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PREFAGE

TheCivilAccountsManualcontainsdetailedinstructionsandprocedures,

relatingtopaymentsmadebyPayandAccountsofficersandbychequedrawing

DDOs of civ' MinistriesrDepartments of the centrar Government and accounting'

compilation, consolidation of annual accounts and inter-departmental, inter-

governmentar adjustments and anc*rary matters which are required to be followed by

Accounts offices. These instructions cover most of the facets thereof and include

standardised forms of various accounts registers/records/returns to be maintained

andorsubmittedbysuchoffices'Duetopassageoftime,anumberofchangeshave

arisen necessitating their inclusion in the provisions of the Manual to cope with the

needs of tirne. This revised edition incorporates all correction slips and related office

Memoranda issued so far'

2. Three new chapters rerating to Bank Reconc'iation - Expenditure Account

Transactions and Revenue Accounts of CBEC and CBDT have been introduced and

these wirt herp in the understanding of the reconc'iation process of Expenditure and

Receipts Accounts of .BEC and .BDT with pubric sector Banks and Reserve Bank

of lndia'

3.ThismanualisbroughtoutindiglotformasenvisagedunderArticle343ofthe

constitution of rndia. whire every effort has been made to make the Hindi translation

correspond to its English text as closely as possible' the Engtish text may be referred

to where the meaning is not clear from the translation. Any errors or inaccuracies

coming to the light may kindly be brought to our notice' so that these are corrected in

/1

the next edition' 
qLi. -Mv*J

Dated : 11th January, 2AO2

New Delhi

(usHA SAHAJPAL)
Gontroller General sf [s6ounts
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Transfer EntrY
Treasury Officer
Utilisation Certificates
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CE{aPTER 11

APPROPRIATION ACCOUNTS (CIINTRAL CIVIL)

I I.I CONCEP'I AND SCOPE

l1.l"I Appropriation Accounts means the accounts rvhich indicate the expencliture

rboth Votecl and Charged) of the Government for each flnancial year cornpared witl't
rhe amounts of voted grants and charged appropriations for diff'erent purposes, as

-specified in the Schedules appended to the Appropriation Act passed by Parliarnent.
These Accounts are submitted to Parliament uncler Articlel5l of the Constitution and

.rle intencled to disclose:-

(a) that the moneys indicated therein as having been disbuLsed, were legally
available for and applicable to the seryice or purpose to which ttrey had

been applied or charged;

(ii) that the expenditure confbrms to the authority which governs it (excc'ptiotts

heing listed out in the Appendix, ref'erred to in tlie certificate rnenlioned in
para 11.3.4(a) below);

(c) the effects of reappropriations arderecl by the NlinistryiDepartlnent.

11.1.2 If any nlolle:/ has been spent during a financial yeitr in excess of thu: itilltlunts
11' voted glants/chargecl appropriation:; (separately under the revenue anr-l c;rpitai
.ections). the circurnstances lea,ding to snch an excess rviil be disclosecl throtrgh these

.r!coltnts enabling Parliament to regularis;e it or otherrvtse. Sr-rch regLilat'isrtion ot'

:\cess wjll hc. made by Additional Grants submitted to Parliarnent under Artir:lc I l-5
-l the Ct,nstitiition of Inclia after rcceipt of recomrnendations of the Public Accout-tts

Coiitrlitte.: in respect of lhe expenditut'e incurred itr excess of tlre voted

:rants/charged appropriations fbr that year in Plirliament antl Budget Division.

\ote 1:As per reconrnenclations of rhe Pr-rtrlic Accounts (lontutittee (Third l-ok Sabha

lq65-56) containetl in paraglaph 4.26 ol'l.heir 45th Report, an cxr:ess ol
expencliture over the glant in a year which is excit-tsivt-'ly clue to an oniission to
accollnt for such expenditure in an earlier year'(when the gi'ar-rtlapprtpriation
actually remained r,rnutilised in that year) does not require regulalisation by
Parliament under Article I l-5 o1'the Constitution of India.

\*rte 2:Cases of "New Set'vicc/Ne'uv Instlunrcnt of Service" c;in be regulariseri onlyt in
the ensuing year aftet' the original Demands for Grattts are pl"esented ir,

Frrblualy preceding and not alter that e nsning vear throu-eit the Supplelucntary
Dentancis lor Grants iFor dclermin:rtion ofi cases cl' Nerv Servicc/Nerv

Instnrnleirt of Serl'ice - Anrrc'xure "A" to Chaplcl J. klinistry of Financ*

O.M.No.F.7( l5)-B(RA)/82 dt.l3-4-82 rnay bc rci'errcci to). Regularisatiot't

ol'cirses lclating to Nerv Servjcc/Nerv Instrutlent ol' Sct'r.'icr ntay bc stri;rnittcd

as applicah,rle to the.citsc',s ol'explanatot'y notes lbl cxces-c.



11.1.3 Schech-rle 1o the Appioplr;rtion Act containin." the Chargecl antl Vlted sunrs
Gross) ibr Revenite antl Capitai cxpencliture is basecl on the Part tr (Muin) gf rirc

L)etnltltcls lb| Gl'lrnts pt'esented ttr Purlilrrrent unclcr Ai'ticle ll3(3)sl'the Corrstit*tirrn.
Pl|t I is bLrilt up fiorn flie cletaiis ernboclieel in Part Il i.e. gran6.vise lncl iniiirr
ieadwise details of the same Demands fbr Grants ancl Detailecl l)ernands fbr Griurts
-'resented subseqitently to Palliament fbr discussion on the Butlget. Sincc the Union
[itrr,'t. Appropriation Acconnts (Civil) ar'e a supplement to the Union Government
i:inrnce Accounts prepared on a net basis (viz. Gross expenciiture minus recover.ies).
:he relittionship between the two is arranged by below the Iine recoveries inclicated in
l;le fbrm ol'Note below Palt II ibicl at the time of leconciliation (Expendit're Bucl,uet
\-olume II inclicating net expentlitLu'e and n-rinor heach,vise details of Ma.f or
Ht-acls/grarnts and/or appropliations in Part il ol'Dcrlancls fbr Grants).

II.2 CHIEF ACCOUNTING AUTHORITY WHO IS TO FINALI,Y
APPROVE AND SIGN THE HI'AD\,VISE APPROPRIA'T'I(}N
ACCOUNTS

ll.2.l Uncler the depaltmentalised system of acct.runting, the Secrctary of each
\linisfly/Department acts as the Chief Accounting Ar,rthority and is finirlly responsible
-,r ilppl'ove and sign the Headrvise Appropriation Accounts of grernts/appr-opriations
-.lruinistered by his Ministry/Departntent" He is ;"rssistect by the Financi:rl-Actviser/pr.-hief Controllel/Chief Controller/ControlleriDy" Controller o{ Accourrts in the
-'''epatatiott of tirese accottnts. Horvever, in the cuscs ol rninistries havirrg independent
).cretary fcrr diff-erertt Departrnents, each Secrt-:tiu'y rvill tirnction as Chief Acc-6unting
\Lrtholity ibr the respective Department e.g. in thc Ministry of Inclustry. Secretary in
nu (i,i l)epartment of Industrial f)evelopment and iii) Department ol Inth,rstrial"pglicy

::'tr-i PLotttotion and in the Ministry of Law and Justice, Secretary in (i) Department of
-r-{al Af{ail's and (ii) Le-eislative Depaltment l','ill function ls respcctii,e Chief
\- :trrrnt irrg Authority.

i,

The fbilowing Grants or Appropriations, however, constitr:te exceptions in this1r.2.2
::.lld:

Grants or Appropriations ale prepared by arrci sirnecl by
lelatins to
Chandigarh

Daclra and
Haveli

Audit

Nagar

Staff, IJouseholcl ancl

\llorvances 01'

Plesiclent

L..k Sabha

Accountant Gcnerai
[A&E), Punjab,
Chancligarh.
Accor-rntant Gcneral
(A&E). GLrjarat.
Ahrnedabad"
Director Ge ne nrl of
Auclit. Certral
Re'n'e11Lres.

Ner.l'Delhi.
P,AO. Pre sicient's
Secletariat.

PAO" Lok Sabira

Accountant Ge ne ral
(A&E). PLrnjatr,
Chandigarh.
Accorrhtant (icltqlal
(A&E). Cu jarar,
A li rnctl;.rhiul.

Dy. Conrptroller &
Ar"rclitor C]e neral o1'

India.

Secretary to tlre
President.

Se clet:lr'\, Ct:nclrri.



Ruj,va Sabha

SrrLrr"etariilt of the
Vice-Presiclent

Lrnion Pr"rblic Service
Commissinn

Suprerne C\rurt of
Inciia

Eicction Comnrission
of inriia
Airilaman & Nicotlar'
Isiands

L)aman & Diu
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l t,3 Ii{}R]\{ ETCJR T}{N PRIIPARATION (}F T{F]AT}WISR APPTTOPRIATTON
,t{'{l{}tlN'I'S At"ONGWITH t}'t'FdFltt Ai\CI{,1,;\RY ST'4TEMHiqTS
:\N {} A{.'( JTTHDI'ilND AUI}I"[ OFFI{:I{RS

l.-1.1 [:,i,.:i: Prilii-'ipiil Alcurnts Otlicc slt,rll pltp.u'c. itt lltc prescriLreri f*rnr (S:iirtplr:

: Str!ili:irce ser Annc.'irrre-l). HeltJrvistr Apprnplitrtinn r\ccittlnfs firr each

'l -riri::'l'r1:r"iaticn oi' the Nlinistrv/[)!'1.];tlttll*nl rlr"icliv ilc{-'tll'di!}g tt-l tht'

,..rr.-'l;riirlcilcttr:l"iuS uFto Sr-r[r-lretii lcl'el (l I rtigii cur-l,r'r i.e. N'la.ior Herad 4 ctigits"
--\irLjr,r'l-lcarl I rligiis. N{inor t{cncl -l digitri ud sui:-licitl 2 digits. Il'there is nn
--\i.rtrrr l:;r'lil, "'{l{i" is t*ken lirr Sr-rh*N4ii!*r l-ic;rd tc iiriit:rv Linifil'r:titf itl'r.:oding

" 'i..l,,tit:-r blsel'! oir tlctai!cri I)em:rncls ii..r'Gt'littts \tlllptlriiitg th*t:: s*i"xirately b5'

. .-jjilili:i ri' [tecrlr.cries *d]r-rstcci in ilie iii:eouttls ii: rcilttr:tit'tli ilf c:pen11iiut"c"*
---.\rirr--l! rs p.rr Oliginri Buriget Estiinattrs plinted in []*taiir:il IJ*tn*tttls lar {iranil
i r;;i'r1:is1-11;lttiit\/ L:\lillt:ries as ,rhou'n iir stipplct"ttctlt.it')' Ilctnatrds iiir Crlntr. ii'.rnv,
.- -i,.ilir{-is ,.rl rupeer, I}rincipal Accextnts i}lilce r,vouki cnsilrc thr: icii*rt'ing:-

\{iLinl lle:u:l totrls tc lre shor.vn in lhe Hcaihvi-"c,,\ppropriatioii Al]counts its Fel'
. ,.' iri:rliitttis ilr'{,:t'liitis ls iriso ili'oviii(lns ut'i"ccix'crics shrtwtl ilt ;\itnr:.ritt'c*ll

. - i:i:rr ol' c:;pr'rrrliiirrc slrriLllrl sirictil,' irt-' ilt crlt:li:r'r;ii1)l u,itlt lltc h1:rit:r" ilcri,l
. - ,:,.,, i1 iii lirc (jliiss Ijiriir:tt l:lstrittratcs ,t''t,1 ,'t;f lr':ot"ic:r in l\{:.riit l)t-rtiltttds ll.'i'
, '::..cnt0tl to l)lr[i illrrrr-'irt l-'v Nj in. r-,f"5:iLi;.ittcc. Aiiv ti isct'r.l]ill'ic,v i]lr.ra:ftrci! in tll'ti

.,. ., itltc!ti\ r it. ii'!lrn [)cin:rntls lirl iir'iiltlr Ii:iil []ciarlcLl LiLl;]li,liltls i'ix' Lit'iiiits

,'.il'iiilrir, ].1J irriluglit ir iilc rictic:t ul' ,\rlnrii:i';tt'rtiilc lJirristr'1ll-rti:it. iilr

- ,.a.!,!iu'\r eorlis..i;iiirrtt h;'[irrrlgci l-]it'is,iort lt't'l ili. n!'f'j!ttlil"tfc.

&



l. Sul;plernentary Delltands for Grants providcs provision r"rpto Majol Head level
E>r:i-v. Tlic: clistributron upto sr-rb-head level should. therelbre. be f'r-rrrrished as received

fnrnr Adntiliistrative Ministries/Departments, to verity the authenticity of
sLryrplcrncnlary provisions depictecl in the Grant Statement/Headwise Appropriation

At't',,tlt)ls,

4t.3.2 Foi expecliting Audit scrutiny, these Accounts are prepared in two stages:-

gtagg: I-: (Gr4lt,qtatg :'

In Col.l

(u) Vat'ious suh-heads irs ped Detailed Demrnds lbr Grants: lrnd

(tr)'fhe appropriation/pfovision in respect of each, narnely, Original denoted

by letter 'O', Supplementary denoted by letter 'S' and the Surrender or

Ileappropriations denoted by letter 'R' for charsed/voted

app'opriations/grants (Plan- and Npn-PIan are shown toeether)-

In Col.2

(a) The figure of total grantlappropriation which is the net effect of 'C)','S'&
'R.'. As surrendered amount(s) is/are accounted fbr under''R', the

srrrrendered amount(s) as accepted try Min. of Finance is/are shown by

opening the head "surrenders/withdrawals within GrantiAppropriation"' to
ensllre that the acttral grant (Original & Supplementary) voted by

l'arliament ts shown under concernecl segment/section.

(h) Explanations for. the variatiori denoted by 'R' should also be inclr,rciecl e.g.

"Col.1: saving/excess was mainly due to........-'........"-.......'..." as per

nornN given in para I 1.5.1

ic) The original bLrdget estimates ancl supplementary estimates, if any, in

columns | &2 of the format of Statement o{'Recoveries will also be given.

Nqri.e: The actual recovery should be shown against the correct head fiorn which the

amount has actually been reduced while con.tputing the S.C.T. figr"rres. The

. ngrnenclature in Annexure tI should be in confornrity with those shown in tlie
S.C.T. It rnay be noted that even when a head does not atppezrr in the detailcd

Detnands lor Grants, it can still be adopted in Annexure II to clepict the acttral

(Budget Division).

Stige-II - Headyise Ap :-

In Col.3

"l'!'r: 
f igirri:s ol ltctu'll expentliture:



ln Col.4

T'he variation (+) Excess or (-) Saving, betrveen the f igLrres olCol.2 ancl Cril.3.
The i'easons fbr variation in Coi.4 will also be given e.s. "Col.-l: sitving/excess ',\'i;rs

dLre to ....". In tiie Statement ol'Recovelies etc., thc actr,ral u'iil
be sho.,vn sicle by sicle w'ith the total estimates and also the v-aliation (+) N4ole or (-)

Less.

11.3.3 Soon after the commencement of the new financial year, each Pr. Accoltnts
Otfice rvill complete Stage I of the Headwise Appr.npriation Accounts with the help of
Main L)emands fbr Grants and Detailed Demands fbr Grants and suppletnentiu'y

Denrands for Glants tor the vear, Re-appropriation Orders issnecl by tl-ie

MinistryiDepartruent controlling the grantlappropriation and/or surrender orclers. if
any, issued b,v thenr and ts accepted try Ministry of Finance. The Grant Statenrent
(Stage I) wiil be veritied by the Budget Wing of the Ministry/Depa(rnent concerued

before being issLred under the signatures of PT.CCA/CCA/CAIDy.CA etc. As per the

time table issued by the Controller General of Accounts (CGA) eirch rclu'. the

Principal Accounts Offlce will furnish one copy of this Grant Statentertt to tlte
Principal Audit Officer i.e. Ofllce of the Director General of Ar-rdit. Clentral (evct.tues"

Nelv Delhi (DGACR) and three copies to the accredited Audit Officer and trvo rLrpii-'s

to CGA:-

in cas': of grants/appropriations relating tcr thc accredited Ar-rdrt Otfice r

(i) Ministiy of Defence

(ii) fulini:;trie,c ,tf Aglicr-rltr-rre. Chemicais &
Ireltilizers, Civil Avittion, Clotrttnerce. Coai.
Fco<1.i Food Processin-s Ind. & Cir il Supplies.

Clonsi-rrre r Al'titirs & Pr-rblic Distribirtion.
lirclr-rsrrv. Peit'oleunr & Nattrral Gas. Mttlcs.
Porv'rr'. Steel. Si-rrflce 'franspot't, Rrtral Area>

& Ernployurent, Texliles, Tottt'isnr. Lirban

;\t'fairs ct Enrplol'ment. Water Resout'ccs.

tiii; l)cparurre nts of Atoluic Enet'gy,

Eiecti'onicl. Space. Oceatt Developntent iinil
h'linistries <il' Environmcnt & Fllt'csts, Nrxt-
Conventiorrai Ericrgv Sources. and Scic'nce &
I et'ltrtulotr.

r iv t Li. f . ol l-ak-'lildu'eep.

r,.' l Antiltit;tt-i & Ni.:r..lr;ir I:!lttttls

.' i) ii;uli:rn lrnil l)iu

r65

Director General of Ar-rdit. Dct'ence
Sen it'e., Nerr Dclhi

Pr"Director of Audit, Ecixrinric anel

Scir,ice Ministrres. New Dclhi.

Pr'.Director of Ar-rdit, Scicntific:
Deparfnrlrnts. Nr'w Delhi.

Pr.l)ii'e c tor
Ciiicrrtiir.
I)i. Dilcctor
hlr-rn:brii.

ALiriit. Cr:rrtr irl.

;\uilit. Ci:rrtrill.

{)l

ri=-] iRll..,l r,f Fin:;ricer'Nni2n{} !

,,f



(vii) Othel thau above all cases Director Ceneral of Audit. Cenrnrl
Revenlres, New Delhi (DGACR).

This Grant staternent should be accompanied by following clocuments:-

(i) statemerrt indicating the No. and date of the var.ious
Reappropriation/Surender Orders taken into account while preparing the
Grant Statement, r.vith a certificate to the elfbct that:-

(a) the statement is complete and contains all the Reapplopriation/Sunencler
Orders issued in respect of the particular -erant/appropriation durin-e the
linancial year.

ance vide
dated

(ii) attested copies of all R.eapprcpriation and Surender Olders issued during
the i-inancial year and taken into account for preparing the Grant Statement.

(iii) Statement of funds reappropriated to anrl frcm the different sub-heads (vide
lbrrn in Appendir 'A't.

(iv) Staten'rent of Recoveries adjust.-iJ in reciuction tif expencliture.

(v.) Statement showing distribLrtion Lrpto sub-head level of supplernentary
Demands f'cr Grants both lbr Gross and Deduct recoveries-furnished by the
Adlninistrative Ministries/Deptts.'

(vii Certificate to the effect that '"th,.-i'c is no clse rr,'hich attracts tl'rc: provi:;ions
oi 'New ServicelNew Instrument -,-'f Service' in terms of Appendix 'A' to
Chapter 4 ref'ened to in pare 4.3.2 of Min. of frinance. DEA No.F.7( l-5)-
B(RA)/s2 dr.l.r-4-82".

(vii) Certificate to the eff'ect that "lncreasing o[ bircl-eet provision by Rs.l.00
crore and rnore under a sub-head has been made rvith the approval of
Secretary ( Expedditure)"'.

(viiilCertificate to the effect that "Alt savings/excess inch-rded in ,he
Apprnpriation Accounts are covered by the valid re-appropriaticn/surrender
ordefs issued by competent authority under delegated power and no re-
appr-opriations are made subsequenfly to cover the actual expenditure".

Note: A tew Demands rvor-rld encornpass provisions for nrore than one Departnrent
under a Ministry. ln such a case, the plovisions wculd he madc rlcpartrlent-
."vise within the Revenue Section and Capital Section anr-l thereafter the grancl

total stluck unds-r c'uch recticn. A scpararte shecf sllorving nra.jor heaclwise-
cornbined prorision ol ull the clepartmeuts be attached alier both Reverrue urcl
Capital Sections.

(b)all Surrender Orders have
its Audit Order

been acceptecl by the Ministry of Fin
No(s)........



1I.3.4 Alter cotitpiying lvith all the observatrons macle by rhr- r.rcci.crlitcd Auclit
OtTlcer. Pr. Ar-iciit Oi{'icel anci CGA on the Crant Statentent lStage I). tlrc pr.. Accour.tis
Ofllce will initiate action lbr Stage'iI ol the f{eadwise Appropriatill i\r-cor-rrrts clue
for rendition to Audit/CGA as per Tirne Table issuecl by Couir.oii,--r C'icnc-ral of.
Accounts each year.

Each accor-rnt rvill also be acconrpanied by lhe tbllor,ving cclti['ici11s5 xp,1
statements:-

(a) "Certified to the besl c'if my knowledge ancl trelief. that ail expenclirr-rrr: inclucled
in the Headwise Applopriation Accounts: Union Governrlc-rrt 1('iril;: ibr the
year ............... has Lreen sanctioiiecl by the competent authoritl, (cxcepl lbr the
cases mentioned in the Appenclix).

(This certificate will be lecorded at the end of the bocly o1'the Account itself).

(b) Staternent showing Reconciliation of figules of expenditure inclutlecl in the
Headwise Appropriation Accourtts ancl the Statement of Central Trrnsactions
(Annexure III) duly certifled as under:-

(i) Certified that Rs
expenditure figLrres shown

....."..........(ttrs.) shown above agrec with the
in the Statenrent of Central Transaciions iol tht:

year ........ furnished to Controller General of Accounfs"

(ii) Certi{lecl that the figr.rres of expenditure includr:ci in the Heaclw!se
Appropriation Accounts stand reconciled and a<:ceptecj by the concernerj
F{eads of l)epartmentslControlIing Authorities.

Note:- In the case of composite grants. sub-heaclrvise details of expencliture r.vill bc
fr-rlnished monthly and iinnually by the various accounting agencies viz. PAOs.
Accountant General etc. to the Pr. Chief/ChiefTControllers o1' Acconllts
responsible fbr preparing the Headwise Appropriation Accot.rnt.s ol' therst:
gt'attt:.

(c) Statement showing Reconciliation of figures sub-heaclwise inclucle-ctr in thc
Headwise Appropriation Accor-rnts (inclLrding Statement o1 Recoveries acljr-rstecl
in accounts in reduction of expencliture) and upto Minor Fleadwise shown ip the
Statement of Central Transactions (Annerur-e lV).

(d) Statement shorving the "z\itrounts mci fl'om Aclvances out of Contingc:ncv
Ftrnd of India" (AnnexLtre VI) but rernaining unrecouperl at the encl of the year
(i1'no such adv;utce rentaineci unrecouped, a Nil st:rtenrent rtray be fLrrnishccl).

(e) Accoullt(s) of c-iu'ntat'ked IrLrncl(s) cor-rtaining briel'descriptiolt of the FLrntl
Accor-rn1(s), its accoultting c)peration, the ye:rr's leceipts ancl paymcnts rvitlr
opening and closing balances.



A ccrtificatc in.the lblloiving fbrm must als.lrs' .riven on * separ'te sheet to beencloscrcl ivith the Headwise eppropr.iation Accounfs:_

(i) -'certified 
that the earmarkecl fhncls included in the Union Governmenl(Civil) Appmpriation Accounts fbr the year. ..... ar.g eligible forinclusion and have tire prior- conclrrrence of the c&Ac of India,,.

(ii) "certified that there is/are no tund(s) which {s/are eligible for inclusion in

::: ::::l ll:ti,.tifffl,:il".:i",1;;,::Tf;:;i'o 
-r* 'H 

v€ar

(t) rf in any segment viz. Revenue-voted; Revenr-re-c/t(trge(l: capital-Voted;
Capital-C&argetl.of the grantlupprupritttfon; the c-xpenditure has exceeded thesanctioned provisionizpp ropriation, a certificate to the effect that theexpenditure has not exceeded due to miscla:;siticationlerroneous ad;ustrnent inthe accounts, showing also the actual ligures of excess anrount in units.

{g) Certitied that all the expencliturc incuned during .. relevanr togrant/appropriation No............. has been includecl inine Appropriation Accountfor the yeal""'.....'..'.".. ttttd no amount/amoi-rnts pertaining to it has/have beenleft unadjustecl uncler anv'suspenselrernittance heads lbr wernt of paid oou.h".,
etc..

(h) Reasons fbr variatiorts hetwecrt figures o{ total glant/appropriation -- c].1. I(original + Strpplernenrary, iI anyi and actuar expe'cliture (col.3) under thevarious sub-heads q,arifying fbr comnrents keeping in view workin;1priuciples given in para rl.{rwill be ohtainecl by" the pr. Accor-r'rs officefiom thc Br.rdget win,u etc' of rhe Ministrl'/De;r;irtni'ent anti incorporafecl in thr:Heaclwise Appropriation Accounts. T'he z\ccorrnts rvili be seni fbr ar_rditscrrititr5' to the concernecl accreclitecl Auclit olric:er ;md pr. Ar-rciit officer(DGACR) duly si-rnecl t-ry rhe pr. Accounrs officer" cnp;", or rheAppropriation Accounts will be sent io various aufhorities o, ,rr., ,,ug. o,indicated belorv:-

2 copies
2 copies
2 copies

Note: Pi' Accoitl]tc offlce wc;ulcl not rinly preparcr Appr.opriation Accou'ts of theexpenclitttte incr-trred by the Pa;; & AccilLrnt.s ot'l]..-n urcler its control butworrld trlso inciude figures of expenclitlue rcpoilecl by the Agent Defartments
who have incurrccl expenditure on behal{'ol'ihe Fr-rnciional d.pu.t,n.nt on thebasis of the sanctiernec.l issr-retl by. the lufte r (in rel.llls of this OfflceMe'rora'clunr No. l(sx7yg6/TA/ r0g9 dr.30- i 0- r986).

I l'3'5 Il' any iutporttnt t'catrrres illL' cliscioscrl irr thc Fic;rrh,vise Appropriation;\ccounts, the Princilral Accounts Olf iccr.thft)Lrsh Financiaj Atlvisc_r ,n"y i_,ri,_,g tt,.rnto the notice olthe Clriel-Accotrnting ALrrhor.iiy.

(a) AccredireeJ Audit Ofllcer
(b) Pr. ALrdit Oflicer (DCACR)
(c) Contloller General of Accounts



1t,4 ST]A{;''.UI F{F;Ai}trtITStr At}T}tT$PfiIAT'IOI{ ACCOUNTS DUI,Y
AU$I'l'EI) ANt) ;LPilt{$VFl[] I3Y
;{L-rTH{}R1?V {}fi iitrl,Fi.

CHIEF' ACCOUNTING

tr 1.4.1 Aiter: rirc .Accolint of' e-ac!r Eru'tt/nppropriutiort peltaining to the
il,'lfini-qtry/ilcpiirtinenl is ar-rditeii airil "lio Corir.r'r'rilts'' certificate is issued by the Audit
Ciiicer, flie iirraiised Accr:uni w,-rulcl be put up to the Secretary for apploval on the
iile thro:"lgh the Frinanciai Ariviser, iniei-uiia. blrnerng to llieir notice any important
variaii*rls ar *itrei pr:ints or featr"li'es arising r;,-ri of the ar-rdit scn-itiny.

F{ote: Th* Aiiiliieci F{ead'rvise Appropriatiu--n Accounts shoulci be submitted within
one u,eek cf the r'*ceipt of Aiieiit's 'No Commerrts' Certiticates. In the case
whei'o 'Nc, Ci-.mtitent-c' Certrlicate is sLrb-ir-ct to some .{udit Observations, the
acroui.tt:l inust be iln;rlised ai the eerrliest aiter cc''mplying with the Audit
tibservations -rvithout awaititig clear 'Nc Conrments' Certificate from Audit.

11.4.2 The: cr:pies of thc llnaiissd Acccunt ririll bc lirlnisheC for eondensi,rtion at this
stage as *nrler:-

{r:} To the Accredited Audi; Officer 2 copies

ibi To the Fr.Ar-idit Oiiicer (ilGACR) 2 ccpies
(cj Tu ihe Controller Generiii of r\cco:"lnts 2 ccpies

iI.4.3 The taet il:ai fh* Acccrints irave ir*en;r-irploverl by thi-: Chief r\ccc-iui-rtirlg
Autilority on file w'ili also be indi'Jated in the'ibr"wardir:g ie-rt.;rs i.vith whieh 15e gopies
are sei:1.

i1.5 NORbAS FGR RflC*RDING RH'AS{.}NS $*R VAR{ATTf}NS ANI}
'{'E{EIR PRTISENTATIGF{

11"5.1 The f+llorving rvoi'king principles have ireen ldd dor.vn for s*iecting sub-heads
in respeci cf v"hich reasons lcl variaticns, I:roth sal./irlgs anr,1 exccsse:l-- it'+ req*irccl to
he inclucled in the i{eadwise Appropriatiern Aecorinis:-

ia) U$ee_:-:Uj4$gg in a sulr-hqad excee4t Rs. i{i0.iX) I;rkl-is:

All vaiiaiicns i--cth saviligs and *xcesses, irrcspcctive r:1'lhe perc.;i'ri-age which
the valiatiote bears ic the sanc'rioned pt'ovision (Originll r-.r'Si-ipplcnlenrar'', or bc.n
taken toguth*r).

(b) If the ','ai'iatice i_ .$Ojgkbf;

{i) }I:ggq_y411gqg11is an exce.gs - Ail eeses in *,hich the cxccss e.>,,cceds 1Qclr,

cl' the totai sanclir-.ncd provision or i{s.50.{J0 iakhs i,vhicl:*r'el' is higher.
Tho lotal siirlctionccl provisior-t in lhis cliurse mei)-ns the Crigiiial prrivision
([t lhci:: is no supplernentary plovisilrii); Supple*rcliir-ri'v pii-rvision (i['there
is nr; Criginal plovision) ancl Orisinal iinci SLippi*nrcntiiry prcvision taken
tog*iitr:r . if- bofh erist.

l{r!.t



tii) - All cases in rvhicir the saving exceeds

10% of the origrnal provi:rion or Rs.50.00 lakhs, rvhicherrer is higher. if in
that sub-heacl there is no supplementary provision if, horvever, therc is it

supplenentary provision in a sub-head, either with or rvitholtt any original
provision all cases in which the saving exceeds l}a/o rtt the sr-rpplernentary

pr"ovision or Rs.5.00 lakhs whichever is higher will bre incir-rcled.

(c) If the Grant/Aprrropriation as a whole has been exceecleci (i.e. where excess

han occun'ed in aLrl' r-.f the tbur seginents viz. Revcnue-Voted, Capital-

Voted, Revenue- Charged and Capital-Chargeci).

Only such sub-heads as invoive an excess of over Rs. 1.{)0 lakh each, rnay be

pickerJ trp. If, however, there is no individuzrl sub-head involving an excess of over

Rs.1.00lakh, sub-heads which mainly accollnt lbr the overall excess may be included.

Of course. the criteria laicl down in fa) and (hr)(i) will, also be fgllowed.

Note i1):Norwithstanciing the working principles mentionetl in the preceding para. if
it is considered necessary at an1, stage of processing of the Appropriation
A"r:counts, either during Audit. or after the complc-tion of Audit of the

Headwise Accotrnts, or cveu at the stage of conclensation ltl include an.v

sclditional sr-rb-heads for tire p"Llrpose of explaining the variations,

explanations fbi r,arjations in those sub-heads shall also be inclucled in thc

l{eachvi-se Appropriation Accounts before the-V are got signed by the

Secretary of the MinistrylDeptt. as the (-href Accountittg Authority.

Note (2):Fcr the purposc of this pzira, vari;ttions means the r,'ariation ulndcr colltmn I
(rr-apprc;prilrtion iiich-rding sun:ender elemenf onll') ancl the 'rariation in

colttnltt -i laken [trecthel'.

1X.5"2 The reasons lor variatioris should Lre brief, lucid iurtl an;rirvtical. The reasons

should be mentioned irccolding to theil inrportiince. Vagr-re observiltions like 'due to

over cstirnatcs". 'based on actuirl expenditr-rre'. 'due to less (or mole) expenditure',
'due to lcss (or niore) denands' etc. shoultl tie avojdecl anct N'linistrylDeptt. shor-rld be

leqLreste d to eluciclate thc cot-t'ect and specif ic reasolis.

11.5"3 Ther Pr-rblic Accounts Conmittet- ri()th Lok Sabhrr. 1q90-91) in its 60th Repon

at paras 1"22 iir.icl i.24 had observeel'that savings of Rs.ltx).t10 crores or above at'e

indic;rtive of det-ective br:dgeting as well as shortl'all in perf,ormance in a Gr:rnt oi:

Appri''priation. PLrbiic Accounts Cornnrittec has. thct'ciore, decicled that clelailed note

in l,espect o1 savings of Rs.l00 crni'c-s or abor,'e 1br each year;.lre to be furnishcri to the

Conlmittee by the respective Ministrlr/Departmeni.

Note: Explanatory Note for saving ol Rs.lt)0.()0 crores or tnot'e trnd lbr itil excess

may be subrnittecl by concc-r'ned nrinistries/clepartntenis to the CGA altlngwith

Fleachvise ,r\pproprirrtion r\ccolrrts (Fininl Stage) to etttblc CGA to send the

sl11re alolgwith thc eonclenseci :tccoLtnts. 'fhis will f'ar:ilit:rle not only in
checking thc l'lcts ln'-l i'iqlrl'cs ci the Noles but alsu pi'crrcnt the iielay in
subliiission trl thc ile trilc,-l .xPli-inittorlr llotcs to PAC.
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1'.5 CORRIGEhII}UM
A('COLI\'[S

?{) 3'I{t{ H}IAI}\,VTSE APPROPRIATI{}T{

71.6.1 C--ort"ectiorts necessitated in the Hea.lrvirt-r Appropr"iation Acccturrts *fte:.
suLrmission to ALrdit/CCA rvhether dne fo reconeiliation cf expc-riditi,u'e .*.'riir

depa$menta! ar,rthilrities or otherrvise anil calriecl ,;Lrt in the Staleme;rt r:f Cerllrai
Tlansaciions through Joul'nal llntries m:iy be contmuniciited tc z\uiiiI/CGA in ih*
tormat given in Annexure V.

Ll.7 CONDIINS.AT{$N f,}F- HflAf-}WIS}r AXii}R*pi{IA1'ION ,{CC*UF{ ['S gH

ACCIGRIIAi\CE \YI'IH TF{i1 i{gCdiF'E&{El{DAl'I{}lr{S (}F TFIE
PU I LI C r\CL'OLiNl'S COS IL'l l'["['t-- L;

n 1"7' i Thi: nuriited Ile aciwise Applciriiii-Lir;n Accc:-urts oi varioirs
gr-ants/appri;prirlil:ns n'iil be cottclenst''d bv the or:ta:risation ol rhc Currtiolic-r Geneiai
of Accounts iu fhe fbrr-li in wi:ich lhese :ire reqr-riled to be prinicd lrrd plcsenteci ter

Parliat;rent in accordiutce tvith the l*cr)lnnrrnri:rtions cl the PuLrlic Accounts
r-rlll)ljlittce on the srth;e.i irn(l Llririlrrrr: ;rrii jsetl h." tltr C&A{i rll' ir:tlili lt'oiit iiinc io
titne. Lafesi nornis anct guidr:lines l<.:r' prei;:il'atic-.n of {lonelel-cer'l Apprr:priaiion
Ar:counfs approved by Priblic Acerunts Ccmnriitr'e ;rnci laid in Piu"liament :r!'s given in
Appendix '8". Tri,o co1;ics of 1ltc crrnclens*cl acccirnts wiii be signr:ci by Conil'3!ler
Genci:zrl cil Accolrrils urrr-i rhe balance lhree cofies rvoul<1 be authenticateci bi, the Jt.
{JGA/Dy'.CCAiAsstt" CGA ancl 1'urnis.her.J to Principa! ALiciit Officer 1i}C;\CR, Nerv
l)i:lhi) ir-ri cbllining final Audit clea::anr:e irorn the Llun;rtr.olk:r & Aurjilcr-Genelaj o{'
Irtilia befbre tltcsi: are sct.tt fbr plintin,'In case thc Conlrcriler General r:f Accounts ls
nOf ii! r:jf-ice. riur: trt i-.cing ort tr',il,'1..; i]11r,s. iwrt copies ttiC*niiet:scd Acc+r-rnts rvcruld
Lre sigccd hii the Acltll. Clntloil*i'fie::;,-r;ii tl1'Accou$ls. Er-p+s1.-f-;icr*;:1;pr"o.;al c1'thi::
tlGA :a'or,rld hc cbtaineci in all sLich ,*l:;c:,. i en idiglot) s;gnutcr..' rlcpieh {aii bouncl in
Re-.".ir;e i.rritlt "l'iilt: cmbcissccl in {lllii) ivili b* siplrr-:ri inl11nusc;'il-.i Ly tire Controiler.
iit'i;'l';,] (,1',,\,jt',rt:{}lr irp(l (,(}11ti-:..,S,i-,: t,.-\ :l-,,-. Si.,-..rlt:,;: i1 tl.r,r.lr,', rli lfftlil. !1 in Ot'
l-ittirltc,: I)rplf cl'l:rrrcrtilitru'c rOrr l.cii.,!::ni li;c (lcvr'l'nnienl) $iierr ol lhc si.un;rt,lr1
icligi'.rtl inpici (* c::r'iific:rlc b.v thc Assrt. Dii'rcior (OLr ro tlic r:ilecr thiri thc Fliliili
l,erui'.rii is ii-rc it"utr ll'iinslaiion c;f tire IlncIish i'cr'-rc;r itr.irigl *pltr:ntJcd iher-etoi il'iil be
lur;iiti:*J to IJCACR. Nru, I)ellri i-or cbtairtir:g tlie signatures ot tirc {,lomptx,-ller &
Auclitor General of'lndia or: iirc Ar-rdii flertii-icriic i:efiire their :;r.rbmission by the latter
to rtie Presiclent thr'or:gh Finance Secretaiy tc the Govt. cf lnrlia. Sinri-rltaneou-cly the
lrllottcd Covcnttttenr ol'lrrtliu Pr-css is ,it..t lr:::o:rhr'arl wrih the p,lnii,rg oi'the
halunee orditlrt'y copies. A cc|lificrte to the eflccr thftt thr. reconcililrtion ol'
Clrtttiwise/Ma.iar Heudwisc I'igLrt'es lbl thc Furposc of Union Covr. Ap;llopr.iution
Accorints (Civil) has been contpleted with the Malor and Mini;r'Ileadwisr fi-{ures gf
the Union Govt. Finance Accounts will be lecorded ir-r the forrvarding letter adclressecl
to DCACR. As soon as thc C&AG ul India l'irrnishes thrce sign;rtor'-v irliglct) copics
of the Union Govt. Appropliation Accounts(Civil) to the Pre.sicient. rb iailroti .o;;";
will he srrpplicrl h1 CCA's Olsirnisrrtitln to the Rtrtj-uet Divisiori oi'l\,lin. of Firiaricc
fbr advance ltction tcwards preseritation c-,1'tlre Accounls (rrntlcr Ai'ticlt- l-5i 9f tlte
Constilr-rtion) to Par'li:u.ltent on reccipt of a;;proval irom fhc Plcsltlcnrj Cn rece ipt c{'
intinration rc-galtling presenlation of the Accor-ints on a paliicLrlai' ,,larc cn the Table ol'
both the Holtses of'Pallirntent. -5-50 cliglut copies r,vill be surpplicd to [-ok Sal-.ha
Sccrrrlariitl:lncl 250 sttch copies tc lhc: Rr.ivl Srihhl Sr-ci'cturiat on the spcr:ii'iect cllite.

)7i



When an intimation is received by the CGA'that the Accounts have been laid on the

Tabies of Parliament the following number of diglot copies of the Union Govt.
Appropriation Accounts(Civil) will be supplied to the following authorities:-

(i) Press Information Bureau
(ii) Public Accounts Committee
(iii) C&AG of India

(iv) Director General of Audit,
Centrai Revenues

(v) Pr. Director of Audit,
Ecanomic & Service N4inistries

(vi) Pr. Director of Audit,
Scientific l)epartments

(vii) Director General of Audit,
Defence Services

50
40
60
4 (bound in rexine with

Title embossed in Gold)

88

4 (bound in rexine with
Title embossed in Gold)

l0
2 (bound in rexine with

Title embossed in Gold)

5

2 (bound in rexine with
Title embossed in Gold)

5

2 (bound in rexine with
Title embossed in Gold)

An intimation will simultaueously be given to Controller of Publications, Ciull Lines,
Delhi b-v CGA's Organisation to release the remaining copies of the Union Govt.
Appropriation Accounts (Civil) to concerned Ministries/Deptt./Offices according to
the frce maiiing list already sent io liim for the purpose.

11"8 STAGE .IV . HEADWISE APPROFRIATION ACCOUNTS

11.8.1 Principal Chief Controllers/Chief Contrcilers/Controllers of Accounts etc. cn
receipt of intirnation from CGA aLrout any additions or alterations etc. made in the

Audited Headwise Appropriation Accounts (based on the Audit Comments) included
in the Condensed Appropriation Accounts befbre their final printing and presentation

will carry out such corrections etc. in the Audited Headwise Appropriation Accoilnts.
After carrying out such corrections, three copies of the Headwise Appropriation
Accounrs ivill be got signed by the Chief Accounting Authority (including the

Staternent of Recr:veries adiusted in. accounts in reduction of expenditure). The

enclosures will be signed by the PT.CCA/CCA/CA/Dy.CA who function as the Head

of the Organisation. The final version of the Detailed Appropriation Accounts will be

furnished as follcws.
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(a) P-r' Audit officer (DGACR) 5 copies (including one copy signed by !

Chief AccountingaAuthority and the resti' 
3lT*o 

bv the Pr'CCA/cc NCNDv' 
.

(b) controller General of Accounr, 
1 ..op{ (signed by chief Accounring

! Authority)

aL- 5A,. -'io F (y1c ylr--, lN D I zoo /



EEADW{SS APPR.f,}F*TATI.QN ACC.G.UNTS S}&R

f*tsANr Nq.19 -'D&PABTI4&Nr {).f grSFtY

Total gr4pt
oT

appfspriati0n
2.

Actual
erpg+tditur.e

.3.

Excets +
$4r.ing -

4.

Revenue Section:
M'4tsr Hcad '20S?'
Spcrptaria-t Geqpral $erviseu
(D.09&See r-€ta{iat:
.1,6=Depa$nrcnt qf Sqpply

0.
s"
R.

N{ajp{ FJead '2057'
Sqpplies and DisFosals:
fil.l0l-Fprchine

Clwrged

Voted

00.102-lnspection i
i

:.

o. 8,13,69
s. '.79,00

R. - 3.44

('Ir thousaruls of ruuegs)

7,69,19 - 2,8,1

7,00,(p 
1

74,00 | 7,72,W
- 2.(1il )

12.41,58 I
t,5 t,00 I
-s52 )

13,84,06

74,ffi 14,19. - j$,gl

Col.4 - Saving was due to . .. .

tbeing rnare than lA%.e af sanctioned provision and Rs.St)"(H
lirkhs,i

o.
S.'

