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'OFFICE MANUAL

e o ——

PART L

Departmental Regulations.

CHAPTER I
GENERAL.
General.

1. The Military Accounts Department is golely under the adminis-
trative control of the Finance Department (Military Finance) of the
 Covernment of India. This control is exercised through the Tinancial
 Adviser (Military Finance) who functions in the dual capacity of Joint
Secretary to the Finance Department of the Government of India and
 gs the ‘ Accounting Officer ’ for Army, R. A. F., Marine, and M. E. 8.
expenditure. He is also responsible for the production and correctness
of the Appropriation Accounts, and for the financial control of the expen-
 diture to which those accounts relate. |
2, The Military Accountant General is the Head of the Department
and functions for the Financial Adviser (Military Finance) as the chief
_authority in all matters affecting internal audit and accounting in respect
 of expenditure from Army, B.AE M. E. 8., and Marine Funds.

- 8. The Military Accounts Department is charged with and is res-
'ponsible for the following duties i—

(1) Payment of the Army in India, including the Royal Air Force,
its establishments and departments; the preparation of
the pay accounts of British troops, including Royal Air
Force personnel, and of Indian troops; the preparation of
store and manufacturing accounts, including those of Army
Tactories : the collection, audit, and compilation of all
Army expenditure in India or in the Field.

(2) The accounting for and adjustment of receipts, and of all expen-
diture which may be incurred in connection with the Army
in India, whether in the United Kingdom or elsewhere.

(3) The preparation and maintenance of certain accounts on behalf
of the M. E. §.: the collection, audit, and compilation of
the accounts of all 3L E. &, expeaditure, as also the dis-

bursems connected therewith.

~  (4) The payment of the Royal Indian Marine, and the departments
: and establishments subordinate thereto: the maintenance
of the store and manufacturing accounts of the Royal Indian
Marine Dockyard ; the collection, audif, and compilation
of the accounts of all Marine expenditure,
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Offices of the Military Accounts Department.

4, The following are the designations of officers of the Mlhtary
Accounts Det)a:tment holding charge of offices under the control of the
Military Accountant General :—

1. Controller of Military Accounts, Northern Command.
. Controller of Military Accounts, Southern Command.
Controller of Military Accounts, Eastern Command.
. Controller of Military Accounts, Western Command.
. Controller of Military Accounts, Lahore Distried. Penios
6. Controller of Military Accounts, Presidency and Assam District.
. Controller of Military Accounts, Madras District.
8. Controller of Military Accounts, Burma District.

/. o, 9, Congoﬂer of Military Pension Aawunts Northern %nd Eastern
17% ommands. \

10. ControHer of Military Pension Accmm’rs Southern and Western
Commands.

o

11. Controller of Army Factory Accounts.
12. Controller of Royal Air Force Accounts.
13. Controller of Marine Accounts.

\

~ Constitation of the Offices of the Military Accounts Department,

(1) MizrraRy ACCOUNTANT (ENERAL.
5. The office of the Military Accountant General is divided into the-
following sections :—
1. Record or General.
. Administration.
Audit.
. Accounts.
Pay.
. Army List.
. Ingpection.

-y O O = WD

(ii) Commanp or Disvricr CONTROLLER.
6. The office of a Command or District Controller is divided into the
following sections :—
1. Record.
2. General.
3. Accounts,
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3, paragraph 6— -
Reconistruct Note 1 a8 under :—
Notn 1—In addition to

the above sections, the Controller
tary Accounts and Pensions, Lahore, has a branch office at

f the Director of Contmcts, which
with all bills for supplies arranged by the Director of Contracts
also a Pension Branch as Lahore, which deals with the grant

dit of Military Pensions ™. . «

(Amendments to Office Manual, Part L)
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lete clause (443) and paragr.

aph 7 thereunder and
mber the subsequent claygeg

accordingly,

{(Amendments to Office Manual, Part L)



4. Estimate,

5. Compilation.

6. Disbursement,

7. Units (British Troop and Indian Troop).
8. Officers.

9.

Establishment and Miscellaneous,
10. Stores.

11. Transportation.
12. Military Engineer Services.

Lahore District, has a branch Hoa-ab mb&mjagh@p o the dffico of the Director of
Contracts, which deals with all Bills for s pplies arranged by the Dirsctor of Contracts.

Nore 2.—The Coniroller of. Military Accounts, Presidency and Assam District i
a8 also in his office the following sections, in addition to the gections referred to abovei—
1. Railway, :
2. Fund.
2. Passage Accounts,
4. Pension Payment,

Norr 1.—In addition to tg/a above sections, the Ceontroller of Military Accounts,

- there is & Iso a Pension section which deals with ponsion claims in that District.

{iii) -ConTROLLER OF MILiTARY PENSION Acoounys.

7. The office of a Controller of Military Pension Accounts is dividedl

into the following sections :—

1. General and Record.
2. Accounts (including Disbursement and Compilation).
3. Grant. i
4. Audit.
5. Inspection and Review.

(W) ConTroLLER OF ARMY FACTORY AccounTs.

) 8> The headquarters office of the Controller of Army Factory Accounis
is divided into the following sections :—

1. Record.

2. General, v

3. Accounts (including Budget, Compilation and Funds).
4. Stores. ‘

5. Establishment (including Officers, Transportation, Pensicn
and Miscellaneous),
6. Production,

7. Disbursement,

NoTE 3.--In the office] of the Controller of Military Accounts, Burma District

hae
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9. In addition to the establishment employed in the main office
the Controller of Army Factory Accounts at Calcutta, there is a staff of
accountants and clerks in each Factory, under. a Deputy Assistant
Controller of Army Factory Accounts, who are concerned with the pre-
paration of cost accounts and wages sheets of the Factory locally. There
13 also a small branch office, under a senior accountant, attached to the
Assembly Factory at Rawalpindi. These branch offices are divided
into the following sections :— -

L. General (including Record).
b. Labour.
3. Material.

4. Costing.

(v) ContROLLER OF Rovan Air Force AccounTs.

10. The office of the Controller of Royal Air Force Accounts is
divided into the following sections :— '
L. General (including Record and Disbursement).
2. Pay (including Pension).
3. Stores (including Compilation).
4. Accounts.
5. Local Audit.

| (vi) CONTROLLER or MARINE Accounts,
11. The oftice of the Controller of Marine Accounts is divided into
the following sections :—
1. General (including Record and Disbursement).
. Pay (including Pension).
Bills and Stores.

Accounts (including Compilation).

e

L‘)YtPhO.’:

Cost Accounting —
() Wages.
(b

) Labour Record,
{(¢) Material.
)

(a

d) Cost Accounting.

General Duties of Officers of the Military Accounts Depa:tmeht.'

(i) MiLrrary Accounrant (GENERAL.

12, The Military Accountant General is responsible for the officiency
of the audit of expenditure from Amy B.AF. M E. 3., and Marine
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in line 7 of this paragraph “delefe comma
: the” and delete the words “or Geéneral Officers Com-
‘hief of ‘Commamls,’f in lines 7 and 3 thereof,

‘an asterisk against “C. M. A, Western
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of G M. A, W. C, will beheldbyan
o Superior Staff of the Military Accounts
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Page &, paragraph 16—

After “Command Controller ” in first line insert
Except the C. M. A. and P., Lahore . After “area”
d ““The C. M. A. and P. is Financial Adviser to the
mmander, Lahore District, and in pension matters

' to all Commands and Districts except Burma
.s ’)'— 5 7 . % . > ¥ :

Amendle‘ljerntsrto Office Mé‘ﬁual, Part I.)




No. 10 of 1932.

;9", 5, paragraph 15—
After C. M. A, E. C., add :—

‘The Controller of Military (1. Lahore District.
Accounts and Pensions, < 2. Pensions—All Com-
Lahore. mands.

dd as Note :—

: The C. M. A, W. C., hasthe status of a District Controller,
: ass I,

(Amend ments to Office Manual, Part 1.)
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verrule it.

be referred to him.

which he is responsible.

and outgoings for Army, R

Headquarters, India.

4. The Military Accountant (eneral is entrusted with the
~audit and payment of pay bills of officers and establis
The payments are compiled in an

To secure this ob_]ect and to secure uniformity of procedure
all Military Accounts Offices, he will personally or t}n‘uufrn a Deputy
tary Accountant General, inspect the several offices of thb Depart-
may, on his own motmn aan shall, on reference being made to
him by the Government ot India m&m‘} Headquarters, orClencealOficers
'Wanghg%éh}#ef'ﬁ‘emmmh, review any audit decision of any
dit officer of the Military Accounts Depa*ﬂtment, and if he thinks ﬁt

13, The Military Accountant General is in charge of the head office
‘Army (mdudmcR A.F., M. E. 8., and Ma rine) aceounts.
necessary instructions to Lontrollers m matters relating to audit, accounts,
ccounts procedure, ete., either on his own rosgonmbilmg or after taking
orderb of the Government of India, as the case may be.

He issies

He assists the Government of India with advice on all questions of
_audit and accounts procedure relating to Army expon(utu

.vhi(:h may

 He prepares and, after approval by the Financial Adviser (Military
Finance), forwards to the Auditor General each year those portions of
the Finance and Revenue accounts of the preceding financial year for

It 1 his duty to obtain information as regards the monthly receipts
LA F., M. E. 8., and Marine, and to keep the
Government of India informed of their progress.

~ For this purpose he is required to submit monthly statements

_ progressive actuals to the Financial Adviser (Military Finance).

h

account for-

warded to the Controller of Military Accounts, Lahore District, for

inclusion in his monthly accounts.

(i1) Comyanp CoNTROLLERS oF Minitary AccouNTs.

15. For the Headquarters of each of the four Army Coramands there

is a Command Controller of Military Accounts.

The Distr

ricts and

Brigades, for the accounts of which the Command Controllers are imme-
diately responsible, are given below :—

Controller of Military Accounts, North-
ern Command, Rawalpindi. -
Controller of Military

Southern Command, Poona,
Controller  of thJary Acconnts,
Eastern Command, Meerut.
_ Controller of  Military
- Western Command, Quetta,

Accounts,

Accounts,

Waziristan "71;

Decean, Bos.b ay and Mhow Districts
and Poona (Ind.) Brigade.

Meerut and Lucknow Districts and
Delhi Brigade.

Baluchistan District, Sind (Ind.)
Brigade and Zhob (Ind.) Brigade Area.

szalpxnﬂ Peah war, Kohat and
oty

16. Kach Command Controller acts as the Financial Adviser to the
5. 0. C-in-Cl. of the Command, as well as to the District and Independert
Brwad Commanders in his audit area.



He also assists the G. O. C.-in-C. and the District and Independ
Brigade Commanders in the nrepammon of all estimates, and furni
fhem regularly with such statistics relating to accounts as they mg
require for controllin ¢ expenditure against grants placed at their dispos

17. The Command Controllers are the chief aunthority for accou
and for internal audit in their respective Commands ; they have a
the power of overruling an audit decision given by a District Controllg
in their Command.

18. When a Command Controller desires to overrule an audit decisi
or interpretation of Government orders given by an officer who preced,
him in office, he will first ascertain the views of the other Comma
Controllers, who may be similarly situated in the matter of audit, ang
if he dlsa.D’I‘PPb with them, or if there ave differences of opinion, he should
refer the qumtlon to the Military Accountant General for orders.

Similar action should be taken if he is unable to give a decision

a case referred to him by a District Controller in his Command.
19. Command Controllers exercise the following powers as regard
District Controllers within the Command :—

(a) inspect their offices ;
(b) give orders as regards——

(i) internal administration and
(i) audit; and .
(¢) transfer tetporarily (up to a limit of six months) clerical establish
ment from one Controller’s office to another, but not int

their own offices.
Norm—Except in regard to clause (4) (ii), this rule also applies to the case of:

Zontroller of-Military- Pwﬂwn -Accounts; the Controller of Royal Air Force Accounts:
snd the Controller of Marine Accounts.

20. The above powers are to be exercised wisely and, in order t
safeguard the District Controllers, f}hf‘} shall have the rmht of appe
to the Mi litary Aecountant General, through their Comms md Controller
agmnxt any action taken under () (i) and (c) above, where such a cours
is considered absoclutely necessary. ‘

(iii) District CoNTrROLLERS OF MILITARY ACCOUNTS.

91. The offices of the District Controllers of Military Accounts are’

given below (— . '
‘r)w T AR

Controller of Military ALCOULtb, Esheze Distriet, Lahore.

Controller of Military Accounts, Presidency and Assam District,

Calcutta. ‘

Controller of Military Accounts, Madras District, Bangalore.

Controller of Military Accounts, Burma District, Maymyo,



No. 13 of 1932.

Paqe 6, pamgmpk 19—

In the note under this paragra
. aragraph dolf)te the
the Control‘er of Military Penmgn Accounts ”’ .

{Amendments to Office Manual, Part L)
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No. 14 of 1952.

_ Page 6, pczmgmph 21—
ting item ° < 00M. A La.hore Dhtmct -

Delete the exis
M#*A, and P, Lahore .

and substitule (B
15 and 18. The appmnbment ig held by

- % See paragraphs
a Cummand Controtler.
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No. 16 of 1939,

7 and 8, paragraph 25—

agraph 2513 cancelled

(Amﬂndmenus to Ofﬁ\,e Ma,naai Part Ly



No. 15 of 1932.

ﬁé‘e 7, paragraph 24—

The heading and the subject of this paragraph are
onstructed as under ;—

[ (iv) Deputy Controller of Military Pensions, Lahore.

~ The grant, payment, audit and adjustment of all
elims t6 pension in the various Commands and of the
personnel under the audit of the Controller of Royal
iAir Force Accounts are dealt with in the office of the
Dga’puty Controller ‘of Military Pensions, Lahore, which
s part of the office of the Controller of Milivary -
Accounts and Ponsions, Lahore, ’ '

Pension claims in Burma District are dealt with
the office of the C. M. A. Burma District. The
hlension claims of personnel under the audit of the
troller of Army Factory Accounts and the Controller
Marine Accounts are finally dealt with in thoge

( Amendments to Qffice Manual, Part 1.)



Qontroller of Military Accounts, Lahore District, the Controller
Military Accounts, Madras District, and the Controller of Military
counts, Presidency and Assam District, are in the areas of, and sub-
inate to the Command Controllers of Military Accounts, Northern
mmand, Southern Command and Eastern Command, respectively.

Controller of Military Accounts, Burms District, is subordinate
e Command Controller, Eastern Command, for purposes of inspec-

ut corresponds direct with the Military Accountant General on
tters of audit or interpretation of G¢vernment orders.

22. Bach District Controller acts as the Financial Adviger to the
0. C., the District and to the Brigade Commanders within the areq
of the District. He also assists the . O. C. the District and Brigade
Commanders in the preparation of all estimates, and furnishes $hem
regularly with such statistics relating to accounts as they may require
for controlling expenditure against grants placed at their disposal.
23, When a District Controller is in doubt about any question of
audit, or interpretation of Government orders, he will refer the matter
to his Command Controller, or to the Military Accountant General
through the Command Controller.

He may not refer such questions to the Military Aceountant General
direct ; nor may he overrule a decision given by a predecessor in office,
without previous reference to his Command Controller,

Nore.—References in connection with Passage and Fund accounts and Railway
audit which are dealt with solely in the office of the Controller of Military Accounts ,
Presidency and Assam Distriet, Calcutta, may, however, be made by that Controller
direct to the Military Accountant General,

(iv) CoNTROLLERS OF MILITARY PENSION Accounrs,

- 24. There are two Military Pension Accounts Offices oue at Lahore
and the other at Mhow. The Controller of Military Pension Accounts,
Lahore, deals with the grant, payment, audit and adjustment of %l
claims to pension in the Northern and Eastern Commands ; the Con-
roller of Military Pension Accounts, Mhow, deals with the grant, pay-
ment, audit and adjustment of similar claims in the Southern and Western
Jommands. The pension claims in Burma District are dealt with in
the office of the Controller of Military Accounts, Burma District. The
vension claims of personnel under the audit of the Controller of Army
Factory Accounts, Controller of Royal Air Force Accounts and Controller
f Marine Accounts are finally dealt with in their respective offices.
lhe functions of the Controllers of Military Pension Accounts, in regard
0 personnel employed under them are similar to those of a District
Jontroller. ' S i

- 5. The Controllers o, Military Pension Aceounts, Lahore and Mhow,
re subordinate to the Controllers of Military ,fAcQoums, Northern Com-
1and and Southern Command, respectively, /s  fir as the general adminis-
tlon of their offices is coneerted - Thy Controlers of Military Pension

PSS

B 9



Accounts refer direct to the Military Accountant General all audit
requiring decision, as also all cases in which it is desired to Tevers
decision given by a predecessor in office.

(v) ContrOLLER OF ArRMY FACTORY ACCOUNTS.

26. The Controller of Army Factory Accounts has a central o
at Calcutta, with subordinate offices attached.to the various Arm
Factories. He is responsible for the preparation, audit and compilat
of the store and manufacturing accounts of Army Factories and of
pay accounts of the establishments employed therein. The Inspecto
of Lethal Weapons and (eneral Stores and the Clothing Depots ¢
Shahjahanpore and Madras are also under his audit control.

27. The Controller of Army Factory Accounts is not subordinate
to any Command Controller but works directly under the orders of th
Military Accountant General. His functions, in regard to the personn
employed under him, are similar to those of a District Controller.

28. The Deputy Assistant Controllers, subordinate to the Controll
of Army Factory Accounts, located at the Factories render financial a
vice to the Superintendents and Officers in charge of the Factories o
all general questions, except in matters relating to pay and allowance
leave, pension, etc., of permanent and temporary establishments whi
are referred direct to the Controller.

(vi) ConTROLLER oF Rovar Atr Forcy ACCounTs.

29. The office of the Controller of Royal Air Force Accounts is located!
at Ambala. He is responsible for the preparation, audit and compilas
tion of the pay accounts of R. A. F. personnel stationed in India. T
priced store accounts in respP(t of the Aircraft Depot, Drigh Roa
and the Royal Air Force Park at Lahore are also prepared under k
orders by a Deputy Assistant Controller, Royal Air Force Accounts
and an accountant (designated as Park accountant) respectively. ”

The Controller of Royal Air Force Accountsalso acts as Deputy,
Fmaneial Adviser, Royal Air Force, and assists the Air Officer Comman
ing, Royal Air Force with his advice in all financial matters. .

30. The Controller of Royal Air Force Accounts is subordinate f
the Controller of Military Accounts, Northern Command, so far as the

general administration of his office is concerned, bubt he refers direct to
the Military Accountant General all cases requiring audit decision, ot
those in which he desires to reverse a decision given by an officer who
preceded him in office. In regard fo the perso.mel employed under hin
his functions are similar to those of a District Controller.

X

(vil) ConTrROLLER OF MARINE ACCOUNTS.

31, The Controller of Marine Accounts has his office in Bombd,y
He 1s responsible for the payment and audit of all expenchtur«ﬂ m lespcc
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| Indian Marine, including salaries, establishment charges, etc.,
fcers and offices ashom, including the Dockyard, cash and ledger
ceounts of Royal Indian Marine vessels and store accounts of vessels,
-vard, etc. He also arranges for the preparation of wages sheets
ourers employed in the Dockyard and for the disbursement of their
es as well as for the maintenance of priced ledgers of Dockyard stores
d preparation of cost accounts of Dockyard workshops.” He is the
ancial Adviser to the Flag Officer Commanding and Director, Royal
Indian Marine, and assists him in all matters concerning “«he Marine
finances. |

32. The Controller of Marine Accounts is directly under the Military
ccountant General as regards audit matters and refers to him all cases
in which he disagrees with a ruling given by an officer who preceded him
in office. His functions in regard to the personnel employed under
him are similar to those of a District Controller.
~ As regards the general administration of his office he is suhordinate
to the Controller of Military Accounts, Southern Command.

Distribution of Duties,
(i) MiLrTaRY ACCOUNTANT GENERAL’S OFFIGE.

33. The Military Accountant General disposes of all. important
items of work relating to any section, and no section is under his direct
_control.  The Deputy Military Accountant General, Senior, i in charge
of the Audit and Pay Sections, assisted by a Deputy Assistant Military
Accountant General ; the Deputy Military Accountant General, Junior,
is in charge of the Accounts, Army List and Inspection Sections, assisted
by a Deputy Assistant Military Accountant General; the Assistant
Military Accountant (eneral is in charge of the Record or General and
Administration Sections,

(i1) Commann CoNTROLLERS™ OFFICES,

34. Iu Command Controllers™ offices, as a general rule, no section
will be under the direct control of the Command Controller, His time
will usually be fully occupied in dealing with h's wwk as Finaueial
- Adviser, the organisation of the work under his confrol, important cases

that demand his personal attention, disciplinary cases, and in visiting
Command and District Headquarters ; also in paying oceasional visits
to Brigade Headquarters and periodically inspecting his outlying offices,

85. The various sections in Command Controllers’ offices will be .

divided into groups, each group being under the divect control of a
Superior Service officer, who, in addition to exercising control over
sections under the immediate charge of another superior service officer,
or Deputy Assistant Controller of Military Agcounts, and dealing with
all important cases in th: group, will"himisel¥ be in mmediate charge
ol an important section or portion of work in that group. It is desirable
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to arrange the division of work into groups so that interviews wit
outside officers, etc., will be distributed amongst all the Superior Se.vi
officers.

36. In Command Controllers’ offices, the General Section will be
under the immediate and personal control of a Superior Service officer
assisted, if necessary, by a Deputy Assistant Controller of Military
Acwun’ca ; the other sections will work under the orders of officers of
the bupcnor Service, or Depuby Assistant Controllers of Military Acoaunt&
who are in immediate charge of the sections.

(111) District AND oruEr CoNTROLLERS OFFICES.

. The distribution of work in the District Controllers’ offices, and
in thoae of the Controllers of Milit tary Pension Accounts, Controller of
Army Factory Accounts, Controller of Royal Air Force Accounts and
Controller of Marihe Accountb will depend on the number of officers of
the Superior and Subordinate Services serving in each office. Where
more than one Superior Service officer, in addition to the Controller,
is employed, the gioup system should, as far as practicable, be adopted.
In all cases the General Section will be under the immediate control of
the Controller, or of an officer of the Superior Service assisted, if necessary,

-by a Deputy Assistant Controller of Military Accounts.

General Duties of Confrollers.

38. The posting and transfer of Controllers are made by the Govern-
ment of India. At the time of transfer, the velieved Controller should
hand over to his successor all keys, the imprest money, and all valuable
and secret documents in his pcrsancfl charge. The relieving Controller
should sign the prescribed forms and 1001stc1 s in token of havmg received
them.

All reports of taking and giving over charge should be submitted to
the Military Accountant General on the day the transfer of charge is
effected.

39. When a Controller is being relieved, either permanently or tem-
porarily, of the charge of his office, he will bring to the notice of his
successor any items of importaure in connection with the working of
the office, or items of work which are pending and likely to call for his
special attention or scrutiny. The relieved officer is, in short, expected
to place the results of his special kunowledge and experience of the office

at the disposal of his suceessor, in order that the latber may not start
hﬁnthpp«;d by ignorance of the state of the office, or of such matters

as require his spec fal and personal supervision, and that, as far as possible,
any breach of continuity in procedure or practice may be avoided in
regard to cases and matters actually under settlement.

