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risions will not be accepted as.an excuse for any depar-
p rules, or"failure to comply'*ith.d;. 
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" ions,, X'inancial Regulations, etc., and str;uta
quoted to officers outside the Militarv Accounts Depart
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.,,;.;....: . Sgnef'al'

' ,. 1. The Militarv Acc,,runtsl lk,.pilrtnrpnt is soiely lulr,lPr t'he ar:lminis-

.-i"" 
"nttfr.-i 

r-,i' thc I'iniince f)epa'rtrtc,nt (lliliiar;r Finance) of the

,,Gorru.oornnt ol .[urlia. This colit'rol is c;tercised tlirough the'Ilin'anc'ia1

Ii"j""t iliiliiary Iina,nce) whb funct'ions in the dual capacity of Joili
lq-rrrl"rl)-t" tlie liinsnce Departuent ol,t'he Government of I'clia antl

l'"ll-..-;',q,,.c,unfinc Ofilcer' {or '{lrny, R' *\' F', illnririe, and }[' E' S'

**or"rf iti"*. I1c is a,ls,, respc,nsil'lc for. thc producticn tr'nd-correttness

,;f ih;;ipropriation Accounis, and fcr the financial cont'rolof the experr-

rliture toirhlch tlLos.' accoiitits rt'liutc'
' '?,. 

Tho 1lilitar,v Acr:orrntant Gencrill is l,he I{earl_of the. Dcl'rrlurent
''*oji 

"',"tions 
it,r"thl, Jt.inanrial Arh'iscr (trtilit'ary,l.inrncc) as.tlir: chi'ri

""rfr"r;t1, 
i* all n;rtters lffectingirri r'r'tril atrrlit atrrl ar:couuting in respect

of i"p.uititultr Jrou irur-v, E. A,Ir., l'i. fi. $., anrl Narine IIttnrls.

lionsibh for !lLr lrtl!':r';itL11 ilrif ir':i:-'-

:- thr: pay accounts of British troops, inr:hrding Royal' Air
, '. I,-or{,e p*r*or,nol, anrl of Inclian tl0r,)ptt ; the preparati,rn r.,f

,' ;tolc tilcL mailf:re,:tliring acconnts, inrirr,]itrg N.hos.e of Armv
Fa{jtories; t!:!q r:oiieciiotl, atrrlii:, anrl com!ilation nf all

. Army exT;':tlcliture in India cr in thc ]:'iel4'

(2) The a,::(orirliiiLg i"r anil a'J jrritn'*'nt r-'l receipts' and of ali erpen-
: ,litrirr rihi,rh rn.r;' bc ir,r.]rrrr+rl i]] c.}ll1lF,.'ti.n rrilh the Arm;r
: ' in India. n-hethei in ih,: United Erng'lc'm or ell;ewhere'

-. (,1) The prepjjrra1j,jl aud tr.-r.iui,rlnance cil r"ertarn acr,ottnls c'l behalf
of th.t ir{. Ir. i,i. ; the t:nlis.r:ir-'1;-. x111l1t'. and cemfilltlln c''i

tii" a;i61;'11; i'{ all ;i I ii '"tP''r'l" iii: "t: ':1"' th+ 'i;i'
... hrtrr,l mrni J cr;lineltecl ihe::t c'ith'
1,,,.:, '[4'l The payrrr1nt,.! ihc Foi'r1 IrLciian hlarine. anrl the r:leSraitments
',t'' ', , ancl 

" 
estaliji,-*l,r.ments stthorrlina,tt there to : the mainteuancp

''.:; ;:, cf the stors anrl marru{ar:ttriing a'tcounts oI t'he Roval lndian
,i.,,, llarine Dockyard; the crill"ctiori. audit, and courpilation

,':,:-, sf the ,..o,r.,t* of ali llariue expendit'1rre.

SFFIilfl S{ANUAL

FART T.

Separtsrental Resutrations'

EFtrAPTER, I"



2

Ot0ces sI ths Milihry Accounts DeBa,rtment.

cl. The foilowirg are ihe clesignations o[ officers of bhe Military
Accounls Deparinaent holding eharge oJ o&e*ls ander the csntrol of the
lllitli*ty Accduntaat Oenersl i-

1. Controltrer of Slilitary Accounts, Northern Commanil.

2. Contraller ol Military Accounte, Souihern Ccrruaand.

3. Coniroller of lllilitary Accounis" Eastern Command.

4. Controller of }Iilitir,rv Accounts. trYestern Camrnancl.

1*" L

5. Couirr:iler of Miliiary Accoirnts, trahole Di$td€S. r>'aa'os

6. Controller of }lilitary Accounts, Pr:esiiicnc-v aurl Assam District.

?. Controil.el of }liiitary Acconnts, llacl:l,s District.
8. Controllei: of ftIilitary Accounis, Burma Districi;.

Con-rurands.

11. Controllcr of Army tr'aotory Acccunts.

12. Cc:rirolL:r of Royal Air X'olce Asc,rurits,

13. Coriiroller ol lJarine Accounts.
\

Constitution oi ths Offtees ai tho &Iilifary Accounts Separiment.

{i) M:r,rr,rir,:r AccouNsaxr Gur*nnl.r,.

5. The office oi tire Military Accountarit General is clivi,lecl into the
tollowing sections :-

1. Record o: General.

?. .Mministration.
ll. A Lr'lit.

l. ,\cc'lunts.
5. Fay.

f. Army Lht.
?. Inspection.

iii) Couurrn ors lJrs't'r.lc,r Cc,slr+r,lun,

6. Thc office af a eomrnnnrl ar "i.ri*qtrir:t Ccntroller is divideil into bhe

fotrlcwing sections:-_
1. Record.

2, *eneral"
3" ;Lc*osnte



No. 6 of 19$2.

Page2,parag,raph4- ,, ', , , .,,,
' fn item 8 d;elete r'f,ahore District " auil'd

tt qt o\. Pensiom, Lahore ".t ' '' .l '. -r '-l,r;,

. :. (A4anilments to.Office Manual;



{<rrrairrrl

Page 2, ParagruPh itr-'-" 
E*rr*ritems 9 antl 10 snd' r.enumber t'he

items is "-9, 10 and 11 " respectlvety'

(Amendments !o Office Ma'nlal'



No. 8 of 1982.

3, paragraph 6*
"':,4egori,structNote t as un(ler :..*

(Amen.lmeuts to Offco tr-lenual, lart f.)

a:':.
")..

!J
{e 3, TtaragraTth

'f#;,*:x:rJ:3*1u;;;;,*';J.:.L 
lii;: 

u nd er a a d

ffi$ffig.gffii*#*;l,-nn:

iro. g ot tgg:.

(Amendments to Ofico llfaqual, pari I.)



B. r
F

$ +. Estimar€.

f 5. Compiia,fion.

$'.,. 6. Fisblueemeni,

T;t..,,. ?. Units ilSritish Troop *ar1 Inrlian Tr**p),

E- U. Ufiicere.

E: 9. Estabiishnaeni and lliscellaaecus.

I 10. Stores.

lit;,' 11. ?ransportation.

f..;:'t,, 1?. Miiitary &agineer Ssrviees"

r:]1,::rffi

,',' .ti!., 
i 
, 

,,jj
, I..jl,!

.1 Noru l.-fn adclition to t$r above soctions, rhe {"6rair:tler ui llilirrr.rg Acccu:rls,? Lahcro DistricL. h,rs a br,ru,:h. @*,;t pr"f-""*i't,i1ho4ltgilre_oi:icc oJ lhe- Direcr;cr.ofI contraci:, rvhich dears virh ail BtiE];r&;,H]#i;;s=*ijfi,",;[; i','i,]"irr,'Iic,u.,o,*,,i,,.-' r\ore 2.-.The ConircUsr of . trliii,uary Accourlis, prosi,lencv and Asc,rr,r l]!.rt,rit,1 ,; hag also in his otncD tho folloiniag secH"".if" .a1if l,i.r tr'l tho gocbi.ras rsfurrad to lborel."-; 1. Railway.
: 2. FunC.

3. Potsage Accounts.

-,.,', 4. Pe$ion p*ymoni.

'.:: Nom 8'*-rn the officeJ" of t o colrtrolior oi }rilitary Aecornts, Surma lfisinei-' thoro is a tso a pon*ion ur"iioo *irirn-a-Ji,,t"ijia liinsion ctr"r,,::a i" tiirfbirt.iir.

{iii} 0on:rnorle* or, Mrr,rrAntr pnxsro:{ Accoulqr*,

. ?. Ttre office of a controller of Miiitary peirsion Acioante is tlivitlerjinto tire foilorring seciions:- _- 
-

1. General and Recorcl.
2. Accouats (including Diebursemeat ancl Ccmpilation).
3. Granb,

4. Audii.
5, Inspectioa ard Rovicw.,

(in) Cournor,tult" oF Anuz lt.r*ro:t"v ;lccoir,.l.rs.

.) F ltrl ireadlLrarLers afiice of i;he coatro$er si ar: ey Fr;e ior;.., Aeccrrii sis divided into the foilorving section; :_

9S.ae

1
l.

o4.

J"

Record.

Generai"

Accounts {induiii:ig Buclgafi, Corupii*i;ir:n anil }'unris).
Sbores.

Establish*ent. (includi'g O{fiuer,;, .Ir,;;,u:,poriatir:a, 
F**r:ir:

asd tlliscellaneous),
6, Pradaction.

:,. ?. Disbursemeni,
tl-

*'ffi



d
, t: :.rt,l

9. In actrlition to the establishment employed i* the n*in ,inib:the controller of Army tractory Acco'nts oi cirt"uttu,-;h.;*lult"*td'#r'-Lrc Lontroller or Army -t1'actory Accounts n,t cir,lcutta, there is:,a'83afi,accountants and clerks in each l'actory, rrn,ler,rr, Deputy AJ;hcontroiler-of Arniy n'actory Acco*nts, *[o nr* .,o.r.-*r,iLritr,iffi
paration of cost accounts aircl wa-ges sheets of the raeio# t*r,":
i.s also a small branch ofrce, rincl"er a scnior accountn,nt s,i*,n,ahaA,.scnror accountant, attaehed.tiir.,

,1ti*libl{ tr'actory ar. Rawalpincli. These branch ;iA;" *-. +into tire iollowing sectious :*
,I. (icncral (iucluding Recorcl),
L, Lnl,o,,r.
j]. Jlatcrial.
4. ('t.rsting.

(v) Cournor,Lnp" or ltoyer, Arn Foncs AccouNrs.

-. 19.-Inr ollic.e of the Corrtroller of Royal Air Force
clivided into the foliowing sections:-

l. General (inclurling Recorcl ancl Disbursement).
2. Pay (irrcluding pension).

3. Stores (inchrrling Compilation).
4.;lccounts.

'i. Local ,ludit.

Accounie Is,

. (vi) Corvrnor,l_Eri oF

l.L. The oilice of tho Controller of
the follorving sections :-

i. General (inclucling Record
2. Pay (incluciing pension).

3. Bills antl Stores.

4. -A.rcorrrrts; (inclu,{ing Conrpilation).
i. Cosi; Accorrnting-

{rz) 1\ ages. ' I 
,,..,

(6) Labonr Recolt-I, , ''
(c) ,{aterial

1d) Cost Accorrnting. . ,,

i",
General Duties of oftcers or frre tltilitary Accounts Dep 1- -g,. 

,.,'..
(i) nhliranv AccorrN.ratr Grinnnal,. , r::]

12. The llilitary accr-runtnnt General is responsibro lor trrc efriciencyof ,the airtiii oi cxpe*diburc fron.:i Arm_'', g. A-:j.;lr,t. E.'s,,'-,,jir*i*n.

',.\,Iantrrrr AccotrNrs.

l{arine Accounts is divided inio
.1,.,.'

and Disbursement). . .':

.: .l

::.



'];";.".J:'..";i.-::i;-li:1.-l.-":"-i'4
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the following

wiII be held py.ap
Militqry Aeoount-q
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u, : l'oi: tiris lrurpose he is rcquirecl to submii ruoni.hlv st,r,tenLr:irbs of
i progressir..e ir,ct,rrals to bhe n'intr,ncia,l Ac'lviser (]liiitary l,'ir:r,n,:e).
i. 14. lfhe li iiita,r,l. '\ccorr.ntant L{erieral is entnist*cl r.,.i'.;h tlie,l,rll 'i

audit, anrl 1r:rr.menl r-,f pa,v bills of c;fiiceis a,nc1 esta,l:iishrnentr; ,.rj Lrnil
Headtlrirrrterl,, lndiir,. llhe pa1'ne1tt-q ;rre r,ortpjleii iri ari. :rr-rco1.pt fqr-

: rvar:rleil to bbl (,jontrr.llei' ol Militan' rl*counls, Tr;rhcre I)i,itrict, Ir-,r
:,1,:ilrclusion irr hi:.r inrrlithly ao(,rouuts.

.'t' ,. iii) ( !rr,ruexn LloNr:RcLLERs r)-tJ. l[rlrir,nt: ]1:i-1ci-r1.q1g.i- 15, ilr-rr tire Hea,d,lua,rters of each oJ ihe forrr ilrmy {.:lr,nmands i,here
, ir a Conrma,rul (iontloller o{ l{ilitarv Ai:r:ounis. Tire Dishi,:is and: Brig-,i.les. f,rr: the ilcrcounts r,,f .,r,irich the Corrar:"and Lii,ufrollerg are imme-

tliatel-v resprlnsible. aie given below :-*-

Con t,to lle'- r:f r\lilitar-v -{"ccounts. ficrt [r-
crn Conrruerr,l. ItLrn'alpindi-

Coltroiler oi tlilitarv Accounts,
Southern Cor:rn*nd, Fcord.

Controller of i{ilitar-; Accotnts^
!,alt. r rL Cotnrrrr"rr, l, \[eerrrl]

(lontroller ,'t ililitar./ ,\r r r;r1pf,j,
\!estern (:('mnran,l, (Jrrett.a.

Il,:rwalpir dr, Peglia,war. lioire"f an rl
\\-rzilisran Disiri:r..

Ileccan, B;rnbli. an,.l. -111i:ry Dist.rictl:
ald Poo:r: (I"J.) Bri:ade.

.l\Ieerut anrl I.r:cLrior Disiricts s,rri
Delhi Brigaec.

Baluchis-tae Dieirici, Sin,l {Ind.)
Brigade and Zhob (Ild.) Brigade Area,"

,i 16. Eric,h {,lonimanii Cr.rntroller a{}is as ilic Fiua,ur-,irr,i Advisel to rbc
,rlrli 0 (1.-in-(l.r:f tiie[ionrrrt*ur,i.a,$well l,stotireliistrjc.tu,ii{l.fadepenrit,r,f

" 
Erigarir.r C,-ilurli,lu,-L.rr irr hil i!,lrilii arca,



6

He also d,ssists the G. O. C"-in-e. anil the Dist'rict ancl Inrlepe
Brigrr,de Comma,nders in the aleparaiion of a,il esiimates, and furr
ib.em regulariy with such statistics relating to accounts as they
require ior ccnirclliug e,xpendiitre againsf granis pl*,cr:tl at their di

1?. The fommanrl Controlle$ are the chief authority for
anci Jor internal +udit in lheir respcctive Uommaniis ; they have
th.e power af overruling an auclit decision given by a District
in their Cc'mmand.

18. tr44ren a Cornm*,nd Cotiir:oller rlesircs io oveuule an audit

months) clerical esta
to lnothcr, but not into

or inierpretation of GcvernmenN ord.ers given by arr officer who
him in office, he will first as{-,ertair bhe view-s oI the other (

Clontroliers, who may be similarly sitr*,ted in the matter o{ audit,
iI he disagrees with them, or iI there a,r'e cliSerences oI opinion, he sl
refer the cprestion to the }liiiiar;r Accorintant Generril fot orilers.

Similar aotion siroulcl be taken if ire is unable to give a decision
a ca,se referreil to hirn i:y a District, Cr;ntroller in his Commancl.

19. Commanrl Controiler$ cxsrcise the follurvirig powet's as

I)istrict Controllers witlrin ihe Command:-

{a) inspect iheir offices ;

(b) give orclers as regarr-ls-_

ii) iniernal rrdministralion an,l
(ii) audit; antl

{r:} tr;r,nsfer temporruily {up to a iimii of six
ment from one Coniroller's oiflce
tlreir orvn t,jiices.

Norll.-E-scept in reg:r,rcl to clause {6i,(iii'-this rule aho-applies-to
&iblbrol}Br- o{-.&Iiiit*ry-'=Pensir-n-:{ceou**e iho C,rntrollsr of lioytl Air
gnd the Ccnbrollor of llarine Account's-

20. The above pa,,rers ate is be e-ri-,rLriserl wisely and, in order to
safegn:lrrl the District Controllers, they shall _havc the righb of a

ihrr;ugii ihr:ir Nomurlr,nd Controller,
arirl (i,) i1l'ovc, \vhilre s[ch a colu'se

{i iii l}:stmcr Co'^ir:soll* !l;q oF }Jrr,:r.rr."v Accourqr:s.

2i.. Th",rtfice's of tLe Disnricf. {-joutrollt;rs of }iilitary.\ccouuts are

givi'n beit:w;--

to 'l,iLe liiiilary Accountani Generrr'l,

a,gait-<l ar,y :lcLion'rilircl utder ib) (11

is consicltlrerl abscluiely necessary'

Controii*:r o{

Coniroiler o{
CalcrLLta.

Ifilitary Accounts,j#;;,'iji*r-t"i,fe4,.y,-.e.'o

Slilirary Ai:couni.q, Presiclene,v ir,nd Assam Districti:

{-lo:rtroller cI }Iilitary Accoucts, UacLae District, Bang*lore'

tjonfrollt:r of i{ilib'lry Accounl,s, Bunna Di.strict, M*ymyo.

tho case o{
Ilorco Accounts

lahore.
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" the Controller of Military Pension Accounts i"

(Amendmeuts to 0ffce Manu1l1 Part.l'),,

llrse

No. 14 of 1932'

Page 6, ParrcgraPh 
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r ' C. M. A', Lahore District
Deletstheexistingiten T-1^-^, , :-.
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' 'il, ' No. i5 of 1931.

i

{W 
f , ytaragralth,24-

$

'- lI" 
:""^T1,._".|::;ling 

and the strbject of this trrnnrgraph tro
rccon..strualecl, as under :*
t

Ii
', 

{' (iLl Deputy Controller ol lVtilitary Fonsions, Lahore.

t^,^,_T1 graat,. payment, a,rdit an,l adjustrnenb of :rll
i:l1t-1tt t", pension in i,hc v_arious Commancls and of theipersonnel under tho aLrdit of the Controllel of Rn""i'{ir n3rcg Acco_rrnts a.e rtcatr *irh illil; ;ii;."'"'i'i;_'
.i:luy Oontroller of &Iilit-ary pensions, Luhnr,r, *t,i.l]
",f"r::I:'::l*" 

oflice of the Confrolt*. oi r,litii*rf
: ri0counts an<t lrt,usioos, Lahoro,

j-.f.o*n claims in. Burma District are ricalt with
*.*l,i:ffi:". of rlre c. i!r. 4., B.;;; iilr,tJ." rrllciaims of porsonuel undor th"-o",iit-oi iA*ler of Army Facbory-Accounts and the Cc,rri.oller

Y:lj* Accounts ut" "n^urry }"u'it 
-*;trr'io 

ti,nou

(Aoaendmeuts to Olfice ]fanual, part I.)



Sontroller oj ftlliti,ry Acconnis, Lahore Districi, the Controller

1%*:.?y:, jtu:i: lisrrict, and rhe coniroiler of Miil;;;'Iccounts, Presiclency and-As-saur District, a,re in th.e *r**--;:,,#;;ij_
etfiir'ate to^tlte,uornrnand controliers of illiji.fiarv accor.rnts-'w^"tlr*",,&ate Io r,le ulltrltrl[]nd Uontrollers of .Vliji.fiary Accor.ry1;5, l{orthern

ibend, Southera Commancl and Easter"n Co**uod, 
"-rp"-*,r+.ii gt"^c""ttoller of ,rllilitary Accorurts, Burura District. is s*rrordinate

b the Comruanrl Uoniroller, Eastern Comr:,r*nd, fo, purposes ,,iioq,n.-
,l6,,brrt -corresponds direct witrr the rvrilitary-r\ccoirntini Cu"*ur o"

f#ry6*, of audit or interpretation of Gqvernment orders.
:.::;,,,,w. xlatl District coniroller acts as the Financial adviser to the, .0. c., the District and to the Brigacle cornmrn,iers within the a,ren,;;[. niui,i,t.' ]i;;3";. fi diX J&.:b* J" ti3 Tiff J'-;T]'*ffi :
6,,g*manders, in the prepa,ration of all estimates, ancl f'rnishes thern
reEularly with such sl,atistics rerating to accou.uts as they may require
for controlling expeneliture againsb giants pru.e.i .nt tn.# a'i-pi.-i.
..:..: 

^y*,.1-i--D.,j.t1t* 
Controller is io aoott about any qiiestion ofau{i!, o1 i nte r p r,' tation 

" 
f C; ;;;;;".j 

",*i., 
" 
r..1"$T,1 l-}{, tt:' [T,:jgthis,comqran,l conhoiler, or ro the Miliiary i;;;;il"Guorror

@ough the Command Controller
i'.i.- He rnay not refer such q*estions to the Military Accouniant General
*g.t; nor ma,y ho ,rv*r'rli a tlecision given by 

":pr.,j;Ji*;r lo-offi,,.r,
without previous re{ereuce to his coruniauct coutr,:rer.
. Norr.-Rcferences in con_noci.iou wibh pusi:r,ge rand Funcl &ccouni,s *ncl F,a,ilwayaudit, which aro doart *ith solely in tl." o.tcooir?r* co"r"i.ii"*;"rihi"#'i"i.,unts,

kesidency ant! Assarn Di,rtiicr, i_r,rtsutt*,-ruoy" li";;;;;;,-i*';_a,i il""'?i,li iill*"ur.direct to t,ho )liiirary .\ccountant Gonerc.l.

., ,' (iv) CoNriror,rEp,s oF lfrr,rranv psusrrtw Accouur:s.
."24 There are two $filitary pension Acco*nts offices oue at Lairoreaiid the other at llhow. T]re controller rf Milita;i--i';;i;; A"ioot*,Lahore, dea,ls with th9 grant, payment, autlit nnh ,,ii*r#""i 

"tirffclaips to pension ln tlJUorihirn ancl n*.t"rn C"*;,i;lr;-1A_ C;;;-
[o[9r ot,]Jiiitary Fension Accounts, ]Iirow, cLeals ri.irh i:r* g",,rrt, pry__melt, atirlit rlriJ arlju;tmtrrrt of simiirir cl,rin,s in tt,* sn,,ilr*rln ,i,i"iv:lrnr'
,,Loxu*rnds.. 

th':.pcu'sir-rn crrr,ims in rJrrr:rria Disirict: ;i.re rtnaIb u-ith intne ottrce ot thc coutroiler,of l{ilitary ilcco*.is, Burura District. The;cension claims of pcrsonner uncler tf,e "";iit "r ih" corrtr"itn" oi'.l"r,rrytu:t-o.r rrco..rs, controiler ;iR;y;l,iiJru,..r, -rccorrrits unil coutroilerrf Marine A.t',,uats are fr.:rily clr*lt .,rirn ;; 
-;lr;;;';".;ri;iJirmr"r.

lhe functions r;f the controfiei:s.oi ui:litor' peuion Aceoi:nts, in regaiil;o persontir'l e.rployed rrntler them i,,re sintila, tn th"ue-Ai'o:'i_ri*tri..t,Jontrollur. '.
... 

eS1 fl.q Controliers o. Ililitar.y Perision eoq,*i:, Lirhoi.e alrl -ilthow.
're 

subor,iirrnrr' to rhrr C,ontrollcis ui Ililit,riv,fl;;;;;-, N.,,il;;;;'i;;,:nanciauEit'-rrrrha.rr{).n111ixpqIor".11".i.itnty";f,r,,,i*tlr,,genn,.,,t,,,trnini'..,-
ration of theil oificcs is ch_ncehte,i,. r.nE-i;"tr;rlle j"f rrf'.iri'rr, ,jp""".",

tr :t.l



Accoltnts rr:fer tli*:ct lo the }Iilitar-v Acr-,rninhuil t|)leral all audit'
requiring decision, ;r,s also ail cases in tyhirh ib is rlesir,:t1 to rev
clecisir:n given bv a prr:decessol i4 ofE.co.

iv) fJorrnor,LEr, oF lnuv l'ac'rcny Ar-rcolrNts.

26. Th,: Llontroiier af Ariny Filct'orrr- Acrror.urts has a central
a{' Clalcutta, rvith subordinrrtrr aftires :.r,tti-rchs-rr1 . to t}.e various
l'a,rtorics.. He is rr,'i*lton.sible.for tire prepilrnticn, nrrriit and compi
of f\e str;rc ant'l rnaruif*ctr.rring ir,r-'counts o.[ A.rniy F-a,ctories anrl ot
PaI arrcolrni,s of flre tr.st;iblishnreliis ernploy{:{l bhcrein. The Ins
nf Lcth;rl \\i,;rpotrs ,rnrl Llener',,1 ,Sfores il,ntl t,h,, LlloNhing .Dtpot',1
Sh,r,hjr.h,ull,,ir' a.n'l ]l;r'llirs;lrr,;r.ls,r rtrt,l,,r his,r.rt'lr{: c.'trtrol.

2?. Tix, Controller of Arm'v li.actorl- l\r.lr,,or.rirts is nof sutrorrlin
tr.i an-v {-]c,mrnaurl Cont'roiler lrrrt rvorks iliri,.c,tly rrntler t]re ortlers oI
Ililiiary Accounl;ant, Generill. I{i,q ftmctioris, in regtlrcl to the person
employeil rnrcler him, a,rc sirniltlr i,,r ihose oi n, llisirict Ccnbroller.

28' Thq l)nprttl',\ssislaub ('rrrrtrnll,rls. sithrtt', linr.t,r to thc Conbro
of Army Factor;' rtt,cotrnts, lor:a,terl ai, thr-. 3'aclories render furancial
r-ice io the Sir.perintendents anrl Ofticers in charge of the tr'actories
ali general 'luestions. exr:ept in nratters relrr,ting t,o pal arcl allowan
leave. .pension. etc.. of pennanent, and teinpori'rly establishmr:nts whi
are referred clirect to the {-lontro11er.

(vi) (-iollrnlri,lar{ {.}t' Ror.rrr. r\rg !'nelr,r Artcotix'ts.

P9" The olEre of i'he Cc-'ntrcller o{ Ror;r,l Air Forre r\ccounts is loca
ai Anrbaia,. IIe is responsil.,le Lor lhr.: preli:r,l;r,tiorr, ;rLrt1it, and compi
tion of the pay a,cconnt.c of F. -\. F. 1;er.*onlrel stn.fioneii in India.
pricecl store accounts iu resp,', t nf thp r\ircraft Depot. Drigh R
and the Ro;"ai Air Foree Pirrl.: af l,'rhore 1,1s sl-ir,r prepared under
ordets hr,- a, l-)eputY Assistarit, {-j,.-'iiit:i:.ller, Rova,l .lit' Force Accort
;rnrl a,n ac.-'ount,it ?clesigrra.teri as Park a,lrio,r;;r,ni ) respectively.

The Coniroller of Ro.yal Aii Forc,e t\lcount"q u,lso acts as Deput
Frnanciai Adviser, Ro;-al Air I'orce . ;rnd assisis i,he Air f)frcer Com
ing, Boya,l Air Sorce u'ir:h his arlvite in a,11 financial matters.

80. The Controller of Ro.ya1 Air: !'oi',.rr {r:counts is subordinate
i,he Ccnlrclier of Uiliiarv Acr-'or-rut;-r. liolihern Coninrancl, so far as
qeleral a,kirilistlatioir of his ofiiL,e is r,cnc,eruerl. blil he refers direct
fhe Xlilitir;' Accoiuriant Gener:ri 4ii cases requirilg audit decision, ori

lhose in whi.c]r. he clesirr:s lsr 1srrg1,,s a decision gi."-er bv an offcer who]
preceded hirl in offi,ce. Il regarcl to the persol,nei euplo]'ecl under hiq
his fLurctiolrs are simil;r,r 1,o those {rf a Djsilrici Confroll.er. i

(vii) {lour*l LLrrlF, llit lU,rntus Arirrcurrs.

l]1. Th+: (.lorrtlolilr rir! Nlil,rine Ar:corints hr,: his ofticc irr
He is rerpcnsibie far lhe pii.1-rneul arid arrdil c{ a,ll erperrclitllre

3

uourlruy;
u1 resP€cq

:

j
]j
5
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::

';!t1Ota. ,_:.):)- l{o. {i of lri{l

.,1:1' il* 1;all,glaptr tt,ttrt tlrc-'t,vjl1r *rl ;ii,rli.r i':,:"" 1lre n-ur,l,,,_rldiua'ly ., 
l,,tu;te*

;,ll:}]::,:t,rs *tfer {,Lu t*sr sru{,u,rcr:

x;il ;*i;,i ;:l;:, * l;;J,,,i;: liil: ;,,j, l ii: J ll;ir,j,, tl ;_
;- 

-;1,";.,1. .,,., i.,il ilm ::,"i, 
- 

i;ili: :?, 11' t l:l {l',, i,", *r"il:lli:: .ri,"i",l',iC;;l',illlll,,' gir.ing il,".,,,i;,il,i
o,, of rcc t io,s ; 

"'r,rai, i,jr-il, ;,,,)ii ifj;,p
horr-*"ir., ..rrrr,,in' iri
ruuL'\ uutil tley ar.o



4.'t.tt u-, ;7:r_
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Indian }Iarine, iucluding salaries, estal-rlisirmerrt chirrges, elc.,
and o$ices ashore, irr,:iuding the Dock;zartl, cash and leclger

of Royal Itcliau Marine vessels ancl store ilccounbs crf vesseis,

kvatd, ef,c. I{e also arr&nges {or the preparn,tion of wilgei; slicets

,f,oor"rr employed in the Docliyar,l an,] lor the Llisi.rur';emrnt.lf biroir

#.as well as for the maintenance of pricecl ledgers of Dockyard stores
preparation of cosf, accounts of UockS-ard rvorkshops.' He js the
ioial Adviser to the X'lag Ofiicer Commauding and Director, Royal

Marine, and assists him in all matters concerning 
fhc 

llaliue

r:l$ :lg. The Controlier of llarirre Accounts is directly under tire llilitary
iii,,,.[6countant General as reg&rd.s audit matters ancl refers io him ali cases

iil. which he disagrees with a ruli.ng given by a,n officer who precedr,l hirr
iri 'ofrce. Ilis, functions in reqald to the rersonnel empioyed under

#ilo.,-"ql" ", -** "'lnl::: li' -"K
personnel empioyed under

ifn* are similar to those of a District Controller.
ii:n,.,. ls reEards t]re seneral ar'lministr*.i,ion of hisr rAs regards the generqtr administration o{ his ofice he is su horil inate.!:l:ip: f,rP oulJuuser4urvu

,ii,to the Controller of i\{ilitary A-ccounts, Souihern Oonmancl

Distribution ot Duties"

{i; iVilirenv Accouxrlrsr GsNn&eL's Orlrou.

33. Tlre lllilil,ary Aoctruritanb General disposes r,t all imporrarri
'iberrrs ol wi,rh reiriing to any sei-.tioir, and no section is un&er hii direct
controi. Th' Deputy i\{ilitary Accouutant Generai, Senior,.ir ur oharge
of the Aurlit and Pry sections, assisted by a Deputy Assistant [Iilitary
Accourif:uil, Gencral; ttre Deputy Military Acc,:rintaut General, J'ulioi.,
is in ch:rge o1 the Accounts, Army List ancl Iuspection sections, assisticl
by a Deprty Assistarrt il{ilitaiy Accountant c}eneral; the Assistarrt
llilitary Accountant Geueral is in charge of the Recoid or Gcnernt aud
Ad min is t.r:ttion Secbions.

1i i,; {.lo unr* i.r r.r f.ioNrao_r i,prts' 0 r'rrc.us.

84- Iu uoruur,nd er;rrtrullers' aflices, as il ge'eral ..rle, rs "ueqbionrvill be uneler the clirer:t conbrol rif thc Comrlrarril confroller. Irir, time
witi.usually lre {.lly occ'pied i'Lleali',g with hs wrrk as l'ina.ucial
Atlvisur., lhi: r)r.gi.drisil,i,rou uf lhe rvo|l; uitder his confrol, important r:ilses
t'Lab dernii,url hrs peisonal rr,tberrtiorL, tlisciplinary 

"o*.q 
*i,i in visiring

L'ontnrtrtrtl an,l Ilistrirrt fftraalq1111tr,'t:s ; alJo iu payrirg ur.casirinal visili
ld llrigade "lleaclgurr,mers and pericciic*ity in*iret'iilg r.r"is outl,r,ing otlices.

it6. Tire variou,s stlctions in conmancl conh..,ller:s' otb.ces wili betlividetl itlto glottps, ertch gtoulr lrrirg rLrilt,r r lrc eli,..r,t corrtr.ul ,rl l
supurr,)L i:e'vice 

'fiicer, rvho, in at.kliNion to exercising .r;ntroi over
seciious unde,' the immedii,te charge of an<ithel superior'.*eroict: oilicrr,,
ur, Drput/,\s:;islunt (-ioutroller of 

thtihtrSrg 
+g_,.n,,,ri*. ;irrd ciealiug witIall itrrporturrL cirses in t[.gror11,, rvill"lffifFl," ;,, ,u,,,JioL* lhnrg*oi ari imporNrr,'i ser,i,i,rr ,-,t: piirt,i<ii of wtrk il lhaL group. ti i"s .iesjrabl*

i:.: ,



I
r0 *

r,) )Irr&nge ttre rlivision,.rf work inlsr gr:ortpt.ro ihr-r,t interviews wittr$
outsicle offilrers, etc., rvill be 'listribtrietl. a,rtrongst .r,11 tire Superior Se.vice$
o$i.ce:s. 

I .$

$6, In Cop.rruanrl Controlir:l"s' ,..,lJices, Nhr: {,,lurcrrr,1 iiection will be$
urllcr thc irnanecliaie ancl per-,ron',ll control of rr Sriperior Service of&c$
ir,ssistcd, if necessir,ry, by a, Dtpr.rtrv ililsist*ni Llontroller. of Military:'{
Acr:cnnts; the otfuer: sections r.l-ill rl:orh und.tr ihe orciers of offrcers of j

tlie Superior Service, or Deprit;v Assisiant Contrcllers o-f Military Accouubs r

rvho are it iru:r-ieiliiile chaiq* ul iLr"' s,', tiorrs.

(iii) I,trsrnrct AND orur{}i Coxrnor,r,pns' Oal-rc:rs.

3?" Thr: clistribniion of lvorli in tire ilistri';L Controliersl ofr.c,es, antl
in thoso of ihe L'lontrollers ol }Iilitrlrl' Pension Accr,runts, Controller of
Amry llactory Arr:olints, Controller if Royal Air Force Accounts anii
Conl,roller af llarirre r\cuorlrit's will rl,rf,r.ucl on t;hc rulrber of offisers o{
ihe Supcrior tr,nrl Sll-'lorrlinale ServicJs serving in each office.. Where
rnore thnn oni: Superitrr Scrvice uffircr'. il arlclition to the Controller,
is employetl, thc gi,rup systeur sL+rLld, i:s fi-.r rrs pructicaLlc, be adopted.
-[n *il cases the Gerrerill Section vi]l t'e rincler tlie inrrrecliate control of
thcr Coni,rolict, or of an officer oi ihe Sriperior Service irssisiccl, if necessary,
ir,v l, Deputy Assista,lt {joliroller of }IilifLrry .kcoutits.

{ieneral Duties of Conirollers.

38, i-'he posling anii tr':r.l,*frr ,rl ijonlrr;llers 1u,,, trr::,ile by ihe Govern-
mt:nl l'I furlia. At tire tinre ol ira,nsftr, tho relicv,,:tl Lllrntroller shoulcl
ltrrirtl ovi'l i,rt his iir,Lr-,rrc$:;'-,r'r-rl.i itr)r'r:. 1:iiir iIii.li-r.r-,s1, ilti.)l{ri,'>.lrd l,}I 1.2i1111}-l]r,r

It.trcl ser,,ret riucLtneuts in his prrsonai t-,halge. The lclieving Controller
sloulil sign tlie presclibecl iorms anri rcgisb+is in token of irai'ing receiveil
t lLctu,

i]l reports of taking r,nci gj.ving ,,)v*1 oL*r*. shouk-l be suburitted to
lhe Military Accouniarit Goncrai rin il.e ciay thc transf':r of charge is
n-rfler:ti:cl,

S9, trVhcn a C.rntrr,[r:r is tiertg i:eiicr-crt, either permoiren.tly or tem-
1'olrriiy, of Lhr: cLai'g*: oi hjs r.rfiic+:, he wiil bring it-' the notice of his
ilrlcueijsor any itcns cf irnportlnur: in r,onricctirrrr r.,"ith ;hg ry61[ing of
t,lo ollicc, or iterxs of r','oi;ii ir'hich nre periiling anil lilrel1" to call for his
-"1ieria1 altrrnLiorr or sr-,rut,iuy. 1']r' rr:lir:veil ctijcr:i: is, in short, expected
Nr3 1,111r+- Lht, lisulir; oi his spccial J,:ui,ril,rrigc ar:ti r,.x1r*-ritrnr;c of the office
at tirc r-li:1r+r;r-:.1 rrl his.:intccli$o-t, iir lliicr.l;hlib t,1r.: latii:r mlr,y not start
haiir.lit,ill.rl,rcl li;, igur-;railt'l t:f lh,: sirri;i.r uf l.,lie r:lliii:e, or o{ such m;-itters
irs lo{ltlir{i hi;; s1,.lr:,iill i.rnil pr;i:igliil suptrvisioir, irlr.i tlia1,. ils far as po$sible,
:rrtl'Lrrelth oi. rr-rnti:iitii,v iir lrrr,cellrLr'{::r ol praciir;'-r nr,r,y b,:1r-oided in
1sg:rrcl to ca,scs ;l,nd miiif,t:rs a,.,lnajly uncLgr settli:nrcni;.

'i0. ,\ll r-oLilliltitlir:;rii,,115 1,11 [rl;rl.t,.f] afiC, tj.pg tlL,: ;r.CiiliitisLrat,iOU OI
tJrr: I,)o|rr,rtnrrrnt, ol c.,ul.cLeiL with rire ini,orpror*lNictn o.i. riuclit rules and
accouutr slir.'Ldrl Lre arirlrc;;seii Lc ljrr: ililii,;rry Acr:r,unlan,r; l*otreral, evco
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U "*y rest with the Governmen.i; of lririia or ther Auclitoi
to pass ordeirs thereon.

are respr:nsibi:.t1.r1. the roqriisiie number o{ of,ir:ers,
ahd others are available for the cluties o{ the l)e prrirtment,

tiJ n"p*rt-ental efficicncy is ntaintainnr{ ip th,' hish":;i i."t.r.
are also respolsiblc for [he punchLal ,rubtnissio* ut ,i1.1 p,.,,*cr:il,"cl
idal statements, accounts, return$, etc., to lhe nuthorities ioncrjrned.

l,..$cntrollers mey corresponcl clirect qrith the Government af
, ana Army Hcadquarters on rnrtters 'rvhir:li tlo nob aflect t]rc per-
iI of the Department, or which relaie to other than purely questions

:;fi'.ffCo"troliers will nbt introrluli -*ny change in the prescribed
[t qncl audit procedl*e, no' rvill they iierrnit any'rleviaf,ion there-
witbout obtaining the sanctian of the },xilitary ArcsLrnta"t C*"*rul.-.ii:::.'; r: .

iillr,Phgr have fuilSow_er, howevei:, to revisc thc rulings of their assist-
who lvo'k u:rder fhem. I' a,ll mirtters of accourrf ar:cl audit, con-
rs will.carry ont the instructjons of the i\Iilitary Accomtani Cf"*r

ffi 4"d they will re_ncier their a,ccounts to him and LeeP their books in such
FL,j?T 1s.h1maf 

dtu9ci ; they must also be preparccl tb give imy explana_
tIOnS ne may lc(llrue,

"i,':|#,,'. qE. controllers are responsible for r:urnnuuieatin:r to the ol,Ecersr1a1d subordinates unclr:r their control ;r,il orrl:l.s ,rsccii1rg c_qJerclitur,:
'rvhich.may corc.r'rr thcm. whcthe' sri,'ir or.rlers *to i'rii,*-il,;^ii ;;;;;;,-

,.1i,'.:tioqs to Army (or l\{ariru) }leg*l*tions, }Iiiitar;- luriil Code, }tiliiary-.'.accorurt code or cther:wis,r; aia it is ii.Lrth,:r: il,; ;i;t; lrl. itoltrolt,,,.,,
:.., !o issue thcrcon any ilolailricl iruitructian,.r tli,, t n,,ry'ir.'rr*ir*r*ry o,

desirable.

lV.tt:,t,'nu.,controllers.rvill not give a*y a',clit cler;isio* or' a, hypr,r|hetii_r*l
t{:: case ; th_ey will talie particular 

",nre 
Lo er}surc fh;1t a1 *,,a;i'il*"irioo i*

fl:t_-_11*I^,?J.!*r 
firlll,arti,.,uliirs of rlrc corcr,:i.e t:ase, u!:icir gr,vr ristruo ttrc qucshon refcn'cri r,o [Jrc r-r,uilii.rllic,., ha'i: bttrr r_rbtairLcri,'

, . ' , 48. Controllers rvill r,rniorce the sribnrissi,x t n tlc pnri.rer r1*tr:s ;i:r.d. irr the prescribecl fornrs. ci all *ccouni.s 
"ori 

o.,**,,rr;; ilo]il cii.b.,rrir,g
.,',g$cers _ind'ther:s, anrl rviil rolr'rl A*ioi-u i.,-ti,;';,;;;;',,;;harities,

1!e1 
takins irll u,:ccs"iLry rLcrioni,r ,'r1 v*.i tl,." ir',cgui,ir.i'fi,*.'*1 i,o ,,,, -i:ecelpb.ou ctue thr,tt: of r.r, st.Ltcnrrll rvill:nr-rlirrl ,r,rrli,) ir, LlorLtlojl,.,r. irtrnirespolrsibilify lor thc,,'iis.rirrn el 61r.r,ssrri.,r' i,ii'u,,,i,,;,u,r"l;,;l;:;;;r;;;;;

lenderg$ by"hin, unl,rss h*-is -frfi"t',"rir"ru rt,.,,,, t,,,-"t",J-;iru;J;iil:.
"-"precauiions for the ch.rc s-.rbrnission of brr,,r striiomr:,.t, ir, ,r,r.uli*.

, {?. loltrollels n.ill {:{,-u[)erlte rvifL rr,i,.s,,r,li Oiht.,,,.s (\r1)nlar]{i;ng,

3::$ of Departrur.rLi,., urr,l rriLh tln r:j,cr.rLrivrj ,1[i1.r;r,5. i,, uli n,rtt,,,.*,,f
liloloj,o9-..l,jng l lre tirrt ils. t,f thcir appoirLtl,er, t,s d ur l. rrs fiir irs trru r:tirr;r,.

;:?r:1, ?,-.r]g :" {h., iroriti' oI tiLu. fii'rrcriil Uil-ie..r.s {..ornur,;rr.Iing. t,rheads oi t.li,rt*."is., evs.]ry_ qrLcsbion 
"r ii,,i;;ri,ii'i*JiTi'iill.,,'iiu,l[

ejther comcs to their i,"oruiJ,ctgl i; ijr; 
"onrn,, 

nl i;Lrir ivcrfu. gr ryhichjley nay bc ablo t' irivesbigai. irxlop*ncent ry. rvt **"ii*i c"c*troirey
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i,.; r:i,rirsulterl irr,. a,.(:,irrirlL;rl (.riiicer iloirrrllrrrling or the head of a Dep
ar+:nt il;iirrrlillg- ihti rr.,,ceti-ciLy foi.tlte sil,uciii(lI r-)i t,ire Government ,lf
,rr'',i'fh,.s,, ..i,ir.r' ,)i \l:i1,.. i,r ;r.n.r. l,lriil,iirtl irr",,[viirg p-\pen{litttle,
will sriirinii i, ;'ei,l;n,1,,,,1 irlr:itr!1ir.' 

".ii+*i.r- 
lvlr,r, ire fiol,lJ one view

iilt,lli,'i'. 1,. jil,:r'r, rlr,ott,ir ir Ilt,rn')rur.{'rLr'l! iri I lL,. iLrii tier is uol.suflici

4E.'i,lirn;rili+rs lviil li:lir.le r cvcr'r :l,ssist,;riirer to lienera] Offieers
tr,;rn, li;t,l ;r.n,i ir..,r,l'; nI j-)u],urti]tr,1sr* or ,ri ii,,r. ,r,rrthorities respon$i
I'or,conl,r:,,iljrig c.t1,tii,iitnre, fe eriai;lc i,bdiir io carry out a
r{iVle!1'Li cxr;rrr'iilrurl ulrlFr ever"v he:irl r,i flre lrrriloe* psiinr{ivlely bi cxperi,,li i'rue urrtlr:r ever}- lien{l oi tire budget estimates
fhi.ir r:onl,roi. ,.,,.ii'iL th+: oi-rj*ci of l.rstricting expc,ndittie within
lirlrits. ui ;r', ui,:;trr,, rinn, ,.r,siiri,i r.,\l)err,iii i,.,,. rrrrl rtf tr1 ilisatio.n of savj
t'otr.lruls rii;icr,l,s {;l t*rirnloruri irr',fort;inr.,' iL, r'..,riutrrinirry the elfiel
"l llrr -\t'1rlr'

4{i. \\'l[,.t1 i)tui](,::irl- t.i.l:ll irrg iu r,.s1,,,;111,1ui'r,. {,r itt t.ourtecLirru wi
11(ii,.lltltui('s, ii,] r,j Iiriidc []. {}tlrtr.r,ili i }fiit,r,l's i.lgrirriil,tiling Or heads O

l)r.ir;i;lrli-lrts, i.:nrrtr.ulills riili ,:isisi tir,.rrr iir l.r.r,rrr., lirig their opini0rrs
1,o t}ir..ir,l.l'ig:lLiiii,v r;f ;,rct'et:tiing rvitlr ihi,r loirnrc u..i ilr;1;ion iLLggest"
:r,rttl r,t'iiir-,ltircl.: ihe lirialri;i,l eliect r-rl slri,ir l_,r,r.,l1rsi,rls,:rs rrstimir,fuifl,y t
,Lrrl.lr,'r'il.r' ir it it rr [r,il llte pr.r)l]os;rl o,.irirr,ri-s.

50. Liorit,rr-'Jl{,i'ii i:rit: Lrtli}il\i,crc(1 to t,ti,ll. r,,ir tlirr lieirtls oJ rniiitar;t €,xecu:
1,i','t, lill;;rri,nir'irlri frii iirly ili'+rrli*tii,rl llrt'y ilia,.,, m,.luirc. erither: to r.lrrci-
ri*tr, ;1. rhliLplr:, ot t1) trxltlnittt). it, f.it'rt1rt,sir,1 itLvslvirrg c,1,xpg1clitlre; lltrt,
rviril,,,:r (iir,i'-rilrl slrlriIiril'of t]re I'iniincitil iesrrlis oI rxe:r,utivc departmental
rLilr.nilistr:lltlr_rl ir! esstiitiri, i.lt.rntrolle r$ rrirList uoi irxcreeil th; limits
Ilris,lrit,r.-. rr:i,l u iiisIi'i; rl;.'Lrirs,,r'\'t,th,' l;t.,,u,1 ilisiitu,t,iprr Ietiveen finrnci

shoril,,l b*: urllrlr bv the Ci,rniroilers 1,,Ji(:r'i'i1;Ililll

iLrr,l lrillirinisii:r.iiilo rorLt'r'cl- 
_ lire;' ntLv r:all i.,,,1 tr.lr t:xplaniibion of arwl

ttti ustilll ,-,ll;u'gt, iir q_1tf;.ii;i{-r1tttb1e eutry iii l'..iiti tr;conttts tnci cll,inrs subniittei.
to thcrri'; if this uflecti-' ih.e ar:ts of hetr,ds rif .L)r-,piirturents, the enquirv

51. tl'r,ri'cjicr'- r'iii t'rrf,,ice 
. 
tL,, pirirL.trrl rrLhnrissiou of budgct

,'sr.irirr,ti:ri. r.rhic,h;'r'rc tiLre to l-,c suhnrifild r., tlrern for check, {rom e*..lr-
f ir.e -tlel;l ltlir:rlts. :rilr-l rl irnLiir,l i:stimrL1.r:-s oi llrsiL requirenent tlopI
rrrilir;rr.r ,:;"i,rir{!iij r'l-Ii,,'rs. 'i'ir",r" rr iii ;rllil.r'lFJ,' iur. tLe gr.irnt of casli
;1.51 ir111r;f i;i..,';i,'ii'.ii i!r';rsiiiit,.r ijr l;r\,,ut'trl nLilit,rrl. disbtirsiug o_fficcrs
iirl uiiiit.lr',' $eir.'i{,ts, r',helc nrrcr,:ssilr'r,. T}re_v nre alio chargecl**itn tl.
iiti';1' c'I r:^ri,:rriairrg ihe cilsh er;tirniltcs. t,r ensr.Lr.*: ihat these ?t- f", l*rii-
t,,t,trt'rl s.rll', ir',:,'.

il'P. {','iriruiit'r';. uIr' r','r;,urrsLl.;ll riL,Lr *li 1r,.,,'ipts atrtl expeuclitrrrtr
t!1;11 ;11;1,1,;,1 i:, ib,';l{{\,,iii1r, r,r rr,llii:,r'r ,lisl,rr,.rlri; uitit.eLs atil oth*r:",
rr,rj \trli as rcr'eipts anii cr-pelLlitul]r] ir,pl)trirJ.irig irr-thrir ,..,wu accormts,,,{
:r,r'l r:,rijustcrd jl thc accoiilts oi the monih iu rvhich they have b*uri .j_-".".:,.." uL r!ro lJuLrr,rr irr \y U.1[tl ttltjy tlave oeell_#l:,uirilrl l,Jlir,u'' i. Ti",-,,iyrrs :r 1,i U:il:(.1,iif rrr.,, ,1ppg,qi,irL!.in the _h)-XChrr,nge 

i
;iir(i Urrrrtr*l Ailjtst,irrg 'L:t.lu:its r.,'ili ht-' ,r,lristeci io the rn,nrbh:* .;
;, r',riiiri ('.)r.:L ,ll rlr,- tirrr,. ,'l fl,.ir fei,:irri,. ;

5iJ, uriilr.i:oilelri \vili tir,lrirrli-v wri ht:li thc ])rog-res-q of r\rny expenditnre..,$
(ii ir,.' s;;t'111g tliilt t:i.rt'ritlii;Li.r',r i,- rroi; r]ir.,.r.1,-,[ ir,rrri Lh,i prupo*,,.:$

:,
a
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;r;'.,fr it was sanctionerl, iii) by observing how new measllres $aui''-

,f,;,.r;"g the conrse of a year: afiect militaly expeurlitur*,.nt.1 
l1ii)

i"Ti.";-F expen'iitrtr,' ab ih* ,irrrt it i'i ilr'''r'r'crl-. ;rltil 
'crio'lirnl[,r 

'

,.ilmp*.ito" *-ith th'' srt'n.r'rlicnecl esiimiltr:s'
i::;:.:., rnr^.h^rr^ ",,i^" urill o.rr-lv orlv irr tl.e crs+l of ihose he*ds ci accounts, thcNorr-Ihc 4,h_ovc nries will apply only.iu tl.e crr,: of, thosc lrent.ls cf accounts, thc

,o*, estimrules tor wnrclr nooii* "ot,, i'irecl<ert or 1're}aled by conlroll"rs, and in th"

M. E. S. oxPenditure.
-.,.. 

Il4- L'outrollers w-ill enforce the pronipi setilemenb of *ll advances

er Jther oLrtstu,ndings agr,inst individuals or depaltments. {hey wili
i'61f! t|ot ther balancJs in the hands of r[ilitary rlisbursing o lcers, ralttl

:ffirnrr* of stores {irrcluclirrg reserYes) with'uniis or. store <lepot's.are

[l.r wirhitt llre l,-rwest possil,le litnil'; comp.rtil-']c ruith t'he nct'*ssities

".*fi. "",.r;,.* 'lh.v u iii rj,rforcc timeIv ailiustntcttb of lll orrbstantiirrg6f ih*,etui.',*. They lvill ertforcs timeiy adj rt r:.f all ortbstrr,nding

'.,,.i;t*1t*t, 
,.r,1,1 enstul tha,t cleposits l'eceivetl frotrt t-'onbtactors anrl sub'

:.lordinates rr,re pronrptly l,rought ttt :lccoult. They rvill iLlso sec thal

;i:enrerget,t ,l,lv,-lit,,tts are noi bakeli tqitliout dtttr necessity.

,ri,r. UU. i'lr.rntrollels wiJI sce that tr,ll t,laims r,gainsb tlre British alcl {.]*lrirrial

,,il {},,u,,r,,ru,llt,s dle supprirtccl by i;hr: l]Oce,!$il,Iy v0'Jchel$ :Ind {1o,curner1t$,

,,,aud t,iur,l tltey trr:e prornptty forwartled bhrough the proper chalnel for
,irii"ut srttleruent. tlt,.y wiit ;r,t all timeg but especialiy iu fhe crse oi
..i iielcl operi.itiorrs or other sleci:r,i siluvio'es, iake sueh si,eps as q1y L'!

,,..*rrr,,.y' to ,riLsure thab ali cltrims agairrst {lcrveritltetrt; ir.ie paitl autl

arljtLsl.ed iIs suUlt as irtrrutrerl.

.r 56. [lr.rntr:oller:s rvill i],t.raLrgrj irr:_ prriudi,ral irr"spct,,i;iur.is l,r,:all1", ].,;'
'i'oIiic,,.u l,ttacheel bo their ollices, ol t'h;j.rtconrits of all ulits arrrl forrna-

' tion.* in their auclit are*s. The;' will'issue tltrbailecl irrstr:uctior.Ls to the

inspecting olliccrs for th.ejr guida,nr:e and will disposo of the inspectiorr

reliorts ai cheir discretion' They wili similarly arrangc for the loeal

' u.idit of the accourrts of rurits antl formatjons ir thcir audib areil$, ari

,,' prescriberl frorn time to time.
, , 5?. fjOritrollers will exereise the prescribecl check over nsly colltlaci$
,. to see tbat thr:y ;lre in orcler ancl consist,irrL wit,h l;hg rules in Fiiraticial.
'::'Regulatiotis f,ii' the r\rmy in fltlia, Pa,rt f, a,nd that nr' u'rticlt:s are
- iuclu{ecl therein rvhich slould, r-rntler rules, be obta,ini:r-l tlirorigh iire

" ,, Home authorities, rr,nc1 that no local pllrcllaseit of stcres ilre :lrrangeti,
.t,. supplies of which are macle by a Centr*l pi.Lrchasing *uthority, exr:e}b

,,,,t: wiNh the concurreuce oI that authoriiy.
:.t.' bB. 11 a Controller clesires to reiax audit temporari]y in a, uriltter
: v,,hi.jh concerns his own office, he sliould itrvariably crousull tlie Deputy'
',,''or Assistar.rt l)ir,lctor ol Army Auclit ccncerned. If agr:eentttlN cirnrtol,

, ..'. he rotlcheil Nhe c*se shtirilcl be leferr,cd to ihe }filitary Accounirr,ni Lieucr:r'l'

::,..'If the propnsed rglaxiltion o,t audit is iiable to i'lfiect lrrocedun, getttrally,
.:i-, no ir,ctiin ihotlcl l:e i.ahen until thc ca,se has been finaliy det,ided and
:'.- agrcerl to by the l)irector oi Arury Aridit rintl the ltilitarl- Accc'rtul,itrrb
.-;. ,,{.itvroral.

f;]f.'. 59. *l Ctiniroller nray not (f) fropo$e increases in estat'lisbnr:nl
.€'ol other ex;rflrrdii,ule in tlepad.ments oth*,t than his owli ; or (2) on *rly

ffi''.'.i,.""*-,t 

ic,iir il protesting agailst auy rctrenchrnent or ecouomy 'whiclr

:r:'l
s:'=
#tu
@Bc*::



14 ' ,r.'
:"::3r]:il aut!_1ntr may,order"; or (B) suggesr ** ,'i;",

::Tlr oi fhe natural o"peration 
-of-a 

ruie, whii,reportirrt;i'ffi
t--l:ly,:l *11:Ii',"_:-,,: 

f anv kutd, li$ d, :iI b"ts ;*otyi;il#pr-rriroo Llr i]lrow&nce*,:, oo/ kurd, hjs drrty beir:g mer.ely to repr

L:l-r^t l:.a_firc,tcd 
by the ruj..s ; or (4) on his own morron suggest

1::_:l^t:t',T ryTi"l '1t3', 
*1".urr j,' rtre ";;;; "dX"-:;**,iordipates of his stafi; or. (b) advisi upon any qorutionu

pensionary claims (other tha'. wound or,injury p"enJions) ""iiiilment.servant absolutely retires, or is aboutidretire t"a;ni,Ii;;ii
l;ll-fl]_lqo-n_l 'il:fl:: ftom the Government o{ rnilia,,A;t:$
quart'ers ar the Military .Accountant General.





EHAFTHR, II;

ESTABI,ISIIMEI{TS A}iD &ATES OF ?AY, ETO.

Sazrtteil $iaff.
-,:,,:.- ''6S, ?he gazei;ted.staff oI the ilrilitary accounts r)epargmell r:o*sjiits

oI mrlit3ry anrl civilian ofiicers oI thc superic,r scrvice, au.i ut offccrs
of the Subordinate S_ervice designateri DeputS, Assistani Controllers of

',r'n4i1itra;y Accounts. (!ep_uiy al,gistaut uiritriry- icr".r"t-"i-'Generai
, , l3 tle .sffice c-t the &Iilitary Accountant Gencral, De.rrutr,--Assistant

conf,rorlers ol Dliritary Fension Acccunts in the ofi&ces 
"t?n"'c".:l*i[r,, of Military Pension, Accou'ts, 

fep^uty Assistant d"l;"u;--;f Army
Factory Accoruts in the offi.re of thc^controller of"Arriry F;"il; i..onnts,
D"ef-utfraslistant Controjlers of Ro.rol Air Forcb j#""rio "iljne 

oliiceof lhc Coubroller of Royal Arr For"ce Accounts ancl Dcputtz Assistart, controllers of Marine Accsunrs in rh.e "ffi;;i rh;"c*ii"1i;, of Mario,
Accounts/.

, t{on-Gazetteil StaS.

. 61. The non-gazettcd staft consists of mcrubcrs of the srrlrorclinu,te
Accounts service dcsignated accountants, and inemb*ru of tt* c{glirui
-service designated cl,rrl-s, sreuographers an{i ryplsts. llr, ,-t-"irrrrnments
flrecl Jor each o-fiLce alsu incl'de -sanctianed "eltabiishmerrtu ;; Record
Clerks ri,nd. i{enirr,ls.

$anciioned Establishmeats anil Rates of pay and Du*y Allowances.
6P. Tirc sarictiouecl csrablishments and. r,atcs of pay ancl cluby arlrirv-

aru-:c, of c'fticers of the $uperior antr subordinr"r,te "%i"id;';"d ^r*h*r..',of the s*bordinate acconnls ancl crericar serviccs of tire uiirt*" -l.{,counisDepariruenb aro given in the succeeding prr*gr;lrl*. 
'4*r?+urr ar

(i) $unuriron Spnvrcn OFrricens"

6g, 
(a) Rates ol pu$.

No, Pay per msnsoui,

MiliiaryAccoultsrtGener*t, , I ,lrT;
ljorirmancl Oontrollors j . .t o ilr^ r
Clas,s l Apgoiut:nrnls
lll&ss -11 Appoiui.irreats . 4Z .3ilr._*5i.i *i,.lfltii

(Efticiericy Lir,r at,
I Rs. :i00 lisr mo'som adr.litit-rrrrl, rf hoid by r ruilirar-v.r,"*t?ri;13%u*"r.

,,rrJaXi:lt,?o-o,j.nrr 
tu. o$cors appri*icd i${ore ihr ?rsr Juty tlr;t0 is Rs. ;loc*_oo_,

T
Nom'-ofiicerg r.,i .Non-'Asia6i* doi'ioiio aro eligibre-, for_ over$ea,s p:ry ot iho raie*{lnd uodor tho eonditiom laid dowri in lt,u -oporlo, i?riiC*rt*'ii"i* ij"io,"il"_aani""i;o the aboyg ratoo of prr,y. 

1 f i ;



_ 64. Ofrcer.* hoklinB the appcintments specifled. below are also
clrriy allowanccs, irr aclrlition io the above ra,tes of pay, in sonsi
o{ the important and responsible nature of the duties which elevo}ve,
them, or other spe cial circumstances cohnectecl with bheh appoin-b-q,q*t$

J,

rU

{b) Duty Allonlluia.

D.f M, i\. ll., Stinior .

u, lt, A, Cl., ,|unitir .

Lt" ll{. A., Presidency :ir{l Assarli l}istr{ui, {lorri;r,:llct of I{,, A, tr'
Aecounts, t-lontrerller of lllatino -{ccountg

a. 1\,I. A. G.
C. i\{, A., },Iadras Disttict
C. [I. .q,., Burn'a Districi, .
C. lI. P. A., Northern and Eaetern Coini:aands
0. IU. P. A-, Southerx and Vfestern Coinma,nds
.D. C. M, A., {Serdor) Northern Clommand
D. C', M, 4., Southern Colrruanrl
D. Cr. M, A., Westam [jcnimand

(ii) Srtec,nnlNA'rn SERvrcn OFFrI}DRs,

(a,J il,u,tes aJ p,ty.

I50

rih

t A. os. iu. A.

t). A. Lt

9U

Pay per fr}Eniitm.

RS.:'r': .:: i'::' r'

550-*0;1850

..:,::,,:::!
: ..i i:::;
:;li:' ,'r:,li

-t.:'.,ff
:: :.: i:l::l
'lr,t:l.iii )::

i.:.::l r. i-i
' :::.';ti.::

lb) t)'ulg trllur:tr tt ces.

{iii) Suntrnr)TNATE AtrcoirNrs'$r:gr,'rcn.

i.,,t.) Rrttes 
"J 

,p,tg

Rr-

l0t)

66.

Ni,. Pa,-y per me,n s-ojir i,t:r

Ils, '.' :

( Ll fticie,ni;'9 l r:,r at' iis',;,'4i1),r.i 1lli 
..jl

i:rirl,.,r
.,:.1,':::i:.r

Acaourit&i1tB



, , . No. X$ of ,lg$2.
Page 16, g,aragrapVo 6tl-

- ..The tabje under paragraph 64follows:-

D. M. A. G. (Senior). . .i

D: M.3,. G. iJunior) . , ,
Cgutroller of R,. A. tr. Aecouhts
A, M..4. G. . . ,'., . ''
O, M. A,, Br:rloa Dietrici . t,
(hniroller of Mariae Aceouats
Depury C. M. A. and p., Lahore
Dopaty C. M. p., Lahore

{Ameadmeate ta Ofrce Maaual, Fart I.}







l;,, 2

le: rrnclet r:lause (o) of putagtay;h, 66

the appointrnents specific'd trelow:-
:: . i

Per menge:n.

iiir:-superintendent, lIeciical
r'istirle Depot ancl accounta,nts
in indePeh(lent chargP of rlre

l, &ccountg sett.inns of f,lrrna._

Iti','i:, iiinr inclnding M' E. S' lirrrna-
.. tions btrt exr'ltrdirrq a.udllnts

'isedtions of S. D. {)s' ofHrres

ts e,rnplovccl in ihe olIice
:rMilita,rv Aeer:nrnta,nt

, T'os. l5

{except those altached
?ny Sectiori r r t' I hr t

i0 por ,,rrrt. o:r snl,rr\..

;$ote r1.-Aceountnnts emploved in the offrces o{
G':lt'D".4.:Cs. A. F. 4., rrncler the conhol of the
,.1,,[1,tr',, A. nre not eligihle t,) (li'ir$' c'hLtv allowanct,.

2-.:,;,;;,fiye hhovc allo*-i1nce is sribject trt ltrrluction or
fhtlrawil bv tlre floltrollerr if, in tri:. opinion, t)rt:
sbijntanf , cloes not carrr. ont, his clrrties satisfrc-
ilt. ,,
t;!' - '

3. I)rrtv lllou'lrrces rro not rtjmissibl,, to rlr.t'ot1nt.

!g:-:i Jece;Pt of lI:l!. S. r'rrtes of pnJ-,



rSbore l)epot anrl accorrnta;,t$
tm charge of tlie aecourrts .rec-
,,ti.ons of forrnn,fic;ns inr,lndir; g
:,M.'8. S. formations . l1q. 15

All accorrnl .rrrts enrnlnr,-ed i,r
t?te offiec of rlr. -\[,-A."(1. ^r.
cepl ing bh,;ie cmployerl iri t lrc
Pay Sectiorr of tlr'rt nffitc 20 per cent,. r,n salary

ig 1.-!'or pel'sons to r,l-trom

fplicahle, see p*ragraph 69A.

The drLtv allortirnee rri, (l) :rlrove u-ill

ii]*1to*u,r*,r* not adrrris".ii l-rit-r to ?rccrllitltarts
:S.-:.,4,, S. clerks gr&11tod ofhcirrting promo-
e',, accorrntant's gTil,dc, in iriilependent

..ihe accounts gectious of units.

clrrt;'allc,rvattccs af (i):llrovc- rvill lre given
:tho conclition fhlt the p';1,1- of ;,rn irrdir..iclLrai

tlre shrgc oI Rs. 350 p. rrr.

,(d) Du,ty AlLozuances-Naw Scalcs.

R*ie por rnens€inr..

ir:rr Superintent'ler,t, IIcdir.al

the above rates

to the conrlition that tlro ptr.v o1
not above the sl;*qe of lis. BiO'pcr

be givr-'n
arr iirclivi-

ll']rrtlls{ m

(Anenclmenfi tro Office ]Ianual, Part L)

'i

!



srrlinarv.r

. it..:,ii r: ,r. r. . J,.t:r:rai, j:;tj:

100-t0*2ofj'_, 
.

l.r:::i- :tl, :: r:li:,r.:irl I : il I : ir, :'r.:::1 I .il
I lrt:,: ri,::'it.::.::ii _t:rt: - ::: :]'r.iir l. j
::-j,i::irr.rt : . .i:: r:ijtr::rii ::
r:,9{},: 6r;150-180, i

(lifficienoy bar at
Rs, I5t) striga).

ii:r.ii::i .,: : :.:_ .'

.''..50--4-70-5-l5tt
," (Efticie.ueli,i bs.r . at
.,,,:. 

I 
.Ss. lt0..qtege)..-.'

ii\r: .:: : : - I -r. :l:.:,.fl

l::.::.t,.::r,,,,: ., r t ]]':.:: :l.l'..,:l:

viduah to whom the ahove ra$es are appli-
pnrn$raph 69A.

(Amendment to Oftce llanual, Part I.)
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(b) .Duty Allowunces.

, . nry^ The followiug rates of duty allowance are.l a1s': graritecl to nccount-

*6|t aclciition to the above rates of pa,y,'while hoicLing the appoint-

is specified belorv :-

Senior Supcrinlelr(lclrt' i,r thtrg,' ,'f {,1p ,{t'1 "rtt1ts,
Seciiorr of Pn Arsen,r'l

Srrnior Supelintendent, lleclieal Storo Depoi,"
antl tlnit Accouniatrts irr intleponrlenb char:ge
rf tho Ar:r:ounts Sections o{ rruits anrl totm;t.
f ions includ.ing 1\I. lt, Lq, fort.traf,ions, brii;
excluding the :\ccortttt'g Socti,rng of S. tl, Or.

Per Droneom,
I)^

.50

ofroes

Accounfumts omployetl a,s Supor:intenclont,,g on
tho Local Audit Stafi and as Senr.or Supe,ril-
tendents on tho etilft of the Audit oflicer:g
(M. X. S.), 'when rrot sorving in tha (-lon-

trollor's ofrco 30

rninr Superinteuclents iu charge o
ths stafi of ths Audit' O$lcors {}l|

.Irrninr Superinteuclents iu charge of groups on
rs (Il| E. S.) whon
er's office. Junltrr:not serving in tho Cont.-ol1er's office, Junlt'r

Superintendenis anal $tock Verifiers in
Arsenals and, Iledical Storo Depots, ancl
,Iunior Suporintenclol',s in chargo of groups
in ths Accounis Sei.tions of (-1. 8., E. {}nd
G. E,'s ofiices

Accountants omployod iri the offir:o of bhe M. A.
G,, on iho samo conditions governlng tho
grant of a similnr dut;;'allowalrre to Accottnt"
ants eurplc'yed in tho offce c,f lhe Ar.ectrnl,-
ant Goneral, Ii,ail..vays Zfl par cont, nn salarl

Norr l,-Exeept ihe accouufalt, of the Asserublv Factory, Rarvalpindi, wbo drars
s duty allorvance of R,s. 30 per ruonsem, a,ccounia,nts omployed irr the cfiicos of tho D. A,
Cs.A. F. A., undsr the control of tho C. A. F. 4., are not e'ligiblo tr drrw Cuty allowance.I Notr 3,-Tho above allc,rvances are s'.ibjout to reCuctir;n or rvithclrrr,*'tl by the
Coniroller i{, in his opir:iol, the arcourtut does not ,larry or,rf, his clr:tios satisfactorily.

No:rt 3.--Du+"-l all(ls':rnfeB a,r's LL''f e,lniiqsible t,t accirilnil.nts in rocoipl! oI M. E. $.
rates of pav,

(ir;) Cr,nx.rl-rt gnp,vrcE.

{o\ R'te; of Po,y.

Pay cor mengam

Rs.
l-'!elkr r-1.734 55-6-1I5*-5-170-5-200

{Efiicioncy bars a-t R,s. 115 and Rs. 170).

The r:r,te o{ pay iiilnctioueil. for c,lerlis who pirss the Sr.rborclinate
.!,.;connts Servico {lxaruinatior, anrl for stenogra,pher$ employed in ths
iifice$ of Cor:tlo11er,.i is Rs, i15*10-2?5.

:111

2D

i'!D.

!Yn.



F
3

r,1.,

Page 18, para.

Put 
,a eon/na-after poonq a!

iluetta " oftd.Meerui.

' f .1 ^,.Jrc $rl t{) it t{r

Nr,'. 1i.i of ll):J;i.

l)t.tr1u l8*
Purugr4.lt!1 {jg .is,rocrttt.xtt.ucl,t,,J us l.ollgr.vs :*

(c) Duty,4ll0,utnt,t: 
c :s.

tl1l. :Jlir() itlir-rrr,inc, rrrtcs of ciLrty all;wance are &Jsr)
:l;l]llj:'iyt:,iu rct,liiion ro. rrrc ;bJ"; ,,iJJ,,r p;ry, rocr,.rJ(s orrl)loyctl on tlrc drrtieg _1i,.";nu.i'i"low:*

r,11tn

)n
bie. i-l
d trirgg

Per
rrttrtlseln.

(i) Urrir, nee,,ut)f.ujls irr irr,t,..,., ,1,.,.t ..,- ll'i.
:\r'cr,rrr rs s.crirrns lji:";ll',1;:]-'.11.''haru,,,1.111,.
it.tt'lLr,lirrg Il. E. S. 

r0rlrrilltr,lrc
t l"'\ c"'i' n t s'" ; t:;. l' ilr :l' r' r rb^ b r i L c'-r'r' I r r' I i n s

ir, .s::,^y ";;-;;"1-""j ji 1i".ti.l;*.,,,,. 
,,'

rlccormts in Arsenals p

of
og

a,s

l.)

Lrl
.ts
.),
n-

(iii) Ut.rkq altaeh*rl t,r lrnasrrre L,lrcsr,l\[nlali.aucl arr.l C]riirinl S""ii,,,,' .,,, *"
li

, \otT 1.-Dutv alj
u,cr's ,n receipr 

"r l{.'I:i{::"1j"-^?1t-jdmissible tol{. E. S. ruiu, oa;;;.
j.;..1r.:ilt. 

.1,ltl!\,.ancei. :ir,e no,t, a,rlmissibtet'l',t'li",- p..',,1ccl ofthr,i,,tl
rr.rrl,a ,-,,-.:r^ --,r., .lIlg plr()rnoti()ns tr; tLc. .,1.1,^,,^+;tJrt's {t,;l{lo rrt,it,r l,r"j 

r; l'r('Irrr')f,lr)lts t',' t,lrt' ,\cr:oltnt-
Ser:f.i,,r,c nf ,,^i{._ trrr11,11q11,1,,,,1 r.lr;rr.gc,,f .,\cr-_,,url.Aec,,irrntsSectic'ns of units.

of pay.

No. l$ of 19'

al by thc
satis.

The?0.
The e:

g;1 n)4f;r,,nl"t-;, beyeie Bombau, I fffifit#
fup,.r,y*u. i,,e1' "!,i.JiI"JJ,;_-**., I _;";_;;_";j

i$imitar cstabtishmcph. oi rh?- C;;;lb/p..i*_;; _*p
/to1]1tic_s, 

aurl are 
flc-a -"."ra**r, if rhe Govcrnrne.

i ^^ 
ji..],: thc abs;duce of any specialfotit,rs ro the ,./

-s0 !

s*{
t;

pay iited to
inf the saute

tof ta.

ntr;lry isoiateil
ul ia for the

ply to al!

cascs,.the rates of p*y*,,ortiooi,f Ui lio'ioverrnr
f:",:j. of rhc."u/;o,,r_Coor.;ii;; ofr;rJ* *iooia r,*rue lermanent $eaials, irrespectir/ of rvhprJro. J
vuv ywru4'r{! $errars, urespectrrfe of whetlierfhe hcadquarter{ ofrce'o, ut'outof*ti;;r""

I

.j

Ii
I

I

I
E

)l'3

Lro

,YO
ndor tfo coattol
rmplt'ed in tbo
t', frlrr a rluty

l

L^
til

.cerYurg at



;1. Irt lltl:i*,1 ,,I t.lcllis \4 ir' irltr (rnrl,lu],.,1 ',* r,,,iLil,c(1()nni,?rrlls irL sirrir,tl'i'urits arrcl .{orrnir,tiols i,rr lv.lriclr
tlr,:it' urrf'li is rrutl ILrlI tirr,t illlJ \\'llonr f\\' ., rrror.,.llrco' urr/k ls rrL)!i ILrlI tirr,c. irrrd u lrqfD tr.ru or--trror.,.
srtclr ttrdbs ,,,r.rr,,f lre lurrrlrirred {u ,,4 Lo err,nio/ th..Lri
rrs frrl[,/ [irrr,: rrrf t rr.t'uorut trr nt/ zt'orrLrull,'ff""1,6,,1,1
rr,l tlrfr' ,liscret/rLr fis tlrc ,,r/" /rf clui.y,z/a,lloryrrnc..
r:ilircf ;,f Ii.s, it ,,r, lis. lt) ,tf'./t'd,ng 1,, y'hrt ,r/,o',rrt
ot rfrrk irrrl /r.(,>l)unsilrility/f,.lr rririt:,'nccorry'tarrts

rr.s, f I {)l r\b. rr, ;r#(.yt.(trflfl Lo /illr) il,6lolillf,
ir I rrl /l'(,il)un si I )il it y / #,. I I rrir itr"nccorr,ri tar rts"*,.f // I /
,,b/v",r,1,1,,rv,,.,.r"f fr,.n sul,j7,,;i. to fdu..tio,,,'rwy'l by tlrc L:of t/ollcr if i;i tris ofini,rn tlrio
$ob crLllv r'rry' fiis tlrrlie/ srrtislfctorily. ,./

i,{i
in

(,\mendme

ofpay
scales oi pay a6;under:*

draw

rawal
g cluii

:!':
::3|:.

{,
1,,

u[y

tLs

of pay,

z"'
ererrt localities,

\l/ /vtlt
f!
bs ir.. iltlt.pcf t*.nt
tions of rlnits a,r

M. Ii. S. flirrrratic,r
unts SecLiot'is of S.

Cr,rnrs aNr, ${I

Lo tle- ,/freu,sr-r
ancl Chitr:al$:ctio;

Sealo of pay
per nlenser]r

No. l0 of i980,
Pagc 18, pat.a, f0-

nr{r(j,? i}tt?fllf;; 
poona, rtetete,,awf ,, teforer\feerur and airt ..a

{i;) n:k!#W belare Bowba

.t!

{*W;
.{

/ Eto,r*2
*Y rt

pply to all
the

serving at



r8

{b} frtdu All,swawes.

69. The foliowinq rates o{ d,:ty allowr:,nce are also
adilition to the r,bor,'e rates rf pay,,tr: clerlcs eraplnyeil
specifred beloiar :*

- -Norn l.-Clerks employed in tbo offices of ih€ D, A. Cs. A.
of tho Cl. .\. F. A.. aro rot cligiblo to draw tl,riy allo,.y,tncA.
Accounts Seciion of the Assenlbiv Factory, fi:,ira1pindi,. lvill
allorvanco of Rs. l0 p6r rnensem.

[]nil_Accour'rtcnts in indopondenl chir,rge of Ihe Account.r Soctions ot
lni1.5 a,n({ formntions, inclurling :\L E._S, formniioas. brrt e:chrding
the Accounig Sections ol S. D.-O,e OlEces

Clerks. em,plol*erl ts Superiniend.onts on the f,,oc*l Aurlit Stafi aail ae
$oruar SuporintenilcntB on tho sir,ff of tho Audit officors (M. E. S.)
when lol; seivitg in tho Contro.llor's affica

Cle.rlrs erriployetl_as Jrinior Superinioadents or Sroeh Verifiers in
Arscnals ancl lledical Stole Dopcts or as Junior Superintonrl.onts
in_ charge bf groups oa the si;r* of tt" ,t"aii-bm"lrs il,{. E. S.t.uhen rot eu.ving in thc (,ontroller's office or as Juni.r'r Su"".iJj
tende-nlsir^r chargo of grouls in the Accounr"s Seclions of C. R'. E.'s
and C. E.'s Offices

AU other: clerts enrlloysd an'ay {roru 1.he Cuntr,rllers' hooilquartors
ollico (otlrcr thlrn thosc on toruporcr;; drri1, sr. i);lluiati,,rn) *lro oru
not eniitled to any higher rate of duiy ail"owance,: lO

Pr:r menserm,

Rs.

-Ir. A. uniter the coatrol,::

Norta
Controller
factorily,

llilii*ry Accorrnts ofiree at
Arn bala, -[Ih.;l-, Eanqrltrre,

Pr:,l;alpindi, l,uii,.,re,
Pi;u*r'talto,1gt.fu*

Ciorks omployecl in tho
howovor, draw a duby

Scaie ol pay
per mensem,

Pns, /'',t
J-:-i-50 l' olf
irri-.-l'_5"; /ag;-1*1r)*3*48 D?-n*,*

2,_'Tho abovs a,ll6y7&pces a,Ts sr:bjeeb-to, redceticr:. or withilrawal by thci{' in his opinion, the aecouniant or"clerk ctoes noi c:r,rry out his ituiies"s*iis-

.-'{o'm },-Duly ailorvances aro noi adrnissibie to cisrks in receipt o{ }I.
r)l p&y.