R.
13,v6,23

' - 7,83

Col.l &.4 - Saving was mainly due to ...:.........
lbeing underutilisation of Supplementary Grant by more
than lAo/a of Supplementary Grant and Rs.5.00 lakhs Col.l
& Col.4 taken together.)

)7i

8,89,25 8,77.02 - 12,23



2. 4t3.

Col.l & 4 Saving was miiiniy due to

(being underutilisation of Supplementary Gr.ant by more
than 107c, of Sr"rpplementary Grant ancl Rs.5.00 lakhs Col.l
& Col"4 takerr togcther")

00. 103-Disposals

o.

R.,
: '; 3.69 3,28 - 4t

4,73

- 1,04

I
)

Total [dujor Head
Ckargeci

Voted
CI.

S"
F}t\.

14057?

30,50,0t)
?,30,t)0
- 13.00

70.00

22,77.0{)

t4. I9

i 2,5(r.53

{q JJ'

- 2q)"47
I

I
)

Majerr F{ead '34?5'
C)ther Seien ti fic R.esearei: :

b0-Orhcrs:
I {.} I -Nrrtional Test t"{ourse

L,' 
"

s.
6.2e.0{} I

s t_{x} F"

_ e3.{},r )
:, i

Col"l &.$:
(being more thiill
Rs. !0[i.{}0 lakhs}

6.17,0i] 5,7.5,16 - 4 t.$.1

Saving was due io
lAVo of sancti<-rned provision as well ils

5lr""reff clsrs or rytf ilr/lari'g/s
rr'illtrul * p p rr tS-s ri * I i rttt

1i.

Sir lr *neiers withdl'arva!s
*'!thin grant

D t.{}8.(}(} l*08.{i0 t.()8,00

TLrt*l {tevenne Secti*r:
{'htrle.l

175

70,()0 14. t{} ir- lJ/



1. " : ': ' lowt@P:alia mllef t{at all ery€HditYr€ inetuded
t0 ffi€ hlst 6f rrry kll"x$ €;*'191*y3€,y*y#"ffiffii# AFpTqFrryr rlbs'rrrilnr''r "*t:'l

rts B€ert s€,fintffsM Uy'o*" ee$4e'rent Authofity' (€x€€pt. fior easaq:'

Auuertdix) ..

37,i'4''ffi'' tr'Sg'eg

Seeierary

2:16"

3eSqffi'
i,

3;85'80



Grant

Details

Annexure - ff
(Refer to para I1.3.1)

No.6 - DEPARTMENT OF FERTILZERS FoR 20.........

of recoveries adjusted"in accounts in reduction of expenditure

fitr{cad Total
estimates

Actuals Actuals compared
with total estimates
More (+) I-ess (-)

(In thousands of rupees)

Dreure Section:

mfrrltread'2401"
h;lfit of Fertilizers

rylFr yk-sd'2852"
ion of

,'ltr5Gry Retirement
nf'qe in Public:

Undertakings

lo FCI for
ion of

Retirement

700,00,00 
-l

350,00,00J
1050,00,00

25,00,00

lotlot:ot

Jt-
\
.t

&
(+) 1,01,45

(-) 25,00"00

Rrvenue Section

725,00,00

350,00,00
1075,00.00 1051,01,45 (+) 24,98,55

"Chief
Cantroller of Accounts

*Dy.

'FSecretary

of FinanceAdD/200l

271

Minislry/Deprr.of



*Strike whichever not applicable.
@Total estimates *"*r the original estimates (if there is no supplenrentary
estimates), supplementary estimates, (if there is no original estimates) and Original
and Supplement*ly estirRates takeu together if both exists.
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fumimrrent sho*'ing Reconciliation of
kmserent of Central Transacticlns -

Annesur.e -Ill
(Refer to Ptrra I 1.3.4)

Appropriation Ac.counts figures lvitli the
(Finance Aceounts) figures fbr the year

Total Revenue
Chru'gecl Votecl

Total Capitai
Charged Voted

(ln thousancls ol' rupees)

: q:it,"rrxI of actual expenditure shown
.m '-:c Headwise Appropriation Accounts
:t Grrnt or Appropriation (vide Annexirre I)

I Drrcu;ct-Amount of recoveries adjusteil
;ff :rrif,,,luotS in reduction of expenditure
;"-,ie Annexure II)

I lq--::;r-.{mount adjusted in the
S;,ur-e rnents of Central Transactions
:,r' -,ihcr Accounting Circles but included
.m ::e Hr.adwise Applopliation Accounts

.h$ :er detaiis appended indicating name
:i -i"r :rccounting organisations, the amount,
ur-leads alfected etc.. and reastxs firr
]Llf ,.l;lOn l

* r- j:-{luolrnts ad.iurstecl in the Statentc}llts
:L C:ritrid Transactions as ;lgent Ministr.y/
lerit for inclusion in the Hcaclr.l,ise
r.;ercpriation Acccunts of functional
lut-:'rries/Deptts. (as per detaileci appended
ulr:,;.nting the number and nanre ()t Graqt
lrr' :-t;lctional MinistrieslDeptts. in whicli
the rrnounts will be includeel, sub-heaels
;r.rr':t:ed ;md ar"rthorisation issr,recl by the
ji.,ii:]ffi:i,.

i h**. :rpenditure (t-(2+3)+4)
rf'l[- figures)

J, i\)



Certificates

Certified that Rs....................,.. ths. shown in Sl.No.S above agrees
,u ln rhe expenditure figures shown in Statement of Central Transactions of this Grant
li,u rhe year furnished to Controller General of Accounts separately.

: Certified that the figures of expenditure included in the Appropriation
4,cc€unts stand reconciled and accepted by the Head of Department/Ministry.

*Pr.Chief
*Chief

*Dy.

*Controller of
"Arcor,rnts

'f5rike offwhichever is not applicable.

This takes effect from ttre year 1995-96

:

t
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Annexure IY

MINOR (SUB),HEADWISE RECONCILIATION STATEMENT

Head
-Eigures 

as-per- ' Difl'erence
Headwise SCT
Aoo.A/cs

Remarks*

lv'Ia.icr Head "2.101"
Crcp Husbandry
01 - Direction and

Administration
104 - Plant Protection
108 - Commercial Crops

36,02 56,02
75,46 1,A2,64

(In thousands of rupees)

will appear in Gr. No.
will appear in Gr. No.

20,00
27,r8

Total lvlajcr Head *24A1" 1,11,48 1,58,66 47 ,18

N{ajor Head "2403"
Animal Husbandry'
103 - Poultry Develcpment

800 - Other Expenditr"rre

61,82

t6.27

60,00

16,00

7,82

27

will appear

will appear

in SCT of

in SCT of

8.4,09 l6.oa 8,09

'3 [-]nder Remarks colurnn it should be stated that

"wi!l appear i;r Headrvise Appropriation Accounts of Grant No.

"wiil appear in SCT of Ministry/Deptt. of

7 4-1 58lll{ or'' FinancelNDl200l

%

28I
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( Rel'er to Purur I I .3.4 )
' ' ::'i'9r

:y Fund Statement .'",Contingenc

l. The Staternent to be appenclecl to the Headwise Appropriation ,\ccorurts
shoulci be pleparecl in the profiorma indicatecl below:-

Sl. Head of Accor,int Amount Month of Amount Month Brlance
No. sanction/ r'ecouped in which il. any

withdriirval rccoupecl

, (In thousancls of rr:pees)

l. '2052'-Secretariat 50.00 October. gT 50.00 March,98 l\iil
General Scrvice -50p0

2'" In case rvhere there has been no withdrawallrecoupment fiont the Contingency
Funcl drrring the year. a NIL. statentent should be givcn.

- r\'l



APPendix A
(Ref'er to Para 1 1.3.3)

Statement of funds leappropriatecl to and from the different sub-heads

No. and,/or name of the Grant/Appropriation

Sl.No. No. and date of reappro- Sub-head Amount reappropriated Remarks
priation order from (-R) to (+R)

t. 2. 3. 4. 5. 6.

Rs. Rs.

Total

(i) Difference of amounts shown in columns 4 and 5 =

(ii) Arnount surrendered" if any as accepted by Finance Ministry vide letter No"
dated

Foot-notes:-

L The statement should be prepared separately fbr:-
.

(a) Revenue - Chargec,l

.

(b) Revenue - Voted

(ct Capital - Chalged

(d) Capital - Voted ':

Sections/portions oi the Accounts

2. : The amollnt of. diff-elenbe betrveen the amounts shown in columns 4 and 5

should tally with the amount surrenclered'

3. The nLrmber of reappropria{ion orders mentioned in colurnn 2 should be

verifiect ',vith the list of such olders obtained ti-orri the Budget Section of the

Ministry/Departmenl so'as to e.nsure that all fhese orders issued cluling the year have

actr-rally been taken into aecoutrt fbr pleparing.the Statetnent/Account.
.

75-158/M. of FinancetNDt}}}t _it:



Appendix'Bj
(Refer to para i 1.7)

Broadly the form and mannen of the Conclensed Appropriation Accounts is as
follows:-

l. Nomenclature and number o1'GrantlAppr",-rpliation is -eiven strictly as per the Main
Demands for Grants presented to Parliament by the Ministry of Fiinance,

2. Summary i.e. voted -srant 
(O+S), expenditure, saving/excess (- +) of each portion

i.e. Revenue (votecl and chargecl) Clpital (voted and iharged) is shor.vn at tire star.t
simr:ltaneously showing the surrender in each case. Next the notes and comtnents
and therein first Revenue Section is dealt with by highlighting the fbllowing:-

'a

(i) The overhll picture of the Grant/Appropriation and also its percentage with
ref'erence to the supplementary grant/appropriation and the total sanctioned
provisions including supplementary, if any, under each section separately and
cases where overall saving in a grant/appropriation exceeded the suppiementary
granl/appropriation.

(ii) Cases where the amount surrendered exceeded the overall savings in the Gr:ant/
Appropr ratian

l. T'het'eafter the positron with ref'erence to the savings/excess is explaineri Major
Headwise. The guiding pl'inciple of expian:rticn is thaf if in any heacl belovr lVlalor
l{eads in the Headwise ldetailed) Appropriation Accounts there ar* heacls uncler
which more than J0 percent of sr-rppleinentarv grant or R.s.5.00 lakhs. whichevel is
higher, remained unLrtilised or there is a sar,,ing/excess of more th;rn R.s.i00.00
lakhs only then that Ma.jor Head is to be depicted in the Con<lensecl Appropriation
Account even though the total saving/excess takeri together of ail the hearJs
thereunder is less than the required limit of Rs.l00.00lakhs. Similarly where there
is tto sttch head in f he Headrvise (detailecl) Appropriation Accounts where
excesslsavings is not cxceedin-e Rs.100.00 lakhs then that Ma.iol Heacl will not be
depicted even though the excess/saving in the Maior Head is nrore than Rs.100"00
Iakhs. The sequence wili be as uncler:-

specific heads oi' accounfs under..r.vhich the entire provision remair:d
urrLrtilisetl.

specific heads of iiccounts under which the entile supplementary grant
renrained unirtilised.

(iii) Specific heitc'ls of accoLtnts undel whir:h nrore than l0 percent of
sLlpplelilL-ntary grlint or Rs.5.00 Iakhs. whichever js hi-ahe r, retnained
r-ruuti lisi--r1.

(i)

(ii)

,:6()



*t.at>--

(iv) specific her:,rcls o1' acc.unrs uncrcr rvhicrr trre '.var-iation,, (5;1y,i11_ss or excesses)
exceecled Rs'i00.00 lakhs, irrespective o1'the percentage rvhich the variafion
bears to the sanctionecl provision.

(v) Spec'i{lc heacis of accounts in wl-rich savingslexcesses e.\ceetjecl Rs.50.00 lakhsor l0 percent of the sttnctionecl lrrovisioir. *tri.r,e,-e, is higher, brrt dicl not
exceed Rs' 100.00 lakhs are clublred in a single pala inclicatiig the nunrber ofsuch heads, the aggte-eate variation ancl nrininrum and maxinruir p.r."nrage ofthe variations.

4' In cases where the expencliture under inclivich-ral "segnrenfs" of the grant i.e.Revenue (char-eed), Revenue 1voted.t. Capira.llchargecl) anci capital (Votecl)
exceeded the sanctioned piovisions/appropriaiions then ihe excess in itre condensedApprop|iation Accouuts will be explained first follorved by savings. If the excessoccurted is less than Rs.100.00 lakhs then all heacls of i.coL,nt-s, which mainlycontributed to the overall excess under the individuai .,segment., are to beexplained.

I * 1:)1. *tr >i. *:k:1.:1.* *:1. j,.>i3 *
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(i) Study of accounting procedurcs prescribed fbr the department with.a
view to ensuring that they are correct, adequate and free fr.om any
defects or lacunae;

(ii) Watch over the irnplementation ol'the prescribed procedures and the
orders issued lrom time to time:

(iii) Scrutiny and. check 6f: piyments ahd , accounting work of the
accounting units;

(iv1 Investigation ol' impol'tant an-ears in accounting and other connected
. records; ::

(v) Coordination with other Ministries und C.G.A. reearcling intcrnal audir
procedures; --

1r,rr )

76-*1 58i-Min of FnaacelllD7.200 t

I

- Pei'iotiiCai review of all ace-ounts reeords;

',Purstiance/settlenrent'of obiections t;rken iu tert audir notes issued by
statutory audit otllces antl cher lnatter\ relating to: statutory audit:

(viii) 'Io exatnine and report on points or iln-'gulafities bn'rr-rght to'its notice

lix) Preparafion and subnrission ol' Annual Revicu on per.litr.nrunr:e rll
tttlcrnal Aurlit Wing f.r lhc Ctrnli'ollcl'( ienerirl rrl'Act'oults.

t?.1 PR(XjiDtrRt: FOR (:()NDt'C]'lN(; tN'I'FIRNAI-,\L,DI't'

12.4.1..Ihe work relating ttl internal audit should norrnally be conciucted hy locall,v
irrspccting vi.ui')us uttils ;rrrd ril'l'ir-cs irnd hv'on lhc-s1ill" rclillcutiorr tll'lrcc()unls
r('cr)r(ls. 'J'ltc llrtrk ol'lhr.: krcal inspcclion partic\ rnay be c()r)t'(linillc(l by l
T::1:]:,-"-r's 

ccll. tl.ept:nciiir-u uPon lltc nat'urL-" nuiirt-rer anrl srzc- ot'lhc intc.r'rnrl aurlir
l)ilt'l tcs.

12.5 QU;\N'I'UNI OF AUllIl' ' , .

12.5"1.-An intr'rnal audit partv shoulil contluct l gcncrll rcvic-$,ol all thc rccounts
lecrortl.s mairrtarnecl by un ol'l'ice rinc'c lhe last iuspection.or incasc o!:ncrv utllts. sincr'
the I'ormation of the offlce.. Apal't fiom the general ltvicrv. it shouicl also conduct a

rletailed chet'k ()l'ltccounts lcr'rrrrls r)l't)l'tc rnonth irr u vear lo hc sclct.lcri by rlrt'
Crrntrullcli [)c1-rLrlr Contrrrllcr' -rnch:.u'gc ,'l' intcrnll ;rririi!. I lrc pr-i'ect)llr.uc r,!
bills/vouclrerVcascs ctc. other thirn thosc pertlilling to thc irccounts records ol' lhc
sr'lectctl ntr.ttti) to hc cltct'kcrl iir tlc'luil hv irrtclrtrl lutlil ;rr l'!i.ll't (ll'thc gcrrcrrrl rcvicrr
ol thc itcc'ounts ol';.itt'ol'l'ice. rr,rll lre leli irl tlic ilircretiort o{'the'}tcacl ol'thc intcrnul
;ntlit unit. l-lte exfr"'r-tt lrtrltlliture ol'clrce'ks rvill inelLqtlc {fe ttl!lorving;

:h$



(a) Detailed scrutiny of accounts records required to be maintained in Pay and
Accounts Offices/in the offices of DDOs:

(b) Verification of payment and accounting procedures in the departmentalised
system of accounts including procedures to be followed by cheque d.rawing
DDOs, to see in particular that the scope and extent of pre'check and post-

- check by PAOs are adequate and that the procedures for maintenance of
provident fund accounts, finalisation of pension cases etc. are being duly
observed.

(c) Verification of the extent and frequency of control and checks exercised by the
head of oft-ice, in order to locate any lacunae in procedures whereby frauds or
defalcations may be possibie either individually or in collusion. Where
necessary, steps to remove such lacunae will be suggested;

' | 
:hase orocedures in 1 so as(d) Scrutiny of sanctioning and purchase procedures in the office inspected,

to ensure that they are free from any defect or lacunae;

(e) Checking of procedures in regard to disposal of assets to ensure that there
exist adequate scrappinglcondemning procedures;

(f) Scrutiny of general office management procedures adopted by the heads of
offices locally where these havO financial and accounting implications so as tir
suggest tightening up administrative and financial eontrol, savings in
expenditure or streamlining of accounting.

12.6 NATURE OF CHECKS TO BE EXERCISED

12.6,l Internal audit parti", *itt inter-alia exercise the following checks during
inspection of accounts records of various offices:-

tA) Pay end'Accounts Otfices :

ir) All ilcc()unts records r.equired to be maintained are maintained in the
pl'escribed lbrms, und the'accounts are compiled accurately and in correct
n)anner:

(b) Payments are lnade in accordance with the rules and orders governing them

und thc iu'ilhnretical calgulutions are correct:

tc) Last claims of governmenl servants are correctly paid and over payments if
any, brought to the notice of concerned DDO fbr appropriate action;

(tl1 Rccoveries/dedue^tions rnade l}om the bills are in order;

(c) Ply l'ixirtiotls iltt corrccl:

{l'} All paynrellts and rcceipts are cluly i,tccountetl lbr:

l9()



CHAPTER 12

GUIDBLINES FOR INTERNAL AUDIT OF THE DEPARTMEN.TALACCOUNTS ORGANISATIONSTS

I2.1 INTRODUCTORY

lz'l'l'The scheme of departmentalisation of Union Government accounts pro'idesfor setting up of an efficient internai audit organisation to ensure both accuracy inaccounts and efficiency in the operation of the iccounts set up. Accordingly, InternalAudit organisations have been set up in most of the Ministries/Departrnents. Thescope and function of the internal uudit ouganisation will depend on the nature ofwotk, the number of subordinate offices, th! sftength of est3blishment, nature anclquantum of expenditure etc' Each MinistryiDepaitmenf vrili, therefore, draw up aManuaj of Internal Audir' specifying the duties and functions of the organisation withparticuiar rctbrence to the conditions prevailing in the Ministry/D"iu**"nr. Theguidellnes contained iir the ensuing p-aragraphs will regulate the working of these<lrganisations, but these are of a ve.ry uroio nutu." and iraue to be supplemented bydetarled instructions to be issued by elch Ministry/Depaftment.

I2.2 SCOPE OF INTERNAI, AUDIT

12'2'7 The Internal Audit unit will work direcrly under the pr.CCjA/CCAs/CAs, with
gYerall responsibility fbr internal audit remaining with the Financral Aciviser of theMinistry/Department concerned. The Principil Accounts officc, the pay andAccounls ofTices as well as the offices of the D.D.os in Ministrlesio*parturents"
Indian Missions and other Govi. of India officel utr.,rna. sharll be within thejurisdiction of internal audit. lnternal Audit shalr ai$. shgr]k initial accountsmaintained in the executive offices to ascertain how iar rhr rules and regulations,system and procedures in accounting and financial matters ar:e being follor.iecl. Thescrutiny would inter- alia cover checking of all acconnts records includi.g thoscrelating to fund accounts, loans anci advances, disposal of confiscatecl stlres (cBEf-.),review of the installation ancl operating efficiency of expensive eqgipnrent andmachinery and examination of records of physical veritication cf stores. .iuip*unr.,tools and plant' Examination of the accounts of autonomoLrs bociies suLsiantiallyfinanced by Government, but which are not subject to staturory aucrit. {.viz.institutions which get less rhan Rs.25 rakhs by .uy oigr"-r br; ;h;.nl ., or=.r.r, o"not come within the purview of audit by statutory eircutl fall within the ambir ofIrrternal Audir.

Note: In selecting the Ministries and other
well as autonomous institutions,
programmes in consultation with the
concerned.

Government of Ind:a Offices abroad as
the Internal Audit shoLrld draw up
administrative sections of the Ministries

T2.3 DUTIBS OF INTFRNAL AUDIT

12"3'l'The duties of the internal auclit organisation wili inter-alia inclr,rde thefollowing:-

28ti
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0)

(s)

(h)

(i)

(k)

(o)

(p)

(q)

All transactions are accounted for under the correct heads of account and the
classification is checked by rhe JAO/AAO/AO/Sr.AO to the extent prescribed.
No unauthorised head of account is operated in the classified
Abstract/Consol idated A hstract :

Various'l Broadsheets, objeetion Bobks and calendar of Returns are
maintained properly: the Broadsheets are closed regularly every month, and
the differences between Broadsheets and Ledger figures analysed and steps
taken to clear them expeditiously; ,r

The balances outstanding under various Debt, Deposit, Suspense dnd
Remittance heads are reviewed at periodical intervals and steps taken to cibar
the same as expeditiously as possibie; ,

lnterest wherever required has been correctly calculated aurd accounted for;

(l)

{m)

in)

GPF/CPF accounts are maintained properly and agreed by maintaining :the
prescribed broadsheets; no missing debits/credits and unposted items ur" k.pt
outstanding for unduly long periods and the annual accbunts are closed and
statement of accounts issued by the due dates: .il

Foreign service contributions, wherever necessary are'recovered correctly;

Loans and advances and grants-in--aid are correctly paid an<l over payments, if
any, brought to the notice of concerned DDO for irppropriate action;

I{eceipt scrolls/payment scrolls with challans and paid chequesrarc received in
tinrc from the bank branches. checked properly ils per instructions und the

.^l
discrepancies, if any, pointed out promptly:

.

In.lhe case of payments made by cheque-drawing DDos, the lists of payments
',aci:ompanied by paid vouchers are receivc'd 

"u.ty 
week by' the prescribed

dules from them, checked and propc.rly accountecl fcrr';
t-r
l,The weekly accounts cll' receipts realised and rcrnitted hy the departmental
officers with duplicate copies of challuns, arc rcccived liont them antl checked
properly with the bank scrolls:

The instructions regitrding reconciliation of l'igures Lrrr.lci' the hearls Puhlic
Sector Bank Suspense and RB Deposits iue duly fbllou,etl:

The instructions r-egarcling reconciliatiern of expenditure and reve-nue receipt
figures are followed

ln orcler to'see that there is no utrclue delay in the finalisirfion of pension cas'es.
lnternal Auclit Party will test-check these cases rvith rcl-erenc'e to rlre pension
papers received from the Heacls of Ol'fice.

(r)

(s)

let
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(B) Cbeque drawing/non-cheque tlrawilrg DDOs

(a) All u::o:1.1* records requircd to he rnainrainecl are nrainraine4 in rheptescnbcd lorms;

Payments made by the cheque drawing DDOs are in accordance with the rules
and orders governing them, their arithmerical calculations u.. .o,...r;;;l;;
recoveries/deductions made from biils are in or.der; the rists of payments
accompanied by paid voucher.s are sent every week by them as per.instructions
to the concerned PAO by the prescribed date.i;

The,instruc^tions for the maintenance ot'cash Book. contingent Re_uister.

:f::::9 
Stores Accounrs, Log Books .nd orher accounrs records are crury

oDserved;

(d)..i,,' 'Account Payee' cheQues (in favour o1'government servants anr3 third parties
being payabte onry ro rhe concerned priyeesl ;s;;; Jv pnor'uii"r'oi.-.,,".'*

.," of relevant bills" to DDos are not ueing enrered in the .;;il; *'uii'toin",t-, by' them and that the delivery and ackniwleclgenrent of such cheques is being
rvitlched lhrough a s€pirrate register required r"o he muin,rir.J jl,iir," prrp,rr.(('AM- t2).

(b)

(c)

(t: l.:,
..':

(fj .:

(g)

(hI

Pay lixations are correct;

Thc weekly accounts of receipts with duplicate copics ,f challans arr,, rrcrns
sent to the concerned PAO;

Purcltitses arc nradc as per rulcs ancl ortjcrs governing lhcrrr whcrc.lowc.l
qtrotation5arenotaccepted,{hereasonsthereftx.are'=.nio"J.

All.sub.vouchers-pertaining 
13 ggnlinsenr charges n()r senf ro rhe pAo arrngwith trontingerrt bills are available in bffice. are othcrwisc in orcler and lrave

beerr pl'opt.rly clncelled:

GPF/CPF acc()rnrs .r' Group' D' e'rployees are rnai'tainecl pr.operly:

The instructions lbr processing/subrrrission ol' pcnsion cases lo the concernetl
PAO are observecl. +

Verily by lel'erririg to the vouchcrs ctc. through rvlrich the'.rlvanccs were
drawn that payment entries are nracle properly inlne pay Bill Rc-qister and thatrecoveries are being eft'ectecl regLrlarly fronr the Gover-nme nt ser.vilnt
concerned, and check the correctness of the entries in the rntinthly abstracts .l'
rccoveries, especially entries rclatin-e to'transf'e1s if lncl 'tr.ansf'crs ()r.rt,cilses.

EYcry P'D' Accortnt (Personal Dcposit Account) in thc Mirristr.y/Dcprrr,rrrcrrt is
alivc- ancl in olrration.-

.1

(i)

0)

(k)

(l)
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The Internal Audit Party will also take an exrract from the Register of pp.ds

:i:Sllaj|l" Pttcipal Accounts office in respect of the pp.os rJ.rt"a through itas well as those sent directly by the P.A.o. A test check of these cases as well.ast|9s1where pension is being p;ilt itr- ."gt*";#; &,Accounrs office itsetfsholld be conducled in the Piy & Accounts-officel with reference ro the pension
papers received from the concerned Head of Office.

IL7 CIIECKINGOf'RECEIPTS

l:L7'l' While ttre Departmental authorities are primarily responsible to seb that allreveaue or otler debts due to Government are correctfy and properly asses,sgd,
realised and credited to Government account, it would be necessary roi nternat Auditto see that adequate regulations and procedures have been prescrid;1;;;;artment
to seeurc an effective check on coll€ction and u.*n*J or'au revenue receipts anarefunds and that guch regulations and procedures are be,iog followcd 

"orr*"tty. Ityautd' also ,be necessaql to ascertain the narur€ or "ttr ".";;rJ by theDepartnrental autho.rities to ensure prompr derection aa4 ;;;;;;i-gu,ion ofirregularities, leak4ge of loss of ,euenue d'ue to^douut refunds,,refunds with referenceto fraudulenr and- forged vouchers/charans or .th.;;;;-;; ;;-;;.". orcommissions in the proJtt of levy/colrJ;;;,*", oll-n .iil;g;f;d;. "'

!2.'7'2'In the Internal Audit of revenue receipfs the Internal Audit party should interalia cnsure the following by such test checks ur *uy u" **ia"u.a o"""rffi,-
(a) that the demands are raised promptly in the rnanner required by theLaw or Act sf Psliaunent and tbat oo ut*rni dr*;b;;"*r*n, is left outstanding inits books without sufficient reasons; 

r! ro rvrt vulst4rt

{b) that the collections and refunds are accounted for regularly andproperly under the appropriut" t"aot of accounts and that no sums are credited toGovernment by debit to a suspense head; credit must follow *; ;;;;; ;;;";,realisation;

,(c) that'proper safeguards exist to ensure that tllw is no willful omission
or negligence to levy or collect taxes or to arrange ro, refunJr:*h.;;;;;;; ""

(d) that double refunds, fraudulent or forged refund orders or othgr lossesof rev.enue through fraud, default or inistake are"prgmptly brought tb light redinvgstigatedt *0..

(e) 
. 
th1 "ll revenue receipts collected by depanmental officers areprornptly remitted to tlie bank or the pAo as-the case *uy u", and that ttle reieipts asper their records are reconciled with those booked in dovernment accounts on the

basis of reeeipted challans, in accordance, with the procedure laid clown in Chapter Iof this NIanual.
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^ .:+1.
:li! ,r2.E PROGRAMME FOII INTERNAL INSPECTION . .'r.! l'

t2-8.1 TLre programme for internal inspection for each of the parries will be chalked

lut by.jhe.. internal' audit organisation and got approved by the Conrroller/Deputy
Controller incharge of the Internal Audit. Timely intimation of the proposed visit oi
the inspeetion :pa4y will be sent to all the officers conEelged. 

- 
A^ copy of, the

prograrffIr will also.be fopwarded to the pAO concerned. ..e*;_i

' 1..
;

i r;
I2.g RECOR,DS, DOCUMENTS TO BE MADE AVAILABLE TO THE

INTERNALAUDITPARTIES .J. 
I

12.9.1 The Head: of the Office to be inspected will be advised of the dates of
inspection well iri advance. A list of records to be examined during, iakrnal audit

.shall also be prepargd and sent to him, alongwith the notice of ipspection so that these
are kept ready by trip before the arival of the party. ' - -

12.92 
Jtre ryceUrll records maintained by the offices visiteil.rvill be made available

promptly tq the internai audit parties. : )

rr l'
Ngle-l :The pay[iirts made by a cheque drawing DDO durigg the selected rironth(s)
,will be verified:by the internal audit party with reference-lo the counterfoils of
cheques, copi:ltg{ }h9 bank scrolls, Pay Bill Registgr or office copies of the paid
.vouchers.ayailablel*ith the DDo. It will, therefori, not be *r"rrut' for tf.t" purty to
obtain original paid vouchers etc., from the PAO. However, ig the iase of puy1n"ntt
oFlong-term lbahVadvances etc. for which the bills are preseiried by him to'the pAO
for pre-check and,paymenl, the Internal Audit Party shall obtain from the pAO, a list
of all such paynlenls made by him during month(sj selected. fo; audit for the purpose
of checking that th9'cheques/bank draft.s marked 'Account Payee' hacl been *ud" bu",
to the correct payees. and their acknowiedgements obtained: an{ that the cheques/bank
drafts issued in favgur of the cheque-drawing DDo fbr arranging payment ircash had
been entered in tle cash booli mainrained by him. . . - '

Ncte 2: In the case of DDOs without cheque-drawing poryers, the original paid
vouchers for the month(s) selected for local audit would be required by the Internal
Audit Parties.
Thcse shoulJ, therefore, be obtained by them from the PAOs. However, the lists of r

payments and cheques isslted by the PAOs/cheque-drawing DDOs in the case of
payments pertairting to such DDOs will not be required by Internal Auclit parties and r,
these need not bg ealled for from the PAOs. 

:

Note 3: Ttre lists of payments and paid vouchers will be ftrrnished by tire pAO to the
parties promptly_ cn receipt of necessary requisitions. A iist .showing particulars of
discrepancies/defects or cther irregularities, if airy, noticed during the course of
scrutiny of bank scroils with reference to the related paid vouchers and cheques,
remaining unsetiled or any pther important point requiring investigation may also be
iurnished by the. P$Os to the Internal audit parties for -ion fhe spotr examinitipn and
report. .' t tr, r'

I 
: 

1"
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Note 4: In the case of Dvisircnal Offices working on the Public Works system,.the
' p.aid vouchers and ott*er ori{inal records petaining'to the month(s) selected for atrdit

shall similarly be sent by the PAO to the Internal Audit Parry. A record of paid
vouchers furnished tc/reeeived back from internal audit will be maintaineA Ay tne
P,qG in a register in the form in the Annexure 'A'. This register will be reviewed
nnnthly and necessary action taken w,here tfrc paid vouclrcrs have not been received
bask. trt will be the Inspecting Offieer's responsibility to returtr the vouchers
immediately after.internal audit of the concerned office is completed.

Note 5: The above instructions will also be followed mutatis mutandis in the case of
audit of DOOs. offices to be conducted by Statutory Audit parties.

12.10 FREQUENCY OF INTERNAL AUDIT

l2.l0.l The frequency of internal audit will obviously depend upon the staff strength
sanctioned for Internal Audit Organisation as well as the number of units'falling under
its purview. The number of days for inspectioil, as also the freqilericy would {epend
upon the nature of transactions, amount of expenditure incurred, state of arrears, and
the general health of accounts of each unit. It would, however, be desirable io aim for
internal audit of all importaat offices once a year.

I2.II DRAFTING AND PROCEDURE FOR SUBMISSION OF INSPECTION
REPORTS

12.ll.l The inspection repbrt should be couched in polite langudge. Offensive or
strong words, sarcas.tic language etc.'should on no account figure in the report. No
suppositions, assumptions or allegations should be included in the repo+. OnIy faets
should be,meRtioned and inevitable conclusions drawn. There should be no reference
to responsibili'ty being fixed for any irregularity; it is for the administrative authorities

, to take aciion in the rnatter. The inspection report should be in two pafis, Part-I
Introductory and Part-II imegularities notieed dtrring the current audit.

\,
Internal Audit Party should take up all the outstaflding paras pertaining to an

office during next audit and settle them on the spot. tVhere settlement is not possible,
outstanding para-s with their latest position should be incorporated in the new report
and old report(s) should he considered as settled.

l2,ll.2 Rotltine errors of omissions or commissions noticed during the course of
inspection may be got rectified on the spot. Inspection repofts should invariably be
discussed with the heads of offices inspected and their commeiifs, if ariy, suitably
incorporated in the ieport. Inspection reports should be issued after being vetted at
the headquarters. One copy of the insp€ctioh report will be issued to the head of
office inspected and one copy will be sent to the Principal Accounts Officer i.e. Chief
Contrbller/Controller of Accounts. Important points should also be brought to the
notice of FA/CAA by the head of the Internal Audit Organisation. The piogfess of
settlement of the points raised in the inspection reports of internal Audit as well as
points raised by CGA's Inspection should be watehed by the Controller of
Accounts/Deputy Controller of Accounts incharge of Internal Audit Organisation and
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lala.l Irt ordcr to keep a watch over the settlement of audit objections included inthe Test 
.Audit..Notes 

'issueJ ut * ililil ffii, orn."r, the Intemffi;i;
^olt11i:r,i": 

witt maintt I regisrer in rhe ;,.i.," in Arrnexu;"-:B'"-;;ir*'"il
separate folios for each DDo. The progress made towards th;';il;""i;i
outstanding obje$rg,qq should be reviewit-q;;";il ia t pp;Or,"; ffi;';;;;
taken to ensure their speedy settlement-_ The compliance *rir:th. Jj;fi;;;;;;;
lo. have been made syruoos should ue verifGi ;;;g next,:,internal.audit of the.
concerned office. 

_The register will be producea r" ii^ffi;ftffi;;"., il;#;
..askedfor,forverificationo!settlemcntbftneobjections'1i*o.:..__-::"']ir'^

all points outstanding should be reviewed at the time of the next inspection by theInternal Audit Patty.

IaIz PURSUANCE OF TEST AUDIT NOfES ISSUED 4Y STATUTORYAUDIT

**{< ** ** :F*f.XXfs*X*XX*
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CHAPTER 13

BANK'RECONCILIATION -
EXPENDITURE ACCOUNTS TRANSACTIONS

13.1 ' With the departmentalization of accounts of Ministries/Departnrents 6f
Government of India from l" April, 1976, all tt',. ron.iuly transactions ol'thc varie1rs'Central 

Government offices take place 
"t 

tt. h'**ir.; ;;'ir," R.e.t. antl public Secror

PuTt. instcad of at the t'easuriei. The various receipr ,,nJ .*p*noi;,;;; i;;;r,,cri.'s
including lhe revenue transactions of CBEC/CBDT finally set accountetl for in r5c
accounts of the Government of India through accounting-ci.annels ancl at the sar'c
time thb effect of thesp transactions oo ,h..""r, tri""."'.i,tt" Government or rn,ri" i,
reflected'rh'ough banking channers ur rhe R;'.;. ;;;k ,;i:lJi,,'i;;;;';.c(,.,rrs
Section (CAS), Nagpur. The reconciliation of the cash balance of the Gover-nmenl of'
India, a.s worked out fi'om the accounting infonnation by the Controllcr. Cencral pl'
Accounts u'ith the cash balance of Go'u'ernrnent, as worked out by the RBI rvith
pfere_lqe .to the information received, Ii.om the various banks including it.s owp
branches, is necessary for various reasons likc: -

t, _ 

" 

,. ,'(i) ',,The reloneitiatioll'will bring out any mistake commirred whether b1. rht:
accounting authol'ities or by the blnks in working out the cash halllrcc:

,' ,''1,,..j , ,, ,, 
1 

"(ii) It has to be ensured that any payment by the R.B.l. ancl Puhlic Scctor. Birnk 6rr
account of Governrttent of India, is an authtlrisecl puynrent lrrr-l Ilrr, illl(,rir]t

, ,paid is cortect (i.e. aglees with the amdunt for wtriclr u .tr.qu" rvas irsucrli.

(iii) Similarly every itcttt o[r'eceipt accounled for hy lhe hrlnchci of thc,R B I. irrrt!
Puhlic Sector Bitnk actually pertains to the Govcnuncnt lintl lhc ulrrorurr
credited by the bank is correct with refelence to the anrourrt shou.rr in th.:
challans and

(iv) The monthly settlernc'n-t-ell-ected bythe Public Seirol Banks with rhc. R.ll.l. is

..for the coffect an-lount and includes only'the actuul tllnsacrtions 9l'
Go'r'ernment (both paylnents and receipts) irctually arising at puhlic Sceioi.
hanks and that thelc is no clouble/exccss or less adjustinent of the sirrlc
transaction.

13.2 The transactions lvhich pass through the hanking channels and ar.e reported to
the accounts organisation of Ministries/Depaltments oli Governnlent ol India can be
hroadly divided into the fbllowing two categol.ies:-

.a

(i) Expenditure transactions including the depautnrental receipts othel th:.rn thosc
relating to Direct and Indirect Taxes: ancl

{ii) Revinue Account transactions pertaining to collection arrcl ;rccountal.ol: tlrx
receipts and refunds therefl'om aclministc.r.ed by CBEC and CBD'I'
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133 The procedure of payment and reportin-g 
- 
of expenditure tffiA*dc$ion$ of

MinistrieslDepartnrcnts iniroduced at the ti*u oi*pu'trrcntalisation of acc6*itS is

April, 1w6, has undergone a change- {n c8gc, 1P p**ryo 9f reprting of

elpenditure transactJons"unger tfre *jvis* sys*rn-of 'Orw fucai ?oint Branch -ore

Pay & Accounts offlrcer" was introduced frorn' ln l{svcrnber' 198? while in olher

MinistrieslDepartraents {including Union Territories' whose accounts have ken

dopartrnen{alised) the revised syslem rsali intrcdilced w'e'f' 1o May' 1989' The

il1!fi;i;goitou una ,"prrting of revenue fransactlons of cBEC {i-e. Indirect

Taxes - Excise andCustorns , etc.)f,as been revisd w.e.f. ls April, 1986 introducing

the "One Bank - One Commissionerate" pattern'

: ' ' ,,- In CBDT, horpever, the sysf€,,, of colloction aad repgrting of.Rlvenu3 receg{s

h* ,#i;;;i$ il; t" o"rJ;; leBB - intrcdrrcing Nodal Badk Branches. Th"

firncrisns of Xoguig;nk Bmnches are satte 'as that a Focal Point Branch aI'ZAO

Centers-

13.4 -RsvsCp scrsur pJ 1II93I1I9: ACcouNrrNG ANil)

. :'nucoNcltfimt Os'-_'sxiryNDrrunr AcCouF{Ts As

INTRODUCED fiTOM 1.5.1989

)Os continue to be in account with the brunches
ti}AllPA0s/ChequeDrawingDNscontinultobeinaccountwltntnet

of hank{s) accredited to the Minisfry/Department;

{iitit,-''P..''a},t "d*.elg 
scrolls will,tre pr gn daill U3:iti" quadruplicats'Ptlt"

t:"r'' ',"dlffiti*Cil-:;rrthb bank u*p"*.rv fo.:^:? Ministry/DepartnErr in the

,existing for* ir.pu*r*ly for *ra eto"*nt holder - PAg cr clreque dr'awing

nuo 
"io.l, 

giving running serial numkr to daity scrolls lbr rach accounting

: y€ar from l3 ifr?ii, ir li'' March. These numbrs sn the scrclls will bear

ir"fi_ DMA{E) fbr .payrnen{s' and !MA{R)..for 
'Receipis'. The :serial

, 
nurnber "r *;n 

"ntry 
in the respecrive scrcll: *i1l tre recotded on the

c0lT€sp0ndingcheque/challanforthcpulT'0licofidentlfication;

i
I
I

tiii) The bank trranch ir, dealing trranch will :wnd $e Rseipt and Payrnent scrolls

daily (in oufrirx"l alongwittr paid clreqyevltra{3 to the designarcd Fsd
point ,branch 'f the trank appointed fer Th€ r*croll {withcut paid

cheques/challans) will be sent io ct3eqt e drawing DDO and f,ounh copy

retained by the trranch for its own recotd:

iint The Focal Point branch nray be :rcting as a dealing branch inra4ilion [o its

, treing Focal Point branch. lr will -h-*.lhe aecurucy of the #rolls/paid

chequeJchatla',r, r'enaercd to it by thc-dealinq bmnches linkcd'to it' This

.FscaliP,oint.'tNanch'rvill pre,plre fin tr:idlislfe)'rlnea{*it"scroll {PAG,*jo) u:

',:,1;per'Sr3o"ou," t jn"*"1tf5teAank'<r-1'anilal{, rper Annexure 'lA in catc

,,,:.,.,,rJfi*efer*u,sr,nk.i ndia:sr:rnc{les and,drer.;?4rxdie ,swtor'Bank;' separately

::',;i' for aaeh. linistry/Depar:,on'*"*'u+,a;;a"lg:,,3:t-::.*::-:,f.1l.re M:': r

-; J.".dlt-.,1*rg*iill*.igitrfl.t"1a,*1 t*;*"tr*ll.'rvirlt{elativr instrurncnlstc-ctvrxl

..rr,1rx1 r,,r..rr,,,u, *leut4l i.ranr,ilcs. .iuclutlirrg il €u,rrr. lil.ill b*' sent hy thc Frrcal

l{ l{)



Point blanch to thc PAO on a day to day basis. The scrolls of clealing
branches with clocurncnts to be attached brhe oli-eirral Main Scroll shoulcl be
in the sante order in which entries ale listecl in the Main Scroll. The dr-rplicate
copy ol lhe scrolls without instrument received fi'om dealing branches will be
stitchecl and retained by the Focal Point branch fbr its record. The PAO afier
veril'ication will certily and return the secclnd copy of the Main Scroll (without
documents) to the Focal Poir-rt branch within 24 hor"rrs of its receipt.

Submission of certificates in lier-r of challarrs/pirid cher-iues or duplicate copy of
scrolls lost/misplaced in transit-

(a) Since the challans/paid cheques are important clocr-rn-ients eviclcncin.u
payments into/withdrawal fiom Govt. accollnt. Lltnlost care has to bc
exercised by dealing/Focal Point Branch to ensure that no challans/paid
cheques are lost/misplaced while handling the documents. However in the
event of loss/misplacement of documents cluring transit, the Focal Point
branch should obtain the certificate in lieu of chailan/paid cheques (in
Annexures 8 & 9 respectively) from dealing branch and attach rvith scroll.
The certificates should be serially nurnbered and the nurnber indicated
against the entry in the relevant scroll. The scroll of the dealing branch
should not be inch"rded in the main scroll unless it is supported by such
certificate.

