signed by the Accounts Officer of
the department originafing the  tramsfer) to the effect that
the payment,vouchers have been audited and pasted m accord-
ance with the rules, Ihvisional Officers are, therefore, respon-
sihle for obtaining proper vonchers in support of all charges to
remifiance heads in 1heiy accounts. .

D). —SBETTLEMENT O0F ACCOUNTS.

187. Ir cases in whirh Advices and Accaplaneces of Transfer
are exchanged  direct by Divisional Officers of iwo accounts
cireles, thoge officers shall be jointly  respomsible for clearing
remittance transactions cxpeditiously  in  direet  commonication
with each olher. If an item cannot be accepted, and the inti
mation of its rojection issues too laie to remch the originating
offizer within the month in which he has brought it to account,
the cfficer who is called upon 1o adjust it, should also inform his
own Accounts Officer or the number and date of the originating
Officer’s Advice of Trausfer and of his own intimation of objec-
tion, giving him also brief particniarg of the dehit or credit, and
the grounds of objection.
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188. In cases in which no Advices and Acceptances of ‘Lrans-
fer are eschanged, ihe Divisional Officer  chould examine, as
- expeditionsly as  possible that transfer which his Accountant-
Grenersl inlimates 10 him for adjustment in the divisional
acccunls, and report all his objections to the Accountani-General
whetier the transfer is  brought 1o  account provisionally or
rejected.

189. The directions given in Articleg 187 and 188 shall apply
alse to transfer trangaclions, not relatmg to the execution of
works with (1) Railways, (2) Military Engineer Services, and
(8) Poets and Telegraphs Department (Lelegraph Section’.

Local Bulings under Articles 1987—189.

1. tixcept in respect of transactions of the following classes,
the Divisional Officer may autliorise the Divisional Accountant to
sign Advices and Acceplances of Transfer for him r—

(i) when the transfer advised is a credit or minus debit.
(ii) when the transfer accepted is a debit.

S0 far as the Public Work, Stores Divisions, Madras, is
concerned, the Assistant Superintendeni of Stoves jg authorized
to sign Advices and Acceptances of Transfer in the cxcepted cases
mentioned above,

2. The Divisional Accountant will be responsible to see that
thete is clear authorify of the responsible disharsing officers of
Lis division for transfers advised to other divisions or depart-
ments, and that no charge advised by another divieion or
department iz cousidercd as finally adjusted until all the neces-
sary vouchers have been recefved and have farther heen comp-
pleted by obtaining, thereon, from the respongible disbursing
officers of the division the classification of the charge ag attested
bv their dated initials. He should further see thaf, when g trans
fer advized to the division for adjustment is responded to provi-
sionally the objection raised there on is pursued with a view to
ensure speedy scttlement.
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SECTION 10,--ACCOUNTS OF CEMETIRY ENDOWMIENTS
190194 * * * -
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SECTION 1i—OTHER DIEECTORS.

A.—Monthncy CLoSING OF THE ACOOUNTS.

195. The initial accounts of cash and gtores, which are main-
tained in sub-divisional Officcs under the directions contained in
Sections 1 and 2, should be closed on the 25th ur such earlier
date belween the 19th  and the 25th as may be fixed by the
Accountant-General for the purpose, in order that the accounts
return of the sub-divisions may reach the Divisional Office in
sufficient time for the compilation of the monthly account of the
division. and its submrssion to the Accountant-General by the
prescribed date. ’

Nott.—In cases where Sectional Officers are authorised te  maintain
separate initial accounts of stock in their charge, which bave to be incorpo-
rated in those of the sub-divisions, they may be permitted, except in March to
colse their mouthly accounts three days before the date of closing fixed for
the subdivision. This limit of three days may be relaxed by the Accountant-
General in exceptional cases.

Local Ruling under Ariicle 195.

The transaction of the calendar month subsequent to the closing
of the accounts should be treated as that pertaining to the accounts
of the following month. Tn the month of March, however, the
initia] accounts of the sub-division should be kept open until
the 81st,

196. The cash and stock accounts of the Divisional Office
should be closed on the last working day of the calendar month.
The Transfer Entry Buook of the month should be closed as scon
as possible after the expiry of the month, but before this is
done, all necessary transfers, e.g., those relating te the levy of the
prescrihed percentages for establishment, tooly and plant, super-
vigien charges, ete., should be made.* '

+ See Article 212 below.
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B.—REVIEW OF UNSETTLLED ACCOUNTS.

197. 'I'ne several regisbers and scheduleg relaling fo tue sas-
pense and deposit heads of accounts fhe Contractors’ Ledger,
Works Abstracts and Registers of Works should ke reviewed
monthly, so that the action necessary to effect the expeditious
clearance of outstanding balances, whether by actual recovery or by
adjustments in the accounts, may be taken regularly throughount
the year. 1n February or early in March, special steps should be
taken to bring about all possible reduction in the number and
amounts of cutstanding items at the close of the yeat.

Local Buling under Article 197.

Thie procedure prescribed in thig Article should also be followed
in regard to the Rent Registers and other recordy of assessinent
and realization of revenue reierred to in section 4 of Chapter 11X
of this Code.

1v8. Himilarly, special action should be taken early in Mareh
to bring to account all remitbance, transactions and other Habili-
ties and assets awaiting settlement, and to eflect clearance, 1in
the accounts of March, of as many out-standing items as possible.
Tiabilities, as well as outstanding debits and credits remaining
unadjusted at the end of March, should be watched individually
o secure their clearance before the accounts of the year are closed
finally. It ig not suthcient that the Divisional Office should bring
to acconnt all the transactions, the responsibility for which
devoives on itself. 1t ig equally important that nccessary action
he taken to move the other parties concerned to bring to acconnt
or seitle the ontstanding items; the interveniion of the Accoun-
tant-Gieneral may he sought, where necessary.

Norr—In connectlon wilh {ransactions with other Uievernmoynt and
with Railways, it should be borne in mind that the Central Ageounts

Scotion of the Iteserve Bank cloze their hooks for the year ap $he 15th
April « wide Article 234.

C.—_CLOSING CF THE ACCOUNTS OF THR YEAR.

199. The financial vear terminates on the lst March and
actual tronsactions taking place after 1hat dafe shonld on no
accounlt he treated ag pertaining to that year. In order,
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however, that as many of the unadjusted outstandings of the year as
possible should be cleared and the errors jn accounts coming to notice
after the 31st March should be rectified, if possible, within the accounts
of the year, the Transfer Entry Book and the Stock Accounts should he
kept open for inclusion of transfer entries relating to rectification of
erross and for settlement of outstanding tut not (In the case of stock
accounts) for actual tranmsactions. These accounts should be closed
on the 20th May or on such date as may be prescribed by the Aecountant.
General (see Article 236.).

NoTE.—Accounis of transactions with other Governments and with Railvays
must be settled completely and communicated to the Accountant-General by the
12th April at the latest :  vide Article 234, ’

Lecal Rulings under Ariicle 199.