E, S. ratos .;

ir') Raconl Cr,nnrs ANll b{s},rrars.

'10. The rates of pay fixed for Record Clerks vary iii tli{ierent localities.
The existing scales o{ pay a,rc as uncler:-

Vl

Calcut,tl

Queffa, Eorrib*y
rt

anrl llaym'go rr.'i
tt6i

:ti

.)

..;:

t:.J

: ::,i
...,.:

,:'
::E

: ,:?
::.:l
.ii$

: l',9

', i**

.tli

..:!&.:..t

..i:.*

,r::$

.!d.E
'tg
4

'd

. ?1. Tk rrrtes *f pay for DuJtries a,ad otiier nrerria,ls ol the Military
A.cLrounts Department also varv wiih rrlfr:rcace to the losalities in whicl
emplcyed. -lihey conforln gere*,lly to l}:e r:r,te$ +{ pay admitted to
similar esiablishrnenis o{ the llivil liepartneirt. r:mployed in the same
locrrlities, a,uai are {.ixed a.ccoriliuglrv by ti:e *trver:rmeni of India-

?2. hi the abseirce of any special orcl+rs to the c{_,nl,rary in isolatecl
caslrs, the rates of pay srrnctioned liy' the Goverumcn| ol India for the
rlienials oi i]:c riarialrs Controliers' otiice,,i shoui.l L.e .titiki to appiy to all
the leruralent rur:tials, irrespcr,tiue of whtlhcr tirriy are serving at
the headquarters oifi.ce or at outetatioils" . '- , ,



{ts)

Racord, Ole;rks_N ew -Bcqles aJ Pay.
,l

R,oeorcl clorks emirloyed.at Calcuttq

Iieconl elerl;s.af, nll othor stations .
:l

Noru.-For persons to whom
.',,,,'.." spnllrralile, see pfi,r&glaph 69A. ,

the

R"q-

30-1._50

25.-t*45

*bove

Amentlment to Offiee Dfeaual,



lr,trle 7,\-
No, 20 of iggr.

l-nsert, the folloq,ing as paragraph 6g4 :

69,\. TJre lates nf,.,:.r .r,_ peF, r1nt1. ;rnd local ,ril,,,rrr urj\\ It ll.[ lr:tt.rr,,r,:rr,lro nn /L\lil',s;,11ir1 cC (A), 0; (,1). 6,c(r!),70 A rr liiy.rriit z'g rr ,*rr'"i,p#'t.l'll
fi) nll nersons who

are. hirve been
sen'ice, , whether
capacity, on or

enter or have en

(ii) persons who rrere in sarvir,e.permnnpnt .r, otl,er a^Or";i"
Jrrlv l93l. if there is - ["".il i.' after that date; , '--.^- -'l

Nnru.---A pcrsor) re-ornploynrl rrn,lpr rrnv of
_l::: 

rTto,U"ri 
. 

person 
n ef f Co,,.f itiorr*, 

t,-,t

i'e.-erirployr:d in Gover.n
rn,, fi, permanent or

after tlre 16th .tulr.- t

whether:
on the
their

iiii) Persons $,lro 5i-,.1". on p.o6,rf.inrr 
^n tlre.Trrlr' 1A81, rnrl .,.t.n .,]n 

"'o;;_";;
confit'mr:d in tJr,: ser!,r.p .r rr^r.J. {^-. _

vile) Rule. s,ill be r"gai,iled *" lrl,;;l.]l n'zr brerrk in his sc,rvice

Lt r jr,. \rrf\-Iee nf T),)Sl fOf S\-tner R'efe on proh,rtir;n nrn,.i.l,,.t rL^rlon, provideltl that!.(a r/1(,i,,rLr(,rr, irrOyfCled thA.
1-e1". ,sner,ificallv ,r*.,,o,1 ,,1 th; 

"';l

lTilintmi.nf oi)' I,r'oh;)tinn' tt,l,t"ti,ou
3:.l'"ll1l*" n,'' t,,' n " ll",t_".i"_.Ji!lt 

"lrr'lren introdrreecl ;,rtrrl



i.sg:.tu of 19$5.

iS rccortst.rur:l,ttl iris ful[,rrvs : _
,) IJ( )crtl,4l.Lourrrt,r;cs.

alu$el,,S l*,rl .11lorv1rnoes',aiid 
:al"o

lllu,* o".l 
"i;;k;""-*or"r""j'rirfirts sper:if.ed below :_

:::: :lr: i . :. .: " :: : ,,, ,Raie pef
l.;::'Actolunriit*,s: '' : .' i rne'nsen''
'Irarrs-fnrlrrs strr,l.irrns n5'

rct, Waziricfan an,t BalLi.
trannrr anrl Kohat 20

'- .l1l'1, : I ;. ,., '.1.
;:::::li i al:i :

e_atbachotl to the p*i,
rvr.. A. C[.'s ofliue. sre

i..t:,:'.,:i:..:,,':,",. .,,,''.; :tr't'f'lrrirateslai4
.lori"n in ilrr
Simla .4llow-

20

ane€$ Cocie.

;;;: i I

F-u"i-,| 0 .morrrhs rlrrr- | ts



..:.;

n
nllowance is, not aclmissible to

servfng aetually at Peshawai.; D. T.. Khan

.:'. ,,Clerks. :' : 
:

District,'-llians-Indus sl,airons
a{ Iiistrict, lYazir ista.n arid Bnlu,
exeepL Banntr arrd Kohat

:aritil Kohat'r
'antt Karachi .,:

ta

'R,s, lll bci those
. clratvilg' a' salar5r of f'rom
, Rs.: ,65 , to
' Tt.-. l?0 ir. rn.:: p.g, ',15 ,' to
': thilso r: 6rs1v-
. f itrg :g, st[161r1'
'' of. .,.,. Irori
.. Rs:, I7l. to, Its. ?0O p. m.

11s. 2fi, to
,,:. ihnsa . 6;s,i'-
". illg' bir-snla,rv
' ,of ,.Rs.,, 2Ci

a!]cl abovr'. :1

.: .:: Rs, :10:' . '

thoi:e
i::,.:€1,

ctt
' R,s"r:1.55
I-t s; rr.:2Co



r. '.; ,.:::,:r 12 r.. ,r 
.

L

those attar:lre,l to tlre Pav
Rs. 20

9f tlrc l{. 4. G.'s ofHce; see pr?,ra.
.. :. . r i. - . lAt 6he rafes

laid riorvn in' r. :1.,, :::'tthe $irnl.l
-{llowarrces
C'o te.

I{)Rst

.

le t<r

1\ nD,n
clerrJrs

ancl

Loe:al All.owo,nces.?New Soales.

or.lcicalities.
Rates of loea,I

: . .,,:allowances
: : per ulel)Sern.

Acct'runin n t.q:,Cle'rks.
i ,':, ?!Sr:.: : , ,r RS;.

Tra.ns.fndus
Kohat' Distrir-,t,

Baluchisten
sfat'icrns ?Asha::

I{ha,rr, Risrrlpnr,
rmu anrl Kohtt),
ii;;u"hi 

*: 
"tll zo io



No. Xt of 1{135. I

Pu.rrt. itj--
Jlri'l l'ollorving l.ir:low' thc existirrg enbt,ios:*

rls anr{ c.lcr:ks enrlrloye d iu ttre f,)rr,v Se e-lliiitlir',r' -r\ccorurta,nt liener:alrs Olllcgin Siml:l throughoub tl,e year rr,re eli_
,:utrrp,'nsrttot'y al lowarLcu rt tirc follori-

lrr.r ts
S. ,X. S. r;iorl<s in ther scale

Hs. f i5 *-10-:125

Il,s, 8(l pcr rners*rri.

Rs. - 60 p. rn.
Plits \'\'i,ter: r\[' rv-
ance ,i:alculateel 

ou
pe,y pl trs cr rlnl-;glsir-
torv alL,.lr.arr re-un, 1,.,.
the _ rirlcs il tL;lirnllir AlJ911-21,1-.g*
(.'ot it!-

F. Oth' r n lrj';,1,.1f, el'rlr* uf tltc
I l{ilirlr'.,' ..\nl,,rirrl.< ] )op;lrlmelL
I lSt'al,'''i P,r)' lis. ;;- i;-115--
; J-r /rJ -,) _ :ttii)
,
I
E.

F:Tdropo",rr-n- tlt:rlis {Farir, Tg) ;

(:tntendmcnt to

Li !. - ,t I lt. Iu.p/zrs \\'jrrtcr. All,rrr -
arrce {ialr,.ulate(l ars
at 2 abo,;e.

I{s. 35 p. m. in
addition ti, tlr" .r.ii-Irary rates of.oav
arlnejssible u,i.l""
para. 78 p/irs.lVjnfr,r
Alluq'arrrc cajctrlr,i-
ecl as al; 2 above.

Office Manual, par0 I.)

Statioits o:, I.calitiee.
Rates of local

n,llowances.
pef mensem.

Accountants. Clerks.
Tis. Rg.

l0
20

Rantrrr.. Ii .,1,;ii. Risalprrr nrrrli\e\ l,r,.liri (':rr,[r,rrrrrerrt . li
Rrrryn4 lli:1 1.i,.1

Mulrec, -{ l-rl!tttrbarl, C}rali.r.at&,
i\,lrnrrrir, t.ru'.,1611,'n. lt,,,,ikir.i.
ShilL,r,r'. l-" li.,ri-. Jn[-rpnlrar,
l)lr:rl'hrr j:r1.,. [(*i.rlrrl . l)riu;lrai_Itrhl,.],. I iirlJ,,,n{;r, S,,!,)r' irL,i.rlrt,,ulr ]ri l0

(Itor 6 rnontlrs rinr-
, rng & vea.f, ?.e.,
.:. f rorn Or:to6u" ,U,O

to Aprit llih).
(.\rncnrlrrrerrt to 0flice I\lauun,l, pnt,t I )



l{o. 13 of t9BI"
{,!:^I!l *'.eh 7 ? ki - ;' ;;,,;;:;;:fust entry uoau, tnu i

rs rollows :-- eading ,,rStation 
or localit_y

t*war District.
Baluchistan-,,

lbans-Indus Statious i_ -n Kohat District, IVaeiris.

Page 19, paragraplt, TT- Nb' 14 of 19i1,

#i{i:f"xf$";Tf :*'#q',1{}1*'":K:';;y}f ,,g*

t lS f€tAkS-

fujl eiouI" Kuax^,



19

..-O.toUr" 1924, rvhile si*,tioned i" goiuL; ul_i :r r1 rrl C*1cu.ita. T{ou:re }-l;:ut

,-**X^,*::;']utiy;g 
_to- 

officers srarion".i 
-t" 

ri,,"i,"J, 
"ij,Lu'lrl 

klii*.l;;' d calcutta' ortcers gmr_rgl+xt;" tuu urio. o,i rj,r'b",""."i[r'rj, i]ffij;;,,'.,"dccorirrts Rrrrmr..JJict'i.+-lr--**--^ ;l*:?:j'1,,Y:1T"ijl':lTl:li.'yl"'"i."i:'J:-;t.","il;ii:;:itil*:;:.mi:l Burma A'owances o"a*. ir.u c"r-l ;" ;t-'ilffii jiu;j:,,l.']J
Seheme.

$118'a 76. ofrcers of the srrperior .r: subor,linrlte Fierrvices arc eiigibir:
i",,*"*i3-;,|?;:t'--:::::l3lTyy1'' l'4Ji r'"i'ri,\q tr'.i1;1"i'-;lg appoi,,r;

f meuials, irrespectirre rif iii:tr i::;ies ol irrt,1, lit'erli,tii;il-i:i litr;
afiees at the sarne staiions.

'.!* mty sanctione'l sire*-gth of Becorci cjlerks rlnd mt-,rlir,rs authr-
u.r:.: Lh,1ljll"X"I?:1:liyu^'o.{fces {":,*,p*l,* 

:C.-a."f"-,ili j.'i,ia
ia, ry X'ioooce_ Departme*i ilriiirar' j r"t ii., 

"^-..";g0*-ri;;': 
;,,;;ii,.

,a^gji*t l?iu; T ,^'"!ofu:l. +.rcn rilne i" iin". lir* li,_*,r"r
i,*ed for the 14. F. A. is i;ri{ dou,u_iu tj".*ou, j_-rsFarrnierll, (Mili_
:bter, r\o. lIg-.tccbs-C;lrrrp. rlatr,i r!,, ,:ri, r, .'.-,, .-., ;,r !,1) lef,ler, No. 119-Accts-C*1i1p, ,iatc,l ih, ;;;ii;i;i;:'i;:;;

Compensair:ry, Ilouse &enf *nd Eurma Allovizance*-,
:r;..:,,'f5 0frcers of the Superior ancl Srrl;orrii

Resolution, luo. n-lbei-C.S F;- *_t_.i'i;..' rolr,

(tr) .Jci,o,r tt / t nl.;,
Sf rl;iou {Jr lcc.rlil"r-,

Yempomty menials emplol.ecl

Ier's area shorrld bc allow,ri-l

,r^^.Nrrre'- l,.r".rJ uii'.,rtRtte e is rtot r, irris,,il,..rosuawal l. .i j.., - o- ,f ,-.., 
^Loaj:ftxe a*n

P"sbrrrr,rt. lrir:r.ict.'f r,rrr,..lx.l11 ,cl.rti,lr,.,;r, fl.,lri,i.,&*_#l\\-n,L.rrl;'tr ril!{l i* Itjrlrt.:lrl.c.rr1.Bi;gri.;1. 
:riBourLLr,y ir)J l\ jr rjclti

llnrrn:l-T)ieirici -. :lJ

Sirrrla , ,

-in Nire .,'n,ii,tLrs staiion.s iri e;ch
tiir: m.ilirtnm 

Lrrl,"y rii,itr_1ii.)Lrirl i1;r.

-4"i i,lrr: r:ttgs Li,.id
d0w rr ii1 iho r'lirri;l

,j9.1 I ir: il";,i ri_.s Nix]rr.
1., i,,,.r,itrtr ;.1j, .-et!ij). jr,.LL,1,. rli

R
/ | iJ<*,rt*alk\

E,,.:*.ot*, ai thiir;r,re gi;";;-;;;;;;;.;ffi#,rrlrli'{ 're roilowleg appoilr
.::.] ' .::

:i', , F0rulrt-rtrtt-
;: , L. A, O:;, .irr tire lt'rurriiur: i.rist,ricte nf lr.rt,, []r-
i., ,. *u om"".r* e,,,ii;yil 

";l;;;i..il,i,"l;;-lllJ,J,i;j,i.,,:fii;ir?i{}i Jllzgist.in (s), 
"ana i,i,i h;';;'(r'l';.,i1, 

"=.r,, ii,,.. tr,o o:iiecrs i

i il!::i:'l,H,local trurlit "t a;;tt;''"''"r ;"'ri," 
""T,'i..'i,'r] 

!',,,,i:,;,,: La.'b.,n.a.-h.. .l
A",lil n.H,.^- /\r rr *,. ,;, . .' IAudit Oi5cer (M. E" S.), f,:,zir.irt,_,n llirtri:f . j

' .t

Lacal Allorffan*es"
FS f,llt t ' r7t': r'r;',o-ro- rti'ies oi ior;al airr:ivirncil3 $re aisi; *rlriiisr_:ib.iir Lrr

;:ffiii^- aurl c'riks r:urpl.,;;ec1 i,, i;.*r'oi*,,i.uo i:r l,:;,:',liri,:s :;peci*e,l



&oltr

l, ..: I

,,i : !$'.,,Vg{jb*,

Oi" i,Ii-

go; ia*Wain,rr; No; 16 of I9BI.

tli rT"-L"H1"tl:{iog.': (b) aer icat
;:TJIT,"d 

.-i;#;;,'.,;il :,mand }fsw.strem."i Yff%"1,t:
.:. . :';iLl.:-:llr::

:.::_ :::: i:.n: ril i:i
:tit.,::l:jt,l:irtl
': :i4..'r :i :j'j:'' ::::

t.
'3



?0

{b) Clericul leyuir,e.

I'esharvar lliiitlict, llr;rns-fndug
Koh*b. .,,\Q*irili!an, anr{ itr
Hi"t+4 L d-4/t', tt^tq :,

-_d

ll,a,fc r{ l,rcal ailowa,nco per
iltensern.

S1 ali, r11* 14
Ilalu,;hisj-ari :

lds. l0 t,' lh+se tlrawinq a
."altlr,v o{ frnm pus. df to
Rs. llO per uensorn.

, I:.r. 
.15 {., bhoso drawirrg a1 s,r.lar.1' oJ flom Rs, [Zt

t,,. lld. 2ot) per lllensont
fls. 20 trr tliose drarvinc
rr sal+r.v nf Rs. g0l a,n<i
n,hor.a-

_Di.rtrict .rre ontitled io ths Burma
P"r"'*. trre:lle'.tivs of ruhether tbo.i
A."ctllrrri flqnn.r't,rnOnt, or Oniort&in6j

r{tation ot locniitr,.

ll:,. lil to thoso draw.irrg 6,
sa.l;yy 6f h''m lis. b. to
L--. 100 pcr menBom.

.lis. 15 t.o th^u,r fuawing a
s:r.lr.r'.t of Rs. 20 t rier
mttrdem i\ltrI abov6.

li.c.:,:t).

.\1, tho ratos l*i l dorvn intha r(imla Allowance
t.jode,

Noru,--J,.-'e,gr,l allnrra,nce ig not, a,rlmissible lo clori<s ser

;*J* *.-+-'i-*i;;.:*'".' 
|! c!9llls ssrfjnq ilctua,ll"Y a,6 PsshaT'a,}

Teinporary Clertrds"

_rj;,1::rn]]"r.r,v 
1ik'rk$ are ordinarily {tberilineil at, lis. i0 per iuensein arlrlrtion thol-are cliqihlc tn-,.ir,rn,,irr" rif"rr*ri,;;-;ffiij;ib'i:-il;__, j --_ ., \rrr(J_y :41ru 11 zilt_:g a$ a(tmlssI

f.t-*-1,rltl clerks. Local a,l1ou,rln.ce..if ;rrlini_"sil_.lq t" p;l";;;;r;;,clerks,

:'i':';:l::-1.::l:::l'.^lt l'1,:q?":"'" 111ir1, 
lr1,f 1ui, ir'r,h;;;;;"-;;';i',;

3rr::1::1:"-1ll_*'h]:h,,o. in-tLe loi,alrt-r,in 
'r.tr.i,:h tr,.,,;-;;; ;;,;,:i-#i

,Hn:::: ^,*O: =' :r^ :1:: .il-igl 
b le t,r .t i, rv ii,' i, r,. i,. rolr "i-il, ; ;;fi;;l!:lt ntt t+ Rs. iii per $]rl,(€r]: o11 1l1i11ipiqf ir-rrr r;f i,hrr:e j,.;r;;"r;i;;;;:

a !)rl a plr n\-ed serr.ii,n

. ,. NnTc, . 
,T"mporar5 r. irr.L: s,.r. i*,{ in burnr.

Alle'r'aneo r'{ Fs.20 l)€r ruensrl}t, r-brlq sarvinq iu
a re lransferrnd f rnrn or h*r ,rlEres nf th" }Iif ii.i.rj
l.e allr',

B"mha.r an' j \a rae hr

Btrma i,)i,qtriirt,

!inrl;r

#lassified tisi +i O.Scers"

79, The lldnres cf officer; oi thc Srrpcrior ;iiiil ,irrf61,di11ss6
of ihe Departrnent. the a,ppointmerrf r lel,1 by lt,r* uoa 

-ih,
pa]'. etc., d*llvn b), them are- given in th4 ,, Lisi o{ Om..r, of tt ,
.\r:corrnts Deparlment." i'hi' lirt is Ir.,:l.,rrr.d in rli,: oilir,e ofth;
atl{i i$.1.ued hall-1-erlrl1. ur)ufer-lt€-'rl t,1i 1,,r- thrt l;N ;r'1rrrory ar*i"re$pfictivel,1: 4

Services
rates ofl
ltilitary
!t. A. {f;
lst Jrrly :



\'^ 2l of 1035'i\u.'.t
:

D,,." An-L t.Ltlr +v

l;rrsr,rt ';rs para. 78-A -
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'','Tempcri clerks enlertainQd. Io' .oj qfter 'l

i'#':b.gr."re entitlecl"'to,,rpay t'tt Rs' 45 'p rn';

..i ,:,::

acldition,. they nle eligihlc to dtnw cluty ailurvr
acln-rissiirle to permr.lnent clerks, uide, nat*. I

Local ailowrruce. if ldmissible to permanen,u
see.parir .- 77 (b), ma.v also be drawn by terreierl;s. Lrr i not if thev iu.c serl ing n

stl,tion at which, Ii,rr in tii*; t"o*tito:'irr'-iirir;
rverc entertuirrrrd.'l'ernpor.;rr.y clcilis,rr,.,,rl
gillle tri il,.,rn.:rn i,r"r"r,r,,,,i of Ti..,i,*;*i,,o tfr,
to ,lis. 50 (rn (.onlplt.ti,,rr ni' l lrr,ee 1.r1;1rq' i.6,11
llttrl rt lrl)rovpil s,.r'riec- 

:

:n

, .,,,..t : ,,: (Anier1,1.urent. to liflice ]Iamra1,lj

,:.,':'.,,' .'t't',,'t.,i,' ,-'''.' .i:, j
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ffistory oI $ervicee"
t::rr:'. '

;l " Hrsf,or"f of -\p'r'ir;es " of ail oftir.e'r .r tre iiucerio. ii*i vr, *
,lg*...tpto 

the 1st Jrrly, is also publishua ooouutt.y.. 'J'r v!'-=j

Establishmcnf Lists,

prinbcd. {stablishmenb LisL, giving iu cletail lhe sarrct,rone.l-and othel pr,rlirrrla.rsr ir '^i'-.^+';^^ 
- *,,t* .' d ,, anf ;jhgJ ,particula.rs .in "oinu"tL, *iih tU" S"fr""airii"ald, 

_C],e,rir,3l 
Services, .Recqr{ "t"rt, 

-ooJ "L,ildHffi,*;
.the

1rt,*pjtl,"t,*1.1 y*ry, is publishecl Uy -""U Controller aH $oon
#lu; tq*^dare. Copid of rhis dhhri;;_nr Lisr will b*

_:,lj- the M. A. G. a'd to a-lr orher c;"h"ii;ffi; d;"r,i#rilii li
;rt e"ne"uf lloster of accountants of the Subortlinate Service o{rif-ir*.::11ts Deparrment is prepar.a"n-U yu*.rry io tn;;h;;
{. S, t. correcrerr upro rtre ilsf't*';;;;*;;;,i sdi{ .li,"l"l, JJjiPrinted copies are supplicd t" Ji C"^i."fil^.

i's' A senioritv List, of crerks who have passcd the $nb,rrrlina.tecgnu!1 serviceLxaminatiort i-rlrrr'prifrolu nnn,,oil,v in 66o n*".
-t:_ll;^l *. after. rtre resrrtbs 

"f rh; 
-S;;;;clirrarc 

Aucorrnrs .lervicon are published. printed copies aro;dii_ri;;;iffi;;;;il;"
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-qprvic. i* a'y part, of Inilia and .lJirrrr:*, lls *'r:li as for field service 
'in

orri. r,i'Irrrli:r,.

. cliApsi5E, gil.
t i"'

R&SR1T{?}iISI{T, APPOII{TMSNTS A.FD PROXfiOIEOI$S.

Superior $crvice Officerg.

, ii) fiecnurrunnr.

84. .ille iiiLp,,rrior 
'9+rrvjcr, 

ol. thr.l illili{,ary Accounts
t,rrliraril), rer,.uited h1, rlirert app.inl,*eni o{ l.nrjians in lddia,
p'r:otnotion of t,$ir:cls oli tlc Srtborciil*,te Service. Assistant:Fi
Advisel,.l. l\IilitrLr'1' F inanr*,, n.nli r'lri|r'riniencleni,s employed in, thc M
Ii'irin,ir*o .lJrn,nolr trj: tlre F'in;l,*i:. I)el'lrtnr.'t are also eligibte for
tir ihe sliperii;r:-Sr;rviccr of the lfilitar:1' aer.r,rurts rlipartmenl-.,',:Di;
r.r:rriitnlent o{ flilia,rLs is gr..n+:r:r1ly nrrlclc f;:,rnr. amring the
ranrli'l,,tcs :rt, a, .{r{}utJ,ctitil.e era,nt.instio.tr }ir.l,l l,y the 

-public

{,Jornmi$sioil, wi1,ir due regarcl to thc clu,ims of minority comm

,l.rr 
specirrl ca_ses, a,ppointments are macle in ltJ'gla*d by the seeretary

S{,aLe fnr I nr lin.

-- 85. Tli,: ar;ceptancr: of a,n tippriiritnrt'nl; in t;hrl S'perior Service of
Nliiitriri' Aur:ounts lJc_parl;rnerrt ta,rri+:s rviNh ii s, definite liahility

flff" [)et'rriler'l jrstrur:f ilirs for: 1,hr: trninilg 'rf oriiccls appoilted rli
rnrl,rr,t;ilni'rs oL th. Ililita,r'.u At-r:.rinis .l.lt'prr,ri,rnr-rut, anil iules for tas lrrol,rr,t;iltir,rs oL tho n[ilit,rr.u' ,\cr'rrrrrris l]r.prr,ri,rnr_,rrt, a,lif iules for

I.)r'lrir'.ir*c,+*l cxa,rni'n,fion ar. co*tai*tl- rtspectively iu Annerxt'-\ " arrtl " li " L,r ihis Chapter

iii) ;!rt itJN'r"nrlNts.

. S'i. llllrr: :r irlrririir:tt:tis iu tht r(1111,,yjor g,,1-1,i1:1r 1f Lirc llliiif,1.ry Accot
|1,1t.;11Irt rtl ;u,,liir','lr lr,'l,,rt ;" *

ili i I i f,:r L;r A gtouri t ;r,trt, {,''l ctreral,

{.jr;:rt,Ir'i.t{..r rLi Miliiar.'r Accounia .

A 3ty11,i.11.17111l, t; .it t { | k r,,s.. { .

I )tprr t,v i i il ita r:y A cco ir rLtaui (?t' I i r l'rr, l, .{en iar.
.lleput;y &liI itar:-i' r{, cr.:o rlntalrt Genera l. .l uri ir,l r.
{ lritirolle;: + { Arniy iln.r'to ry Ar,,cor r nt,s.

f ou Lroll,cr of itrIi litai:_i' r\ r,r:o r rutrr. f r:lh_o qq Ll i strit t
I .i-l \

, Norlitern, Comnanul.
\ r\nuthern (lom.mawl

i llaslern (lom.mnni,.
\ lYe.ctetn Command..



i. Arcoool*, lVesbern Com-

i,$1|1,tliy1ao.qounts, tsunna District.

,Air..Force Accounts. ,, 
: ,i:, . ,, ,

ffdriueAscorlnts"

ilary A, oco uritant General.

of- Military' A'c counis,
of Army Factory Accounts.

ontroller of illilitary Pensions.
Controller of Hilitary Accounts and
i-Lahore.
Controilers of X[ilitary Acoouatg. ,

(Amendrnents i,r Offiee Dfanuol, p*rt I.)
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Pqgar,' g'i,A ga,.'pg,rqgl*phg?- . ;',, -

tr4ilita1y': Aciounte peplr*uut;rufi;-x. #-. dtU
, Military Accountabt. General,:

,.,,,Controilei i'ol
.-'.rr.:,Agcountg. I.r.',

,' Controller::of,'
,1 ,' ., ,, I)itore. I . ',,



2:i

flonirsl ler o l .l!Ii li tary Accounts, Northern Chmrnanli "

Con i roller o f ,llilii;'r,ry Acco ltn is,' $onihern {,'o mnna, ni.l.

Conir:ollrr r;f fuIilitary Accounta, Sasiern Crlmmand.

Ap,puintrnents 'in, Clas.s II.
ler ci Militar)z Accotnts, Presidency and Assa,rn l,)istricf,

cf U{iiitary Accounts, Maclras District.
ler of Llilitar-v Acconrrts, Burma District,

llers oJ Militnry Irengion ,Accounts.

ller oi: Rof'al Air I'orce Acccunts,
troller nf lhrinn ;\ccoituts.

b Nlilif.ary Accorrnt*nb Gcncr;r l.

y Confirollers of &Iilitary Acconnti;"

$.J Controllor oli Army Fa,ct;ory Atcounts.
t Controllers of Military Ar:counts.

nb Controllr:r of Arrny Factor:y Aecounls.

(iii) Pno*ror:rous.
Prornotions t* LL+ nppointurents of Military Accr:runtani, Genera,!,

Controllers of iltlliiari' Accouni;s anr.tr to thos+r irr Class I n,rc
by str:ict selectiori.. Appointments as Deput3r i!{iiitary Acr_ro11ntr6p1,n

, Seni'r L'':l J*nior, *rrrl 
',s 

CorrtroJle'if Arnry Taciory Accou'f,s
by special selection, irrcspective nf seniority, Oriina,rily all
ppointments in tho l)epartmert are filled by ,rllicers tf th*appointments in tho l)epa tmert are filled

Accounts Depnrtment, hrit the (]over:nmeni of"lnciia. reserve to

rbment.

192.1.
'- mr. rne &rrall:{pment$ .]escrihed

lr.:::iat:lj;i

pelyes_ the right of rppointing, under speoial circrrmsta,nces. io any
inclutletl iu bhc c,r,drr,'f bhe r)epartmerib a,n trflict'r rrof h,.lorHins tir

(iv) Gnxr.:nar,.

titne spc'i lry.f{i.ers of thr: Srr;rerior Se*,it:e,.irr lt:u,,-r,wilh
lnces, on f91,.ig11 servir:e;_or on rleputation or specirr,l dr,rt.y rorrni,s,
absence of 'sp*rc,i:r,l'rilerfto the contrary, as s..iv-icc towai,crs in,,re-

The grant of leavo ilncl lcave allowanees, eic., is r:egrrlrrierl ir;, ,n"
-S.eryire Regnlatiions. The ira,veiling allowances of officrrrs of the
'rrment are regulaterl
'by the Civii iervice

by ihe Supplernentary Rulcs, and their pen-
Regu.ltr,tions an& the Superinr Civii Services

precerling rrh.altpr irr,r srrhject,
of thc ,s*rrrr,:.

in ihis chapter anrl salaries lairl down
to revision a,ecorcling to the require.

., ;''

' ' r'r,:,1

. .1:,,.:',i:*
:. ,. .:in t::-::j

,.,.-;.ili;i;l$
, ' *:r--i

,-i#
" i !i.i*: .-_ t. -,::l
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9*. A-pp+intmenkt, prlmotionr. anil
lhe Departmen{;" anrl ihe grani to thenn o{
cf Indir, :r.,s shown helow:-

i. In P;lri I, above the signature of
F'rn a,nce).

ii) flrr r+iinqrrixhing rlutien on
rlcpnlf,urr; on ler.ye (inchrri-
ing pr:irilegn leirvc) or on
trartf.rr {o anoiher olfice
qr spccia.! duty,

(iii) Junior Controllers of l\{ilitary Accounts (Cornma$cl,q,q

(iv) tlther l-iontrollers of Military Accounbs, ,inelu{in$
Controllers of Military Pension, Armrv S'aeto!$
Air Force anel Ma,rine Accormts.

te) Al1 p:rnta,nent appointruents to ancl prornotions of'offieersl
Class I and II, all officiating appointments to CIq,ss..I
above, and all permanent appointments of and tle rt
o{ permanent Deputy Assistant Controllers of
.{.cL,oun ts.

Fostings of offioers tif the liuperior Service.

}'art 1I, aliove the signature of thc Milii,a-l1

rrill l'+r t,ornrrulrioa,l;erl bv posb to tho ftIilitary Ar,count,a,nt General by
tl}it..trrrrttt1.;rrvhtttuSireh0fficeIisserr'irr'gatthctime:-

(,:) All
Jl. In

{-ir.rier:rl.
Aii nctificaficrns rr{Ter:ting the gra,nt o{ leavc to otlicers c'iher bhau,

t1!e111;i6v1p6l in t,lausc I (c) *r,bove ; as vell nri ir.ll provisiona.lly perman
and ,rffi.r:.iai,ing rlppaintments of l)eputy Assistant, Controllers oJ Mifi
.Arfolrnts, rrn,l ih* retirements of srich provisioually perlranent
o ft r'irr.f,ing,rfticcrs.

9i), When a, ga,zeflerl oilicer is tratrs{errrxl, plnr,e,rl on sper:ial d
,rr'nhrlrr ht: pr:o,-;eetls on {rr rr:tlrtns front leave. or r,'hun tt probationer
r',-nfir'nt*rrl in l;hc T)cpa,liinrent, inlbnrr:liion rtritlr:r th+: frtllowing

{n) All perrnanerri, iind crfiiciaiing appointruentt to the','f!
' offices or a,ppointntenbs and the grant of leave to thql

halding charge of such off.ees or appointments:T :

(i) Military Accountant General, Depuf' and Assistant'
Aecountants General,

{ii) Comma,ncl Controllers of Milibary Accounts.

1 (l) Namc of Ofticcr.
j izi ivf."tf,"r velicscrl irt tlte forenoott or
I enrl dn,to.

p{rsiilrgs o{ ga,rettcd, cffi
lcato arc nofiifitd in hhp,

the 3'irranoial Atlviser

($) Narne of the officer reliovecl.

i (il) Na.mc of ntti,:cr bl s'h^m rilicn.,cl.
| {41 D,r'te of emhn hation in the ca;ic of
i cranl"d lcevo out, nf India (cxceptI cranlncl tce{€ ouL 6t
I l*uo" tnkcn h-v itscif)
{5) D*te of comrnencement of leavs'

(u) {}n assurnption n{ dir{1y on} (?) Whether duiy was acsuurod iin tho foronoon:r assurnpti'n .{ rtir{'y "',illl il,U;t:l:,T;;';'. "*i,rnnsJer or re[urn from ) alternoon ancl r]ate.
leave" ( 131 Na.me of the ofiiccr re

ttil\ [.]n rxrn6rrnabion in ihe ne- ) (?) Whother rJuiies wore as*u tho {crrer

i'{nls:..* {l of ihe r:Sir:e orrlere iseued cn tiho suhjoct wiil arrffiso fo!t^lte n[f

r ( l) Na.me of officcr"
r .xlnf;rlnal.inn in i,he Fe- \ tti Wfruf.n"r rlur.ics wcre assumo.[

fln,rentent, o{ protroiioaer*, ) nt afinrnoon and date'
( (t) Nem" ,'f of icer rcliovcd.

i\01'IU.'*l-r0Fled (:tr l,ne OfiCe Offfefg l8flll€q Cn [n€ &U{IilJt srlt dr[ulH r!!t. rr

r:( bosnrrnieatiug thu nbovo inlormabion to t'hr Military Acoounbanb Genelal'





iira.le on the recomrnendation of a, selectiriLi Bra,rcl ii,,irlsisting
i:lry Ac.ou*hrrrt (ie*er*l as P.esiiiout r*f C [erv sciecteul

nrerrtirets.
I

tr(l0ltLbAUts I',ir pri,,inul,iurr irr .Ll,re irclf
or: pnrVisltiitlrllv lrerrnl,iit-.ii f, v:ir,,i ur:ie,:

Boartl selecl certil,iri

26

Suboiilinste $ervico Officers,

{i) Rr:ernurrMENT By gur,ncrroN.

I of the Suliorr-lirrate Service are tecruited by selectian fitirn
the Sutrorilinate Accourrts -service (accuirr,.taril,s). The

eihher per:mlritrrrl

of selection, the Board work on bbe foll.;rsiirg; geucral

*$e Board will sit at the tirne of the au.uel Cr:ntr:oll.:rs' L'uir,
tiiat such tirnes as nray be rleerne,l cr)rlvcrrierrb arrJ ut't;c*si11.y.

{he Presidcnt wili have a castirrg vote.

will be nade, taliiru into corrsi.Iera.choirre for prornobion

ft.r)' X{er;t"-In ttris respect the Boar,j will be cuirled [)

i

guirled lry
t:onfidenNialr:Orrhtlerrbrrr,l reports ou :rccouOtartts, ;r,ud tlie
Lrruwlc,lg,r nf the Presi,leut *ud rueutl)ctrr.

:'L:'.,',::,,at:ctt u r tf ;, rr bs h& ve remn i ued satisf actti ry.

otti,ri:riiug D. A. 0s., &1. A"

(ii) RncnurruuNr By Sencrlr, peonnorroN.
::.:..::, . \rr,, tlrq{ifi'ut'fMuN'l' BY DPEOIAL TR(]M0TION,

'..0q'ntroll,irs will Le.as\ed-by the ilIilitary A*ccu.'taut; ileaer:al,
once & yea,r, to subnrit the narnes of one or rrlote :lccor.riilantr;

|l.,j!*,"hJl{ recurmneuded tor, _accelerafed prouulion t o r,Lo r,,.J*
Agsisbarrir {ly'troller of J}Iilitrr,ry Acr:'uulii. lt,,'r,kir,g*siich

!-f;1.|furf the fullorvi'g poirrbs sliorrlil lier l*pi i,.,r,ui,r*,,?t.i"io-CuuLrullers;-

Lhe t-rlijecL of ;r':rrelelaliug
servir:es :lr.r,l*iinifelvl

fellu.iired d.s ofrc.ts irt ilie iu.h*restrr ol (luvcrdillelrtt, ,,r.r.rd rvli,_r
elte c.rri*,iiler:tbly more efrir:ienl in ev*r1. rvay tlan lliose

il"ihe lliliLary Accouutaub Geuerrll will ar,ro fui.uisir cutrtr,llers
::l::',':, *itL a lisb uI the accounf*n{;s of bheir: r.us1_,ecbivc o$it:es, wlio
,1,' . a.e ur;usidered by 1;he -Board t' bc rlrrib*l;t*'t.,, *p1r.,iuf;i:";;;

tLrer p*si
perrrutal

i,;'[l,] $erriorily, so- far as ib efiecbs utficers of ir,pproxiruat+lr: e(luill ruerib.

f;) rle uinrr*s of tLe *ccountants so selec|er,r rviil l.re rn;r,irrt:iira,.l
l,': r;trufi,lcul,iu[y by the Militrr,ry Accouu[auL L,rcuer.u,r, *rr,I will t,u

"- ceiusidcre.l for prornotion in the orcler oI sele,:l;iurr, :r,:l v.r,r,au-I'itcies occur, provided the work and couriutrb uf i;lre sr,l.:,,fie,I

'Special 
proruobions are matle solely with

;,,' the protrrobir.rn of tccounfants wirose
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,,4'lti','..iffi
: .t.l'.::ii:al:!1i,.,. ,:,.::::,l::-1.4

: :::: r:r,i:

$aq tA* H-ead of the olfice irr which the canriidate is se::r.iLi;1.
iappointed direct must appear. :r,t the iirst anr1, if lir; faiis,
and, if necess&ry, thilrl exaririrratirirr held zr,iter bis rrl)puirit-
he first examination is held within six months af theiiate of

r.gt ; in the latter case, if he does not appear at that examina,_
bg:allowecl to appeil:lt the second, thi;d rintl fourbii dxarninir-

th the special sanction of ihe M. A. G., failure to,liass'irl
s will entail loss of his appoiniurent as ascountant. l'

: : (ii) AnrorrrMuN.r By peouorroN.

normal method of appointme't to the srrborclinattl Acco**ts

Other iiuaiifica,-

,e.tual, 
clerks will ordinr,rily be selectetf for promoiioln i'the

dates of their passing the examinabi<-,n ; l;utjin order |o allow
oJ seryice and exporience, every three compl"te y""rs oi ih,

of substantive service in the Departmdnt wiii t,q treaterl
ing for one year's delay in passing the examination.l

he passing oJ the subordinate Accounts service rrxa,rninatio*il itself establjsh a right to Le prorrroberl t, the suborclinrifie
$ervioe. l{o orie will be,_appoinlecr i;o that srrvir,e,;rirrress rr*

*1l"]11 :t"ltined by .r.biliiji ;i-.;;;,;;;ee to rliuct.,arg+, rt':
&n tcoountant. r

(iii) Srncrer, Pnouorrorvs.

1."::t- tll :"!-ii"r educariourrl 
.quatiFrcarions, aucl

Siltl'"Ii{l ::,:t::tlt :T:*, }*.',1,po i it",r-1";; ;;;; ;;;
TT*.ut{ uq:lyrtoo.q &a a re\yarri fof meritorii,rrs ,*;"i,;.i.

i.::11^",::Ojectto rhe conitftions loi.t ct,:rl,,r in ;,ara.*,
-101 for persorls appointed direct.
L c.lerks who havc passed the suborclinate Accounbs st,rvi,:'ca-tion aucl _who hav6 

" 
shown outst_ancling aLriiity ;;; ;;il.;

!Ii*o : y;; !' h:;;^;l;: d"* 
" 

- il:il"li.Ti u1"-1,?",,: :i' }1,, 
j 
;::: ; J I

,H:f:i:,:;.'" 1i,: ::::^*i::t: +'i:ol*' 
ts servic,, \vh,,,, r,,,*,, Ji,,s;mes of clerkg recorn'rended-for srich sl,eciai f""ru"iirr,, ir;;,;;;.;iJi

^::l:llil 
,h., i*lL,sN p*rtiuulirrs ,,f the' ,rrr,,Irli,.;r,iit,rir. *i,,;r.;.",';,;.,clcrks o{)uctirrle(l-

-/'(rv) Unl'Icr,rrrvc Pn,ltirorioNs.4 .!v/,:v'.u-ro. 
_r' f

9j.i*t:ig.,qro mo tio ns a3 aeeo rr r rta,u ls,, ir, l,,,i yc fi, l1e r,, L r rf hor-r'ncies, within the sancbio*eii stre'gil of ac"o,rrrr,i'Lts, *r:ly b*

f,::lll-ll l"::11:{, lT:: i :il ll'-q:,! 
tL; p,';;, i 

",.,*(s 
s" r v r n4, u,, r,,r

,1, 
gbject ro r,rre co'ilirio," p.-,*"ii[J1fi1' u. ln r' i::i i:i[-,f '^t :rets., dared rhe r grh ,sepreniter 19ii, as ,.o.pt1n*li-i,y;r" ij. iirlr.'iil. j

:ili'l

...r i:

rn3:

Y- .,

r'1



g*i

fuLLer Nrr. ,16?-Accte.t-ler*p, il*tecl the t6t.h lr-ebr-rrar'5r 192-?.

t,iuu,l wiil noriue,lly be tu,rde 3i1i:()rilinE l'u si:niority,ril'

(v) $uronnrNara AecouNTs SERv{cE ExAMTNATIgN: 
',:ll r'll I i'rr': ::r:::::r"=

lrh l;he Hubor,linate Acbo4nt4,.
,.1r. [1 . .\, (i. 1,,., t,hbse wbo

A lisL uf such ceorlid:r,hes will Lie suLrniife,l by- Coralrolferq:,tt

M- i ;.;*the prescribeil fotm *ud shoriltl re'r'ch the M' A' G' byi&

10?. Perurissibn to :lppe{i,r
k!.ei:[illtrtiuu will lre graiitecl l-r-v

pr'.let'i[rrd crir,liLioirr, :t ltJ w l'"r

rl,pr:u' [,rl l,Le c:.u.tuirrtl,itlrr.

li.red try hitu.
lr

t08" Uci,rtilcti lrrl.s rcl,r.birig l;r, Lirc

",]r'e l'tr:0ii]ill*irded bYt'

;lrr arl,lifioual list ma;, aiso be suLmittecl lor clerks, who.t tlqlsh
pirssessiug bhe nbcessr,ry- u,plit,rrde f.-'r appoiut'ment as accou[tatrtsr

i,ru*i,l"rJd Lo have .**Ju,tibl" ptospeut'J "f ol,tuioing the reqrrisite :

{jehtir,ge of marliir recesstry foi ,rr.issing iLe eltciency .b,*1 ..F*'
{r:ee para. 134). ' r '!-r'r:i 

!'-:'r:i
, . I . ti;,i,t i j.:+i:.:rli1t:i:|:irr:

examinetiou,for tafuig$ioii ;

.{ Li L,.rr,J i ri r,te A c{,ilt I i ri t,5 $et'v it,e a re

{-1'Li[,t"r-
u,iuL.ririeJ il Auoerure tt. C "

Ulericrl Service.

:: '

(i) Aer'orx'rilrl'lmts" . ''..

lU$. Permanenl; apprriutLuen[s l.rr llrc {]lerical Service qf @q.

A,(I)r,Lluts llcpettment i'.u tutl* by Ltre ftt- A- G. on en all-India
vxi::iur:ies olirttt', eiiher fron ciuoilg ll,c quaiified tempo^rarf ,9-i

i'...rr, r-1.- li.f, r,f ,qrili,'i*tes r.vho lr:r.vci*sgerl l,lie rrroscribed Clericall'r'sirl bhe lisb uf ceridi.l*tes who ha'ie p*rssed blie 1.rtr:scri

110. Uvery t:ic'rk on lirs[ appuiulrluui; iLt rr permauent,vacancy

Lr crru*iilered ** .rtr prob::.bior: {ur the iirsi year, aud- at th9 exptq

"f 
ti*u 1rerio,l will be eoo[nned- irr his eppoiotment only on th9,

tliel heias pr.ssecl the f.ilerit:al Service exe,niuation, and is,1ep!

f oilly ilri.elilieil iu ell r*spects for iietrn:rnent rebeqtion iu the Depal!

11L. l{o clerk will I:e apptinted rs a provisionally
p*-,,*iu*t cl.rrk unless. i.,* liu^o^pas-se.l tht .Cleric*l Service exa4!

i,.,,4 Uop Lceu declareLt by tire C1vil or Shrft-SurgeoTjo b;
il;';;;t;i;,u1 ri*t.t seivice in ol oub ot IndiJ. He will,'befbie

-, J : l' .t .{jl r/ O^XK ^v6taad1tatlp;i{rtu}eut, also sigu lr,rr agreeruent,iu "[. A" F. Z,'2A55

riiili,,gness to procecd ou geueral or ficltl service an4yhery in,9l
ir.li.r,lwheuevrrr ,,*li.:,l upoi 1;.'t ,l,r s,i. if ht: mle regartllng the

ol:i phy.sical fjlrr.ss certifi.1r,Ld *utl tiiguiug of eu lgreerlrenbon;.!
L l:rtiit applieri :rl;;ir l,u 3t'etlo'si'irlJlrh(':i :-ili{l typi:rL*. : -! ,
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iii) Cr,nr"rcer, Srr:nvrcn Ex*urwrrrolr,
12. lJxamin*tirius i,r: arl.rissirin to the ljlerital servitie will rre hel,l
erntrollers rr'der ihe 

'rders 
of the .I[. A. G. i cornmifiee r,, .onJu.*

rnrinalirlrr will l,o rr.pp6iq6s,l l-r.t- the Clolti,ull*r u,uti will ,,r,li;;;ii;
poserl of ri lirrlierior r{er,vir.e u ffi r.rr ;Lrrrl tw.o I ). .\,' fls.. .\l . A .

1,13. The,rrrirrinirrrrr.qr*lificeti,.s re{rlrirr{l i,rr :rtrrriissi,rrr r. r:rrr eKr.-
atlon wlll lrt'l,lte Sr,bo6l lt'i.*l l',.rrr.rrrin:r.li,rrt, l,lrq I,ir',,,1,*xrr lIiglr
dol lilxnnri''ti,n, thr: Ir'rrli Senior C,rnrrnor.i,ri ;i,;L;;l;;r,:;;,",,i';?;
dorr (!Liltrtl,e|,1.(!orrrrrrr.rr:e or tlrc firr.riilrt.irlEe serri,,r [,,,",,.1 li*,r,,,i,,1 .

, or Lhe,lla.l,r i,:ttla,l,i,rrr l,.lr:r,rrrirr;r.l.io1.

11.4. lI!: rrri'i'rrrrrr rlrrrLlifi.aririns nre'iioretl iu r,irc pr.pi.r,,rir,g rIilrir.
llj,,:j:11.i:^:]_ll{y,",iiy irr ilre case. of those *trer.lyti;r,ri,,,s.,i1,1,;,,t_
:nts as tenPrirar;' ,,lerlrs irr (jo*brollers ofli,re, 'r i,r's,i.,t, .,ifi,. l.1rr,,;rf

:j ii..:'?{.,!:_,]:::id:, r,;' t}re }I.".{. 
9.. . tn orL.r .;;;"s, ;;,,r;';i;;-

s.sessirrg lluiversifv ,lngr***, or r,rrher. irisb ;;1,;,,;ii,r,;;i 
';ir,i;iii,,i;,,,,*,

1uttl be ndrritted t;o the examiuation.

gilxf;l']re rrrles relating to the cler:i.ar,servir:e ex*r'ir:il,i..rrr rrH cor*
iined iu Arrrrexrrr.c " l) '':tu t;Lis Clrapter:.

mil/ripisrs.

gco'.inrrrrl'irrg the nerr fbr ,:or.ifirmatiri' as pelrruiirrerrt, i;y|,i:rt,s, -rrre
g:,..e$ req'"ir"d rvill Le s rrriuimuru of :jrl wor,-Lq pir riiiririre, '' '

Recoril CIlerks anrl Monials,

iii F.ncrinn {,,t,r:ags.

:.t:r::j - 1\
L16. A ce.ti.irr rrrnlrer of rppoiriturents rvill Le;sel, :r,1rrr.rL i, ear.ii

$g. ex.hisively fiir typists, #rir' .r. rl""pi;o"rir;,''*""Ji'r,'t 'r,oto*,
Fher:e men will i,e exr:mpted ii'r:ur pa,ssiug tfr"l t:i"l"ji S"r1lr.i,. 

".ut_irru_
ilu.- 11,t' lftry will iir rrt,.lr,s,: lrn,iri..,rv.,rii;o crtiss ilre etli{r;frri{il L:r,r rrt
*:.1,15, rrr,rlcs.s tLe;" qu,rlily l,y passiug l;he examinaU.-. 

^ii;ir"',i,inir"r: 
oi

yplsts t.) tit_'rr,plroruteti in ea,r:b oflir:e will be fixerl lry tlie M. A. (1 .

1111!. Jlyp]it,s rvill ordirr*r'ilv l,e selet.tetl h.om 
''ougst, 

rrri;se who Lra,ye
assed tiie Mnllic'ulatiori or other eq'ivalerrL exarrrirrat,ir-ru a.rirr h:[!eialified 

',t one uf tlie {,lover.urerrt rixa,mi'ati,,,,s iurypirrs; iri orrier
*ses the cr;rrb.,ller sho'ltt rrrld :r,' 

"*u".i*.u"""i,r'rri, ;r'*',;';dr: i,lturu
-::: 

'

' :]:

:::::
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possess the necessary edrrcaLional qualilications {ot admission to
clerical service. Temporary
ruade by Controllers locally in
strength.

appointmenbs as record clerEs,..
existing vtr,cancies withiil the

119. AIi permanent record. clerks on appointment as such are'
to execute an agreement on I. A. T. 2-2055 which renders thee:
fielil and general service in and out of India. Their servics,ie
as " Superior " tor the purpose of the rules in the Civil 

'Servi
tions, anel service boolrs should be rnainiained for them. ,i,ti:t, 

,

(ii) Mnrr,rem.

vacancies occur. Agreem.ents on I. A. T, 7'-2056 shodd be,exeeq
perm.r,nent men ancl posted in their ser:vice sheets. , :

'120. Pennauent and temporary appointments as duftries,,and oi
menials are rnacle by Contr,ollers withiu the sanctionecl'stren$fti
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I

tt atr- :

appointment to ihc Department, a pro-
bd 

-posted. to the Ileadquarters offlce of ttre
I }filitary Accounts of a Command for
IIe will remain attached to thal ofEee for
as the Controlier eoncerned aaXr with the

L ts substitutectr as tincler :-

to those officbs. The orcler in "which a

ffi..it' tlu Military Accountant $eneral, consider
n*- Aft." he has acquiretl a thorough knowledge
l-iork doo. in thrt office, the probationer will be
'io t*o to the offices qf the Controller of lTiiiiary

16.iua Pensions (Peasion Seetions), Controller of
rifii. Force Accoutits, Officer in Charge, Central'orce Acconnis, Ulncer tn unarge, uenrl'ar

Oflflee, Controllor ol Army Factory Accoutts
er of 

'Naval 
Accounts_for training in special

shoulcl be postecl to these offices will be
by the Controller of the offioe to whieh h,e

posied for training rsith due regaril to ati-
ve convenience anc-l economy in travelling

[Authoriiy :-F. D. (]iily.) letter l.Io. L70-Accts.,
,l dated 17th September 1935.1



lYo. ?3 of I93p"

andT s.ubstiatie ,'theController 
of MilitarvI Pensions, Lahore fpe

r of Miritary pension iT.Hjtrftons)" /oi

(Aarendmenis to Offco Masua{ iart I-i



I'ii addiiion, be granitrd a halting allowance at *ths of the iate to whictr he
H:'ordinarily be entitled under the Supplemontary Iiules upto e maxiniuur

of fso nonths at al',"particular station.

;,During the period oi training the prol:ationer will be attached in iurrr to the
pnt sections o{ the Coltloller's ofEce, not for the purpose of perforrning re.kular

ibq II.*lYhen B, probationer proceeds to another station for the purposo ol his
ng; his travelling allowancs will tre regulated as for a joulney on tour and he

rt sections of the fl<xrtloller's office, not for the purpose of perfonning regular
there, bu| in order tirrri, he rnay gain a thororrgir knor.vledge of depaituirntal
ure and o{ the regulati,)rrs dealt with in each sectiou. A probationer slrttulil

aliIilEX[IRE " A.t'

for the Training of Probationers of the Military Accounts
Examinafion..anil Rules for their Departmental

ilfpr:nt to the Depalinreni afirst appointmr:nt to the I)epalinreni a probationer will be posied to,the
ers of a Comrnand or llistrict Coniroller's Ofrce for instruction. He
n attached to tha,t olfico lor sueb period as the Controiler of Militpry
with the Military Accouirtant General's approval may consider neccssdry.

has acquired a thorough knowledge of the rrork done in that office, the
ror will be posted ia turn to the oftices of n Controller of llilitary Pension

the Controller of Mariue Accountr, the Controller of Royal Air n'orce
and the Controller of Army tr'actory Accounts.

i1a l,-Probationers;irosted to otlices sther than that of the Conbroller ;ol
v Accounts, Presideucy and Assam District, rvill after cornpletion o{ traininrr
Lffice to rvhich att'acl'ed, also be posted fot a short period f,o the offi.ce of thi
,ller of Military Accounts. Presidency arrd Asgam-I)istrict, for fu'aining inIer ot Mllrtaly Accountsr ftesrdency elr(l Assarn l.hstrlct, lor fu'aining i
&aihvays, Fassage Accounts and otherspecial vork peculiar to that oftica

be trained in a,udii anr,l :,ct-.c'unts duiies outside tire main oftice, such as'locLl
b;-accounting and audii ,,f W. E. S" accounfs, preparation of accounts in rrnits

S.'Ihe drratiorlcr{ the c,rurse of training in each eection mugt necessarily vary,
ihe-Controller's discretiou, with ths industry ancl ability of the probationer. The
gramme for tr, probationer's trailing shall be so frarned that he may colrDleie
en-liro training in tle work of the Departnient, within a period of ond year i.o*r
elate of his joining tho Deparfment.
4 No prohationcr shLr,ll be trang{erred from ono section to a,nother taiil tLe
rtroller is satistied, b1- the report of the officer in char.ge and by his oryn observrl-
i, that ire has acquilertr a bhorough linowletlge crf t,he duties of the gecfion in vhir:rh
has been employed.
'6. 

_A probationer postud to a section for training shali be retpired rt-r sturly the
oooduro of li:e. scction {as.laid down in,the }fanual) and be tr;ained corrurrrreuil.y
Cgbrcquentiy in the actual working of tLe section,

', q, At soon &$ the plul-rationcr Las thus acqrrirctl a gener.*i kuoiyledeu ul i;lre
rolhiog of a secIir:n he sLnll be requircd to perforui cielicl,l drriir,rs ibercin rvith6ut

&rlce. rlis work shall be subject to tLe sarae supervisir:n as that cf the clerical
rlishment and shall, in all cases, !:e placed before the Controllcr, alter reyiew
Suporior Servicc officer.
'After this s'uage, the probationer shall be required io ouggest orderg on soiecbed

1at,1rp from il: office. Tbeso notes willJre dealt wii! by the ollicer in charse
eectlcn and will be submitted to a *uperior serviee officer., wh,, witt unini ,rii
:esand omissions, and will bhen submit iherl to ihe; Ooutrollcr.i,,,,'i;a;;.;;.

',-The 
probrrtioner shall aisr.r ba reqnired k: pr6p&1s ihe rJr;r,ft.r 9f iettursJa

la bho oasi:s which he has clea,lt vrith.
(31 )
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;l'lu'{rlr(sl i,,tt.ir'-rthilr:1,(';;rtill l"'s'lirrtlrtr"'1'a1"'r'"'{*rril r'}'l'

l,'',itlt irt c;trrlr casc. l'firrsl irt -rrlrjr"rl t'll r'ill.;tlr'r I'rr irr ilrr'''
r,r,',.,*, llr,' litsl, f11'o prtl,ets 'lcrlirrg uilit Artrrt' :rtll ('t'il

ll"g,rl"l;,utn rlill c"rrl;r'irr lii qtteslir'lrs 1';1r'11 ;'rt'J JJl" I lrir''l rl":rlirri

,"iii. lius;l,o,rv, l\'larino a'nd lioyrr'l '4'ir I"'rr""srihjncls nill r:nnlritt

i ,t,r,:sli'rrs'tl.tr:h.n ll;l*l.r.v xl1rl [d;rl'itrt'rrtlrjc' tls 
^'tlrl 

(i rltte':r'

l,irl,nc rrtr {'}rt' llo.rr:r'l Air lfot'cr: At:r:nlrnis')

(;) 'l'hc rr;rttrlirl;t'l,t: rvill ;rlsrt Irr: t'olrtit'r-r1 l'ti ;r'rriltt' :- -

(i) 'l'nptlly lrt {'tyt'ltl'v 11"'1r sclrx:{e{l 6{ar11'r lrit1c}t{rl'ti l!tn

{ii) 'l'lrrt 1ur,t'li*i' o[;t tcgirnortl lll ]111.'L.t'1" l{riii*h 1r lltrliart'
' ,,t* ,,,ri' iu, dtlr:ttttirr"rl ttlrtrl rrill'trll' l'hr: !nrr"rlctlgc 'rl'

l6rrrr.nrlirl;rl:t: " . lfl'l

trii) 'l'lriri,v sclrr'kxl li{:rlI rnrl l\list:r'lla'ttr'orts lrttt:htrtrt itl'
' r,lrrelirrg (l.ttl,rrr:l'ors' hills,.llili{:r'r:'v Jllrgirttor $1'r11ir1r-'3'

*n,l 'lliirrellinfi Allou'n'rr<r lrilln lt)1l

L"A

rrl-lrrtt ir)u sirliiotts.,othct' tlrrrl {c)'

,1,.1,,,,it'ir 
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'i,-.- 
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Deyrarrtmcnt (IIilYt,t,rl1rnrit.Y ;-Titrlrur:c. l)ertat Littcttt \-rr rr'

' rr- l iirl .\,,r,i< ,l:rt,ett -l?ih 5o1r1'ernber 1
X". fttli Accts', tlatcd

...For (,1) 1.rpJ (r) {hr:,rarltlitial+ l'ill

.an)' hnul tt lf regrtlali'ns ;r'tyl his

ll'o'f,tr, _ l-_:t'l]

i)r';tll!l\rrrl rri, llrr lirrr" "l r'\r'trlitrrrlirrtt lo t''fr'
owrr iloli'ti ntarll drtrirrg ltiri 1r'rrtr nf prohnl'ion'

t.h t,hitr erle pli"ll 11" I'r"r[r trt ltolos H,rn pnrntilt'ocl irr an.y nf lhn paJrrs.

ii't;,^* t,^,,"o n,ill lrr, rr,ll,ru.orl frlr {'rr.r.rlr lraprrl i1 rrrhjar:l;t {n) l"r (r/); irr llro rit''t'' of
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3. {ln the eornpletion of the rbove training the probationor wiil have to
frii'€{ru}1in:r,liL}rr in l;lre srrbjeebs r-le0ailerl in Anuexure " B." _., lr ,,::.ti

9. Prubttioners rvho joined lho Departruent abr"lri: Lhe s*ilre time will
Le rraurined sirntrltarreously. The Departmenfal E:,.triuirra[iou wi]l tro
:r,t bhe tfeailluarterg of Lhe Comrnantl or. DisLrict in whioh the probationeq
been serving and, with the exception of subject (e), iho exarninatioa
Le set, and corrected by the Coutroller of Military Accounts of ore":qf:.'fheli
("juirur.r,ncls nr l)irttriets. I'Le extlminiltiun papera will be lorwariled to the
Accctnlunl; tleneral, under sealed cover wit-ir ilre Liinl,roller's repott, thereod;,
will ;*[row the rrrnnlLer oI liarks'gairrerl by the caur]itlrlte in each subjec! the:
uI etlii:ieocy.or oNherwise.F,tlained by hinr, arrcl the generrll apiiLude of the
fcr thc iliscL*rger of rlufiis of fhe .Departnrent. llhe iVIilitary Aeeourtfatrh
rvill lLerr tiecide whethel fht'c*ncliriii,te lils l.rnsserl the esauination. .' I ..,

ii). i j:lrrtlirlateil *b ihe l)eparfinental e(rrriir-raliolt rtre erilected t:r,.s.lloqr..ii

i.rel,grl, kritilvlciLge of ull the prescril,ei.l *ul.rjects, an,l i;o obiain noi:.lesi.th+[r:
rrrar'ks irr t,lrc aggr:egu,te.

ll, As a rule, a, c&ndidaie failing in one ol the subjecis specified is
in all ; but in case o{ marked excellence in a subject, thc }Iilita,ry Accountant
rntry exempt the crndidate from re-exnrnination in that subject.

12. A{ter appe!.ring at the Departraental exauinatlorr tho probationer,
lie hl,s passed or nt-,t, rvill he eurployetl on regula,r dutics of tbe Dopad,ment,
prulJat,i'xer lyho hils f;riled in an exrruriirai;ion vill Le :rllowetl Iurbhef tiroe irr.ri
to prtss t,he exlr,rninittiun, subject r:r'ditrrl'il-y to a periutl trf :rbout, six ruonths
crt;lt ui:rrllsiott ulrrJt;lt Ui:qr33161, ull Wltl(;ll Ue $FP€;l,l'S fof e,t:1lj4itlA{,lrril, trd,LlUle L() pA,SC LIIA lJ6pe
mcoLiil ralrrriitril.i{r1l tyil;Lin :J -ycn,lrr i,[ lhe tlate uf apprririi,ruerri wiil invslue losi

wirit;h he ,pp€;i,t'+ for e.r:rmiuatir,n, h'a,ilrrre l,o pa.ss bh.o l)e

j.iip,iulltrlrlrt.



ASI,IEXUfi,E " S,')

SeBartmental Examina,tion ol Frobatrsners

S rlti ect., J,:r l] :ra m'i nal io'n'

-{a) Precie and lfralr
I rl,i it; Fnok kr'"ping"'[t'rt F,'rrk"Irirkric-'
,- '- a,,''cttnlr'r,t :trtdents " anrl filtrr'l'fnrs

i=-. ihe ga,mo ;r,nihor's " ALrdit'ing

"t,,, (3) Theory ancl practiec of {.lovelnmertl:

. l.Iarlis,

r- , ;ltl'!
I

" !r-,r-,!i.-kcepil:; I.]r.'

l, lt anri l't;;t o]

Bor--k-Lecpi.rrg

I ijr)

100

:t0{}

ifiifi,v rruestioru,i rvill be given rtiih il vierv t'o provirrg thaL illq
' ..rii.tlit^t" is ftr'milia'r with ancl ha's a' gcocl ltn.rvlcclgc nf t'1e

o"co,rnis clealt with in audit, account ancl dishrrrsing brrrtr':hc;

nt tt,t T)epartment arld the powers of thtl 1'a'rious sanrtir-inirtq

authorities' )

(,i) Army, Civil a,rxl -Ularine }iegr-rla,t'iorrs, Intlia ' : ' iJllf)

t lii{tv truestiotr$ un ArmY' L1ivil, Ir'rcLr-rry an':1 ll.alilrj lt'e.srrla'i'ious't-Tlin 
q.esti,,trs {-o hc f-rarned rvit}r a vierv to t'cst'ing thc tarrrli-

,la,to's cl,pabili11.'-r {or I'ract'icall.y -:lppl}-irg -}ti; irn': x'lt'clsr: " i

){ilitar-v icr:orrnts procedtrre to t}rc rules Isirl riown itr l}ri:

I'nc,,l*ii.rus for thc iubnri"sion of '$filitarv-'{curuiiln anrl 1'' lhe

conilitions ilrtdor rl'hicb t'he di$crent :r'llowa'rit't"-c lairi rlowrr

t lrt:rein are adrni-qsihle. )

{'!'!r,r rlrrr.sliol; in srrbjccl; (t:) ryill }rr: sll, itt l}rtr:t.l.rrr'1'r'rr' 'rf 511jlr:1'l'ls
' 

L:trgi.it in ctlt,lt tn,lc'. il'ltlist' irl rrtii'j|ct i'l,r rtill al;:r lrr: itr l'irt'';
r,:rrlols: tlrq fir'*L frr,, pap"ts rlc'riirrg ni'li 1""1' ;11f i I ir'l
i:.g,,1*li,,r'. 'r'ill r,r,trl,,in lfqticsliotts eitllt irtt'l ilr i hirrl rl''alrr'i
.riiir 1i'ct,o'v, 'Ya'ri*c ancl lLoyrr'l '{ir llort:c sttl'jct't's lsill r:r'nf ai;t

7 rlttcsiilrrts'r:r"h rrtt .ll:r'cttcy ;i'nd Na'rinrl sril'itLrf's rlll'l {; {l1l')i

r.irlns ltt thc' Ituo.1';ti Air li'orco A':t-rntlnis')

1r\,I'ho r.uttrliti:ttt,: rvili als,,r be rc,ltritt'ti bt; ;r'urlii':'*-

{o) (.lcnclal I'rr;cq:durc

{ii 'lln+:.rt1.v tr; lrl'ert{y iie4r 5pl111rl1ri :liriut-' vr.ttti'}t"r:

iii) lllirl l,;t:-r' iisl; of a, ri:gimetri' ll' lui;t'otf' lirit'i-rh 'r: lrulnrr
' 

,,,t trir'i hc det+rrrttiitrvl tilt'rtt il'illt'rr:l' t'h" kn":rlr"rl!le "{
i lrc r:rnrlirir,ir.: ,

riii\.l'hri,r' '6lq:{,erl S{,a.lI a,n'[ filisr-'"ll;ttr"crt;r trlltlit"L:i ilt-
' ' 

, lr:riiiig {1ortl,rr,r;ior5' l'iils, [Iilitr'r.t' lltigit'tc'r '{r'rvi' r:;'

*nrl'ilrarelling Allorviltr'r:ct bill:r

iiii:lr:il j:

I ,t!{l

l{li1

I {ir!

.!",r.rrr i'lrirr

ifit*1rnr (,/1 ,',1 (r) tlrc rra,.,.li,jai*r rl'ill irt nll'r*t'l ai' {lrr' '{'itl'r 1'f r'5r'rtiiti;ti'i'rtl lt' tt:f ir
.:ji':ltr; ----- r-^-r.. .-r --.-..,,t.,1;,.-..,,'l his n$,n rrrrir:{ nl:rrl+ clltrittg f,i:: lt;tll oittitobr'lion-,!;;;J i'""i,; ,'i o*,tior'i,,',* atirl his ns'1 4rlie;1,vlr:1rl+ clrrrirtg,']i'1':l:l:t:t ftoba'lion
i*iir,'ir." "",*iii"rir'" r"rql.o,t, ,,,.',,.,u ar:e pelnritted in 11.v ^f t'ito |apt'rs'

,,.',,;i '-llrr,'o ir.',,,.* nill h,r lll,rrtcd f,'r cat'h P;rPer in srthjr*t's-(oJ-lq ('i'r; ir t'he ll'ar' 'rli --



ANNEXURE " C."

Rules relating to the E;xiimi.nation for ailmission to firo -Su
Accounts Service of the Mititary Aceounfs DeBartment

eotrrrnNerl-to a _leputy Assisiant controller. ?he cliicer eonducting tie exaarrir
tion wiil t'e held personallv respolsiblo thai a,ll prnper preca,ui;ionl ars taften,
iluar:d agairst irregularities

rvell. ar fairly we1l, in a subjeel.

'fl1c qrrr.stion papers u'ill be forwardcd tjy th; ilIiiiiarj, Accountanl Generalrto

;rapcrs rvill rrot, be sent, wii,h ihe {itl$}yerr,
'l'hr, 1;q1t,'lrar t() lrbonl f he &nqrrn.r fi!l)crs ilri,url h.r.n ;1.ptr niil fonvard the result

*f the e-rri,nriru-r,lion tr: the lfilir,arv ;lccounfant {*cri*,'ral. tr;gether with a statement

2. llhe rlnes|ions will be set by a, co&mittee courposetl of tho Military A6c
.r,rrL Gerrr:r'a,I, anrl such other officnr,gr.rf-thc l)cpartro"nt .u urrr,y be selectld by

shorving t,he nrarks allotted to each rpre*;tion anrl the *r,ti1b"r 6f marks obtainecl
b1'errch._carxlid:.rie arrangecl in the oriler of iho roli nl:nliei:s assignecl to the candi:rlri,'s. l0 nr,rlks will l,e r,:srrvcd fol neatncss tlr(l LiJ:rrcrai .-rcelience in each paper.
anil rvili tre allottecl by the exauriner. :rccertling t,: ryhether a canditlate has:dine

3. rln i*dex number is assigned to each cantiiilaie; this srrr:uld be eniered by
irirn on each of his answ_er palers instcri.cl of his name, wiricr. siroula appu*, oo-
rvhere jn those papers. - flie questions ncerl noi, bc o'rittcrr oul by the 

"uodidute;orr1.1' the &rtsr!'er should be i.vritten in full lvith the nunrbcr of the question pro-
iixerl. 'rhe cnnclidates'a.nsvrerpapers must be snrre:riilereri to ilre p."ridittg

'''ifiirin 
ihe iitre a.llox'ed fol each paper. Exr:epl in tjrr: cases of paperJ1r'lr't)!n ilrc Lilile Niio\ro(t ro|' ct'.n lal)i'r" I-xr'r.1,i. iil t.lro casng of papcrs to ho

,itrtrtcrltl l'itit l:,rtrlts. no cirlt(iitl,1tc sL;rll Lt' lr.llor,r,l ir; r'r.,l.Lirr,,r rrse 6ooks or notes
oi an.v rlesetipl;on rltrrittg the exr'nriiratiorr. Tapcr lrur.i.irrsj-y rrrled i" tn" ta-r*a-"i
lhc var-iots books comnronly usecl by a trader v.iilLrrui h,,aclings or writing of anrr
sort. may, hclrever, be usccl by the canclidates in ansrvering the Book-ireeping
?r,per"

'1. At tlrr rlosc of eaclL cxami'at.ion. ihe oflicer concluct.ing it will.personally
collecb ihe answer papels anil attach thc.reto ilie follorvine certificate a C""ti6uh,
thrrt thc ns;i.rllinftt.ion of tlrc c;rnrlitlatts t.lLose intlirs \n;. nic. ... , . ...hae
i,.r'n {:r'n{lucLcd str-icri..; i11 .11c.o1dir6,,6 ruirh ll1.,,r,.,ii,.,_l r,rlr".,' Ift: rvill t.}r,,n ,,t"""

""'^' ""-*"'i"
pti:keil, by regi-+tered a.;nd in-qureil post, io tho lrxarriiler concemed. rre wiil
p.rsonll[v tcnrlt:r r"he packrt. to r!rc I,,ril,i posL r,lli,.c f'rr rcglstraiion. euestion

'lhe r"srrll rrf tho e-raminrLion shorvine the nrarlts g:rinetl in each subjeci and
ilre toi:rl rnarts rvil! be notified bv ihc i\Iiliinrl' Acrorrn{r:,ni Geru_..:al to all ionce.rn.jcrl, Thc *ames ol tho.qr,' rvho have pasr<:ii wili bo given. i; ;.;i;;;f ;;;, ;;;;;
exar:rination index numher-* r,niy wiil he given in the caeee of those who have fsiled,

( 3-t)
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perg(rns {Urpuinhed dircci, *o ibe Suborrjinat* Aceounts i]ervice (in,:lud-
iiottnty accountanls) should sit for iire 6mt exa,rnin*tioa alter their
t unlees such examinaiion is held w.ithh 6 nonthe oJ th* tlites oJ thair
ts" Graduates with noi iess ihan 5 years' perrtani:nt se.ryico an{l rtbherjr

lesg than ? yea.rs' perrnaneoi service in the lfilitary ;\c:ccunis .l-le1:arturent
allowed to appear at the examination if ihey are eeltifled by the Controller
gular in their altenclance, enorgeiic, r:{ good moral character and b[siness
io give inclic;r,tion o{ pcssessing apiitude for ihe work oi an nccountant,
haye, a reasonable prospect ol passing the examinaticn. ilxtremc care

bo exercised bv Controllers in granting the abov'e certificaie.

otrf.--prrltnnent service iri the ofrce ofl the late Chief Examiner o{ M. W.
6be and M. E. Services will counb as perma:rent, eci'vice in the M. A. Ileparirnenl
rposes ol this ru!e.

nnnent clerks who rvere originally serving in the otliee of the' D.irector, Il,oynt
Marine, Bombay, anrl were subsequetily absorbed in the permarrenb estih.

ni of iLe ofiicc o{ t}e Ccllrollc.r o{ ilfarine Ar:courls. a,rrel clukrr ry}io were
pennanent appointrnents in the Civil Accorrrts Depaltment, n,ailrva,.y

and othcr acccunts oflices prior to their pertlir,nenb transf.er to the $filit*rv
ts I)cpartmert ot to t'he office of ihe late Chief l,Jxarniner, ftIilitary \'!'nrl<s
or to ihe M. E. Service 'will be aiiowed to count th,,ir: permanent servirc irr

ir:original offices, as pernranent service in the Milit:rry Accountg l)epartrnent,
purposes of this nrle.

:.rNors IL-In the case of temporary clerlis.r|ho have been serviug in the Depart-
inent continuorisly lor somo years and have been evsn+uually confiirner!, incllrli;,-.i lnenl UUttllllu(rl.tsV tuf.DUr[u JU.!rD irrltl rt.u!E uuut.t ItUlrUUallJ Uutlilf]il{lll, lncill{lrltg
temporary I)iEisiotal Accountan'ls g,it'ir no suhstantive :r,ppointnients as cleliis and

,. temporu"y clerlis of lhe offiee o{ tlie latc Chief lJxanr.iner rrf :\{. \tr'. i:ierrrlco ancl o{ tlrc
:1,'$, S, Servic-o, wlro have been confirmed in tlie lf.-A- Depar'r,rncnt as cl..trks, lialf
C.l,ij their ct-rntinuous iemporary seri'ice'lvill hc h,llorved to connt as perrnanent sen.ice
, . for purposes .'f tlet,ennining ihe periotl of perriiarrent service undeir the above lrles,
. :subject lo r rnrsitnrrm oi thlce ycars in aU.

a'' 
:

1,.,,1 This principle-r.,.i11. aiso apply in iJrc case of tuupolary cle;rks l'iro r.erc lrolrli:rg
;..rratemporary appointmeuts coniinuou*ly ln tire Civil, Public Wr:rks Account,s, Ir.rr,!lw,r,ri
iii,tudit, ancl other Accortnts fJffices, a,nr1 on piiy acconnts rrorli in }lilita.rv Offirxrs!::ir' .r other Accounts f)ffices, a,nr1 on prly acconnts rrorli in rllilitarv Oifir:e-q

ir joining the !I. A. I)eptrtment, tho ':rffice of ihc laic Chie{ Iixa.nrineril:aj..,trior to their joining the !I. A. I)eptrtment, tho ':rffice of ihc laic Chie{ llxa.nriner
+.of M. W. S. rr.lcl ths H. H. S. a,ncl in lvhose care such service has been taken. int.o

&coount, by tbe M. A. G. Jor purloses r:f iheir standing in lhe all-India, lirt cf ti>m-
Jrorary clerk.,

,,'i fn the case a{ te.inyrrary clerls who r,vere originail-t' disch*rgetl ii,rid sr:bs<r,)rrrrrrll.r,
r,.,.'-ts-entertaiilctl irr ihe l)e-pt]i;rrrelt, th+: d:r,tc rdtuptccl liy the II. A. {1. tor Irirrl}r)jcsr
:-.'bf their starirlirrg in ihe all-Inclia list, of temporary cierts ri-iit l:e v.iervcctr as ihe ila,{,: c.f

1-:r,'flmmencemenb 
of tireir continuous tcrnporary servico for the purpose of tlris rulr.

