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PREFACE

The Manual contains instructions for the inspection and local

audit of the accounts of M.E.S. formations. These instructions
are supplementary to those contained in the departmental Codes
and Regulations of the Government of India, and are meant to
serve as a general guide to the officers and establishment employed

- on the inspection and local audit of M.E.S. work; they are not

intended to cover self-evident exceptions, or matters of detail
with which an individual with some experience of M.ES. ac-
counts is expected to be conversant. These are not to be quoted
as authority in support of objections which will invariably be
raised with reference to rules and orders of .the Government of
India and the administrative authorities. Before an objection is
raised, the Audit Officer will satisfy himself that there has actually
been a breach of Rules or Instructions on the subject.

2. The Manual is in four parts, viz.,

ParT I.—General instructions relating to the check of the
month’s Cash Book and cash vouchers of M.E.S. formations, and
the procedure for raising, recording, pursuing and clearing the
objections and for presenting the results of audit to the M.E.S.
authorities. :

Part I1.—Main points of Audit which a Regional Audit
Officer should see at the time of his half yearly Inspection of
M.E.S. formations.

Noru:—The term “Regional Audit Officer” wused in this manual includes the “Local
Audit Officers” in areas where the inspection and review of local audit of the accounts of M.E.S
formation has been entrusted to them.

Part ITT.—Detailed instructions for conducting local audit
of M.E.S. accounts, registers, ledgers, etc.

Part IV.—Extent of Audit by the Unit Accountants attached
to M.E.S. offices and instructions relating thereto.

3. Regional Audit Officers and their establishments are ex-
pected to understand fully the contents of this Manual and to
apply them in their inspection and local audit of M.E.S. accounts
intelligently and with due regard to the interests of the State.
Controllers may, if necessary, vary the instructions in the
Manual in matters of detail to suit local conditions. Any pro-
posed change involving a substantial and permanent departure
from the basic rules should be referred to the C.G.D.A. for
approval.
. (ii)
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M.ES. LOCAL AUDIT MANUAL
CPART 1
GENERAL
5 Objects of Inspection and Audit

1. The main objects of Inspection and Local Audit of M.ES. Ac
counts are :— — ’ 5 St

(i) to subject to audit such accounts, vouchers, etc., as are not audited
or as cannot be satisfactorily or completely audited in the C.D.A’s main
office; . ’ SHhcg. v

: (ii) to see that the initial records from which the accounts or bills,
etc,, are prepared, or on which they are based, are properly maintained
in the prescribed forms and are checked as laid down in the Tuless: .

(iii) to see that all moneys relating to public funds have been. duly
accounted for and expended only for the purpose for which they are
intended; and _ ; oy

(iv) to see that the Unit Accountant posted by the C.D.A. is efficient
and discharges his duties satisfactorily, ) ' il

B Responsibility of the R. A. O. for inspection and local audit

2. Each audit squad will, as far as possible, be led by an Accountant
who should be physically present with them. He should exercise- vigi-
lance and sort out the points demanding the R.A.O/s attention. The
R.A.O., at the time of his visit to the M.E.S. formation, will check the
efficiency of work done by his staff not by means of routine percentage
checks but By test-checks to suit the requircments of each case. These
test-checks should be in the nature of “sampling” for inculcating in the
subordinate executive a wholesome fear, in the auditors a better audit
sense, and also to see that they do not, by neglect or by collusion, defeat
the objectives served by the present scope of audit. In addition to the
points brought out by the local audit superintendent for personal atten-
tion by the R.A.O. and the process of “sampling”, the R.A.O.'s main’
function will be to maintain discipline (including stern maintenance of*
audit “drill”), higher audit and liaison with the M.E.S. authorities for
the efficient executive arrangements in the matter of making documents

" ~ available, speedy settlement of objections, recovery of dues, etc. He will
falso assist the MLE.S. officers and Unit. .Accountants with his advice in

' inatters affecting accounts,  budget, etc.,” or the financial propriety of
«  transactions. He may even offer suggestions bearing on the economy of-

_public money and is expected to do so in all cases of avoidable clerieal’
~ work in connection with accounts and audit. Such proposals recorded in
writing should not ordinarily bé embodied in Inspection Repotts but
. submitted separately to the C.D.A. after consultation with “the “M.E.S::
- Officers and the Unit Accountant. In all such cases, personal-discussions
~  with the executive officers, if conducted in a friendly spirit- and with

" . real desire to assist rather than .to criticise, . may. lead  to practical
suggestions likely to result in tangible benefits of the finances of _the.

State. P §eNiSs g

"~ ’ ‘
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3. Detailed instructions for the inspection and local audit of the
accounts, etc, maintained in the M.E.S. formations, are contained in
parts II, IIT and IV of this Manual and the various orders issued from
time to time. The extent of audit is laid down in Annexure ‘A’ to this
part. The R.A.O. and his staff' are expected to audit completely and
intelligently all transactions of receipts and expenditure which fall with-
in their respective spheres of check.

3-A. RAO, MES will examine all orders and sanctions affecting theix
work, issued by the Government of India and authorities subordinate
to them, CGDA’s letters, and Controller’s office orders etc. in order to
ensure that they are correctly applied in audit. For this purpose they
will hold conferences monthly (or at longer intervals, where so authorised
by Controllers) with their superintendents, and clerks readily available
at their H.Qrs. stations. All important and doubtful points arising in
the course of Local Audit, will be discussed at these conferences. The
results of the conferences will be recorded in a Review Register. All
doubtfal  points connected with the interpretation’ or applicability of
Rules, Instructions, etc. will be referred to the controllers for orders.

4

A certificate of review of orders and sanctions will be submitted to
the C.D.A. (FA Section), monthly by the R.A.Os.
Nore.—The R.A.0., MES will see during his inspection that such conferences are also

beld in the office of Unit Accountants G.Hs/B.S.0x. also and proper record of the discussion is

maintained as laid down in MES UA’s Manual. ¥

In order to ensure that the orders discussed in the conferences have
been correctly implemented, the R.A.O. will examine at few cases dealt
with under the orders and record his results in a separate col. of the
Review Register maintained by the U.A. G.Es/B.S.0s.

Notice of Inspection and Audit

. »

4. The M.E.S. Officer should be given reasonably sufficient notice
of the probable dates of inspection and audit under advice to the next
higher authority and be requested (i) to obtain the necessary books,
paper, etc., which should be specified, from his subordinate offices, and
(ii). to be present at his headquarters to meet the R.A.Q. in time to
discuss the results of the inspection with him. Care should be taken
not to disclose the name of the months, accounts of which it is proposed
to audit in full nor to specify the works the accounts of which arc to
be examined in detail. The inspection and audit programme should be:
treated as confidential until a notice thereof is actually addressed to the

M.E.S. Officer. b! A . N ;

Norg 1.—If impoftant records are nob produced at the time of inspeetion or audit, &
possible step should be taken to secure their production. If such efforts are unsuccessfull,
omission should be specifically mentioned in the report and such records should be subje
o o close examination at the next visit or, if such a course is decmed 'necessary, obtained for'g
examination in the R.A.0%. Office. If repeated delay is' encountered, the maftter should bes
reported specifically, in a separate letter to the C.D.A. Frequently, such delays and obstructions.
are a symptom accompanying serious irregularities or malpractices.

Notn 2—The provisions of this (main) paragraph do not apply to cases in which a surprise
visit to an office by the R.A.O. is deemed necessary. e T

Norm 3.—The audit inspection should be up to the end of the previous month, if the audit
i% taken up after the first-week of the month or up to the end of the penuliimate month if taken
up earlier in the month,



CsS. No. 40 of 1975
Page 2—
Add a new para No. 4-A after note No. 3 to para 4:—

Para 4-A—Local audit of MES sub divisions situated at stations
outside the Headquarters of GEs will be carrigdy out by RAOs/
LAOs by selecting such sub-divisions in such a manner that all such
sub-divisions are covered by audit within a period of 2 years i.e.
once in 4 six monthly cycles of audit.

[Authority: —CGDA No. 18010//AT-S, dated 21-12-74 and
even No., dated 25-4-75.]

Approved.
Sd/- DCGDA (AT) Sd/- ACDA (CC)
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5. Portfolios and files of paid vouchers, etc., pertaining to the period
covered by the local audit will be obtained from the “E” Section of the
main office. For this purpose, a requisition will be made about a fort-

__night before the local.audit staff is expected to visit the M.E.S. forma-

‘tion. The “E” section will forward the necessary documents to the

SR.A.O. together with a list of cases (with full particulars thereof), which

may have come to notice from time to time and regarding which it may

—2.be considered desirable that the R.A.O. or the local audit staft should

specially look into during the course of inspection or local audit. A
separate report embodying the results of investigations of such cases will

o be submitted to the' C.D.A. for further disposal.

6. Any arrears and confusion in the accounts work of the M.ES.

formation should reccive special attention of the R.A.O. who in consul-

tation with the M.E.S. Officer and the Unit Accountant should devise
ways and means to remedy the defects and to bring the accounts work
up-todate and if necessary render such temporary help as may appear
suitable. If the arrears, etc, are so heavy that they cannot be pulled
up in a reasonable length of time, a report to this effect should imme-
diately be sent to the C.D.A. for necessary action suggesting ways and
means to clear the arrears.

7. It should be seen that the various accounts, registers, etc., are
signed by the M.E.S. Officer in token of his responsibility, that they
bear the signature of the Unit Accountant in token of his check and that
in the case of Reglsters, Ledgers, etc., they are regularly reviewed by
the Unit Accountant and M.E.S. Officer. The R.A.O. should also see that
the various accounts documents, returns, vouchers, etc., submitted to the
Unit Accountant punctualdy by all concerned and that the records of
payments, measurements and transactions in general are clear, explicit
and self-contained. bl

Audit Enfacement

8. All registers, documents, vouchers, etc., which are audited will

' be enfaced “Audited”, “Objected” or “Remarked” as the case may be
. and initialled, the particulars, 7.c., the date of check, the item or pages
4 checked and the period of audit being noted in a fly leaf of the register,
etc., and initialled by the auditor and signed by the superintendent. Only

_red ink or red coloured pencil will be used by the local audit staff when

..

i checking accounts books, registers, etc. All ticks and initials must be small
afids neat, care being taken to avoid obliteration of figures and other
€f8ls contained in the accounts books and registers.

g’ ~ Results of Inspection

__8A. On the completion of the audit, the auditor(s) concerned will
append a certificate to the office copy of the audit and inspection report
issued on ‘the accounts of each M.E.S. formation on the lines indicated

~ below. The certificate should be examined by the Superintendent with
_the lists of accounts to be audited and countersigned by him. Before
countersigning the certificate, the Superintendent will exercise such
checks over the auditor’s work as will satisfy him that the audit has been

)



AMENDMENT TO MES T.OCAL AUDIT MANUAL 1963 Edn
€S No. 36 of 1972 '

1. Para 8A(i) under audit certificate add the following;-— &
as 8l items No. 5 and 6,

5. Number of mandays authorised, 6. Number of mandays taken,,

(i) Delete ‘initials of the auditor” appearing under certificate (i) a’z@

unsert ‘signature of the auditor”: -
P

{iii) Delete the words dated signature of auditor’” occuring: under eerfiv’
ficate (iii) and add the words dated signature of LAO/RAQ; belowh

Tdated, . of superintendent’’.
II. Para 207 (i) add the following as §] items No. 5 and’ 6. under audiisg
certificate, 3a

§. Number of mandays authorised. 6. Number of’ mandays taken,

() Add the following after “up to date” occuring-in eertificate No. (iiip
“The relative register e.g. Register of losses Lave been completed andi
linked, vouchers and other documents- ete, have been proper v filledi®

[utlority : €GDA ltter No. 18076/AT-S dateq 14-5.74.),

M ESCEDA—4,500—-22.1.76 GIBS-



4

efficiently ' carried out and that he can take complete responsibility for
the audit done and for the statements made in the certificate: — ;
AUDIT, CERTIFICATE: ;
~ «1. Name of the M:ES. Formations.
2. Period of Audit. :
5. Particular account selected for audit (vide sclection  orderfs
attached). :

B¢ T PP QN S SR
C lcﬁ

‘é $6. Daves of Anidie
— e uthak e
]

(i) The following accounts which are required to be audited hafl
“been audited to’ the extent and in accordance with the instructions i
“the M.E.S! Local Audit-Manual and other orders issued from time to timdE

Name of Register or No. of Volumes  Name of the Apdfitor Initials of the
: Account Augitor

Noww.—~If a separate list of Registers and Aceounts is abt
ry remarks to this effect should be given in the certificate.

ached to the certificate, the nece

(1) All documents and vouchers ete. audited, test-checked or scruti?
nised have been enfaced “Audited . “Objected 10", “Test Checked”, ,
o Fest linked” or“Remarked on’ as,the case may be and initialled. £ |

i+ (i) Ttems outstanding on previous objectiorl'gs;tatemeut(s) have been
dealt’ with and the objection register has been completed up-to-date.

; D&edmr (8).

i Dated signature of the Superintendent. J

9. The results of the inspection and audit will be set forth in two
parts viz. (i) The Inspection and Audit Report (to be known as Inspection
Report), and (ii) the Local Audit Notes, ;

sl ekl Tlle following instructions will  be observed in
--Inspection Report and Local Audit Notes.

. (a) On reaching the headquarters of an M.E.S. formation, the
‘R.AO. should call on the C.W.E. whenever this can he arranged and also
‘on’ the head of the formation and ascertain. from them whether they o
desire’ any’ matter to be specially looked into. The result of the scrutiny
~of" the points suggested by the M.E.S. Officer for special examination ok
will be generally”embodied in his report. If, however, the M.E.S. Officers I
require the points to be dealt with confidentially, they may be excluded
from the report and dealt with separately. '

.., (bl Objections and observations will be recorded by the audit staff

I oncerned: concurrently with the progress of audit. Fach objection or
. Observation. “should be self-contained and separately numbered. Objec-
"~ tions and observations dealing with the audit of any particular docu-
. dnent “or class of décuments will be kept together so that objections
. pertaining to a particular portion of accounts (e.g. revenue) ave not
‘._5;:mv'cﬂ_‘e(_"l'_a'bpqtfin;difF,e_re,ntpat;t,s of the report. : i

drafting the

)




w51 ¢

(¢) As soon as the note relating to any particular document(s) or
subject is completed, it will be submitted to the R.A.O. if present, for
approval and issue in original to the M.E.S. authorities for their remarks
and such action as may be necessary. If the R.A.O. is not present, the

_ . hote will be issued under the signature of Superintendent. Notes con-
£ ..cerging the Unit Accountant will be sent to him.

2 Norr—Any tendency on the part of Auditors to raise objections simply for the sake of
.~ » objections will be deprecated. The Supervisory staff should see that only necessary and
, «#mportant objections are issued. Particular cave should be taken in regard to the langnage and
e of the report so that no offence may be taken. Whilst it is necessary to make it clear, as
riefly as possible, how  any loss has actually arisen or to indicate the manner in which loss
#ight have oceurred, insinuations must be avoided. Tt is not sufficient to guote the rule or the order
violated; the actual or the possible effect of such deviation on the finaneial interests of Go-
vernment should be explained intelligibly. The names of officers responsible for irregularities

% e should not ordinarily be entered in the report. but in all cases. of serious irvagularities a note of
e b the names should invariably be kept for yecord in the Regional Audit and the C.D.A’s offices.

i

e It is not only sufficient to point out errors but it is also necessary to give helpful advice how
best they can be avoided in the future. Tt is desirable that all statements and allegations made,
~and all figures should be based on clear’ documentary evidence, and that, if possible all the rele-
vant facts should be ascertained.

(d) On receipt of replies from the M.E.S. authorities and the Unit
Accountant efforts will be made to settle as many objections as possible
on the spot. As regards objections which cannot be settled on the spot
and those which are of sufficient importance to be placed formally on
record, the superintendent or R.A.O. will determine whether they
should find a place in the Inspection Report or in the Local Audit
Notes. Action will then be taken as stated in subsequent paragraphs.

Inspection Report
: 11. (i) The report will consist of more important cbjections. It will
detail the defects of procedure, and cases of financial irregularities
noticed in the accounts. The general state of accounts and the nature of
financial control over transactions will be described.

(iiy A draf; para for each item desired to be included in the
Inspection Report will be prepared separately and the substance of the
reply furnished by the M.E.S. executive on the notes issued in respect
thereof will be embodied therein.

(ili) The draft paras will be written neatly and will be concise and
fully descriptive so as to obviate the necessity for any further reference
to the accounts and registers concerned.

: (iv) The draft paras should be discussed by the R.A.O. with the
£ head of the M.ES. formation. ;
3 Any amendments necessary should be carried out in them in red
b ink. The report should be initialled by the head of the M.E.S. forma-
> tion. :

(v} Reference should be made in the report where considered neces-
sary, to types of irrggulaﬁities mentioned n audi; notes e.g. it numerous
~ defects are noticed in writing up the Cash Book attention should be
drawn in the report. - < LB i -
(viy Repetition or continuance ‘of types of omissions, and irregulari-
ties noted in the prm‘ious reports should he mentioned in a separate
para, ' S B

h
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(vii) Paragraphs dealing with the same subject should be kept to-
‘gether under suitable headings. Such headings should be carried over
from page to page and the word “continued” added in brackets to the
headings till the subject is concluded.

(viii) The report will then- be finally arranged and numbered and
typed in half margin for issue over the signature of the R.A.O. within
a week of the completion of the inspecion and audit. Two copies will
be sent to the head of the M.ES. formation and one copy will be
furnished .to the C.W.E. of the Area.

“(ix)(A) On completion of audit/inspection of the accounts of a
formation_ R.A.Os. should carefully analyse and classify the objections
and observations ‘as under: — - -

(a) Objections and observations that admit of local settlement.

* (b) Objections having considerable financial effect or involving a
serious infringement of rules and procedure in the maintenance of ac-
counts which have to be dealt with at a higher level and thus warrant
inclusion in Report on General State of Accounts.

“(¢) Ttems of financial advice and points of common interest which
may merit circulation to other R:A.Os. _

(d) Observations and points for noting by Sections of C.D.A's.
office, s

(By The above will be dealt with by the R.A.Qs. in the following
manner: — : \

() should be pursued by the R.A.Os. to a finality.

- () & (c) A self-contained properly edited report should be sent
to the CD.A. £ ; ,
' (d) Relevant extract should be sent to the C.D.A,

(C) Items of an important nature will, if neressary be repofted by
CDA. to the Chief Engineer for information.

(x) Further disposal of the report will be watched by the R.A.O.
who will maintain a register in IAF.A. 579 to watch the final settle-
ment of the reports. The monthly progress report will be prepared

from the register and other documents.

Local Audit Notes

12. This part will consist of notes affecting errors and omissions in
accounts, failures of the Unit Accountant and minor irregularities
which can be rectified under the orders of the M.E.S. Officer.

"These notes will be copied neatly on LA.F.A, 568 from the objection
lists by the auditors and arranged by Sub-Divisions and subject matter,
e.0. all items concerning Measurement Books will be brought together
in cthe final or fair motes. | g A :

. “IThe notes -after scrutiny and signature by the R.A.O. will be left
with the Unit Accountant for final disposal.

“The Unit Accountant will watch the »settl’eg:enc of items in the
local “audit notes, through- the audit progress register to be maintained
by him.
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Outstanding Objections in the previous Reports

13. Before taking up the current audit, each auditor will study the
previous Inspection Reports and Local Audit Notes = relating to  the
portion of audit allotted to him and verify during the course of audit
whether or not the instructions, if any, issued previously have been acted
upon, and whether defects and omissions stated to have been'rectified
have actually been adjusted and if not, he will ensure that necessary ‘ad-
justments are carried out during the period of audit. Objections not put
right or types of irregularitics rcpeated “will be  carried” forward into

or mentioned in the current Audit Notes and/or Inspection Report or
dealt with separately as is considered expedient and feasible by “the.’

R.A.O. The previous Local Audit Note should then be treated as closed.

The Regional Audit Officer will ensure before leaving the station
that all outstanding objections in the previous reports have been suit-

ably dealt’ with as above. The previous Audit Report will also be re-!

viewed by him with a view to verify that the defects and omissions
pointed out therein have been rectified.

A report should be made to the C.D.A. of cases in which the R.A.O.
has reason to believe that proper attention is mot paid to audit objec-
tions and of cases of undue delay in the settlement of audit objections.
The settlement of objections relating to financial irregularities should
receive particular attention and should be pursued vigorously. :

Programme of check of Periodical Services Measurement Books

14. From the portfolios of paid vouchers etc. received from the
Main Office (vide para b), the R.A.O. will pick up all requisitions in-
volving additions and alterations to buildings which affect the P.S.M.
Books. These requisitions as well as demolition = statements and loss
statements (buildings) will then be linked cent per cent with the relative

_ entries in the P.S.M. Books.

15. Necessary arrangements should be made by the R.A.O. for a
complete arithmetical check of all new or revised books. For this pur-
pose, the R.A.O. will maintain a broad sheet showing the progress of
the check of P.S.M. Books and the number and particulars of all new
books and such old books as may have been revised since the last
visit. All such additions will be noted in the broad sheet of P.S.M:
Books in the R.A.O’s office. i

16. The R.A.O- should on Ist of April, submit a report to ‘E’ Section
of thc C.D.A’s office that all new and revised books pertaining to the

‘past financial year were duly checked.

Record of changes in scales of Furniture

17. The R.A.O. will maintain for facility of checking the Station
Register of Authorised Furniture, statement of orders amending the
authorised scales of furniture or sanctioning new scales. This statement
will be referred to at the time of local audit and it will be seen that
each such order has been taken into. account in the Register of Autho-
rised Furniture, The fact that the necessary niodification has been made

L/(PN)4CoDA—3
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in thfi Register will be indicated in the statement by the ouditor con-
cerned. .

List of Registers and Accounts to be audited and inspe(,rtcrl

18. As a safeguard against omissions the R.A-O.’s staflf will maintain
a list of accounts, registers and ledgers pertaining to cach division or
sub-division, etc., to be audited and inspected. This list will be added
to as and when a new account, etc., is started but no item will be deleted
from the list except by the R.A.O. or his superintendent who  will
satisfy himself that (i) the register etc., has been audited up to the date
of dosing (ii) the balances, if any, have been carried forward to a new
Register which has been brought on the list.

The R.A.O. is responsible for taking steps to cnsure that the Dist is 0S No. 41 of 197

kept upto-date throughout his tenure of office and iy handed over com-

Ih ; gyl’ete to his successor. .
L

Para 25

The second sub-para i reconstiiicted as under :—

The local audit i
; it party will test check th,
1.’u. f:]lle extent of ten percent. This will be ij ; Olf
yearly and in outstation sub divisions bi- §ix
#ub divisions will be cartied out b

Extent of Local Audil : |
the Unit  Accotintant
cal sub divisions half

19. The Inspection and ‘Local Audit of M.E.S. account registers,
annually, Local audit in outstation

fa
,%n_’ etc., will be carried out half yearly and will normally be restricted to

the extent shown against each item in Annexure “A™ (o thiy part, but
it will be open to the R-A.O. to increase the extent of audit or to order
a complete check of any particular —account, should it be  considered
necessary that such a course is mecessary in the light of the number and
nature of errors found in the course of audit. Accounty and registers
etc., not mentioned in the annexure will be audited completely.