40. All communications on matters affecting the administration of

the Department, or connected with the inter pr@ta,tlon of audit rules and
accounts should be addressed to the Milibary Accountant General, even
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may rest with the Government of India or the Auditop
0 pass orders thereon. : :
ontrollers are responsible that the requisite number of officers,
»s and others are avaﬂable ioz.f thq duti'es of the_ Depa‘r_tment,
Departmental efficiency is maintained ‘m,thc h1ghf>t deg‘ree.
re also responsible for the punctual submission oi, ?uh prescribed
cal statements, accounts, returns, etc., to the authorities concerned. i
Controllers may correspond direch With the Goyemmem‘, of
a and Army Headquarters on matters which do not affect the per-
el of the Department, or which relate to other than purely questions
counts. :
. Controflers will not introduce any change in the prescribed
yunt and audit procedure, nor will they permit any ‘deviation there-
om, without obtaining the sanction of the Military Accountant (eneral,
Theiy’ have full power, however, to revise the rulings of their assist-
nts who work under them. In all matters of account and audit, Con-
rollers will carry out the instructions of the Military Accountant General
' hey will render their accounts to him and keep their books in such
m as he may direct ; they must also be preparced to give any explana-
ions he may require.
- 44, Controllers are responsible for communicating to the officers
and subordinates under their control all orders affecting expenditure
which may concern them, whether such orders are in the form of correc-
tions to Army (or Marine) Regulations, Military Audit Code, Military
Account Code or otherwise ; and it is further the duty of Controllers
 to Issue thercon any detailed instructions that may be necessary or
desirable. |

- 45. Controllers will not give any audit decision on a hypothetical
case ; they will take particular care to ensure that an audit decision is
given only after full particulars of the concrete case, which gave rise
_ to the question referred to the audit office, have been obtained.

48. Controllers will enforce the submission on the proper dates and
i the prescribed forms, of all accounts and staterments due by disbursing
oficers and others, and will report delays to the proper authorities,
after taking all necessary action to correct the irregularities. The non-
Teceipt on due date of a statement willinotZabsolve a Controller from
Tesponsibility for the omission of necessary information from any return
. tendered by him, unless he is able to show that he took all possible
Precautions for the due submission of the statement in question,

47, Controllers will co-operate with Generval Officers Command ng.
ads of Departments and with the executive oflicers, in all matters of
account affecting the duties of their appointments and, as far as practic
ble,f will bring to the notice of the General QOfficers Commanding, or
ads of Departments, every question of financial importance which
her comes to their knowledge in the course of their work. or which
hey may be able to investigate independently, Whenever a Controller

o




15 consulted by a General Officer (umman\luw or the head of a Depa;
ment regarding the necessity for the sanction of the Government of Ind
or of the Secretar v of State, to any proposal involving expenditure,
will submit a reasoned answer showing why he holds one view
another. A mere dogmatic pronouncement in the matter is not sufficies

48." Controllers will render every assistance to General Officers €
manding and heads of Departments, or other aubhorities responsib
for Coptruhun expenditure, to enable them to carry out a systemat
review ol expenditure under every head of the budget estimates unde
their {Llfl*“o‘{;-‘t'v b the object of :mtmtmg E‘\!)E‘ndlul]l‘e within reasonabl
limits, of avoiding unnecessary expenditure, and of utilisation of saving
towards objects of paramount importance in maintainirg the efhnenv
of the Army. '

49. When proposals relating to expenditure, or in connection wit
economies, are Imade by Gieneral Officers Commanding or heads o
!,hﬁp;x,muents Controllers will assist them in recording their opinions a
b0 the advisability of proceeding with the course ot action suggeste
and will check the hncmq 1 effect of such proposals, as estimated by th
authority with whom the proposal originates.

50. Controllers are empowered to call on the heads of military exect
five Departments for any information they may require, either to el
date ge, or to examine a proposal nwohuw expenditure ; but,
tul serutiny of the fnancial results of e\e\cu‘cwe depaltmentai
adiministration 15 essential, Controllers must not exceed the limits of
this dity, and will strictly observe the broad distinction between financi
and adninistrative control. They may call for an e\medmon of an)
unusual charge or questionable an 1 the accounts and claims submitted
to themy if this affects the acts ot ht' ds of Departments, the enquir
should be made by the Controllers personally.

witilern cat

51. Controllers will enforce the punctual submission of budge
imates, which are due to br\ submitted to them for check, from execu-.
partments, and annual estimates of cash requirement from
mih"-’r" ms!;nzrsinﬁ' officers. They will arvange for the grant of cash

s on elvil treasuries in favour of nuhhu) disbursing officer
vices, where necessary. They are also charged with the
ing / the cash estimates, to ensure that these are for sanc-

r-umcd services.

52, Controllers are re

pomiHe that all receipts and expendltme
that appear in the accounts of military disbursing officers and others,
as well as receipts and expenditure appearing in their own accounts,
are adjusted in the -accounts of the month in which ‘they have been
brought forward. Receipts and expenditure appearing in the Kxchange
and Central Ac l;u ting Accounts will be adjasted in thc monfhh
acvount open ab the time of their receipt.

53. Controllers will carefully watch the progress of Army e‘{pen«htur ,
(i) by seeing that expendi bure is not divert el from Lhe purp
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which it was sanctioned, (i) by observing how new measures sanc-
oned during the course of a year affect military expenditure, and (iii)
reviewing expgn(htute at ﬂ;e time Lt is incurred, and periodically,
comparison with the sanctioned estimates.

Nore—The above rules will apply only in the case of those heads of accounts, the
uclget estimates for which heads are checked or prepared by controllers, and in the
aseof M. L. S. expenditure. .
~ 4. Controllers will enforce the prompt settlement of all advances
other outstandings against individuals or departments. They will
ce that the balances in the hands of rilitary disbursing officers, and
alances of stores (including reserves) with units or store depots are
kept within the lowest possible limits oomgavtible with the necessities
of the service. They will enforce  timely adjustment of all outstanding
balances, and ensure that deposits received from contractors and sub
ordinates are promptly brought to account. They will also see that
mergent advances are not taken without due necessity.

55. Clontrollers will see that all claims against the British and Uolonial
({overnments are supported by the necessary vouchers and documents,
and that they are promptly forwarded through the proper chanpel for
inal settlemens. They will at all times but especially in the case ol
 field operations or other special services, take such steps as may he
necessary to ensure that all claims against Government are paid and
 adjusted as soon as incutred.
~ 56. Controllers will arrange for periodical inspections locally, by
officers attached to their offices, of the accounts of all units and forma-
tions in their audit areas. They will issue detailed imstructious to the
inspecting officers for their guidance and will dispose of the inspection
reports at their discretion. They will similarly arrange for the local
audit of the accounts of units and formationg in their audit areas, as
prescribed from time to time.
57. Controllers will exercise the prescribed check over new contracts
to see that they are in order and consistent with the rules in Financial
 Regulations for the Army in India, Part I, and that no articles are
included therein which should, under rules, be obtained through the
~ Home authorities, and that no local purchases of stores are arranged,
_ supplies of which are made by a Central purchasing authority, except
~ with the concurrence of that authority. i
58, It a Controller desires to relax audit temporarily in a matter
- which concerns his own office, he should invariably consult the Deputy
or Assistant Director of Army Audit concerned. If agreement cannot
~ be reached the case should be referred to the Military Accountant General.
If the proposed relaxation of audit is liable to affect procedure generally,
~ no action should be taken until the case has been finally decided and
agreed to by the Director of Army Audit and the Military Accountant
General,

59. A Controller may not (1) propose increases in establishment
or other expenditure in departments other than his own ; or (2) on any
iccount join in protesting against any retrenchment or economy which
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a competent authority may order; or (3) suggest expedients for %
evasion of the natural operation of & ruls, when reporting on claims
Pension or allowances of any kind, his duty being merely to report ho
& claim is affected by the rules ; or (4) on his own motion suggest relax,
tion of leave or pension rules, except in the case of officory and su
ordinates of his staff; or (5) advise upon any questions relating
pens'iona,ry claims (other than wound or injury pensions) until a Gover
ment servant absolutely retires, or is about to retire from the servie
excegt upon a reference from the Government of India, Army Hea
quarters or the Military Accountant General. .
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CHAPTER II.

tMCTIONED ESTABLISHMENTS AND RATES OF PAY, ETC.

Gazetted Staft, !

_ B0. The gazetted staff of the Military Accounts Department consists
of milit ry and civilian officers of the Superior Service, and of officers
of the gubordinate Service designated Deputy Assistant Controllers of
_ Military Accounts (Deputy Assistant Military Accountants General
i the office of the Military Accountant General, Deputy Assistant
Controtlers of Military Pension Accounts in the officés of the Controllers
of Military Pension Accounts, Deputy Assistant Controllers of Army
Factory Accounts in the office of the Controller of Army Factory Accounts,
Deputy Assistant Controllers of Royal Air Force Accounts, in the office
of the Controller of Royal Air Force Accounts and Deputy Assistant
Controllers of Marine Accounts in the office of the Controlisr of Marine
Accounts).

‘, Non-Gazetted Staf.
61. The non-gazetted staff consists of members of the Subordinate
- Accounts Service designated Accountants, and members of the Clerical
Service designated Clerks, Stenographers and Typists. The establishments
fixed for each office also include sanctioned establishments of Record
Clerks and Menials.
Sanctioned Establishments and Rates of Pay and Duty Allowances.
62. The sanctioned establishments and rates of pay and duty allow-
ance, of officers of the Superior and Subordinate Services, and members
of the Subordinate Accounts and Clerical Services of the Military Accounts
Department are given in the succeeding paragraphs,

(i) SuperIOR SERVICE OFricERs,
(a) Rates of Pay,

63.
No. Pay per mensen,
i s,
Military Accountant General . ; 5 . 1 2,750
Command Controllers ; ‘ s 4 2,250 #
Class 1 Appointments : s 7 L300—60-—1,800
Class 1T Appointivents . . . . . 47 350--60)-—1,400+

(Bfficiency bar at
| Rs. 1,000).
* Rs. 200 per mensem additional, if held by a military commissioned olfser.
tThe rate of pay for officers appointed before the 21st J uly 1920 s Rs. 86050~
1,250f—50——1,500. i
)

Nore.—Officers of Non-Asiatic domicile are eligible for overseas bay ab the rates
and under the conditions Iaid down in the Superior Civil Service Rules, 1924, 10 addition
to the above rates of pay.

(15)

R
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(b) Duty Allowance.

64. Officers holding the appointments specified below are also grante
duty allowances, in ml«mmn to the above mates of pay, in consideratio:
of the important and responsible nature of the duties which devolve o

hpm or other special circumstances connected with their appointments:-

Per mensem,
Rs.

D.\ M. A, (., Senior . i . , / . : y L 250 o
D. M, A.- G.. Junior . 4 s \ ! J A \ v 150
C. M. A., Presidency and Assam District, Controller of R. A, TN
Aucounti, Controller of Marine Accounts : . | | 150
A M A G 0

)
C. M. A., Madras District . |
C. M. A., Burma District . ; ! ¢ ; < sl
C. M. P. A., Northern and Laatﬁm Commands . Al A i r 100
i

C. M. P. A, Scuthern and Western Cornmands
D. . M. A., (Senior) Northern Command
D. ¢. M. A, Southern Command !
D.C M. A, Western Command ! y

(it) SUBORDINATE SrrvIcE OFFICERS,

{u!?) Rales uf Py .

b No. Pay per mensem.
Rs.
DA Us MLA - . . lili0 H50—30—850
(b) Dusy allowances.
Rs.
DA ™ML AL ! . . : ! Uizl : . 100
(i) SUBORDINATE ACCOUNTY SEEVICE,
{u) Ruates of pay.
66.
No. Pay per mensem.
Rs. ;
Accountants 5 . . ; § 467 21020 —410—30-—500

(Bfficiency bar at P..ﬂ."-'l‘lﬂ)y.
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- Doputy 0. M P., Lahore

D. M, A. G, (Senior)
D.M. A, G. (Jumor}' :
~ Coutroller of R, A. F Acceunt

.M A, Burma sttnct v
Controller of Marine Accounts
Deputy C. M. A. and P., Lahore
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(b) Duty Allowances.

he following rates of duty allowance are also granted to account-
. in addition to the above rates of pay, while holchnd the a,ppomt_
‘nts spemﬁed below —

Per mensem,
Ra.

Senior Superintendent in charge of the Accounts
Section of an Arsenal . : 50

Senior Superintendent, Medical Store Depom
and Unit Accountants in independent charge
of the Accounts Sections of units and forma-
tions including M. E. 8. formations, but
excluding the Accounts Sections of 8. D. Os.
offices f . N 30

Accountants employed a3 Sunerutend@ntﬂ on
the Local Audit Staff and as Senior Superin-
tendents on the staff of the Audit officens
(M. E. 8.), when not serving in the Con-
troller’s office . 4 i : s . 30

Junior Superintendents in charge of groups on
the staff of the Audit Officers (M. E. S.) when
not serving in the Controller’s office, Junior
Superintendents  and Stock Verifiers in
Arsenals and Medical Store Depots, and
Junior Superintendents in charge of groups
in the Accounts Sections of . R. E. and
G. Es offices . i 20

Accountants employed in the oﬁit e of fhe M. A
G., on the same conditions governing the
- grant of a similar duty allowu,zme to Account-
v ants employed in the office of the Account-
: ant Genseral, Railways , . . : 20 per cent. on salary.

Nors 1.—Except the accountant of the Assembly Factory, Rawalpindi, who draws
~ aduty allowance of Rs. 30 per mensem, accountants employed in the offices of the D. A.
© CeA. 'F. A., under the control of the C. A. F. AL, are not eligible to draw duty allowance.

Nors 2.—The above allowances are subject to reduction or withdrawal by the
_ Controller if, in his opinion, the accountant does not carry ou his duties satisfactorily.

Nore 3.—Duty allowances are not admissible to accountants in receipt of M. E. 8.
rates of pay.

(iv) CLERICAL SERVICH.

(n) Rates of Poy.
68.

No. Pay psr mensem,
Rs.
Clerks . . . S : - 3,738 55—6—115—5—170—5—200
{Efficiency bars at Rs. 115 and Rs. 170).

The rate of pay sanctioned for clerks who pass the Subordinate
Accounts Service examination, and for stenographers employed in ths
pfices of Controllers is Rs, 115—10—225,
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(¢) Duty Allowances.
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Seale of pay

per mensem,

No. 10 of 1980,
Paye»—IS para, T

 Put a comms, after Poona, 4
a, delefe « T
Quetta after Meerut. i Al

{#7) Deleie * Quett

lefore Meerut and qdg « and :

> before Bombay

A
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ocalities xed acc%dm(“l, by thc Govemnw f f India,
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(b) Duty Allowances.

69. The following rates of duty allowance are also admissibl S,
addition to the above rates of pay, to clerks employed on the dutig
specified below :— .

Per menzem,

Unit Accountants in independent charge of the Accounts Sections of
units and formations, including M. E, 8. formations, but excluding i
the Accounts Sections of S, D. 0.3 Offices 4 i i

Clerks employed as Superintendents on the Local Audit Staff and as
Senior Superintendents on the staff of the Audit officers (M. E. 8.)
when not serving in the Controller’s office 4 .

Clerks employed as Junior Superintendents or Stock Verifiers in
Arsenals and Medical Store Depots or as Junior Superintendents
in charge of groups on the staff of the Audit Offcers (M. E. 8.),
when not serving in the Controller’s office or as Junior Superin-
tendents in charge of groups in the Accounts Sections of ¢, R, E.’s
and G. E.’s Offices . ‘ i . 3 20

All other clerks employed away from the Controllers’ headquarters
office (other than those on temporary duty or deputation) who are ;
not entitled to any higher rate of duty allowances . L

Norm 1.—0Clerks employed in the offices of the D. A. Cs. A. F. A. under the control
of the C. A. F. A., aro not eligible to draw duty allowance. Clerks employed in th
Accounts Section of the Assembly Factory, Rawalpindi, will however, draw a duty
allowance of Rs. 10 per mensem. ‘ :

30

Nore 2.—The above allowances are subject to reduction or withdrawal by the
Controller if, in his opinion, the accountant or clerk does not carry out his duties safise
factorily, :

Note 3.—Duty allowances are not admissible to clerks in receipt of M. E. S. rates
of pay. :

(v) Recorp Crerks anp Mewiats.

70. The rates of pay fixed for Record Clerks vary i different localities.
The existing scalés of pay are as under :— o

Seale of pay
per mensem.

; Rs, i
Military Accounts offices at Rawalpindi, Lalors, ( '
AJ'I)b‘:(’L!a-, Mhow, Bangalore, Pr}ona,'wu Meerut gude 25-—~1—50 o gl
Calditia, . ol Eo T g 30150 ’
Quetta, Bombay and Maymyo . i I i 25—1—d0—i—45

1 I §

71. The rates of pay for Duftries and other menials of the Military
Accounts Department also vary with reference to the localities in which
employed. They conform generally to the rates of pay admitted to
similar establishments of the Civil Department, employed in the same
localities, and are fixed aecordingly by the Government of India.

72. In the absence of any special orders to the contrary in isolated
cases, the rates of pay sanctioned by the Government of India for the
menials of the various Controllers’ offices should be held to apply to all
the permanent menials, irrespective of whether they are serving af
the headquarters office or at outstations, ]




the ‘
the posts or cervmes for which h
‘Qfmdlchtes were under revision.

‘ 'Amendmenﬁ 'Vﬁd Oﬂic’e, Manual,

No. 921 of 1935

’Iﬂseii:the'foll‘o‘wing as para..v T0-A <
Record vCl’echs——New_Sca\l@s of Pay.

Record clorks employed at Calentta

TRecord elerks ab all other stations .

~ Nore.—Tor persons to whom the above rate
_applicable, see paragraph 69A.

Amendment to Office Manual, Pa
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" Znseﬂ‘ the fo]lomncv as'paraoraph 69A

. 694 The rates of pay, uty and local all
laid down in paragraphs 66 (b), 67 (d) 68 (
. ‘((i) 70 A u (b) md 78-A will qpply e

(1) qU p@rbong Who enter or have ente
v bave been re- employed in C‘rovez
. f*wrvme Whether in . 5 permanent or
e apauty, on or after the 16th iy

(n) persons Who Were in service, Whethez

 permanent or other capacity  on the
 July 1931, it there is a break m ’she .
la,fter ﬁhaﬁ date - -

“NOTE A pers.on re- employed nndpr

Re- emploved Personnel (Conditio
- vice) Rule will be reg
a break in his service.

(iii) persons who were on probation | on the
July - 1931 ang who are subseque
confirmed in the service or post for w
they were on probation, provided that
were  specifically  warned at the  tir

~ appointment on probation that they W”
be brought on +t, the reviged soales of
when introduced :: and , :

any
ns Of
garded ag havmg



ng rates of loeal allowances are alvo
ountants = and clerks employed in
ocalities specified below:—. ;

Rate per

nmensem,
Rs,
rans-Indus  stations
t, Waziristan and Balu-
Bannu and Kohat 20
gt : . ; 15
gchi - . o e 20

e 5 - 40
hose attached 4o the Pay s
ol M g office, sce

Ao i -+ At the rates laid
: down in the
Simla  Allow.
ances Cocie,
it § Full year.
ottabad,) - -

- | 6 months dur-
ing a  year




i

ocal alloﬁv’aﬁce is not admissible to
serving actually ab Peshawar, D. I. Khan
. Clerks.

r District, Trans-Indus stations
at! District, Wazirvistan and Balu- ‘
tan except Bannu and Kohat . Re. 10 to those
' drawing a
salary of from
Rs. 66 to
Re. 170 p. m.
y o Hs, 15 to
= - those & draw-
e ing a salary
of from
Rt 171 4o
- Rs 200 p.m.
Rs. 20 to
© those  drasw-
ing a “salary
of Re. ' 20]
. : and above.
and Kohat . G vElan g e e Re 0
Py and Karachi . 0 0 0 Re 10 {a thoee
e - 2 drawing = a
salary = of
- from Rs. 55
_to Rs. 20
pm -
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strict Rs. 20
xcept those attao}ml tn thp Pa
L of the M. A (303 Ofﬁtb, see para.
. . At the rates

laid down in

the Simla
- Allowances
: Codde.
i Cantonmeunt § Full year. |
Abbottabad, |
ta, Almora, | |
Rani- | 8 months dur- Rs. 10

Shillong, ing a year |
Jalapahar, & (ie., from |
sala, Kasauli, |  October 16th |
Bakloh, |  to April |
% Solon, |  15th). . |
J

wocal allowance is not admissible to clerks
rving at Peshawar, D. I. Khan and

(b) Local Allowances—New Seales.

: : o Rates of loeal
Stations or localities. . allowances
; per mensern.

~ Acceuntants. Clerks,
- : - : . Rs: - Rs.
hawar Distriet, Trans-Indus
ations in  Kohat District,
aziristan, and Baluchistan
cepling the stations Pesha-
. I. Khan, Risalpur,
hera, Bfmnu and Kohat




No 22 of 1935 |
Pora. 76— - ;

he following below the existing entries ; —
auts and clerks employed in the Pay See-
e Military  Accountant - General’'s Oflice
1in in Simla throughout the year are eli-
W compensatory allowance at the follow-

ntants Rs. 84 per menson.

A the secale : e :
Ha. 115 10295 7 ¢ o Bsaoi 600 m

plus Winter Allow.
ance calculated on
pay plus compensa.
tory allowance under
the rules in  the
Simly Allowarces

o ; Code\
ther permanent elerks of the
- Military Aceounts Department :
= (Scale of pay Rs. 55—6—115—
5= 170-—5-—200) |, ) . Ra 50

. 1,
plus Winter Alloyy.
ance calculated ag
: at 2 above.
emporury clerks (Para. 78) « Bs: 35 pomiin
: addition to the ordi.
nary rates of pay
admissible  under
para. 78 plus Winter
Allowarnce ealeulat.
ed as at 2 above.

(Amendment to Office Manual, Part, L)

o Rates of local
Stations or localities, allowances

per mensem,
Accountants, Clerks.

Rs, Rs.
Bannu, 1ohat, Rizalpur and
~ New Delhi Cantonment . Ay 10
Burma District £ : - 40 20
Murrec, Abbottabad, Chakrata,
Almora, Lansdowne, Ranikhet,
Shillong, Tebong, Jdalapahar, -
- Bharamsala, Kasauli, Dagshai,
‘Bakloh, Dathousie, Soilon and
: Jlilt!)gh s s P . 15 10

(For 6 monthg dar-
ing a year, i.e.,
from October 16th
to April 15th).

{Amendment to Office Manual, ‘_Pé“l’t{ I
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amgmpk 77 (a)—Accountanss_
st entry under the heading «
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. of 1931,
Page 19 pamgmp/’z 7’7-—
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dmg &
after the word

(@) Accountgnss *»
¢ Peshawar’

change the qu

stcp
into g comma and ada? “D T :
stalpore and Nowshera.” 6 AN,
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porary menials employed in the various stationg in each
’s area should be allowed the minimum pay sanctioned for
it menials, rrespective of the rates of pay prevailing in the

Rces at the same stations.

e sanctioned strength of Record Clerks and menials autho-
he various Controllers’ offices (except the T.7A. F. A.) is laid
in Finance Department (Military) letter, No. 490-Accts., dated
rd August 1925, as amended from time to time. The s’ureggtﬁ

d for the C. A. F. A. is laid down in Finance Department (Miki-
letter, No. 119-Accts-Camp, dated the Gth February 1929.

~ Compensatory, House Bent and Burma Allowances,
Officers of the Superior and Subordinate Se

ervices are eligible
raw the sliding scale of Compensatory Allowances sanctioned in
nce Department Resolution, No. D-5067-C.8.R., dated the 10th

tober 1924, while stationed in Bombay and Caleutta. House Rent
llowances are also granted, under the conditions laid down in the
ove Resolution, to officers stationed in Madras, Bombay, Karachi
d Calcutta. Officers employed in the office of the Controller of Military
ounts, Burma District, Maymyo, or as L. A. 0Os., serving in Burma,
ive Burma Allowances under the Rules in the Burma Allowance

76. Officers of the Superior or Subordinate Services are eligible
o draw Compensatory Allowances, when holding the following appoirib-
ments, at the rate given against each below :—

Per mensem.
Ba

i

L. A. 0s. in the Frontier Districts of Peshawar (2, .., excluding
the officers employed on local audit at Peshawar) Kohat (1)
- Waziristan (3) and Baluchistan (2, i.e., excluding the officers
employed on local audit at Quetta, and in the Sind (India) >100
Brigade Area) i ; s i i b i |
LA O, RANE : eI . ! L i
Andit Officer (M. E. 8.), Waziristan Distrigt

e

Local Allowances.
77. The following rates of Iocal allowances are also admissible o
accountants and clerks ewployed in the statious or localitios specified
below :—

(a) Accountants.