,:.,-f .:,,6. A prob:rtionarw accoirntant ol a, merriber o{ t}ie clerical servicc rnay be allr;1-rxi
l;'l:l,o appear a,t, tbrc+: r:sanrina,ticns_and each Ferruissir'n io appea.c at ariv particirl*,r
::r::sxamination rliil cor,rni ls r:ne ryhether he actuall;; sii,.l for tire ex;unin*i,ion or rioi
:ji;i:nnless he is specially allarrrxl io withtlraw his n;ule. Such rvibhcli:arvalg rr'ill br:
i:.;allowecl bv {lhc il{. A, G. only rshen the circrirLr.ctanr,:-q lf t}rc ctrsr., full.y j1si,il"v-- ii.- Except wil{r tl,o' ',pccial sanctiorr of tire .1[. ,\. (i- urr probltionr.r- '.r, a ,,1,, k' will br: allorvt,d to aprear at mcre than ilrrse esarninr.iious,

.::::i.ir.:. Nort..*lYiihrirav"als ofrl"als of name ryili ncb be sa,nctlonecl unless the clt:rk prildrrc63

fn case:vircre the candidate is unr,l'le to a,ppetrr nt thr erantinat"inrr c,wjng
lness hr: N.ili be leqlired to produee s, tnf;rii{r&l eertificaie lronr a rrgisi^rcrJ
pra.clil,ioner iu supl.rolt *{ }ris *.pplical,ion {or rvii.hdrarval ol *a*rii,:laj,ula.
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,pter ffL, Rule B, papcr

(Amendment to Offiee Magual, part I.)
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jiinbjects Jar examinaNicn and the trarkg :r,llcdtecl to each are given

witi,ng on,d, leite.r 1ru{tin,q*",futnr/,:t;-/ili ij ,4ori,rs).-.-Ther ca,ttlidatt:
to precis n, liie of cor:'esporittrence i:f rla,son;lble length, wilh coo.
or endomenrerris. The ltrecis must fu.rnish a singli sei{-containerJ

;whole correspondence in which th+ iacts *nd arguruenis sh:rll tie cle*rlv
y stated in.their nat*ral sequence. Th* cantlidiie rvill il,lso be recf ireii

or replies on one or more cases relrrting to rr,uclit or other kinilrecl

i llilitary Accouni; and Audit Cocle.q including coupilation and bnrlger
il excbangj a:td central adjusLing ncco*nts. *n.1 tlr" pricetl sto.re n,r*ooi.i,-
ri the M. E. $. Accouni Cocle, tlie Civil Account anrl'Audit Codes* so frrr

down principles or procedr:re aplilicabie generally tc public accor:nting
litarv Accounts:-

paper to be answered without books (15 questions) !I:r,rks 100 (B honrs),

{.,tr:t"al.:19^eracfical paper to ha answereci ra,-ith trooks (lS questions)
Marks 100 (3 hours).

gq:$),-Out of the 15 q_ueotions to be get in each papcr, 3 quesiions will be
fiirE; S. accounting proeedure, and J luestiong on [rrir:dd .',t,rr* .Lt.oont:rrg

,{q 1e1-ru"*" alternative cluestions on Marine Acco*nts antl three aite'rative
as on }-actory cos[ Account,ing will be set for rhe clerks of tlre oftices of '{ho
llers of llrarine,\c'counrs anrl Fact,;ry Accounfs, rosrrecti'rely, in lieu of B
rs on pricecl store a,ccounting to be set, for clerks nf :i;he Militarv Accounts
nent in each of the theorefical and praciical pa,per; referrecl to abtve,

lay .and. Allowance lieg'laii'ns, Parte I aati fI, pension Regulaticns,
lqry_lo. the Arniy in Inrlia, 

.finaneial 
Regula.tions icr the Anuy'in fndia,

d II (inclutling the }lilitary Engineering Services pr,r'tion). Regulations fi,r
O. C.,_ Regrrlations for the NLlitary Engineering'Si,roices,- Civil Serniec
rs so far ry t'hey rerate to the pay, leJve and"pen*iott r,iGilFfii6EiiF*

1j-q lied^i" a*dit in futifitury r\ccouais ixp"tt-u"i (with subseq'r"tln.,"rrrrl *r-, o
c), ond StpplcttLcntary rules rcgarding trivelling aliowanco nraiic ,,nder tl,, l{,-u ft.+ty ct -amentalRules,anrlrevieedChapterliofpassagiRegnlations. ;" --",'- f .ffi;";**;Jffi;:;j*:iff,ffi,ff;1Tij:il-i* (Bhouro) J* o L&;

"*+*.q*aibq::rdgactical Fllerto.be_answerecl rvith books (15 questions) -,.1{, .." t -TMJi- roo is'h."*i' 6*t 
31 tle 1s_tr*esti.n; ; liilil 'i'";:i1ilil] 

jt ; ',+,-, f*rm*3 questions will be set lrom l1{. E. 8. Regulations. , 
- 
d*'t:.1 n .n

lo^tl:;"F,":; alternative.questions il .P"y^ and _Finanr,ial R,.qrrlaii,rns (i\leri',,ir.11*ir" : .li:i iri ribe set for tho clerks of the office ol the confrollcr of tr{*r'ini Accounts iu lieu {:v. ulre uuu, (Jt ous LrrrrlrtrrrrrJf tll :vtill'lne ]{CCOUIIIB fU lfgu {j
.any.five qurstionr in carh of the pnLcticol u,xl itr.or"iicel rrilrsr: 1,.r p^1*.r. tft ;. . ;.t " .lorred to aLor.e.

l_f:put* to. Le,an:nere<i rviiLorri hooJis riill deaj rlirh iire rnole in1.pli11nn1
lard do\rt in the codes anii regr.tlations cii,ecl, and wiil l,e frameql to iest, tlrcte's.gerter*l kn,:rviecl€te of thi r.lnrk ,i L" a,,parti,..,,i. ';1'1u,'1,*p.* 

i,,'i.,.
lYlrl lt,rt,* are inten,{etl 1o tr:st the det..ilecl'arrd pra,ctic.l kne,vJecige o{ e,bncl his,grasp of the ruain p;,.ipi"'-i;;i;; j; ;Fd;;;, ;;ilr. *;;,;
J"it Y9t1,: .!-or the papers to l.ie al.swerecl u.ith ioak.o,' the cantlic,laictnng with hirn a co1'y ol each of ilie following 'l_,cok.o :-

Military Accounf snd Autiit Codes,

f',8, S. Acconnt, Code"
ructions for the preparation of priceci ;:tor.e anrl c,,.gt accouiltg
Arnry irr Indir.

tCiv.il.-4ccouut Uode, \lrlrrrne T, Ch.,picr l.
Civil -4.-crjoIot C,nlir, 1'ulurn,'lI, ' i ,i.f..r'- .
-.Ludit Code, Chapl,rrr i und tir.
$,ccotrrrt Code, (lhrpter-. 6 eud t

fr-rr the
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4. Civil Account Code, Vohrnieg I and II.
5. Account and Audit Codes {(,tivil).
6. Pay and Ailowance Regulatiorrs, parts I and fl,
7. Pension Rogulations.

8. B,egulations for the Army in India.
9. Financial ltegulations, Ports I anrl II.

I0. Regulations for t,be I. A. O. C-

11. Regulations for the M. E. S. I

12. Civil Service Regulations (rrith subsequent ari.renrlnrcnts).
13. Supplementary Rules.

14. Passage Regulations.

15. 
"Compendium 

of Audit Decigions issuerl b.y the ilI. A. G.
16. Classiflcation hand booh of B,eceipts anrl Charges.

Noro (l).-Tn arldition, the cantlirlates rrra.y take in note-books mai*.
them for their regular office worl;, but_'ot any"manuscript notes pi.d;;a
for the examination or workod out sol*tir-)ns 

-of 
qr.restion-s s"t *t pr"iio.rs

iions.

Norn (2).-The books mentioned qb-o_1e may be takon by the candidates
examination for both papers lf (b) and UI (r). -

TY. Boolc-Kee.ping by single uuJ tlo'ft|,e etiry (/I qupsli,snsl Xlarks 150 (,3

-Tho carrdidatee rrill be.requirt.tl .io ausrvcr. qrrestiors on tle prirciples'of
l<ceping,t, post given e'tries into a jorrrnr.r antl lcrlg.r. oncl to preliare;;ili;
rnrl halurcc slreet. Rrrled_pa_per rrrry be use,l Ly the candiciates ln this'
as prov^ided i'paragraph 3 above. 'rhe tert booi< r\'ill te tne rriesfleJi
" Tiie Studjnts', complete Commercial IJ.r,k-I{eeling,. Accounting ,;A B;;

two pnpers_(separately in.each paper w-here there is urore thin 
""ro.""iisrrbiecl) antl 50 per cent. in.lhe aggrr.gate., A ca.dirlat.e.,urro *t,or*,iuit'"a

by Arthur Fieldhouse.

9- l(. candidate rvill lrc 
-c.nsidtrecl to ]ra'e pu,ssetl 

'nloss he haa
per cenL. of the total 

':, ar'hs allotted in pa,pers r a'd rrr, a".l ss per cJ.;; ffi"

lence in any subjeet by obtaining.ot less than 60 pcr.cent. or trrc,-orts i
exernpied

,befor ihe of the rninimum.aggregate in auother 
",.;;i;il;.-i

ror ![e purpose or noe lmmmuill.aggrega,te in auother examination, A c
yj':_ :!t::":^ y: _1Yl: !!j'1ini11,r,u1 aggr.egate 

. 
bur fairs in o"" LtJi.i

allos'cd to re--appear: for examination in Iiat. subject.onf r. 
- 
ff""*iif";';;H

be considered-to have passod the e:r.minatio" 
'.,n'es* 

t" ,j't,t"i"- rtj p"r-*#
narkg allotted to that subject.

1.0. The Govcrnment of India reserve to thenselves
erceplior:s to these rules in specia,l cases, and of *rrrencling
n,t, tlreir rliccror,icn.

tlo power of
or revising thbsir



. ANNSXURE (6 D".

fo the examination for appointment to the Clerical $ervice
of the Military Accounis Department. -.- "-"

nations,for appointment to the Clerical Serwice of the Military Accounts
will be held by Contro)lers on or about thjl lst September ot'-each year,

other dates as rrry be fixecl b;r the M. A. G. in accordanco with hij in,
or the subject.

also be sent to the Secretgries of the local Associations of the varions

tions regarcling the aciual dates of the examinations and other parti=
bo inserted in the leading newspapers two ponths before the dates

daminations, and copies thereof communioaterl to the Principal,s c,f Uni-
ii'and Colleges in, or- neal the areas of the respective Coltroliers. Copies

il$ach canclidai;e will be requirecl to produce the foilowing cloouments before
IFrrlitted to present hirnself for examination :-
) Certificates or other evidence of any University clegree or other educational

,{r.. : qualifications possesseci try him.
Satisfactory evideuce tha,t lie is not, less than 18, and not more than 2d

years of age on the first day of the rnonth in wiiich the examination
co]turences.

by trvo trnstrvorthy persone,
in the Depariment, will be

to pay a fee of R*. 3.

.,The subjects for exrrmination and the nrarks allottecl to each rvi-li be:-
Marks.

10c
(1 hour)

100
(3 hourrr)

iJach cantliclate will be allotted a roll mrmber v'hich should be cluoteri in the
qer papers bv hirn, ]Iis name should not appeul in the ansiveir pipers in ri,uy

;,(e) A certificate of good nroral character attesterl
4,: pandiclates, inclrrding rnen aileady employecl

: (a) English orthography and handwriting, to be testecl
' by writing fron dictation

:.r, (&) English language, paraphrasing of English and letter
t,-. dra{ting

,,:,' {This paper is designed to test, a candidate's knowledge
.l o{ English and particular attention should be paid to
1.. ,this subject).

;i: (c) Arithmetic, 12 questions

:, (The standarcl will be that adopterl for the Matriculation
.,.t,',: or lhe School Irinal lJxanination in the lJniversii,r.
,-';,. ol the Province in which the Controller's oflice is

100
(3 hxrls)

=I located ).

(rl) Elprnentary Booli.lieepirrg, by Ra,ll and l{tr,rniltan 100
(:_l lrours)

(t) Auiut-t'oce exanrination orclinarily to be contlucNerl
l,y tlre Oonl,roller, liirnself . .

( 1i{} )

n?

t00
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If it can be arranged, each paper will bo valued before tho
examination in the next, subject and a canclidate failing in any subject rnill
permitted to appear in the renaining subjects.

?. Candidates ia order to qualify witl be r*qoG,t to obtain nor,lsc$:
per 

.cenL- of the number of marks allotted to each subject, and not te
cent of tho aggrega,te nrimber of marks in all subjects.

8. The namee of those candidates who have passed the exafoinatio4 sat-i*
will be recorded in a confidential register in th-eir order of mer-it but'thti.S
the examination lnill nol, give thernany right to appointmenl;. I Atl opj
to the Clerical Service, whether tempnr*ry or permanent, will be r

M. A. G, as vacancies occun fn the case o{iemptirary appointments of lesg
months duration, for work of a special nature, tG }|L A. G. mav authorise Co-o"t!* duration, for work of a special nature, tG M. A. G. may
to ma,ke sueh &ppoi.ntmeuts locally.

ff
::::1.:i'i':
i.:i;if,i!:

:,,:.::':a

..::':r
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0HA,PTEry IY" 
L

EFFICIFNCY BARS AilD CONS'IDENTIAI REPORTS.

Insresents,

(i) Orucnns

fncrements of pay o-t oflir.,ers of the 
"Superior anil Subol'clina*e

ml,y be tlrawn aft*r the tlurr,lifying i-.crio{ hils been i:ornpletgil,
to the conclition that, in .rl]y ca,se ol cloubt, th.e ordors of ttto

i. : L.IA. lr)u,ch applicatiorr for:ln il,nnutr,i irrcrrprnent, to an lit'counirurt, or
clerk rvill bc sul.rrnittcrl on {.). F. ltit)0, al u1v cunrplcter-L boili ir,s;rcgar:ils

. ihe entrics on tjrc lrottt o{ t}ro forrn, ant'l the cnrLifir:atrrs ciu th4 r{-)versc,

. The Generiil Sootion rvill r.trrify thc ettrics fi:om tlic irii'i ivir]ual's's,Jrvictr

. book, aric.l ii'i[i lttrtc oti tbr., llr,plicatit,rtt l']tt:t,hct'l;hc :r jilrli,rirnt, x-il.s rr:poi:l,r-ri1

to be'fit, ol rrr.rt 1i1; to rLr:arv the nosi jucrerrten{;. iu his lir,si: ;lrrrurill {ioi}li(.10n-

' tial,'report. The Srqrerintcndertt of tire Soc1,ion in r-]rich l,hrr aPlrlicauN
Iris;i'orking, D. A. Ll. M.$',if ilriy, arirl .{up,:ri.ol Seri'i,rc o{li,:,;r ini}ar.e
. of th9 section or groltp u'i1l rooor:rl their rer:ornn,lrtLations rrn the ,ipplicii-
, hlon for itrotrlttt"r:ttt,, ri'hicir u'ill t'c srtirrnicterl lir 1;ht Cr,ritr:oll':r f,,r'ijir]cr:1.

' 725, Ap1-rlica,1;ttt*4o. irtcrettit,rti.r Lrorrr rilrIn]1lr$ of ih,r r:sta1.'li-.hmcni;
who are serviug on t,he locrll :r,rrtlii; or II. li. 5. rr,i.rllib sl,.rl-1. r., ill br: lLrbrniti,ccl

---.-.*-*---*-1."*-,-:--j...rj.+ 

{.\Hjc,',',)1. .\lrrtit ltilirtr (II . I,,. F.) r,*nccrnr,rl,
,ob ,f "t ii,-,. :i r;r.'li-..*--"-* -:'---=--_.."._*-'-.--

, ;1r, r'lisfst'r'r' ir g

{'lrn+ndl;cnb to Oiiice iianu;il, Ihrt LJ

I

i
I

!

J I Cier.lrjlelrins
J Store Defiots anl
J rcal ,ludiij Oflicer.

*J r th,: o{de nrs ir1
V

iiiplttottrt and, if necessary, of the M. A. G. are olitained.

i.:d-L22, An oificer of the Superior Service in Cizlss I1., rvho is on probati.on,
ir not eligiblc to rl-rarv ilri.incrernent of prr,y on the tirne scale until he passes

tho Depr-r,rbmcl ttit.i csarutnu,bto n,

!,:.;:.t'f&3, The Governrnent ol Iu',liil rescr:r,o to thcmselvcg the right of
if-#itllolaiog or withclrau'irrg increrut-rnt$ on il,crcouut of iuefficir:rrcy or
. misconduct

i:',':'' " i

(ii) ;hcouNrANrs,tNr) {llunrs.

to tt OSce Mean*l- p^'*T 1'



No, 37 of lf$i,
,;',Page 47, 1sara. Ip6-

I.il..terl t"La iiollowing as a sub_para. to lbis pala.

i*:?,-j ?l' J.T ;X'J 
e,T-'l"t 

:"1''? : "'*.^ll : 
ill *., 

. " r 
o^ c re r ri s u e rt i n sT:H,-"4,:;;:";i,ti":ll1*:-*':-r"{:*ii|"1rs{'qTlo'dll5formatiors *ifl nr_rri_ 

!v jrrsruilrj! ryreotcat btore l)etiots and
lfffr.p" 1rr F s , -^_ l]]lt.d through the Lo"al lrarl"Om*,
,9f:": 

"lil li l l 
c on ce,! 

"a 
;#' ;;f ' d:#;"i# T'L,. y#.:j

those formatioris.

ffi
;,:l
r;j

tc {l Offee }frnual, parf.I'i
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mE'with nJ;.t';''\:';:*;f,!t,,8' s' rormatious " appea'ing in
accounfs sections 

^,*.1lf 
^r*ltds. " 

bttt- excliaing t'uo.l
, -tj. g. formations,,. 

achecl to A'selals, Vrai..it Sior"

to " Ofrce Manaal, pari I r,.



CHAPTER IV.

EFHICIENCY BABS AND CONT'IDENTIAL BEPOR,TS3

Increments.

(i) Orrrcnns.

izL. rncrements of pay of officers of the superior and subordinate
rices may be dr_awn after the qualifying period has been completed.,

to the conclition that, in any case of doubt, the orders oi tn*
ler and, if neoessary, of the M. A. G. are obtained.

l;i:,tn, An off.cer of the.Superior Service in Class II, rvho is on probation,

$not eligible to draw an.inciement of pay on the timl ssale untii he passes
fhe Departmental examinabion.

.;:,,13S:,The Government. of India reser,'e to themselves the righi oi
*ithholding or withdrawing incrernents on account of inefrcieicy or

(ii) AccourvrANrs AND Cr,unxs.

1.24. rl*ch application for :ln annual increment to a,n accountant or
;elerk will bc subrnitteil o1 

!1. 
rr. 1600, duly oomplsted both as regarclst . u:".^ DLLU'rrvu\'rLr rrrr L,, r'. ruuri, Lr[ry Llurlrpteteo l)otn i]s rogarcts

f the cntries on the front of the fonn, and the r:ertificates on the reverse.
I The General Soction will verify the errtrics from the rlncliviriuai's sorvice

1, fogk,anc1 
rvill,n^ote on the appiicatiot lvhcther 1,he applicant was reportecli wwa, @rrr. yrru uwuu \rrr uuu dplrrru.lulurr ]1[L:L-U.Cr rrlfe ApI)llOAn! WAS IepOIteCl

!,,i9 n. fit, or not fit to draw the next incremorrt, in his'li,st ariuual conlidcn-
r,,,,tial;.,,tia.l rernrt. 

^The 
superintendent of the section in which the applicarrt,

. is'working, D.,1. C. M.A., if any, arrd SLrpcrior Ser'icc ofrcer iniharcein charge

:r 9,t 
thg section or group.will r.ecord their redommendatious on the applicir,-

,iion for inbrernent, ivhich will be submittecl to the Controller for oiclers.
125. Applicz'r,tiotrs for iucrcmenls from rnernbers of the establishmenli

who are scrving urr the local audit or ll. E. s. nuclib stafi will be su.brnitbocl
, t49ogh the Loc,,l Audib olficer or A'dit ollicor (sI. o. s.) concr:r'ed,I antl the oflicer in c,hargc of the [-lenerril Section.

.,]26. .Alrpljerr,tions fol in.cremctits frour ilccorint:lrrts ilncl clerks scrving
wtth units',lrl formirtions, inchLding lll, E. s. fornia,tions, nill be suli
mittcd through the olficer comnrarriling the unit or formii,tion r.ho will

.record his recorumr:nrlation" illhe applicatiols will be rcceiverl in the-'General 
section and, a{ter verilica,titin-, will be forwardecl to the set:tion

to,which tire unit or_forrnirtiorr lcn.le rs its accortuts. The scc,i iou Strper-
urtelclent,.D. :\. (.1. II. 4,, if iuy, ancl Superior Servicc olficer in chirge
oJ the.secbion or sroLrp will record their recommenclations on the appliJa-
ttons for increment, r-hicir wiil be submittecl to the Controller {c,r iiders.

(11)
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{

rut, sE o{ lq 3i ft* _1.r garr,12}

lu'^4., lT"jT1,','l ii.\13,^O r)),.F, s, r.:*4'll;l:l:
orr.l. "7 os A"rtk Og;;'<e. Crn,i,.s)tt"$ge^rin.6 in txe thii,*
t\Nl porr<hn linen of f1.ritf> P^'(4 '42

ftw,e,.l ,.eJ; lP rr5(xJrn€xlp J-D 1 0.lA PlrI'
: 'iii3?, If thore isr auy-tloLrbl,, or cli{licuity in rlq-;irling whebher aniii

rut'rri; slioultl be grartted No a' ,,"ouni;anCor c[cr[< serving ivillll,rlLl s[iould i]€ grallfied t0 ali ir(j(jounl;ilnt or c[c|[< serving iVith ei tni
forura,tio',., irrciuding M. {tj, il. forurations, a speciu,l*po*t"*iit t * ontu.
ftom thc L. A. O., or Audit OiEcer (M. ti. S.j ruu.erriJ.

be ob[ai

(iii) Iinconn Ci,ni,"ns.

1'28. Applictr,ti''s fr,rr.air?ual increments tr-r rccord cleiks ,.wii{
vorifierl with thtl entribs irr thcrir service fr""frr, -"a ,.rrti""ra
crrritroll:r if. their work is repolterl to be sabisfa utoty itt uil 

".rpr"tsitblrr: applicati*'s arc rscomurinrlccl rry trrc officers tl,.a"r *l;"iii;t,
sorvrng.

(iv) Alv.trr-c:l; fwctlriuriurs.
189. 1'hrr M. A. (1. l,url C,rrrbrollcls ir,r.r-r elnJ,orv0r,.(l fu gr.aut ad

iroreme.ts annually, at the follorving scale, to'the clerks ii turi" i,
1,ivc olfices who h:r,:ve not passotl tnl S. A. S. .*ur'inJ"" ;J*i;:
their opinion, have.displayea tne most marketl. eliiciency all round dgr
the year uncler review :-
Conmand Controllers, N, [1., S. C,, and

E. C,
t\t, A, G, and all other Controliers,

. (-r) ChiNenrr,.

One aclva,nce inerement to two

One adyance increment io ots clork.,i

1.30. TJrr, grir,nf ul'irnurrrl,l incrcnrerrts Lo nr.crur.rers of thc establisfi
is subjec| to-the rules in the 0. s. Regns., tr,ncl is conti'ge't o'the

be cl:r,iured as a matter of _right, a'il no increnrent will be granted un
the work antl conduct of the indiviclLral haye been coniistently g

{*ctory discharge of the duties e't*]skil to them. Ifo increment

during the period uu.der review.
131. The 0onl,roller has discrctiorary poryers tu sauctjon, wi

r-rr rleler thc
r0l){)rt, to Lrc unlit to draw

wiil not be

rLtrxL ilcr.rnunL, anrl irr alI rlorrbtfrrl cAsus, hc wjjl call for a special reIrrr'thr: Srrperior: Servicc officer or l). A.0. II. A. u'de'r whom
intlividual is serving. Such reports will ordirrarily be rentlered, after
lrcriu,l oI birrcc uronbhs has elapled, l-rui i,his 1,*rioi rurr,y be extencled,
rlcce$si.rry, r.rr further rcports nbtained, u,t thc tliscrctiou r_rf the Corrtrolk

Efficiency Bars, :

(i) Onrrcuns,

139. An oilicer irr Class II of the Strpr:rior Sctvice
Io cros$ thcefticiency Lar af Rs. 1,000 uutii this hail
chrl 1!i. A. C}.

been sanobioned



No. I of flarch 1933.

734, as reccnstrttctecl by Comection
1932.

" for the wordl " paper " in line 43

(Amendment to Office llanual, Fa'ri I.)



sulject to rhe'contl:*: ,*;;; .i;j'j"f i"::
foigfi*r,r"r"*"r_t .l*:,, 1,:r.,i tr,^"" -*_.rs in eachf,*for and nor, jess than sii.pr..roi."#ilr;ii;;.#"ff.
the Subordinate Acco'.t, *rr.vi.* br^*irl*i"o.,,

.r,.-:, SulLttitate the followirrg far.tire pelaglaph :_
. " fl";^k. irill ;rot be pernritr.J to ,,ror. thc cfficien"r_
bar.s al lis, i i I aud lls. .Li.r rinless ti,u C";i;l["is fullr,-srtis6c,1 lhrrl tir,: :,'pli, *ni' ; ;;' .;;;';;;oualrilcil To (.l.osr, ti;c gn-;.. ?'Lu-e til fol t.outirre "duiie'.s

i1r.; ' goty:rnd tirosc rvhe 61s h.,l,Jing,p.",;af uppolr*rrruot 
"tr*

:*: : ,, t,vpist1 and wlio have not iiasie,l ti,u ii*.ioi S;.o;o"Ex;rnriri.rtio^ ivill uot l,e ull,',r1..,,i-,;-;r;r;" rT; ilr:';;
7.'.,. 

,,, Rs. ll5,
a \o cielk n.ill he. ailorreJ i , ,.1,,;.,. the bar at Rs. llii' until lre hrrs l i.o.r,j{l l,i. rrl,ili,.. 

-;;ri:i;i-;;ir: 
#" f.il,1th€ rr.crrirrts oI rr H,rtt_i.]_ .,,r. similar, U,,ii,;; ;i;,1-,,' ,, nafivelv, urrtii hr, 1,,,. 1,.,,-J f.ir'rf,iiitr. to carlg ilsN a

fl; impurtarrt nar iists, lrills, ,;,:i-^,r;;":r.r,t, zucorlnts, eic.,t'-iT."lr n'ith in'the.section'or to.,r,l-o,,.ili group in rvliich
' he h',s b.een employ,,,t ,ior;of tU."'groter parL of the
, yeal prior to his'r.eacliin.q."tire lrr,i. Srrtiol Om;;;must allans'e for.a tc."r iii'r,eg.,rd-ti' tt,e hil.,, ;t.;;:tive qrraiifieatiou.i*,.ing th;-li=- ,""urn_ pr.it'. to thc
, 1,11i.'^f.:.;1:iil* rirc.r,a"r, lt ,r,ilt 

'i*' 
ill* tlnry of ftre, - c.rerx coneernetl to as]; j'or f he test t" t u .^i, i.J or,i. 

*.whein he is approaching the *fli.iu,r"v b,rr.

J-* .oufll;._'J';,:*:j_ll:, I,'-,a'i I1:l i;0 wiu also be

(Amendmeni to Office )flnuri, Far.t I.l
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(ii) AceouwrAurs"

l$i]. A,pplicabions Iruru acer.runianbs to cro$s Lhe efiiciclr,r.y l,u, ut
Iis. 410 will be very ca,reftilly cunsiclered, &n(,{ no uuch application wiu ba
sanotionecl unless the Controller records in writing thai tue applice"t
posBef'sesthefollowingpositiYequalifications:-

(t) tha,t' thc accountant expresses himself clearly rr.nd
and drafts notes ancl letters well;

(6) thtr,t hc clisplays inibiativo in carrying out hic tlrties ;

(rJ that he is thoroughly capablo oI organizing antl mana,ging any
large section; and

(rl) {,hl,b his hcalbh is satis[*ubory tr,trtl .irr rro wir,y irrbcuferos with his
elliciency.

(iii) Ci,ums. , ,.: i:,,
134. Olcrks rvill not bc pennitterl to oross the efiieioncy ba,rs atj Rs. lI5 ..,",1

ancl lis. 170 unless the controiler is fully satisfiecr that"the applicant is : j,,:i:i
inevcrywayqualifiedtocrossthebar'-Tho*"fitforroubin.a-Tti.'""ro
as weil as those rrho are holding special appointments as typist"s ancl havs :

not passeil the clerical service examination, will not be aliowed to cross
the bar at Rs. 115. The crossing of the bar at Rs. 1?0 will also be subject
to the condition that the clerk must have obtained at least 20 per ceni. of
the,marks in_e.achsubject, and nob less bhan 2b per c,ent. of the'aggregate
in the Subordinate Accounts Scryice examinati6n

(iv) Gnn-CIner,.

I'sd. when *n iricrcme't claimed operatcs to carry the tr,pplicaut
()vor a,rr rfticie'oy. bar, the case will bi very carefultj co'sicliied by
oflicers, rrhen. making theil rccomme'nclations, anil trf ttre controllei,
n'hen the ap;rlical,iorr is subniiibcd to hirn for u*ru:t,iol. "In 

alt srrch cases,
the Coutrullcr is rerlriirerl bo sign a declelration, rvhiolr. lvill Lre recorclecl o1
l. "\. Ir, A-456, that tlie applicant is fit in every re'peot to cross the clli-
ciency bar.

136. ilhc c$restio' whether *' rr,ocourrtant or crerri rnay be allowed to
{,iro$s a,n r:lticierrcy bilr shonid be spccially considerecl at the time when
hc reachcs that bar, and a rrrrnark un this-point shouid be rccorded in his
c'onfi,IentiaI rcport for that ,vcar. \o r"emrr,rk ii l),]ub iur irrtliviclun[,s
fitness or otherwise to cross an effi.ciency bar shoulct orclinarily be made
in his co,rfldentiai. report until he has reachecl the bar.

13?. The cases of re*roval of eilicie*cy bars tr,rreacly imposccl on indi-
vicluals sho*lcl be carefully examinecl: irr imliviclua,l'N,ho'is stoppecl at
an elliciency bar tor some ycar,! gcneraily has a,ttainrnents beiriw the
average,-and, nnless there is a, niar:kecl inrprol'ernent in his work, he should
tuot be allowed bo eros,s the r:ilioii:roy barial a l;r,l,cr stage.

intelligently,

tl
j
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, No,,5 of .Ifareh 1933. , .r'.:,.riiiir:r:..€

PoXe 17, Ttaragraplrs 739 and, 740 are reconstructedi as
under !_

Coutrollers to the lt. A. G. in- respect of all offierij.!
se_rving under them :rs soon as possibie, after the cl,x
of each calendar year.

The reports nre written in nar.r.ative form in the casr
of Superioi Service Off.oers antl in the prescr:ibeil f,olre
(specimen given irr Annexure A tr this chapter) ln
that of D. A. Cs. ilI. A. (including the 1,D.'.A
If, As. G.).

140. The M. A. G. submits annually to the Gover
ment of India a eonsolidated report oo'otl tt\" Superi
Service O.0icers of the Department including i\6
sei'ving in his own oflice.

(Amendmeit,to. Office:Manual, Part f.)

No. 35 of 1935. r

Pura.747-
fn the secorid line clelete tbe rvorfu t'either tt flttd 6t or

the Controlters in the case of o.ffi.cers serving trndor
then ", ancl change the comma after " M. A. fj. t'into
a fufstop.

t

No. 36 of 1935.

Para. 743-
(1) ,S?{bsf if ut e " 7sl Oetober ' ' f o, " 1st Dcecmber ,r

in the second line of this parag'raph.

- (2)-.SuUstltuta ttJ;st January ,, fo, t,1st Apr;l " in the
last line-

-r, l. ata:, 3

Delki, the ,?lst l)ecember 1gBB.

,,, No.48 of Decemtrer 1938.

Pagt .!4, gtaragraph, 146-
Paragr*oh 1{6 is yeton.ttrtrcted ag uaclsl ;-
" In the case of accountants serving on the J,ucal

,:-,:{u<iit, the reports will be written by tkre L. A. O. concern-
.':, :ed ald eubsftted to the General Seclion of the C. l,[. A.'e
':,..dain office for subrnission to fhe Controiler through the

,i.,:*'"n orncer * 'n.i::,3;;:":Y3fi; 
rlraou*r, 

",,1, 
r.,



',.:g4;- ,:iparlogiri,iii;, i4?':. ' '

., : P#a:grapii !4?, as aurencle$ by Correetion Slip No. 23

,,of JunJ lli'3l, is reca;;tlrtt+fetl as u:rder 1._ : '.e; i:' i
rg, ri16*' confidential reporis on aceountauts servit'g." '

fu:th unlts'anetr,f+rmatiqns will be written by Local,
,tlt Offiours eonoerded, who will take into considera-

;.Sr u"y- conornoqda,tions or cqnaplointe on tho work

:eti.cr: .--. .r: .-, , .. ..-,l:aiii1': i-l

orcond'uct,.rftheintlividualstnadetjythegL'mceITl
:..,Comma,nding, et'e', "#-*lf titnmit tired te the General'

.,l'Sectios- of the C" I'i:'a' *-*ui" "mt"' ?he Genera'l

.,.8;;;i;M;ll-hand ta**:""*t to the qfficers in"imrne-

,, ffir#'k.%' Ji'i',--' g"air $eerior g, clealins -oi.ith the

." &ceounts of the ""ii- * fc'"*u*'iaos -urith 
-which the

; accounta,ntu "tu 
uli"i"s, tlo vili endors': -thege wiih

t,. iniiJ;-*-ttt *itrt p*'*tlttlt*t teference to the etste

i ;"iidtludiytd"*i; +;;k tec-eived in-the main offiee

, ,, and. will s&nit thr*';; th- i1-t"op Officer' The la'r'ter

- ."officer wiU:'embodi'i'1y.:d;"ttl-l: ::" ctresinr to re'

eord as the res'rlt of"hir personal cxpe"ienc*'of the

',.=.:6o*,*run * "nr"u,*la^;it-'il 
vi{t1ng" i'heir rinitg and

r formationu o" orr tfr *ii";";il ;; ""'oi*ito,-d, 
in ti.eir a c cou-nts

ii;;ffi;ii;;;;itt'h-;-torts to t'he contr'l1""' , :

ii'. 
". 

}{onr-to enatrlo them'to comply wiihthe abovo irrstruc-
.,ions, Group ofii"u""'i;t;l;;i'"t t"'""'; froin tortrs' recor'l notes

"i 
; ;;; ^i;- 

i d-t i'io'' i'i'- "' ui"''"''i " t' -u 
" * .:l ;S ;;'l; X*"#: 3

ilnii* "*a 
formations 'r 

iritod bY, tlrPnl l"r rPtL-i

.with tiroir confiilontial reports'
t 

.'t,,. 
" 

(A;neldnonb t'o Offce trfati:aL, Part T;)

No. 50 of Deceul--er 1!]33'

Pu,ge 45, Para,gra,Pha 7'48 and' 149*

Para.qraFhsL48and149a'ter*w:elleri'

{A,+nen-cboonl; to Offiee Manual, ?ari 1'}

l7age &5, puragraPA, 153':

1;. Ddrt"lh*penullimtrie and' t'ire concluding senienoes

ofparagrePh 151'



,,!'!

l3E" \\'lt,'r, irri ili,iivi, lirlLl. iviL" l1;13 li1:r'tr"r{:rlrlrlrl i[b ]llI eftioiency

is ;iul,serft$ntly fl,lltl.w,ttl io rl.osrl thallia,.-, fhr:tro,would -tj:ydl,]
i,,*t ;f i,,,rtli"r-r for sivu,u-tiinr. t]rc ratc of |af w-hifiir'lic would h*ve,

i;,r; i;.: th.';iup,rliit'i,,,i'ol lhe bar' Iu .sucit e:rses greab yaufigl.sht
*o,t"i*t,i, afi,l',rnlu"- iu exceptiona,ii;,' iltlservirrg-oi}sc$ should the.r

n-r: yt an ilj,tliviilLral tE inireased by more than one inorement

crosJing bhe bar"

' Con*ilential RoPorir'
I

ii) O.nrrcnns. :

139. Aurual con{ider:t'ia1 repr:ris aie submibierl by Cantrollers

,\{. A. G. in respect ol 4,11 offi{lers serving untler Nhern' ' :

Tire rolrorts tr,rc prcpaleil irr narraiive lorm and renrlered

possible aficr bhe tsl Jnnuary oI cacir year'

I40. Tire M. A. G. sul:rurits anun'11ly to the llcvernment

consolida,tecl reporl on all oflicerrs of the lleparbarent, i

;erving in his own al{ice.

141. Adverse confiilential reports will be communicatecl to the

.o"ro*uc,-uirher,by the M. A. G., or by conirollers,in Nhe case gf offi1

,"rit"g 
"riaer 

therlr.. In other cases, bhere. is rrr.r ob3ection *,o.tl:
;;r;i *t-t" be irg co alnuni.:a ied uroi{icialiy. il.'. offi c9r1,, ala co,9-i11

,ranf,dential reporNsln all rnilitrr,ry officers shoultl iuvtrriabiy be gtveu

thdm. ,t 
-

L4*. If an olfrcer ha.q not seryed uir,.ler ijrc tjontroller concerne{.

nt i.,rrt bhrco moltrhs, at the titre o{ slbtnission oi f}r.e alnual confiden

,.rrurr1,*. rr, speuial r'ellOrt frO'in the colt,r,lliei, lrider lvhorn he served
-r

thc urtr,lor portron or lhe 3'*ar, rvill be obtained ancl furnished' ::

as soon

typecl on the
by Controll-ers

143. In orcler to avoid rieiay in lhe submission of amrual bonfrdt

,rrtu * co"troller haniling un*. charge on oI d,ttel ttre lst DecoIt:lt,;tt's, a Uont'rollgr n:inctu}g over urrilrgt' t'[ ur il'ruv! vuu rDU vw!

i"ifii--r, r,o.eror.l u 
"*por{oo 

every o{lit:t:r rr'ho has served under

since ths preceding lst APril.

qiil Accrous'r,rxrs.

1411. Amrua,l eonticlcntial reports on iu-:coilrtiii'il{ls,

:critrecl fonn (1" :\' X" (N' If . A') 74i. rvill lie strbinilteci

bhe M, .i'l. t:i. on the Lst Aprii oI each yr:ar'

145. The confirh,rri,iill lgrpolLs oil i.ieconr|l;lnts rviil l,e rvritten lry'

S,rp.ri,,. C*tvice oihc*,,r il. ,{. il. lL A., i* irnrnediate charge.of

section. lrr the lormer ca*o, thr reports will l:c stbnil;ted dirJct to
1aj i"rrtrrii*r; i' ihe labter" i;hey rvill-be sulittitted through'the $u

Service osicer in charge <-r{ fhe grorrp. : ] ,, ,

148, In Lhe case of account&nbs sorvi$g on i,he locai a[dit or ]It $,, $...j

*udit sia$, t'he ropolls rvili Lre wL'ition 14:lh'-' i'' :\' O': or Auclit Off'f$

i1ui. lf . J.t;-.,r"r,i.1 ancl srrbruittcd to 1'[s CorNr$lier lhroqgh the

in chargr: s1 1fus Stneral $eotion.
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1.4?. The confitlcntial rcports on nccountrrnls scrving rvith urrits *nd
furtrationswiil,_iniire firsf instance, be written liJ, th,l Oj1ic.l Clr*irr*"jl
ing i}.e- unit or formation ancl,,.rn rcccipt in the ilenerai Section, will be
handed over to the officer in immediai* charge of the sc.tion to which
tho unit or formation renclers its accounts. The latter officcr will tran-
scribe the remarks of the officer commanding and will add as fulla report
as possible, with rbJerence to the state of thE accounts u"u*iti*Juy tnu
accountant, and the regularity and punctuality with which they are
su!mit!ed,, The reports will then be submitted tb the controller through
or by the Superior $ervice ofiicer concerneii.

L48. The confidential reports orr accountanis serving with the
uccounts sections o{ Arsenals and Medical store Deirotr .wiu be written
by the L. A. o. co'cerned a.d, on receipi; in the Ge*erai section, wili be
hand.ecl over to the superior service officer in immetliate or general
charge of the Store Section lor suburi,ssion to bhe Oontroller.

L4g. The repor"hs on accotr.bauts serving with lI. JJ. s. iormrr,bious will
i-,,r: n'ritten by the Audit officcr (ilL 8. s.l conce.*c,l irnrl suhmi*ea to
the controiler through the offi.cer in charge of the General scction.

(iii) cr,rnrs lvgo HAvE pASSr:D r:Hn sunoltnr,ry,rru AccouNrs spnvrcn
Exautsarrox.

150. The confidenti.*l reports o' clerks, w'hose narnr:s are iucludrrl in
thc first fifty of the seniority List of clerks who hi,yi) pi1,$$0i1 the subor_
clinate Accounts Seryice exarnination, will be .lcalt with iri the srumo
rnilrrnor ns those oI accorurt;rnts but rrili bc prclrtlrr:tl uiL 1. A. t'. (u. l\L t.t
7.5.. Thereports on_thc other passed cleriis rvrll brr tlis|o^r,:tl of'similarly

1 to those of unpassed. clerks.

(iv) Cr,unxs

1"51.. The conlidential reports on passerl. clorlis, uot, inciqclod irr thefltl!.fifty in the Senir-rriby Liit of sugh-cleriis, **cl ou.,ll turp,,s...il.,l*r,k*,
will be,written by- the olllcer in irnruerfiate charge or t1,,,,-liluo, uo tt *
prescribecl, forrn (I. A. {. tq. u. A.) 7ir) an(.giall,v ,i..,rtb ;.;;t'by theSulr-.irr,!*Lui9j o{.qi iu chrr,rge oI rhe gi*,p, t1i ,U .r*.""ii"ril_
rietvlng ou tlre local audib, ur l\I. li. s. iuLlit siirfi, hh,; r*Llorl,s wilt bewritten ly the L, A. o. or Aiiclit ofliccr (IJ. tt. s.). o* irr,, ..,*,""r,y be, anclliuully rieall, wibh by thc,rllit,t,r. jn r,h*i.ge ,,I r,[* t:lerr,,r,,ij""illu. Theconfid'itial 1:po$s orr elerl<s st,rviug rvirh u.'i's rr,nd i.rrrur,ljr,,r u,iu il"*,.'llt"u by' bhe Oltjccr t'ouuua,nrlin[, ,rrr,l hy. thc ,,tf i,,,,, i,,-i,,;";di_;;
('na,rge uI thu sr:ctirrn fo rvlLjch fhe u-rrit ur Iur.rniifir_rrr r1,rr(l,,rb its ir,ccuunts,

t:ll::1.^?::_oilcgounta*rs, and rvill b, Ii'alty il-,rk,,$i, j; ii,., Sop*"io"
Dcrvrce ollruer rD chargc of the group

153. The co*fit1e'tiai-rglo*q o. c,lerks servirg ivibh t,he ascounts
sections of Arseuals ,r,ud 1lledicat,sbore lJcl,ufs arLtl oi i\i. I,f . S. Ir,.;;;;;;wiil be rc'dererl siruilariy to trrosu *f riccountants sorvi'g with thoseformatiorx, ,i<le par*" 148 a*d 149. They will t--il-i$ ;"o} ;ith

t::.:,il:.i!€i
. , ri.'ri:'i.-{
r',..:..-.:.;'$

: a:.:::

,.1 :: .':l:::ai:

, ,:r l::,,r]+ai
'.:r. :r:l_+i

:. j ..::::j;

'' : . :::,i:r::

?irii.:i
;e .:
g- :]
F.:=
ti.

,.t:
i:r-"
'ar.,.,

i;;!tL- l
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.
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Page 46, p*ra. 157*
' ., bct;etiethe worile,ttcopiee of his confidentia!' re14rts,f,cr',tle

tbree years, togetber with the ".
.Amesdlseltrto:fiofics Manrrsl Part I:" 't .' I '

ii:.

Iastili
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l,e r:r gbneraf.eharse :of th*.ill.r'c 5,'u11',tr ,r l,y bhe osic'rr irr t:Jr*r'ge of rh,r l.l,,nciaril*"iiu", *i;li;'";;;uta.v bc. : 
:.,,, . .

{v) Tr,l,iroremy Cr,tEnrs.

151i. rl,nu*l conflden*iai rep,rt,: cn temlr:rary clerks, *ho-h#"r ..,..i
e*lpleted 1,wo years sr.rrvicr.: t,t *rorr,, will bs *iit tu.i **a"r."pt ,; l;oO; ,- -.,jas jrr bho oase of porunlueub clerks, -----*'

{vi) Gnxrnar,.

L54- lrt u'ruru-rarrd LJonLroircru'ancl ofher rargc ortir;cs, brre, conficlential i

'rr1r'rfs 
orr accr:u*tatrts,autl passerr clcrks incluci;tl in bhe fi.; fifty J;il; ,

se'ioril,v Lisr of such clerkslriu be dealt *irh ;;;;;;il; r,f i,nT d*"t rI.:;,,,,:.,. ,, ,lor' .lhe.reporbs.oa rhc rcuraining orerks wili be deari *itt fir;[Jr-bi
tho supcrior service ofticers in ch#ge of g.oi ps.- 

- 
r" ;;.ii;ffiil, *h"r,the U<.rntroller is the ,*ly Superio. Sfrrrirr"offiiu., mu "oond;t_l;rt";;on all accourrtants and cldrks wiil be d.ealt with t/-in"*"d""t oller :,l r ,r,l

personally"

155. !!-heu co,lidu'tiu,r {epo-rrs,.i.}re iinrlil1. tiealb sritrr by superiorservice 
'-rfticers irr uhargc of gro-ups, iists oI m.'.r",t-,-*n"r" ."jo#. n-",

been so cleait with, will be suumitted io rhe controrier G;l;;rfJffiil ., 
' 

. '.,a'ue of the. rcports' i when submitting su"h lisis, ti" "r** -r *" Aclerhs, who have adve{se remarks againJt tn.*, o.l"v -^-""-ii*tr,il 
-1

il theq. reporLs, iEili be promineitly brougrrt i" Tn"'""ri.;'"f H;Controller. - ---- .- 
--" ., ,l

156. If aa accountaut or clerk has not served. under the offi.ui"co*
cerncd fr:r at least three months at the time of uun*ir*ioolr iir-r"""ir
co'fidential report, a special report from the ogir"; ;"arl Tn"* t-
uerved druiag the urajor portion olthe y-ear wilt bc obt;*";l;;i f*"t h"d"

15?. As soou as a clerk passcs bhe SuboLrlinirte Acco*nbs Service
*xa'r.i,aLiou,, cLrliigs oI his conlidenti*l.rcports for bhe l-J ;hr".l;;;
[,rgcbhcr wibh tlitl ueur)ssil,ry inft_,rrnabion ori Lhe pt.rr..il"A 

-iorm 
for

ri.xrug his seniority-in bhe lisr of passecl cierks, rvill ie io*ou.aJny ti"
Cr.rnbroiler to the JI. A. G.

158. A r:opy o[ each atrvursc r.,port will be lurriishcd to the individual
i.:urce'rel[' ir'otc to this cseub bcing cnterr:tI iLr thc origin-addr"tr;i
report and iris ilii;i*ls cibtained theleto. llc r,vill, at tfie *u*" ii**,:t u
irrlormcrl rvhy hr.l hau l,,een un[r,vouri1bl;. reported on, aud i" *n*t ffiLri,iruprovement is uecessary, r' otirer casJs there is no objectio" ti tn*
confidential reports bei'g co'ruru'icated unosicially to tie i"aiviauulsgoncerned. 

':----
159" Theccr*fidentialreporis of a'couutants and clerks wiil be bo.rod.

or file_d tc'gether iri one l.'oo[ or filc. ]Vhen a,rr &gcou&tant o, 
"t"rt lu irunr-,

Itrrcti Lo iLrrutht'r LjurLrrrller'o,.,lhc,l, his conlirtcttial repr.rrb rrrot o. n-f,
wiLl bo sont tg thr: Llanlroller oI tlia orlico [o whioh he is ti.ilasferred.

''4 '-:' :; :1.'.tt.r'f 'l ;,:
, l,-:, :::llg:.:r'. !;ii{i'

':",t;i:'.
:':titi

, jlti;
..,,:ir;i..:':.,:j'j::;
'"";'!*

..l,ati
-- i::i

':ts
. 
I 

9 1".:l:
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Page 47, p{#egr{rpk 160-* 
J{o. l9 of ll]3i.

*-ithftho rr:ports ojr cither . tjt rn tldrly, i.jrrpq11s1 iJr:rvirc irftit.urs irr
viotrs uonlir[enliai rel,t.rrts un cl$ths whosc

Sitnilarly, i.jrrpr:r:icrr. ijr:rvi,rc i,ftit urs il
charpe of groupri uiay rcfer
rel)Lfi'rii rlrr: fin"r,ilv clealt wi theru. j

uf writfug thn rsps1trg. J

16{. Conbrollerrs ntal' refcr l3r pleviorr,r uonffiturbill rrrnor.t}s w|rrlr
rl,'rLliryg * i1'L hlur .cports on a''r'udrLtir,rrt.s iLnrl lr;tJst.il ci.r.ks c,,irrirrlr rvit lrirr

l_U.:,Tit 
fil'by'f t,hp $,''iuritl'l,iSt oirrrr;h.r,lcrks ur ri.herr,le,r,tif! iin,r[y

irr.g 1,r,,idc or (:{rnslrrc shr_ruld, howcvcr, b"c invr,r,riabl"v- ,.t'*r.i"fF*;uu-;;;* *-

, i6s. Jt is ul ghe rrhuosr irriportancc t;lriLb r:orrritlrrnt,i,r,l rgtuir:{,s sh,,rrld
be Jranrc([ wrth,bhe gro.rlest possiblc r{,,gr.ec pI crrrc and t,i$uision. [ug,tllg att urlvefse report' on nu jrrdivi,Irur,l's.jwork no 

"h*ig[ rshorets are

i.gl]id, to bc.ifr;Lnred;^srL,:\.u reporl sho-'rl,I be l,rucd oof tn. gcncrai
opiinion f,rrnr,,,Lil,I the oftieeg'iu ciru.g",,t t\it,cci;o;,';;;lle [;;;*l ol hisq0scrvilllons r1,{rrrrrg birr. yeuf . : ., \1Pt lf r.;l ,litlilrrhvisfsr,i,ricrrcrrrl 1,.r, it'irofietrirrchnLg^!o6irs.xNiqf11

;N';sr:rvirrgn'i1ih
?age -tr7- 

j'&oruu t'i/''r' 
\ iirre.i l.olr ttie

f n.sert belowparagr:apir l6E- i ol;,.,,,,fi,1,,,,t,ii,1o#""r";.- 1li,,',:f,',.'lllihTConfiJeufial r.eport ou....j,....:............ ..,of Military

1:,'lli,
i
*::ou1r* l)cpartrncrrf fol tire.lJecem hcr

*i-: 1. Narne of the Officer.

"Yerr' €nJr-ii 31st

,..!:,, 2. Repod ;Ls to his :_-
,. ,.i (o) fntelligence.

;i (6) Abilit.y.
i,!, {c) Self-reliance.

'.1i (Q Tact.
,g (e) fJfficienc,v"

,,* t Zeal and judgment jn therlischlrrge of hisduties.4. Gene.al con,lrrct.

,,i,, ,6. State of liealth.

'*,": *1il,:il'::*i;T:ation aflur'.li,,g rrre.. :'eans rD

$ co"t""i;: 
"f" 

ili::, J :;":ff::'s 
i,r1,,rr,l itie;' 

-''"
It{j,,,,,.. (Anendment io Ofiee i}Ianrral, palt L};
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rnfi,lcrtbirr,l rrltrtrlxrrl'u,r;,:oltnfi:r,rrLs ,grl'r'leLks rv[9 rfgrr irhrrrr ,J,"14-nts.)f \vhr);r,rfst'hrr,rgorI h',rnr tlyrdcrvicc, sfu,i"l,]4 
'1,;s{r.o.y,.,1 4.,t-

aftcr thr:iry'.signiltion or,liscffige. Und,'r' i],n/r,ircurustru,,.,..j'-
rcports bf lLarrr{e'[ (rver t{} thd in,livi,trral,s o/rLeerncri.

When wr:iting confidenbial reports'the Superior Servicc uflioer
C. iVI. A. in imnediate charge of the secticn is not pormitied Lo

the conficlential reports for previous yei;r,rs. The personal fiLcs
onntir,nbs and olerks anc1, in parlicular, any rlocnurer*s oonv{)y-
or censure should, however, be invariably rbfarrecl to at tho tirne
the reports.

.Controllers rnay refer to previoui; confitlential rcports whorr
with the rcports on acr-:ounb*nts nnrl lrnssrrl clerks ctiming withirr

rrst fifty uf the lJr,nioriby Lisb of such clcrks or whcn dealing finu,lly
the reports on r;ther cierks. l3irniiarly, Superior Sorvice oliiccrs iri

lf.li6g, It is of the utmost, importatce that confitlenfial reporLs shoulLl
i|:iramecl with ihe greatest possible clegree of care and piecision. Ir

i Euiog an adverse report on an irrcliyitlrLal's worli no eJr"r,ige shects are

i i.eq-uired to be frarned ; such a report should be b*setl on the generai
i, oninion fornred by the officer in charge of the secbion in the courso of lrjs

liaige of groups m*y refer to previous confidential reportrs on cloriis whoso

iports are finally dealt with by them.

F.:6*inion fornted by the officer in charge of the secbion in the coursc of his
observations tlrrling the year.

.' ,,,', L64t I{ an;' difiicnlty is experielcecl by ari officcr iri chargc o{ il srrction
t,ft writing the coaficlential repor-b on €Ill &ccountrr,rrb or clerf serving ivibh

i.aunit or formation a supplementary report should be obtained fro-rn btre

i..L, 41 O. concerned.

i,.. 165. Detailecl instructions regrllcling the preyraration of confidrntiir,l
reports- ilrttl tltt tiat'es o{ their sulrtnis$iott, iito given crn llre lasb piugr: r.ri [he

f prcscrilicrl fonus (L A. n's, (C. i!I. A.) 7.1 and ?5).
qi;:':



CHAPTER V.

I,EAVE AND ABSENC&. CONDUCT AND DISCIPTWE,

,Leaye and absence.. ,

:'
(i) 0rrrcnas

166' The gru'nt'f reavo bo the officcrs,oI rhu srrpcrior service of theMilitarv Account,s f)eparfrncut,-h"l,lj;; rlr,; Lr,Irpoiulrnenbs enumcrated
:lfl;.9t I$l,rire* in* ,unrii,;";;';f" Li,:vcr^mc*r of lrLttia. Leaveapplrcatrons from nther officers of the S,uperia, gervioe will be ##;dealt with.under the orclers _iif"r_ lf.li. [.

16?. l,cavo atrpiications.of officers oi r,Le liuperior Service, accom-pauied l_ry a corti[iaic ir<rnih*- ,i;j;i.tH
i ro'e r w6o a ;; i ;r-il, u ni.r.,, p,,.y i;;; ;;r", "Jl. _ili,i;,,lii L J* :fil;,viilbe'submittcd to t^he iI. ll.i.'r* iiro"r,,f. ,"lhe 

granb o[ ieave willl-'e notified in office or,l;-;o;;;;;;;i ordcrs from rhc Governm6a6of Iqdia or rhe II. A. G.,;;L;;#;;_.
,r*TilX.;lr';f?|o# shoulcl intimace to ctro ir e,,g. whr-'neyor rhoy proposoro rc&vo;.,oua'o.,'i[""";;i#;{";i,,?;::'rl?;;;,'n"-'d;lng hori,ravs. c.pi",".i"uio"diff"'"oiffi::

168' controlrers shouid subrnii to trre il. i), u., by thc rst suptumbu*rr,
;j il::jfl,J'ij,l"1t;"t 

il' 
' i,;;;';;;,i"nii",n,".,, i*,:lutliug trrcinsetvcs,

,"i,i f"" I.. i ;ilff i;: il q i;t4 XLT, ry ;1 il:,,Jn;il* ; ; : ilX,jJ il4:#P.ir-.ilcgc 1,,*r'c clrrr.irrg tl,- ,,*l;;;;";; ''
169' Appiicatio's ror ler-r,ve 

'.ru, 
rJ,r\. 

's. 
)r. a., alrcr. iu; admiosibilityiras Lreeu certiiiecr bv the A",i;ira;. 

"ol*"o*.t,'ruriL."i"-rt *-ith bybho Llontroller. subject to *pp.ou.,tTyli,"ji ,q. C.
(ii) posrrNe Orituns or Olrrcens, lli'0. -tlt ulticrrrs il,lsirous o{ .1,i uice ,liug ou l,),i\.r u.-ill irr r.;ir.i;Llriy frrrrishtLr;iL'i,;irr.c udciresscs ',ut,*u ,,,irnlir,;;;'r'0":r; J,,;ir,: :r,rrplrr;lDi,,irs ftr s,urc_Lion. 

, 

*-"-'" u*qrr rrr;tv'r :ll)plt{jitttlils fol

1?1' t'tlstuig ortlcL's ri uliicers r.eDrir.*irig J'oirr leavr: rlx-rnr[ia, will,w'l*. r'cre is rro biue-to se** t]r*,r;';;;;',,;.ti,,, utti**.u i.,,r-n"-laarrrr,,,,
l,J ;I;:'li ;;f;fi Yj:,'1[ *11]d.,; rr,.i,*, ao,i'"i-,"fi*n.y,,
aud Ass;rrrr r.ii"lr;,,r.'i,, rh,, ,.,,*,, ,.r. ..i,.' of tL,9 Li' Jf' :{:, t'resittcnJy
hrinded uver re rt * ,lnir"rlo;;;1. 

vru( uir r'r'ir'rlitgr *L Ualctrbta, to be

"UI ,lurc.s l"rrrrlirig au -BoLuL,r,y ,-rr L:ioir.ulLir,,..rrrr ri,i.rrrn -fronr leavet'x-[rirlia, wjri crrtt Ior ihuir 1rrrtrr,"g"o,.,i,*J"r'urr,.rrjti,:t; uI rrre conbrorer ofth'iuu Accounbs. Bonrt,a,", 
"; ;h; c. 

"ri.' 
.\ " l,rrsirlurrc;- an,.l AssamDistrict, caieutta, rs th" r,,o"l.,;';":' "r' '\ " I'r('sr(lutrc)- and ,

{+5)

$
;;
'j,

;r
.$
..;!:

t
:i';
ri
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F^-E< L'|8, grx"r tl66 -
In +1l< t+rixl' line

subPti'tttt 
(t 

1q-ea 
- lZ

Paf,r , fol( "F*3,q3'1"+ &hi7'

J ( o)tt,

1,.
:
1. : l
i..'.
i1 i
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t....:
i i:.::

i :,:r

l: .:'

i|....:.]..............No..a.ior.ig.3i''....i..].
' pBgii$ 

;, r{ate,1a iaiAiriei. i| r;,l "' 
tt 

.' -r':,', 
-".,.'lifiiffi

The Note is reconstruc.ted as under:__ , ,, i
, Controllers shbuld i"ri*"t" t"ii";:^. c.,n"o*o"i i 

5thcy propose to reave r,;Jt;;"i#"ft1;;- C.opiee of , ,.

:iiil,:Tff ,"f tf; f #:1.:dxtai::iri;iri";.$i:lT_#,
date on which thc Contrt tter is-t";;;::ilr,il;;;#.: .

r.r'ili suffice fop the purposo. ff'l,""lf,"i"li.r, C.,otroU"* ,:clesire to avail 
'rcmsilvcs 

of ;.;ii;;;;"ir]*""1?"iil '',headquarter station or at- oirtsta-ti;;, ;;t;';;;il;;i:,days away fron their !""+q;;;r-_.i"ir*,irr" previt_rus

;;ff#i:":,or the M. a.' A. "E;;ii"1i,oiii.irffi,X
. . ;1, 

j,..,: 
,,,r,, 1:: . {Ameqdlqent ta 'Om"e Manualr part r, }j 

l
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l
: r..'rr:raa:

to *rrubtu the lVI. A. G. to isste posting orders to the Controlier at thel" '..: r,::!;i

correctpolt, offtcers concerle,l shonlrl relott to the M. A. il . parl,iculars '..,:','.
regarcling the clate of sailing, the polt ollaniling. the approxinii.r,te c{ate of ' ,,.:1,,

arrival at the porN of landing antl the name of the vessel, etc., sufrciently 
i

in advance of the date of their leaving for India. :

Of&cers who intenrl to lancl at a port other tha,n those specified r ,1,

above, for instarrce at Coloml:o, Ka,rachi or Madras, shorrld, in
a,dclition to the particulars requirecl above, furnish an address at the i,,,,,
portotarriva1towhichtheirpostingort1erscarr1lesent'

1?2. Whenever feasible, tentative posting orders will be issued to ',.''

officers on leave as.early as possible before their return to India. If, ,,,,,,

however, prior to the receipt of srich orders, any officer requires informa- , l,'l 
,,.

tion as to where he is likely to be posted, he shorLlcl apply to the M. A. G. , ' 
i. r

in suffrcient time to permit of a reply being sent l;' maii. Of&cers *h6, '-,,,

fail i,o clo so will run the risk of bearing the cost of cablegrams when such , : .,::,,

&re necessitatecl. It should, howevei, be borne ilr mincl tliat in cases

where posting orrlers have already been received rvhile out of India, such , ,'1'

orders are merely tentative and the necessity for r:alling for final posting : ' 'i j'l

orclers at ilhe port of landing wili still exi,st, as, in view oI any subsequent
deveiopments, bhe tentative posting orders ma,y have to be changed in ,' 

"
certain cases. Posting orders of officers on leave in Inclia will be sent '. : 

,

by tlxr i!{. A. G, to thelr leaye addresses in Inclia. ,' 
,

(iii) lisreui,rsr{MnN1rs.

L?8. Tlie rules in tire succecding paragraphs oI this secticn rrpply to
lcave otller tha,n cilsuirl leavc., A.n rcgrlrc.ls camal 1ea,ve, see parrr,s. 186 to
188.

A11 grauts of leave, otltel thtr,n casual i**ve, rvill ire notified in Prlrt II,
Ofiice Orders.

1?4. A separate leave register on O. n'. ?l rvill he maintained for each
section of the oftice. All applic;r,tions for leave. ir.ill be entererl in the
leave legiste,r, :rncl, afler sc,mtiny iry the Superint,rntleub o{.the sectiorr,
will be sent, together with tl.re leave register:, to the Gerreria,l Section lor
verificabiou oI the title to iea,ve of the applic,anb by ieterence to the enfries
in his service boolr. The result oJ such vr:rificr,r,tion will be recorcleil in the
leave register ancl the entry initialled by the ,lrrperintenderrt, of the
General. Sectiou. After vtirification of the applioarrt'sr title to leave, the
application, together wii;h the leave register, will hr: subrnitied by the
section superintenrlent, with a tlefinite recommer;rrliitinu, to l,he off.cer
in charge crf the section.

l.?5. f,eave to accountants will ordiriarily be sanetioned by the
Controliel', bub, iu large offices, he ma,y cleiegate to the Superiol Service
ofticers in oharge o{ groups the power of sauotioning such leave, Leave :.i ,,::t.r.irr,r-l

:'.rr''i:.1: rili.::td
:f i,l::r:::::i:::L.:,

ji.;;;at:;:J:



50

to clerks w'l ordinar'v be sanctioned hy the.srrperior service officerirr immediate charge or tnu .r.'i;nn"nr-i,r*g*u.irr charg,r rrf the group.
. lVoru.-fa small ofrc-ee, in which the ContJer * ,n" ""r-'o,_-"::::lleave to AccountantgD.A.c.u.a.*;il,"Jt,f;:"*,,.-#Tff 

tH"T':1il,:T*nti:g?tT.*:i"""'ff 
fr"?i:

(iv) locar Aunrr SlarF, nrc.
' t7U' rn the case of-a member of the M'itary Acc_ounts Department :

pmployed on the locar audit statr, o" auart Jtag, liil;. s, his reave ,

hpplication will bc submittea th;;dh;;, Locnr -{rrriir officer, or Aurrirofficer (Iu. a. S.) as the ,o*;;0,;j-"; 
usrr !\rLc!r nuulu L'riroer'

" 
Th9 lear'-e application of an acco*ntrrnt or crerk attached to a unit orto'mation. inclucling M. E. s. for*ntionr. wi, he ,,rL_itt"Jrh*;";t'il;officer commandin[- the unit ;;l;;;;"n, and for.rvar:cleri to the con_,rroller's office tLroulh the t. A. b,;;;t;;'ciffi;_;ii;:;:'s:)::";:HH:
1?7. When forwarding applications for leave. the L. .t. O., ., ;;;;offieer.(1I. E. s.), wil ;i",irlrurv"";l;;." hrs recornmeudarion on theapplication and. in the evenb or ti" tr** t,*ing ,".o;-*-iJi,"riu ,tutuwhat,ar:rangements h; ;t6;;; ffi; to c,rry c' the worri of fhe ,ahsentee. wrr t"uu tYo[

on reccipt of the apprication, trre titre of bhe irlrirlicant to leave willt'c vc'ified bv the Generar section *na iL. r"o",i, il ailurissible, sanctionccr.bytheofrcerinchargeoftheG*,'*'..tJ,"ii";i;;;.;;;;;;;',bythe
'{.loutroller. '^ 

- 
-

' 1?8. To enal-'re the Generar section to notifv the grrrnt of reave inT)ir.t ff, Ofrce Orciers, thc L- a. ii.,-"ialt O.fficcr {}i.-U. S.), or Officeri.l'rnmiln(ling the unit o. ror-uiion'."n..r,r.a rvill i'tirnate to trre con-
11itte5 the date (fore or uft*rooon; on which an individrral ,proceode on 1 

s4rurrvurt,' url aCtftally
;rbil;G;o le&ve'

1.?9' trllhenleave,-other than casuar reave is granted to an acco'ntantor cierlr, rvho is holcling an appointm*ni 
"u,r,,yir.g 

d*ty allowa;#lT# .

cirdcr grantiug tle leavJwil sirie that ihe inclivir]uar wiri cease to d.raw ,drrtv allorvarce from the date ot-Hs p*".r.li"g o,' drr*, irri r, *n. r"t# :

tion that he sho*id not rerain a rien in ni* oplioi"t"r;"t;;hii.-;;l;#:'' . ,

(v) Lneva R-csnnvu.
180. lfhe sanctiorrerl estabrishment of controllers' offices incr'.des a r,.

J(.;ive re$c,rvr: of 10 pc.r cent. of the estalrlisbment inclrrtlirrg ,_*,.J'.j_rf.lirr'i rileniah, As far as 
-possibre, Dhe est*rrrist-,o,.ot"'oFi#"i#il;

s}rorildbeJ]xedgoastoinciudeitsown1eaveregerve,Tlreleave;';;;
ril record r:lerks anci meniars wilr orrlinarily be a,ttachetl to the R.*;; ,'
$ettf i61. 

'---r lsuurt-L

181. llhe leave reserve of acco*ntani,s anr-r cierlts serving on the local i''-
*uilii'ti'ff or with rrniis and formatiors ooilL rr.. nlio"ilif";;";#;i
r lr" l " A' {)' irr r'hrrge. oI the,r.ren. sirrril*r Jv r]re r,,"". .*rn, u. i,,. ,",-,r,*i-
arr1,* n,rril r,,lr,rlrs ,gervirg on bhe xi,afi- ol r,lr* Arr,iii rjm*,:ini. ii.',ii" "l 

.
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(-A,mondment to Ofiico l\fanual, Part I.)
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with M. E. s. formations, will be attaehetl to the staff of the auclit od*u*it:.t't'lt{M.E.s.) of r,he area. I* 1,he case of .*rtui'iorgl,'t"rnrrri ror, sucfu ss ,,i, 1,,_," #::::l:"tl 1ica1ctt 
s,to1e pgro.ts antt rarse M. u:$' .i;;otrnbs secrions.rne reave reserve rs rnchrtled in the estahJishnr"rrt ii.xerr for th;_;"f;;;;:tions. ^ _-

,*;*"t3,:^1*^-number 
of accountants,_clerks, recorci clerks and *uni*l*t,..,;..

::lr3:^.,,i-ho 
uld,ordi narily,no t exce ecl rhe auth,r rii" J l;;r" ;;; ;";;eacn sectron, r,. A. (J., ete., but, on the other hanrr, con brolle,:s shorrrd seithat the leave reserve is uiiriscrl f".;il ;;;";. ;r"dilrr;i'i.;;;'# ffifullest extent possible. Ii uu..**ur.r. reave reser\:es mav be transferredl6mporarily ro orher secrions ro meer emergencies, ;;.;il;;ililil|;I, ,,'€

rlue to siclrness, etc" o--^"--^'' "'v': u 
r.;. , ,:i,:1 r:1,

' '183' Leave should not be refusecl mereiy ou the grauncl thui-, u', 
l;t,,

leave reserve of a sectiori, etc., i,i e.rhntrslJ,, ir'_,,."n ;;#,;# fi",t;sho'ld be referrecl to the officer in charge 
"f dlr"^'a;;,r;i section who r,.will endeavour t'make a*angenie't* tot'tt o ,"ii;; #;;;;;p;*" '"'- . .the leave reserve of another s"ection, etc. :

(vi) lnavo Rosruhs. l,

194. Each sectiorr of a controlrer's offce w'] maintain a reaye roster,' showing the names of ari accouritants ancl ,r*rk i;;'l;, section, ancl therrates of thcir lanr, rcturrr fiom reave. rIu,;tr.,,*ii 
"r 

,r,-"i__* ,ilfi;----. ;rllottecl to the section, ancr the ,*rrr.,, oi or"r,"r,.-rr*rry' ;l;;;;;fi ,:"'' 
also be shown. simila*o;t*; wili also ;" *-r.,i-i.,err by L. A. os.;,A"'dit fjfficers (ilr. E. s.) a'c1 other. offrcer, ;-;;,;;;;;,ra'rs t* whorir aleave reserve rras beeri anachecr. lhe lea;; ;;J;;, ;;; recorrr clerks ancr ,menials rvil be maintained by trre offic., ir. -h-,*g";;;e Record section. ,l8b. A reporb showing the nunil.rer of.uc,ro,.rot"r.ts alcl .l_.il;;;*'r be rendered by oflicirs in charge -t .".1i"",-lr i. o*., etc., to theofficer i' charge oi the General srJtio" oo-;;; #;;y_ of each rnonth. .The report in respect of recorcl clerks an.1 ,r-ri-r. *'i"b. ,en.rere,1 by theoflicer in charge of rhe Rccord sn,t,tiorr. 

-- 
s.;;;;;;";;:',iiri bn ,.ou*oiij,iretrllytheGerrera,lSectiorranr1thc"o'',..ti.i*t*.il1.il',-r,-itterlforthe

Contro1ler'sinformation.r!fL,l!Ltrr,trarr,UrtlrUIt,lle

(vii) C,rst-* Ln_,rve.
186' Subject to the restrictions lrr,icl down in Ariirie J0g, Civil Service ',Regurations. cas'al ieave of absence may be *11;;;';,p to a lir,it of r0 .:.la,ys irr the ca-lendar year, b*t. as a ge-neral .,,r., ooi more than r0 rrays: r,(ias*al leave shoulcl be grantecl in th; h,,H y;;;;',;?ur* t,h"n 4 da],s ot , , ,,:. a tir'e' The lea,ve may'be prefixecl ot od".ri' ;; ,"yrF; il,iil;:, ',

with the permission of ih, o-fucer sarrctio'ing th.i;*;;, liul;,,ny irolicln;,s ,,,, ,,.. corning between the clays of leave wiil corlr-nTas-il;. "' , ,, ,, ,,.''- --: 

"ni;Tott 
l'-co.Nrollers may, if circumgtanceg rva,.anL it, relax fho co'<uiions of this r :..,:: j

No.f u J.-l.eave to tnon srrunro.ned to:rtterrrl Cultfi.i ol,Jrr.rl,jlrs 1,o wilrrei;cs o.. ,--_",ilijJ.i t::?l::1",::::,*:1.::;l::tlFE.,qnJ..i;li:r.lj,l;iil::: Ji$:::ilil, 
j1rc,",,,']:;i,,,

N.'e r.-.asuar reri.p ;;;;iJ';il;;":;,'i;ri':fiil'J';l;?il,il,,i,:,;[T,i,-_llli,l,,r^, 
,_qlso rLot talie* into a,:."r,rnt'io ar',i";rJ -r, r,'r,,, 

"rr*"ill,l.',iru 
un,n,,,,, of leavr acrnris-.ribr*. r .,,.,
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18?' subject !q th^e above r*res, the extent i;o rvhich casiral leavelc&vu

ii,i{,1,:j.j1':ll",t--:t,lrj:pericir s".'-i.* om.is, D. ,\. Cs. }r. ,\., L" A. Os.,

*:l]!,9"f'*(]{ "H, 
s.1 ana 0fficers Comm;;',t ,,s,;,;;- 

""a 
ii,i*ilr"*,

fr : **1"9.11 1 :s: 
j."'il#t"r', it *;\ ;;;';#;? ;# Mtffi #r)epartrricnt are a*ached, is refr t,, irr. Jr-ir"rir"'ii'61'i1Xllti

fly$- of_casual leave will be eriterecl in the leave register o,,,t ,o'liy the officer eurpowered to s:rnL,tion th" l;;;. 
" i-s"'"'

188. The amount of casual leave a,lreatly taSen.dri|r& A ;ffiffiyear, in the c',sc 'f men tra,nsferrerl from oue 
"ffi;, ;o:;;;i;,;##ir1ii

Il,;T .:,-'_i:'ii*- thg Ctomrnaricl "; Dirr.;;; -l,r,,r,i'i,'lt*ffiii ;; hrt:matetf i" the larter office and wiil rre rrrorrght on tr,* r-,,.""1-i;;;, ;,h;;oflice. - - --o--

(viii) Comn:iNsArroN Lnevn.

.","11?.j,tlt]^.lt^t:y for ccmpensation leave wiil be enrertaineel only
w-herl n, mernber of the estabrishment has been,requirecl, .ntler tt; *r;;a .. , 

,o{ the office-r iu charge of the section, to atterrd oiB"" ou ,, s,*anrr. o, .,r., r,

t duy notified as a gazettecl holicray uncler the w"g"ii.br;1;i;.i*""t- 
,Act, for work of a special o' orguot n;r,ture. Apffi"-ii*, il;;;;;; ,.,who attend office, eitler of their iwr ac,,ord[, u, oi,iru, or.i;,; ;;;i.# 

"Tarre&rs pertaining to their iegitimate work, will not be ,o"ui.iur.al"*' 
-- 

,

The restrictions in Ar.iicle B0g, Ciyil Service Regulations, .,vill also be.applicabie is the case of the grant of compensation ieave. ' 
*' 

. 
" I 

,

Aregisterwijlbemaintainec1byt}reSuperindendentofeachsection
to rtrcorcl Nhe at;t.uc1a,ncc of clerlis on suc,h Lohc1,rl,s ir.."rp.,,tii'r'hi;h ,

('()rnl)eilsirtion letve js earned, :. ,.,
(ix) Gnxnner,.

190. r,eave cannot be tllaiured as n, r:ight anrl wili noi he granted unlecs , , r,

atrrungetrtcrrts cau he rnirrlrr for the work of thc,ippli,"rirt,f,i,i,,g^frA
alisence. 

'r r-'. !.rv r.a'

191. Every rn_c.mber of the esrabii.shment rvho applies {or leave will i
'ascr:rtain belorc abserrting hirnself thal the ieave h,ls ti,:in rlor,.tlo.ro,1. ;;"1oll rio r,cconnt sh.ulcl he proceerl olr leave in rr,rrticipati". 

"f 
;;;;ti;;'ill,gnilgry already.rn le*v,r a',1 ,_lesir*rs of obta,irringli; ;;;r;;;r';;; :

srib'rit thei' applicatious in s*tficieni tirnc for ih',nr'io 1,. ..;i;ili;;;
tlre r,'sult corrrnrrLnit,aterl-lrel'ore tLtr e-rpiru of th, origirL,,l l;.;r.;,;;;;;
ry1yrit of t[eir j,,ir,ing j,-v tlLe,lrre,l,.,,te if th,,4p1,j1,.,,tio,, i*,_i"*,i
}'ailu'e to conLply with these instru'ti,'s ivil rtxxtii n n**ir* t;;il;
be treated as abscuh without leave.

1.92. There is'o otrjection to t,n ofiicer or other rueml,er of the office
estzr,blislment lerwi'g the station a{ter office hours. p.""id;Jih; ffi; .j;-_.
so iloes not ent'ail absence rrorn ofiice on the ,t.,"i *o.."uili"f*orr.iri! ,'

d*y. ou no ir,rico'nt sho*kl an ofiicer or other member of the-esiablish-
ment, lvitho't oirtaining prior pen'ilsion in rvr.iting, in tn" .-rr-rr:1,
oflioer frc,m bhe controller or &n officer acting for himi'cl i* in". ,ri*, .i.r- :
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accountant, clerk or meaial from the ofrcel urider whom he is rirrectlv
, serring, proceed to an outstation when there is ;uv prnbabrlit,v or- llkelir::,

hoocl th;r.t. hv s,r ,j-r.-iug he trlili |e unairle t,g rt-.irult tp rlif,rr ;rt l,ltr: trrne fhe
- ^t]rlr ,l)1,us /ill Il[r' tr,'rl,,,ult,r.e,lutt lurLitrg rl;t,],

)torr.-In vierv of t.he crrnrlitiorte prevaililg in trVazilist+1, rrc c8ir:cr qr ctlrt'r membe!'i,,
. ol ti5;\lililrl)'-\r,.urtrtlsL)cprrl rrrcnLierrirrgip{.h;rt.alc,ris1'crnrit,tc,lr,'l,arclii,atation

" cn.trfut,te,I huli,la.ys (inolucling Sundovs) iithout prcvious-ranutrion cl lhe o$ii,er urder.' 
';r liiirrr"h.: is -{orv iug,::

ll}*.,',ln inL{ividu*l ivho has been graritcd lcave i;}ioulci a.,r.ilit prcpe,r
relicf ariri rutilie over chargr: of hiJ a,;rpoiutmcnt hr i,hc iruiivicliral
appoiuterl to relir:vc hirn" Tiiis rvill alsLr ai:-ply to ar:Lpplica,ii,rn iori[S1f$appoirited to relir:vc hirn" This rvill also applv to al:Lpplicil,ti'rtr lor.|ea#+
ru[][rot'[r:11 by a nrc,lilrI r'r:r'bificittt rrrrlt'ss suth il c'e r.bifir,;Lfr. rlcffi{y }a
stat.s thrrt thtr irrdivirltlaI i-utrt'r'rtrctl;houl'J l,c irurrLrrrliatelv rc]ievtii]*fl
from his tlLitics i-u rvhich casc,]rc lvill [,c rr:licvctl, if llrssiblc, tt]t""r,nrrr*,io,].=,; t

194, \\'Lt'ulvr:r ir lu{,urber (tf thu uttir.c is l,r't,v,rrLl.,.rl l,l"sir.krLcss or
r.rLhcr unforc$cclr rcl$.)l {rour ai,tr-.nrling ol}iJcr. lir.: sir,,uid ini'arialily
aclclnrr;s l,hr: Cortrr-,11r:r Lr"1' let'ler or by posLcarrl i,irc $auri) {,luv lxplir,iniug
thrr r.rarrsr: .lf ilirscner. 'lrry urcruber altiort tlirorrsft sir:]inll. f;r mqre
1,hail f,rr-,-r ,-la,ys wilI lto rccluircd tr-, furriish ir, tnt:dical cr;rbiiicaNr.' {ronr t,he
ljt,a,fl SLu:gt:ori or othcr cornruisijiotrrjd trr:dioal ofliccr ,if t,h,r sfation in I

rvhich ho 1ssir.ltl5;, or, if this is not po$siblo, frrtnr ;l 11li:i,rgniscrl rnedir-,al
ptatlil iorr,rr.

195. llu trrr,rlu.t-rel of thu cstal.,lishut,-'111, rr.ho u'ishe.'; ir-r ai,|ly lor lear.e, - 
.

ot'hor than c;rsrLul l€;r,vc, on inedir:ai grourds, shoulci ir,pplv for l, nr.cclir:al i
rcrlificale r[irecb lo t]rc St;1fi Surgeon or othr-rr urr:rIir;ili iifli,,,r-,1 ;.111tri19rised .

to grant nctlical ecrtilitnios. In snch ir. casc hc sirr-rtrkl crbfain il r{rqr-ri$i-
1iortfrrrrrt1-lrcIrcac.[r-rfict,,L'A'{),,r.rr'trLtlit,01}icr-.r(u'1r.s.),lr,s|hccale
nay lie. rerlucstirrg the mcdical osiccr couuerrrccl to r-tir,tlrirre him aud
reportlpon tho statc of his hcalth. :\ rcquisitiol clirccting an:rL:eountart
or clcrk to alrpoar'bcfor:e a urcdical olficr,r in cornociion r,:i|h ;r,rr ir,pl.rlica*
tiriu for iur r-rxtr:usion of l.,avr: shoulLl ilhvir,yii br: scnt by rogislcret'lipc,tt,
a,'l^.r r"rvl,.dgurerrt tluc.