90. The selection of the month’s accounts to be audited in detail will

be made by the R.A.O. and intimated by him to the audit stall confiden-.

tially. The selection of one month’s accounts for detailed check docs not,
however, imply that the activities of the audit stall are to be conlined
strictly to the accounts of the month selected. If an irvegulaity is found
which is also likely to appear in another month, or il for any other reason
the scrutiny of the accounts for months other than the selected month
is considered necessary or desirable the local audit stafl should extend the
scope of their audit or inspection to the requisite extent, |

921. The selection of items in case of Muster Rolls, I.5.M. Books and
bills (items 6, 9 and 11 of the annexure) will be made by the auditor but
the superintendent and the R.A.O. will scrutinise his selection periodically
to ensurc that it is exercised with discretion. » o

22. Bills required to be checked with Mcasurement Iinnl\ﬁ,m',s.&
Books (item 5 of the annexure) will be selected by the RAO, o h his
absence by the Superintendent in such a way as Lo cusure that the gerutiny
is spread over as many books as possible. A suitable record will be main-
tained in the R.A.O’s. office to ensure that the extent of audit prescribed
in this respect is adhered to.

This record will show inter alia ‘

(a) No. of final bills on runnig account and other bills based on
Measurement Books or P.S.M. Books which were paid during the perio
covered by local audit.

§ Para 24—Para 94 i
@ 24—Para 24 is reconstructe

Y copy of the progra;
{ RAO concerned.gThrgn(ljer/ the UA and the triplicate

who will retur
§ Lions for audit are laid g on completion of audit. Detailed instruc-

y selecting sub divisions in such a manner

-divisions within a peri
4 - ' ‘
P period of two years i.e,

" wquld cover all outstation sub
buce in four half-yearly cycles

8d/— Dy, CDA ¢
g | . CDA €0
(Authy : (/GDA No. 18010/AT-8 dt. 25-4-75 and even No, dt 21-12:7
US.No. 37 of 1975 . -

d as under: —

“The Unit Accountant i

B local < ¢ e before co i

itr}nu ‘]‘)(»lcﬂ‘sub divisional officerg accoui);?o‘nqll?g the Local Audit of

W.“( uptlcatev through the GE t , Will submit a programme
Wl return, th i

the U.A, In caie(iuphcate copy of the The RAO

RAO will forward the rele

VOlUchers in respect of selected month(s) to the Uni
ni

n the same
own in part IV”,
i [Autherity: —CGDAs letter No. 18010/ AT-

My
e

S, dt. 149
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i 24. The Unit Accountant will, before

——

9

b) No. of Bills of each category (i:e. final bills on running account

other bills) selected for check with the Measurement Books or P.5.M.
‘KS. 5 ]

_ (c) No. and pages of Measurement quks_ or P.S.M; Books chec_kcd;

a:* smetically and the results of check, i ob it 5 ol

Extent of Local Audit by Unit Accountant

23. Unit Accountant should carry out the local audit of $.D.O’s
otlices and will be responsible for the check of all numerical and quantita-
tive store accounts etc., maintained in those offices. A list of such ledgers
and accounts showing the extent of their check is given in Part IV of this
Masnual. ; ol

)

i The frequency of visits to S.D.O’s. -offices by Unit Accountaht is left
‘to the discretion of the C.D-A. Normally the, outstation S.D.O;’s soffices
~should be visited half-yearly. The audit will be conducted by the Unit
Accountant in the manner laid down in Part IV and with reference to

instructions issued from time to time. ! ;
: instructions issued fro me to Rac,cm$i'ru4—74¢‘?-

mmencing the lo€al audit
of the $.D.0.’s accounts as mentioned above,/submit a programme through

the G.E. and the R.A.O; to the C.D.A. fof“approval. The R.A.O. while

forwarding the programme to the C.D.A. Mvill also intimate confidentially

the month’s account selected for detailed audit in respect of each sub-

division. The C.D.A. will after approval return the duplicate copy of

the programme to the Unit Accountanf ‘and ‘the triplicate’ ¢opy to the

R.A.O. concerned. The C.D.A./R.A.O/fwill forward ‘the relevant original

vouchers in respect of selected months) to the Unit Accountant who will

return the same on completion of 1t D‘eta_iled instructions f‘f,or;audit

are laid down in Part IV. ¥ :

25. During his periodical visits, the R.A.Q: will, by personal inspec-

tion and supervision, satisfy himself that the Unit Accountants are cairy-

| ing out their duties satisfactorily.  As a: primary aunditor and financial
advisor to the M.E.S. Officers the Unit Accountant is charged with certain

responsibilities as laid down in M.E.S. Accountants‘Manual. The' procedure

observed by him in discharging his duties and ‘the results achicved will be

yeviewed by the R.A.O. He should also scrutinise ‘the objections raised
by the Unit Accountant since his'last inspection, record his remarks against

each item and take notes (for incorporation in his inspection report or

for other suitable action) of objections which after discussion with the

ALES. Officer, where necessary he decides not to withdraw.

The Local Audit szs?m test check the work of Umit Accountants
i

to the extent of 10% in gllected Sub-Divisions including outstation Sub-
Divisions. 7

26. No opinion on the work of the Unit Accountant or other
Defence Accounts Department personnel will be expressed in the dnspec-
tin Report. If necessary, the Regional Audit Officer may issue separately
2 confidential letter ‘to the Unit Accountant for the avoidance offailures
o1. his part. A copy of this letter will also be endorsed to the C.D.A. Any
remarks considered necessary by the R.A.O. will be endorsed on the
C.D.A’s copy of the letter before submission to him. This will enable the
latter to form opinion about the work of the Unit Accountant.

GQ'ND
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- Audit of Cash ‘Books

27. The R-A-O. at the time of his normal visit to the M.E.S. for-
mations will post-audit the vouchers retained by the UA. ie. Works
Charged Personnel bills, Bill for the refund of licence fee and vouchers
the amounts of which do not exceed Rs)6m)

28. Vouchers of categories (i) and (ii) above and final bills of all

categories based on contracts will be forwtrded to the CDA under a forward-
ing memo and his acknowledgement recorded. Vouchers requiring post-
audit by the R.A.O. consist of the following types of bills except those
requiring authorisation of provisional payments: — ;

(a) Electricity and water supply bills.

~ (b) Bills relating to the hiring of buildings with the exception of
terminal compensation claims. :

(c) Bills for the supply of the stores and furniture.
(d) Local Purchase Bills.

(e) Bills for the conveyance and handling of stores.
(f) Bills for refund of licence fee, etc.

(g) Contingent bills and miscellaneous charges (which are not required
to be pre-audited by the main office) laid down in para 114 M.E.S. Regu-
lations and para 138 of M.E.S. Accountants Manual.

(b) Bills in respect of licence fec of Land and Rates and Taxes laid
down in para 642 M.E.S. Regulations. :

The R.A.O. will carry out the audit of bills referred to above, with
reference to the extracts of contract agreements supplied by the G.D.A.
where required and instructions contained in office Manual Part VIIL

29. The R.A.O. will see that the Unit Accountant has furnished a
certificate to the effect that all vouchers in respect of the month have
been received by him and accounted for in the lists referred to in the
preceding paragraphs and that no voucher is left with the M.E.S. staff.

30.
31.
32.
33.
34,
35.
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iii) Paras 153 and 154 of

TA's Mamal,

received vnder your letter cited above are fo ruarded herewith,
dvly approved for f-r+ther necessary action.
Pt.VILI has been slightly amended,
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ANNEXURE ‘A’

. : : I. Half Yearly Inspection by Regional Audit Officers
k‘orwarded herewith,

‘ jment o i Whether checked,  Extent of check by () No

;;nencu ! Serial Particulars _audited or prepared Regional Audit —gt 2 ,;‘.“"\\

‘ No. g by the Unit . Officers )
Agccountant :

st s

f E 1 2
| v
i

‘\
s

i 1 Examination pf the list of vouchers up to Checked by the Unit One month's tranaac- ‘2"? 5‘ 7 j
and for Rs. P feach and the scrutiny of  Accountant. - tions in twelve S
the vouchers themselves, :

} months (at the end
; ig : " of twelve months), ) z"sa U - A,i—
. Defence Ac counts i 2 Examination of the Acquittance Rolls Do. Do.
E |
: | 3 Verification of counterfoils of receipt Do. One month’s transac- /&/
! books - with the relevant entriesin the

tions in six months,
Cash Book or with the entries in Head I

statement in the case of receipts given in
exchange of treasury receipts.

- A\ ¢4 Linking of cheque slips for cheques issued Do. 10% of the total
. by the C.D.A. with the Cash Book. number of cheques

issued to the G.E.S.
eto.

L4
79‘27

Il Half Yearly Audit by Local Audit Staff

Whether checked, Extent of check by

Serial Particulars audited or prepared  Local Audit Staff
No. : by the Unit ' Accoun-
tant :
= 1 2 3 4 ;
Defence Accoun ts ‘ =5

& 5 Check of bills * (including requisitions)  Checked by the Unit 109 of all bills based
against measurement books and against  Accountant, on measurements or

periodicals services measurement books. P.8.M. Books.

6 Arithmetical check of works bills and Do. As - many items as
requisitions not required to be submitted work up to a total of
to the C.D.A. vide para 544 M.E.S. Regu- 10% of the amount
lations. of bills.

Temporary Work Charged Establishment

Bills

7 Check of rates and artihmetical check Do. : One month’s billsin a
» : comploted half yoar,

~ Muster Rolls
-8 Check and audit of Muster Rolls (exclud- " Deo. One month’s M.R.S.
ing checking of arithmetical ealeula- - in & quarter or two
tions). : months in a comp-

leted half year.

9 Checking of arithmetical calculations in Do. One month’s vous
Muster Rolls. chers in twelve- mon-

ths (at the end of
twelve months),

n




g
[l

: Measwrement Books and P.S.M. Books

10 Checking of Measurement Books (includ-
ing check of arithmeticl caleulations).

11 Checking of arithmetical calculations in
P.S.M. Books and audit thereof with

i vouchers, loss statements, demolition
statements and completion reports.

Works Accounts— Register, of Approval s to
.1 Works and Register of Sanctions.

12 (a) Check of Register of Sanctions (IAFW-
2252) and Register of Approvals to
Works (TIAFW-1816) with the original
sanctions. 2

(b) Audit of expenditure against sanctions
recorded in the Register.

Administrative A'I‘)promls and " Technical
Sanctions. :

3 13 (a) Audit of technical sanctions . :

: ‘(bf Check of the record of sanctions
against which expenditure is audited.

Register of Appropriations

14 Check with the relevant orders aﬁd re-
appropriation statements.

15  Checking of Construction Accounts for

Works, Establishments and Tools and
Plant charges ete., with the Registers of
Sanctions, Approvals to Works, Appro-
priations, Requisitions, and with Con-
tractor‘s Ledger, and also checking of
< . the postings with relevant vouchers and
= checking of totals.
16 - 'Ghecking of the Contractors® Ledger with
the relevant vouchers including check of
totals and balances.

Checked by the Unit Only in  respect of
Accountant. bills  selected for
check vide item 5.

Not checked by the (¢) Arithmetical cal-
Unit . Accountant culations NIL
except when a claim  » after the initial 100
is received and the  per cent check is over
entries effected have  (i7) Linking  with
not been checked vouchers (requisie
by Local Audit  tions, ete. for addi-
staff, tions and = altera-

tions), loss state-
ments (buildings)
demolition state-
ments and comple-
tion reports for new
construction 100 per
cent.

Nore—If the checks
in (i) and (i7) above
are carried out pro-
perly, P.S.M. Books
will be checked fully.

Checked by  Unit One month’s transae-

Accountant. tions in six months.
Do. Do.
Do. One month’s transac-
tions in a quarter.
Do. Do.
Do. One month‘s transac-
tions in a half year,
Do. Do.

Maintained by ~ Unit One month’s transac-

Accountant. tions in a half ‘year.
Postings of vouchers
for issue of stores to
contractors to be
checked in full vide
item 29.




w:.

17 Checking of Register of Unpaid  Wages Checked by  Unit One month’s transac -

with Temporary Work Charged Estab-
lishment Bills and Muster Rolls and
tracing subsequent payments of unpaid
wages into the register.

18 Checking of Register of Barrack Damages

19 Check of register of requisitions with rele-
vant requisitions and register of appro-
priations.

<20 Check of transfer entries and transfer

vouchers.

21 Watch aver special recoveries of all kinds
ordered by competent anthorities.

22 Watch over recoveries of departmental
charges.

23 Checking of the register of sanctions

(TAFW-2252) with paid bills relating to

. . general charges (including linking of bills

containing charges for pay of malis

employed in hired buildings with lease
agreements of those buildings).

Stores Accounts

24 Check of the materials accounts and
materials registers with the relevant
vouchers (including comparison of the
balance of the materials accounts with
Summary of materials registers).

25 Checking of the Road Metal Register

26 Checking of the Register of Demolition
with relevant vouchers.

\/Z{ Audit of Stores-in-hand Ledger

Accountant. tionsin a half year.

Do. Do.

Do. NIL (No check is
necessary  beyond
seeing that the total
sanction has not
been exceeded).

Do. Two months® transac-
tiong in a half year.

Do. One month’s transac
tions in a half year.
Do. . Do.
Maintained by Unit Do.
Accountant.

Audited by  Unit Materials Registers
Accountant 1009, .  test checked to the

extent of 109 and

the remaining ac-
counts to the extent
of one month’s tran-
3 saction in a year.
Audited by  Unit Test checked to the
Accountant 33-1/3%, . extent of 109%,.

Do. Do.

Do. Do.

28 Checking of postings in the stock Register Audited by Unit Test checked to the

with the relevant receipt vouchers and
stores indents.

vouchers, (7) checking of the pricing with
the Stock Book rates, (i7)  Audit of
indents and store transfer vouchers ete.

30 Checking of Stock Purchase Register
including analysis of Stock Book Rates.

31 Station Register of authorised furniture,

32 (i) Checking of the Station TFurniture
Register with the relevant vouchers
including checking of the arithmetical
accuracy of the balances, (ii) Compari-
son of the balances in Station Furniture
Register with the quantities shown in the
Station Register of authorised Iurniture.

Accountant. extent of 109,.

\%2\9 Audit of Stores indents and transfer Audited by TUnit One month’s transac-

Accountant 1009, . tions in half year.
Vouchers relating to
the sale of stores and
igsues to contractors
to be audited in full.

Checked by Unit One month‘s transac-
Accountant. * tions in a half year.
Audited by Unit Ac- Test checked to the
countant 3349 . extent of 109,.

- -

Do. 2 Do.

tion -




83  Checking of the changes in distribution of Audited by ' Unit Test ocheoked o tho
furniture as shown in the Unit Furni- Accountant 331%.  extont of 10%,.
ture distribution ledger with the rele-
vant vouchers and checking of balances
of the affected items with the Station

. Furniture Distribution Ledger and the
"1, Station Register of Authorised Furniture.

“'84¢  Annual Scrutiny of Estimates of renewal, Do. 3496 of the ontimatos
of furniture. manotionod In o
;i 1 yonr  ghould  be ..
J 5 ' ohoolcod,
36 Checking of the Register of Articles of Do. Tost cheokod fo the
~ Tools and Plant on charge with the rele- . extent of 10%,.
; vant vouchers. :
''36 Linking of paid bills and receipt vouchers Do. a Do.

for tools and plant charged direct. to
works with the register of articles in use.

87 Scrutiny of tools and plant distribution Do. Do,
. ledger including the examination of cases
of hire of tools and plant and loan of
tools and plant to contractors.

38 Checking of Log Books of installations, i De. Do. . J
road-rollers and other mechanically "
operated transport maintained by M.E.S. 7

39  Checking of the Plant Record Book with Do. Do.

the relevant vouchers relating to the
receipt and issue of spare parts of E. & M.

. installations. ‘
40 Annual Return of E. & M. Installations  Audited by Unit Do.
: Accountant 1009, .
41 Checking of bulb account with the rele- Audited by  Unit Do. |
i vant vouchers and requisitions. Accountant 3339, . |
\X 42 Register of drawing and scientific instru- Checked by Unit Two month’s transac- ]
ments, ete. on charge—check with rele-  Accountant. tions in half year.

=t
B!

/ vant vouchers.
43

Fan and Meter Register—check of receipts Audited by  Unit  Test checked 10%.
and issues with relevant , vouchers and  Accountant 3319/ .

check of recovery of hire charges. - =t

44 Seratiny of lossstatement and register of Loss - statements Two months® transac- | o
Losses. checked by Unit tions in a half year. -
of Accountant and re- £ %

gister maintained -
by Unit Accoun- e

tant except in the b o

cage of Tngineer i i

Parks where this
rogister is maintain-
ed by the executive.

45 Check of workshop account; and workshop  Checked by tho Unit  One month’s transfo, e,
return. i Accountant. tions in a half year, | i

Revenue Accounts

46 Checking of the licence fee Assessment ot Do 100%,
Statements including the checking of
postings of these statements in the .
licence fee Assessment Ledger.

e : vr‘



AMENDMENT TO MES LOCAL AUDIT MANUAL (1953 Edition)
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0. 8. No, 42 of 16

5—Add the following as item 54-A_ after S1. No. b4

1. Page 1
.._...;.‘, 2 3 V 4

‘ e Two months
i scling of Visitors Checked by ) :
e %}(l)‘;(lj lliﬁgES Tnspection UA 100% transactiONE

Bungalow.

ahalf year.

!

.

I

e dta
i .l‘k'

y ' 4, 7 ~ “Station).
1 v "
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47

48

49

'50
fil
b2
b3

b4

:%'55

'\//55

b7

. "

Checking of the licence fee Assessment
Ledger both with the Register of build-
ings (including Register of sanctions
in respect of hired buildings) and Reve-
nue Ledgers.

Audit of occupation returns (annual and
monthly) and checking of the postings of
the occupation returns in the Revenue
Ledgers,

Scrutiny of all sanctions to the remission

or reduction of licence fee except: those
accorded under para 22(b) and 22 (bb)
AR.I. Qrs. and Rents.

Comparison of the Revenue Ledger with
the monthly list of hired buildings and
rentals paid during the month.

Checking of the licence fee bills including
refund licence fee bills with entries
in the Revenue Ledger.

Serutiny of bills of water and elecrticity in
respect of paying consumers paying
direct to M.E.S.

Linking of bills for rates and taxes with the
Revenue Ledger to verify the recovery of
taxes when recoverable from the tenant.

Linking of transactions relating to hire of
furniture with the statement showing
issues of furniture on hire and Revenue

- Ledgers.

Check of Register of Buildings

in the Meter Reader’s Books (Electrioc and
Waiter).

Checking of the postings in the Consumer’s
Ledgers with Meter Reader’s Books
including checking of the calculations of
charges with reference to the prescribed
rates (also including check of Meter Read-
or’s Books with the return of reco-
veries for water, in the case of non-
entitled consumers in a Cantonment,

Maintained by Unit
Accountant,

Checked by Unit
Accountant.

"~ Do.

Do.

Prepared by Unit
Accountant.

Checked by Unit
Accountant.

Do.

Do.

p . - Bl A
«;%%{?m—The above statement as rendere%ﬁy%/S.O. is checked by his Unit Accounta
with reference to the quarterly lists of vouchers with amounts pertaining to hire of furniture
and fixture farnished by the Unit. Accountant G.E’s Office to the Unit Accountant B/S.0.

Checked by
Accountant.

Unit

56 Checking of the arithmetical calculations Andited by Unit

Accountant 1009 .

Do.

Onge in a Year.

Annual returns to be
checked completely
and thereafter two
months’ transactions
to be checked in a
half year.

T.VVO month’s transac-
tions in a half year.

Onece vefy half year:

'ljwo months’ transac-
tions in a half year.

One month’s transac
tiongin a half year.

Two month’s transac-
tions in a half year.

100%,

nt

109, of amendments
to Register of Build-
ings issued and a

general verification
that  amendments
where

necessary,
.have been issued.

One month’s transac-
tions in & half year. -

Do.

.

42
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5/%8}’ Olmkmg of pushngs of entries in &he Bmmng& mada by ?I‘wqmn%s ﬁ:?a.naac-
‘returns of Recoveries for electricity and 'Umtl MG@mtam < tionsina lm,lfyea,r
water with entries in the Revenue Led 3 y i 3 >
59 Audit of Consumer’s Ledgers including A‘i:di{?éd ’By UﬂrE One month’s transac-
checking of title tofree supply and the Accounbant 100% - tions Iﬁi!;fharlfye&r
- comparigon of the Consumer’s Tiedgersanunts | anuetad iol by g0 4o dibid o §
. and Fan and Meter Register swith it her bl adi i pait Culd o
.. return of Recoveries in order to seethat: 1 1l wi s pive g
. the Return for the period has been cor- whshind
A : reetiy prepared. RS ;
60 Check of the ob]ectlonable itorns state- Prepared by Umt
- mentsand the general. abstract thereof.  Accountant.
; 61 Checking of the postings in Deposits amd,{v i
M.E.S., Advances Register with the rele- s
vant vouchers including eheckmg of

totals and balances 5
" 62" Scrutiny of Deposits and M. 8. Adv@.noes, Mai ',:g'q%%mi serutmy as
’ fp ﬂ}g proper mainte-

Reglster ,
S nance and a review

A frstie "3-; i il ©of call outstanding

J e .
i e 4 diior allieh agk 00 »bﬁemﬂ ghould be ;
: yo vl i madel) gevery half oo
¥ 4 | year. =
4763 Regi tor of reventie denved  lands, Audit by U‘ S ;
" trees, usnfructs, ete. maintained by Accountant I f} ?, , 7
the 5.0.0s : L1261 3
64 Half yearly statement of electrwal appliive et haDey v 50t ol ety Gﬂﬁﬂﬁad% the
< . ancesonhire as on lsb April a.nd lst i gy o o o 'nlem;enh)df 10%.
Octcber. Saatmd. ol § aldasovonar aodw ¥oxsr .~
65 Registors showing bools and “plant maz;ed Aﬁﬁ% by o naPRiE 10
glggl-r to civil bodies on y%/ﬂy il mont’hl’% . Accountan it ;i /61; \I (: :Il) H‘ll’(’t
basis. Ungaadath betss ud st a0 10 agmuei
5o 66 Log BookofAJr Grafblandmg andhousmg Do. Checlted 100 %
S ‘- charges. | ) ﬂ, A e -......-.—-—‘. o
F HRY L8 ; & ) goda ol —ur
. rz’ ;. m»w%ﬂ:? Pa,ssn% Mgistér ehe i ,,Y .«é .]k ?};‘& %’gﬁ d TS oF no it b
68 TRoad Register (Property Accoun sS”l'-’%ﬁn i podel vl o7t 21K
;.'; i ,:bh}encksedi.‘r:by I‘I ¥ ‘:;‘_-f. ] ”.»" 1} thﬁ ?? brﬁ%’lﬁ! il Yo J"NM') &0
h e h ) iesued by the Heine i fw

J Cfrom time to time. il '

all _cases when one month’s transactions in tiwelve months in ‘gﬂlﬂﬂﬁlﬂ
aotion in a half year or one month’s transaction in a quarm oto.) bnpo
- should be regarded as ¢ th?se mo ths which

S ?eaﬁ i ﬂ’%“#ﬁm vﬂu

3
covemd by the prevmus test. ample. if & G.E.’s Accounts Sec. i
accounts for March are selecte st check of ite 23 ab }Va.@%g& tost ch
regarded as a test of ome half year Janua -a;;g,, a?,u aceounts
(and possibly Aprll) ‘were gtill open at the time of & the tost.
[M— NoTs 2—-—The above statement does not inelu ms of work which are com
6 and M.E.S. (e.g. checking of Railway Warrant s, B ﬂfigﬂ,ﬁﬂkv‘m& poe
@ .l Ordnance Stores, P.0.L. accounts ete.), in suc D m& Cof loeal audit; i pmoribed
for the Army will also apply to M.E.S. form add g Jalgw 1ol
7 TNAIY)
% Nors 3.—The store accounts mmn’oa,med y /ﬁa,r ‘gm'a check
1009, by the Unit, Accountants vide M.A.G. circul
the R.A.0. to the extent of one monbh 3 transac

/s

~

y Gop gt otbii e LY L i




CPART I |

’Ins,pe’ct'\idn
* R Introductory
36, The R.A.O. will personally carry out inspection of the accounts "

to keep himself in touch with the financial affairs of the formation
whose accounts he inpects. Registers, accounts and other documents not
specifically mentioned in this part should be subjected to a general- ;
review. In deciding whether any documents, specifically mentioned in )
this part or not, should be subjected to a more detailed scrutiny, the
R.A.O. will be guided by their general state and by the results of pre-

vious inspections and local audit. The results of i‘ﬁspecbicjn’s by higher A
enginecr authorities as also the financial and other irregularities noticed j
elsewhere will also be taken into consideration in determining the extent £
of scrutiny of suchi documents. | fe0s o

s Cash Bobkrand Cash As_sig!“nme‘_n't' :

; 37. The following paragraphs describe the main checks to be ap- :
¥ plied to the Cash Book and Cash »As@ignment at the time of inspection.

e

§ & 38 Cash in chest will be counted to sce ‘that it agrees with the
. halance of the cash book. On the conclusion of the counting of cash, the

R:A.O. will ask the cashier to complete the cash book ‘as regards any

‘-oﬁ'ts:tand?ing';cvransactions'foir the day and to “balance”’ it:" Bl

T, ¢ § §r

“Assignment
39, It will be verified that—

£ oyel B o g L Fo ¢ Vigits ot ) T1s 1, :
oy a reconciliation statemient is ,pmgaﬁred every month by the
- M.E.S. Officer between the cash book. balance and the “

"~ treasury pass book;
C ot (AR 5 . . 1
(i) ¢tbeBgamount  is drawn from the assignment against audited
' & passed vouchers, acquittance rolls, bills, etc., ~and ‘L%(
“note of the cash book item No. and date is kept under the
initials of the Unit Accountant on: the vouchers themselves
to safeguard against the possibility of drawing cash twice
against the same voucher; and :
(iti) the cash is brought to ‘account in the cash book promptly
~in the cash column on its withdrawal from the bank.