Station or locality, Rate of local allow-

ances per mensenl.
i Ra.

Peshawar District, T rans-Indus stabions in Kohat, e d ;

Wazivistan and ia Baluchistan Distriag

- A 20
Bombay and Karachi . . : 5 i . 20
Burma District . . 2 40

Simla ! 5 . i 4 . At the rates laid

down in the Simia
Aliowance Code.
uot admigsible ¢o decountunts serving acbually ab

g i hi’x-’»*«u, %J‘bm ardd /‘{&a};ﬁam\

Norr.—Tocal allowancs iy
hawe




. i  No.150f 195,
- Page 20, paragragy, ity e ‘

; o il Qs .
- Tho fizst ey g,y (E7iCE: T
- i fonﬂiﬁ) . admg Sta’tzon or LOCahty u b
. i {2' ,t. e - - o : S
- -Pesh"*g;,,‘;.m > Trans-Ingy, Stations i 1. .
 zirigban a.nd e 133311-  e a Koflat Dlstrici; W,

- Ne. 16 of 1937
- Fife'.?(), paragraph 77—

~ In the note under heading (®) Clericql Servige changs the full

o st§ after the word ¢ Peshawar * into 5 comma and gdg «7yy I Knay

. R%lpore and Nowshers,” :
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(b) Clerical Service,

Station or locality. Rate of local allowance per

mensem,

Peshawar District, Trans-Indus Stations in

Kohat, \Wn, and i Baluchistan o
Bmm]\\,ifga 4 ) ! + Rs. 10 to those drawing a
salary of from Rs. 55 to

! Rs. 170 per mensem.

Rs. 15 to those drawing a

| salary of from Rs. 171

for Bs. 200 per mensem

Rs. 20 to those drawing

a salary of Rs. 201 and

above, ; i

Bombay and Karachi Ra. 10 to those drawing a
salary ‘of from Rs. 55 to -
Rs. 200 per mensem.

Rs. 15 to those dré.%eving a,f
salary of Rs. 201 per
mensem and above,

Burma District . . : ! i Rg. 20.
Simla - ‘At the rates laid down in /
the  Simla  Allowance

Uode,

Note.—Local allowance is not admissible to clerks serving

%aﬂ/ﬁﬂ»ﬂ- Sl /Vowyﬁ.»,«o\ it

\

actually at Peshawa,s

Temporary Clerks.

78. Temporary clerks are ordinarily entertained at Rs. 50 per mensem
in addition they are eligible to draw duty allowance as admissible to
permanent clerks. Local allowance, if admissible to permanent clerks
may also be drawn by temporary clerks, but not if they are serving
at the station at which, or in the locality in which they were entertained,
Temporary clerks are also eligible to draw an increment of Rs, D raising
their pay to Rs. 55 per mengem on compl

etion of three years continuous
and approved service.

Nore.—Temporary Clerks serving in Burma District are entitled to the Burma
Allowanece of Rs. 20 per mensem, while serving in Burma, irrespective of whether they

are transferred from other offices of the Military Accounts Departinent or entertained
locally.”

. Classified List of Officers.

79. The names of officers of the Superior and Subordinate Service
of the Department, the appointments held by them, and the rates o
pay, etc., drawn by them are given in the * List of Officers of the Military
Accounts Department.” This list is prepared in the office of the M. A, G
and issued half-yearly corrected up to the lsh Janvary and st July
respectively, e




No- 24 of 1935.

Page 20—
Insert as para. 78-A.—

rlis—New Seale Pay.
Temporary clerlks—Neu Seales of Pay

. Temporaty dlerks entertained on or after ,‘1 (‘)’i;
~ July 1981 are entitled to pay at Re. 45 p. m.; 1n

addition, they are eligible to draw duty allowa
admissible to permanent clerks, wide para. @
Local allowance, if admissible to permanent
see para. 77 (b), may also be drawn by tem
clerks, but not it they are gerving  a
station at which, or in the locality in which
were entertained.  Temporary clerks are ik
gible to draw an increment of Rs. 3 raising the
to Rs. 50 on cormpletion of three years' cont
and approved service. ‘

(Amendment to Office Manual, I
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History of Services,

" History of Servives ” of all officers of the
d upto the Ist July, is also published annually.

Iperior Service,

Establishment Lists,

A printed Establishment List, giving in detail the sanctioned
ngth, and other particulars in connection with the Subordinate
yunts and Clerical Services, Record clerks and menials, corrected
he 1st April of each year, is published by each Controller as soon
ossible after that date. Copies of this Establishment List -will be
lied to the M. A. G. and to all other Controllers by the 20th June of
year. :

82. A General Roster of accountants of the Subordinate Service of
» Military Accounts Department is prepared half yearly in the office
the M. A. G. corrected upto the 31st December and 30th June of each
. Printed copies are supplied to all Controllers.

- A Beniority List of clerks who have passed the Subordinate
\ceounts Service examination is also prepared annually in the office
f the M. A. G. after the results of the Subordinate Accounts Service
xamination are published. Printed copies are supplied to all Controllers.

\



CHAPTER 1II.
RECRUITMENT, APPOINTMENTS AND PROMOTIQN
Superior Service Officers. o

(1) RucruirMENT.

84, The Superior Service of the Military Accounts Departme
ordinarily recruited by direct appointment of Indians in India, an
promotion of officers of the Subordinate Service. Assistant Finan
Advisers, Military Finance, and Superintendents employed in
Finance Branch of the Finance Department are also eligible for prom
: to the Superior Service of the Military Accounts Departmenst
i recruitment of Indians is generally made from among the 16Cess
candidates at a competitive examination held by the Public Ser
Commission, with due regard to the claims of minority communi
In special cases, appointments are made in England by the Sec stary
State for India. ' . ,

85. The acceptance of an appointment in the Superior Service of &
Military Accounts Department carries with it a definite Liability
service in any part of India and Burma, as well as for field service in
out of India,. '

86. Detailed instructions for the training of officers appointed di
as probationers of the Military Accounts Department, and rules for their
Departmental examination are contained respectively in Annexu
“A”and “B” to this Chapter. .

i ! (ii) APPOINTMENTS. ,
‘ 37. The appointments in the Superior Service of the Military Accounts
Department are given below —

Military Accountant General,

~( Northern Command.
\ Southern. ¢ i

il 5 sowinern Uommand,
Controller of Military Accounts , ) : i ( Hastern Command,.

Western Command.

Apporniments i Class 1.

Deputy Military Accountant General, Senior.
Deputy Military Accountant General, Junior.
Controller of Army Factory Aceounts.

Controller of Military Accounts, Lahore Distriot

(22}



oller of Milif ylAccaunﬁs, Eastern

ents in Class i
: Aocounts Burma, Dlstrlct
IVA.I Force Accounts
: Accounts,
i 'tary’ céountant General.
trollers of Military Accounts f ‘
troller of Army Factory Accounts.
troller of Military Pensions,

Controller of MlLtary Accounts an&
ns, Lahore.

Cohtzoﬂers of Military Accounts
(Amendments t5 Office Manual, Part 1) -




No. 21 of 1932,

Pages 22 and 23, paragraph 87—

The paragraph i reconstructed as follows :— ‘ .

“The appointments in the Superior Service of
Military Accounts Department are given below :—

Military Accountant General,

Controller  of Military< Southern Cmizinan\i
Accounts,

Controller of Military Accounts and Pens
Lahore. . ’ ~ .
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r Controller of Military Accounts, Northern Command.
» Controller of Military Accounts, Southern Command,
r Controller of Military Accounts, Eastern Command.

Appointments in Class 11,

groller of Military Acecounts, Presidéncy and Assam District,
troller of Military Accounts, Madras District,
ontroller of Military Accounts, Burma District,
0 ﬁﬁroﬂers of Military Pension Accounts.
ntroller of Royal Air Force Accounts,

ntroller of Marine Accounts.

‘iétar;t Military Accountant General.

eputy Controllers of Military Accounts.

Jeputy Controller of Army Factory Acconnts.
sistant Controllers of Military Accounts.
sistant Controller of Army Factory Accounts.

(i11) PromoTions.

88, Promotions to the appointments of Military Accountant Cleneral,
mand Controllers of Military Accounts and to those in Class T are
e by strict selection.  Appointments as Deputy Military Accountants
, Senior and Junior, and as Controller of Army Tactory Accounts
ade by special selection, irrespective of seniority. Ordinarily all
tior appointments in the Department are filled by officers of the
ary Accounts Department, but the Government of India reserve #o
nselves the right of appointing, under special circumstances, to any
st included in the cadre of the Department an officer not belonging to
Jepartment,

(iv) GENERAT.

89. All time spent by officers of the Superior Service on leave with
nees, on foreign service, or on deputation or special duty counts,
e absence of 'special orders™to the confrary, as service towards incre-

- The grant of leave and leave allowances, etc., is regulated by the
Service Regulations. The travelling allowances of officers of the
tment are regulated by the Supplementary Rules, and their pen-
y the Civil Service Regulations and the Superior Civil Services
1924, '

« The arrangements described in this chapter and salaries laid down

Preceding chapter are subject to revision according to the require-
the service.

o
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92, Appointments, promotions, and postings of gazetted officen
the Department, and the grant to them of leave are notified in fhe ;
of India, as shown below :—

I. In Part I, above thb signature of the Financial Adviser
Fmance).
(@) All permanent and officiating appeintments to the f Hov
offices or appointments and the grant of leave to the off

holding charge of such offices or appointments :

(i) Military Accountant General, Deputy and Assistant ]
Accountants General, '

(11) Uommand Controllers of Military Accounts.
{111) Junior Controllers of Military Accounts (Command Oﬂi

( iv) Other Controllers of Military Accounts, in¢luding
Controllers of Military Pension, Army Factory, R
Air Force and Mamne Accounts.

(h) All permanent appointments to and pmmotwm of office
Class I and II, all officiating appointments to Class I .

above, and all permanpnt appointments of and the retirem

of permanent Deputy Assistant Controllers of Mlht’ ,
Accounts.

(¢) All postings of officers of the Superior Service.

II. In Part II, above the signature of the Military Accountd
(veneral.
All notifications affecting the grant of leave to officers other tha.n tho
mentioned m clause 1 (@) dbOV(—‘ ; as well as all provisionally perman
and officiating appointments of Deputy Assistant Controllers of Milita
Arconnts, dnd the retirements of such provisionally permanent a

officiating officers.
93. When a gazetted officer is transferred, placed on <pe(‘ia.l dut;
o 'when he proceeds on or returns from leave, or when a probationer

confirmed in the Department, information under the following hea
will be communicated by post to the Military Accountant General by
officer under whom such officer is serv g at the time :—

{(1) Name of Officer.
i L (2) Whether relieved in the forenoon or afterno

{1} On velinquishing duties on ! and date.
dvpmmw on leave (includ- 4 (3) Name of officer by whom relieved.
ing privilege leave) or on i (4) Date of emba- kation in the case of office
tvanafer to another office | granted leave out of India (except privile
or special duty. | leave taken by itself).

| {p) Date of commencement of leave.
; {1) Name of officer.

(1) On assumption of duty on)(2) Whethet duty was assumed in the Iorsnosn
transfer or return from afternoon and date.
Jeave, 3) ’\Inmp of the officer relieved.

(1) Name of officer. :

(1) On confirmation in the De- Y (2) Whether duties wore assumed in the forel

parement of probationers, or afternoon and date,

(3) Name of officer relieved.

Nota.—Copies of the office orders issned on the subject will suffice fm‘ fhe jnup

of tommunicating the above information to the Military Accountant General,



- No. 20 of 1932,
o 'k‘ﬂfqgé 2 garagf'apk 92—

{:Deilke'i:e‘ the. words ¢ Mxl‘tarv PenSiéli "",;"?—;épﬁéé :
_ nline2of clanse I (a) (4v) of the paragraph,

{Amendments to Office Manual, Part I
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: Subordiuate Service Officers.

(i) RECRUITMENT BY SELECTION.

rs of the Subordinate Service are recruited by selection from
~the Subordinate Accounts Service (accouutants). The
made on the recommendation of a Selection Board cousigting
ary Accountant Ceneral as President aud 4 few selected
as members,

Board select certain accountants for promotion iu the near
either permanent or provisionally permancul vacaucies

matter of selection, the Board work on the following geueral

S

'he Board will sit at the time of the annual Controllers’ Con-
r ab such times as may be deemed convenient and LECesIaLy.
‘he President will have a casting vote. ;

¢ choice for promotion will be made, taking into considera-

@) Merit.—In this respect the Board will be guided by the past
confidential reports on accountants, sud the petsonal
knowledge of the President aud members. . :
h) Senioriby, so far as it affects officers of ‘\a.ppro.‘cizuat,dly'

equal merit.
The names of the accountants so selected will he maintained
coulideutially by the Military Accountant General, and will ba
considered for promotion in the order of selecbion, as vacan-
cies oceur, provided the work and conduct of the selected
~ accountants have remained satisfactory.

The Military Accountant General will also furnish Coutrollers
with a list of the accountants of their tespechive otfices, who
ate cousidered by the Board to be suitable fur appoiutment as
officiating D. A. Cs., M. A,

(i) RrecrurrMENT BY SPECIAL PROMOTION. -

B. Controllers will be asked by the Military Accountant Ueunerul,
ally once a year, to submit the names of one or more aceounbants
e specially recommended for accelerated promotion to the srade
puty Assistant Coutroller of Military Accounts. In makiug such .
ndations the following points should be kept prowmineubly in

by Controllers :—

Special promotions are made solely with the object of accelorabing

the promotion of accountants whose services are definitely
required as officers in the iuterests of Government, and who
#re cousiderably more efficient in every way than those
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hes the Head of the office in which the candidate is serving.
appointed direct must appear at the first and, if he fails,
and, if necessary, third examination held after his appoint-
e first examination is held within six months of the date of
t ; in the latter case, if he does not appear at that examina-
be allowed to appear at the second, third and fourth éxamins-

ith the special sanction of the M. A. G, failure to pass'in
pts will entail loss of his appointment as accountant.

(ii) APPOINTMENT BY PROMOTION.

he normal method of appointment to the Subordinate Accounts
ill be by promotion, as vacancies occur, of clerks who have
Subordinate Accounts Service examination, Other qualifica-
ing equal, clerks will ordinarily be selected. for promotion in the
e dates of their passing the examination ; but, in order to allow
of service and experience, every three complete years of the
ength of substantive service in the Department will be treated
sating for one year’s delay in passing the examination.

he passing of the Subordinate Accounts Service examination
in itself establish a right to be promoted to the Subordinate
Service. No one will be appointed to that service, ;unless he
red fully qualified by ability and experience to discharge the
an accountant. )

(iii) Seecian ProMorioNs.

Permanent clerks with superior educational qualifications, and
ptional merit, may, in special cases, be appointed }nfobétjox‘mry
numerary accountants as a reward for meritorious
appointments will be subject to the conditions laid dow
101 for persons appointed direct. |
05. Clerks who have passed the Subordinate Accounts Service
ation and who have shown outstanding ability and marked
rity over others, may, in very special cases, be selected for accelo-
romotion to the Subordinate Accounts Service,
ames of clerks recommended for such speci
d submit the fullest particulars of the qu
the clerks concerned.,

services,
n in paras,

When forwarding
al promotion, Coutrollers
alifications, service, ene,,

(iv) OrFIciaTiNG PRrOMOTIONS,

. Officiating promotions as accountants, in leave or other author-
acancies, within the sanctioned strength of accountants, muy be V&
y Controllers locally from amongst the passed clerks serving under
subject to the conditions prescribed in F. D. (M. I) letter No. M
cets., dated the 19th September 1925, as amplified by F. D, (M. Iy
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{etter No. 467-Aceta. Camp, dated the 166h February 1927,
tions will normally be made according to seniority, if ¢
couditions are fulfilled.

(v) SUBORDINATE ACCOUNTS SERVICE EXAMINATION
107. Permission to appear at the Subordinate Accounts S
eramination will be granted by the M. A. (. to thbse wh
preseribed conditions, and who are ree muended €
appear for the examination.
A list of such eandidates will be submitted by Controllers to
M. A. (. in the prescribed form and should reach the M. A, G. by the
fixed by him.
An additional list may also be submitted for clerk: W
possessing the unecessary aptitude for appointment as
considered to have reasonable prospects of obtaining the
centage of marks necessary for crossing the efficiency b
(gee para. 134). ;
108 Detailed rules telating to the examination for admission to
Qubordinate Acconnts Service are contsined in Anvexure “C™ to
Chapter. 0 :

Clerical Service.
(i) APFOINTMENTS,

109, Permanent appoiutments o the Clerical Service of the Mi
Accounts Department are made by the M. A. G. on an all-India basis
vicaucies occur, either from amonyg the ualified temporaty clerks
from the list of candidates who have passed the prescribed Clerical Serv
exarmination. »

110. Lvery clerk on-first appointment in a permanent vacancy |
be considered as on probation for the ficst year, and at the expira
of that period will be coufirmed in his appointment only on the condit;
that Le has passed the Clerical Service examination, and is reported to
fully qualified in all respects for permanent retention in the Departm

111. No clerk will be appointed as a provisionally. permanent
permanent clerk unless he has passed. the Clerical Service examin
aud has been declared by the Civil or Stafi Surgeon to be physic
for general and field service in or out of India. He will, before
appointment, also sign an agreement in I. A, F. 7.-2055 expressit
willingness to proceed on general or ficld service anywhere in or Jst
Ludia, whenever called upon o do so.  The rule regarding the jn‘o&‘ii
of a physical fituess certificate and siguing of an greement o
£-2065 applies also to glenographers aud Lyputa. ‘

D,
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(i) CrerIcAn SERVIoR EXAMINATION.

12. Examinations for admission to the Clerical Service will be held
Controllers under the orders of the M, A, (. A Committee to conduct
camination will be appointed by the Controller and will ordinarily
mposed of a Superior Service officer and two D. A Cs., M. A.

3. The minimum qualifications required for adniission to the exa-
ation will be the School Final Kxamination, the Kuropean High
ol Kxamination, the Full Senior Commercial Exhmination of the
don Chamber of Commerce or the € ‘ambridge Senior Loeal Examina-
, or the Matriculation Examination.

14. The minimum qualifications mentioned in he preceding para,
 be held to apply only in the case of those already holding appoint-
nts as temporary clerks in Controllers office, or in such obher s pecial

as may be decided by the M. A. G. 1In other cases, only those
sessing University degrees, or other hi
yuld be admitted to the examination.
15. The rules relating to the Clerical Service examination wre eoli~
ted in Annexure * D 1o this Chapter. f

gh educational qualifications,

SGuopaplon.

(iii)/ Tyersts.

i :
116, A certain number of appointments will be et apart in each
office exclusively for typists, who are exceptionally good at typing.
ese men will be exempted from passiug the Clerical Service examina-
on, but they will in no case be allowed to cross the elliciency bar at
Rs. 115 unless they qualily by passing the examination. The number of
ypists to be appointed in each office will be fixed by the M. A, (1.

117, Typists will ordinarily be selected from amongst those who have
assed the Matriculation or other equivalent examination and hive
ualified at one of the Government Kxaminations in typing ; in other
ses the Controller should hold an examination in his own ottice hefore
ecommending the men for confirmation as perwanent fypists, The
peed required will Le g minimom of 35 words per minute,

Record Clerks and Menials,

(1) Recorp (LErKS, ( e
& oL b
‘-EP— ents S R S 6 G &

1 A BanaRs 2] S OSSO [ L Th“
P EE iRl ECEOTEH e e Skt ihte b ThE

b Gene Rt DasTS O bhe Teeommendstion
: 8. Such appointwents will usually be made by the prowo-
0 of duftries who possess the necessary educational qualitications for
bpointment us record clerks (but who should be required to pass a
table test examination before they can be cousidered as eligible for

omation) or by selection from deserving clerks who Lave served
epartment well in o temporary capucity for some years bul do not

o of 920 Pr3S 20, fasa, 118 —
the Pivpt semtence and paostitube dne fMlowing -
nent appoivtmed s ap Tecd  detks axe made locally
dles of mMiitersy Accoundp  concesmed ” -




possess the necessary educabional qualifications for admlssmn to b
clerical service. Temporary appointments as record clerks ma
made by Controllers locally in existing vacancies within the sanction
strength.

119. All permanent record clerks on appointment as such are req
to execute an agreement on I. A. F. Z-2055 which renders them liable £
ﬁeld and generdl service in and out of India. Their service is reg

““ Superior 7 for the purpose of the rules in the Civil ‘smvme Reg
tmn%, and service books should be maintained for them. '

(i1) MEn1ALS.

‘120. Permanent and temporary appombments as duftries a,nd off
menials are made by Controllers within the sanctioned strength as
vacancies ocour. Agreements on 1. A. . Z-2055 should be e‘cecute )
permanent men and post»d in their service sheets.




is ,‘sub.ls‘te“tutéd: as under i—
pointment to  the Department, a prd»'
sosted to the Headquarters office of the
ilitary Accounts of a Command for

the Controller concerned may, with the

the Military Accountant General, consider
After he has acquired a thorough knowledge
done in that office, the probationer will be

to the offices qf the Controller of Military
nd Pensions (Pension Sections), Controller of
orce Accounts, Officer in Charge, Central
n Office, Controller -of Army Factory Accounts
er of Naval Acconnts for training in special
ar to those offices. The order in which a
should be posted to these offices will be
by the Controller of the office to which he
osted for training with due regard to ad-
tive convenience and economy in travelling

uthority :—F. D. (Mily.) letter No. 170-Acets.,
dated 17th September 1935.] :

will remain attached to that office for







ANNEXURE *“ A"

tions for the Training of Probatfioners of the Military Accounis
partment and Rules for their Departmental Examination..

n first appointment to the Department a probationer will be posted to, the
uarters of a Command or District Controller’s Office for instruction. He
ain attached to that office for such period as the Controller of Military
, with the Military Accountant General’s approval may consider neccssa?ry.
he has acquired a thorough knowledge of the work done in that office, the
ner will be posted in turn to the offices of a Controller of Military Pension
nts, the Controller of Marine Accounts, the Controller of Royal Air Force
ats and the Controller of Army HFactory Accounts.

rE I.—Probationers .posted to offices other than that of the Controller of
v Accounts, Presidency and Assam District, will, after completion of training
6 office to which attached, also be posted for a short period to the office of the
roller of Military Accounts, Presidency and Assam Disbrict, for training in
s, Railways, Passage Accounts and other special work peculiar to that office,

Nors II.—When a probationer proceeds to another station for the purpose of his
ing; his travelling allowance will be regulated as for a journey on tour and he
n addition, be granted a halting allowance at #ths of the rate to which he
d ordinarily be entitled under the Supplementary Rules upto a maximum
d of two months at any’ particular station.

. During the period of training the probationer will be attached in turn to the
ent sections of the Coutroller’s office, not for the purpose of performing regular
es there, bub in order that he may gain a thorough knowledge of departmental
dure and of the regulations dealt with in each section. A probationer should
e trained in audit an accounts duties outside the main office, such as'local
t, accounting and audit of M. E. 8. accounts, preparation of accounts in units
formations, eto.