19{i' rllrplieu,biuus for lca,r'e {rotrt trr{-irrt]or$ of L}1. lsil,l;[ishrnent,
rvho ]rir,vc Lg1-ru g1il,11f,r-rd c,rtensioris {lf servicr rrill oltl-v lr,: currsirlcreri
rr-hen thc lccr:ssil,,r,, for thr,r lravc irir,s bct-rn provcrl. t,hc |rincilric o{ t-lre
nilc,s tutr{er rvhich le;'r,vo is atlrnisiblc ixing bliat rvhr:rr ;lu oltii'c'r-is allowecl
1o collirruc in ofiice a{brrr the datc ordinariiy tixcd for }ris rolircment,
tht: prolongiltion of scrvice is grantcd to cnabl: iriur tu rvorli :.rnd rrof to
l.alit: l,'irr-e, ^\ Govcrrrrnctrt scrv;l.rri, is, huri'e ve r, r'ligi[,lc it.r ,'il11 [,.ra,vq
durirg ltis scrvice aftr-rr thc orclinary rlir,tc of caupulr;ur.y l!firl:ri,iLliil atld
tlu.r:irig thc periotl of prolougation ul sc,rvice.

19?. I'io irrcnibcr of the estabiishirent who h:ls bocrr grarrrecl ieave on
metiioai ccrl.ilicate lvill be allolr,ccl to rcturn to cluty unlc,is rr.rl-rt.rrtttl l,)'o
qrralilicd m+:dir,rll ollis_cr as tit for clut,v. Whcrc pt_rssi[.,i,: 

-!]rr: 
rcporl

shou-lti be sr:'t by fhc Governurcni; lleclical Officcr uotrt,c-rrrorl.
198. Ii * ca$r.] of sickrrcss of arr inli:c|ious nalurc orrjrus in lhr-: hr:juse, :

of auy ulLlrubrrx o{ ll'u r:stabllshmcnl,, ir,: sJ-rould ;.11, ouce-r r{,)po!.i i,brr rnalter
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to lhe fiti'riir-,ril riflir:rrl o[ blrt rita't'icn alicl r'N the gatltr tiue inl']fm t'ho

*n,r', ;rf ..riti'g, ,,f tJ',"'fn.l i',t hi. h,ivi'g rion* srl' In sLtch r:ases he vill
h., griirle,l i," ih. .,aoi,,.'ol lhe mc,iicr,i-ol{ic"r as io rvh.ether or not he

.ri:i

:,;:

ghorrlrl a,i;tcnd ofihce.

199, llxmission tr.r lori,vs tht stalion rr'i rvhich serving is not r-equir@

irr tht' cilso ol ofllcors ut nlnnthors of the est'r'hlishrrrerif granterl lge'
olher than casua,l leave. All ofii,:,lr* a,nr1 others t'ho intend to lery.gffi
sfltion on l-rning grrrtterI ierlvc, irill, h.ow|vcr, notifl'their leave bddreS$

to lhe fioucrir,l S,'r'tion n.. ;n ltt'' rilsc ui those servingnt.orrtstrr'tions-bo the

o[t.t,r'rrrl,,r. rv[rorn r"r'ing. Thn' rvill rr]so .ottttit*ttic,ltc immeciiately

any ch,,irgc in r,l,lrnn*,ri,inir may t,.,.rr. whil,, on iorlr',r. [* lipplications

i.'J.".;i""t'-""tn*tt-rlio,t- i.uo! it shoulcl br: sta'tt:tl whebher it is the

il#i"" "; 
il;; ,.i;it;;;; in l,-a,',e l,hc sfatio* or 'ot ; 

in the {ormer case'

the adilress whih iin leave shonld lic given.

Coniluct arrtl DiseiBliilc"

(i ) (i r.r r': n ,r r,,

?00. N,r trtt:tttlrt'r,rl. thrt cstahljsirrlrrlrit hrittw't'hir rir'nk rlf a {iazetbeel

(lftir,+,r is hr 
'r-rrxriy. 

0'," ni*rrrrgars i' bire ro.tyts itt which ttre business. of

thtr oflir:i.r is cnrriecl on, noi.i; hc per:trritrnrl to give a.rtv oflicia,l inforuration

tr., ,rr'r'.ttt-r c:lllittg on ti t,llLettt'i1 tlflitot 'lrrring 1hc latter:'s tr'lxe*co from

his rt'rat*' 'lhis nrlo cloes not a'prplrr t'o m"ml"-trs c'{ t'he controllers'

irtli.., ,tt,o 31s sprving o"t.i.:t" the'rnrin otiire, e'q" 1n jhl: local audib

rltall, rrr nj1'1t tririi,s tirll,.rrurn'tioir$, ol io nloln.bt:ri oi the Army Test

-\rr,lit. aill (l,,tntrto:'r'ial Tcst Arr,lit, "{rriT.
201. Acccss to ofEcial recorcls is pcrnritte,-l t0 ttriltrl l-ruf' tirose entrust'ed

n'ifilr tho tlrLtics of l,he oftice, anct ihey il,re not to be nlade public nor

r:onintrurir-}ated to the pres's,

203. l',ir-cryihing that cornes to tht knorr'1i'tlgr: of a'rtr nrember of the

rst,;il;lishnreni iu tji" t,erfonurrrlre ol liis oliicirii ,L,t';'is iQ trl treatecl as

,,rt,li,l,.r,Li;.t1, r)tiri tr,, ttietttl,,'r 1rf f|;t' r'slrti'Iislillr' ttt is iri: lil'ert'v trr cotn-

Inrinir,ir,tt,inforrrii.1fjon so giiiritri to any ono rvitirottl, lhe spccifiC sa,notiotl

oi i;hcr otliccr in charge oJ. ihe section. 
"

203. l{o oflir:ia.l rlocumcnts .,,r*. ;e }rc t:rlien otrl' ol the office w]tfou!

1,"rrii;*-;nr, a,n,.l n. 5ooks or o{lic,iatr pripcrrs_ a,re to },e tllien on loan without

i}.,1,.,.,,.i*oiorrri1iheof!iceriilc1rargeilf|lrtlsection.
204. .llxtr:pt ivirh the ilermissiou of the coutroller, t11srn]iO-rs of the

estiii.riirh,oc.t n.,-. yrrohilriicel from airplving {or crnploynient, elset-here,

rrrrr lrr,, thr..3'peilniiteil to haYe o""f'uit1i. occupa,Nion wllic.h nay divert

bheir attonii,rir froru tireir ofEcil'l rluties, or to erlgage in trtrrle, or t'n
itarry {)n ariv dcalings o{ ;r, specr.rh,tive natnre t-'rr i,o zr,t:t, in auy_manner

,'ooiuur,y, tn i'ht pr,lnisions of ihc G,,vtmment r\erva,nis' f]orrcinct Rules.

9S$' AII nti.rirl,,er$ eil i|c estl'|1i;luntlt' shoul'''l pttlotnt thirir allot't'ed

s,:rk wj1,h l.{rcuratl1r' a4c1 rreatn-e5s. and olfisial h,,trtfS !l}u.,st be d-el-oted tO

\:;"- -:.

)t
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diligent an,J punr;t rliilcha,rg,-. of rluli+rs lltir

inr livirlr

t ha

Jrisuired u'i

is rrnatrlc to sntt$ thn nlsn 511.1.;

bc ;,r,vi.r,ila,bie fqr
clairu to an allr

rrfigs fo;r
in l,ddit

;tl'l.}r {

&nc.e
{1.

is
ali
to
ile

f shott lhe enrietlvour oJ e it rnember ..-,f th babiishmeni,
hi f for prornotion, ancl

is part a know

No. 2

209* h oili,-:er,q

209 is reconslru,derl as undor :-- i is f,o
r friends.

lclinc dnr:
a,me se(l

rontants and clerks are prohibitod from seeking
ws with officcrs at their resideucce. They are

ii&ibitecl from seeking interviews with off.cerr
ffi ot out of ofrcs wien the object of such

rcrr &n aceountanh {r clei:k has nny com$.lirrt, or reprcs$rrfr,tion

lf,:q,,"1 rn char$e,of his section, ht, yriil ma,k* ir p"f*,rrrall,r.
,his Su1$rintendent ivno fiitt cnrluire i"io t
prtajnlfg the facts, ivill {cconrpairy the aeco;r-TU"'i"fS Luu IacLs. \vllr prcotrll)rlny tne aecotrrnlrr,nt or t'lcrk io th,:

omcer rnJrhrrrge of,thr, se,'$,rr1, arrrI prlp,ps ihe r$se h^foLe i_iinl.i If I.lr,,

:::*tt^rSt:llr1i 
oi tlle S,,r,tryln r,r.thc oflicer.in ch/rg" ,,I r]r* grorl, r:;11r11rrr

t*#Iu tF' 
'*irrer, rhe tarry'r *iuJri;s ;l;',,;il;i".:;;';i,;;ui r,,i Lh,:omcerl.n chrrg,: of thrr {}efrcrrLl Section, so th,rf Lhc ac,,t,untry{t, or r,l,,r.k

'T" Iq abte tn 1.'1,re*cnt/his t.lsc t,o ii,,,i,,fry", in bhe predtrnlc ,,1 t;hcr rr uu;r,rSi.. r.rL rn{' SroLrp. ll thn nthc{,f ttr r.lg19,, of /th,: f_irtncrui

:l:'1n*y]t to rnttp tltn n;tsn srrti.sfactory'lv. ho rvill l,rir/g bh,, r.r.i;r,i ir'r
Til, t" thr nnticy' of.t hr (',,ntroiler f$ ,,r,i.r". i,, ,i,7h (.ar,rs, fr,,

is to seoure their own arlvancenrent in office
benefit thcir relatives or fciends. v cle

(Amelrilrnenfs to Offiee }Iaanal, puit f.)

vif {:rrs &ro l1*ing about on them.
y to dust th desks

(ii) H ornas$i-rArroNS jN r, Arpri.\i.s.

in char:ge oJ tl,e drorrp. If the in chargc of /th*: G*:ncl

&113^yi1iil:l f.r!t receii..erl r,y t* Conrroiier:, ofiir:or in .t;ls-:GenenlSecti,rnfr of tn" group o.
918' Every m"mbi, of the estabUshment ha,s the right of aplrea,l to
,O;rlnt*"II"" '.r.n,:l i.lrvrr.c'h lrim tn fho IVI I fl .t"^ +,, +1.^ /:1,-.,9.nibpi

N,-l. 5 aI
y,.213*

s{ ihis parr,gra,p}r orl,1, ;*
tce u[ suburihf irrg illv;,1co iri,r1,jqs ,-rl ap1;,:a_l,r is irrep;trla;
be re"oll etl to.""
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':,.-,::.f.-i
- : ;i:*..-il

' "' 'L tj: ..:iil- -i.: r: .. t:r:-,i:r

, 
,.,,:,::ai::;;:::t

' t':r.':-r :::r!:1

fhn rr"gtlarl rlirigeni atrti r-rrtnr:{,r;lr rli;,;11}1'1.--,-' 
'r r,l rii.t'r: l,.rirrir,:r:retj with i,herr ll i,'r' .

?06' lilv.rv irr'lif irl,r',1 lviJi ire a'a,irable for ilnl, riuritin for rvhich herlhl.r' Irr' re, lrrir.,,, l rvilh.r:ut *,rrl 
"l 

, 
"' -,',"",, 

,,t1,,*o,rr.r, ir1 .r, 14-r.orr to hisfirrrl slrirt.r.rl. 
. 

! (r'!rr:' ur? drt il'rl{)wallr'" itt ri'lt{li.io

P0?' It shcirlrr he tlr.e en,leavorrr *t er.er)- member of trre estabrishurentto qualify hirnseif frrr pror*otio", a,"rrl" *i;ive to att i* t y u"*lv'p"rr*r"at.*t,i'n oh his rr;rri ii tnr*t^,tg,,',;,. h;^;;i;:;;l'i':J/rilr:lyn* ot tt*A rnrr-.

908. i{or'[rr,,rs of t]r* esta,hrishmr.;rrt ars lva''r.ri a,g*irrst t]re practice,r!'rrr,r,kirrg l;no'l.rr rh,,ir.{ri,rv;rr,;;- i;;;,,;r}s of ;11;61,.1-,rrr)r15 1,,1.1*... flolltlrrtiorr rrill 1,,, p;rirl io rrrr.r. srt,.ltr.,-,n,n,f ,,i,.rt.i.r)s.
909' ohr:ks rire rils[r[.;i6sri [rc'i scortiug irt.rvio..vi rribh orficers atth.'ir ri'sirl*rr,,o*, u1,,,,'.irlll ,rt,"n'tU','"f,].,,']i'"f srrr.h irrr,,r'i..*.s is to secure1["lr n\vn ;]rlvatt.rrt]ttrrtf irr oihr.n,,r tr, l,,,rr,,fit,th^ir r,,l;r.tir.es ri1. f..i1,p"lg.
!1"0. {''J,'rl.-s a,rr r)r)i 

.pcrrrriLte, I t,o rr;rrrrl,,r irb,rrrl r hc. brriltling'n_r,"*GfEcr: hortrs. Communiiations treirvu.n'*u*rr*.s of the same. sectiondurirrg oJlir:e h,rrrs shouiil t * 
"orrnn.riin Jii*luf matfers.

911' B*for"e le;,r,ving ofiicr:, s1,s11, 
'i''ber of trro esi;rbrishrnent is€r|e11f6,i tr, iirriijlge hispa,pers. 

"t.., ,**tf}' and to clenr his tlesli of allEr*orfl*nr1r'lor-i111pn6g- 

"q"pe.i't";lr.ti ^,;r,"-ra nob atow any crerk toler,,ve olir:ir ruiil s,rti,,lfied ,fitAl;-t;,,r"irro,, ,in,.,,r. This ordei m*st berigirlh' ol's.'r'vorl, as orherrvise ;-;r;;i;.;';)ster* of rreepi'g tloc*me'tsni:i,l'prr)\/ail. and j1; is inrpossible for i,ho 1,.orl. n,, r:1,,1" i,,i.,l,ltt jt ,, a**L*pr.perl;'.if ira.p'lrs *rc ii,iirg 
"rrout 

*r'tirnil. "" "" 
rr{ir'"\ L{.) {trts! tn

sro \!.1 (ii) [iei,nnsn^\.'T-{Tio,\s,t_vrr ..\pp}j.{r,,r.&t&' '1 nAri iltl ltrr'ollnlatlf or clnrl,- has nrr"r.compl;rirrf.,,r repr,rsnrttationt'o nra'ke ro rhe oriicer in charge. oi h;- ,;;;;;,i;", r. iuiti ,rni.* ;i'p..r*"'yto l,is Sirrl','l'irrl,,.,ipnl u t,., riilt 
',,,,,i,,i'r,,"';u,n 

the r,l;,ti,,r arr,l, after
lil,lli ll;'::i ili: ll.j; rylll ,,,""",p,,1,'',r,,1 .,,,,,,,,,,,,r1r ,rr. r.l,,rti to the
,,iii, ,i',,'.i,,,',-.',,,'i,l,.'s,",,',"lill;;,f,l,"li:::,il';:;,:;:,,,,;'i;i',_li[,.''-|i:;
:i'itle tL,. r',,:rrer,. rlr+ Lrtr.r rrill frr;;;;',,i,1 ,,,.,,,,,,,,r;r.rrl, ur cl,,rli to th,,r,lfi,'er itr r.L,,r.r,, rrl. t,hr,(ierror,rl S",,]i,,,i ,,, tl,,,t fh{r;r{.{.i)rlrlt;rrii or: r[cri<rllir,\' l,c;r l,l* t,, r.,,r)r.r,.s,.'t his r.,rs,, ,.,, if,,j,. olli,.,,r irr rlL,, prcserrr,1,. oI the,rlfir'r'r ilr i h;'.S,. ,,l tire,grnlll) i.I rlrn ,rlJir.,,r iri ,.ft1_r.X,. r,f fhe Crncr*lS"i liorr is rrn,rlilr, r,r r,,rt In,y'',,',,,,r,,'.,i,i.f,,;.;,',r,,r. 

rrc \\.rli l,r.irrg lhe matterl'r'r*onrlir to tlr. rr,,lien oi f hr,Corr,l loli"', fn,.nr.l,,,r Irr *rri.h cirs{1s) no'lirt .t c,mnrrLnir';rii,rrr r'iil ].c ,,'.,.,, *,in;-'rhn ,;,,,,r.,-r,,..,. ,ni, .. ii, 
"nu.g.

,,f thn (,nn.r;rj s,,crir,rn 
^r. 

;l tl,; ;r;,,p ". __iii,,,.,
213. Er-,'rv nronth,:r. of. the estahiishnrent brs th" riqhr of rl,peal toth" ('nrri,i'nliei. ,n,l ihrorLgh trinr ," ,nl'ii.'.i. ,-;. utro ro thc {i+,rir,nm*ntnf India thf,rliqh tn" r n'iroir"," I 

',, 
r"il .i. il. .{ piro,rls ro rhc f jo'trorerrhcrrlrl h"..111-iq111-rJ ,,i_,,riring. ,;,;;,,g;'i'hn o11i,.,..* in r.har.ge oi thesrrfiiirr irnrlg1.o,1p.. an,l tb.;fi]":; r,,;;;:;",_rf ,ho [,u,,,,"a1Sectjo-u.
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31d" Sr:rthing in tlr: r.uL:; in fhis tertiqn rhall be helil to,Jebar anymeubel-rli t,he ei.t:LLlr.hm.enl- fs1,trr f[r, 1ghl, rrf ,iir.,rt o,].*r.-to'in* Cro-ti"rll'r'. or'r',1 11v'rrlr'1. q,ffi6','f i;r'hotri ho drv,rish t,.,*"1 1,,.,.,,1i'1y Thecon,litions *nrier rvhit'ir r,,"n iot,"r'ir".= *ii, be gra,nt,ertr 
'iay be fixr:ci hv{lontro l lcrs l.r;ally.

*1$. It is dt'sir:.r,hrc trrai contr*lr'rs'u,nri 
'i,rrcr .flier:r.$ srrorir,l get toLnor,v rho ruemt.rt-,rs o[ i,]rrir,rrlot,rotr*.,-nJ,: pcrsurralrv, so rai: as thiri ispcsrible' antl bhab bhcv srrr:urrr i:r r.;1dy tr,r ass'isb,nrf*,irri-" irr-rr,, r,"i,r r"rftit,ial arr,t urr,,ljrt.irr.l nr;1lfp6<, ,r.lr.n 'tn.\j,.;rrr 

l,.gilirrr,rlr.lv ii. 
",r.' {,nlimpr:ession thai; th+r Co'i,rolir:r, arra thc'oiii.il;;;;il_';;J;;"r,i"r,;:,lifiicrrll, or.irrrl,rrs:;jlrl,,uI ,u,,:,,ss *lr,,r,iJ uur .rirt r,",,,;r,u ,i,l ir_b..,r'l' lhc r,stirlrlishrrr,:rr[.ol] .lnV oiti,.e, l,rrt, u,ny, re lt,l{,rr(,\. t,i,,t-,,o" ;ifilt;

'rf dir'''t't &r'cesi r,r oflircrs.stoLrt.r r" pr""rpirl'"i",,i,-r.'v 
(rutrru 

'lr

iiir) Drscrrr,rNAriy Ac.rro ,.
llUj, Sfu,'111, I llrc Srry,r.r.irrl.tirlr,pb crf ;r, scr.{ iprr J1,ir,,,,.;1,,1.,: ru tsmplainii'trorrl' tle rv.r'k or coniiurr of i+u;,- .....o,.r,"boot, crslrr r,rr ofher i'dividualcf l[rn 11,'1,1 i1r1y. lr*, *ill r.rr[rr.r,snrrt ifr,, ",,ilr., lo tlrc oflit,r.l.iri ium.rrcliatecharge of the scr-:Lir-rrr" 

. 
tf ttrc r,r't;l; ;;;.rb;. to rrcai with rh+r cttsq, ]re n.illr'rp,llt f lL. rrr;,f {"r' lo lh,, ,Srrp,,ri,,r. S,;1i.1i.. .,f ii, 

"r. 
i,, .'fr,"*,1't,i"il,, *.o,,0rt[1,r, ii rui,rlrlu t,r rlisrrusr,.r,l' i6,, ,.,,5,,. "];jt ,.t.,,, it t. tlr,l;ft,;; ;; charge,,1'Ihr'(lcnr.r.irl S,-clijrr r.iiir u ,'i,,,, tu ,i,,jor,t,,rr.,l th" tl,rrt'rol'1,:r LcinglrbNailccl. i^-- -,,''"'" L'' ulrr] L'ttrlt'Lulll]

2t?' In arl casrs irL-r*hi''h eoruirliLiutB *g*i'st fhc rvorlr or co'ducr rrf.rl.r'irr'livjrlu:rlr.irrllrni.lr.irrl111s1;1,,i"t",f,,,ii'irif f,i,r.'i,,_,,i] l,i,?j1,,,r.rr,,
r-rrg fii11y. a,.h;r.r'gn slr,.,r.,L orr {). tf. l{il7 *.iJl'br l.r,,rnr,,tl irg'itrsl. l,inr l.ry tire$upeli,-rr $p11'.i1;g ollicer colccrrrell,

*18. In fr.rimirrg charge.shccts, oiirc shoultl br: tiLlr.trri ,l,riit c,uh.r{efinite;rntl ,s1..r:cifie .hareeo *rc i'rludrl.r if.-..ir,'; ,1,_ ;;;,{;.;;;'o*i'ti,ng,,,, o,lcr{'r;rl .lL;rl.X.j. sirr.l[ ;r i i,,,,ili,.int,,.].,]i,,.ir,,,,_,,. t.fr:.. rr.ifhrrrrl s1,,,,.1f1.i1,o{[' 1';111;r'rl;r. r'(rilrii irr *hi,.'rL, ,t, ",,,;;;i,,t,.., ,,,, nrri, rr llr. irr,lil.i,r'raJ:h,r*r.,1 ,,,,,gi,.1;.,,, r'rrr.slirt.ltrLr.,r,., *!,,,,,i..i'i',,,,.,,,.,,i.,r11.r.;t.r.rrirl1.1i.
919" llr 

''ril L:irsts jrr rv]rith e[ri.lrgc shrers arr.: fraricrr, the, r:h;11g€, s.,'lr.'g,',; 
"lrorrl, I lrr"r,rrrrrifLt.,l t,, rrrii i,,r{'-,,,,,1, ,,,,J,,*_ i,,,j"i.,ti,,1.'t.'r.o_uj-t.rH(!u, 
.t,lt: -chl,l:gc .shorrld ic in a,:colj.rncc, ,rritr oge ()r 3lhr,.r of thoseir:1 'trl in ('l;111.,'r 

'l 
irrrrl tV oi .\,,,,,,*,,,1"-1. 

' 
J it:t,*,, f;.,;;;;;;:;;;:'h"rl$,rlili'h Jil;rv l'JllrL irr t.rrr: rr,nr,rvirr ,,, .rir-i***i.r ,,"ijr"ir,r*.",

'crva,nt', 
thr 1rh..ir,sr,''l.gl' usc,rl in {_1la,risc I\t of t tLc ril,..;;" -\,,',.ilr;l'nhoutdirqr;r(lnl)lr.(l arril . irrrJt.ss irnlxrsr;il,lt, [or sunr,, ti,iri.ju,r,;rrr irr,.liyi,ltr;tl s]roLrftlc''llr trc crru'gr:rl rvitrr o'c of ihe .l]c'ccs which,,i,i;.;r.ta;;ri.,."-r'

?20. I'Jrc e .splar,ilf i,.,rr. ol lhr, rrr.r:,rrrri,urrL i.,r_t.1,;r.k, ;r,g,irrsl u.horrr lhe,.lr,rrfl* sh,,nl is issuo,l. rvill f,r: ulrtui,,,,,t"ili"rrrif ir,g,,rr,i ,srrl,rrrirr,.l-,u ,hn ,ii1lprfirr1 -\i:r'i...e ,.,flir cr. ci)nr..nnri,{[, throrrgh {.llrr lir111,,11,,tr,ri,lq,n5 n,,,,L]. .4.. [i. ]t. -\., if irrrv,.iri irrrmccl i"r,t, il,,,rg,, ,il t]r,, .,.cti,lrr.' t:t,,.'.;,U,..;,_Iurrlnrrt, l). .\. U. li. .\... ii,,,,r, ,.;;,is;;fl,,,i,,r- s,,,.";,.r, ,rlti,.., r. *ill rr.corritLrrrir r','li:rrlis',r ll,,,r,hlr r.gc shc,:i ,r,,,i,tii itr,.,:,r$r: i.j rirrr: irr. rrLi";';;:

.r{,

I



No. 5 of 1934.

Page 5?, ParagraPh 220-

Add, the Jollo'**i,ng at the end' o! the yaragraph: *

. After the charge sheet has been finally dbait ,wiuh
lr.-{.and disciplinary ailion, il ?"yl taken against t}ie indi-
" oiao*t'iiwillderecorded in the personal file of ihe

individual concerned'

{Amendment to Offico Manual, Parb I.)

No. 49 of 1935.

Page 6{)" puragrag;h 279*
?hle paragraph has boen rer:st),6trr?toted, s,s foilolvs ;--..

"In a1l cases is rvhich c|arge sheets ars lramecl
l,i:.r,' cliargr, o.r charges iiirould belommittecl'to ivriting
and rnu:ib Lrs ill &cr:ordance with o$o sr other of tbosl
set out in Clauses iII ancl IV of Auuexoru ,ig',,- Wt *o
lranring. cirurge sheots vhich rnay resu{i in ilre remoyal
or cti,siutssal ol & Uowrnruo?rJ seryalt, the phraseology
used tri Cliiuso IV of tire above ilnnexur; must bc
adopted antl tho irrciil'iduatr concernecl must bo chargrd
with ono ot nrore ojt'ences woich appear -rherein indof which he rnay be cossidere<i to bi guiity.

-hio ardcr ol dismissal, rerrov&lr or retlueiion shall
:-., ..; be 

, 
passed againsi il,ity rnember of tnu aepurtrneni

d:{"'a (i?tlic{ iiri*n an order iiased on facts wh ch haive led to
his conyiction iil a crimis:r,l court) unless he has beon
issued wrlh charge sheets, lramed as abovo, anci hag
treeii e.{iorcLr:d an. adequato opportunity of dr.fending
iiimselt. 'I'hore is, hou-over, no objeoiion to orderinfi
the suspon-sion of an individual pendina unooirrr]shoullt such a, ccurse L,e considered dcsinrble Uy tf",,l
il_!-!,"ltt{ ."nc.erned. fn off *uru* l""otoirrg-r"rio"*i
drsturssal or rednctinn. the indisiclu ,t c,,n.eio"a shaiibe. requirer,!, within rL reaionabl" ii*;;";;p.tl_'ri
rvritten statement of his cefenco anir tr; staie irl*,ir,.l
ho 

'esiree 
to be. lreartl in ierso.. Tf t; ;o J;r;i;;;or if ihe arrt,borit,r (,oncr)rnei so dii.cr,ts, iLn or.al irrq,:.ri.shall bo hnkl. Ai ti,at inquirv o..t- *u,a"o*,':l;';il'L;

heard as to,srrch.of {Lr aliegations'r,* u"" nct:r,l:riitecl
in hi' written sta,temtnt *r,d't}r,, I,erson ";,org.,l uLo;ijbo all:wed to cross,exaniim ihe iitrr,.uu*u or tc bs.sesucl: witrresses cajleC a,: he may wish, ;:rovij A i.l,:
olflccL. ccodrrcling ihy isrluir..v ;,,"y," i;; ;n..:i.f ".,,Jsuiliciert yensoni- t: b:: iccirdrrl, '"uirio*''ii, 

&ii"",witnesg. lvhen charqe* relate to errors nr a, i,r.,.ruorriin a.,:.counts_, the iirdiiidnal.cl:arged otro.i:J ;;" ;;;;
. Tir:l* to ali rlocu:nr:nte rvhich ire ri,rv require to s*i *r*rlwhjch are releyant tg rjl,- clr:l-g:s" agiinsi nirn. T;guard againsi the indiviqlual" tamlering rvitl tf:*documents, these rnr;z bc shown ir: l,i"i i" t[" ;.;;*;;of a responsible indiviciual.

fn exceotional cases, where it ir iarpr;r,cticrr,ble ordififrcut|to obseryetne eUov€ 
"iri*,'uii or *ny cfthereqrrirements of the rule nra_v t,*' Ji*punrud with itconsultation with the Governmurri f,*goi Art"i.*. -u.:J

bhe lTititary Accounr,inr i;;;;j.,;'t'

I

I

I

)

(Acrendm-tr& lo Offiee lllanual, pa.rt I)



t)l

.-:::,ii;:ijer:!
::,:r :l;r_Li:Ttii
:':,,,1-.,1;4.;:E

':i::::-::l:iG

eYplilne,tli,n nf flie irrrlivi,Jrral cr,nnof, he lenr"pte,t hv tlre lup,.rior Service
,;fIi,,,,t'{'i,ttr:,rrlt'jrl, ,,r. rv[ri,.lt r.iltInr,t, ],* ,lis[,,.,s,,,1 ,,l lr1 itirl.rri,]t;,,* uI**rnl
irrg tir,' irr,livi'lrr,Ll r',,n(.rnr,,J. tlr,i clrrr,rgc slrp,.t rr ili 1,,. l,,r,r"i,,L,t-t,olu"
utiicer-irt irhirr:ge ol thc Getreral Sectiori for srrliurissi{rri i;o fire drrl;"i;; ..

fr;t' ut.r lr,t's.

iliJ1, r\cr:ottittrlnt.s :t.ttrl clerlis rrttl,r:hed to nniis *ni1 turrnetirrns ale . t'
rl rr,let ilre (,orri.rol. l',,r,lis,.iplin;t.1..). l.,rlrirosds",,lrl,r,, r,l tt,,,USi,,e1 Uoml
tn.irrtlirrg l,hir ilrriL t,r l,,rr'ni*iii,r,. w1,,, ruiil lrririg itr I.lrc n,iLice ol' tireforlfrrrllrl rtn-\' r.:i.sr,,c.r rvhit,h reqlile ilii;ciplir:iril ,rcti,rn. lllk,r Controllei
rvill he t,Le rrllc *uthorit,y to deci,le rvliat',lisr,ipliirlr.y rl,tian is neces:er,;i. 

l

iii glii:h cases, :

(iv) PuNrsnr{ntTrs"

1J29. The lorms o* pu'ishrnent whicrr mlv he r:er:orterl to for Lhe
maititena,nce of tlisciplirre are 

'fliciri,l 
repr:ir'r,niJ, n,ii,libi.iri to wor.l!

p(,91,1i{'ll'rfitr.Jr{ 'rl irr,,L,.trl,.trb uf 1rar.., stilpprr.gti r)l' 1r1,u111.11i,,1t" 1.",ILrCLiotr ol*.tirtirrg l,rt.)'. errLry of rrrisrli,ltrenrrnrlp* 11i ilr. r,.rui..* l,truli..rusrretr-i;;;..i
tn lltr,l;l.sf.l',1)ii)fl; {liscltit.r.qd r)r rlisniissrtl l'I.{)tn (,1,r\.,,t.tlrrt,.rrl..si.r.vtt.n.

Itr:rll .its.s irl rvlri,'lr tlre l,trrristrtiterrl riI lr{)itl}r)rtrrrll{rrrl, of irtcr.emeutj"i irlfli,l.cil. il shnuL.l l;,r spt i'ifit-'ril].sh1{;sl iri iJie t )fiit'i, { )r'tl9r uri 1;he ..,.rt j";;
whetber fire irtsl 1rr-rlrenrlenlt r-if iicrtrnienf, is or: is rtrit; l,u:i,iiect frrtnretnci'entent,s. i

lllli-|. illhe ir,liovc orrlrrs rlu riut eJiirl1, fo rneirilr srlrvri.ill.$. illhe punisli-
rrtijnrs ililif:rl,lrle irr {;httir {.ll,se itre s1,,,p1,,iq,iof prr,y. (t.!1.) lrrr ii,ligrincrr wil:hout
i.:tvt- ;t,rirl fiit,:.1 ij,r. i;:r.rcli,l:lllf)!,f.1, i,,,ii,i.,,iit,;r,ri t,,r','iil1,i,,o, l,r-l,i,li;i j,;,,,:,,, ,.f,,,. 

- -"-

(r') I)iic:rilrnNTs cr)riv.1ir-r)ic+ _pllArsc {}p" tJr,tNsunrr_ :

224. iJopies tif ;L,ll Ol{ice tlnlers or ot,irer r'L-rr:rnrerrls t,tinr"irvirrg prli.le
t-)l'{lelistlre lo ili).\i irttlIt'irliill will irryar:i*hi]'i,e rii/iijr1.l*rri iri ii'is ferxour,ifile' 'l',-r lai:ilitlt,e ref{rrence, *t,*r, ,.l.ir,ruif'r,orrii,l,,,iiii.j,l rtsLrorJ.$,'r,r rvl-ren
a:,n ittr.iir.i,lrr;r,l is Lr:irr:illrllt,r,l frrrri.t orri. {.lil1ii,1,r;1t:1.'s rrliir,e t,,, r,.,,,;i,ir,._t,'ii,,"
-.r,J,risril,le i;ir:ri,:r.rr. irir.le-v r,11,_,rrl,l I,r 1.r;t,si:n,rl uri 1.li,,iir:ri,jr; r;f f.lii:r r:i.r1.g1,g 6;
Ircr'liL,ll:l.l iilrs r,i lll rni_.tllier.s rif llrr,t txl;ill,lishrni:rrlr. ;\ rnil.e ril,i,ittt nrnn[r,:r
:rnil rlu,tit oi.,r,il ,lrilitlttftrl,s rlrin\ri_..\rittg priiisi,r {}1. 1.c}i:llt.r1 .;r..ili l,e ritir,ele in
iiris iri,lrx.

tg5.\!,lrerilr,li.tt)ntl,t}i,rilt.lreesi,,t,l,lislrlrt..litl,t;ii,t'it,lil|.*ll.li+:r{|.1i.1111g11g
(-lLrrit,t'oilr:t"..1 { iflir:e 1;ii ii,ti{)ihru, rlllrit,s uf :ln-t tiu.,turtGtitg i,{iil1,11i,j11o il;;{il'i:tllsil11rl ivltii:li li;rve ii;sii,r,l litri:tr liir,i Li.st, rrrttrti'lertl,ii.l l.rrilijt,t, ,.yii.jr iiriift*o,
:hotilil lrtr;{i:ll{,r ivil.lr his riirili,lenii:rl r.eirrrrb iruiii;.l,i l,hei.loirt,rtihr oithe
cifir'e io irlii,:lr t,irir irr,livi,lritll i.* i,rlt,risfrr:r*1. 

.

1vi) .llricuivl.{rrl.trlsafiisAfir,ti}i,rs. '

3?ij^ P,r,:iriti:[r-f ir.Lll]ia:Lioti.i li rt,ry,:gu lnlrnbl:r* cl, ltre e.,:trJ"ii,rlinien1, 
l : .,

are.:it.rii:l.h' PrOllibilr:,1. ,\lember* tti llie r.ii[ti]ii:ilil]]itr].1: .r.l,r ,o'r.ro*4 ,,.,,..

aE;lit:t tli* in:.lrll,"i*lbilit-q af *l,.ii.iclinq i.io*ur:ili- wir;rrr thr,ii. tinsrogi4l , 1:.'
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position rloes not admit of their rloing so. An individual 1gho is *sked to
:3:]"::lylZ lor ln"r.rrh 

er. s no ora .*iiau" *,horuhu eff er: r, w i l l b; ifi ; ;;
:lJ_E 3q amoun-t.for which he renders hiniself triable, and unless he is(lennibcly rn a uusiti.ri tr: meet this obligation i,. fuil, wirJro'b borrowing,lie sh,.ruitl have no no*itoii*-io ;;f;r#t; J;anri securir-v.

22?' An individual.who is sumlnorf rd to atten(r tlre corrrt, when a caseof his indebtedness is.being a,rjudgeJ, rn"..ia bear in miricr the f"rt;h;;failure to attcnd the Court"will't .-'r;;tlrJil&r"iG il; ;;; ,L,il:able protection. 
I ,

{vii ) Iloe nTEDNESs -tNr I xsoLvn..r.-r;y,

928. The orders of the Gc,yernment of Inclia ancl of the M. A. G.tegarcling the iridebtedness of -umtur* ot-the M.ilitary Acr:ou*ts D;";ment are giveu in Annexur.e ,. A ,'to this Ch*pter '
llesort to the Ins.ivency court mayrencler a mcnrber of the estabiish-merrt liable to tbe luss of his appoinir"'.,r,i.,".r it rirusr b*, ,r,,r".r|ooJ ihutcontinuerl indebteclness will^ie ot*uu*i ls seli,rnul.t, ailerting oflicialetiirieriey. 'L.r l urrr5 

'|

( viii) Gr:vn nNlrnlsr .SERVAr\rs, Cownuc,r Rur,es.
229. l'he rrries ar,rl orllrr.s of llie (luverrror (lerrerir,l iu f,t rrrrujl rr.gulrt-

1:lg.il: 
,;:""drrct of prrhlit. ,rel yir,rr1s i,, ,,,,ri,...r,f Lirri,tii,r i,,g .,,,r,,.y, ,e.nipb

ll llii,tl,1*"rri.ir 'v irJrlr.r.sscs, preserrt* r,r ill,.g,r,l grulifi,:itiorrr i,, ,r,uo.f,{r]'lli klirrt, etigitgrmr.t,ts in 1,r,rbibit",l t^vil.urrrc,us"rlilpir]].nl(,11t arul otlrJrSrnlliil ln.{,tr'r,s alt t.urrtairrrtl iu th* Liur,"r.rrirr,.rii 'S.i"r,,ir,'i',i^,lLrlt
Jt r r 1,,.i.

(ix) Susptxsror,r, RnnuctroN, RnllrvAr, .;,r{D Drslrrssat,

,,.1?0.,Ti.. til:- regaltling fhe suspcnsirrr. rctlucr,ir,n, r.emovill audrlt:itltlssat ol Ir11[rlqi'ser.var]tr ar,C gir,111 in i\r.rrrrxrrr.e ,r S .,fr] this Chapter.
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Ruies regardins the Indebt€dness of public Servants,

, ._ 
Eltract Jro,n tlre proceetl,it!{i1 E llte Gouer"trni*;tt rtf i,nr},itt ,itit the

1 P ubl ic), N o. t, i 7 . t i t ;,lnted,'ilrc' I s tr, iii 
"iry"l"isi.

Rea,i *
-gr., I

.l
.l

I

I'
I

l

floine De"1:rtitnent

l'

l{-l

.4::

t.-

Ho*re Departrnent Rosorurio', Nr:. lti', ,atetr r,he ltih Jrrnuilry 1gi{i,

R,ESOI,UTIOI\.
.Irr tLe re.solrrtion t f .Ialuary luJ6 ciLeLl ab,r,,.s, 1.rr* r,i.t,llires having estaLlislr.r(ellfj irI th('pav ol (ir'9gl'ni1111,1 wcrt diluctrLl t.] l.rrrlrr.usc{ rrlron cbcir suborLlinatcstire tiisc.eriif ,ttiarl,irrE to ., *surt t" rt .- .r,,",'ri""r,r couri. *n,r to warn thcur Llratsuul rt lrrut:ct:rlinq '1.or;l,l lrc cor,si l, rurl-;.,,;i';;;"li LcJi,siirrrt*!g * srrticient c&u$c fort:xi:lusi.a frrrn t[c lirrl,liii s,,r.ricr, urrlrss it *l.,ruij *pp",,r,th,ii L]rc *,ubu*u.*or*,,tuof the insulve't lt,tti br'en tLe resuli i;i"iit"r*"L.ni.sfortrrics or of circumstanceeover rvhich he could exercise nc contr,l, 

""J r*tr "rb"p;rr.;,r;l?i#lii**rp**ra;.r'd extravu,ganl irabits. . {y u: ci.cula. lt*,r*or,rt,,rr, fii.',ri.:iiA'ii"if8,:f, arr*At'he l9th -i\o*-ernlbel ls?-t- Lt'a,rs,rt,rt1,"ri,,t,"rtl 1,r,,i,,. tiLe (-L;1.1-,1.11114.t of rndiaweLe *t1u.sted to irorrl tbc Hrgjsti::r,r urlrr"r,-l ut iir,, otti,:e r:;.;;;;rj;;;;;reporti'g
:;,H,;:';fi:li{""1-J,1;ll*", or-to the "t'i"i ,'i'ti,.J{;;,;;"il;.#;'i,',X'oiu.**y oi

.\s tlret* is rca.un fo,[.egi1"u,, llrrl t.lr,_. ul,!,r.illi{.rr ,.f rlr..,c,,,,l*,i, 1,"r, to sorue{:.YL.rll. lrc'.rL iuit srgllt ul, tl,r, (ii,r.rrilur.( j,;,,;rl irt (,,;rir*jj.irr r.,,pi,udur:iug theirrtlesires to diru;t thJattt:nl.jort of irll loral i.lnr*rr,,,,",,,* airil lri:ur-ls ciI rj.ep*rtuierrl,sLo 1,L. ilrrirr'iii,i!'i: (luty r!.hicir ck,rulr.ir" ,r1,o,, flr"rr,, ui l,tiLirrg sr:ycr.e..oiice of b.herLris0orrrirrcI uI tLc ,]t'r'ks ar,rl 
.otrr.r .,",1,r1,y.,.,."'-.rro irlrtirr rr,<rr,serv.s to J.*n inlocrlrLiu'rirss.Ll circrrrrr*tarrues. rt is rro'r.uJi,-r ixc,,se Ir, l1q,.1,r,re:, irrdt.Ltctrrress to showthat i[ h*s Lee' crusecr by sianili.g -"-;.-ir]- l;;";;ierxrs, ihc pr* 

".rrr"l i- i*t|re'rlyput fonvard i. su.h r:ast'i. Assisti,nts io iionl**r,,r,,,t'"lri;,.1" ;,,;;i,iir"ri.il" *,ror,-sta,nd tiiat if lhev vohilt,ariJy contrrcr J"frt"o o.'ut,l;gutiurLs rrhich titev nr..L uir+Lleto *rr:ut, th*",,- r:erirltr tt,","r"ii,,, 
'rtril;.-;;;;,;;,; 

r_iis'risr*I.

._ 
E.t.!tat:l Jrunt. tht: Proderlings t:f ttu (Joterii.ip,e:tt 

,

{puLtitii" ii.-Jit"ii;i,"iiit,,tutoa tht itrL t.jetalier" ,:r't;,.t"'it" 
iri itit {{a*p- l)t4xr.rtmeu!,

Rratl a6ui,, -

,**.f"*o 
Dsl:arlaient R*3r;l1r;it;11' Ng" :l-?7'l{:l {T}$irlii;}, rl:.1,'r'l ili,,: lf}t,lr Jenira'y

RES{_rlllltov.
ln rLt ru'rcilutiurr rii Jaouary l-:S-l citcd 

_i,r tl,d ljrcd,xl;ie, l-lrs f lrggr.rror Llerierll
Y,,;'". ;.;;1,::l;* j-l,j:1i,1,:l :1ji;iifil:'i:1i ,:'i:i,i:'!i:l,'i,"liJill,; ii:l l:"J;:ifi,*l;llj
1 /tc: ;"eu,n:::;:'lrl::::ti:j 4,.r"" i'i,i,,r..i*;;t, *''" ,ril;lfi:iiil :-ilJ"1i";1*"j,'liyj:X'jiij;

;: :i:,1,:t.l::..,::',1 
r,rlrr,r' irrrt,tolc.s, 

.u 
l:,r ,,ir.":',i,i,"""il,',1""i,r1',ili','11,,,,,,..,o_",i 

,,ir..tI< zxtt]a<, criul$tJl.l 
''r - -r ' 

," :i-'; 
lus.rctcl'r':- tr' 

-ijill llil', (lrlliit({hr.ri (,i
L^ !J- , l.,r-_.-r.....:i,",,,,1 

rf,.rv;lg pujlrtL.J urtt 0Lri; iissistrjtrf{ iil (i,,,,.r.11,s..1r1 rrlligss 3houlf:*! Tl:3"iitii:ir.lj,'il:l"i:i;1";ll.**l:ll*j}:i*:ili:rr:i;;$r;i-;,;r,,yaro rrtrrLli, lo rrr**1, lh,-ry 1.4,,.ii,,, t,ll**rut,lvix lirniiio to.,,,r.u,ury rJir:ui:;a!,14 ,wlk"- 3- 6*.-i 4-a a-
t^ *I-G" " v( '"2v.( ir-J^
z*t, e^e "s{a, L a ^!Lt€lL- a,. J- ,"*,;-$.
t"J. r.,unl,. *-O 4a *-rrq. e-b$ . Y;*t t'f,fia.:^4 *-u*:-

(i;r)



. AlgsgxuRE {{ B.r!
: -S.Sules relating to the Snspension,$Reiluetion, Bemoval anrl" Dismissal oi 'r,:.l;l:,

Public $ervants.

L Pet'ruanertt seruani,s shorrlJ nor i,e r,.ru,iveul or tlicnriurc,l csuepI for a serious
offenco, which has been clearly ploveil.

rr. cjrrses ol pllvsical i'capacity siicr{rl be tre{rred *ccur,-rirlq to rule . 
" 

' - ' 'r ':.:';
regartis jlrapLicudt lur *.rty ljirrliuulirr br:inclr ur ..'ccuiJilti,)rr. rIL* tiitliculty nray
frerluently be overcone by ;r, reailjusineni oi duties, so agafir, a nran who is in- '.. ',
efiioient in one appointru€nt, rn&y be capill'le o{ pelfonrdng tiie duties o{ another.

III. l{eglect ol cluiy, inaiteniiotr, or disoi:edienr-:e rcriders a ser:,/ant liable to ..
auspension, ,;r'reclur:ti<;n frcn:r a iiighc-r: lt_r ;r, luir'cr groctre.

IV. Corltinur:tl auel rvil{ul tieglr:ct.' r:i rlisohdiencc., irr;1.r*less ineiliciency, fraud, ,. . ' . r:
dishotesty. gnrss ruisconducb, irrlri ofienccs inviiirir.rg ur"oru1 {isgrace sliould be
visiiedrvitlir1isrrrissa1,r:rr€ntov:},laccor.clirrgasitiscorisitlgretilie"essaryornot,
to b:r,r his futru.e re-enpioyrnent under (iovirnrnent.

. V' Be{bre l, public ser'ualt (inriu,ling {r ruulrrs,l sc}r';t,lii) is reruoved or disnrisseil, ,l:
t,he cliarge agairrst hirn, his defence, and tire order i,h;r.torr. sfuoLrld be corunittej., .r',:r,';:
to wlitirrgl ilrrrl lic sL.rrrl,l be ILrrrrisirccl ruitlr il r.o1r1.,,t rlir: tl,rr.rrrrruuL shuiving the
p1r',.iuncls cttr tl'hich lris re.moval or disutissai ro'as.rrdeitid. I ri the e*.nL of the rcriovetl
ortlisurissecls$l\.al1tappeo1irrg,the$edfi]litn0?1is,tt;gi'i:lit:lrrit'irhis[lr3,racterrol10r
sel'vice buok, slrr;u.kl [e {tlnvarrj*d rvitlr- lllc l,p1te*l.

Note.-'llhis doog n.t dilFl{ to cases of tlischarg,t ull rc.ilr!:ti(lt1 of establis}rrle[i, : i
Itor t0 clscs in tvhioh an in'-lividLrrrl i-q tlisrrrisserl in consijriqslrue of firrts or inlererrces
elieiteil at a judicial tr.i.r,l, trr i.rr bho i;*sc r:f pcrsons rsho altcriu! rrit,h *ccusntions ,

crver thcir heatls- , 
,.,

tr-[. A ciirr,ri-usctl set';.rtrt slrt.iultl lof, b* t'r:-irui.irior.i ()r fc-cirrirlir,!"ccl in trrry tlcparL-
rneni rr.t the State *.ithont, tLe sanctiun of i,he Looal ClovcrrlilJnt-cr ^\,lrniuislrition
or l{ead of a l)epartarent. :'

YIL A clisrlissLr,l shorrl.l ouly l',e tolifed in the ilaautte il) rvLun it is necestary 
:l'' 

'

to noti.fy the pubLic of the r,rrnoval Jrom eervi,:e oI au ,rtlicr.:r lvir,rther becauso hi-s
appoiniruont. rvas pr*viously gtr.zetietl or f rurrr irny otlurr cl,use. {_}r (2) whe:r it ir '
specially desired to crciutlr ilour le-erlplovrudni a public s.:rvirni wiro has been
dismissed Jor a heinous o1tu1ce, .

fllr. T|u ir,rrtliority rlLlo cr!.r} aplraint tu :r paitirular r:sii:c h*s porver io clisuriss,
rerilleve, rcriucc c-rt' stiulten.l froru'ii',al u{lic* l;ul; jrn :1ppet}i lies h,orri irn ortler uf dis-
urisgirl oc tetn{,vr{,|, et+,, ir.t lhe oilici*l:tr.1l+riur t,-; lLs,-,fJi,;*1,, ,vl ,r i,:lsses such ortlers,

ir=

4



ii::: ,:a,.il1i::i::a:.

f nsert the following aftcr, the first senteut,e in thispalagr.aph :*
" In older to- economilq in. iabour anrl jp recoldsprce, anv ouo:::, on, .a file *hi;J;;;" rror marerial tothe case (j.9., dr.,ul notep or q,,uri._' 

'iry 
the Ountrollerof ilIilitar.y Accounrs ,, qt1*1"rt..11 ;iif be tlestroyedas soon as thev have.se,v_fd ,1,.i, p,iip"ru antl will norbe re,:ordecl finally with tde fr1u";; ""'r"

Parartrap'la Z:*"

':1r, (Amentlment to om;; Ma;;utr, po.1 1;

No- 42 or Dncffr,Ben 1gSZ.

Page 63, paragraph p7p.

Paragraph 282 is cancellecl.
'(Am-end,ment to Ofine Manual,, part I.)L23MAc(Pun) i ::ii::li'

;;;tii;:a'.:

I 
.r' ::, ]rio. {3 or Dncuelnl:n 1932.'

PagJe dS, Paragragth, p35.
:.Paiagraph 233 ir reconsfrur'f.'r{ 6 fo}lows ,--- .

- 11 The pravisions of para. 2,J1 do not appiy to.r clerks who ]rave been defilitely ckxied as- fit for routine duties only. and il;;-;-;
1 

,,., ',. ,elopped:at the first efficiency, bar ; such men
, ' ' , €&D usuall;,' be egrFloXeA 'continnousty-rin

. . sections lil<e the Recorrl ancl Dlsbursement
sections. Nor do they apply to Aecorrniantr

: : ancl clerks close on retiiement."
:.(Amwitlrneni. to, 

,Affiye 
Xtanu,al;, p2rt.,I ) .-, ,..,1.i.1 .-.':,'i.,._
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Genoral 0uilook_
234" All nrcmlrers rf the liiiitarv Arcorlrits f)epartrmqti i;houl,-l lookliir{jlt it as l,lreir tlut.l'to inrprovr, thl n,urlt of {,1e l)i.grrr,rt,'r.rit, t.5eblerllr- r'"1;ilr,'rr'|1',, L-rrr,'rr,r riu..'A'r,11''rr,,l ti*'r;;.;,,,;.;l;;:;,r",,iili'**,,orrtt-nfri 1..*;.1 irr trr,rl;irrg trr,l,rtrr.irri.irirrirrg th* i_,,.1,r'rr,,r,.,,i ,,,*'u",,t,ur,,ugt t,efticient ri.gn.isat,iii., r':r,iur,itrre to Girver,r*,.,iil;;;;i ;;;;.;,r,;,,;..i h.v the.{r.nr-r. 'l'lrc;..11,y,r',1 rlso 1.,,;111-1n tlrrt I.ire q.orli rrl r,i,. t'lJ,1,,,rii,r,lnt r.omesbe{ore Lrriilsi{lerrr,tiii*s +f personel co*v-eni*n.cr: or i,heir pi.ir:n.i"'.,ou,,urrru,

,ggf. The.rdoption.oi,a helpful *,ftitur_le in all rleaii*g_ *irh;ff;;;. arirl estrr.l,rlishmerits of thti Army is n..ce$sary. Ir shcirl.l lr"'_;;;"ir.h.r,. rvhile rhey iro riot.geb nroie rhrr,n th;i; .-iil,i,,rr,.rlt,,"ih*r, *."r:rs:risttr,l iil obfu,inirig ell that is rhre to therr-rrrrder ilic r.t,grri;,ltii,rn* gur_*.o_ing tlreir prl,y :r,ncl alrow*nces. Ib js iucumj,."i 
",r'"n],,i,.,*'o,ruj'n,*rnt,*."ol't,lre Di:Jrrrr'i;rneut, irrv,iri,r],rl to irriirrt r-irrt ari"v srrort r,rrrirn.r.,-.,..io. ty,uuriflirer or oflirrr inrlivi,lu,tl ,if tli*' 

^rrl.r, _or it,1r ,llti"qsion J;1 srlitrrit a,'l:tirtt ri,lri,,lr is r-orrr.r.i.l.y rlrri':rrr,.l |l-r.nl,i. J,.\,(irlyor.r)1ir,.,,,.' 
"' "

.. Y8,j.. 
Tlie irrtl,tir'1 ,uir.e L)[,nrlirrfi:rirrirrg gnr,il tr,l:r.ti'rr,; lr1.l1y3g1r ofiicersr-il'1:he.Anriy *nd tirose of 1,hc r)r.pa-rtil.rit;, itr o'der i., -,,i,rr.,,.ro.s. co-trpr,1';1t,i6n rrrrrl snlu(rlh.,wurkirrg, l iil l,e re;rliserl 1,,.r;n,1fr,ij",.r',i^,i *f,,,ui,fbe ir'prcsse,l o. r,ll oflictr'o ,oi,rri,,g rr*rl*r, tl*m, 

'!r{r n'rrJtrr{i

frll?. rn arlcrition to i,rrrr rcgurrr visii.s 
-of {'|rrrl,rrrrrrrrs f,* ijornmrnrl".l)i:;tlit:1, r-r,ri11 Illig,rde tlerr,ililir*rr,r,r.s. ri.n oiii,,t,,' of ri,,, s,,1,".inr:'s..ri.u,

"lr,,ril,l rl-ro visib, rr.l: l,rrrrt (rrlr,, I )..,rr, f,tr,, ll,jr,il,,;,.1,.,-t,';1.'l,ii *,,,ii*,,*irr lli.r rr,rrrlib :r.r.;r. r-rf t,he ,lfice, :.in,1 il,e rrr,its ;,1,i ir,;;;;;1,;;;;;;;;r:;
:,r.Lr irril. Srr,,lr visirs lrl vllrr:rrrle. irr hi,rpirrg l,r s..r,i.irl rrr.r.i,llirr.r riiilir.rrrt'ie:t rl'tl rir'Ltsi,rrtli.g.'-lt:]'"*,.,""i1 

-tlr.v,ri1*'''.tinrtbki 
tilic*rs i,i'i,ir. ir-p"..1irr,'l,iir iri, jir'corrr,, r.crlrrrrirrrt,rr J.)crsrlrrji,il\,-uil,rr iJic *r,,,li,.,,,i l,i,iu,r',,tti..,u,.uiiiilr rrlr,rrrr tlrrir allir.irrl ,lrrfii,s lrrirrg ibprrr irito ,:,irrllrli;.

N(r'rrr"--iil illr)\'r\r'rreritr tii ontsi,atiil* rhi;urr-l iie regrrr:Lrerl wir,[r truc 
'e!{:rrrl 

tc,d,,,rrt,,tr-!, in trl.r,.iliriq trrtl claily :rlllwi,rle{)s. lJrrtllr ir,r {!i1i:11}}st;1lrre-c rrlrtrijel slr.rhil-il..r l,(.nr:rld:rn ur(,lr:.,.t,,j.ile,irrcrrL,,,,,,,,,,..,.,*i,r,l
Lr{iir:iil,;r.&l)[, .,*i*,,,,t;i,,,"i in trr.,r.vlihrs ftjl{rwi'c,]s. o,,i.l'i"li,,i,,l,'.j j' r1rt;rliutr:. 

.iuvoivirrgdftsiiri,,ir rir rhir rir,ir,ti,r xlu:n arr,ririrfu;,;;,Ii";;i;;;,;r, ,,,"i'l,,,liili'1,,;ii,;;ii lili* :l1it
lilil;;:l ::1.t,," 

]t. ..\. ri. nn.\.i,ir!i, jri u,Iri,.ir ir r;iyr.nrs t.ir:rt1,,.*;,i,ii i,i ri,i,i L;irt.,i",;i,,r, rroine,

)j;js- r )iri' r'r"' oI r.rrr' -\i"rtr-r' ;rrrirtlrr ]rI r]lrr.,:r:r.;r.!.,,r 1i, ,,,,r.i1.r. r,er..:uir:rrJi.i,.' lire tl,irlr:rlit'r, rir ttr thr,r 
'ijici'r ii'r:viirg r,,,,1,.iI 1,j,,, ,,;;u;.,,,t".i,^out,oo_

rlv=tlI itn!" rrutisrr*,1 iliilir:riity a,r'ise,l, rir tlit's,,1 llrntt,rrl, ,,t ,, .,,r,0.., i* t,.,iogiirrilirll' li.rllri.ut',i. sir*il*,':l_v, 1,lie {Jr.rrit;ro}lp. rr. rii,lrr:r, ,itli,,"rs, lrrj writ,inq
l;tr1.er71i,,,li-u' ti; 'lljr:rtrs 

.,r'lril e.rlierirli(;r.r {lilliirllli.\. j,, ,.,,,,i,.,;;ri ;i.,,.;,;;r;rtlrurr'; "r:.1,'itrr*.,'i,,., irI i,ltr colrr':r'i; r',,ftil,.l.r'{r,,t1,1,,.ir,i,,,:'tr,r,,]ru,,ri*,
litll,y, in,ri rrlt,i:ri givc rrstrfill lggigin,rlcrtr rl.1ri t,.yirr.,lil. ir,;k;;il,l,r,rrui.'""'

:iil$, 'l-lr(.1,. \. it...r. rrrr,[,\rrrl.il'(]i];r,cr.s (\l l.:. S.) 1,.,r.lirrrir;t,ri;rl,,i)]l:riltirrrrr'l.ilrr ill r',,i,t;,srinlirrq I.lri, If,.ll:lr.lrtirr,itl, ,,f, ,,ilini,,*f.i,,,,r',rl,,f' ,r1,"'i"'.pusil,iiirr iii i:rirrfrriliirLe tr.r it,,q eflir,ierlh nulliir,g. w;f,tr.,,,t i,i' ,r,, o *unrehsing tlie.vigiLiriiri'r o[ :uri-lif. th..v sliorrl,l p*j; u,1,i,,i,,i*ii",,i;,,"'.,i"iili
ioliol,. ir,rg p'irr I,r :

(i) Lirt.l.irrr, l.r l.li,,\i i,,.l:ii,it.rili :ril,,ilir,,.r; ,vtl,ll ivl,i;iit lirei, are{n4,.'r:tUeJ.

?

r!
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{ri) :lslr',ting cffic..rs Jo.t'!r+: {rrlle.;f r:xteut F,:ssible in all matte,rs4f 11q11.r 1pr f s,lilli,.,ul i,ie.s an{ i1 r h,,,:. t ilsrr,."i,i' *ri rilllr. "+hjr:r'{,ir-rrrs, illr[ 111 l.itiug.it 1,,. i.ri,y1;n lo 41f1.r,r,, f,hat sliic,fi+l:,i: littt' r' i.. alrta.vs it.\,rr,tlal,lr,.

{iriJ Iin-surirrg th:it *ir,or,,,iertio*5 r'ai,rcd rr,r.t: r'rr,.hr:r1 iir irrr:ominc,dllrl r'q11f 1'1,'i_*.l,r,rtg,ti,g,,. llrir,f . 111,. 1.,.;1.;i,rir.i 1.,,r t..,iri,," ;iliohjrr. {: iorr,.r ar:c fi rll1, gsi,laincd,,rr.i ti,,'i,, l i,,ir i., ;;',;,r'i,i.rraalr'. frrllv rrrrt[r.sr.ui:1. 
-1nn 

,nj,,',ri,,* of i,],i,,,.rir,,r.'i,, ,,'.ourtor inrprralir'o lrj.rlrii{.r- i5 111,I o1111: ,l,rl,.ul,r.t,l,l tu .;,r.,, ,,;;;, "' lrrrl is;rloo Ii,rl,l,. 1, r.,_,tir,r.rl J]r,.ii.,,,iirl,lr,,,.,,t, r-,,i 11"ri,i'iJ
st:l Li;r rdo usi v l, vojrlsr_'l..

fl':;rE'--rhq arrrrr: ilpprir;s otlualr;; ru ulrjq4[i,,116 i;rrrirrg.{ruirr rhe rrr1i1 r,Firt,(ir') xtii:rririg rlio nrain olfii'': i* tr,rrlL rr.itjr a.r.v 1r,if.r.i_i !\hicrr itis tlcsirablc fhai, lhc Cc,ltrollcr r_,, iiiu ufhir,,,. .lr,rifA t""*".(it) Boar:il,{ l}ro ur*nnr:r. arrri a|irc,a,r;tilcrj of rr_rspr_ursiblt oliicers ofth_c JLtlptr,r:tmrut,. .

:;r'

Instruetion oI Oflieers and Establishrncnts,
:"140' Tlrt' irirt'rrref,i'r* of ofiirr:ru arrtr r-.st',rrlisrrmc.tr; of rrre nepart-mert ilr iloir rifli.i:rl ,r'rti,u is,,,-ni-iL.l'.,r 1rr:i_t*rlr-r,.ir'p.r.t.a,irr.r irr.rla,tionto.fljpiqpc.y, ilrrr-l thrr cr,rLtr'r'rr srro'rri j,,a}'slrr:r-,iir.r a,tt.rrfilr. t* it, HesL"rrl'l ;lls'tr r';rlir' ilrl,'{rrr;itc st'r1rs trr ,,,,*,i,1"'r L,j,t ,;;i ,,;i;,,;:j',i,,li 

",,p,,, i,,ter':lents in hi's r-'rfir:c icalisc ttrat it is ttr.ir ,i,Lt,v i.., *,;;;;; *r,..lii ;nrr,.,,.,ti.' t' csfalrlishnrt.rrr,s. scrvirig n,r.lcr thcr' as rvill o*srirc r,hah thq:vt',,'r:*lr-rc i:Ilicir_rtt in their Llrrtici i; tlr. ,rrlirrro* tir* 1,*riif..,.'
. 241 .ll'i.1,,, rirlnrr,;l irL rvhielr thc irrsNr.ucl,ir,lr oI ,-rliit:ti.i :r,rrri *,:stir,lrhth.ments ..u bcsL r.,r t-a.rri.a out is lclf h-l tht-r,r;.,;;ti*''";'Lt,,'t.,rtt.ru;' the fnllowiirg nlrilu.s u.r, lrur,,r,rt.q ougigcot,,.f t,.,. u.topiiu., ,__ 

""
(l) NLr'lrl lcutlrr.rr,t-rralrr-irtt, 1{-} or lr r'irrLrti-'s tlrrrariurL, r.li, 11r,-,-,orr-1,r.rl[,..r. 1.' ]ri; ofliccrs, lnrl riist.u.ri.Lr ,ii;1" ;;,;,, i.,,, gcrnrulsul,jr,'1,'. ,,..J/.. ,r.Slrrj,:irti,rr .f tlr" .ir,r,i.lr,;;'.;; ;;_ scr.{.:ralhrarit. li,,s, ji rrrlri,-,iiil ii,ri i,icr,,, highr,,r ;lucii t . r:i rr.
iil ) ;ilr"r'f l.i.:l.rirrs r-r,lr srii,r,rir,rr: err,juirorrrirra,l_c,!r,rvitr,t_lr1l.r.s 

1c,.ir11,r';j11t{,r,ir,nts. irrllonlrrirrr{s i,,r,l _,,1,1,,1. , l,;1,. ,,1'l'1,,.i, ,.,., .

,i,;;l:,J],, 
t_,;rrtir,ul:rr l,lanches ot iirr.: _r1,q.,f1, ,,;;l;; ii,,i" r,,,n,,lnl

{l!l f,r'l1:l;i.11-,.'; l-rl', scler;tcel sui_rg1i1ill11[srrls t,,r r,f11(lialirtcil l.r theljrrl'r*rj'ilt,e ;rccou.i,u's,,ruir"'"-",r,ruili.rLi.l r:u r,rrr: ;.r-1rr j'r.iglrrr. tiri.iL claninatioti
( 1l 1r.r'l,ill.iusr,rur-tiorr L,l',.u1tJ'ur.; 1r., jrrric,r ,,rr,Llis ,-.rri ruerr ur;r.i,rrrrsrr's tht: ir'oitra'urr or e,*rururr ririot*t",., ,r,.i irr.,."r..* i,rllrc;-riols iri rir.rltirrg ltrtti,rs, , nr,rtboilirrrf 5*t,.* 

'"i'iri.,,,1., 
or,,,l'lispul,rl ,,L'nrr.ns[,,,rrrlr,r]r..,, th,.'11,,r,,,r., ,,i,.t ,,l.i,,.i,l,itrg rr,,r.t;rlrsi,lrrl,.l-r',.,r,r.,.,1,1,.th,.n1,1i,,pU,,t,,.,j.,.'1irt,,,r.,r,1.,i'tul,.'r,,i,,i,,.t,

;r Irrurrli.rirl,,ol lvLit.h rr.il'l ilrrJ',r.,,r.,, t'l,,.ir g,,rr,,,,,i',..ifi,1,,,r-,
. \"t'-*l'.rtrl,t irr I,Lr: c;r.:c pf (J,; ;11r,11., rrr'ir iuslrurti'rr rh,rtrhl rrr.,Jir'r:il_r ;;, 

r_"*

;i,il;ilX i?",,';r;ffal 
,,Jrirt, r,, ,r,Ls, i,ui 

-lL,r,j,r' 
l,i" U,,'_ir"1r Brl tr; i4tel lsru rr ir h r irr; r,rrtnB,rv
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d4iJ. {-ir:rreral knowh,,lge ,rf t,}re _,\rnty c1o;1ryis11iii11 io oi great valuea,nrl ;t,rll-anfiage,.shnul, I hc t;r,k+rii nf ,,,,i ppporl.lnjt.r, i,h6l gl1ers of in_t r''rsilig .rriclr knr,u'ir.rlrr,.. l'or ,,xlr,r1,in, llo1q1,1,,f1"r* ,.,,,,i, 1 ,,,,,og., f",
f.iro,[.r',of o{fit:ers. nccourti.;rrrts anrl clorJis to l;c ta.]i,,rr roLrrrrl a,rr Arscnal.
:rtfrlt{'r-r..1 i:t.r.e.,lje}rof . or othnr foraratiorr, an,l }n,r-n rhe wnrk of t},ot')rrnatron oxpl;lirrerl to th,nr* b.v un orfieer scri.irrg r'ir.h it. cun*ral
Inowlccjg{r oI this n.atrrrq is.1rt11,l,,11Jo.lr- irnlror:trrnt irr thc ca*c of iheIot:al attdtt staif, an,l circh T,. A. t.). s56,,1,1 rrnsllril thlr thc staft rvorhins
u.l)(ler. hrn.I ar,'_hru'L. frrll.y r,onr"ersant rrith lh,: rrnrli oI ail t,he formal
rrol]$ 11 hrs arrcltt ilrrln.

" 
P43" It is possilrle in rortairr c;r,st.u for riJirct-rr,q to t,ike work cr.irec#from one or rlorc sr:ler:rr,rtJ r:lerks i'a sr.rctior. nhis slro*lcl il;-"-;the extr:ut possiblc as il rcrlieves NLr: sirperint,.u,j,,nj,-,,f -..lr-t.,'"f iir'?irl,and therehy-e-'ables him t'o rlevorr: mire rine {o thr: ir,rtrLlrri;Jn'or tue,ttertt\qrir *l his -qt:tlirr.r,, ii r*sr-., r.r,firrr:ds a,n oJrpr,-rll,r.rnibr. f,r tL_ "m*;l;cha'rge .f the geciirru of giving inrii'iciua,r irsrrucLiou i;o ons o, *or*cl"rks in his u,'cl,ion.

, Transfers ol Establishm*nf.

(i) {}rr.,rilalr,

" 
344.--Thq frritcla,rnenfai 1-.rinciples govl,rlitr. i:hc t.i,an,;{*,r* of rnembersof tho J !"p'rrthrenr fl'nrn on^ ,ffi.. i,, rrrl*tf1np ,ir-,, {rJ ,,' *"i.*rr,,],i",tr*illerests r-.1 {-:l.vr:.rrnpni: a,'rl to mrrirrfa,i' 

'ir. 
,,f1,,r,,i,.-,,- ,,,i'iili'**"ir*

f,', 
tll"rhlul'n1{ 

.p,,s.il,ln.rl,,srn,,. 1J) tn , rr-rrr:r, ,,1;11;1ji1.1; ,ri. ti.nrrlnrr:nl Ior
llll.ll l'lr ir'i 11 r{ possil.rle t'_at,Lain this, a,ncl (i1) r,o r'.ri tjrc co*ve'ieut_,enlr,l li-lslli,l ,rl rrrrlri i,lrials *'h^n tliei.n is arr ,,lrfrrlrl *nil;. otrt.ii,gsoruithrllro ;.agx rd to tl'rn ilitprr,.t" "i *f.," ,*.r:i, ,,. 

' '

lns. Trl,nsfcrs rif cstabliihment arr: rlivjr{lrl into thc foljov,ing cate-g(rflr,li:*

{l) trrrirsft,rs hr a,nLl from t,}rc il. ,,\.. {_},,s Olii,r,,,.;
l'J) I r';rt'sl'.rs lrnlrr l1lrr { lqq11i1.r1lf,,t.'s ,,flii.r, ii, ,1,,r,1 |y,,1 ;

(;i) ir';rrr.i','r'' turtlril,i I',rlll1i;r1i,i,,1.llj*1iir.i. o,.rrirhlrr the rr,U.lit
iiirrir rif :1, {-jorrtrcrller; -^'"

( I) t r;rrrsi,.r'-i ,'1 {,u1rl}.r{<i,,1ate {r,,ltri,ls :

1ir) {,1a,ltsir.rrs lry nrrrturrl r,-xchang,,.

, 'Tilit'gr.nt'r;r.1 pr:inliples givtn ilr tlrs sitcr-:1rljilX.l,;l,rir,r. ri, jii lreol,ss1r,,6 
l

rr lr"rr 'lr','littg *-ith trarrsi,'tq ol' thc tlirtlrro .rt,f.r:roti'i,, i lr, r,,irr.

iii) Taexsrr';R's ro aNrJ rRolr rHn Mlr,rr.rsv ;rffriu-r,r..r.rt tirrfirrner,,s
Orr rr'R.

346- As far a,s it is possii:le. c.rsistenf ,,i:iih ii* irr.rerr.sts cf rlovern-nre::i'. t,htr l,rrnrrrrr of a,ppr-ritrtn:e*ts of a,.;rouiriarris a,ri,.l eierkg ;i;;;gfuceojt,heMi1itar;lAciburrtanti}euera1wi1ibe;';-;;.y;;;;:
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:: r I k ag in the examPle grvgn
aecountant' o"1 "l"t:" {or accountants ano fierks

r anil t.,vo sepfl'rate , , ^: -+ ^i*^,{ .ho*.ina
l;ilill il$fit;','.1i-i'*rl be mainiainetr she]],i:s

lJi.ir"?a*rs in orcler of length of cont'inr:ous :tl:::
.li-;,t ;;-;;;;.;. *ntin'r:us- periods or serviee'

'*urJ#* 
"..r.lJ* 

ir'* *i'a't' u'-l il..t-le. :*..-: 
';t;."1;"t:;:XT^"i":J"::H" i"--*t"ili not ctrtirib - 

t't' nl int'-r**prton

tf seroi.* but such *""itJ'i.; ;t; be included ln thc

;J#'"f continuons.,*tn' ,1';;,':3#tn;; #t ff;
isuntapl with a t.*$Jl-'r;.",11'.i 

r",,," o*lr*l *.",ri.u

ll'hl,illl-::l-Tii;i;;[t:-r:it,,;;ru;','.1"n#i;;
Tot t'he p'lrpose "t 'ilT';;;i"og -"1" i;:U.. .t., Suubbern

FIH*TJJ--;i:] *;l;;'1.*,'* "*r:' 
shouid te t:ikcn'

,a^."';r .*r"'.""*i#.rot aitiog these-las'u five
;.|J;. -hortl'r' ihis ar'corttrl'ant clutrng,r

vears have gccut a p*i"a ''t ''l+ven 
rt'r91ths ia C;1lsutta'

iris lensth ..'t '""10?'in !;:l;:1"^"'-1,t" il-:T-?':itf
lL iJ:fJJ:;T1;"'.-';;';:' t'""' tu"'' i'r " i u cr * *se (b)

above.

(iu) Erarsters wiiir in a Carnmand nt Sis*ri*t'

- 1 t t ;r-*-nlost
qlo- Tn line'r'l attl 7 Ll'e[rft " grei'i'relJU

f i- -.t";r" '; anil t::r'rrl " iolgest perlo/L

percentage of
# coni;inuous

',**tTl* ,rr-," n d'lelete -"pcrceniage .::-:.T::':*"ice 
" snd

,, ;,*riit'i'f utioa ol such continuous $erYlce



\tl

(iij) Tc,-l,risr!r.BS ..t:-ri{r}! i}N r'

$ur i15 of 1931.

!r:5jr;1;;5*.'Puges 67 arld,6B, {}ur*gr{ifh; 7JZ, .:.iE.4it} G,t,{i |St {ere

dF,,{f5., iotii} fransfors frcm one {,1onilaii,:r,s l.lditiil i.o a;l*:iher.

l5i,!:;tr::., :.,.prrnelple ro be oilser'v*er.l ir; titrLt ths accountalt or
|,**.1,',:, " glerf who 

_has relcicred the iongest continncLrr; u.o"iru
in the audii.arcu of the olrli, should L:*, seiecijedror transler in pltiferencr i;o those r.rhtr ha.l,o ren_del:e,f

"+'.i..{,.i- less such continu.ous seryic*.
$ubject to the oi.,scr:varrcr *i, the aLo,;r; gerir-r:al pr.in-

ciple as far as possii,ie, tlontrol.lers rvill o,tr,,rjis, their
discrei;iol il selcutilg iic{j,.ouLilrbs .ind crer'].is for tr:;lil;-
fi:"T:U::* iJrirlir -area 

gI t,he oiirr; uoo, *.iro,ft
*:i .t-, 

ir .necessarF in the inrere.,qt, 
"i 

g;rlrr1q;f;,,
111: 

*** wili an arL;oiintanl r,r cierl ;.- 
-tl,,".i"r.1"r,

uniess &s a volu*tcor, lrrJlt a r,eriod ,,t r" u ;:;;;;r'ilielapsed si-nce the dati: of his laii int,lstatio,, tili_ruf,rrr

::l]il:h: are;r of rire oflic* t. rvhich h-"ili";;;;;;
the particuiar oflice i:: t.hicli L* i*"*rl"i"g *.,ji,'t i,;
exceptiou.