1. The Government have fixed the 20th of May as the last day for
the March Final Accounts to be sent by Public Works Disbursing Officers.

2. If any adjustments in accounts L.ove been purposely deferred till
the close of the accounts of the year, it is permissible to eilect them after
the 31st March, in the same way as adjustments in rectification of errors
noticed after that date,

D —{CORRECTIONS IN ACCOUNTS.

200. (¢) If an item in the accounts which properly belonge to a revenue
or expeaditure head is classified wrongly under another revenue or ex-
penditurs head, the error may be corrected at any time before the
accounts o1 th> year are closed, but, after the accounts are closed, ne
correction is admissible except as permitted in Article 251 of Volume
IV * and except in coces affecting the accounts of works including those
falling under Article 149.

¥ This refers to volume IV of the Comptroller and Auditor-General's  AccouLt
Code. *

113-6—11
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Note.—I. Errors in suspense accounts are governed by the rule in clavse (#).

Nore.—2. If an error is detected after submission to the Accountant-General of
th: Divisional Officer’s Supplementary Account of the year (vide Article 236), it
should be reported to the Accountant-Geenéra? for his instructions, unless the amount
isnof more than ten rupecs.

(&) All errors affecting debt (ihcluding suspense) and remittance
heads must be corrected, however, old they may be.

{¢) When a correction is permissible, it shonld be made by a formal
transfer entry, but when it is not permissible, a suitable note of it should
be made in the account concerned, :

20L. All corrections in accounts which may be advised by the
Accountant-General on his auditing the documents should, after verifi-
cation, be carried out in all relevant records in red ink and attested by
the dated initials of the Divisional Accountant. A reference to the gudit
note or other advice should also be noted against the correction.

Local Ruling under Article 201. |

The Divisional Accountant is responsible that all corrections advised
by the Accountant-General are specially brought to the notice of the
Divisional Officer,

E~Pro Forima ACCOUNTS.

202. If, for the purpose of any pro forma account which the Accountant
General is required to prepare or check, it is necessary to deteimine
the charges incurred on a particular work or service, or a group of works
or services, the expenditure om it should be booked separately in the
general accounts, eventhough, under rule, it may not be customaiy to
estimate or account for such expenditure separately. Detailed instri g~
tions in this connection will be issued by the Accountant-General in
consultation with the Government concerned, where necessary.
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Local Rulings under Article. 202,

1. The pro forma accountsfshowing the results of the working of
irrigation, navigation, embaukment and drainage projects, productive
as well as unproductive for which capital and revenue accounts are kept
are prepared annually by the Accountant-General in accordance with
the rules prescribed in Appendix 3 to Volume IV of the Comptroller
and Auditor-General’s Account' Code. These accounts are known
as the Administeative Accounts of Irrigation, Navigation, Embankment
and Drainage Works. .

2. Tn the case of buildings in charge of the Public Works Department
which are available for occupation as residerces capital and revenue
accounts are prepared triennially by the Accountant-General, for each
circle of superintendence, in accordance with the rules prescribed in
Appendix 2 to Volume IV of the Comptroller and Auditor-General’s
Account Code and any further orders that the Government may have
jssued.  For this purpose, Divisional Officer should furnish the
Accountant-General annually with the necessary data, in respect of such
buildings of their divisions as may haveito be included in the circle
accounts in the prescribed forms. .

NoTg 1.—On closing the account of a work involving expenditure on the const-
ruction, acquisition, or equipment of building intended to te ustd as a residence, or
expendifure on additions and alterations to an existing residential building, the Divi-
sional Accountant should sce.-— !

(i) that if it is new building, it is entered in the Register of Rents of Buildings
and Lands,

{ii) that steps are taken to obtain the orders of competent authorily to assess
or revise the vental, as the case may be.

(i'{) that the correct capital cost of the”building, is noted for entry in the nextset
of capital and revenue accounts, the note being made in the register of buildings refer.
ved to in the Madras Public Works Department Code. )

MNote 2.- Note § applies also to expenditure on the provision of speciel i
in connection with residential buildings such as furniture, ete., for \?uhich ?‘?r.l‘:‘.m?:
charged separately,

Note 3.- If a builling is actually occupied prior to closing the accounts of expen-
diture on construction, acquisition or equipment, rent is nevertbeless cherpe:tle from
the date of occupancy and should, thercfore, be fixed provisionally with the sarction
of the competent authority . . -

113-6—11A
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F. Acoounts IN OFFICES TO BE RECONSFITUTED

203. When, in consequence of the reconstitution of executive charges
or of any other arfangements, the dccounts of two or more Divisional
Offices dre to b amalgamatéd or those of any office are either to be
bioken up info parts or closed, the Divisional Officers concerned should
apply in tinte to the Accountant-General for the instructions to be obsers
ved in regard to accounts in giving effect to"the airangements.

Local Ruling under Article 203.

(i) Works in progress and Cn all the occasions referred to in this
(i) ;‘l;;prg‘;ﬁfggg‘;ﬂww";ﬁ Article, the necessary transfer betweeu
7 ‘sanctions not yeb cOfi- hees of unseitled accounts (for examples
pletely opérated upon, see margin), of Habilities not yet brought
(iii) Stock and othef sus- to account, of quantity accounts of tools
, E‘mﬁfﬁ“ﬂa&wm . and plant and road metal, and of felevarit
8,‘;) Deposit and cash balahce. accourit and eitablishment retords (ini-
(vi) Unrealized rent and dludinig unused forms of cheque books
__bther févenue, . and recéipt books), should receive the
(vii) Interest-bearing securi- §pecial attentiof of all concefned.

ties,
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CHAPTER IV—ACCOUNTS RETURNS RENDERED BY
PUBLIC WORKS OFFICERS* o
A. General
204. The directions contained in this Chapier shall regulare the
procedure relating to the compilation of divisional accounts and to their
subrniss.on to the Accountant-General. * ¥k ¥

Local Ruling under Article 204.

" The duties of -the Divisional Accountant in regard to the grdit
of works transactions are laid down in Chapter 6 ‘of Section IV of the
Audit Code (1950 Edition) and the rules in the Chapter should be taken

as supplementing those rules.

(G.0. Ms. No. 393, Finance, dated 25th March 1964.)

M5re. —In ths Blectricity Department, where-Chief Accountants have been appoin-
t:d, ths raizs regediaz the daties aad functions of the Divisional Acobunta?:}zoall?e
cyrared by sadarass ocders of the Gaveramant wiich are incorporated in'the depart-
mental Manual.