. The duration of the course of training in each section must necessarily vary,
e Controller’s discretion, with the industry and ability of the probationer. The
programme for a probationer’s training shall be so framed that he may complete
‘his entire training in the work of the Department within a period of one year from
e date of his joining the Department.

4. No probaticner shall be transferred from one section to another until the
nfroller is satistied, by the report of the officer in charge and by his own cbserva-
m, that he has acquired a thorough knowledge of the duties of the section in which
has been employed.

A probationer posted to a section for training shall be required to study the
edure of the section (as laid down in the Manual) and be trained concurrently
bsequently in the actual working of the section. ]
6. As soon as the probationer has thus acquired a general knowledge of the
rking of a section he shall be required to perform clerical duties therein without,
sbance.  His work shall be subject to the same supervision as that of the clerical
lishment and shall, in all cases, be placed before the Controller, after review
Superior Service officer. :

After this stage, the probationer shall be required to suggest orders on selected
s sent up from the office. These notes will be dealt with by the officer in charge
8 section and will be submitted to a superior service officer, who will point, Gt
kes and omissions, and will then submit them to the Controller for informa.
The probationer shall also be required to prepare the drafts of letters to
1 the cases which he has dealt with.

(31)
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Mo, 47 of 1935.
o, 48 of 1935.

Page 32, Anneruré e :
3, Annexure ° e

~isting w9 is substituted as under — ég ‘ m .
Existing para. 9 is subshiu lect (b) (2)—Theory and practice of Government

Book-I eeping.

Probationers who soined about the same il

ying for

ordinarily be examined simultaneously- The Isert the following below existing entries i— o
mental examination will be conducted at the headip . = -XtEon
office of the Controller of Military Accounts {08 is subject is ntended to test a probationer’s general > - 100
the probationer was originally posted for ‘gl':\u}l@}ledge of the method of keeping L_{ovcrumenb ‘ ; 100
with the exeeption of subject (¢) the examinatiofimts and the booking of transactions passing through = = 200
tions will be seb and the answer papers corrected§ accounts. There are no toxt books preseribed for e
Controller of Military Accommnts of one of thisubject, apart from the Account Codes and ‘¢ Intro- nf’ ”a’;

Commands or Districts. The answer papers willllon to Indian (Gtovernment Accounts and Audit . peeses
warded to the Military Accountant Gteneral fpaper on this subject will also contain a few ques- L
examining Controller under sealed cover and \Q:"éon mechanical accounting.)

report thereon, which will show the number _otgw

tloning

[Authority . Tinanee Department (Military) ¢ . 300

gecured by the probutioner in each subject, 1 S el ul -

of efficiency OT otherwise attained by him, ]1‘3;)‘;1 No. 170{Accts., dated 17th September ations.
general aptitude for the discharge of duties of & ‘i] =it s candi-
partment. The Controller of Military AcerfMA(PT> T s T dge of

in the
to the
scdawn

whose office the probationer was originally

training will be the examiner for, subject ‘
vouchers, ete., for the examination 1M this s
the dates of examination should he fized by I
marks allotted to the prohationer on this sub
also be forwarded to the Military Accountant

together with a report similar to the one e

1%

(The «';uvsz.i‘imx&‘ in subjeet (¢) will be sot in three papers of suitahle
length in each case. Those in subject (4) will also huy in l‘iwyrrw;
papers ; the first two papers dealing with Army and ("s'\‘ﬁiril
,I;'\f;:nl;}(nmnr; will contain 15 questions each and the thive ‘dmiiy g
lxn\h Wactory, Marine and Royal Air Force sithjects will 4(»1\1!1’;1
7 questiong cach on Factory and Marine Hu)vj.(mles' and l"e t(u’rwc

. . o tions ihe Roval Air Foree Aceo
above for subjects other than (e¢). The DMilita on the Royal Air Force Accounts.)

countant General will then decide whether the
tioner has passed the examination.

(e) The candidate will also he required to audit i—

(i) Twenty to twenty five seloclod store vouchers 100

= - :
(i1) The pay list of & regiment. or battery, Iribish or Indian
as may ?m determined upon withont the knowledge of
{he candidate ; - 10
= s 5 S o » 1

(1) Phirty selected Stadl and  Miscellaneous vonchers in-
cluding Contractors’ bills, Military ngineer Services
- T le M 1 = 2 = = =
and Travelling Allowance bills . . = 100

[Authority . Tinance Department (Mily.)
No. 170]Acets., dated 17th September 1933

R

ToTAL - 1.5300

For () and (7) the candidate will be allowed at the time of exammation to reler
¥y bnok,n; of regulations aned hig own noles made during his tour of prohaﬁmh
th this exceplion no hooks or notes are permit tod in any of the papers

B hanee v :
fovmn hanre will be allowed for cach paper in subjeets (@) to (d) 3 in Lhe gase of
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8. On the completion of the above training the probationer will have to app
for examination in the subjects detailed in Annexure * B.” ;

9. Probationers who joined the Departwent about the same time will ordi
be exwmnined simuoltaneously. The Departmental Examination will be conducta
at the Headquarters of the Command or District in which the probation:
been serving and, with the exception of subject (), the examination guesti
be set and corrected by the Controller of Military Accounts of one of
Commands or Districts.  The examination papers will be forwarded to the
Accountant General, under sealed cover with the Controller’s report there
will show the number of marks gained by the candidate in each subject, the
of efficiency or otherwise pttained by him, and the general aptitude ot the can
for the discharge of duties of the Department. The Military Aceountant
will then decide whoether the candidate has passed the examination.

10. Candidates at the Departmental examination are expeeted w0 show a ¢
petent knowledge of all the prescribed subjects, and to obtain not less than ha
marks in the aggregate. G

11. As a rule, a candidate failing in one of the subjects specified is re-exami
in all ; but in case of marked excellence in a subject, the Military Accountant Gener
may exempt the candidate from re-examination in that subject. ;

12, After appearing at the Departmental examination the probationer, whethe
he has passed or not, will be employed on regular duties of the Department,
probationer who has failed in an examination will be allowed further time in
£0 pass the examination, subject ordinarily to a peciod of about six months betwee
each veeasion on which he appears for examination. Hailure to pass the Depa
miental examination within 2 years ol the date of appsintment will involve loss of
appotntaent,



ANNEXURE ** B.V
Departmental Examination of Probationers.

Subjects for Examination.

) Frecis and Draft . A ‘ . . . . . 200
p) (1) Book-keeping-Text Book-Dicksie's * Boek-keeping for
aceountant  students’’ and Chapters I, 11 and  VI-X1 of

the same author’s *“ Auditing ™ y 5 . ; i 109
(2) Theory and practice of Government Book-keeping i 100
) General Procedure . ! 4 . . : . " 300

(Fifty questions will be given with a view to proving thab the
candidate is familiar with and has a good knowledge of the

acconnts dealt with in audit, account and disbursing branches
of the Department and the powers of the various sanetioning
authorities.) i
{d) Army, Civil and Marine Regulations, India 3 v : 300
(Iifty questions on Army, Civil, Factory and Marine Regulations.
The questions to be framed with a view to testing the candi-
date’s capabilities for practically applying his knowledge of
Military accounts procedure to the rules Iaid down in the i
regnlations for the submission of Military Accownts and to the
conditions under which the different allowarices laid down
therein are admissible.) !
{The questions in subjeet (¢) will be sob in three papers of suitahls

length in each case. Those in subject () will also be iu thres

papers ; the first two papers dealing with Ariny and Civil
Regulations will contain 15 questions each and the third dealing

with Wactory, Marine and Royal Air Force subjects will eantain
7 questions cach on Fagtory and Marine subjects and 6 ques

tions on the Royal Air Force Accounts.)

(¢) The eandidate will also be required to audit —

(i) Twenby to twenty five seleeted store votchers : : 109

(i1} The pay list of a regiment or battery, Britizh or Indian
ag may be determined upon without the knowledge of

the candidate . 5 . I . . . i 100
(iil) Thirky selected Stafl and Miscelaneons vouchers in-
cluding Conlractors’ bills, Military Kngincer Services,
and Travelling Allowance bills . . . : i 100
Toran SR D

For (1) and (2) the candidate will be allowed ab the time of examinaiion o reler
any books of regulations and his own notes made during hig tour of Pl'Gbﬂrtiﬂn,
Vith this exception no hooks or notes are permitied in any of the papers,

Three howrs will be allowed for each paper in subjects () to (d) 5 in the case of
dit (¢) the time may be fixed by the Hxaminer but it should not exceed one day
each portion of the examination.

(85}




ANNEXURE “ C.”

Rules relating to the Examination for admission to the ‘Subordiﬁ"
Accounts Service of the Military Accounts Department.

1. An examination for admission to the Subordinate Accounts Service will
held annually in April in each aceounts centre. Tt shouid be conducted on ¢
dates and according to the pragramme preseribed by the Military Accounta;
General under the personal supervision of an officer of the Superior Service of &
Military Accounts Departinent, assisted, if necessary, by one or more Depu
Assistant Controllers of Military Accounts, and only when no officer of the Superi
Service other than the Controller is available, should the entire supervision
entrusted to a Deputy Assistant Controller. The officer conducting the examin
tion will be held personally responsible that all proper precautions are taken -
guard against irregularities. i .

2. The questions will be seb by a committee composed of the Military Accoun
ant General, and such other officers of the Department as may be selected by him
The question papers will be forwarded by the Military Accountant General to &
officers concerned by registered and insnred post in a sealed packet containing
separate sealed ‘envelope for each set of papers. Their receipt should he
acknowledged by the officers goncerned immediately by telegram. The packe
containing the examination papers and the several envelopes must not be open
until the papers are required for distribution. - The packets and envelopes should
be opened in the presence of the candidates. y

3. An index number is assigned to each candidate ; this should be entered by
him on each of his answer papers instead of his name, which should appear no-
where in those papers. The questions need not be written out by the candidate ;
only the answer should be written in full with the number of the question pre-
tixed. The candidates’ answer papers must be surrendered fo the presiding officer
within the time allowed for each paper. FExcept in the cases of papers to be
answered with books, no candidate shall be allowed to retain or use books or notes
of any deseription during the examination. Paper previously ruled in the forms of
the various books commonly used by a trader without headings or writing of any
sort may, hewever, be used by the candidates in answering the Book-keeping
paper. |

4. At the close of each examination, the officer conducting it will personally
collect the answer papers and abtach thereto the following certificate * Clertified
that the examination of the candidates whose index Nos. ate......... ... ... hos
heen conducted strictly in accordance with prescribed rules.” e will then place
the papers and certificate in a double sealed cover and despateh them sccurel
packed, by vegistered and insured post, to the Examiner concerned.. He wi
personally tender the packet to the local post office for registration. Question
papers will not be sent with the answers. P

The examiner to whom the answer papers have been sent will forward the result
of the examination to the Military Accountant General, together with a statement
showing the marks allotted to each question and the number of marks obtained
by each candidate arranged in the order of the roll numbers assigned to the candi-
dates. 10 marks will be reserved for neatness and general excellence in each paper
and will be allotted by the examiner, according to whether a candidate has done
well, or fairly well, in a subject. .

The result of the examination showing the marks gained in each subject and
the total marks will be notified by the Military Accountant Genoral to all congern-
ed. The names of those who have passed will be given, in order of merit, but the
examination index numbers only will be given in the cases of those who have failed,

(84) '
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All persons appointed direct to the Subordinate Accounts Service (includ-

bationary accountants) shounld sit for the first sxamination after their
tment unless such examination ig held within 68 months of the dates of their
ntments.  Graduates with not less than 3 years’ permanent service and others
ot less than 7 years’ permanent service in the Military Accounts Department
e allowed to appear at the examination if they are certified by the Controller
regular in their attendance, energetic, of good moral character and business
to give indication of possessing aptitude for the work of an accountant,
have & reasonable prospect of passing the examination. Extreme care
 be exercised by Controllers in granting the above certificate.

VE 1.— Permanent service in the office of\ the late Chief Examiner of M. W.
es and M. E. Services will count as permanent sevvice in the M. A. Departinent
urposes of this rule,

ermanent clerks who were originally serving in the office of the Director, Royal
an Marine, Bombay, and were subsequently absorbed in the permanent estab-
shment of the office of the Controller of Marine Accounts, and clerks who were
olding permanent appointments in the Civil Accounts Department, Railway
dit, and other accounts offices prior to their permanent transfer to the Military
ounts Department or to the office of the late Chief Kxaminer, Military Works
ervice, or to the M. E. Service will be allowed to count their permanent service in
heir original offices, as permanent service in the Military Accounts Department,
arposes of this rule.

Nore IL.—In the case of temporary clerks who have been serving in the Depart-
nt continuously for some years and have been eventually confirmed, including
fexnporary Divisional Accountants with no substantive appointments as clerks and
mporary clerks of the office of the late Chief Examiner of M. W. Service and of the
. B. Service, who have been confirmed in the M. A. Department as clerks, half
£ their continuous temporary service will be hllowed to count as permanent service
or purposes of determining the period of permanent service under the above rules,
subject to a maximum of three years in all.

This principle will also apply in the case of temporary clerks who were holding
temporary appointments continuously in the Civil, Public Works Accounts, Railway
udit, and other Accounts Offices, and on pdy accounts work in Military Offices
prior to their joining the M. A. Department, the office of the late Chief Examiner
f M. W. S. and the M. E. 8. and in whose case such service has been taken into
acoount by the M. A. G. for purposes of their standing in the all-India list of toni-
porary clerks.

~ In the case of temporary clerks who were originally discharged and subsequently
re-entertained in the Department, the date adopted by the M. A. G. for purposes
of their standing in the all-India list of temporary clerks will be viewed as the date of
ommencement of their confinucus temporary service for the purpose of this rule,

K

6. A probationary accountant or a member of the clerical service may be allowed
fo appear at three examinations and each permission to appear at any particular
examination will count as one whether he actually sits for the examination or not
unless he is specially allowed to withdraw his name. Such withdrawals will be
allowed by the M. A. G. only when the circumstances of the case fully justify it.
ixcept with the special sanction of the M. A. G. no probationer or a cle k
ill be allowed to appear at mere than three examinations, i

Nore.—Withdrawals of name will not be sanctioned unless the elerk produces
atisfactory evidence to show that his inability to attend an examination is due to
cumstances beyond his control, otherwise he will be viewed as having lost one
ance. In case where the candidate is unable to appear at the examination owing
8 illness he will be required to produsce a medical certificate from a registered
edical practitioner in support of his application for withdrawal of candidature,
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subjects for examination and the marks allotted to each are given

g

writing and leiter drafting— Marks—750 (3 hours).—The candidate
pected to precis a file of correspondence of reasonable length, with con-
ckets or endorsements. The precis must furnish a single self-contained
¢ whole correspondence in which the facts and arguments shall be clearly
y stated in their natural sequence. The candidate will also be required
rders or replies on one or more cases relating to audit or other kindred

 Military Account and Audit Codes including compilation and budget
d exchange and central adjusting accounts, and the priced store account-
m, the M. E. 8. Account Code, the Civil Account and Audit Codes* so far
y down principles or procedure applicable generally to public accounting
Military Accounts :— i

paper to be answered without books (15 questions) Marks 100 (3 hours).

detailed and practical paper to be answered with books (15 questions)
Marks 100 (3 hours). !

orE (1).—Out of the 15 questions to be set in each paper, 3 questions will be
E. S. accounting procedure, and 3 questions on Priced “tore Accounting.
(2).—Three alternative questions on Marine Accounts and three alternative
18 on Factory Cost Accounting will be set for the clerks of the offices of the
ers of Marine Accounts and Factory Accounts, respectively, in lieu of 3
ions on priced store accounting to be set for clerks of the Military Accounts
nent in each of the theoretical and practical papers referred to above,

. Pay and Allowance Regulations, Parts I and II, Pension Regulations,
ions for the Army in India, Financial Regulations for the Army in India,
Land II (including the Military Engineering Services portion), Regulations for
0. C., Regulations for the Military Engineering Services,._Civil Service
ons so far as they relate to the pay, leave and pension rules which are
applied in audit in Military Accounts Department (with subsequent amend-
i8), and Supplementary rules regarding travelling allowance made under the
ental Rules, and revised Chapter I of Passage Regulations. :

(6) A detailed and practical paper to be answered with hooks (15 questions) .
Marks 100 (3 hours). Out of the 15 questions to he set in each paper,
3 questions will be set from M. E. 8. Regulations.

arine Accounts in lieu
al papers in paper TIT

L be set for the clerks of the office of the Controller of M
any five questions in each of the practical and theo
to above.

08 papers to be answered without books will deal with the more important
ders Iaid down in the codes and regulations cited, and will be framed to test the
date’s general knowledge of the work of the department. The papers to he

d with books are intended to test the detailed and practical knowledge of a
ndidate and his grasp of the main principles involved in payment, audit, account
- estimate work. Hor the papers to be answered with books, the candidate
uld bring with him a copy of each of the following hooks :—

The Military Account and Audit Codes.
M E. 8. Account Code,

Instructions for the preparation of priced store and cost accounts for the
Army in India.

*Civil Account Code, Volume T, Chapter T,
Civil Account Code, Volume 11, Chapter 27,
Audit Code, Chapters 5 and 10,

Account Code, Chapters 6 and 9,

iiL{W Q»{zﬂ’ ‘%;

e ‘ i
A paper to be answered without books (15 questions) Marks 100 (3 hours). *ﬁﬁff wePria

OTE—Five alternative questions in Pay and Financial Regulations (Marine) sgee™
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. Civil Account Code, Volumes I and I1.

. Account and Audit Codes (Civil),

. Pay and Allowance Regulations, Parts T and I

. Pension Regulations.

. Regulations for the Army in India.

. Financial Regulations, Parts T and I1.

10. Regulations for the I. A. O. (.

11. Regulations for the M. E. S, |

12. Civil Service Regulations (with subsequent amendments).
13. Supplementary Rules.

14. Passage Regulations.

15. Compendium of Audit Decisions issued by the M. A. G.
'16. Classification hand bool of Receipts and Charges.

Nots (1).—In addition, the candidates may take in note-books maintaine
them for their regular office work, but not any manuscript notes prepared spe
for the examination or worked out solutions of questions set '
tions. i

W N o G

w

at previous exa

Nork (2).—The books mentioned above may be taken by the candidates i
examination for both papers II (b) and IIT (b). i -

IV. Book-Keeping by single and double entry (12 questions) Marks 150 (3 h
—The candidates will be required to answer questions on the principles of
keeping, to post given entries into a journal and ledger, and to prepare capital ac
and balance sheet. Ruled paper may be used by the candidates in thig
as provided in paragraph 3 above. The text book will be the latest editi
“ The Students’ complete Commercial Book-Keeping,, Accounting and Bank
by Arthur Fieldhouse.

9. No candidate will be considered to have passed unless he has obtain
per cent. of the total marks allotted in Papers I and TT1, and 35 per cent. in the
two papers (separately in each paper where there is more than one paper in
subject) and 50 per cent. in the aggregate. A candidate who shows marked e
lence in any subject by obtaining not less than 60 per cent. of the marks (separate
in each paper where there is more than one paper in any subject) may al
exempted from further examination in that subject in subsequent examination
if he go wishes. Marks obtained in one examination cannot, however, be utili
for the purpose of the minimum aggregate in another examination. A cand
who obtains more than the minimum aggregate but fails in one subject may.
allowed to re-appear for examination in that subject only. He will not, how
he considered to have passed the examination un’ess he obtains 50 per cent. o
marks allotted to that subject. i

10. The Government of India reserve to themselves the power of all
exceplions to these rules in speciai ecases, and of amending or revising these
at their disersricn. :



ANNEXURE “ D",

olating to the examiﬁation for appointment to the Clerical Service
of the Military Accounts Department,.

minations for appointment to the Clerical Service of the Military Accounts
ent will be held by Controllers on or about the Ist September of each year,
h other dates as may be fixed by the M. A. G. in accordance with his in-
ons on the subject.

Notifications regarding the actual dates of the examinations and other parti-
ould be inserted in the leading newspapers two months before the dates
examinations, and copies thereof communicated to the Principals of Uni-
ties and Colleges in or near the areas of the respective Controllers. Copies
also be sent to the Secretaries of the local Associations of the various
ities. i

jach candidate will be required to produce the following documents before
permitted to present himself for examination :—

1) Certificates or other evidence of any University degree or other educational
qualifications possessed by him.

Satisfactory evidence that he is not less than 18, and not more than 25
- years of age on the first day of the month in which the examination
commernces.

(c) A certificate of good moral character attested by two trustworthy persons.
4. Candidates, including men already employed in the Department, will be
tired to pay a fee of Rs. 3.

. Bach candidate will be allotted a roll number which should be quoted in the
T papers by him. His name should not appear in the answer papers in any

The subjects for examination and the marks allotted to each will be :—

: Marks.
(a) English orthography and handwriting, to be tested
by writing from dictation . : . . 100
‘ (1 hour)
(b) English language, paraphrasing of English and letter
drafting 4 : ) ! 100

. (3 hours)
~ (This paper is designed to test a candidate’s knowledge
of English and particular attention should be paid to
this subject).
(¢) Arithmetic, 12 questions i i A i p 160
7 (3 lLiouys)
(The standard will be that adopted for the Matriculation
~or the School Iinal Examination in the University
of the Province in which the Controller’s office is
~ located).
_{d) Elementary Book-keeping, by Ball and Hamilton . 166
. {3 hiours)
(¢) A wiva-voce examination ordinarily to be conducted i
by the Controller himself . . . 4 . 100
‘ (39)
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1t it can be arranged, each paper will be valued before the commencement of th
examination in the next subject and a candidate failing in any subject will not
permitted to appear in the remaining subjects.

7. Candidates in order to qualify will be required to obtain notv less tha
per cent. of the number of marks allotted to each subject, and not less tha
cent. of the aggregate number of marks in all subjects.

8. The names of those candidates who have passed the examination satisfac
will be recorded in a confidential register in their order of merit buf the
the examination will not give them any right to appomtmen\, All appo
to the Clerical Service, whether temporary or permanent, will be made b,
M. A. G. as vacancies occur. In the case of temporary appointments of less
months duration, for work of a special nature, the M. A. Gi. may authorise Cop ivolle
to make such appointments locally.



CHAPTER/IV.
yd /
EMENTS, EFFICIENCY BARS'AND CONFIDENTIAL REPORTS,

In,cffements.

(1) OFFICERS.

Increments of pay, 6f officers of the Supemor and Subokqu,te
ges may be drawn after the qualifying period has been completed,
ot to the condition/that, in any case of déubt, the orders of the
troller and, if necessary, of the M. A. G. are obtamed /

An officer of the Superior Service in Clauss I1, who is on probatlon,
t eligible to draw/an increment of pay on t’he time scale until he passes
Departmenta,l exammamon. i/ /

923, The Government of India reserm to themselves the right of
ithholding or Wlthdrd.WlIlO' m(,rements on account of mefﬁclency or
conduct. /

/
/

(u) A(‘COUNTA“TTS AND CLERKS.

124 I&aah apphcatwn for an mmuaul 1ncwment to an &cuountmt or

'the entries on the hont of tho form and the ocrtmcates on thf\ 1eve1{se.
The General Section will verify the entries from the dividual’s' service
book,/and will note on the application whether the (Ll)lﬂ‘(‘lnt was reporbed
to be'fit, or not fit to draw the next increment, in his last annual confiden-
report. The Superin ;e,ndent of the Section | in/ which the applicant
orking, D. A. C. M. A, if any, and Superior Ser\ ice officer in charge
the section or group ill record their recommendations on the applica-
on for increment, which will be submitted to T/}iu, Controller for orders.