{ ¥ ’J(

~40. The opening balance in the ‘cash book at the time of inspection

will be compared with the closing balance of the previous month and

the cash book checked completely with the ‘connected vouchers. ' The

following points will particularly be looked into at the time of this
o LEPEE R ) h B ey £ Fev hres 123

£ 7 o o) dhat o . pitythent! (has' been made without 'the claim having
; 1 "been first checked by the Unit Accountant/C.D.A. and ‘passed
i iionne odpy the MUES, Officer; Ll il fisgesiind
2 } 0 Feys $3 T3] Uy ey
- 7 !
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(ii) that the vouchers are complete in all respects and that the
allocation noted thereon is also recorded in the relevant
column of the cash book; '

(iii) that miscellaneous receipts and the amounts left. unpaid from
cheques for muster rolls and work charged establishment
bills, if credited to imprest, do not increase the authorised
limit of the imprest; : :

(iv) that the posting of the cash book is mot in arrears (i.e. it is
posted as transactions occur);

(v) that the procedure followed in the division is to:make pay-
ments in the presence of an officer or a. subordinate duly
authorised by the head of the formation on his behalf;

(vi) that in the case of cheques received from the C.D.A. thete

is no undues delay between the date of receipt of a cheque

and the date of actual disbursement Or (in case of vouchers

to be paid from cash assignment /imprest) between the date

of passing a bill by the M.E.S. Officer and the date of pay-
ment;

(vii) that no payment has been made from cash assighment /im-
prest which under rules is required to be made only after
pre-audit by the C.D.A. o

(viii) that the amount of imprest, where sanctioned is noted. on
the top of the form in red ink before the transactions for .
each month are recorded in the cash book, and that the un- -
spent balance at the end of the financial year has been de- ©
posited into the treasury;

(ix) that the cash book is regularly checked by the accounting;"
~ officer; - ; =
(x) that the balance in hand has been certified by the officer 5
holding the cash assignment /imprest to be correct and
actually in hand.

b}

'40-A. Public Fund Cash Accounts.—The inspection of the Public
Fund Cash Account will be conducted along with the half yearly in
pection of the MES Offices in accordance with the indtructions con:
tained in Section I, AL.AM. Part IL =

Safe Custody of Cash and Important Documents = .

41. The R.A.O. will ascertain the procedure followed for the handl-
ing and custody of cash and satisfy himself that adequate arrangements
have been made for safeguarding the cash and, important documents
relating to cash transactions. : '

492. For cheques issued for drawals of cash to pay muster rolls, petty
bills whether in favour of self or outstation S.D.Os., it should be seen
~ that the muster rolls and bills etc. are actually passed before the cheques
are issued and the amount of the cheque does not exceed the amount
of the muster rolls etc.
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Original vouchers in possession of Unit Accountant

43. The files of original vouchers (not required to be submitted to
the C.D.A.) on record with Unit Accountant will be obtained and the
vouchers subjected to a general review. In the case of vouchers audited
by his staff since the last inspection, the R.A.O. will see generally that
in selecting items for arithmetical check the discretion vested in the
auditor has been exercised properly.

Receipt Books (sce para. 716 et seq. M.E.S. Regs.) >

44, The Register of Receipt Books maintained by the Unit Ac-
countant with refercnce to para 295, 'M.E.S. Standing Orders will be
examined to see that— i

(i) it is properly kept; »
(it) books are issued to individuals authorised to issue receipts,
and

(iii) counterfoils of used books are returned without undue delay
:to the Unit Accountant for record.

The stock of blank receipt books in hand will be checked with the
entries in the Register. ;

45. All receipt books completed and returned to the Unit Account-
ant since the date of the last inspection and those still in use and in
possession of individuals to whom issued as shown in the Register of
Receipt Books will be obtained and examined to see—

(@) that no pages are missing;

(b) that the counterfoils are initialled by the individuals authoris-
ed to issue receipt;

(c) that, if a counterfoil has been cancelled, satisfactory reasons for
cancellation are recorded and the cancelled foil is attached;

(d) that except for valid reasons, books which have been completed

are not retained by the individuals in whose name they were issued;
and

(¢) that in the case of completed receipt books which have been
returned to the Unit Accountant he has recorded on the cover of the
book a certificate to the effect that he has verified the amounts entered
on the counterfoils with the relevant entries in the cash book or in
the statements of transactions compiled under Head I of the Exchange
Account as regards receipts issued in exchange for the treasury receipts.

: 46. All receipis issued during the selected month (vide Annexure to
Part T of the Manudl) will be checked in detail with reference to the
following points: — .

(i) that the amount received as noted on the counterfoil is traceable
in the cash book or in the statement of transactions compiled under

Head I of the Exchange Account (in the case of receipts issued in

exchange for the treasury receipts) and that the particulars noted in these
documents are correct;
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(iiy that in accepting cash, rules on the subject are not deviated
from and that if any M.E.S. Officer other than the G.E. or imprest hold-
ing A.G.Es., accept cash on behalf of Govt. the sanction of the C.W.E.
(which should be accorded with the concurrence of the C.D.A. (vide
para, 715, M.E.S. Regs.) exists to this arrangement.

47. After the above check has been exercised, the receipt entries
in the cash book and in the statement of transactions compiled under
Head I of the Exchange Account will be reviewed to see that no un-

linked items remain for which formal receipts should have been issued.

Register of unpaid wages (see para 552 M.E.S. Regs.)

48. The Register will be examined in order to see that :—. :

() it is properly maintained by the M.ES. Officers to record the
transactions relating to persons paid from their cash assignment or
imprest;

(i) it is checked and initialled by the Unit Accountant;

(iif) adequate action is being taken with regard to the clearance of
outstanding items: and

(iv) the arrears not claimed within a period of 12 months of their
becoming due are regularly marked off as forfeited. These will not be

paid subsequently until' sanction of competent financial authority under
the rules in F.R. Part I is obtained.

Contingent Charges

49. Expenditure incurred on contingent charges will be examined
from paid vouchers, construction accounts, register of sanctions, etc,,
with special reference to the following points: —

(a) that there is no breach of any standard of financial propriety;

(b) that the flow of expenditure is not too rapid;

(c) that the rates charged in veuchers not submitted to C.D.As. are
not extravagant.

(d) that, if the expenditure during March is unusually heavy, it
does not lead to financial irregularities;

(¢) that expenditure is properly controlled with reference to finan-
cial* limits imposed by Regulations or by Administrative Instructions;

~and

(f) that the expenditure on the local printing and local purchase
of stationery articles is not paid from cash assignment/imprest but such
bills are submitted to the “Regional Controller” in whose audit area the
MES formation is located except those for supplies and services procured
through Department of Printing and Stationery for which the C.D.A., C.C.
is responsible to control the expenditure on an all India basis.”

Norr—A.LIL (16 of 1965 lays down the orders for expenditure on stationery artic 28,

The R.A.O. will draw the attention of the M.E.S. Officer to any
expenditure which seems questionable or excessive.

¥

"
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Bill Register

50. The Bill Register will be examined to see that bills are disposed
of promptly. Necessary enquiries will be made about the outstanding
bills and cases -in which abnormal delays are evident or which otherwise
seem to ‘require investigation will ‘be carefully examined. 5

Measurement Books

51. The Register of Measurement Books maintained by the Unit
Accountant will be examined to see: — i '

(i) that the receipt, issuc and rcturn of measurement books and
their transfer from one subordinate to another, are properly recorded;

(ii) that the register shows for all completed books the date on which
they become due for destruction and that books alrcady due for destruc-
tion . have been destroyed. <

59. It will be verified that a census is taken of mecasurement books
once a year with the Register of Measurement Books and that no book
is rcported to be missing.

53..All measurement books in use together with those completed
since. the last inspection will be examined to see:— :

(1) Lhat"the index 1is "Comp-lctc;
(ii) that the cubic contents or arcas arc entered in ink;

(iii) that measurements are taken by the S.D.O. himself (or if taken
by any of his subordinates, the accuracy is checked by the $.D.O.), that
the G.E., or the A.G.E. checks a sufficient proportion of all mcasure-

“ ments taken in the division and that the arrangements in force for

taking measurements and for checking measurements taken by junior
officials “and the results of the checked measurements are not such as
to indicate laxity of financial control;

" Norr—Look for dated initials of the 8.D.0. and the G.E. or the A.G.E. against the items
of measurements checked by them.

(iv) that the dates on which the measurements have been taken are
recorded in the measurement book;

(v) that the Unit Accountant’s certificate of check of the measure-
ments is endorsed at the end of the pages checked;

(vi) that the dates of transfer of measurement books from one S.D.O.
to another are given on the measurement book itself (verify this date
with the date shown on the Register of Measurement Books);

(vii) that on completion, measurcment -books are promptly returned
to the GE’s office and are not unnecessarily retained by subordinates;

(viii) that no pages are missing; and
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(ix) that the entries in the measurement books are clear and pro-
perly attested, so that their authenticity cannot be disputed in a court
of law.

Nore 1.—When examining measurement books comment upon instances of delay
between the dates of measurements and the dates of submission of bills. Also see whether the Unit
Accountant has maintained a record of such instances of delay and of any other serious irregulari-
ties noticed in measurement books. 2

Nors 2.—If for any reason a particular measurement book cannot be produced for inspection;
a note of the number of the book will be kept in the inspection report so that it will be specially
axamined at the next inspection. :

Nore 3.—A few entries in measurement books selected at random should be checked to
verify that the Unit Accountant and the local audit Staff exercise an efficient check over the
books. 3

Periodical Services Measurement Books

54. The P.S.M. Books will be examined with reference to the follow-
ing points: —

(i) that each P.S.M. Book contains a certificate to the effect that
not less than 5% of the measurements shown therein have been checked
by an officer;

(ii) that the books are kept up to date and are certified as correct
by the G.E. and that all corrections therein are duly authenticated. A
few cases of new buildings and of additions and alterations to buildings
etc., will be sclected to see that the P.S.M. Books have been completed
or altered accordingly and that the entries in the P.S.M. Books have
been checked by his staff;

(iii) that the particulars of the check exercised by the local audi
staff i.c. the date of check and the pages or items checked have beer
recorded in a fly leaf of each P.S.M. Book and signed by the auditor;

(iv) that the gencral condition of the book is satisfactory and that
there are no signs of unauthorised corrections and interpolations, etc.;

5 v) that a reliable record of periodical repairs executed is maintained

m P.S.M. Books. .
Note,—The record of tRel execu:ibn 0! Tepairs maintained in P.S.M. Books will be reviewed

generally to see that it is & reliable one and that sanction of the competent authority has been
obtained in cases where repairs were executed before they fell due.

Contracts

55. The R.A.O. will examine the guard file containing the dupli-
cate copies of contracts and the Master Note Book to see:—

(i) that the duplicate copies (duly attested by the C.D.A.) of accepted
contracts. deviation orders and amendments thereto have been carefully
filed, and that the index is properly maintained;

(i) that each contract has been given a serial No. and the year of
contract; and ,

(iii) that the special points of interest coming to the notice of the
Unit Accountant regarding the working of contracts have been noted in
the Master Note Book as provided for in the M.E.S. Accountants Manual.
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56. The RiA.O. will see that in.the case of contracts signed by a
person holding power of attorney on behalf of a contractor, a copy of the
power of ‘attorney, ‘duly attested by a court of law, a Notary Public or
the Garrison Engineer is recorded with the Unit Accountant.

rTer-nrporary Work Ciharged Establishment

57. The separate file: (guard book) maintained by the Unit Ac
countant to record all sanctions accorded by the competent authority for
the employment of temporary work charged establishment (industrial 1
non-industrial). will be examined to see that there are ne cases in which
the cost of clerical establishment entertained in excess of sanction has
been or is being regularly charged to works, and that the number of
chowkidars’ employed for vacant buildings is justified with retcrence to

the location’ of " each building ot arca.

At should further be seen that no leave salary is allowed to tempo-
raty work charged: establishment except during casual leave granted
under the provisions of para 89, Regulations for the M.E.S.

Contractors’ Ledger, (see para. 491 M.E.S, Regulations)

58- ‘I'he contractors’ ledger will be reviewed to see that it is main-
tained' 1 accordance with the rules and that the record maintained is
reliable for production in a court of law, if necessary.

'59. A few debits for ‘stores in the contractors’ ledger will be
checked with the acknowledgements of each contractor for the value of
stores 1ssued to him and the rates charged verified with the contract
agreement. It will be seen that the unstamped acknowledgement receipts
are serially numbered, can ‘easily be produced are securely filed and that
they are kept under lock and key.

’ i 60. Some credits to contractors for unused materials returned by

J; {

4y

them will be audited with a view to seeing that no irregularity is in-
volved and that the transactions do not result in loss to the State.

61. lnvestigations will also be made into the cause of any heavy and
old outstandings and it will be verified that adequate action was and
is being: taken: for their adjustment.

Register .of Unstamped Acknowledgeme*nt Receipt Books

62. The above register (of U.S-Rs.) will be reviewed to see that ‘a
proper record of the U.S.R. Books is maintained. It should be verified
that monthly outstanding statements showing cases where the link in the
serial numbers of  US.Rs. sent to the Unit ‘Accountant is: missing, are
prepared and sent to the sub-divisions concerned and thag satisfactory
explanation for this is furnished by the sub-divisions.

Cases of unusual delay on the part of S.D.Os. in the submission of
US.Rs. to the Unit Accountant should be brought to notice of the
- MLES. Officer through the Inspection Report.
L P(N)4CGDA—3
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Security ‘Deposits

63. The register of securities will be examined with reference to the
following points: —

(i) that the receipt or disposal of the security depoists of contractors
and establishment is duly recorded therein; :

(ii) that original acknowledgements of depositors for the refund of
security deposits have been properly filed with the register;

(iii) that the M E.S. Officer has recorded annually a certificate to the
effect that all securities or the acknowledgements of the authorised cus-
todians are in his possession or in that of the C.D.A.

(iv) that the security furnished in. the form of Post  Officer Savings
Bank deposits has been duly hypothecated to the M.E.S. Officer and that
Savings Bank Pass Books exist for all such deposits noted in the register.

(v) that (a) acknowledgements of Government securities have been
received from' the C.D.A.s office, (b) they are entered in the register, and
(©) it will be seen that the items are verified with the accounts published
by the C.D.A, in Part IT of the Gazette of India.

64. It will be ascertained whether storekeepers, cashiers, (whether
permanent or temporary) and Overscers, etc., in charge of cash and stores
have given security and if so, to what extent and in what form. Tt will
also be seen that necessary security bonds (LAJF.W. 1802) have been
taken and recorded. If exempted from furnishing security, necessary
authority for exemption will be looked for. It will also be verified that
action is taken for the adjustment of old iems.

Acquittance R()lls

65. All paid establishment bills etc, since the time of the last inspec-
tion will be obtained and it will be verified that acknowledgements,
stamped where necessary, have been obtained from subordinate engiseer-
ing and office establishments.”

Construction Accounts and connected Registers

66. The following registers, etc. will be examined generally to see
that they are properly maintained, that they are kept complete up to
date, that they bear the initials of the Unit Accountant in token of his -
check of the registers and that they have been audited by the local
audit staff according to the programme: —

(i) Construction accounts for works, establishment charges and tools
and plant. :

(ii) Register of Sanctions.

(iii) Register of Requisitions.

.(iv) Contractor’s Ledger.

(v) Register of Barrack Damages,
(vi) Register of Approvals to Works.

(vii) Register of Terminal Compensation Claims.
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67. The construction account folios of a project and a maintenance
sub-head in' respect of different sub-division will” be examined generally
to see that the construction accounts are properly maintained and re-
conciled by the Unit Accountant. The monthly totals will be compared
with the figures shown in the relative expenditure returns against the
project or the maintenance sub-head in order to verify that proper
arrangements exist for enabling the M.ES. Officer to ‘watch the pro-
gress of expenditure against estimates and budget grants, It  should be
ensured that construction accounts are maintained strictly in accordance
with orders laid down in (i) para 531 and appendix L, M.E.S. Regulations,
(ii) para 206 Standing Orders for the M.E.S., and (iii) printed instruc-
tions on I A.F.W. 2242-B,

67-A. Register of Terminal compensation claims will be scrutinized
to ensure that the Terminal compensation claims have been propetly
pursued and that there was no undue delay in their finalization

Register of Appropriations

68. The register of Appropriations should be generally reviewed and
the grants allowed during the last quarter of the financial year should
be specially scrutinised to see whether there were any cases, where orders
were issued which in any way tend to encourage the spending of grants
at all costs. If so, it is the duty of audit to take objections to such cases
as involving risks of cxtravagance or irregularity. If there are any cases
which point to the fact that the amount of work done was so large that
it was impossible for it to have been properly done in the time avail-
able, particulars of such cases should be speciﬁcally brought to notice.

Transfer Vouchers and Transfer Transactions

69. The R.A.O. will review generally the file of transfer vouchers
and select for detailed scrutiny a few involving a reduction in the charges
against the accounts of a work,

Guard File of I)D. Schedules

70. The guard file of LD. Schedules will be subjected to a general
scrutiny to sec that it is properly maintained and that there are no cases
in which the adjustment of LD. Schedules has been unduly delayed.

Revenue

" 71: The R'A.Os scrutiny of (i) Licence Fee Assessment Ledgers, (ii)
Revenue Ledgers (inchiding the record of Miscellaneous Items of Reve-
nue), (iii) Consumers’ Ledgers, and  (iv) Meter Readers’ Books, consists
of 'secing that they are properly maintained on authorised forms, that
they are posted  up-to-date, that the documents at items (i) to (iv) are

. initialled by the Unit Accountant in token of his check and by the

G.E. or the Barrack/Stores Officer, as the case may be, in token of his
scrutiny and that they - have been audited by the local audit staff in
accordance with the programme for local audit. Special attention will
be paid to cases where a falling off is noticed in the revenue derived
fr_om any particular property.

L/P(N)40GDA—3a
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72- In regard to the old outstandings of revenue it will be verified
that proper action has been taken to effect realisation of the outstand-
ing demands.

73. If there is any source of revenue in the division other than licence
fee of buildings including electrical installations, hire of furniture and
water and electricity charges, e.g., sale of grass and other usufructs, etc
(referred to in para 688 M.E.S. Regulations), rent of land, it will be
verified that a record is kept by the S.D.O. B/R showing in respect
of these miscellancous items of revenue (i) the time when revenue falls
due (ii) the balance due and (iii) the steps taken for realising it. The
arrangements in force for watching the realisation of these items of
revenue (i.e., whether the arrangements are likely to result i leakage of
revenue receipts) will be examined and commented~ i, if necessary.

74- Sanctions accorded by the Administrative authorities to the reduc-
tion or remission of licence fee except those accorded under paras. 22(b)
and 22(bb) “A.R.I. Quarters and Rents” should be scrutinised and a
report sent to the C.D.A. whenever necessary.

75. The “Visitors Books” maintained in M.E.S. Inspection Bungalows
will be checked to see that the amounts realised are in accordance with
the rates of licence fee prescribed by the C.W.Ea and that these
amounts have been credited to Government and brought to account under
the revenue sub-head concerned.

It will also be seen that the instructions contained in “Rules for
the occupation of M.E.S. Inspection Houses (Amended 1951) issued by
the E-in-€ are adhered to.

76. The account of recoveries made by the M.E.S. for the charging
of privately owned sccondary batteries will be examined to see that it
has been properly kept, that the G.E.s permission for the work exists,
that recoveries have been effected at correct rates and brought to ac
count and that, if any repairs, etc. are carried out, the actual net cost
and departmental charges have been recovered.

General

77. By a gencral scrutiny of the Stock Register, Materials Register,
Road Metal Register, Station Furniture Register, Distribution Ledger,
the Register of Articles of Tools and Plants on Charge and Distribu-
tion Ledger Tools and Plant, the R.A.O. will see that there is an indi-
cation that the stores, furniture and tools and plant have been checked
during the last financial year by the G.E. or other officer appointed by
him. Stock-taking reports will be obtained and it will be verified that
proper action has been taken in respect of surpluses and deficiencies
noticed at-the time of stock-taking. In the case of Stock Register, it
will be seen that maximum and minimum quantity for the various
items of stock has been fixed by the CW.E. and a few important items
will be test checked in order to see that there is no tendency to exceed
the maximum limit.

78. The numerical and quantitative stores ledgers and accounts will
be reviewed generally to see that they have been properly maintained,
that they have been initialled by the Unit Accountant in token of his
audit and that the work of the Unit Accountant has been test checked
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in this respect by the local audit staff in accordance with the programme
of local audit.

79. A few transactions of fans issued on hire as recorded in the
Fan and Meter Register will be linked into the Return of Recoveries
on record with the Unit Aceomntant B/S.O. It will also be verified
that half yearly statement of electrical appliances for which users are
required to pay hire charges and the monthly statement of charges are
rendered by the Superintendent E. & M. to the B/S.O. and the Unit
Accountant G.E. on due dates.

80. If the division has a stock of coal, fuel or oil for consumption
at power houses, etc, it will be seen that satisfactory arrangements are
in force for controlling the consumption of Coal, etc. and that the con-
sumption in any month is not unduly excessive as compared to the
average consumption in the preceding months.

Register of Losses

81. The register will be reviewed generally to see that it is properly
maintained and that the cases of loss (particularly under the following
heads) are not indicative of any serious disregard of rules: —

(i) Losses due to disposal of stores at less th®n Stock Book rates.

L4 e ; :
(it) Losses or deficiencies during transit. <
(iii) Losses or deficiencies while in store.

The R.A.O. will make it a point to investigate cases of serious loss
to Government due to depreciation of stock articles and to bring home
the responsibility for any inadequate arrangements for storage of stock
articles.

Register of Buildings

82. This register will be generally examined with a view to secing
that it is maintained properly, that correction slips are pasted promptly,
and that no correction is made in the register without quot-
ing a reference to the number and date of the amendment. (The R.A.O.
will make sure by test checks that the Unit Accountant’s copy of the
Register and the Working copy of the G.E. agree with each other).