. 9{8. ia) flith a viei,,, rr.r alraugir:g t,ilr {;rrjer ofpriority 1or trii,risfr:r, tle cuurirrr"u."p"riu,i ,ri s"ruic*
in theaurlit area $f thc otirrie nii.r r_,c i*ir*ri crit ior
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&H*t"' ',ffi
i'i i (t7 ''r"_ff

rn .'ii',:;;:l:: :::l:: :li '",":."'LsH 
{ ( }Fi',*,, 

",, 
n*o",;. 

tl
,::.:, Z4?. In selrpting ac.ountonts nr clerks fnr tra'sfel il;;f*

" n. troller',1 officc,i'q 
"nntl,.r,-tn*'g",,"r,rt'rinr.ipie f,r l,r, olr,the account""!. \r "r".ii'*lri"r,?l"r"nd".",l rhc grcarr:sr ::::d 5 iu;1 '"

h is servir:e i" tr.i,r 
"a 

;t'r;;;'" i'ii.' o ffi "e,i. *r, ;,t, i ",,i'r $1J.::?iliior in the pr'vincc'ito 
which 

'o 
i,*iong-, sboul.l- bJ .-rr.r"a f'r transfmrn preference to rhrrse ;:h;;;;;'r*;rl.*a *.,#;;::;Lage of such:. selylce \ & ruuh lreTce

' ry*l[lj]trl1.|,1*."-'*i,"-.-*"*l-'l'11,.f:'?i'0".r'ei's 
ohservetr as rar asi :rt:*Hin-,:t* l,:fr#::Juftriiir $liirm:*1*li:i'

rtnless u* *-rni,,,,r,.'., ;,;ri ;',,,,;;;,1'::ittttritttr 
or cJr-rli lre lransfcrred;. sincn rho rtare.r ti* t.*l ioi";_"!;,;iil lrt_;i1,,ii.,., 
tr'o ynals nou *tupuri

. rrilil,q[0r.
S4g. i'ith ii .ricrr. lo Irr,rrrgilrs th,, or,lr,r_ r,f i,riori{v lor trrnsfer,

il",X1iolt,Jlfl,"t 
s,,rl-ice ;,, ir,- ,,riir irf.ir .,f rlrr ,,iti,,,, ,,J.",,rrrerrainment

out for uo"l, ,,n''n 
to rlJricb h" l''el'rlgs tn fofal nt''ui.*"ruitl be worked.

gi,',,n ;'.r;;,;; i"li"ll,i.'l,lt;"T,XlT,1 
r;];;k, ar*r 

"1:.1 
",,..,'iu'tho 

exampre

i;l1fi H ; ;;i 3 " ".i', n ; ;'''li :]il' .;'i:' *-lffi ''n,fi 
.',1',,: :l;;,."j:"'i;

ni t,rt.J ,,,,,-,'1,'l lpPrcPrltirS.s, tLe nitnirs -irr r," ir.rn*1.,i";n the or,lgr ctr'.'',''",i'-.;-,,;;;ilj;i':,,};i"::'.}{l.::::":'J;::l.l.i,jnre.tairrecIin
l-reett r,rnrlr,r,,,l in thp 

^l"ii,"-.-, "'i ifr"J ;:,..) "ot*,. 
ol ri lrith li 

"r'ears have
and.j veirrs nrr fi,,rrj. i,r;;s;;';;;,:,::::,.rrtrrt;rr-v -\r:('orrrrr:, ()rE,,e ar p"".
ngo i,, il,;.., ,,,-,, ,,;lll,,. i,;l:r;;?;l;:l';: rr-r"c ,'t,*r,i,rir:r,., ii,-'i.r*"il

? ::diii ']]'T;. 
;h':i:"Jl: -jl;i,,;i:,con*orer's oftice to anorher i, . ' 'i {,'rrerl;,t il,,i ,p.,,iti,,ci, volrrrrt,,u...,";rr"i,.'f..l,l:r;t}u,'":'trr,rl to hc;;;n;:

,, ,li'r,it'illl]ll;,li;-.-",t t:rnrks ur "r.'1.. .. rr,,.,;;:l:'1,,;',jl'ill:';;j'il:,11;

:1,,1,11;i';;,. ,l 
.i,i,,il:":'J;:l 

,,ll 
,1,:ii'1,1,':.i;:li:,Til:,,i:l# 

iu". roqrris*e

;::l'.i il: i; i'";,:; j; I ;lU::l t,ill,,,,ll*i;1, i:'',i,:::j;:,,fl"l:fr,rr lrirrrs[,,r r,-ill or,ii,,rril;, bc sr,1,ct,:,r r,,r rr,ll,,l*t*first 
irr th,:, l,riori{1.'lisi

(ir-) Tn,nrsrnn*s li!.-rri{r}i l Colr , .1.i.r.fANrl on l)lsttntc,r.
850.. TJi,, rr,rr.rrrr.I periritl .f s,,rvir,,-, ri.itl, ,,,,,,. _., , :'''- ' .o.rr t'fic r,t,',,r ,',,,iii'.,r,tt. n. S. *ii,lir rt,-ir,l],,1'l]jj"t 

ir.tjrl [on]iirtions. or
the erpiratiou ol' r,tris,l,"rin,l, ,,.*n,,',,r.,*_ lllj:i:ilJ,;l, jrj;il:Jd;?:
:;13";,1,Ti,:l-tl';ifi:i:rr"';',4-",iq,,,.i*',-',,,,,,,,.. rn r.reeiing acco*nr.-
,,hscrve,l ;- ,t;n ;: 

.}}1il1T, li'l;,;'i;;n; S::;lll.*'lnt**iperccritage of his ,ser.vicc in f,he ,nnl,',,m,."r_.f C^,,,r"11;;.,:-hfl'l,l 
b_

itelecte,l for transl'or ;n prclcrc,,"; fo",il; rvho havc rerrrle,recl a ltsspercentage cf sttr-rh service, 
,: :..,: .li:j,,: :

\ : rt:''::l:::';'l-:l-;'

\'

{
!
L
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151".fuh;':ri, to.,i.h, lbc.,e grl,:ral pr1ncrp,lr,. li+:ing obaervecl ae farl,;tr J-lr'...:rlrlr' ('1 ,yrf 1r,lie 1.. rrt.ll c.rnrr.isr. f h,,rr ,1,:,r.t.,,1i'ri * ,af"afirg 
"a"icitlil+Ltl;,:,r-n,l ,,l.,rL-s fr,'r tra,nslur trl 1nito. i:i.r.,: anrl,;_rr;;twlien itir rct-F'iiiij.r:v iu lhc intorr-.;i 41 Govt,rrirngp5, is 

"".o,,",r,utrrr-ir"-eiril11;tlr , l,'rl^ l',' jl,.r.rt';illrr.,l. u,Ll,.s.; ;15 4 snl1111fi,r.r.. r1111i[ ,. 1,"ra,"f 
'"f 

at leasbio'o y.ars h.r,s clal-rsr.:r-l sirri:r; fhq rlat,r: r,rI fui; lalr iuf,:r,siiitiorit*;;il;--."
35j" \\ rtl, a I'i, u. tri ;r,r'r.irrlgirr! ihr rrr.,lr,rt ,,t l,i,i,,rii.y flr {.1o0*6., ,o

liu.t1 ,.,'i, ,llr,.1'1.Jrr'rlllrgr t'[ ^irrrlirc ir,. lh. rr,;lirr'tli.c't.u t"ir,l-a"r"i"awill 1,,'*,'rk,'rl ,,uL fur car:lt ir,,rortrrt,ir,trl,, l,;t.it.,tl ,l,.rt, oo,i-rl;;ril;;;li.f, ;'r"r 1';rlr', I ;rs ip f irl;1 , *,[S ah,,rrr,. ' --*" ';vre' rlrrq

.(").-I]rre-ust.rri,sl]NCoilPAS$I{.]Nl'T[{'itl,ut,i'{Ds'

. t5i,: -\pplilatilus fr-,.rm a,ur-,outrl,nn.li a1,l ,.,io.r.ki; Ir,,r 6ruo*r.ro oo,
cocl.pa.,'silrl;,1t,. grouurls wilI bc t:un.cidclc,l by t.h' M. A" c.-""*tle.ir"*nr.rrt r 

''1 
:1r.r,,rri;r.rr'.,, rritl,r flr" 1,r.itre.i1,l,,,r 

'ilLi,i 
,l,rrvn i1 ni, l_it*1\'. 6?fi7f.\ri,, rl.t,r:rl t.ho ?lh Noicr'l:cr Lg:,{" ,ttt ;rt;p*pli;;i;

i:hoLLiil shou' lhc pr:r'io,,ls 1,[s ;11r;.rriel,ni,"s havc s'rvr:4 ig ihcii;r;r-p;;:
1't1t{c,(. a.s rrr.'ll :Ls fhe 1x:r.ir,rr,ls clrrrilg l"hic}r t}rcy haue ,:errd"re;i fi;ld ,
i.lf gctlfrill st,lvit,,t.r in eir alt ,-rf J1t[i1,, during ilrciL ,,r,f ;r,, ."rui,,;;, iI; '
J[rli.i.;r-r',r' .\r'r.rurrls L],.p;,r.init.rrt. li; sJr.rrJ,i' ;rJ,,(, i,,. ,f,;t.,1;l;;h;; ;lr;
:epJ.'l"ir:,,11, is ivlllirrg ol nrtt; to travcl ilI, his,..rr,;u r,.til){jtsl:. ll ---

!54. N,, ir';,'1'li'.,rliorr for I i..trrsf{.r 1t tlli i,rrlrli,: r,_rJ,,,ri$e olr rorT}piis_
. r,tlt,Ll' {!rlll'li) ,'1,., rvill ,iirlirr;Ltilr- lrr. r,irrs'ir-1,,r.r,,1 ,rti1,,,,, tL; rlrpllJ;
!r,r., r' r,'l"r',',1 ilt i,'.r,rt.,r.)'t'ar'; s,.'t"i,,, itr th,r ('rrurri,,,',,'i""r"liJtriit'r"..ot
in th,r r.;r,r,,t: ,-rJ .st;r.{,i,trs iu B;r,lu_ehistrrn, *}.,_,,* ,lu, ;;;;;;;lrd H;lrer:ri lL,rr,,rl al, lj 1'r1ir,1'1;.

(vi) .l'rrr,tsl'uqs Ey lf urual Elr,,uAuc_u. , , ,

l-lb5 T'r'aur.l.r$ ()l .1,:i:ornrtilrrtfl or eltrls l_r.v nui,rral excha.!1€je may: 
'.

t'e. arlitttgril h,r'.rllv lry l,hr: []r,'nlrr.:lltrs cotr,..,ir'r,l 
"t tlUr.^.il".,iretioJ. - l

1l h*s f1'1n;1r''liri.tl lrr ir|1'li,-';1gir-,t, fnl sur.,h i,Llrrr;fcr. t1,,, conir.,ll,x;i;;il l

.,'r,,i :,'1,1,. ,'l ifr,' ,,'rrfi,i,,lqrj;r.i r,,1,rrr.{s l'rrr. llrr, l.rst. rJr11,1. ,,,r,a, oo tlu
.:,:r:r.'ltlttittr{, rir rL'r'k ili'I)l-\.illg {or l,r'iilsfli'. Siruililr;lcticn ir, r.rp.,ri,,f rlri: il,livi'lrrli .,ilL,,rr it rs 1rl.pl5r'11 16 [uluslt,rr s]rlLrlcl oho L" trfuoo .

b;," tLt'r't,hr-'r'L'r.,rrllrlilr .orei-.{r.rcij; rt, str,-rrrr,r ir,l;.' r,r: urrrlng*.,J-b;"tr_," , ,

ll:lir,rlltrt r:,-.rur'lrruirrl lhill r:cr..h i11tlivi,_lurii is i:ilir,.l,.re .tiity,i i[;
:jil1il,i 1liti,r,) l,Liiir rriil l'c l,he tlat,c r.rrr rvhieh r,;1,-.h iu,iiviclual ieiuk.u;
th,:_stlr,trFlll ol his rr,ry ofiiec. ,{ll .qrLcfu trlrrslr-rr;,, ryiil 5g ai; tlre;;p-r;
r-rI t]ic irLrtiviiirr:lil; tri,Lrisfr:rrcd aiid- t,hr: p*rriud r)f l,s;l111;11,tvill be t,readecl a.s
r .1,,11,11 i,.;1 1.,',

..\ rc1,qyf i, irf lr,r,lt;;rrr.h tlatr;:fr,,r *'ill lti,, l,t' Lurii.trrri fbr ihe il{. A. l}..s
:riotutll icri 1r,y t|r: Controllcr lvho 1oryk i,h* init,jiltrvr: in ellcctine lhe I
1 t'ir ttslr'r'.
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. CIIAP?ER VII.

r 0TFICE BUTLDII{SS &NS FUIT$ISUF,E"

ffiee B*ililings"

(i) INsrucuox.' 956. rn commanil confrollels' anil othe.r lnrge ofEces, an ofrcer,
assisted. by al accounlant anrl clerk, rvill be r,l*:ialleci i1 tlJfice Orilers,
Yt*ly iu rotatirru,Jr: bc in..charge ol rhc of6.cc L,rriirii,,gs a,,,t cjonlpogrrd
cluri'g the week. They wiil n,af,* a tl,.r,ily irispection oT the oflice build-
ings, autl comporurd ancl will see that the meriial establi,ghment cio i,ireir
work properiy,.so far as the cle;lnliness and ticline.qs of the nremises arc

","iltt3; 
each r!{onilay a reporfi w*l be *nir*i*** bv'r;- :;;:

n'lLo- n'as on inspcubion duty ,1*ring the prr:r.irir* nn*k, io thc offi.c,,ri' charge of the General setti,rn. :Trhis riport wiil gi; any irrsta'ces
of neglect ol work or ortlers on the prut o{ rle office oi menial establisl-
11,]lil, anrl, particular.s of ."1[ rlelicioncies, cl*rnirjes, brcnkagcr, nt,.,
tuoticccl rlurirrg the couise of the iurpeciion. Anli "ruggestioli ftr irn-
provernents to the office buiicli^gs, cor-rrpo'nr1, etr., 

-siroulc1 
arso 

.be

,,, includecl in the rcport
258. The o,fficer rn charge of the Geuerrr,l set,fir.rr rvill talie sui:h

rcLir-.ru rrs is possilric to- remc'dr- arry rrerects brouErlit, to notice, ;r,;l'-,,;
rt'g,rr'Js pcirrls rvith uIiicL 1,,, i- ur,,,l,lu to r.lcrLl, r,lil i i,,iJ,r,,ih ri,';',.i,,,ri,.
'*'ith his remarlis, to the coutroiler: for orilcrs. 'Jlhe weekly irr.lu,i1inri
rcports on the ofice builcling! a.ld comiround'irill }ic iilcc1 togcthirr, arrr.l
l'he file attached rvhen subniitting thc i-eehly repolt t" iri- Contrriil,r.

'$crrn'-fu gu*ll o{ficos ihe *bovo prrrcor.luro rvill }ro ioll,rn,;cl gorr:r.riliy l,rt {,}irritrsilrctiori of .Iii'r riE.,, buildilgsand 
",i,"ir*,ii,i-rrrr.l;-1,"'"",r"1.ri'iri,r-lrl'1r,, lunj.,rrrrliirli.lssi;L*r.|, il rrt,r,essa,tv, 1,1- a clcrkl

(iii i.rrnu Onnuns"

(a) Gerwral.

259, In or'l"tr:1,o,Jtrovir,ie for the slreotlv anci or,l,.rl.y silviug of cirr.r:,:pt,rvorli ilrtd rclo-rtls, iir th*.l cvcnt of an.,rrtirr,:,,k t,i iir,,,lririgg w,trliilq
liours, sper:ilil an:angcrncitbs, in ailclition tr: the orrlinary ii.*, p.rr";,rrlilrrs,
iil.,],i::*,l.:'. Thc uhjee.b irr hrvirrg iL srrer.irrls,,hr.nrc,,I firu ]rrot,,i:ti,,rits lo onsnre, so far rrs this i> possibie, thi-r,t cyr,rr if ilr,-, offi,:,,'L,rril,lirrgs
lvtlt] toiull,v-clesiro;'etl by,fire,-it should still Le polsilil: ti_, sl,ve 

".,..o1i,rvr:r:k iD sttclL a tti'rneriha,t the office coull {uiction ils sucli in tcur-*; porary a{,cor}}l'norlirfir,rr the.foiiuU"! ,toy. An oLrfliue o[ !,]r,,: l]reci]n_tiotts ttttrtess,u,r'v iri f,Irr: r'istr of trr ,,utlrrc,r,]< irf {ir:,r, lvlr*:lJrirr rlLrr:ing ri,irl.:irrr:

{ {i1:} J 
'
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or nor-lvorliins hour'r, together with certa.in general ilrders regarr_1ingthe prohjLition" of fires, niil;,; lr-i.rj. or,... in rh,, vir.i,rjrr- of ilr,. office' b,ildings i.g conrn,inerl i,, ,;,;i,_;.;;;;;; A) ,,, {f) oi this cti;iprer.260. Thesr-' ortlers will-not api-lj, to offices in whicir specie,l arrange,ments alrce,lr. csisr. r.9, the offii"'or iir. contr"iilr'"t l,i;i;;;j:1r.,."*nr,Presidency an,l AssariDirrr;...r.'rnl't#y niay also [,e mor{ifr",1, if neces_aary' bv conrrotprs. ro suir r,-,.oi,lo".iiiions. b.r *ith";,; :;;.;itici,rg the
' 

basic prurciples ot th" orierJ. 
"'HilJ;he 

ofrces are ror:aiecr in Govern_ment b'iidinEs in cantonment*, thu 
"r; 

or;;;lrr"raty'*ne stationCommancler iill njro be obsprverl. ' r''Iflers tssueci lry th

261. tt is of Ercat importan,re that rebeirrsals of the arrangementslaid down shoulrl"be fr*iri'-t, iir.g"f*r'Lt.rlru,f. to minimise ihe chanceof a stampede in the e.vent o{ u hro o.iunry occrrrr.ing. Iu this connec-t'ron, it is con'erric't if ihe n." i,'"r.** asreribre ati.hc--rrio*i'g ut u. wtiistle, as welj as at, the softff';i"the },ire Alarm. This enablesthem to be trainor-l rvithorit i;;;;f;",;;".,r,ri, ,i," rcxt of the otfice.2GP. The cost, of rhe ,eeessarv Jlininr^x ;;,;;,:;;, 1,,,, o*ou,equrpnrent recl*irecl, ^-qho'trl be mei fr";i, ;ir;' ;f;ililil:,.,1,g."rrr,

{b) Equipment,

irrg?g' 
The follos'ing ecluipment is requircrl for: a two-st,rrierl truilcl-

(1) One axe, one pickaxe, and one sparle.
('Jio be lroul iu nrr ii.llicer,,.q loolll r)rr tlle gr,rlur,ifi,r,lr.y l

(2) A sufficient number of buti<ets'or water anr-' for sant o' eachfloor. r yl ctr,.rr ilu,t tOr snnrl

n"r"llf"tt 
is tlro [eIf1r1 irg.nt fo' sriirruishinr brr'rLnq oro,.{r.ir,ni drrr)i{r:rtuc, oir or

(I)) Orre trto-foot liiece ol laiJwa;r line an.l a rnelal strikrr (or sinrilarr,otrtrilarrr,e) on erch flc,oi,,*,,,, ola.nr fong"".,* 
, ,".

(4) llinimax extir:guisher:s on eirch tino,' or "J.l,l_,-,^-, 
-^.thu u.rni ,tol,,. ror a.N convenient points on

(5) Refiils -{or each" }Iinimax, wit}r spanners and a marlred pailwith a spout for making thu *iltr,.u-*.
. (To be kept in an urrlrrslip4 box jrL.anlrrfi"u.," roon) ,,rr oai,l,.it,ori t|o Lul) i]uur t,ooln

r6leciod boirrg at tl,o oppusite. *a .f irrl n iii.iil ,tl, 
tho gr.currrl t,"o..r:.,.i," iiu"t.i.1(6) Nine feet of 

,thin -w'hite p,r,,l ha .opn lo. ear h i',ividtrer, witha smail cloth labcl, ou rrhich rs rvritten tbe rrame of thcincli'icl*ar a'cl his re.tio", **rir.r"" .,rt-rl"a'lo" *il'llrnro.(7) One nir,tal or,rvooderr peg for eirch scctiorr rrith th,, ;u;ri,,t i.i,tu,Of fhe ser,tjon paiute,l"orr ii. 
'-""' vLrururr rYrLrt trit' lllll[:l

. :Th.oss arv ro be lixe,l irr 
1fo qr?ind, a_i convctrient /lthtsn,.es lr,l,rut. *r llib tli-rnrp,tJj., 

tntotot' rv'ich sh,,rrld be aL,ou-t st, t., lud"i:r.1, a*itr fr,.r,r rlre *r.rirL ,,fliio lruii,l-

tril
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(8) A few tin trays, about 16 incrres square, for use in sections where
na,kedlights.r,reuset1,e;9.,despiatehingsectiorr.

{9) Four,bags per section of.thin sacki'g, if feet by 4 feer for
saving section recorcls, registers, etc.

(c) 0,rgcnti,zati,on.

^^^?U?:111.1fi* fickel consisting_of one,man per Minimax, and. B0 percett' rn add.rtion, shoulcl be selected aad their uumes published in odce
orders ; half will constitute_ the top floor fire picket, lrrr.r i[- 

"irrer 
half

ll.u g.o""a floor pjcket. They rhciurd be trainecl to'o**.orlt" *iin tnui,rvrlnlm*xes and other eq*ipment within a quarter of a ruinutc of sound._

illrff"rl:.e 
Alarm, ou.i'ail of thern shJurrr b_ p;.;;;;'"in"refilriog

- The fire appliarrces in trre otficers'.oo,o, oo the to1, floor rincr grouurrfloor will he in charse of the top floor anrl grorrrrrr nlo, pi.[*l* respec.tively.

,r (') ln each section ir shourd be clearly laicl down what coustitutesrrc curren, work ol each man, and this current work sho'ld be tietl upneatly with the eorcl ?rovicl*.r,- i,.irtr-lu"-.ir,g trrr "m.. lrril aoy.Arrangements should also .be -i1..rry sliperiniencrent. io, ih"'ruuingof the,sectionrecords, and in particular, trrJ D,"rn".i"R;girt.r";;d otherrmportant regisbei's.

. J?) Eash section shoulcl be told ofi to a particular exit from thebuilding, and ore staircase should t 
" uotl*e5, ;.;;;;;; f;'tilu l,,rporuof going up to the ripper floor oI the builcliitg.

(cl) ac'tion o, a, autbreak of Fire rr;uring *'orrtirg ltours.

" I.-BeJore sounding the 7ire Altmn, :_
265..-(1) on the- occr.rreuue of ,1, fire'cr*ring worki'g ho*rs, imr'et{iatosteps will be take' by nrenrbers trt the fire picli-et, o, ,,tir.* i,rihe vici.ity,to oxti'guish it at 

-once.- 
by' such means (Minimaxes. sil'tl ilncl rvaterl-,uckets, etc.), as arc arailtble 

"^ 
ln,, -plt ' w'u'L!( ((

'-"1:1 if 
it apnelrs ullikel;.that bhe fire ean tre extinguisher.t l,y tiu,I'eans r'mctiiatnly availalrle iu its vicinity, thc ;;r;;-i;;;;;;; ,",1nature of the firc,"wil be at once r*p*t,,a to the cout,,:oter or scniorofricer present, and to the orEcer near'est to the scerre of the fire. Theto.mcr wili so'ncl the Fire ;riarm, while the h;t;; *td'ilrrroa;*t.ryproceecl to the scene of the fire an,i clireci any iocal op.r"i;ouJrvhicrr arebeing takelr. to extinguish it.

,I iL-CIn sound;ing the tr'ire Al,a,rrn for the.first time :*
966.-(l) The fire 

-pickcts i(except those mernberrs a,lready ab tire
T_":" of the.lire),wirh trreir applia"'."t, *iiii"iilr',rt tr,-,l.ilrli,to* ,t opre-arranged cerrtrar positiou, pieterably rvhere tre til* .{i-;;'ls rocatecl

r?

-.-*- i,
*?. '\
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and will immerJia,iciv *oubre tur the scenc cf 

-r,irti fir* ar-trl 
"odu*ooor,'tni"li;li:l:i i+. ,;r,preie't its spr*....,1inn. 

'iii." 
ti,,,r,rnli,r, n;;;,,i," oflicer,t,?llt ;ttcrri'j);,lr_r. i]in lir,,r lrir:l;cli:;rr,-[ ,1ir,,,.i.,1,,,,,.,,1,,,,.,,1i,,,,s. ',.",

(l) All men wili tiy up,their *rirenl; srorli ir,n.l thr,i of themembersof the fire pici.,eis, tn,lie-charge 
"iji.ri,if,,, i;elo,grng t,", ot,u"nt*Jq-'ll';stand to iheir tahlos. ljrmijarl_r,, ttr.'-r.r..or]t l;611, of o{fisers will tretied up by their pgons. I tl'ri'r ]r('ti! {)L omcers 

.

* (3) -\ll offieers, oh'er fharr thc Conpr,ril,l,. n, *,,,,i.," officer, and theofficer alrenih- rt rL.r sccnn oi th" fi;1,. ,,1;il 
'r,,r,,'.',';;; 

i;:l;?#Tr#;stations, tr :; r ;tetf iiP]

(.1) If there ftr,reers_ro_l.l *lU rJ,angcr o[ rhc irc sproadi_ng, in spiteoi the esorts of thc fire_pickcts. the {,s111r,o11t,r. or: g,rriior: officer, rvillcanse tl'e !'ire Alnmr.to-rie sourtr.a r,,"l,lrc srcr.rrii timr,r, antr wiil tele;1'hone for the l{ire Brigacle " t*tg.:

IIL**}n soz*trli:tzc1 the tr|ire Alr*nt for tli,e second titne :_
267, (1) ,\ll rrtnrr. r,x"epf bhe firc !ickefs, q ilJ lt,ave the o{fice hythc rppointed cxiis. ot " [.;ri. ,r,,ifr, "._.r"lrg i:hnir Luu,lles of work,i.rnrl na1' otlir r hrrn,{les of ahscnf_ ,.,'i*ol".i;ru .",J., 

l,;:;;i.h In*, u.,respnnsihln. Irrrrnp,_Jilr,f,,lj- l;l-,,,i- 
",,, "tl"',.',.,I t]r,: l,rrilriinq, thcy willr1rt11l,Jg I,o tL,,ii: r, .n,., ii,,,'e .,*tiu,,..'nt','1r,,',;r,,,l1r. 1i1rlrrr;1if tLeir bundles,rirrrl dorrl:lc I"L.'l' fo',rri ril,ii1,-,r sl;,r,;"t;.;",,r,, i,iil,ii',*,'-i*.- ri,iy urr

llll,:tl,)"ser.rit-,r.s. nnr inilil ir-,*r,1..1, C..ii,rn i,rinq left, iu chirrEe at the(|il)lll), o

(3) Tlrn i lllj,r{ r.J -.,ili l,trrrrr t;;l:r. rri) 1r'sifi,.,,, *.ilJr llr,,i. Sr,{:lirtrs €i.lrrl:l,tl.lr,j|61g.|g'1'1i.iilrltiltn{l.lti1l'o]lr,r,i.'!"i"']'orri,,.,,'1,,.-.,u,ot.

IV. - Iirtrl/,,tr .4t.tiott itt cosc of c, Fitc rp,rr,,rlirg ,__
€68' Thr-'yri:erimi*ar-i,'.,ct,io'tii rie t;,r.rrerr in trr. eve;ni; of an outbrear< ': : 

''.f li"" is ,r11i1111.,,I i.1,111:,. ll ;,, ",.,*^'^;':'';'l;"","\r:rri.('I 
iln 01

iir,, 1,inii, is" ii;,, i,;'l:l;i ll;,1'1,,:l'll:;:ll,:Iil';':i ll,; ll*;y,lhp,ri'ionr' ihe i*riii.r' iir^i:i6;n to t'" t.,,i.,,o,,-1.u,',1irrg t]ie arrival of trrs lt'ire ,ll.ix;r,,1,,'. {'rniurr,,r"rri ,,r ,u;li,,r, 
-.,,,,i,"r;ti,,- 

;;;;,.;"j,,i':i,;h;; 'ii, 
,riii

frt,nltoil*r'firL.,;,.:,i,,r.,,fi;,,,,,.) ,u, tl,n:;;;. "' a rrrir:'{ I'rr (1')cl(lccl

Il tir* 
'at'ie and Joc'atio,, oir r,rre iirr., pr,:rrnii o{ it, witrrout risk o, 

,,, .:.
cttrl*n.1.ring iii:tr, .f ifs ,,];r,trl,.i t,,, ,r,r,in't,l l;l\_c i.h{i cllir;:f:*N nUu'i? tiO,fl, it.l,r'',1 {i,,*j,irr. i,r 1,.;rrrrirri. ,i,.,,,,,,,,i' l:;," -1.,,i.,1. ';lti]t;:l:,.'::t",
r{ir.\';rg i},,'..1 ;,',1;,,,,,,,-,,i,1,, i,,j oill; .iL,,r;l,i ,l 'i:.]:;'.*,, ,'j',',,:'.t].i:l:,lllt:: :llry {,l.ni;r,liicrir, aiil a s;,,strr*;.i,lir, ,,,,J,r.it..t;. :,:;i'J"lJ';ltll,'.J,'.:y"iirffiX '
rrP, in t,ast'ilLir,r;,1.r._,i,rr,,.,. ,lrrrrl,l *..i,.. i.i,i* i,, n,,rf.nr'n.t i;i;ilffilijnlrnustr'ritirr'Jvorr ir"',,r',,,,,i]ti,,,o.,,,i ,*',,,,utl,elcgisratn.r forirrg.ncrrrl*rders. 1'!i\,d r..ar1r,v' rru regrstftIeil tor ru € 

{ 
,, . i.,

{e) '4ctin, qa' *tt o,t/;'rcu|, r,f tr'ire irit#,itil,tl lir},1-r.:itr,/,;;.tl{r /L(),tLt,. 
utt. 

'26$.i)r:1;]'ttl{irsl:sii{rlirj'iil..litl:cttt.riiiral;rlii1lri;,llfl,tJ,l,iinewlten
1,itt: .ltir',. is r,J,;1,,,,1, tL.'r.ii,rrvjiirl,.,,,; ,;;; ,j;;ti r,,ili ;rl; *rirrr &r,i.;i,ri,ge for the , ,::

:: ;.

a:+=*x
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p,]:r;t,:, r:tr;., living in fihr: ll{ic* i:ollrpounrl fql }1,, ;11,r,isr3l. {)irl r.rt lh.sr;
ll;l.l 

t', dtispaie he'l irnnroriiatcl"v io infomr lhe l,rrir.,ii"rj,r,,,,.i'iir. 1r1ficerrrvrng ilearest to th* 0ffi'e. Trre renraining chow.l,irlilr.s aud r:eirialspresent will do what is possibre in the mea,niirn*.to *"i;rg"r-t the iire.
The Contr'cller, on heing inforrncC of the i.Ljcurrenc{.1 oi the fire, will*t once_proceecl to ihe officl, as expetritiousl)'o* $;;ihi;;; if ,r*,,,**-sary, telephone tbr rhe Firc !1ig1rie; he wilt -jJp;;r;;g;ilr'trrtt*,

assistrmce from the nearest ?ohcJposi"
-tll peons will ]ic instrrrctnrr in fhc *sc'f iiL,e rr,pplirLrrccs,rrrd brr,:yrnrrst l<now the lcsi,lcnces of aU the offi.cers,

(J) GerLertil. ft,irc Orders.

2?0' l-ircs arc .'L-pcrmitbcd in the officc Jruil,ii'g, or i* its'i,,,iuii,y,except in the ;r,uth'risecl i-riaces, e.g., fttr: prur-;es -tol l-,rir:rrirrg i.ucl frr\vrunring purpo:Jcs. rlrrarbers ,r.[.r.rc ,,ioui,ri. lil-;; ,ir."' l,"r',,,,,r:"*r.,,,,nptiu,,to this *rle, s:r,r.rctit.rir rnLnt bo obtainerl fr";;h;;A;;;';?;,rg_ of theGcnoral Scction.

2?1. The rrse of rralin,l 
,lights irr .a_rr.., 

p;irt oI tJrc o!ficc hrril,iirrgs is

'^1"11]]lir-.'1 
cxt,apt t.an.llcs [or' usr: with"r,.n11,,* w,rx-iir'ii-," if*.,u,,t no,t,rsr'rli.iie'reir1, D'ctrcrs. 'Jrrc c;.nrllcs srrourcl ritt Lruritc,.r ilnr.r. serr,lingna.x nreltr:,f in the specinl ti'travs proviclcrl fur i1,* ;,;6;,,.'"--

.. ??2. Thtl p,,1,11,11g r,,spoirsil.,lrr [,ri, 1,16;;i1su ru,.]t)i:r irr uhi, li li:lrir arr,lr'rr.l havc he,rn rrsc.l or lrtrrrrt u;il n"rs,,,,,iJT,. ;;;. i;il,,r.',li"..1,,1't,,. t,,,,rLiglri, ih;if rr' lir.lit.* 'r Ilr.,rs .,,,,r,ri,r-,,iigi,r;^ if..; ;,',,';;,',. ";;;;:,1, 11, r,,is no risk ,f ,in oirtl,."alt uf firc o,.",*,i,rl.''
2?3. If it is necessary for oil iu,rrpr.Jl' L;ilrrrlir,,-J ilr lr,. rrsurl fol iightirig

l)ttrPoses, they rr,rn rrot to ],re ple,c*:cl rlirectiy orr noorl i_rr.Lt 91 ti1 r,l.,yiirvlich exist for ';lr,' nur'ose *,.1 ,rr,- ;,; .;lr;rg" oi tlic G.racrr,l $;;,1,'.'lvhcu 6ipg t*cJr iiglrts-great er*r:e ,rr,rrt- lr..c,,i<,rrci,ietr to aroi,r ri.tir ,[lirc.

2?4. ltctrol for pril.aic uso u,iil loi, hc ri;orlci iu i,lllir,vr i_,uii,lings r.lr inrrtrv ol tlLc rrtrt-irorrics.

??5. Snr,iiirtg i'slo'c r.or,is r)f ,.,,1.,,1.q1 r'()trri,,iit il) ;r.,.1_ ,'l,rry,.r.,.l1or.,1
'lr.y grilss, srLrrrij' (r1 111111ir11.if.iJ,r,' ,ur,r,,1.i,,r,,f *,'rlr.i,,,i i, iyi,la',,i,r,,r. ,,sf rit;bly proh il,itcrl.

2?6, One ma,ir fr'n c;r,ch ,s.1.rtri1;11 ivill Jr,; rf iir,ilrr.l frir f11s r_lirty carirNc.k. lle rvilI Lrc 
'esJrr,rrsi[,1,, 

i.,,,. 
=,,c11i,T i,t,,,t ,rf i 1,,,,,*.*r,,1''nJjili,,*i.,,,rLgirirrsf fire ir'c t,rk,,rr in.l,in *.,,ti,,,,, ,,.,f fr,"r,iri,:,,;;,oi;, ;l;'.1,li,o'i[,,m,,rrrrf il all lJrc ,ther m,:nrLers ,,f i,;r'r.cLiu,,'lr*r*' 1,,1;'n6,.' 

',:i'l,J 
lh'e ,:[,1r.

'e 
will see tir*t thcre are 

'o sigrs o{ fire ri,t the tinr.e wherr he rea'es an,ithe section rocr:t is clqsecl.

e??, lYith il view, to preventiig as f;lr as po,_*silile ,thrl ocr-rurrenr;c r:fa ii'e' tro s'rol.-i*f rvrr:lLe-v.r,,"i[ L,* *uorr"rl ir,,rrry *f trrc oJIicc roorr,satbcr'[-.u L'.'. Trris wi[[ {}r;i})r0 hrr";;;;;; r.rnr.Ji on ri.u crrrt.r rn J<nor.rrbhat' by the ti're he rea,,'cs 
"m*"tLr ir""ger of any fire larisccl i.ry

:*t

!'



i*
srnoliing is unlikel.v-. IIe n'ill {,a, rr-'sponsihle [,rr:;eeius, r,vhen he goes
rorrtrrl the roonr heforl closirig, tirat a,ii th*: srictioir lighrs and {ires are
extinguishecl ancl electric fau; switchcrl o1I.

(iii) L'irx s unv.\)I(-'\-.

2?8. The latrine:s *nt1 uriu:lrics rnust be kr:pt absohrtely clean by
the sweepus ahd rvil1 be disinfecteri tl:r,ily, phen/1g or other Jisinfect*nt
heing purchascrl frcim the ofiice contingctt gr*nt lor this purpose. Tar
rvili be purcha,sr:cl when rtrqnii:er1 arli suirplicd bo the srveepers for coat-
ing the irou utclsils itr use iriternally l,ncl e-rtern:r1iy. The officer or
ilccountaut on weckly inepection cluty u"ill inrnediately report any
:nsariiiary couclition of the labrines or urilaricrs,

(iv) Gn,run'rl.

2?9. Lb is an inrportall cluty of Ctintrollerr:s to p;l,y particu.iar atten-
biorr to the cir,rrr and upkeep of the olfice bui|-[irgs, conrpounrls, out-
horiscs, etc., of rvhich they are in chargc. It should be borne irr milrd
tl:at the ellicicut lvorkirig ol :in o{fi"ce clcptrncls. to a very }arge extent,
on tho atloqtacy of the lighting trrrang{jrlrliits antl r,n lhe dcgree of
orclcr, cleaulincss, and tirliness rvhich prr:r'liils in the oftice and in its
immer.lirite $1rrr'ou.ncli]]gs. Special abtcrrbion should be paid to the
foLluri irrg poirrts :- -

(l) That aii rel,airs arld rctrc$'il,ls ilre executcd immediately they
itecr-,rrto no c{,}ssaly.

(3) Thab thc liaint rvork and r'hiLc-r,vl,shiug are tnaintained in good
con,iitiori *lr,l licpI clcau.

(:j) Th:ii thc l.,rovisiou of lights a.nil fanrr or punlihau is adequate
to mcet clcrirauds ; thal, sriihlbl{r arr;iugcnrcnts are nacle for
heLr,tiug the offibe, iI ntr'e"*sl,rv, in tlr.e coid rvcather, and for
thc ltrovisiuu clf hot wral,lrcl apitliiul(:0ir) c.y., ta,tiies, in ths
Itut rr','ir tltef .

(.1) That thc olfice roorl lrt rvell tightett rurtl airv. frequently
r,lerined anci clisinfectcd, and unerrcumbered rvith unrlecos-
r:rly;rltrtir:rlLs. rat'ks,.,lc. lrr this r.onnr.r'Iiun it js recom-
urcnrlcci thiit rvhere necessirr)' ancl pos-rible :rrrangenents for
or-crheir,cl lighting shor,LlrL be uradc. This can often be d.one
by tirc insertiorr of a {erv giass t.iles in the roof an,l, l-l.y suitable
scrcerriug, a diflusecl ovcrlhearl light cau be obtailed thereby.

t.i) Tlat I'ro\ isioir js nt:t,[,, ft-rr th,' srrpl,l,v tif tIuur nrats, hab and
t oirl rir, ks, \\'irste-l)irIr)r lrlsktt.. or othrrr irrt irles eotLducive
to ti,liu,'ss ntr,I or,[,'r.

(ii) Thrrt the oilice t*bles lur, an:augeiL so its h) obtain the best
;lrl\ ii tiliisr.' Jrtlltt lh,' csisr irrg liglrtirrg iurarrgnrroriis, and. to
l[.iou' iLtlcrl'tltc $pircc lul tltolouierrt.

(?) That th* o{lice furriit*re is stancLirrdi?cd as far as possible.

']'

i*
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fiurniture.

280. -\ rn-lisii,r. in {1. 1i. [{ilj s]rorr.irrg rr,ll .irLir les oI stoclr (iuchL,Iingfrrrnifrr.r, l,rrr' c.xclrrtriirg ir,.,iru''t*.'i,i;i..'h""r" i,, rn" ,h,rrg"'.i.i,i," rr. u.s.) i* use in bhe officc'wilr rrr iroi"C.ir,*,i L,y tr.,, c*ir*rli s""iio,r. A[reccipfs and issries shoriict be ,e"or.reJ ,.r ti,*;. o";r.--th; [rd.t*o inthis regi':tcr rvill he vcrifierr o,,iu,,, ttf i" in. tirsr w.cl< of Janrgary lry.ag,rzetted officcr. irssistet.l h).rn *c,,,rurrr,rrLt,,rr,l ,r,.f"rfi'_,rri'Tlr.*.uI,
w1]!be rccorclcci in the register. T].r-;i; str,rck orvnerl Jry (-lovernrnentwill be valued bv o,* exp"grt from the locril tI."E.'d.';;i;1 fi. b., ,fri_valuation will be" re vis;J';{t"; -;;;; ;r;;".

s81. A list of articles suppricrr to each scctio' ir-ilr he furnished, tothe .superinte'clent of trre *iilion, r"rro ,uilr check the articles i* his
::::i:1, ,oul" *, qrr:trrr.r rriLh re l,,rcn..,l i,r tlri, l;rt l,u,i ..p"ri """ air-t'rflP;rrl''lPJ lo thc ofiicnr irr clr,rrgn of rJrc ( irrlt:ral Sr,r.1,;r,r. i.n iriventoryof tr,rticles in offir,ers, roorns wilibe hurrg r,p in earh room.

282. L. --\. { }s., Au,lit Uftir:r,r"s (ll. li. ir.) rrrL,l tlepi,1, 4p1}. ulit ae_cttttttants (irrclrr, utr- rnit a.r'ounLu nb.s ,,i 1r. it. $. L,,.,ririin,,Jir.iri submitto lirtr Corrtroll,:i:. orr rlrn li1 l),,r,cnrirrrr ,,t .r,jt, i,,,,;;;ii";i jilrO rrr.t,;ll::]:,: 
',l,tll,',-t:.,,,,-st'ssiou. 

*t i, h-h,,,,, rrur, L,.orL srr1,1rii,r,t ire. b), thexarra,'I\ .t-lcpartnr','t, a,*d thrrse lisLs rrill l,c chec,keil with the deaclstoci< rogister nra,ititiliu.i.,r,l by thr: trlcrir.lra,l [iectiou.
'Ilhe L. A. t-is. u'd AiLerit ofriccrs (ri. E. s.) *,iil orr" ,,hu.r, poriocri-c'rll.y' the lrt,jclcs iiL tLo possession .rt',urii ,".,;,,,rt;;;;',,rit 'il* ,mr,.lists.

, 2S. .llrrulgcnt,,lits slLorrlrl frn y1y;q,i,, t,) f llrr,irirt c a.1v articlps rrfIttrttttttrtr npr'cssirr.\' |',,r. 1,. .\. us.. .\ri,ii*, l r1ti,i,,r. f\i. i:. i f lrr,l .'l.prtan''l r'Lit ar:co11x.1i,,,t, (i'c-rrrrli^g unit ;r,c.tiu*rir,rL[s oI i{. tt. s. iorina"tions) rrhieh rire not supplieLl fric b_v- tt,o g,r,rr,.t mi_rt"_,"i. Sur:hartir:les shorild nol lre hii,,,,l.

Field Eqnipment.

284' -'1 t'onrrrli'tn ri'sr of rrri ar:t,ir:reg of iillr[ eilriipr:xrnt on r:hr,rge willlrir.trr'rirrl'riir"'l lr.\- llr. rlr'lr.r'ril s',, ti,,r, i',rrti, rrr,r.r rlIt,rrriiorr srroitrrI bc
1lanl 

try,th,r st,,r'ri,gr' il.l',arrsernfilfs fcl sir.h ;ir.tiukrs [u rjlsrrrr] ririlt therels t11 1i.;li 'rf tlt,t,.:iiorutiul.

285. iti or,.t,'r to:rvo,irl rl,,tpr.ioi.ir,tirrn ,f lhrr ros,,i,..c st.t,i,s oI stl.ti,rrrery(scc 'lcco.'ts llr.nual \v:lr), s*ch rlo"L" *iru,ot lr* kr:pt to,rr,,,-L'i,'itlireptl,rate:r,lmirahs or borcs. Liut shoLrld lre kep1, iu -,,,i,,,,,,iN. frr*rnn l,ot.,ruitt'lictl '' Rt,serr e St,rtiorrnr_i- ,, r, iih 
'r 

lro nriliir,,r:: *rr,.t ;i,r?,,,i,,,i fo,
:,ll::t]t cousur'ption, ifJre .*ticies i-rf rescrr.* stocri riable to tleterior*,te)ll1)ttl{l l}r' ro},litr'0tt ir.j suOIt us fjlt 11nrr 1,,rrt;igtrnIotrl.{)[ st;rli0iir,r).isruccivcrl fioni Lhe St,rrioaer-v t;;;r;;r,;;,; arr,l rhr ulticlcs su re!lacedshoultl be issLrtd for orcrrttu,rt- itsc. 'rr(r' Lsr' 

'tr 
Lr( it's :tu tP

qr4:-*j z'

'.:igl:lrtri

#iii, .,l

Fri:,,,..
fa*:r::i:::,:r;
,.1:,.1i:.' ::
l4: i..



CITAPTER, VIfi...

.COII,R,ESFOI{DENCE 
AND TELEU&AMS.

I corresBondence. ,' .:,',

(i) t-*r,:rvnnar,

286. tinless pe'rmission t0 the contrary has bccn oi,rl;airrecl flom the
1\1, A. tl. all c6rrospontlcncc, inward ancl o,-rtwartl, rvill be receivecl,

rcgisterccl, issuccl rurd ,ecorrled in accordance with tlie systcn of Central
Bdgistry laicl ilown in Chapter I of Part II o{ this llLinual.

2B?, Queries n acle by the Coutroller or other ofiicer on inward
correspond.ence shouid invariably be repliecl to by the ofiice-r ir]chargq
of the- scction, or superintenclent concernetl, ott the same elay-, or.trhe
first thirtg the foll,-'wing morring. If a, complete reply cannot,be giyel
rvithin t].Irt tint., t']ic iiicumeritJmnst be taken to thc olhccr who askctl
thc tluesl,ion ancl tiie cause of delay explained.

2SS'It is oi thc utmost impcrrNilnce thill all correisponclence, billri,
ctc., rJccivccl i* a Llc'ltrollcr's ohite shoul,-l i-,e ciea,lt with promptly atd
rystenuttieally. Ib shoulcl be the aim ol each tni lrbcr of thc est:ublish-

iictri, lo clisliose oI all lctters, irilis, xfg., prt thc lstrin} rlatc of receipt, or
ou tho'foliot'ing ciay at thc latcst. iI arry spcr:iti1 difiiculty is ctr-

countercd, or ilei*ay is aniiciprr,terl i1 cleralilg witli a lrarticula'r case, thc
ura,tter shouicl bc promptly frought to the noticc oI thc supcrintenilent,
ryiro xill irlorur tlie offi?crl in cliJrge oI thc section, if ncc,essilr:1r. LTncler

no cjrcrLrustalrccs slir-rrLlel such casis be negleetc';1 {c,r' lrolonged pcriods

iu orrbr th*t attention m:Iy l:c given tti othcr work.

'1..€
:',ii

t';

I

1

(ii) Ourrv'r,iir C,:tillnstuNl: nr\NU.

289. Th,; {ollulvirig arr; the gcn,i:rill rLrlcs to Lrc oit,scrv'.-lcl for ouhvard
ct.l l'ruijllulr(lLrII('c :-_

(t) {i) lYiiir bhc cxcept,ions uictiliotrctl. io Notcs I antl 2 bclurv no

conuuruttcabiod iurplr.iuu :ruy tliss:rtislreljorL or censure and
no letter to a Si'i-'ri'tuiy ti tlovernment', to bhe Auclitor
CieneraL or to Cleneral Osiccrs l-'omnratrding or i,o any Army
auiirority srtperior to_ then (br,rt nrit, their,stafi ofiicers) shoulcl

issrLe except unrier the siguatuc of the Coritroller, 
,

Nrrra l.-.In ihc l,bssnce of iirr: loni,rolier frou heittlqurlrters,,such lobters may'"be
aigrrccl by tirc,nr.x[ senior olfictr " for Coritrolicr ". , :i,

litru 2,*I'ulr:ly' rrrulinc coirririr:rlriencc, addlrsscrl bri iurl' t'f lho officurs mgntignod
ell:ore, lrag be siguo<l " 1or Con$rolie1 " by o.fticcrs iu chargc of soct,ion*o.

(?6) ',.,:
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Eenolmbqt the existing lrnlaglagh as g8g (a) anc?
inw,rt:bb,elal\glTlSrtsubr;arlgrag-L!6).:-

(d; Reminders for: outstanding. ,epiies to au,lit't 
objectious, eorrespondJtieer' etc., will ba
issued orr dqe date;,:

(tt) If, after the issue of trvo reminders, r'elliei
from ulits and formations are still orii.

Headquarters,-of tlre eom,mand, District or
Briqade under which thel unit sr formation

, r r, , portdnee) is persoaally.lsatisfied that clear: incl acceptable reasous {or. , the ,ldelay have ,

heen addueed by the paities coneernid. i

faoal TVhen the corresponclence eonceurs wanting'
, - youchers or an]'question of bringlng cash

! or stbres to accouut or other "imiortant

' . '' ,..,-, a,udit, points of a similai serious naiure, tlg
-..,.=--.,_highgr fbrmatiod,,:wi$,..-... ; qpecifical$
..- ']i;..drned. of the:factjiitiiii"'iep*'' ::ir, ' : ''

: .:
.''j*8.

-i

(ir,) In:'mcdificatiiin '" of the tbove, Local 'A'udit
0ffcers -u'y *"[*1t the reports T*f"Ytd !u'
in clause " (fa) above {irect -to. Brigatitr'
I{eadquarters. 

'If, after tbe submission of
;hit;i;J "o 

*tio" is fortb:oming, 
^theY'=ihould"then' sutrmit a full report of the ':

t ."t" to their Group Office:s'- ?. articular

care sboultlbe talien by LocalAudit Oflce-rs 
:

' ;h;; the rleJav relateJ to subjects of the l

nature mentioned in clause (iia) abcve'

No' 27 ot 1931'
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{rr) Ll,t.nrulLnicatiotrs adctrcsscrl to thc l,[. ,\. G. or i,r r]r,rrrrlt;r,rr{f

Controllers, or io Army or Oornrnand Headcluarter$! on ilues-
tions involving audit decisions and interpretations of Govcur-
ment orders, or on. important matters on which th,l Corr-
troller's opinion is 

, 
required, shoulcl be signecl by the Con-

troller himself or, i[ his.absence, by ihe next senior oIfi-ccr,

" for Controller ". 
I

(iii) Letters addressed to the $L A. G., Arriy, Cornruanil, Districb
and Briger,de Headquarters on orclinary matters relating to
the sections under ihe control of superior service officers
may be signed by those officers ancl issued uncler thcir officia,l
closignations. Sindlarly, stereotyped statistical leturns anrl
statements intencled for the authorities mentioned in this
clanse, as well as ali letters to the Pay Section of the M. A.
G.'s office, may be signed uncler theil ofiioial designations by
the Superior Serl'ice officer or D. A. C. I,L A. in chargr: ot
the scction from which such retulns or letters emanate.

(0) Junior Cs. M. A., D.Os.lL A., A. Cs. M. A. and D. A. Cs.lVL A.
will sign letters, etc., issuerl under their olvn autliority a,s

' such, arrd not " for Controllar ". Signatui:es " for Controlltrt "
will only be usecl when anobher offrcer is actirrg rur.

l-rt'haif of the Coiitroller or in fhe cireumstanecs rttcntitittctl
in (o) abovc. In. cases rthcrt the Controlir.r hlrs ltctn cott-
srLlNotl, tho iunior crffi.ccr lr.'ho h:r,s consuh,t'rtl hiur shott{rl
(r{iilrilleucc his eorurnunicl,t,ion tvit}r t}rc u.ords " I aur dirrr,lr.ltl,
e tc.".

(,') TLo su hje cb mattcr of corrcsportd.c'ttcc shoir[,.1 irrvariirbl;' l.rc

eutererl nt the heacl of each lettcr.
(r/) r! rlrrfnrler shoulcl statc the subjcct *nrl rrot' ntcrcly-uhc nturii.rcr

iuil clrr,te of the ietter, to rvhich attention is clrarvn.

{c) Initials and. names in all manuscript clocuurents shoulcl Lc Ll,n,l-
printed in Biock Capitals"

ff') Lctters should bear the clate of despatch r',nil rLol; that ol thc
rlriift, or the der,te when eopiecl. Whcn :r repl,v tn a, lclkrr'
receivod is likely to be clelayccl for warit' of ansr.ucrs tr; sirlo
refcrences, or for any othcr re&sorls, an ud interint rt yily
shc.r.rl'.l. alrva,ys l-rg scnt.

(g) Ilforrnati*n required by {Jontrollers {rorn Anny }featlitartcr:s
for purposes of higher audit should be o'tjtaincd through tho
It. A. G,

(la) Olhcial letters shoukl be adrlresse<l to o{ficers by their oJlici:ri
designation, ancl shoulcl not bear arly name ol the coyol,
uniess intended for an ollicer personally.

(r.) When arr officer is to be arldressed by narnc, or when the uarnc
of an ofticer is given in official corrfispondonce, p:lrt'iculilr
care should be taken to spell the name correctly, to use the



7E

(iorrcct Ci'rcmonjotts rrtorirr of ri.rldirr*, ltrd f{} arirl lrrbtefS
iurlic;r,tr'ng rliutilcbiotr+, houorrrs at.ri iitlos,,r.,i.n,1*ffi
of particu.lar orrlcrs to u.]rirJr. lhc olficcr rs rrii,ilicd.

(7) ?he nu.mbe.rs ancl cl:ltcs of letters, or resohitio.s of thc Goyeru-'ment of lidia. which.havc nui t **r. p,o*inieul;.fi_ A;;;;;i
o{ficers comrnantling pnri Ht':r,rs of Drpa,ifnii,i,to, Jout* not
be qrrote,l irr oftiriu[-t.orrnspnn,llirt.,, u rth o{iir,rn o,,tri.l. thel)cp;r,rtru'rt. \\'hen, 

.{rorrevt,r. ir, is alrsolrr rrlj: ,,"...rr*.y toloft,r to su,.h or,lers, t[,Lr,ir. srr jrstirl6.u, ur .lrL N..rbrilu! ,lr";;fr";
may, if requirecl, be furnisherl

(iii) SrcnrNc o-r IloutrN.u Coari,llspoNr),ENLrs"

290. Ihc l\{. ^{. G., ;r,1, his tliscrcLiori. iirrrh,,rizcr s,,l,,,.rer,L ;uperirrteu_derrts oI lLis :rr,d ftoritrol[crs' ofriecs to -ig,r .oL,ti'e t.urrt,srrorrtre'ce ofthe naturc specifierl Lclon-:- a

(1) ,AcLn,twlerlgments of letters, exr:.pti.g tircse reecived. fromHtltldllcllDcpilrtnrentsandothcrh;gioi1icials.
('JJ I'ir"t rr:'rirrr lers. excer)t, oo Lr';rr,ls of lJc,rrartrrre nts arrti iiigir

oflicials. antl replies-to remi'dc's,otr.r, iq,i"i*r-io tr*' origi"*t,
lolters hnve alreaciy l_,ocn sr:nl.

(3 ) Tru rrsnr itt iit g t.olrcsporlr I r., i ICB r+. ro r r5 [,i.. sr:t st,
({) I.r:ftr:r,r ur IriunrulJrr.lrr ti,rllirrg fur.,rr.[ur.rr.rrrlirLg r:r,i,ies of .lo,J11-

ments,

0orrr:sptrrrlcnt:r: of i:1, llilr{)i\r. i:r.rgi,irtri laturr rrith i,. A. {Js, an4',rith rrrrir 111 llap,rl a(eo{ri)tiurts
Oflicc rr,.ltes of a rotitile'n:iture |assiug i,retwnt;rr rliJtcreut sec-

tions of thc oftir,':.

'Signing of fair or post copics of tei,:gram,s.
Inter-clepa,rtmentir,l iucl Loirclcu .\r:t,.tult CulruL{, ,Selr:ciriles sent

bti auclit sect,ir:ns.

(!i1 Uxtrrx.,ts frorrr object,iri* slir,tr:urcuts receiv*rl oii t.rirl*i*rl Lix-
rhir,ngo accoilntiJ sent {;r: ;r,utlit sections.

(5)

( rj)

Ui
{5)

i10) P'eplics to refcrenr:es r_rf il rr:rrtirrir
bankers in connecrtion rvith t he
;,urtl aliorl'alccs of ofEcers.

rr:,rturc rtrnll,,r i-ry agr:nfs or
l)iryurulrL of iutrrllhly p1y

(11) Lcttrrs to a,i:couritilnt,s ii,rril i-'iollis ai rheir r..spcriive itriiiiary
A.c,ouuts ofiicel r-lirccring 1,hrrr' to app*inr irefrir.c the ,stafi
or {livil s*rgeo' for 

'rqdic*l *,"ntri*itiorr, rin,.i ,,o*inru*i-
ciltio's rcgar:tli*g th' granl o.f k:a'e to thr:irt, *ftu, orJ*rs
'riave. bee. passecr o' e*cir c*se" (Irr sueh ,r,,*.* il, l*it",
shorrlil cour']iirrce r,viih thc **or.is 'l I arn clirecte.i ,' ) 

--

(12) Letters or rlemorilndrr, c:lililg for tire coilcr.rr.,rlcc of con-
irollers, r:tc., tr.i raisi*g origiu*l cleJ-ribs *nd creLlil* in lrarch
I'in:l,I and Suppleurentary,'r,ictiunbs.

7
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Renumber the existing ibem (17) as ite-m PS) *{/i1'i,1i'.insert rhe lbllowing as itotns (17), (18), ir9), (20], (21)

'-, r"i aad (2?) :.*
\

,,;' .1$ (I7) Replies to enquiries frosr Pension Disbursing

_-_.*g*Fcers relating to :*
:"'TTs\ (o) Corrcct classification of pensions.

;*"o ' (b) Oorrect c assifit'ation of payment schedules.

't (c) Correct form on wbich payment schedules
.,""),.

{18) Correspondence with the Peneion l)isbursing
Officers in ccnnection with their anaual indents of Intlia,
Army For;:rs, etc.

(l9i Correspondence with Pension- Payilg Ofrcers
relating to aliotorent of Treasury or llead O$ice serial
nur1}br'r-!.

(20) Signing of 2ncl rsminclers to Pension Disburs-
inp; Officers.

(2i) Memo. forwarcling iist of pensioners who
failed to drarv pensions within one year.

(22) Le|ters ol ulemoranda calling for :-

.,3 i:. t

:i;i:: r-

{a) Seiling rates of rice prevaleut in di$erent
: civil distriets.

(b; fnu-autee on which the ffrst payment of: pension at the original or revised rate
hae been made,

(c) The dates and mtruth's accbunts in rvhieh
recovcries cffected ilom the pcnsionets

"i ' : ,, 'ivill be foilnd. crcdited to Govdnmeni.
(d) Particulars of tho peneioners in

. , .. whom debits for t'he csst
: I .. .Iv'arrante have boen received.

-i.utltorit-q--.M. ,\. G.'c memo. No.
dated the 4tir Dccembcr l9iJi.

respect of
of ratlwoy

926.1lAnlE.,

rnents to Offico Menual, Part I.)
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ig'
, (13) Letters or nlolnord,u,ln furnishirr{ or clllitrr Ior iniormation

p€rtaining to excharige :,ccourLts. lrrir;e,l i,t-coirrris, cr.rlrpila-
tions, etc.

(14) Letters or mernoranda calling for ack'owreclgments of amounts
outstanding uncler Debt Heacls, ,.g., moto, car aclvances,

. etc.

(15) ilemorantla forwardiug liot o.[ ehe,lues tu L. A. os. ancl to other
Controllers.

."-"",-(L6) lfemoranda to Railrvay ar-Lthorities calling {or rail fares in cases
where they a,re dispr.rtecl by offi.cers.

,gfi ($'A'y o-ther 
"lurs 

oI routirie 
"o.r.Spuo*.nce 

it$ may be decided\ - nn<ler orclers of the Militnry Acco*'ta't Ge'eial from time
. to time.

Norn l'-hr ortler to avoitl wrnecessary clelay irr. tlo retllernonl uf ob1ectiorls which
lomain outstantling.f,rr l'arrt of intormation froni or' t"riLi"niio^ by .i. A:'-b.: 

"r "un"iLommands or l)istricts, L. A" os. aro a,utho'isod to conespontl cl.iroct rvith L, A. oa, ofothor commands or Dist'icts on routine matters o"ty.' au i-p;;; irattors willbe addressed through their reepoctivo Controllors.
Noru 2.*Senior nccountants in t'hargo of cost ar.couniinc scctions of Areenals orD_ep6ts ,rar sigr "for Controlltr of ,\lifitar"v a,:."unir;-"fi"r;;ti;;t";;#;;;il;;

afiocting cost accounts,

(iv) SunurssroN 0F Dnarrs.

. 
291. In_ drafting replies to anrl dcaling with iettors the following

ruies should be observecl :-
(1) Draits sho*kl be worded as clearly and as conciseiy as possible.
(2) wherever a simple enclorsement will s*fiice, a separate for-

warding L;tter or rnemoranclrini shoulil nob i_re nrif,ten.
(3) Ali instructions shoulti be conveyed i' a i-,ecoming a'cl courte-

o*s style, ancl_the lang*age used shoulci clear{,- c{rn'ey the
nieaning intendecl.

('1) \Yhen enclosures are forwardecl, thev .qhourd be, riescribecl in the
ma,rgin, or, if they are numerous, in a separate scheciule.

(5) Paragraphs sh-o.lcl be numbered a'el alr dr:rfts sho'ld be initial-
lecl ancl dateci by the clerk ald tbe srrperintendent.

(6) Before a clecision or ruling is.aslied for, it shoulcl be iie{initely
ascertained that the question at issue has not bcen cleciciecl, 0r referred to previously.

(7) In cases where rulings or decisi.oirs ar' given, anrl the authoritv
o1 ground of such ruling is.not_ given in the bocly of the reptn
the latter should be 

'oted 
iu the mrr,rgi' o{ t}ro drafr for ohle

guidance onll'.
(8) No additions or alterations shoulcl be macle by a subordinate

to a draft passe.cl lry a gr.r,zet.tcrl ofEcer rvithoul tt . prruio"*
consent and under the iniiials of that officer.
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it) ilerni-olEcil,l corrcsporulcnr;c shoLrld not htl ryrrr,rtccl in otEcial
corresponder:ce.

(lil) Scparato lcbters shouiil be w-riilen oc d.isiinci *rrbjccts.

(11) Replies and acknowledgments to l,ll confirlcni:ia,l anrl secret'communicaiions should be trcateel il,s ,,Confir_Lcntiai,, or
it Secr,et ", as the case rnay be,

292. A quperintendent should nob sut,mit a clra{t to an ofiicer for
l,pproval without seeing that, apart frarn the correcNness of the clraft,
thc following requiremenls are frilfilleci:-

(1) that_ the inwarcl number of the ieticr, or lctters, ilisp,osecl of in
the clraft is notecl in the sp*ce proviried orr thJ left hancl
sicle of the draft foru or, in th.: cLse of r:ilrl.,on rnemoranda,
etc., prominentiy in rer,l ink on tlie oflir:e r-,apy of the memo-
ulnrlum, etc.;

wir,:ther a rerninder is recluirecl or not, and i{ so, that the clate
on which th,r rerninrler is to issue is nctetl in Lhe spa,ce provided
on the leit hancl ma,rgin" of thc clraf.t fr:rnr, oi, i,,ihe case
oI carboti nrenrora,lila, ctc., pr.orni'ently irL rtlrl i'[i o' t]rc
.Ihcro copl oI th,: mcnror*irrii*ii, etc., lirus o, Jicmi^rler chre
?i)t'h ScpienrJ,rcr 1928 ", abl-,reviatcci to ,, Ii,. D, 20-t-.,rsr,.

lhut firt: s*ctir n lr:tial and filo Nc. rrc iroth t:rrtt.r.rl rr,l Lhc [,ol,r
ttf thc drrr,f1, or oilir:l co1iv. lllhlsl ,shorrlrl l,r, i,rri,cr.rtl in srr,lh
ir, lvay ils t,o ieiil'e sufllcicnl s1tii,t,c lor Lhc cl,:spal,r-,hcr to entcl
thc oult-r'ilrcl clespatuh rirrrnbtr 9f thc lelter: ;

:'::-.:r'j', l.:ii!!r":
!ii.in:rt;.ii, ,.

'::i!:ll:;!r:i:::l:

i: .':r:,;.:.::':'r;

: : ilr:rr::liai:

{r)

(.j )

(1) that 
',11 

tlrafbs a,re rniulie{l " }linrl " (Ir) if tirqr.: iLr.c final tlis-
posals, or o' Not Fiu;il " (l{. 1t.; ii thoy are tcruporary clis-
l,osals ;

{ii) thLr,b *1[ r,onncclorl rll',rrlirlct li.a\o lr{]trr Liul;, Ilaggr.,il or pilgr:
. nuurl:erccl in lhc i,L:a{i.

( vJ Is'r. ans ncl,J(.)N;\ L Con n E.q tr.; N rr !l\ r jl.
293. -tir'r{rtr:,ltrr-rs hctwctrl rliSereni; ser,filrr$ of 1n pfiirrl, rvficre rncgs-

sur,t', shouk-l L.'c nta,dc l-,y o{lir:er lto[es, qrler,]r Iorlrs (i. A. ]-" Z-2U2(l) or
r:a,rbcrrr memoralrclunr fornr (I. A" n'. z:2grL) anrl not in offi.oi::,l letters.
Thesc r:,;mmunications shoulcl be sent tiircrugb transit books antl shoulcl
in 

^o 
case be registercii in the inwilrii or oifrvr.rrl r*gisters r-rf retters.

iJu,'h corrrrurr.rri.irliorrs sho111, 1 b(' 1i:,)ii1.i,'t..,r1 {,r irirl,or*tir,l,i; ruatters i
in ma,tters of n rr:rutiue naturc l,r:ry infrirmati*.ir ncr:r,lssa,ry from other
sections slioult'l bc obtained on rltrpril,ttion ;i1i|s ((J. F. ltjl t), ar vortrally
ryilh the peuriission ol the Superinter,idcnt,



No' 28 of 1931'

Pqe 80 , ParagtaPh 29i!, alause (71-
' ., a-4,- '--: ^. 

:

, ,*tilot,*r"t * wora i i;a;[ ,ry*** tooo**, '._

,,'ptgeg0,parrgr*fiwt- No,29of 1931. 1 :

Clause (Llis reconsnu,cteil tsfollows :_ , ,

. " Whether a reminder is required or not ; Eee paragraph g rAppondix to Cftapter IX,,. -- -e:q'!v* vr

. , : f*, : .. : No..B0 of IgSl.Pqe'fl parygraph,'eg5:, '". : ::: :1*t"*

The second ssntence of clauss (gI N detetnd.

(Amondmeut to OffceManual, pa*t )

(Amendmont to Offiee Manuel, par6 L)

(Amendment to Office Manual, Part I')

No. 49 of 1931.
PoCt^B!, para. pgl,a,s 

arnenile.d ,; ;;;;";,
r, -Delete- the wo*ds on Slip h'o. 3l of IgBl._.
cne eecond rineof tn" -.1'^tluery 

forms fr. A, F.;:r;;;t",,'""-t-111;
rmeairrne'te to ..ofrco 

""n:;-r r,;*t- 

ir' A' l'' z-2020) " appearing in

No. 3l of 1931.

Page 80, pa,ragraph 293_

Caneel the second sontenco arrd, suttstitule the followittg :*
" ltoso communications shonld be sent in aocordance with the

insbructionr laid down io paragraphs 9 and 10 of the Appenilix to
Chapter IX."
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(vi) Ors,rcn No:rus.

- 
294. rn sLri;mitting office notes for the ortlers of the controller or

other ofiicer, tlr.e followirrg pointB shoulei be observetl:..-
(ar) The office note should contain :.-

(i) the facbs of the case;

(ii) the orders bearing on the subject;
' (iii) the specifrc point or points on which the orclors of the

Controller, or offcer in charge of the seetion or group
ale lequirecl;

(iv) prececlents in cases where there are na authoritative rulings ;
(v) an opinion and bhe grounds on which the opinion is based;

(r)

{e)

or

{vi) the course of action recofrmended aud the reason whv it is

ice note, the autho-trVhen a defiuite statement is made in an ofl
rity for it, should invariably be quoted. lVhen there is a
doubt on-any point it must be so stated. in the note, the
reaso_ns why a_definite concltsion cannot be arrived at 6eing
clearly set forih.

The pr6cis or note put up by an assistant should not be correctecl
b-y the- superintendont to the extent of altering the meaning
thereof. Il tire Superintendent does not agree with thi
assistant he shoulcl discuss the case with him.- If the Assis-
t.r,nt the* agrees with the s*pcri'tc'clent he shoulcl s*bmit
a fresh 

'ote ; if not, the Superintencleut sho.lcl record his
views irelory those of the assistant. Similar action should
be tnken by any off.cer who clisagrees wiih a note written
l.'v one of his Buperintendents ancl which has to be sub_
mittecl to a superior officer. Offi.ce notes will not be pasteel
over,ol eraserl. Arry correction founcl nesessary will bi rnrrtle
trr rrrk.

(vii) Itrrin Coprns aNl Tylrxc.
895" rt is a matie,r of greai-importance that all flir: coliitrs issuirrg

.fi:onr a Crintrollt,r's o[i'Li,e shoriLl rlii so irr l cltrarr rt*te, arr,] flee fi.on,
pirr-luilc,s, rnallts or othtrr tlisfigurernen-is, As a gerer:ll rule a,.ll letl;cr.u,
r:tc., a,r1rl.r:csscil to tlru follo$'irrs shorrll be tylrerl :-

Government of fueiia.

;\rniy Hca,lqriartei's.
Tndi:r {JlTice and lVar O[iir.o.

-'\, rcli l,or (.ierrcrirl.

li'irru rcirrl'\ t I v istr r (1!t il i tary Tr irn, n cc),

lll" -{. fi"
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T-ocxl Q6yplnnrenrs.

I{eails of Departmenis.
(.'ornnr,t..n,l. llirtr,.,t irnrl Brir:irrl" Hea,lqrrariers.
I)irector of Army Auciit,
Other high Civil anci iVlilitary Officers.

296' Detailecl instructio.ns^regartling the preparatio' and disposal
oJ fair copies will be f*'nd in chaipter: t'-ot po.t ifof this ,&Ianual.

I

(viii) EuoonsEMENrs.

. 29?. The follorving .instructio's sho*lcl be obscrveci rvhen dealingrvith. letteru, etr-'', reJeivecl in a controirer's oitce {or onwarcr trans-
rnissiorr to higher authority o.r.to another.ofiice :*-

(1) The forrvarcii'g dra{t e'clorser'e',i srro*l<l coniain tr, note of the
'*mber arrd d;rte of the lette. to lle for.wrlr.erl , and a brief
summary of its contents.

Below this r.vill ]re entereil the rvor,l .. Forwardecl ,, crrcl anyother rernarlis .i,.irich are to be typetl o. ,opi..l-orr*th. for-
lvarcliug enclorsernen i.

(2) tr\'he' lt'tters to be forrvarcrcrl are receivecr i' clupricate the' ?rigi'al only wirl be fo^varcretr rrnrl the a*prir.*i".-,*tainocl
for future reference,

-.i\'.8.-llea.quartors o{ Coniua.'ds, Dietricts a'a Ari}aae*, should be asked to
il,1j"jlr'r'.:irdtrt'iitato, 

,uhui' it'uf"-i[ 
'".ii''",iti'"rr" tu..'!;;;;i b.r:''til" ii,r#o1". to

(li) llrherer,er it is,posrible fo rlo rjo, a copJ,r of the fornar6ing en_clorsement shourcl ire sent to ihe otirce.. rrr,or.-i*tt.i. iruiogforrr-arclecl, quoti'g the rr'mber, rlate,, _;ri";,;;j;;l'Jt rUu,lctter.
({) If Jetters to ir,, fonrar, le, i ar,r rer,eivr,rl only i^ originrul, a 0opyshoulcl lie retainecl {or reference if necessary.
(5) care slin*ld be talieri t,iiat retters to be fo^i:rr,ilec1 a,re not dis-fignred bv iriitials. r,err.rks, or instr*ctior,*. .t".;'-if lrrrtro._tions are r1e(je$siir_y, they shoukt be jio,_ -;t;i,; on therlupiicir.te copy.of the letter, or if thrrr.e ?;;;,i;;;;*;".";;;

on a scpa,late s1ip. Lr ,

16) [l slracr ],ernlils 
_rri 

it. ir, [urrvirr,iing errclt,rsenrprt ririLJ. 6e typedLri,Jon tLu letr,rr: lrt.ing furu.rrr, l*rl t,,t J,nlJ,j 
'"ri 

t,. ,yp.ac'' trre rev.r'se oI it as this ofterr resrLlts i'r ir-e trri*g iilegible..{s ir g,,111.1,;sl l.rrlc. t.Lr.s1111sr,.,,n,*,,i q,no,,f,i f,""'iu*l,a.-1 uo oseparirte sheet of pr.iper. -i r"*

{i_x) ConlurE}irral lloRsssroNwNcr.
998. All co.iidenii:ri iioc'me'ts rvilr be retai'ecr i' the c*stotry oftire oflicer in charge or snper.irrteurlrnt ol the sectiou coucerled, 0on-

::'::
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fiilential p.1,p{-}rs will on lo ar:couni p*ss in tjrr,. us*al {rourse through
1 lr,'.oflice.

999. A re.fisfer in {1. F. i{jj2 Ior rcr:ortliriq l,he recr:iirt of the:r,bove
cori'ersponctent:i, ivili be mrr,ilta,ined in the Lrc'rreu-r,l ,'-sccfioir. {_,ouficlerrtial
letters. alter being rliaded in the register. wiii be hanclecl orr". ,*.uorruttyto the o{ficer in charge o{ the sectiin concerned for clisposai. '-'

-, 
BCo; I'he tltslnlch 'ol ,"orrfic[enrial t.orresporrcle]1. r, 111.11- ]re nraile

through the 
'rrlinary offire dgspa;gh registe''-s. but ihe ,rntries thercon

snoulit atiorrl no clue as to the contents o{ the clocuments ancl should
refer only to the entries in ihe con dentia,l register.

'3G1. conflclential correspo'crence requiring c'pying sho*rd be copied
by a selectetl trustn-r:rthy clerk.

30P. c'oiriirleritial_papcrs rel;rting to a. orher.u-ise i,11[ip;11v cftse orc'orr'esl;oldence shorLld -not c,r.r{irra'ilv bu lLroirgbt oo - ln* file con-cerned ; a.sheet of too_lscapcontaining s skeletJn 
""t, ."fi:.f Jh. factthat s*cb anci s'ch a clocu'ment beariig ; iI; ;";;; ilri."'"a.a *itn

lil' coritT]eutial papers may be plaiecf ior r.l.t*.'it, in."pr"p.t p*i-trr'i, 611 the case. rf it is {o*ncf nece$sinr). or convel}rent to record theco'fidenbial cloc'melt on the case or {ile"co*cernecl. the whole case orfile rnust the' ip.*o lttcto he it*"t*J*in*nceforlvarcr as conficrential.\\'lien .onfirlentiai l-'tters. e-Lrcrrrars, nr,l., ur* pr;,,tr,.i,u q-, r"J*"oi.,r. .r..tbe :ninimurn possible **mber: of copies strouid r-re st*rck ofi : the clraftol tirc letter ci* circuiar: sho'lcr shor- ihe exact ,i,rnrt,"; ;i,;;i;- i;ri'ted,elc., arrrl their rl istrihulion.
303. confide:rtial pLrlers rlespa,tr:hed from the office sho*rd be pracedin Couble covers, the.inner orie (wiiich sherulcl bc serilcd) o;riu tr.;rrgnirrliecl " Conficientjal . anr.l superscribecl ,r;tl, iir" ',,r*. ,i a";fi._ri_"ol the arlrlres.see:lritl the numLer autl rlLrte oI tlre courlr.rurricaLi;;;;_

closecl therein on the-rop reft hand ro.ri*., rrncl the d--t;;l;;; of the
:i5-" :l o'igin i' the bottoni left hancl ;;;".; the o*ter 

'ne 
sho*rc1 beuq(rless{jfl tIr tite ordtnitr"r- ntnJlllct,,

:

(x) 
"(iicnr:r Ccnnnspoxlr,uucs_

304' All serreb docrLrnenl-s \,vilr be retainetl in the p_crsonal custoclyof. antl i'r,ir.ar.s rinrler lock a,rcl ke1. bi th. iu"trolier or: Nho senior oflicerin his ,rbserrc','. stcr.t fBIie's " 
itf on no ..r(.r,o.rrt. I,iir.s i^ tLe usualcour.se thtough lhe office.

305" Scparu.{e leEisrrls lor the recpirrt rrr{ ri{rgpxlp]r of s,rcret lorres_potclence sh.1il1{ be-r,r.ri*tainr,,i l,,y the ci,ritrollt,r, o. onr."-i' chargeof the Ge'eral section ; trrese .*glt.r" oi*,rr,: ;t;; r.,; il,rpt',,rr,_i", iortanel key wheri not in actuai use. -
306' s"trei' t'orrt'.rr'.ncloi]('i' trftnsl'ittetl fr.trr olre offi,,er to a*otherin the o{lit'e shoriLl po** ftou, h"r,l t;';;;;tl 1,1.ne1561;11 ,lciii.ei.r.ur beseut, in snale,-l .or'.rs.
80?' secret corresponclence reqriiring copf ing shoulcr be copied by

t tr,

".-#. .:.. ,::.-:.laiids*:=5
1,.#

,."',$ii$
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'1 s{-lclicci, trrLstrvortl-rv c]etJi irr i'hn room r'nri iil tbe prt's'ittcc of t}re

nlfi i,,'r cotici.rtterl.

308. Si:orr:t pirpcrs rlesp:r,tcheii iratn the oifiti+ shoqli he piaeecl in
lloubie covetii. tirelnncr: one irvhidr shollcl be sea,lerl) nni.r being markod
" Secrei t' ancl superscr:iberl only with bhe narne or designation of the
acl,lressee'and thc iumher and clate of the communication enclosecl thereil
on bhe top 1e{t ha,ncl comer, antl the designation oI bhe oflice of origin
in the boitom lef i, halcj colner ; the oLiter otle shoulci t'e addressed in
the orclinalr;r rllanner.

3C9. Detailerl instmctiolts rcgarding ihe recei|t., r-tstotly, ancl clis-

posal of secret doclntents are coitainecl in tlte llevised fnshuotions fol
i)istr:ibution. Cristoily', ritc., of Secrct, a,ncl Coniitlentifll Books'

Telegrarus. ' 
,.

310. General rules for senclirig sttr,te telegra,ms are la'icl down in the
Regflla,tions for the army in Lidia; in adrlitiorr, the loliowiug rules : :':
shorrl,l lre ohserved rvhen ilealirrg with or drafting i.eir-'gra,rns;- 't,

(1) Telegrams should noi be issueii urtiecessarily antl 19 telegram " ,'::

i sii.uill 6e sent rvhen a reference hy lelter wo'lil reach its
destirtttion tr,s clrLiclily rr,s a tclegrn'in or n'hen the,..c1e1ny, i{
*rry,wii1notc:lnseaT',pr,ecialileinconveltierrce.'Ie1egrarrr's

. ty post, i.e., r:ontttrLlnicati,rns ;1 t\o lorm of-telegrams but I

; lentbyp,ostantl express lr;tters shonlci issne uuless a telegrant --+{

. i,,,,*i1o rlsces"tar):. Iiecouse to.teiegr':r,rus shouldbq lr.ad i'"t
' only in cascs u'herc de1,:uy in get'ting iri{o-r:mai'ion. by leiter

is li-ll,rJ;. io ttttuso jtl.convcnitirrcc to thc pui'lic sclt'ictl'

{.J) l)rrr.tir,rrl,rr c:rrc shoultl be trr,kel to litrrit. the lumlrer oI rt'ords

in a telegram withont prejrLdice to,cleariress al:d to avoid the 
:

iricLrisiori of any unlleclrs$aly c1etails.

{:}) \VJ){rr) ir.lr,{t.irms rrc scnt in Co,le cvr.r,\- cllr'ri s-hoillcl he taken
trj lnsrlre tliat 1,lLe corleci Codo is rl:<ecl and tliat the t*lu- ' ' ,,.
gritltui itrtr) propelly cociificcl tlr-.cor,-1ing to t re^instructiotrs,ou
i]rc *ubjeci iri thi Gr;vernure't il,:legraph corle a*d otler

''tlers, 

--"--o -'r- 
', 

.i
(l) Tn rll cases il post copy of the rneijsilge. slioultl lre.clespa,tch*4 ' ,

.1 1r,.t sir,rrte elal'. T,r-,'nstrr*-t iliuilfil'ilil iri fit{urtls lhe totals of '

!igiires con,nirriri,,rtrrl siruul,l l,rr tiiilrrtssr:c1 in *'oriLs and , ',,
l,iicir lialr.r:s or r'lr.,uir]i,ri,gliorilri r.ls,i l,t r-trltioile(.l in tlitl .

Jllr.i,r;lillr\,

{4,) {)l1i{rct.iJ,x ofiic,ls orLt-*i,.le silouitl uot l-re rr'slicd i,tt fLritiis}r repiies

l;v trtlegrarrr unlcss iL is absoh.rtely ncces$i{ry th:r,t tlte in-
frrrrn,.lti,]n calle11 lior shoLriel btl flLrrlisht:tl ir"v a ilate whieh

ilrir:s rttit rclmit ol the repl,l' beirg serlb by post'

1r;1 
'l'lr,r irrrrrri,*r ls rvcll :t:; ilr,'ir:trgllt Ol tr:L'gr;rphir: r'oltl,lrlltllictlionS

i,ri iltin lrtili:r' {}ili(r,r jin'l \Yrr,r (}flirl* slr'rrrl'l l'e iirtrit;':'l ts fit'r r}ri

1,n1si{,i,:.

4;



CHAPTER IX.

GElt[EriAL RULES REGa-RDn{G ffiE col.{DU{:,T A$.D DrsposAr oF
WORK.

Attenilance at Ofrce.