125. Applicationsfor increments from members of the establishment
. Who are serving on the local audit or M. K. 5. audit staff will be submitted

tedit Officer or Audit Officer (M. H. 8.) concerned,
> of 1934,

P i dapls o7 l"
mgmphp/m} b : clerkgpserving
18 reconstructed as follows s )
PO s L .
‘VnAch, from u(‘onm’dn
b.mri tormationg muuamw
submitted through the 1. A
Scorid  his recomme ti
recor Commendations,
fai s Pece] iv ed in the General Secuon
/ofﬁce 100, will be § forwarded to the §
e in ¢} 1arge of the sectj S o
L tions or gro'zps to

“ GrMat Li‘w::

Tior f;ervme officer wil] rﬁind;ﬂl LA accounts,
a il ‘ord hig v .
#Pplications prior to sulmissiy <o Renda-

bmission to () vontroller

(Amcndznenb to Office Map

ual, Part i | Clexl

— e B 3 the

8 to “ Office Manna}- Pk Tis o
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, No. 87 of 1931,
e 41, para, 126—

Lusert the following as a sub-para.

h

to this para. :— .
Pplications for increments from Accountants and Clerks gerving
accounts sections attached to Arsenals, Medical Store Depots and
- 8. formations will be submitted through the Local A s
it Officer (M. E. S.) concerned and not through the
of those formation A -




No. 88 of 1981,

~

e 136 .
elete the words inclnding M. E. 8. formations appearing in
' of this para. and  sulstitute the wor

] ds “hut excluding those
ith accounts sections attached to Anrsenals, Medical Store
ind M, E. 8. formations . ‘ ;

nts to “'Ofﬁce Manual, Part 17,



CHAPTER 1IV.
EMENTS, EFFICIENCY BARS AND CONFIDENTIAL REPORTS;
Increments,

(i) OrrICERS.

21. Increments of pay of officers of the Superior and Subordinate
vices may be drawn after the qualifying period has been completed,
subject to the condition that, in any case of doubt, the orders of the
Controller and, if neeessary, of the M. A. G. are obtained,

122. An officer of the Superior Service in Class IT, who is on probation,
not eligible to draw an increment of pay on the time scale until he passes
¢ Departmental examination.

3. The Government of India reserve to themselves the right of
ithholding or withdrawing increments on account of inefficiency or
isconduct.

(i) AccounTtanTs AND CLERKS.

~ 1R4. Each application for an annual increment to an accountant or
clerk will be submitted on O. F. 1600, duly completed both as regards
the entries on the front of the form, and the certificates on the reverse.
The General Section will verify the entries from the individual’s service
book, and will note on the application whether the applicant was reported
to be fit, or not fit to draw the next increment, in his last annual confiden-
tial report. The Superintendent of the Section in which the applicant
s working, D. A. C. M. A,, if any, and Superior Service officer in charge
~ of the section or group will record their recommendations on the applica-
 tion for increment, which will be submitted to the Controller for orders.

125. Applications for increments from members of the establishment
who are serving on the local audit or M. 1. 8. audit staff will be submitted
 through the Local Audit Officer or Audit Officer (M. E. S.) concerned,
‘and the officer in charge of the General Section.
126. Applications for increments from accountants and clerks serving
_with units and formations, including M: E. §. formations, will be sub-
mitted through the Officer Commanding the unit or formation who will
- Tecord his recommendation. The applications will be received in the
General Section and, after verification, will be forwarded to the section
to which the unit or formation renders its accounts. The section Super-
_intendent, D. A. C. M. A., if any, and Superior Service officer in charge
of the section or group will record their recommendations on the applica-
tions for increment, which will be submitted to the Controller for orders.
: (41)
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J Deleke the woxd s " inc\\v{f‘noﬁ M E,S. fosmakions’
and )08 Audit Oppices (n.£.5) ﬁqﬂ:&'ﬂ\fl‘r\fb n the thivd
anA Fouct™ hines of thip pasa. 42
- Aveend W\F‘J}.’_‘}P A oM paT :
dEn 127, 1 there is any doubs, or difficulty in deciding whether an in
ment should be granted to an accountant or clerk serving with a un
lormation, including M. E. 8. formations, a special ro port will be obta,
from the L. A. O., or Audit Officer (M. L. 8.) concerned.

(iii) Recorp CLERKS.

128. Applications for ainual increments to record clerks wil
verified with the entribs in their service books, and sanctioned b
Controller if their work is réported to be sabisfactory in all respects,
the applications arc recommended by the officers under whom they
serving. o

(iv) ADvaNCE INCREMENTS.

129, The M. A. (. and Controllers are empowered to grant ady
increments annually, at the following scale, to the clerks in their respi
tive offices who have not passed the 8. A. . examination and who,
their opinion, have displayed the most marked efficiency all round dur
the year under review :— ’
Command Controllers, N, C., S. C., and ‘;
M. A. G. and all other Controllers. |

\

One advance inerement to two clerk:

One advance increment to one clerk.

. (v) GENERAL.

130. The grant of annual increments to members of the establishmen
is subject to the rules in the C. 8. Regns., and is contingent on the safi
factory discharge of the duties entrusted to them. No increment
be claimed as a matter of right, and no increment will be granted unl
the work and conduct of the individual have been consistently go
during the period under review. i

131. The Controller has discretionary powers to sanction, withho
or defer the grant of increments, 1In ell cases in which an individual
reporbed, in his last annual confidential report, to be unfit to draw t
next increment, and in all doubtful cases, he will call for a special repo
from the Superior Service officer or D. A. C. M. A. under whom #
individual is serving. Such reports: will ordinarily be rendered after
period of three months has elapsed, but this period may be extended,
necessary, or further reports obtained, at the discretion of the Controll

Efficiency Bars.

(1) OFFICERS.

132. An officer in Class I of the Superior Service will not be allow
to cross the efficiency bar at Rs. 1,000 until this has been sanctioned |
the M. A. G. i



1 of V.[aroh 1933

% 134, as reconstructed by Correctzon
1932.

or the Word i pa.per 2 in hne 4,3

(Amendment to 101:’ﬁce Manual, Par{: I.)



. 1 No 340f 1932 .
Page 43, paragraph 134— ,
Substitute the following for the paragraph :—
¢ Clerks will not be permitted to eross the efficiency
bars at Rs. 115 and Rs. 170 unless the Controller
s fully satisfied that the applicant is in every way
qualified to cross the bar. Those fit for routine duties
ly and those who are holding special appointments as
ypists and who have not passed the Clerical Service
Exzamination will not be allowed to eross the bar at
No clerk will be allowed %o eross the barat Rs. 115
~until he has proved his ability satisfactorily to keep
_the accounts of a Battery ‘or similar  Unit, or, alter- 7
- nafively, until he has proved his ability to carry out a
&  Ccomplete, correct and independent audit of the more
e fimportant pay lists, bills, cash or store acconnts, ete.,
TFflealt with in the section or loeal audit group in which
 he has been employed during the greater part of the
~ year prior to his reaching the bar, Section  Officers
_must arrange fora test in regard to the latter alterna-
tive qualification during the six months prior to the
ate of reaching the bar. Tt will be the duty of the
elork concerned to ask for the test to be carried out
‘gzifj‘he_ ds approaching the efliciency bar,
- The crossing of the bar at Rs. 170 will also be
ubject to the condition that the clerk must have
ained at least 20 per cent. of the marks in each

per and nog less than %5 per cent. of the aggregate in
he Subordinate Accounts Service Examination.”

:A(Amendmen/t to Office Manual, Part 1)
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(i1) Accounrtants.

133. Applications {from accountants to cross the efficiency bar at
Rs. 410 will be very carefully considered, and no such application will be
sanctioned unless the Controller records in writing that the applicant
possesses the following positive qualifications :— ,

(«) that the accountant expresses himself clearly and intelligently,
and drafts notes and letters well ;

(b) that he displays initiative in carrying out his duties ;

(c) that he is thoroughly capable of organizing and managing any
large section ; and

(d) that his health is satisfactory and in no way interferes with his
efficiency.

(iii) CLERKS.

134. Clerks will not be permitted to cross the efliciency bars at Rs. 115
and Rs. 170 unless the Controller is fully satisfied that the applicant is
in every way qualified to cross the bar. Those fit for routine duties only,
as well as those who are holding special appointments as typists and have
not passed the Clerical Service examination, will not be allowed to cross
the bar at Rs. 115. The crossing of the bar at Rs. 170 will also be subject
to the condition that the clerk must have obtained at least 20 per cent. of
the marks in each subject, and not less than 25 per cent. of the aggregate
in the Subordinate Accounts Service examination.

(iv) GENERAL.

135. When an increment claimed operates to carry the applicant
over an cfticiency bar, the case will be very carefully considered by
officers, when making their recommendations, and by the Controller,
when the application is submitted to him for sanction. In all such cases,
the Controller is required to sign a declaration, which will be recorded on
L. A. F. A-456, that the applicant is fit in every respect to cross the effi-
cieney bar.

-136. The question whether an accountant or clerk may be allowed to
cross an efficiency bar should be specially considered at the time when
he reaches that bar, and a remark on this point should be recorded in his
confidential report for that year. No remark about an individuals
litness or otherwise to cross an efficiency bar should ordinarily be made
in his confidential report until he has reached the bar.

137. The cases of removal of efficiency bars already imposed on indi-
viduals should be carefully examined: An individual who is stopped at
an efficiency bar for some years generally has attainments below the
average, and, unless there is o marked im provement in his work, he should
not be allowed to cross the clliciency bar b a later stage,




Paye 4;4, para, Jmp&& 139 and 140 are recomtmc
under —

. 1y Aunual cfmﬁdentml repor{'.s ar

Controllers to the M. A. G. in respect of all o
serving under them as soon as p05s1ble a,fﬁer the
of each calendar year, .

, The reports are written in na.rratwe form in thﬁ«,

~ of Superior Service Officers and in the pr escribed

~ (specimen given in Annexure A t _chapt

_ that of D. A Cs ’\/I A (mcludmcr t

M AsG. : ~

 140. The M. A, G. subm:ts annuaﬂy to ghe Gov
- mert of India a consolidated report on all the Superi
Service Officers of the Department mcludmg Hm

serving m his own office. -
: (Amendme’

to Ofﬁce Ylanual Pa.rt I' »

‘ - No, 6 0£1935. ¢
‘Pa;ra e . .
In the second line- delete the words ° elther and € or
the Controllers in "the case of officers serving t’u‘lder’
_ them ’’, and change the comma after ‘‘ M. A, ( ’’ into
- a fullstop. . -

No. 36 of 1935. S

Pam 145— .

(1) Substitute *“1st October’’ for “1st December”
in the second line of this paragraph.

(2) Substitute “1st January’’ for lst Apnl 1 in the
last hne.

= . wmy & TaS 2 e

Delhi, the 31st December 1933.

No. 48 of December 1933,

Page 44, paragraph 146—

~ Paragraph 146 iz recomstructed as under :— ,
“In the case of accountants serving on the ILocal
udit, the reports will be written by the L AO concern-
d and submitted to the General Section of the C. M. A.’s
ain office for submission to the Controller through the
roup Officer in charge Store Section.”
_ (Amendment to Office Manual, Part I.)



; | har o over to the officers in immie-
dia ’"irﬂe of the Audit Sections, ‘dealing with the
"‘accoun’os of the units or formations with which the

will endorse these with

accountants are serving, who
their rem&rks with particular reference to the state

: the # Vld\l&l’s work received in the main office
d will s#bmit them to the Group Officer. The latter

cer will embody any remark
d as the result of his personal experience of the
acc mtants concerned when visiting their units and
formations or on their work ag exhibited in their accounts
il snbmlt th reporta to the Controﬂar '
OTE _To enable bem to ccmplv Wlth the above instruc
tions, Group oﬁcers should, on return from tonrs, record notes -
their impressions of our ‘acepuntants and clerks serving with
its and formations visited by thern for reference when dealing

ith thmr conﬁdentlal reports.”
(Amendment to Gfﬁee Manual, Pa,sf‘ 1

e .

% - No 50 of Deeember 1933.

Page 5, pmgmphs B and 149 .

. Pars gr&phs 148 and 149 are cancelled.
‘ (Amendment to Office Manual, Part 1.)

. -
?’age ja, pamgmp}z, 151——
. Deletethe penulbmm‘se and the conciudma sentences

paragraph 151. =
k {Améndnlglﬁ to Oﬂiea Manual, Part 1.)

s he may desire to 1e-
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138. When an individual, who has been. stopped ab an efficiency T
is subsequently allowed to cross that bar, there would ordinarily be
justification for giving him the rate of pay which.he would have dray
but for the imposition of the bar. In such cases great caution shoul
exercised, and only in exceptionally deserving cases should the rat
pay of an individual be increased by more than one increment a

crossing the bar.
Confidential Reporis.

{1} OFFICERS. L
139, Annual confidential reports are submitted by Controllers &
M. A. G in respect of all officers serving under them.

The reports are prepared in narrative form and rendered as soon
possible after the 1st January of each year. ’

140. The M. A. G. submits annually to the (Government of India
consolidated report on all officers of the Department, including tho;
serving in his own office. '

141, Adverse confidential reports will be communicated to the office
concerned, either by the M. A. G., ox by Controllers in the case of officers
scrving under them. In other cases, there is no objection to the conf
dential reports being communicated unofficially to officers, and copies
confidential reports on all military officers should invariably be given
theém. W
142. Tf an officer has not served under the Controller concerned fo
ot least three months, at the time of submission of the annual confidential
reports, a special report from the Controller, under whom he served fo
the major portion of the year, will be obtained and furnished.

143. Tn order to avoid delay in the submission of annual confidentia
reports, a Controller handing over charge on or after the 1st Decembe
will leave on record a report on every officer who has served under hi
since the preceding 1st April. —

(11) ACCOUNTANTS.
144. Annual confidential reports on accountants, typed on the pre
seribed form (I A. F. (C. M. A.) 74), will be submitted by Controllers t
the M, A. (. on the lst April of each year. : ‘
145, The confidential reports on accountants will be written by thy
Superior Service officer or D. A. C. M. A, in immediate charge of th
section. In the former cage, the reports will be submitted direct to the
Controller ; in the latter, they will be submitted through the Superio
Service officer in charge of the group. ‘ ‘
146, In the case of accountants serving on the local audit or M. E 5
audib staff, the reports will be written by the L. A. O., or Audit Office
(M. . 8.) concerned and submitted to the Controller through the office
in charge of the General Section. i
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147. The confidential reports on accountants serving with units and
. ( =)

formations will, in the first instance, be written by the Officer Command-
ing the unit or formation and, on receiph in the Gieneral Section, will be
handed over to the officer in immediate charge of the section to which
the unit or formation renders its accounts. The latter officer will tran-
scribe the remarks of the Officer Commanding and will add as full 4 report
as possible, with reference to the state of the accounts submitted by the

accountant, and the regularity and punctuality with which they are

submitted. The reports will then be submitted to the Controller through

or by the Superior Service officer concerned.

148. The confidential reports on accountants serving with the
accounts sections of Arsenals and Medical Store Depots will be written
by the L. A. O. concerned and, on receipt in the General Section, will be
handed over to the Superior Service officer in immediate or general
charge of the Store Section for submission to the Controller.

149. The reports on accountants serving with M. 1. 8. formations will
be written by the Audit Officer (M. E. 8.) concerned and submitted to
the Controller through the officer in charge of the General Section. ;

(i) CLERKS WHO HAVE PASSED THE SUBORDINATE ACCOUNTS SERVICE
ExamiNarion,

150. The confidential reports on clerks, whose names are included in
the first fifty of the Seniority List of clerks who have passed the Subor-
dinate Accounts Service examination, will be dealt with in the same
manner as those of accountants but will be prepared on 1. A. T, (C. M. A
75. The reports on the other passed clerks will he disposed of similarly
to those of unpassed clerks.

(iv) CLERKS.

151. The confidential reports on passed clerks, not included in the
first fifty in the Seniority List of such clerks, and on all unpassed clerks,
will be written by the officer in immediate charge of the section, on the
prescribed form (L. A. F. (C. M. A.) 75) and finally dealt with by the
Superior Service officer in charge of the group. In the case of olorks
serving on"the Tocal audit, or M. K. S. audit statf, the reports will be
written by the L. A. O. or Audit Officer (M. 11. S.), as the case may be, and
finally dealt with by the officer in charge of the General Section, The
confidential reports on clerks serving with units and formations will be
written by the Officer Commanding, and by the ofticer in immediate
charge of the section to which the unit or formation renders its accounts,
as In the case of accountants, and will be finally dealt with by the Superior
Service officer in charge of the group.

152. The confidential reports on clerks serving with the accounts
sections of Arsenals and Medical Store De pots and of M. 1. 8. formations,
will be rendered similarly to those of accountants serving with those
formations, vide paras. 148 and 149, They will be finally dealt with




T nfi s on clerks serving on the
Audit or in the Accounts Sections of units and
ions will be written and dealt with in the dame
nner as those of accountants serving on the Lecul
it or with umts and formations, vide paragraphs 146

47, with the exception that reports on passed
elerk ﬁnot included in the first fifty in the Senmiority
List of such eIerkB, and on all unpassed clerks willbe =

i ally dealf mth by the Gmup ()ﬂiver oonce'"ned e

7 Amendmenﬁ to 0fﬁce Manual Parh I Y

No. 39 of 1931.

Page 46, pam 15'7w~ : ;

 Delete the words “copies of his confidential reports for the last
three years, together with the” : ‘
Amendments to * Office Mannal ‘Part 31
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by the Superior Service officer in immediate or gmeravl?char‘ge'pf the
Slore Section or by the officer in charge of the (eneral Section, as the case
may be,

o

(v) TumporaRY CLERKS,

153, Aunnual conlidential reports on temporary clerks, who -have
completed two years service or more, will be written and kept on record,
a8 in the case of perm?nent clerks, L :

(vi) GENERAL.

154. [n Command Controllers’ and other large olfices, the confidential
reports on accountants and passed clerks included in the first fifty of the
Seniority List of such clerks will be dealt with personally by the Control-
ler. The reports on the remaining clerks will be dealt with finally by
the Superior Service Officers in charge of groups. In small offices, where
the Controller is the only Superior Service officer, the confidential reports
on all accountants and clerks will be dealt with by the Controller
personally. | 0

155. When conlidential reports are finally dealt with by Superior
Service officers in charge of groups, lists of the clerks, whose reports have
been so dealt with, will be submitted to the Controller for formal accept- -
ance of the reports. " When submitting such lists, the names of any
clerks, who have adverse remarks against them, or any unusual features
in their reports, will be prominently brought to the notice of the
Controller, ] :

156. If an accountant or clerk has not served under the officer con- §
cerned for at least three months at the time of submission of his annual |
confidential report, a special report from the officer undor whom he !
served during the major portion of the year will be obtained and farnished.

157. As soon as a clerk passes the Subordinate Accounts Service
examination, copies of his confidential reports for the last three years,
together with the necessary information on the prescribed form for -
lixing his seniority in the list of passed clerks, will be forwarded by the
Controller to the M. A. G, ) i

158. A copy of each adverse report will be furnished to the individual
concerned, a note to this effect being entered in the original confidential
report and his initials obtained thereto. He will, at the same time, be
informed why he has been unfavourably reported on, and in what respects
improvement is necessary. In other cases there is no objection to the
confidential reports being communicated unofficially to the individuals
concerned. : :

159. The confidential reports of accountants and clerks will be bound e
or filed together in one book or file. When an accountant or clerk is trans-
terred to another Controller’s office, his confidential reporb book or file
will be sent to the Controller of the office to which he is transterred.
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162. Controllers /may refer jz) previous confiential reporfls when
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with [the reports on other clerks. Similarly, Superior Service/pfiicers in
charpe of groups may refer to prévious confidentigl reports on clgrks whose
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163. It is of the utmost importance that qénﬁdential rej orts should
be framed with /the greatest possible degree of care and precision. In
giv[mg an adverse report on an individual’s fwork no charge sheets are
required to be [framed ; such a report shou}’d be based on|the general
g}ﬁinion formed/ by the officer in charge of the section in the bourse of his
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Cclerks who regign their
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onfidential reports of accountants ar
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s after their
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When writing confidential reports’ the Superior Service officer
! M. A. in immediate charge of the section is not permitted to
'the confidential reports for previous years. The personal files
countants and clerks and, in particular, any documents convey-
se or censure should, however, be invariably referred to at the time
ing the reports.

. Controllers may refer to previous confidential reports wheu
g with the reports on accountants and passed clerks coming within
ﬁrst fifty of the Seniority List of such clerks or when de: le«r finally
ith the reports on other clerks. Similarly, Superior Service officers in
charge of groups may refer to previous confidential reports on clerks whose
ports are finally dealt with by them.

168. It is of the utmost importance that conh«lentml reports should
framed with the greatest possible degree of care and precision. In
giving an adverse report on an individual’s work no charge sheets are
:eqmred to be framed ; such a report should be based on the general
opinion formed by the officer in charge of the section in the course of his
observations during the year.

164. If any difficulty is experienced by an officer in charge of a section

_in writing the confidential report on an accountant or cle,rk serving with

_aunit or formation a supplementary report should be obtained from the
L. A, O. concerned.

165. Detailed instructions regarding the preparation of confidentinl
reports and the dates of their submission, arc given en the last page of the

prcscmbul forms (I. A. Fs. (C. M. A.) ‘Lmd 75).




CHAPTER V.

LEAVE AND ABSENCE, CONDUCT AND DISCIPLINE.

Leave and absence..

(1) OrFICERS.

166. The grant of leave to the officers of the Superior Service of t}ie: -

Military Accounts Department, holding the appointments enumerated
in para. 98 [T%qGuires the sanction of the Government of Indis, Leave

applications from other officers of the Superior Service will be finally

dealt with under the orders of the M. A, G. L
167. Leave applications of officers of the Superior Service, accom-

panied by a certificate from the Audit Officer concerned, viz,, the Con-
troller who audits the officer’s pay that the leave is admissible under rule,

will be submitted to the M. A G. for disposal. The grant of leave will

be notified in Office Orders on receipt of orders from the Government

of India or the M, A. G-, as the case may be.

Norr.—Controllers should intimate to the M., A. . Whenever they propose to leave

Headquarters on duty or casual leave, or during holidays. Copies of the Office Orders
issued on the subject will suffice for this purpose, : -

168. Controllers should submit to the M. A, (., by the 1st Septémbei‘_i;

of cach year, reports of the intentions of a] officers, cluding themselves, =

to proceed on long leave during the next calendar year. Similar reports

will be submitted by the 15th J anuary of the intention of officers to take
privilege leave during the calendar year.

169. Applications for leave from D.A. Us. M. A., after its admissibility

has been certified by the Audit Officer concerned, will be dealt with by
the Controller, subject to approval by the M. A. G.

(i) Postine OrpERs o Orricerns,

170. All officers desirous of proceeding on leave will invariably furnish

bheir leave addresses when submitting their loave g pplications for sanc-
tion.

L7 Posting orders of officers returning from legve ex-India, will,
when there is no time to send the orders to the officer’s leave address, =
be sent to the officer U/o the Controller of Marine Accounts, Bombay, -
in the case of officers landing at Bombay or the ¢, M. A, Presidency
and Assam District, in the case of officers landing at Calcutta, to be

handed over to the officer on arrival,

All officers landing- at Bombay or Caleutta, on return from leave
ex-India, will call for their posting orders at the office of the Controller of .

Marine Accounts, Bombay, or the (. M. A., Presidency and Assam
Distriet, Calcutta, as the cuse may be,
(45)
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P Controllers should intimate to the M. A. Q. whenever
L they propose to leave headquarters on duty. Copies of
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sent to reach the M. A. G5 office o fow days before the
date on which the Controller is to leave headquarters,
will suffice for the purpose, When, owever, Controllers
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headquarter station or at outstations, or to spend holi-
days away from their headquarters station, the previous
concurrence of the M. A, G. should invariably be
~ obtained. ; o
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To enable the M. A. G. to issue posting orders to the Controller at the

. gorrect port, officers concerned should report to the M. A. G. particalars

regarding the date of sailing, the port of landing, the approximate date of

arrival at the port of lvndmtT and the name of the vessel, ete., sufficiently
in advance of the date of their leaving for India.