(h) Sirnilarly in the event o1'loss/misplacement of scroll alongwith dc-ri:ument:;

during transit, the Focal Point branch should obtain duplicate copy of the
scroll alongwith Certificates in lieu of chalians/paid cheques ;md inclutic
thern in Main Scrolls.

(c) If the lost/misplaced challans/paid cheques/scrolis are reco.n,eleeJ.

subsequenlly they should be sent to the Acr:ounting Ar-rthority tlrrough ir
covering letter citing reference to the corresponding certificates/scrolls
The scroll/clocume nts should tre rnarkecl "foL record and nof fbr
accr-lunling" so as to avoid <lor-rble accounting"

Irr the casu .,: ;i;rte Bank of lndil, the Fccai Point branches will repoli the
total of transactions as per claily N{ain Scroll to Govt. Accounts Departnrent
(GAD), Nfi-rrrbai for monetary seftlement with R.B"I., CAS, Nagpnr for
adjustment in the accounts of the Minir;try/Department concerned. The Focal
Point branches of othr:r Public Sec{or Banks will report to their Link Clells at

Nagpur foi monetary settlement with RBI, CAS Nagpur. While reporting
transactions the Focal Point branshes rvill furnish a certil'icite to GADiLink
Cells fhat rlecessarv scrclls/paid cheques/challans e tc. have already [-ree n

submitted to the concerned Pay & Accounts Offlce. Sinrilar certificate rviil be

given by GADiLink Cells whiie settling transactions u,ith RBI, CAS, Nagpur.

(\')
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(vi)TheFocalPointbranchesaflerthecloseofthemonth,willpreparethe
Datewise Mclnthly Statement tnrvts; in quintuplicate as per Annexure 2 in

case of SBI anql as per enn-^u*^ 
jr i" ,rrp".t of Reserve Bank of India and

other public sector Banks, pnb-*ir" of each Ministry/Department on the

basisofthedailyMainScrolt,at,"aaySenttoPAo'FourcopiesofDMSwill
be submitted to pAo tbr ""rirrcoiio" 

by 3'u of .the 
succeeding month' Two

copiesofthenronthlyn,".*,"'*n,*illbe.returnedbythePAodulyverifiedto
the Focal polni frrrn.tr rvittrin tftr." Aoy, of receipt ihereof and one copy of the

statement4y|y.,,erifieclsent,o't,,i,PrincipalAccOLlntSofficeSoaStoreach
rhar ofiice or'*;-"T'iJro*,ing monrh. Fourth copy rvill be retained by PAO

for his records'

(vii; The Focal Point b|artchrviil be responsible for reconciliation of accounts with

the respectir= poo. ar.rd rectificatiln of discrepancies pointed out by the PAO

rviil be carried out b.v tir. rn."] p"i"i it 
".r, 

in u t"pitute 'Error Scroll' and

repotted to PAO/Link Cell tol' necessary actlon'

Mcthodologytobefollowetifbradjustmentofwrongdebit/credit:-The
mistakes/clir.r.po,ii", in scroll, resulting from erroneous entry of debit/credit will be

r.ectitierl by withdrawal of errone.ous t"Ji' ot debit by minus credit or minus deirit' as

r'e casc *ray be. anti not by passing t;;;; Jtn'itltttoi' adustments by the banks' The

nrethotkrkrgy lbr atilustl-nel-ll to he ca''Lied out thror-rgh error scroll is illustrated here

tttt,lct':-

{i)T.heFtrcalPointLlranchwillincorporatetheReceiptsandPayments
figures of the dealing 'brattches" as they appear on the Urancit 

1113ii

vir-',eitherntinusurpi,...intlretnainscrollandtheaggregaterflcelT]tS
and payments |.igt-tt.e, ;i;h.' nlittt-ts rrr plus, arriverl at in the rnain scrclll

onuutJ't''tt "p"'t"tl 
to RBI' CAS tbr settlement'

(ii)Forihepllrposeofinter-branchsettlenrent,theminus..Receipt..inay

'e 
treated as "pay're,-rr:' .nc nrinus ''Piiyment as. "Receipf" and thc

ht'ltlch acc(iLlnt 111xy be '-icbitc'cl atir-l credited respei:tively'

tiii)WhenthetrverallReceiptitnclPilytrrenttransactionsarrivedatinthe
N{ain scrolI re\.cal ,,1*i1,,S l-igr:re . it/they shor-rld be reported as sueh'

Horvevet..liri"thepllt.pOsetlfinter.bt.lrrchl.l.itr,tnlent/Settlelllent.the
triinrrsReceiptundniinLrsPaytl:entrrraybetakenas|:nT]:il.-*
Receiptsrespcctivclv..anillr-r:,trationrlfthenrinusadjr-rstnlent.l's
l'itrnishe"l be iorv :

Illustratiotr :- A brartch cli.a lritrlk }rad eflectcrl R'eceirlt transactions of Rs.1,54,000

rurtl pu'.r*cr:r iransrrc-tiotis *i'n''Z'OO'rltXr "'t:; 
m-'cl' in resl"eet ol'PAC) "8"' These

l|iirI:iif iit)rl\ ilad het:n wr()1lEl'l* 'tg"]l'*ti 
as 5"1't'il0t)€t & 6'20'000' cot'l'ccticns ivere

crirr.icii .ri 
'y,ir-"i*r* ",t 

ii'ti,'tt,"lt'''*1i;t Rcceip't anrl Fi'rytrlent tutnsactio*s ctr FAo

..1]..i.ri iii.;l i,\t.'t;lch t;tt thitl .1:rt.: .'i,cl-c tis"-18"{X}.(}{i{}G anci R's.78.0i},000{P).

i{il



Adjustment entries would appear in the scroll as under :

PARTICULARS IN THE ERROR SCROLL

Correct transactions of 5th March

Withdrawal of wrong figures repofted earlier

R
1,54,000

(-)5,14,000

(-)3,60,000

R

48,00,000

P
2,60,000

(-)6,20,000

(-)3,60,000

P

78,00,000

(-)3,60,000

(+)74,40,000

Total
These minus figures will be adjusted
case may be) on 9th March as follow :

in the day's scrolls (Receipts or Payments as the

Total transactions of day (as shown in the
respective Scrolls)

(viii) GAD, Mumbai in case of SBI, will prepare four copies of the Monthly
Settlement Statement as per Annexure 3 and forward three copies thereof to
RBI, CAS, Nagpur for verification before 5th of the succeeding month. IR.B.I.
after verification would forward one copy alongwith the Monthly Closing
Balance Statement (CAS-122) to the Principal Accounts Office of
Ministry/Department by 15th of the following monthl;

Adjustment of errors as shown in error scrolls (-) 3,60,000

Total (+)44,40,000

(x)

GAD. Mumbai in the case of SBI would also prepare four copies of Monthly
Settlement Statement - PAO wise showing dates of settlement and dates of
transactions, as per Annexure 4 and forward original copy to Principal
Accounts Offlce and the second and third copies to PAO and Focal Point
branch concerned respectively. The fourth copy will be retained by the GAD,
SBI, Mumbai for their record;

GAD, SBI Mumbai would also prepare in duplicate another Monthly
Settlement Statement as per Annexure 5 and forward one copy to Frincipal
Accounts Office of the MinistrylDepartment concerned; and

(ix)

In case of bank other than SBI, the RBI (CAS) Nagpur will generate (four
copies) PAO-wise and Date-wise monthly settlement (DMA-I) as per Annexure-6.
Three copies of the statement will be sent to Link Cell of Public Sector Bank, out of
which one copy each will.be sent by the latter to the Pr. AO and the PAO concerned
by 5'n of the following month. RBI (CAS) Nagpur will also generate in triplicate
Ministry-wise statement (PAO-wise) as per Annexure -7 (DMA-Z) of which one copy
will be sent to Link Cell and second copy to Pr. Accounts Office.



13.5 In some cases the RBI offices, handle the transactions of MinistrieslDepartments

accredited to them either exclusively or concurrently with SBI in the usual way. The

RBI offices follow the procedure applicable to the dealing branches and 'Focal Point'

branches as the offices will function both as 'dealing branch' and Fccal Point branch

in respect of those Ministries/Departments for which they are acting as bankers' Each

office of the Bank acts independently and render accounts to Pay and Accounts

Officer. The transactions effected by thern in respect of the accredited

Ministries/Departments are accounted for by them in their books and the balances in

Departmentalised Ministries Accounts, afe reported to CAS, Nagpur thi'ough Daily

porition telegram/telex. The offices render daily scrolls etc. to the Pay and Accounts

bfficer/Drawing and Disbursing Officer, submit Date-wise Monthly Statements to

pay and Accounts officer for verificationlcertification and also attend to

reconciliation work thereof. RBI offices telex the PAO-wise monthly receipts and

payments of each Ministry/Department to cAS, Nagpur immediately after the month-

end transfer of balances followed by detailed statement.

13.6 PAY AND ACCOUNTS OFFICE

(i) As soon as a cheque is issued the PAO/CDDO books the amount by debit to

the head of account concerned and credit to the suspense head "8670 -
Cheques & Bills". When the cheque is encashed, the bank branch on which

the. cleque is issued, sends the daily scrolls to Focal Point branch showing

cletails of the transactions which have taken place at the bank on that day. The

rlaily payment scroll of dealing branch shgws every itern of payment by the

bank ancl is supported by the cheques issued by the PAO/cheque drawing

DDO. Siniilarly the Receipt scroll also shows every itern of receipt creditecl

by variOus p"rron, in favour of the PAo and is supported bv receipted

Challans. T'hese scrolls of dealing branches are received alongwith the Main

Scroll tiom the Focal Point bank by the PAO supported by paid

cheques/receiPted challans;

(ii) On receipt of the original copy of Main Scroll accompanied by orig!nal copies

of branch bank scrolls/paid cheques/challans anci duplicate copy of the Main

Scroll without clocumenis, the PAO should exercise the following checks:-

(a) that the paid cheque is genuine and was issued by the PAOlcheque drawing

DDO and was not time barred on the date of payment;

(b) that the amount of the paid cheque agrees with the amount entered in the

dealing branch scroll;
(c) that the totals of the payment/receipt scrolls of dealing branches are cotrect;

(d) that the amount in the receipt r.roll of dealing branch correctly pertains to the

PAO or the cheques clrawing DDO rendering account to the PAO as per copy

of challan attached to the scroll;
(e) that the amount shown in the challan agrees with the amount shown in the

scroll;
(f) thar tbr evefy item of payment/receipt, not supported by the paid

cheque/challan, there is a prescribed piLyment/receipt certiticate for the correct



amount in the scroil of dealing branch showing details of cheque No' and date '

for payment and details of receipts;

(g) thai rliu totJoi rhe main scrolf is conect with reference to the accompanyrng

documents and

(h) that the *n"ing serial numbers of the Daily Main scroils are in consecutive

order.

(iii) After eanying out the- fcye checks, the PAo should record a certificate of

verification on the Main scroll and return thp duplicate eopy thereof duly

verifiedto*'"e*urPointbranct.r'within24hoursofitsreceipt.

(iv) The paid cheques/challans/serolls not relating to the PAO' if any' inctruded in

the Main Scr*ii shali be o"to*O to Focal ioint branch and the Main Scroli

rvilltregotamendedbypersonalcontact..ThePAomayacceptthe
paynrenLireceipt certificate lssuea by the bank in lieu of missing paid

cheque/*ha11an-n. An item, not supptrteg bt ? pald cheque/challan or the

certificateinlieuthereof,sh*uldue'gatdelotedfr":'*h:vra;ns111ll,Suchan
item could be irrcluded in the subs?quent 'Mai* Scrcll aceornpanied by the

relevant crratrar:r;paio cheque/certificaie af payinents/receipts' For any

dis*repancy, pAo will get ir rec-r-ified from Focil Foint br"anch immediately by

Personirl contact'

("; Evcr'v ltcrn r:f receipt ineltrding refunds of unspent amounts rvhic}i are tt-r be .

accounted for as reduction 
*f,rom 

expenditure shauld be adji"lsted by

crediting/minus debiting th* amount shown in the ctrrallan :Y ths relevant

ieceiplrfein*iio**t u*p*iditor* t*u* *f, ar:count by eontm debit to ti'rc' ticad

"PSB. s;;;;;:; b;i;* lillcj:: Head 8658 *:ry:uu Aecouiit$' si*rilarlv total

ofatrltlrepaymentlteffiswnieilhaveb*enaecepted,shoa-rldbe.tf.lu''*j1.bl
i.:-linus creclit to the head "8670 Cheques asd Eills" FACI

Ch*qx*ll,separtmentalcheqtr*sast!rr:CaSemaybe,hyC*ntfa*reditltrtlr*
liead ."psi-ionp*n**"" trn rhe cese of transactions han,ileei iry the R331 otfite

ss the ,t-*r;"g dr*neh, the ru*ud 'ge:5 * Depcsits with Reserve Bank*eentral

r t,vit iF{Qi;'iil giu"* cf ",FsF Suspense" will be cperated by the PAG.

Tr:e PAS shaltr maintain a register of "Fublic sector Bank susp€nse" in form

r iM - : T a;:d p." trr-t"]" """rr 
au!;r receiptsand payments, as per the daiiy Main

. ,;l1s ,i i=rceipt/F*yteent u*r*to"i from the Focai Point branch' In this Register

: ''3131; =1ics :nay b,i: cpened for entering scrolls pertaining to ttre PAo and each

r ,:que ciarving pba ete' and 
"n* fag" t"!1* ::-b for compiiing the aggregate of

;::,:nthl] tiansactions repcfted by the 'Focal Foint' branch' The PAO strould tally the

:n:.:nthiy gross receiptslpayments worked out in this Register with the gross amount

shown in rhe p-t" i"lrJ Monthly statemenr of receipts/payrnonts (DMS) sent by ttre

Focal Point branch and record a certificate in tlie Register"

(vi) PAO strould see that four copies of the.satewise monthly statements showing

the daily total of payments made and amounts received' in respeet *f hris

office/cheque drarving DDO a," 
'e""ioed 

fiom ttre Focal Point branih by 3'd of

thefollowingmcnth.Ifthenro,rsisnotreceived,thsPAoshouldalrtainthe
same by personal cilntact. r[" rigor"r of daily t*tals shown therein' should be

80- l58Min' of FinancelND/200 1



checked with the conesponding totals shown in the daily Mdn Scrolls to
ensure:-

(a) that the amount shown by the Lrank against a particular date agrees with the

ainount shown in Daily Main Scroll earlier sent to the PAO;

(b) that in case an item not pertaining to the PAO is included in the monthly
statement, the same is got deleted from it by personal contact with Focal Point

branch. [n case an amount appearing in DMS was not included in the Main
Scrolls, the Focal Point branch should be contacted to provide the scroll with
supporting documents for that transaction, otherwise, the item may be got

deleted;
(c) that any itern appearing in the Main Scroll but omitted from DMS, should be

got included by personal contact, and

(d) that the total of the DMS has been worked out correctly.

(vii) After carrying out the above checks, the PAO should record verificzrtion on it.

Two copies of DMS duly verified, should be returned by PAO to the Focal

Point Branch within 3 days of its receipt. Out of two certified copies, one

copy will be sent to Principal Acconnts Office so as to reach him by 8tn of the

following month. Ori-einal eopy of DMS (with verification recorded thereon)

shoLrld be retained by the PAO.

(r,iii) The PAO should see that monthly Put thror-rgh Statements in prescribed tbrm
(as per Annexure 4 in case of SBI and as per Annexure (; in case of other

Public Sector Banksl is received by the end of the first week o1'the lbllowrng
month from SBI (GAD). Mumbai/Link Cell of Public Sector Bank as the case

may be. These staternents show the dates of transactions, dates of put through
gf receipts and riisbursements with RBI, CAS. Nagpur. On receipt of this

statement from the SBI, GA[J. Mr-rnibai/l-ink Celi at Nagpr-lr, the.PAO should

link the Put thror-rgh items shclwn in this statement with tl're items shown in the

DMS reconciled by hirn earlier with the daily Main Scroils received trom the

Focal Point branch. The di';clcpancies noticed by the PAO will fall into thc

fbllowing categories :-

(a) Amount shown in the DMS on ii particular clatc nr rlales" l-raslhave not treen put

through by the Bank as per Fut thror:gh Statemettt (Anncxurc.l or 6)

(bj Amonnt put tl-rrough by the Bank, as per Pr-rt through Statetlents (Anncxrtrc 'l
or 6) does not appear in the DIUS.

(c) The lntount of a transaction as shclvn,n in Pi-rt tltltrugh Statctltcnt diflcrs ll'orli

thitl rltttun in the DMS.
(c11 Minr-rs clisbr,rrse lnents/rece ipts appearing agailtst srttne diitcs ol tt'iltts;tcli11lrr irr

the 'PLrt thror-lgh' St;ttcfirents denote revcrsitl rii'cirt)nc(lLls illlloLtll[\ irl,i
thror-rgh earlier. 'lhe clatc-q rti'crrt)neorts settletu*trt rviii hc ititliclrtr'cl iit lltr'"f iri
ihrollgh Statements' to link thc satne.

r:<) r\flei vcl'!fylng thr' 'Pui IlitrrL::h'.f-iiltrres ri'llil iil'; 1]\'tS lr :tlrtcr-l lrglli;':rt ii'iiil
abc.,'c. lltc FAO ririll til!.c ult l'rcl,nc!iiaiilgi l'.'cl'k, l'i;c i'A{} shl;-rili ;-,i',-;i;;rrt';r

''h,{onlhly Reccncili;ttic;t Anaivs,s'" l:' ihc ic,l'rll {- Ah'l {r,3. i'hr' l"i'} ii
r"espc6sibie lq;r l'eccne ililltii;;r rit' iuil' r,iif"lcl"cl:ct' ii!-'t:ill'i'r': itl p;,rl \" li llir:



Analysis. For.discrepant item appearing in part C(vi)(b) of the Analysis and
transactions other than those pertaining to last few days of a month appearing
in part C(viXa) of Analysis, the PAO should irnmediately contact tfre f'ocat
Point branch and ensure ttiat rectification are carried out and items put through
by the Focal Point branch through GADlLink cell in the second month
positively"

The grand total bf the columns C(vi) (a) and (b) should be tallied with the
closing balance shown against column C(v) of the Analysis.

(x) The PAo should maintain a register - "Registerof Amounts put through -
Pari I" in form cAM 69 (separately for Receipts and Payments). Arnounts
'Put through' relevant to the revised procedure will be entered in this
Register. Normally, all the amounts except those relating to the last 3-4 days
of the month, will be 'Put through' in the same month. The transactions of
last 3-4 days of the month are expected to the lPut throirgh' in the first few
days of the subsequent rnonth. In case the PAo finds some of thesd items
outstanding while closing the Register for the subsequent month, he should
immediately contact the 'Focal Point' branch for remedial action rvithout
further delay.

(xi) After preparation of part I of the "Register of amounts put through" (CAM 69)
the PAO should prepare part tr of the Register of Amounti put through
showing progressive position every month in the form CAM 70 (the opening
balance on the introduction of the revised procedure from 1.5.1989 is to be
taken as NIL to keep the previous balance separat for clearance)

(xii) The PAO should prepare a statement of monthly Reconciliation between the
amourrts as 'per DMS and the amounts booked under "8658 - suspense
Accounts-PSB Suspense" in the form CAM 7i. Proper explanation/reasqns
for the difference with reference to DMS shall be given in the statement.
Action taken for the clearance.of the difference should also be given therein.
This monthly reconciliation statement should be submitted positively
along:,vith the monthly account format by the PAO to the Principal Account
Office.

(xiii) The PAO should also maintain a Broadsheet of "PSB Suspense" in the form
cAM 72 fseparately for Receipts (Debit) and Payments (credit)], opening
balance under the Revised System being taken as 'NIL'. Balance relating to
the period prior to introduction of Revised System (i.e. 1-5-1989 and ih case
of CBEC 1-1 1-1987) may be kept separate fer clearance. The ciearance of the
head 'PSB Suspense' will be made by the Principal Accounls Office on the
basis of DMA-2 statement or on the basis of Monthly Baiance Statement
(CAS - 122) in terms of para 7(ii) received from the RBI, CAS, Nagpur. The
figures for the column "Amount of clearance of PSB Suspense in the month"
shall be intimated to the PAO by the Principal Accounts Office every month.
The PAO should keep a strict watch over the clearance of the balance under
this head.



Note :- (i) In case a PAO deals with two different banks 'PSB Suspense' figures
of each shall be kept separate. Accordingly broadsheet folios wiil also ne tept
separate.

(xiv) In order to have age-wise analysis of balance under "PSB Suspense" the pAO
should keep a record in a forrn prescribed for Abstract of otjections (Form
cAM-26).

(xv) Verification of the amounts "Put through" (DMA-I statement; with reference
to the Date-wise Monthly Statement (DMA) and preparation of "Monthly

. Reconciliation Analysis" will throw light on the amounts of excess/double
reimbursements, if any, obtained by the bank. For such excess/double
reimbursements of over Rs.l0 lakhs and above interest is to claimed from the
bank. PAO should prepare the following reports :

(i) A monthly statement ( CAM 73) of cases (Rs.10 lakhs an.d above) in
which levy of interest on Excess/Doubld Reimbursement claimed by
bank is to be decided.

(ii) A Quarrerly (15'h Aprn/Jvry/ocrober/January reporr (cAM 74) of
Excess/Double Reimbursement cases (attracting penal interest).

(iii) A quarrerly (15'h, April, July, ocr. & Jan) reporr ( cAM 75) of
Excess/Double Reimbursement (not attracting penal interest).

!\rhile in the case of (i) above, PAO should initiate action with FpB for
recovery o{ penal interest, the statements mentioned at (ii) & (iii) above should be
ser.lt by PAO to Pr. ,4O tbr consolidation and onwarcl transmission to Controller
General of .Accounts Office.

(xvi) Sub'agency arrangements : At centres where the accredited bank does not
have its own branch, the work of Ministry/Deptt. is undertaken by some other
bank as sub-agent of the accredited bank. The accredited bank will enter intt-r
sub-agency arrangement with such bank at that centre. The role of the sr-rb-
agent bank in regard to the reporting and accounting of the transactions bf the
Min./Deptt. does not differ from the role of the accredited bank branch and as
such, the sub-agent bank branch will follow the same procedure as applicabte
to the dealing branch of fhe accredited bank. The sub_agent bank branch will
forward scrolls/documents to the designated focal point branch of the
accredited bank. The transactions of the sub-agent bank branch wili be
accounted for by the Focal Point Branih in its main scroll in the same manner
as the transactions of the dealing branches of the accreclited trank. The
transactions of all the dealing branches (including sub-agent bank.branch) and
the Focal Point branch will be reported to the Pay & Accounts Office/Link
Cell (GAD in case of State Bank of India) in the usual Manner-. The Focal
Point Branch will also arrange to settle/reimburse the clairns of the sub-agent
bank. thloLrgh a branch of the sub-agent bank at the centre where t5,- - ;;ll
Pttinl i-rt';tttch is located. on the sarne day the transerctions are accor-rntccl fbr in
lhc i-rooks itf'the Focal Point Br-anch.



I
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I3.1 PRINCIPAL ACCOUNTS OFFICE

(i) The Principal Accounts Office receiyes monthly statements of put through in

form as per Armexurc 4 & 5 in case of SBI and Annexure 6 & 7 (DMA-I &
DMA-2 Statement) in case of other Public Sector Banks. The Principal

Accounts office shouid check these statements to ensure:-

(a) that the total of each Annexure 4 agrees with the total amount settled by SBI

as shown against respective PAO in Annexure 5'

(b) That the toial of Annexure 5 agrees with the total amount settled as shown in

Annexure 3.

(c) That the total of each Annexure 6 agree with the total amount shown in

Annexure 7, in the case of other Public Sector Banks'

(ii) On the basis of 'put through' statemetrt in DMA-Z or on the basis of Monthly

Closing Baiance staten'lent (supported by arnounts put througir) in fcrrn CAS-

122 rr,hichevel is received earliel the Principal Accc*:lt:; fjtfice shculd carry

61;rr .rrli;lqrrnent clearing lhe head 'PSB Suspense' ti}i l:rit'tts r--rediti'J*bit ar:d
!s! qrii.'.'r.'J

aff<rrdilg cre,Jit/dei'it uilder the head "8r:75-trepoc!ts v.'!th R*sei:ve Bank-!iil -

Ctectqzll fjivii-Reserve Bank (PSB)". In r.:ase adju51;"6.*ng is carriecl oltt nn !he

basls of DMA-2 ihe ci-rsectness cf amnrillts adjust*rt t]:l.y he g{it confirnrcel on

the iraois 6f CAS-I?Z. Deiails of adjusiments sql cai"ried cut, shotlki be

intilnati:r,1 to the PAO concerned for oreparatie-rn *f lSroadsheet af "FSB

Suspense" every rnonth. trn rncnthly accsllnis alsc,eff,**:l r:f the f{"esei've Raiik

Flep:sii; shoulel be tiik*n separately for crr-elit & ciel-,it itglit'cs unde r lhis he;:rl.

i:ii) Tile i:!l.in,-:ip;,1 Ai:cr,;iiri.:, i-)ff!cr sir,i:uld niaittt:tin a 1?ni:thqi:i' i,lrJ i-'\{} wi:le

"ReEi:'t,;r of A;-l:r;r*;::ir pitt thicugh" in pati { {'i.r:;= 't*'-' tt'r 'R*r'"fi}lts' :1ni{

'Di:..i:i-i::;n::t-teitis',) ii: iirrlr.CAI\4 59 ext'if;tti ina.t lhe i::'iti:-rtrt "l'11--t:th"'ii:r:iriri ht:

s.ak;siir,iiei'l h-,'"'1u;t:., .'l'F.:rC)s". 5j;:riiirjy part il . i iit' {i':gi'=ier ;u,"ir;rai":i-v

ir;r -i,r.,,J,.'lpi.- Lititl '1);:..1-''.iJ'{inelli\-) riloii:tl i'tc ll}.i'.,i.,.;,; rj l.q{ i \1. \i i:r 1t1!fi'

{tAi'/} lf-i exceFr fi:lii c*iumn ''l\ai:ies oi FAO"" siri'ruj'.i ire ar:i<ri itr tirr
loeginl tlr*'

iiv) {}iiiruiir"ri Accotint: Ciiiue shouid alsu ritaintiiirr FAC wise (sepril'atei-v f*r
il*biis .:iid Credits) $r'i;a,1sheet of PSE S.-rspefj 'c" itl f*rrn CA&"i ?2 e.ricept

ihai ttriu: {lrst colurnu "Vlonih" should bc s*trstitutect by "Namss ol I}AO's'"'

The Pi'incipai Accounts Office will also work out age wise analysis of out-

standing balances under 'PSB Suspense' in the fcrnl prescribed fbr Atrstract in

CAM -25.

(v) The Frincipal Accounts Office shor:ld preparr: "Monthly Reconciiiatiori

Analy-oir" in form CAM 68 in respect of all the frA0s anrl iake inrrnedi:rte

action for getting older itens put lhrough by Focal Foinf Branches through

GADII-ink Cell in lhe second month pcisitiv*iy'

E 1--'i 58iMin. of FinancciND/2001
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(vi) The Principal Accounts Office should keep strict wat0h on receipt of statement

of Monthly Reconciliation in form CAM 71 from the PAOs to enaple it to
analyse the outstanding balance under 'PSB Suspense' and watch clearance

thereof.

(vii) The Controller General of Accounts wili closely monitor clearance of balances
'under PSB Suspense.

l3.8RESIDUAL TRANSACTIONS FOR THE MONTTI OF MARCH

The transactions pertaining to a financial year are required to be adjusted to

the extent possible, in the accounts of that year itself. As such, the transactions

effected during the rnonth of March should be expeditiously advised by the dealing

branches to the Focal Point branches to enatrle the latter to report the same to RBt,

CAS, Nagpur through Link Cell/GAP Mumbai in case of SBi. In particular, the

transactions taking place from the 15'n of March till the end of the month should be

reported by the Foial Point branch to Link Cell/GdD Mumbai in case of SBI by

teiex/telegiam. As regards residual March transactions which could not be reported to

RBI, during the concerned financial year, the 'Focal Point' branch should, segregate,

from l't April all transactions pertaining to the previous year and prepare separate

Main Scrolls for :

(a) the residual transactions effected at the dealing branches in March or

earlier (i.e. during the eariier financial year),

(b) cunent transactions i.e. those effected from lut April onwards. The Main
Scroll for March transactions.prepared from 1" April to 25th Aprii shoulc{

be clistinctly marked as March Residual-1, March Residual 2...""."... and

so on upto March Residual 25. The Focal Point Branch should report these

transactions to Link Cell/GAD lvlumbai in case of" SBI in separate Daily
Merno for adjustment with RBI, CAS, Nagpur i.e. one fbr March and other

for April transactions. The Focal Point branches should furnish two
separate monthly statements-one pertaining to 'I\4arch Residual Account'

clearly marked as such, covering transactions relating to the period upto

31" ilarch but reported during l" to 25th April ancl the other covering the

April transactions (which .may include the transactions of the previous

month(s) reported after 25th April) as usual. The monthly statement of
'March Residual Account' should be sent to the concerned FAO latest by

the 30th April. The statement relating to the month of April should be sent

latest by the 3'd of the following month in the normal course-

***** >F*********

3 l{)



.e

I0
bo
(6

d

,4
U

td
H
to

CJz
c)

Ud
UC
8-g(nco

.!lui rd

9AX6

tqtE
x+d.3€s9ol!

avo

oqJ
EZa/ .t
t+
da

P!oo
o'dF!

6H
-664da)i€V-o.E.du?
!-o=E g$
+Ji. 4 svvti
o9 o >S,E b F*> 9 -0.d6 'r' o

CA
6Cl;:AF! t" ??; X U
-\) - o +

EE q g
Fe f HHf; g g
9r Cl ".8E E 5

. r.! = EFrs r 
=Y-o .6 o

uv I i;E.H P .iaG^Fi
*! ht 0!^.FE E
FX V: b

U _.v !a d

s-:.8 3# .?
6!=r y gI'E b E F fi.
Fr 3.i {- s
-.c^5 E c o

s h >.5.i Sg ; *e H S
&r ! >d ;t3i il! Fq, u:ici=U

.O O g. Lt O O a,

EIEf,i,f;f

z
to
Fz
6A
Fl

I
'-1gr
o
(n
z

,! ti<U
E. 4odrz
3F1(nF

frt2u >.)u dA
>u0

oz
M
rJ
uz
zzp
&

I

I(rrl
FIzt
JIolrl IU;<2
trl .-,dx
-!

<FH

-.2 za*'
s{ 6fie
8 s V.frfr,ia: <t IE o cob I

<3 Ft r I

i,V 
IUI., 
Izl
I

>i
-z.J

JO
<c"NJ

U
P (J

A
trr

-i
z
P
LJ
o
U
Ftz

t)lo
IU
l4I-
1Jr<

KFo6

F,(r)

z
z
irl

F
iJi
o
g.

to

Dz
c
Û
€
F1
z
z iN6<6



Annexure 1,A
. Vide Para 13.4.(iv)

MAIN SCROLL - UNION MIMSTRIES'EXPENDITURE ACCOUNTS

NameofFocalPointBranch:.................. CodeNo.
Nameof PAO:.....................CodeNo..... ..RunningSr.No...................
Name of Ministry/Dept........ Code No. ... date :

sr Name of Dealing Branch Date of Transaction Receipts payment Remarks
No- at dealing branch Rs. Rs.

Sub-Total

Transactions of Focal Point Branch

Grand Total

,l.. 
To be prepared in hiphcate.

2. Two copies - original with scrolls and paid cheques/receipted challans and duplicate
without docu.ments to be submitted to PAO on a day-to-day basis. -:

3. Duplicate copy drily-verified by PAO, to be obtained by the Focal pointbranch on a day-to-
day basis.

4. Third copy to be retained as office copy.
5. Scrolls of Dealing Branches with documents to be attached to original Main Scrolls should

be in the same order in w.hich entries are listed in this Main Scroll.
6. The Grand rotal of receipts and payments should be reported to Link cell. Nagpur on a

day-to-day basis.

Branch Seal

3t2'

Branch Manager



Annexure 2
[videpara 13.4ffI)!

CARE : To be compiled and lranded over to PAO by 3d of each month

STATE BANKOF INDIA

(BRANCHNAME) (coDENO.)

EXPENDITURE TRANSACTIONS OF MINISTRY /DEPTT. OF

MONTHLY STATEMENT OF RECEIPTS & DISBURSEMENT FORTHE MONTH OF
20

SPECIAI. ACCOUNTS CODE NO.

t ' "i--'

Instruchons for conrplebng, the form
(il To be prepared in Quintuplicate j

(i0 Four copies to be sent to pay & Accounts Office concemed an.l fifth iopv to [.c

reiainecl, at the Branch.
(iii) 2 Copies will be received back from PAO duly certified . One copy shoul,l be

fonvarded to GAD, Bon'rbay the other copv be filed.

?0

DATE RECEIFTS

lts. P.

DISBURSEMENTS

Rs. P.

INITIALOF
SUPV.

OFFICIAL

TOTAL

8U:-1 581\i1tn. of' FinancerNDl?00 1

JIJ



Annexure 2_A
[Vide para 13. (vi)]

IJnion Ministries Expendifure Accounts _ Monthly Statementof Receipts & Dsbursements for the M""th 
"f-.. 

.. . . . 

'.'.'. 

. .. .... rO. . ... ...

Nameof Bank.........-.. CodeNo.
Name of Focal point Branch . . . .. . .. . .. . ....Code No-
Name of PAO ......,.......Code No.
Nameof Ministry/Deptt........ ..............Code No.

Receipts

Rs.
Disbursements

Rs.
Initial of
Supv. Official

1.

2.

3.

4.

5.

6.

7.

8.

9.

10
11.

72.
13.

14,
15.

16.
77-

18.

79.
20.
2-1.

22.

zJ,
24.
25.

26.

27.

28.
29.
30.

31.

3t4

Branch Manager



Annexure 3
fVide Para 13.4.(vii)]

Settlements nnade by State Bank of india on account of Expenditure A/c
transactioars handled by all fhe Focal Point Branches of State Bank of India for

the month of

{Consofidaed forall the PAOs)

Name cf the fufinisky Code

^AI\{OUN SETTI.ED
Date cf
Settlernent

RECEITTT

Rs. P

P.4YMENT

Rs. P.

NET

Rs. F.

3r5



Annexure 4
[Vide Para 13.4.(ix)]

Settlements rnade by State Bank of India on account of Expenditure Account hansactions PAO-
wise, datewise for the month of .

Name of the Ministry ,i Deptt. Code No.

PAOCode

Name of the Focal Point BranchJr
-. !,

Date of
settlernent

Date of
Transaction

AMOUNTSETTLED
Receipt

Rs. P.

Payment

Rs. P.

t
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Annexure 5
[ (Vide Para 13.a'$]l

MONTHLY SETTLEMENT MADE BY STATE BANK OF INDIA PAO - WISE FOR THE

MONTHOF-

NAME OF TF{E T,'IINISTRY / DEPTT CODENO

Special Account
Code No.

83-1 5Sildin^ ol Finance/ND12001

317



Annexure 5

{ Vide Fara t3'4{XI)i

Settlementa xtad.e by on acccunt af

{Nam*. of Bank}

Uc!ion l{i{rish-ies' Hxp:e:rditure Ac*osrrt *ransacfi+ns

PAS-wise, date-i,rvise for the menth cf "' '"' "' "' "' "'"

ffi-r
|Jar<reaf MrnisLr,v/Fept : "" Cc'dehls'' L j- i-LJecf Fotal

r--r+-T-i
Name af ?'.4.o-. j ..." ' ""-" Cede No'' L j-jjJ ntt"ttt : """'""

codeNo. LTTT]

Drr"-f 3u**ri.*--ffi 4!T'+eec4€sled
R.El, qAS" Nagpur Reeeipts 

**. 
Uugltu

3i8



Annexure 7
[Vide Fara 13.4{Xr}l

Statemeqt shcwing monthly seftlements made by

{Narne of Bank)
PAO-wise, of he iVlinistry of ................ . Deptt. of

for the rnonth of

PAO Code No. Name of Focal Code No. Amount Settlecl
Foint Branch Ru""ipt* 

.- 
pulrrrurrt.

Rs. Rs.

319



&_nLNEXg{rE_- I
fRef. Para 13.a (ivil

CERTIFICATE IN LIEU OF LOSTIh4ISPLACED CF{ALLAN

Certified that a sum of Rs.

(R.upees... ....."..cn1y) r*ras received frorrr

(Name cf the Party)

On aecr:unt of ... ...... ... .......fcr credit ta
Clentral Govern*rent account under the head... by

."..branch. The affiount has been

furcludrd in the scroll dated ... .. " ... ......at Sr" No

Agent,/ Ar.rthcriseri Officer
Date

Eank

Foca! Point Brarach

3:fi



, ii:
.j

ANNEXI,JRE. g d,'

[Ref. Para 13.4(iv)l

CERTTFTCATE rN UEU OF LOST/MTSPLACED pArD CHEQVES
,.5

Certified that a sum of Rs...... ,-

(Rupeies......... ...........,.on1y) was paid to

.ll 1.{ame of the party) '

drawing account mainhined in the n3nte gf ... ... ... ..... . ". ... ... ... ;.. ...

(Name of,pDO)
on behalf of Minishy of .........
Cheque No............ ....dated,............at... ..branch.
The amount has been inch/cled in tft scroll dated .....................at Sr:
No............

.t

. Agent /Authoiiied

Date t'
lr I. Bank

Focal point Branch

84-1 58/I4in. of FinanceiND/Z00 t
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CHAPTBR_I4

BANK RECONCILIATION _ REVENUE ACCOI]NTS OF C.B.E.C.

l4.l The system of collection of revenue receipts/refunds under the Major Heads

relating to CBEC (other than customs revenue and other dues at the Major Customs

Housei; introduced on ltt April, 1977 , after departmentalisation of revenue accounts

of CgdC, was revised w.e.f. l't April, 1986. The revised system was recommended

by the ..Working Group on Govt. Accounts" of R.B.I. Under the revised system only

one bank having an Jxtensive net-work of branches has been nominated in each

Collectorate to collect the revenues of CBEC. This nominated bank in each

Collectorate, has been made responsible to credit the collection to the account of
CtsEC with the RBI, Central Accounts Section at Nagpur and also to render accounts

to the PAO of the Collectorate"

l4"Z Deposits are made in the branches of the nominated bank in the Collectorate

in cash or by means of cheque or draft alongwith a challan iq forrn GAR-7 (old TR-6)

(in quadrupiicate), separately tbr each N,Iajor Head of Account. The cheques/drafts are

drawn in fivour of the Pay and Accounts Officer. In the case of Central Excise duties

on matches required to be paid in the shape of match excise-bandrolls, the assessees

should prepare the challan in quintuplicate. As a result of introduction of
bomputerisation for accounting of Central Excise revenue, the assessees are required

to pre-print the challans with all the codes prescribed by cBEC.

Different coiour of challans have been prescribed to facilitate proper

segregation :

0037-Customs-Buff
0038 - Union Central Excise - White
A044 - Service Tax - Yellow
0045 - Cther laxes and Duties - Pink

AA47 - Other Fiscal Service - Green

0875 - Other industries- Blue

14.3 After carrying out neoessary prescribed ch,ecks and returning duplicate and

triplicate copies of receipted challans to the assessees, receipt serolls are prepared

(separately for each Major Head of account) in triplioate, in the fcrm Annexure 1.

iu.t1 Ouy r scroll is given a running serial nurnber prefixed by a mlmeral denoting the

Major Fiead of accorint, for the hnancial year f,rom'l't April to 31't March to facilitate

detection of any omission.

14.4 At the beginning of the next working day, the receiving branches forward to

its Focal Point branch the following documents with a forwarding letter in the form

1-A. The Focal Point branch, the Collectorate and the PAO are Rormatrly located at

the same station.

(a) original copies of the scrolls with original copies of challans (arranged Major

ueadwise) and in the same order as thelt are entered in the scrolls;

1.t a



(b) duplicate copies of the scrolls (without challans) arranged Major Headwise; and

(c) quadruplicate copies of challans stitched in order in which they are entered in
scrolls and arranged Major Headwise.

The receiving branches also transfer amounts as per scrolls, to their Focal
Point branch, through usual inter-branch accounting procedure ofthe concerned bank.

14.5 The Focal Point branch will also be working as a receiving branch. The Focal
Point branch would take following action on thi documents received ftom the
receiving branches :- 

:

(i) check that all challans have been attached and their arnount agree with entries
in scrolls and the remittance received through inter branch acdount;

1

(ii) check that scrolls as received are in serial order and take action for missing
scrolls;

(iii) Consolidate by stitching the duplicate copies of scrolls of receiving branches
Major Head-wise and retain it for its record;

l,
(iv) Consolidate and stitch Major Head wise, the original copies of scrolls and

challans received from all reieiving branches; corisolidate Major Head-wise
the quadruplicate copies of challans;

(v) Stamp two copies of challans with legend "Credited to Government Aciount"
with its date stamp;

(vi) Prepare daily Main Scrolls (in the form Annexure 1-B, l-c and 1-D) in
triplicate, Major Head-wise and send the original and duplicate copies of the
main scrolls to PAO of the Collectorate on a day to day basis alongn'ith the
original scrolls and challans received from all receiving branches. Likewise
the quadruplicate copies :of challan, Major Head-wise and Range-wise rvould
be sent to the nominated Range Officer or the Supdt. Customs as the case
may be, at the Centre with a covering memo indicating total number of
challans and their total amount and

(vii) Rectify any mistake/discrepancy pointed out by the pAo after proper
verification through error scrolls, as per prescribed procedure.

(viii) Furnish a certificate of reconciliation on the last day of the following month' to the concerned PAO that no amount of Central Excise and Cnstoms
collection made in the previous month is lying either in arrears u,'ith the
collecting branch under its control or in the pipeline between FPB and the
collecting branch.

14.6 At the Departmentai treasuries existing in Central Excise Collectorate at
Mumbai. Calcutta and Delhi. revenue receipts will be consolidated and deposited with
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Focal Point branch alongwith challans in triplicate (separate for cash and

cheque/drafts) for each Major Head. The consolidated challan for cheques/drafts shall

be accompanied by a statement in triplicate drawee bank-wise. After verifying the

correctness of the statement, the Focal Point branch will retum the triplicate copies

duly signed to the treasury. After collecting the proceeds of cheques/drafts' the

O,rjfi"# copies of the receipted challans and statement duly verified for having

coiiected tlre proceeds of chequqs/drafts will be returned by the Focal Point branch to

the,treasgry. In cur. any cheque is dishonoured, necessary remarks will be rnade in

the staternent against the entry.and the totai amount in the relative challan corrected

and dishonoured cheque 
" 
returned to the departmental treasury against

acknowledgement. The remaining procedure by the Focal'Point branch shall he the

same as in the case of other receipts'

I4.7 REFUND OFREVENUE

One branch of the no,minated bank located at each of the divisional

headquarters of the Collectorate is selected for making payments of

refunds/rebates/draw backs on chqques issued by the l)ivisional o{ficers' Such

cheques are marked 'oRevenue,.Refunds and Rebates" with rubber stamp. Separate

payment scrolls Major Head'wise ale prepaled in the form Airnexure i-c in

quaOrupticate, giving running sbrial numbers for each financial year' Two copies of

;i;; a"iiy scroli aloigwith puid 
"h.q,res 

are sent to Focal Point branch daily and

amounts of payments transfened to Focal Point branch through inter-branch_account.