B. SUBR-DivVISIONAL ACCOUNTS.

205. Arrangements should be made, under the orders of the Divisional
Officer, for the despatch of the sub-divisional returns menticned below
to the Divisional Office on such dates as may render possible the com-
pilation of the monthly or other periodical accounts of the division on

_the due dates:—

" (a) Copies. of the:Cash-Book (Supported Twice a month o offencr as may be

by youchers). directed the "Divisional Officer

the copy for the last period of each

month together with the Cash Balance

}grp%rlt !?;mgt l_?er_:tc“;n}] the  date” fixed
ar ‘closing the "Cas ok; i

Article 195, Books - vide

* N.B.— The procedure prescribed in this-Chapter is primarily applicabl
Public Works -Department. The detailed procedure for the Eleg'higi?ylﬂde;atr?mg:
which is some what differcnt, 15 outlined in the Departmental Manval. ~ B



166

205] ACOUNTY RETURNS RENDERED BY [caap.Ly
PUBLIC WORKS OFFICERS, .

——— R —— ——

(&) Abstracts of Stock Receipts and Issues, Within thrce days of the date om  which
Forms P.W.A. 5 and P.W.A. 6, the accounts of 4 month are closed,
supported by receipted invoices or .
other voucher and] extracts from
Registers of Stock Receipts and |
Issucs (Copies). -

{¢) Works Abstracts (accompanied whare . Do.
necessary, by statements of Outran
from Manufacture and Transfer
Entry Orders) for each work in
progress, in connection with which
there was any transaction during
the month. : '

(d) Petty Works Requisition and Accounts Do.
for each petty work in progress, in
connection with which there was
any fransaction during the month
{in originab),

(¢} Transfer entry Orders, Forms P.W.A. 7, Do.
relating to the accounts of the
month, other than those proposed
from $ime to time and transmitted
separately, vide Article 108,

{f) Such other returns as may be necessary Bo.
for Compilation of the accounts
required to be submitted to the .
Accountant-General under orders
of Government, vide Article 239.

Nore 1.--The tofal of the ** Cash ™ columns on both sides of the copy of the
sub -divisional cash book should be expressed in words in the Sub-divisional Offces
own hand in token of his having satisfied himself that is a true copy and correct in all
respects,

Norg 2.—The Accountant-Gieneral, to elimatc the work of preparing copics, may
permit sub-divisions at the headquarters of a Divisional Office to maiatain two alter-
native Cash Books--one being submitted in original to the Divisional Offce at the
ead of the month and the other being used in the month following. ¢

Norte, 3.--The Accounts Returns received frem sub-divisions should be  further
chcf.;ktl:c_(l_' mdaccordance with the rules prescribed in this behalf jo the Audit and” Depari=
nicntal Codes, : o
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Local Ruling under Article 203,

1. In addition to the returns mentioned in the above Article. Sub-
divisional Officers should submit to the Divisional Office the following
returns in the manner indicated against each.—

(i} Accounts of Receipts and Issues of
Tools and Plant {Forms P.W.A. I
and I} Supported by the necessaty
vouchers and acknowledgements in
original.

(i) A caetificate regarding the scrutiny of

y the materials-at-site  Account  of
minor works and repairs.
(i) Statement of Receipts, Issucs and

Balance of Road Metal (Forms
P.W.A.IV).

(iv) Such Statement or reports in connec-
tion with the recoveries of rents of
building and lands as the Divisional
Officer may require the Sub-divisional
Qfficer to prepare,

{v) Estimate of probable requirements of
cash, if prescribed by the Divisional
Officer. . -

(vi} Balance return of Stock (Form P.W.A.
XD,

¢vii} Register of. Tools and Plant {Form
PW.A. I

(vit) Reports of wverification of stdres,
including materilas-at-site of works.

Within three days of the date on which -
the accounts of a month are closed.

Batw2en the 10th and 15th of the follo-
wing month See Local Ruling 1 under
Article 126,

Monthly-See Local Rulling 21 and 22
under Article 92.

Monthly-See Local
Article 116,

Rulling 2. under

Monthly-See Subsidiary Rules 55 under
Treasury Rule 16.

_Half-yearly, on dates fixed by the Divi-

sional Officer See Local Ruling under
Article 239, -

Yearly, on or before te 15th October.

Immediately after each verifcaticn.

A covering letter in Form P.W.A. XXXVI should be seot to the
Divisional Office along with the returns specified in items (b} t. (¢} in
the above Article and in item (1) above.
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A detailed list in Form P.W.A., XXXVII should be sent with all
Works Abstracts and Petty Works Requisitions and Account—items
(c) and (d) in the above Acrticle. The Muaterials-at-site Acccunt, Form
P.W.A. XXV or XXVI should also be seat with Works Abstracts, when
NECessary.

1 The Divisional Accountant, while examining the Cash Book of
the Sub-divisional Officer, should see that the total amount of cheques
drawn by him during that month does not exceed the prescribed limit
(see Subsidiary Rule 55 under Treasury Rule 16),

C.—COMPILATION OF MONTHLY ACCOUNTS.
I —Introductory.

206. Save as provided in Article 207, all the transactions of the divi-
sion, as recorded in the initial accounts of cash and stock and in the
Transfer Entry Book, should be posted direct from those sources.in one
or other of the schedules prescribed in this section, the details being in
some cases recorded in supporting schedule doclets (vide Article 209).

207. The cash and stock transaction booked under the head * Transfer
within Division ™ should not be included in any of the schedules leading
to the monthly accounts. Nor should the following transactions be
posted in the schedules from the initial accounts specified against each ' —

(i) rransactions recorded in the Cash Book under the head “Cash
from Treasury ”. These are brought to account through the Transfer
Entry Book as a part of the entry “ Total amount of cheques drawn

(i) transactions brought to account in the initial accounts of stock
(Forms P.W.A. 5-and P.W.A. 6) through thc Cash Book or the Transfer
gatry Book, ¢.g., stock purchaged in cash, stock sold for cash and stock
received from works
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CHAP, V] ACCOUNTS RETURNS RENDERED BY [2G7-203
. PUBLIC WORKS OFFICES,

Local Ruling under Article 207,

To ensure the accurate compilation of accounts, it is essential that
the transactions referred to in item (ii) in this Article are not brought
to account twice, and the Divisional Accountant should see that all
items of this class are correctly separated off in the lower part of the
Abstracts of Stock Receipts and Stock Issues, Forms P.W.A. 5 and 6
See Instruction (2) printed on these forms.

208. Before the actual compilation of the various schedules and
Schedule dockets, etc., is undertaken, the Abstract Book, Form P.W AL
23, may be written up from the original Cash Books. Abstracts of
Receipts and Issues of Stock and the Transfer Entry Book in accordance
with the instructions printed on the standard from. The book will
consolidate all the transactions of the division and will, thereby, facilitate
the location of errors and omissions made in the compilation of the
Monthly Account from the schedules and also serve as an independent
check over the compiled accounts.