(i) Houns or ArrpNpaucn.
$11' The aormar hours of attendancc at, 1frce are.frour 10-80 e.rvr.to 4-30*.u. dailn wibh an irterval frorn z to 2:-80 p.u. for timn or rulu"u-tion. on sat*rda1-s the .iffice wiil crose at 2 r.m., proviclcd th#;;;rs cur'ent. c'o,trollerr.r nray chaiige the ofiice no*r'"t ;ilir. ft;;r""

:1, *j,llTj: b^_":n:*y, rri- s u ir, rh e coilr.cnience of trr--lrr.i'tiiitaryirurfioi'ilrcs Lrr lrherc c.:.breri-Lu wea.f,htr r,onditious rerrcler such a cou.rssdesirable ; but in no case wiil the toi;ar hou.s of attendance be reducecrbelo,, tj buui.s ou run rr,orhir,g 1oy*. ,uJitlr;"^;##d;;J. SuL,ject' tu llie ir,Love i.r;n1li1isr]bh,i huuis ,.,t' ,rrt,,-*tui ;'";;;j;;d;;.
ancl cierlrs attached t,., u*its ancr iormatiols p!,r 

"1." 
ir" "itlr.iJljcontrollers, iI s*ch a corlr$r., i* specially tlesirecr ty bffi"*; doi*uoa-

ilg. 
-- -J v.*vaJr' vvu

31P. Tire hour of atteul4ilss, aiz., 10-80 s.ilr., is the tirne by whic'every member of the estabrishment is expecieci t" t;;r;"ririr.ty inr,irce lrut in his se:ri-a,ntl rit u,.rrr, unless-speciot i,,*,*irirr;*'nr* r**ugranted for laie a,tiendance. **" ---* 
,

(ii) -{,L,r,u,rr r).\}i( :F: Rn*rs.rl:Rs.

513. A,rr irbl,enJarrce .reslster (t). l,'. l6t)?) wiil be nraigt*,iuecl i1 asriianv vcirLurils as tnay be-r':ouverrit,lt arrcl. e-ye.rrv a{lcr}untant *ncl clerk,urher tl,,' s*1,*rir,i.riclerifs, u iil l,e .*lri,.r,t to ,,i5n ni.'u,r,,,..'il"rur',,,*rd errLcr thciir'r or'rLis rr.iv,i,t i,,- tt*tiil.t pro'icrcdJur triis p*rpose.
'\ flyed uuruber rvi[ be r,ib','tr tu e,ru''i.*orr,rtuul a,rid cterk f.ir sign,r,-ture agrrinst it.

Rccorcl clerks antl rucuials will also sign iiiiIilJ cnter i,hc tirne of their aruivol- c- the i;,tfeucitr;rcc register

Super:intr:ridents, Ii.;{.0s. lvl. A. snrl Superior Serr,,ir:e oriicers williuitial in the atte'i:r'rrcc-register .tu;tv*, rit"r *tri.,ti iri- ."g.;$;"*itt r"subniitiecl t. irie L',rntroilerl, r,r offi..r'i,i'*hurg*, or rh" {,ieierl-i s;;;;;;

(iii) L.u t;,\r'l.ErD.tfi-crd.

t114. Thc attentlarrce registers will be removetl pLrnciually at 10-85,a'u', with a, view to late atie'r,rarice, or.,.cr abscoce {roiri auy ca,se, being
( 85 ) 'o-'
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noted.on bhe liagc prnvitlecl for this rrr*pciic- An ahsrrrlct of all lateattenclance rvill be mnde out inorithli- 
"i, -O U. iuOt by"in" Generalsection and submiited for the conir:oil*.1* r"ior-uJl;;, ;i#;r acrionhe nay consirler necessilry in resperi of those ,rrr,., il.;;;;ily attendoffice lat€. ', *"---*,

3.!.5- Reguiarit,v and. IiiriirLrrftrir,y iri rr,btrrirr;r.irr.p jlrr,ri:enletr so im-portant that thev shoulJ be t.rkcri irrtc, consicler"ti",l ;. ?_""i*f . .fidential reports, ancr rreterrrir,i;!-;,,r;;;i r'c,r.e'ient* r.,r sarary; also iirgranting leave, etc. '"'*'J
.

{i.r) }Iouuvs. ,

i116. I'ro'riLle,l 1,he state_ cf work pcrurits of it.. thc oflice will b*,1eritirell' closeri orr grzei;teil hoiidays.'o"t.iir*rrj-Cu'.r;;;;;;;'ri';;j1;
' lUs*'l huii,lzi)'rJ, or' l,,cirl li,.,Jir["r.r"s 

',re,r iiierl iir tiie r.,rt,ar { r"r;;,,il;?(liz.i r,.;r.r lri,li,l,r-r,r rrrr,ler {lrr. \eguti.r.i,!,, 1i,\lj.r!rrr,.ri:; {;.rrr.1 _tt {/,

Local holid:ivs 
''ui, 

iiobiiitd i,' 'iLe r,i;c;r,l {-ir.rver:rri.riefit ,Llazotte, or
-h:,ll lolida.]'r', 

rtiur l;' gr'*rrfe.r ,,h ft,. ,Jis"r,rtiiiri or trtriitrolrers whent,t t:itsl1L),).'aq.

\.fli,- l.r.totrtrl.airis:r.rt,l,1,,,1,, rrit;ut.lrrrl i,, rrn:rs rrrr.i I',,t.rt:ilii,)t,.r lr,!.t., vrith tllOI-reriujsjjion ,f the oll'iter'(jorunanrjins, avrrir trrel:seir-* ,,i-ui.,, j;;;Lr;i,;;;r'l,ii*, t.v tt,u'rr,it ,'r'fn'r;rr1io1) ir, \lri,,lr i]r,,V ,.l.e,,.lii,,.iit,,l f,rr rlrl;-y. i
31?. Whenever the offile is closetl jor rnorc tiirlri tlyo successir,rrl;tls. olficrrrs irr. r.h,rrgrr of sr:r.tirrns s]r,rul,l rrr;rltc tlt,.j i., ;r,,.l lrrr;;;.;;;;;,;:

I,tr lllu tIi;;1,',sirl,rf;11-1.111. \,(,t'l( t.;rrl J,,r,lJr,:;rt[,:tr,]i!irtr! rL,,,,,rlfrrr-""]j
thc esta[i]isjrnrerrt, .w-]re' neressary, i' couiiection 

"-itj, 
-r*-r,*;T;:;;.

918. shoull ihe urgenr:y of rvork require attentl:rpce either befoier, :rr'

'rr ;rIl.r' tiro usrrnl borrr's, 
'r'un girzcbrc(l'o_r .t]i,rr r,"ri,r,ry, il ";;;;freely giver anil rvithoul; cl,iirn tir any irr.lclit;ioiral ,,,r,,,,r,J.otioo. S";h

estra:.i|tr.rtic-ii,nces1]oul{1}ie'arr.ariged'1irt.lrytirtl,,sctltion*'p".i,t'...n.1oi,q
sLrl-,jt,r,i {,u tlre rr,iiiii',or.rt,i r-il tlic ,rfli,:..,r iir ,,}i,r;,gr, rif i,l,u sei,i,ioir.

Offiee Orders. 
,

31,!i. il'lvii hriolis ltir tlie ri cor:rl oli .lrrr,ri 'I or ,, tr'nnanerit, ,' antllarb Ii_ur J'Terirpolill:1"' oliicc (Jr:clers r,rill lre riririut;riini:cl i" ;1.ofliirt,. Iii fj:* ]irrmel u.jll ],'i:iji:orllei.j ilil tiliit;rs rcj;i.rirg t" ilre fro-t,ttitlre tt,ii,-i iutt'i'ri'.i.1 rvorliing; r,l t[re oliit,,,. il]he lalir:r: wiji rlorLiiiirr uril*r,*
i't:i:r,lrirtg io F{rrijoili}i,,I uL lLt {iliicr-r, $rj{i]i ris:il)ir{-i;irtrri,,,i,tr,, trr,lu,.fuiro,
l-ir{ririot,irnl$, }r[ifiihilie.rii,s. tttr .. $tr1-rur,:r,le si,ii,.r,1 ririii,l,i:is ..,\.;il 1r,,, gil,e'
t,, l.ltr,trr', ler'li ;' rrJilli L,u,l.- ;r,rrI llt,, i-iir.i.-r .. l, '' :,.rr.l .ll' " rr.ill i,r";;;i'; riistinguish r:Lrh."t,r'ies r.ii ,rrdt,ri;. L'r:esir rirLnrLei,ri ryilL t,e starteci
.iron_tlrc lst ;lpril 'f erlrh ye:r r'. [.1r.rpic,.r of a,ll ofHc,e ortit,rs wili l;e *,rpprl.J .'

ha the scitions COnr-.rr,l.(.r[, rLt_,ti t j.,. ]rtrl'.{.Ojit}i:i r,J uaailurr,i' *r*
rr'slrunsil,ie firr rrrirkiug,tircrrr.,,lves rt:qrrir,iriierl u irh tliosc cr{ci,s. Ig;:
ance of the orders will in no circrlrstr"nces l,;c acccptecl ou ur 

"i*uu

;.
'1



a
for non-compliance therewiih.
f,. "1. Os., Auclii; Olficers {M. E.
be sent to them.

S7

{iopies of :r,11 orrllrs whic}r,,,tincerrr
S.) and uriit arxi dep6t a,cccruntants will

, Instrnciional Ortlers., rrrJlr rr! !r9ll4I

. 320. Eacir section qi]l maiutain a book of rnstu*ctional orders"
given by_the ofiicer in iinmecliaro or general ch:irge of the section rela-
ting to tLe tlctuilccl work ol' tlrc sr, iiou. or in arnulifiration of orders
issuecl by a higher authority- Aitr such rnsbructiunal orclers will be
notecl and initialled by the supeiiritenilent anri all clerks in the section.

IrIote Books.

321' lio'.,e ]loolis in r. a. F. :r-4s? wili br: kept up by *il sriperin-
tendents :rnd assisftlnts_. -,!11 .imporiani ciecisioris orl or1,r,** zrfiicbing
thc work cle*lr with in tlie sectionl t.ti.., A. rs. (r.), i{. i.."C.{ a'clit cleci-sio's, etc,, as irell ag decisi'*s o:l ofiice notes, oiir letters issuing from
the ofrce, n-ili be enter',r,i ir-r suporinicnclents in their ooi* irool,* ooa*"thc appropri*te htirclirrg ,, ,,il sr.iit,,rbii- inclexerl. trru 

"ot* l,orks main-
ta-in-ecl by assist:i'ts r,.'iil ,-.r,rnr*in elecisions anrl orciers, 

"rr., f..t"ilagto tire particnlal portirlii ui rvcrk rione by each.
f Bp€. Tle ,rot*. bt-,,rlr. ;:eie,rrecl to ir: the prececling para. shciultl be

rep;arcled_,iis section r,elor-rls anrl -qlioul-i lt,1 f.,.,o,#.il {r1;nr the sec_tions. 
. 'Iircv shoulrl l-rc Ir:'"r;Llr-rd o\i*i. lltri th,r srLltr:ri;.rt',-,r,.1,:r,t,u,,1 ,rarint,.rrt*to tireir slrcces,iors or lriinsfer ir.on the r.ltior,,;;{fi,,; ,rhe notebooks kept_'p l,f i',ssisrilnis rriil r,e exaniinerl 

'ronthly i,y irr. .op"rio,tcndcnt; the st:r:tiol rrote book rira,inta.ined irv ttr. ,iip.,r'iricnclent wil1be e-xarninerl qurrtr:r'i-; b-r- tirr o-flic*r in ch*rge br ii.-,,"lt'i-.

Distributicn *l wcrk in Seetions.

323. Thc tr-rir:l; irr ,::,.i:jr ,*etticrri ryill ?.,e cliviclecl i'to ii, *'mher ofportiou,s coriespoutlirrg to tIe nurnl;er of ilsi;istl1ts (e-x,,luclirro leaveI'csrr \'") rrrrtlr,,r.isn,I i,,r 'iirr r,.riiurr. 'l.li;s rlistril,,,ii,,,,'il,'r,],,;;;r_ ;;ilbe shorrn or:. a i-ro;r,,-.ri trr Lr rrirr,ir-ii,tiril:ii l,y "r.f,'-,i'.rl*.i;i;rd;;: Then'url,trrs r-;ill rr:*l;rr. r:ctxir_ii*, aitho*gir "o*ri*toot.*' 
,,r,,qf 

'l*.-"i*,rrgrd

!:.1: :b' cir.r'it :luir;,g 1,r,:iiun )r. I r,,i'ii r[q.,r....; lr,, 1.f,.pli X,, ,ii ?bcsup0t tnlcu,ir.lu {r! iho s,,, iir,;1 j,i ^,,i,:,,.1.,,. rc:ptrtrsii,l,i I.or. tltr. ,.,i,,it*1.,[cdistrili*tio' 
'i tl,r i'crir hil,r;i'g r,.:giu'if tc, tirr_ c,i,p.rci;;t";rri oL,!i;ty oiilie serreral cL,riis i' tho sedi,r'. 'il*ii lie wiil rnalte "r,ot -tu,.rpu.nry

snrril ailjristiirerts of rroi.ri within ti* srctio* -, ti*'.i-ili'r:*rffi.""*i_
tions u:atr relrlei: clesiral,,je.

llicrh Bocks.

Iiach cierk r,-ili nirintairr a.l:,,'rrrk rJook ilr.'.hirh all letl,e.s. }:illu"&ccorints, rric., recr'ii-eri hY him i;r the corlrse oi;r, r11,;l shorrr.t ira-*utureri
rl



No. 43 of 1935.

follorving as paragraph 327-,{' :-

idelmentioned Controllers wilL be responsible
eorrections to the parts of the llanuals' ete',

them and for seeing that these parts aro
date in all rcspects :-

tal F,egulations

snd and Districi Offices

A, F. Accounte

Pension Accounts . .

and Passage Ac-

C. lI. A. and P., Lahore.

C. M. A., E. C., Meerut.

Cr. of R,. A. tr'. Accounts.

C. M. A. and P., Lahore.

C. A. F. A,, Calcutta.

C. A. X'. A,, Calcutta.

erine Accounts . . Cr. of Naval Accou.nts.

Officers Hand Book, (excePt
VII, Part I) ., C. M, A.. Southe.rn

mand.



utS uF I{sS '

I
:sca,l audit of sto.rc

;r'r1ll. T. S. Depot,
ye Depot and HeavY
- as tf,e responsibilitY
this section of the

:drte devolves qn the
itlern Command, odda
l.of this offiee letter'
ID./88, dated the 26th
'N"""u."ry action for
irrd 

. 
clistributi.ol Cf. J.hj

tions to Section VII.
rd to above, will hov-
by lhe C. M. A., S., C:'
anner).

iiity :.-M. A. G.'s No. 1071-An.iE., datetl

:July 1"935')
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. a:'.:.::;:.:!a::::
: :'i:::l;:i;t::.lii :n;!
.,. -,.'-"14':r:ill-.;

.. : _=!i
:.a:.::";::::

,:,r;,ir,,i:i+

urriel'i,jr;"r,i, r.l:-ri,,:, ,l.fu,; ,,11;pt;saL rviil i't r"]'1'1-'i;''i t;ii irv hirn;gaiast-the ' 'r:-
ilu*., ,"nr*rrr*,.1. I'h.rs,: 'i,-qk bo'-'lis :h'';'-L1cl 1'rl rt::,iii:t'l'1y i'uspectrid !f ';
;;;;ff;t-nc1,:m,r of sections; th.c c$cers i'* .,herge oi seclious shqsld :'::1:t:'

;rioo illsp':'-.l lhcnt "'iqJs;(luallY'

3*4. In .r,'t,i.il;ori t'|j tLc \\-ork -B';t';i' : 'Lir '"':';'' rir; li'ill mainiaiu

* ffr*l"a*r Bsok in whlch he will keep a ii'*t 9i all lttcers te whi'rh I' ::"':

ib js necessary to issue .r*iorl*t.. fit* flt,";]t,,f*1' goo* B'ill be kept. . I'

;p;;;; blv *ot.ri"g a1i letiers receittil, u'hicir rcacie: the issue.of ",r,-

rdminrl*rs un&ecessari;?"*tU as a uote ol tl:e C',r,t* o{ resrilclerr actr-ra1ly i 
',,.1

issrLcd,

A'.&.-IL,: orders ili JrtiitFtapbs J!3 il!l '1i1 sl' "'iri ;1-; l';.j'',1';trt':i !"i.+ l'"V
usco as a whr;le vithoui '-p".i.f!.*l".ion ci iire M, A. l+" b.ut tiie.r:e is n'r objectioa ,, ..

I. contrt.rliers makirrg expJrirneni! in ore or t$.o sections s.'iib ir, viow io tryilg:oui ..:lj

"'"i"r."al*li"l*p|*oit"iearrinrptovenrenionthosopr*;:cribed'

E3

Eooks ol Regulations'

*25, Contrciicls islil arr&ngo for one cri;l:i'rlrte s'it oi *'1i uecessr'ry

tl"a.i, ir.g"i;;it;"=, }'[r.nuals, eic., to ]:e pro-:i'i*:'1 i+r e*cir grlzetied po$t

conbroiled bY thi:m.

The rlsponsiiriiii;"' li'.' lhe cusi-ody'- !)aiilNe:l:1Dc': anC..correction 1f
,ir*-i,*iir"iioo* r,,i1i .lil".iir-e oii tbe-cfrcers lct'.raiLy h*i'-ling the post's

r-r,u,j iher, rl.iil i.,c r"ri ,iil,:ii iu lizincl tiic:rt o;*;: io i:l.i;:il riiiccesso s rq.lLt]ll

irr",,-;ra "t ;trt;;iis': i-ecating rheir p':l;'

Toprovi'.Lufolr-hcc.tlcof.probstiorlcrs,c:i"b'(u:nlnaadContrlller
wii.l i'airrt;aio o* u,ota+'seb of'Cotles, RcglLi.,ii+.lt;, ttt.., -in.his ofrce

iib;r,l;,"';;;;io31l-t" r:nrr"utdtl rrir i.o J'Lu'*c' r'l': ;'; wiil ;;': Ioanerl to
-"hc pr,;tretruiirjl ,rR ,rr, 1oinu.,g lcr.ir'.liniri* ii:r l r-.ill I,u l,:Ltu'e'-1 bi' hi,li

"" lir- cir*rpb;io* ,..,i i,ir !,i'rrtio''t. g'L*r i,:-1.: it1i.r of thc books

c;rlrL,)t 't-,e c.iiuute.i I *,roo'iLy thc co:l 'l '1i':ii LtliL'',\'&lrt. by goods

t.J''*,/l,.,,ia,,.itrl.l*sachlrrge.,i,gaiusiClo'ler::*rt:iit

39S, P,uoks o[ rt5iti,rrit-'ns, u"Jcs, ett'' Luleitel iul 'lil i:r iLe office

wiil bc stnr:rpeil ruitfr iLr* unce;rtornp iii sr-rch s n-i!,,r' tlli-t'i the impressiou

cirnuGf be easii.r, 
"r.rf 

,rof* *otnuutl] Altcr dulrii-'urion to ihe sect'ions"'

;i;;ilk; ivill be iuriiicr ni;rrkeil an tlie er1;,, -,vir1r lhe nrnt'''.ot tlte s1-

;;r";;J;" brackel,s, ihe *nrnber o{ thc :r,ssi.;hirirr to whurn allotted, e.y''

jt Lhr,0[Ec*:rs secr,itia *,:r gi u".0 copies ul ,l:r'" boul;,ri r':gLLlations, thcse

t"iii." ^"tiJ 
'"rlii'.t! (Suir'ii")"' or '' tidir''ri '\o'-L) " '' officcrs

iN; ,;':,lrt.', ',,, '-irq ''*s'''n:'iY i'c'

Tir*li*r:i;rrlselii--rr.,'"'illheep&rccor'loni'i'1.'16rJ1oitl:erlisilibu-
ti*,,*iboolisol,*g"iotio"'iooifr,u,u,sett1r-ltrs,eiC.

BP?, '.llire books rvill i';e c1i$bribul*d anr:ngst la+ suPeriniendents and'

ei:rks lrocler the orl:i;s ;i ;rr- ;ln."r i& charg+, ;, r,:gi;ter, showing the

,"j



. : :No.'32 of 19BL
Pqe 88, puragraph Jt:l-

(lancel this paragraph and sLbstitutethe following :_
" E'lch section wilt m,tintain a ' Reminder cabinet ', aB requiredby paragnrph 8 of the Appen,Iix to Chapt"r iX.,,"**'-"" ' 

Ev rt-Av*

page 88, parq,raph JgA- 
No' $3 of 1931

, CwWeI the ,, 7y,6," UeI"] thi, pqragraph

(Amsadmont to Ofrce Mannal, part L)

: No. 44 of 1981. :

Ftr.ge 88, paragraph i 
" 

.,

: The'first lrvo sentenoes of the last sub-paragruph 
: 
ofthis paragraplt are reaonstructed, u. 1o11o*g i__ :

" To^provide , for- tho--use of probationers, :the
Controlier of Military Accounr,s, f,frrin.il
Command, will -oiotuin ih.". 

-n*tru 
sets

and each of the other Cornmand Cootrottr.,
inc]r1ung. rhe Conrrotb; 

"f 
t{iti;"; A;;;;

. ancl Pensions fo's-g!s of Codes, R"d;i"r;
etc., in his office library, keeping in", 

"o".],rected up to date, One set *iti 1"" t";;;;
each prolatio::er, on ,his joining f#;;rt"id

, :ld it-wiil be letu.rned by iri* oi thu ,o*pfEi
tion of his probation.,,

(Amendmeat, to .. Offioe Manual, p&rb I ".) :



.|:s,:
;nii 89

distribuuion bcing maintainncl ia 66*
uenuent rn the following form :__

I

Name of srroenin- I
0endcnt or nitm6sr I

of aisistetrt to I

whout issuedL. j

i

"Date
of7r. hsue,

5u:r1ber.of e<lpies.

pelgonal custody of ihe

Signatur€.

i:rF.'v;::

ffill:,"?i*,f 3:'#f l:"'"T':*:*11*1'#;Hff #:1"'i:xffi ii*tt{L:*::*'L:1,'*::-"1:*i:1-.::::i-"1ffi 
':frfi *3{'";lf,"Jffi i]

I 
jJl;,i*-,:_*":l:,fl :; j:*$r.-"*;;d""r;i1?:,"*,1".J,*:dl?i:i#;ii

as tq ailow of plenty of sP,rce for ribu*q,,*i tra'sfers of books.

Registers. : .:.:
fvo^puvrg. 

.r.:i
3P8. A list of reqistcrs to be maintainecl in each sectiorr r),nd thedatcs o' rvhir'h thev"arc ro bc rurr*iliJlo, iorpu.tioi ;ii# pr*pu.",lancl kcpt iu charsu"of tue soper;iilil;;; who wifl bc responsibii for thesubrnissio' of ea"cir rcgistcr ;; J;;;;". " 

.t .opy of the list win aisobe hung i;: fho r.rour uT tu" om.*. i.;1,;;g"'to_enahre hiru to watch trrepurrctrral .iu!.,'oc.i.r:r of .egisterc.^*ili""u-rr,,,,thorisecr registers wili benraintiiineil

Each register rvill be provicle,l witJr fly-ieaf instrLictions for its nrain-,tena'ce aircl theru irrrtrrrr'tioru 
"rir 

n* r#i'.tLy aciherecr to.
^-^_-1\:."o-qegister:s rvlich are soen or iniiiallerl bv iae ,ar"--_ ,--^, :.
overy.,timo a trcst. o,it'it.'ir rrrrrlc nccrl nob ho subrnit.lne"otficcr 

in chnrgo of a section
ehrniLj i:rv*:i,r'r," i,,i',,,,;',r,,"t i,i ii,,. ii.i'r..ii,.,;; ;;":'i,rt-.s, 

tor poriotrical *t-|I.nination buJ

&eports anil Returns,
3P9, The r?9lts altl reiuurs to be renclerecl by
emrrleraNecl in Iadia Army lrorm 2_i}000 ancl in
1594-An,lti7'C;up, iiatecl tLe Ist February ig2g.

1,13;,Tjs "11*'.i:,:refi1,:1..-"j..::l:i1,,::ryo 
of the anice rvil m+irrail:, ,

#f*:':i,:; :h",.:;'li-'h,T ;}ffi:,'i,,lllf :l-:f"*x".'l i;,'i:;'*"Ji,:,
;''*f S tii.:1.,::: * l*"; :*.*r*,"', ."a iiT' ;3;:: #,:i_'l;lfl flili S#to 

thon 
they are drie, Another -r-t-*.#;ii;::"1:"iffTill

I the
Ll
LI.te

a_re

So.

Jleparimeat
lL A. G.'s



i'ic. S5 *f Ilocer_-rirer trg33.

Cl't,,.'oy {i, p;..:e !0, pa:..t.lt.ait,,: i:_l_
, :it lJ11 lnil .rJ .re g*c,,ii,.l i,,ir{l,r,cc intirti2g! ile iilli-:ri:on

f,-ril,rrr.r ng in co;iii:i ili+,"ii :l 
:i cur;rm'].

" fbr.ti ar,.liirr: coni,.: of. ilre tcsrn audil olr
;:t"'J:fl ,Ti:L;.Y;T.;turtnob'u'i"uot'iX'J,oup

this pa_n
and insert 1



9ij

him -horr-irrg t'h': chres l'ir rvhitir thtr 'ir'-'iir oi r-rtri'rtr* ilccounts' etc"

receivecl in the sectio*'i* io b;;;;l"J..i ,trLri the rlaNes on which obiec'

tions are to issue' Copit* of thes'ist*'ten:cnts will a'iso be hung inthe:'''.'

rooms oJ the of&cer, ;"";; t.i -"-rri. th.'r:o ro watch the regular sub''..i'.''

mission of rctrtrns, -t-|t*""?-' "tt-' *'ttt 
tLc issue of 'rur'lib 

objections'

Sta,tements ryill also be mailtaitlerl b-v* the sltperintendent of each":

section siro. ingr tl't li'ioo* at'* clates o{ the tet'lttts anct accounts' :'

rlrte to ii from "th;;';il"t; 
o' sedions ilrtrl the aetual clates of' 

":

..receipt. , __-_ -_.._-.:- -1.,, , scribeil 
i-

331. All repods ancl returns musl 11 sLiirrnilteil on the pre

iiates. If any of tfr.'.ilt., f"fi"" - fr"iidav, c,r,re shotLl,l be takenthat..:

theretrunisilri,mitte.lorrtlreprevii-lrr*rri,rkingda-y.lnthecaSo.of:.;.;
iong holi,i,r1'*, *tt'niti."*t-'-"ifi L'r I'tlir'lt i"'" rhc *"hmission by tlue

rlai.ts of rill rr't'tults,;'""' *f';"n trruurrf j't t"*"iti"'l t"tot* the hoiidays

corurBence. Sho*ltl H"; 

"ili;; 

;*u'*;t;i'*t*'i i* the submission' of' a:'

rritntn, the sup.'rint-;*;; "Jibri'g 
therinntt"'- 

'ersontlly 
to the notice 

'

of rhe *fiice, i,, "horfi";;,fi'jij';;-.it 
o'.,liit ir'{',,* t[c Contlot\f if '

Ilece$s&rll, - r.r ,-^ ri-^,.+-rl 
:

338.A1lacr:ouutrl'repor:tsanilici'iill-q';r-hitharcclirecteclto'be
f,,,oiohecl te the- o-;]'.",ii*:, ::i:::# tii; i*l*:X'Hl "XU
liliil- y,:l'J:"'Li'it T :lii:1'i'ilil.ii';{:1t;;"'*"t "i*'a 

ror is not

received rvit'i:r-a ,.:i:,,:iii; tii,r3, ,t * ,'.;i.;;";il;" reported t'v th9:

Conlr,llLer f,o'thi: ntJ'',i t']te l)epartmi'nl from rvhich the ret'urn rs

tlue, or to the;"t**iiint* *t'pttio' oI tl""'iiitt'l r'''si.'r'trsiblo lor thc dclay'

Tn the eve't of t""ii;l;J1-5;*"1t;" t'h;.-,'*; Jl '"ofhttt 
to furnish

jrr!'nrnrir{ iorr or ,f n..,o,*t,r s rc,trLir"tl, o' "t*ti'tt 
on his palb to aclhere to

ii,ttltorisetI Ioruti' .'i::' ;;t'i;;"t'oti" 'h."i'i'i''':r;"; 
th'e uratter to the

I3rig:rcl,: <ir l]isi'rict'd;"'^''"irt""q;;i1: c"b' c' i.' C' oi the Commancl'

.Arr';1 lread 1t*ttit'*i'Tttil";; fh" Cot""'it'''o'''t' of lnclia' as the case:

i**yi'*,irtit.,.

;:ri-r :r:::
{i

' :, i. :t:rr'

lYlonthlY Progress RePori'

333. -{ tliunt}llr-lro:llris t:opolt ir' I' A'.}" '\-LS:i shorviug t'he sta+e

of *-'t'k in eac' n*i''t' t"totitt' :"i s*i'tt'tttr-" t'tl rt*t't'h ivil1 be despatchecl

*-; Contr,-r',ierir iloN r-i"''ii'*t-!r-tt-':]"1 Sntt"'ti*i- i'i each mo*th to tho 
'

It" '1" 
C'

Test Audji Reports'

834. .\.1i ir.tiliri"-.lrossilrlt uiil lic:lii'ttt io iir* Tc"i ludit stafi and

1ii sr-pnris or oltic(1"'t-'i-t'tt-'f I'r't}"cl.u *''if 't iie'rlt with fully ancl

ot,--o,fit'ior,s1:'. rtt ti";';;';;'ot *;ty .ii**t".;;; "i 
opinio'r bet'ween the

1,".1 -\1l,iiL rtrtu rtitri 1i;; ft''' it'll'Jr' irr '" ";'' "' cbilclions r'r'isecl by

thu l'orrn,'r" iirc lo*truli""' i'"''i i t'lt" ""ti''n''" 
tl'tl *tiott to bhc objco'

tiou,r iurcl sjr{'r1c1"!t';;;1tJ;';*'io' tt"' 
"'ott*-ot 

the M' A' G' Wlery



9n

a rlifierence of opinion exist,l in regarll to a rna,tttlr of audit or office
procedure it will rest wit'h the Deputy or Assist.'r,rtt l)ircctor of :\rmy
lLrdjt to report thc case to the Direc;i,or of Army Atilib i{ he corrsirlers
this necesgary.

----Ilroi-e 
a* !ln':li!

No. 13 of 1934'

Page 91-
Deletepar*graPhs 335 and' 336'

f Amendment to Offrce rlfanual, ?ar} I')\^.

.l

,r/
;5t rFvrew

first bilis
sanction-

concessions, etc,iggg- ing rbvrsed rates of1
rre revrew of audit

, travellrng allowanccs,
also apply to Go ent orders which ter-

or scales of issueiminate or reduce existing nces,

The A. Is.; (L), or other
fime to time in Part I O{frce

e reviewetl will be notifierl from

The gazetted .ofrcers will ftd
as the review is comp stating
accounts or bills thrrs by them and result of such revie'lr'.

336. With a
Gengral Secti
and will c cohrmns 4. 5 ancl 6, thereof on receipt ;s from
the reviewi
submit

to the Controllel as soon
the particula,r m'onth's

gvito watching the progre$s o\iew of audit, the
ill mnintain rr registel in the torm\pendc{ }'eluw

{g officers. The register, together with the report"s}*u*jll be
pirioclically to thr: bi;ntrollei for hi,q ri:nrar:lrs u,hi,,li iltt i,.

nicatecl to the officers concernecl for such action n,s nllry bc

.Eeg,istcr af Reuieut of Aueli,rlry Gu,rettetl A,ficn's.

section_._-

:,:iri:j

No. utl
date ol
Covertl.

merlb
otdets.

' Drtl of
rece,ipt. l

No. *:rd i

dete of I

o-o. I

orrle.'ririg thr'

Ltrrtrr ot
ti:rr:ipl; of
relbrt,

Prlrrlcillff I

rllonth'i 
Iaccoilnt, :

chiln or bi.ll !

sclr)ctcd l0l )revielr. 
i

I

Restll ol thc i

rr:rYiew 0T llii;nlfltks oi
:rttrlif. 'thr {1, lfli- .i..

I 
:-. r::ui'r::r.l

.. .l: :i::i:]]iirtjt;. I i::;:tit,:

' 
: , :r' iiiriliti::

. ...r1:."':"ilriLl

-t.',...r..,:.,' .i;i
, , , r::N;-!:ii:tj:

.,,,...i:.';i :;'l

:...,:l,l 
-,

':. :::' '.:
: .:.-a'::!:

: ,:l:. rl i
I ., ' _lll.; ;

: i:,1,::lrlii
, ,, ,-,.,,:.],:i

.' .' :t.ilt;;^i:it
. | ..,,,i..2:,.::
', .,1:irlii+-r'$

!.,1,j+[+i

rovi B ry



.rr, 1 
^rue_-r 

enlry ln r'ne regrsfer, the m&bction reports will be handed
. 

,bn 
,'n\' tg 1l* section primarily concelneflowith theii disposal and rhe ir&', .'r4r of the section sunerin*,endpni f,ra.oi.,i-- +t ^ *^^i-*^ ^l-4^:-^r :.^,"f)..'n4o of the section superiniendent,f?releiving the repiri;, 

"btrfu;; l;;il*,fl; 
- register fV 

o --r ..."--'-:

by I 338. These reports must,lhl dealt wjth expeditiously, and if delav" in t}eirr disposal 
-is anticipgrted or occurs for-any ,p..rut reuson, th'e

92

Inspeetion 8,eBorts.

S3?. Ali inspeotion reports oa
eived in the office wiil be ma,

of units and
received in the office will be madq d"pl Jto the General section in
first instance.. A register.in,*u"ufL{i6 lorm wil b. *ui"tui".J by
General Section,.andparticulars of l$t[ 

Pspection reports ;;;;
," After entry in the register, the i
. , 7, )1

"jT1.,uld ,the fxpecteSidate of sulmission *U d reporbed to
*rg*1 Section.iWk-nJ.+. reporrs_have been finally alip"-"a 

"tare to be_ fited, t[ey liiit be foiwarded to rhe Generil $.ii;; ;itG
n:y,r: this fact 

\einvg 
entered in the register, and the ."iriliffi

by_.t!e ofrcer in dUe"!" of the Generai SJti;:-til"i;;;i.i
:.1i,), 1., 

**ponsible {or-watching rhe disposal of i"rp."tiori ;;p;;,
will talre suitable action in the"matter if any a.loy i.cur*



11,

'.,,1i

. ft,

tr't 
I

l.

92

No. 3t of t93t.
h47e gE-

uancel ths existing pa*graphs 3J? and 3;lg and s,bstiturefollowing :* 
I !u t"o ttll(l SttDs|'tlvtl

?X::rl.:Zl.: -,ltS-rs in c&arge of groups and secrions in
ilff li*:,'1::lu,::l:._pl;l;.y,.:;;;fp";,Jiff 

':#"Jil;-#
ff iT,,:*3*: ll rl: moi',,,6#, il;,##',_Jp"i'iriJT",
3,ji";f^f-{bg t}at th* u..oooiiot;il'il; _*tilTffi ;";with their srouDB o'" u*rti*;;;;"e ";t"iil';#'.;h;'ff 

;"ffi;efficiently. "This'resnonsibilitv 
.o, ho ,ti"-r.^--^-r L- -- . ,..effieiently. responsibiliity can be disc&arged by 

"o 
i;;iilexaminatton of the stite 

"l 
rF -.igi"g n*;;;,1"6 ,i{ir"ffiand of objection statements issuerl by t*;;i Audit Officers.

Il 1$,;;T i::p:{ illil dq::rion stsrements and inspecrion
**,i::l^':ll*""reen nnauy *uii"a ry tilu;;;;; ;fril,'Hii::to tho group offcer for scmti'ny;; fifi;;iderr. ,,

P nragraph jJ8.-[Blank.]

(Ameudment tr Offico Manirol, part [,)

&-



' , so' 2ti o! 193ii'

. ;ltr./

lt't,j' U'J, Itttl'tt . 'J'J 
t 
-

"l ,rr,,rt ,'o n 
"ub-1'*t:;rrlrtLrtt 

belurv

,,r..^.f..'rf by corlettioit"stii''tlo' :lL
-' l"'r'r,* r'irrstructiorrs with regar{, 

'

p&rqgltllllir,.
of, l9i11,r::-

b9 revleli,',,

s',1,I'ril* 
"i"1 

" "', t11"'li^ "l l3;i" ;',;TJ,';
il{i.i1.'.l''g,,*_;lJ;--rti,loeal'-Au1
l,iT" l""a lii 'apP","'li* tt'

(Amenelment to Ollice



main office uld rel
actual wor in

lhr:as far as

ot 1931.

io. lti,rl

I 
t;t

ol 11]31

i'rcLiong yu,iill lr,garrl Lo re
:ri,ice ( )ijicr,ri+ of lor:i LLurlit, andj
:rl or.rt lrv ilre Audit
iu A.plrernr,lix ll . "

(Ane irtltncnl,

8l8trOillu1Ii^t rsurev s**

, will be

(Amenilroont trr Ofrce Monual, Pert I;i

T" with
effieie

gloups
This re'
of the r

sti!

i"l
Paragraph 338.

Ultice r\lanual,

Beibled bY the section

r and flIing ordets. "

?uqe 92*

Caneel tha
following :-

Parugraph

portd, which havo beeu final
to the group offrcer for scrut
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\-rl g

No. 34 ol 1935.

following as a seconil sub-paragraplr trr
4, Appenclix to Chapter IX :-

tion files of Covernment, ]I' A' G.'s and

letters, etc.. witl not be ailotted abI scr.ial

il:the per;oa to which each sueh ffle pettains
be recorcled there-on."

ity ;*tt. A. G.'s No. 322-An.lE., dated 8th
1.935.)



a J/'4-/
I r'"
If

No. 31 of 1936' v
i;: r 

ilause below'(c) v,r'adar

;,tfl"rH1-t"..tfst,"'tH: 
""* 

o ,, q.1
n:r.c of Governmentr, *'' j:; fail un4er (c).J,i.,..-.,t Government,.lt *i "titt--""a* (r)

.{l}:".*.' eic., wbicb d.-
. I9r!v_ /,,

above"

No. 32 of 1935'

lJ.; t*U*u,"Pno'Ti fn;:"H f,"ffitiJ, ff'



.:. : ' No. 41 of 19&l' : ,: '

x t*Chapter IX, as inserted by -arnen{ryent No-.35 of
:ir ' l'"" '''

'ara, 1:-
:'!j#uW"'tdu'letter u'rf /' fronr tle distinguishing k;tterr,3.tl,anti:I. T.

iffifihg. against the IJnits (R; T.) anrl Units (I,,lf.) sectionsr: 
: 
r'espc€'

to 'd Ofres *lanunl; Pni't I'1



Ni:. 35 of 1931"

$-

the {ollowing an Appendix to Chapter IX:-

Sltrster* of til;ing.

r'8"'ll-'.i':"j'"l jl',,"fj:fj:,lom;l;"***';,t'x1'""'j-i0""1\"j'
fl be enteiecl on alt-out r r :r^r L^r^-,.-

';:il;;;;""iioou, 
as detliled below:* 

- R

General A

G

E
Egtimat€ ' ' C

ComPilotion'q-D
Dieburs€meat - B. T'
Units (B' T.) I. T.
Unitg (tr. T') O

Oiflcets M

Establi$hmoni aad }'liscsllarreous

Stores T
iti'nerclr'tion^-,--L".,"* : " :', . w
lAAito"Y Eogineeriag Services

t,

8,,.



:=r:',,:' 1{o. 42 of 1981.
'

ii#t"Uix 
to Chapter IX, as inserfeil by amenilment tr+o. 3f o*

fn.gert ,'should " for the worrl ,, ryay 
tt i* the lsst sentence of thef:r-;:i:. 4.''Ju,

.r nara.

" Amendmeuts to " Offico Mrnual, Pert I!'.

F.I-
,.1,



.iir:rr::r:; ;!-::-:;-' i'a:,;. .,.'

:.:.:j.:...::i!,:..],:5:r.. 
.;,:,r. .

l,:.:i,i!::,:: r,rli::t :j"- .r :'i, : :

: 't.' ,:''1-t:,t''t" ',

2. A fiIe rill consisf of a jacliet
wti"l witt-le sb{r}yn thc subject o1 ff. "li^u "*""":t,,o^l ih: 

-o.utside of
or the secrion {orrowetl bv ; ;-;; ;li tt-";fiil'jtrtriff:**t..J::l
oldest atthc bofton, a",l thejate*f uo ,o. .top. D. O. ,win be praced on ihe 6r"s.onc*rnJ unress";t;. ; .J"r,lillTnll$:ffi:- 1 abre . dffice norer forlow ;h;;;;;ry yre ancr w'' r,T,'*a wirh th.f,ltT;il ";'fiT:fi', * i r t' *t' i Jr* ;:h -''"il ; ;'1J,, * " 

",1.,- 
] pa ges in a

3' Examn,es of th. ty'es of fires rn'rrich 
,wiir !g gp.nea are giverrtriffil:;'q' 1i*;ri1il;,;i' i.ii,l ,ires wiri,rou*,ny r.i" ,,r rh,, r.'1ow-

(a) Files for indivjtiuals.

,_ 
,tr, I'iJes for suLjccts. "t * ,; ;:" 

-
rn ordc'to nvoid rrutiy files, u ,iu* ctu,otiou .o*" rrumber w'l rreopened s'berr rr'i- ur" ;" 

','i r,". ;*"iia: p;lk .q;jili.,1fr" no pases.Subseguelt cor*.sl,orr{'r .* i;:tf 'fr. iil' ," tj,c currr,rr file. V1 .'en. u rtru.
:l'-'f.,"lJlioni: ; " 

,,,' i'"*'u"'"oii,tor*a riii ;t i iri,...r* r,le sanre
, ;;;:-i: ;: J';i.lTi'l ; *li;j ;i;;*ll.# ;,; ; 

" 
r, .r,1, ",*,,i,..i

,"j;*;ffi'ti .ii 
jt] Le ,milarailcd 

^i3 
eac|_ secrion in which 1teou-"';*iJ'lJ,:"i;o ,l,::Hl $',i|; i1*4*n ii"''i"'a'-a 

. 
in serial

l1!* lr:i:,ffi:" * r'* 
". "";:J ;i:' ;: il;i"l,'iil' l'".:""::ilf *;l:-,i,J;i;x"i."ilili',""LJ:;-,ilfi:tu' i'iti uo";;d;; il' it uoa itu

5. 1'o facilitat,

i,"T:ii11;J*i::d;#*ilt$,; ::ix fr:#,xr 
",.*or',r.,ffi:

n4:rtaiaed. jn tbc rr,,tcx for. all 0,.. il"'"lij^ only oue card wili bert rs essential that irtjc-x ."r.ar".i"rja"lT'1{,,1oe Ear,re. sub-}eadirg,

xiltJli;f;x'Jai' u",,ii.* - i'*i-giJ *l Jn""#f"ffilTii
,ri"ti""", ]" ";iJ :i l ;l li',;-t:",T,,[1n :t, r-" "1,".,i. i"',o o*,,r,,.
cards A. to z will bu 1,1,,..ri'io tl-"..ili"liay,ogs and allhrbetical g'rridl
gl'oups il aiphabeticui orclcr. -- "'-'-et to separate th* .otau"inio

6. TLeuruu *t,l,o*e,arrangecl in 6ling cab6r6 in numer.ical .^^,,o_^^with guide cards shr,n:r,s elery ir,rerva-i :??tf?i:.: 
n;11ericar scq_uence

and their contents
,r e se cti on r, 

" .l;ii i f n it*l _*' 
jF 

- 

$',',i*, I[ #,Tfl ;'rXY]*
r'hc cabinels as re nr ir rtr , 

'a" ,-pj", 
" riilTi#"rtl" llir r:hij:il

with any colrespJr,lcn." rlot.firi*iJu. to th.lrl. ft is part of tle

I
.j
1I

.f
5+'t:

,3,.

:t
:1:,: , :i,

':t
,+i. :Fj

,*.:

1i
r*,1

. itt
;i'
s;a
l, !:' , ;1!i

..r*ii.

' lirr

f{,
{!i: g:Y;

,,f_]gl



'i , i' ' ..

t:-.+t - .e;.'. .', 'i;': ;i;3: "4

.s
.::]]:: i :::]l

..i','-Sa inierdent's drrty,to ensure that- all files are arranged in sequence
:.'ia:i6*4u6;o"*.HeehouidfirrangefotperiodicalcheckstobeJarried

out with this in vierv. Ofticers iu charge of gltrups. or in sy'tail ofiiees
:iheC. M. A., uill be freely cousulted beforc filcs are opened and will

:]...:..,96;go"*ysatis{ythemsejr'esthat'inopeniagnewfrIee,theirsections
;',,.4,*ork"l,;" acdor:darrce s'itli 'rhe spirit of the orders.

?. Under the ortlors of the Superintenclents all filee on which no
l:..i.;63.6$6::56"bsen taken for three calendar nronths or which do not' ' ,

,'' 
.:,,.l; 

A;ir€further action will be remol'edl to the Rccord Rocru morrthly..
:.,',.Whec.i'fileis removed to the Record Room. a note to this efiect wiil

be rnade on the appropriate car(l con{'trtr,r.i i:r the calr.l iad.ex. Simul-
taneously & new card will be ruade crul anJ sent with the fije to the
Record Room.

. 8, Each section lvill maintai:r" a ,, Rexriader Cabinet ,,. This' con-, sists'of a card index compose-d oI 3l guide cards, one to" 
"urr aoy*ot

the ryonth. No entries will bc macle o:r these guide cards. 'Ihe
Superintendents wilimakc frrll use of the ..Reminfiu, CuUioJ*,, toi'walchi1s the issue o{ reminders, the submission ol reporta and returns ,l
and iegisters, ancl the disposal 'f any other uork whi-ch mnst be com-
pieted- on fixed dates. Details rega.rding the items which are d*e on a
fired day will be entercd on oue or rnore bla'k cards which will be
placed in the card i*dex i* front of the guide card for the appropriate
date.

9,. Initialling for papers, etc., vil1 be red*ced to a ninimum and no
tr:ansit books rvill be used lor tire trans:;riesiol of orriinary documents
a1{ c-orregroldence fron. oue sectioa to another, but superintend.ents
will hand them over personally to the superi'tentlenti of *";ii;;
concemed.

10. As an exception lo the a,brrve rule, jf it is necessaly to tranofer
valuable or important dscuments to rnor.lier seclion, the initrals of the
supcrintendent rccciving the dot.rnrtuts wiil l,e takc.n on the rcspective
filet, e.g., when mortgagil bonrls a,re l,assed oa to tire Accounts Secdon
io.1.ryfe custody, the initials i-'f thr, srrperintendent, Acco*ntr se"tion,
will be obtained.

.11. ,A lr_ogress report in the form givsn in ,, Annexure B ,, will be
maintained !r each clt'rlr to sho* bis outstardings. It will be completed
daily from the details mrintainr:cl in his xlork iock and ril uJ *"ll
*:1!*d to the superint*nde-trt brfore the clerk leaves ofiice. a *oo-
sotrdated statement in the {orm shown in " ;lanexurs c " ol outsta,'d-
ings on T\ry{ny at 4-30 p.u" witi be submitted to the 0d;;
"*ys'^o1n'ridaymorniag,sothatorrtst,andingsrequiredmbedisposedef by Saturday may be got out.- v 

:!-tiuv 
wu!'

-12. the system of filing refe*ed to will apply to correspondence
, gnly. trroucher:s and Aicou*ts i,crudirg d"'.f,uogu a-"oi"tr 

"rJi,, Part II Accounts will be filed as shown in ,'lA,n:rexur*"A,,. ' -

::...: .1::l -.:.

:t r., .:i:r:.t.:t 
:
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ANNEX.TIBE A.

" R" Beetian.

., G " Sectiurt.
. There wilt be ole file for ofice ordels regarrling holidays"':'. 

.separa,tg 6les for each indiviclual of the estabrishnie't v,ilr be main.tained which wjll inrrurre ari corrcspor,.rou,u r,.g,,rr'rii,o ir,.^ilil""i
tnerrservice boolis or conficential rel,olrs rihich wiil be r'niu{ainecl as atfrelnt. hicreme't certificates *iff ir" Af*a i,, th.u, p*r*;;;d;. "'"-'

Establishment.. "........Strength of... ",....,..Drrengrn ot.

]trstabilshmrrnt...........Moyes oI.

Procedure, ..Ofree.

Contingeut Jtrxpenditu ro.

' Ofrce Builcling"

Field Serviec.

House buiiding arfvancr:s.

Inspection reportl.

-tiquipmeut nnil tr'uruiture, etc., etc.

" M " Sectiott.,

tr'or each class of persorrnrl {rrr wlum :r u,.l,artrle 1,ry bili is receivedthe folloning files rliii b" up*n,,,J ;.- 
-"* I' s'I ur'rrq lri'y orrl l$ rer

(1 ) Ordinary Corresponrlence.

{2) last-pay Certi€.cat€s.
(3) Primary objections and rs-audjts.



r for Frtuity or defomod psy lrill bo filed iq fho sooonnts antl will bo
#iu?J".gi.t"*'
,s uri]! bo openoil f<lr correspoarlenoe in connection wibh

Oi'&,"t sinctioned for C$mrnsnd. Disti'iet or Btigade

?art,If $bck Aoeounts'

t'issues ancl their lscovsries'

*ucliL

" O " Seetio:tt',

:-"- -,..:.-r*:++,r a : i ;E<

:..

, Sonrrate files wiil be mriniainoil frr e,rch indiridnal officer and if
nocedary subilivided rnto part fi.les accurrling tr subject 'nabtere, e.9.,

pay, loave, ad.vances for mo'tors. eic'

:,:,,, Files will,, if necessary, also bo opeued. ior subject ra*iters under
-various,p*iurheading$, s.g., Pay and allowances, Income'tax, etc.
Separate files will be opened for general tluestions afiecting particular
classes of officors (r.g.,I. A. S. C., R. A. lI. C., etc') unrler main sutrject
mctbei headp., Speciai care is required in cross indexirrg. n'or iustance, l

if a seneral o' leave " file also d.eals with the amount of leave due to a
parti"cular officer, care nust be trlken to cross index the references to
ih&!'loave'f- file ancl to the personal filc ofthe oflicer in the card
index.

fihep a letter refers to mocc th'in one in'livi,irral offi.':er (bub not torii class,.of ofrcers) the letter wiil be frird in rrn* larlividual flle and a
r , cross refdrence (or copy) givcn in the others.

, For oaab supply or stores dep6t or manufacturirrg r:stablishment tho
:,,,following file* will be maintaiued :*

: (L) €$eneral correspondence.

(2) Oash accounts (iucluding objer:tiorr *t*feurcnbs).

(3) I. A. F. (C. M. A.) briri.

(4) Rates. . (One {iic for o;t,'lt t;hrs,s of sLuLcs ur voc*bulary
. ,,: , section') , 

t.

' ;' ',;' (6) Refunils for returnetl sNorcs. {Seir;irabe file lor oach class of
'r.::: ,t Istores.)

' 'I ,-A pp3rate file will be opeaed for each District or fnd.ependent
Brig*cle for correspondenco rJgarding c.nbracts as distincf frod corre-
epondeqcq with contractors regarding ttrcir bitls.
', , A oeparate file for each Local Audit Oifi.cer rvill be maintained for

"orrespondeocc 
regariling verificatiou oi credits by Local Audit ofrcers

iu respect of etores purchased locally ,



frlr c]ar;h contractor il
-of-tn" 

P"Y-"nt oI bills'
-fihu. 

files will be similarly maintainod in coanecbion with securitY

e*ch Oihoer in charge

supplies, etc'
" B " Seatcgn,.

ileposits in respect oI each contractor'*'S.p"rut* 
files will be kepb ior the rate lisis ol

ich rr sepi-rrabe pay biii is receivetlt :t. , , For eaob unit, {or each cl*ss lor wh

: fd,%'J;lrr?ffLa ?.', ll:l-*n: llt*' itrtr;;l;}n"-;tT; f, $ tt;
,,,,...,.., .*iU l" maiptaiaed:-
ii' (1) General CorrosPondence'

(2) Last-P*Y Certifrcabes'

, , tli pri**y-objectioa strtemerts anil re-aullits. (ono file for eaoh

: month.)
(4) Test audit objections'

(6) Ltnits Fart II Slock Accounts'

(6) Payment issues and their recovc'*ics'

(?) Scale aurlit'

ff.8._4laimsforgrat.uity.enddeferroilpaywil}befrlodwiththeaocouuteandwill
tru nui".i-t in iht p"ut"tihod rcgisbers'

' 0orresponilence concerning A: I.' R' Otficcts should be 6led in the

;ff"#; ilt "iiit-tt niimes in tho card index'

;l

Files w'ili b': iilicuod as

are applicable.

" I " Seetiort,.

in the case o{ " B " Secbion lvhors the itsms

" D" ]wti,on.

$nn;rrate files wlll bn nrrintained in rospecl oi (1) correspoldlonce' oto"

,,.,;;ili;;'*'in*'ir*u* oi 
"hequus 

for verifi*iti*n b.v orch Loaal Audit

l;fi;;;; it);t';;";; sign'rirrre- o[, oltictrs, rubho'is';'l bo sign checlues'

"tJ,i,i:'ititii'.tri,rnu 
of 3l,eq** b'rol;s hroughtinlo uso" (4) the grant' and

redlucti,ru ol ar;stgirnt,;a5s""lad filu [r'r lh;{i' M' A' *rirl ona saeh for a}l

,rth;;;i;;;iog .iili"u*t, (:i) couesp'rndence receivetl ia conneotion with

;fi;;;';;;;-irlf" Rs. return*ti lor abtesiation, (S) each oase oI fraud or

forglLy.
Allobhercorrespon.loncowlllbefiiirdinamiscgll*neousfiio.

"ff",S'il6-Swti,on-
Theprincipteslairldowrtforrrpeninglllesin..$,,Sectioawillbe

t"ff"*-,fl Seiarabo fi.lcs will ,rls,ibe iiainiaile'l by subject 
leadi.ugy

^* 

-r.q,,ir*,1 
in,;lu,ling suuh iterus *s beohlil.c.rl Birn,;tiong, allotqent of

tu ri*] -a 
^inisb 

rative"appro va I a nd cor:apJ etion repo rbs'



I
'o T " Secti,on.

Il be openetl for each sephrate unit cr foimation. As
lnts, there will be one file f.or officers and. one for rank and

i*i]'.. Wn*"" desired- one file w-iit_!e openecl for' eacL indiviclnal Conr-

*.'=,.sissiooud Ofrcer of Command, Dis-brict b,nd,B-rigade SJafis and for each

.r,r,,':, ;.::i:l ir,:

,..-=,.fucer, Departmental 0ffi.cer and W'arrant Ofrcer of Departments and
, ;*ir*- ,oi fot eaeh Grass and Dairy Farm lVlanager and Qverseer an6
. ltg. S. subordinate other than clerks and menials. Subject matter files

1i=:-;.ff
k-i:;,
:rl::t3&:ri:l::'i .r5E;:J}. lJ. Euvv!e*"'
.t.::.. i* oPered for each subjopened for each subject regarding which' corresponilence is ini.

wfiich is likely to lead to a general decision. I{ the correspon-
is in direct continuation of correspondlonce on an " individual'l

.:' .or " clasi " file, cross references connecting the files will be made in
'',' the card index. A note conneciing ihe two files wiJl be made on the last
',1,'lcornected paper onthe individual or ciassfiJe anti on the firsi paper on

:.,,- ths " subject " file.

Exchange Accounts, outward and inwarcl, are not treated a,s corres-
,ltpo4donce anil no file numbers should be assignod to them, nor should
'. th"y be kept in the cabinets for filing correspondence. These accounts
tlsbould be placed in file boards, keepiag outward and ioward aecounts

soparately. One year's accounte should be kept together. fn regard.

te- Ixchange Accounts, separato correspondence frles wjll be opened in
i 'respect of each head of accouni with the Accoonbant-Genoral, Central
, Bevenuos, and tho Acoountent-Genera,i oi the province. These files

, will normally bo ciosed for each six mcnths' aecounts. A soparato file
, fori each Aocounting Offi.cer (one for outrvard and one lor inward
,, Exghange Accounts) will generall.v be sufficient for other accounting
'.r'ofrcers for one yeat's accottnts.

As regards the General Provident tr'und one file wiil be maintained
for eaoh Military Accounis Department subscriber. flt,her subscribere
may be grouped in files as desired.

As regards ad.vances other than motor eat advauces, one file for each
type of advanoe will sufrce. As regards motor car advances, a general

I file will be opened with part files far,each individual concsrned. arranged
alphab6;is6lly.

" E " Section.

One separate fi"le will be maintpinecl for corresponrience in contrec.
tion with-each minor head. One frle will be msintained for reappro-

.,'.,.'prietions other than those within tho minor head and oae for corre-

,;,''f.f,,1{ence 
connected with acluals under debit and remitiance hmds.

. -,,:::i



t.:

.r;if,:r,r,,..: Genp:rg,l Retwarks' . , -,.,, .ri,,.:.,a,.

SLii*:.::lf-"

;;.'i' ' . Oae separabe flla lor cr'respondence in ccnnection wilh each periodi'"::'ri'*r

c&l report "oa '*'*'" 
"i-iii;;i;;-it'ed ot 

- 
issuedi wiil be rnaintained

ineach qe.cblon' "ffi'; 
J;;;u-il* fo' -li;t;;;;;nd returns calletl for

;i"tt"*l'J"r, 
uod.., " T " section rosarding i:li".,T,31lter 

flles being

o'rnoil ,n.ouuui'.orriuproduoo" it..'u"o 
*l 

ioJi"iau*t " or class file is

li-kelv io lead to ; gt*;;ft;'i'ioo *iff loorv- t" all sections' Subject

matier files wiil ;"i;T;p"*a i'"a*.tn;o'd"tt of an officer'

.,: *-iou*aitsectionsitwili.pr**ly 
be lound eonvenient to open r::1'r'1::

: separate aiu " u"'itu' ;laii' " toi uu'i 'tl* "t liil-:l*t-ation 
(or 

"'"'":

--rilti"" * waivo the time limit' :.' ; 
":'::::':'::

ouherfiloewillbeopeneduudortbeotd.ereoftheC.M'A.orofficer..:.
doPutecl bY him't , '-;;tu;; 

"t."rty 
un'detetood.lirat no accounts bills or other vouchers '':'i

aupportiog *""oit:/" "t"i" t" 
nr*a *itilin*te correspondence 6les' I :::r
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Seotion

Outstandingr on Thqrsilay ai 4-80 r'aa'

L2

AI{NEXURE O.

No. olct clots
of oltlest.

With clerts. Witb Su1'dts.

Porticula,rs. No. and ilate
of oldost.

OrdharY lettors

$pecial trettors '

D. O. t€tterg

Pp'anilit bills '

,.-,I.-Dr Sch€dul€s

Ofrco notes

Fogt-audit bills ilcluilbg Regtl''
occounts'

Ro-lutlits

Rnports artd retums ilw but not sent out'

D*te rlue out.
Reporte anil Betuius'

- _ ,:.rj_,.l-j. i.::::f::

(sd.) s. G. V. sacll..:

uGilo+-v.3'tlJ 6'8'9 l-4', 82O

Mitv. a@!,,Y.r+,



CHAPTER, X.

' IUISCELLAI{EOUS.
\

Sarvice Books.
I

339. Service books iir respect of all members of the Subordinate
Accounts and Clerical Services, ancl of ail record cierks, will be main-
tainecl unrler the nrles laid clown in the Civil Service Regulations, ancl

Civil Account ancl Audit Codes, ancl kept securely under lock anil key'
Service rolls will be maintained for all menials on the perma,nent est:rb-
lishment.

340. Entries regarding promolion and reversion, tates of pay anil
allowances, leave, etc., oI inclividtals, as notifie,1 in Office orders, will
be rnade in the service books as everlts occur. A11 such entries will he
signed by the individual concerned, anil will be attested by the signa,ture
of the ofrcer in charge 'of the General Seetion, or a, D.A.C.M.A' acting
on bis bebalf.

Norr.-'Ihe lI. A. G, exercisos the powtr of a, Local Cloveruuolt unclor: Ar:ticle 62(i)
(D), Clivil Accouut Code, Yol. I, iu rega,rtl to authorisitro; illteration in tLe r.lates rrl birth
:rs orig.inall-v recorclecl in th-o ,\enrico lrcoks.

341. \Yhen o **tt ir.t of tire establishment is transferreil to another
offlce, an entry of the transfer wili be macle in ]ris service book and the
service booli sent by registerecl post to the Heatl o{ the o{lice to rvhich
he is trans{ened. The service llooir will riot, be rtade ovet to aty inelividual
on transfer, nor shoukl it be given to him when proceeding on leave.

342. The service books of accountarts ancl clerks serving on the
local auclit or M. E. S. anclit staff, or with units and formations, should
be sert to them perioclically by registerecl post in order that the entries
in them ni&y be signed b"v the individuale concelnecl.

343. The officer in chri,rge ancl superintenclent of the Gerreral clection
are responsible for seeing that the service books and servir.'e rolls are
kept correctly anci are cornpletecl up to date"

Character anal Disoharge Certificates.

344. Certificates of character, etc., are not, to l-re grantecl to clerko or
employees except in cases of cornpletecl scrvice, clischarge or resiguation
of appointment. Tlre record in service books, personal files ancl in the
annual corrlidential reports is suffrcient for all-pruposes as ri:gards indi-
virluals remaining in the service.

In granting certificates care shoulcl be exerciseel thrit the whole
truth in respect of an indivic{ual's character as rveli as the crluse of his
tlismissal or rlischarge, nr resignation of r,ppointment, is slater.l in the
cei'tificirl e"

(e3)
r2
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r}l

Fcohs and Feriqdicals.

,,.^-drj5- 
Cbnfrujlflrs arc arrthoriserJ to prrr<;}a,se sspI

l,t""jl 3.: m-a,I- be necesscr)- for rhc vrrrilus sr:ctions oIthe liniit of ihe approprioi;o,, t*iir"-forpo*,.
346J Conlrollers are a,lso empow.r.,l tn irr"u,

purchasp of prit.ecl ofiicial, pLrt tcjtiou_., other than
rs.strecl id-Inri.ia. lrrovirled tlio rrrsf ,.,,,, i,,, lrlr,i i1,sr11of the oflicc r:rrrrcernr,rl.

exp en diture,.or*l;th!,,
military publiee+idrt$l
tht-. contingent gp,nt

Service of Attachments, .:

^^.^11?;II-ry 
atf*ehment asairlst thc pa'of :.r,ny menrber of the office .-i

estatrllshmerrt ret'eir-ed from (rivil corrrls-will, irnmldiatelv on """*iot ,.,..
be submitterl to the Controlior. ,,r of,iic..r irr .r,,r;g,, ll,h. A;'r-;; #"itffi .''r.for intormation. l'lre necessar..i. ]);iibicrljars ,riii tlrc' ba ;.;;r;.i"";
:q:giil ''.Register of Attachmerris " (T. _4. ],'- j. fCO)-r"J-;h;;;;r; ,,rnl'rallcct hy the ofticer in chnrge 'f trre Ge*eral section. steps wiu bl :":l

taKen to e*slire fhat neccssary rccovcry is ,luly cffcctcd monthly andthe , i'
amorrnt remitted to nrrJ ,,Jk,,.',rf,"i,*,,,i"i' th,, (,s1116 .orr."ro.1l] 

"'i 
'note of bhe actiorr balien ir 

'espt:ct 
orl'eacti ltenr *1d of the ngmb;;'r"d ji

:*P_"jj9i:ki?]'hdg,':eni rif 
'the 

Corrr:t rviti r", ,r,.,,r- -glt#'tfi,r;1.,...' . j i:'
tt

.?,uo^.ll',ilre1r:t'v.,l.;1try$;Lzet{:...[t,ftj,..'r|,...,'i'f,i..]tt.rlllyrlrt1ero[the.{ ltvli (.'otrr't, fl:; l;ir'{; firnst !,,, iirrrtr,.rlirlll.r rr f ,irlilrl i,, i1,,, l\,I. A. C.,togcthel wirJr tiic cx;rl;1sr;1{:i61i rri llre o{li,,i,r.

.348.. Ali atta, l; nrent orilers. l)ii [;{rr,{ irr i,,rrrrrcr.tiotr thelewith and the (#
rcgtSterotabtllchniellt'';ri'il[-beltc1,ttirirI,rriut,l:irll{'ik4'},trttrIer,arrange-
nleDts nr_arie lry thr. .r[lirr*:r irr r,i1r.igs 6t t;lrrl (.,terre1al Saat,i"ri. 

- '* -.,:,,,' 
,, ,,:;,.

349. when attachments ,r,i:e receiver,r, the 0ont.ott",r',. L omr*r. lr*r.,.,,. :.i?;
charge 

_o[ the Gereru,l Ser;tion, *.iiI t,onsirir,r, .,rtirii,"i.*,u'.,u".u i;; il .,;
[,e dealt wifb rrrrrlrrr the r.rrrt,s r.',g,r,r.,riirg tt," in,'t,,j*.,r ,,;;"rf p"r,fi""

. 
35L. 'l'ir,, [r;r.)'(,! d, (i,rv,.i.r,rrr,,rrt, sr.t.\;r.rrl ir.lril,, r,ir ,lut.]. is r,X{!ltil)t from

ir.l i:t.nl,l)rHrtt flrrt''i,.1,t. {o tire r,\ftrrr{, ll :

,{il 1.,r',, 
tvlr,tk, l';r..,,'. ulr,,rr.ir rl,rr';r ir'l r..rr'r,,:ri li,,t.;'rrLp.',rs montlriy;

. iii) lorty iupeos nionihiv" wlrrrri tllc pu,v' L::ji:cr]{l"e i',,r:l,y oupees -ir,r.
rluts tr,tl Lji{ {!tsrl ,.illrl,.y- I itl,u,,.+ tir,,1ti,{,11. , "

(iii) "rre nroii,tl t[ tir,, i,iir ir, ,ir,; el f 11ir. r';5rr. 
r

- Len,ve allo'uv:l,nt,e. if Lrsi; than-|ay, ir; rvhoili elr,ni1,f ironr attachmerit-fr,:,'l,rri. 
Jtlv,r ailu,'rrrr,:t'rihicf i. n.,1'nlio 1,,,i. is li.tl,l* t.l ,,tiu.chme,,t,io ih*

i;ifile ir-afg11f ;tS J,ii.\'rrLile on rlutl-.

, ..-lo]'t I , i , ll ,:rrtorl Jlloii:ir,crs Ji.e nl)t il,. t.i,i,,i i,r i1,,, ir.r,rr -. prrl. ,, ,o. ,n"
l,rt!,us(",tiirrq,,rlr';rrr,l *i1r,1,1,1 i, i.ri r,.rl j,, r.:i{.IjI, i 11,,,i ,,lt::i,lLt.j,_rii.q b\.a t:ivil Cuuit.
,,,,):l:.1; --t.l': l':llll':"1" r'rr'""'r:i '!F i'.' ' '' i'iii t";;; i' ';i' n;;;;;;^.1;;

cular eritry in the register. " 
1".1,1'"r,.,,,

rvhirt, rcn:lils lftci r;a.i,is{r.iirlg a,,r';' ,:i.bt,. rlr:,: i,t ill'-,,t:r::)lrrr,ri;i c,i ,r."1.;i,rif- oi.latrllien ur:cior- nrlrr.
licru li.-Jrrrr:, ri.;,:iui1, g9 fn11,r.r r,1.o,,r,i\,,1 l.r. rl rrr,11,1..r.11f. /le,lrrctir,us for whilI i),,,r'rn il]{, l}ir.! I rll.,;rr:rl r.(.cur,,rie- .,1 u.:,,,i,,,. r:}r. rit,,ll,i h. n;g61,1,1o.1 fr.,nr t,he aggilato par,v for iho ptlpose crf aitilchils:nt bt. I (,ji,,.il {joult



ti5

Service of su.nimonses,

llihrxt srunni{trLtse$ itfc ;'ccuirrer-i. ir-rr,,ii:rvile, lirr.l r_r.r:igiil;t,l

h*nrlerl over lro t]rc inclividu&i corllernerl ; thc cluplii:aie 'j0pJtoLiy
by the inclividual anci signecl by the oiflcer in cJrrrrge o{ thc

Section wiil be rct*raed to tirc issui*g Conrt.

i?Iilitary Coucts ol En{uiry,

A rnilitary o{ficer ci thc Sfititary rlc,;ount$ .l)epartrnutr, i{
may, a,fter hj.s scrvices irave i;een pi*,cec{.by the L-lovcrltreat

at thc rlispollnl of l{is iixceileirc,v thc Cornrtancler-in-Ciric[, be
to sit as a mernker of a niiitary Court oI Enciuiry assembled. irr

rvith iinancial irregularities so tb.:rt he mrry properly guicie
rations of the comnr;.ltee.

the services of a miliiary oilicei of rhe ililitary .\ccouuts
cannot conveniently be rna<le ir,v;r,il:rbie, n civiiirln ofticor

Departrnent uray lie appoiriterl t'.r :r,$sist ilt &rly lrilitrr,ry CoLirb r:f
btt he rnay nob sit as a rncrnirilr ol such a oourt.

narno of the rniliiary oiiicr:r sei*e"lcd. to sit, il,s r! ltrilrli)ct of ,r {jourt
uiry rvili-l-re roT;orbecl to birc rlliiit,lry Aooounbu,Lrt {-{+tt01;11 bu ouili'll':

to t:r,l<e ilction l,o ir:lvs his srivir,ts pi;lue.l il,i l,.h: rlisir'rs.,r,L of flis
llency the Contrnr,rrrler-in-Clii*i, l\il,nrgi of civilirr,a oifili:rs leicctr:cl
ist ab ir, \filitary iloui:t of lNqrlrrir:-y n,:e,l nol b:: lopurbetl to ]riru.

Ln the ovcnb ol eiihui lirc r,rili-hr,r,v r"li: ciyiliau lrj"litcr oi liri: idilitrr,Ly
ibs lleprrrtmout tirr([i]r.g iiitnyi:l{ uurlble i'r :r,rgreo lli'uii lire ooilr.:hr-

of tire Cotrrt, ii rvill iril open bo irim t+ roi;ortl rl ir.r,ri,tl oi'r,lhstrrif.
n itn oilicer is cloir,rbecl a$ il, lneullxllri tl {jr;iiii, rrf lrlr111r.1i1y r;1 i,,,r

't ii i.rl ;r itciiri.l iil lr';;i'i t: i,i ,l-r,i-,J, iL:t iJ.ij.,,tri,firrg i).r;iri;y i\..isiii-
Conirollor: nrir,1 lrr: rr,pp+iirirril iu his irlar;r:.

':1.............,,'I{ort: l. -fho tlli'rlii*:4 (i.irulu,litg rlrr,ily) irlLorratuo; of such riffir-:org 1,s irell aB auy
iotring rlll,rw*ttrls t(r ll1,) ')j,lcDr appciiLlo{ to oliitirt.e :,s Doprtl;r Asri-.t;r,nt l*)r:6tro.iler
nill bo ,["bilt, ] t., tllr hur,[ ,rl t'lrer '\r'riv ir]sbirarlicr i,.r wiiich t,ho ih*r'ges (]l lire iltiii; utt

belull t'[ro itvesi,iga,li+t i-r-v lhe {.],rrri ai ltnlxiry i.s llt:l,l ilrn dobit+,.t.

Binclins of Reccrds.

'854. The iiuprliinl{ltrdcnt ol iiri: Rtlc,*ir;,[ SccLir-ru, 1ri] .,i il,irv iil[ei ;i:1ii1ri
ich ruaintairts liirii, js ,.tr,*ii,:rit;,ti[;ic t,iL:.1,1 ilo:,rritt]errtij scrLi j,i:r ]rinriirig
cornpieie it illi rcsl;octs il,lI,-l ii,i.r.i,llgeLl i* l!.roittlr ()1r[r]r. lliitc1 iiit,,;
or &ucorlnt:;. eic., ilr{-, lsriirif i;';1 iiilrlirtg, rr, list lvill L'* .,1,:irt ir;," !hg

ni-ltnt ol: lhi-r sr:cl,;iou (;r\il{li,fil}l{-l No iiur snilcrilrl,r,rit,.lr:r.Li: +l t]ro
S,,rrIir;it. ,"vli,-i "rviiI b r]trl liil u.).]?,,j:i.;11' t]r-:bii]!r r:c.1.1r,-liir,g itir_r:lirr;1 .tL.:l
on i,he dr.rsoliirtji,.xl ,"i1 burdilg t,o j:* usrri.



containing vouchersr. such. -as' Lodging

i^rl'sitoirt orders, etc', which are rTulre'o
'ilJ;i "i;dii om.i'"-,ut, tl'" 1i'".'^-*Jl::'

'f ili.T' j'Jfl'iJ'""*"fJ':,Ji'".1J'i*.?':'ffn

No. 28 of 1935'

as a note to Para' 354 "*

teil. t t



96 ,l
',:

,;i55. li,lr;orrls vi.lrir,lr hu,v,, to Lr' rrrairrbiiirrr.,i jirr.v{rr\.lr)lrg pr.ri,-r,ls wili
irtr,l,itt,rtt il.v lr. .lr,rrIrri irr h,l]f lor.thr:r. 'pfi,-.,*,, ,,,,1,ti,,..i tu. inlrrl peri,r,{swltl lrc b.s61l 1n sumc rrhcap bin,li*g rvhich rviil an$wcr thc purpose.

!'"irresF'nrlence. files " Temptrar;, " ?m.u'urd";;, ;;;., -.-*""i-t r.ttotintl ; they shorrld bc stitchcd 
-properly 

in fil+'bo,lrils.

. 356. A regisber on O. F. t6:1, will lre nraintrr,inecl by the General
Dcutio' show'ing particulars of all recorcls bou'cr. the dltes or *hi*rr-'..'
bhrr.r'rvrr* bound, and the clir,te and,obhcr pir,rticrrlais of the bilhl in which
the bincling cha,rges have been includcd. ,

. TJ,. superintendent of eaeh scr.biorr rvilI irritir,,l irr thr: colrrnrn providecl
1,r.r', blte plupgse Jor all bouncl volrrurcs receive,l l,y hiu_r. The'register
it-tll be 'qubnrittecl to ihc ofiit'er i. r.hrr,rge ol trrc (i,,unr,,,l sectiou #hen-
ll:i l,iljr f'r.bin,ling are p'sserl fo, p"*vo,.,ii. 

-'fn1 
;fii;;-ilrh;;;;

ol tirc ucrcral s"ction witl verify on ,',r,"tt sucrr or,r:auiorr that bhe entriisin bhc register agree wibh those in the bills.
35?. \Vhcn records of units and formatierls &ro rearly for bincling,

u,.Ust witl be srrbruitted by the unib or depd,l x(,r.*nbani tt the officer ii
eharge of the General SeJtion who witi i;i.; ;h; ;;;;;;;;-;;;h;
binc1erregarclingthedescriptionofbinc1ingtobeusec1.

358. A contract with a bincli'g co'tract,r at each sbation for the '
birrding l'o k of units and formatiins irr the station will be errterecl into l

for each year, before the commencement o{ the year. Samples of the
niaterials to be used Ior binding purpose$ will lie ol:taineil'from,each
c*utra,ctor and o'e set of s*ch u,r*pir:r wiil ire $enb to the'L. A. Os.
and.A*clit officorc, It. Ii. s, rvho iviii s.e. rvhr' they visil the accounts
s'r.biotrs of units ancl formabious, thilt tho uutc'riaLs irsed Lry the binders .',
*te rLr'r[ inferior to the samples.

,

ii59. Thc 1

li,'1,1, iir',, lai,{ I

L,t tlcstro,vcd ,

,rolrv of cvr:ry

In' orilcr {

r.itutrt,y'or { inrl
:\g Nilp 19cr

loL ([. -\. [r.
r:halgc ol the
clesbroycd.

Destructisn of Records.

No. Bl of }Iareh.lgl3.
!age 96, paragrapL BJg-

f nsert the foll,-rn.ing as a new strb-parag,raph

l:,]1 i-, an over-ridi_nS conclition thai ,";, r;O;;ffi:,which relate to cases unrlei. irvuruu rcrare ro c;ises undgr_ irrvestigation or ou whichfinul action has not be,,n taken o" ?o 
"o 

ro"ction witB
ii{iil.;il ;;il;il,,;::;ffJ;:# "il ff#::ilf;dT$
*j'"*j*.fl ::f t,t1 acrion 

"iia" 
i""iti;ij";#,t.o^.1..U^:lfyed 

untit-alt action u,,A i.r*rfiguii
been conclirdetl :rnd all orrtstandirrg items "are
settled as the case may be.,,

{Amendrnent to Office Manual, }art L}



- , No" s"of 1934'

Insort " see pa,ra. 4 " a'fter the word * st!fojssfs " itl
l*.uetuph 3(c) io Appendix to Chapier IX as ins€rted
^by correction sliP No. 35 of t93l'

In line 2 of existing paragraph 4, aftet the rvord
,' files " add " other than files mentioned in paragraph
3(c) above ".

Insert tbe following as sub-pa,ragra,lh to existing
paragraph 4:-

" A separate index register will be lgaintained
bf each section f6r ail s-ubject fles under
various headings in each section. Theso
files uill be kept quite clistinct frorn the
others ancl to -ensure this, they wiil be
given a sepalate. seriQs of numbers wibh a
;'nought t prefixed, 'i'e., 0L, 02' etc., the
numb6rs speciaily allotted to the subject files
will thus 

^ in no wa,y interfore with t'lie
numbers reserved for the other classes of
files. These subject files will form the 35
years record of each secbion and will be
iabetlecl in bold red ink letters " 35 years
tecorcls ". The Record Section will make
arrangements to keep these 

- 
files tlistinct

from ijther coruespondeuce' when they are
sent for record bY sections ".

\u,, .:DEva;,vu ?r,

(7) Abstrf cb of labour,
no/es (Iil..).

ous rctritt:inges .

(9) .fbstraci of rtrlustc and Pa-r- lloblis,
of (M.).

( l0)/Atrslrzr,cb oJ Port

No. 4ri of 19iJi.

, {Anrenclmeni h .. ofrce itrlanual, per,ri i i,.i

Pagc g7, A.nnen1rye ,, A,,*-

,rrol"t{tlthe following againsr scrial .i\o. I and l,*Jorv

" (lJ) Abstraef oI Jf,ecr

,'" 
f,*:::fir -*:,#T;:;;l iil.-'' 

3 v'ars

( rr7 )



#-
AI{I{EXUBE A.

$tate+n.e'nt shw,ing the Tteriotla orr, the E*;p,iru.tion of u:luich Ltrriou..s cptssea
o.f. Record,s 'nmy he rlestro11al. (Eeferred, [o i,n pnrugraph Sig-
Chupter X.) 

!

Serial No,
t
Ilorcriptiot of Recorde. Period of rotetrtion.

.;:r,.lll ..

id;r:j::

,i.i-t''
,r+

r: , ,{,*t,''

.,.,..

i$J+'

-\ .,'/-

:

::+

Abstrac}-

(l) Absbr:act, firial, of labou (l{)

(11 Allbraot of Adon operatiorr oxpendituro
(M):

(3) Abstract of cutter shop leailrer (A. 3..) .

(4) Abstrac[of Demand and Rsturu notes
(A. F.).

(5) Abstroct of Foundry Cosf statemonts
(A. r.1.

(6) Abstract of labour (L 5 & L 0) (A. I'.)

(7) Abs'frnct of labour, material ancl returo
notes (M.).

(8) Abstr*ct of nriscellilneous rcuriL0ances .