Triplicate .opy of each scroll is sent to the Divisional officer who checks them and

rectnciles diicrepancies, if any, with the paying branch under advice to the PAO.

14.8 On receipt of the payment scrolls, the Focal Point branch prepares u 9{y Mairr

payment Scroli in triplicate-Major Head-wise (in the form Annexure 1-D), after

canying out necessary checks. Two copies of Main Scroll with original copy of

puying btuttch scroll and the paid cheques are sent to PAO'

t4.g The Focal point branch enters totals of Main Scrolls (receipts and payments)

in a register in prescribed form. On the basis of these entries Focal Point branch

pr"pur"I a Daily i4"*o in prescribed form, and sends it to the Link Cell at Nagpur for

setilement with RBI. CAS;Nagpur. The Link Cell may deal with more than one Focal

point brancir. The Link Cell ro*int"inr a Day Book (in prescribed fonn) containing

Major Flead-wise Summary of the daily amounts put through by the Link Cell to RBI,

CAS, Nagpur.

14.10 The Focal Foint branch renclers to PAO by 4'n of the following Inc'-rr,

monthly statements (3 copies) commonly known as DMS - showing datq-wise

receipts and payments reportea to peO (as per Daily Main Scrolls) antl settled with

RBI, CAS, Nagpur (in forms as Ber Annexure II & UD' The original cony is seni to

Link Cell. The mistakes/discrepancies pointed out by the PAO are reetified by the

Focal Point branch through the monthly' staternent (DMS) of the subseqlelt month

and irnplications, if any, are reported tc Link Cell fbr settlernent with RBI, CAS,

Nagpur"



14.1I On the basis of the Day Book, the Link Celi at Nagpur prepares PAO wise put
through statements (in forms as per Annexure IV and V) (in quadruplicate) by 15tl' of,
the following month of receipts and payments separately in respect of amounts put
tluough to RBI, CAS. Nagpur during the previous month. The Link Cells dealing with
more than one Fccal Foint branch. also prepare (in quadruplicate) a rnonthly summary
of the aggregate amounts put through in respect of all such PAOs (Collectorates) in
fbrms as per Annexure VI and VII for receipts and payments seirarately for
submission to Pr. CCA. CREC. The rnonthiy Put Through statements are got verified
by the RBI. CAS. Nagpur. One copy of the statement is sent by the Link Cell to the
Irocai Point branch fot checking and settiement of discrepancies and another copy is
sent to PAO direct for verification at his end and settlernent of discrepancies by the
Focal Point branch. One copy of the monthly statement of the i-ink Cell and summary
(u'irere applicable) as verified by the RBI. CAS" Nagpur is sent by the R.BI ta the
Pr"CCA, CBEC clears the head "PSB Suspense-Bank-X by transfer to the head
"8675-Deposits with Reserve Bank".

14.12 CUSTOM HOUSES AT NIAJOR PORTS

The Custom House at the major ports at Mumbai. Calcutta. Chennai, Cochin,
Visakhapatnam, Kandla and Goa have departmental treasuries which act as
'receil'ing' treasuries. The departmental treasuries existing at these rnajor pcrts coilect
Customs revenue leceipts relating to Major Heads "0037-Customs" and "0045-Otirer
Taxes and Duties on Commodities and Services-Foreign Travei Tax" and "AA47-
Other Fiscai Services-Other Receipts-Receipts Under Gold Control Act 1968". The
Public Sector Banks at these centers are not perrnitted to accept customs revenue
relating to these. Customs l{ouses. These departrnental treasuries follow further
plocedure as given in para 121.6.

The RBI Offices at Mumbai, Calcutta and Chennai function as Focal Point
branches for Customs Houses there. The branches of SBI already nominated as Focal
Point blanches under the previous arrangeinents. continue to act as Focal Point
branohes for Customs House treasuries at Cochin. Kandia. Visakhapatnarn and Goa.

Nate : The Gold Control Act has since been abolished.

14.13 The revenue of the undertakings at Ghazipur and Neemuch. through the sale
proceeds of the opium is accounted for under 0875-Othe Industries. 9Aa/o of the value'
of the opium is realised on shipment through Letter of Credit opened by the fcrreigrr
buyers in scheduled banks while balance payment is made on receipt of the lepoit of
test as to the rnorphine ccntent. The amounts reaiised are deposited with RBi, Neu'
Deliri which settles u'ith PAO concerned tirrougir drafts. The sale proceeds ma,,- also
be deposited in branches of SBI who settles with PAO concerned. The recovery of the
cost of alkaloids and medicinal opium supplied tc pirarmacists is deposited in one of
the branches of SBI at the place of the factory concerned. The sale proceeds of opium
to States. ale recovel'ed by the factories from the States b_"- cheques slr DDs.

14.14 Stsl has O.*r orro*"ted tlie work of handling ,n" ."rr"noe accounts of the
Collectorales of Central Excise and Customs at Goa" Guntur. Kanpur. Madulai,
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\agpur. Patna. Aurangabad. Sirillong and Calcutta II. One branch of Stsl at the

Hea,iquarter cf these Ccllectorates acts as Foca! Foint branch for that Ccllectorate.
These Focal Foirit bran*lres repcrt transaeticns to SBI, GAD. iMur:rbai for
consolidatiern and settlement r.vith RfiI. CAS. Nagpur directiy on a day-to-day basis"

1,1.15 ACTIGN IN FAV Alq$ ACCGUNTS OFFICE

On receipt of'the Main Scrolls anC supporling documents fi'cm the Focal Faint

branch. the PAO of the Cc'llectorate" gets them eireeked by applying usuai checks and

one colr.y cf the scroli {duplieate copy) cluly verified is reiurned to the Focal Point
brancir. ihe sanre day or tlie following da5,. In case tirere is any discrepancy srich as

tot;rling nristaire. or some challans li*t reeeived. the PA{} gets in touch rvith the Focal
Point branch either on telephone cr by making a personal visit, and points out the

mistaltes or/obtains the missing challans. If there is oniS' an arithmetical error and the

iroeal Point bianch adrnits ihe same" the scroll is carrected by the PAO r.rnder his

initiais atd the scroll is retulned to the h-oeai Point brancl-r after recording verification
thereon. Other inistakes/discrepancies pointed out by the PAO are rectified by the

I-ocal Point branch after proper verificatian through errcr scrolls. In case a challan is
missing" the main scroll is not rejected. The scroll is admitted and accounted fcr
fulli,.. l<eepitrg the amcunt of the missing chaiian tinder the head Receipts arvaiting
transfers to *ther minar heads unCer 0038-union Exeise Duties-60,Other ReceiLrfs

uriiil the challan is reee*,eci ci' the itern is rectified othenvise. Nonnaily' t}:e

,3iser:epanc-v is seritieci in ih* :;ame rncnth ar in th* failawing month. In cther r,,'or,Js'n*

discreirane 5, cx missing ch*-ilans is aii*lved tc be earried over fbr a ionger periad.

14.16 lhe Focal Point brar.ich renders lry'.the 4'l'olthe follow,ing montir, month!5r

statements iin quintripti,,utr,) ioeiroiirrg iur*-'aise" Major Head-rvise ree*ipts aneJ

pa-yrcei1ts dr-rrir"rg the monii:. in Anilerarre ll and iii. Tirese iire eommilnly kn*r,l'n as

Dh4S and are verified with reibrenee to tlre daiiy Main Scrolls which aireaei,v stand

verified b;- the PAO. In case the daily Main Scrcils are verifred correctly, on a day to
day basis there is no difficulty in verification of the DMS and there sirould not be a
single case of discrepanc_v- betrveen the figures of the Focal Point branch and the PAO,
at the close of the month. T'he discrepancy. if any" is settled with Focal Point branch.
The process of verification including rectification of any error in consultation with the

Focal Point branch. does not take more than 4-5 days. One copy each of the DMS.
atler recording verification thereon is sent by the PAO to the Focal Point branch and

the Pr.CCA, CBEC by the 10tr'of the following month.

t4.17 z\flerthe scrutiny of the l\4ain Scroll as prcvided for in para 14.15 above, :le

challans and reiunds and drau'backs are classified to final heads of .accounts. The

amount of Main Scrolls is sirnuitaneously posted in separate register of Pubiic Sectcir

Bank Suspense. The PAO tallies the month'ly gross receipts/payments iruorked out in
this Register with the gross amounts shown in the DMS of receipts/payments sent by
tire Focal Foirit branch and records a certificate in the Register. Thereafter the PAO
takes tl:e figures of receipts and payments for each month to the account head 8658-
Suspens* Acci;unts PSB Suspense-Bank-X (name of the bank) on the eppropriate
side o.r"the compiied nlonthly account i.e. debit/credit respectively.



14.18.1 As stated in para 14.11" the FAO gets one copy ol'the put through
staternents lrom Link Cell of the nominated bank {duly verified by RBl, CAS"
Nagpur) normally by the 151!' of the foliowing month. The PAO has to ensrire that ti:e
discrepancies" if any" are settled by the Focal Point branch immediately. The
statement received frorn tlre Link Cell, shows the date of put through. date of
transactiolr uirder each ma_ior iread sepalately. The FAO compares the f,rgures and
enslrres that the amounts have been correctly put tirrough as per the verified DMS.
This corlirarison of the two statements reveals either of the following defects :-

(a) LESS/EXCESS CREDITS :

Less/excess credits appear {i) because of the fact that the telegrams. telephone or
telex rnessages are not correctly deciphered by Link Cells and (ii) because of mistakes
comntitted by the F-ocal Point branch. etc. Tliese mistakes coming to tire notice of the
PAO ar"e brought to the notice of the Fccai Poir-rt branch immediateiy to take up the
marter with its Link Cell for adjustment of the excess/less credit in the 'put thr<lugh'
statement of the following month.

(b) CORRESPONDTNG ERROR :

The case of corresponding error is not referred baci< to the bank for rectification-
as the total revenue of Government is noi aff-ected. The FAOs can correct these errcrs
ancl inform the Focai Point brancir accordingly rvho in turn informs the Link Cell. The
Link Clell shows these corrections under the relevatrt columns by a singie entry by
puttiilg the nrinus or plus entry sign as the case may be in their rnonthly statenients. In
suppcrt of this single entry, the Link Cell is to attach an explanatory memo, of these

couections as per Annexrire VIII.

(c) AMOTNTS NoT PUT THROUGH

The transactions of last 2-3 days of DMS are irormally put through in the first few
ciays of the next month drie to commuiricaticn delays. The transactions fbund to have
not been put through lor a large number of cla,vs are taken up rvitir Focal Point branch
tln persona! basis by PAO.

(d) DELAYED REMITANCES

Al1 the challans should be scrutinised to detect cases of delays in the reniittance
be.vond maximum period o1'5 days in case of local branclies ancl 9 days in cas* r:f
outstation branches. These dela;.'s should be inr,'estigated to ascertain ra'hether these

have occurred at the leceiving branch or the Nodal Brarlcir of the Bank. A record of
ail sucir cases of delayed remittance should be kept in the Pa1 and Accounts Office in
a register in the prescribed form. Matter should be taken up" with the Bank for
suitable remediai action to prevent such dela-vs in ftiture. Further, the penal interest is

chargeatrie on (i) all transacticns not remitted to the Governirent aL:cclunt witir in a
period of mcnth and (ii) the transaciions of Rs. 10lacs and abnve uct remitted to the
Cicvernmer-rt acecunt witir in a period of i5 days. 'l-ire period'1'or the above purpose
rviii be countecl lbrm the date of receipt of the eollections at tlre receiving branch tii!
the date p;'ir:r io settlernent rvith I?"Bi. Cr\S. l-'iagpur fbr credit to Gci.;eulrnent



A;;.-,;:r rhrt-rugh tire bank's link cell at Nagpur. PAOs iviil identity such cases and

ii.r.rp..-5- lhe penai interest on IJanks at their level itself and make efforts to recover

ren:i ilrerest. Monthll' reports" as may be prescribed by the Pr. Aecounts Office,
u:li re senr by the P,AO ta the Pr. Accounts Ofl.rce by prescribed date for further
n;r,nl,..ring and taking up the matter i.vith the higher authorities of the banks ra.'herever

:.;->!.1r\. Hor,vever. ihe eases of Rs. Oue clore and abol,e dela-v'-ed be.vc;nd 15 days
..., ,'. :.: processed by the Fr. Accounts Office and taken up with the traults tbr reccvery
: i :enal interest. PACs'shoulit repofi all such cases to Fr. Aecounts Offiee" While
:--:cciing delayed remittanee cases and ir::rpcsing penal interest tire instruciions
icntained in CGA's cilcular letter l-lc.S4l?l}3l94il1Bli/1 144-1193 dated 2I"12"84
:-. anenderl lrom time to time wili have tc be kept in view. 'l'he Pr. CCA, CBEC in'ili
;ubrnit a cons*lidated quaderly report of dela-ved remittances tc C{1:\ in CAM-89.

1"1.18.2 In case o{-SBT. thelE is at present nc system o{"vcrifieaticn of put through
slatenlenis inilivicluall-v fbr eech FAO b.v the RBi as is bei:igi clone in tire case cf other
Pr-rblic Sectcr ilanl's. -fhis is dor:e by then"i jointl]," I'he colttputer priiit outs sent by
SEl. GAD. &4umbai to each FAC is to be tai<en as the verified staiement f*r tl:*
pllrpose oi leccnciliaticu. The rrl:ess:iiciaieei verificaticn nnd a-ccuracy cf"lhe pririt *uts
is ta bt: n'"atched by ti:e office citire Pr.{.CA" Clltlc.

1,.*.19 Apart f}+rn vedficatioll of DMS. the F.AC is requirecl to ct.rnduct recaneiliation
cf ;,irncunts inelicated in DMS and tire amoui:lts verifred by irirn in the fcr::r in CA&4 -

17li. iu allditir-in" fhe PAO rvill also ccndiicl the reccnciliaticn bet*'een the alaslurts of
t-ll"4S and anrount put througli by Linli Cell/SBtr, GAI). fu'h:mbai i* the fon:: CAfu{ -
?7.'[he I'r\r-i r,viil seud a cop,i,'of e*,eh r-.f these reeoncitriatirin siatement lo tir* Fr. Af,}
lry 1"t lr;eelt c-:i2'td lt,Iic,."t,ing n:cin[h.

14"?{} 'l'hi: FAC proliares e statemenl oiincntirly reccnciiiaiion zii pel Dl,4-c a:iC the

anrrl-urts as bookerl undei PS$ Suspense in ti:e- fann CAN'I - 76. Frcper
expl;rnationlreasons ibi" the diiTerence x'ith reference to IIMS is to be gir.en in tire
statement. A.cfian taken lcr ciearance is also indieat*ri tlierein. This m*nthl3'
r"eccnciiiatir-in sraremgnt is subl*ittcd b;,' FAO alonglryith mcnttrtl3.' ace,:rrnt trooklet tc
thc ilc'. AC.

14.21 '11'19 PTTiNCIFAL ACCO{-T'{TS CFTITCE,

The eoplr of the monthiy statement o1'prsl through by Link Cell and suenmaries

(rvhere applicable) as verifieci by Rtll. CAS, l{agpur are sent by ihe tratter tc ihe Pr.

CCA. CBEC, by 15'l' of the month {:aiiorving the rnonth *f :lceount ii.*. month to
which the statement per"tainsi. Cn receipt of this staiet:rent lhe Pr.CCA. UBEC. clear"s

the liead PSB-suspense Bank-X iboci<ed b3'the FACs) bv translbr lo the head 8675-

Deposits u'rth Ftesetve ilarltrl

11.22 The Pr" AO gets on€ copv ol the Dft4S. duiy verit.ied frcin the PAO {i;ara
i5. i6 r'efers). The diiference betlr'een the anrorurts shcwn in ihe veriiled lllr,{S ar:d the

coresponcling amounts tr)r'rt 
-fhrough bi' the Link Celi of the Banl<s. are anal.vsed in

the prolorma CAM - 77. "Ihe dift-erence,betr,veen the figures shov,a by tile i:o*al Foint
brancir in the DMS arrd the figures accepted and certifiect b,y the trAO ou DMS is

analysed in the prof,orma CAF'{ - 78 fbr waiehing subsequen{ ci*arance.

t-_A



14.23 The amounts put through by L,ink Cell every month in respect of each PAO
are noted in the Broadsheet of amounts Put Through by Link Cell Part I in the form
CAM - 79. The aggregate amounis of Datewise Monthly Statements and

corresponding amounts put through, form CAM - 79 are taken to the Part II of this
Broadsheet in the form CAM - 80. In this form it is consolidated PAO/Bank-wise for
CBEC as a whole.

14.24 The Pr. AO maintains a Broadsheet of PSB Suspense in the form CAM -

81 separately for Receipts (Debit) and Payments (Credit). In order to have agelwise

analyiis.of tire balance under "PSB Suspense" record shall be kept in the form CAM -
82.

******{<*****{<:f*+
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ANNEXURE 1--A
(Ref. Para 14.4)

Date
By Registered Post
To

The Manager

(Focal Point Branch)
(Accounting Cell)

D/Sir,

We forward herewith scrolls and the supporting
challans /paid cheques in respect of the transactions of the
Collectorate, for credit/debit of a sum of Rs.....(net) to the a/c of CBEC as
detailed belorv :

Major Head of A/c. Receipts Payments Net
Rs. P. Rs. P. Rs. P.

0037

0038

0044
0045

0047

TOTAI.
Please acknowledge receipt by returning the perforated slip attached.

Encrs. .-. Scrots 
ours faithfully'

... Challans

... Cheques Matrager

ACKNOWLEDGEMENT' 
(To be returnecl to the receiving branch)

Received the documents mentioned in letter dated... ....... for the net
amount of Rs.., .;. .. .... for credit /debit to the CBEC account.

To
The fulanager Stamp of the

focal point branch

(receiving branch)

-t't l
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Nann CIf kadt

Note: 1. A state*rent in this form shouid be preparecl in qurntuplicate
2' The original copy shouid be sent to the Link Ceil at Nagpur, three
copies to the local Pay and Accounts officer, central Excise & Customs
Collectorate and fifth copv retained as office copy. I

'l

Date
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ANATYSIS OF THE TRANSACTIONS RELATING TO THE
CENTRAL BOARD OF EXCISE AND CUSTOMS FOR THE

MONTH OF ...
PAO.

PAYMENTS
PAO Code No" ..... . .. .,.;.. ... :...

lv[a,i6r,Heads of Acrount
Date OfilTCustoms 0038 Uniorr

Exr.isr-. Duties
ffl45Oth€r
Taxisgtui.
Dutieson
Csrnnrodities'
&scnices -
Fareign
I tevel I ax

IFtJfiher
Fisel
ter"tiaes

0875Other ..

lndustries -
Sale hoeeeds
ofopiunr, :
al*aloids-&
olher ''r:'1';
nriscethneOira
charg€s .':' .:..:

TohI

t
2
3

4

5
6
7
I
9
10
11

12
13
l.l
15

16
t7

:.tl:. '::i;:r : !i

.ii;;ri;iii!:;i:ii
ui t,.:j,:?.1
:::.,.a ;ri.U., ]r

r_:l:_ :: "

. 
' '-.,..,
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ANNEXTJRE M
(Vide Para 14.10)

Name of Braneh Code No.
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Note: 1.'A rtatenrent in this form should be prepared in quintuplicaki , : :

2. The original copv should be sent to the Link Cell at Nagpua thrce
copies to the local Pay and Accounts Officer, Central Excise & Customs
Collectorate and fif.th copy retained as office copy. , . ,

',1irt,

Date
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ANALYSIS OF THE TRANSACTIONS RELATING TO THE
CENTRAL BOARD OF EXCISE AND CUSTOMS REPORTED

DURING THE MONTH OF ........
PAO" ......

. ...Collectorate

PA.O Code No.
RECEIPTS

Major Heads of Account
Date

io*'
I

Customs 0t138 Union .

Excise Duties
0045 Othei
Taxes and
Duties on
Commodities
& Services -
Foreign
Travel Tax

0047 Other
Fiscal
Services

0875 Other
Industries -

Total

I1
lz

ll

B

9
10
11

t2
13
l+
15

16
-t7

Iotal

Name of tsank

Date

88-1 5 8/lv{in. of FinanceA{DlZ00 1

ANNEXURE IV
(Vicle Para 14.11)

BankCode No

I

jl

Note: 1. .{ statenrenl iri this form should be preparecl i. quintuplicatc.
2 lhe originai copy should be sent to the Link cell at Nagpur, three
copies to tl're local Pay and Accounts officer, cerrtral Ercise & Customs
CollecLorate and fift.h copy retained as office cop1..
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ANNEXURE V
(Vide Para 14.11)

Name of Bank Bank Code No...... ... ....

Note: 1. A statement in this forn'r sl'rould be prepared in qrrintuplicate.
2. The origilral copy shodld be serrt to the Lnrk Cell at Nagpui, three

copies to the lgcal Pay ancl Accounts Officer, Central Excise & Custorns

Collectorate and fifth copy retained as office copy.

ANALYSIS OF THE TRANSACTIONS RELATINGTO THE
CENTRAL BOARD OF EXCISI: AND CUSTOMS R}TPORTED

DURING THE..MONTH OF

PAO Code No...
PAYMENTS

ior Fleads of Account
0047 Otl'rer I 0875 Other'0045 Other

Taxes ancl

Duties on
Cornmoditi
es&
Services -
Foreign
'I'ravel Tax

L

2
3

4
5

6
7
I
9

10
11

12
r3
1.1

15
16
,..,

I)ate
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ANNEXURE Vi
(Vide Para 14.11)

MoNTHLY SUMMARY oF RECEIFMTHE
LINK CELL OF P.S. BANK. ... DURING THE
MONTH OF ... .... WITH RESERVE BANK OF INDIA ,

C.A.S.. NAGPUR

Maior Heads of Account

AHN{EDABAD
BARODA

339



ANNEXURE VII
(Vide Para 14.11)

I\4ONTHLY SIJMMARY OF PAYMENTS PUT THROUGH BY
THE LINK CEI,L OF P.S. BANK . ... . . . . .. DURING

TFIE I\{ONTH OF ....... WI]'H RESERVE BANK OF INDIA"
C.A.S.. NAGPUR

Coltectorate

AFiN4EDABAD
BAIRODA
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Cf{AtrTER N5

EAF.IK RECONCII,TATIOF{. RAVENUE TRANSACTIONS OF", CSFT.

i5'1 The departmentalisatian of the accounts cf the revenire tra'sactions of the
CBDT came into effect from I't Aprll, 1g77. The 'operation of the sclaerne for
collection and accountril of Direct Taxes introdueed from lut April. l9?T revealed
certain shortcomings viz. (i) considerable delay on part of the banks in transt-erring
direct tax collection to Govt. account at RB{, CAS, Nagpur, (ii) delay in transsrission
of scrolls/challans etc. to Z.A.As. and Incorne Tax bepartrnent and (iii) delay in
reconciliation of direct tax collections made at the Banks with the figures accounted
for by the ZAOs and in the final reconciliation berween the figurJs of the CCA"
CBDT and those reported by the RBI. CAS, Nagpur. The proceduie of collection and
accountai of direct taxes was, therefbre, reviewed and a revised scheme introduced
fi"om l't Ocrober, 1988.

15.2 The basic feature of the revised scheme introduced w.e.f. Li0.gg is that with a
view to expedite transmission of documents to ZAA & I.T. Deptt. and remittance of
collecting to Govt- account. several intermediary stages between the Receiving branch
and the RBI. CAS. Nagpur namely link branch. Focal Point branch, SBI. u:traatO,
New'Delhi and RBi New Delhi existing before 1.10.88 have been elirninated. Now
each of the authorised public sector bank will have a Nodal branch at the 2aO 

""ntruwhich will functiott us i Focal Point branch for all the authorised receiving bra-nches
of that bank at that centre. Nodal branch in addition to aeting as a pooling point may
also function as a receiving branch. In the zones where a bdnk has less than 5
branches, no Nodal branch of that bank needs to be set up at ZAO Centre. In such
cases the branches will function as sub-agent to SBI frii retrlorting, rernittance and
reconciliation of direct taxes. The receiving branches" of a bank in. a particular zone
will report_the transactions as well as submit the sets of documents (scrolls/challans)
yeant for ZA0 and the Designated Officer in-charge of the Computer Centre/CTU of .

Incorne Tax Department direct to their respective N-odal branch at the concerned ZAO
centre' The branches functioning as sub-agent to SBI will report the transactions to
the Nodal branch of SBI in that Zane. Existing Annexure I & 2 Have been deductedto avoid numerous correction slips in connection with fiequent
additioddeletion/change of C{Ts/norninated banks. Therefore, Annexure-3 liave been
renumbered as Annexure I and so on.

l5'3 The branch exercises the prescribed checks while aceepting the receipts with
the prescribed'challans. Ttre r"ceiving branch prepares on daily basis the scrolls in
quadn:plicate,,in the prescribed fbrm (Annexure l), separately for each major head of
account, giving thern running serial nurnbers extending ou*r th" financial j.ear i.e. l',
Aprillo 3i't_tr{areh with a prefix like LT. for Income iax, e .T. for Corporation Tax"
etc. The receiving branch also prepares a summary cf raceipts in the prescribed form
(Annexure 3). Thereafter. the 

-scrolls/challans 
and summary are made into sets as

under:-

l

I

I

"l
i
i

't4z



:fu,

{i) , One set ccntains the ,original of:.&e rgtgrpls ryr.olls,,,acpo:npanied -by, 
the

' 
relative challans.arranged-in,the serial.ofder in which they-are entered ilr the

scrolls. This set is meant for the Designated Officer of.the LT Depaqtment.

(iiy A second set similariy made containing.the duplicate copies is intended fcr; .ohe

Zonal Aceounts' Officer.

(iii) A,third set ccntains,the.,triplicate copi-eq 9f the. smolls (without cirailans), and' 
the summary, for the,reeord of the Nodal, branch'

1S.4 At the commencement of, each working day, the receiving .branch*s
fbrward to their Nodal brirnches all the three sets (mentioned above), pertaining ta the

receipts of the previous working day. The branches acting as sub-agents of the SBI

send the three sets of documenis, along with a Bank draft (payable at SBI's Nodai

branch atZ&g centre concemed) foy the total amount of tax collected as reflected in

.the scrolls. t* the Nc.rdal branches of sBI on day to day basis;

gS.5 Ti"le 
'branches of the banks wliich are authorised to make refunds, f,repare

u*funO scr*li, hltajor head wise, in the prescribed form (Annexure 2)' As in th* c*s* r'f
r**eipts, e sllrnrnary in prescribed form (Annexure 3) is also prepged". TY-t* s*is *f
dacuments uu* p.*$ur*d as in the case of receipts. The set meant for the llesignated

.Officer will *oniain (i) scroll of paying branch: (ii) -Advise 
Notes (for refunds cif

Rs" iil00/ anel akove) and {iii) paid Income Tax Refund Orders {upto Rs. 9991'}" Ths

set ineant f*r ZAO will contain 
- (i) scroll of paying branch' (ii) paid

Inconre tax Refund Orders {in both cases viz., for refunds upto Rs' 9991' an& for Rs.

10il01- ancl above). One copy of the Advice Note will be retained b1' ths paying

hraneh. Atl tlx* three sets of. doeurnents are sent to the l'lodai braneh on elay tc day

Lrasis.

3g.6 'Iire Nodal branch follows the same procedure as indieated'in Fara tr5'4

and 15.5 above for tax collections and refunds made at its own counter" These scrc!.ls

*re, however, prspared in triplicate only as no additional copy is required for its

record.

gS.? Cn receipt of the three sets of documents, the Nodal branch will take

f,*ii*n'ing actlon on day to day basis:-

(i) Check the amount of rernittances received by it through the inter-bank account

and ascertain that it tallies with the deposits rrade by the assessees as per

chaXians.

{ii) check the scrolls and supporting documents i.e. challansATROslAdvice Notes

etc. to see that their amounts tally with each other;
r,

{iii) check that the scrolls are in serial order by referring to the number of the

previcus scroli received;
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(iv)

15.8

(v)

consolidate and stitch, Designated ofiicer-wise and rnajor head-wise two
copies of scrolls/challans (including its own) separately for Receipts and
Refunds.

Consoiidate the copies of the scrolls (without supporting documents) including
its own, Designated offrcer-wise/major head-wise, separately fcr Receipts and
Refunds and retain the set for its record.

The Nodal Branch will prepare daily the Main scroll in triplicate,
Designated Officer-wise and major head-wise in the prescribed forms, separately for
receipts and refunds (Annexure 4 and 5) r'espectively giving a running seiial nurnber
extending over a financial year. One set of the consolidated scrclls, including a copy
of the Main Scroll. togetlrer with challanslrefund documents, as rnentioned ln para-
15.5, will be sent to the ZAO concerned on a day to day basis. Another set containing
the challans marked 'original' and intended foi the inlome Tax Department will be
sent-,to the concerned Designated Ofhcer bi-weekly i.e. on Mondays and Thursdays
and if they happen to be holidays, on the succeeding working day. In the case of local
Designated Officers, it is however, to be sent on day to day basis.

15.9 The Nodal Branch will record a certif,rcate on the Main Scrnlls (sent to the
ZAOIDO) to the effect that necessary advice has been sent to the Link Cell of the
(same) Bank at Nagpur/SBI, GAD Mumbai (in the case of SBI's Nodal blanch) on
(date) for crediting the amount to the account of the CBDT.

Note: If the Designated Officer is not localy situated (in case where two or more
Dos/Computer Centers are there in u%p,-n.) all tire above documents should
invariably be sent by Registered Posts. R

15.10 During first 25 days in April every year, the Nodal Branches will prepare two
separate sets of scroll one pertaining to the March transaetions which means
cheques/draftsilTROs tendered and cleared up to 31't March by receiving branches
and scrolls of the same'sent to the Nodal Branch subsequent to 3l't March but before
25tl' Aprii will be scrolled by Nodal Branch as "March ltesidual Account" and
intimate link Cell at Nagpur for inclusion in March transactions and another for April
transactions prominentf indicating the month of ar*unt, to-L""Uf. ifr. ZAO ,"
adjust the March residual transactions in March (Sy) accounts and April transactions
in the next financial year. Any cheque/draft tendered on or before 3l't March and
realised on or after i " April. by bank will be treated as transaction for the next
financial year.

15.11 T'he ]rlodai branch shall maintain a register to record the daily receipts and
refunds reported to it by the receiving branches under the various major heads of
accounts. The register shall be posted fi'om the daily Main Scrolls and will be in the
form given in Annexure 6. This register is maintained in perforated form and two
copies therecf shall be furnished by the Nodal branch to the concerned ZAO, along
with other i+,. ;srents such as scrolls, challans, rnain scroll, etc., afier ensuring their
correctnes
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15.12 For the pu{pose of monthly reeo&siliaticn, ihe Nodal branches *f the
Public Sector Banks prepare in the first week of thc fallcrving mcnth, ZA0*wise, Tax
Pread wise monihly statennents {comrnontry known as Datewise fu{onthly Statement i.e.
DMS) in quadruplieate (separately for reeeipts and ref;rnds) in the form given in
Annexure 7 and I respectively indicatl*g dat*-rvis* position repoa"ted to ZA*s
through daily iviain Serolls. Thyee *cpies of it are s*nt r*:"he ZAOs.

15.13 On the basis of the entries appearirig in tir* register n:aintaineei as p€r
Annexure 6 the Nodal braneh will prepare a etraily meffi:o and send it <:n a daitry i:asis
to its Link Ceil at Nagpur, whieh will ryrake daitry scttleinent with the RBI, C.A.S.,
Nagpur. If the net arnount is Rupees one lnkh and abcvc the advise is to be sent by
Tetrex/Telegram. in the ease r,f wrong rep*rtlmg sn an,v ciav" the Nodal braneh wiil
send an Arnendrnent statenaent in th.e pres*ribe*tr fcrn: {Anreexure g} tc the Llnk Ccti,
for reporting to tlie CAS, Nagpur"

Not-eT In case of the SBI, the repo$s lviXl be senf tc shc SB{, GAD, lvlurnbai. w}:ieh
will consoiidate them anei *arry or-rt m.:neta:rv seitiernent with the RS{, C.A"S",
Nagpur.

15.tr4 The No<3al Branch rq'iXl fumisli a mcnthiy serliflreate iatest by the last day
of ttre following raronth t* the eoncer$ed ZAO eerti$lng that no arnount *f tax
coliection made in {name of t}ee month)'is lying eith.er ln arrears with the receiving
branches under its eontrol or in the pipeiine son:Eeq,virere betrveen it and the reeeiving
branch. This w*uld ensure the rec*neillati$n *f .iegures with the 7"A& oil
currentlperpetlral basis and avoid aeewnutraticn of reecnciliation arrears. in rere
cases, if Nodal bank fails in furnishing tire nacnttrily e*rtificate to ttrre ZAS the Nccial
bank will rnake conserted ef,ibr-ts to reecnclie the figures at the earliest possible and to
submit a certificate of reaon*iiiation to the ZA0.

95'35 .All 14 the RBI off,ices wiil e*ntin*e to attend to the work relating to
receiptslrefunds of direct taxes and wili atrso act as Ncdal branch for their own
transactions. In Bcmbay, the RBI, Fort branch r.vill act as ihe Nodal branch for its o",vn
transactions as well as for those of Byeulla Sffiee.

15.16 Under the inecrne Tax il.ules, Personal Deposit Accounts are maintained
with the specified ba"ancires of the SBI or th* RBI offiees, for depositing money seized
frorn-persons suspected to have evaded tax. Tax amount in the P.D. Account is
transferred to the RBI, CAS, Nagpur oix day-tc-day basis for oredit to the
Govemment Account and tire balanee in th.is accounts is only a notional balance. The
delay in transferring the amounts under {}:e Fersonal Deposit Account to the
Government acccu!1t will attraet penal interest et the saltqe rate as in case of del-ayed
remittanct of dtrect tax ecllections to Govt^ Jeefiurr. R.epay'rnents are also made ficm
this account by the F.D. 'de*ount holder by issuing eheques which are supplied by the
ZAO. Separate receipt and paynnent scrolls are prepared and sent to the ZAO (aiong
with paid chequesictrrailans). Copies of the scrolls are sent to the account holder. The
bank maintaining the F.D. Account, prepares, at the end of every month, a monthiy
statement showing (i) Opeeling balance; {ir} *c,tal receiBts; (iii) total payments; and
(iv) closing balance. Tlree copies of the'statennents are sent to the ZAA and,one copy
is sent to the Account holder by the 5s of the following rnonth. (No copy of the



scroll/statement is'sent to the Designated Officers). T'he ZAA vefiftes the statement
with reference to the receipts and payments scrolls and returns one copy to the Bank
(after recording the certificate of verification thereon over his signature). The receipts
and payments as per scrolls are booked by the ZAO under the head '8443-Civil
Deposits-Personal Deposits' by contra debit/credit to the head '8658 Suspense
Accounts-Public Sector Bank Suspense'. In the case of transactions arising at RBI
Offices the contra adjustmenls are made under the head '8675-Deposits witf, Reserve
Bank'. The head PSB Suspense is cieared on receipt of the monthly account from the
RBi, cAS, Nagpur, by the office of the C.c.A., by per contra adjustment under the
major head '8675-Deposits with Reserve Bank'. However, only the net effect under
'8675-Deposits with Reserve Bank' will be posted as debit/minus debit in the
Revenue Account (dependiryg upon whethqr the net receipts are more or less than the
refunds).

15.17 'in the case of any errors/disirepancies in respect of receipts/refunds of
direct taxes, the concerned receiving branches will rectify them through Error Scrolls.

15.18 DESIGNATED OFFICER

15.18.1 After the necessary checks are exercised, the Daily Main Scrolls received
from the Nodal branches are entered in Registers in the Form given in CAM 83.
These are bpened Nodal branch wise separately for Receipts and Refunds. Thereafter
a monthly total is struck major-head wise. The totals are crosr-tallied. Besides this, a
monthly summary is prepared in a Register in the form given in CAM 84. In this
Register the monthly figures of Receipts and Refunds of all Nodal branches are noted
rnajor-headwise, and the final total is struck. This gives the Designated Officer, the
Itgures of 'Receipts/Refunds major-headwise, for compilation of monthly headwise
account.

15.18.2The Designate Officer gets Monthly Statement i. e. perforated copies of the
Register (CAM 86), in the first week of the following month from the ZAO. The
Designated Officer verifies the Statement with reference to the entries made in the
Register (CAM 83). He points out the differences, if any, to the ZAO through a letter
in the prescribed form as given in CAM 85 within 5 days of the receipt of the
Statement. The scrolls, challans/refund order or Refund advice Notes, which are
included in the Nlain Scroll, but are not received, are ob'tained by the Designated
Officer from the Nodal branch under intimation to the ZAA. The total amount of
such items is kept under Suspense Account. The amount uriiler suspense shall be
cleared on receipt of the Scrolls, etc., from the Nodal branch.

15.19 ZOI\AL ACCOUNTS OFFICE

15.19.1 The Daily Main Scrolls are entered Designated Office-wise in a Register
being opened for each Nodal branch. separately for receipts and refunds (in the form
given in CAM 86). Every month, separate folios are. allotted to each Designated
Officer and posting is done rnajor head-wise. One p'age is allotted each month for
recording date-wise and major head-wise figures consolidated for all the Designated
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officers who are linked tc tFre zAo" This page is ealled the ,Monthly Abstraet Fage,.The entries in the Abstraet page shoula taity with the rnajor head-rvise tctals erf theDaily Sumnaary of R.eeeiptsiReftrnds (Annexure 6) received aiong witle the Daii3r' Main scroils fi'om the Noc{al branch. This regisfer has cne fixcd page and *neperforated page alternately. The pcsting in the r{irt., is done by using earbon paper
so that carbon entry appears on the perforated pugJ. at the end of the in*nth tlie totalsthereof are struek and crcss taltried *,ith the totiiu of tire Monthly Abstract pagc, bythe 3'd working day of the follelu'ing month. The perforated pages are thereaf,ter
detached from the register and sent to the Designated offioer concerned, f,or neeessaryverification' In response. the Desegnated Offi"". sends to the ZAO a letter ofobservaticns in the prescribed froni aJgiven in cAM g5. The ZA0 keeps a wateh *nthe receipt of this letter frcrn the Designated Of,ficer.

15'19'2 After the totais of varicus pages of the register in cAM E6 are struek andcross tallied with the totals of the lv€onthiy Abstracipag€, a Designated offieer-r.visernonthly surnmary is prepared in a separate regisfer i" th'e form giien i* Cana ET. -fn

thjs nlonthly summar-rl, the rnonthly major heid-wise figures of receipts apd refundsof the various Nodal branches far each besignated offiJer f"*1-Lr-'i, tl**negl*t*,in CAM 85) are clubbed to enabie the ZAo io arrive at the amounts rnajor heaei-v",isefbr which detailed accounts are to be furnished by each Designateel officer"

15.19.3 The consoridared To{1y.{s1r* available in Register (cAM 86), Noda}branch wise, are taken to the classified Abstract, for preparation of the maior headwise account. The arnounts are initially booked und.r'rh. ;l,r;; nJujTft*r*ipr,
Awaiting Transf,er to other minor head-etc.' (RAT) under the relevant ,*o*n** majorhead by contra debit to the head 'FSB suspense', when tht;ehte ;'N;;ffiranehesof the PS Bariks including sBi and to '8675- Deposits with Reserve Bank , centralCivil- Reserve Bank (H.Q) when they relate to RBI's Nodal branch. This FSB
Suspense head is oleared by adjustment under the head '8675 Deposits with R.eser\reBank' on receipt of Nlonthly closing Balance Staternent (cAs r2r and 6;;- ;Mo_nthly settlement Sratement (DMA I| from the RBI, cAS, Nagpur in ccAsoffice' The head 'RAT' is cleared by the zAa by minus credit to the extent ofDetailed Account is received, from the Designut.o oin.er and by credit to tlierelevant minor/sub-heads etc. The ZAo keeps i close watch over the receipiof tt *reDetailed Accounts from the Designated Officers.

15'19'4. The daily rnain scrolls and the daily summary of receipts and payrcents,received from the Nodal branch should be checked on oay to day basis before they areposted in the Registbr (CAM S6).

This checking should be done to see that:

'(a) 
the serial numbers of the main scrolls and those of the receiving branches arein consecutive order for the financial year; 

- - -- '--^o

(b) the entries in..the scrolls tally witlr the amounts of the challans/refund orders
,...' of the.prescrib.ed certificate (s)of the Bank, and no challan/refund order or,, prescribed certificate of the nodal branch is missing;

:::. -.- G.
347



the totals of the daily scrolls of all the receiving branches attached to the
daily main scrolls are correct

the total of the daily scrolls of tlie receiving branch, has been correctly carriecl
over to the daily main scioll prepared Designated officer-wise by the Nodal
branch;

the total of the daily rnain scrolls is correct;

the total of the daily rnain scrolls is correctly carried over to the daiiv
summary of receipts and payments; and

the total of the daily summary of receipts and payments is correct.

15.19.5 Whenever error/omission/discrepancy is noticed, it should |e taken up with
the Nodal branches through personal contacts, on day to day basis, for necessary
rectification. Whenever the requisite rectification is not done, or is not found to be
feasible for some unavoidable reasons (u'hich should be rare), the matter could be
taken up througlr correspondence and followed up with the Nodal branch.

15.19.6 On receipt of three copies of the Analysis of the Transactions relating to
CBDTI separately for 'Receipts and 'Refunds' commonly known as Dzite', wise
Monthly Statement of DMS- from the Nodal branches (as mentioned earliei in para
1 5. 12). the ZAO takes action as under:-

(a) Compares the figures appearing in the DMS with the figures compiled in the
N4onthly Abstracr page of the Register (CAM g6).

(b) In case no cliscrepancy is noticed. the ZAO verifies the DMS over his
signatures recording the total of the DMS in words and figures and indicates,
against each entry the month of adjustment in the account. One copy of tire
DMS' duly verified. is returned to the Nodal branch within two weeis of its

' receipt. The second copy is deposited with the JAO/AAO (Receipts) for safe
custody, and the third copy is utilised as working office copy

(c) In the case of any disgre_pancy noticed in the DMS, the zAo takes up the
llatter with the Nodal branch. by personal contact. within two weeks of its
rc'ceipt. In the rare event of the dirrr.pun.y not being settled by p*rro.rut
contact. the matter is taken up through correspondence and meetings.