Review of Allotment of Quarters

83. The review of the allotment of quarters is the personal responsi-
bility of the R.A.O. and shall be carried out by him at intervals of at
least once in two months. For this purpose the occupation returns and
list of vacant buildings submitted by the B/S.O. to the Unit Accountant
B/S.0. will after preliminary check and action by him for the issue of
license fee bill etc., be forwarded to the R.A.O. with his full remarks,
if any, exhibiting clearly points he has settled on his own appreciation
of the facts, and the points on which he wants direction from the R.A.O.
They will be reviewed critically by the R.A.O. with a view to ensuring
that Government accommodation has been utilised to the best advantage
of the State, and that no wasteful expenditure is incurred in retaining
hired and requisitioned buildings, when vacant Government buildings
could with advantage be utilised for the purpose. Where R.A.O. is satis-
fied that there is “prima facie” a case of irregular allotment and /or extra
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expenditure to the State, the matter should be taken up by him locally
at the highest level accessible to him on the spot. Where, however, this
method does not yield the desired results, such cases should be brought
to the notice of the C.D.A. for further action with higher Administra-
tive Authorities,

-

Guard File of Specimen Signatures

84. The guard file of specimen signatures will be examified to see
that: —

(i) it has been properly kept;
(ii) it contains specimens of the signatures of all officers and sub-
ordinates preparing bills or holding imprests;
(iii) it has been properly page numbered; and
(v) it contains a suitable alphabetical index.
~ Register of Suspense Accounts (I.A.F. (CDA)—258)

-85. This register will be examined to see: —

(a)- that proper action has been taken towards the clearance of old
outstandings, if any; :

(b) that no item is allowed to remain outstanding longer than is
necessary; and

: ; 4 : -
(c) that no item which should under the rules he debited or credited
to some other head of account is debited or credited to  the suspense
account,

Ojections Statement (I.A.F. (CDA)—262)

86. The general abstract referred to in para 312 of M.E.S. Account

ants Manual prepared by the Unit Accountant will be inspected and
initialled by the R.A.O.

Books of Reference
87. It will be seen that all Codes, Books, of Regulations and files
of circular letters maintained in the Accouns Section are kept corrected
up-to-date, that the accounts records are properly arranged and that

obsolete and time expired records are duly eliminated in the manner

described in M.E.S. Accountants Manual

The . “Schedule of Prices” should be scrutinised to sce that it is
kept corrected up-to-date and that the date of amendment s clearly
and correctly noted againss each amendment so as to faciliate discrimi-
nation in cases in which the revised rate should apply.

Supply of Working Forms

88. The supply of working forms in hand will be examined to see
that they are not in excess of or below reasonable requirements:

80 e :

90.

91.

92.

93,

R
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PART III
Local Audit

94, It will be seen that mo voucher is missing from the files of
original vouchers retained by the Unit Accountant vide para 27(iv) ot
this manual and that: —

(i) the charges are in roder;

(ii) the rates charged and the calculations are correct;

(iii) the ‘terms of the orders/contracts, if any, have been complied
with;

(iv) the vouchers have been checked by the Unit Accountant anc
passed by the G.E. at the proper time; and

(v) no voucher has been held back which should properly have
been submitted to the C.D.A. along with the Cash Book.

Muster Rolls

95. The audit of Muster Rolls will be conducted with special refer-
ence to the following points: — 032"

(i) that the names of individuals and other particulars of identifica-
tion i.e., designation and father’s name are shoyn in the Muster Rolls
in such a way as will not admit of a double claim being preferred for
the same person;

(ii) that the rate per diem allowed is appropriate to the class of
labour and does not exceed the standard labour rate without the sanc-
tion of the competent authority;

(iii) that the total number of days are correctly worked out;

(iv) that the amount shown as payable is correct with reference to
the number of days worked and the rate per diem;

(v) that the allocation to various works of the amount paid has been
worked out correctly and agrees with the amount of labour actually em-
ployed on these works;

(viy that the Muster Roll agrees with the Daily Labour Reports
which show the number of person present and the material issued;

(vii) that' the Muster Roll does not include charges for petty super-
vision unless authorised by the C.W.E. nor does it include charges for
labour engaged through the agency of a contractor which should be paid
for on Temporary Work Charged Establishment Bill;

(viii) that the payments for over-time if over Rs. 50 in any one
month in the case of any one individual. has been approved by the
C.W.E.; =~ : [P REET

(ix) that the progress of work done is recorded on the Muster Roll
or in a separate sheet attached thereto; ‘

(x) that a list of stores issued to each work and expended thereon-
is attached to the Muster Roll (this list should be checked with indents,
etc.); ‘ :

(xi) that if an item of work is stated to be unmeasurable, the G. E’s
certificate to that effect has been recorded against such item;

29 ;
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(xii) that there is an evidence to show that the record of attendance
is occasionally checked by a responsible officer:

(xiii) that a percentage check of Muster Rolls either before or after
payment has been exercised by the Surveyor's Assistant in the G.E.s
office: 5 i ey riaiy
(£iv) that the monthly Muster Roll of labour employed on repair
of furniture is supported by—

(a) a list of stores issued for repairs of furniture during’ the month.
(b) a monthly progress report of articles of furniture repaired.

In cases where repairs to furniture are carried out partly by work-
men paid on Muster Roll and partly by workmen paid on Temporary
Work-Charged FEstablishment Bill' (Industrial and Non-Industrial) it will
be seen that copies of the documents referred to at (a) ‘and (b) above
are attached both to the Muster Roll and to ‘the Temporary Work-
Charged Establishment Bill and suitable remarks are made on the
Muster Roll and the Temporary Work-Charged Establishment Bill with
a view to linking the Muster Roll etc., with the relevant progress report
and the list of stores; . £ L s

(xv) that the Muster Roll was entered in the Central Record
(Register) of Muster Rolls - maintained by the Unit Accountant at the
dme of sanction by G.E. and that the sanction accorded by the G.E. has
not been exceeded; 348

(xvi) in addition to the above, particulars of items left: unpaid
should be checked with the relevant entries in the Register of Unpaid
Wages and in cases in which periodical repairs are executed « depart-
mentally, the progress sheets should be checked .with. .Periodical Sgrvices
Measurement Book (to the extent laid down in Annexure A, Part I) and
it should be verified that a record of the repairs executed has been kept
in the Periodical Services Measurement Book.

Temporary Work-Charged Establishmen(—Bill (Industri}il and noh,-

Industrial) paid by Unit Acqountant

96. The audit of bills of Industrial and Nion-InduAstriz.}l-'Temp0~
rary. Work Charged Establishment paid by the Unit Accountant consists
in seeing that— ik i s
(i) all appointments have been sanctioned by the competent autho-
rities; ; i

(ii) the rates of pay of the individuals and the period to which the
bill' pertains are covered by sanctions; O 9EE3 SHE 5 dion

(iii) when an individual has been employed on clerical duties, sanc-
tion of the C.E. has been obtained; : - st

(iv) income-tax when due is recovered at the proper rates;

(v) the incidence of charge is correct;

(vi) the employment of personnel is limited to th'eAduratiori of the

works and that funds exist for the work on whirh they are employed;
and . T
(vii) the bill is arithmetically correct,

L/



31

Audit of Bills and Vouchers

97. In checking work bills and receipt vouchers for stores which
have to be measured or counted with Measurement Books it will be
seen that: — :

(i) the nomenclatures of the items of works as recorded in the
Measurement Book correspond, as far as possible to those of the items
of work shown in the Abstract of Measurements (LA.F.W. 2264) and
i the bill; - '

(i) the quantities shown in the Abstract (I.LA.F.W. 2264) tally with
the details in the Measurement Book and that totals of the Abstract agree
with the totals as entered in the bill;

Nore.—So long as the description entered in the Measurement Book (I.A.F.W. 2261) whether
abbreviated or not, correctly and clearly covers the class of work involved and eannot be con-
fused with any other item in Abstract of Measurements (L.A.F.W. 2264) it need not be entered in
the Measurement Book word for word in accordance with the nomenclature shown in the
abstract.

(iii) the quantities and source of supply of stores shown in the
Measurement Book tally with the entries on the receipt vouchers.

98. The files of cash vouchers obtained from the C.D.A. and of origi-
nal vouchers on record with Unit Accountant will be examined to see—

(i) that for all deductions on account of security deposits, formal
receipts were issued and that the counterfoils of the receipts show clearly
that the amounts were deducted from the bills;

(i) that wages left unpaid in Temporary Work Charged Establish-
ment Bills and Muster Rolls for the selected month are traceable under
proper dates and with *dorrect particulars in the register of unpaid
wages, that all payments of unpaid wages in the same month have been
entered against the entries affected in the register and that no time-barred
claim has been entered without proper sanction;

(iii) that general charges have been noted where necessary in the
Register of Sanctions; and

(iv) that bills for stores purchased have been linked with receipt
vouchers and that he particulars ‘in the latter agree with those in the
bills, : : :

99. Bills for rates and taxes will be checked with reference to the
licence fee assessment ledger and the revenue ledger to see—

(i) that the rates or taxes in the nature of house or property tax
which by local rule or custom are payable by the owner and, therefore,
have been paid as a charge against the State, have been treated as a
part of the assessed rent of the building and that where such taxes have
been paid by Government in respect of buildings hired by the State, this
has been done in accordance with the terms of the lease;

(ii) that rates or taxes in the nature of service taxes, e.g., water,
conservancy or lighting tax which by local rule or custom are payable by
the owner and therefore have been paid by the M.ES. as a charge against
the State, have been recovered from the tenant:

Norgp—The occupant of a Government owned or hired building in a hill station is only’

liable to pay monthly 1/12th of the annnal amount of service —tax during the tenancy. The
balance iz borne by the State, 7
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(iii) that the element of service taxes when included in the property
tax is separately assessed and recovered from the occupants of quarters;

(iv) that in cases where a tax has to be paid partly by Government
and partly by the occupant, the amount paid on behalf of the occupant
has been recovered from him. (In this connection attention is invited to
para 24(h) A.R.I. Quarters and Rents, regarding the assessment and re-
covery of taxes for buildings owned or hired by M.E.S. within the Muni-
cipal limits of Calcutta and Bombay. It should particularly be seen that
the tax upon the balance of the “annual value” which is borne by the
State in these cases has been treated as part of the assessed rent of the
building).

Norm.—Bills for hire of residences should be traced into the Register of Sanctions and it

should be seen that a list of all such residences has been furnished by the Unit Accountant
G.F. to the Unit Accountant B/S.0. for entry in the revenue ledger. ‘

Measurement Books

100. The arithmetical calculations of entries in measurement books
in respect of selected bills will be completely checked. It will also be
seen: —

(i) that the printed rules contained in the measurement books have
been complied with;

(ii) that the entries are clear, 'explicit and self-contained;

(iii) that the quantitative value of each items of work agrees with the
corresponding amounts appearing in the abstract attached to the bills.
Norn.—Instances of delay in measuring of works after completion and alsoin prepara-
sion of final bills should be investigated. As delay in payment resultsin locking up contrac-
tor’s capital and increases their expenditure which isreflected in the higher congract rates.
Failure in measuring up work promptly also provides opportunity for false and exorbitant
claims on the part of contactors. i

Register of Unpaid Wages

101. The Register of Unpaid Wages will be audited to see: —

(i) that entries for the selected month have been correctly made from
muster rolls and bills for temporary work-charged establishment (indus-
trial and non-industrial);

(ii) that the subsequent payments in the selected month have been
noted against correct entries in the register;

(iii) that all items and the record of subsequent payments are checkeed
by the Unit Accountant and initialled by himi; and' =8

(iv) that the amounts not claimed within 12 months are marked off
as forfeited to Government and that after the expiry of this period, no
payment is made except under the sanction of the Area or Sub-Area Com-
mander or in doubtful cases, of the Government of India.

Periodical Services Measurement Books

102. (i) Periodical Services Measurement Books in respect of cases of
new buildings or of additions and alterations to existing buildings, etc,
will be completely checked with  reference to the documents referred to
in para 14 of this Manual and duplicate copies of completion reports,
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(i) In addition, the calculations in every Periodical Services Measure-
ment Book shown in the list kept by the R.A.O. will be checked. As a
safeguard against unauthorised corrections, etc.,, all corrections in Cfil.cula-
tions should be initialled in ink by the local audit staff, an additional
initial being affixed for every alteration. The particulars of the check,
i.c., date of check and the pages or items checked should be recorded in
a fly leaf of the Periodical Services Measurement Book and signed by the
auditor, Specimen initials of the individual exercising the check should
also be recorded.

Norr—For check of bill with Periodical Services Measurement Books see Para 22.

Contracts

103, It will be verified that the Unit Accountant maintains a guard
file of duplicate copies of all accepted contract agreements, deviation orders
and amendments thereto with an index showing particulars of contracts
jgiven out and the serial number assigned to each.

104. The duplicate copies of contract documents will be examined
to see with reference to the comparative statements of tenders that earnest
money deposits were received and promptly accounted for in case the
contractors concerned had not furnished the Standard Security Bonds.

105. With reference to the Register of Depoffts and the, Register of
Securities it will be verified that the requisite securities, in proper form
have been taken in all cases except where exemption has been allowed
by the Chief Engineer, with the prior concurrence of the E-in-C, for the
due fulfilment of contracts within the time specified in the agreements.

106. In addition to the above, it will be seen that:—

(a) where contract agreements definitely provide for credit to be
given for the old materials obtained from demolition or for their re-use
by the contractor, the approximate quantities likely to be available have
been stated in the tenders, and

(b) the duplicate copies of contract agreements have been compared
with the original and haveé been certified as correct. by a Gazetted
Officer of the C.D.A.’s office.

Contingent Charges

107. The original vouchers relating to expenditure on contingent
charges will be checked with the Register of Sanctions and Construction
Accounts to see—

(i) that the total expenditure on any item for which any financial
limits have been laid down in Regulations or for which a lump sum
allotment has heen given, does not exceed the financial limits of the
amount of the allotment;

(ii) that where any fixed allowance is paid to night chowkidars as a
charge against contingencies on account of the cost of lamp, oil and wick,
the issue of these articles is not made in kind:

(i) that in the case of vouchers not submitted to the C.DA. the
class.lﬁcatlon of expenditure is correct and that the expenditure has
received such sanction as is necessary under rules; and
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q'v _9:1:&5* iv) that no charges are adjusted ifhe accounts of MES Officers on
account of Printing and Stationery, as guch charges are adjustable in the
books of the Regional Controllers excfpt charges on account of supplies

&y gud services procured through Depaytment of Printing and Stationery

/@Qaich arc adjustable by the CDA G

7)’ Register. of Barrack Damages

-

108. Fromi' the paid vouchers for the selected month, all requisitiof
and bills treated as barrack damages will be sorted out and the part
culars of the party responsible for the damage as well as the amount o
expenditure incurred on the requisitions and bills traced into the Barrack
Damage Register. The entries will be linked with the adjustments made
formation into the treasury or with the cash book where recoveries are
‘effected in cash. It will also be noted, if there are any old outstandings,

Gonstruction Accounts for Works, Establishment Charges and Tools ’and)"
Plant

109. ‘From thé original vouchers received from the C.D.A. and from
muster rolls bills of temporary work-charged establishment (industrial
and non-industrial), contractors’ acknowledgments for stores received and
other original vouchers (both cash and stores), in the possession of the
Unit Accountant, the postings in the construction accounts will be check-
ed by the R.A.O/s staff ;to see:—

(i) that the construction accounts folios ' are maintained in accord-
ance with the rules given in Appendix “L” M.ES. Regulations;

(i) that every voucher pertaining to works accounts has found its
correct place in the construction accounts;

(111) that  the totals of the construction accounts folios are correctly
worked, out and. that the totals @f the folios and abstracts agree with the
corresponding totals shown in the abstract of receipts and, charges;

(iv) that expenditure is correctly brought forward from the last year.
The figures should be verified again after the final closing .of the, previous
year’s accounts to ensure that all transactions subscquent to March Preli-
minary Account have been taken into consideration;

(v) that sanctions and allotments noted in the construction accounts

: agree with the entries in the Register of Approvals. to Works, and. Appro-
priations and that' when a sanction is revised, the word “Revised”  is

written’ prominently against the amount of sanction; !

(vi) that no service is executed nor any. liability incurred in connec-
tion therewith without the administrative approval and ‘technical sanction
having first been' accorded or without funds having first been allotted,
except on grounds' for urgent military necessity or urgent medical reasons
when reference to the competent financial authority would entail dange-
rous delay. From the construction accounts it should be verified that in
all cases in which the fundamental conditions mentioned above have
been infringed, e report required by para 11 of the Revised: “Works
Procedure” has been made to the C.D.A. It should also be verified that
no expenditure is incurred on ' deposit’ works without the 'necessary
funds having first been received from the parties concerned; :

in respect of the Treasury Receipts for the amounts paid by the unit or .

b




Draft Amendment to MES Local Audit Manual, 1953 Ediiid_n
(1973 Reprint) i

C. S. No. 39 of 1975 Wy

Para 497—Delete sub para (f) and and substitute as under:— !

iy
(f) that the expenditure on local printing and local purchag;.
of stationery articles is not paid from the cash assignment/imprest,’
but such bills including those for supplies and services p-rocur(—:"‘cl|
through Department of Printing and Stationery are submitted to
the ‘E’ Section of the Regional CDA in whose audit area the MES
formation is located. o |

Para 107—Delete Para 107(iv) and substitute as under:—

(iv) that no charges are adjusted in the accounts of MES offi-
cers on account of printing and stationery, as such charges including'
on account of supplies and services procured through Department
of Printing and Stationery are adjustable in the books of the
Regional CDA in whose audit area the MES formation is located. 1

[Authority : —CGDA No. 18076/AT-S, dated 19-8-74.]
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(vii) that = the amounts shown in the construction accoputs s
“charges against” and ‘“recoveries from” contractors agree with the balamces
shown in the personal accounts of the contractors. in: the contractors’

Yedger;

(viii) that action is being taken by the executive to clear the lia-
bilities, if any, in respect of stores which have been received for use
on works, but payment for which has not yet been made;

(ix) that no unduc delay takes place in the submission of comple-
tion reports after the completion of the accounts of works and that the
verification and transmission of the reports is recorded in the construc-
tion accounts. If no expenditure has been incurred for a considerable
time in respect of a work the accounts of which -are still open, an en-
quiry should be made: into the cause of delay in closing the accounts
of the work. If cases are found in which there have beengobvious delays
in closing the accounts, charges booked should be specially scrutinised
to see whether they indicate any tendency to utilise savings towards un-
authorised expenditure;

Nore.—Cases of delay in the submission of completion reports should be noted and should

be seen whether they have been included by the Unit Accountant in his list of such cases, vide
para 291 M.E.S. Accountants Manual. .

(x) that the completion cos¢ of the work as booked in the construc-
tion accounts has been correctly noted in the Register of Approvals to
Works;

(xi) that in the case of works carried out by the M.E.S. for other
departments and in the case of deposit works for private bodies, canton-
ment department etc., departmental charges where leviable, have been
adjusted and correctly calculated with reference to the actual expendi-
turec booked in the construction accounts;

(xii) that construction accounts in respect of works for which
financial stock-taking reports are required to be maintained contain -a
note to- that cffect in red ink. ; ' {

(xiii) that inthe case of new construction of additions and altera-
tions to existing buildings; increase in capital cost has been noted in
the license fee Assessment Ledger whenever necsssary and that rent has’
been revised; and P ke

(xiv) that the construction accounts are reviewed regularly by the

GE

110. In - the audit of construction accounts  the following points.
should receive special attention: — EaEs :

. (a) Whether cases of marked excesses over administrative approval
and technical sanction disclose any financial irregularity or serious error
in accounting. i

(b) Whether any knewn abandonment or curtailment of work has
resulted in a corresponding saving in cost.
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(c) Whether material modifications of or deviations from the sanc-
tioned estimates as may come to notice have received the sanction of the
competent authority.

(d) Whether the materials accounts have been finally closed on com-
pletion of the works for which such accounts were maintained.

(e) Whether the outturn from manufacturing operations is priced at
rates fixed by competent authority in accordance with the rules and if
there is a loss or a likelihood of a loss on any operation, the causes at
work have been investigated to see that they do not indicate any finan-
cial irregularity or the fact that the departmental operations are less
-~ economical than acquisition of materials by purchase. It should also be
seen that the manufacture account is balanced and adjusted once a year,

(f) Whether all charges booked dgainst the account of a work are
bona fide charges against thay work and whether any item of expendi-
ture has been debited direct to the work should correctly be charged
to the contractor in accordance with his agreement:

(g) Whether liabilities for the execution of works or for provisions
of stores have been entered in the construction accounts in accordance
with the instruction laid down in para 210 M.E.S, Standing Orders.

111. If any closed accounts of completed or abandoned work were
re-opened, the debits or credits booked against the re-opened accounts
should be specially scrutinised to see that no irregularity has been com-
mitted. ;

112, Credit afforded to :the accounts of works require close exami-
nation. Gases occur when measurements already booked and charged to
another work are written back wholesale to another work on the plea
that they were wrongly charged to the work in the first instance. Cases
have also occurred of the cost of stores debited to a work having been
written back after a considerable lapse of time. The audit of such tran-
sactions, therefore, calls for intelligent and vigilant scrutiny on the part
of local audit staff with a view to ensuring that the original debit or the
subsequent write back do not involve any irregularity,

¥ reemm—

113. Irregularities are also sometimes committed with a view to
utilising grants (in order to avoid a lapse of funds) by ordering stores
for works or for stock during the closing days of March and to pay for
them before the 31st March even though the stores have not actually
been received. Such irregularities are easily detected by checking  the
date on which the credit note was issued. All credit notes issued during
April should therefore be connected with corresponding bills to see that
none are for stores paid for in March before delivery. All stores actually
received after 31st March should be booked in the accounts for the next
financial year and not in the accounts for March Final or Supplementary.
When irregularities of this nature are detected, suffictent detail should
be given in the reports to admit of a proper appreciation of the cases.

#
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114. If there are any cases in which ‘the cost of special tools and
plant was transferred from one work to another in anticipation of the
possibility of the articles being utilised on that work at some distant
date, the transfer vouchers should be challenged in audit.

115. All closed accounts should be scrutinised to see that liabilities
and anticipated credits have been adjusted, that special tools and plant,
if any, charged to work have, as seen from the numerical account kept
by the S.D.O., been disposed of and the proceeds adjusted and that the
completion cost has been correctly reported,

116. After the final closing of the accounts for the year all con-
struction accounts should be reviewed to see that the expenditure, out-
standing liabilities and expected credits have been correctly carried for-
ward to the next year’s accounts in the case of work in progress and
that in other'cases the accounts of works have been closed.

Scrutiny of Expenditure on Repairs and Renewals

117. At the close of the year, the total expenditure on repairs and
renewals of furniture in division as recorded in the construction accounts
folios for repairs and renewals respectively should be reviewed in order
‘o see how it compares with the normal authorised percentages laid down
in Appendix ‘B’ to M.ES. Regulations, For this purpose, the tota]l book
value of furniture on charge in the division should be obtained from the
M.E.S. authorities and the percentages borne by the expenditure on (a)

Repairs and (b) Renewals to this book value should be worked out. A
icport should be submitted to the GowB=fRHIwing in respect of cach

ML.ES. Division (i) the total expenditure in respect of repairs and rene-
«wals separately, (ii) the total book value of the articles on charge, (iii)
‘l.c percentage which the expenditure on repairs and renewals bears to
iiis book, value, (iv) excess of the percentages so calculated over the nor-
nal authorised percentages, and (v) the reasons for the excess.