(9) Abstr*_ct of Mustcr a.ncl Pa1' Boohs, tile
of (M.),

(lf)) Abstract of Port Oltieers' accounbs (rll)

(Il) t\bstrl,ct of rccoipts ancl is$ues of r:ou-
poilents (4. Ir.).

(l:l) Ab_etract of rccoycly elrrius atljuslerl
(M.).

Acuounts:

(l) Account, annual, uhLononreier (I:[.) , i

(!) Accoult, anriutrl rloatlstouk of clouky*rcisl(M.), l

(il) r\ccoutrl,, anrrua l, enginesp,t .rfeprrs ( jy[.;

(4) Aecount, atrnuill, gulf perrnt, siores (iVL)

(j) Accuunts, ilnrru.rl, itrinterl, Urtluance
anrl Ololhing !'a'][urics (A, If.).

5 yoars.

.5 yoars.

? y.oars.

2 years.

3 yeam,

2 yeare.

5 yeare.

5 yoars"

3 years,

ri

"::4. 
j

5 yeare.

2 yonn.

5 ye:r,ro.

3 years,

li ycars,

3 yeals.

il years.

I,'ot'eyer.

(t)7)



, 1.

. ,.!

98\
:

$t$t,iment shoning tlte parbtls o,n tlu: lh:ltira,tiorr of ,*hi,ch ltariarrs L'lcss€s. ._"-.i
ol'. Record-s rnay Qe tlestroyed. (Eefewed, ilt ,in paragra,ph JSg* :

:,::,,Cltapter ,Y)*contd. :

lierict No. I U*cription of "Records. Puriod of rstontioa" . .

I

I

(6) Accounts, annuql Ji-liays and surgioal , J yo*.*.
o,luipmont ledgor and mathcmatlsal
instruments (M.)" -: :.,.,t'''

(7) Accouats, camp, miscnllaneous .r . , 5 years.

(s) Accogqts, Oapitat aad lievenue (!'inan- | l'o" on".,
cialll,erriew).. I , r:r:'lii':i!:i+i

($) Accr.ruat, Capitai and lior.enue eipeniii- i t'nt uvu.
ture of dockyarcL (M.). 

i

c{)u&lr U&pll&l !,OA rtOYenue elpenor- ! !'Or OVer.
ture of dockyarcL (M.). : . .,. :

(10) Accounts, cash, Graes antl Daiql !'arms ; b yoars.

(Il).Accolate, Civil aad .lfiii!3"I, Osnfral d y""ru.
Adjusting (Iaward a.nel Outw*rd). : ,:.irl

(12) Accounb, - curTont, Loadoo -(inward) ' b y.orr.counb, curTont, London -(inward) 1 5 y"ors. itwith schedulos,

(13) Account, currenf,, l,ondon (Outwartl) i 5 yo&rs.

(1,1)Accouute,Dep6t,jllarine(li.) . " . I 5y,o*rs.

(l5) Account, Indireo.t expeuditurc..with : J yoari..rooutrt, Indir€ot expelditurc wilh l J voari., . :r -..i::i :i:,,,€
vouchere and docuro&nts (A* Ir.;, I " u-*" , ,,,...:,.,, liili

(16) Accounts, lYla,nufacture (r1I.) . I i years, i .ar: :ii i r':;.t!::

(1?) Acer.runte, Milibtiry 'Iroasuro Clrcof j 19 ys6rs. .'.,jl
(8. & eL and Aricbults.'iootior)),

(l$) rlccounts, po1];hly, cua} i}rd ryirter r.ri I l} yorr",

{19) Aocolilts, moathly, soal oJ Persia$ I i yotrs.
GuIf Depdts(rlfit t "' -t- '-":: v re"'' ' 

'.o,.;,;,1.,'ll'','::': ii :: ,.: : :ai: lil:'til.la

(20) Acoouli of tho illariso an,l ,!Iiii!*ry I S ye,lrs.
Depariment - ; ,,1r..til':",,'r,:1,1$

(!l) Aecounts, priced, (nllki.ads)'nrithrooeip& I i yeara.
and isuo vouobsrs-

(t2) Aecopqts, priced, with echedilles of i d yoars,

ffffif"rf,t -&Iaautacruriag Hsbab" ' ,., ,,if$

{23) Aocounls,Proiluotion(M.), . i Jyoar.s.

(2{)Aoooun{is,-Pro;/l'r}it4, , , _lI'oreycr. .,.. ..,..

1r :.' ?.''.
l:

#
r.,::iJ:ii,i
r€.Li:$

'-;:l;r-i-:
:.r-::ii;.iS
..-1..€

. i::#
, la.:;l;j6

:',
lr t:i:l

tl:
:]:::

.:: ..a,-\::
.-r.!:i:r.!:

: .:lt : .N;;.:,
l,rl:a:::i$ :

J:::ii

,i

..!l



f,;



,if i;!'iri.j,!,:i.;il;i+,i:';;'3,1 r;r..i;:,;,-;,

' ... , Na. .$.9 of 1931.
I

P*ge, 99, Annente * A'o--.-
j :: ,.

Insert the following as fresh items
Nor ? and below item [eey,--

" (37) Account, monthly (M. E. S). . ,

(38) Annual Account of cemetery enclowmients
(M. E. S.)

r:

f39) Iedger Account of endowmenrs tM. E1 S.)

(Amadment to " Ofrce Maaual, Part tr ".) ' ,.

I No. 50 0f 1931.

::.':.:.7

No. Iil. of March t933.

'insert '?0 years ' in

No. bI of 1981. I , 
,,,,

: :!

Page 99, fvtig:r'tryg " A"-
Detete the entries against serial No, 4,

column " De,;cription of Recorcls " and
':Transfer Entry Boolr (M. lI. S. ) ".

(..A.mendu.c'nt fo "'Offico llanrr rl, Parc I t'.)



9D

Ettllcftl,(fl,t sho,oitt,g tltt' ltcri,xls tttt. t,ltc E,tltit',tlii71 61'talrich uarious uirsscs
oJ Recorrk muy be lestro,yetl. {R$'errrd to iru ,puragr*ph tig*-
Ch,upter X)-contd.

fierial No.

4

5

U

7

I
I

l{)

Description of fieoorda.

Aooounts-+omJd

(25) Accounts, quarterl;,', charbs, (NL),

(26) Aocounts, tluartorly, Clothing Storcs
(M.).

{27) Acoounts, cluarterly, Enginoors Storcs
(M.).

(2E) Accounts, qu*rtorly, generol e0ores (M.)

(29) Accounis, quarterly, Horse and Mule
iittings (.M.).

(30) Aocounts,- qua.r*orly, I.
(M.).

bedding

(lll) Accounbs, cluartorly, sale, of Dockyards

(l)2) Aooounts, quartr:rly, r'ictuallilg Stores
(M.).

(33) Accounio, .Siorcs, Grass and Dairy
Farurs.

(J4) Account, Tonnagc (A. t-.)

(35) Accounts, 'I-raining Grant (!J, and 1\1,
and Unit Sections),

(li6) Aoor:unt, voyage, H. I{. I. Statiol shipe
(M.).

Autluittauloc rolls for trray and othel urliolanubs
paicl to the estoLllishnien'b o{ .[,lilit*ry
Accounts Dopartment (General s+rctioa).

Adjueilrent book (lL E. [i.]

Agreement. form of labour {A, F.)

.tlocation of idlq mruhines, lists of (A. !".)

Aliooation. shscts of labour {}L )

Appeal flloe

Auctiou sslo lists. p:u'iodiorr,l (A. !.,)

Bal*nccs on outebauJing crlrar:b,1, lis! of
(-{. F.).

Period of retontion.

J yoars,

3. yoers,

3 yoars.

3 yo*r*

$ years.

3 yoaro,

3 yoar*

3 yo*rr.

5 yoa,rr,

5 yo*ra.

5 yearr.

5 1'cnrs,

Jlr4*-+us:-

3 yean.

3 y-ears.

I ye*ra,

5 yoars.

5 yeara.

3 year*

2 yo*ra,

:j€

i, ',r:;





Ssrial No.

l1

T2

t3

100

Statern"ent shorai'ng tlte periocl,s on, the Erp'irattore ,tf uh,'ich uofdou,t otfrs€dt

af- Recortls ,,tu'y h", tlestroytttl. (Rr{erratl, to in paragruyth &59L
Glwpter X)**conttl. .l

;

I

Doscription of ll,acorcle. 
i

---l
I

Balance shoets* i

l

(l) Balance sheot, itttrual, oi 'lir,rurery I

Currior-v ond Cutter ehop (A' I'.)' 
;

(?) Balance elx:e&, munbhly, of ouLtol shop' 
truusrr,ctions (4. F").

(3) Ilalance sheeb, quarterly, of outtor shol'
tnrnsncbions (A. F.).

(4) B*la,nce sheets, Trial

(5) Bal*nco sheot, Timber (A. F.)

Period of retsrti.o&

Bills-

tl) Bills, oontingent

(2) tsills, labour, filo of. (M')

(3) tsills, local purohu,se ortlers and (M')

(.1) tsills, pay, ostablishmenb

(5) llitl€, pay, I. M. D. aacl litospital estab-i
lishmont.

(6) Bills, PaY, Bogimenbs'l Offieors

(7) Bills, pay' Staff and Doparbmont'al
Offioers,

(8) Bilts, pay, WarrauL rr'ntl N' 0' Oe'

(9) Bills, R*ilway (R'ailway clairns)

(lt)) Bills,'I'ra,velling Allowancs

-Books and Regulations, eta'-

(l) Air lvlinistry weekiy ordors' ooe copy '

(z) Arnry (luunciI llst'ruclions, ore col)y '

. (3) Arny Insbrur:tions, lndia, one copy

(4) Arnry Lis[, Iurlia quartorly, 2 copies '

i5) Aroy List (Hall yearly), War 0llice'
one copy'

(ti) Arury List (montlJy)n War Ollioe' ons

copy'

3 ye*rs,

2 .yearo,

2 ye*rs,

I yoar.

3 years.

5 yoa,ru.

S yea,m'

5 yo:rr*.

35 years.

35 yo*rs,

x6 yoars.

35 years'

35 years,

5 ye*rs,

5 yeare. >

Iror cvor (b).

Iror ever (D) '

n'or evor (o),

tr'or over (o).

For evor (o).

!'or ever (a).

f'Ihogo for June aud Dscelnb€r 36 yoals'



101

on tha ft)ltp'irttti,rtrt, r{ wlu,clt,'uu,ri,ou,s cla.sses
3i9*

s/tttluin.q thc

X)-con

fri=il.l--tn

No. 25 of Ma
efr?tte '( A"-
,ie to ser-iai item
llip No.24 of I

possession of Contr
plil in the case of l
:ase of I. T. units r

(Amondment 1

t-fna"**

re.<t oopy is

'period,s

bv cle,:t,

;).

bt.

':r'

!,f, uv",,

r{,t uour.

I

olu ouur.

oju 
",,*r.

.,{,. ,"*,.
I

Iror over (e).

c0d{.}s,
copy of

I (t6i N$,vy l,$its fryr.,r ' .

I ;;; il;l;; [",,:,,", \
I tral tjra books laud rcgulabi{ns,
I I Ma,nuals an[ paruphlete, {reI I ear:h editioi. I

i ,,r, {**, 
uuia"fu,iti,nt 

I

i 1zo1 fost*t Lirride[Irr,tir) . .l

i trr) l'.,,'u,"ial tlJzcttes, u,," 
",u,1,

i ,rr,/r.r*, ri. rlrr*,' I'',t,uutiJ's

I t 'nc 
corlY' 

t \
I {?3) Ito.\'rl.Air' !'or:ce_Orders (lndia),

*- :_
i.Io. 9 of lIarch lgBB.

-!'ur cvt'r (c ).

i

{Incli;r), i

I
I

9re copy

Page 701, Seriat, tro. IS (p4) to (ZZ)_

. Substitute. 40 vears , fur. , fo. *rrr" ) .
;. column s og;;;'t'ire above enfries. appearing

(Amtnd.rnert to Office llauual, Far.t I.)

t:',:

ji!

rial lio.

Page L00,

The for
by Correct
follows r-
. " Pav bil

o! Januily a

Decembel in
JO yeftrs.'

Description,of recor.ds. PerioC of reieniicn.

(27-A) Servlce bookst3



t01

itrtletitr:nt shtturing thr: puiorls on, thc Hr.p'irn1,i,tn ,f tuhieh ttniotts cl,r,.,sss
of , Eecord,s- rnay 

.be tlestro,yed. (Refemed, to"dn ptnagraph J,Sg*
Chaltter X)._eontd.

Descripiiou of ll,ccords,

Bloks anrl B,egulations. eto.*contd,

(7) Aruy Orcler, lndia, one cofy

(8) Arruy {)rcler, War Offico, o1e copy

(9) Oivil ligts, all

(I0) Ciassificaiibn fland _Book of roccipts
and Chargos, one copy.

(I l) History of serriccs of ofticers aervios
in Civil departmcnts,

(12) IncUa Gazalte, Parte I ancl Il, one copy

itel frral, Clazelrr-, other parts, with extra.
oriiinarv, one coDv.

(14) List of un-iis

) (15) $Iarine LisLs (M.), ons aopy

'(16) Navy Lists (M.) ..

{17) Noto books, sectional. .

(18) Old books arrd regulations, eodoo,
Manrrals and parnp[-lets, oou- 

"c,py 
oi

each edition.

(19) Postal Guide (tsrioish)

{20) },ostnl (ltide (Inriia) 
"

(21) l'rovirrciu,l Gazctfos, {.}rl.l cop.y

(!2) I'"r:yal Air !'oroo lristruotious (Inrlia),
One copy,

I'eriad r:f rotenlion.

tr'or orrer (c).

For ovor (6).

2 .years.

For oret.

2 yef,rs.

3 yearr,

Until _th - noxt copy is
r ecervod,

t'or ever (a).

tr'or ever {ai.

trbr erer,

For ever.

Ono yoar.

{)ne yo*r,

Orre 1.ear.

I.i'or ever (c),

(ll]) Ito-v;rl Air l,'orce Orders (lndirr,), one copy i l-or evt:r (c).

(:14) Scniorit,v Lists of Oiliccrs 1lI. A, DeparL- jOo*^-*. ,or_ Iment),0uecopy. I 70 d--t'd

(95) licuiority l,iefs of Acc.ou_utants (rll A. l-Epr-euor-{..},Department), one oop;i.

(2ti) $er:iority Lista oi passed eier.kr 1If. A, I l1.""_g.ousds;.Deportrnent), ono-copy, 
:

F" 3o acn

(2?) Scniority' Lists oI otirer ciericat andmt.nial eetublishment (,Uilit;;;
Accounts Department).,,ru !oJy.-'t

!, W**
s,F€{reFftt. *u ffi**

,
::,

i:i



fi2 :l:.iJL-*';.:

ill,*teme'nt sltowing the per'iad,s on the Enpiru,t'ion of mhich u*r'ioriits d#fi
oJ Record,s rnag be dnstroyed,. (Riterred, to irt, paragruph 359-
Chapter X)-contel.

Seli*l No. Descriptioa o{ R,eoords.

i ,:r

'.i lr

i
1,

t
j

i:

'r.
4
:

!
i

Books sod Bogul*tions-oonid.

(28) Telograph Guide

(99) Th*cker's Indran llirectorY

IJroad Sheets-

(l) Broad eheets, G. P. Frrnd, t. O, D' P.
X'unr].

{2} Broail eheet, Truaf, Interosf ltund

Carde-

(l) Cards, oost, and absbracts (A' -t'.)

(2) Cards, Day workers (A. Ii")

(3) Oarde, pioce workors' summ&{Y
(4.r.).

(4) Catds, Production (A. F')

Cash book, petty

Cash rocluisition file

Clsh st,curity tlePosits, tilcs iribinc'c)

Certificato'forrn of disburscmcnis (A' !")

Ohetlucs and R. 'I. Il,s.- -.'-

(l) Chcqtics oancoliotl, files of '

(2) Olretlucs ancl Il,. 'l'. P,s. oounbcrfr:ils ol

(3) 0heques aod li. T. lis', daily sttciraot
of.

{4) C}rotlues and I"' 'f, lis', paid, iiies of

Children's allowanos oiaims file . iPcursion
cl*in*).

Ol*ims reoeived, other than pay and penriols
6leg of,

Cl*ims returnsd unpassod, tiles of

I year.

2 years.

'5 yesrF.

2 yc{,rs,,

? years.

2 yoa.rs"

2 years. :

3 years.

1Io be bound wiil
lists. . l

35 ,ycar-s.

J .yeol.t;

3 ycars.

3 yaaro.

li yeirrs oxcluding' l'

"vear 
ol issuo. . ',r...

l5

of

l6

11

l,$

l9

20

21

23 3 years.



*t&tement shoming tlw periods on the E'*pirution o! which uamous rfos,ld$i1f,,ffi
of Racord,s *oy b" d,estroyed,. {'Eeferred, to" i'rt, yturagr*ph ,}5S;..'. ;::t':

Cha,pter X)-contil.

Sdri*l No. i O"soription o{ Iiecordi"

7Q2

i
BOOkS ar t n-"--r' 'rr -^' " I

No. 19 of March 1933'

i

(U

(21

(3)

(4)

Cln'r. L- "'

No. 53 of 1931. '

Page .!02, Anne.nnb;t i!"-
{nsert tbe lollowilg as a tresh item :-':

# soria| No. 1$A, 
""*J,".",t ll:#' 

s) *.
i "-"

(Amenclment io " Oftico llanual, Part I "')

l.-

_--t
r3 I

;.PaEe 702, l*n'eswte 
$ A"-

I "-"-nr.trt'ethe 
existing en[ry ag&insb s'erial No' 14 (1)

""/."""K;; 
liP*1;,i"';"f 'r*B"tio" " ancl subilitute

" 45 years "' 
(amendment to office Manual' Part r')

$

,I
,\

1l) {,h{uts uttnotll{tl, Iilc,; o[ {

,r, ,y'"nr"o**,t lt/T. il,s. ou'r,r.r'f,y's ,,i .

/::r: ::;::/:::
oxoluding

issue. ',,:

6,rs esclnding"r:
yiar of issuo,

of 1935.

& new item :-_

:|-.

6ler

i yt'ilrs.

J yoar"s
Ye&f

z3 / I Cl*iu lejecteil penslon



l
.lnsert the follorving as a fresh item below seri*l No.

29 (10) :- :: ,.... ,rr,j.irr

No. 33 of 1935.

Page 703, Annesure A-

t' 10-A. Section files of
A. H. Qrs. letters, etc., other
2S (10) above. 10 yearr."

6

No. 8 of lfarch

Government, M. A. G.ts,
than those' men'uionerl at

I :- - rjrr.-:i:i:::tl:.
' I r:::-:l.r'-

:

No. Z of March 19ti3.oage 103-
..' Dtl,et, items ? and,g of serial N-o, 29 fogether with. ihe entries connected tberewith-

(Amendrnent to OIfice Mal[al, pa*i.l

::
li

1033.

di

No.

ttir*iii:.i:i.*f,$,i.ffiffir,:1' * +init4 .ffi!+'-i



.]=

-.4v

24

25

2fi

gQ

lf)

!

..,tl
::!

.i'I::i'
'' . :i:
.,..':-

,:..t

;,::"i .' ,.::.
-::ii : .::

i:r :1: i :., :,
:: i.: ir''','

;.;"
Br fj .,.
*r.'J 1

l:', i
;:: ,

:ti:, \,
:l .ir
j'i l

.1'r'.

r03

Statement shawihg tTte periad's an the

of 'Recorets rn&A be d,est'roYetl.

Cha,pter X)-contd"

Erp'iratian of which rarious cln'sses

(Referred, to 'in ytaragrulth 359*

Description of F,ocords.

Compilatione-

(l) Compilations, consoiiclatod

(2) Compitations, cletailed

Conrplement booh (II.)

Completion. cedifieate (&L) '

Clornponenf rlem*nd and rcturn notes (A. Il.)

Corlract lists (NI.)

Conespootlence- : :

1l) {'ilcrrl,ution! lrleltlolon{1fl. filt' of

12) ('onfidcntinI p:r lrrg rcgart.ling ollicor'
*ncl otlter rir"rnlr.rs of the eehr,hlish'
nlent.

/il) Contid.r;rtilrl pancrs regaltling 0fficerx-
arlt other' 1p3'ptltt'ts,'f tllc t'stlblislr-
nerit (Discharged).

({) (lorresporrthltce regalding suppl.v c,f

sl ltiorrerv &nrl fornls.

(ir) Eutertriinm"nt ",,,1 
clisrrhxlg" tllctror-

anda (A. lr,1

(6) File ol applicatious for t-rnplt-vment itr

Period ol retention.

l0 years.

5 years.

Ifor ever,

5 .years.

2 years.

.li) ycors.

1 ye*r.

As loug as they are orr
tlre eff'ectivc li'qt.

3 ycars llttet elischri,rge"

1 yen,r.

I .ycrts,

,ift-laltF. 5 "{.s":+

l'or ever,
Nots.-All other cor-

respondence to and
from Governmont of
India, Ii'. A. (li. F.)
or lVL A, G., will be
dealt vith ulder iteais
29 (8) and (12).

2 yorrs,

thtl H. A, DeFa,rLmsrlt'' 
i

1 fu|!.. "{tuu;**pptiti*bicns'(*,st,rlrlioirnreni|t- $Ye*t'*
I

(l-i) Ijrr rwarrlirg ntetrgur':t tttlu,, fgnrinrlers a11rli l --veaF
\*rckn,,u lFilgrnents uf L'tLt'rs 

i

({i) lrcirwarding ntenor&ncl,l r-rf Navy Rilli.
(lorrnt..rfoi li nf , (1[.'

( i{r) .l.etle|r frorrt (iovutttlttent of lntlirr.
F. A. (lt. F.; anrt 1I. A. fl. conveyinr
sanctions or dccisions or other orders
of' a perrnattent nature antl

. correspontlingly the original letteri
or representation.* from Cs. lI. A.,

. etc,, on which sucli sanctions, ileci-
sions ailc1 r:rders ilre initiatecl.

( ll) Lists sbowing merr rvorking ort more thatr
onc qr'ng (A. F.).

"1



,f, i:.,:i.:i::::,

ri :::: i:ri i,.:t,r.'i:

i ,,.:+'!t4"l1rLe;i

,:::::! 
- ijl::!,:i.rr :,,'";:*1f,.*

'*i!i,il*;.f i

:!.

*lt.

serial IrIs.
( r{a/1, ',

.---\'(-!Lyg
ari IJ r: :.:,1

No. 12 of }Iarch 1033'

a?t-

item:-
3 vears after
cdmPletion of 

'

iobs to rwhich ti.e.
pertairr," ,:j .. .tj.:..:i1r4r:

(Amendment to O$ce Manual'?1'

:.::i.-: :..t. :i.:: Ii.:_:;:-.i.r i
'| !ia.r-rE:!!i,:tr,:li! :':li::::,..f



Serial No.

34

29 Corre spondenc e-c o'tltd.

(l 2) Ortlinary corrospontlence

(i3) Personal cases of Cjivi!
(Pension claims)

c vea,rs,

.t o be ret&mett lor tlre ') be ret&rned tor 'the
same period ae penrion , r 

.

Doscription o{ Reeorcls.

I

Period of

claimst

claims'

lO yeErs,

i)5 venrs,

35 vef,,rs.

:iI yeare.

5 ye*m.

2 yei,,rs,

! years.

2 years,

2 years,

2 years.

l-) ye8,rs,

pe nsl ,lners

(l.t) Personal oases of Tndian trfi]it,rr'v
Pcrrsioners ( Pension claims).

(15) Personal cases of contr&ctors (stores)

(16) Personal ca,ses of officets of variotts
tnit;r and formations.

(l?) Personal iases of Ofticers and establish-
rnent (lI. A. I)epartment) (Goneral
section)l

same periorl as leneionl ,:.:"1:il'r,r:l.

30

3l

on

Credit Notes, Ifilitarv, counterfoils of

Defect Lists (M.)

Demancl anrl return notes, (A. F,)

I)emancl and return notos, Summa,ries
(A. F.)

Dralte, S, !V. O, completed (A' F')

Sarnings, summa,ry of, piece and gang workers
(A. F.)

Esfirnates-

(1.) Annual Forecasi budgel estimnte

(2) Budget estimaies iprinted)

+*(l) Decla,ratiotrs of deceasocl subscribors, wbon pn.vrnenie ato mado to their no'
mineos or succesaors, rvill bo presorved pornanently'

/2) Declarations in respoct of which revised declaralions have beon recoived, nill be

aooi"-,ivua by tle Officer in eharge o{ the -Fund Sectios, & ronrark to l,ha,t sff'oct being.

rscord'ed un'der his clateti eignatirre in lhe Subecriberrs lerlger,{ccouttts and tho word

" ll.ovjsed '' bcing notod ou the forlrs.
(3) Declarat,ions of subscribols vho obtrin pa,yll]ont. orr t.hcir rotirement, will be

rud#"Jior ilt.ulro"r tiono ihu dnt" of final pa'ynient ar,-rl iheroa{t'or destro-vo4.bX:{\e-...;;:

b-m."r i. .h*rgu of thu Fund. Section, e.romar^h to that eiloct, boitg entsred,qqdg.'q.,t1i,---q.:]: 
-i

initials in i'hs clossd ledgor ac€ount, o{ the subscribcr.
,:..i::':l.:.:,:,.';
:.,.ii,li!'i:f



![o. 37 of 19SS.

Paga 104, Anncrure :t A"- '"1. 1.. i':*|?trrr:l,t
afr'!:il::..::

F:i:,r:::1e
t'aii{:ir:i

it) "Correspondcllce leading to

etc., are filed *ith Personal ca'$es

thc asme Periocl as PL'nslon
amenclecl bY-Correction SIiP No'

the

olaims;.,i
, . Lil:'l.i:. Ofl

(Amendment to Offioe"$
:

No. 14 of 1934.

-T4tt
,\k I

,r$\:

Gnttadro'P

i$6') COneSpe';1 rlc nce lil e s

- -,-*1}** einsc) , lo 1e*ltp

C'^5 t.!'i -r, I F r.^t- Su#J'&$'ciAtE" ze "1"r6ff 
- 

, r:'::1;

Page L04, Anneawre .. A t,_

No.1?o{}Iatch1$33;..........

Page ffiA, Annetttre 
(' ^4a'' ''1":;''' : :' '

fnsertthe foliowing- -*s {'-ul*b 
itqml;eiinsbts'eria! 

,

No.l"s ;"a belorv iteniNo' (17) :-

Flr the exisling entries
n.s _rnscrted by Correction
" -lb Yeglg tr.

:.

1t -""I*ry B, pe_ri1l No, 2e (20)slrp No. 6 of L934, substitutL

.:t'i't'''"'=

Insert a ttagger (t) mark on " 5 y"a5tl..i!

'.q"i?rJ"si"i"iir". 
zb ttst antl conneot iiwith

ing footnote :-



105

shomi,nq the peri'otls an, the of uhit/r t:u,riorrs clcssrs

Beeorrl's nxau be ilestroYetl' to i.rt, 'parn'ya,1th

ChaPter X)-ooutd.

Description of $dborrlr.

Estimates-cordd.

to Rndget

Poriotl fFtentton,

{3) Cases
).

(4)

(5)

Budgei Dstimates.

tecl Rudget Esbil.rate

) P'evised estinlates

No- 25 of 1931.

705, Annmure A-

lnsert the following as fresh items :-_

Deecription of Records.

l{o. t3 of Match 1933'

,Ar,ne:tu,re" Itt-

(3) Buikling Ledgers

t the followinq as a fresh item :-

". 
*i. t**-itv l"od*-"L A' F' a-29?' 

-10"''u""t"
('f*.na*.ot to Oftce lltnual' Part I')

ii yea,ts.

5 yea,rs"

ir years.

l) yerrrs.

Ssriel
: ![o.]:

{. Scniireur ( io'luranrJ



WryLshowi,ttq the pe,iols on

g,*;;f i\::!",3"t"'"/
E't,lti,rrrtirn
(Re,l'ened ht

nf u.rtti*, rar,
'ttt,, 'p(ryN.tllyt

B7 Estimat

{3) Cases

(4)

/5)

(6)

of .Rocorcle- ,j
ntt

--l'*' -
to l]ndSot l*tirrntes

.,i
(-{y'uounrs;.

vised estimates

tiled Budgei Esiiryf'ates 
"

ributed Budger drr,ruur"

i Yoa,r..

5 years"

5 year*.

ll .years,

No. 38 of 198b.

Annexure k AD-

the existing entries
following :-
rolls (I. A. I'. y.-r948)

(Amsnrlmgn! to Offee

agahtst Serial No. 4l and

5 years in tho case of in-
divicinals nof invalided
from the servico. Tnothcr easca uelma-
nently ".

Manual, Part I.)

v ident

I

:i

)
,l
)

.1,.' No. 13 of lfarch 19.33.

Annemtfet' I)2-

bhe follorving as a fresh item :-
no.45-A. Intlemnit,v Sords-(I. A. F'. A,-297. l0 years"
a-a.. ,r n-r tl(Ac.endrnent to Olfrce i-llenuel, Part I')

to Office Manual, po

* Southern t"ro]*T onl?



Borial No.

105

1 
Descripbion of Records.

Dsfimates'*cozld.

(t) tTi:ffi'"t*fls to B'dset Esrima.res

(4) Detailed Buclget Estimates.
(5) Distributed Brrdget Estimnte
(6) Revised eetimates

-ramrty rernittance to EnglanrI, li.sts of
tr'orms, requisiiion for, file of .'
tr'orms, loose leaves of diary register, file of
n'und de{uctions, coriified }ist of ,
Orotuity claims

Ilietory sheets (A. X.)

.Bome corouation fle .

Eong Kong Torms, A. n. c-enu 
"r ..

lndente*

(J) Indents, oash (Requisition).

(?) fndente, houe

(3) fndents.for Railway lfanants and crec.lii

(4) Inclents, nrouthJy stalionery, file of
fnspection nofus (A. F.)

Joun:a,ls and Ledgerr_-

(l) Abstract Ledgers (II.)

Iuverttry lists exd corrnecterl uouoou.u jo. 
o.1

fnvoices, Europe

Poriod of rotention.

5 year.*,

5 yea.rg

5 ;'ears,

.s xgo.t'

i) ye&rs.

I year.

2 years..

5 years,

6 years.

.['or ever.

*5 yoars,

l0 years.

5 yearr.

5 years.

I year:.
:!:1"{r:'.'t'r
;- . .:..--:.

,.,s. . . lil;,--+;:1:- .1-'t;.: ": -.r.
.1h' ..r'-l
;:..: J-' 47i.,'iff;:i *t

:1.,1.,l;:''r*

i*49
rlSO

I yoar,.

9 yoar.s,

2 years.

D yoar8,

(2) B, R. N. B, R. Summa
(3) Builcling ltocige'e ,o. ;".tot"'.ttt, .(4) Component ledgers (A. L).

5 year:s.

2 years.

l5 yeare.

5 yea,nr.

Btatem3nlshowing the Tteriods on the Exn"yni,*;;T;;"t!"ff f ,,"J,,,!."f ;_r;:::o::or.u,hicttL.a,.io?t.sclrxssesdn"i#'fyffir!' tlestroved,. lhifenett t"' ti"'e-riii'"ii,t, Jss_

# Sou thorn C'o.iililrrlr-



108

Slrtlan.cn-t .slto,w,ing tfie periods ont lhe
ol' Hecoris -,,,1 i, ,lcst jottpl
Ah,t'p1a'v X)--contd.

,/

.Uespr{ption of Rt:cotde, Period of

, -^:___ :\o. ZI of Mareh lg33.J'a/e LUli, -lilnerure t. J tt_

Serial .\0. 1? (4) pav bilt-l up to gt.t Dece!.b"i1; ^- vEucEoel.."
I Or rtJ year.s. .r.

,3:',

From let January lg3p. nsv,ror June and Decsurbei in
Iea,ts, othets fo* O yea"s. :i,fj

. ::i11serial No. 12 (5) . f "l^l,lF y t" sr.r i;ec;;beri
1o[ Jt yeal's.

tr'r'om 1st Jsnuary tg32, pan.i
for Jrine rod-b.;;;iri'%,
ycars, othe.rs for 6 years.

$erial No. 1? (8) pay bills up to Blst Or.r*O*
ror ;rD J'ecl.s.

' 
:,f ,,i 

;l i ^,'... 
q tilk J 

-r,;;
yc:rrs, othels for 6 vears t 

"5:$elial No. 1S-(1) to (s) .

Serial No. 13-(6) .

Selial No. I3-(Z), (8) and (I2) .
Serial No. lg-{lt) ,

Ser.ial No. tB*(18) , :
leliai Nc. l3-(?B)

. 20 years.

. / D .J.e[I.s.

. ou Jrears.

50 years.

5..years.

50 years.

o"'*.Irr!;
(Arnendnreni to Ol$rc Mo.,et

-+k. i

"ff-_;



'ftafcmpnt sho.uting ilte pertods ono.l Becortls mrtu
La hry|1rs,y xl-*r.j"t3. iest ro tl

Serial No.

57-A.

Erpiroti,on, of
(Eef,,yypf, 56 1

Period of retention

I 
*-i

a yqarg

O y"o.ri

O ,ur*{
5 vears.t

? fears.{

,-t"*"i

f.u"'. 
f,

tunrr. 
I

y"n"r. !
t

Jco,rs. 
!

::: i

(16) S1a.p 1",1.o,"

(17) l{orks lerle.tir.,.r

Ligh$ng anil 1r1111;i;,-
Neir r.chus ._ 

(r\ii.. ljl,,
Los,s g1a;,.,npn1*

Pa,qe 106-- No' 33 of -x{alch l.tBB,

Ittsert t6* foll,rwing as a fresh ifeirr :--

Desclii:tion of recorcle.

imffi:] rerur.n and t{orninal
5 yoara

.. F.

rnds

rulf

g-ers (Not eont*itlis in prog?ess,)

I T,"aser {A. F.)

ors

tiA.I'). .l
I

for Tngot (A. F/)I'
for cfp61 IngorlA,

t'
srrl:sc1ifs1s 

f 1ur.,

'A.F.) . I
i.F.) t

'I

.t

"i

. l,hc $prl.,i1n grl

(Anrendment to OIfice rlfanua!, part t.)



Ssrial No.

Staternent showi.ng the 'iuiods on the Er'piratnon qf

af Recortls *oy [,' 
"ii'st'oyo''t' 

(ReJrrrcd' to

!3'51 :"11- -- '- ,,,,r,,,,,',ffi

i":.06

DescriPtion ol P"eootds'

Joumals ancl Leilgers-cnrztrl'

I5) Contraotors''Ledgers (Not corttaining

accounts of worlis in Ptogrees')

(6) Cost }eilgers (M')

(?) Depreciation Fund Leclger !A' F")

(S) Journal$ and Lodgers

(9) MachinerY Iredgors (A' x'') '

(10) Merohonfs' I-edgcr for lngot (A' F')

{ 1 I ) Merchonts' I'eclger for steel Ingot' {A' F' )

(12) Personal Leclger of sthseribers to iunds

(13) PrinciPal Journals (A' F')'

(14) PrinciPal ledgers iA' F')

(I5) Sioek jourruls ' '

(16) StoreJedgers

(1?) lYorks letlgers

I Lior,tino cntl lruoving in thr Pet'si:rtt

I 
*?iN.Jr"t,u" 

" 1i\ti., Iil,, ,,f.
1

I Los.r stltcrnertts'
i

i tr{,mrrlaetur* tlemtr'nds (A' 11")

!Iont'.1' rvntront file (M')

Muster anil PaY l'ooks (11')

Nav*l Prize moneY (M'i

Normal eost statemelt file* {I' T')

N. P. auct P. M. Suramaries of' (A' S')

OrileIs-

(1) ComTand, District, Brigade a'nd Station

Ordors.

{2) DockYard order file (}I')

60
5 vears"

2 vea,rsr ,

,^-a49
5 yea-$.::,.

5 ve&Ts. '

! yea1s,,. .

5 vg&fgl.-.- :

6l

J'

54

OJ

66

DI

f,lulf

30 vears. : :;

5 -vears; "'' .

3iYelry:: : 
'i

l0 YeaT9...,..,r: ,.

ilo ye*rs.,,, 
,:]1

50 yearl:,,::- ii
Sa,me per.ioit

58

69

' accounts.',' :'. 1;: r'

3 Yea.ls;i l.;,

. :a,



+ . Aftcr c]o1inq of- any esiinrato, erpendituro

-hi"h is recordsd thorein"

estima|e,: expolcliture iolaiing to '

..i,-'11

!;l^:1-: ternggqent, t'g,o€e3 e{11ual:, P,.:,j$,i

No. 26 of Maich 1933'

Faje 106, Anneru4l
(( Atr-

':- D)etrette theleristing renqriel against ' serial No'

*l{""1'"tiitit*itt''trfollowing 
t=,.'

t. 
-:,, , Bxpense'Ireilgei" ' ' ' '" IOt years' 

- :

.".: .: : . ' . . .,.' (Ameudment to Ofree Manucl, Part'I''

50



-'ltJ

n '.,,.':-'.. ,.,siir..if ,'.-.: nl .. r,,l: ir r ',rrt,,l ii: r..i r

lr;, .:::+renciiiuro

iA::trtr]tr:;:li ti; {-1$sa l!{anual, part I.)
No. E6 of 19$1"

Page 7A6, An+rcslt,te tt A"*

(.{raendment to ." Of[eo ]Ia.nu:r.i, part I ,'.)

Del.ete the entries ,iigain-{t serial.No. b0 (5} unde*:
column " Pt:riod of reientlon ', a\d sztbsttttcL 10, 5qais...11

No. 57 of 1931.

Page 106, Anneattre t+ il"* 
,

Del.ete lh.e entries agtr,insb serial No. nO: gfil
l$hun-a " Descriptian of Recortis', and' sz6il$iilrl]i] "- .L-rescnpttt}n 0f _L,uecort{s " and ,s?rbs
" Expense Ledgers (ll. E. S.)"'.

{Ailendnetrf to .. Office Manual, part .{ ',,} ' .,, . , , .

Put,: WL. .\n*onn g ' 'J '-
(s" -- Nc' 55 of 1931'

l;\ :

i;il{a 39 of 1935.
.,.a( A)r_
67 with connected entries and. insert

("s- ' ' -- No. 55 6f 19ul' ,, ...,.;.r'
lid. l
;i,;A; 

106, A^nar,,tie" A"-
t.o/,ri l)tige iuo' ^"""1 ,,,..,-, as {resh ixsilrs aBar'-7:"' 

rt".tt' ttr' .fotlirning,'tl

\i, -"1.1'il{rl,*"',|;1}"-u'" *'

/ lll\ ::;''::i:: il' 
=":* ' 

-;
r";::,h'::: ;::;:'": ;-;;;r**r" )

W';::^dtt:;; ' u'ge iu{i' At'ovt'tnr'rec< it"'; 
" "', 

..

h--- , Itzsert lhe {oliowing as fresh ifsms:*
f 

-r,"' 
" serial No. 63A' Measuremoat sooks (M. :

* ':.1

Serir,t No. 55;' f[uster Rolls (M' E' S')

1A*endmult to " Ofrco lfanual' Pa'rt I'")

Permanently.

To be destroyed after
death of ponsioners
and after settlement of
claims from families
of ponsioners in
receipt of I. O. M.
allowance excepting
the rolls of individuals
discharged orr recom-
mendations of medical
boardswhich ehould be
retained permanently.

To bo reiained for tte
. same period as their

relativo pension clains-
Tobs destroved after the

death ofpinsitif;ers,
nt to Ofiee Manual, Part L)



No. 55 of 1931.4
€g

.E
'e

Ii
E
ii
+
g
'4

:E

e*i?

Pig1,.la.&,.4na@,'..i',-..i.'.....,......

"'..,,j1rr*i'.r;rtfo11u*iog as fresh items *gainsf; *qri.al

No. 5O anel bel.cw iiem (1?i :-' :

r'.q1e; &ent.Aseessment Ledger ilf. 8,. SJ r., "

, tl*)..Ris'u Ledgqr{M. E. S.)r, :',:,,.,':'.' : - :: :. -'

{20}.Johle4gerp:$,(' E, S.}:r : ':. " ,, '': ,.',,-

(311 Prioe'Siock tcdger (M. E' S') ' ',

(Amendmont to " Ofrse Manual, Part I "')

-,S0 yeaf.:..:,

.-:. :r.$. . . 

": 
:i:'::

:':,,' lo r,,;;':;l;1,,1:.
ott.o

' '$

\lo. 53 ot 1$31. .t.

Fage 106, Aruterttre t< / "- i

,' 
'.lI,nsirL'tbe following as flosh items =*,'...:,;,1 ,:] , , :4,

' , .r Se:ia,l No. 634. .Moasuremect Sosks: 1It. E' S'). . f-9 -.vgqtu .E
(after com. '}

:',,. 
'.,.8leri",1'No. SqA:,t Musteg.Rolls (M.E' S.). 'I0yeare'" $
' GuoJ*eqt to " offico Manu*i' ?art 

:I ".1 
, ,1' sI. 1;

rl,+:. :'i:4rr': i)-'":'t_*



,, No. 14 of tr6ar.ch 1gBB,

707, Anne*u?.e (( e ,r-
ihe following as fresh iterns l_

No,60-A, Part If Ord.ers of Assisiani Con.troller, Grass o" O.i"y i,_f.i.'.
I No tj1-A. pay*accounts (Reservis.is) Non-: efiective

t2

r\o. 22 of iVlarch 1933.

, /nnenure (t / )t-

r A-*! r\

retained fo. ;;.;;;
(Amendrnent to Ofrce Manua,l, part t.)

. 6 year*

. 5 years.

i!?; xt*"oil':? "f;fi H.i)::x;:i ,!,i,,",::

lml.t,,':a...#f,'TJ1ft?i{r,."ii,.fi .r,"0;



)d€" A,nne:rit r!,,i, - *

i#g"H,flf;i€ ]ts os,r * ate,

I

,f.:4:::l.r!l

P.gg't: lqV, -tntle:tltrne r At.to Crtagter t:- ,'

!i:,'Cirongs the fullstop into a :emi-eolon aftei.'.the w.otd..tlye*r.s'r
to item 62, anil cdd ,the following,F ,,':,:,ii:.:!i.::l.i:.ii= ::r'r :-: :-l-, .'..'t - i:.----.-':-*O'r ,l . .: :' ',1 . ::l.l:,

i: 1'Ju.ne anit December Pay Lists with Unit Accountantste ano rjc'c€moer: ray
for g years ouly."

in,the

to ff Off€g Manrsl; Par! I i";



1si
statement showinq the period,s on the Eapirution of which aarious cktssest n "Iffi' 9, ry{^rb 

e. tt e s tr o !/ e: a' -tn|"io' 

" 
d t'- ;' "' 

;: ;,i, n:,;;i $ s -*

Serial No. Doscriptioo of Rocordr.

Ordors--corotd,

(3) General orders (M.) one eopy.

(1) I. +, S, C. ordors printerl (E. ancl M.Seotions).
i.

(5) Instruotional books and orders by sec-tious, 6le of.

(6) Issue orilera and. liets of R. S. D; (A. f,.)
(7) Office. orders (Establishment) (fair

copies).
'.

{8) Offi^ce_ procedure orders, fite of, onecopy.

(9) Orderr, dockyard (M.)

(f0) lYork orders books and files (M.)

(f l) Work orders, completerl, list of (A, tr'.)
Orcrtime notes (A, F.)

Passes-

(l) Pass, gate (labour and matorial) (A. g.)

(2) Passee, leave (A. n'.) ,

Pay iists, _regirneutal, with vouohers /ev.cludug.luno aud Decembcr).

Pay and Mess Books of B, T. Units

Pay Slips (Daily labourers) (M.) .

Pcnrions, &rnea.rs, claims of, files of

Porioctof reienfioa.

1

I
I

n'or over,

ltii!

60

6l

5 yo*rr.

2 yeors.

35 yoars.

5 years,

5 yoars..

5 yeari.

I yearsl

? years.,

2 years.

2 yeara.

5 yerrrs.t

5 years.

3 
.mont!s.

5 yeors.

.tr'or ever.

+
+

,63
'$4
:65
!66

i6?
._: ,

Pensiorr cirtulars, one copy

' #fh?:ih{ *.t"ffifi 
,l?,:t,J?J ;Tr:

;l T"O*" 
for June and Docsmber i0 yeare.

ffi*Sg !o destroyod after d6&rh of osnsi
urvw4rrue, uxcop[ t,tro rnva litJing rolls of nonsionorsDe dostroyed J ycars oftor th" fi;aft Jp;;il;;;



ffi

Stotemcnt sh,ow-,ing the p.erio_cls on the Erpiration of which
"{ *fi::' f;:H"rb 

e.'tes r r a?t e ct' 1ili1 "'i "i t"' i:;' 
" ";;

108

De.ecription of Records.

Pension joumals with nouchers .

Pensions, reviserl r;rlos of jntimotions of.
(pension claim).

P. ensions, schedrrles of advonees of, files of

Pu]1s11T:lr, Clielsea,, file of absrra,crg of p*y-
ments to,

Priees antl wages in Intlia .

Progressive acturrl cxpenditu rc (M.)

Proof sheot

Rate Book (Arlmiraltv) fill)
Rp.fe Book (Ma.rirre) (IL)

Iiate lists (ll.)

Rcreipts of Po.t r-)fliee regirt.nrcrl leri.ols, r lc.
file ot.

Receiptd of telegrams sent, file of

Rocaivable orcler book

Recorcls,:cla-v a.ncl pioce worhers {A, }',)

Records of " e.rcept " collponents rltnrnt on
Assembly ortlers (A. F.).

Rocovery claim {ite ill{.)

Registers (Andii)-

(l ) A?propriation audit regisier (Accounts
r(*:ctionl,

(9) Audit IJjogregs register

{3) Audit register of contingent cha,rges

(4) Audit regieter of ofiicer.s

Seriai No

72

/+

i5

7g

80

8t

io

ti8

69

70

7t

l0 years"

To be

5 yeorg;

l'year."

5 years;

3 yeare,

10 years".

l0 ye*r.re.

3 years:

I year.

:j

I year: rl

2 yeqrs,

2 yoars.

2 years.

3 years.

5 yeq.rs.,

5 yearn "

5 yoars,

36 yoors.

16 years.
l

Ilor ever.':

83

al

(r5) A.udi$ regisier of ponsions , ,

1ti) Arrdif_register of Bengal Militarv ancl- (]rptltn_ Funrl, T. ill $. F. F. r,nd
.t. :!1, \1 . a,nr.l Os.' Funrl pcneions



-.:.!i!1iq*f:rti,l.:..:i.i 

"1 "-- -- -:'j--' : i liffi
Pqe108, Anryt're'" i"-

; i",""-r or". tij*idi$g+llrliati.$ -',,.,,,"'
te*""a**. " :" * ii1tt::'r:...]' 

,,, 
l,,,,ri'L

,:iri:.i:#:::'
;,,i{i€:

r. .-.,i'l

,;1..-]:l;$
:lt.:lr:li ,.:.i

, :i tl:lir::i,,j
: l' . ::lE:1
.:.-:,1:-.:

,.1, . l

lOyocx.ll

:

:-: . :1

. . .:.:

Page 108,

:......i:,.:;.::. :,i:1,..r. F.- - _--
' ::a.rlt',... -.,.. ,' .-: :]' - ''' ' :

fnser,theJo$;wing ae a,fresh item :

. gerial 'vo. ?g.A. Beceipt Boolq counterloits of 
B yearr.'t*--- '(M:lE. 8') ''.' ' : ': ': ' :':

6."raat,ti;-a"r$9,:g,r,rr*r: * r1rt,r'.1'),.-

, 3 Yean;





r09

StatqW,r!:lt*showinsrteAerind"*-awhlp"--ft*r;rati,w,*,.f^whie* m*iou,s cl.a,sse.t
'!,.n:'or!:',t1'll]/b'l'tlestro'4t''tl.'.".'(Ri'1i,rt,"Llffi,t#-#,-

.".',, No. 42 of 1935.

';Page 709, Annerure ( A,-
;';,.Insert the following as a fresh item :_
*jj t-l;r--,F"gister of rejectecl pu".j"", .r..,

(Amendment to Oft ce MuITu]r* g_+:_f-".1)

-f$o'L{S d{ D"." i1..z
Ne,4' 'f krsv

:,,Page 709, Annexztre ( A'*
:, __Inpgrt ihe fcllcrving as a
-.I{o. 85:- nt'w iteur ugainsl serinl i

ti No. 2g of llarch l9BB.
Page 709, Anne:t:4re * drr_

4-.f

!

J.
I

,d ol retention.

--------r--------

.? 9fd44^o '

i"

!-

,,i,i;tii;#i:;i::t1ig;,,,;,;,1gffi ,i:*,.;,:i

(Amendment to Ofice l!{anual, pari Li
I 

\'-l'-.><+= 
:-

-'kPj'^''I A 6 {
; ;tz L>

t 44*---t -

",P*,-r*j
'fi,

{t

15

/
;
i

I

l4-8. 1 l?e,gist_er of Inrlcx to }fouso j 2J vr:ars"j Btriirli:r;;aih-i,r;r:cs.
{.\n*n.!,_eerit to O"hco .ilo*r,".1, pari L}

(Amendment to Ofrce .tlanual, prub I.)
-,o



r:ll:

r09

(3) Bill diary register

(4) Bili Fayment register

(5) Coat bunker oheck legister

(6) DgL.attendance register (Estn trlish.rnent). 'c

(7) -Doman,-t Register

{e) n1g1t registers (Letters anrl objec.rrons).

(9) Despatch registere (oherlues)

(10) Itamily alloinrenr regisber, . .

(ll) Farnily rogistlr

(12)Ilalf-margrnre€ister. 
. ! ,

(13) Increruentregister(A. F.) 
"

(l{) Inrle-r register, Li. p. I.,uncl, I. O" fr. p.

(I5) leave regi*ier (EstaLrlishment)

(16) Lonve register (tr,a,ctarios) (A, Ir.)
(17) Letter diary register

(18) Objeciion rogieter

(I9) Progreeg,register, inter_dcpartnrenta.l
uransa,ctions-

Doseriptioa of Records,

Iiegisters ( Audtbl_conl tl

,', 
^ 1filffi.fi*ii;14ffi ;. x;,.,,.

(S) Audii register of travellirrg chrrges 
i

{9) heaudit bilt registor , i

Registers (Miecellaneous)_

(l) Acoeptrd raie register (A. .F.) .
(r) oti5tff"Trregisrers (M. E. ,s.) objcc-

t ye€!,r$,

5 yea,rr,

2 years.

o yo&rs,'

@ Z s4Ee44.r
o ;.'

5iyenr,r. r ,'

3 -ysa,rg.

3 yetrrs,

5 yeare.

For ever,

3 year*.

2 yoars,

For over.

:l Jrsars.

9 yea.rs.

-+.ye**e-

5 years,

5 vears.



110

(21) Reb*te register

(9t) Rocovery register ("A. F') 
,

(13) Begister of acknowletlgments

(24) Idegister ol allotmont' of petty supplies 
I

(2b) R seister o?l""llfi*l "'#"tTi:i-H i

of D. A. C' M' A.

(26) Register of arlvancesJor motor cars.and

oih"* oor, t'uyutcos (Accounte Section)'

(37) Rogister of udvances paitt to R'ailways I

(M.).

(23) Il,ogister oi blank cheque nnd &' T' R" l

]Jooks.

(J0) Register of booke of regulntione in
' stook anil use.

(30) Ii,egister ol book'bilrcling iRecorcll

i3t) Rcgister of -capitrrtion 
n'llowonco to

fii,low" lntl otpbans (Pcnsi'rn Autlit)'

(32) Rogistcr oI oceh assignments

{33) Iiegister ol cagh teceipts (I' A' ll' A"
6r6).

(3'f)Ilisgister€fulaims ngainst officere lent

(35) Resistcr of oourt dcctees (Ofhcere and

Iinit Section;'

(30) Rogitter ol deacl etook ariicles

(3?) Rcgister ol deaths antl nrortnlit'y

I]ntil tho noxt rogirtor- 
is oPoued vhich rbould'
contain &lI ourrent lt6rn!!
ol the Prcviour regs'
tsr. l 

'r, 
i,.

3 Years. 
,, 

-.l,

20 years'

5 yeare.

2 Yoarr' :

3 yoarr.

6 years'

3 Years.
.

$.:]

6 years.

3 Yeatr.

5 Years"

3 Years. ..

6 Yeats. ' ,. 
,.

l0 yeau. t'

.l
3 volrs'

3 yeorr. 
. ..:.

5 yoars" .' . 
,',.1

:

2yeers. ,' ;r:,',.

,i,:,

:&
4q
F

i

(38) B,ogistcr of ilcmr'nd and rot'lrn notes

(A-F.)-



111

n."i-'i-*i^,. nf Recordl

I.Io. 4? on' DECF,n{Bsn 1932 I

Period of rotsntion.

Ill , Anmerxcre A.

r,For the existing entr.'r'

No. 85 (47\ stlTtsti'ttttc "
r is oPened ".

I

column lj againr,t
vears or un+.il a ne"

.'iifij1 ..1n"*"t the follorvi;-rg as a relv item agains;t

.i;i lil. Bb t-
i.1$1"49 a. Register of Financ'ial Sanc-
,,:lili" ,, ti.; fir fresh expenditure 5 yoars' "

now
t.

t.

registor ir

: alrl

'm,erft trt 0iftcr: ]lantal, Ilart I')

16

\o. 32 of llarch lg3i,
Pap 177, -!!t nr.yilrt; (: l ')-

Ayainst serial Nos. S; (-i5) :urtl Sl (5L\, tl,:/,ete ll:,e
existing entries under c.lrrmu ,, I)erioJ^ of reteation'
aaditsert t'irO 

r+:,rr,r's " ia Bacb ea-.e.

i{11g1d11P'+ r'- n''

Pn,re !rt- Nrto 
''t ][arr:'i$33'

, Sttistittdc '5iJ years, t. , .rope.aring iu
colrrriur 3 agriinst S"erirt No.'.for,,evt'r 

i

.t hJ.

lEogrqtey .ot - !;uroPa ttlw"*tffi'-
Sc,.ti,'n). j

.4.- t- 4/€-8-r- -
1{ ..' r:.

, p***' -

\;;j l.rd---.-'
rupply notes a,nd 

*Iide-ri;I*^?rrrE*to'1*"'*--=

- or,t,irri 1rt.;. I



111

Stotem,ent showing the,peri,od,s on the Erpirution of 'nhich unriaus el,o,sses
of Reaordt may be tlestroyetl (ReferrerJ to in paragruph S5g-
Chapter X)-contd.

j

Rogi*ters (^!liscollanoous) 
-co nt il.

(39) Register of doposits *nd advonoes
ropayable..

(4(l) Rogistor of dopoei{.s of ostatos of
decoosod ol[cors, ote,

({I) Rogister of omorgont aclvances

(42) Rogiator of orronoous cr.etlits

(43) I{egister of establishment roturng
(Storo Section),

(44) Rogieter of Europr.l irrvoiecs (Storo
Section).

(45) Rcgister of cvonts

(4ft) P'ogi8ter of oxtracts (A. !'.)

(47) Il,ogistcr of fural disall,rwarrcoe

(4S) Rogistel of tirrnirr,ial cll;cts

{49) Il,egistor ol financial irrogularitics

(50) Iiegieicr of grrtuity (Unit Sc.ction)

(51) ltogiatcr of groun,J rent (Storo Secbion)

(52) Rugistor of Gover.rrntonb promissurv
notog arrd dclrusit rr:gister-(lccc,unti
Sectirrn ),

Rogieter of half-1'earlv halirrrcos,rf
teg.inreutll f unds (Accuurris Scct ion ).

i58) Ii,ogioter oI India Office advancos

(69) Register of indent, demand. noteg,
rupply notcrs and local purchaso
orders (lI.).

6 yoaru.

l0 year:s.

Unbil a now rogistor ir
oponed^

3 yoars.

do yo&rs.

5 yoarr"

6 yoars.

3 years,

3 ycars.

l0 voaln

Y*qtrot.5n C/€-*r.- -
3 Yo*rs. :i.i::,

:l f:j '-

..:.lt::i$
::a':ta'rli

',,,,. 
t'''

(53)

-.Eop*vor:

For ovrr"

31lr,rr

&rrrg1'ttf

5 ymr:',

J _V0nrt,

3 years.

5 yoars.

5 yc:rrs.

(.54) Regittcr of ltist,l i,.s uf sorrir,.s of ;

civiliu,n ofticore pa.id ftoil nliliLary
esllm{!tes.

(55) Rogistor of lforrs inclerrts

(5ti) P"cgistcr of Horne irrr.oiccs

(-'i7) Itegister. of Incoruu-tax

f"/w



IIZ ,. 
, '.,:

tjt,tl,tttrt.rtl 
'11,,t,r'i,,11 Llu.: 1,,',i,r1s,11, L/r,; li.r1tit,r!.,,,1t t,f'tltit'lL rt(r1.'ons cjlrs"oe,.

r{' Rtx:ords m(LlJ ha tl,wl,ro'yetl. (P.eferrtrL Iu itc" 1tula1ru1th 
:iag:-.'

C hupter .Y)-_coritr1.

Eierial No, i

8lt

Deseription o{ P"ecorde,

Ii,r,r:, ist t, r, ( ll ircsl I*n oor rq ) -c ot t t{ t,
I

(6C) licgister oi issuc st,-rr''i v,rltc[]i',,1 frrtil i;,ears,
dock.vards iM.).

itjl) -L'"egisier of issrie ril altlvico lisis 1,.)r I 3 .ycars,
R.'ll. Rs.

antl rnen.

(ti6) Ii,egisfi:r o{ miinuf*ctLtrc clolrirncis (,\. l'.), :i ve&ts.*.-.,1
t67l ll,":i.rr'r' ,,f milit;rli' j,'uirral {.\r'c,,rtnl:, ;t.1 5'$0 yea,rs.

Scctiot).

(1i81 liogistul of rr'.i!itrlr;" iedqer (Account$ . 3{, }'6jals.
Sectiol).

(00) Ilegi-qter of milit:rrv trea,eure circsl
a,rrcount:J ( {ccounts riection}.

({ii)) llccistor of ilorns unclor objoction {or
iirrrl san':ti,'rr oI S{1rottrl'y uf SLir,tc
(Il). antl lL, linit ir,nrl Ollicors
Serti0n-c).

({i3) Pucgistcr,of f,. i'. ljs. issuo'1

(64) llogisitlr oi L. P. C. bookr recoivod ;Inr[
issucrl.

{65) Iiegistcr o{ L. l.'. L'"r. 'rr,:r,iii,ing, ollictrt

(71)) l'legi,ctcr r-'l trtiiitar.v excha,ngc &crLrunts

{l l) li,.risl,.r .,I rui*r,,ll'r'ru,'li n,rn.rr':rn ]rt j
chrr:g+.<.

(72) liegistcr. ol nr,-riourl,ltl ee; Nifirtr.tus

{7:l) [icgistll of rL.r"r bills ( ]I.)

( 71.) ll,r,rgistol c'f n,.,t L-c$cctir-e &rcu Llrrlij

(7j) liegi:icr .if piriisil{i) r}1{)ltl,rv

(iti) IiU,:isir,r' ,,1 p;1.\ rn('rtt. jrstit's.

(ii1 licgrst, r' qi l';rlnunls tnlr.tu [ |r,rl li,,"i.!

(i"\) ll,egi-stel {){ l)i1.\'r}r{}niB in lndia bi'
eubscribers x(,] i;he lSonrhal' und
Bengri i\liliNtrr:-r. !'ulds, rcsiiling in
lIuLoltt-.

5 yen'rs"

il yeru.

Lturtil

5 yeiln.

ii yearc

5 yoars,

i 1'r,.rt's,

5 yoar-s.

ii yoars"

liirr ovcr.

Lhriil a
opotcr-[,

l{i yea,rs.

ll or ogrt.

new rogistor

5 years.
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. t\lrllr'1tt.,ttl. .t/t,tit,t' trrt l/t,,l' R,,,unls ,',r,,,,'' '^:,.'.,''i"l',"'' 
I'J:" li "pirr11",1, ,'I

a t,,i it r,i 
"y)-r[rn1 2n't/ rr t u' tt' I Ii' !'r r v;rt 127

A(U:l,qttS. {l{&Sisi
'St ar u g r up.l4, I J.p g-* -

l

Scrial i\o. i
l De-qcription of

lit gistcrs (,\Iisccll

({it}i ling;r1..

of
1r. Rs.

No.2e "f$;;;he
Pale 172, A,ptentt.e .( Arr_

;:jil;::m:1.;t-#;li:;"J:,# j,*r,t;n:;,t;rsii

(Amendment io 0ftce Malual, pali I.)

Dr-cerreon I gB2.

Years t'(,i)._Ijl tliu 1,1i1r1y1,,,
n ( il ) nlst.t.t ..,.-.^.. Igtt"iption of Records',iitem (?z) ;t;;.j";''::;;i".,,,1i'jl:!l'-"ri or Eecord*"1 ir.5r"dr |uptcs ,, at the end.(,j) Insert th;: followi'g as ?r o.* irJ] .ll''

i;;I; ;;;ij'-n':,f ,1.i 1) 
rnF,,ts ;;* -

(irrnenctnten, ," offi,:':;":::r,*;:::., 
u 

'ooth, "

'Ur'ng,rl .\liliialt
Errropo,

"*---***:-
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shous'ing tlte 'Periods on,
',t',.tt it trt, o f',ut h ic h, u, r.t ir.t,,t,:; l,#;ss,is

i;,of Recsrd,s ru,rtY b,e d'e, (Be.f'c:rred tu iri ltarogra-j2i.y ,:iLg*^

, :'ChaPter X

Description oI

\

t4

I[o.27 ol March 1933.

Page 773, d.nncaure .( Att-
Delete serial No. 85 (81).

(Amend.ment to Ofrce trIanual, Part Li

'(uF) rdogrster, ro-appid$Gtrrtil,

(8j) Rcgistcr of reueipb .incl rli+lrihrrti,,rr of
corractions, otdors aud t,reritllicals.

(86) R'r:gister of recoipNs ttril. gtdres rif f,;r'rlr. i i 3t.11".
{Record). ,/ |

{$!) Il,ogistor of
, civil exr:hrnlde accouuts.

1f 1.'r:1,ipNs a,utl rlisp.titi rf ,vii!i;
adjustirug d,c00urrt$

rurira,o.r*radf1l1*

(Llt)) ilegister of reeuverv elaim.sy'(uud {r\l.J

{t)I) Lregisler o{ r'cgimenirr,l,zfind lIircr luirri:;
(Aor,ounts

()J) [ioqistefs of li. '1. lir. is;r.r,;j

-urity deposii,s

;5 year-1.

5 '1'eat::.

liI i orr,i-:;

.,. , ,- ;\o. 4g 0F l)rL:n],rBrri I9AZ.
Page 77J, Annexure A.

trtor " trt
3"r n Ji"," r,l,1l,,i;ii1Y1,i'i. 3gy 3 ngainst..'. :'l*, tvo. sif sii' r,,b:ilti,";;''P,i,j'1,,.,:l$t

$nenc|ment to Affice.Manttil, part I.)

*;?

) l>'egister <.rf ships (II.)



1r3
tt3

'7,t,,' l.; t, t r I /tt Il r I t i r, t t t' t t 1t. t l' tr ft i,1. fr. t,( ( t..t o I t $'ir'slto!/r'tl . (il,,f,,rrtrl 1,," itL pu,.agnt1i,,,l,
tlttpn,l. shr,'nitu1 tfte ytel i6r!;5 111t. [,f7n

ol , RcutrJ.: ttr"rt ry 11,, rlt,.:i.rolc,l .

Chupter X)*contrl.

E tp itr r itir tit, tt f' u: h ir: lt, 1t G1.fo1 f,.,
( lttJtlrl'gd 1,,, i.tr, ,p{t r{rgrel}/,

i*'ion of Ii,oeordg. Period oJ rebention"

Jatg,

Deecription of Records,

I
Iiegisters { Misoollaneous) -.\.o nt,l, 

.

{79) P"egistor o{ pensi,rn coutributions iLinit,Section), "

(80) "Registor o! peruraneni ar{r,rr'nces , .

(,31)

{8r)

($3)

(84)

{85)

(Eii)

P"ogister o.f pricetl accottrb$

llegir*or of prohibitory ortler {t}f.)

Iiegistor, re -appropriatio n

,Bcgistor: o{ receipt; rtrrt{ rlis{,librri.i,rn of
correctionr, orders aLcl pc,r,itrrlit,il.Is.

Rlgisiel of ::ecri1[s ir l,I irsrl\ r,{ 1,,!.j1:j(Racord). i
(S7) Iiegiobr,r of r.p,:eirrtr lr1,l ,1i.1","11 ,.t

ci ril e\,1hi;r{s s,,,,,,,r1111s.

{sE) liegisiur', of,. r'crci1'55 ,111r[ 1[is1,,rs;1[ 1.f
cent r.nI arlj ustii]:( o,L-curxr t j

[iegister c,f rcct,igrts of clte,{Lruj.rrul
I{,. T. Il,s.

.t'"egistor: crf lueo vorv clrr,jurl isr;ur';ci i lli , )

|lr-'Iirtur',rf rcgim,:iti.,rl ir{rri,,r_llr.r, i,,;6i:
( Ac'rouiltr Sr;,;tir,n),

ll,cgisters of li,. 'i,. lis. issucr.l

[]egisicr: ,rf g,:lt, rtr.rornrtr (.\l.l

Period of rctontion.

,.t serial No. g,;

:|, and ia,sctltv(.-leafed.rr.

ii rtrnoo"t, part f,)

*, :counts Scirtrr:rlr;.

(85)
,r2

No. 48 on

r?,,:#, r,

l5 yerar;;.

.1 yearc.

3 ;'oarr,

I I'e*r.

3 ye;r,rs.

I ;iear.

i. :.i ;,eiurl,

J seitri

:i \ izitii;

5 -vi L.l:

-pagc tlJ, -tn,crro'1,.L. ,,,.,,r,' i* c,rlrunu

:""!'Jr I:: *'J'it;i"iii'n;r-i.- . :,t::':"^efial No' o'r \ "'t ' -!
v /.;;\ lrt the ci'irruur " De*ot"ti ''"'

\,v /

a eius,

j ve;t,'"

1) t:ilurrili'n

(Ee)

(e{i)

(!)t)

(rJ3)

(lt;t)

(1)4)

(Ur--')

i9ij)

(e7)

!'Lritfs.

i1:1x,,:i

5

l!)

Itegister of s;rle y'jirrhur,l iA. I.)
tl,egister: of. garrrLirru fr_.r ,k,lr,"ils l{

r-'egimotrtal f nlrls (_ler:rrrriril; !tr:ii,.r1ry.

li,oqistel o.t sl,li:liorrori Nondtl: (ijlr;r,o
Scciion).

Re.q1s.!er i:f, sc*1t cheaL lt, cha,j;!riir;s
(0lficors Set;tiol).

Iiogister. of oecurif,y depcg!13

i?,egistr:ir oi ohip,r (rli.)

, .}1lir,t,:r,

;i.r'o;ll.r,.

l.'r,,1'61i.,,a,

.l trr;1itt,

w,'.
l) yci[(j:l,

_., &n(l
residing in

Jr u!"or,

e { #4<*q*--'.
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t\tatenent slrcuing tha pe'r'iotls orr, tha llnTtiru,t,iun q,f ,u;hich uurious cta;sises
of_ Iler;ortls nu,y b.e destrogetl. (RiJ'errert to itt, lytu,rrgraplr, JSg.--
Oh*,pter X)-conid.

I
85 Iiegistcrs (Miscellanoous) 

-toy, 
cld,.

(100) Registor of ships oxpcndituro {}I.)

(101) Regigler of epecial foatures (Unit
Officors Sections).

(102) B,egister of speoimen signaturc

(103) Rogister ol etaternerrt oi lurrd doduc-
tions.

(li.l.l) fiogistor o! surplus oHiccrs roliorcd
undcr lioyal \\'arranb {pcnsion
Auc1i1).

(I05) ll,egieter oi eurvcy 1r'ports (M.)

(106) Rcgisior of tornpc'rrr,ry rvilhclrawair anrl
their rccoverios (Funcls).

Iiegister of undisbursed wages (I'L)

llegistor of vnluables

llcrgislcr of wtlrr;irrts iA. F.i

ll,osistors for w*tching recoipi ol A.rF. O-]
170ti (British otheiranlif and rirucrr). j

Iicgistur of rvolkin,; ustinLrlt'J slne.i
iiorrerl agaiust tlro projccL csrirrato. l

{ l ll) I}.cruitta,ne e rogi.str:r . ,

(ilij) P"cvonLre rogister (lL 11. S.)

(ll{) $hr:rt leave *pplicrr,biong orid rcgiulcrs
(Establishrncnt).

{ll5) $keleton registcrs of rlail.y pil-r'nrt,nLs ]

(ueno. of cheques p:rssotl Iora1,'i-r,;,..urcut).

ill0) Subscribors register

(li7) Susponso rogistor (M. li. S,)

lioports and lleburns-

(l) Approprintion rcport

{2) Audii repori

(3) Audil uui,r
ropy'

Dl lal

y"r6rr.$5W
lfi yo*rs.

qi"r#\ 56
ir yo&IS.

l{rr uvcl,

and

l{i

5

yor.lls,

ye&rs.

( r07)

(los)

( 10c)

(it0)

(l1r)

3 yeare,

!'or ever.

7 ycars.

6 yoars.

5 I'o*rs.

I -l'oan.

3 1'oir,rs.

i3 ye*rs.

3 yoare,

2 yclrs altor
ol projoct.

5 re,lrg.

J yorrs.

1 j'oar.

3 yuars.

c,:rriplotion

appr',rliliirtinu



Ser{al No 85 {98)
Seriai No. 86 (116)

Serial No, 85 (121)

Serial No, 86 (l)

* Provided none of bho

date of degtruction.

lv-o, 23 of March ].9.S8,,.:,',

(c t)t

45 yeals.

45 yearg.

15 yoais.

50 years;

(Amendmeat to Offce
. :r r: 1:'li!:-:r'lr'

No. 62 of l931r...i.:'tii

Page 714, Annwure" A"-
Delde ths entries ageinst serlqXrNo

column " Description of nec.ords.iiii!:ii
.{ D ^-:-!^- ^r q,,;;^--^ l ^;^,'-t'>r i::'ii.:,','iir:,lijj" S,egistor of $uspense AciounJlt ii;,!'$

No. 5? of Decsmber

No, 63 of 1931. , : ,:. 
':,:;,r.r,'::,':i,'..t

Poge 114, An'nelt$e tt 1! "- ::.: ,:. ,trii.:.if-. 
l

1':: iliil:.'-:,:1ii:j.t.;,:ri j'

Insert tho following es {res\, it€ms agail
No. 85 aud below itcm (117) :- i,

" (118) Iiegistsr ol Relt Bills {}f . E" B'1. :'"--;,.,.,.,5 t' tIIU) rr,egrgt€I oI lleDU Dlsu \1. D. D',

(ll9) ,. Expeufituro (ll. E. S.) . T . lO
{120i ,, Rsceipt Books (M.3t'S.).i.itiji "&tlzul " 

.ti,sc€lP! -ooeas \rE g-::D'1,i.:,:,:-:..:.,!

,{l2i} ,, }Ieasur€&ont Books (MlrE 
'$}

'(122) Incumbeats of.,..l
(M. E. SJ , . "];l

. :r . -. .:i:rt..! .::;::l

{124} ,, APProvalr (M. Et $.)' ,i:'{IZ+, t' syi'ruvaE \u' s' D't , ' . ; :? -

{t25) ,, Contingont Bills (1I.3. S.) :
(f26) ,, Endosmelts &€0eiFtg

(f2?) ' Register of-Storee Fu:' 
{1I. E. S.} ', ,r .1...,i:.11

(Amendment {6 rr QfEoe lfalual, Pcrt I,-11}:1i

k*s*':,:, r.,riljaill,3ii#ffi



f ra;:.5.:'ii.ti jli: :-:': .'r::.i::i
l:lr:riil:.]:i-:.i. :r':,:

Page 114, Annenuri u A" ' *.' '1.:: r;. i :j

,.rqrrl g",j*%lo*.,Tj'*h items ayircsl seriat No' e

r,nt1 below l[eln 1rav"

fol



No. 63 of

i?lft Li:'. ,i t:ftsture ' A'

No,

Page 714, Anneuu'e,tt '.4,!!

:.' tl':-.i:1 i.,*!, ::{t+l*q,;!:..



l lir

Etatement siiou;in,g lhe perinrls on tlrc
of Record,s rnay be lestroyetl:

'. Chapter X)*contd.

on of u:hiclr turiolts
'crrt:tl to in ptrlagru,ph

of reiontion,Description o

5 yoars.

{6) Drf&rng roports (M.}

(9) M. W. return (M. It. S.!'"

(10) Mortality rctunrs, fi

(ll) Pension reportr

(12) Preliminary
chargos.

(14) Proa'-

fttspoetiou roports rondurg,i Uy tn.- ] o ,.^,r.
pectirrg Olficcrs, ][. A., Dopartmoni. 

I

Y i ii:l.j , ti1 fi 1:l Lt:' r.r-r;!rr'rI
a,Le--* ,..'.' i ii r,i",i, 1i" ,,'i:"rri.;:: i:"i'': -

6*{t-i. +i r.*.ir,l.e,-l;:.;ii:, ci i.ir;: L'!lii4i-rt:i ri,ro cil
nl:

+'i:,r.tr.ir,l.e,-l;:i;ii:, ci i.ir;: ij'!li,4i-rt:i ri,ro ciiiii]';-ri:i'llt:l 
':i 

i ii' i::i:r]

i1..i.*:t1r:.,.

r \-;.r;:,cia,{,rr. ."r litltu r :i tl!,liii, '':r:: I''
.r J .-
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'Statenwnt shorning the ptr'iotl't on the

""" o:f 'Record,s -may be ,lestrgyetl'

' ,' Chaltter X)-contd.

]:r nir,ttittrr' ,,f trlich z-ufious clnsses
-(i"fcrretL tu in Pui'agruPh 359-

Descriltion of Iiccords.

&elpori* and Rsturng-ro'lltl'

(4) Casualt'Y roPQrts, filc ol

/5) Casualtios r'ttlollcgt trtuttrlrerg uf tiiut-' "-ii..t"; 
uf -U.iti.U lurlir. r' Lrrrn "f'

(0) Dockng roportB (N.)

(7) Forage return, icgincnt'el

(8) Irrspocti',n ropurts rond{'rorl by Ins-

lfoctirrg Ofticcrs' :U' J' l)uPirrturorrb'

(S) M' W. return (M' Jtr. S.)

(10) Mr-rrtalii;Y returls' {ilo of

(ll) Pcnsiorr roports

(12) Proliminar;' rcports of rocoipts aud

chargos.

period of retstrtion,

5 ycars.

11 yoars.

5 years.

5 ;'ears.

5 1'car-*.

3 yu*rs"

5 yoars.

!15 yoars.

3 ycars.

'-' I (l'1) I'r'''gIr'rs rcports' subnrit'lcd t'o lI' A- ti'' I ; yo&r'1'

' i i filcuf.
.r.it-1 1-,':-ll
' '' ' (15; Rttiol' rclullls' legintclrtrtl i y"'tts'

*fiq+*r-r uc*-ofptL6) Itont rct'r''-u ' i 1ri"r""*' f
'.6r-[&*u" aa"=l (rz) nopn.tu oI worlc ro*rplelctl (1I.) I 'ir y'trrs'

;-f'*4L&4a*fu, ,;r; ;.;,.,., ",ru,ur*. 
nr r 5oar,

d^fr'r{td"hrfe ,rr, ,.or"." ar g*ng rvorlicrs (A' rr'l ' I : 
t'*:

'i t ,' ': J itt)*otn.lluf olt.lgiorcsutiilislro;otlof (1:t'), ilt'a'rs'

t I (22) llutLirlt uf p'r\n:unls i)lirrl': i:t I:r'litr l'i 3 1.'t'iris'
: ' s'rl'scriLJrs- 'I th- l-i'rrnbir'y ltiliLrty

| 110; l'""t.t,r,, oi hst pirymenis ol ilubsr'rip' | 3 yca're'

, I.iort;
i

l

i izr) notn.ll ,rf olt.l giorcs utiilislro;otl of (1:t') , 5 }'oa'rs'

I

I /2tl Il,,i,',r n of D?lvniunts inilale ii! I:rilirr' 1r1' 3 1*cilrs'

irj . , ' ,t:..: ... , 'a i l:riiJrcsidittg in Europe'
.:. i r.ri:::: I

I r urLu rvnruuiE ar !qavl:-"
i

;. l::i::.::;i-.::,: : I _.-
,:i ,:: ,J...;1rr.,. , I (13) R.t,ur* ,rt pavrttents mado in Intlrl by 3 years''" 'j ' I (i3) Rttulrr 'r{ p*!'trtuttts mt(ld lll I ll(llitr l)\'

t 
{ I ' -' 

attrruitanL' a.ttd, 1'utrriotrctt, ,i.f tl]:I II'r'Iras l['rlical I;uttrl LustriLttq ttL

! ll-;;;.
,1 . ' tt'..:;n:.; , 1 (::+) l""to,tti scrrl, out, oflice cupits of (Llrlit 3 yoars'

::j t, i . :1r,,:':t:t.:,,5 ,,. I ancl Accouttte Sectiols)'
'i.t, .

.:c.t,I:l:.:{ .
:{t



;Jl!tt(:rtti:tttt :;h,,ttriir.rt t/t': lter i'o'ls i'L Lha llr\ti rntitrtt "J' 
uhi'th utlfiott's

-' '"''nr"''n,,lIn,t, 
-iiu,y i"' "ti't'ug"'l' 

(Re1etretl tu it" 'P&rql.rwph
'i:niiii, xf-c6ntc1. '''r,

Ideports and E oLlut n s-@nwh'

f!5) Il,otrrlt of subseribols r:osittiug in Irtrlir*
who havo elecled to pay (lon&Elon8 [o

furrds in 'Etrgland'
i

(:lti\ i.teturn of widorss *utl orphans pro'
ceeded to Engla'ncl'

(2?) Roturn 'f widolryj ilud oruh*ns drawing
rrensions ln lncra oo Slst llfarch

it i'i. S. F' P' and r' "M' \Y' & os'

Fund)'

(!H) I{ot,urn of witlown-antl nri'qryB *':yit:{'- ' - ouuxiuos iu Indi* on lst Ja[u&ry

iold funds)'

(:1U) Stoch rePort (M')

I {10) 'qtock-takiug 
uot'o book und roport'l

I

' {3i; Surou5' rePolts (M')

i (J2) 'Iusu auAif rcpurls wiLh ubjor:bion

I stiltomonts.

i *oo,o* of autliti aoouunl'g (Uuit' E' a'ntt lL'

I Seotions)'

' 
i "* 

press bouus shoets (r\' Ir')

1 R,rt[*, urutLr*1, r'f urun lrerrsi'rlabltr trtrcl"l uivit

rrrlcs'
-i

I suheclul"s*

11S

Description oi Reeords'

i (t) oou*ntg rr:irtdulrrs (r\' l"'; t '
: {2} I. It' sc}rcdules wiLh vuut:hcrs
1\/

l;] Scho€tulo of storo receipb and isrue

vouchers (A' tr'')'

Servioe (tolnor)" tilet of, goldiers"

Ssrial No.