15.19.7 If tlie discrepancy is not settled within 2 months of the receipts of the DMS
in question, it is returned to the Nodal branch concerned immediately on the expiry of
two months, in the following manner:-

(a) In the DMS for refunds the lrgures whicli are not acceptable to the ZAO are
encircled and correct acceptable figures are written over them in red ink. 'I'he
revised totals of the DMS are worked out and shown in recl. and verification
recorded for the correct acceptable amounl The DMS is thereafter dealt with
as stated above in (b) 15.19 (6).

(c)

(d)

(e)

(0

(e)



in the case of DMS relating to 'Receipts' if the a*rount as per hdain scrolls ismore than the one sho',,rrn in the DIV{S, it r.v-ill be deait witli ir: the manner
indicated at (a) above j:r DMS for Refunds.

In case the amount ds per Dh,{s is more than the tr-rtal cornpiled -by 
tile ZAo

1'rom the h"fain Scr"olls" the DiMS is dealt lvith as statr.rl ir: (b) above and thediffere'ce is adjustec,'credited uncier'g65g-suspe:rse a..ou,rir_i;r;;;
,z\ccount (civil) ' Chaiians.A/ouchers suspense' by ccntra ,Jetrit under the head

-ls! srsnense', if the Dh{s pertains to a Fubric Sector bank incruding gBi
Nodal branch anc under tire head '8675-l)eposit with Reserve *ank , Cer:tralci'il - Reserve Bank {FIe), if rhe I}hds pe*ains to RBI'' No,lai bra'ch. Therxatler is pttl"sued rvith the lJodal branch fi:r tJre receipt scr*lis. until it isllnalised as r-r-n,Jer:-

(i) li th.e Yolt dully supported by chailans. is li:::nished by.' the bank, ti.:e
head 'Challaus/Voucher Suspense' is cleared by a minu; estry arci by
credit under "RAT" under tire reievant *iajor head, pending transfci 1o
the reJe"'ant ninor head cn receipt cf iire detaileci u.rourit iiorp rhe
Desiunared Oftleer.

(ii) if the difference does not relate tc CBDT and is withclrawn bv theBank. the amounts alreadrv credited/nJebitei f* the lt*ads
'Challans/Vouchers Suspense' and 'PSB Suspense' or Res*;rve Bank
Deposits are reversed.

Note (1) 'rhe DMS should be verified and returned within two weeks cf its receipi.
tru case of discrepancies hcw€ver, tlvo nontlis is ilie maxunuur,, p-r;;*

ithin which the IIMS sh*uid be verilhed and returne* as stalsd a-br..ve.

Note (2) The ZAO shoulcl take into acccu*t the ohservc"tior of ttre Designetcd
Officer. sent in the prescribed letter forur (CAM S5) I Refer para i5.trT.2
above).

Note {3) in case the Nodal brancir does rrot sencl rhe DN4S in the tirst iroeek af thefollowing month. the matter shotild be taken up viitii nuni, rt rougi,
personal contacts. ln case personal coiitacts .lo 

'r':ot 
yieici the ie:,ireii

resuits" the mattel' should be taken up thr*ugh r*n"espr:r:<ie5c* an,.i
meetings. if the DMS is nct received b.r, the enil i;f tl:e in*ath fulloi..;ing
the rnonth to "'r'hich it pertains, the rnatier shouid be taF;e:-i lip at e irig!:er
level.

15'19'8 The Z'A.O. gets a computerised 'put through' statemenl Noeiai branuii-w-ise.
major head of accotmt wise. and transaction date wise iSiatement s". -. i,u iil. i"r*given in Annexure tr0) from the RBi. CAS. Nagpur torihe purp*se *f r*c*neiiiaticn
of the transactions settled in respect of each Nocial branch. The ZAs cornf*r.,, lh*iterns in tiris statement r.vith the cop},' of the verified ilMS of the ncdal 'nrancir
avaiiable in his office' Discrepancies. if any, in the remittances etc.. are settled by theZAo with the Nodal branch through personal contacrs. in case the personal ecntacts

9'l 
-1 

5f;lMin nf Einqnn,-/NI)/?o/\1

(b)

(c)



l
!';-.

do not prove fmitlul. the matter should be taken up tirrough correspondence and
ineetings u'ith the Banks. In case of any difficulty, the matter rna5' be reported to Dy.
Clontroller of Accounts Incharge for taking up the oase at a higher level of the bank
concrerned. trf still success is not achieved within a reasonable: time. the matter may be

reported to }{eadquzlrters (Principal CCA's Otfice) fbr taking up the matter with the
I{ead 0fficc'of the }Jank.

15.19.9 ZAO shoulcl prepare a monthl-y Bank Reconciliation Report imrnediatetry on
receipt of a copy of RIll's statenent No.2 (Annexure l1) from Plincipal Accounts
Office. showing thr:rein the nodal branch-wise figures as per RBI's Staternent No. 2

and those accounted t'or bv tlte ZAA in the acc:onnts and difTerence (for the month and
tire prrgressive dilference) in the form as per CAN4 88. Bank wise and date wise
break-u1t of the progressive difTerence should be given in this report indicating also
the action taken to settle this difference. This Reconciliation Report is to be prepared

separately for receipts and refund-s and sent to the Principal Accounts Office within 3

days of the receipt of the copy of RBI's Statement No. 2.

15.19.10 All challans should be scrutinised to detect cases of delays in the

remittance beyond maximum period of 5 days in case of iocal branches and 9 days in
case of outstation branches. These delays should be irrvestigated to ascertain whether
these have occurre'd at the receiving branch or the Nodal Braneh of the Bank. A
record of all such cases of delayecl remittance should be kept in the Zonal Accounts
Ofhce in a register in the prescribed form. Matter should be taken up with the Bank
for suitable rernedial action to prerzent such delays in fiture. Further, the penal

interest is chargeatrle on (i) all transactions not remitted to the Government account
with in a period af rlonth and tii) the transactions of Rs. l0 lacs and above not
remitted to the Government account with in a period of 15 days. 

.l'he 
period lbr the

above pllrpose r.lill be counted form the date of receipt of the collections at the
receiving branch till the date prior to settlement rvith fdBl, qAS. Nagpur for credit to
Government Account tiuough the bank's link cell at Nag;rur. LAOs will identily such
cases and impose the penal interest on Banks at their level itself and make efforts to
recover penal interest. Monthl1, reports, as may be prescribed b,v the Pr. Aecounts
Office. will be sent b,v the ZAO to the Pr. Accounts Otfice by prescribed date for
further tnonitcring and taking up the irratter rvith the higher authorities of the banks

wherever necessarv. Ilowever. the cases of Rs. One clore and above deiayed beyond
l5 days w'ill be processed by the Pr. Accounts Office and taken up with the banks fbr
recolery of penal interest. ZAOs should reporl all such cases to Pr. Accounts Office.
While detecting delayed remittance cases and imposing penal interest the instructions
ccrntained in CGA's circular letter No. S-11012/3/84i1{BDlll44-l193 dated 21.12.84
as amended from tirne to time will have to be kept in vierv

15.19.11 The head 'PSB Suspense' will continue to be cleared in the CCA's office,
on the basis of monthly computerised put through statement' received from RBI,
CAS, Nagpur. A copylextract of the put through statement {ZAA wise, head of
account r,r-ise) receivecl fio.m CAS. Nagpur is sent to the ZAO by the CCA's office,
fbr checking/verification and settling discrepancies. if an,v. with the Nodal branch.

15.19.12 The ZAA should maintain the Broadsheet of 'PSB Suspense' shor,ving

therein the amount booked as per the accounts. The amount as per copy of the

:150



'ivionthll Pr:t Thiough Staternent' reeeived froni CCA's cffiee. is show' as clearance,
and the closing balanceibaiance outstanding is worked out. prompt actign shaulei be
taken b1' the ZAC: for getting the r:ld *utstanding an"lcunts settied bv the Ncdal
branch. Transactians ivhich remirined outstanding ,.ui,l*, the .pSts s"up#*;fcr m*re
ihan tq:o months lrray be considered as cliJ ouistanding items. The ZAO will also
ntaintain age-rvise anall'sis ol'balance ouistanc!ing under-'pSE S*spe,.,r*" in the fo:-m
presr:ribed for Abstract in fbrm CA}/ 26.

15.20 FRHNCIPAL ACCOUNTS OFFICN . 
:

I5'20'1 The Rtsl. CAS. iiJagpur scnds everv nronth the follou,ing !-our cornpliterised
'put through statements' to the C.C.A. C.B.D.T. :

(a) Statement No. 2 Major heaclwise summary cf transactions (R.eceipts, Reflunds
net for the nrsnth separately fcr each ZAA {2 copies; in the fc511r given in
Annexrire 1 1).

(b) Statement No. 3 Nodal branchwise, Fiead of account w'ise (with sub-tc,tals at'liodal 
branch level) and grand totai for the ZAO separatel,v fb1eeeh Z.A.A.

one copy in the form as per Annexure i2).

(c) Statement NO' 4 Bankwise and Heacl of Account rvise witir grand total for
CBDT {one copy) in the fcrm as per .A,nnexure 13,

(d) Statemenl No. 5 Head of Account-u,ise summary of transactions fcr CBDI' as
a whole (one cbpy) in the forrn as per Annexur* i+.

15.2t!.2 The grar:d total of statement Nc. 5 is talllecl rvitli the grand totai cf the Bank-
wise Staternent No. 4. The grand total of Statement No. 3 olall the ZAO is worked
out and tallied radth the total of Statement No. 4. Totais of Statement No. 2 are tailied
r,vith those of Statement No. 3.

15.20.3 The total receipt is adjusted as minus clebit to tlie head pSB Suspense and
total refunds as minus credit to 'PSB Suspense' and the net totai is adjusted as
debit/medit to '8675 Deposits with Reserve Bank ' Centrai Civil R*serve Barik
(PSB). This TE is included in the Monthly account of the ZAo New Delhi.

15.2$.4 After carrying out adjustment under 'psB suspense, etc. one copy of. the
Siatement No. 2 is sent to .the concerned Z.A.O. for further verification and
preparation of rhe Broadsheet of\pSB Suspense'.

E5"2G'5 fhe Pr- CCA,CBDT wiil submit a consoiidated quarterly reporr of delayed
remittances to c.G"A. The- rare of p*rrut ir;r-;; ;;;"Jryrj;e*1;il*J;iirlury *o*
quarter to quarter and will be based on the average of the cut- off rates for 91 days
auction treasury bills during the previous quarter. The rate will be comrnunicated byRBI every quarter to the CGA who will communicate the same to all
N4i ni stri e sr'Departrnents

***+*******'t*******
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ANNXUREl
- " le Para 15'3)(vlo

RECEIPT SCROLi,INCOME' & OTHER DNNCT TAXES

Station. Serial No'..'---.--
Name of the Bank

DateCode No.

of A/cMajor Head

ZAO CodeNo' D.O.

ffiD'o'codeNo'

N;*.;f th" Cash Transfer T"tri Initials Remark
Clg.
Rs. P. Rs. PSr,

No. assessee B". q' Rs. P.

Total

3s2
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ANNEXT"iRE 3

{Vide para 15.3}

DAILY SUMMAI1Y

Name of the Zcna! Accourrts Officer

Name of tl-re Designated Officer......

Code

\_ofie

Date :

Major Head of Account I{eceipt
D-

Payment
Rs"

0020

0021

0424

0028

0031

aa32

0033

Totai

Note: i) T'c l-e preparecl bv paf ing branch separatelv for each
ii) If there is nc pirr,,me::l unr{er anv irdecl t:f arcount

against tl"iat j{enr."

Desigr:ated C)fficer
'NIl-' rna;, fue rec6rcl.ed

7

n

cI
i

F.

li{



ANNEXUITE4
(Vide Para 15.8)

ITECEIPTSCROLL {MArN)

Code No. StafionName of the Bank

DO

Seriel No.

Date

Major Head of Account

Nodal Branch_ Cocle No

DO CODE No.

ZAO____ZAOCODE No.

Sr.

No.
Name of Code
Receiving Branch No.

Arnount Initials Remarks
Rs. P.

Date of
Receivin
g Branch
Scroll

A
B
c

Nodal
Branch's
Orvn
Coilections

Total

i5,i



ANISEXURE 5
iVide Fara 15.8)

PAYMENT SC[{0LL (A4A{N}

I\daure of the Bank Code l{ol Station Seriai No.

Nodal Branch__-___ Code N

DO CODE l.lo.

Date

&'fajor Fiead of AccountDO'

zAa____zAocoDr r.. [_i- ] l LT]
5r. Narne of Receing Code Date "- A".,";m
No. Branclr No. Pavtng Rs. p.

Branch
Scroll

A
B

C

No.lul
Branch's
Orvn
Payrnents

Tetal
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ANNEXUNET
(Vide Para 15.12)

ANALYSIS OF THE TRANSACTIONS RELATING TO THE CENTRAL BOARD
OF DIRECT TAXES FOR THE MONTH OF

Name of Nodal Branch

ZAO

Code No.

Code No.

RECEIPTS

Maior Heads of Accounts
Date 0020

Corpn.
Tax

oo21

Taxes on
Income
Other
than
Corpn
Tax

0024
Interest
Tax

0028
Other
Taxes
on
Income
and
Expend
ifure

0031

Estate
Doty

0032
Taxes
on
Wealth

0033
Gift
Tax

Total

L

2

3

4

5

6

31

Total

Note: 1. A statement in this form should be prepared in four copies.
2. Three copies should be furnished to the Zonal Accounts Officer, Central

Board of Direct Taxes and the fourth cop-v retained as office copy.

Date: BRANCH MANAGER
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. 
A,NNEXURE 8

(Vide Para 15.12)

ANALYSIS OF THE TRANSACTIONS RELATING TO THE CENTRAL BOARD
OF DIRECT TAXES FOR TEIE MONTFI OF

Name of Nodal Branch

ZAO

Code No.

Code No.

REFUNDS

1.

2

3

4

5

:

31

Note: 1. A statement in this form should be prepared in four copies.
2. Three copies should be furnished to the Zonal Accounts Officer, Central

Board of Direct Taxes and the fourth copy retained as office copy,

Date: BRANCH MANAGER
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CHAPTER. 16

MESCE,LLAhIEOUS

16.tr FINANCE ACCOUNTS OF'UNTON GOVERF{MENT

16.X.1 The Finance Accounts of the Central Governnlent c*ntprises the accounts of
the Central Government as a wlaole including trcmsactions cf Civil
Ministries/Depaitments, Defence Services, Pcsts & Telecomfirunication Departments

and the Railways. [t presents the accounts of reeeipts and *utgoings of the Central

Governnaent for thc year together u'ith the finaneiai results disclosed by different
aceounts anel cther data coming under exnmia:atlons, reamely Revenue and Capital

Aceount, aceount ,rf Public Debt and of otirer lia'bitrities ancl assets as worked cut from
the balanees reeorded in the accounts. It is supplernented by the accounts separately
presented in ttre foricl of .{ppropriation Aoer:ucqts for grants and charged

Apprcpriations. Tire Finance Accounts submitted tc Gcverrrment is an Auditor's
pre sentati*n cif the generai accounts of Governrnent t* Far*iament.

16.1"2 The Finanee Accounts are divided into trryo pafis, nan:el3t, Part I and Part IL
Part I c*m,prises the summarised statemenis in respeet of Rcveru-ae, Capiial, Debt,

Deposit. Suspeerse and Remittanees transacti*ns a,nct Contingcne3.' Fund. Part tri
comprises the ctetailed statem*nts in respect cf, these traitsaetlons and oth.er related

staternen'cs.

Flart II ls frirrther sr;b-divided into tro s*eti*ns 'A' & 'B' Seetion 'A' comprises

detaitred ace*unts and other staternents relating to Reeeipts and Expenditure on

Revenue and Capital accounts and Secticn "B' e*mprises dete,aled aeoounts etc.

relating to Debt, Deposit. Suspense & Reinitt;rnces transactioms and C*n;iirgency
Fund.

16.1.3 The preparation of detailed review of balances ltas hecn,Jiscontinued ftom the
Finanee Accotr:ais flor the year 1950-61 cnrl'ards. Statement No. 5 of Finance
Aceounts indicates, in brie-f. the state of rec.cnciliaticn elf atrosing balan*:es aud

acceptanee of balances based an inforrnation receiveel iror:l various accou-nts Offices
whieh are required to render material for tlre Finance Accounts. Under the systern

<lf bcok-keeping foiiowed in the Indian G*vernnient Acecunis, tile amounts booked

under Receipts and Expenditure heads (Revenrie and Capital Account) and under ihe
rnajcr heaCs '7810 inter-State Settlement','7999- Appropriaticn to the Ccntingency
Fund' and '86$fi h,{i.scellaneous Goveri:meirt Accouni' are closed to a single head

termed 'Gcvernment Account'. The balance under ihis head represents the eun'luiatir:e

result cf all sueh transactions and is such that ailer adding it to the baiance undi:r
llei:t, Depcsit, Suspense and Remiitance heads and under Crxriingency Fund, the

closing cash ba.lance at the end of tlie,vear ccutrd be i,vciked arlt and proved.

16.1"4 Neeessary certificate is recorded by the Ccntr*ller General of Accorxtts on tlre
Irinance Acc*urds which is countersigned by tlie Secretary ti: the Government of

366



India, Ministry of Finance. Thereafter, the Comptroller and Auditcr Generel of India
also records a suitable gertificate thereon.

Material based orr whieh Finance Accounts are prepared and the authorities r+'ho are
to fumish it to the C.G.A. are indieated below:

CONTENTS FROIM WHOM RECEIVED

Certifisate of the C.G.A.

Certificate of the C & A.G"

Introductory

Statements of Finance Accounts

C.G.D.A.

Drafted b"v C.G.A and countersigned by
Secretary, lVlinistry of Finance.

Drafted by the C & A.G. of India.

Drafted by C.G.A.

(a) Statement of Central Transaetions
material from PrAOs relating
Ministries I Departrnents
Accountants.General and Separated
Organisatioas of Union

ancl other
to all

and
Accounts
Territory

Administrations/Governments

(b) S.C.T.s and other material frorn Dy. Direst*r
General (Fostal Accounts).

(c) S.C.T.s and other rnateriai from Dy. Direetor
General (Telecommunications).

(d) S.C.T.s and other material from the

(e) S.C.T.s and
Board pertaining

other material from Railwav
to Indian Railways.

The circulars prescribing the time schedule for the closing of the accorents of
Union Government for the year and detailed guidelines for the preparation of SCT
and material for Finance Accounts are issued by the Finanee Accounts Secti*n of the
Crganisation of C.G.A. every year by the end of March.

16"1.6 The basie rnaterial for the preparaticn of Finance Accounts is the Statement of
Centrai Transactions received from various Pr. Accounts Officers(inciuding those of
Delhi Administration, A & N Islands Administration). Accountants General, Director
of Acccunts, Goa, Direstor of Ascounts, Daman and Diu, Daman and D,v. Director
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General (Teleeommunication), F.A"O. Pondicherry, C.G.D.A., Dy. D.G(PA) and
Railway Board.

16.N.7 The following instructions shculd be followed for the preparation and
submission of the Statement of Centrai Transactions to the Controller General of
Accounts.

16.1.8 The uptodate copy of the Statement of Central Transactions, duly reconciled
witir the figures of detailed Appropriation Accounts is required to be submitted to the
Controller General of Accounts. The form of the Statement of Central Transactions
shall be as prescribed by the Controller General of Accounts. In cases where
expenditure has been booked under a minor head prescribed in the List of Major and

Minor Heads cf Accounts for which a corresponding/equivalent sub-head does not
appear in Part II or Part III of a Demand for Grants passed by Farliament, approval of,

the Ministry of Finance (Budget Division) should be obtained specifically for opening
the head alongwith speeific lettering, name and nomenclature to be adopted in the
Appropriation "Accounts.

16.1.9 The Figures to be entered in the Statement of Central Transactions should
include the progressive figures upto March (Supplernentary) accounts and correcting
entries made thereafter till the date of its submission to the Controller General of
Accounts. If any correction to the Statement of Central Transactions becomes
necessary after its submission to the C.G.A., it r.vill be sarried out by proposing a

Journal Entry aird after obtaining approval of the C.G.A. therefor. The proposal for
Journal Entries should be sent to the C.G.A. up to the time limit specified in the
yearly circular of Time Schedule and Annual closing of Accounts providing
justificalions fcrr the corrections. These proposals should be supported by a Journal
Entries proper in form C.A.M.-34 (TE Form) duly signed by the Head of accounting
organisation viz. C.C.A.lC.AlDy.CAlA.G as the case may be and a detailed list of
correction to the Statement of Central Transactions, seeking approval of the C.G.A.
for its inclusion in.the Accounts. Finally an abstract in form CAM 36 incorporating
the effect of all Journal Entries accepted for incorporation should also be sent to the
C.G.A. The figures have to be shown in the Statement of Centrai Transaction in
thousands of rupees from the Financial Year 1987-88.

16.1.10 Material for Statement NO.13 (which is an important Statement) comprises
Figures of receipts/disbursement during the year and opening/elosing balances under
various Debt heads under the Consolidated Fund and under Reserve Funds, Deposits
and Advance, Suspense and Rernittance heads under the Fublic Account and is to be

f,urnished in tlee following proforma:-
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tie:.: of
i J: OUnt
!,1=ilr &
\1!nor

:,tad c-f
sCCCti$t

Opening
balance as

{}n 1st

April

Revised
opening

balsnce as

*n lot

April
{Ccl.2--}i

Receipt
during ihe

year

Balances adopted
proiorma frorn As.G../

Pr"A.0s during the
cour'se of your iAG-
wise details and rhe

i'?ar'iitillars Of
ic:nr:runicati*ns

i'eiurn i n.q ceriii'ied
proflclila 'B' shcuid

he given separatelv in
an Annexure

( In thousands of Rr-r

Disbursementl Closing
during the J baiances

year ason3i"
March

Rs

Note:- Prcfbrma corrections to be carried out in lerms of para 5.i5.2 ibid i* respectr:f statement Nc. 13 of Finance Accounts etc. shouid be reflected Jistinetlyilnder a separate line narned "Prior Period Adjustment Aecount,, belorv therelevant major/mincr head and the closing balance under the head should beworked out after taking into account the effeet of "prior r*.ioJ ao;lrstrnent
Account".

16'1'rl The following points shouid also be kept in view w.hiie furnishing materialfor this statement and other subsidiary statemenis like statement no. i4 anci l5 :-
(i) The mini--rr heads cf account indicated under each majcr hea<i, in theseStatements are strictiy in accordance with the authcrised minor heads ofaccounts in the revised list of Major anel Mincr heads cf Acccunt effectivefrom I -4-87 

"

(ii) The figures of 'Receipts' and 'Disbursemsnts' during the year against *aehrnajor/minor head of ac',ount aglee lvith tlie **o*rponding=figure; .rr*"* i*tire Statement of Central Transaitions.

(iii) The f'rgures appearing under corumn 5 
"{Disbursement) 

and ccr,T {crosingBalance) under the following suspense heads beiow-the major t 
"u*-igesg,suspense Acccunts, would give a clue that ce{ain iter.:sltransactions iemainihereunder. lvithotlt eiearance and adjustment tc the final expendifti;* rr.ua uraceo'.mt in the Appropriation Acccunts oithe concernsd Demand fbr Grants:-

Suspsnse Account (Civil).
Fay and Accounts Offiee Suspense.
{,.ash Settiernent Suspense Aecount.
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It should, therefore, be ensured that normally there should be no
outstanding balance under any of these minor heads at the end of a year. except
the balance under the sub-head 'Outstation Pay Bills for March' below Suspense
Account (Civil) representing payments of outsiation pay bills for March bybank
draft. which should be cleared in the Accounts of April vide note below para
5.1.4.

(iv) If there are debit balances under heads against which there should normally be
credit balances or vice versa, the reasons for the adverse balances should be
fully explained in footnotes. The action taken to liquidate the adverse balances
should also be indicated.

(v) There should normally be no minus figures under
receipts/disbursements for the year. If there are any. full
be indicated.

(vi) The opening balances under Debt. Deposit, Suspense
should agree with the respective closing balances shown
statement.

columns relating to
reasons therefor are to

and Remittance heads
in the preceding year's

The rectification of misclassification relating to earlier years in the case of
these heads of accounts, detected as a result of reconciliation of balances or
otherwise, is required to be carried out ttnough regular account in the manner
prescribed in para 5.3.4 of this Manual. Corections to balances v,,ithout any
actual accounting adjustment which used to be carriecl out profonna prior to
1982-83 are now made through Prior Period Adjustments as envisaged in para
5.14.3 ibid. It should be ensured that wherever a footnote was proposed during
an earlier year in the Statement of Finance Accounts prornising fuither
actions/probe/remedial steps, such action is actually taken in the subsequent year
and, if not, the reasons thereof are to be indicated.

(vii) The total of each sector/sub-sector/major head etc. should be struck at all stages.
Thereafter grand total should be struck at the end.

16.I.12 SUPPLY OF FINANCE ACCOUNTS

(a) The distribution list of the publication is kept up ro date in the C.G.A.s
organisation by including there in the changes ordered frorn time to time.

(b) Copies of the publication cculd be supplied to the Ministry of Finance (Budget
Division) and to the Parliament Secretariat in advance of their presentation to the
Lok Sabha and Rajya Sabha (after obtaining approval of the President), with the
clear stipulation that they are to be treated as 'secret' until their presentation to the
House of Parliament.

{c) Immediately after the publication is laid on the Tables of Parliament. it should be
leleased for sale. Necessary intimation to the Press for despatching the copies to
the Manager. Publication Branch is issued by the Ministry of linance (c.G.A.).



16,2 PROCEDURE FOR PAYMENT OF ARREAR CLAIMS

16'2'7 The Pay and Accounts offices uncler the departmentalised accounting systemw'ill not issue any authorisation on other Accounts brn"., to make payme't cn theirbehaif or vice-versa' when a Goveirrment servan t, Gazatted, or Non-gazetted istransferred from the pa.v*ment control 
.gl Jhr 

puv una Accounts office to anotherAccoutrts oftice/Accounts circle, it will u" n*""r*r| that his claims for pay andAllowances should be drawn up to the date of t.li;; cases where the joining timepay and allowances are not debitable to the departmeirt-under the accounis control ofthe Pay attd Accounts officer and in otrr.t .ui.ri.-*.'uttru"ted by the provisions ofRule 65(2) of Government Accounting Rules, r qgrj *d Notes 
'l a i tnereunder)covering joining time pay and allowances for the admissible joining tinie period or upto the date of .ioining the new office elsewhere--*hi"h".r*, is earlier. Last pavcertificatc sho'ld be issued by the Heacl of th; ;fft.; ;"ly after e"oiir.r, irT"o. 

"'l

In the latter type of cases. however, if for any reason, LpC is issued beforepayment of-joining time pay and allowances, the payment thereof shall bea'anged bythe same clentral civil D.D.o. by drawing it ftom his accredited pay and Accountsoffice. artci routing the crossed cheqrie/blnk ;;;ft l;"".n in lavour af the officerconcerned through the D'D'o of the new office, and in the case of a state GovernmentGazetted olficer ( who is permitted to_{raw hir p"oronJlntitlement directly from theState treaslrr-v etc') directly to the officer" suortunrrrusly, a revised L.p.c. marked"Finai" shall also be issued to the neu'D.D.o. or the nccountant General as the casemav be, stating that the last Pay certificate issued earlil, was a provisicrral one.

16'2'2 In respect of claims arising after LPc has been issued, the drawing anddisbursi'g officer of the office in wh]ch the Governn *nir*ruunt is currentiy workingmay preir;rre a "Due ancl r)rawn statement" in respect of arrears or puy uroallorvatrces of such a Governtnent seivant and sencl it io his earlier office (s)/parentotfice' as the case rnal/ be. lor verification of the clairn. 'fhe latter *ffice may checkthese statelnents. make eniries in their_records (i.e. jn the relevanr pay Bill Registerand retutn to the concetned drawing otficer wittr a ceLtificate that the ur.uu* relatingto the Gcvernment servant have been notecl in the relevant pay Bill register. onreceipt of the'I)ue and drawn Statement" dujy vetted Uiiifr. earlier/parent oft_ice, thedrar'ving and disbursing olficer may prepare the arrear brirs of the Go.,.erninent servantin the pfoper forms" record the necessarl' certificate as required i' Rule g9 ofccAit{&i') Rules. 1.983 ancl draw the bills from the p.a.o, and clisbur.se rhe arrears rohiin on pi'oper acquittance. T!* expenditure in this behalf ma1,, be dehite,J to thebudget prcivisions of his crvn office.

16'2"3 hi the case of Govetnrnent servants w.orking in Defence, Raiirvays, p'st &Telecomn:'nications (Governrnent commerciai Departmenti Departmentarundertakings) and ather Governments transfered to civil and vice-versa, theprocedure referrecl to abcve is further modified to the extent that while accepting the"Due and f)rawn staie::ner:t" olarrear claims. the concerned office rrlor*j odo-acceptthe debit tirereofl" reccrri the classification and retum i io irr* drawing alil disbursing
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l

officer of the office in which the Government servant is currently working for drawal^rarrears and payment to him.

16'2'4 The arrears due to a central Government servant arising after his/her transferon foreign service to a public sector undertaking or Government autonomous bodyshall be drawn by the parent office atta paia io the GovernmerrJ ,ervant rycheque/demand draft.

16'2'5 The above.procedure is applicable only for the drawal of arrears of pay andallowances involving preparation of due/drawn statement. In respect of other claimslike T'A', o r A etc., requiring counter signature by the con?rolling offrc"., th.earlier/parent office shall pass the bill, obtain a ,h.qu.id..nand draft in favour of theofficial fi"om its P.t o and despatch the same to the D.D.o. under whoSe paymentcontrol the official is serving for disbursement to hirn una aro w;;"; ,h."r"ceipt ofacknowledgement.

16.3 PROCEDURE FOR RECEIPT,REPAYMENT AND ACCOUNTAL OFDEPOSITS UNDER THE DEPARTMENTALISED ACCOUNTING
SYSTEM

16'3'l under the departmentalised accounting system, the responsibility for keepingthe detailed accounts of deposit transactionr *in be that of the pay and Accountsoffrce except in r-espect of deposits for which the defartmental officers have beenmade responsible for maintaining detailed accounJs 1e.f. 
"ourt 

deposits, deposits withPublic works or Forest Divisioni etc.). The following iistructions may be followed inregard to accountal of and repayment of deposits roir"rtirrt the p.A.o. i, ."rp"nrlur.for keeping detailed accounts. \'v' rr ruDl

16.3.2 The detailed accounts of such 
-class 

sf deposits should be kept in separateRegisters of Deposits (Form cAM 63). separate rotios may be allotted for eachdepartmental officer under whose authority o. on whose behalf the deposit has beenreceived' Entries will be-made from the thallans accompanying the ,.."ipt scrollsreceived from the receiving branches of the bank. In cases where the amounts havebeen remitted into the bank in lump-sum by the oepartmental officer who received thedeposit, the detailed posting will be done from the particulars given in the statementreceived from the departmental officer and reconciied with thJ lump-s,r* ,rloir, inbank scrolls.

16'3'3 The biil for the repayment of deposits will be drawn by the departmentalofficer from whom or on whose behalf the originar a.porit was received and sent toP'A'o for pre-check and payment. on the bil'i the a.puti*.rtal officer will certifythat the cor-rditions subject.to which repayment is to be made have been fulfilled andthat a no': hi'r been kept in his initial records to prevent a second claim. The pAo
will che -- -i:- rrz4irshility of balance from the Deposit n.gi.,"r. make an ent- - the

:t;:',::,,::"j:oj,,":;1.,,"t 
;ire register: give cross reference igainsr the relevant entry;n -ii'ic r.:,,r'i!:.: li: :il{ cilie ,-i:-iis ::is:rnri_l ie.: which the repal,rnent is made, and makei'.:*]r'r:f suhiect i* i:th:;'r.r:;iiaj ,;i:,:,:ks" i,osting in the cage of month oi,".puy_"n,



will enable the P"A'o to attempt a reco'ciliation betwee' trre r-rgurc tir'repa-vrncni asnoted in the {t*gister of l}ep*siis, qr:ith th_ f_Cg_r'figrr".

16.j..{ In iiie trsso of rcfund of deposlts whlch were originalh.receire<i prior to thedate of departruentalisaLion' the departmental officer wiil first send the refund biil tothe qnncerned 'freasury 
Gflicer ,^,'Lu *u, ;u;r;;;r;og rhe creraiied accounts of rhedeposits fbr certifying on the bill the availabilit_y ninuiun"* in rh* <Jep*sit aceount ancJ

' record of th* e**te <-rf rrne refu::s in rhe ***rr,rl.;;;;. "i.h:s pr*eed*re q,i* co'tinue.untitr acti*tl t* {ransfbr rhe baianc* in depcsit -----"t, avirh cletails to the pAo iseompleted' T'fue bi!! rvill bc presented tc the ntae; w*r rtr.re T,G,s eertifi*ate mcrnticnedabor'*' l"he FAti ltiij i:lai<e pa,v'r*ent i;n;h* hasis *j'i.t,r.,s *ert;tl*rrte *ii*o,r-,ulrlug u"*i:ii:;v il; the r**ayment sid* *f t** rcgisier.

i-.{;':}'ti ll:':es'pt ttr 11"'* extenl rno,lified in fhese instrueticr-ls ii:e rcr!es e,,ntainsd ini-rr.r:l:';':j {ia::':'ftn'fqrr Acccunr (R"*ceipr * ru},.***r+'*rr3*ra rgg3 regarriir:g deposits+f'r..'i.:ioris r;:rregi;ries. srr*uld continue ," i""r.il"weer" Dep*ril;;;l lapse ta{j':r". 
'ililir.:r:r. 

;:r i*r;irs af i.ule tgg of central co*r,r**,rt Accor.*lt {Receipt &i'4"'"nientrsi itules'ig83 are tcr tre en'erl<, y a ogi;.;i' fcrrn: c"a.Hi. eI e giuingtherein a cr$ss reference tc rheir seriat Nor. i;a;-lt*girt"o of deposits {However,deposits nhich cauld nct bc clain'redirefuna** J** ia litigati*#aibitration cannctnormally be lreated as unciaimed and !:*nee ;"0 ;; ereditabre io GovernrRent. Tosegregate sueh items' the FAo shail ascertain fron: the Departmentar officer whetherany legai proceedings/arbitrat:err:i a!"e pending *s*ru,ri 
'*rr- 

o.-i-r*r'r_i,,'rr*n*upprycrders' G* rec*ipt of an affirmative repty, **ool ,o irr*, effbc{ shat! be k*pt in therernarks er:rurnn of Fcrm cAM.53" D#'dil 
"- *l*'.*come *f .u*t pr**uedings, 

.
tlte retrevsnt irs*-s cf deposit slnatt *e refrandedl er rcrrre;re* and adjustej ** ttro *uu*may be.) Fcr eff,ecting creCit to Govt."a transfbr *rrtr,r, uluu*ld be incorporated in theaccr:unts debiting the majcr an<l rnincr head etc. u***, *,ry1h th* origlnal deposit wascredited, with per contia credit to *e majo, lr-"a" ao:s- Miscellaneoils Generatrssrvices-l$r=uneraimed Dep*sitsl 

_ry,-*: -"rr-rfu-s refund *r ,urrr-* iapseddeposit' tti* PAo *il.] ('] 
"**ry-trrur-the Deparr*"irui'ot*eer eounter*signiirg trreapplication for the retunef nut *urtin*d about;t--;#;nr,s idenriry asd titie tbr therefund" and {ii) ascertain from the register {farm cinl r: or 63.4 } tieat t*re *tepositItem u'as really received and is traeeable 

"itc 
tr,riii"was transferreer to the revenueliead of sovei"nme,nr as rapsed aeffi a1d yas *;;e;il;.-viousry Nu**rrar-y enri.i*sabout payrnent wili theneat"t u* *uJe in the ,"t"u!oi-.*runxns cf tire register" suclriapsed deposits *hen refunded, sir"Ji u- *."ourri*c**ii*ce, t*,* sub-*read ,,Ileduet-Refund" bercw rhe major *tr. lu"*o 'ss75-M;;ii;;;-, Generai services-r'r_Unctraimed Deposits.' 

vu 
' r-rv1i')Lcllilnfr

l6'3'6 The PAG sirould also cbtain frcm th.e,T.ss ccncemcd conrprefe rists of rapseddeposits c;cdited to r*o*n*. 
--i; 

rh;.. ;";;" ffi' poion ro t!r* dares *fdepartmentaiisation' The PAO wiii *xercise ttie umr**i* ehecks witrr refercn*e tothese lists' Ti31 the relevant reeerds are transf,erred frorn the Treasury and aiso indcubtiui cases ev*n otherwise tlt* J** wiit be -",*r1i, ii- pAo e* rhe T.*. whs wtil
--*;: 

with reference to basis recards and ,*tu# ii ,* ,*r* Fdo fcr arrangi*g
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{?.1,7 L"A$}$i$I,,G AI$B gq-ii;F trzug} {.}ij

ACC$I;NTS GS' W$g$f-t{ A${-& h'*,ir.or.,

$FFrICn-,ffiS.

Lists #-i'i'terns lapsing iri 4.-ir,rt'*Etiut*iLr , . i.,.,,,. ,.; rr.l-i.i-i,,'. ill- ' 
*i

,ituri::$, l?83 il;lil.ieating distir;;:15. aietng tvl.,' - ,=.*r . ij.:..-.r-. i:,: ileF4isi::.; .-*liii.li

irlililin t0 cc:'ljiiactsisupply *:l:els 't.irat arq: uri l;,. ..,,5;,'.,.ii-,- ...I;ii:aiiorlr, r,i:ij i;e
;-i!,iliilittfd b3,d.partmental eifficefs with tLli 1.,,,,'',.,{r,- ;11,,,;;,-.r ,;jr:i 1 i*,i l;t iir,i:u
i..';.,r,i[ 63A; t* '-;r;:il Pay and Acu-u"lil{s *f,ticc.
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i'rl;i:rJct of dep,osits that la;l:;;d 'di.iring ttrar: tl,l. , ..r;:,";s f.i',--.,riin:j, i,;i.;,; !t$*= 1it'

i.{filar nerltaii"qu:i+n, depafin:el:,i:ii'*f$*ers uet* r.,1*.. -. ..: ,r,,;.-. iril lali; ri.r*:Li:r.ii {q-r,

';.t, lr,4.O.)
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' t- . .rainirrii b;.' r'Jsheets.
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r,1ri" {leli (l?t il r 'jt, i5"12.76.i
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()n i=eceipt o1'the clailtr. tnrrtsforee P.A.O, shall *irange ro issu* chre1irc lrl'th,;'(l calt':io]:i" "(i6vs-lfiffient,A,rcount-not payable in c;lslt" in fuvoi;r of'll:r.' ,\o..ir,,nru
Officcr" lr*rn lv-hose cirele thr: (i*ver:nn1ellt servatlt ha(i lreen tra:rslerr*ti. l.r"lils!*r*c
P.;\"0. slrali classily and book tl:re paici ar:iounls as hllNLiS cleclit anil stit rtcl:it t*
N"l*ior illinor IL:aili "76i0 - l.otn-s 1o Lio\,ot"t1inent ser\/ititts* IlllA,rI{t t,\ .l}ri i.,\ntra
crcclit to L'fa.iorijVlinsil'tr'{ead "867t} - (.li*cliies & Bilig-i}.A.{}. circques""

16..1.3 S,,)tlri) lime entire elcpartnrcnts/otl'ices of Oavel"nrrrent of Irrciia ar... lls,..r (ililspg{l
to be tr;,ritsfbrred as a rvhoic fioiir olre Ministly/tlepartllent to *nother
h{ir"li:;ti't'lDc}rartinenl. -ilre l'olloning drill r,r'ili be follgwecl for coml;1r*iralitirr .l
halane es tirrnr one Principal Acconnts Of*lce to ancthcr:..

I6.'1.'l -l'hr: 
ledger balances to be ttairs[:rred as cn the ilate of transfer in respect cf

t'itrirJtts iL:hl. deposit. suspcnse and remittant:c hearls g1'account shall be *urkerl *ut
in triplicate: in the li:nnat r:ir,en in cia.use {I}) helerrv b,r, the Principal Ai:e:Guilts Ofliee
ol' the tran:;ferring t(itiginating) l\{ini:;ti'y scparatcly for each major i:cetJ. {lrese
balances arc to be exhibitcrl witlr a hrrrak up inclicating thase as cln llst r:{'h,{*rch *1.
thc precetliltg ftnancial r''e ar. zind thc c;-rmr,rlative e llci'f i',j'transactions tir*r irad arrssil
fl'ortt lst r\pril to the *rtd olthe month precedirrg tlie muntli in'nvhich t.lir.: ira*sl,c' is
eflected.'l'he: balance ils on Sist March ivill be olrtainc-d ilom the leelgei.*f"'halanccs
(fiorm CAh{-40) maintained by the relevanl Pav and Aceollnts Office arrci tlre figures
li;r the r*tnaining periltl shall be hased on the pnrgressive figures o!'l"a,gsaciions
appearing irt trlre alli*tcti niontlr's eonsoliCated ahsfract. Ilelbre trall:;!crring rhc
b;il*nces. it is to he enss.rrrd lhal ir: rcsplrct, oi-mnjr:r hcaiJs like 800g" B,:r.j2 e tc. 1l,hicli
invoivc calculation rri rttlcrcsi. th* intcrest cin thc bllances (as at tire ,,:;:cl al the
prececling f'irlanciai \citl urrl.\ )ls worked. oirt and aclclerj t,J the rnajorlntin,:r h*acl tertals
thrr:ugh \'{ai:ch (Supplementary} z\ccounts c:f the ariginating l)epaltm*r1i so as to
el)sllre th*t the interest so calculated is also trcccuntcci ibr in his iircle *f Accounts
aucl the halances transl"erred as orr 3Ist oJ' h,ttarch o1'lhe in"eceding financial year takes
int* accor.uil all such ciil,irr.rlalions.

(A)

(i)

TRANSFER {]TI $'(}RK TI\VOT,VING TR,{NSF'ER OF A FATIT Or.'
'THE WORK tr{AI\DT,EI} BY A PAY AND ACCOUNTS OFFIC-E"

Ilalances uitdcr rna;or hcads 8658-susprense .Accuunts. (ercept as specificel in
tlie tlott E1ir,'i,n helou ) 8670-Cheque and flills. 8675-Dcposits rvith Rcserve
l-iank" ii676^.\ilitrsting AccaunLs betrveen Central an<J State Governmerlts are
tto.i 1c be tran:ifrrrccl to the ner.v Accounts Offlc*. but tl-re circle in r.rdrich the
baliuiccs ili'{-}ic rincler these heads shali tre responsible f'or cicaritg the
olrlsinncling.s L',asccl on the payment scrolls to be recc-ived fiom ti:c Bank antl
response fronr the Accoutrts Officer against whom debits or creciits hacl been
rai sed througll oilrr,r'arcl ciairns.