Register of Appropriations

118. In the audit of the Register of Appropriations it should be
Seens=— -

(i) that the Register is maintained properly and is up-to-date and
that the check exercised by Unit Accountant is efficient;

(ii) that dppropriations made to sub-division for the reserve at
the dlSROSB.l of G.E. do not exceed the unallotted balance as shown in
the Register of Appropriations; ~

(iii) that bulk allotments for petty and periodical repairs made to
5.D.Os., as entered in the Register of Appropriations agree with the

amounts noted in the Register of Requisitions maintained ‘by the Unit
Accountant: {

(ivy that the postings in the selected month are correct with refer-
ence to the authority noted against each entry; and

(v) that no transfers in the appropriations for a year have been
sanctioned after the close of that year. i

fto
| 86726
AL /S

18-3- %3
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Register. of Approvals to Works

119. It will be seen—

(a) that the register is properly maintained and is kept up-to-date;

(b) that particulars of sanctions as noted in register are borne out
by the orders conveying the sanctions;

(c) that the authority quoted and the amounts noted are correct;

(d). that the cost of service at contract rates has been correctly cal-
culated on the conclusion of the contract and that action has been’ taken
to reduce the original amount of sanction whenever necessary;

(e) that all sanctions noted in the register have been communicated
direct by the sanctioning authority to the C.D.A.; and , ’

(f) that in the new year’s register, necessary particulars have been
corriectly transcribed from the p;rev_io‘us register in respect of works in
progress.

120. The dompletion cost as noted in the register will be checked
with the construction accounts. It should also be seen that if the com-
pletion cost of any service or item of a service as noted in the register
exceeds the amount of the administrative approval for that service or
particular item, the excess is regularised in accordance with the rules.
Transfers of anticipated or actual savings from one item of a project to
another should be particularly scrutinised and it should be seen that
savings due to abandonment of a part of a work or to any other cause
on any service or project are not applied without sanction of the com-
petent authority to carry out additional work not contemplated in that
service or project as originally approved or which is not fairly contin-
gent on_its actual execution. St

121. All technical sanctions auditable locally in the register of ap-
provals to works or in the register of requisitions will be scrutinised to
Sele— : '

(i) that the sanctions have been accorded by the competent autho-
rity; :

(i) that the amount of sanctions (which will be the amount; of ad-
ministrative approval in cases in which a detailed estimate or requisi-
tion is not required to be prepared) does not exceed the powers of the
sanctioning authority. concerned specially when' the cost ‘of a work is subse-
quently increased by transfer of savings from another work;

(iii) that the administrative approval where required under rules
exists; , ; £ oo

(iv) that the sanction is not accorded piecemeal with a view to bring-
ing the amount within the powers of the sanctioning, authority;

(v) that in cases in which separate administrative approval is not

required under rules, the expenditure sanctioned is authorised and that
there is no infringement of any of the standards of financial propriety;
and : '
(vi) that the classification of charge is correct and that the work
which ~should be treated as barrack damages is so treated and not
charged to the State. In all such cases it should be scen that : necessary
entries have been made in the Register of Barrack Damages. i
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122, The following items shotld Teceive special- attention ‘of the
local audit staff:—" ¥ s Fartey SHED WOEEL
) (i) All requisitions or estimates for renewal of furniture should be
linked with loss statements, survey reports, or expense vouchers for
articles of furniture to see that the estimate or requisition is for replace-
ment of similar articles which have either been surveyed off or-other-
wise disposed of and struck off charge. It should also be seen’that the
requisition or estimate etc., includes no provision for renewal of articles
of surplus and obsolete furniture retained in accordance with para. 661
M.E.S. Regulations nor of articles of furniture supplied as fre¢ gifts by
the Red Cross Society to Military Hospitals, ; AFH
(i) Requisitions or detailed estimates for periodical repairs should
be checked with the record of execution of such rvepairs maintained by
the S.D.O. in the Periodical Services Measurement Books in order to
verify that repairs-are not sanctioned without the approval of the com-
petent authority before the prescribed interval, ‘
~ Nore.—It will also be seen at the time of local.audit that the prescribed proceduré s followed
in the Division for the audit of sanctions by the Unit Accountant before the feguisitions are passed
on to the 8.D.0s. for execution. I et F:

35
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(iii) The classification of sanctions should be checked and lin'case
original works are classified and sanctiond as repairs it should be seen
that the classification is:-in accordance with rules and has been approved
by the authority empowered to do so.

2 e §

Register-of Sanctions

123, Sanctions relating to standing charges as recorded in the  Regis-
ter of Sanctions will be checked with the original orders to ensure that
they have been correctly -transcribed and that in the case of sanctions of
a temporary nature, the period of sanction has been prominently noted
so as to admit of the detection of any expenditure incurted against the
sanction after the expiry of the period of its currency. )

In the case of hired buildings it should be verified that the amount
shown in column 4 of the register tallies with that shown in the lease
agreement. Further the lease agreements should also' be subjected to.a
general scrutiny to see that they are in order and contain no. unysugl
provisions. ; Fonod Ldad el

124. It should also be seen that all:, adminis‘,trativgef: sanetions for
general charges have been communicated by sanctioning authority direct
to the C.D.A. i 2 . RPN

NoTE.—If there is any reason to believe that any sanction is ullra vires, that- fact should be
reported for orders of the CDA who should be appriced of full circumstances of the.case.

125. All paid bills relating to general charges (e.g. rent hired
buildings, license fee for land, payment for railway sidings and platforms
rates and taxes etc) will be traced into the Register of sanctions to see
that the expenditure has been correctly posted in the register against the
sanction concerned and that‘no charge is admitted> without~ proper- sanc-
tion or beyond the period of sanction. In ‘the case of dehbits of railway
sidings and platform charges it will further be :seen that (i) Sanction of
the competent authority® exists, -(if). the’debit s ‘been verified’ by the
L/P(N)4CGPA—-4,
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CWE and the certincate prescribed in Appendix J. M.E.S. Regulatlons
obtained, and (iii) charges for the same period have not been adjusted
before. It will also be seen that actlon ha; been taken. for the disposal
of a siding if it is not required.”

126. The bills containing charges in respect of the pay of ‘malis
employed for the nmmtenance of gdrdem in bulldlllgb hired by the State
should be checked with the lease agreements on record in G.E.s office to
Verlfy that the employment of a mali forms a condition of the lease and
that, if the building has been hired for use as residence, the individual
occupying the building, where a mali is employed is entitled to rent free
quarters. In all cases in which malis are employed by the M E.S. it should
be verified that the revenue derived from the gardens is credited to
Government. L S < L ‘

‘Register of ‘Terminal Compensation Claims

126-A. This register will be scrutinized to-see that it has been pro-
perly maintained and all sanctions /claims are entered as soon as received
in Accounts Section. They have been properly pursued and there was
no- undue delay in their finalisation. : ;

Stock Purchase Register Q[AFW 2316)

127. The original receipt vouchers and the list of credit notes for
stock should be linked with the- different folios of the Stock Purchase
Register and it should be verified that the estimated cost of the stores
and charges for freight have been correctly entcred against the items
affected. The overhead charges approved by the C.W.D. should be added
to the estimated cost of stores and freight and it should be seen thdt ‘the
stock book rates have been correctly worked out.

128. It will be seen that action is taken by the G.E. to revise stock
“book: rates in' cases ‘where, on receipt- of fresh .consignments, any rates
are senously affected. If any stock book rate-is found to have been revised

on receipt of fresh conmgnmgms it will be verified -that the difference
in the value of stores issued since the date the revised rate takes effect
has beﬁn readjusted.

129, It will "be verified that the- average 'cost of cach article pur-
chased during the year has been noted in the Register and that it has
been worked out correctly. (This average rate is calculated after the close
of the accounts for March: by dividing the total cost, estimated if actual
still unknown, including overhead charges of all consignments at the
fixed pcrcentage by the total quauutv receiv ed)

Amzual Returns of MES Installations

130 It should be seen that the Annual Returns have been correctly
prepared with reference to.the capital .cost, and depreciation recorded in
the Plant Record Book and other expendlture based on the information
“available in construction: accounts, log sheets, etc. .

il
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131. In addition to checking the Returns with various records from
which they are prepared they should also be subjected to a critical’ exa-
mination and opportunity should be taken of investigating and making
observations on any important variations between the various elements
of cost (per unit of outputy of the previous year and of the year under
I‘CpOlT. S

132. The Command Comparative Statement of Installations (a copy
of which is supplied to the R.A.O.) will also be checked with the annual
returns in order to see that the information in regard to each installation
mentioned therein is correctly worked out with reference to the annual
returns for the installations and that the corrections made, as 4 result
of the audit in the annual returns have been incorporated in the state-
ment. ‘ i

[0.G.D.A. (then M.A.G.) memo. No. 6477-At/B dt. 3-3-39 vefers]

Completion Reports

133, The completion reports should be checked to see—
(i) that the excess over administrative approvals and technical sane-
tions, if any, are regularised by C.F.A. .

(ii) that they are prepared on proper form LAF.W. 2266 or 2268 as
the case may be, and are accompanied by L.AF.W. 2251 when a serviee
consists of more than one item; i !

(iii) that the materials account, if any, has been - cleared;. and

(iv) that necessary entries have been made in the Periodical Services
Measurement Book, Register of Approvals, Register of Buildings and
licence fee Assessment Ledger in the case of rentable buildings.

Service Books, Railway Warrants, Credit Notes, Books ot Forms, .
: “D” and “E”, etc. .

Service Books

134. Service Books will be examined to see—

(i) that they are all up-to-date and that every entry was attested at
the time of the event;

‘(i) that the opening page has been reattested every five years;

(iii) that the last entries regarding rates of pay and dates of incre-
ments in certain selected service books are borne out by salary bills;"

(iv) that service books are maintained for allrcivilién’ subordinates
and that service rolls are kept for all class IV. employees; and ;

(v) that a register of service books is properly kept and that the
number of service books/rolls produced at the. time' ot inspection agrees
with the number shown in the register. ; pind

135, The test check of service books will be conducted to the:extent
and in the manner indicated below :-— ) wihE -

(a) A general scrutiny of the entries in the books selected for “test
check’ to examine whether the general rules prescribed for the main-
tenance and custody of service hooks are heing observed in practice,
L'P(N)4CGDA—1a -
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~

- (b) Initial. verification of the:correctness of leave granted. during the
preceding 10, years (if this verification was not done in the past). When
a_seryice, book -is .taken- up, for subsequent review, this'.check will cover
all leave sanctioned since the last inspection of that particular service book.
s-- (c) Check. of the.fixation of initial pay (once only). : ;
(d) Check of counting of service towards increments, particular atten-
tion being paid where broken periods are concerned. {

.. (€) Verification of the admissibility of joining time availed of.

¢ :.(f) In the case of privilege leave granted to non-gazetted Government
servants;.who are governed by the leave rules.in the C.S.R., it will be
scen . that:necessary entries regarding so much. of the leave granted as has
been earned in respect of service in departments, other than the Defence
Services have been made and communicated to the Audit Officer.

(g) Annual certificate of service verification by the head of office on
the service book where necessary will be looked for,

(b) Verification of the posting into all service books of all part II
Orders (Office Orders) issued in any one month during a vear.

“As regards’ (a) to ‘(g); the entries in 25% of the current service
boeks ‘will-be examined within.each period of approximately 12 months;
it periodical visits are made the ¢heck will be spread over.the whole year.
Within the prescribed: percentage, the service. books of all individuals who
ar¢.dug to retire within, three vears following the date of audit will be
included in the selection for local audit.”

136: In- order to ensure that all the ground has heen covered sys-
tesnatically, ‘a.complete record will be kept for all service books “test check-
led?’ each year. The service books actually checked will also be endorsed
with a note to this effect, dated and initialled: by the testing official con-
cerned. A : - I

- . Railway Warrants, Credit Noles, elc.

137. Audit of Railway'Warrants and Credit Notes should be con-
ducted with reference to instructions contained in Appendix ‘C’ Section 1,
AL.AM. Part I. In addition, it will ‘be 'seen that the Unit Accountant
has been furnished regularly with the list of, Credit Notes issued in res-
pect of consignments of stores received for works, )

Transport Indents secs 9

138. The L.A:©. of the unit. providing the transport will furnish
to the, R.A.O. concerned a copy of the covering memo with which the
priced indents have been forwarded to the Unit Accountant G.E.’s Office
for_necessary adjustment. The Lacal Audit Staff will, at the time of local
audit of. G.E’s accounts,’ test ‘check the correctness of the' adjustments
made by the G.E.’s Unit ‘Accountant based ,on one month’s intimation in
a ‘half vear.” The ‘month selected ‘for this purpose will normally be the
morith for-which ‘detailed dudit is. carried out; The local. Audit Superin-
tendent will bring to the notice of the-C.D.A: through-the -R.A:Q. any
cases coming to his notice during the course of his test check, in which
the transactions were not adjusted in the :accounts for the month in which
the transport indents were received by the -Unit Aecountant G.F.’s.Office
corin . the following month’s accounts. The reasons for the delay in ad-
justment. will also. be ascertained and intimated to the C.D.A, for such

action as may be considered. necessary.

!

I

e
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Contractor’s Ledger

139. In the audit of contractor’s ledger which “should” contain
transactions for the whole Division including outstation sub-divisions ig
should be verified that the ledger is maintained contract-wise, that the
closing balance of 'the ‘previous month has been ' correctly ‘brought forward
that all original vouchers received from. the . C.D.A., and Muster: Rolls,
Lemporary Work-Charged Establishment Bills (Industrial and non-Indus.
trial), contractors’ acknowledgments for stores, indents issue and transter
vouchers for the month which affect contractors accounts have been cor-
rectly posted in the contractors ;ledger and that the resulting balance has
been correctly worked out and “that. certificate * of agreement. with the
balances in the respective construction accounts has heen endorsed by the
Unit Accoyntant and analysed so as 10 show in detail the amounts out-
standing in respect of each requisition in case of fermn confrdcts. It will
also be verified 'that statement of credit/debits in respect of ‘each contract
is furnished to the contractots every month. L

g 8 o 3# ? i
140. In checking the postings in, the ledger it should be seen -that
when a deduction made from a contractor’s bill for one work is creditable
to the aecounts of another work, two distinct entries are made in respec-
tive folios of the ledger i.e., one for the payment made on account .of the
former work and the other for the recovery creditable to the latter.

141, Vouchers for debits' against ‘contractors should be examined
to see that the charges have beey accepted by the contractors and that the
rates charged are correct. In the case of debits for stores it should bg seen

that issues have been made in accordance with the terms of the contract -

and that contractor’s dated acknowledgments have been obtained in all
cases. Any additional stores not specified in the contract should be charged
for at the stock book rate prevailing on the date of issue_or the market

rate whichever is higher. s

It should also ‘be verified that the overpayments detected by the
Technical Examincr as communicated by the C.D.A. have been correctly

debited to the contractor’s accounts, _

142, All credits for unused stores returned by contractors. should
be closely examined to ensure thdt the stores received are actually re-
quired -by Government, -th}_;it they have been duly taken on-charge and that
they do not: cause. any excess over the specified limits, ‘The rates at which
credit is given should be compared with the original and current issue
rates and it should be ascertained that deprecjatibn etc., in stores since
their issue has been taken into account. If the quantities dre appreciable,
the circumstances in which the stores were left untused ‘should be investi.
gated. - . - - e N TAT L e e ;

143. The closiﬁ:g balance shv(jvuld’bg reviewed éridl checked with the

contractor’s columus in the construction account, Generally, it should be
seen that there are 1o old outstandings*and that adequate action is taken
o ‘adjust the amounts’ regularly from contractor’s bills. The cause of any
large balances outstanding against contractors should be investigated and
reasons for. non-adjustment which constitute unauthorised financial aid
to.the contractors should be’ challenged in audit. _Action. taken. for the
clearance. of items over -6 months, old shoyld ',1’ibe';,clos?ely{jtexaminedi‘.In_v
cases’in which a contractor’s account cannot he settled imimediately in the
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circumstances explained in paras 475 and 476 of the MES. Regulatidns
it should be seen that the adjustments provided for therein arve carried
out. '

Transfer Entvies and Transfer Vouchers

‘144, Transfer entries are intended to transfer an item of receipt
of expenditure from the accounts of a work in progress or from one
budget head to the accounts of another work or budget head.

145. In the audit and scrutiny of transfer entries it will be seen
that the adjustment falls under one of the following categories: —

(iy To correct an error in allocation.

(i) To distribute the expenditure on a work over all the accounts
affected in cases where a joint work in which two or more parties are
interested, is taken to the accounts of one party.

(iiiy To adjust by debit or credit to the appropriate head of account
(or work) an item outstanding in the accounts for MES Advances or T.
Deposits. :

~(iv) To bring to account certain classes of transactions which do not
pass through the cash book, e.g.,.—

(a) treasury receipts received from private individuals in connection
with pa%/‘ments made direct into the treasury and paymeunts to or receipts
from: other departments etc., which do not appear in the cash book;

(b) amounts due to contractors on closed accounts, These are debited
to the work concerned and credited to T. Deposits and Advances, Sub-
Head Miscellaneous Deposits;

"' (c) revenue receipts not recovered in cash, such as departmental
charges for work done etc.; by the M.E.S. for other departments and sale
ov stores or tools and plant on credit;

{d) amount debited/credited to remittance head; and

(e) percentage charges leviable under rules i.e., establishment, tools
and plant, and workshop charges etc.

146. Items wrongly classified in the accounts, both in respect of
revenue and expeuditure heads, may be corrected at any time before the
accounts of the vear are finally closed. It should be seen that after the
accounts of the year are finally closed. no corrvection is made except in
the following cases:—

(i) an error or omission in the recorded expenditure of a work pro-

vided it exceeds Rs. 10, and

(iiy all errors affecting M.E.S. advances and deposits and remittance
heads. These must be corrected however old they may be.

It should also be seen that every transfer entry is supported by an
authority on the transfer voucher or an order recorded on some other
document e.g., loss statements, contractor’s bills etc., which sets forth a
clear and concise explanation of the correction or adjustment.

147. Too much stress cannot be laid on the importance of a
thorough check of transfer vouchers. Irregularities, of a more or less
serious character, often lie in transfer transactions, particularly when

ok

-
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. the executive staff are faced with an excess or probability of an excess on

any estimate or allotment. The tendency then it is to resort to ramifi-
cations either by writing down the value of materials or writing back ex-
penditure- to some other estimate where a saving is anticipated and so
on. Attempts are also made sometimes to utilize savings by means of
fictitious debits. Credits afforded to the accounts of a work in first few
months should be closely examined to verify that unnecessary issues of
stock were not made to.works in one financial year to utilize grants and
transferred back in the accounts for the following year. ‘

148. In the audit of transfer vouchers and transfer transactions it
should be seen that the files of transfer vouchers are checked by the Upnit
Accountant and passed by the.G.E. before they are incorporated in the
accounts, that vouchers affecting the construction accounts .of a S.D.O.
originate.from and. are signed by him and that the allocation has been
correctly. made. .It should be seen that vouchers—

(i) are self-explanatory and that they establish ‘clearly the correctness
and the necessity of the corréction; and ) '

'(ii) are in order generally and that the original error does mot dis-
close a defect in the system of accounts or indicate any financial irregularity.

149, If the vouchers involve a reduction in the charges against the
estimate of a work, the circumstances (which should be verified) in which
the charges were wrongly allocated in the first instance are clearly set
forth in the transfer vouchers. Transfer vouchers which had the effect of
reducing the expenditure on works the estimate or the allotment for which
would have been exceeded but for the transfers so made should be specially
examined. B '

150. It should be seen in' particular that the transfer vouchers do
not include fictitious adjustments, e.g., (i) the debiting to a work of the
cost of materials not required or in excess of actual requirements; (ii) the
debiting to a particular work, for which funds are available, .of the value
of mzterials intended to be utilized on another work for which no funds
are available; and- (iii) the writing back of the value of materials used on
a. work to avoid excess outlay over appropriation, ectc. .

151, It should also be seen that all periodical transfer transactions,
e.g., those relating to the adjustment of departmental charges are prepared
and incorporated in the accounts regularly and in time,

152. In the case of stores issued by the Army etc. to M.E.S. and
vice versa, the following procedure will be followed: —

1. Stores issued by Army, Air Force and Navy to M.ES.

“‘The L.A.O. of the issuing Army etc. unit or formation will send a
copy of the voucher to the R.A.O. responsible for the audit of the M.Y.5.
formation and obtain his acknowledgment. The local audit staff while
auditing the accounts of the M.ES. formation concerned will verify that
the cost of stores has been properly adjusted in the M.E.S. accounts and
that the stores received for stock have been duly: brought on charge, It
will also be seen that an effective check is exercised by the Unit Accountant
to ensure that all stores received by the' M.ES, from Army formations are
properly adjusted. e o

i,
L

e

¥

Poasdlsn S




46 |
11. Stoves issued by the M.ES. to Army, Air Force and Nauy

" The local audit staff will verify that the Unit Accountant has on re-
cord acknowledgments of the Army etc. L.A.O., in respect of the issue
vouchers scheduled to that officer, for stores supplied to the Army etc.
formations from the M.E.S. .

. The correctness of the adjustments made in the M.E.S. accounts in
respect of (I) and (1) above will be test cheeked based on one month’s
transactions in a half year. :

- Register -of Buildings

153, Tt will be verified whether amendments have been made to this
Register- in vegard to all new works (including additions. and alterations
to existing buildings except as stated in para 225 et seq MES Regulations)
in respect of which completion reports have been rendered during the
quarter. For this, purpose, the record of the corrections kept by the Unit
Accountant in a fly leaf of the Register will be compared with the state-
ment of works etc. in respect of which completion reports have been re-
ceived from the G.E.

10% of all the amendments to this Register issued since last audit
will be checked with the relevant original records to sec that they were
correctly prepared. Thereafter these amendments will be traced into the
Register of Buildings to verify that the entries in the Register have been
duly corrected. ! :

" Notrg.—In the case of works (completed during the quacter) which -affect the capital
cost of E/M -installations it should be seen that necessary amendments have also been made to

the Plant Record Book of the installation concerned. The percentage veferred to above
does not,apply to amendments to ‘Plant Record Books. !

Suspense Register

#7154, The Register- of Suspense Accounts (Deposits and M.E.S.
Advanceés) will 'be checked with the original bills and transfer vouchers
etc., relating to heads “T-—Deposits” and “G—M.E.S. Advances” and the
construction accounts as regards deposit works, and it will be seen that
the register has been correctly posted, and that the balances are arith-
matically-eorrect. :

155. Tdhe'D_epositf Register will be scrutinised with special reference

to the following points:-—

(i) The register should contain full particulars of the transactions to
admit of action being taken for final adjustment.

(it) It will be seenthat any amount which should have been finally
adjusted by: credit to some service head has not béen placed under deposit.

© (iii} Deposits over 3 years old (excluding the year of deposit) are cre-
dited to revenue and that balances of a rupee .or fraction of a rupee arc¢
not taken to a subsequent . vear’s ~register but are credited to revenue

during the year then closing. In the case of original deposits not exceed-
i}gg;one;‘mpe‘e,_itfshould‘pe_s;en that_such .deposits_are credited to reve-
nue after they have been . ontstanding for one whole account year. (Para

583, ‘Regulations for the M.E.S. refer). oo

<
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(iv) In the case of deposit works it should be seen that debits do not
exceed credits and that when outlay on deposit works exceeds the amount
deposited; the excess is transferred to head “G—M.E.S. Advances” to watch
recovery thercof. When on completion of a work, the balance.of deposit
is refunded the refund should be treated as minus realisation and posted
as minus credit. (Para 565 Regulations for the M.E.S. refers). )

(v) In cases where an amount previously credited to revenue [vide
item (iii) above] is refunded under proper sanction, it- should be seen
that a note is invariably madé against the original entry to avoid alsecond
claim for refund being made on the same account. This also appliés “to’
cases where a sum due to a contractor and held in deposit ion closed ac-
countsts ultimately paid to the contractor concerned. ; v

156. The Register of M.E.S. Advances will be sdutinise& fo :,:vse'e—~—':

(i) that, except as specified in para 279 M.E.S. Regulations no expen-
diture has been debitéd to head “M.E.S. Advances’.on the ground of
absence or insufficiency of sanctions or allotments and that no item has
been included which was eventually debitable to a budget head or'to a
department; and )

(i1) that items relating to sales on credit are not allowed to remain
outstanding for an unduly long time and that departmental .charges have
been correctly levied in the case of such sales, where necessary. (Para 796
et seq., MLE.S. Regulations refers.) '

‘157. All minus items should be traced to their original s‘oAu:, and
the circumstances leading to minus outstanding should be carefully investi-
gated to verify that no financial irregularity is involved. .