Local Ruling under Article 208,

The Divisional Accountant is responsible that every order or sanction
affecting expenditure to be accounted for in the Monthly Account is
noted at once in a suitable register (or other account), preferably one
wherein the expenditure incurred against it can be watched readily,
General sanction fo estimates and approporiations for works -should
be noted in the Register of Works Sanctions to fixed charges of a
recurring character, e.g., those relating to the entertaiment of work-
charged establihsments shounld be eatered in the Register of Sanctions
to Fixed Charges, Form P.W.A. XXXVIII. For sanctions {o special
payments chargeable to the accounts of works,.and other miscellaneous
sanctions Form P.W.A. XXXIX, Register of Miscellaneous Sanctions
will be found suitable, :

Nott |.—Forms P.W:A. XXXVII and XXXIX masy alse be used-in respost
of sanctions t0 confingent vxpendi-tic when: it iz not brcught tc account in tah
Monthly Account, but scparate pages of those repisters skould be sct : nd for thio

pl.‘lI‘DOSG .
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Norte 2.—Sanctionz 10 estimates for werks sheuld be entered in the Register of
Works, eventhough a collective register of all sanctioncd ¢+fipites te mairtiinid
by the Djvisional Of ficer for his own information,

I, Schedule Dockets :

209. As cash vouchers and transfers entry orders relating to (i) charges
on works, other than percentages charged for establishment, tools and
plants, etc., and (ii) other items of expenditure or disbrusement for
which a contingent bill is not required (Sec Article 226), are received
and are scrutimzed, they should be posted into Schedule Dockets in
Form P.W.A. 24, a separate from being used for—

(a) each work to. be accounted for in a Schedule of ** Works
Expenditure Form P.W.A. 27 or in the Schedule of Deposit Works * * *
Form P.W.A. 33 * * #_ vyide Article 219 * =*

(b) each manufacture or other item of expenditure debitable to
Stock and to be accounted for in the Schedule of Debits to Stocks, Form
P.W.A. 28, vide Article 216; and

(c) each separate class of charpes (including refunds of revenue)
for which a schedule in any other form has to be prepared under the
rules in this Chapter.

Cash receipts which have to be taken in reduction of expenditure
(vide Article 20) should be posted as refunds, with brief particulars of the
trapsactions. .

210. At the end of the month, the Scheduled dockets should be com-
pleted in respect of the stock transactions. All the Stock debits and
credits of the month as recorded, in the lower part of Forms P.W.A,
5and P.W.A. 6. Abstracts of Stock Receipts and Stock Issues, respectively
other those brought to account through the Cash Book and the
Trnasfer Entry Books, vide Article 98, should be posted in the schedule
dockets. The total of the month’s Stock transactions, relating to each
schedule docket should be entered therein as a single figure plus or minus
according as it is a debit or a credit, and if there are both debits and
credits to be entered, the net result only should be posted,
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211. The schedule dockets should then be totalled and reconciled
with the works abstracts in the case of works, and with the schedules
concerned, in the case of dockets of class (¢) of Article 209. All the
vouchers (including acknowldegements for stock supplied to contractors),
transfer entry orders, survey reportts, and sale accounts which are required
to be submitted to the Accountant-General (vide Article 232) should
then be attached to the repsective schedule dockets which should be
numbered in a separate series for each month,

Note 1—Accountant-CGeneral may at their discretion, permit Divisional Officers
to post the schedule dockets at the end of the month from the Work Abstracts, as
soon as the latter are completed and checked. Accountznt-Gereral way also, at
their discretion, dispense with the preparation and submissicr.of a schcdule docket
for a work, when the outlay on the work cousisis entircly of paym«nts on muster
rolls or other vouchers not required to be submitted to the Accountant-Gereral, In
that case, the Divisional Accountant should record a certificete in ke last coJumn
of the Schedule of Works Expenditure againct the relevart jfem that the vouchers
in support of the item are such as arc not required to be submitted to the Accountant-
(eneral under the rules,

NoTE 2~Some of the schedules mentioned in clausc (¢} ¢f Articlc Z{5 inelude
charges for werks supported by a Schedule of Works Experditvae. Such charges
and other transactions relating to the works expenditvre sheuld be posied in tlo
schedule dockets for the works concerned,

Local Ruling under Article 211,

The audit of schedule dockets is conducted in the Accountant--
General’s office on the assumption that petty vouchers and initial stock
accounts in support of the certified amounts of unvouched and stock
charges have been duly audited by the Divisional Accountant in detail
and are available for test-audit, The Divisional Accountant is, thetefore,
personally responsible for the accuracy of these amounts as stated n
schedule dockets.

(G.0. Ms, N, 393, Finance, datcd 25th Wercb 17 64)

212, For percentage recoveries made on account of establishment,
tools and plant, and accounts and audit charges, a single schedule docket
should be prepared in Form P.W.A. 25 which should embrace all Govern-
ment as well as non-Government works on which these percentages may
be leviable under rule .
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Notz—This form serves as the trnazfer eniiy oider relntis ¢ t6 thoegrecoveries
(ide Article 196) and shoufd, therefors, be sigred by the Divisicral Cfficer,

HI. Schedules.

(e} Schedule of Monthly Settlement with Treasuries.

213, After the settlement of account mentioned in Article 89 has
been effected with treasuries, a Schedule of Monthly Settlement with
Treasuries should be prepared in Form P.W.A. 26 sepatately in respect
of the treasuries of each account circle.

Local Ruling under Article 213.

Form P.W.A. 26 is required for submission to Audit in Original.
The office copy’ of the details recorded in it shopld be signed by the
Divisional Officer and carefully recorded for a period of twenty yéars.

(b) Schedule or Revenue Receipts.

214. The following schedules which are only extracts of the Registers
prescribed in Articles 113 to 115, should be prepared in the same form
as that of the corresponding registers:—

(i) Schedule of Revenue Realized.
(if) Schedule of Refunds of Revenue,

(iii} Schedule of Receipts and Recoveries on Cap'tal Account.

NOTE~— A separaic scheduled should be prepaicd for cack clast ofpeceip. forwhich
(gparatc register is maintained urder Artick 113,

Loeal Ruling under Article 214,

When under a major head of revenue. there are more than one system
of works for which separate revenue accounts are kept a summary of
the receipts of all systems working up to the total of the major head shou'ld

also be prepared.
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(¢) Schedules of Works Expenditurc

215. (@) After a recoaciliation has been effected between the totals
of works abstracts and relevant schedule dockets, a Schedule of Works
BExpenditure should be prepared in Form P.W.A. 27, separaiely for
expenditure relating to each of the following classes:—

(i) each major head (or a division thereof shown separately in
Appendix 2* to Volume 1) under which expenditure is recorded, a separate
schedule should be prepared for *“ Central” and * State ” expenditure
in the case of “ 50.—Civil Works " in States ;

NoTe—This form is not used for moanufacture trnasactions vide Asticle 216,

(i Military Engineer Services ;
(#ii) Railway Works ;
(iv) Posts and Telegraphs Department Works.

(v) Archineslogical Works of the Central Government connected
with the conservation of ancient monuments which are debitable to the
Arcliaeclogical Départment ; :

(v) all other Government works including occasional works of
classes (i) to (¥v}; and

(viiy all non-Government works other than Deposit Works
for which separate schedules are parepared, vide Article 219

(b) Except as provided in sub-paragraph (c) below, only those
works on which expenditure has been incurred during the m: nth should
be included in the schedule. The entcies being detailed in the order of
the prescribed heads of the accounts classification in the case of works of
élasses () to (v) and grouped separately for each Government Depart-
ment, division, local body or other party concerned in the case of works
of classes (i} and (vii) All works forming part of single project or system
should in all cases be groubed together.