Note: ln t'cspect of tir': amounts helci against the minor head "Suspense Account
(i'ivil)" undci ih* stlLitreacls "{tnclassified -tuspense". "Challans,/Vorichers
sllspr.-r!1se" anri "{}r-rtsta'fion pav-bills ti:rr Mareh" bekni.the rnairx lreacl .g65g-

$
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i , i\

Suspense,deeo$nts'. th* originalting {},\'.r sh+ll he ler..,-rsitria-, e." *btaining th,:
details frorn the departm*ntal afEcr:l',"b.sl*k srrne€fn,.,.! {*r th" '^riner i"-"*r*
pass oi1 the vouchers/challans alo,)ir:j.,i'irtl lh.c,Cet:iil: ^:d tl:t Lriances;-,!*
these Suspcnse suh-heaq{s to tl:e I*.i} t+- -l:h*nr llri :,,**a;tnr.i:. is transf,errt*i.
to enable the lattel trr h+ok the o*p-a4it;rrr uri., ,,u* tn, heads in rl.lir:
acedunts itl hand ;lfter clearinc the !rii,:i11,1151,,,,,,,,,,,,,,,,;1 i+,,:'i:tifl.

In respecf nf ail the lrreior he;rds i,' ,, r.;{ i. t:qi',.,1-. ..r-ise -{^.-iled aeeou:r,-
are maintained by' tlrr PAO. c. i d.;.lii i r,,rir ^ liot.l -tenf ,-r"r,ir.
HBA/N4C,\. and cthcr l,"rn:r helrl: a/vr(r r lr Fr. r.i _ ^ *t._ "."igin_i-f_JC=,
fulios end rarlevant hrn*rl rhrets sh^tt .::l"iti:r: l,: !... ,,.ir{. in ,u^ .u,?i*ay;ff..;
Originatir:g Aceounts {Xfire. ii si:.,r1,.i l1,tr.:,'q,:.i1s" sr ri I .qtgtrrr,".:et, individ*ni
wise indie ating balancrq ;rs {i* I I :i :.f' - {:: ,"i: ,.f iL : r.*-:tgdi,.,_ t.**i-i :,-*,suhscriptl,-ns t'ecrtr,'e rir'q r.l{i"ctc, I -i,.. ;, ^ rii.. ;1*^,r rL...t,.u*;,.r . r,r (rvhen rr^ -

tlanlfer is r{u:"ing midCirr of tlte u.?:*.. ,^r^1.h .-r.i:: o.o.{ sr,,-..ii,r alsn fu.o;.;,
details oitllte drair'al r:f rrigir:rai gt'l.^*, ':. !i1,.* fr$r,rii*,.,1.p6fi+**1r. numbcr il,r,.iji
date cf cirarr,al *f adr*.,!ccs= eerfili:-:'*:i ri::!.:i:ri+;t* :!:-a**. ",.- ;rig#a d;.a
havitrg bctn exeeuterl h: thr {ic,r!.r*.* rrr+.'-r -..11 ;- r...,ur.-.-*Lr p,irTJ.nr -,
comprchensive ittsur;ri+r,'illic:r h. * "- ,r .^ * *^i^i^ \c s. ..^^^.rr;;;;;,;.,
Officer [r' nrake ne(r,qr.*T enf rir], :, 1,. ,",i .' 1r,. ** 6.6: u , ,

i0.7.1 slsr''l

In tespecl. ol'nrajot h.nrrs nppearipg'lir*er fi-rr Qer"^* ii.l-on*. .rrrj Adva*r*:r
an extraeL fr*ra the rel*v*nt loan r*1,:r,,i..r-,,h.1;1i,_.F *,1,. , ..-ul.l:i,,r,,, ri

Irt. respect of nra.ierr !^,.."ad.s aF['i '-:,. r, .,.l:, r]- - (- *tnt .' 'reposits r,:: :

Adl'anee,';, apart f{orn filrnistrrirrg l ri:f nf:1!^* J*., ,r;ti-a::-,., th€ reier..n*,
iegister {Fonn-CAh4 F;i. lirr ,1,' "--..1.}1 :i:r^ , .-i=c., ."- ;;;;;;-,,,
extraeted tlam register: in trIe:rnt q;,10,, ii: .\ iii rrii.::., ^*'ri,fgi=,*,,,16f ftLilE 1p$
of central fiovernmcirr dcr.s:rinrs rrj d^'r\e^ i ..i 1,., ,r) it iqgjlh,,-",..
alsa he sr';]l ta ll')g sucr.,. rs;rs ,\q.q'1:r.: .',.-j" ,.,

TRAlisFt,:R OF $'r-]HK llul {rr t il\ f," ;i u 4 tucr. r?R x: s .Fi BI\I,[R..rlAyl Asll ACf-"{}LrNT$ ':: 'i{ .8, 'Bii, ' rG ,,,, $T}I T.XriF
D EP..tRT'ttf ENT' s 1V{,}F.eK"

{ iii)

i rrt)

I :;1

In easeg u'here the rynil:lt--ei *f n l]::i;".irii:l:f i*l*l:.,,,,*l.trS1i, *, itg Aeetefii:,":ull'*r, aRd A*errunts {}ffice in lrrr" {nn u.r thl';:rrr:rf iri,,i,.at:l r,...rou'.ii. "ff*e it11*i,Lrrii+ the Depa**:*ltt of Cir'il (i.ilrplies,l. th: t,::.,,r-ao ,..iif,.-^,, *:.,:g *- r. aii the drl:;,jrF*sit, slisprn:ir an<l remit-tnni:e heads ,-r::id rir *r, lrr.,r- . ,ii tl, , i,,ib';;i;' , 
.f*nsferred.r.vifh*utatlyexrfpt:r:nt()tjle Tr:.i-,r.il.rl! ,4,.::...a111":r\.1ire,.,.,,,i*lrflpp^r,

l:1.*r'ids transfrffe,*., It rvill efi.?r'i,r with lt ll ,,ts 
1i.:::i.r:;ir.,t- 1*,oq,r"x,|q '0."a-qu*rt;*,!., 1r:i

hifuteAtion of the: halanCes r,;:rt*. v*trir:i:q !, ...rt.-1.^i1.,1,11r, ,.J,1 n*:. -,,,r"*t*, lr,*l:lr:l
:l$t, A:'iSe auri lhe F-AO shaii r,rntinuE t$ br r.lr]?tcri],f,]r: {L,i.or-l: $r.:; -,tafancl *f ,::,a
ti"atfl3Bcti-;)ns ba+ked under i?:e varitlrls si;li.*ir.r. .*,i ,,. ,.*",t1.4g14rr" .::,tilg *,, ' {-.,,1

'r',rlL*ltin|flndrepayi11fntiind|'ro!}eru**...,nioiot'iaans
: thscrt;:i irr, 1l I'uC()Vf l'ri *:1r:



(C) MANNER AND F'ORMAT FOR EFFECTING ''PR.OFORMA"
TRANSFER OF BALANCFS.

Two copies of the fornat given below, cluly filled in and accompanied by
necessary details such as analysis of difference between ledger and broad sheet, duly
supported by extracts of details as mentioned in (B) or {C) above shall be sont by the
originating ( i.e. transferor) Principal Aecounts Office to the principal Accounts
Office (responding or transferee) of the Ministry to which the Department stands
transferred' The responding Principal Accounts Office would adopt the ledger
balance indicated in the format on 'Froforma basis'in the books ancl reiurn one sopy
of the same to the originating Principal A.ccounts Office with a certificate that the
ledger balances shown therein have been adopted on "Proforma basis" in his books.
The originating Principal Accounts office shall drop such balances from its books on
receipt of a copy of the format from the responding Frincipal Accounts office.

FORM

(To be prepared in triplicate)

Principal Accounts Office, Ministry of....................Statement showing
balances under various D"D.R. heads relating to the office/Deptt. of
transferred to Principal Accounts offrcer, Department of Ministry

(Separate for each Major Head)

MajoriSub Major heads of account..
Minor Sub Brief nature of
Head Heads transactions

Ledger
balance

Broad sheet
balance

Difference Remarks

Total for Major head.

Encl : Supporting documents/details.

Signafure

{originatingrn".,o"!TJ"'i*i,o#iJJl

98-1 58li\4in. of Finance/NlJ/200i 377 Ministry of



Certified that the ledger balances asthe books of this office ur on].._ ..-.- 
--'

lccount$ olficer

indicated above have been taken over in

Signature

( Re spon cr in g e,.i n. ipol*roJ::lt""F;;l

Along with the material to be sent t' the controlier General of Acco*nts fbrpreparatio* af statements No' 7 and 15 or irr.-" c.ntrai G*vernment FiuanceAccounts' a copv of the tblio, relating to -"rr,-"fi*ted major h;; aecoullt,majnraincd in Fcim cAM-aO nr;i;" rr*irrrJ',"',rr. bcl, 
"l!",,,rr,,",f inai.utingagainst entries ia corrimn 6 0r 7 ilr.r*ur. trre niincif;l ;;;;;";;";ffi;;. whicrr ( or. from which) rhe pr.oformu transf.. of balance *^, Jrr"o"il ancl tlr, ",;;;;t involvecl,

fi,ff;#le;:_*,"o. rr.uJ*u, il;ild;;iil.ceivect n.orn) more rhan one

This would enablc the organisation of the controller Genei:al oi.Accaunts toverify that the clata regarding Proiorma transfbr/aoupti* of- barilnces furnished by the'rigi'ating ancl respoiiding Frincipui ar.ou,rtr offi;;^;i; consisrent and that rhere are*o discrepancies in the bar;rces dffied o, uoopi.J o"n prnnrrrna,basis 
by them.

t6'4'5 Apart fionr the tlansfer of baranees under the D-.D.R. rreads as above, *reoriginafi'g principar Accounts on::"., ,rruii 
^;;"" 

r--a c'mprere cretails of rhetnvestments etc' rnade by the Government as appearing in tris bort<s ,,n.r."rr.,* capitalmajor heads to the- resionding lrlncipur ;;J*,,'5iri..," ro enabre trre larter to
tTi:ft:3f*,,"Xt",?;;.}:1j,ffi:ce Accounr, ,"r'i,r'',r,o:': 

T;;:;;::il "*rnio'
;: :Hi'o, 

iu'*,,,",rt Na 1 2 G ; ;;;o.f,T:'ffi:1,'oi,"#1ff ' l';,t, T::'j*:, lffi
fAuthoritv : h4in. :lli::t..1(ccA) o..M..No. s-il018ir t:TB/TA-!407 dt. 27_6_78and o.j\4.No.S_l t }tg/tU7vffa l:is dt. 30_9_781.

16.5 ts.IDGNT'ARY ANS ACCOUNTING ARRANGEMENT CONSEQUENTUT}ON REORGANXSA,TION CIF MINISTRIES

x5'5'1 An amendement to the Government of India (Allocation of Busiuess) Ir.ures.1961' niade b;' the preside't uroa irruoioing t u,iriei'orro** iterns of work anjc'ffices/depalrments-- dearing ;rir ;i;-* m* orr.- Miniriry/Deparrrrrent of theGovernment of India to urlntrr*. 
"r*nt ,"q,'i,.* ,o*i-i'-rangements in regard toprovision of fiinds therefor u"a op.,:irion of ;d;il;;ads snder a Demind for



Grants pertaining to former (referred to hereafter as transferor) Ministry/Deptt. by the
latter il'ransferee)J\{inistrylDeptt.. In such cases Ministry of Finance (Department of
Econor-ric Affairs) would issue necessary sanction permitting the transferee Ministry/
Deparitnent to operate on the provisions under the relevant sub-head in the Demand
for gra.rtts of transferor Ministry/Department - this type of case being referred to
hereaftel as Type 'A'. Alternatively, the transferee Ministry/Department will take
action to obtain supplementary funds under its own Demand for Grants wherever
possible and the transferor Ministry/Department w'ill surrender the same - this type
being referred to as Type 'B'hereafter.

76.5.2lnstructions pertaining to payment and accounting procedure to be followed in
such cases are prescribed below:-

General (applicable to types 'A'and'B')

(a) To avoicl dislocation of work rhat might otherwise be caused to sudden switch
over, the transfer of payment and accounting work eonsequent on reorganisation
of Ministries/Deptts. will be commenced in the office of the PAO (Transferee),
froni the tr't of the month following the date of Fresidential Notification and on
receipt of the sanction of the Ministry of Finance (DEA) referred to in para 15.5.1
above.

(b) The 'Transferor'PAO will fuinish to the'Transferee PAO'a statemen! indicating.

(i) 'lire provisions against relevant sub-heads existing in the Demand for Grants,
plus supplementary granl, if any, obtained for the purpose, and break up
thereof, if any, among various DDOs as authorised by the Grant Controlling
Authority;

(ii) The expenditure booked by him against the respective head upto the end of the
month for which accounts are compiled plus the amounts for the subsequent
nronth postecl in his Expenditure Control Register;

(iii) ]le will subsequently indicate thb actual figure booked by him upto the month
for r,vhich he was responsible fol payment and acconliting, as soon as
compilation for the last month is finished; and

(iv) If any debits pertaining to the 'Transferred' DDOs are received later, they will
be duly forwarded by him to the 'Transferee' PAO for necessary action under
intimation to the accounts authorities from whom the debits originated.

(c) fhe "l-ransferee'PAO will enter the details refened to above in his relevant books
(e.g. DDO-wise Bill passing cum expenditure Control Register etc.) and proceed
with payment and accounting rvork relating to the new offices/departments,
transferred to his circle in the usual manner"

Action at the end of the year and preparation of Appropriation Accounts
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(d) 1'ype 'A' - In cases where supplementary grant is ri*t rbtainecl by the .Transfleree,
Ministry/Depafiment, as soorr as the uorol*tr for the relevant nnurr*iut year are

,rr].#;ln. 
'rransferee' pAo wilr forward to the ' ironrtbro,l; pno ,rr. forloining

(i) I'he figures of,expenditure bookecl by 'Transferor' pAO ancl intimated to him asp(ir (h) (iii) above:

(ii) The expenditure incurred and booked in his books against the relevant primary
units after he started the payment and accounting work relating thereto;

(iii) 'Ictai actual expenditure duringrhe entire year vis-a-vis the provisions rn,Jereach of the primary rinits in the originai Demand for Grant, sLrfpiementary
Grants and- re-appropriations (orders, sanctioning re-approprialigns in snch
cases would be issued by the 'Transferor'Ministry/i)epartmeni) 

lra,q,, and

(iv) rhe Pr'A'o. of the 'fransferor' Ministry/departments wiil be responsible ftrrincluding the figures intimated by the 'i.unrf.r*"' pAO (vide (iii) above) Iirr
)f* t'.'tl'ote of pr"epal'a1iou of the Appropriation Accounts f<;r tlie lJemancj for(iranl as a whole,

(e) 'I'ype 'l'i' - If the 'Transferee' h4inistry/I)epartment obtains supplenrentar_r, funris 1crcovrlrtlr* relevant expendilur:e in its owndemands for Grants, the j'r A.o. of ihe''ll':rtlslt'ree' MinistryLlepartnrent would be responsible for the preparation of theA;rpreilr.ialion Accounls allc:r inclurling these heads, as usual.

Applic:l:b{i: io lypes 'A'ancl '}.}'

16'5"3 ln either ('ASe. s(')')tt aiiel the accounts fbr llle relevant nrtxr{h ale closed,lirrther: acti*n u,ould havc to iir tahcir. bf. the "l'ransfbror, prAO/pA' t. effect lilctratl-e{Lr o{'halances urr{ler variq:us n.D.iL hr-ads to t.he "I'ransfbree'pr A.0./l),A(}.
i<r:c;;ir;6: rn view the prcvisioris oi.paras j{t,4.3.1o 16"4 5.
{ Air'!horitr.: S. I 40 I 41Al.,rl{3iT .A )

16'{r {}i}F.\rllY(; oF I,r,r"rtrRs oF c}tEDIT BY purir,IC SECT(}R IiANKsrr\ ;,lvftr R {}F' rrc}}tF:tcN StrppLIEIt$ il\ c{}.Nr{E(.Tr{}N Wl,r.rf.E'[Ii.. I}IPOR'|. O}: EQTTIPMENTS AND {]'MPONF]NTS I}\,{ !r \ "I'RA t . G OV},lRIri St tiN :f &{ I N ISTRI li SIDE t,AR.f itf EN.tS

l6'6'l {-*'-i":'rin N{inistriesiDep;rrtmenls.ar* having pawers tr: inrp.rt equipments anclcrtltllirolrii''i:' ilirectlv fiotn abt'oad rvithout the iniervention 
'f the rJepartme't ci{-$tlpiiit ' { ''ril.''lql]r-tltly the.' n'ould have t* open letters of erei]it in far,rour o1. forr:ig:-:stlSr;,;li*l':= iii illai connectirrt.l^ The pr*r,,:rJure which r,vas {bilarvectr prieir t* 1}ir::(icFlilrl':]irri.:i:-;i;r'att*rl of accclints ,r'ur. t,, dniw the funds ."quir",iro,. 

"p*i,r*-'tire ler.:*.of credit &'(rm tjovernmenl account anrj el*posit them rvith the state Bank of India f *ropening- a:r irrevccable letter ci credit in iarrour of the foreign supplier, The st,*j,,
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Bank of India used to charge the llepartrnent usual Commission fi-ir the services
rendered and incidentally derived the benefit of retention of the funds though
temporarily free of interest.

16.6.2 After departmentalisation of acccunts, N.finistriesiDeptts. have the facility- of
opening an irrevocable letter of credit with their accredited pubiic sector i:anks
ivithout depositing funds w'ith them in advance but by paSring then: ttre follo.ring
charges:-

ia) Usual commission for the services rendered:

(b) Interest at normal bank rates for the pericd betr.veen the riate of payment tc the
foleign supplier at the rates laid dcrvn by the Foreign Exchange Dealers
Association and the actual receipts of reimburseinent frorn ihe Departrnent
concerned b"r' debiting their scrolls.

16.6.3 Terms for payment of charges as indicated above have been formulated in
consultation rvith the Reserve Bank cf India who have clarified in tlieir letter No.
17751TA.54(12)-7918A dated the 18th January, 1980 that the R-eserve Bank of India
are not statutorily reqdired to issue letters cf credit on behaif of either the Centrai cr
State Governments and hence the charges fnr the pur?ose have to be paid separaiely
to the accredited Banks as the turn over cornmission at 9.25 paise per Rs.10* of
turnover being paid by the R.eserve Bank to banks i::andling Govemment br-lsiness in
terms af para 26 af the lv{emorandum of banking instructions issued b-v them, is n*t
meant to cover the charges for: the work of opening irrevocable letters of credit on
behalf of Government.

16.6.4 With effect from 1-9-1980 the Mini-str"v/Department u,hieh piaees a s*pply
order or ordel in regard to acceptance of tender (cther than those placed cn private
i-trms or individuals in the U.S.A.) shall be responsible for arranging for pa-yments
against such contracts. For this purpcse, ihe procedure prescribed belc..o,' wjrich is
stated to have far low'er financial implications ti:an the esta'blishment cf iettEr *f er,:eiit
may be follorved after mutual agreement with the fcreign suppliers {i.+. es in ja:iuar;,"
1981 .charges levied by Banks at London for a sight draft r'.,ith a preseri'ned pay:'::ent
schedule clause attached was usuall,v arr:und $ ,15 (maximrun) n+ ma1ter r','irat ti:e
amount of the transactions, inclusive of charges for teiegrap?ric bank transfer of fun<!:
from lnciia which are normally $ 5 approxiinateiy.)

On receipt of the completed invoice and ail relevant dceilments" as recluired I:i'
the terms of the eontract, by the nominated oificer in the l",iinistry/*epanme:rt or b3,
the bank nominated by the Ministry in Inclia frcm the foreign suppiier, pa.l.'l?1ent lv,tuid
be made by telegraphic bank transl-er" froni india directiy intc thi 1:ay**1u pr*-rpecifi*rl
bank account(s) abload.

Note:- In cases where the foreign supplier insists cn opening,of a letter c;f ersdii r:le
Department concerned may inserl a suitable pronrision to fhat effecl in i-he
contract with the supplier and arrange tc have tire ietter af cre,jit cpe::e<i
keeping in view'the orders on tire su.bject.

( Authority : File No. 1(13) (l)185/TA)



16.6.5 Department of supply have prescribed a special procedure for payment against
contracts placed by them on foreign suppliers in U.S.A.AJ.K./Europe. This procedure
authorises payments through State Bank of India at New York/London based on
authority to be issued to them by the Chief Controller of Accounts, Deptt. of Supply
either through letter of credit or otherwise depending upon the terms of the contract.
The debits to be received fiom the branch of the S.B.I. abroad will be cleared by the
usual procedure of initially booking under suspense or remittance head as the case
may be and obtaining reimbursement from the Accounts Officer of the supplied
Central Civil Deptt. or by issuing advice on R.B.I, under the settlement account
procedure in other cases as per the procedure prescribed separately for this purpose.

(Authority : Department of Supply letter No. P.ilI-l (2)184 dated 3Oth April. 1984
Issued from file No. 1(i4)/84lTA)

I6.7 PERSONAL DEPOSIT ACCOUNT

16.7.1 Personal Deposit Account is a device intended to facilitate the Administrator
thereof to credit receipts into and effect withdrawals directly from the account subject
to an overall check being exercised by the bank in which the account is authorised to
be opened, to ensure (with the help of a Personal Ledger Account to be maintained
by the bank for the purpose), that no withdrawal will result in a minus balance therein.
The administrators thereof shall be only Government Officers acting in their official
or any other capacitv.

16.7.2 Personal Deposit Account may be authorised to be opened only with the
special permission of the Ministry/Department of the Government concerned who
shall satisfu themselves about the need for opening such an account, that
arrangements are made for the proper maintenance of the initial accounts of the
money to be held in the Personal Deposit Account and for audit thereof. The
Principal Accounts Officer shall be consulted for the purpose. The Controller General
of Accounts shall also be consulted for opening the necessary head of account and
frnalisation of the accounting procedure.

16.7.3 Where Personal Deposit Account is required to be created by a law or rule
having the force of law and ceftain liabilities by way of bridging any deficit or
shortfall in the account devolve on the Government out of the special enactments
which are discharged by transferring funds to it from the Consolidated Fund of India,
the credit balancc in the Personal Deposit Accounts at the end of each fina,ncial year
would lapse to Government. For the purpose, the account may be closed by affording
minus debit to that extent to the relevant service head(s) in the Consolidated Fund.
The Personal Deposit Account may be revised in the subsequent year again, if
necessary, in the usual manner.

16.7.4 Where payment etc. r,vork relating to a P.D. Account is entrusted to an
Administrator (i.e. Personal Deposit Account holder) the Chief Accounting Authority
of the Ministry/Deptt.. may determine with reference to the status, expertise etc. of the
organisation functioning under the former whether or not the initial accounts,
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vouchers ete' shall be subject to post check by tire pay and Accounfs olficeconcerned' where the P.A'o. is required, to *...i.1 post eheck, the detailed montirlyacccunt with vouchers in support ol the tump wittrorJivals/depor;,, **r:. *uri*g eaehmonth shalr be furnished tsrhe pay and Acccunts offics #nrr;;J;; the DepositAccounts holder in the same maruler as required to be 
flmisrr"ed _uy 

u .tlqu. drarvingDDo as per provisions contained in chapter 3 of this ft.4anual. where the pcst checkis not required to be exercised. the eay ano ar.ouni, office will confine its check totransactions of withdrawal*s therefrom. yt1 irr-J;;;e;, paid cneques are receiv*iialcngwith bank scrolls and that the r,vithdrawals'do'nct ex*ecd the balan;e ai rh*credit of the account concerrred. In such cases, the vouchers shali remain in thecustody of the P'D' Account hclder. The personal Deposit Account holder sirail berespo'sible for the regularity cf atl rhe pat;;;;;;! of the p.D. Acc*unr in at!respects and speciallSz with refeience to the reler,,ant rures rela-ting to the creation andoperation of the personal lleposit Account.

16'?'5 in the case of evely Ferscnai Depos.it Account, the pay and Accaunts ofliceshali in'ariably conduct a monthly reconciliation of the receipts and payments out ofthe PD Accolint as revealed in the bank scrollu ..*io=i b.v him lvith tire statement ofreceipts and expe'driure to be sribmitted by ,ir. pr: ,iiroun, irclder ruiontidy ri: li;r,wherein' inter alia' the latier should indicate tn. 
"ir"qrres 

issued by hi*e hLri notencashed tilt the end of month. For this prrrporl un-l'at utruct 'f t-he Register ofReceipts a*d payments" pertaining tc ll. Ld;;Eeposit Accounr {Annexure A)
*;*_:- 

subrnirted by the pD Acro'nt h*lerer to the otnr*ror,r Fay ::nd Accc**ts

16'7'6In some cases peyment etc. wo,rk.lerlting to a pD Accoiint is entrusterj ta ftePay and Aecounts offiee itself o* behalf of th! om**u *ppointed tc aeir::i*ister tli*acccunt' In such cases' it shail be the responsibility of the p.n Account ar,rninistrat*rto examine the correctness of the receipts to rr, ,r.Jir*J uuo the pD Account and tcensure remittance *f funds creditable thereto.by ,h;;;-r concerned to tire Fay andAccounts office cr directly into the account in the bank for final accountal in ti:e FDAccount' sirnilarlv, all claims out of the PD Account *hutt, if necessary, after sc*rtinyby the officer appointecl to ad;in;;,", i, u" sent to, the pay and Account office foreffecting parvments. In such cases the Fay ancl a"*urrtu office shall maintairi a,register knorvn es pD Acecunt Register as described below.

16'7'7 Altr receipts-accruing to tlie PD.Account shall be recorded on the receipt sidebrie{'lv indicating t}re naturl. auttortn.;;;';;ii.";* amounr crectited into rheDeposit Account anct^ on- th. puy**nt sioelrigrri' r.""j" ria.) shall be recorded allpayments out of the fund -*'ith *ecessury d*tult: p*gr;rsive totai of reeeipts andexpenditure shall be struck as and when an entry is rnadJo* the receipt or expenditureside so as to watch that at no time-dor, 
" plv*rr, i# ,o minus baiance in theaccount' The pav and Accounts office -rh4i'qi*;.;;; dr its general funerionsprescribed in this manuai in sur-h cases" In the first lv-&k of every month, he sha*furni-*ir to the o{Ticer administerini tn" account, 

" *-*rrry account shcwing ihecpeniug balance' receipts, payrnents"and clcsing il;;;f the transactions at trre endof the previcus montir' at irt" 
"lor* oi*uir finlrrciai t*t, the elosing balance in thePD Accotrnt shall be r:eccneiled with that appearing in the figures under the relevant



bead in the March (Supplernentary) accounts of the Pay and Accounts Off-rce and a
certificate, to this effect shall be recorded in the PD Account Register. The PAO will
also be responsibie for the preparation of budget estimates and revised estirnates in
regard to the receipts and payments under the PD Account in consultation with the
Officer appointed to administer the account and furnish the same in November of
each year to the Budget Division in the Ministry of Finance (DEA).

16.7.8 Every PD Account shall be subjected to scrutiny by the internal check
organisation functioning under the respective Ministry/Department.

16.8 INVESTIGATION OF CASES BY SPECIAL POLICE
ESTABLISHMENT-FACILITIES/ CO-OPERATION TO BE
EXTENDED BY ADMINISTRATIVE AUTHORITIES-PROCEDURE
FOR OBTATNING ORIGINAI, DOCUIUENTS RELATING TO
ACCOUNTS- REGARDING.

16.8.1 The following procedure shall be followed for the production of original
documents relating to accounts which are in the possession of departmentalised
accounts.organisation to the Special Police Establishment required by them for
inr,estigation:-

(i) The requisition(s) shall be sent by the SPE at the level of not less than a

Superintendent of Police alongwith a certificate to the effect that copies of the

required documents or photostat copies would not serve the purpose of the
investigating officer.

(ii) On receipt of requisition as above, the Pay and Accounts Officer shall obtain
the orders of the CCA/CA expeditiously who shall obtain the orders of the F.A.
wherever necessary, before handing over the documents in original to the SPE.

The Pay and Accounts Officer shall comply with the request of CBI,
subiect to procedure prescribed in sub-para (ii)above, without causing undue
delay and inconvenience in CBI investigation.

(iii) It shall be ensured that a note of the record so handed over is kept by the Pay

and Accounts officer concerned to watch prompt retum of the documents.

Photostat copies of the original documents shall also be retained in proper safe

custody before releasing original documents in all cases except where the

F.A.iHead of accounts organisation specifically directs otherwise.

(iv) In cases where the original documents are requisitioned by a court of law, the

PAO concerned shall, after obtaining orders of the head of the accounts

organisation, produce the documents before the court of law after retaining the
photostat copies in advance in proper custody. A note of such documents
produced before the court should also be kept and return of the original
watched carefully"
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1s-8'2 Th* previsions of the procedure at.(ii) of para 1d.8.1 above mutatis mutandis:and af {iii} & iiv) thereof, shalt als,: be fciLr+eo ar;r--r";i&;;ito""u*"oru rnDepartrnenta! Enquiry O ffi cers.

(Airrhority: I]"p.A.R"'s r,.o.No. sTrTi.,g-AVD.iII dr.2-2-i9gt in F*e No.s.14CI34i;/79/TA) 4&-a L-'/oL ru

1S-g AD.'{.JSTMNNT CIF PAYMEI\TT AND ACCOUNTTNG CT{ARGES INTHtr FROFGRMA ACC*UNT GF' NNPANiNAENTAL COMMERCIALUHSER?AKFNGS GF THE GCIVffRNMgHi o*,il6iA* "'"'"
as'9.1 l'ire following procedrire shall be unif$rrnly adopted for calculation ofpayfilent a:rd accounting charges debitable ta the 'prcr*rr** Accountioio"purr*.orutcermmer*ial r.rndertakings :

{a) Full cr:si of clerk/typist and sr. Accountant/Accountant exclusively deployedfor the wark.

{b} wlten a eierkltypist ancJ sr. AccountantAcc*untant is not erclusivelydepi*yed for the work ecncerned. proponionul* cosi of the estimated timespent by them on that wcrk. vsrt'tr'

{c) The ccst :{ Jt' A'o. in .proportion of tiie cost of clerk/typist a*d sr.AqeountaRt/Aeeountent deplcyed on the *ort, t* ilr* ,or*l staff in the seetion.

{d) The e*st of pAo in proportion cf the cost cf ti:e 
_ .1r. A.o" (irem .ie),abov*}

dealing with the wark tJ the totar n*mrrer orgr. e.cs *nder irim.

{e} The **st cf eieup 'D'staiTin prcporticn of the eleriat"vpist anei sr.rJr. Ascrt.*ep!*"rrs{E *n the work t+ the rotal staff servsJ Irirlr**.
iS"9"2 The cosr rnay be worked cut by adciing itcms {ai to {ei ahove an,l ro tiris I0per+*nt {ren p*re**r) mav be added ro cover ir* u"punrlt;il;ru;i"#; 

.!*.orrnt*
cf#ee, l*iernar Auirir Faities" pensionary *rrurg;;*;;;;i;r contingenr expendi*:re.

qAntl*ority; c"G.A.'s ie$er N*. s 1r*64/i:'Tg/TA14fi44-4s ctr. t:_1x_tgg*)

!$'10 ACC#UNTIHG AN:] REeGNCFtIATgCIs GF ?i{aN-q.qcr5*N$FALa",fiqG LTNDER F.11i.Rs*llrrrANct$, p.oRgsr R**{ITTANC'gs ye 
" uN * AR Tr{E *KFA R'*{E}{?'Arsstrb }be c unrr*C S=s."rs?tr&f .

3s"3$'1 l"indei' the then existing proeedure (i.e. prior to depanmentalisario* of***i:l;ilts) r*n'littailces ;nad* by and *l,*qu*u drarvn by cfficers renderfu:g aee*u:rts *r:the Publie wo1!s pattern n* t"lii as rransictions crigia;i;; -" the eir,ll side *f A,G.,sh':aks adjustable in *r* divisi**al aecounts are treated as reraittanse trensaetiorsb*{w*'en Fiablic wor}ls anci cilil and are aeeoun:eel for in the divisi*nal aeeauntsutid*i 'l-Remittances into Tr*asuvies'. 'l]-Publie i,lr*r*s"d;q;.l,'Tr"'.r1!.o,**u
Ren:iit*nces' as tire cas€ be, under ihe minor liead 'p.w. E*rn;tta_nees,, s*?:*rdinats i*

1 00-l 58/Ii in. r_ri i-.irr,n,.o.rNr-r i;nn, lRq



the major head "8782-Cash Remittances" etc. between officers rendering accounts to
the same Accountant General/Accounts Officer. The contra entries(namely) on
receipt of the P.W. Remittances, encashment of Public works Cheques etc, appear in
the treasury accounts or in the books of the Accountant General under the same head.
For the purpose of reconciliation of the divisional figures with treasury figures in
respect of cheques drawn, pass books duly completed are obtained by P.W. Divisional
officers frorn T.O. with the cerlificates of total issues and their agreement with the
cash book of the Division is effected in part iI of forrn 51 Scheduie of Monthly
Settlement with the Treasuries, giving details in respect of the differences, if any. For
remittances into treasuries a consolidated receipt is obtained from the treasury by
P.W. Divisional Offrcers and reconciled witli the divisional cash book and differences
explained in the schedule of monthly settl.ehent rendered by P.W. Divisional Officers.

16.18.2 This system of accounting thfough these remittance heads viz. 'I-Remittances
into Treasuries' and 'II-P.W. eheques' will continue for the present even after
introduction of departmentalised accounting system, though strictly speaking the
drawals from banks and remittances into banks made by officers rendering accounts
under P.W. system should not be regarded as remittance transactions with treasuries.
The monthly divisional accounts will continue tc be supported by a "Schedule of
Reconciliation of Cheques and Remittances" ( which will be in the same form as the
existing Scheduie -of Settlement with treasuries with suitable modifications), except
that the reconciliation will be done with the copies of receipt and payment scroll
received from the bank with which the Divisional officer is in ascount showing the
'receipts and payments accounted for by that bank in the scroll sent by the bank to the
PAO. This schedule should explain the differences between the cheqnes issued and
remittances made by the Divisional Officer on the one hand and the chiques encashed
and remittances accounted for by that bank. A list of, cheques issued but not
eircashed and remittances made but not accounted for during the month as well as
cheques issued and remittances made during the previous months accounted for in the
bank scrolls during the rnonth on hand should also the furnished.

16.10"3 In the Pay and Accounts Office the 'schedule of Reconciiiation of Cheques
and Remittances' will be carefully examined with reference to the divisional accounts
and the bank scroll for the month and it should be seen that:-

(i) FoR CHEQUES

The total of the cheques encashed as shown in the Schedule agrees with the
total cheques encashed as per the bank scrolls for the same period, (the paid
cheques shall also be individuaily cheeked with the scroll as weli as with the
relevant paid vouchers received witli the accounts)"

The ditTejrence between the ctreques issued by ttre Divisi*nal Officer during
the month and the cheques encashed has been explained fully and reconciled
taking into aecount the eff'ect of the chegues issued but nct encashed during
the month and cheques issued d*ring the previous months and paid during the
monthr on hand.

(a)

{b)



(e) The closing difference as at the end of the month is equal to the total cf thecheques remaining uncashed as on that outr. 
- r rr vyqsr rv Lrrs r.l

(ii) FOR REMTTTANCES

(a) The total of the remittances shown as accounted for by the bank in the Scheduleagrees with the totai as per receipt seroils,*..iu.o aiJ*&;ffi;;;
(b)That the difference between the total remittances accounted for by theDivisional officer and that acknowledg.d bt ;h;;i"r. r9 J-r] --or-r--* takinginto account the remittances not accounted-for by the bank du.ing the monthand the remittances of the previous months u.rnunt*o for during the month onhand.

(c) That the progressive difference 
-at the end of the month is on account ofremittances actually in transit. The p.A.o *ili urro ;;trd ,rd;- broadslteets in respect of 'I-Remittalc.es. and 'Il-ch.qo*r' for reconciliation of thetigui.es shown in the sehedule with the f*dg., ng;L*.

l6't0'4 The P'A'o' will continue to follow the existing procedure for accountal oftransfers between his books and divisional books *""--gh ,,p.w. 
Remittances iil-other Rernittances" only for the transactionr 

"{"ui ilil. p.A"os of the Deparrmentof supply' In other cases the Divisions urrouii ilrun to dire-et settieme*t bychequesldrafts. Accordingly, the Departments renderine ,-pprir, ;; r;;r.i.., to theDivisions should prepare u Lilt ror the clairns r*.ou*ruurJfrom the Divisions and sendthem clirectly to the concerned Divisional officers ro, p*y**nt by cheque or draft asthe case may be' This expenditure also will b* u*"ionted for by the Divisionaloflicers in their accounts just like any other transa.tion uriring in their books.

16"1(}'5 The foregoing instructions will also apply mutatis mutandis to officersrenderiirg accounts under the Forest system or u..o*is (e.g, in the Ministry ofEnvironment and. Forests)" [Authority:lri$stry 
-oi''r,inun.", 

Department ofExpencliture-speciar ceil o.M.No. r-2(ss)iz6-sc d;*Jl 1 -l 0-76J

16.II SAFE CUSTODY OF DUPLICATE KEYS OF THB DAPARTMENTALTREASURY CHESTS, PROMISSOR' NOTNS, SAVING$CARTIFICATES ETC. RECNIVED AS SNCUruUES.

16'11'l rhe Reserve Bank of India have intirnated that the public sector banks ha'eagreed to extend, free of charge, the safe custody raciiiti*r r"r keeping duplicate keysof the concerned Ministries/Departments dealing *imJt *,o, subject tJtnrluu"ilabilityof adequate strong roorn facilities at the branih -"".-*.0 and observuiion-uy tt.banks of the usual banking procedure. similar .;f. k..ping facility has also beenextended fi"ee of charge for Fromissory Note-sisruingr-i*rtificates etc" received as
::cyty.ana leJd bytlinistries/Deparrments of the Government of India.(Authoritv : - cGA's o. M.No" s. I qai I n fi uTAA/ol. IIII: z+o br. 29- g- I 980)"
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16.12 RAISING AND PURSUANCE OF OBJECTIONS

16.12.l It is an important duty for every Pay and Accounts Officer to see that
objections raised and irregularities noticed as a result of various pre and post checks
exercised by his office are reported to the proper authorities so that suitable remedial
action is taken by them and recurrence thereofprevented.

rc.12i Ordinarily when a transaction r,bquires the authorisation of a higher authority,
the PAO must insist that such authorisation be obtained. Similarly where a sum of
money is recoverable, the PAO must insist on recovery save where authority to waive
recovery has been delegated to him or the competent authority has directed that the
recovery should be foregone.

16.12.3 All communications conveying objections must be couched in courteous and
impersonal language and must be clear and intelligible and issued promptly to the
departmental authority concerned. Majority of the objections would be such as would
require to be conveyed through half margin forms to the D.D.O concerned. R.eturn of
these should be watched carefully.

16"12.4 These objections should be recorded in detail in the Objection Book (Form
CAM-26) in the Pay and Accounts Office. Individual cases of serious imegularity
should be reported to the Controlling Authority concerned under intimation the Pr.
Accounts office.

15.12.5 Money value should be recorded in respect of objections of the type
enumerated below or similar thereto:-

(1) Want of vouchers (if not received when the relevant accounts are under
check).

(2) Want of sanction to advances, losses etc.

(3) Want of sanction to special charges.

(4) Want of any other specific sanction required by rule.

(5) Over payments and short recoveries.

Delays in the recovery of sums due to Government, if not recovered within
reasonable period usually in respect ofeach class ofdebt or other dues.

Want of allotment of funds.

(8) Excess over allotment.

19.t F-,rccss c"'er sanctioned limit of reserve stock.

(6)

(7)

3t's



16.12.6 In respect of objections of the iollowing types, money vaiue need nct be

indicated ilr the records:

(l) Simple directions tc ccneerneel off-ices for further guidance +r calling

fbr a document or inlbrmation the absence cf which is ntlt likely t<'r

affect the amount aCmissible.

\2) Stamp not aiiixeci ou a voucher which is atherwise complete

(3) Habitual delays in the submission of account retttrns. r'ottchers etc'

(4) Doubtfui atljustments and possible rnanipulations in aeccilnts rvhich dc

not involve actual losses.

(5) Deviations tiom the rr-ries which are indicative of disregard or evasion

of rule(s), but which do not represent eharges incurred without proper

sanction.

(6) Errors in accounts etc. rvhich do nct indicate an,v defi*it or sutpius.

(7) Instructions and other remarks regarding the fbrm of accounts or effcrs

in Procedures adoPted"

(8) Enquiries seeking elarifications 0n points u:f ilol:Llt.

15,L2.7 A record of insufficient c'r irregular: sanctians aeccrel*d hr an,v authc;rity

superior to the disbursrng ofticer shall alsr: be kept irr the ohjecti*n booli irr column 9.

16.12.8 CLOSII{G OF THE C}BJECTION tsOGK

After despatch of half margins relating io the mcnth. the tnorre-Y calumn in tire

aeijustment poition of the O.B. should be totaled and balance struck. Cbjeciian Lrcol<

shluki be totaled. the balance of the iast month riniel tire ccrrescon,-ling cclun",i: be

added, the fotals of iidjustn:eilrs rnade during the mr:nrh entered in rhe adjusrrr:ent-

portion of the Objection llook and the belances sfruck. Obieciiern boq-rk -chail be

closed b,v the 20th'of the succeeciing month r:r:er the signat';-r* cN the Jr' Ae**ur:ts

OffrceriAsstt. Accounts Officer. This siraii be put up io itae A*ecr"ints Oif]cerr'Sr"

Accounts Cfficer once each qu-afier e.g. in jul.v. Oetober. January. and '{pril'

16.12.9 DELEGATION GF POWERS TO }VASVE {}SJECTIGNS q}II

FORE GO RECOVERY O F IRREC UI,AR HXFUfl N T}ITURE,"

ln order t6 avoid tirne arid labaur lreing sperit *n puisirir cf object*cns *f
simple and unimpcrtant nature and thus red*ce administratir.'* ccsts, pow€{s are

co*ierred on oifi".r, rnorking in Depart*reritaiised Acc*unts Organisaii<;ns

functionilg under Central Govenrment {Civil) as indieated below:-

(a) pou,ers to waive objecticns against irregular expenditure not exeeeding the

anount specified against each, in any indlviduai case are shown Lre,lcw:*
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(b) Sorne items are placed under objection not because the whole or any portion of the

expenditure is unjustifiable in itself but because it is not exactly covered by rule;
or the authority for it is insufficient or foolproof such as is afforded by sub-

vouchers that it has been incurred has not been produced. In such cases, powers to
forego recovery upto the limit specified against each, in any individual case and

subject to fulfilment of conditions (i) to (iii) are as shown below:-

Note: If the irregularity is such that it
responsible should be told that
recovery is made.

Pr. Chief Controller of Accounts
Chief Controller of Accounts

Controller of Accounts

Dy, Controller of Accounts/P.A.Os/
A.Os

Pr. Chief Controller cf,Accounts/
Cleief Controller of Accounts

Controlier of Accounts

Dy. Conttroller of Accourts,lP.A.Os/A.Os

: R.s. 250

: Rs. 100

:Rs 75

is likely to recur, the Government servant
the expenditure was irregular even if no

: Rs. 500

: Rs. 200

: Rs. 100

(i) The expenditure must not be of a recurring nature.

(ii) Where the objection is based on insufficiency of sanction, the concerned
officer must be satisfied that the authority empowered to sanction the
expenditure would accord sanction if requested to do so"

(iii) Where the obiection is based on insuf,ficiency of proof of payment, concemed
officer must be satisfied that undue trouble would be caused by insistence on
submission of full proof and must see no reason to doubt that the charge has

actually been paid.