158, The total of the monthly transactions (both debits and credits)
as shown in the Deposits and M.E.S. Advances Registers should be com-
pared with the Abstract of Receipts and Charges and Punching Medium
to verify that the totals in both rhe documents agree. o o

159. The review of suspense balances should be checked with the
registers and other rccords and it should be seen that it has been correctly
prepared and that the balances are correctly shown. ; Ldierip 59

-160. In general it will be seen that full particulars of each item:are
given so that the clearance thereof can be watched independently. It -is
not sufficient to see that the -balances carried forward from menth to
month are correct, it is an important function of audit to see.that the
balance relgting to each individual item, work, or job, is kept, disfingt,
and. correct and that balances of several items relating to eac héaéin k
account make up the aggregate balance recorded thereunder. y‘ffenwmf

the expiry: of a year a new- register is opened, it should be seen that the,

balances have been correctly carried forward with correct particulgps and

that adjustments, made in the March fmal and Supplementary Accounts
e vy = PO Ry = : L Giray 3t

have beén tiken iMwd account. ¢ f o el DML AR

161. In reviewing the balances it should be particularly séénhat no
item‘remains 0nadjusted lpnger tham’is reasonably uecessary for bringing
about its clearance.inthe ordimary-coursé with due regasd:to d&hé: rules

applicable to each case. Delays in adjustment should ordinarily form the’
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subject of an enguiry through the objection statement but special cases may

~be taken up with the G.E. by correspondence also, and when the delays

become serious, or the G.E.’s replies to audit enquiries indicate that ade-
quate action is not being taken towards clearance, the matter should be
reported to the C.D.A.

Register of Losses

162, The register of losses will be checked with the loss statements
and expense vouchers in the possession of the Unit Accountant and it
will be seen—

(i) that the amounts of losses as shown in the loss statements and
expense vouchers have been calculated at the correct rate, i.e., at the stock
book rates in the case of stores, furniture and at the capital cost shown
in the Register of Buildings in the case of losses of buildings;

Norg.—The demolition of buildings (oher than surplus buildings) before the expiry of their
nermal life by reason of structural defects, ete.. represents a ‘real loss” and the unexpired value
of auch buildings should, therefore, be included in Register of Losses.

(ii) that the loss statements and expense vouchers have been properly
adjusted in the ledger accounts of the articles concerned;

(iii) that losses etc., which have not been regularised under the sanc-
tion of the competent authority have been included by the Unit Account-
ant in his objection statement; and g

(iv) that all losses due to theft, fraud or neglect and those of unusual
occurrence have been properly dealt with under the rules in the Financial
Regulations for the Defence Services and that losses sanctioned are within
the financial powers of the sanctioning authority.

Loss statements and expense vouchers relating to furniture articles
will be traced into the Register of Losses with a view to ensuring that all
of them have been entered therein to watch the receipt of sanctioned
copies. Cases of old outstanding loss statements and expense vouchers
will be commented upon. :

Objection Statements (0.1.5.)

163. The Unit Accountant’s objection statement on the accounts of
the month under review will be checked to see that all items of objection-
able outlay pertaining to the accounts of that month have been recorded
therein under appropriate heads in accordance with the detailed instruc-
tions given in para 310 of the M.E.S. Accountants Manual.

It should be verified that all items of irregular outlay, i.e., expendi-
ture incurred without administrative approval or technical sanction, or
in excess of administrative approval or technical sanction, expenditure
incurred without appropriation or excess over appropriation and out-
standings against contractors, etc.,, which come to notice as a result of

“the checking of the construction accounts and other registers have been

brought out by the Unit Accountant in the objection statement.

It will also be seen that the objection statement is self-contained
ar_xd up-to-date, i.e., it includes all items of previous statements which
still remain unadjusted. 0 o]

"The “General Abstract” referred to-in para 312, M.E.S. Accountants
Manual prepared by the Unit Accountant should be checked and initial-
led. ; ‘ »

-

B
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Reverniie Accounts

Licence fee Assessment Ledger (I.LA.F.W. 2239} ‘["Pdm 682
M.E.S. Regulation refers] il e s

164. It will be seen—

(i) that the capital cost of residential buildings as entered in the
Register of Buildings agrees with that shown in the licence fee Assess-
ment Ledger and that the cost of such items as compound walls, fences,
out-houses etc., has been taken into account; : ‘ ‘

(iiy that all ‘buildings for which licence fee is  leviable whether
Government owned, hired, leased or -appropriated, have been-shown in
the Ledger and that squash racquet courts and tennis courts are shown
separately; and e

(iii) that the assessed licence fee of accommodation, internal electric
installation and furniture in respect of each building entered in the
ledger has been calculated on the capital cost, and sanctioned by . the
competent authority in accordance with the rules contained in paras_ 9,
11, 12 and 235 of AR.I Quarters and Rents. i :

Note 1.—The checks referred to at items (¢) and (77) above will be exercised in the course
of the first visit to the G.E.’s office after 1st April with reference to all the residential buildings
in the station. Thereafter: the check will be confined to new cases of oceupation as indicated
in the change statements (i.c., ocoupation returns) received during the half year. - .. .- ‘

Nore 2.—~The check referred to at item (¢i7) above will be exercised with reference to ;,!gggg;;
ment or reassessment statements relating to cases of additions and alterations affecting capital
values made during the half year. For this purpose the following documents should be consulted—

(a) Duplicate copies of completion reports,
(b) Requisitions involving additions and alterations received direct from the C.D.A’s office.

{¢} Quarterly amendments to Register of Buildings and referred to in para 383 M.E.S. regu-
Iations. i o

165. When a part of a building is licensed or where a building is
suh-divided into two or more parts some or all of which are licensed to
different occupants, it would be seen that the assessed licence fee of
cach tenement has been fixed in accordance with para 9(k), AR.L
Quarters and Rents and recorded separately in the licence fee Assessment
Ledger. It should also be seen in such cases that the capital value of the
portion(s) bears the same ratio to the capital cost of the building as the
area of the main rooms of the portion(s) bears to that of the main
rooms of the whole building. ) -

166. In the case of additions and alterations affecting the ~-capital
value of residential buildings (as noted in the Register of ‘Buildings) it
should be seen that the assessed licence fee is revised with effect From
the date on which the works were completed. The adjustment of licencé
fee as a result of difference between the completion cost as known and
taken into account at the time of completion and that on the closin
of the accounts should be carried out later on. It should also be ensure
that when a building already occupied is “subsequently “electrified,
licence fee for te electrial installation is assessed from the date on
which the installation is passed fit for use and the supply . of current.wa
available.. (Para 682, Regulations for the M.E.S. refers,).
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‘The Licence Yee Assessment Ledger will be scrutinised to see
that all calculations are correct, that it contains the dated initials of the
G.E. against each assessment or re-assessment, that the- Unit Accountant
has recorded in the Ledger annually a certificate to the effect that the
capital costs of the buildings as shown therein agree with the costs shown
in the Register of Buildings as corrected up-to-date, and that licence fees
of buildings have in all cases been revised where necessary and intimated
to the Unit Accountant.B/S.O. It will also be verified that the lists of
assessments and re-assessments furnished by the Unit Accountant G.E.
to the Unit Accountant B/S.0. agree with the assessed licence fee shown
in the licence fee Assessment Ledger. A mote of all such lists will be
taken by the Local Audit Staff for the check of Revenue Ledger main-
tained by the Unit Accountant B/S.O. 7

168. The Revenue Ledger will be compared with the Lists of Assessed
Licence Fee referred to in the preceding paragraph in order to verity
that all buildings, squash racquet and tennis courts shown in the above
list have been entered in the Revenue Ledger and that the assessed
licence fee shown therein agree with those shown in the list furnished
by the Unit Accountant G.E. In cases where a building is actually oc-
cupied prior to the closing of the accounis of -expenditure on its con-
structios, acquisition or equipment the assessed licence fee is required
to be fixed provisionally vide para 682 M.L.S. Regulations and should
be shown as such by the Unit Accountant G.E. in the licence fee assess-
ment statement. In such cases it should be seen that the Unit Accountant
B/S.O. has used the word “Provisional” against the assessed licence fee
shown in the Revenue Ledger, and that the provisional assessment has
been worked out as accurately as possible taking into account the. re-
corded expenditure as well as the full liabilities. In such cases it will
also be seen that provisional assessment is revised on the final closing of
the accounts. If the variation between provisional and final assessment
is 5% or less, it will be seen that it has been given effect from the date,
the accounts are closed and in case of the variation being more than 5%
the final assessment is given retrospective effect from the date of occupa-
tion. This procedure will also apply to additions and alterations affect-
ing the capital value of the buildings vide para 166. ' ,

Occupation Returns

169. The general completion of the return should be checked to see—
(t) ‘that 'thje'Temm is rendered on the proper form:

F (i) that’ the description of the buildings is “correctly given in the
form and that it tallies with the description in the Revenue Ledgers and/
or Register of Buildings maintained by B/S.O. under para .50 of re-
vised Barrack “Services “Memorandum. |

(if) that. the ‘return is signed by- the authority responsible for the
submission; and, - . .. - © A oot

. (iv) that the relevant cdlumris» of the returns are: properly filled in.

the ‘gccupation - yeturns: — . : g
. {irThere is no undue delay ‘betweén the date of allotment and ‘the

date 1ob-occupation. M the accommodation is not ~occupied and the allot-
ment is not formally eancelled by the Station Comtiander, ‘ensure‘that the

Y The ;."f;og(;wingj’péin,ts §hou1d he Ioéaked‘ into —whenfserutini'sing
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hat peﬂod or that the sanction is’ renewed;f'
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(vii)'When accommodation is allotted for cinemas, a contract agree-

ment on the proper form has been executed with the highest bidder. It

should be seen that the rate of licence fee accepted is not less than the
assessed licence fee of the buildings including furniture and fixtures,
where supplied by Government, It should also be verified that licence
fee for electric fans, fixtures and/or furniture used by the cinema con-
tractor are charged for at the rates of hire prescribed in the ML.E.S.
Regulations in addition to the amount of the licence fee of building,
if they are installed subsequent to the issue of notice of tender for the
lease. In cases where the fans, fixtures and/or furniture existed before
the issue of tender notice, it should be ensured that the notice of tender
contained a clause regarding mnon-recovery of hire charges for these
items separately. In the case of buildings used as dairies run by con-
tractors exclusively for the benefit of troops it should be verified that

~ licence fee for internal electric installation has been charged in addition

to the licence fee laid down in para 19(b)(i), A.R.I. Quarters and Rents.

(viii) When accommodation is allotted to officiating non-gazetted
incumbents of Ordnance and Clothing Factories and the Ordnance
Inspection Section it has been verified by reference to the C.D.A. (Fac-

‘tories) that they hold substantive appointments specified in para 1),

A.R.I. Quarters and Rents in which cases they are entitled to licence
fee free quarters.

. . (ix) When accommodation is allotted to non-gazetted technical
officers of the Ordnance and Clothing Factories or Ordnance Inspection
Section appointed to officiate in gazetted appointments, both the sub-
stantive and officiating pay are noted in the occupation return, so that
licence fee payable may be calculated in accordance with the rules in
para 13(3)- AR.I. Quarters and Rents. )

{x) When a military building is allotted for use as an institute for
a body of soldiers. belonging to a unit, corps or service- under para 19(c),
ARI Quarters and Rents reference is quoted to the sanction of the
Area Commander for the use of the building for such purposes, that no
extra expense is involved in the adaptation or maintenance of building

“anid. that it is stated in the occupation return whether' the institute is

run by the Unit, corps or service as the case may be, or by a contractor.

171. As regards scale of accommodation the following important
chiecks will be exercised: —

(a) it: will be seen that no individual (except for valid reason) has
been allotted accommodation in excess of the scale to which he is entitled
under regulations or superior to that authorised for his rank or ap-
pointment. Tf superior quarters or €xcess accommodation are allotted at
the request of the occupant, it should be verified that the fact has been
noted in the Revenue Ledger and that the increase rate of licence fee
has been charged. '

(b) When an' individual is allotted accommodation inferior to his
rank it should be seen that sufficient reasons for not allotting full ac-
commodation have' been recorded. - ; ik

(6) Accommodation allotted to contractors for use as institutes suGui
$e checked in order to verifv that lcence fee has been recovered for any

toom or rooms which have been occupied by contractors ‘but which do
not form part of an institute.

E
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172. In the case of vacation of quarters, the following checks will be
exercised : —

(a) It will be verified from the Revenue Ledger that an intimation of
the occupation of building by the‘person reported as vacating. it was duly
given in the first instance and noted in the Revenue Ledger.

(b) The cause of vacation should be looked for. If a building is
vacated for reasons other than transfer, vacation of appointment, etc, and
sufficient reasons are not forthcoming in support of the vacation of the
quarter by an individual who is required under rule to occupy Govern-
ment quarters, it should be verified that action has been taken under
para 6(a), AR.I. Quarters .and Rents as indicated below:— ;

(i) Officers in receipt of lodging allowance and others—Licence
continued to-be issued. 5

(ity Officers not n receipt of lodging allowance and others—Licence
fee is continued to be claimed. i

(iii) Individuals entitled to free quarters—The C.D.A. concerned has
been informed that claims for compensation in lieu of quarters are not to
be authorised. ‘

If action as indicated above has not been taken by the Unit Account-
ant due to a disagreement between him and the executive authorities, it
should be verified that the Umit Accountant has reported the full facts o
the case to the R.A.O./C.D.A. and obtained his orders. -

If a building is vacated by an officer proceeding to practice camps,
etc. for a period not extending beyond $ months, it should be verified that
lodging allowance has not been admitted to the officer in such cases.

(c) In the case of vacation of quarters for reasons of transfer or vaca-

tion of -appointment it should be seen that the quargers are reallotted to

the successor of ‘the officer vacating the quarter or to some other officer
in order to save Government from loss.’

(d) If a building is vacated before the end of a month by an indivi-
dual other than that who is entitled to be housed by the State, it should
be verified that (except as stated in clause I of para 6(a), A.R.I. Quarters
and Rents) licence fee has been charged from the individual vacating it,
up to the end of the calendar month in which vacated or up to the date
of the re-allotment of the building whichever is earlier. ‘It should be
particularly seen that re-allotment of the vacated building in such cases
does not involve loss of revenue by the vacation of another quarter in
the same station. : - '

(e) If a building leased out to a private person not in Government
employ is vacated, it should be scen that proper notice for vacating the
quarters as rcquited under the agreement has been received from the
tenant in time. 1f no such notice has been received it should be verified
whether the amount due from the tenant in lieu of notice in accordance
with the terms of his agreement has been recovered.

173. The following independent check should be carried out to verify

-the "accuracy of the occupation returns:-—

(i) Date of occupation etc., of a few buildings should be verified by
reference to station orders etc: and these should be consulted for this

“purpose at the time of the check of the occupation return.

(if) The occupation return should be compared with the returns of
recoveries for water and electricity rendered by the executive authérities.
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‘3‘“; {¥74, Sanctions accorded by the administrative authorities:to .the revi-
sion and reduction of licence fee except those under paras- 22(b) and
22(bb), - A.Rilit Quarters and Rents are checked in full. by the Unit Ac-
countant from the records in his possession with the exception of rates
of pay which' are ‘to be verified by him by a reference fo; Accounts

Offices concerned. The prescribed check will also be exercised by the

‘Local Audit staff at the time of their periodical visit to G.Es offices.

; Annual Occupation Returns

1175. The Annual Occupation Returns will be checked in the follow-
ing manner: — ,, : W :

(a) See that ‘the return has been properly prepared.
o . . . - A ey

; (h) The return includes all the buildings main or subsidiary such
as garages and those “used for the accommodation of unauthorised
followers etc., under para 143) () A.R.I Quarters and Rents, squash
racquet and teBnis courts shown -in the register of buildings (except those
in active occupation of [ Units according to scale of accommodation defi-
nitely authorised by Government) and also buildings hired by- Govern-
ment.; ) tonog » P
Je ) A comparison hetween the annual occupation returns and con-
‘sumers’ ledgers and returns of recoveries for water and electricity should
be made to see that buildings in respect of which charges for water and
electricity have been.made are duly shown as occupied in the occupation
return. i : i )

 (dy The particulars shown in this return should be compared with
those, noted , in, the RevgnucLedgq‘ except in the case of personne]l en-
titled: to. licence, fee free accommodation where the particulars will be
.compared with .the nitial occupation return. Cases in which the two docu-
ments do 1ot agree should be pointed out in the Local Audit Report.
on  veturn should be fully andited with regard to the points

pi No'r;si;—f]?he:annual; occupati
mentioned in para 170 above.
o  Revenue Ledgers (I.A.F.W. 2240)

© 176.. From. the occupation returns and returns of recoveries (clectric
“and-water) the postings in the Revenue Ledger should be checked to see
thag all the required information has been correctly transcribed in the
ledger, that the assessment side of the Revenue Ledger has been correctly
completed and that all licence fee bills have been proverly prepared and
.issued promptly in all cases in. which any charges are revoverable. The
correctness of the totals in column 15 of the ledger should be verified. The
; column 16) of the Revenue Ledger will be checked with

vecovery side (i.e. 16) of t even
“the top lists received in asknowledgement of the- licence fee bills from

the. C.D.A. or accepted rent bills in othet cases in the ‘possession of Unit

Accountant B/S.0. or with the ‘lists"of cash recoveries and’ Head I State-
ment (Treasury Reccipts) furnished by ‘the Unit Accountant G.E. and it
will be seen that the totals in the ledger.are arithmetically correct, that the
recoverics made agree with  the assessments, that there are no old out-
standings  and, thag all amounts over due for a month havé been shown
‘by 'the Unijt Accountant ‘as- outstanding in the monthly O.1.S."and ade-
“quate” action taken for:their recovery: It' will be particularly seen that
anv undue delay in the receipt of acknéwledgements ‘has been reported
“bv.the Unit “Accountant  to the CDA. fot necessary investigation and
It stfative action. e e T

Ll
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177. The Revenue Ledgers will be audited particularly with reference
to the following points: —

(i) The amounts of licence fees and other charges, e.g., licence fee

of internal electrical installation (where recoverable separately), hire of .

furniture, hire of fans, charges for water and electricity and service taxes,
if any, have been calculated in accordance with the rules on the subject
as contained in the various Regulations and orders, issued from time to
time.

(ii) Proper action is being taken to clear all outstandings.

(iif) If no entries appear in the revenue ledger in respect of a build-
ing during any period it should be seen that the word “Vacant” is entered
against the period in question.

(iv) In the case of an officer who halts at a station where there is no
hotel or military inspection bungalow, either for duty at that station or
on the way to duty at another station, and occupies a military building,
the recovery of licence fee if due will be made on the basis of 24 hours
constituting a day. It should be seen that this concession is not admitted
if the period of occupation exceeds 168 consecutive hours [para 6(c)(i),
A.R.I Quarters and Rents].

(v) The charging of licence fee etc., for buildings for which licence
fee is leviable, occupied prior to closing the accounts of expenditure on
their construction, acquisition or equipment should not be deferred until
the accounts of the expenditure are finally closed. In such cases it should
be seen that provisional licence fee as fixed by the G.E. has been recovered
from the date of occupation and that difference, if any, between the pro-
visional and final assessments has been subsequently ‘adjusted (para 682
M.E.S. Regulation). :

gvi) In the case of quarters occupied by re-employed pensioners it
should be verified that recovery of licence fee has been made with refer-
ence to the total emoluments including the amount of pension [para
13(g) A.R.I. Quarters and Rents]. ‘

(vii) In the case of buildings occupied by private persons (including
pensioners and regimental contractors), it should be seen that recovery of
licence fee is made monthly in advance and an additional one month’s
licence fee which will be treated as deposit has been recovered and that
the market rate of rent is charged if this is higher than the assessed licence
fee [para 694 M.ES. Regulations and para 14(b), A.R.I. Quarters and
Rents refer].

(viii) In the case of military buildings occupied licence fee free under
the orders of the Area Commander as Post and Telegraph Office and
residential accommodation of the officers in charge of those offices, it
should be seen that licence fee of electrical installation has been recover-
ed. (Para 18 A.R.I. Quarters and Rents).

(ix) In cases where ‘internal electrical installation has been fitted in

tents supplied to officers etc., it should be seen that licence fee has been .

recovered at 10% of the capital cost of the installation.

(x) In cases where Government buildings or parts thereof have been
let to private individuals or are being used for purposes of cinema exhibi-
tions, it should be -verified whether insurance has been effected on such
buildings in accordance with the rules contained in para 637 M.E.S.
Regulations.

L/P(N)4ACGDA—5
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(xi) (a) In the case of quarters occupied by Govt. servants drawing
pay in the revised scale and whose emoluments are léss than Rs. 220 per.
month, licence fee is charged on the basis of assessed Ticence fee or 759
of their emoluments whichever is less. In case: of persons in- recelpt of
salary''of Rs. 220 .and dbove, the recovery of ‘licence fee will be at the
rate of 10% ‘of their emolumenm or assessed licence fee, whichever is less,
subllect to the proviso that the net salary after deduction of licence fee
shall not be less than Rs. 202.55. :

(b) Licence fee in respect of each Regimental Shop (such as tailor,
bootmaker, barbar, dhobi, fruit, vegetable, grocer, halwai, general stores
and fish etc)) from the contractor /petty contractor and Umts and forma-
tions, if the regimental shops’ are run under’ their own arrangements has
been recovered at the ﬁollowmg rates: — ' '

(7,) Where the floor area is 120 s8q. ft., subject to the limitation of 150 Rs 1. 50 p: m.
s8q. ft. at the discretion of the 0.C. Unit, and above 150 5q ft.
with sanction of next higher: administrative authority, if it is not i
admlmstratlvely feasible to restrict. to the authorised scale of 120

Sq t(

- (it) where additional area ovér and above the floor area of 120-8¢. At assessed licencé’ fee
ft. is allotted to a contractor at his own request, subject to: or market rent which-
the condition that the accommodation in question eamlot be ever is higher, vide
used for other authorised purposes. 1 ‘Pars, 14(b) ‘Qrs. &

; , G i Rents.” s

NOTE.——Thls Wlll not apply in the ease of regimental shops at the IMA, Dehradun, NDA
Khidakvashla OTS Madras and Army Cddet College, Poona where assessed licence fee will be
oharged in aocordance with AHQ No. 58050/MT 6 dated 4th Jan 1971 :

(xu) In ‘the case of accommodation occupled by the ‘Military Farm
Bakeries and the Ordnance and Clothing Factories, it:should be seen
that a bill showing the total capital value of the bu11d1ngs occupied. in-
cluding quarters (other than officers) occupied by individuals entitled to
licence fee free quarters, the rate at which licence fee. is assessed and the
total amount of rent has been sent to the formation concerned. (Para 287,
M.E.S. Standing Orders refers). The correctness of the bills will be veri-
fied and it will be scen that an accepted copy of the blll is on record in
the B/S.0.’s office.

u§ iii) In cases of vacatmn of quarters. before the end of a month 1t.
sho d be seen that action has been taken to effect recovery of licence

tce and -other char; éges for the broken periods, or if the officer has been

transferred, to send an intimation through the C.D.A. to the Accounts
Officer concerned. ; o

(x1v) ‘The Local Audlt Staff sheuld verlfy that llcence fee is recovered
for all squash racquet and tennis courts shown:in'the Revenue Ledger
irrespective of whether they have been allotted to individuals entitled to -
free accommodation or not. If in any case no licence fee “is recovered, it
should be ascertained whether the building to which the court is attached
is. occupied or vacant, and if occupied reasons for the NOI-LECONEYy: of -
licence fee for the court should be- lnvestlgated 2 ;

(xv) In the case of hired bulldmgs-—- e

‘ (a) the perlods during. - whlch a. hlred re51dence remamed ‘vacant.
Dhould -be ‘ascertained  and enquiries made as :to whether the, resu‘lence'
could not be given up to avoid loss to the State; T

’
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{b) the justification for continued hiring should be generally reviewed
sl reterence to the available ‘Government  owned accommodation;

(c) When any of the residences hired for a particular class of indivi-
Guals entitled to demand quarters from Governiment, ceases to be required
Lor such an individual, it should be seen that it is given up at the éarijest
opportunity and-1s not continued to be hired for allotment to anhother

warvidual not so entitled to be supplied with accommodation, patticularly

when such an allotment involves loss to the State.