86

87

3 years:-

3 years'

3 yoars.

: ':
3 yenis,

5 y0a,fs'

2 yoare; r

ii ye*ts'

5 ye*rs.

5 years.

2 yettrs.

35 yoa,rs.

3 Yoilrs.

5 yorrirs'r

il yoom,

3 yoars.

10 yo*ra.

3 yortts.

I years

20 yeare.

:,ir:'rlj,::U
,r: i.:ii:lriii:l

,::lt$i:;

:. tis
::
:8U

,0

i {:l) Labuur cosb sr:hsdule oi hitles (A' l")
--
{f i,ur nr""r.,i"orv sehedtrlus (A' lr')

f 
1r; ,J"lto,iulu I (rouoipts ulcl charges)

, . (ti) Sohodulos forwarding issue vuucirurs oi

i sbores'

lj1



,'i:i::f:::i:::-{+

;:

"..r1:
:',il,i i

r3
.?

I (Iat
rddt.



.5

.;
i ,i'j;i.:" lr'i. *;

:t,l: tlt.ld

Paga 776, Amneaure " Att- : .

"' twrrit, ti,e tltn#loi"*r'o::1t.*6'11g*, i..
, ,, ':' ,i serial No. :91.:*tr'ormer serviie,.sanstion iI. A. T;r.',
i , .,,'','CMA-202}'if ,ntit filed with,sheetrroll;r...r,1'.,30 yeals.lr,-.-,'

(Amenilment to Offiee Manual, Part I-)
-. ..-,.._, :':rii.:,. . : .:i ...::r' :

:r:ii'i:ili::':t:iil
irir::';+f : t:
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teme,nl shoilinq the 'pe'r'iod;s o'tt tlte
t.a.f Recu'd; irt,tu. h" d,eit'royecl,
'; Aka,pter X)-contd.

(1) Acljustmsnt stitouient (M,)

(?) Anrroalirrg an<l pickling
(I antt II) (A' f'.).

(3) Annual ststeimont o{ Work executed in
tho doekyard, ono copy (M.)

(4) -tsudget and works oxpe-ldituro stato-
ment (A. F.).

( fr) Cornp*,r*tive Statemontg

(ti) Ccrrnparative Stat-ement o[ tentlcrs
(A'l'')'

(?) Cornpr.rrative statcment shon'irg thc
difiorence botweon tho estimatos rnd
actual valuo of tnanufaetuletl artioles
fusued to factory cu,pital stook antl
other faetoriee (A. l'.).

(8) Cdnpalbt;ive statoment of ratos o{
different sorts tlf oastings (A l(),

(9) C. R. E,'s statement " A " (A. F,)

(10) Expeaditurc st*temont on Sociicn " A "
olclers of Syllabus, I'art I (A. li.),

(ll) Ilxpen<tit,ulr) statenrorrb on l-r. .Lj. & lr.
(A.F.).

(12) n'orecast -cxplana*ory statouret! of ]

leeoipts and ehu,rgcs. 
I

Descriptioa of Reootds.

Staff, lnrmaneut and tetnporur.v,
(A. l'.).

Stabernents-

list of,

(13) lt'ouurlry cost si&teuents (A. Il.)

(14) It\urd dntluo'biot] stitrorlrrnt, , .

(t5) Late slatomerrL (office ustabtiehruorLb)

( I ti) IlolthlyatirLernc ut of omployruurrl yartl
craft (M.).

(l?) llortbly stateDrenb of sioros lzruclecl (-lll.)

(l8i llo3rtlly statemont ot stores shippocl
r Ir. ).

E*Ttirati,an o.f which tld,r,ious ct{rs,srs
(Re,fetrerl, to ,itt '1taru,gra,ph 359-

Period ot

3 yoar*.

.3 years.

I yoars.

l,'or ever.

3 yoa,ts.

3 years.

2 ytrars.

I yoars,

2 yea,rs.

ii ycars.

2 yc*r*-

I y'ears,

ii ;iea,ru.

J lyo;r,rs,

ll years.

I yetr,r,

3 ycars.

3 ye*rn.

3 years.

ts



Sorial No.

93

lDercription oI l{ecords,

Statououts-conJd,

(19) Objoction rtatornenis, filos

(20) Objection stfltsmonts, inward, oxtract
from.

(!I) Objection statomont on pricod storo
accounts arrd stock jorrrnals,

(22) Ovortime atatemonts {l}L) .

(23) Porcontago and absonteo etatemont of
labour (M.).

(24) Printing $tatornents (A. F.)

(25) PrqcOss cost st&tomonts (A, F.)

(26) Production Btatoment (A, B and C)
(A.r.).

(!7) Itecapitulatiou statomcat al proof
shbots (1I.).

(28) S*w-mitl accounts, foundry accounl,B,
coal, oil anil fuol statomonts (!L).

(29) Sonri.manulacturo statemonts (Jinishod
and unfinishod) (A. F.).

iStl) Shop indirsct o.<p, statomonis (A. l'.)

(JI) Strtonront c,rirrprrring preliminarl. a,rrd
torecrst a,cLun,lc of recoi of and
cbargea conrp*red with butlgit allot-.
mont.

(lt:l) Statomont of articlor shippetl r.rn work
order {M.).

{3i}) Staternont oi budgot ailotmont , ' I yeors.

(34) Statomont oI cut anrl ropairotl gernronts B yoars,
(A.F.).

(35) Statomont of hire of yarcl oralr onrployed d yoars.
(ilI')'

(36) Statement oi iucr:rne-tas .*.'u.,**). f.om ' B ye*rs.
worknrorr 1I:1.).

i37) SL.r,temert oJ India C)lIice aclsancos b yearr.

Period of rrtantio4t.t"

5 yoars,

5 yoars,

5 voars.

6 yoars.

5 yoars.

2 years.

3 yoars.

3 yearr.

6 yoars,

5 yoars.

2 yoarr.

3 3'oars.

3 ycars,

5 yoars.



No. 66 of 1931..

I79, Annwu,te 'r Al'-
the following as a frestr item against

and belo\r item (51) :-
n (62) Statement of items placod uader obieotlon'--'-lm.r.s.l ; : '3Yoers.''

to'Office Manual, Pari I ".)



./,/
No.6? of t93t. V

It *1.*r against ssrial No. 9b under columntoj of Records,, aod 
-";i"r,.r"',rlilli.1t]o*

eAs$res flr. n. s.f ,i substitutt " 
I,um"arr

Annuttta ii 6',

11 "-O&oua["aoa pu*,t".]



r19

Statencent showi'ng tln peri'od's on the Erpir.afi'cn of

of Record,s may'be d'estroyed' (ReJeirerl to

ihoPtt, X)-contcl'

wfuich aarious closses
'i,n paragraph 359*

Sorial No.

q3

Descrlptioo of ReeordA.

storer (A. F.).

1 *nd rnipping 
I

I

s made from the I

r (A. F.). 
I

{. P. ancl P. M. 
I

rce with A. D' I

I payment *U*.rl

rt of petty *tlO1

sposar of #- i

expenditq,,le "i I

rroduotion orrlers 
I

(42) Stat€noit ahowing disposal of sur/lus i 2 Vears'

(43) Staten.rent showing ex-pengitu*e. oi I i yenrr'

labbur and I. I) produotton orflers i

Statements.-conold. "' 
I

(38) Statement..of-lantling and rhipping I 
t t*?

charges(A.F')' L'
/3gl Statement of recovories mado from the | ? yqtrs'

'""' "T;;l;;;Jt-abu'n-"nt (A' F')' I Il!
(40) Statement oI dpocial N' P' and P' {' | 2/yoers'

cherqes rn - accordance with A' 
- 
D' 

I

fordula for pricing of payment orders 
I(A.r.). .1

, f4ll Statemont"showing cost of petty r"p?Ftl 2 years'

for D. O.8. (A. F.). / I

- --$';4t.li,
'--{]1

' 
';c{"

ra+rijrr.:=r--'.wrng "*p"oditoro --- I 2 yenrs'
Seciion ' A' oroc.o u;,r cyttabus' 

IUectlon ' A' urubro ur/ 'JrreuuR' ]' l'art I (A' F-1 /
(a61 Eiatrrnent ahowing opon 

ftracts 1A' n') i 2 years'

{46I'Statement showing p"gAt and loss on | 2 yecrs'
paymotrt issues (A. ['1)' 

I"i:'--.,1
{{t7) Statement ehowing pr6gress of cxpendi- | 3 yeors'

' ture under gr&nts., 
i

i1
(^18) Stokment sbowirrg leasons for altnorrn:rl ? ycara'

rise and llll in-dhc rltcs on prutlltc- t i
tion accountg {4. n.1. I

I

No. 66 of 1931..
:lil

Page 1.19, Anneaute tc / "-
:l

'-----.F^ i^u^*i-c,rc 3_t4qh itern against serial
dJ No. 6T gt rgat. t.

r,No. 68 of 1931.

Page 119, Anneture cc il"-
Insert lhe following as a fresh item :.-

. S€riel No. 964. Suspense Summart (M. E. S.) B yegre.rl

(Amendmont to " Ofrcs Maaual, Fart I ".)



94

It
9ti

c7

,y"l::iy:n1^!!y 
4er;(s on the Enyirarian ofof necords mut be destroyed,. (ilelenerl to'Ch.apter X)-cotta.

lt9

Doscripfion of Records.

which uardous
in paragra,plt

Period oI reteniiou,

93 Statementt-eoncld,.

(38) Statement ol landir
.t."s";ia.'r.routun8 :rnd shipping

(39) Statemcnt oI recovcrios made frou llietactory establishment (A, F.f.'"* ".,.

(40) Stalemont oI spocial N, p. ancl p. M.on&rge8 rn accordance rvith A. D.

ii:}li: 
ror Pricing or P'v^'"t' o'a#.

(41) Statem-ent showing cost of petty rcpaifor D. O. S. (A.-f.).

(4!) Statement shou.ing disposal of surplusstorer (A. tr.).

(13) Statemont showing ospeuditurc ofIabour and I. D.' prot.l^uctio"""ia".,
(4. F.).

j

({4) Statement showing cxpcrrditurc on ,

Section ,A' oriers ,"r - 
"yiilt*, .- Part I (A. tr'.) l

I

(46) Etatement ehowing open e.\tracts (A. f.) 
/

(46) Statomenb showing pro6t antl loss onpaymentissues li.'r.1. 
- a..e 'vrr u,r

(*t) a t?.tT:,it, showing progress of cxpenrli.ture undcr gr&nts.

(48) Statenent slrqying reasors for alrlormrlrrse and fal.l in the
r,ron accounts (o. ,'.it"t 

on prudttc'

(49) Statement showing serviccs I, H. S.

(60) Timber statcmentg (A. !-,) ,

(6I) Verification statcment files

Stationery eccount book

Stock papors (lI. E. S.)

Stores. Iurope, IiBt of (M.)

Syllrbus lVorks ()rtl*rs, pir[ I iA. li,.)

? years.

2 yearo.

9 years.

I0 ye&rs,

3 years,

ii years.

J yea.rs.

-Lr'or cyer,

I yeara.

2 yoars.

2 yerrs.

2 ycars.

2 yeors.

2 years,

? -ycllts.

2 yearc,

2 years.

3 yeare.

cld,sses
359-



98

It
100

10t

102

103

i04

Stafem,en,t showi,ng tlto yterioris o,n the
of_ Ee,:ar.<Is rntttg be lestrotletl.
Chupter X)-contd.

Doscription of Records.

Tondere lor contracts for complete works

Transfer sheets with abstracis

Transfet sheet and tranefer entrJ,, No, trook,
file of.

Transit books and peon delivery books

Trearury bouk

Treaeruy receipt fi1es "

Vouchers.'*

120

(6) llachinery vouchers (A. F.)

(7) llarino vouchers (l:l.j

(8) P, D. C., [i. and f.i" serios of
(4. F.)

Er piy11slnn oJ nhich aariois
', l'le.f,'r r .tl to i n parugrupit

6 yeard.,.'

3 yeal*::1 
I

3 years. . '

I year. ;:

2 years' (if

5 years, .

5 years.

2.years,

3 years.

l0 yeers

5 years,

vouohers

2 years.

3 years.

2 years

3 years

l0 years,

5 years.

2 years.:

5 yoars,

2 ryoe,rs,

3 years,

{}) Acljustmeni vonchers (}L)

(l)Clomponeni ma,nufaciti:e vouchere
(4. F.).

(3) Cost le<lger voucherr {A. F.)

(il) Disbursemeut yonchele (1. A. tj. C.
Contrr,oLors' bills) rvitlt .lppiy r.,f,,.u,
transport indents, efc.

(5) Issue vouchers of stores from d,:cl<-
y,ards (indelts arrcl demand notes)
alI. l.

f(q)- '

{9) P. fi. rocoipi vouchers, list of {A, n,)

(10) Pension disburgt-.r.nent vouchers .

(11) Receipi antl issue youcher:s,

(12) Receipi and issue vonchers and M. I..li.os (A. F.),

(13) Store vouchers, pliced store and rtanu-
facture accr:unts.

(14,l ,tr&nster vouchers (A. I|.)

1l i) Trnnsfrr. vouchut's lr,tlect,ing (icnr.r,.rl
iir,Jirr"i.i ehrtgFd (A. Jr.),



,q/a[e?ne,/tt shot.t,i;ng th.e peT,ixil; on, the Eyjqirntion of nlt,ichsl', Ile':r,rr1t uiurl g,' ilcqti\t,t/*/. .irtrS,,,rrrA {n ir, tClxtpter X)-contci.

Transit.Looks nnd peon ciolirery boolr*'

Treamr;' boril<
,' '!Tlbaeury reeeipt fflos . .',.'J

ouchers-
J(l) Adjustment vr:ucher:s (&t )

(::) Conrponenf *un,,fJtu,..,
(A. F.).

6 yoars. ; .', :

3 years. ..,i : ;1,

3 years" :l - ': :

I year, : ,-,:'.i

2 years (if maintainod),

5 '!'oars, ,.'

98

99

100

10]

109

103

104

..1'*

Nules (ilJ.) "i:rnrl

tJ) Cost leliger';vouche;s (A. F.1
I

i+) Dibl,trrsbrrierlt_. yout.tr*rs (t. A. F. t,,
Uorrtrr.cfor.s' bille) with si,ppll,,r,!"r:5,
1!r;rnsport inthrrts, cte.

qouchers

5 yeRrs,

I years,

3 -vear-'.

iO 1.gs1s

ti :,: .:.

t:

No. $ of 1!30.

i't.tlt: 12i,1, A tt, tt t:): ttt':) ',!. i'L {'' lt tr 1ti'':r 'Y-
fta,i,,,r seli1l N{}, 1r,l f, i,,.,;,;r{ ;r.,; iir:iri ir {,rl 't Jiel,trm

in c,;lLtL,ru " Lteri,-iti lll r"{-)rtririiii-)l!:) ';}l/.r;)'tt i l''-,tto ''.

No. ?0 of 19t1.

Iluge 120, Aytuc,*ure ,, A.',-

, ]trl:le .-errl.ries egrririr!t ,".eri:r,l Nri. I04column ,'I)escr:i1_,bioa of .f?,ec,rrds ,, nria
l?et eir't

" Transfer lSl,,g Vouchers ,,.
Exl,sns!

(Ameudment to .'Ofliee llanual, part I,,.) l

-..1

(.e

(.10

(i1

{12

I r.,

Ii

, (/i{

l1t.=

(I1)' under
substitute

...5.#r%iffi'"::!s.*,,"*.*sis:a .: :,t:t;it.t::'....,.-



\-/
No: ?1'of 1931'

No. 106, add, t'he following :*
of Aseounts, M. W. S."

Monthly Accounts l0 years.

,torJ Ui[ts, Pay Sheets, Muster
and T, A. billsbf M. E- fJ. estab'

109. Sub-P"egistert

II0. OljectioaRegisters
to " Offivo Mattrrul, Prrrt T "')



r.:lt+ti::
|r:Jtrtii:.

i0o

r2l

,tt -- 
.-.--

::Warmnts*

": 1l; rncomplote
(A. r.).

(2) Mantlactrrre rvarrants (A. I-r.)

(3) llateria,l warrants {A. F.) :

(4) Passage warrant* (A. tr,)

{5) R,ailway warranf,s, counterfoils of

Work bool<s of labourers (DI.)

and untouchecl, iist of,

Period of

2 yoars.

2 years.

2 yea,rs,

2 years.

3] years,

5 years.

llf G IFO- 31 *12-:]-58-,1 ?-S"30*_{.8g0.



'i'
I;,
l. !.," :.:.

I i:l ::: l

g::r.::'.:

ti::a:.: "
L:.':r';. l
l: aa.a. .
Fr.: rr':

i:.'". :

Fir -:t:n:,::r
l:ij:l'': "f:::i: i.;a:

ir":,.,.
E::, :: ,.

l:')..

ii:.

t.r. - -

!..

Palio 122-

No. 40 of i932"
:

Allnxom I.

iReferred to in par,r. 2"11-4.)

Tiref'are to;exerci,:e a Ee,tertri snp3r'i-iii rn r.l thr' w,tr.l;
of tire .'oiticer:-in-lhatire, aeccunl,lnts anr'l ,:lelk-.r oE

1* the suiions in ttreir q,o,tpr arcl a.r,-' !o see bh rt fhr
- d uties ltLirl clown for them a.r'e t,eing pto,nerly and

regnl.,Li.v c rllied out.

Thev r. ill qile ar,dit ciecisjcns on cr.srs sutrmitied bv
their sections rr']d) in nrattcls rf tl,;lbt, sirl,nr-t cases' to the Conlroller for dccision. Struh cases should,
n'lrelt' nrcesset'v. be aflcompari€d by a note sett,ing out,
tbe facts of the case and their I'easoIreJ riews.

(:icnei.,,l rlulies o.f (i rot7, Ofi.t,,t'.t,

('etrcral .-Gronp Officersare plreed in charge oF r gr:up cot-
sisting of trvo or mlre sectioos antl are I'esp )nsible tc the Coett,riler
for 1,te efficient lvol'liiirg of ttrose sectiols. Their frinr:ti ins ate
anrl,-'gous t,' those of tbe old District Confrollors with the adr"led
eri'i'arif,rge of h;r,rinq closc to t,b,:m an oflirer of tbe ;cniolity of a
Corirrnand Contloller to w'bop they can go f.rr ari esplanrti.n

' \r- ,:of p:rlir:y and {ol his adi-iee iu tfi$icul:, cases, tLat is tc sny, the,r'
:ile'erpieterl to lalie full resl',ipgiffiity in ali nrrtters urisii,E orit
of the riisc]:nrge of the wolk'of .fnr sections in tteir gloup refc--
ring sirch n)attels as rle\ ob;iously beyond their noiels or ,rf
which they thenrselves ale\vrcertaii to it e Cornrl,and Controller,
fol' cnr,n.JI ol decision:{

lr
(l) GLoup.oIFeer.q are resporsiL)c fol tle gcr cla) r {E,riencv' of t\ s%ctions in iheir grcups. They n1e resJonsiblL' for e4bnling..tlrat tl,e trairring n.nd inst,iuction of

[re:soJnc] *Jwing in sections i:r?heil gtorrp"iu."it;*a

t,

"t

b
:

!.f.'

i

i

!

1.
i.

]...
I

i'
I
i.,i'
i

/9\

:

'. \..),,

:

. ..rt

{4) They mrrst examir.e all cases cf delay ir tbe sdtlenrent
of objections reportetl to tbem by tleir sectiop
o$ce1* and talce euitable steps to gnd tbe delar,



"t$rr- 4-o--of:Tg'sF--

No. l0 of 19J4.

Pages 122-:-12+ I ,

- $ppendi..( I as inserted by correcbion slip No. 40 of
I 932.

. The portion relating to general drrties of Group Officers
is' recatLstruated, 

^s 
follows :-

" Group Officers arc placed in charge of a sronn
consisting of two or more sections and. ire respoisiblL, .,

lus -Io Tn0se ae't'-LrIc ulu-: 1rrEq-rvu
. F ! -_:-.-:r-- -c _

I[o, l1 of i984.

Page l2i-Appendix I as inserted b;.C. S. No.4t) of I932.

In the section rlealing with general duties of Officers
ia charge of Sections,ldd the follorying at the encl as
item (5).

"(5) Section Offi.cers will systematically collect
d.uring the period. preced.ing each Group Officer's
conference concise notes about the cases pioposed. for
d.iscussion. Points of goneral interest ind.^ matters
coming within the purview of financial advice should-
be included. in the igenda."

(^A.rnendmont to O{fice Manual, Part I-)

' .-:T "l*i**"- +.*-.-.€'dd----
Iheir see ti,,f s aud, irt n'rnttef i il- 'ir;tiTfil.!t1t m t ciscs
to the nr lollcr ft,r' <1{cjsion. Str"lf cr.scs shorrlf .

rq'r' liF "..nmv{eried br n nAtp scttinn rrtrtLy. lie accorojar:ied by 
".Sju 

settingtlrete ngtesiar'1', be accomltarled bT a rl&1e sc

tLe {ac# of ibe ense and t{reir rcns('lietyrieil's.
\fbete ngtesial'1', be accomparlefl bJ a rlole sct[rng gut
tl-re {ac# of ibe ense and flreir rcns('lie.]/rieil's. /

i4j Ther #f u"oor;n. utl *#, c[ rlelrry /n the.cttJde*t
of" q6iectionr teporte/ to ilen/by tlreiy'sectioir
oflderi aud taLe iliSble sieps tc76rrt1 tlre t'leHr,

?r:



No. 40 oli

rs-rc;Yltu.:e t'r:rrv:-.1-'*:**:;-= -T-:, '---.--'- -'i-- - r

Paggs tz!.-Ig4:*' 
I'. to ot tnun''

:' Append.ix I'cr,s inserted by eorrection slip No. 40 of
1932.

The portion relating to general cluties of Group Officers
1s rccortstrttcted at foll.nws :-:.. .--:; r,r ticr,Sup ,Officers are pl*ced" intcharge of a group

r ,,consisting of two or:morg sgctions:'and. g,re responsible'' ',"

ia3z"

No. 1l of 1934.

Page 1?i-Append.ix I as inserted, bv C. S. No. 4fJ of 1932"

In ttre section tlea,ling with general duties of Officers
in charge of Sectlons, add the followlng at' the encl as

item (5).

"(5) Section Officers *'ill systematicall-v 
^coilectduring the period preceding each Group Officer's

conferienc" co'ncise n6tes about the cases proposed for
<j.iscussion. Points of general intere-qt' and rnatters

"o*i"g 
rvithin the purview of financial arlvice shoulci

be includ"ed in tlie agenda."

(Ar,enrlmenf to O{ffce }lanual. ?ari I')

{4)

.in.I Sr:,;i ,l""r/' slr, r'l'l
',1 irfr n uo'F srft;t'g ou1

"ns$r'e,l 
ricrrs/

cljv jrr flrc/rctl.iement
,.{n' l'.T i}$ir' .ection
td end tlre dblay.



No. 55 of Deccmber 1933'

Page .121, A.nnerure 3 A'-
Deletd ee'lral No. 108 as inserted b3 Corrrection Slip

No. 71'olJ93l. a,nd suhst'i,tute the following :*

I Berioa of
I rotenfion.

tc) T. '\. bills

10 years.

35 ,1

5,,

iArtorttlrnlrrt lo Ofi'ictl ,llla'rr'r-*1, T?arb i')



to the Cer,\rollers {or ihe efficient' 'wori(ing of those'

/;"t,;;'' 
-frt.i" 

frrnctions are analogor-''s to those of
t ;;;";1.1 pis{r;ct Controllers with the -ad$ed 

advantage

;f ;;;; ;lose to them an officer of the senioritv of

;'Cffi#;"; bonttoll". to wiron thoJ- can'gg. for', an ex-

ItJoutio" of 1'olicl- arrcl for his aCrice in difficrrlb cases'

i,i;rui; ;;i,ta;)' are espeetec' jo.tal19 frili responsi'

;;i;;;1" atl inntteis arising orrt of the <iisqharge of the

*otk of the sect!cns in their group referrin€i srrclr-matters

u."ot. of:.ioush- bevoncl theii' pbu'r'rs or of wlrich thcr

rhemselves nr" un.'"r",ui* 
"'* fi ;"flq'4.t1%-"-tdl Conbrollc"i J/

ilf;;';;;;;i o' ,t*i'io"' Jt-'' -7 t

'* ' 2. (a) G'roup Offi.cers at:e responsible for elsuring that

, tfre itii*ng'aoci instnrct'ioii^.of pelsomrel serving in

*u;tiott* in iireir groups is carried ":* t*"*:ttt . ,.
ft,i) Thev are to exercise a general supervision of the

*"# JJi"- officers-in-charge--, account'ants and clerks

"l:l'n*"*"*ii"o* 
irr th.i" goufs and are to see that the

;;it"; i*iJa"*.i"rtheri aie heing carriecl out properlv
and regulartl;.

1,'ol,l\ Thev will sive auclit decisions on cases sub-

t ii;;e li-r''tt,"it #ctions and., in matters of cloubt'

r1rlr;; l;*"t-to the Controllers {or decision' Suc}r

.r---^-n"i.iJ, ,-tlu*." Iiecessart, be accolnpanierl bl a

"1i". 
."ltitg'nr,t lb" {flct's fit th'-' case arrl their reasonetl

vien s'



urlo
;: . {zu} tThev nrust exa,n:rille aI1 cases of clelay ur the settle-
: *Jot'"t'ri:l.[f"* reported to them .by bhcir scction

"Hf";-"-Ji't*tlt"it*'t'lc 
steps to end the delay'

';..,t1;i'Choy-'aielto watch with particuiar care ihe p-r.o-

'. .".ii"Ji"ii"*"a ny sect'ions in their gro-up in the dis-

=, ;Hi"ti-;ir',"-.t' correspondence, auclitiog 
^ancL 

ac-

#;"fi;; io "o*t. 
that th-ere is no- clepatturc from thc

' ;;;"";;;"-Li,1 dotuo in the office }ia;iuals' 'Ihey mtrst

5;il;;t 1""*i"" procetluie to see. uhai it results

t'il tft. 
"n.O*nt 

and. priopt ti-espatch of .work ancl will

.i btdt al} cases wheie *"hey do not consicler that pres-

; ""iffa 
procedure secllres ihis objective to bhe notice

I lt;]tin* donholler together with their suggestions for a'n
: '1 imptotu*ent.

.. (S Group Ofticcrs are responsibie tltrough chc rnediurn

. S tneir Group Cotilerenccs (as stat-eel In p&ra' o.,?tlgtl)
'for full examination of aIL Army lnstruetions (Inctta),

' .t it:'a.6.;* i"tt""" and o-ther orcler! issued. by the Govern-

, ment o{ India (including 
. 
new rules and acld'itions

;1,.::.nd amenclrnents to exiJting rules :r'nd regulations)rr$ni.n ur".l tn" worli of theii groups, not' with a vierv- to u""iog thai su.ch orrlers :r'ie in -themselves 
ozilra

':'tsires, bui in order to satisfy' themselves in regard' to
i each such new rule or sanction:*-

(z) of its actual lirnitations;
(z'i,) whethg.r the v-c-rrcLing tiLercu{ leavcs Ll'xy leasorl"

able room for doubt as to its rntentlon l



i 4

/zii) whebher the extent .and, scope of its appli'
\-' ' -abilit.Y is PerfectlS' clea'r ;

r;rr *iJrin"tit t #otaecl in sucir.a way as.to Ieavet'"' ";;;;for a reasonabie differe.nce of opi'nion
;"':,.;.' ; ' ': . ,, :. il"ii"enl the audit'ancl the military arithori-
.-.', ,r:r ,. 1'r. .', ti"s in rogard" to' its interpretatron i 11o
': : ': -,,;:' L117'that it caa be given practical efiect to in audit'

6) For the purpose of egaminalion of ..sanctions
,"ff tii-ai.."sii"g utt iLnpordair't uod,uottbt'rrrl points

"ilS""-f" the co-urse of brdinary audib work' Group

6fr*""?* 
-;ili;"ld 

conferenccs of secLion o'ffi cei's.' and

Sunerintendents. Ordinarily theso con'ferences.wili bo

n"fr-fo*"ightly, but Controllers, may€xtend the rntervat

, ;;;;;Ja;tJreasons exist' In such case-s'.i'he reasons

. i;GGJ"**""t will be recorded in t]le }:lirqrets Ssak'
, rrhieh will be *ui"i"i*A by"aarh €t*P Of*'ry &#:- r"totaUg the result of the exaririlrrii;t;i i';' "i-:1 "i ;:"-t"

eo""tod*ot of India, sanctioqs ald, other olgttu;,.,^11.:

tries will be made by the Group-OTcers in the l\-Iinutc

- il.tt ltthientlv *it[""it o *"t'"tt of the Grorrp 9onfgr-t' ;;;;;;?rlsult ot exanrination of orders.by-the
' b1.""*Oin."t*. 

--Su.n 
entries wiil consist of rhe l{os'

J"iTrt", "ilhe "anctions 
examined, the instructions

.. ffi;;";;a ""*it of their examination and decisions

, ;rri+ia-riroin"ri"it"rs:cliscussed.attlre con{ereqce.

' ;lid;*d;;;f;th;rvhole gro'p -or a separate.trooli

;;;;r.h u""tloo may be rnriintainea as consid'ered con-

venient bY the GlouP Oflrc' ;
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,,.:s.. lf.Grop,p,Oftcgrs h'ave any reasonable doubt as

,;;;d" til"- li"""t :":*nttm :;fl iff ::r"i 3tJ.Tffi

i;llT*'*:ru;*"1n,'sif :y i;*l tr r# :* :u:
ffi:?lttI l9f" i$ilff?"J"u"* ?*if'e iru'o*"ibua in

iu" li;""te Book'
'r: 

-: 
und'er tlre Group Ofrcers' directioit: ' 6. Th* con'ference

should. aim at u p'utitlit"r*ti"" of each nroblem that

oomes up and *noori'-i'u*e a note oo 
"o"''" 

itenr which

ig consid.ered i*poto*oi"*ugh to be plucld be{ore tjre

3.":ti"ii.t."-Tn,i*. 
'.o"f.t"'-'J"* must-. be used as &

. 'means of tuning ";;; 
i*piqyi"g t'he tone of each

seer,ion withiu ih" gi";;lt nirai"g"u group discussion'
"d;;;;';;;;;"; 

'fi;;ld "it 
b" allowed to degeneratc

: ipto'sectional ""tr"t'"ti"t' 
- 
Ch" iot"otiol is'that 'the

sroup as a whole *[o"fa eont'ribute ]o the d'iscussrons

: in tde conJerence. td;;il-""t-only m"ke available

' the viows o{ every ;il"i;;i in th"e group but will

;; "f^;;"ticlerabl! 
educative valuc'

' 'ained' 
in strch' ?. The lIinut'e Books should fosmainl

" 
;"#;;-fr;;L";i;;; '""nr"g-i"aex 

of all ac"'ion

,, t*k"n on orders t".'"i"lJ, .o ill'.1 u ih". d',tt of the ord'er

is known, tl.e acti-# rinict-was-a"cic1ec1 to be taken

i"iil""ti'n. *td'il;it;J'--rhe }lintrr'e llo''ks *ill be

. iirrtliriiJltGt;":p om"ttt to the co-nbroller rvith those

l' ;;;; flG*;a *li;l ;ntain items of some importance



r1;:.::1t,1,1,,.,.. g:',
I
'.,aa*.whish have been fonncl t'o require cletaiied scru'
tinv and. the issrre of ordel's. A{tcr thc Controlicr has

"**i, "iiJ, 
if ,r."".*tury, appr:oved of the instructions, he

lwill pass the book on, still flagged, to the Test Audit
..to wiom thev witl'be open for-inspect'ion. Test Audit
should be asked to see an\' point considered iinp<.rrtant
bv the Controller or in respecu of which bhe Uontroller
is"in doubt. The ]fintite }Jooks wil] bc sent to thc Con-
,broller only when orders of sorue itripcrrfancc havc becu

_jgivon.'t. 8- When an order oi a sairction has anv bearing on

"locat aoait or inspe<.;tion, tire Group Officer: conceinecL
.:will consult a Local Audit Officer or ihe Local Audit
Officers in the Ffeadcluartcrs stat,ion either :*
'. {i) before the con{erence takes place;
:,: {id) eluria,q lhe confelence which thev'will attencl
': " ' ' i{ this cloes not, interfere 'wibh their normal
r. ' chities at the Head.quarters station, or

(ir.i) afber the conference r,fhen neither (t) nor (ai) is
, oi'acticable.ta
, :Intir.e ca$e of (a) and (z:z,) above a note to the efiect
:thatthe audit instrretions have issued in consultation
:with the L. A. Os. should be mad.e in the Minute Booli.
,When, however, ihe alternative at (oit) is aclopted, ib
should be rcoolctccl in the }linute Book th.at the final
jrxtructions rviil issue afr,er the next coriference, by

. 
which time it'should be possible to consult the L. A. O;.



f..

:

a

g,, The exanrination of sanctions shoulcL be carried out
at the first fortnightlv conference after tne receiff of
tlre ord.ers, eto., or at the tirne the order i.c recei-,-ed in
the Controller's oftice and it, shouid on no accolrnt await
the',receipt of claimn nnder the ne.w old-er or sanction
unless the orders are of minor imnortance or relate
to,individual sanctions, which maljhe dealt with on
receipt of the elaims.
. : I0. Sanctions .and orders afiecting audit which are
issued b1' authorities lower than the Govelnment of
fnclia shoulel not be discussed ab the conferences unless
the Section Ofrcers bring them up as beine of snfficient
irul,ortance to merit d'ricussion.'

11. The interpretation of orders n'hich are not of
irnroecliate efiect shorild be deferrecl to a later date.
Such itenrs shorLld be transferred. bv the resnective
Group O.fficers to a separate }linritc Book forrn with
lemarl<s stating, as far as possible, tLe dale on which
deta iled departmental orrlers sho'.rlr1 issuc. A note
!o t]ris eflecb will be I<ept in the Crorrp Officers']linute
Book against t e item concerned. These forms shoulcl
be forwardecl rrithout delay to the 'G' Section for in-
corporation in a note book to be cailecl the ', Controller,s
Note Bo-ok." - Gloup Officers a::e-responsible for seeing
tbat orclers the interpretation of which cannot justii
frab1y be delaveil are irot transferrerl to the Controller's
note book. The Controller's note book will be submrt-
ted to the Controller for inspection once & month.

l

r"



l,*- ^ . fl ' spniion will see that the Note Book is ex-a'mingd:

#..T-'Xnri-i';;;';h";;sh'nding iteql are brought
g]t:*:n::'ii""lJitb" g"o"p officers according to tl'o pro-
g'r'o uus uuurvv - 

' ,-' 
'tlJ; 

or" clu" tor examination. A

H :il'.t lH ;l'il11:-'J;'il' ; ;'p ;; t ;1 
" 
u' t' it" *'r' o* "ti:";i$;;;;r1;;;;N;;" B"J'nfua b'e ind jcatetr againsli

;h;;;;* bY the 'G' Section'

,t '' tz. Ordinarily when an ord'er pertaining to^more than

" "#;r#t;';;;;i;" 
G ;"ui"*.d, ine q'91'p officer who

il;;;;;'-;es the -a"t *itilr.'is s-ebtio; officers,and'

,l"olriliu"a""ts sUouta tuansmit a draft office instruc'

;lili';;;;-ro oin""' c to"p offitttt -toncerned 
for their

consjderation and. .o"-otuJt approval_and issue by the

.b;;t;il.t The partlcular fi-ethod' bv which such an

i##;";;;id be "l"iei"a 
*itt be decided bv the Con'

troller.
. 
"-;;. 

Passed S. A. S' clerks who are under observat'ion

f"J;t;;;$;6 th- ;"countant''s, g"3d" will attend"

iil ";"""#"." "r lu" gtot'p to whic4' th-e'v belong'

: ii:ori-ai*"ssions, tlt" c?oop pffi,cer wi]i:all upon the

"i"#^;i"t"t 

.r"*u or accorintants.present to express

t'heir opinions tirst ln t*gutA to t'h-ose. m:'Ltters wirich

:;il ;i;i.t;*it," r.giii*"iE scopc of their normal d'uties

and then ask the rnorc ttnior dnes for their opinions'

14. In orcler to ensure that ;the instructions in

th;?;io;d",t nuJ uten corrpctly followed and'

citti",l nilt, a certain number of 
' bills Qr items' as

i



.. : ..

€i==ff: 
.- 

u
j .t .j': : :::. i

'l;i# ''u" :'th"t'Corrtroil"t wiil be - ievlewed . b{
il.H"# Oml"tu' .A regisber .will be"ma'intained

l""ilnH.r,i"n showing the particr"ISlt. of. the claims

i"t"i"i"g to each- new sanctron rlflrch ls re\-lew'ecl

y tUe GrouP (Jfticer'

'l5r,A certificate in the followin^g tenrrs will be submit-
,.: -^^tt"lv hy eachltor,p Ofrcer to the Controlier
iLL Pvses'J - -r ' -ection'on the 14th of each month'
f-:* : "l;* f; 

"f; T 1n? c o nt r o ) I e r, the 
" 
*r i?'cl,#"'#i

;";;i,ilecl io be recorded wit'h the i{inut'e Books't,;;t;;*, 
tl,ut'rtl A. r' (r'), A' B' ancl Y' }'.G:itilt;iil;a"mendment's to regulations received' frosr

to havd been reviewcd- b.\' Te, ;

.at in each case, in which i'Lre orcier ad'mrts of possible
:h;.'i;;"e issued orclers in regard. t'o its interpreta-
;:;iJ Jnrrtieotion in aud"it or have referred' the matt'er

YllTfi.liri,t. uoJta"t the c' lI' t!''s orclers regarding

["'i"#t-;o" "t 
Jri""t" Books to him in so far as im-

i"rt*F-"aerb a1'e concerned' have been- carrieil out'
-ioiiil"t" ."tti-fy that 

-:I 
have-reviewed' bills {or fust

"i"il;i'qr "fairns 
prefeued,so far under al1such orders

rsued to
. 16 Groun Offlcers will revielv the work of Local

tiift t#::tJ""a 
-"r 

Unit' A ccou4bants"bv peri odi c al

ilff. tJi"iiJ."'J"t-otatrs of tire Contr'oiler of Jlilitarr
iJ".""it 

-""4 
by -exercising 

an intelligent scrutiny

;;t"il;;;;tlo'ioi objection statements' etc" on store
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t:. ,r...i: j:::.ft: .. .,, , , agCOUntS d.faWfr,
: accounts a'nd' inspection rep-orts on cash'

,rn bv the Locat i;dit'blil;; u"tot" they are finatly

. lJ.J-t#i" tn" main sffice'

i,,-','., --,,17.,, Group O'frcers 
.will eneLe-avour to kgeP in personal

i 1q1ch with as *u"y ut possible :j ll-l officers in charge

' units uoa to'muil* S!,9*:, i:.::"^1t: :J:ti:* t*t*unit's ano rc)Lrra.**Jy' 
*iii Jit"".. anrt explain at t'hcir

in their groups' rnel
^"1t"*;;f;.eiings or by P O,,t points of d'ispute between

iud.it and adninrstralron'



li:1+:'ii:;"i41;

1,,{t9...}r: :arc _lu }ldLUrr - 
\Y rlrt P:11Llutrlzt,J ca"fg 1-ng ploceo.$Tg

=:.fsl'ltrwed bi' seclions iu their .grcLr!. iu fiie djsposal qf
,':, al} wot*, coilesponiler,ce, uuelitiilg i;a -*i"""ij"g- t.i
1;::: ensnre l,hai thr:r'e_ is ;rcrl-epalttue fronr the piuee"dui:o

lairl dorvl r'n ilr. Cli,.,. J1:r'r,r,rls, ?lrc!, m;rb c;;;s-
tantly orainitr.' Ir,,e{',ltrr'* ir se'o tlr'rt ii resujfs irr tiLe
efijcient arrl.pl'or:rp1; {r:spa.tc}r o{ rvolk nncl x,ill bling
alI cnses rr],. r, rlr.:,- '1,, l, r ,,onside!.th:it.pleseribeti,,,.. ,,, - . ali cases 11'!itttl 1.it,.-'.t. {1o xnl consider ihat pr.eser.ibed
ploeetlule setrrir.ls i.his obiei:tive to tlie n,;tice of the
Contlollcr 1ni,.t i:,'r' r'iLli tl'.ig sugsest;ous for a,n

t23

ale to riatch n,if,li p*r.ticu1ar care ths Txoced$1,e,

r'iLli tl'.il sugeestiols for an
r,:', :. impt'ovetnenN

(6) They ate 1c-l';:i,jl,l ' fo, iit,: frril c-:;rruiiriti,tn of aiI
:,:..,:,,;: ,. _rGoverumeni oJl inrlia s:rnci,ioug iiiicirirlirg.new luies' .'::'. ,r oI at::etldntrliil : t, e,j.tirr- r.plts) irlri.:[ "affect 

the
;; ,,' t'r'orii i,f f;ireil gr,;1i,., riillr *',,,i,:w tn pf*";,,f,'L;-t-f*E
," . steps f.r..1rlrrr:i'. il,,'_ { c1r'11,i inirt.i,r.rlei,io,l ind **pn .t
, .: ripplicalrilii;'1ir r'*,i' 1r,,,.-oir,l rir,,.rrrrirbl{l cli-iniil,,. ' 

- '..

!'ut tl,r: i)r.1J,,,),: ,,1 ,ii*,,r..rlr; .,li i,,aii,.!,.j tr.:l;.Ilirrrl.1.u tlrc *,,r.1..
ur,l plocerlrrrc ,,f f l t: :,.,,i i,,: . rr. iir, ,r {l..trlli .),, ! ,,f *of iji:rg ,lorrt,L-iul points irrisir,g irr i:,,, , . ,,,, .,1 ,.,:.li'[,,i:ru,c 6 "1,;;;i,,lr,t t",.llte prtrp'rre 0i'111,''.:t,r",in,ii.,,r r,:0r,,i,,1, ,1 :i.{; ,.1i'Sc il al,^^.p, tit(,r.
5'iil"presicle'ot-e_r' gLrll;: r-;11qf111.;:1'1;'ir;; +f srciioii r. jlicels olra .ilrOJli-
l,errderts orrlinaLilv 1,0 lre jr, J,j , r',rr'.r' 1'ortrriglrf. 1']rcr. .,i.;11 

";t;,
maintaiD official ' )lirrrri., H,.',1i..' 1;, rriricir tl,e l.r,"';.*il;;g.;"';ilh.se conferences ,rill J;,-,r. .r,r',rc,r. ii'iri tl,*, p,i,;oir'Jiiiljii,.,,'.,r,
pfficer there is insuiilrie .:ri. irialtr.r iur tl is.;rissi*,i t" 

"-*r.r-r',io' ..rr-felenee, he nray rlisl,pyl5o r,i:jr ii all,:1. r,cc,,L.tljrrq.ir, rrlitirs';lr ihe
conference pr'oc€nrlirrp: {i,,: f:,, { r.hrl l,c 11,1i rl,,rre s,r nrr,l tlri rc,rsntt
rvlly.

rn ordcr L,r sg ',,''" i lr, ;,r r 'irr,.r;,r L,:rr.,iiL r'r'urrr i,urtrriqrrrlt" ci,r-fe'enees, $cuiiorr oill ..,,,.. ,,,r,1 ,..',1 ,.;,,i,,,,r.;;_i;,;i;i"r,.*',t,,,orj_
pally collect, duri'g t lre irrrri,,rl p,.,i, ai,,r-.*,,t; ;;]i'il,;;:, ".'ni,"i*,,
irotes about the cas-ei p'r,1inrc,l ior ll is.'i_.ion. I'oi,.,i. ;; u.r,.rof

, _.'inte'est, and .mattt'r..' r,,ir,i,,o ,r.i{} :ri rl,e"i,,',,r;,;';i:1,;"f ; _riltsnoulo Oe tneiu{lcrl. nt 1lrr, j,{.diriln r,l t]r^ tlonfeler:cns. 'i Le 1r,r.esshould be.prepnr."tl .c,rrtiirlji r,r, i,,. f ,,i, ii_v ;s p,.si 1,i",,;ri, I'r;.rr.to expcr'litirg Lrr,incrs i',.i; r,,l i.r,.lii.,r l n:",i",rixi"poii,l .colnit;g nithi'r ljr,: S.,.ii, ;r t lli,, i.,. \,,,, p,,,,r.,,,r cl tli.l.osul ,n,lvhich oin i,.rr.iv rtlr. rrr,i I li, L. :.r l a ,.j. :1 c,.irrl ir.ier...t 1o the
", G'oup O{licer ni to. the ,ril:tr "*i,;, ,,- 

' 
r"t,,,,,i,i' i,;".;,,i;;:;."'Th"

,,.,eot'ticl'enee, undeL t.lc fir.,r; 1., Ciil.-,r'o',1;'rgtj11s., shclrJj nim at ap'acticrl solrtion t,,[,:r' 1r,1.,:, i,1, ,,, ti,.i'., mci r: r, rr,r] sirorrrd -rr.amcg:r-:r trcte on cl'erv it.,rir r, l,'i, t, i.. ,'^;,.;;i.;e,l li,be inilor.lalt urough'" to place befo'e the co'i'c,iler'. i',, 
';,.;irt 

to pr.eser:ve some dat;l



f,=l-." -.: .

::::.:i'ii.::.t, :a., ::, -l,t, g.rt"U" ,*feren.q t6e" co*ciusio's,a.-rivetl at on 6o items-dis-
j,Iii"J.on*lil bs recortled brieHy anJ a*y lelevanL srrpporting

; ;ffil;;pare,l by individur,l Sec[ion Officer: a'Ld Supetinlendents

] lai"fii".# *t* ci1{9r*ti,rn ot.dhe.pr'esiding Group Offiqe,; lier fflecl

' with tLe Procee'lings'a:

f.-:...qi1;.TEd"v.,rvillrevietr t'he rvork oI I,:g.1, A.udit-, Offcers antl
'i: i:,',. 

:: '\"'..':, 
,:',;9, 1'11;d accnttntants bv peliodical visits to units under'

t,,:,1,'- : , ; 1.,:' sl'ders of the Controllel of i\{ilitary Accounts and by
'f5:',:,,..-,';.;t,l;,..;.,:r:..:exerei*ing an intelligent 'scrutiny oygr ra proportion
.i1ti:|f .t; ..;,1:,, ,,r, of oSjection statements, etc.n on sf,oro ,accountslald
,;1,fr1'-,'.-,'.' , ,inspection leports on eash accounts draqpup try.lhg
.i:rii . r :. Local Audil Officers l,e{ote they arc finaily reqolided

in tbe niain Ofl"i'ie.

(S) (i i'orip O ffi..'ei's riill errJcavorrr t,; krcp irr petsoual tolrrcl-.

. : " ':' ivitir as malry a.s polsible of thc Offloels in chalge
'l ,' .: ' I unils antl folniationJ \yhore &ric.ounts are clealt with
i.,.' .' ' ' ' : l;. it,*;r sroups. ?hey rvill discugs a.ncl explain ab

' ,, ' ". ,' theil p"r'sonal ineetings-or by I). Os. loints of ilispute
1..].......hetlveenantlitant1ar1riiinistrfl,riorr.'

' 'i .'.. , :,', : .' .

.' . ., '.'Gctx4t'til ,lrttie. oJ'AJicerr^iti-alrrr11,: ,lf ,\e,tlio,,,s' ' 
.

.'" ., {1 } , Oifi'els'i*-clrarge of sccbions ai'c respcnsibie ft,r l;he effi-
1' 1 

";roi ;elforrrrun"c ,of Thcir eiuties'liy all irccouutalrts antl clet'k1'
: ' serving in their sectirxrs itntl :rle responsible fcl r.hc ti'iririing'anil
I insiruJtions of thet personuel rervirig undet theni'

I (J) Their tnoro inrpoltarrt duties are to see-

:

(.)) 'l'llrt el Ipcriorlic,,l $hrtcrrr.rr,t,g illr{l lel,nni< lt'c srtlrrnittt}il
; t,o llre arLtlrolilies conceruecl prrnctu:rlly,

, t,i) 'l'lrrr1. I l[ ;qcr'6rrrrts :rn,l statement.r ,ltte Ft',rnt rlisl,ursirrg| ' cilict.r's ar'{) $il.hrnit,ler1 on rlue dale in thc plesclibctl
f"ttrr'

(4) Tlrrt llrcr'+ is tro,levi:rIiorr ft'olrr 1]1.' plo.'ctl rrle prescr'ilrrrl
for atcor-urting autl audii,in"' an.l thaL tlLe ploceilule

.: iaiLi clown in the Olfice lltnuels in Lespect of ali
,; - mattets cr:nnecterl rvrth their sections is str:ictly arlhered

to.

(i) Thab colrespondence is clenlt rvith expc,Iiiiou'ly an,l

t c,rlccctll"



pa:t of thc aulh,lritics aEainst, rvlrcnr rhe vbieL.li,,rr lrtr
teen raisetl'

:

Nore. -Tbel' must soe that or.iginal ,.,b.iec,.ions ar,,r iir-.r,cfully r.ai""d rrrtl
ust col:truily le.'re w 'tLoil'e Lrr'..nt nrrk irr thc light of tlro tuliufui,r; :--

If erce'i.ivo corrcsiiun,.lence trlic: plece with:r urrit ci. orrr., parricul;,r
o(Ecer., officc or fntm.t_ion, the officer-in.charge o,[ tho ,.rtioo .ou-

.,1.,1::.: :.:' .-.:..eer4cd. must kr:ow of itlbecause ho,igns thc. :letters a'r1 trs rnrrsti Lr n,{ it to rh,: rolit.c' oF his Gr;rLp Officer.

(7) That urul.it _is uarrietl out pnn,:trrally au,l i,-, tire c,: trrf, presrliL. ri.

,.. -{e; 
ft;r.their duty to maintnin a prol}er sta^darrl of disciplin.:

ilad co'duct irr theii' seetiorrs anil to sei ttr,lt ait ar:couutants "*ri,i

'Jerks.atfen,l 
offico i'egrLlaL.ly antl punctually. 

- -' -*::--""- -"
t ,(4) Thev w_ill tre lesp,,usible it r n,rintaini,,g, ,-,, eliiciert cLeck
;n 'ih_e work of acco''ti'ts an.l t'ler:ls oubsideihi: rnain orrce suLr*
mitfe-d to their seclious and f ir trringing to lhe 

".,ti.ut 
.-i tt",l,

lirotrp OfEcer,instance:. of liari work oi ih'eir part . 
-

, {ielterctl, ilut.et of a Sttperitten,ler,.t.

, -n 
(/elneral,.-The superi*tdndent of a sectio* is i-espousible Ir thc

ofiicer-iri-cl:r,r'ge licr tho efiicient manrsenrent of his -.ntiou, lo.
l<eeprnE tai: rvo'k cirr'clt :, nil f.1 c,isu,'i,rg tlirt thr crli'.ierr,:y tJ'
iiiu rT "r'li.tlou.' is rri,,irrt.,i;i,',1al- LLc ILi4lrcst lcvc[. lr, ur'.[eL. 'l,,_,'r1i;-

::lr,?.gr. tlroso _fr.rrrctjuus, ii i; nr.'esl,rr,, {or. hitn t; r t.;1r.'.y orrl, f h,.
Tollowing funrla,rrental rlutier -

(i) Llnder.fhc. ur,lers of ilr,r c,fii,:cr:-iu-clrr'ge ,.I tLtr r:cctiorr, lre
rnr',st distr.ibu.te worlt si) as fo seului-e the tnarimnn-.
otlrIrrb irr tlre minirrrurrr of lirnq,

{2) FIe rnusb liale:r,thcrougir llrr,.iwictl.* crl rill branches of the
rvork rvith vhich his secti,)r de"rrts an,i l.,e n o.t 1,,.o*nh:rt accounts, pericrlirr,l st,,te -e,*s ancl returns aLt:

.dgq to ar;d dr-.e Lom 1lr, section ancl ri,her. IL;;r1
rrrrtrate pitnrpt Lt.lit,n {cr lLrrr rtLlrnisr.icu Rhul cler.
tltl€.{



!i.,t5) ifid:o{ulc
il;r1i;:'.,w:iir':. t1oalt

rg6
:

cloryn for bhe .lispcs.rl of all clnsses of
by Lis se{.,tiijn must be known to him

Iaid
rvibir

ii:,,..'t'-'--- :it is
'!: :'r,:f ::..:,;:,1::-c::-tt; ;^t,Fillowerl.

his rfnby to eusure that tbis, pro.e,l,rre i*

(i) tie is re.IioIrsiLle fo' ttre daiiy distr"ihrrtion
rle,,eile .l hy lhc suciiorr and he rnust kn,lw,: ': ';: flonr day to dny."-

of w orli
preci,.-ely

(a) ,the lumher of leiters uuanslverecl antl why;
.l ,, , (f) ,. t,he _n,mbe' of acco'nts, bills and uor.*he* u.auclited

rnrl rvhy ;

{r} ttre number of *,ccounts, returns a'c[ staterne'ts r,ver-
, i:.., due from his se,:tior ancl the r.easoljs why;-- 

-- -'"
(//) the .rrrrmt.r,,l of aecorrnts, r'ettrnrs ?rirr 5{xfg1,1g,,ts rIs,r

to tle serlir,rr L,ut rroi leueived,

(.r) fIe.rnust revierv ca'efully a_ll-r'egisfers rvliich tha sectiorr
is responsible for: maintaining an,l *o.t *r--i[";'th;;
ir'c. rv.r.ir{*r rrI to rlate neatly"autl in :heir.;";;;1 i.";i,
ur:d thal rlrey a'e sribmitteci t<.r lhe Oni .l_i.._f,*sr,
t,f tle Sectioir for inspeetiori on the tlrre ilates, 

- --t''
(ri) lto rrr.ust.cous{-.rntt.v.r.evierv alI outstan,li,,S. ,ir,,;o,t,, ,,,,,t

objee tio*s a*d liri'g,io 
. tbe nobic; 

"iI tt,, Ogl,*r-i,,-
,.h rr.ge.,tll uases iu rvhich outside aubho'irie.- ;;;"'.;;-i ' ponsible fcir uudue delay in ttreir settieriieuf.

(?) t'Ie rnust sctutirize c,are{uliy arl replies to ,:orrespuurlc'ce
staternerits anrl ret*L'ns ptepo'ed r-ry his sectioi, before
1i,cy rrr,e |) r:scrl tr ilrc O,ficer_in-,llLr:rrte. f n", "flj,r.iof this s,.r,Lrtiiry ii tu encur.c:-.-

(r) in tl,e c:,se of tlralt replies-
(;: lhal tlre renly is rr.ccLrr.i11,),

(ir) th;rt it deals rvith rr,ll the l,oirrfs ririseti,

, ancl

{;r'; thrl tlLL,; datcs foi: issrre oi rer*irrricr,s arc clclr.lr
an,l 1,r.r,11ii11enily notc,i on rLll o jliue ;;";;:";j,
,1,r.,r1,11g,,1.r un ivlLich llrruh,:r,r,tin,, i.' nr.a-l_
riat'1

{/) in.{,he case of staternents., reti;rlr.-, etr., tiraf the sta-tistits or. infoi.matitn given a].e actul.ate ar,d are acorre{rt rend*riug of ia'forma,lun 
"io 

,.rl,.ct crf t}reperiod of il;rte 
":Ucl ttruy ";;,;r: 

^"



: :-
L rlgr-.rlealiag with corresponrlenoe, lie mirst take care fo sieeI ,: rL^a.ir-i^ *^r *- -e,-^J^.t ill-,^,,., l^tf ^., .-,-i++,.,. ;..^r l-,-

d,!@-i!,'is,.aot, protiactef., Elery le tiet w,ritten nrust be':j.i-_ _- ''.&ttil,t{::!ll]t$:rfu! PfUUAUusLt. sYqrJ rulvEt lYlruus.ra UtBbb UE

frf,.:ir.i-,!,i,'1. t'heol;ject i,f reachiug finititv and he shoukl 'on
;i;1:.:J1..:r:'.;1:ng account Drnss draflri rvhich are of a temnolizrlner,.';..;;,.;1..1.,;,$o account p*ss rlrafls rvllctr atie of a temporizing

,: nalure and are 1ikely lo plolorg tire settlement of the
,...point at issue. f{e'rviltiee thit when a c*se is snh-

inittecl to or thi'cogir his sectiorL ofticer that reierence
' is nrade to ali reievan| rules arrtl r,crlcctioru thereto.

19) In the case of retttt'ns, ,"t,,iements, accounts, letters, r'c.' plies ro ol-rj.ctioi's, ct,,., <lue to thr: seciion, ihe petiodic
issue of lemin,lels nlrr:L flot'Le consi,lered by trim as a
tlischarge nI thc lesp.rrrsibilities of his section. Unless
gootl antl tlelinite reirson:j iile l<nown to bc the caLrse
of delay, Lie sholricl r,rdinarily aftel lhe issue of the
seconcl reminc'[el rvhir']r blirrgs ]ro re$prlnse, br:ing the
mattei'to the rroticc r.lf the Orliccr:-in-;hurge Jf l,is

,, i section for special ir,cti,rrr, lLhis is ir*rticular$ essential
in ilre caso cf outsl,"",urliri!] d,trrrtn{lar acccunl,i :,rnrl re-
plics t,' ohjcctiour,

(1t)) Objeetiou staterretitii ou a,eeouuts or bilis ruust Lc car:e-
fnlly sclurirrizcrl by hinr to sre btr;rt tLey alc v,rlitl a.n,l

. cle*rly iiet out, If the passing of the biti or the
', 
-,, :recount is ileperrtient orr sollie action to be tuken oi'' condibion to be fnllllletl by tLe iruthorifies concerned,

the aciion ,-e,pired ol i;he cotclitions t<i bo salis{ied al'e
tr be clearly autl unuristakably r.leiiried.

t

(11) tn rcgar'.1 lo the sLrpc.-visiou of tirc attJil oI nccorLrrtr
c..r,rrretl orrt by his secl,ior, he is not r:xpe,:ted to go

I ove. tlrc cutiie groulrl cor.eretl by thc 
-auditor.s. 

it
rvili lre sui]icierit {.or hirri to ir-rsLitnle test c}rr cLs orr' theii- arrtiit. Tlhese tesb cl'e..lis shu.ukl Le tlesignecl s,r

l,,l'r,rs to satisfy Lrinrseif that l,hc ai.rdit has been eorlectly
. tlono. Rut it ,.ln applf ing a tesl, .hecir to an account,

lte finds tirat it ]ras nol been co.-r'ectly anrlited, it
' , might be necesaary foi him to inr.;reilse ihe scopa oI

his check on th,rt p:r.rticLilar: :Ii.rct;ttrrb. II sLrch a tost
r.;hecl< l-,rin{-q orLl c'.'iclcrree oi c.rltless troilc or. otLer
rrrisatisfactory leatu'lcs, it is his rlniy to arrange, under

,, the ortlers of tire Secrirn Oificer', fcr the audit to be
done over again and rlone p ,.,pelly I :rrrJ. at the salne
time, to take steps to prevent a recril'tence of irrcorrect
or urrsalisfactory tudit,
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1l:'1f1,:-;.,:1 r -t., ;.:.,,i 
, :.i.I$S,r::

'(lgii"r' f*-Tne duty oi cheekirig the avithmetical ealcula-. 
,

, .tio1s,,ra,rcsr_etc,,'of liillJ is primarily tnat oi.ttt
, auditing elerk and: superientrtrlents are- not exnecfeJ
to rlo this in all cases, They should, hoi"el-e.
ir;stifute pelioCicrrl test ehecks of such crlculations
arrd will in nl I cases be expectccl tc diseerri obvio,rs
and flagrant uriscalculaiioirs.

Fol the rest, theirdrify in chricking bili+ u.iil be to
: . s€e: i,nter ttlia, thni, tire charge iJ autbor{secl, tfr"i

'., , ,i " it is acconstani,:t1 by .*lie, ir€,:essar,,1{': cer,6i6eat€s.
.'etc.. that all conclitions conne.t,cl with th. chrr.,.
have heerr I'rrlfille I nrll thrt it pulpoi.ts to 

obe

'.. ' crirr-ectly signnri by pr.npsr -i,t-llrity ;ir;;
' r , tlecossaTY. :. \. .i.

tl'hc.verification,,f tir,, sig:tn1ur.{r \rhelc sprcirrierr

Rut, supervisors mnsl be iarniliar wjiJt l,he conlt-
tal sign*tute o{ rnos{, setrior cfRcers.

()) lle tllujt slrj tL,r1-llrc,lrrties oJ u,r'itilrq n[) rp.r{,i611 1161.,
hr'ioks are suitrrbly disti.ibuted fo ceitaiir clerhs in l;hu, 5gctio.lr, thal, r.rich disti.ibution is left cleallr-rs iL

{.lrcse cltties is eu'r'ic,l otrr, ,,t '"r.Jry ,J,rng.- a*o,,sltire nssistants 1,e'fnlnrirrg: ll,ui,-,. 'il;" ;f,;rrl,t- .;?
tb.rt' se. liorr u rie books ir.e lielil rrp I o a-t. ,ijtlr:t no colpgest-ion oceu!"s in' fhe i,r,i*.i.*rioo 

-'o]

batches r,f .or',.lers cl decisions I'equirilg note, Ii;
rnrlst examine i,he section r:ote ioolis- at frequeut
intervrl"- anrl .rvatcli that t,he irotes i fl,1.e exh.intoei

'eatlv rrrd intelligcrrtly a'd itirt li,; l;,1'r.i;;
is rlone in the best posiible wfty to Tacilitate cas!
1'('ft'1'0ll{r l.

(i.l ) IIc shoul,l sec tlrr,.1; iire rlrrtics of cor.r,c,,1 ing r.csulationq
and p,mplilets o{ instluctions c,r' otber:' puiiicrtior,.' affecting the work of the -"ectiou ale rluly'distributerl
to assistirnts, that lLrc rlislr.rbrrtiorr has" lrecn olaccd
o1r r.e.iLrrl so tliat no elasion c.I lesponsibilitv is
possible a,t, anl time, ..;nrl rhat slch ,lutiei ale foniali.,l
hardetl orer rl'lien a:rv ciraitge in assistar,ts takcs
pl1ce. He shouJri ir.eqr',e:itir craurine these boolis oi,
pubiications to see th:it th,:y rii.e l,,cjrre kept uD t,l
rlate ar d t,bat the initials of "the assislait ,,J.n"i"i";Ul*
u'e enteled uii in the fly 1ea{ appelrclerl ,,. 

-. 'r"girio,'of 
correctioni.

3

(19) asinserted by eoruectio;r slip No' 12 of March

1933.-
,' (20) Subjcct Files-35 Years."

{Amendment to Oftice llanual' Par"b I')



l{o.:2? of 1935'

IIl fu.'den'efr ,!o.,iir
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."' t6
'r-iit t1o*e

:x,!: rcvrrwv tr"t,:ll :',:1,*l;1,: ";il,,ii:l:'":];::1'J: thej*l:y

,,t'i"i,.' ;lh:|. l:l;1 1,",-,'l i"l "- I I ;" i ;;c'i'\ rt'liL ir''r :r'"

ii,,,l "s'e 
:girniz' r iiui,t, :Jl."ll*; 

::i l ll,!:i', Iiiil:ii]I iutolligt ulh ' t"1,,,,,,,*, 
irr. *'5[lslvllsrrirr.! 1ix1;orr

,1,g in secorrrlr.r,t')' . 
tll'it'i.l.,l,,l;,.,"iir,*^,l,.,i,ir,r,, 1t,'.,

i,,",:,llitJ;'; iiliii,l;j -i,.,"',"',. t,cf iu'., rri,r, urrr.

s'urttlct'trtliing t'tt'*tl "'li.tt* 
riiLl r"'rhc liill rLcl vrrrt-

.3 ot' sttclr op'port'"*fi";-tlit'* tuifottletl of col$rrll':l'

',"rr([ 
riircrt;Srutt']li;: ii';"tji]i''tlt'.'','''rrut'liLt;

, UtriLs rtrrd ol hel riiiit't'l' oilit'iuls' t)'iil * vie rt' Lt'

h J;tri"t' .i-,'i1nt'o*t oo 
"i 

irt'4 
- i', i' ., udli 

-tli 
t-fi u ul bi es f ir rrl'

w be.bro[g]rt, to l,oiic". i)fiicers tlrti'ing tire cr]ttrslr

bire,ir revieu'* *t'ourj'' i*''' L'" 
"uo*torrttt T tll:.,1::i:

t 
ilt ft""-fL'fiftl"t * terittcttr: rrr'Llt 

"ri' 

r)l ilrrirr('\'ru3

rlertcrirl svsLetrrui"*ftut'i-ru*'. 'l lruy u ili ufiliz'c

"rr***o"jiJtli 'Ji;'t'';- '**t'it'* 
ol tneir re'ierv to suggcsl

iilliii""",trtr'*'ti"* *"tf io lo"t"ti"tu ite'rs oi firra''iirl

rrclvice.
l'o9l'lttt tttct-',\

2. Llr,tLtlellq l'5 silt rrt'lilui-t' i'1 sertd rrr;l fr,rf ilris uolli

,,.rrlir' of it ,', Supe.ic>r S.ttil" C)fl1cers. rtt'rrchetl to lheir

;;;;; ;1t;.,- ir'rc,trtiorr ttt, trr.rt: r'i' lcs:i -rcgr'Llirr 
irrtor'-

I;;i1;. Ft. i,lris prrlpose, ]rrogr*mmes.o{ revier';- tl'otii

tu;" "u""';",t 
out by eacli olfir:er cluling the summer

'oliJ-*ittt.r' seasoni rvill be tlrawn up 
- 
in advatncc

,i"'l'i*t"n and Sopte'mber respectively of each year'



LJ

.1".1i, Ir:,,-1,r.rrilrts ;tili itr'ltc,r1,,j Iiru' +L'lic'tl- {'r' Lt
iii'to,l ,,t tii flrtr: 1.,itr!icrr];r,r' Jlurtratir-rlg or clils'\es of
irlr,iNii.rrrs rr,lto.se ltc,eounls :irc' tr-r bc rcviewell' 'l'ire.'
iiru.lil i-,1, sc, iln:*r.rgeril'lJriit:il-ri il,ce.oui-1.'L$ of lrJi irlegri-
!' frii'r;r;rl.ilic rruti ol t.,:'1,ii.rlr,i uiriis oi all t'egr,r.itrr toLtti;i-
)ilti itr:o rilr:it-rve.t.] al lt;rrL ult('r L it'j.)i ,\ I irl. Suth atL-

.trlre g;lo;rrutr;lrc,s iyill. of ct-rttl'sr.r 'be st.rl-rje.:l Lo irloiliii-
itiori 

-qt *thg 
'.)trur;roihrr's clisei'elirtr in tlLe lighi ol

:tei: irrlt.,i:rrr.ir.iiurr. . l.icr,iowiirg o{fucers .llill iils,r as Jl,.ir

i pr.iqlii:rii.ric eoirtply r.,,ilh lequesis (verlral or ot,lrer-

!sc} 1r:rqi1r'Iirc, l,reil ililmil jstr:ii.ivt: aritiroritie,s for lhc
rvi'.:rrr ol an.r ptr,rtir:uhr,r: a,ccoiriri;s bLrt if. srrclr corn-
'i,rnr:e ' x,,.,,,iii 'iroi el.ssit:,rt,e lrrirlei:iui rlelartulcs frorrL
treii',pr.cgr';rrruirqs &J fina,li.i *lrpr:overi by the C. XI. A.,
te;:lr4 'r:lri,riin his.oi'cters i!r: lhe ilriltterr bt, l;eiegram.

$'r'yr'r'i.t,r' ;jei:iic, (iillcer slrorrl,l n,t or'tlirrirriiy l-'c
,rib oub oir leview li'o'rl. lor rrroi'e tl:an r,L rr.ont-h itI
strctctr.
i. Irr tlr,' r:ir:g ol tire -\niilrrtn Lotrrrnand, pl'1,-
firilrne$ cr{.. revie w rr'<-,11i rvill sitrilrul.v be clrrrwn- uir
r i,lrc snirerior seri.ice olflcels in ch:-r.rge of tlr,r
!s1r:r.u.'trr ancl W&ziristtrn areas, Orclinarily. relierr.-
q o[]ici:ls seirl oirt, ilonr Lhc {1. }L A.'s rnrrin o{}rcit
.ll ni;t' undertake revi,:r,v rvork in these areas. llut
l,tst.rLrr i.rnluriLl f ,rur slrorrlcl hc rrr,u,.le Lv tlrc Crorrp

{icer::itr c}i,Lrge of M, E. S.

4. ,\rJr':ttrcc 1,1'u.{ritnpn,.s ,ri. r,'r'i,'rr' .rr,y.i- i1 jrl be c,,rrr
nlicaied rronficlenii:rlly to the Brigade uicl District



ii'

l8

tl re' I rtcttl irrr tli f''olIi*rr$ r'l{ )llctjrllocl

lj"l:lll:::,t'jl,],,'"',1'.1'*l,,it,,rs r'., iit .' 
isii,utl L'r . 

l'i'r..li.''

]li :';:;,"',t-'''i., 
"tr'-- tfro*1' officcrs in th1 t.irirt otlit:c'

::i"l;':t 
'ittit''igr'l i.'tort lh.' lt-^ri' isi i'irr":tl to corrr-

tt']"tt,r* ."ll. it," rtirt,ut's irld ext'etrt i-il tlr"e tsvit\\ l''; l'e ctr'i'-

ried oul Lrv SuPortor'"'i""'i"" t'11lt;:t 'ire irrdicaterl

S\:ltt'litil\ itt LIrt: s'tct'ut'Iit'3 1';rrit'l.t''t1'lt*, ::ltoitlr b';-

iore an othcer' p"otu"a* oi' i iout'i'oi" tlre lrrni| 
'r'-rfficc

i:i' ,i;:: ;;;'';-: '[. r':r ie*' ol,, ['c'c'tr 'Ltt'Iit :rtttl 
inspcc-

,ir,r, f,*'rt-iit st'" ilrt' Uorrlr''''lit't' yL't'sult;rll"v' n lro q-ill'

n licn neccssttrl , grve hiur in. ii'riting or 
'r'e 

rlrally'

,)r;t'i" ;;";;po"l* ui autlit to r'vhich it miiy bo *nec-cs-

l',i",'"i,, ar;.l'i.' tlrc of{iecr"s special attention' It f19"

l,'lijt,,it t,itu..,ut"tr't''rN tho Ct'ti'ollorbv. r'ill'r're of his

11,-''ii." ;"'iit" c,ih.uc I'rn11 of 6is personir'l corrt'ac1 rvi16

li',-''l,l"t'ttt,r,tJ,t"t1'u1'il:i.s corrlei i'to ptlss.ssict' ol

i; t"t;;i;;; 't'gar'l 
i ng ci c{ ecls in local'1 i.itlit prorretl ure

;;'';f 
';;-- 

ri'iclic,,rtiirg t l r r: I''rssil,le existcrtcre of rverrk

:;,,,i.'"r'lrti lu..',,t irrt'iii rrr"ultirr(r.r irt lris tlotnrrrurt'l'

;tlil;it ;;'l Lrcst irc t'ntluiredl intci in t'he course of thesc

1 L'\ le\\ S.

( ir'()ir)) rrr Sct'Lir'u ()llice ls rt ill nt'i itttic lo jnfr--rt'rri

otU,,*t*'.'io"i.,.bit',8 the'se'evietus., shorflv before each

ir," "f unv or,tJt,rtrrlir rg 'rir 
jcctions., ,'-'r other poinis

..,nuitil'l se{ tlt trtt'trt tlr,,t r"ight rr itl' :rtlvtrttl tr';c b'

"r,11,,i..i 
into Lv tlre Revic:u'ing Qtlicci1 ou i'lre spob

nt it,t" slrltions ilbtlut to bc visii'ecl b,v thenr'



tatrtle, *nc| It:ope

I(l1.,

ni lllr':ie.rcina (tlrtcer's Dttlirs.
'J""-u

ti. On rtrriv;rl &t a staLion t'hr' r 'cl'lewing ()ffit'tr

li ;;]i'; irt;l'D;*t*i"f ot Brigari Fleadquartetl ?r
i O: rC. st:Ltion, as tfue "a*J tttny be' expld'ill

r J,o,u,r*u of his visit; *nd enclc;rvottr lo aslert'liin

; ;;;:;;i t*ri ts of the nclurinistr"eiive authorities

i**ifiit" tf,,- offi"i"n*.v mrl ulilill' ol ihe loc''rJ rnxlii

lrrnir,ai'ion in tlrcir ai'e,i.

llr, rvill ,liscuss rvi{'lr lhc conl'rolling rrrrthorili0s con-

"ueel. tlic qur:stion relabing to thr: Jfl:ogreris of expen-

:rnt rvi:th r,o'f.'r'ort,,,, to t'hti ILr,tesl progressive.actu:r'1s

il", the locrrllri rrontr:ollc,rl herLrls, and 'trruangc tt-r

jtlu:11tr;u pointi of dilliclull.v ttLrt mrt!' hlvc irlisen
i'16gtlr{1 ' to the' exercise of the locrrl eont'to} over
,,"tldji,,ro against trllotn-icnts. For this purpose he
irrlrl, before'setting out, nrI his torrl olrtnin the rele-
nt figrrtt:s fi'om the main o{Itcn.

!Te rvill :rlso nct.ord .inlervieq's to lnl offrcers. u'ho
, r'c in tliscuss nnv rnrittcr's tii.h lrirri . Tn cnsps in

,',, r,h he is untble fo settle poinls so rrriser'l rvithoui
, :eronce to the arrdit officers immecliirtelv concernerd,
, rvill. irq lrn ils l,rssilrlc. rr'1,.1.{l1,.1rrrin{s iri i<srr,,
. I offici:.rl ttr demi-official leitt'r's to those o{Ticers nt

*e ancl not le:r,ve sucl-L points tn be rlerl t rviUr afi:et
lrnission of his main 'teport. 

- --

/. Ifnving setilecj his businpss rvith thc aelministra-
b tuthorititt.q, , the Fevir:tr.ing Officel l'ili pt,ocer,rl





:l;:+':::
::i::i!.ia::i:

,z;r: it:
:1!1.aJs9. scrutlnise the progress of linking of

the svstem of recording them, n.ta'r*u
watch. over such linking is being exer-

F,,f,9-!6 Loc3,I,-{trdit Offieer bv'.uieane of ilonth-
1g.4l"g lists, and that,varrioirs .q.,*r,f fii&, J".,

ba maintained !n,.; ponnelti,oo .with the
m (p-articularly the Register show.inq rrn_

on nceoirnt of lxrcal Txrrchase in' tho
Return) have, been rr{,u}v,,lfrgpt 

11p.

, (inq&idjng f,he' nt.
maintaineil in orrlcr





€Y &re being ProPetlv kePt-uP'
t 

"proeged t" "iYt th: 
. ryt:_ l,"j

;Hffi"*unanart*G.e! d-6'i'h*
t"oiu* of auilit' Tn earrying ortt

loeal audit and insPeebion, Yolk**it* und forr.nations, he rnust bear

binetibn beitveen audit anil review o[

iu 
-*"ot"in"a 

his object is to finrl orrt

i'"tiil ""a 
inspeef,i.,n is thor:ouglrly

;i6,i$tiig.3p.,,1igli-!,1.,.,q'4y,:,giiriggs:..d eets

A' takri: al.],' niiee-ssa;rv .sd-p'to, !1*ve
;...i' rei'n-ost,miltdorl of :attaining

,rno.t'bi',1'r:,gnrr*!';plt,_al"c.9qiqf,ele
o o"eotittts n* tt". can:deal with in
pq*nt U"t bv a jutliciorrs test audit

iiiiiii..-' a*ui"[ai'.wittn ' the"l'inetitution
enfi checks':'6i'',t]re .proseeution of

iis mar: suggest:themselves'.to,him in
mtiei,,be reiliseil that for suoh a'lest

rean+::.teseative it *'ill be neeerisarv, for
.,officgf ',t'o ,dcr tber tletiileil re-auilit per'
inq'&omr the prirharv arrtlit cloeuments
throtrgh the varjorrs processes up'to the
ing stage. t,A' onrtial,or eol4plete.ievierv

.lnspection':of .r*ecounf,s. 6T * uoit'mav
aeeorcling to whefrher the state o{ ae-

fuif is grr,ti, facton' or otherwise. .Tn case

, the,srrperior Servioe Officer,shoulll
portion of the n-orli ns in his opinion





i.*.iili,it-:i;: , r. .r._,:r,::

r"'r:ir.'r.: a;t:,i.iir..- . .,,. I:.lin:-

:.-::- tt:tI: i:r: :.: r, ..:: rr:
trrl::. :rr::=r:'::. . :1 r. r-.:



inhti,ln .i6f 
' 
r't'}ie,''.marindr,' in i'which the

i,3.i' tietionarvr: tesf.,,shecks : preseribe-il :for fh e

PTr,rcal Audii'Offieer personallv over the 'rvotk

his -"t8.ff,. e.o., linkingrof: votieher^s. s(11'1!-

of ,.!.e-rdi 
- state-ments, 1'.yatifi e qtj g!, of title

,t1,;19;:,,:e.ta... : have tr6eri': earrieil :,out bv1*tioii$;:te!q., hsve beep: ear-rieil
::,,$m;'witE"' a view to rieeing 'thit those hnve
-.*heen exerciseit bv the, f,oeal, Auilit C)fficerj'intelli{entlv anll in a manner 'eomf'atible
;.r;$11+.itha"$irit. of ,arrilil .fb.4.. itemx splpci-
:;,,,rb.d.:for,examination hv t'he Loaal Audit OfH:
.'.:. ei: nte,.not, invariablv those over' n'hieh the:;;:'.rs1 

'.nte nof,,invariablv those over' whieh the
,J,.sh€ek 'qoulil he exerbised, with ,,,tle least



which

,:i.'::.-ii

'rl ::l.r:ii,'r l.l': .'' '

ftre IlXety



.tunderdra*'als' ri rat;ions, etc.;
g:-a-'nie., t"r pe' ancl, expf oiicg th 

-e

*i1a,,,,1- ., :j:..r;;::;r.r :::.:r:.., :i:::..:,.i ri:i : L.



98

-i{sur.of, .tl}e average d*ily'cbst oI diets
:.. . :." v;r,rrous lrosprtals g!.ttre s*rne type".and

.,if possible with the'cost in'the Civil hospi-

:,t;:,:,it:t:::ii ;:!t..jr I :

.:,:"11., I
Raparts,

,ll..,Jng-iieeli*tely on the'completion of his revierv
rkr,-in

.-:(!'Narle. o{ the uirii or forrna,fion.

(a)_ liief 1'ra,rticrilLus of the rnore i._--*,. I,q,r urvLrr.r.r_ ur Lrre lilore I ntlior.lit trtiuegularities .rncl ottrer ili;;;-"i'''""jrr,.t points

$:'(!)., Perig5f 'oceupieci bv ihe revierv.
:(3) The aceounts revien.ed lri. bhe S. S. Offrccr.+,.:.,-11d 

.U7-.the. Superintenclent, ;t 
"oy, acoonr_

uobiced iu LiLo coui.se 
"f th. ;;"i;;.
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