16.12.10 TREATMENT OF ERRONEOUS PAYMENT ADMITTED BY
THE PAY AND ACCOUNTS OFFICB.

When erroneous payments have been admitted in pre/post oheck for a considerable

time, owing either to a wrong interpretation of financial rules or due to oversight, the

following course should be observed:-
(a) When a wrong interpretation of a financial rule has been followed, the new

interpretation should in the absence of special instructions to the contrary,
take effect from the date of issue by competent authority, of the orders stating
the coruect interpretation.
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(b) When erroneous payments have been lefl rincira!lenged through cverslght, the

pay and Accotnts Offir"r should not of his orvn vcliticn uncl-ertake a re-audit

of titts paid more than one year before. He should report the facts of,the case

fc,r orclers to the Gavernment and a re-auciit shor.rld nrlt be made unless

Government so desires.

Note: The Pay anci Accounts officer has to rely largely upon ceitificates and it is
often ptssible and desirable to cheek such certificates by examinati*n of

originai documents during internal inspection. Such examinatian is not a re-

. check for the purpose of this clause'

16.12.17 II.EPOR.TS OF DEFALCATIONS AND OTT{ER LGSSES

{a) The departmer:t concerned should report delalcations anc losses to the Fay and

Acco'nts C)fficer and tc the Statutory Audit Officer simultaneouslv.

(b) on receipt of a reporl on defalcation or ioss of puhlic money or property, the

pay and Accounts Ofl-rcer sirould call for such further inforinaiion as he may

req'ire on the subject, and carefully examine the cese and ascertain "nvhether the

clefalcation or losi u,as rendered possible by an-v* defect in the rules, or r'ry'hether

it was clue to rreglect of rules or r'vant of supervisic'n crn the part of the

authorities. He shiuld report the result of sush examination to the authoritl'

ecmpetent to sanction tire write off cf the ioss. He should atrso repcrt ir-nportant

cases to the Pr' Accottnts Office'

16.13 REVIEW OF BALANCES

16.13.1 At the close of a final-rcial )'ear. the Pa1' and Accounts Officer shall revieu'

and r.erit-r the balances under Yarious Debt. Deposit and Remittance heads and

ascertain rvherevet necessary g'hether the person or persons by wh6m the baiance is

owned or to whom it is due, admit its correctness and in cases of balances due to

Govt. how far they are really recoverable'

Occasionaltry there coulcl be a case in which broadsheet balance under a loan,

clebt. deposit, remittance or suspense head may be higher than the ledger balance' and

full details would also be available in the broarlsheet. in such a case to rectiiy the

book keeping errol. the ledger balance has to be increased so as to agree with the

broaclsheet figure invslying rvrite-rip of the balance. This shall be done by a per

ccntra entry under '8680- Mir.. Government Account' afler obtaining sanction in

terms c,f ariicle 53 of Account Code Vol. L If hov.,ever, no details are available in the

broadsheet the clifference betu,een broaclsheet & ledger figrires shall be drcpped

without any accollltt adjustment b,v a mere corlection in the broadsheet.

(Authcr.ir.v: C & A.G's Circular No. 844-Compl18-72 dt. 14'9.72.)

16.13"2 He should take steps to clear the outstanding balances and to settie an-v

discrepancies noticed in them and obtain acceptance of correctness of balances {}om

the person or persons by whom they are owned or from whom they are clue wherever

it is required. All Pay and Accounts Officers should furirish annualll'try 15th
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September each year, a detailed statement indicating against the various heads, the

amount of unreconeilect differenees between broad sheet and ledger and number of
cases where acceptances of baianees are alvaited frorn the persons concerRed to the

Pr. Accounts *ffrce f*r the period enciing 31st March of the preceding year' A
consolidated raport for the Ministry/Dep*rtment as a whole, shaii tre furnished by the,

Fr. Accounts Offi*. to tlre Finance Accounts Section of the C.G.A. by the 15th of
Octaber.

1d.13.3 The following paragraphs provide guidelines regarding tl'le review expected

in respect of certain types of balances:-

(a) Deposits of provident Fund:- The balances in the Provident Fund accounts as' - 
*oik"d out in the ledger cards should be communicated to the subscribers by 31ut

.luly each year.

(b) Deposits:- Receipt of each deposit as well as repayment there against will be

maintained in a suitable register by the P.A.O vide para 16.3.2 of this Manual'

The P.A.O should take steP:

(i) to verify the balances at the close of the year with the ledger balance of the

class of deposit concerned:

(ii) to obtain, where necessary, the acceptance of the parties concerned of the

balances left outstanding in the Personal Deposit Account at the close of each

year. and

(iii) to credit to the Govt. any unclaimed amounts which are to be treated as lapsed

under the Rule 189 of Central Government Account (R.eceipt & Payments)

Rules 1983.

(c) Permanent Advance:- As and when a peilnanent advance is paid to a head of
office based on the sanction issued by the competent authority, a note of the

advance paid shall be kept in the Register of Permanent advance (Form CAM 51).

At the *.td of each financial year an acknowledgement shall be obtained from the

officer holding the permanent advance and verified r,vith that outstanding in the

register of permanent advance'

The aggregate of all the outstandings there under shall be worked out from this

register and tallied with the ledger balance at the end of each year.

(d) Loans and Advances:- The outstanding balance of principal of loans in the loan

register as on 3lst March should be tallied with the ledger balance as on that date

foi eaeh year. It should also be seen whether the conditions of each loan have been

fulfilled and whether the balance due at the end of each year has been

communicated to and not disputed by the debtor. The result of the verification

should also be reported to the Deptt./Ministry vide pata 164 of the G'F"Rs'

In case of Flouse Building Advance, Motor Car and Motor Conveyance

Advances tbr which detailed accounts are maintained by the Pay and Accou::ts
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Office. only acknowledgement should be obtained fiom the Govt. servants concerned

of the balance outstandirg against him at the close of each financial year througir the

D.D.O/ Head oiOffice.

16.14ADJUSTMBNToFGAINoR'L0SSBYEXCHANGa,

16.14.1 The question of adjustment of Loss/Gain by exchange has been c-onsiderecl in

O"i"ii i" 
"".sultation 

with Budget Division of the Ministry of Finance, Controlier af

Accounts, Ministry of ExternaiAffuitt and the comptroller and Auditor General of,

India against the background indicated below:-

(i) Disbursements made against agreements for loans/grants after trst April, 1976

by foreign banks etc. under the direct payment procedure, are credited as

External-DebtiExternal Grant Assistance at daiiy rate of exchange by contra

debit to the minor head "Suspense Account for purchases etc. abroad" under the

Major Head -"8658-Suspense Accounts". The deposits made by Importers at

the composite rate of Exchange (fixed by the controlier of Aid Accounts and

Audit) und int.r.rt under the minar head "Deposits tbr purchases etc. abroad"

below the rnajor Head "8443-Civil Deposits" are cleared by (a) transferring

amounts to th; above noted Suspense head thereby clearing it ; (b) adjusting the

difference between daily rate and composite rate of exchange under "0075-

Misceilaneous General services-Gain by Exchange" and (c) adjusting the

element of interest recovely under the head "O049-Interest Receipts"'

(ii) In respect of loan/grant transactions appearing in the accounts of C"A.O:, H'C'I',

London and C.A.b., I.S.lv[., Washington, conversion is made at the composite

rate of exchange, whereas the same are booked in the accounts by the C'A'A' &

A. at the daily rate of exchange, the difference being adjusted under '0075-

Miscellaneous General Services-Gain by exchange' or "2075-Miscellaueous

General Services -Loss by Exchange" as the case may be'

(iii) when loans are fully repaid, the balances lying under the head "Exchange

variation" under the majoi head "6002-External Debt" is cleared by adjusting the

same under Major etc. head "0075" or "2A75" according as the balance left

represents a credit or debit'

(iv) Transactions of periodical remittances by way of transfer of heavy arncunts of

cash from India io High Commission of India, London and E'i. Washingtcn and

accounts received fi'om HCi Lcndon and E.I. Wasirington ercept payments

towards personal claims arising in HCi London and Chancery pa.Yments in E.I

Washington shall be accounted for at the composite rates. Capirai transactions

relating t9 acquisition of property by missions abroad and all payrnents to

international bodies torvards India's contribution shail be converted at compo"site

rates of exchange wherever such rates are prescribed for the reievant foreign

currencies bV G Deptt. of Economic Affairs, but in cases r,vhere compcsite

rates are not prescribed. these transactions shall be accounted for at official rates

of exchange prescribed b,v the Ministrl, of External Affairs.
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Loss or gain arising on the above account shall be adjusted under the major
etc. heads "2075u or "0075" as the case mav be.

The remittances to Missions other than H.C.I London and E.l Washington and
expenditure relating to personal claims appearing in the accounts of H.C.l., London
and chancery payments in E.L Washington will be accounted for at officiai rates of
exchange prescribed by Ministry of External Affairs. The gain or loss arising on that
account shall also be adjusted under the major etc. heads "0075" ar 2075" as the case
may be.

16.14.2 While each category of transactions that give rise to an element of loss or
gain by exchange during the course of a year shall be adjusted under the Major etc.
head "2A75"l "0075" as the case may be but before the accounts of that year are
finally closed and the Appropriation Accounts are prepared, the net effect of the
transactions booked under these two major heads should be worked out and got
reflected against a single head i.e. '0075- Miscellaneous General Services-Gain by
Exchange' in case of overall gain, or against "2075-Miscellaneous General Services-
Loss by Exchange" in the case of overali loss during the year. In other words, net
annual effect should be exhibited against either "0075" or "2075" as the case mav be.

16.14.3 "Loss by exchange" under the major head '2075' is budgeted for centrally in
the Demands for Grants "Other Expenditure of the Ministry of Finance". Accordingly,
the Controller of Accounts, Ministry of Finance is responsible for the maintenance of
the Appropriation Audit Register and preparation of Appropriation Accounts for this
grant and accounts for the expenditure arising against this major head and the minor
head "Loss by Exchange" thereunder. The figures of expenditure received every
month by him fi'om various Accounts Officers will be entered in the Appropriation
Audit Register for uecessary action. Further, the Controller of Accounts, tutinisry oi
External Affairs, Controller of Aid Accounts and Audit and other Accounts Officers
(other than of Railways) will continue to operate on these two major heads in the
course of the year in their books and soon after the closure of the March
(Supplementary) Accounts and as soon as the Statement of Central Transactions is
prepared by them, they will intimate the figures of Receipt and Expenditure booked
separately under the major heads "0075-gain by Exchange" and ,,2075"-Loss by
Exchange" to the Principal Accounts Officer. Mirristry of Finance.

16.t4.4 The Principal Accounts Office, Ministry of Finance shall prepare a journal
entry transf-erring the amount through a T.E. so that either of these two heads is
brought to 'nil' by a deduct entry under the head thereby ariving at the net figure to
be exhibited under "0075- Gain by Exchange" [2W5 Loss by Exchange" as the case
may be. The correctness of the figures so consolidated in respect of Central Civil shall
also be got checked by him by obtaining the figures from the Computer cell of this
Ministry (CGA's Organisation). The figures so arrived at shall be used as material for
the preparatior-r of the Appropriation Accounts for the grant "Other Expenditure of the
Minisiry of Finance" and shall be used for any explanation for any saving or excess
etc. under this Major head. A detailed Statement leading to the netting of the figures
shall also be furnished bv him to the Appropriation Accounts/Finance Accounts



Section of this Ministry (CGA's Organisation) indicating sources frorn which the
gloss figures under "0075" and "2A75" were obtained by him so as to enabie this
N,finistry (C.G.A's organisation) to ctreck the correctness of the figures intimated by
the Controller of Accounts, Department of Economic Affairs in his Appropriation
Accounts and in the statement for the Finance Accounts. This procedure shall be
adopted for the financial year 1981 -82 & onwards.

16.f4.5 The existing system of variotts Principal Accounts Offices intimating each
month the monthly figures and progressive figures booked under the head. "2073-
Miscellaneous General Services-Loss by Exchange" to the Ministrl, of Finance,
Department of Economic Affairs shall, however, continue.

t6.14.6 TheS' shall also lurnish sinrilarly a Statement each nlonth lor the teceiprs
booked during the month under the head "0075"-Miscellaneous General Services-
Gain by Exchange". as ucll as progressive figures.
(Authority c.G.A's O.M.NO. S.l10i 111181tT.A.t2266 dt. l1-8-81).

16.15 ACQUTSTTTON OF STORES ON DEFERRED PAYN{ENT TERMS.

tlnder agreements/contracts entered into by the Government of India with
foreign Governments/Suppiiers abroad. equipment, stores, etc. are sometimes
procured on deferred payment basis. According to the terms of such
agleements/contracts specified sums are payabie to the foreign
Governments/Suppliers from time to time alongwith interest, if any. in temrs of the
conditions of the relative agreement/contracts. It has been held that the purchase of
goods on credit while constituting a commitment to pay does not ipso facto constitute
a loan ol borrorving. Accordingl,v, the full value of the equipment/stores procured on
defered payment terms or on suppiier's credit should be brought to account ferrthwith
i.e., immediately on receipt of the plant and equipment or stores in question b,v debit
to the relevant service major head of account concerned. contra credit being afforded
to a suitable suspense head within the same service major head itself as in tle case of
Public Works Department. The credit under the' Suspense head will be relieved as
and when actual pa-vments are subsequently made to the suppliers/ foreign
Gor enrmenl.

Interest payable on the def-erred payment purchase has the effect of increasing
the value of the goods purchased and may. therefore as and when paicl, be debited to
the same head to which the full value of the equipment, stores etc. was initially
debited.

The above procedure should be followed by all Ministries/ Departments, with
the exception of Defence, even if the purchases on deferred payment terrns/ supplier's
credit are covered by issue of promissory notes or loans agreements, since tile said
imports constitute a commitment to pay the supplier over a period of time and the
account adjustments prescribed as above are unaltered by the mode of such
commrtment.
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In order to enable Pay and Accounts Offiees to carry out the required
adjustments, Ministries/Departments concerned should send advicls (other than in the
case of departments in which the P.W. system of accounts is followed and the initial
and subsidiary accounts are compiled departmentally and rendered to the Pay and
Accounts Offices), to the Pay and Accounts Offrce to carry out the adjustrnent in
question as soon as,thel.equipment,'storeg, e1q. are received. In cases wfrqre,acgounts
are complied departmentally and rendered to a Pay and Accounts Office, the value of
the equipment etc. obtained on deferred terms/supplier's uedit should be reflected in
the compiled accounts rendered to the latt-qq., .

( Based on Ministry of Finance (DEA) O.M.No.F.l(69)-8174 dt.22nd October, 1974
and O.M. of even No. dated 8th Ma,v, 1975).

16.16 PERIOD OF PRESERVATION OF RECORDS MAINTAINED BY THE
DEPARTMENTALISED PAY AND ACCOUNTS OFFICES.

The table below indicates the retention period of various accounts records to
be maintained by the Fay and Accounts Offrces, irrespective of the period of
preservation so prescribed, these records shall be preserved till completion of audit'
(statutory and internal) for the relevant period and objections settlid. Further, the
accounts records relevant to Appropriation Accounts and Finance Accounts will be
preserved for the periods specified against each or till these documents are presented
to Parliament,, whichever is later. lhe provisions of Appendix 13 to G.F.Ri shall be
applicable for the retention of records referred to *rerein.

Note: Life indicated in Col. (c) is to be reckoned from the date of close of the
financial year to which the voucher/register relates, unless otherwise rp."in.J.

t.

Sl" Nature of Record
No.

Retentiort period
Years

(c) (b) (c )

l.

2.

I-VOUCHERS

Contingent Bills

Provident Fund vouchers other than final payment

Refund vouchers

Suspense vouchers

Pay Bills

TA/LTC Bills

1

4.

5.

6.
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Provident Fund
payments are
subscribers:
(*) To minors'

vouchers through which final
made to persons other than

n

i*.

ta

14.

16.

&) To other than minors not in
deelaratisn of *ubscri bers

(c) To other than minors in
deelarati*n of subscribers

accordance lvith

accordance with

Fr*r'ideret Fund vouehers cf final paymenis other
than those nrentioned in ?{a) to (c)

\rcuehers perlai::ing t* n.:n rcfu:rdtbls i.\ i!.hdr3\,.'als
&cm Pr+vident Fr:nel

Hause Building A,Cvarice v'oi;rhers

Medieal Bilis

Deposiis payrnent vouehers other than personal
deposits

Pension vouchers

Vouehers relating to Government employees
Insurance Sehemes {Vouchers of payment from
Savings Fund. Insuranee Fund or of .Ins-ura*ce

c+ver)

D.C.R".G. vouehers

Commuted value of pension paid by the PAO

II-OTE{ER R.ECOR.DS

Bill Diary

Regi ster o f fi I es/voucliersiregi sters

{a) kensf,erred to Departrnental Recording Wing
{i"e.. Old. record rsom of the Department
Gffice) :

{b} . r trans&rred to Naiional Arehives

Fiie Index R.egister

10

S y*ars ftr:m ths datc
c:f sa*eti+n of

withdrau,'al

25

Permanent

1n

6

t
J

30

J{'

10

10

H"

12.

i.

4.,

3.
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Register of valuables

6.

7.

8.

9.

Expenditure Control Register
(now Bill Passing cum E.C.R.)

Register of final post-check of pre-checked bills

Inward Claims Register and supporling
documents received with Inward Claims

Outward Claims Register

Schedule of Debits/Credits

10. T.E. Register

i l. Appropriation Audit Register

12. Summary of Transfer Entries

13. Office copies of J.Es.

14. Ledger and Trial Balance

15. (i) Bank Scrolls with paid cheques/challans

(ii) Pension payment scrolls received from
various public sector banks

16- Counterfoils of cheque books

17. Paid cheques

18. Review of Balances and papers connected therewith

Lg. Scheduled of Deposits (including any subsidiary
accounts) for the month of March in which any
item(s) has(have) credited to Government as lapsed
deposits.

5

3 years or till the
Appropriation
Accounts are
discussed by the
P.A.C. of Parliament,
whichever is later.

I

3 years 0r till the
settlement of all items in
corresponding
Broadsheet and of audit
for the relevant period
and settlement of audit
objections, whichever is
later.

I

i

2

I

5

5

2

5

5

5
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20.

21.

22.

lJ.

24.

25.

)(\

27.

28.

29.

30.

30A.

Misc, correspondence regarding inter-Government
and Reserve Bank adjustrnents

List of payments to be furnished by the D.D.Os.

Account of receipts to be furnished by the D.D.Os.

Fank reconciliation statement

Register af R.B.D. H.Qrs.lP.S.B. Suspense

Compilation Book (Daily Posting Register)

Departmental Classifi ed Abstract

P.W. Classified Abstracts

Departmental Consolidated Abstract

Office copies of Monthly Accounts prepared by
PAOs/Pr.A.Os. for submission to Pr.A"Os.lC"G"A.

Monthly accouRt rendered by P.A.Os.

Monthly accounts of Public Works Disbursing
officers with supporting schedules (except the
schedules of Deposits), Schedules dockets, iists of
payments and vouchers for payments other than

those for land acquisition. l

5

oJ

J

One year or till the
annual accounts tiave
been prepared,
whichever is later.

l0 complete
accounts years

30 complete
Accounts year

Permanent Record

a
J

l0 years subject to
condition that
necessary information
regarding recovery of
contributions is
recorded in Service
Book.

308" Schedule of Deposits (including ,any subsidiary
account) for the month of March & Supplementary)

30C. Vouchers for payment on account of acquisition of
land

Broadsheet of PAO Suspense (Receipts and

Payments)

Register of Govt. servants lent on Foreign Service

31.

inter-Government

52.
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(a) (b) (c)
2i. Stock Register of Cheque Books

34. Account of Cheque Forms

35. Office copies of information to bank regarding the
cheque (Forms) brought to use

36. Register of requisition of Bank Drafts

37. Office copies of letter forwarding chequelBank
Draft

38. PAO's check register of outstanding pre-check
cheques

39. Register of Cheques drawn

44. Register of Cheques delivered

41. Establishment check register

42. Fly Leaf of Payment Register

43. Register of Special Charges

Register of Periodical Charges

Register of Grants-in-aid & Scholarships

aJ

J

J

I

1

46. Objection Book

47. Abstract of Objections

48. Office copy of letter
receipts /disbursements
other aecounting units.

l
I

r
)

forwarding Schedules of
for adiustment in books of

5

15

15

a
J

a
J

3 years subject to the
condition that all
sanctions still current
are noted in new
Register with
progressive exp. Under
proper attestation.

-Do-

3 years after all the
utilisation certificates
have been received.

3 years subject to the
condition that all
outstanding items are
transferred to next OB
with full details.

44.

45.
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(a)

49.

50.

53.

54.

Office copy of letter $ending chequeiBank Drafts in
setllement of accounts (inward)

Register of Broadslieet of Advances for F{B,&{C/and
Interest thereon.

Register of Sanctions to Contracts"

Advices to the R.B.l. (CAS) Nagpur by ttre Principal
Accounts Offices and Clearance memos from CAS
Nagpur

Assigmnent/Letter of Credit in favour of cheque
drawing DDOs and correspondence relating thereto

Monthly branch bank
correspondence thereon.

statements and

1

2 years after
recoveries have been
fully effeeted and
reconciliation with
ledger figures
effected.

5

5 years subject to the
condition that the
reconciliation with
banks is completed.

5

l0 years from the date
of final settlement of
accounts of the
offtcers concerned
after retirement etc.
from Government
Service.

51.

52.

)).

56.

57.

58.

Monthly put-thrrough statements-Reconciliation
memoranda and correspondence thereon.

Broadsheets/Registers maintained for reconciling
differences between Central Govemment balance as
shown in the books of R.B.I. and as worked out in
accounts (including P.S.B. Suspense, Reserve Bank
Suspense and Reserve Bank Deposits)

Reserve Bank Statement of monthly transactions for
the Department/Ministry

IRLA Ledger
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(a)

s9. File containing r"port@ 35 years from theTate
r arw vvrrlc.rruug rsporT ano authonsation (including
Form 7 of C.C.S. pension Rules) for all types of of retirement/death or

after the last instalment
of farnily pension has
been paid, whichever is
later.

pensions vi".; s,ip"j;ffiffiT:' ffiJ,'j,"il11,,i.,1family
p€nsron etc.

60.

61.

62.

63.

64.

Register of p.p.Os. maintained in the office of the
P&AO issuing the p.p.O.

Register of p.p,Os. maintained in the principal
Accounts Offi ce in which p.p. Os./authorities .oui"J
through that office for being countersigned by theautliorised officer and embossed with hi* .p*"i;i
seal before being sent to the concerned Accounts
Officer for aranging payment, are noted.

Files relating to Commutation of pension if the same
is not dealt with in the file refenei to at (1) above.

Final withdrawal Register

Register of Temporary withdrawals

Register of policies assigned to the president

Index Register of provident Fund

Provident Fund Ledgers & Registers and p.F-.
Extracts supplied by AccountantJ Generar at the
time of departmentalisation of accounts in ,upport oi
transferred G.P. Fund balances

Provident Fund Broadsheet.

35 years from
of last entry
the register.
l0 years from the date
of last entry made in
tl,e register.

35 years from the date
on which commutation
becomes final.

35

2 Years after
reconciliation is
effected with Ledger
and aii outstanding
iinposted items
alongwith the debits
appearing in the
Broad Sheets have
been duly carried
forward to the
subsequent year's
Broad Sheet.

the date
made in

r0

66.

35

35

65.

67.

68.

402



(c)(a) (b)

69. G.P. Fund Sctrredules

70. Statement of Central Transactions

71. Files containing correspondence regarding S.C.T.

72. Files containing Union Govt. Finance Aocounts and

related correspondence

73. Printed Union Government Finance Accounts

74. Files containing Appropriation Accounts and related
correspondence.

75. Printed Union Government Appropriation Accounts
(Civil)

76. Printed Demand for Grants

77. Files containing P.F. Final payment cases

78. Files containing correspondence regarding Provident
Fund allotment of GPF numbers, Transfer in and out
of GPF balances etc.

79. Printed repofis of C.&A.G. of India

3 years subject to non-
existence of unposted
items for the period of
the schedules and
completion of
agreement of Broad
Sheet with Ledger for
that period.

Permanent (two copies)

20

Permanent (two
copies)

5

Preservation should
be five years frorn
the date of last
authorisation.

One year afrer the
settlement of all the
audit observations
reported therein.

30

10

l0
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t6.t1 PROCEDURE rOR SENDING $mCOROS TO OLD RECOR-D ROOM

Files, Registers, vouchers trundles etc. shall be prop€:rly bound immediately
after their closure. The outer cover shali eonspicuously indicate, under the dated
signature of the Accounts Officer,-the praposed year of destruction of that record.
They shall be kept serially arranged in the Seetions concemed for not more than 3
chlendar years and transferred to the Departrnental R.ecord Roorn thereafter.

FilesA/ouchers/Registers etc. to be transferred to the Departmentai Record
Room will be accornpanied by a list (in duplieate) with particulars as shown below:-

Department .. ...Sestion

Sl. 'File No. or Details of Vr. Cls.ssification & Date of actual Record Room
destruction Index No.No. _ Bundle or type.of {egiste-I*-_Jg_q{*q{Ig$Sy

The Departmental R-ecord Room will, after rierification of the entries in it, retain one
copy of the List and retum the other dul;' signed to the Section concenled, after
indicating Recorci Room Index Number..In the llepartmental Record Room these lists
will be kept section-wise in separate file cuivers. The concerned section shall also
preserve the duplicate copies by pasting thern in a l{*gister.

No recorded file etc. may be issued from the Record Room except against a signed
requisition which should indicate Record Rcorn trnriex Number. The requisition slip
will be kept in the place of the file issued" On return the requisitioned file will be
restored in its piace and requisition slip retumed to the section/ official concerned. In
case of non-receipt of the Record back w-ithin a period of one month of issue, the
Record keeper shall remind the section concemed at an appropriate level to get back
the file/ record expeditiously.

The Record Keeper shall be responsible for conducting an annual review to locate
files to be destroyed as per the proposed preservation period indicated on the outer
cover. These files/ voucher bundles etc. wili be referred to the Accounts Officer
concemed for instructions regarding their destruction/ further preservation along with
a list in duplicate prepared in the form indicated below:-

sl.
No.

File No. or Details
of Vr. Bundle or
type of register

Record
Room Index

No.

Instructions of reviewing authority
(To destroy or to preserve, upto the

year ... ... )
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The instructions of the Accounts Officer for weeding out of ttre file/voucher
bundle etc, or for its fuilher retention as indicated in this form shall be observed by
the Departmental Record Roorn for destmction/preservation. In case of further
preservation. the ne'w date of destruction as indicated by the Accounis Officer shail

also be conspicuously indicated on the outer cover. The duplicate copy of the latter
list received back by the Departmental Record room shail be returned to the Section

concerned by it.
.A.uthority:- No. 1 ( 1 4)/8 4lT A)

16.18 DELEGATION OF POWERS TO JUNIOR ACCOUNTS OFFTCERS
AAOS IN THE DEPARTMENTALISED ACCOUNTING
ORGANISATION,

The following powers are delegated to Junior Accounts Officers/Asstt. Accounts

Officers :-

(i) Check of classification of vouchers of value up to Rs, 2,500 anci rectification of
any misclassification ncticed therein by proposing Transfer entries'

(ii) Closing of Broad sheets with'nil'balance and of broad sheets in which there is no

difference between broad sheet and ledger figures.

(iii) Attestation of opening and closing balances in Provident Fund ledger cards

except those relating to the staff of the PAO's own office which shauld be attested by
the P.A.O.

(iv) Allotment of account numbers anci attestaticn of entries in the ledger and General

Index Register in the Provident Fund Section. Hcwever, entries regarding aeeeptance

of nomination and closing of accounts shail be made over the signatures of the

Accounts Officer.

(v) Issue of annuai statements of accounts to subscribers io Generai /Contributory
Provident Fund.

(vi) Signing or routine acknowiedgements of receipts and reminders tc! Half'-margin
memos issued to D.D.Os.

(vii) calling for acknowledgement of balance in the

Howqver, in the case of non-receipt r:f reply, reminders

Accounts Officer.

(r'iii) Attestation of entries in the objection book.

case of loans and advanees.
shall be issued at the level of
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LTST OF FORMS

No. of,Form Name of Forrn

l. Stock Registsr of Cheque BookslForms

2. Account ofCheque Forms

3. Intimation to bank regarding use of Cheque Book

Para7 af
Appx,?'

Para 9 of
Appx-3'

Para i 2 of
Appxr'3

2.2.1

2.2.1

,1J

,,.a

2.2.3

2.3.3

2.3.5

2.3.5

2.3.4

2.3..4

2.5.1

2.6.4

l.li

1.9.8

t.t2.3,
1.12.4

3.3.2

3.3.2

3.4.2

3.4.3

3.4.4

4.ll.l,
4.11.2

4t3

414

415

416

417

4t8

4ls

420

421

a') j

423

425

428

429

430

43t

432

433

434

435

436

437

411

412

+-

5.

6.

8.

9.

10.

!L

12.

13.

t4.

t5.

16"

17.

t7A

BillDiary

'[oken Register

Certificate oil'okens

Token Census Register

Enquiry regarding token numbers ofoutstanding pre-check bills

D.D.O-wise Bill Passing Cum Expenditure Control Register

R.egister of Cheques Drawn

Register of Cheques Delivered

Register of Requisition of Bank Drafts

Letter forwarding Cheque/ Bank Draft

Bill Retum fu{emo

Pay arid Aceounts Officer's Check Register of outstanding pre-
Check cheques

Register of Valuables

Register of P.S.B. SuspenselRese*n-e Bank Deposits

Register of R eserve Bank Deposits - Part II

18. Register of Bills Received

19. Register ofCheques Issued

24. Bank Reconciliation Statement of Disbursements

21. Lisi of Payments

22. Monthly Reconciliation Statement of Receipts depr:siteci into
Bank by cheque drawing DDOs

23. Fly Leaf of Payment Register

447



-dQ.

No of Form
(CAM Series)

Name of Form Referbnce to Page
No.Psra

24. Establishment Check Register

25. Register of Special Charges

26. Objection Book (Other Transactions) and Adjustments effected

27. Register of Periodical Charges

28. RegisterofGrants-in-aid/Scholarships

29. Register ofLoans

30. Register and Broadsheet of Advances of HBA./Motor Car/Other
Conveyances and of interest thereon

3 l. Register of Sanctions ofContracts

32. Register ofFinal post Check ofpre checked Bills

33' compilation sheet for posting vouchers received with Daily memo/List of
payments of DDO

34. Transfer Entry

35. Transfer Entry Number Book

36. Summery of Transfer Entries

37. Classified Abstract - parr I

38. Classified Abstracr - Part II

39. Consolidared Abstract - part I & II

40- Major/Minor (detailed) headrvise irdFr of B'krces u*dcr DDR. hc.ds

41. Sector wise Abstract of Ledger bdances

42. Computation of Govemment Account

43. Summary of Balances

44. General Index Register

45. Stock Register oflnsuranee Policies (Deleted)

46. Register of details of maturity of policies (Deleted)

47. Provident Fund Ledger Folio

48. Broadsheet ofProvident Funds

49. Subscribers Annual ,A,ccount Statement

50. Register of missing G.P.F. crediVdebit

51. Register offina! payment cases

4.11.4

4.1 8.1

4.19.6

4.21.l

4.27.2

. 4.29.1

4.30.5

4.31.5

4.36.1

5.1 .3

5.3. r

5.3.5, 5.3.6

5.3.5

5.4.I

5.4.1

J.6. t

5.t0.2

5.fi.2

5.11.1

5.12.1

6.7.5

6.7.1

6.8.;l

6.9.2

6.10. I

6.5.3

438

439

440

442

443

444

445

446

447

446

449

450

45t

452

455

4%

459

*60

461

462

464

465

466

467

469

170

408



Ne" efFsrm
{C,&PC $er*eeb

F{ame cS Fg}rEc: Ref,cren*e to
ParE

Pege
${s,

52. Feiaslon Faynent Order

52-{ R.egister of FFSs Authorised for Fayroent

52R ?e"mmErai Eenefats Register

53. Siegister of Sutward clairns

54,. Seh*dtile fsr o;ltrr/ard claisls

55" Regis$er of Enward claims

-q6. {-q&cr foswesding a chedue in settlennent cf {nward a*sLluc?t

57. &€emmandum cailing for particulars of Govt" seweert placed

srviee
cn foreigr

5S" Register ofGsvt. servstlts lent sr transferrsd foreiga serviee

59. Broadshwt of Loans to State Covis. ete.

60. Reeister o!'lnvestmcnts of the Union Government

61. RegisterofPerrnanentAdvanies

62" GrandAppropriationAuditRegister

63. Register of Deposits

{t3A Register of Deposits l-apsed aod Credited tc Gdvernrnent

64" Broadsheet of F"A.O. Suspense

65. Register of Advices on RBI (CAS) Nagpur issued

66. Stat€ment showing Details of Deductions and Reliailtances

61. Pre-receipted Bill for Payment of Award frorn |he Compassionate Fund of
the Govt. sf India

68. MonthlyRceoneiliationAnalysis

69" Register of, amounts put through * Part I

70. Register of amounts put through - Pa# U

71. Statement of Monthly Reconciiiation between the figures as per DlvlS and

arnount booked under' 8658-Suspense Accounts-FSB Suspense

12. Broad Sheet ofPSB Suspense

73. Sta&ement.ofDouble/Excessreimbursement

74. Report on ExcesVDouble relmbursement (attracting penal interesi)

o_

I 06-1 5SrMin. of Finance/ND 12401

7.3.2

7.3.1

7"3"3

8.2.t

et!

8"3.4

Q?5

e.43 {si}

9.5. I

10.5^2

r0.l r.l

t{.12.2

4.2"4

r6.3.2

16.3.5

8.3"4

1.12.3

9.9.6

7 "16"2

13.6{i.t} &
i 1 ?/,,\tr.'1"1

13.6{xi

, t3.6{xi)

t3"6{xii}

13.S{xiii}

13.6(xvi

i3.6{xv)

47n

4$S

491

493

494

497

a&4

499

5*{3

€4n

5S3

5$4

3ii3

5S6

{rx?

5*E

5S9

5}fl

5tn

€taJt&

:i{

5i5

{r+

52S

stt

q9?

4S9



No. ofForm Name ofForm Reference to Page

523

524

525

75.

76.

77.

Report of Exces#Double relhbursement (not attracting penal interett)

Monthiy reconciliation staterhent between the arnounts as per DMS

{Revenue Accounts) with t}re arnount booked under'8658'PSB Suspense

Analysis : Focal Point Bank/Link Cell, Nagpur

Analysis : Foeal Point Bank/Amount vcrified by the PAO

Broad Sheet ofamount put through by Link Cell *Part I

Broad Sheet of anrount put though by Link Cell - Part trI

Broad Sheet ofPublic Sector Bank Suspense

Year-wise breakup of thc closing balance of Public Sector Bank Suspense

.

Register of Daily Main Scrolls lwivcd &omNodal Branch

Monthly Summary

Reqonciliation of the nnonthly stat€mcnt ofReceipls/Refrrnds

Desigrrated OfIlscr-wise register of Main Scrolls received by Nodal Branch

Dcsignated Officcr-wise Monrhly Summary

Bsnk Reconciliation report

Ststdlent for ascertaining pericd of delay

13.6{xv)

14.20

r4,t9 &
14.22

r4.19 &
t4.22

r4.23

t4.23

t4.24

14.24

15.18.1

1s.18.1

15.18.2

15.18.2

1s.19.2

t5.19.9

15.r9.r0

78.

79.

E0.

81.

82.

E3.

84.

85,

86.

87.

8E.

89.

526

527

528

529

530

53r

532

533

534

535

536

537

410
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F*t{.h,g$ cAM * s

:

, 1,,, 
.,

: <- r\ .'1uL$!l!!: ! 1iii<

fheqrie drawing n.D.O.

No........."......... Datec{..............

To

The Manager,

Subjeet :- Intimation regarding cheque forms to be brought into use

Sir,

Incontinuationof this OfficeletterNo.............. dated........
I have io state that on completion of cheques upto No... " ... of Variety-I,
No. ....."........... of Variety - II and No........,........ of Variety - IIi, I will start
issuing cheques of the following varieties bearing Nos. detailed below :-

Variety No"I (Negotiable) From No......
To.............

Variety No.trI {Not-Transferable) From No,
To...."........

Variety No.III ( Account - Govemment From No. ............
Not payable in Cash) To .............

Yours faithfully,

'xt$;f3Hltr$:T,'X
Copy to Pay g A".o*nts Officer, 1\,Iinistry/Eeptt. of ..,...... For
irrforrnation.

Cheque Drawing D.D.O.

1 0?*l 58Fr4i n. oi Finance/ND/?001
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[;CRlt C,', l r .- (.
{llara 2.}".3}

ilSR?-{FIf AT'8, €}F T{}KENS

I cr:rlif'i ihat ........ihi'rs.; t+kens '"tere redeerrz*d &n

-....^;:nd that the aumber *{ ih.r:sl: t*kens agree v;i{!r *i*se
er:tered +r-i i}',e bills pe|r{. I liave pers+na11-..r satlsfied nir,r5*1f t-,f-ra{ thi.s

itilrnher #.gre€s rvith the total n*ntb*r i-i{ rer{eeancil ii:si<ns she}".'r: irr

lhe Cheques Deiivei],' Registers, ti''* iie:rpsier *it {-lie-+ur:s i}ralt':'e and

the Eill i;liilry e".u ll',* same ilate.

]unitir Acr:*unts *fficer
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FORM CAM -7
(Para 2.2.3)

TOKEN CENSUS REGISTER

Month of 19

1.

2.

J,

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

1.4.

15.

ts.
"17.

18.

19.

20.

21.

22.

./J,

24.

25.

26.

27"

28.

n.
30.

J1.

J/-.

JJ.

34.

35.

36.

3t.

38.

39.

44.

4L.

42.

43.

M.

45.

46.

47.

48.

49.

50.

51.

q,

53.

54.

J3.

56.

rn

58.

59.

60.

61..

62.

63.

64.

65.

66.

67,

68.

69.

70.

7L.

72.

J J.

74.

75.

76.

77.

7e.

79.

80.

81.

82"

83.

u"
85.

86.

87.

88.

89.

eq.

91.'

92.

93.

94.

95.

96.

97.

98.

99.

100

NOTE:- The digit for hundred and thousand should. be €rtter€d in manuscript

at the top und b-bttom of each column to indicate the numbers of tokens above

100 onwards.

t 08-1 58/Min. of FinanceA'{D l200l
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. FOTTM CAM - 8
{para 2.2.3)

ENQUIRY REGARDING TOKEN NUMBEI{S OF OUTSTANDING
FTdE-CI{ECK BTLLS

' 
For the month of ...... ...20....

Will you please note on the reverse the token numbers of ali bills
received at the counter of this office, which may be outstanding in
your Section on the afternoon of the instant and
retur'n this memo without fail by the ..........:.......... morning? It is
particularly requested that Accounts clerks will include in this list all
bills which have not been actually sent to the cash branch, such as
those which may be pending either with the G.O. in charge or with
the Junior Accounts Officer.

funior Accounts Officer

Dated ......20...

To

Superi.ntendent,

...,.i........ Section

418
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FORM CAM.lCI
(Para 2.3"5)

ITEGIST'EI{ OF CE{EQUES DRAWN

Cheque No. Initials of FAO

428



FORM CAM - 11
(Para 2.3.5)

(To be maintained in
Pay & Accounts Office)

(Separate sheet for each day)
Date

REGISTER OF CHEQUES DELIVERED

ABSTRACT AS AT THE END.OF EACH MONT}-I
(a) Sl.Nos./dates of cheques not cashed upto end ol the month

(b) Total arnormt.thereof

( c) Total amount outstanding under the head g670 _ Cheques and
Bi1ls I PAO Cheques upto end of the month

(d) Analysis of difference, if any, between (b) and (c)

109-158rMin. of Frnance/ND 12001
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To

FORMCAM -13
(Para 2"3.4)

I,'RGENT

MEMO

No...."....... ........:............... Dated ................20

A Cheque/Demand Diaft No. ..........
dated........ forRs........
sent herewith in payment of the bills noted below i

Particulars of retrenchment made from bilb marked(X) are given in
the attached slips.

'.:Y---'-"'4
(P.r.o)

Token or
Voucher No.

Particula$ of bills paid
No. Dab NetAmount

't. 2. 3. 4.

TOTAL



(Reaerse)

MEMO OF ACKNOW'LEDGEMENT

(To be immediately retumed by anoutstation Drawing and Dsbursingofficers)

No. , Date ZA

To

The Pay and Accounb Officer,
Minishy of ......
Departnnent of

neseipt of Cheque/Demand Draft No.

dated

in payment of the bills nsted on the regerse is hereby aeknowledged.

Signsture

Designation

* 424



rolM cla,M _ 14
(hla a'5'U

BILL RETURN MEMO

TokenNo............
( Tobe retumed in original withreply notedin.therig[rt]ran{ c9}rry1)

Ministry
Pay & Accrry-Q#6----*--of

DeptL

No. Dated, the..........20.,...
No. of enclosqres (in words) . -

Rr"'ply No.

Dabd, the ........20....

To the To the
YourhillNo...'.'.........'.....for.Rs.....;.'.
returned herewith for the reason(s) stated in
No...................:. below with the request that you will
kindly remedy the defect pointed out before resubmission
and iristruct your office to avoid similar errors or
omissions in future.

Signatere... 
:-................ ,

Designation.
General ;

1. Not drawn in proper printed form. '

2. No* preper$ filled up Fe ,............,..........:.. beir€
blank
Wrong

3. Contains erasure(s). A fresh bill should be submitted.
4. Contains unattested alterations at the places marked

in red ink.
5. Tlre net amount of the bill ln figures

Shouldbe
Does not a8lee with ttiat writter! iri-Woriig
Rs. andnotRs. .,.

6. Not signed by Drawing Officer. .,'

Establishment
7. Not supported by a certificate of disbursement of

amount drawn on previous bills.
8. . The nature oT vacancy in which has been appointed

should-te rtut"d.
9, Not stnrborted bv an absentee statement.

1 1G-158/1rdin. of FinanceA.{ Dl200L
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Remarks Officer's Reolv

1,2.

For,wqnt of a eertif,icate that a,ll fees & other
' i€ceipb :of'all' llinds belon$ng to GovL *ave

been duly paid into Govt. Account

A Certificate is requi*ed thd,the.Govt servants
for whom grain allowance lss.been chjged are-
whole time Govt, servants, drat they were not on
Ieave or under suspension and their emoluments
did not exceed Rs..........,... €ach per mensem
dunng the period of claim.

A certificate is required that all Group lDl Govt.
servants, Head-Constables and ponstables, for
whom incr.ements have been claimed in the bill
have render:ed the required,period of approved
serviee entitling. thern to the increased p.y

''drawn in the bill.

A certificate is required &at the officiating
appointrnents irwolve the assumption of duties
or responsibilities of greaterimpoftarice entttfing
the Govt. seryanb appointed to offi'cia& therein,
.to the enhanced pay drawn in dhg bill.