Officers who intend to land at a port other ﬂmn those spec'lﬁed
above, for instance at Colombo, Karachi or Madras, should,
addition to the particulars required above, furnish an address at the
port of arrival to which their posting orders can be sent.

172. 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 such orders, any officer requires informa-
tion as to where he is likely to be posted, he should apply to the M. A. G.
in sufficient time to permit of a reply being sent by mail. Officers who
fail to do so will run the risk of bearing the cost of cablegrams when such
are necessitated. It should, however, be borne in mind that in cases

¥ where posting orders have already been received while out of India, such
' orders are merely tentative and the necessity for calling for final posting
orders at the port of landing will still exist, as, in view of any subsequent.
developments, the tentatlve posting orders ma.y have to be changed in
certain cases. Posting orders of officers on leave in India will be sent
by the M. A, G, to their leave addresses in India.

(ii1) ESTABLISHMENTS.

173. The rales in the succecding paragraphs of this section apply to
leave other than casual leave. As 1egards casual leave, see paras. 186 to
188.

All grants of leave, other than casual leave, will be notified in Part IT,
Office Orders.

174. A separate leave register on O. F. 22 will be maintained for each
section of the office. All applications for leave, will be entered in the
leave register, and, after scrutiny by the Superintendent of the section,
will be sent, together with the leave register, to the General Section for
verification of the title to leave of the applicant by reference to the entries
in his service book. The result of such verification will be recorded in the
leave register and the entry initialled by the Superintendent of the
Greneral Section. After verification of the apphwm s title to leave, the
application, together with the leave register, will he submitted by the

-~ section superintendent, with a definite recommetnla,‘ciou, to the officer
in charge of the section.

175. Leave to accountants will ordinarily be sanctioned by the
Controller, but, in large offices, he may ¢ vleﬂa te to the Superior Service =
officers in oharoe of groups the power of bau("monmn such leave. Leave




50

to clerks will ordinarily be sanctioned by the Superior Service officer
m immediate charge of the section or in genetal charge of the group.
Norn.—In small offices, in which the Controller is the only Superior Service officer,

leave to Accountants will be sanctioned by the Controller, and leave o clerks by the

D.A.C.M. A.in charge of the section.

(iv) LocAr Auprr STAFF, ETO.

176. In the case of a member of the Military Accounts Department -
employed on the local audit staff, or audit staff, M. E. 8., his leave
application will be submitted through the Local Audit Officer, or Audit
Officer (M. E. 8.) as the case may be.

The leave application of an accountant or clerk attached to a unit or
formation, including M. E. S. formations, will be submitted through the
Officer Commanding the unit or formation, and forwarded to the Con-
troller’s office through the L. A. 0., or Audit Officer (M. E. 8.), concerned.

179. When forwarding applications for leave, the L. A. 0., or Audit
Officer (M. E. 8.), will invariably endorse his recommendation on the
application and, in the event of the leave being recommended, will state
what arrangements he proposes to make to carry on the work of the
absentee. o

On receipt of the application, the title of the applicant to leave will
be verified by the General Section and the leave, if admissible, sanctioned
by the officer in charge of the (eneral Section, or, if necessary, by the
‘Coutroller. -

' 178. To enable the General Section to notify the grant of leave in
Part TI, Office Orders, the I.. A. O., Audit Officer (M. E. S.), or Officer
Commanding the unit or formation concerned will intimate to the Con-
troller the date (fore or afternoon) on which an individual actually
proceeds on
rejoins from

179. When leave, other than casual leave is granted to an accountant
or clerk, who is holding an appointment carrying duty allowance, the
order granting the leave will state that the individual will cease to draw
duty allowance from the date of his proceeding on leave, if it is the inten-
fion that he should not retain a lien on his appointment while on leave, ,

leave.

(v) LEaAvE RESERVE.

180. The sanctioned establishment of Controllers’ offices includes a
leave reserve of 10 per cent. of the establishment including record clerks
and menials. As far as possible, the establishment of each section
should be fixed so as to include its own leave reserve. The leave reserve
of record clerks and menials will ordinarily be attached to the Record
Section, :

181. The leave reserve of accountants and clerks serving on the local
andit staff or with units and formations will be attached to the staff of
the L. A. O.in charge of the area. Simila tly the leave reserve for account-
ants and clerks serving on the staft of the Audis Officer (M. E. F%), or
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with M. E. S. formations, will be attached to the staff of the Andit Officer
(M. E. 8.) of the area. In the case of certain large formations, such as
Arsenals and Medical Store Depots and large M. B S. Accounts Sections,
the leave reserve is included in the establishment fixed for these formg-~
tions. ;

- 182, The number of accountants, clerks, record
. leave should ordinarily not exceed the authorise

clerks and menials
d leave reserve for =

that the leave reserve is utilised for the purpose of granting leave to the
fullest extent possible. If necessary, leave reserves may be transferred

temporarily to other sections to meet emergencies, e.g., unusual absence
due to sickness, ete. ,

" 183. Leave should not be refused merely on the ground that the
leave reserve of a section, etc., is exhausted. In such cases the matter
should be referred to the officer in charge of the Cteneral Section who
will endeavour to make arrangements for the relief of the applicant from
the leave reserve of another section, etc, ;

(vi) LEAVE RosTEgs.

184. Each section of a Controller’s office will maintain a leave roster,
showing the names of all accountants and clerks in the section, and the
dates of their last return from leave. The strength of the leave reserve
allotted to the section, and the number of men actually on leave, will
also be shown. Similar rosters will also be maintained by L. AL Og
Audit Officers (M. E. S.) and other officers or accountants to whom a
leave reserve has been attached. The leave roster for record clerks and
menials will be maintained by the officer in ch

arge of the Record Section.
185. A report showing the number of accountants and clerks on leave

will be rendered by officers in charge of sections, I, A. Os., ete., to the
officer in charge of the General Section on the [st day of cach month,

The report in respect of record clerks and menials will be rendered by the

Such reports will be consolidated

by the General Section and the congolidated report submitted for the

Controller’s information.

(vii) Casvar Leave,
186. Subject to the restrictions laid down in Article 308, Civil Service
Regulations, casual leave of absence may be allowed up to a limit of 20
days in the calendar year, but, as a general rule, not more than 10 days
casual leave should be granted in the half year, or more than 4 days at
a time. The leave may be prefixed or affixed to recognised holidays,
with the permission of the officer sanctioning the leave, but any holidays
coming between the days of leave will count as leave,
Note 1.—Controllers may, if circumst
rale. ;
Nore 2.—Leave to men summoned to attend Courts of Justice as wittessos or jurors.
will not be taken into account in calenlating the period of casual leave admissible, e
Nore 3.—Casual leave granted under Article 309 of the

Civil Service Regulations is -
8130 not taken into account in arriving ab the maximum amount of leave admissible, .

ances warrant it, relax the conditions of this
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187. Subject to the above rules, the extent to which casual leave
may be sanctioned by Superior Service officers, D. A. Cs. M. A, L. A. Os.,
Audit Officers (M. E. 8.) and Officers Commanding units and formations,
including M. B, S. formations, to which members of the Military Account
Department are attached, is left to the discretion of Controllers. _ A
grants of casual leave will be entered in the leave register and sanctio
by the officer empowered to sanction the leave, | “

188. The amount of casual leave already taken durihg 3 @
year, in the case of men transferred from one office to-another, whétl
within or outside the Command or District, should invariably be inti-
mated to the latter office and will be brought on the leave register of that

office,

(viii) CoMPENSATION LEAVE.

189. Applications for compensation leave will be entertained only
when a member of the establishment has been required, under the orders
ol the officer in charge of the section, to attend office on a Sunday, or on
a day notified as a gazetted holiday under the Negotiable Tnstruments
Act, for work of a special or urgent nature. Applications from those
who attend office, either of their own accord, or under orders to clear off
arrears pertaining to their legitimate work, will not be considered.

The restrictions in Article 308, Civil Service Régulations, will also be.
applicable in the case of the grant of compensation leave,

- . . . ¢ - * -‘
A register will be maintained by the Superintendent of each section
o record the attendance of clerks on such holidays in respect of which
compensation leave is earned.

(ix) GENERAL,

190. Leave cannot be claimed as a right and will not be granted unless
arrangements can be made for the work of the applicant during his
absence.

191. Every member of the establishment who applies for leave will
ascertain before absenting himself that the leave has hoen sanctioned, and
on no account should he proceed on leave in anticipation of sanction.
Members already on leave and desirous of obtaining an extension must
submit their applications in sufficient time for them to be considered and
the result communicated before the expiry of the original leave, so as to
permit of their joining by the due date if the application is refused.
Failure to comply with these instructions will render a member liable to
be treated as absent without leave.

192. There is no objection to an officer or other member of the office
establishment leaving the station after office hours, provided that doing o
so does not entail absence from office on the next succeeding working
day. On no account should an officer or other member of the establish-
ment, without obtaining prior permission in writing, in the case of an
officer from the Controller or an officer acting for him and in the case of an



[V
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accountant, clerk or menial from the officer under whom he i direotlyﬂ
serving, proceed to an oufstation when there is any probability or likeli-
hood that by so deing he will be unable to return to duty at the time the
office opens on the next succeeding working day.

Nors.—In view of the conditions prevailing in Waziristan, no officer or other membes
hilitary Accounts Departmoent serving in that avea is permitted fo leave his station
ed holidays (including Sundays) without previous sanction of the officer under

is serving.

193, An mdividual who has been granted leave should await proper
relief and make over charge of his appointment to the individual
appointed to relieve him.  This will also apply to an application forjeayeds
supported by a medical certificate unless such a certificate defiitely
states that the mdividual concerned should be immediately relieves
from his dutics in which casehe will be relieved, if possible, the same day..

194. Whenever a member of the office is prevented by sickness or
other unforeseen reason from attending office, he should invariably
address the Controller by letter or by posteard the same day explaining
the cause of absence. Any member absent through sickness for more
than two days will be required to furnish a medical certificate from the
Staff Surgeon or other commissioned medical officer of the station in
which he resides, or, if this is not possible, from a recognised medical
practitioner.

195. No member of the establishment, who wishes to apply for leave,
other than casual leave, on medical grounds, should apply for a medical
certificate direct to the Staff Surgeon or other medical officer authorised
to grant medical certificates.  In such a case he should obtain a requisi-
tion from the head oftice, L. A, O., or Audit Officer (M. 15, 8.), us the cage
may be, requesting the medical officer concerned to examine him and
report upon the state of his health. A requisition directing an accountant
or clerk to appear before a medical officer in connection with an applica-
tion for an extension of leave should always be sent by registered post
acknowledgment due.

=7

196. Applications for leave from members of the establishment
who have been granted extensions of service will only be considered
when the necessity for the leave has been proved. the principle of the
rules under which leave is admissible being that when an officer is allowed
to continue in office after the date ordinarily fixed for his retirement,
the prolongation of service is granted to enable him to work and not to
take leave. A Government servaut is, however, eligible to carn leave
during his service after the ordinary date of compulsory retirement and
during the period of prolongation of service.

197. No member of the establishment who has been granted leave on
medical certificate will be allowed to return to duty unless reported by a
qualified medical officer as fit for duty. Where possible the report ;
should be sent by the Government Medical Officer concerned. o

198. If a case of sickness of an infectious nature occurs in the house =
of any member of the establishment, he should at once report the matter w

E
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to the medical officer of the station and: at the same time inform the
office, in writing, of the fact of his having done so. In such cases he will
be guided by the advice of the medical officer as to whether or not he
should attend office. .
199. Permission to leave the station at which serving is not requ
in the case of officers or members of the establishment granted
other than casual leave. All offigers and others who intend to lea
station on being granted leave, will, however, notify their leave ade
4o the General Section or, in the case of those serving at outstations to the
officer under whom serving. They will also communicate immediately
“any change in address which may occur while on leave. In applications
for casual or compensation leave it should be stated whether it is the
intention of the applicant to leave the station or not ; in the former case,
the address while on leave should be given. .

Conduct and Discipline.

; (i) GENERAL.

900. No member of the establishment below the rank of a Gazetted
Officer is to receive any strangers in the rooms in which the business of
the office is carried on, nor is he permitted to give any official information
to any one calling on a Gazetted Officer during the latter’s absence from
his room. This tule does not apply to members of the Controllers’
office who are serving outside the main office, e.g., on the local audib
staff, or with units or formations, or to members of the Army Tesbt
Audit and Commercial Test Audit staff. o

201. Access to official records is permitted to none but those entrusted
with the duties of the office, and they are not to be made public nor
communicated to the press. L

202. Lverything that comes to the knowledge of any member of the
establishment in the performance of his official duty is to be treated as
confidential, and no member of the establishment is at liberty to com-
municate information so gained to any one without the specific sanction
of the officer in charge of the section. Wi .

903. No official documents are to be taken out of the office without
permission and no books or official papers are to be taken on loan without
the permission of the officer in charge of the section. o

204. Except with the permission of the Controller, members of the
establishment are prohibited from applying for emiployment elsewhere,
not are they permitted to have any other occupation which may divert
their attention from their official duties, or to engage in trade, or to
carry on any dealings of a speculative nature or to act in any manner
contrary to the provisions of the Government Servants’ Conduct Rules.

905. All members of the establishment should perform their allotbed
work with accuracy and neatness, and official hours must be devoted to
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the regular, diligent and punctual discharge of dutjes connected with the
office, ; -
206. Every individual will be available for any duties for which

may be required without any claim to an allowance in addition to
fixed salary. -

R07. It should be the endeavour of every member of the establishment
to qualify himself for promotion, and to strive to attain by every possible
attention oh his part a knowledge of the rules and regulations of the
Army. i e

R08. Members of the establishrent are warned against the practice
of making known their grievances by means of anonymous letters. No
attention will be paid to any such communications. .

208. Clerks are prohibited from seeking interviews’ with officers at
their residences, specially when the object of such nterviews is to secure
their own advancement in office or to benefit their relatives or friends,

210. Clerks are not permitted to wander about the building during
office hours. Communications between members of the same section
during office hours should be confined to official matters, :

211. Before leaving office, every member of the establishment is
expected to arrange his papers, ete., neatly and to clear his desk of all
superfluous.documents. Superintendents should not allow any clerk to
leave office until satisfied that this has been done. This order must be
rigidly observed, as otherwise a careless system of keeping documents
may prevail, and it is impossible for the peons on duty to dust the desks
properly if papers are lying about on them., :

‘ (ii) REPRESENTATIONS AND APPEALS.

212. When an accountant or clerk has any complaing or representation
to make to the officer in charge of his section, he will make it personally
to his Superintendent who will enquire into the matter and, after
ascertaining the facts, will accompany the accountant or clerk to the
officer in charge of the section, and place the case. before him. Tf the
officer in charge of the Section or the officer in charge of the group, cannot
settle the matter, the latter will bring the accountant or clerk to the
officer in charge of the General Section, so that the accountant or clerk
may be able to represent his case to that officer in the presence, of the
officer in charge of the group. If the officer in charge of the Cleneral
Section is unable to settls the case satisfactorily, he will bring the matter .
personally to the notice of the Controller for orders. In such cases, no
direct communication will be received by the Controller, officer in charge
of the General Section or of the group or section.

213. Every member of the establishment has the right of appeal to .
the Controller, and through him to the M. A. G. also to the Government
of India throvgh the Controller and M. A. G. Appeals to the Controller
should be submitted in writing, through the officers in charge of the -
section and grou ps, and the officer in charge of the General Section. -
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214, Nothing in the rales in this section shall be bheld to debar any
member of the establishment from the right of direct access to the Con-
troller, or to any other officer whom he may wish to see personally. The
onditions under which such interviews will be granted may be fixed by

Controllers locally.

R15, It is desirable that Controllers and other officers should get to
know the members of their establishments personally, so far as this is
possible, and that they should be ready to assist and advise them, both in
official and unofficial matters, when theg' can legitimately do so. The
impression that the Controller, and the officers serving under him, are

difficult or impossible of aceess should not exist amongst the members

of the establishment of any office, but any tendency to abuse the right

of direct access to officers should be promptly checked,

(iil) DiscipLiNary Acrion,

216. Bhould the Superintendent of 4 section have cause to complain
ahout the work or conduct of any accountant, clerk or other mdividual
of the section, he will represent the matter to the officer in immediate
charge of the section. 1f the lattor is unable to deal with the case, he will
report the matter to the Superior Service officer in charge of the group
who, if unable to dispose of the case, will rofer it to the officer in charge
ol the General Section with a view to the orders of the Controller being
obtained. :

217. In all cases in which complainty against the work or conduet of
any individual cannot he mmediately dealt with by instructing or warn-
g him, a charge sheet on O. F. 1617 will be framed against him by the
Superior Servive officer concerned, :

218. In framing charge sheets, care should be taken that ouly definite
and specific charges are included therein ; the inclusion of vague or
general charges, such as inefliciency, slackness, ebe., without specifying
the particular points in which, or occasions on which the individial
showed mefliciency or slackness, should be carelully avoided,

219, In all cases in which charge sheets are framed, the charge or

charges should be committed to writing and, unless impossible for some

reason, the charge should be in accordance with one or other of those

set ot in Clauses 1L and 1V of Atinexure & B W E framing charge

sheots which may result in the removal or dismissal of a Government

servant, the phrascology used in Clause TV of the above Annexure should

be adoptod and, unless impossible for some reason, an individual should
“only be charged with one of the offences which appear therein,

220. The explanation of the accountant or clerk, against whom the
charge sheet is issued, will be obtained in writing and submitted to the .
Superior  Service officer concerned, through the Superintendent and

D. A.C. M. A, if any, in immediate charge of the section.  The Superin-
tendent, ). A, C, M. A, if any, and Superior Service officor will record
their remarks on the charge sheet and, if the case Is one in which the




No. 5 of 1934.

Page 57, paragraph 220—
-Add the following at the end of the paragraph: —

‘ : ally dealt with

. After the charge sheet has been finally wit

—<and disciplinary action, if any, taken against the indi-

i vidual, it will be recorded in the personal file of the
individual concerned.

(Amendment to Office Manual, Part L.}

No. 49 of 1935.

Page &6, puragraph 219—
This paragraph has been reconstrucied as follows :—-

“In all cases in which charge sheets are framed
the charge or charges should be committed to Writing
and must be in accordance with one or other of those
set out in Clauses ITI and IV of Annexure “B”. When
framing charge sheets which may result in the removal
or dismissal of a Government servant. the phraseology
used tn Clause IV of the above annexure must be
adopted and the individual concerned must be charged
with one or more offences wuich appear therein and
of which he may be considered to be guilty.

No order of dismissal, removal, or reduction shall
- he passed against any member of the department
=~ (other than an order based on facts wh ch have led to
his conviction in a criminal court) unless he has been
issued with charge sheets, framed as above, and has
been afforded an adequate opportunity of defending
himself. There is, however, no objection to ordering
the suspension of an individual pending enquiry,
should such a course be considered desirable by the
authority concerned. In all cases involving removal,
dismissal or reduction, the individual concerned shall
be required, within a reasonable time, to putina
written statement of his defence and to state Wwhether
he desires to be heard inperson. If he so desires
or if the authority concerned so directs, an oral inquiry
shall be held. At that inquiry oral evidence shall be
heard as to such of the allegations-as are not admitted
in his written statement and the person charged should
be allowed to cross-examins the witnesses or to have
such witnesses called as he may wish, provid-d the
officer conducting the inquiry may, for special and
sufficient roasons t5 be recorded, refuse to call a
witness. When charges relaté to errors or de vleations
in accounts, the individual charged should be given
access to all documents which he may require to seo and
which are relevant to the charges inst him. To
guard against the individual tampering with the
documents, these may be shown to him in the pregence
of a responsible individual.

In exceptional cases, where it i3 impracticable or
difficul to observe the above rule, all or any of the
requirements of the rule may be dispensed with in
consultation with the Government Legal Adviser and
the Military Accountant General.””

(Amendment to Office Manugl, Part 1y

B e T

e



W
-3

explanation of the individual cannot be accepted by the Superior Service
officer concerned, or which cannot be dis posed of by instructing or warn-
ing the individual concerned, the charge sheet will be forwarded to the
officer in charge of the General Section for submission to the Controller
for orders. . .

2R1. Accountants and clerks attached to units and formations are
wnder the control, for disciplinary purposes only, of the Officer Com-
manding the unit or formation, who will bring to the notice of the
Controller any eases which require disciplingry action. The Controller
will be the sole authority to decide what disciplinary action is necessary
in such eases,

(iv) PuNisamMENTS,

222. The forms of punishment which may be resorted to for the
maintenance of discipline are official reprimand, addition to  work,
postponement of increment of pay, stoppage of promotion, reduction of
existing pay, entry of misdemeanours in the service Look, suspension and
in the last resort discharge or dismissal from Government service. :

In all cases in which the punishment of postponement of increment
is inflicted, it should he specifically stated in the Oflice Order on the subject
whether the postponement of inerement is or is not to affeet future
increments, 7 ,

R23. The above orders do not apply o menial servants.  The punish-
ments siitable in their case are stoppage of pay, e.g., for absence without
leave, and fines for carelessness, inattention to duties, breakages, ele,

(v) Docoments conveviNG PRATSE OR CeNSURE.

224. Copies of all Office Orders or other documents conveying praise
ot censare to any individual will invariably be recorded in his personal
file. To facilitate reference, when writing confidential reports, or when
an individual iy transferred from one Controller’s office to another, 1t s
advisable that an index should be pasted on the inside of the covers of
personal files of all members of the establishment. A note of the number
and date of all doeuments conveying praise or censure will he made in
this index.

R25. When a member of the establishment is transferred from one
Controller’s Office to another copies of any docunieuts conveving praise
or censure, which have issued sinee his lagt confidential report was written,
ghould be sent, with his confidential report book, to the Controller of the
office to which the individual is transferred.

(vi) ProUNTARY TRANSACTIONS.

225, Pecuniary transactions batween meambers of the eatablishment
are strictly prohibited. Members of the estabiisiment are warned
against the advisability of stauding security when their financial
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position does not admit of their doing so. An individual who is asked to
stand security for another should consider what the effect will be if he has
to pay the amount for which he renders himself Liable, and unless h}a is
definitely in a position to meet this obligation in full, without borrowing,
he should have no hesitation in refusing to stand security. :

227. An individual who is summoned to attend the Court, when a cas
of his indebtedness is being adjudged, should bear in mind the fact that

failure to attend the Court will prevent the Court giving him any reason-
able protection. ‘

. it = ] %
(vii) INDEBTEDNESS AND INsOLVENCY,

228. The orders of the Government of India and of the M. A. G.
regarding the indebtedness of members of the Military Accounts Depart-
ment are given in Annexure “ A ” to this Chapter. -

Resort to the Insolvency Court may render a member of the establish-
ment liable to the loss of his appointment and it must be understood that
“continued indebtedness will be viewed as seriously affecting official

efliciency.

(vii)) GOVERNMENT Servants’ Conpuct RULES.

2R9. The rules and orders of the Governor General in Council regulat-
1ug the conduct of public ser

'vants in respect of borrawing money, receipt
of complimentary addresses, presents or illegal gratifications in money
or in kind, engagements in prohibited extraneous employment and other
similar matters are contained in the Government Servants’ Conduct
Rules.

(ix) SusprnstoN, RepUCTION, REMOVAL AND DISMISSAL.

230. The rules regarding the suspension, reduction, removal and
dismissal of public servants are given in Annexure *“ B 7 to this Chapter.
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A ANNEXURE “ A"
Rules regarding the Indebtedness of Public Servants.