(xvi) Entries in the Revenue Ledgers may be verified with reference
to the list of issues of ‘Lools and Piant on: hire with hire charges shown -
weicin prepared by the G.E. and forwarded to the Unit Accountant B i
s>.u. atter check by the Unit Accountant G.E.

(xvii) The allocation of receipts should be checked to see ‘that they
have been correctly” classified and that no item of receipt which should
under rules be treated as ‘‘deductions from expenditure” is credited to
Kevenue or vice versa. 5 S

(xviii) Any suspension of allotment of accommodation or a pro-
portionate remission of licence fee on the ground that the ‘accommodation
1s wholly or partially uninhabitable during a certain part ot the year on
account of climatic reasons should be challenged in audit. The rule in
para 3(d) (iii) and 22(a) of A.R.L Quarters and . Rents; does not confer
on local authorities powers for such suspension of allotment or remission -
of licence fee, T ; e ; ; %

(xix) In auditing the revenue accounts in respect of accommodation
ailotted to Service Officers the orderscontained in A.O. 5/S of 48 and
AL 10/8 of 50 (as amended) will be kept in view by the Local Audit
staff, - : ' ‘ ‘ ) ' :

" Water and Electricity charges

178. From the -contracts in force during the period covered by local
audit, a list should be made out of works for which according to the
germs of the agreements, water was required to be supplied on payment -
to contractors. The account of consumption of water for these works
should be traced in the consumers’ ledger and it should be verified that
the amounts recoverable have in all cases been debited ‘by means -of
transfer vouchers to the contractors. In cases where water is either sup- -
plied free to a contractor with reference to his agreement of is. issued
to a work executed departmentally, it should be verified that the cost
has been assessed by the G.E. and ‘debited direct to the work concerned. "

179. In the case of electric energy used in Military buildings occupied
by Units, it should be ascertained whether the unit has installed electrifi-
cation at unit expense in the whole of its lines or only in a part of the
lines. If the lines have been wholly electrified, the unit will be entitled
to a free supply of energy and will cease to be entitled to issues of lamps,
oil, wick, etc. If, however, a part of its lines is electrified, the unit will be
entitled to a frec-supply of clectric energy for the electrified part but will
receive a proportionately lower issue of -lamps, oil, wick etc. It should be
verified by reference to the Unit’s accounts that the unit does not draw
oil Jamp and wick -in the former case and does not receive these articles on -
full scale in the latter case. It should further be seen that in either of
the two cases stated above; charges for electric energy be used for unautho-
rised appliances have been recovered from the unit (Paras 773 and 774),
Regulations for the M.E.S. and para 32, AR.IL Quarters and Rents refer).

L/P(N)4GDA—5a
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180. In the case of private consumers, it should be seen that bills are
prepared and sent promptly; that recoveries are effected regularly; and
that adequate action is being taken for the adjustment of outstandings.

181. In the case of Electric Energy supplied to paying consumers for
Power purposes, it should be seen that charges for such consumptions
have been correctly made at the appropriate rates in force at the time
of supply of Electric Energy.

In so far as power supply to Private consumers is -concerned, it
should also be seen that sanction of the Area Commander to the provi-
sion of Power Connection exists.

182. In the case of electric energy supplied for refrigerators and
electric kettles in Lady Nurse’s quarters it should be seen that climbing
totals of meter readings are intimated monthly to Senior Lady Nurse
by the B/S.0. and that at the end of the year all consumption in excess

of the free allowance is charged for (Note under para 33, A.R.L Quarters
and Rents refers.)

Returns of Recoveries

'183. Any delay in the submission of returns of recoveries (water and
electricity) to the Unit Accountant by the due dates should be brought to
notice of the B/S.0./G.E. and if necessary of the C.W.E.

Refunds

184. In the case of a refund or remission, it should be seen that a
note against the original recovery has been made by the Unit Accountant
B/S.0. to avoid a double or erroneous claim. Any acknowledgement
previously granted by the M.ES. executive will be taken back and
destroyed by the Unit Accountant and a note of Te-payment made on »
the counterfoil of the original receipt.

185. Unit Accountants B/S.O. are required to keep the office copies
of all refund bills in a separate file bearing separate consecutive serial
numbers prefixed by a distinctive mark “Refund”. The R.A:Q. at the
time of his periodical visit to the formation will post audit these refund
bills to the extent of one month’s bills in a gquarter to see that no
erroneous or inaccurate refunds have been authorised that acknowledge-
ments or duplicate copies thereof as the case may be, are on record with
the Unit Accountant.

Workshops
Register of Work Orders

186. In checking this Register it should be seen that the classification
of work orders e.g., work orders for M.E.S., work for other Government
Military Department, etc., is -correct and that for all orders, estimates
have been sanctioned and work orders accepted by the demanding officer.
In the case of jobs undertaken for private persons and works chargeable
to Regimental Funds it should be seen that sufficient deposits have been
received and adjusted in the accounts.
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187. If jobs are shown as completed, completion cost should be
checked with the expenditure sheet and it should be seen from the
workshop account that the cost has been debited to the party concerned.
Outstanding should be investigated and pointed out in the local audit
report.

188. A comparison of the completion cost with the estimated amount
should be made to see that there is no wide variation. If a large variation
is detected, the daily sheets for the work should be checked with the
estimates of work (ILA.F.W. 2227) to find out that the variation is not
due to wrong allocation of any charge. In the case of savings also it
should be verified with reference to the estimate that there has been no
omission in raising debits for materials, labour or power, etc.

189, After the close of a year, the Register of Work Orders should
again be reviewed to see that recoveries have been effected in all cases
and that if there were any unfinished jobs on the 31st March, interim
bills for the expenditure incurred up to that date were adjusted in the
account by debit to.the parties concerned.

Daily Labour Sheet (I.A.F.W. 2236)

" Daily Material Sheet (I.A.F.W. 2235)
Daily Miscellaneous Charges Sheet (I.A.F.W. 2313)

190. These sheets should be checked with the original vouchers re-
ceived from the C.D.A. or those in possession of the Unit Accountant; it
being seen that all transactions have been accounted for against the correct
work order or overhead. In particular it should be seen that no item of
expenditure which should properly be treated as direct expenditure is
charged to overheads and the abstract of Receipts and Charges should be
consulted to see that all vouchers have been traced into the Daily Sheets.

Expenditure Sheets (I.A.F.W. 2230)

191. Expenditure sheets should be checked in detail to see—

(i) that the jobs were undertaken under proper authority;

(ii) that they were properly recorded in the register of work orders;
(iii) that the estimated cost is correct with reference to the estimate;

(iv) that all labour, materials and other miscellaneous charges per-
taining to them were properly brought forward from the daily sheets;

(v) that the monthly totals under the portion “daily expenditure” in
¢the expenditure sheets are arithmetically correct and that these totals
have been correctly carried to the summary;

(vi) that the progressive expendiure has not exceeded the estimated
amount. ‘
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202. The ledgers and accounts will be checked by the Unit Account-
ant to the extent laid down in Annexure “A” to Part I of this Manual
and any relevant instructions issued from time to time.

As a safeguard against omissions, the Unit Accountant will maintain
a list of accounts, registers and ledgers pertaining to each sub-division to
be audited by him. This list will be added to as and when a new account
, etc. is started but no item will be deleted from the list except by the Unit
Ne Y, 6Acc0untant who will personally satisfy himself that (i) the register, etc.,
L has been audited upto the date of closing and (ii) that balances if any,
/,f %j}?[‘,:‘: hﬁtvel.been carried forward to a new register which has been brought on
the list. o~/
oy r"[\:—‘% ?-‘ T (/’L )
&° -~ 203. The frequency of visits to S.D.Os, officers by the Unit Account-
L ;&%{, ant will be fixed by the C.D.A. having regard to the local conditions.
Pt 6,, < Normally the outstation S.D.O’s offices will be visited half yearly.
{ S
0o YR 904. Before commencing the local 2udit of 5.D.0s. accounts the Unit
‘ ] Accountant will submit a programmfe in triplicate through the G.E. and
Lo the RA.O. to the C.D.A. for apprgval. The R.A.O. while forwarding the
r , [yProgramme to the CD.A. will alsh intimate confidentially the particular
[ZoT A"Elonths’ accounts selected for defailed audit in respect of various ledgers !
; sub-division. The CD:A. will, after
copy of the programme to the Unit Ac-
to the R.A.O. concerned for information.<

@28 &' and registers maintained by ea
/ 9 & approval, return the dupljcat
countant and the triplicate

205. The relevant original vouchers will be forwarded to the Unit
Accountant by the C.D.A., on selection of the accounts for detailed audit.
They will be returned by the Unit Accountant soon after the audit is
completed. The selection of different months’ accounts of various ledgers
and registers for detailed check does not, however, imply that the activities
of the audit staff are to be confined, strictly to the accounts of the month
selected. If an irregularity is found which is likely to appear in another
month or if for any other reason the scrutiny of the accounts for months
other than the selected month is considered to be necessary or desirable, 4
the Unit Accountant should extend the scope of his audit or inspection
as may be deemed necessary.

206. All accounts and registers, ledgers, documents and vouchers, etc., §
which are audited will be enfaced “Audited”’, “Linked”, “Test Checked”,
“Objected to”, “Remarked on”, as the case may be. The Unit Accountant
and the auditors will affix their dated initials and designations to each of
these accounts in token of their having conducted that part of the exami-
nation, audit scrutiny or test check for which they are personally res-
ponsil:le. All marks and initials must be small and neat, care being taken
to avaid the obliteration of figures and other details entered in the exe-
cutive records.

2¢7. On the completion of audit, the auditor(s) concerned will ap-

nd 2 certificate to the office copy of the objection statement issued on
the accounts of each sub-division on the lines indicated below. This certi-
ficate should be examined by the Unit Accountant with the list of ac-
counts to be audited and will be countersigned by him. Before counter-
signing the certificate, the Unit Accountant will exercise such checks



Draft Amendment to MES Local Audit Manual, 1953 Edition
(Reprint 1973)

C.S. No. 38 of 1975
Parg 204—Para 204 is reconstructed as under:-—

“The Unit Accountant before commencing the local audit of the
local sub-divisional officer’s accounts, will submit a programme in
duplicate through the GE to the RAO for approval. The RAO will
return the duplicate copy of the programme duly approved to the
UA. In cases where visit to outstation sub-divisions is involved,
the programme will be submitted in triplicate through the GE
and RAO to the CDA for approval. The RAO while forwarding
the programme to the CDA will also intimate confidentially the
particular months accounts selected for detailed audit in respect
of various ledgers and registers maintained by each outstation sub-
division. The CDA will after approval return the duplicate copy

of the programme to the UA and the triplicate copy to the RAO
concerned for information.”

[Authority: —CGDA lettgr No. 18010/AT-S, dt. 14-2-75.]
‘ y # Approved.

DCGDA
3 Price: Inland Re. 0.10P.—-Foreign 3d or 4 cents.
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over the auditor’s work as will satisfy him that the audit has been effi-
ciently carried out and that he can take complete responsibility for the
audit done and for the statements made in the certificate.

Audit Certificate
1. Name of the sub-division.
2. Period of audit. »
3. Months' Accounts selected for full audit (vide selection orders
attached).
4. Date of audit.

Certified that: —

(i) The following accounts which are required to be audited have
been audited to the extent and in accordance with the instructions in

. the M.ESS. Local Audit Manual, and other orders issued from time to
:timC. .

Name of Registers or Accounts No. of Volumes Name of Auditor

(1) @ @)
5

yd

178 .
Nore—If a separate list of registers and accounts is attached to the certificate, the necessary
remarks to this effect should be given: in the certificate.

(ify All documents and vouchers_ etc., audited, test checked or scruti-
nised have been enfaced “Audited”, “Objected to”, “Test Checked”,
«Test Linked”, or “Remarked on”, as the case may be, and initialled.

(iii) Items outstanding on previous objection statement(s) have been
dealt with and the objection register has been completed up-to-date.

! I oy . »
m Signature of Aud‘iﬁ..{ — 7
Dated Signature of the Unit Accountant.

9208. Detailed instructions with regard to the raising and pursuing of
audit objections as a result of the local audit of store accounts are con-
tained in Appendix “B” to the A.L.A.M., Part T. They should be rigidly
followed.

209. The Unit Accountant will immediately bring. to the personal
notice of the R.A.O., by a special report, all cases in which: — *

(i) the prescribed accounts are non-existent or missing, or have not
been produced;

(ii) the accounts maintained by a sub-division are in an unsatisfac-
tory state;

(iii) the procedure adopted in maintaining the accounts is not in
conformity with that authorised in rules or standing orders.

210. The Unit Accountant will also submit to the C.D.A., throug’ \

the R.A.O., a progress report periodically as required by the latt’

showing the name(s) of the sub-division(s) the accounts of which h



t003

‘a—’-‘l -

/ ptes matically the totals leading up to the balances in the ledgers as presyg

i

i Verification of castings and closing and opening balances of store

the: end of the period under audit is correct, the total issues of.each

‘and-_the opening balance.: The accuracy of intermediate balances . need

64

beeti’ locally audited ‘during the period under report with ‘the following
particulars in each case:—
(i) the dates of commencement and conclusion of local audit;
(ii) the period of accounts locally . audited;
(iii) the date. of despatch of the objection statement; and

(iv) the general state of the accounts.

§

In the case of sub-divisions in which local audit is in progress and >

has not been ‘concluded during the period under report, the word “In
progress” will be entered against items (ii) to (iv). R '

i

[

211. Detailed instructions regarding the local audit of 5.D.0s’ accounty
and registers are contained in the following paragraphs.

i accounts’

212. (a) Castings—It will be seen that an account of each article
maintained on a separate page in the store ledgers, the balance being
struck  aftéer each transaction. The Unit Accountant will check arith3

cribed' below.
(b) Closing Balances—To ensure that the final closing balance at 3

article will be struck and deducted from the aggregate total of’ receipts P

not _-be verified. A line ‘will be drawn neatly against the verified closing

‘balance of ‘each article in ledgers which will be initialed and dated in
ink or coloured pencil by the auditor, an additional initial being affixed
‘by him against every alteration to such balances. The closing balances

<Fall 4lso be stated in words and figures separately in the remarks column.

(c) Opening Balances—The last audited closing balances represent
the opening balances. Tt will be scen particularly that the last audited
balances have not been altered or erased since they were checked and

initialled.

ed el oBldd *Mateﬁa:ls 'Regi&ter
213. (a) Receipts
Credit, in respect of stores. received. from all sources will be .checked

in full into. the materials register by the Unit Accountant from the follow-
ing documents to ensure that thvewdescripti‘o‘n and quantity of stores pro-
cured ‘have béen correctly brought to account:— " e

(i) Paid bills.

(if) 1.D. Schedules.

(iiiy 1.5.D. London invoices.
(i'v)"v:‘I'Iidentfs'. ) o

(v) List of credit notes furnished ‘by the G.E. with reference to

.. sSection 23 of M.E.S. Accountants Manual. .~ 1 -

(viy Reteipt vouchers prepared by the M.ES. Officers (wﬁi‘ch are
-+ linked: with the consignor’s issue vouchers). AL R
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| AMTNDM T _TO M,m,sg ACCOUNTANTS *ANUAL 1952 TIITION (1373 roprint)
PAGE =64 = Add tho following as ‘PaL 1ng above para 212 and a

frash sra 212, 4

,."»

risitors Book of 4,78, Ipspecti m Bungalow -

\

2-.12 The unit Accountant w1ll chzck G‘“ visit ors Books maintainad.
'in M.7.2. Inepaction Bungalow and will =n=urs that th3 amounts
r2alisad are in accordancs wfm th3 rates o licanc2 32
oraseribad by th3 ¢, B, and that tha2s3 smmunts have bsen craditad
to Government and brought to seeount undarsth? r°v=nu° sub=haad
concernad. Tt will alsowb3 ansursd that “th3 instructions-containd
in "ulss for th3 occupation of 118 Insy sactisn Houses" (as ananﬁsd’),

igsuxd by th3 T-in.C are CO’""Dlle with,. Thls w:Lll bz chaeckad by |
tha U.A, to ths avtent of 100%

Sd/"‘ ;A-C -:ﬁ OAQ



(b) Issues TR
(i) Issue vouchers are prepated by the

total quantities of -all 'stores issued during the. period. ;and the amount
debitable to each project or each item of the project, as;the case may
be, will be shown, separately.. A copy.of the issue voucher;together with
the supporting receipted: indents will ;be .furnished to.the U.As. for ad-
justment, checking the materials -register and the “Statement of stores
issued” -attached to the final bill. The issue enfries:in the!materials: regis-
ter will' be completely traced ‘in the copies :6f indents thus received--and
castings and balances verified. The total issues: for the period entered. in
the materials register in respect of each article and checked as above will
be agreed with’ the sum total of ‘quantities*for 'each article shown"in the
corresponding issue vouchets. Issues will also''be traced: from thetrelevant:
indénts intounstamped “dated’ acknowledgements: taken from:- contractors
vide ‘pa VTS, 'R egalations. i 0F THHSTRGAE M. 7058 dlaiiniam siid

H

(i) Tssue rate as fixed by, the G.E. should. be checked and.jt should
be seen that they -are correctly noted .on . each page .of the -materials
register. : )

(iii) The special account® maintained with reference to Para 774
M.ES. Regulations showing the amount of stores actually received and

issued: for works should’ be linked with:the materials-register..

~ (iv} The quarit»i‘t‘éiivé.’stzitementi of materials remaining’ surf)lus; at
the close .of works prepared with reference to para.775 M.ES. Regula-
tions will be checked with the .corresponding balances. shown. in the
materials register. Ligibat st v b - s pn

"7 (v) Tt should be 1ty n ed
i 34 $ sEi P e + ZEITy I EE g A AREEN Y g S Y y o sspi
that 10" page ‘is missing, that there are 1o erasures or u uthorised altera-
tions ‘and .that the datés ‘against the initials to alterat u’”‘no’ft"suﬁs’e-"_

quent to the 'date of last audit. -

seén that pages of the register are ser

214. Tt should be seen that the limits up to which materials should
e éollected ‘have been prescribed and are not exceeded’ and that;’in cases
in which materials have been’ acquired for works mot /et sanctionéd; “the
sanction of ‘the authority competent to accord admimnistrative approval to
the work has been obtained for the acquisition of *stores. - E Sig

N ST S i B : ¥ b

- 2215, "The ‘register ‘should be generally reviewed to ascertaii thati—
(i) the ‘register is ctimined regulatly by, the G.E, ' .

. (ii). the-
have been certified to:be-in good: condition; ..  .::,

»artiC'les--hafge been, :checked within,j\;’tihe .kl_a,st 12 mgnthé» \ar{d

essarily, Items not

-_(iii) axgicles are not retained on the. account unnec
ted “upon, f : ally scrutinised;

onths or g\féf _should be sp

(i) the Tates -and profit or loss Va‘%e»\re—a;d]'ustéd péﬁe&iealiy 1o ensure
that - theitotal ‘of ‘the balances in the materials register-agrees with the

balances in the account and' the ldtter ‘agrees-as nearly -as. 'possible:with

the value of materials in hand, ¢ = -
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Materials Aacounts

~ 216: The materials accounts will be’ checked with the relevant
veuchers. The diserepancies, unless trifling, ‘will be neted and objected
to: Tt will also be seen that action is taken by the executive to clear the
liabilities, if any, in respect of stores which have been received for use

~on works, ‘but payment for which has not been made.

« : 217. Tt will be seen that materials accounts of completed works are

closed as soon as pofsible, If any stores are left in hand, it should be
ascertained what action has been taken for their disposal. :

218. The materials. accounts will be scrutinised to see if there are
any -cases-in which materials were purchased towards the close of a
financial: year (i.e., in the month of February or March). and debited to
the materials accounts apparently to utilise funds. If it is found that the
materials so purchased continued to remain on charge for prolonged
periods, the inference to be drawn is that purchases were made to avoid
Iapse of funds. Such transactions will be placed under objection.

Indents and Receipt Vouchers

219. All:indents: and veceipt vouchers. should be checked to the -extent
laid down in Annexure A to Part I of this Manual.

220 In the case of indents it should be seen that they have been
prepared and signed’ by the S.D.O. and receipt of the stores shown

~ therein has been acknowledged by the individual concerned to whom

37
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the stores have been issued, that they are priced at the correet rate, that
the caleulations are correct, that all alterations in quantities are attested,
that the stores have been correctly allotted to the works concerned and
‘that when stores are issued to contractors they are so shown on the indents
with the amounts recoverable and that the contractors’ acknowledgements |

for the stores exist. . , =

(Katés- tharggd o contractors. should be checked with the contract
agreements, it being seen-that in the case of stores, not provided for in |
the: contract, “the issue rates fixed for such. stores shall be the highest of |
the following rates : — : T ' = B

(a) Stock Book rate as on the date of the issue of the stores.

 {b) Market rate as on-the date of 3 Tec of tender. BLoye R
- (9 Rate deduced from the tendered rates in case of contracts based
on Bills of Quantities and Item Rate contracts, - |
(@) Rate in the M.ES. schedule adjusted by the contractor’s per- -
centage in case of contracts based on ML.E.S. Schedule of Rates”. - |

- 221, Receipt vouchers should also be checked arithmetically, it benng :
seen that they are prepared immediately on receipt of stores, that the
quantities, description ‘of stores and:- the source of supply shown on the¢
vouchers agree with ‘the particulars in _the- suppliers inveice and that ir
the ‘case ‘of direct ‘purchase by the ML.ES., the rates charged are correc
according to the order or agreement, if any. RE e s
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In the case of deficiencies in stores which may be found en their
receipt, it should be seen that they have been dealt with in accordance
with paras 317—326 of the M.E.S. Accountants Manual and that adequate
action is being taken for their final settlement.

Divisional Stock Registers

222. The postings of receipts in the stock registers will be checked
with: —

(i) Debit vouchers in respect of supplies made through the D.G,,
S. & D.

(ii) Cash vouchers for supplies paid from cash assighment or imprest.

\iii) Receipt vouchers prepared by the M.E.S. officer (which will be
linked with the consignor’s issue vouchers). ,

If original copies of receipt vouchers in the case of documents men-
tioned at items (i) and (ii) above have not been received by the time the
audit has been taken up, they should be linked on receipt and the ad-
justment of discrepancies noticed during the linking of the two sets of
docusaents watched through the objection statement.

The postings in the registers including balances from the last year
will be checked item by item with the previous registers and the above
mentioned vouchers, it being seen that the description and quantity of
material are the same as on the vouchers.

The responsibility for the collection of cens'ignee’s, receipts in
respect of LS.D. bills for 100% advance payments made by D.AG. (L
& §.) devolves on the Unit Accountant, whe will maintain a register for
the purpose and which will be seen during the local audit. It should
also be seen that in this register, 10% and 90% payments made by the
D.A.G. (I. & S.) are also recorded and linked by the Unit Accountant.

dssues

The issues will be checked with: —
(@) Stock indents and issue vouchers.