(G.0. Ms. No. 383, Finance, datcd Zr.d Msy 21968.)

*Seqg foutnoto 1o Article 10 above.
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(¢) The schedules pertaining to the accouats for September anid
March (supplementary) should include all works, including those relating
to which no transactions have appeared in the accounts of these months
nnd copy of its should be sent by the Divisional Officer to the
Superintendting Engineer to appraisc the latter of the excesses over
the Estimates, allotments, etc. The schedules pertaining to the accounts
for June, September, December and March  (Supplemeniary) should
include all works relating to National Highways and the Central Road
Fund to enable the Accountant-General to furnish quarterly statements
of expenditure on such works to the Government.

(5.0, Ms. No. 383, Finance, datcd 2nd May 1£68.)

Local Ruling under Article 215.

In the case of projects under constructions, the schedule of works
expendityre should show the total expenditure up to date on each of the
heads subordinate to the minor heads {e.g. headworks, main canals,
and branches etc.) as also the total amount of the estimate for comparison,

As regadrs “Revenue Accounts ” ,the expenditure under * Extensions
and Tmprovements” and “ Maintenance and Repairs” should be
arranged by works under the several detailed heads given in Appendix 2.

() Schedules of Suspense Transactions,

516. (a) All debiis to stock should be collected in Form P.W.A.
28 Schedule of Debits to Stock, The entires in this schedule should
be arranged in four groups—(1) * Manufacture ”. (2) *“Land, Kilns,
etc.”, (3) ““ Storage” and (4) * Other sub-heads ** Under, (1) should
be detaifed all manufacture operations in progress and under (2) all
works in progress in connection with the acquisition of land, construction
and repairs, of kilns, ete., Under (3), should be shown, the expenditure
which is incurred, after the acquisition of the stores, on work-charged
establihsment employed on handling and keeping initial accounts, the
custody of stock and the maintenance of the store godown or yards, etc.



175

Erab, 1v] ACCOUNTS RETURNS RENDERED BY [216-217
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Under (4), should be shown () individually, all itmes of expenditure
on the carriage, handling, etc., or stock materials, when the cost of such
processes is debitable to the sub-head of stock under which the materiais
are classified (vide Articles 98 and [31), (b) individually all items of
acquisition of stock materials for' which an estimate is required, and
(c)fcollectively all other itmes of acquisition of stwck materials. In
respect of each manufacture operation, the outturn of the month (vide
Article 156) should also be shown ia the schedule. The operation and
out turn should be centered in two separate lincs,

(&) An account of suspenses head, ** Stock ” should next be pre-
pared in Form P.W.A, 29, Stock Account. Part I of this form is the
main account which should show the receipts, issues and balances,
classified by sub-heads. Separate figures should be given in respect of
the sub-heads * Manufacture ”, * Land, Kilns,, etc.” and “ Storage”
and all other sub-heads (vide Artcile 95) should be lumped up, Part II,
the Detailed Account of Issues, should be written up first, and from
this part and the Schedule of Debits to Stock, Form P.W.A. 28, should
be prepared Part I,

Local Ruling under Article 216,

1. If the Divisional Officer is specially authorized by the Govern-
ment to sanction the carriage, handling, etc., charges up to a specified
money limit ,it will devolve upon the Divisional Accountant to conduct
a serutiny of individual items of expenditure against the Divisional
Officers’ sanctions but all items of this class should be detailed in the
schedule.

{(G.0. Ms, No. 393, Firance, dated 25th March 1€64.,)

2. In Madras separate figures should be given for all the sub-heads
mentioned in Form P.W.A. 29

217, (@) Transactions relating to the purchase-suspense,

The following documents should be furnished with the monthly
accounts for facility of check in the audit office,
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(i) List of particulars (showing number of ommibus Transfe
entrics, ctc.) of credit 10 the suspense head parchases, aggregating in
the figure shown in the classified abstiact of uxpenditure form PW . 2.
41, .

(#) Abstract account of credits ; debits and balances Of the
purchase account in the form of part i of Form P.W. A. 31

(i) List of items outstanding under the suspens head Purchases,
for more than six months (to be furnished with the monthly Account
for September and March only).

These documents should be prepared on the basis of entries in the
Register of Purchase, Form P.W.A. 17.

(G.O. Ms, No. 383, Ficance, deted 2nd May 1968.)

(b) Tranmsactions relating to Miscellaneous P.W. Advancs
—Suspense ™.

A schedule of “ Miscellancous P.W. Advances ” restricted to items
effected during the month should be prepared in the Form P.W.A. 32,
In addition a list of items outstanding for more than six months should
be furnished to the Accountant-General every half year with the Monthly
Account for September,and March.

Nore.—In the Schedule of Miscellaneous P.W. Advarces for the month otler
than March, items which do not exceed Rs. 5 cach ey be thowr in & lumpsian. i to
authorised by the Accountant-Gereral,

These documents should be prepared on the basis of entires in the
Register of Miscellaneous P.W, Advance in Form P.W.A, 17.

(G.0. Ms. No. 383, Finance, datcd 2nd May 1568.)

Note 1—In respect of Purchaics, the Accountirt-Gerael may sl Glire de
use of Form P.W. A, 31 in the case of divisions where the number of outsterding items
is very large but the number of supply affected by the monthly (ransactions is small.

NoTs—2 In the Schedule of Miscellancous P.W. Advaree for the motihs citar
than March, ftems which do not exceed Rs. 5 each may be shows in & lumpsum, if
the Aceountant-General so authorizes,



177

CHAP. IV] ACCOUNTS RETURNS RENDERED BY [21%-220
PUBLIC WORKS OFFICERS.

218. The schedule for the Suspense head ‘‘London Bieres”
has already been described in  Article 167. The schedule fer
“ Workshop Suspense ” should be ' Prepared in sueh form as may
be prescribed by  Government in cousultation with the
Accounlant-Generat. *

(e) Schedule of Deposit Transactions.

210. After the reconcilistion mentioned in Article 211 has
been effected, a consolidated record of the  iransactions of 8
month relating to all Deposits Works of the division should be
prepared in Form P.W.A. 83, Schedule of Deposit Works. 'Lhis
schedule should show in respect of each work, the amount of
deposit received and the cxpenditure incurred, both during the
month and up to date. The amount of deposit received for each
work should be numbered ag a single item, but the transactions
which relate fo (1) the share available for works expenditure and
(2) the total amount recoverable as establishment, tools and
plant and audit and accounty charges. if any, should be shown
separately thus—

For Works Expenditure.
For Percentagg Charges.

Nore.—Refunds nnexpended balance of completed works gshould be
taken in reduction of the deposits and, therefore, shown in the Schedule
ag minus realizations and not ag expenditure.