Lztract from the proceedings of the Government of India in the Home Deyparimen
(Public), No. 2/77-102 ; dued the 19th January 1884. :

Read—

Home Department Resolution, No. 100, dated the 19th J anuary 1856.“

RESOLUTION,

In the resolution of Jauuary 1856 cited above, heads of offices having establish.
ments in the pay of Government were directed to impress upon their subordinate
the discredit attaching to a resort to the Insolvent Court and to warn them that
such a proceeding would be considered as of itself constituting a sufficient cause for .
exclusion from the public service, unless it should appear that the embarrassments =
of the insolvent had been the result of unforeseen misfortunes or of circumstances
over which he could exercise no control, and had not proceeded from dissipated
and extravagant habits, By a circular Memorandum No, 67-2816 to 2821, dated
the 19th November 1874, heads of departments under the Government of India
were requested to hold the Registrar or head of the office responsible for reporting
to the Secretary in charge, or to the chief of the department, the insolvency of
clerks or other assistants, ) ~

As there is reason to believe that the operation of these orders has, to some .
extent, been lost sight of, the Governor (General in Council in reptodueing them
desires to direct the attention of all local Governments and heads of departments
to the imperative duty which devolves upon them, of taking severe notice of the :
misconduct of the clerks and other employees who allow themselves to fall into
embarrassed circumstances., Tt is no valid excuse for hopeless indebtedness to show
that it has been caused by standing security for friends, the plea which is frequently
put forward in such cases. Assistants in Government offices should clearly under-
stand that if they voluntarily contract debts or obligations which they are unable
to meet, they render themselves liable to swumary dismissal,

Hrtrack from the Proceedings of the Government of Indiu in the Home Department
(Public), No. 29/1770-192, duated the Sth Uctober 1889,

Read again—
Howme Department Resolution, No. 2-77.102 (Public), dated the 19th January
1884,
RESOLUTION,

In the resolution of January 1884 cited in the preamble, the Governor-General

j of clerks and other employees, who allow themselves to fall into embarrassed cir-

olearly understand that if they voluntarily contract debts or obligations which they
are unable to mees, they render themselyves lisble to summary disissal, .

L as a
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. ANNEXURE B,

Rules relating to the Suspension,§Reduction, Removal and Dismissal},,"élj‘
Public Servants. '

L Permanent servants should not be removed or dismissed except for a serious
offence, which has been clearly proved. .

IL. Cases of physical incapacity should be treated according to rule; and as
regards inaptitude for any particular branch or occupation, the difficulty may
frequently be overcome by a readjustment of duties, o again, a man who is in-
efficient in one appointment may be capable of performing the duties of another.

IIL. Neglect of duty, inattention, or disobedience renders a servant liable to L
suspension, ot reduction from a higher to a lower grade. i e -

LV. Continued and wilful neglect; or disobedience, hopeless inefficiency, frand,
dishonesty, gross misconduct, and offences involving imoral disgrace should be
visited with dismissal, or removal according as it is considered necessary or not,
to bar his future re-employment under Government. .

V. Before a public servant (including a menial servant) is removed or dismissed,
the charge against him, his defence, and the order thereon, should be committed
to writing ; and he should be furnished with a copy of the document showing the
grounds on which his removal or dismissal was ordeved. I'n the event of the removed
or dismissed servant appealing, these documents, together with his character roll or
sevvice book, should be forwarded with the appeal.

Norg.—This does not apply to cases of discharge on reduction of establishment,
nor to cases in which an individual is dismissed in consequence of facts or inferences
elicited at a judicial trial, or in the case of porsons who abscond with accusations
over their heads.

VI A dismissed servant should not be re-instated or re-employed in any depart-, = -
ment of the State without the sanction of the Local Government or Administration
or Head of a Department.

VIL A dismissal should only be notified in the Gazette (1) when it is necessary
to notify the public of the removal from service of an officer whether because his
appointment was previously gazetted or from any other cause, or (2) when it is
specially desired to exclude from re-employment a public servant who has been
dismissed for a heinous offence. .

VIII. The authority who can appoint to a particular office has power to dismiss,
remove, reduce or suspend from that office but an appeal lies from an order of dis-
missal or removal, ete., to the official superivr to the officer who passes such orders,
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(Amendmené to Office Maxﬁial, Part I)

. No 42 or Deomwun 1933,
Paqeé’é’,pamgraph%’.? . -
Paragraph 232 is cancelled.

f(Améndmeni‘ to Office Manual, Part I.)
| L23MAG(Pub) : ‘

)

No. 42 or Dmceunrr 1932,
Page 63, Paragraph 233. ‘
Paragraph 233 is reconstructed as follows +

‘ The provisions of para. 231 do not apply to
clerks who have been definitely clasged as
fit for routine duties only, and have heen
stopped at the first efficiency bar ; such men
can usually be employed continuously in
sections like the Record and Disbursement
sections. Nor do they apply to Accountants
and clerks close on retirement.’’ -

(Amendment to Office M&mm}, Part 1)
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General Dutlook,

234. All members of the Military Aceounts Department should look
tpon it as their duty to improve the work of the Department, to better
the relationship between the ‘Army and the Department, and generally
to assist in making and maintaining the Department as a thoroughly

efficient organisation, valuable to Government and appreciated by the

Army. They should also realise that the work of the Departient comes

before considerations of personal convenience or their private concerns,
235. The adoption of a helpfal attitude in all dealings with officers

and establishments of the Army is necessary. It should he ensured
that, while they do not get more than their entitlement, they are
assisted in obtaining all that is due to them under the regulations govern-
ing their pay and allowances. It is incumbent on officers and members

of the Department invariably to point out any short elaim made by an -

officer or other individual of the Army, or any omission to submit &
claim which is correctly due and payable by Government,

236. The importance of maintaining good relations belween officers
of the Army and those of the Department, in order to ensure cloge co-
operation and smooth working, will be realised by Controllers and should
be impressed on all officers serving under them,

237. In addition to the regular visits of Controllers o ( Jommand,

District, and Brigade Headquarters, an officor of the Saperior Service,
should also visit, at least once a year, the Headqunarters of all stations
in the audit area of the office, and the units and formations in each
station. Such visits are valuable in helping to settle accounts difficul-
ties and outstanding cases, and they also enable officers of the Depart-
tment to become acquainted personally with the stalf and other officers.
with whom their official duties bring them into contact.

Nori—All movements to outstations should be regulated  with due regard  to
economy in gravelling and daily allowances. - Under o circumstances  should 'such

Vi be made an sxcuse for frequent or UINECESSATY jOUrneys to outstations, involving
cotisidecable expenditure in travelling allowances, — Audii oflicers should pay  speeial

attention to this watter when auditing :snch claims, and should prowptly bring tu the
aotice of tne M. AL (b any ease in which it appears that the spivit of this rule is nob being
\J)::ufl'\'wi.

238, Oflicers of the Army should be enconrased to write personally
to the Controller, or to the officer serving nnder him concerned, when-
ever any unusual difficulty arises, or the settlement of 4 case i3 being
unduly prolonged. Similarly, fhe ('?(fmt;ro}rh’l: or other oflicers, by writing
l,;«xrs«vﬁ;a,lly to officers who experience difficulty in rendering acconnts,
returns or claims, ete., in the correct form, and explaining the matter
tully, can often give useful assistance and expedite work all round.

289, The L. A Os. and Audit Officers (M. 1. 8.) perform an important
function in representing the Department at ontstations and are in g
position to contribute to its eflicient working. Without in any way
relaxing the vigilance of andit, they should pay apecial attention to the
{()IlgwiL}g points - — b it )
(1) Getting to know personally all officers with whom they are
concerned.
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(1) Asmsting officers to the fullest extent possible in 4N Mmatters
of accounts difficulties and in the se
|

1ent of outstanding
o officers that such

objections, and in letting it be known t
sistance is always available,

(it1) Ensuring that all objections raised are couched in becoming
and courteous language, that the reasons for raising the
ohjections are fully explained, and that all ohjections raised
are fully understood. The wording of objections in a court
or imperative manner is not only caleulated to give offence,
but is also liable to retard their sebtlement, and should be
serupulously avoided.

Nore.—The above applies oqually to objections ssuing from the main ofice,

(iv) Keeping the main office in touch with any mabters which it

s desirable that the Controller or his ofticers should know.

(v) Bearing the manner and appearance of responsible officers of
the Department,

Instruction of Officers and Establishments,

240. The instruction of officers and establishments of the Depart-
ment in their official duties is & matter of primary importance in relation
to efficiency, and the Controller should pay special attention to it. He
should also take adequate steps to ensure that all officers and stperin-
tendents in his office realise that it is their duty to impart such instrue-
tion to establishments serving under them as will ensure thyt they
become efficient in their dutics in the minimum time possible.

241. The manner in which the instruction of officers and establish-
ments can best be carricd out is left, to the discretion of Controllers ;
the following means are, however, suggested for adeption (-

(1) Short lectures, of about 10 or 15 minutes duration, by the Con-
troller to his officers, and  discussion with them on weneral
subjects; e, orcanisation of the Army and of ils several
branches, financial advice, higher audit, ste,

(2) Short lectures by Superior or Subordinate Service Ofheers to
superintendents, accountants and senjor clerks of their gece
tions on particular branches of the work and on their-general
duties, /

(3) Lectures by seclected superintendents to candidates for the
Subordinate Accounts Service examination on the subjects
for that examination.

(4) Verbal instruction by ollicers to junior clerks ou sucly matters
as the avoidance of common mistakes ang mcorrect expres-
510ns in drafting letters, a methodical system of worle and
disposal of correspondence, the importance of keeping work
absolutely current, the upkeep of registers, or other subjects
o knowledge of which will improve their general efficiency.

Notr.—Yxeept in the case of (3) above, such instruction should ordinarily be given

during the normal oftice hours, but should not be allowsd to intorfore with the ordinary
routine of work, i
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242. General knowledge of the Army organisation is of great value

and advantage should be taken of any opportunity that offers of in-

creasing such knowledge. For example, Controllers could arrange for

a body of officers, accountants and clerks to be taken round an Arsenal,
Medical Store Depot, or other formation, and have the work of the

formation explained to them by an officer serving with it. General

knowledge of this nature is particularly important in the case of the
local audit Sta,lhzmd each L. A. O. should ensure that the staff working
under him are ade fully conversant with the work of all the forma-
tions in his audit area. ~

243. It is possible in certain cases for officers to take work direct;

from one or more selected clerks in a section. This should be done to
the extent possible as it relieves the superintendent of some of his work,

and thereby enables him to devote more time to the instriction of the
wembers of his section , it also afiords an opportuntty to the officer in
ccharge of the section of giving individual instruction to one or more

clerks in his section. ’ :

Transfers of Establishment.

(1) GENBRAL.

244. The fundamental principles governing the transfers of members

of the Department from one office to another are (1) to safeguard the

interests of Gevernment and to maintain the efiiciency of the service

in the highest possible degree, (2) to ensure equality of treatment for
all, so far as it is possible to attain this, and (3) to meet the convenience 7
and wishes of i_m:]ividua-l; when there is an opportunity of deingsowith
due regard fo the interests of the service, o

245. Transfers of establishment are divided into the following cate-
gories 1— '

1) transfers to and from the M. A. G.’s Offico. :

/

{

(2) transfers from one Controller’s office to another :
(9} 1

; ‘ ‘
3) transfers within a Command or District, or within the audit
area of a Controller ; o

(1) transfers on (‘ompzzssionate grounds ;
(5) transfers by mutual exchangn.
The general principles given in the succeeding paras. will be observed
when dealing with transfers of the nature referred to therein. .

(1)) TRANSFERS TO AND FROM THE MILITARY Accountant (ENERAL'S
OrrIcE.
246. As far as it is possible, consistent with the interests of Govern-

ment, the tenure of appointments of aceountants and clerks in the
office of the Military Accountant General will be about 5 years,
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3

ccountant and clerk as in the example given

w and two separate lists for accountants and clerks
uding passed clerks) “will be maintained shewing
the individuals in order of length of contimious service.

(b) In caloulating continuous periods of service,
service outside the audit area of the office up to one
¢+ in each case will not count as an interrupfion
f service but such corvice is not to be included in the
eriod of continuous gservice. For example, an ac-

antent with & total of 15 years service has pub

the first six years in Poona, the next four years’ service

) Quetta and the last five years' service in Poona.
for the parpose of calculating his length of service for
transfer outside the audit area of the C. M. A., Southern

mmand, the last five years only should be taken.
Again, should this accountant during these last five
vears have spent & period

vears of eleven months in (aleutta,
his length of service in Poona

; would Te taken as four
years one month agreeably to the rule in clause (b)
above. , o

(iv) Transfers with in a fommand or District.
o6 and 7T delete greafest percentage of

950. In line
“ Jongest period of _continuous

hig service ” and dnsert
el , .
delete ¢ porcentage of sach s

In line 7
ch continuous Service -

¢ ervice ” and
imsert * period of su .
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(ii-i) T%A,NSFER@ _FROM ONE Cﬂ{{.(ﬂdiz‘;& 5 OFFICE 1O ANOJ HER,

‘ i) T I 7/ .
247, In %_me: accountintsor f'lerkg\&:«r transfer Lrnmn‘~

il e B I mmin sttty b nhoowrad/is that
£ i

e

{ iNb

Nos 45 of 1931.

nd 68, paragraphs 247, 248, 250 and 252 are
nded as follows :—

Transfers from one Coniroller’s Office to another.

t
47. In selecting accountants or clerks for transfer

_one Controller’s Office to anosher, the general
orinciple to be observed is that the accountant or
lerk who has rendered the longest continuous service é
in the audit area of the office, should be selected

or transfer in preference to those who have rendered

less such continuous service.

- Subject to the observance of the above general prin-

ciple as far as possible, Controllers will exerciss their \
- discretion in selecting aceountants and clerks for trang- \

fer outside the dudit area of the ofice ; and, except
when it is necessary in the interest of Government,
in no case will an accountant or clerk he transterred,
unless as a volunteer, until period of two years has |
elapsed since the date of his last inberstatios teansfer |
- within the area of the office to which he belongs, bus

such immunity from transter will Jbe given once only in

. the particular office in which he is serving under this

- exception.

e

isite
" no

or
list

_ priority for transfer, the continuous period of servics
. in the audit area of the office will be worked out for

i
|
[
|
|
248. (@) With a view to arranging the order of }
|
a’
,f
|

. years one month agreeably to the rule n olguse ()
- above. % ’;
14

|
ll i E
(iv) Az*ansi‘;‘ars with in 2 fommand or District.

3/6 and T delete “;gre&test perceptage of
insert *longest period of continuous

 his service ” ’%h’? 7 5/ ,
i d 39
- service 7. | / i
i Jolete of such seryice ” and
, In line 9 delete “ percentage ?f uch ¢
dpsert  period jof such contingous service .

i

!
f
|
i {
{
{
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Lof Government, in no case will an accountant or clerk
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(i) TRANSFERS FROM ONE CoNTROLLER g OFFICE To ang
1§

247. In selégtzing accountants or clerks for transfer from one
troller’s office t\ another, the general principle to be observed ig f
the accountant 3&\1 clerk who has rendered the greatest percentag,
his service in the \audit area of the office in which he was entertained
or in the Province"‘aJco which he belongs, should be selected for trangfer

in preference to those who have rendered a less percentage of such
service, 4 \

Subject to the ahove general principle being observed as far as
possible, Controllers will exercise their discretion in selecting accountants
and clerks for transfer 5, and, except when it is necessary in the interest

be transferred,
t two years has elapsed

unless as a volunteer, witil a period of at leas
since the date of his last inter-station transfer.

248. With a view to arranging the order of priority for transfer,
the percentage of service in the audit area, of the office of entertainment
or in the Province to which he belongs to total service will be worked
out for each accountant, passed clerk, and clerk, as in the example
given below, and three separate lists prepared in the order of these
percentages commencing in each case with the highest bercentage,  In
the case of equal percentages, the names will be arranged in the ordep
of total length of service, For example, an accountant entertained §n
Poona has a total length of service of 20 years, of which 15 years have
been rendered in the audit area of the Military Accounts Office at Poona
and 5 years on field, foreign or general service o]
age in this case will be 15-20 or 75 per cent.

sewhere,  The percent-

249, When a transfer from one Controller’s offie

e to another ig
ordered by the M. A, G., and the name of the individual to he trans-
ferred is not specified, volunteers will be called for from amongst the
accountants, passed clerks op clerks, as the cage may be, who are serving
in the Controller’y main office, f 4 suitable volunteer w; th the requisite
qualifications iy forthe ming, he will he selected for transfer ; if no
suitable volunteer is forthcoming, the aceountant, passed clerk, or
clerk, as the case may be, whose name stands first in the priority list
for transfer will ordinarily be selected for transfer, ' g

(iv) TRANSFERS WiTHIN A Commanp op Districr,

250. The normal period of service with units and formations, or
on the local audit or M. E. 8. audit staff will not.exceed 4 years: on
the expiration of this period, accountants and clerks will ordinarily he
withdrawn to the Controller’s headquarters office, In selecting aceount.
ants and clerks for transfer to units, ete., the general prineiple to pe
observed is that the accountant or clerk who hag rendered the greatest;
percentage of his service in the main offices of Controllps should be

selected for transfer in preference to those who have rendered 5 less
percentage of such service,




1. Bubject to the above general principls being observed as far
sthle, Controllers will exercise their discretion in selecting ac-
and clerks for transfer to units, ete, ; and, except when it
sary i the interest of Government, in no case will an accountant
or clerk be transferred, unless as a volunteer, until » period of at leas
two years has elapsed since the date of his lust inter-station transter,

252, With a view to arranging the order of priority for transfer to
units, ete., the percentage of service in the main office to total service
will be worked out for each accountant, hassed clerk, and clerk, and
lists prepared as in para. 248 above. ' .

(v) TransvERS ON COMPASSIONATE GROUNDS.

253, Applications from accountants and clerks for transfers on
compagsionate grounds will be considered by the M. A. (. on their
merits, in accordance with the principles laid down in his letter
No. 6767/An., dated the Tth November 1924. All such applications
should show the periods the applicants have served in their own Pro-
vinees, as woll as the periods during which they have rendered field
or general service in or out of India, during their entire service in the
Military Accounts Department. Tt should also be stated whether the
applicant is willing or not to travel at his own expense, *

254. No application for transfer at the public CXPENse on compas-
sionate grounds, cte., will ordinarily be considered unless the applicant
has rendered atb loast 5 years service in tha Command or Distriot except
mn the case of stations in Baluchistan, where the normal period has
been fixed ab 3 years, . '

(vi) TraNsrers BY Mutual EXCHANGE,

209, Translers of accountants or clerks by mutual exchange may
be arranged locally by the Controllers concorned at their discretion.
When forwarding an application for such transfer, the Controller should
send copies of the confidential reports for the last three years on the
accountant or clerk applying for transfer. Similar action in respect
of the individual whom it is propesed to transfer should also be taken
by the other Controller concerned 3 it should also-be arranged by the :
Controllers converned that each individual is struck off duty on the =
same date which will be the date on which cach individual is taken on
the strength of his new office.  All such transfers will be af the expense
of the individuals transferred and the period of transit will be treated as
casual leave, L .

A report of cach such transfer will be submitted for the M. A, G's
mnformation by the Controller who took the initiative in effecting the Eé
transter, :




in Baiuchistan for transfers on compa,smona,te grounds

- ghow the period of service rendered m Ba.luchxsta.n

5
&

Page 67 parag m’h 247, as
“No. 45 for December 1931

No. 8 of_1934;
Page 68—
Paragraph 254 is reconatructed'f“:

Applications from accountants and clerks ~

will be considered by the Military eral
on their merits. All such applications ‘-Whlch should

952. In line 2 delefe « percentage of servi 6’ and
insert < period of continuous service ~ and in the same

line delete the words  to total servme v
. ;

(Ajmgndment te Oﬂice Ma.nual Part I”

No. 7 of 1034,

Page 68—
Delete paragraph 253.
(Amendment to Oﬂ'ice‘ Manusl, Part I.) |
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CHAPTER VII.
OFFICE BUILDINGS AND FURNITURE.
Office Buildings.

(i) InspECTION.

256. In Command Controllers’ and other large offices, an officer,
assisted by an accountant and clerk, will be detailed in Office Orders,
weekly in rotation, to be in charge of the office buildings and compound
during the week. They will make a daily inspection of the office build-
ings and compound and will see that the menial establishment do their
work properly, so far as the cleanliness and tidiness of the premises are
concerned. ‘ '

257. On each Monday a report will be submitted by the officer
who was on inspection duty during the previous week, to the officer
in charge of the General Section. This report will give any instances
of neglect of work or orders on the part of the office or menial establish-
ments, and particulars of all deficiencies, damages, breakages, ete.,
noticed during the course of the inspection. Any suggestious for im-
provements to the office buildings, compound, ete., should also be
included in the report.

258. The officer in charge of the General Section will take such
action as is possible to remedy any defects brought to notice, and as
regards points with which he is unable to deal, will submit the report,
with his remarks, to the Controller for orders. The weekly inspection
reports on the office buildings and compound will be filed together, and
the file attached when submitting the weekly report to the Controller,

Nore.—In small offices the above procedure will be followed gencrally but the
nspoction of.the office buildings and sompound may be carricd out by an accounfant
assisted, if necessary, by & clerk.

(ii) Fire OrpEzs.

(@) General.

259. In order to provide for the speedy and orderly saving of current
work and records, in the event of an outbreak of fire during working
hours, special arrangements, in addition to the ordinary fire precautions,
are necessary., The object in having a special scheme of fire protection
is to ensure, so far as this is possible, that even if the office buildings
were totally destroyed by fire, it should still be possible to save current
work in such a manner that the office could function as such in tem-
porary accommodation the following day. An outline of the precau-
tions necessary in the case of an outbreak of fire, whether during working

{69 )
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Or non-working hours, together with certain general orders regarding
the prohibition of fires, naked lights, etc., in the vicinity of the office

buildings is contained in sub-sections () to (f) of this chapter.

260. These orders will not apply to offices in which g pecial arrange-
Ients already exist, e.g., the office of the Controller of Military Accounts
Presidency and Assam District, and they may also be modified, if neces-

sary, by Controllers to suit local conditions, but without sacrificing the
" basic principles of the orders. Where the offices are located in Govern-
ment buildings in Cantonments, the Fire Orders issued by the Station
Commander will also be observed.

R61. It is of great importance that rehearsals of the arrangements
laid down should be held at irregular intervals to minimise the chance
of a stampede in the event of a fire actually oceurring. 1In this connec-
tion, it is convenient if the fire bickets assemble at the blowing of a
whistle, as well as at the sounding of the Fire Alarm. This enables
them to be trained without mterference with the rest of the office,

R62. The cost of the necessary Minimax extinguishers, and other
equipment required, should be met from the office contingent grant,

(b) Equipment.

R63. The following equipment is required for a two-storied build-
ing i—
(1) One axe, one pickaxe, and one spade.
(To be kept, in an officer’s room on the ground fioor. )

(2) A sufficient number of buckets for water and for gand on each
floor.

(Sand is the better agent for extinguishing burning electrical apparatus, oil or
petrol.)
(3) One two-foot piece of railway line and a metal striker (or similar
contrivance) on each floor as an alarm gong.
(4) Minimax extinguishers on each floor at convenient points on
the verandahs.

(5) Refills for each Minimax, with Spanners and a marked pail
with a spout for making the mixtures.
(To be kept in an unlocked box in an officer’s room on each floor, the top floor room
solected being at the opposite end of the building to the ground floor room selected.)
(6) Nine feet of thin white punkha rope for each individual, with
a small cloth label, on which I8 written the name of the
individual and his section, securely attached to the centre,
(7) One metal or wooden peg for each section with the initial letter
of the section painted on it.
{Tkese are to be fixed in the ground, at convenient distances apart, at the

for records, which should be about 80 to 100 yards away from the main off
ing.)

dump
ce build-
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(8) A few tin trays, about 16 inches square, for use in sections where
naked lights are used, e:g., despatching section.