In the case of indents it will be seen that they have been prepared
and signed by the 8. D. O. and receipt of the stores shown ‘therein has
been acknowledged by the individual concerned to whom the stores
have been issued, that they are priced at the -correct rate, that the cal-
culations are correct, that all alterations in quantities are attested, that
the stores have been correctly allocated to the works concerned -and
that when the stores are issued to comtracters they are so shown en the
indents with the amount recoverable, that the contractors’ acknowledge-
ments for the stores have been received and linked. Rates chargeable to
contractors should be checked with the .contract agreement, it being seem
that in the case of stores not provided for in the .contract “the issue
rates fixed for such stores shall be the highest of the following rates: —

(a) Stock Book rate as on the date of the issue of the stores.
(b) Market rate as on the date of acceptance of tender.
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. ;Stores-in-ha@d Ledger .

w2225, The receipt column of the Jedger will "be “ehecked ~with' ‘the
original ‘copies of the indents (in possession of the U."A.)"in the case of
stores drawn-in ‘bulk from ‘mainténace 'stock; “with ‘the*demolitior: regis-
ter in the case of stores received from demolitions; ‘with ‘the original’ trans-
fer youchers or local purchase bills as regtrds = stores drawn_ from
mateiials’ registers of-another work ‘or'purchased, and from receipt vou-
chers in respect of stores obtained from M. E.'S. stores organisation, A’
regards issues the ledger will be checked with the sub--indents (L.A.F.W.
2305) and linked with the list of storcs submitted in support of muster
roils, temporary work charged personnel bills etc, for the services con-
cerned or log sheet or-MileageCard FAFZ-2212 (Revised ‘as the case may
be). -It will be:seen that the sub-indents specify’ the work ‘in ‘which the
materials: have -been:used. . .. < canoh vt wror o 2oaid

%

In the case of stores issued to a work ‘different from that to which
they were charged in the first instance, it will be verified that necessary
adjustment vouchers have;been . prepared and .adjusted in the accounts.

_Unit, Accountant  will  verify that, stores are, not held in excessive
quantities’and that the sanctioned monetary limit is not exceeded., If there
is any excess, it will be placed -under objection which required regularisa-
tion under the orders of the CWE.
priced at stock book rate:
para. 779", °

_“At present’a limit of Rs. 3,000 when

s at the end of each month has been fixed vide

E, 2261t wﬂl also bé;ﬁseen thét .itl‘lle":»G.'i:. haS‘:insngteds th’esé “ledger>
periodically rand has signed them in token ‘of ‘his having done so. + ' :
. If ‘there are any stores of which there have not been any issues. for
. considerable period, suggestions should -be..made for- their .transfer _to,
the stock or utilization elsewhere. . : o e LT, S

“J

Road Metal Regisier
227. ' The road metal-register will be checked -with the:original vouchers

on. ‘which' payments have been made for the. eollection: of road m
road’ surfacing materials etc., to-see that'all metal, €tc., paid for has be

brought on charge. The issues will be checked with 1."A."F. W. 2305. Tt

will be seen that LA.F. W. 2305 is approved and signed by the S.D.O.
and specifies the particular work. in' which: stores have been used. It
would also be linked with the list of stores attached to the muster roll or
other relevant-bill etc.; for the work:concerned, In casés-of surpluses or

deficieneies: found:as:a ;result-of : check *of -measurements:-it: wil] “be‘séen~
that - the -surplusésare brought to -account 'and : deficiencies~written: off -
~under. the orders -of competent authority. Any minus figures - should be:

pasticularly-examined -and traced to:their -origin:

£

U UL S0 - Demolition Register .. . .. ..
228. (a) Demolition register is the original record;of miaterials:
ed from demolitions. Entries in this register will be linked into the
demelition; statemerits -or- other sanctions :for: ‘demolition > on’ record

iniithe G.»Ei’s:office to verify  that sanctioned demolition" statements etc.’

exist :for. the -buildings: demolished. Credits. for: thaterials ‘obtained” from

demolition will be verified from demolition certificates attached: o bills®

obtain-
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into the demolition register with a view to verify the correctness of
demolition statements or other sanctions for demolition on record
the register have been disposed of and adjustment made in order to verify
that the value has been adjusted according to rules laid down in para
828, M. E. S. Regulations.

It will also be seen that each entry in the register is initialled by
the S. D. O. in charge of the sub-division.
Demolition Statement

(b) From the demolition statement it will be verified that the demoli-
tion has actually been carried out and materials accounted for. In the
case of buildings sold for demolition, the demolition statements will be
linked with the sale accounts, ’

Register of Authorised Furniture

229, The station register of authorised furniture (ILA.F.W. 1811)

will be chacked to see that the number of articles of each type shown

against the various units and formations does not exceed the authorised
scale laid down for units, etc., in the regulations and that the reserves
of furnitures held at the station are within the scales of reserves laid
down in Barrack and Hospital Schedule (India). This register will be
compared with the station furniture register in order to verify that
articles of approved pattern plus those of obsolescent pattern on charge
to make up deficiencies, do not exceed in number the authorised scales.
It will also be seen that the articles supplied as free gifts by the Red
Cross Society to Military Hospitals and their capital value as assessed
by the G. E. are entered separately at the end of the register of
authorised furniture.

Nore.—After the initial cheek of all the items entered.in the register has been ocarried out
farther check will be confined to cases of modifications and for this purpose thelocal audit-staff
will maintain a suitable record of all amendments to Barrack and Hospital Schedulesand other
Government orders.affecting the authorised scales.

* Station Furniture Register

280. The receipts in this register will be checked with the original
paid bills relating to purchases of furniture, from muster rolls, etc, for
new articles manufactured under estimates for new supplies and renewals,
and transfer vouchers received from other Unit Accountants for articles
transferred from other divisions. Similarly all issues will be checked
with reference to issue vouchers in respect of transfer of furniture to
other divisions or loss statements/expense vouchers. The correctness of
the balances will also be checked arithmetically.

In the case of transfer to other divisions, it will be verified that a
receipted copy of the voucher is on record. An unreceipted copy will
be obtained and forwarded for linking purposes to the consignees’ Unit
Accountant.

Y 7.
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Furniture Distribution Ledgers

231. (a) It will be seen that the quantities shown in the unit and
station distribution ledgers agree and the unit, furniture distribution
ledgers bear signatures of both MES representative and the representa-
tive of the Uhnit in token of its reconciliation with the unit copy of the
ledger and that all receipts and issues subsequent to the date of re-
conciliation are- supported by accepted vouchers. It will also be seen
that no issues of furniture are made to individuals without authority on
temporary receipts or on loan.

(b) It will be verified that the quantities of each article of furni-
ture issued to a unit does not exceed the authorised scale as per station
register of authorised furniture.

(c) In cases where articles of furniture are shown as issued on hire
it will be verified that hiring is authorised by regulations, and that the
_capital cost was included in the statement of furniture issued on hire
received from the B/S.O.

(d) In the case of furniture supplied to quasi-commercial and
manufacturing concerns and to JCOs and NCOs in such concerns vz.,
Military Farms Department. ASC Bakeries and Ordnance and Clothing
Factories, etc. the rent of furniture is required to be intimated to those
concerned after check by the Unit Accountant. It will be verified that

necessary intimations have been sent and acknowledged by the parties
concerned.

Tools and Plant

232. Tools and Plant Ledgers including Tools and Plant charged
direct to works and registers of articles of tools and plant in use.

(a) From paid bills relating to purchases and from muster rolls
etc., pertaining to inanufacture of tools and plant (including expendible
tools) and receipt vouchers, linked with the consignor’s issue vouchers
received from other Uuit Accountants in respect of transfer from other
divisions or received from engincer stores organisations, the receipts
will be checked into (i) station register of articles on charge (ii) S.D.
O’s register of articles in the ‘use and (iii) numerical ledger of small tools.
Similarly all issues will be checked with reference to issue vouchers in
respect of tools and plant transferred to other divisions and loss state-
ments or survey reports. ‘ ‘

(b) In the case of tools and plant (including expendible tools) spe-
cially purchased' and charged to a work, it will be seen that the service
to which the cost has been charged is noted in the numerical account
and that they are disposed of on the completion of the service which
should be credited with he depreciated value. Tn the case of such tools
and plant, it will be seen that™mo article is removed from the numeri-
cal account on the plea that work to which its cost has been charged
has been closed. Similarly there should be no transfer from one work
to another in anticiraion of the possibility of the articles being utilis-
ed later on at some distant time. ‘
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¢c) In checking the numerical ledger of small tools etc, it will be
secn that the ledger .is a bound book with machine numbered pages
and cach addition or deduction to the total of any item on charge is
initialled by the G.E. and he subordinate on whose charge the tools®are.

(d) In the case of sales of tools and plant, the orders of the compe-
tent authority approving the sale will be looked for and in the cases
of transfer to other M.E.S. divisions it will be verified that an accept-
ed by a definite provision to that effect in the contract agreement and

vouchers will be obtained and forwarded for linking to the consignee’s '

Unit Accountant.

(¢) In the case of road rollers and other mechanically operated
vehicles, it will be verified that the log books are being maintained
in respect thereof.

(fy If any bicycles are maintained in the division for use of the
M. E.'S. staff, it should be verified that they have been taken on charge
in the register of articles of tools and plant and that the number in
use in each office does not exceed the scale laid down: in. para 118
M.E.S. Regulations. In the case of excesses it will seen that the sanction
of the Chief Engineer exists. - -

Tools and Plant Distribution Ledger

233. (a) The tools and plant distribution ledger will be examined to
see that it is properly maintained and that the total of each article in
the distribution ledger agrees with total of that article as shown in
register of articles on charge. Tt will also be verified that distribution
ledgers have been reconciled by the executive annually between the lst
September and 1st December with the individual register of articles on
charge and that both parties have signed the ledgers in token of this
annual reconciliation. All transactions subsequent to the date of annual
reconciliation should be supported by accepted: vouchers.

(b) Distribution ledgers and the SDO’s numerical account, ‘etc.,
will be scrutinised to see if any tools and plant have been issued-on
loan to contractors or on hire to any individuals. If so, in the case of
issues on loan to contractors it will be verified that the issue is cover-
ed a definite provision to that effect in the contract agreement and
the contractors’ receipt is on record. In the case of issues on hire, it
will be seen that the sanction of the Chief Engineer or Dy. Chief En-
gineer exists in accordance with para 943 M. E. S. Regulations if the
issne is not provided for in the contract agreement and that an intima-
tion of hire has been received by the Unit Accountant for mnecessary
action. In cases of tools, etc., lost by contractors, it will be seen that
109 departmental charges are recovered in addition to the value of
the tools and credited to Revenue. It will be specially seen that the
issue of tools and plant on hire are made only to those bodies specified
in para 942 M. E. S. Regulations and that recoveries are affected as

indicated therein,
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Log books of Installations, Road Rollers and other Mechanically
operated Transport Maintained by M. E. §.

'234.'(@a) The consumption of stores as shown in log sheets for the

period covered by audit will be checked to scc that all stores,

the cost of which has been charged to the construction accounts during
the month or those which have been issued from the quantitics held
in the stores in hand ledger during the period have been shown n
the log sheets. Differences if any will be reconciled.

(b) It will generally be seen that the log sheets contain a reliable
record that there are no unexplained large variations between the day
to day consumption of stores and that log sheets bear evidence of
scrutiny by the SDO and the GE. '

(c) In the case of road rollers and other mechanically operated trans-
port maintained by the M. E. S, the relevant log books will be examin-
ed to see whether proper accounts of runing expenses and repairs are
kept and whether such expenses are proportionately accounted for acc-
ording to the use made of the road rollers etc, and that proper rc-
coveries have been made in cases in which a road roller is supplied
to a contractor for a work for which he is paid for at the finished rates.

(d) In the case of Government mechanical transport it will be
seen that:— ‘

(i) the cost of maintenace, repairs and renewals of such transport
is charged to the service on which they are employed;
(i) a proper record is maintained of the running cxpenses incurred
and for the duties performed; .

(iii) an effective control is exercised over the expenses particularly
the consumption of petrol, oil and lubricants;

(iv) the Governmént transport is not put to “unauthorised” use and
where it is put to private use, recoveries are effected under the rules.

“P. 0. L. Account and Miléage Card IAFZ-2212 (Revised).”

23‘5.‘ It will be scen that :—

(i) the “Mileage Card” is arithmetically correct,

(i) the quantity of petrol charged off in the stores-in-hand ledger
as issued to vehicles agrees with the total quantity of petrol shown as
drawn in the relevant mileage cards. }

(iii) full particulars of duties are given in the “Car-Diary IAFZ-
9209 (Revised)” and that kilometre reading and MT gasoline/diesal
drawn have correctly been recorded in the Car Diary.

iv) the running mileage per litre of vehicle is not below the au-
thorised “Himit fixed.

Detailed instructionis for the check of these accounts are contained
in ;Army Local Audit Manual Pt-L
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Plant Record Book ;

236, (a) By reference to the’ construction account for the new instal-
lations or for additions to the existing plant and for superior replacement
it will be seen that all new capital expenditure and major spare parts of
E. & M. installations have been®brought to account in the Plant Record
Book and that the capital cost shown therein is correct. In  cases of
replacement it will be seen that the procedure laid down in paras 905
and 906 MES Regulations has been followed. ’

- (b) The capital cost of buildings forming part of E. & M. installa-
tions and as shown in the plant record book will be checked with  the
register of buildings annually: as soon as possible after lst April to see
that all corrections in the latter have been incorporated in the former.

(c) The rate of depreciation adopted for each machine and build-
ing should be checked with the approved rates vide' para 420 of - the
MES standing orders and the arithmetical accuracy of the amount charged
off as depreciation should. be verified. The charge for depreciation will
cease after a plant has been in use for its full anticipated: life and the
depreciated value becomes nil. If a plant, etc. does not render service for
the full anticipated period and is discarded or disposed of before the
whole of its cost has been charged as depreciation, the residual value
(less the sale proceeds) shall be charged to the cost accounts either in
one lump sum or in annual instalments fixed by the Chief ‘Engineer.

Fan and Meter Register

237. (a) The register will be examined to see that it is maintained
.0 accordance with the fly leaf instructions printed therein, that it
affords proper means for checking the receipts and issues of the fans and
meters and that there are no'.evident signs of unauthorised alterations
and interpolations etc. |

(b) All new purchases and receipts of meters and fans as ascertained
from the original bills, consignors’ issue vouchers I. D. Schedules, etc,
should be linked with the entrics in the register. Fans or meters struck off
charge will be verified with the original vouchers, survey reports, loss
statements, etc.

(¢) The location of fans as noted in the register will be scrutinised
and verified by reference’ to consumers, ledgers or the return of reco-
veries so as to determine that hire charges have ben levied where due.

" Bulb Accouht

238. The receipts of bulbs will be checked with the relevant store
indents and issues with the bulb requisitions in respect of bulbs suppli-
ed to units, departments and individuals. The destruction of worn out
bulbs as entered in the bulb account will-be checked with the relevant
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- bulb_requisitions. It will be seen that issues to units, etc., are signed for
in column 24 of the account and that issues during a period agree with
the number of worn out bulbs of equal voltage shown as received and
destroyed during that period and where a new bulb is issued without
exchange or is issued in return for a broken bulb, ‘a signed receipt
from the occupant is obtained and the transaction treated as a barrack
damage. It will be verificd that recovety has been effected from the
occupant in such cases.

Stock-laking

239, It will be seen. that stock-taking is done in. accordance with
the orders contained in paras 243, 670 and 782 M.E.S. Regulations. The
Unit Accountant should see that the registers, ledgers, etc. have been
itialled by the M.E.S. Officer in token of the balance baving been
checked and that surpluses have been taken on charge and deficien-
cies regularised under orders of the C. F.A.

Eleatric'dnd Mechanical Installations

240. (a) The annual returns of electric and mechanical installations
referred to in para 901 M. E. S. Regulations will be checked with the
register of buildings, plant record book, log sheets of installation, in-
stallation running records, consumers’ ledger and construction accounts
maintained in the office of the G.E. or S.D.O: and it will be seen that the
returns have been correctly prepared and that the statistical information
which they contain is in accordance with the data furnished in the original
records. It will also be seen that all items of expenditures (including
that on renewals) or proforma (including leave and pensionary) charges
which should be taken into account in working out the rate have been duly
included either as a direct charge or by addition to the capital cost as
required by rules. Any corrections which should.as a result of this check
be made-in these returns will be carried out after they have been dis-
cussed with the G.E. The return will then be certificd as correct in the
column provided for the purpose on page 4 of the form.

(b) After the return has been checked as above, it will be returned
to the G. E. for onward transmission to the C. W .E. A copy of the
costing sheet .in the return will at the same time be forwarded to the
C. D. A’s office for information and eventual check of the consolidat-
ed costing sheet, received from Command Headquarters.

The annual return will not be held over on account of disagrec-
ment over any point. If any point cannot be settled immediately, it
may ‘be left over for subsequent scttlement by correspondence, ~ the
return being transmitted 4as such to the G.E. Unit Accountant
should bring the disputed point to the notice of the C. D. A. while
forwarding the copy of the costed sheet. The views of the G. E: should
also be incorporated in the forwarding letter. i

NoTe.—In the case of installations in the audit area of the C,D.A., Patra, the copy of costing
sheet will be forwarded by the Unit Accountant to the C.D.A. and not to the C.D.A., C.C.
The C.D.A. will check the Command Comparative statement so far as h's area is concerned
and inform the C.D.A. C.C. of his having done so. d
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Register of Revenue derived from Lands, Trees, Usufructs etc., main-
: : tained by S.D.O.s

941. 'The Unit Accountant will check the ledgers to watch that the
credits on account of disposal of grass and other usufructs have been
accounted for properly vide para 683 M.ES. Regulations. :

Meter Readers Books for Electricity and Waler

942 The check of the meter readers’ books consists in seeing:—

(i) that the form has been completed to show the building number,
the name of the owner and the number, maker and the owner of the meter;

(ii) that the meter reading is regularly taken, and

(iif) that the consumption has been correctly worked out with refer-
ence to the meter reading. In addition any doubtful or suspicious entries
and adjustments, if any, made in the meter readers’ books, in respect of
previously recorded consumption should be carefully ‘examined.

After check as above, the entries in the meter readers’ book will be
traced into the consumers’ ledger or in cases in which a consumers’ ledger
is not required to be maintained, into he return of recoveries, and it
will be seen that the consumers’ ledger or the return of recoveries has
been correctly written up as regards the meter readings and consump-
tion, that the consumption is shown against the same building and

consumer as shown in the meter reader’s book and under the correct
category of supply e.g. illumination, —powers on unrestricted hour

basis, etc.
Consumers’ Ledger

948, After the consumption shown in the consumers’ ledger - has
been checked with the meter readers’ books it will be examined  with
special reference to the following point: —

(i) that the rate applied for cach kind of supply is correct;
(ii) that the amount asscssed has been correctly worked out;

(iii) that the free supply of water and electricity, wherever given, is in
accordance with the rule;

(iv). that the hire charges for fans as assessed are correct with reference
to the number of fans issued and the sanctioned rate. The number of fans,
etc., will be checked with the statement of incidental charges submitted by
E/M staff to the B/S, O; : : :

“(v) that assessment on account of incidental charges has been correctly
made with reference to the initial record kept for such charges;

(vi) that in the case of connections to cinema buildings, the electric

energy supplied for motor generators and for cinema projectors is charged

for at the illumination rate and not at the power rate;

e o et e s e i e i e S
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(vii) that any adjustment on account of arrears or refunds are in
order,

(viii) that in the case of non-military connections for supply of water in
bulk and supply of electricity to private buildings, necessary agreements
have been executed and are on record and that securities *have been de-
posited by consumers in accordance with the orders contained in para
4 of I. A. F. W. 219 (Rules for the supplv of electric energy to private

2buildings and para 846, 856 and 860. Regulations for the M.E.S.);

(ix) that in the case of entitled non-paying consumers, of the Indian
“Air Force and the Navy, action has been taken to carry out the adjust-
¥ ment of charges for electricity (including rate of internal installation)
% and water consumed by them in the manner indicated in paras 278 to
~ 280 M.E.S. Standing Orders;

(x) that in the case of electric energy and water supplied to entitled
~ non-paying consumers of manufacturing and quasi-commercial concerns,
a bill for the total charges for electric energy and water including charges
~on account of any rent of internal electrical installation has been sent
to the parties concerned in the manner indicated in para 288 M. E. S.
Standing Orders and that an accepted copy of the bill is on record;

(xi) that in the case of water and electric energy consumed by entitled
consumers, the actual consumption does not cxceed the scales of free
allowance as fixed by the O. C., Station, according to scason. In cases of
excesses it should be seen that action has been taken to have the excess
consumption regularised;

(xii) that in a Cantonment Station when the M. E. S, Officer is
functioning as the ‘Officer’ under section 233 of the Cantonment Act
and the recoveries for water supplied by the M. E. S. to non-entitled
under the Cantonment Act, the total cost at the all India flat rate of all
consumers are required to be effected by the Cantonment Authority
water supplied by the M. E. S. to such consumers less collection and
audit charges is debited to main head 4—C(I) with reference to the
quarterly statements of water prepared by the S. D. O. from the con-
sumers’ ledger.This statement should also be checked by the local audit
staff in order to verify that it has been correctly prepared.

Returns of Recoveries (water and Electridity)

244, The returns of recoveries (water and electricity) should be check-
ed with the corresponding consumers’ ledgers in order to see that the re-
turns for the period under review have been correctly prepared and that
all consumers required to be shown therein have been duly shown. In
cases in which consumers’ ledgers are not required to be maintained, the
return should be checked direct with the Meter Readers* book and audit-
ed in accordance with the instructions laid down for the audit of Con-
sumers’ Ledgers. The total amount recoverable by the M.E.S. from
private consumers as shown in lump sum figures in the Return of Reco
veries, should be checked to see that it agrees with he details of that
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amount as recorded in the different folios of the consumers’ ledger. It
will also be verified that hire charges for electrical appliances for which |
users are required to pay have been included in the return of recoveries
(electricity) LA.F. W. 2218 in respect of individuals from whom recovery
is effected by “Pay Authorities” and in the bill (electric) 1. A. F. W. 2217 4
for consumers paying direct to the M. E. S. The accuracy of the entries‘
made therein will also be checked by the Unit Accountant and test check-
ed by the Local Audit Staft.

) i el ac> QLQ?A Tty
;LLQL( A- (Works %smg Register)

245. The register will be subjected to broad check quarterly to ensur
that it is maintained properly and in accordance with the instructions
issued by E-in-C vide his letter No. 41917/E2, dated 18/20.11.64. as may

be amended from time to time.

246. Road Register (Property Accounts)—Road register will be scru«i
tinized to see that it is maintained properly and contains all particulars®
of a road, showing separately for each road and length, expenditure on
new construction (Capital Outlay) and Annual expenditure on main-4
tenance etc, The above register will also show all bridges, culverts, drains}
and retaining walls. !

LIP(N)4CODA—4,600—12-7-74—GTPS



Page 78—A4dd a new para 244-A with the heading as under—.
244-A Visitors Book MES Inspection Bungalow -
It ﬁll be seen that: . v

. () The visitors Book is maintained in the MES Inspection Bungalow and
ga,ll Visitors sign their hames, their address and the amount paid.

- (b) The time of arrival and departure is completed by the visifors and

récoveries at the rates prescribed by the CWE are effected.

- (¢) The amount realised is credited with the cashier of the GE concerned
promptly and accotted for in the Cash Book. ;

(d) The instructions contained in the ‘Rules for the occupation of -

MES Inspection Houses’ (as amended) issued by the Engineer-in-Chief are
strictly adhered to. ! =