Local Ruling under Article 219.

The percentages leviable should be adjusted month by month
as the works expenditure is incurred, but the Accountant-Genersd
may authorize the adjustment to be made once & year in the
sccounts for March, provided that if the accounts of s work ars
closed in an earlier month the adjustment must be made in that
montl.

990. After transactions relating to Deposit works have been
posted in the Deposit Register Form P.W.A. 17 3 Schedale show.
ing onlv the items affected during the month should be prepared,
Torm P.W.A. 85 being used for the purpose.

(G.0. Ms. No. 383, Finance, dated 2nd May 1968.)

« See the Local Ruling under Article 168,
113+6=12
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Norn,—The Accountapt-Gegeral “wiy aiithoiizé thé uge of alleruative
Form P.W.A- 35 updor the conditions preseribed 1 Notd 1 to Article
217, 'Thig form ig in two parts—1%art [, Abgteact Agcount, which gheuld
show the {otals for each clugg of deposity, npd Part 11, Detailed Extract
from 1he Teposit Register.  In Part 11, only guch jtemg ghonld bo extrae-
ted from the Depasic Regiter as are affecicd by the month's  transuctions,
but in the gehedules for the month of June, Sepiomber, Decamber and
March all current items ghould he ghown, thoge not affected by the
month'y trangactions being also included. -

Local Ruling under Arpicle 220.

The Schedule of Deposity should also include the cost of all
Court of Wards’ Hstale works entrusted to ibe Public Works
Department for execution

() Schedule of Takavi Works.

221. * * * i

(g) Schedules of Debits|Credits to  “ Adjusting  Account
between Cenfral and State Governments” and  “‘Adjusting
Accommts with Railways'’,

12992, (u) In Form P.'W.A. 37, separately for debits and crediix
under each major head, shoula be brought together all fransac-
tion,, which originabe 1.. the division and have to be adjusted by
the Accountant-General through  the major heady “‘Adjusting
Account between Central and State Governments and ‘Adjust
ing Account hetween account with Railways ”* pide Article 15.

(b In Btate divisions, the fransactions included in the
Schedule of Debits/Crodits to  ‘*Adjusting  Account between
Central and State Governments’ should be grouped according to
the prescribed heads of classification, while In the Central divi-
siong the tramsactions included in them shovld he detailed by
each Government.

(e} Similarly, in both the Central and State divisions. the
fransactions included in the  Schedules  of Debits/Credits to
* Adjusting Account with Ruilways ” should be grouped aceording
to cach Railway ' -

Nore.—Pereentage regoverien for avdit and aceounts ghould appe:r
in thoge schedules in the cage of State divisions only. )
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(d) Items or groups or items for which details are given in
the separate  schedules, e.g., Bebedules of Receipts (Form
P.W.A. 9) and Works Lixpenditure (Form 1"'W.A. 97 or P.'W A,
41y, should be shown as a single item,

© Local Ruling under Article 292,

In the place of the suspense Schedules prescribed im this
Arficle, a separate account should be compiled in Madras for
Central transactions az Fart II of the Monthly Account Form
P.W.A. 42. The transactions relating to the Central Government
under the Public Works Revenue and Service heads and Mis-
cellaneous heads of account will be secounted for in Part II,
while those relating to {le Madras Government and other State
Governuents (except Coorfi) under the above heads and olher
Debt and Deposit heads will be included in Part I. Tach part
of the account should be supported by the requisite schedules
prepared in accordance with the detailed instructions issued by
the Accountant-General—see alse Articles 228 and 229.

{h} Schedule of Debits/Credits to ** Inter-State Suspense
Account”.

923 Tn divisions under the adminisfrative control of a State
Government any transactions which originates in the division on
behalf of any other State Government shoulg be collected in
Form P.W.A. 88, separately for debit and credit {ransactions.
The items in the schedule should be detailed by eack Govern-

ment. o
(i) Schedules of Debits/Credits to Remilttances.

994 All romittance transactions other than those mentioned
in Articleg 222 and 223 should be collected in Form P.W.A. 39,
separately for debify and credits and the entries grouped under
the headings given in the sample entries in the form.

113-A—12A



180

225-226]  ACCOUNTS RETURNS RENDERED BY PUBLIC [erar 1v
WORKS OFFICERS. .

(j) Schedule of Debits, Credits to Miscellancous Heads
of Account.

225. Subject to such instructions as may be issned in this behalf
by the Accountant-General, all disbursements and receipts which cannot
be accounted for in any of the other schedules prescribed in Articles 213
to 224 should be collected in Form P.W.A, 40. The transactions to
be accounted for in this schedule must be such as are adjustable finally
in the books of the Accountant-General under one of the non-Public
Works major heads of revenue and expenditure or a debt head appelr-
training to the accounts of the Government to whick the division is
subordinate.

Notg 1,—In Central divisions income-tax recoveries from workcharged establish-
ment and receipts on account of cemetery endowmenis should apear in the Schedule
of Credits to Miscellaneous Heads of Account. Similarly, in these divis ions, per-
centage recoveries for accounts and audit should appear as credits or minus debits in
the Schedule of Credits or Debts to Miscellaneous Heads of Account, according as the
amounts are creditable to " LI Miscellaneous—Fees for Government Audit” or
* 20 audit ”; vide Article 72.

NoxE 2.—Save as provided above, no transactions should be accounted for under
the final or debt concerned and shown in the Schedulcs of Credits or Debits to
Miscelleanous Heads of Accounts, except under the authroization of the Accountant
General. Ordinarily, they should be shown under the remittance head * Public
Works Remittances—IIL  Gther Remittances * and included in the Dcbit or Credt
Schedute (Form P.W.A. 39), as the case may be.

Local Ruling wunder Article 225

Expenditure on Famine Relief works should be entered in the
* Schedule of Debits to Miscellaneous Heads of Account ”,  Expenditure
on Iocal loan works should alse be entered in this Schedule supported
by a Schedule of Works Expenditure.

IV.—CONSOLIDATED ACCOUNT OF CONTINGENT
EXPENDITURE,

226. When cash required to meet contingent charges is drawn from
treasuries by cheques all contingent charges (including stock and adjust-
ment charges) should be consolidated in the form prescribed in Treasury
Rules of the Government coacerned for the monthly detailed bill of
contingent charges counter-signed after payment (headed * Not Payable
at the Treasury ). Particular of charges need not be entered in this

ccount, except in the cases of miscellaneous items which do not fall
nder one of the classified sub-heads for specific charges.
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Local Ruling under Article 226,

In Madras, the procedure prescribed in this Article applies
only to the Electricity Department. In the . Public ~ Works
Department, the cash required to disburse contingent charges is
obtained from treasuries directly by bills in the same way as cash
required for payment of pay and allowances, in accordance with
the rules prescribed in this behalf in the Tamil Nadu Treasury Code
and the Tamil Nadu Financial Code.

V.—CLASSIPIED ABSTRACT OF EXPENDITURE.