13.

Contingencies

14. A certificate is required that charges on account
of electric current consumed in the residence or
residential quarters. of Govt. servants have been
paid for separately by the residents concemed
and that no portion of such charges beyond what
has been specially allowed by Govt. has been
debited.
A certificafe is required that the telegram was
sent on Govt service and that cash payment was
unavoidable.
A certificate is required ttrrf-r.ro portion of the
building for which municipal taxes have trcen
debited is occupied as residential quarters.
A certificate is ri:quired that the conveyance
charges drawn in that bill were incurred strictly
in accordance with the rules.

15.

16.

17.

Traoelling Allatance

18. The hour of arrival a! and deparfure from
halting place should be shown in the bill.
The No. of miles travelled by .............. on each
day,viz should be shown separately.,

19

Remarks Officer's Reply
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. t'.i-

Gorr,L,penn4t
'ftis":&di@y

'_9 qir '*i

Signature

.- : -l

, . Designation
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'. '.' . S0*h#.€*ill-i[5", :. . '..:
. tpara2-b.4)

.

FAY AND ACCOFT.'NTS OfFICEKS CHECK REGISTER OF
.. .. --OryISTA!,IDI1IIS PffiHECK CIIEQUES

SI.}MMARY'FORTT{E MOT$fl{ ENDING.....

g,rpunt of Chequee outstanding at itre end of previous month ....i...'.........

Add amount of cheques delivered (fotal Column 2) .'.., - - -. -.....

./
Deduct Ar4otrnt of clrequee eneashcd/Carois[Gd gfotat Cot,S;

:

Balance - Acrount of chques outstaridinS .........'. :...
a' . 

_ 
n: ,,:':

Cer$fie.i that &e abovebalertce has been ta,llied with the list of cheques

autstar,,ling and Sund te be corrett -.,i '

:

: : PAY AND ACCOUNTSOFFICER

F€{ t}r: N4sr,tt*l

Dab Arnour*of:i ffi i ., . ,{r*$ou* *@gree "
encashed (as per dafu setoll

1 2 J:

'. .;: I

TOTAL

42*
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FORM CAM - 21

(Para 3.4.3)
(For cheque drawing D.D.Os)

LIST OF PAYMENTS

Ministry/ Depaftment/ Cffice of
List of Payments for the '"veek ending ... ...
Designation of the D.D.G. (Cheque drawing)

Authority Amount
Credit (assignment) advised fcir
the ouarter endins

Abstract

Baiance in the quarterly assignment
at the close of last week

Total payments during the'"veek

Balance in the quarterly assignment at
the end of the current week
Sl. Date Particul Sl.No. To whorn Cheque Amount
No. ars of given in paid No.

the bill Bill
Register

1. 2. 3. 4. 5. 6. 7.

Total Rs.

(Rupees only)

Certified that the total payments during the week ending
Indicated above agrecs with the payments shown in the Register of Cheques
issued and the progressive total of assignment worked out in the latter has
been reconciled with the progressive total indicated in the Bank's payment
scroll.

The * reconciliation statements of receipts/payrnents for the rncnth
of.............. arealsoattached.

Signature
Designation of D.D.O.

* To be subrnitted monthly, *'ith the last week's iist

435
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FORM CAIyI - 23
[Para4.11.1 &4.11.2]

FLY LEAF OF PAYMENT REGISTER

Scale of Pay....

51.No, Name Date of
Increment

Puy Remarks

1 2 .t 4 5

I 13-158/Min. of FinanceiNUz9}l

+5 I



FORMCAM - 24
para 4.11.4)

ESTABLISIIMENT CHECK REGISTER

Nameof theD.D"O

438



FORM CAM.25
( Para 4.18.1)

GrantNo............

REGISTEROFSPECIALCHARGESof the.........,.............'. fortheyeat 20'...-....2A

(Name of the DDO)

ORDERS SANCTIONING EXPENDITURE NOTE BYPAO REMARKS

trssuing
authori$

Number Date Substance of
orders

Amount of
sanction

Token No Date of
Payment

Amount ProgressiVe
expendilurelill No:

1 2. .f. 4. 5. 6. 7. 8.

439
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FORM CAM -32
( Para 4.36.1)

REGISTER OF FINAL POST-CHECK OF PRE-CHECKED BILLS

Number of the
voucher(s) for

which final
receipt/acknowl
edgement still

awaited

Remarks/Certifi
cate of the

JAO/Sr. Acctt.
'- with initials
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FORM CAM - 34--ip*"si])

TRANSFER ENTRY IN THE ACCOUNTS
oF......... 20......20.........

Serial No.
(running seriaJly for a year)

Dr

Reasons for the T.E. :-

Jr. Accounts Officer Accounts Officer

Date.

N.B. : - The T.E. shall be signed by ihe Head of the Accounting organisation viz. ccA/ CA/
Dy.CA/ AG as tl-re case maybe, if it is a Jour.nal Entry.

1 1 6*1 58iMin, of Finance,O.lD I 2AAl
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FORM CAM - 35
( Para5.3.5 & 5.3.6)

TRANSFER ENTRY NUMBER BOOK OF THE.,...........,, FOR THE MONTH OF,..,,..,.20..,...,

No. of
Transfer

Entry

Debited Credited Reasons
for

Transfer
Entry

Receipt ol
Receiving
Section

No. of the
Receiving

Section

Remarks

{ead {mount lead 4.mount

(^uuurE
Serial for

whole
year)

1 2. J. A 5. 6. 7. 8. 9., 10"

Rs. P Rs, P
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FORM CAM - 36
( Para 5.3.5)

SUI\{MARY OF TRANSFER ENTTi.IES

. Pay & Aceounts Office, Ministry/Deptt' of ..'.-.......'.

Month
Year

As per individual Tr"ansfer

Entr"v

Number
thereof

Head of
Account

Effect to be posted in the
Departmental Classifi ed

Abstract

Debit Credit Debit Credit

1.
., 3. 4. 5. 6.
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FOR.NT CAM -.37
i Para 5.4.1)

CLASCIFIED ABSTRACT PART - I

RECEIPTS
MONTH & YEAR..,......

Cornputer Code
No. etc.

Head of Account PAO DDO DDO DDO Summary of
Transfer
Entries

Total for
the

Month
1 2. J- 4. 6. 7. 8.

I. Consolidated
Fund

0021 - Taxes on Income
etc.

Income-tax on Union
emoluments including
Pensions

Income-tax on other than
Union enloluments
including Pensions

Surcharge

Total'0021'

0M9 - Interest Receipts
(A) Interest from State

Govts.

(i)Interest on loans for
State Plan Schemes.

(ii)

('ii)

TOTAr-(A)

(B) Interest from U.T.
Govts.

(i)Interest on loans for

I

I

I

ITOTAL (BI

4s2
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1. z 3. 4- 5_ ('- 7. 8-

(d) Suspte Account {Civitr}
Chalkrsy'Vodrers Suspense

Qrigirel

Resg6rtc}irlgtqtuts)

Net Rs---..-..---.

To'tal"865f

8670- Cheqrm&E$lts

i. PAO@ws

Ai5kt t.

Re{pcdtolg(utirtus}.....

Net Rs-.......---".-...*

ii. Wtentalcheqrc
tughnL"".......,

FXe{Rs.-"....r

. TSTAL'86?U

454



FORM CAM _38
( para 5.4.1)

CLASSTFIED ABSTRACT PART - II

Summaryof
Transfer
Entries

Toial for
the

Month
I. Consolidated - Other Fiscal Seil"fl

2otl9 - Interest payments

i) Interest on GpF
(Others+Group D)

ii) Incentive Bonus
(Others+Group D)

otal'204V (Charged)

3451. :'secretar'al Economic

A.I. Secretariat

A.I. (I) Salaries
plan

Non plan
A.I(2)Wages

plan

Non plan
otal A.L Secretariat

455
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FORM CAN| _ 42
( Para 5.1 l. l )

COMPUTAT'ION OF GOVERNMENT ACCOUNT AS ON 31,3.1980 fN rUE BOOKS OF
THE Pr.A.O.

Sector Dr. Cr.

+B

A+B+C+D

A+B+C+D

G
H

(Major Head 8579)
(Major Head 7999 &
Major Head 8575
RBD & Major Head
8680 -Misc. Govt.
N4

Opening balance as on 1..4,79 1t184

73,414

2243

2,506

73,U3

57

Receipts ( Revenue )

Expenditure {Revenue)

Expenditure {Capital)

DDR Heads (Closed to govt.)

Net effect of balances adopted/
transferred on "proforma" basis,
reversing its side i.e., credit to debit and
vice-versa.

Net effect of Prior Period Adjustment
Account

Total
33,y7 13,643+57

Closing balance kansferred to
Summaryr of balances

1,950-5t

1 1 9-1 58/Min. of Finance/ND I 2001
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FGRM CAM- 43
{ Para 5.121}

SUMMARY OF BALANCES

As on 31 .3.1980

(Pr. A.O.'s Books)

1.9,5M-57

19787+8n

676+5

1,26

CONSOLIDATED FUhID

Govt. Account (Closing balance
including Major Heads 8575 &
8680)

Public Debt

Loans & Advances

PUBLIC ACCOUNT

Srrall Savings, Provident Funds ek

Reserve Funds

Deposits & Adv;inces

Suspense & Miscellareou s
(cxcept Malor Heads 8675 & S680)

Rernittances

91A+21

1,'t28

't,8F-6+7

NOTE : This is prepared based on the dosing balairces in forms CAM 41 & 42
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FORIvt CAM - 43(contd.)
( Para 5.12.1) :.

(Corresponds to Statement No. 5 of Finance Accounts)

SUMMARY OF BALANCES
As an 31.3"1980

* Worked out as shown below in CGA's Books : -
' Debit

Opening Balance 1s,84

Progressive balaance accrued during the year 
,5M

Closing Balance 17,740

O.N. Equal and opposite effect of kansfer of balanies on 'profornia' basis befween two
different Pr.A,Os. will get cancelled in CGA's books in which consolidated
summary for Cenfral Govt. as a whole is prepared.

In CGA'd
Debit Balance Sector of the

General
Account

Name of Account Cred* Balance

L,81.4

19,787

676

126

17,740

E

F

I

I

K

L

M

N

CONSOLIDATED FUND

Govt. Account (including Major Heads
8675 & 8680)

Public Debt

Loans & Advances

CONTINGENCY FUND

PUBLIC ACCOUNT

Smali Savings, Provident Funds etc

Reserve Funds

Deposits & Advances

Suspense & Miscellaneous
(except Major Heads 8675 & 8680)

Remittances

Cash Balance(closing)

27,980

50

9,129

1,128

1,855

40,143 TOTAL 40,1,43
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FORM CAM .49
(Pta6.9.2)

(Obverse)

AnnualStatementof ............... ProvidentFundAccount......

Year of Account.

Rate of Interest

{his also includes Rs........................... recovered in earlier.riears detailed below, but
brought on to the account of the subscriber in this year.

@ Includes interest oncredits relating to earlier periods alsr",.

$ For missing credits/debits please see below.

Notes:-

1. If thesubscriberdesirestomakeanyalter,,'ri:. j11 lltnnominationalready
made, a revised nomination may be rieft'l {,i. i;;,'v-itF. in accordance with the
rules of the Fund.

In case the subscriber, owing to hir-":rtre-r' iut:;ing no family thery had
nominated a person/persons other tir :r, il r,,: r::|r1"f,'6**6".r of hir family
and has subsequently acquired a farlilll;, he /she should submit a
nomination in favour of a membey'msl.rn]:rer, r*{ his&er family.

The subscriber is requested to satiefy hin'rselfy'herself as to the correctness
of the statement and to bring errors, if anr," tq the notice of the Accounts
Officer within**..................... monthisl fr*rn the date of receipt.

** To be filled in according to the rules eif the Fund concerned.

2.

3.

Account No. Nameof
Subscriber

Opening
Balance

*Deposits/Recoveries

during theyear
@Interest
allowed

during the
veaf

Withdrawal
during the

year

$Balance
(Bothin

figure & in
words'l

1. ) J. 4. 5. 6. 7.

467



(REVERSE)

MISSING CREDITS/ DEBITS

Details of missing credity'debits are given below. In case thesesubscriptions/ withdrawaly' refunds of withdraniuls *"r" actually made, thesubscriber may give the particulars of the bilIs from wht.il rh;ffiLctions weremade/amounts were *ilhdTyl indicating the No. of each;;;.h"" date of itsencashment, name of the p.A.o., head o? account and the net amount of thevoucher,

Signature....

Designation

Date

ACKNOWLEDGEMENT SLIP(Important :Kindly return this slip fo the ............ immediately afterthe receipt of the Account Statemeni).

I hereby acknowledge the receipt of the Annuai statement of my provident FundAccount for the year 20... ... ... ;.. ... 20... ... ... ...

I cerfify that to the best of my knowledge and information the balance showntherein is correct,

I am to state that I do not accept,n" ,u 
"reasons given over-leaf.

Signature
Name(In Block Letters)
Fund AccountNo.

FOR USE IN ACCOUNTS OFFICE

Noted in the Ledger Card/Folio

Accountant/Sr.Accountant ]r.Accounts efficer/

\

Assft. Accounts Officer

Advances/IlVithdrawals

468
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Date
Debitable to Govemment.

Head of Account
Major Head
Minor Head
Voted /Charged

Sfu,

UNTIL FURTHER NOTICE, and on the expiration of every month be pleased
to pay Shri/Smt, the pension as set out in Part
II of this order /Family Pension as set out in Part III of this order *

Plus the amount of dearness relief as admissible from time to time thereon after due
identification of the pensioner/family pensioner. The Payment should commence from

. The income tax, where deductible, should be deducted

FORM CAM . 52
(Pala7.3.21

#
(Rubber stamp of the Office issuing the Pension Payment order)

PENSION PAYMENT ORDER

{Pensioner's Portion)

P.P.O. No.

at source.

2. Arrears of pension/family pension at Rs. _ P.M. (Rupees 

---
per month) frorn 

- 

to 

- 

plus the admissible deamess relief thereon may
also be paid to€hri/Smt,

Signature

(special seal of the pension payment o.aer ir"'-rDiri!'Tilll"ftrl

To

(Pension Disbursing Authority where pension is to be paid)

* In applicable clause to be deleted.

4Vt



Part I : - Particulars of service of the pensioney'deceased Government
.# servant-

1. Name of dre Govermnent.

2. Post /Grade/I{ank/ftale of pay last held
by the Government servant and the name
of the Ministry /Deptt. office from which

*: ne/she retired under the Government ofI Irdiu.

3. Date of Birth

4. Date of entry into Govemment serviie.

. 5. Date of ending service (Last day of
Service).

.' ' 6. Details of weightage in service allowed, if
anv.

7. Period of service not quali$ring for pension.

From To Period Reasons
Y M D

8. Total length'of qualifuing Service. - years Months Days
ICol. (5a) + 6-{
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Part II
(Applicable on Retirement)

Section I - particulars of Pensioners

1. Joint photograph with the spouse.

2. Name of the retiring Govt. Servant.

3. Permanent Address.

4. Personal marks of identification.

5. Signatures or the left hand Thumb
impression of the pensioner (Io bu
obtained at the time of first payment of
pension).

Section 2 - Details of pension.

1. Amount of monthly pension before
commutation.

2. Class of Pension

3. Rules under which sanctioned

4. Date of commencement of pension

5. Fractionr/amount of pension commuted,
if any

6. Commuted value and the date of its

payment

7.' Reduced monthly pension after
commutation

8. Date of commencement of reduced
pension.

g. Date ( in words) from which commuted
portion shall stand restored (subject to
pensioner being alive on that date).

10. Whether the pensioner/Family
Pensioner is in receipt of any oth€r
pension; If so, its particulars and source
from which being drawn.
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Section 3 - Details of family pension payable on the death of the
pensioner.

L. Rules under which family pension is adnrissible

2- Details of family members eligible for family pension in the event of the

death of pensioner.

Sl. Name Relationship Date of Birth Present Whether child
No. with the (for children) Address is physicallyGovt'servant 

Hffifi:L*

Note : - Above particulars may be given in the order of eligibility of the family
membeys.

3. Amount of famity pension.

Amount From To
Rs

(t At Enhanced Rate

(ii) AtNormal Rate
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Part III
. (Applicable qn death while in service)

Section I - Particulars of family pensioner

1. Photograph of the Family pensioner

2. Name of the recipient of family pension

3. Relationship with the deceased Govt.

Servant

4. ' Permanent Address.

5. Personal marks of identification

6. Signature or the left hand Thumb

impression of the family pensioner

(To be obtained at the time of first
payment of family pension)

7. Whether the pensioner/Family

Pensioner is in receipt of any other

pension. If so, its particulars and source

from which beihg drawn.

1.

Section 2

Rules under'which Family pension is sanctioned.

Amount of family pension.

Amount
Rs

From To

{

lt.

At Enhaneed Rate

At Normal Rate-
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another, if any.

Sl.No'
Full particulars

of PDA at
which pension
is drawnbefore

transfer

Date upto
which

pension has
been paid.

Full particulars
of PDA to

whichPPO ts
transferred

Date signature
of authorised

officer of
transfbrring

FDA

PARTV

Record of transfer of PPo from one Pension Disbursing Authority to

PART VI

Periodical identification of pensioner

(To be done twice a yer if payment is by postal money order,

otherwise annuallY)

Date Initials of
designate
d Officer

Date Initials of
desigrrate
d Officer'

Date Initial of
Designate
d Officer
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PARTVII
(Record of Disbursement)

Note : Deamess relief is payable with reference to the Fmount of pension
before commutation.

(Rubber sfamp of the Office issuing thePension paymentorder)

Month for
which

pension is

Amount Date of
Payment

Disbursin
g officers
initials

Remarks

Pensigl

Rs.

Dearness
Relief

Rs.

Total

,Rs

March
April
Muy
June
Ioly
August
September
October
November
December

|anuary
February
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PENSION PAYMENT ORDER

(Disburser's Portion)

P.P.O. No. Date

Debitable to Govemment.

Head of Account
Major Head
Minor Head
Voted /Charged

Sir,
UNTIL FURTHER NOTICE, and on the expiration of every month be pleased

to pay Slui/Smt.<.the ,Pension 
as set out in Parl

I olr ti,i, orier /Family pension as set out in palt III of this order.*

i;i;; th" amount of deamess relief as admissibie from time to time thereon after due

;#;n..;;;;i,r."p""'i"""'rt#*Tl?##:"tilil"il;:":i*:TTfi ,,?:i:

at source.

2. Arrears of pension/family pension at Rs. =-=- P.M. (Rupees

permontlr)frclmtoplustheadmissibledeamessreliefthereonnray
also be paid to Shri/Snrt.

. Signature-

Designation

(Special Seal of the Pension Payment Order issuing Authority)

To

(Pension Disbursing Authority where pension is to be paid)

* In applicable clause to be deleted'
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Part I : - Particulars of service of the pensioney'deceased Government
servant.

1. Name of the Government.

2 Post /Grade/Ranf/Scale of pay last
held by the Government servant and
the name of the Ministry/Deptt.
ofiice frorn which he/she retired
under the Governnrent of lndia.

3. Date of Birth

4. Date of entry into Government
service.

5. Date of ending seryice (Last day of
Service).

6. Details of weightage in service
allowed, if any.

7. Period of service not qualifying for pension.

8. Total length of qualifying Service. Years Months Days
I Col. (5-4) + 6-7]

From To Period Reasons
Y M D

24-l 58 lMin. of Fi nance,/i\D/200 1
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Part II
(Applicable on Retirement)

t.

Section I - particulars of Pensioners

]oint photograph with the spouse.

Name of the retiring Govt. Servant.

Permanent Address.

Personal marks of identification.

Signatures or the left hand Ti\umb
impression of the pensioner (To be
obtained at the time of first payment of
pension).

Section 2 - Details of pdnsion.

Amount of monthly pension before
commutation

Class of Pension

Rules under which sanctioned

Date of commencement of pension

Fraction/amount of pension commuted,
rt any

Commuted value and the date of its
payment

Reduced monthly pension after
commutation .

Date of commencement of reduced
p€nsion.

Date ( iir words) from which commuted
porfion shall stand restored (subject to,
pensioner being alive on that date).

Whether the pensioner/Family
Perisioner is in receipt of any other
pension. If so, its particulars and source
from which being drawn

2.

3.

4.

5.

1.

2,

3.

4.

5.

6.

7.

8.

9.

!,1 1.,,,,,.,.,

,.'r' I t

10.
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*

I

a

'-'i.rils of farnilv pension i;a'r',:1--ie on the death of the

pelrsior-'.

1,. Ruies unc{er which familv pensiorr ':: admissible

2. Details of family members eligible for farnily pension in the event of the

death of pensiorrer.

Sl. Nan're Relationship Date of Birth Present Whether cl-rild

No. with the (for children) Address is physically
Govt. servant handicaPPed/

rnentally retarded

Note : - Above particulars may be given in the order of eligibility of the family
tnernbers.

4. Atnount of family Petrsion.

Amount Fronr' To
Rs

(t) At Enhanced Rate

lit At Normal Rate
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Part lll
(Applicable on death while in service)

Section [ - Parficulars of family pensioner

1. Photograph of the Family pensioner

' 2. Name of the recipient of family pension

3. Relationship with the deceased Govt.

Servant.

4. Permanerrt Address.

5. Personal marks of identification

6. Signature oi. the left hand Thumb

irnpression of the family pensioner

(to be obtained at the time of first
payment of family pension)

7. Whether the pensioner/Family

Pensioner is in receipt of any other

pension. If so, its particulars and squrce

from which being drawn"

Secbion 2

1. Rules under which Family pension is sanctioned.

2. Amount of family pension.

Amount From T;
Rs

i. At Enhanced Rate

ii. At Normal Rate

125-L58lMin of FinanceA.lD DA01

485



c,!5
o)
M
a ct,s5
s 9.96d
xs
LJ
t4
P
Eg

0J.

k

(l

o
G),

0,[e

6
0)

OJ

o.
6.
q'),

kt

c.b

H

o

0ll

0..t I

ol
6lolct!I
6l0.) Iol
'\l
/l
o_r'/ 

e,6-o-tr'- o)Jatr
rlO
-d*Fl d.5
'tl(}F {F4M Qva4 00

O-6C)

Oi!qo)o-c
Fro(t'6e
t.9
AJ iri

ca)
so

dYo F{'
11 4i

\o
oo+



Sl.No. Full particulars
of PDA at

which pension
is drawn before

transfer

Date upto
which

pension has
been paid.

Full particulars
of PDA to

which PPO is
transferred

Date signafure
of authorised

officer of
transferring

PDA

PART V

Record of transfer of ppo from one pensio' Disbursing Authority to
another, if any.

PART VI

Periodical identification of pensioner

(To be done twice a year if pa1,msl11 is by postal money orcler,
otherwise arurually)

Date Initials of
designate
d Officer

Date Initials of
designate
d Officer

Date Initial of
Designate
d Officer

{s.
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PAI{T VII
(Record of Disbursement)

Note : Dearness relief is payable wifh reference to the amount of pension
before commutation.

(I{ubber stamp of the Office issuing the Pension Paymerlt order)

M'orrthJor
which

pension is
due

Amourrt Date of
Payment

Disbursin
g officers
initials

Remarks

Pens,ion

Rs.

Dearness
trtelief

Rs.

Tocal

Rs

March
April
Muy
fune
Jrty
August
September
October
November
Decenrber

]anuary
February

1, 488



IMPOITTANT INSTRIJCTIONS
(To appear on inside cover of the ppO booklet)

No payrnent shall be liable to seizure, attachment of sequestration
by process of any court in l*dia in the instance of creditor for any demand
against the pensioner ( Section II, ,A.CT XXIII oflSZl).

Payrnent under this order is to be made only to the pensioner in
person, with the followilrg exceptior.ls.
(a) To persons specially exernptec{ by Government.
(b) To fernales unaccustomed to appear in public and to persons unabre to

appear on aecount of illness or bodily infirmity"
(Payment in both cases (a) and (b) is made on production of a Life
CerLificate signed by a responsible officer of Govt. or other well known
and trustworthy person).

(.) To any person sending a tife Cerhificate signed by eome persons
exercising the powers of a h{agistrate under the criminal procedure
Code, or by anv Registrar or sub-Registrar appointed under the Indian
Registration Act, 1908 or by alry pensioned officer wha, before retirement
exercised the powers of a Magislrate or by any Gazetted officer, or by a
Munsiff or by a police officer not below the ranl of Sub.lnspector
incharge of a pclice station or by a Post Master, a Departmental sub-post
Master or an Inspector of post offices, or by officers of the Reserve Bank
of India and Public sector Bank or by the Head of a village panchaya!
Gaon Parichayat or Gram Pa'chayat or by the Head of an executive
comrnittee of a village or by a Bank inclucled in the second schedule to
the Reserve Bank of Inclia Act 1934, in respect of persons drawing
pension through that Bank.

(cl) ln all cases referreci to in clauses (a), (b) & {c) the Disbursing officer must
at least once a year require pror:findepend'ent c;9'61.i furnislied by the life
certificate of the continueel exisience of the pensioner. The pension shall
not be paid olr account cf a period rnore thah a vear after the date of life
certificate last received and the disbursing officer must be on the watch
for authentic rnformation of the decease of any such pensioner and 6n
receipt thereof, shall promptly stcp further pairments:

3. In the event of the death of the pensioner governecl by the
Liberalised pension Rules within a period of five years from the date .of
retiremer-lt the Disbursing officer should take the following action : -

i. Intimation regarcling the benefits of family pension and/ of resicluary
gratuifv admissible under of Liberalised pension Rules under certain
circumstanees should be sent to the person to whom arrears of the
perrsion are paid or are payalile under Ruie 370 of the certrai Treasury
Rules Vol. l, and

ii. Intimation about the death of the pen3ioner should be sent to the Head
of the office/Deptt. along with staternent of pension etc so far paicl, in
order to ablE hirn to kke further action regarding grant oi farnily
perosion and/ or residuary gratuity,

126-158/Min of Finance/I{ D EAAt

489



.96
€eA -e- e'.1

f\

arOc{x-F
o5;ne 6 .'.'.9P/E
c69g FU
!d/

*-o>,
btrq

qt.i
*Oia)E t fi

F(6 .9 X
t rl -H U
ts tr .F
9d -- Uev l3 069(E-q
EGv.dEfr g Sojx - a\

LV!H

oJlioii
dviLuX
-9 \o i
-6> .q .g0.,'E v:* t YEc -= H

3F 5 R
v Y a ';E=EFo:E -B : s
36 .6 >

Xs> d'T';9E i F.l- O e .Y
0J 9-c ; I3qE E Eo< G .: i;
->0J 5 -
CJ!c-;ts0J
Eqa"70 r
u.YcJ.i9u
9E Is'a -P11'rq E- j
a' X v c J 6f--o.*6
CiodorI XiE;.88;,E
r t6 ai tr o !=

*H€ il: E E
d 6 4 - O ! cg-&:E H53o--.d o X o tri"6E€iE &
d..>6oo -5 u
t:do**;HEt>ri tr!5
;YEEEtEE
EEggFJ E!E
FlT fiA UF d
-c.i cd+ Lc;

6
,.9

z

J
d

FO
0.)
d

o
0)

z

G

6g
tsr
o

0)
(a
li

I

6
(nq

P-1

o
F<

ra

OJ

6l
rO

I

U
z
o

o
)4k
tr
O)

r+

ci60
sfi
?r

o\

:: :=€-g

€s $&Eg+
d I d Lii 

^6S! 5+i 3 F

gF€$E e'

co

: *Yt cti.E

!5 eE*Egt
N

^gq

TfiEbEbs*E

IE# gE gEEE
z:;=€*E-F
lui
^6o

<oa.
rO

1Lo*€ E' 8 E Et€ e:6 b r-8
€!= LE:;.
z 6!

<il

gii !3; s
cO

; [iE $?E
N

.oaz



o\
$

otsz
trl
A
trl
r.1F
Fz
Fl

-z' o'!'Atrtrr! 0)
t& p<

N

u/
U
A

ti

(,)
&
Fl

U
F
&

tr

o
a
0i

o5t- sots t
3.H. E

EE.*8"
g.:

3oi
EE':Jm (a

eg*
= b'g

o
b<
bO.i

..9 <2\
r{oa

o,

$E(G5
aiO
iF€ €

6-db
AG(gK
n"'6

N

.-t s?

(E>5 bots
o.g d1

\o

o
e0J

AJ

2
0.,

EE
x0Jt-&

ro

,' >..:
6i!iodE <i

ou&
AE cO

o

€9 bo E95o .E-HE'Ae,.b > >fE:E6g
c{

.o
aha

Fe 
'9N.9rn@t&

E *a
u dg.
F?atrt'7
9.8

F



o&h
d

/
ro

OJ

(E

o
OJ

a

<f

o
2
ri co

o*

-
N

q
a
0)

o
ti!
z

E5 s 6;.9 E EIL{?9

F: E 3EoJu(u

EE,.EsFE
.:.Fvl.HVfriiqMco>.:

iEtsJ E..qJ
o-a3'o€- 6G

s
co
o,

N
I

co
N

OJ

co

o.

U
U
E<

F c.r
ro3
oo

N

coO
co
GI
ciz
^ij
q

o

b8
6v
5F-
EU
ESO4
.t
0J \-

.:N
(6co

inY
0.) oaz
o::1

0J.!u .6.
Oo

FF&
c.

2
F
(,l)

olr{
F
D

H

o
6
6

\o

0)

6
a

q.)

U

rO

oz
aH <i

0)

6
O
s
z
k
q.)

C)

ts
k

€

ro

o*

H

a.l

6

0.)

,CJ

tr.]

o
0)
L

z

'd t h:c, -c 7aii d tri

:3 5u i E s j
>6diq>.:

EEBs E-q j
?G'oa 6c



Xl3
6-=0J

s€ 3g

€o-x9
s*#ilfiL  * X'H U X

-:6L ij >'-. q C F
ii o O= Y LH O F€gU.girP^atH*'iI th"cSfi g€.8
= 

gt.u E s $; - k
J,

;i*$; -;;€

;isse*€
q., i.

Hrd^
EPoLt9zEi;g

6 r+
vo

E-8T
*rE9Hoz E g*o

n(gt(Eu-

6

0l

d

6o lo
b t$> larI lEe,r
iis*UH-LJ5\.G\o.iF d> 2Q z

>\
ci

.o
o
'6

!.,)k

U

tno\3

t)
=a
J3x

t/

iT ELJc 3.*-E O
AO- r'iJ =;^v
\JM
r

Fg
\J
lrl
&

o

U
U

o
k
d
(t

o
U

o

s
iF

&
rIJ

12,7 -L S8lMin of Finance/lrlD / 20 0 1



FCIRM.CAM .54
(Para 8.2.1)

PAY AND ACCOUNTSOFFICE
MINISTRYI DEPAITTMENT OF

Ilre . . . . .. .. . . . . .. .

Sulrjecl Outward Claim No. .. . .

The schedule(s) (Form ......,.......) of receipts and disbursement
which.arose in the aceount af this office during the month of ........'......19...
and are adjustable in your books as Per summary given l'rereafter, are sent

herewith along with:
(t Cheque/Demand Draft No.

Date............. (ot)
(ii) The request that a Cheque/Demand Draft for Rs....'.....

(Rupees
' PAO. -....-...... ......Ministry/Department......

may be sent to the undersigngd by
name, withirt seven days of tlre receipt of this clairn.

SumrRarv of oufward elaim

Rs. P.

Receipts......
P:r1tments" " '

Nei I Receiots
i-
I Pavrnents

Please return the lower half of this letter, duly signed imrnediately,
in acknowledgement.

PAY AND ACCOUNTS OFFICEI{.
NTINISTRY/DEPARTMENT

Details of enclosures

(t Schedule(s) Debie containing
Credits

Details of Sehedules sent
Vouchers

(ii) Cheque/Demand Draft.

To

494



(Portion to be returned by the addressee)

Receipt is hereby acknowledged of the account received with him
letter alongwith the Cheque/ Demand Draft No......,............. Dated
For-Rs........_..,....,. Steps are being taken to send Cheque/Demand draft in
settIenrerrtofthedebitraig$..,..'.i:.'.'

Signature and Designation

To

Office of the

Issue No

The Pay and Accounts Officer,
MinistrylDepartment of

Date.
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(Enclosure to Form CAM - 54)

PAY AND ACCOUNTS OFFICE
MINISTRY
DEPARTMENT.....................

Scheduleof Debits edjusted:by
Credits

Transactions pertaining to Month of .... .......2O.

No. of the accompanying
vouclrers or of Schedules of

recoveries etc.

OFFICEOFTHE

THE 20.... SIGNATITRE
DESIGNATION

496



FORM CAM - 55
(Para 8 3l)

REGISTER OF INIVARD CLAIMS
Transactions arising in the accoul.rt .f .....:._. .............:;..r..adjustable in theaccounts of .............. ...........,.....Department.

-1. Serial No.

2. No. and date of the letter with r,l,hich the
Account was received. i :.i. nla

3. Period ofAccount

4. Receipts ':

5. Payments

6.

7.

8.

11".

1.2.

13.

14.

15.

L6.

Net arnount due from the other party (+5)

Net amount due to the otlrer party (5-4) , -,

Parficulars of the draft/cheque received
with lnwarcl account (No. and jate)

Atnount

No. ancl date of letter forwarding *re
draft/Cheque to the other party

Particul,ars qf cheque sent to the other party
(No. and ciate)

Amount

Initials of the Accounts Officer

Arnount placed under pAO Suspense and
referred to deparfor.rental officer

No. and date of the T.E. clearing the
Suspense Head

Date on which the amount appeared in bank
Scroll (for cheques/drafts ieceived from
other Party vide Column g and sent to
bank)

lnitials of Junror/Asst. Accounts Officer.

Remarks

A01at I

' : ::ri'

. l.r':':

. 'a::r:

l"E l'

': it!t'
:::]i/l!|

9.

10.

.:.i

17.

18.

1 28-1 58,4v{in. of FinanceA.{D /20A1



OFFICE OF TFG

To

As requestecl in your letter No.. . . , .

Cheque N"......,................... dated........... ........ ;.; R;...,..-.... ...
(Rupees ........i......... ,...;.........) i, se't h;.;;h
in settlenrent of your account for month ending ........, ........ ......20 -......,.
as per details given below:

Rs. p.

Receipts accepted

Pa1'ntelrts accepted
liecelpts

Net Pavnrerrts accepted .:.

Please retu'r the lower half of this letter duly signed, rmmediately in' token of acknowleclgemerlt.

Details-qf erxlosuies:
, ChequeNo. I '

9ignahrre
Designation

OFFICE OF THE

Receipt is hereby ackrrowledgecl of his,ietter No

, Signafure . ,

Desilnation , ,

l,i',]

Toi
The
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FORM CAM - 57
[Para e3.3(ii)]

o be r€turned in

Office of the PAO Ministrv ol
n6^ft
eLPLl.

Dated, the

I,lEM0
With reference to

ftg services of
to the

(l'lere narne of Head ot ofice)
You are requested to: ascertain and report the
iollowing infurnlation in lhe i-ight-hand column, and

to foruard duly contpleted in respect of his services

under the Govt. i.e. till the last day of his giving over
charge of his duties, his Service Book in
:ccorciance with subsidiary ru|e,................,,..
l'amed by lhe Govemment of

l. Date and hcLrr (rvhether before or afternoon) at
which he reiieved of his duties under the
Governnrrnl :fi. . .....
, Date and hour (lvrether before or afternoon) at
which he a:,sumed clrarge of his duties under the
ioreign empi:uer
3. Transit pa; sanciirned under FR. i44
4.(a) Subsiaiilivrt appointment at the time of
iransfer t0 Foreigl ;tervice, if any.

ib) Officiatinq appoiniment al the time of tansfer to
Foreign Se'vrce. rf any.
(c) Head 0f Accourit to which pay was debitable
before transfer to Fcrreign Service.

5. Service to which he belongs, i.e. lAS, All lndia
arci Class l, Class li Service or Subordinate
Service.
q Date of L'i'ih.

i. Pay in Gcvemment Service from time to time for
one year before transler lo Foreign Service.

hand column,

Reply No.

Dated. the
To

The PAO Ministry of

Deptt.

MEMO

I am to furnish the following
information together. with Service
Book duly completed as desired:

1. ................ ...........20 BeforelAfter - noon

2...,........,........... .... .20 BeforelAfter - noon

3. Rs.

4.(a)..

B. Rs......................:.............

s. .......................................

20
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REclsrER pF GovERNMT{lMy.tYl:.rry oR TRANSFERRED oj\r
FOREIGN SERVICE

No..i...........

Natrie.........
Date of }Jirth . . . . .. .. .. .

1. To wlrom lent

2. Official designahorr

3. Scale of pey of the Post in
service held by the officer

4, Hgacl of accouht to which pay was debibble
before transfer (Voted,/ Non-voted

5. Monthly rate of sanctionri:d pay ir, Foreign

Service under Fundamental Rules

6. ,No. ancl date of or'der with the narne of the
' Governnrent sanctioning transfer

7. Rate of inonthll'contributions under
Funclarnentai Rules for :-

(r) LeaveSalary ii ' 
,

(h) Pension

8. When lent

9. Wlrere to be recovered

10. Numlier'of years of service completed on
......,... Fof the purpose of determining thA

qate of peiqion contribution. ' 
,
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FORM CAM 67
(See pata7.1,6.2)

Pre-Receipted Bill for payment of award from the compaisionate Fund of the

Government of lndia

Sanction No. . . .. . ..... .... .. ...., Date ' ... '.... " Bill No.

Quarter ending Head of Accoult ...............r.........,.....

Received the suri'r of Rs. . . (Rupees .. . " . .. . .')

being the irtup-sum " payment/payment* for the quarter end"d . . .' .:.." .'".'."'. ..

fromthe Compassionate.'-Fund of the Govt. of India sanctioned by..".'...'..'......'..'(Name of
the Min/ Depti.) vide seclion letter mentioned above.

Dated . . .. . .. . .. .

Signature of the Beneficiary

(Name in Block letters)

* Delete whichever is not applicable

., For use in DePartmental Office

@ Countersignecl for Payment of ,Rs'.''''....,..".........-:'
(Rupecs......,.. .". ) to bcneficiary.

Crossed cheque/tlemand draft to be issued in favour of beneficiary.

Signature
Date
Designation of D-D.O.

@ Applicable in the case of lumpsum.payment n1ade through the D.D.O. under para 7.9.3.

Deletc for payments under paras 7.9.4 &7-9.5.

. For use in Pay and Accounts Office

PasscdforpavmentofRs...............'...(Rupees .....,'.')bycheque

Pay & Accounts Officer

Paicl by cheque No. ... ..
Dated............

. D.V. No.
Pay and Accounts Officer

5ll



CAM - 58
[Vide Para 13.6(ix) & 13.7(v)]

Monthly Reconciliation Analysis
PAO......... Month...

A - Between F,P. Bank and the PAO

' 1r' RrcElprs pAyMENTs

(t) Figures shown by the F.P. Bank in the
DMS

(i0 Figures as per verification of DMS by
the PAO

(ii} Difference

(iv) Reasons for the difference:

B - Old items put through ( i.e. pertaining to period prior to introduction of revised
procedure)

RECEIPTS PAYMENTS

(i) Total amounts put through

(ii) Less amounts relating to old period
included now in current put through
sfatement.

(iit Amount put through relating to New
Procedure

C- Between the DMS and GAD/Link Cell

(4 Opening balance

(ii) Figures as per DMS for the month

(ii! Total

(iv) Amount put through by GAD/Link Cell
relating to revised procedure.

(v) Closingbalance

RECEIPTS PAYMENTS

512



(iri) ,\n;:l','rir; cf cloq*1!', balance
(o) ,tu'rr-rLillts per'ri:ltiiirg tn lalt fe';", r',N.at's cf ilre month nnt put through

Delr: ,-r!-{4:1-q:l,.ij{L: {SfFjEli pi5l4lr..scnrenrs

Totai{a}

(b) Other Ilisciei:ancies

Dqj. Slg3{t Dele_Si liegCgts Disbgrsenrenrs
l hrc.ugh Is.rueirJe:

Toral{t}}

Graatd Total {a+b)

Asstt. Aceounts Clffieer dccounts Officer Dy. C.,4.

I il --1 58,'\i i r. ol' I''inanr:eiND j2L)0 I
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'C::A.M.-77
(Vide Para 14.19 &1'4.22)

Analysis : Focal Point Bank/Link Cell, Nagpur

P.A.O

Opening Balance :

Focal Point Bank

Total

Link Cell

Balance (Difference)

Details of Difference:-

Opening Balance

Focal Point Bank

Total

Link Cell

Balarice (Difference)

Details of Difference:-

Revenue Receipt

Revenue Refun!!

Asst. Accounts Officer/Asst. Controller of Accaunts

1i5-1 58/Min. of FinanceAiD/z0'0 I
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c.A.M. - 78
(Vide Para 1.4.19 &1,4.22)

Analysis : Focal Point Bank/Amount verified by the P'A'O'

P.A.O.

*
Revenue ReceiPt

Amount indicated by Focal Point Bank

In D.M.S. :

Amount verified bY the P.A.O' :

Difference

Reasons

S*T*_BtI"d

Amount indicated by Focal Point Bank

In D.M.S. :

Amount verified bY tl're P.A.O' :

Difference

Reasons

Accounts Officer (BR)

526
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("1;*X;;?1,,

To
The Zonal Accounts Officer,
Central Board of Direct Taxes,

Sub: Reconciliation of the monthly statement of Receipts/I{efunds*
for the month of

Sfu,

The monthly statement of Receipts*/Refunds* for the above
mentioned month showing total Receipts*/Refunds* 4t Rb. has
been reconciled with the daily Scrolls and it is certified as correct.

2. The undemoted fi.crepancies have been noticecl in the monthly
statement of Receipts*/Refunds* for the above mentioned month received from your
office.

The above discrepancies may please be rgconciled and corrections made in
the montllly statement at your end under intimation to this office.

Yours faithfully,

Designated Officer

f Strike off the inapplicable.

CTU/LTU

Note: '1. Separate letters may be written for monthly statement of Receipts
and monthly statement of Refunds.

2. Delete para 1 or 2 as the case may be,

SI.N
o.

Date.of
transaction

Major
Head

Arnount Remarks
As per
Scrolls

As per
monthly
statement

Difference

137-158/Min. ,rceA{D/200tr
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c.A.M. - 8S

: , (Vide Pcra 15,19.9)

BANK RECONCILIATION REPORT FOR THE MONTH OF
(for clearance from PSB Suspense)

ZAO,CBDT
. rlri . ;.";:: t;: ,t. .' ,::ii
RECEIPTS/REFUNDS

Note I : Bankwise and Datewise break-up of the progressive difference should be
ai,v;n in tl-re report alongwith the action taken to settle the difference.

Note II : This'reconcitation report is to be prepared separately for Receipts and
Refunds and sent to principal Accounts officer within 3 days of the
receipt of the copy of RBI's Statement No.2

Zonal Accounts Officer

Bank figures as per
RBI statement

No.2

ZAO's accounts
figures bookddr,

under PSB

Suspense

Difference for the
l: ;, 'inonth

Progressive
Difference

536
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