237. A Consolidated account of all expenditure  debited
against the grant of the division should be prepared in Form
PW.A. 41, classified abstract of expenditure. The figures relating
to the several major heads (or divisions thereof shown scperately
in column 1 of the Classification table in  Appendix 2* 1o
Volume 1) should be entered in separate sections, airanged in the
order indicated in the Appendix and in the case of major head
«s0. Public Works” in States the ° Central” and “ State”
transactions should be shown in two different sections.

Note. 1 —When works for Military Engineer Services, Railways. Posts
and Telegraphs Department and Archaeclogical Departiment are undertaken as
a standing arrangements Fide Article 215, and funds for the purpose ate
allotted to the division, the expenditure transactjons connected therewith
should also be abstracted in Form P.W.A, 4i, in accordance with the classi-
fication preseribed in respect of the works concerned, vide Article 17,

NoTE 2.—Refunds of Revenue should be excluded from  ¢his Abstract a3
they are treated as minws Revenus, vide Aricle 21. On the other hand
“ Receipts and Recoveries in Capiral Accouats ™ should be included in this
Abstract as minzs  expenditure, as they are taken in reduction of the charges-
under the major lead concerned,

* See foot-note to Article 10 above.
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¥1.—Monthly Account,

228. Finally, the Monthly Account should be prepared in Form
P-W.A, 42. This account is an abstract of the entire receipts and
disbursements of the month, as detailed in the various schedules
and registers, and shows also the opening and closing eash balances,
On the back of the form are recorded (1} a memorandum of mis
cellaneous cash receipis paid into freasuries and (2) a certificate
in respecy of the closing cash balance of the subordinate disburs-
ing officers.

229. The entrieg in the Account should be divided into $lLree
groups: (1) Revenue entries, which are totals of receipts of the
Governrment concerned under the several major heads, as taken
from the Registers of Revenue Realized. Form P.W.A. 9, (9)
Expenditure eniries, which are the totals of expenditure of the
Government concerne] for the several divisions of major headg and
posted from the Classified Abstracts of Ixpenditure, Form
P.W.A. 41, and (3) Other Heads, under which both recsipts and
disbursements are posted from the Schedules of Deposits. * *
“*Adjusling Account between Central and Stafe Governments,
Adjusting Account with Railways’’ Adjusting account with Posts
and Telegraphs Adjusting sccount with Defence *‘Inter-State
Suspense Acconnt’”’, ‘‘Remittances” and Miscellaneouy Heads of
Account, Form P.W.A. 34 to P.W.A, 40,

Note 1.—The entries posted under the geveral heads in the monthly

account should be chegked with corregponding entries in th 1;
Book (Form P.W.A. 23). 168 In the Abstract

(3.0. Mg No_ 383, Finance, dated 2nd May 1988.)

Nore 2.—The tolsls of the golumng for receipta and dighurgeme
mush agree and, if there ig any difference due t}: cagh beingmin str.lﬂ,?g
between two dighursing officers, its amount should be ineluded in the
closing balance and the certificate of ansh balance ghould be amplified to
explain the amount and the steps taken te adjugt the differcnce,

D.-SUBMISSION TO ACCOUNTANT GENERAL.

230, Tha Monthl_v Account should be submitted so as to reach
the Accountant-General’s office by such date between the 7th snd
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10th of the month {cllowing that to which it relates, as may be
fixed by the Accountani-General in - consultation with the
Divisional Officer. It should be supported by the following
documents® {— " T A Y

(1) Schedule of Revenuo Realised, Form lI
P. W. A. 9, and
Extracts from the registers,
() Schedule of Refunds of Revenue, vide Article 214
Form: P. W. A, 9

(3) Classified Abstracts of Expenditure, vide Article 227.
Form P, W. A. 41

(4 Schedule of Works Expenditure, ViderArticlef215.
Form P,_W. A. 27«

(5) Consolidated account of contingant vida Ariicle 226.
expenditure (with noecessary voughars)

(6) Schedule Docket of Percentage vide Article 212°

Recoverjer, Form PW. A, 25,

(7) Stock Account, From P.W.A 3 I
(withSale Accounts jn support of the Yide Article 216,
Cash Credits to Stock)

(§) Schedule o Debits to stock, Form
PW.A. 25

(9) Abstract account of credits, debits
and balance of purchass Account,
Form PWA 31 suppored by a list Exiracis from the rclevant
of credits to tho sugpense head szcijons of ithe Susponse
s purchases™ during the tronth Registers, Vide Article 217
showing reference 1o th: Transfer
cntry orders aggregating to tha
figures shown in ths Classifisd
Abstract of Expsuditurs, Form
PW.A. 41,

* NotE~In the Electricity Department, certai:; “of' these accounts retutns
are with the approval of the Covernment, not sent to the Accountant-Ceneral.
These ate specified in the Departmental Mapual which should be taken as

supplementing this Code. Coo .
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( 0} Schedule of Miscellanegus kW,
Advances, Form P.w.{&. 32,

11) Schedule of London Siores, Form
P.W.A, 18,

(12) Schzdule of Workshop Suspense
(in ths prescribzd by Government,)

(13) Schedute of Receipis and Recoveries
on Capital Account, in th= same
from as that of ths registers

(i4) Scheduls of Dockets, From P,W.A, 24
(with necessary vouchers, transfer
eniry orders, survey report and sala
aceounts atiachad to cach),

{15) Schedules of Credits and Dobits to
“Adjusting Account petwaen Congral
and State Government, Form P.W.A.

(16) Schedules of Credits and Debits to
Adjusting Account with Railways
Form P,W.A 37

(17) Schadules of Credits and D.bits
to “Adiusting Account with
Posts and Telegraphs”, Form
PW.A. 37,

{18) Schedules of Credis ang Depits to
Adjusting Account with Pefence
Form P.W.A, 37

(19) Schedules of Credits and Debits to
“Inter-State Susépense Accoungs,
Form P.W. A, 38.

{8 Schedvlcs of Credits and Debpiis to
Remittauces, Form P.W.A. 39

(21) Schedules of Credits and Debits
to Miscellaneous Head of
Account Form P.W.A. 40

(22) Scheduls of Monthly Seitlement
with Treasuries, Form BW.A. 26
(with supporcing C onsolidated
Treasury Receipts and Certificate

. ofssuep signed by treasury

*  -Officers,) :

Vide Article 218

Vide Axticie,214.

Vide Article 209 to 211

Vide JArticls } 222,

VidalArticla| 222,

Vide Article 223

Do

Vide"Article 223,

Vide Article 224.

Vide Article 2235.

Vide Articies 213!
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(23) Schedulo of Deposits, Form . Vide Articles 2 25.
P.W.A. 34 or P.W.A. 35, Extract
from the Deposit Register, korm
PW.A. 1.

(24) Schedule of Deposit Works Form vide Articles 219,
P.W.A. 33 (with Reports of Pro-
gress of Expanditure,

(25) [ ] L

{26) List Accounts submitted to Audit
Form P.W.A. 44

(27) Copies of Tools ard plant received
sheets and Tools and plant Indents
{only in respect of Specia] Tools
and plant).

Nort 1.—'The Copsolidated Account of Contingent Expepditure is net
required to agcompany the Monthly Aceount, if contipgent charges are
drawn by bills presented direct at treasuries. :

Nore 2. —If the Divisional Officer ig required by any rule to make a
forma] report, periodically, of the progress of expenditure on a Depogit
Work, to the adminigtrator or depositor concerned, a report setting forth
the amount of the estimate, the tota] deposity regeived and the progres-
give expenditure, ghould accompany the Schedule of Deposit Works, so
that the Accountant-General may, after audic of the schedule, verify the
repori and forward it to the local body or porsons concernmed.

Nore 8.—If the Divigional Officer ig authorize to refund, without
reference to higher authority, fineg which have beep remjtted by a Court
of law, the original orders of the court should accompany the Schedule
of Refuundg of Revenue, ag the audit of the refunds made in such cages is
gonduc'ﬁd by the Acecountant-General on the authority of the orders of
the court.

Local Ruling under Article 230,

The Divisional Officer should send the repork; described in
Note 2 under the above Article in  regard to all deposit works.
The reports should be sent in Form P.W.A. XI.. When two or
more works relate to the same depositor, they may be dealt with
in the same report. '



186

231-232] ACCOUNTS RETURNS RENDERED BY fcnav, v
PUBLIC WORKS OFFICERS.

931. The schedules relating. to the suspense and deposit
aceounts should be submitted to the Accountant General month
after month, so long as there are balanccs outstanding under the
acconnf concerned, whether there have been any transactions dur-
ing the month or not. In respect of the Schedule of Deposit
Works, (orm P.W.A.), the Accountant-General may dispense
with the submission, every month, of Part II of the Bchedule,
provided (1) thaf this par submitted invariably with the accounis
for March and (2) that, if Part 1T for any month contains works
any expenditure on which has been debijed to Miscellaneous . W.
Advances, an exiract from Part YT relaging to sach works only is
submitted to him Subject to thosc exceptions, the remaining
schedules are necessary, only if there have buen any transacilons
during the month.

239. {g) With the exceptions noted below [as to which how-
ever, see clause (b) below], all vouchers and transfer eniry orders
in support of cash payments and other charges in the accounts
g¢hould accompany the Monthly Account:—

(i) muster rolls or other vouchers in
to labourers, irrespective of amount;

(ii) vouchers in support of payments of wages to members of
the work charged establishment, when the Divisional Officer 13

authorized to sanction the posts held by them;
(iii) other vouchers, whether relating to works or
gencies, the amounts of which do not exceed Rs. 50;

(Memo, No. 75715/ Codeg 63 4, dated 3rd October 1963.)

—Youcherg not gnbmitted to the Accountant-General should be
f o perforating or endorging stamp and kept
able for tesh audit whenever demianded by him,

in acknowledgment, of issues
witorn from manufactore

support of payments

contin-

NoTB.
¢ pancelled ' by meoans o
sarefully to be made avail

(iv) invoices or other vouchers
of stock materials, including issues of o
to stock;
{v) vouchers in gnpport of payments made for the cqnverm:un
of cash deposits into interest bearing securities, in cnses I which
no voucher other thau the security itself or a ssfe custody certifi-

cate of the secutity exista: and
olags  in  mot  submitied to Lhe

Nore.--When a voucher of thig . )
Accountant-General, the reagons shonld ho noted agaivgt the entry of ite
amount in the schedule dockek, or T the Gchedule of Works Expenditure,

vide Article 211,
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{(vi) transfer entry orders of the classeg enumerated below ;-

(4) thoss involving debits to Remittance heads otherwise
than in respect of expenditure on works; .

(b) those relaiing to charges which are supported by
vouchers received in {ransfer ;

(¢) those involving a debit or credits to London Stores, or
a credit 1o » Revenue head (Gross Receipts) or to any Miscellane-
ous Head of Account otherwise than in respect of cxpendltme on
works.

(b) All vouchers (other than muster Rolls) in support of
debits to contractors should be subraitted to the Accountant-
General even though falling under any of the exceptions to
clause (a).

Nore 1.—The provisions in clauge () and (b) of this A,lticle apply also
to vougherg received from aother divigions, departments or Governments,
in support of transfer debity raised by them.

NOTE 2.—The terma “ Voucher ” used in clanse (o) includes Advices of
Trapsfer Credit apnd Acceptances ¢f Transfer Debit recceived from other
divigions, departments, ete., in the cage of the docket for Schedule ol
Debitg to Bemittances,

{¢) All vouchers in support of payments for land acquired
ghould be submitted {~ the Acconntant-General,

{d} ANl survey reports of stores and sale accountg should also
accompany the Nljt;nthly Account, Sale accounts in support of
cash eredits to stock shonld be attached to the Stoek Account,
Trom P.W.A. 29, survey reports and sale acCounts in support o
other eredits to stock should be attached to the schedule docket
pertaining to the works or accounts debited, and the remaining
survey reports and zale accounts should be attached to the
schedule dockets relating to the works or accounts credited.
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233, Deleted.

(234, In connection with the accounts for March, the following
points should.-reoeive special attention :—

b (2) the entry of the closing cash balance should be supported
Y '

(1) the original Cash Balance Reports of all disbursing
officers including the Divisional Officer, and (2) a certificate of
the Divisional Officer to the effect that he has obtained on or after
31st March and retained in his office, an acknowledgement from
the officer or subordinate concerned, in respect of each- item of
imprest or temporary advance shown in the Cash Balance Reports
of the division for 31st March ;

Note.—The orlginal Cash Balance Reporis of subordinate disbursing officers
should be initlalled by the Drivisional Officer transmission t¢ the Accountant-
G:neral,

() to Part II of the Schedule of Monthly setilement  with
Treasuries, Form P.W.A. 26, should be sub-joined a statement in
the form given below, in respect of the oheques drawn to mect
payments of works :(—

Particulars. Number of chegutes issued, Amousnt.
1. For the whole month

2. During the last five
working days of the
month,

(¢) the Schedules of Credit/Debits to the heads ** Adjusting
Account between Central and State Governments ¥, ** Adjusting
account with railway, ** Adjusting Account with Posis and Tele-
graphs ¥, * Adjusting -Account with. Defence ™ and * Inter-State
Suspense Account” shculd invariably be despatchcd so as to reach
‘the Aoccountant General not later than the 7th of April of the
succeeding vear and all correcting entries affecting those  schedules
should be intimated to the Aoccountani-General so as to reach him
by the [2th of Aprii at the latest.

(G.0. Ms, No. 283, Finance dated. 2nd May 1968.)

235, Within six weeks of the submission of the Monthly
Account for Match, a consolidated certificate.in respect. of  balamces
other than cash, should be forwarded to the Accountant-General
in Porm P.W.A. 46, Annual Certificates of Balanoes, .