(9) Four bags per section of. thin sacking, 5} feet by 4 feet for
saving section records, registers, ete.

(¢) Organization.

264. (1) A fire picket consisting of one man per Minimax, and 30 per

| cent. in addition, should be selected and their names published in office

orders ; half will constitute the top floor fire picket, and the other half

the ground floor picket. They should be trained to assemble with their

Minimaxes and other equipment within a quarter of a minute of sound-

ing the Fire Alarm, and all of them should be practised in refilling
‘Minimaxes.

The fire appliances in the officers’ rooms on the top floor and ground
floor will be in charge of the top floor and ground floor pickets respec:
tively. :

(2) In each section it should be clearly laid down what constitutes
the current work of each man, and this current work should be tied up
neatly with the cord provided, before leaving the office each day.
Arrangements should also be made by Superintendents for the saving
of the section records, and in particular, the Demand Register and other |
" important registers. '

(3) Each section should be told off to a particular exit from the
building, and one staircase should be entirely reserved for the purpose
of going up to the upper floor of the building.

(d) Action on an Outbreak of Fire during Working hours.
1.—Before sounding the Fire Alarm ~—

265. (1) On the occurrence of a fire during workiug hours, immediate
steps will be taken by members of the fire picket, or others in the vicinity,
to extinguish it at once by such means (Minimaxes, sand and water
buckets, etc.), as are available on the spot. i

(2) If it appears unlikely that the fire can be extinguished by the

- means immediately available in its vicinity, the exact location and
nature of the fire, will be at once reported to the Controller or senior
officer present, and to the officer nearest to the scene of the fire. The
former will sound the Fire Alarm, while the latter will immediately
proceed to the scene of the fire and direct any local operations which are
being taken to extinguish it.

¢ 1L.—On sounding the Fire Alarm Sor the first time :—

R66. (1) The fire pickets l(except those members already at the
scene of thg fire), with their appliances, will fall in at the douhles at a
Pre-arranged central position, preferably where the Fire Alarm is located

F2
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and will immediately double to the scenc of the fire and endeavour t
extinguish it, or prevent its spreading. 1T
will accompany the fire pickets and direct

"he Controller, or senior officer,
their operations.

(2) All men will tie up their current work
of the fire pickets, talke charge of bundles b
stand to their tables. Similarly, the currer
tied up by their peons. !

and that of the members
elonging to absentees, and
1t work of officers will be

(3) All officers, other than the Conltroller or senior officer, and the

officer already at the scene of the fire, will take up their appointed
stations. N

. (4) If there appears to be any danger of the fire spreading, in spite
of ‘the efforts of the fire pickets, the Controller, or senior officer, will
cause the Fire Alarm to be sounded for the second time, and will tele-
phone for the Fire Brigade. : .

IIT.—On sounding the Fire Alarm, Jor the second time :—

267. (1) All men, except the fire pickets, will leave the office by
the appointed exits, at a brisk wallk, carrying their bundles of work,
and any other bundles of absentees, registers, efe., for which they are
responsible. Tmmediately they are clear of the building, they will
double to their respective sections of the dump, deposit their bundles,
and double back to an allotted Space near the building, where they will
fall in by sections, one man in each dection being left in charge at the w%;—%
dump, i

(2) The officers will then take up position with their sections and
await orders from the Controller, or senior officer present,

IV .—Further Action in case of a Fire spreading :—

©68. The preliminary action to he taken in the event of an outhreak o
of fire is outlined above. If, in spite of all efforts on the part of the -«
fire pickets, the fire still continues to spread and assumes serious pro-
portions, the further action to he taken, pending the arrival of the Fire
Brigade, Cantonment or other authorities, must be decided by the
Controller (or senior officer) on the spot. :

o

If the nature and location of the fire permit of it, without risk of
endangering life, efforts should be made o save the current files in the
Central Registry. Tn framing detailed Fire Ord s, the importance of
saving these indispensable records should be kept prominently in view
by Controllers, and a systematic and orderly scheme of removal. drawn
up, in case this emergency should arise. This is a matter which depends
almost entirely on local conditions and cannot be legislated for in general
orders. ‘

(e) Action on an outbreak of Fire during Non-working howrs.
269. On the first sion of

ire occurring at night, or at a time when
the office is closad, the ¢l

wwkidars on duty will at onee arrange for the
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peons, cte., living in the office comapound to be aroused. One of these
will be despatched immediately to inform the Controller and the officer
living nearest to the office. The remaining chowkidars and menials
present will do what is possible in the meantime to extinguish the fire,

The Controller, on being informed of the oceurrence of the fire, will
at once proceed to the office, as expeditiously as possihle and, if neces-
sary, telephone for the Fire Brigade; he will alsp arrangs for further
assistance from the nearest Police Post,

All peons will be instructed in the use of fire appliances and they
must know the residences of all the officers.

(f) General Fire Orders.

270. Fires arc not permitted in the office building, or in its vicinity,
except in the authorised places, e.g., fire places for burning fuel for
warming purposes, quarters where menials live, ete. For any exception
to this rule, sanction must be obtained from the officer in charge of the
General Section. - ,

71, The use of naked lights in any part of the office buildings is
prohibited except candles for use with sealing wax in the Record and
Disbursement Sections. The candles should be: burned and sealing
wax melted in the special tin trays provided for the purpose.

272. The persons responsible for closing rooms in which lights and
tuel have been used or burnt will personally see, hefore closing for the
night, that no lights or fires remain alight in the .room, and that there
13 no risk of an outhreak of fire ocourring.

273. If it is necessary for oil lamps or candles to be used for lighting
purposes, they are not to he placed directly on wood but on tin trays
which exist for the purpose and are in charge of the General Section.
When using such lights greab care must be -exercised to avoid risk of
five.

274. Petrol for private use will not he stored in office buildings or in
any of the out-houses.

R78, Smoking in store rooms or record rooms,-or in any place where
dry grass, straw, or combustible material of any kind is lying about, is
strictly prohibited,

876. One man from cach section will be detailed for fire duty each
week. e will be responsible for seeing that all necessary precatutions
agawst five are taken in his scetion, and he will remain ab duty in office
until all the other members of Lis section have left office for the day.
He will see that there are no signs of fire at the time when he leaves and
the section room is cloged.

277. With a view to preventing as far as possible the occurrence of
a fire, no smoxing whatever will be allowed in any of the office rooms
after 4-15 p.r.  This will engble the section clerk on fire duty to know

that, by the time he leaves office, the danger of any fire caused by
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smoking is unlikely. He will be responsible for seeing, when he goes
round the room before closing, that all the section lights and fires are
extinguished and electric fans switched off. '

(1i1) CoNSERVANCY

: .

278. The latrinegs and urinaries must be l\vpt absolutely clean byf
the sweepers ahd will be disinfected daily, phenyle or other disinfectant
being purchased from the office contingent grant for this purpose. Tar
will be purchased when required and supplied to the sweepers for coat-
ing the iron utensils in use internally and externally. The officer or
accountant on weekly inspection duty will immediately report any .
insanitary condition of the latrines or urinarics. :

(tv) GENERAL.

279. 1t is an important duty of Controllers to pay particular atten-
tion to the care and upkeep of the office buildings, compounds, out
houses, etc., of which they are in charge. It should be borne in mind
that the efficient working of an office depends, to a very large extent,
on the adequacy of the lighting arrangements and on the degree of
order, cleanliness, and tidiness which prevavils in the office and in its
immediate surroundings. Special abtention should be paid to the «
following pomts — e

(1) That all repairs and renewals are executed immediately they
become necessary.

(2) That the paint work and white-washing are maintained in good
condition and kept clean.

(3) That the provision of lights and fans or punkhas 1$ adequaté ]
to meet demands ; that suitable arrangements are made for
heating the offite, if necessary, in the cold weather, and for
the provision of hot weather appliances, e.g., tatties, in the
hot weather.

(4) That the office rooms are well lighted and airy, frequently
cleaned and disinfected, and unencumbered with unneces-
sary almirahs, racks, etc. In this connection it is recom-
mended that where necessary and possible arrangements for
overhead lighting should be made. This can often be done
by the insertion of a few glass tiles in the roof and, by suitable
screening, a diffused overhead light can be obtained thereby

(5) That provision is made for the supply of door mats, hat and
coat racks, waste-paper baskets, or other articles conduclve ~
to tidiness and order.

(6) That the office tables are arranged so as to obtain the bsst
advantage from the existing lighting arrangements, and tor
allow adequdte space for movement. |

(7T) That the office furniture is standardized as far as possible.




Apy

75

Furniture.

280. A register in O. F. 1612 sho wing all articles of stock (includin
furniture but excluding buildings, which are in the charge of. the M. K.
S.) in use in the office will be maintained by the General Section. All
receipts and issues should be recorded as they occur. The articles in
this register will be verified annually in the first week of Jangary by a
gazetted officer, assisted by an accountant and a clerk, and the result
will be recorded in the register. The dead stock owned by Government
will be valued by an expert from the local M. E. 8. or P. W. D.; this
valuation will be revised after every 3 years.

281. A list of articles supplied to each section will be furnished to
the superintendent of the section, who will check the articles in his
section once a quarter with reference to this list and report any dis-
crepancies to the officer in charge of the General Section. An inventory
of articles in officers’ rooms will be hang up in each room.

282. L. A. Os., Audit Officers (M. E. 8) and depot and. unit ac-
countants (including unit accountants of M. I, 8. formations) will submit
to the Controller, on the Ist December of each year, a list of dead stock
articles in their possession, which have not been supplied free by the
Barrack Department, and these lists will be checked with the dead
stock register maintained by the Gencral Section. I

The L. A. Os. and Audit Officers (M. E. 8.) will also check periodi-
cally the articles i the possession of unit accountants with the above
lists. i

283. Arrangements should be made to purchase any articles of
furniture necessary for L. A. Os., Audit Officers (M. E. 8.) and depét
and unit accountants (including unit accountants of M. K. S. forma-
tions) which are not supplied free by the Barrack Department. Such
articles should not be hired.

Field Equipment,

284. A complete list of all articles of fiold equipment on charge will
be maintained by the General Section. Particular attention should be
paid to the storage arrangements for such articles to ensure that there
is no risk of deterioration.

* 285, In order to avoid deterioration of the reserve stocks of stationery
(see Accounts Manual W ar), such stocks will not he kept locked up in
separate almirahs or boxes, but should be kept in separate pigeon holes
marked * Reserve Stationery ” with the ordinary stock intended for
current consumption. The articles of reserve stock liable to deteriorate
should be replaced as soon as the new consignment of stationery is
received from the Stationery Department and the articles so replaced
should be issued for ordinary use.




CHAPTER VIII.

! CORRESPONDENCE AND TELEGRAMS,

\ Correspondence.

(i) GENERAL.
286. Unless permission to the contrary has been obtained from the
M. A. G. all correspondence, inward and outward, will be received,

registered, issued and recorded in accordance with the system of Central

Registry laid down in Chapter I of Part II of this Manual.

287. Queries made by the Controller or other officer on inward
correspondence should invariably be replied to by the officer incharge
of the section, or superintendent concerned, on the same day, or the
first thing the following morning. If a complete reply cannot be given
within that time, the documents must be taken to the officer who asked
the question and the cause of delay explained.

288, It is of the utmost importance that all correspondence, bills,
cte., received in a Controller’s office should be dealt with promptly and
systematically. It should be the aim of each member of the establish-
ment to dispose of all letters, bills, ete., on the actual date of receipt, or
on the - following day at the latest. 1if any special difficulty s en-
countered, or delay is anticipated in dealing with a particular case, the
matter should be promptly brought to the notice of the superintendent,
who will inform the officer in charge of the section, if necessary. Under
no circuinstances should such cases be neglected for prolonged periods
in order that attention may be given to other work.

(11) OuTwARD CORRESPONDENCE.

289. The [ollowing are the general rules to be-observed for outward
, o 8
correspondence i—

(«) (i) With the exceptions mentioned in Notes 1 and 2 below no
communication implying any dissatisfaction or censure and
no letter to a Secretary to Government, to the Auditor
General or to General Officers Commanding or to any Army
authority superior to them (but not their staff officers) should
issue except under the signature of the Controller. .

Nore 1—In the absence of the Controlier from headquarters, such  letters n.»a,y" be -4
signed by the next senior officer ** for Controller . ; :

Nore 2:~——.l’urcly routine corrospondence, addressed to. any of the officers mentironﬂiif ‘
above, may be sigued * for Controller ” by officers in charge of sections. e

(76)




o

e

) If after the issue of two 1emmders,k 1epheé
, fromlumts and”ﬁmmatlons are still out:
e ,

portane
and acceptable re
- heen addueed by t

(ml)_, When the correspon&en ns
‘ vouchers or any question f brmgmg
' t

ﬁicers may ubmxt the porﬁs referred to
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(1)) Communications addressed to the M. A. G. or to Command

Controllers, or to Army or Command Headquarters, on ques-

tions involving audit decisions and interpretations of Govern-

ment orders, or on important matters on which the Con-

troller’s opinion is reqtured should be signed by the Con-

troller himself or, in his.absence, by the next senior officer,
“ for Controller ”

(iii) Letters addressed to the M. A. G., Army, Command, District

(b

(1)

()

and Brigade Headquarters on ordinary matters relating to
the sections under the control of superior service officers
may be signed by those officers and issued under their official
designations. Similarly, stereotyped statistical reburns and
statements intended for the authorities mentioned in this
d&ub@ as well as all letters to the Pay Section of the M. /

’s office, may be signed under their official designations b y
the Superior Service officer or D. A. C. M. A. in charge of
the section from which such returns or letters emanate.

Junior Cs. M. A, D. Cs. M. A, A. Cs. M. A. and D. A. Cs. M. A.
will sign letters, ete., issued under their own authority as
- such, and not  for Controller . Signatures  for Controller
will only be used when another officer is acting on
behalf of the Controller or in the circumstances mcmimnrd
in («) above. In,cases where the Controlier has been con-
sulted, the ]'1111101 officer who has consulted him should
commence his communication with the w uzd~ “Tam directed,
etc.”
The aubywt matter of correspondence should invariably _bo
entered at the head of each letter.

A reminder should state the subject and not merely the nunmiber
and date of the letter, to which attention is drawn.

Initials and names in all manuscript documents should be hand
printed in Block Capitals, i
Letters should bear the date of despatch and not that of the
draft, or the date when copied. When a reply to a letter
recoived is likely to be delayed for want of answers to side
veferences, or for any other reasons, an ad inferim re ply

should always be sent.

Information required by Coutrollers from Army Headquarters
10[ purposes of higher audit should be obtdlnnd through the
LAl G.

Oﬁlcml letters should be addressed to officers by their official
designation, and should not bear any name on the cover,
unless intended for an officer personally.

When an officer is to be addressed by name, or when the name
of an officer i1s given in official correspondence, particular
care should be taken to spell the name correctly, to use the
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correct ceremonious mode of address, and to add letters
indicating distinctions, honours and titles, or membership
of particular orders to which the officer is entitled.

(/) The numbers and dates of letters, or resolutions of the Govern-
‘ment of India, which.have not been promulgated to General
Officers Commanding and Heads of Departments, should not
be quoted in official correspondence with officers outside the
Department.  When, however, it is absolutely necessary to
refer to such orders, their substance, or an extract therefrom
may, if required, be furnished.

(i) S1eNiNe oF RouTiNg (ORRESPONDENGE,

R90. The M. A. G., at his discretion, authorizes selocted superinten-
dents of his and Controllers’ offices to sign routine correspondence of
the nature specified below :— '

(1) Acknowledgments of letters, excepting those received from
Heads of Departments and other high officials, '

(2) First reminders, except to heads of Departiments and high
officials, and replies to reminders when re plies to the original

' letters have already been sent.
(3) Transmitting correspondence wrongly sent,
A - \ . . . -

(4) Letters or memoranda calling for or torwarding copies of docu-
ments. i

(5) Correspondence of a merely routine nature with L. A. Os. and
with unit or depdt accountants. :

(6) Oftice notes of a routine nature passing between different sec-
tions of the office.

(7) Signing of fair or post copics of telegrams.

(8) Inter-departmental and London Account Current Schedules sont
to audit sections.

(9) Extracts from objection statements received on outward Tix-
change accounts sent to audit sections. ’

(10) Replies to references of a routine nature made by agents or
bankers in connection with the payment of monthly pay
aud allowances of officers. |

(11) Letters to accountants and clerks of their respective Military
Accounts Offices directing them to appear before the Staft
or Civil Surgeon for medical examination, and communi.
cations regarding the grant of leave to them, after orders
have been passed on each case. (In such cases the letter
should commence with the words “ T am directed )

(12) Letters or memoranda calling for the concurrence of Con- v
trollers, ete., to raising original debits and credits in Mareh
Final and Supplementary accounts.




. No.500f1935,
ge 79, puragroph 260— ;
Renumber the existing item (17) as item (23) and

nsers the iollowmg as iters (17), (18), (19) (201, (21)
a,nd (22) — .

L. (17) Rephea to enqmnes from Pension Disbursing
= Offcors relating to :— ’

(a) Correct classification of pensions.

() Correct classification of payment schedules,

(¢) Correct form on which payment schedules
are to be prepared.
(18) Correspondence with the Pension Disbursing
Officers in connection with their annual indents of India
- Army Forms, etc.
< (19) Correspondence with Pensmn Paying Officers
relating to allotment of Treasury or Head Office serial

numbers

(20) Slgnmg of 2nd reminders to Pension Disburs-
ng Officers.

(21) Memo. forwarding list of pensioners Wwho
ailed to draw pensions within one year.
(22) Letters or memoranda calling for :—

(@) Selling rates of noe prevalent in dlfferent

(b) The'dates on whwh the first payment of
. pension at the ongmal or revised rate .
has been made. ~

The dates and month’s a,ccounts in . wihich
recoveries effected trom the pensioners
WIH be found crechted to Govexnment

whom debits for the cost of ra.xlway
rrants have been recenred ‘
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. (13) Letters or memoranda furnishing or calling for information
pertamning to exchange accounts, priced aceounts, compila-
tlons, ete.

(14) Letters or memoranda calling for acknowledgments of amounts
outstanding under Debt Heads, e.g., motor car advances,
ete.

(15) Memoranda forwarding list of cheques to L. A. Os. and to other
Controllers.

_~(16) Memoranda to Railway authorities calling for rail fares in cases
where they are disputed by officers.

) (;gi’ “Any other class of routine correspondence as may be decided
- under orders of the Military Accountant General from time
to time.

[Ty

Nors 1.—Tn order to avoid unnecessary delay in the settlement of objections which
remain outstanding for want of information from or verification by L. A, Os. of other
Commands or Districts, L. A. Os. are authorised to correspond direct with L. A. Os. of
other Commands or Districts on routine matters only.  All important matters will
be addressed through their respective Controllers.

Nore 2.—Senior accountants in rharge of cost accounting sections of Arsenals or

Depots may sign *“ for Controller of Military Accounts” all routine correspondence
affecting cost accounts,

(iv) SuBMISSION OF DRAFTS.

291. In drafting replies to and dealing with letters the following
rules should be observed :—

(1) Drafts should be worded as clearly and as concisely as possible,

(2) Wherever a simple endorsement will suffice, a separate for-
warding letter or memorandum should not be written.

(3) All instructions should be conveyed in a becoming and courte-
ous style, and the language used should clearly convey the
meaning intended.

(4) When enclosures are forwarded, they should be described in the
margin, or, if they are numerous, in a separate schedule.

(5) Paragraphs should be numbered and all drafts should be initial-
led and dated by the clerk and the superintendent. '

(6) Before a decision or ruling is asked for, it should be definitely
ascertained that the question at issue has not been decided
or referred to previously.

(7) In cases where rulings or decisions are given, and the authority
or ground of such ruling is not given in the body of the reply,
the latter should be noted in the margin of the draft for office
guidance only.

(8) No additions or alterations should be made by a subordinate »
to a draft passed by a gazetted officer without the previous
consent and under the initials of that officer.
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(9) Demi-official correspondence should not be quoted in official *
correspondence. .

(10) Separate letters should be written on distinct subjects.

(11) Replies and acknowledgments to all confidential and secret
‘communications should be treated as Confidential ” or
¥ Secret ’, as the case may be.

292. A superintendent should not submit a draft to an officer for
approval without seeing that, apart from the correctness of the draft,
the following requirements are fulfilled :—

(1) that the inward number of the letter, or letbers, disposed of in
the draft is noted in the space provided on the left hand
side of the draft form or, in the case of carhon memoranda,
ete., prominently in red ink on the office copy of the memo-
randum, ete, ; :

(2) whether a reminder is required or not, and if so, that the date
on which the reminder is to issue is noted in the space provided
: on the left hand margin of the draft form, or, in the case
of carbon memoranda, cte., prominently in red ink on the
office copy of the memorandum, ete., thus * Reminder due
208h September 19287, abbreviated to “R. D. 20-9-

e b

(3) that the section letter and file No. are hoth entered at the top
of the draft or office copy. These should he entered in such
a way as to leave sufficient space for the despatcher to enter
the outward despatch number of the letter 5

(1) that all drafts are marked  Final” (F) if they are final dis-
posals, or ““ Not Final” (N. F.) if they are temporary dis-
posals ; '

(5) that all connected references have been duly flagged or page
numbered in the draft. : :

(v) InrersecrioNan CORRESPONDENCH.

293. References between different sections of an office, where neces-
sury, should be made by office notes, query forms (I. A. F. Z-2020) or
carbon memorandum form (I. A. F. Z-2011) and not in official letters.
These communications should be sent through transit books and should
in no case be registered in the inward or outward registers of letters.

Such communications should be restricted to important matters ;
in matters of a routine nature any information necessary from other
sections should be obtained on deputation slips (0. F. 1619), or verbally
with the permission of the Superintendent.
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(vi) Orrice NoTas.

294. Tn submitting office notes for the orders of the Controller or
other officer, the following points should be observed : —
() The office note should contain :—
(1) the facts of the case ;
(i) the orders bearing on the subject ;

(iii) the specific point or points on which the orders of the -
Controller, or officer in charge of the section or group
are required ;

(iv) precedents in cases where there are no authoritative rulings ;

(v) an opinion and the grounds on which the opinion is based ;

or :

(vi) the course of action recommended and the reason why it is
recommended.

(b)) When a definite statement is made in an office note, the autho-
rity for it should invariably be quoted. When there is a
doubt on any point it must be so stated in the note, the
reasons why a definite conclusion cannot be arrived at being
clearly set forth.

(¢) The précis or note put up by an assistant should not be corrected
by the superintendent to the extent of altering the meaning
thereof. If the Superintendent does not agree with the
assistant he should discuss the case with him. If the Assis-
tant then agrees with the Superintendent he should submit
a fresh note; if not, the Superintendent should record his
views below those of the assistant. Similar action should
be talken by any officer who disagrees with a note written
by one of his Superintendents and which has to be sub-
mitted to a superior officer. Office notes will not be pasted
over or erased.  Any correction found necessary will be made
in ink.

(vii) Farr CoriEs anD TyrING.

-295. 1t is a matter of great importance that all fair copies - issuing
from a Controller’s oflice should do so in a clean state and free from
pin-holes, marks or other disfigurements. As a general rule all letters,
ete., addressed to the following should be typed :—

Government of India.

Army Headquarters.

India Office and War Ofiico.

Auditor General.

Financial Adviser (Military Tinance),
M AL G
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Local Governments,

Heads of Departments.

Command, District and Brigade Headquarters.
Director of Army Audit.

Other high Civil and Military Officers.

296. Detailed instructions regarding the preparation and disposal
of fair copies will be found in Chapter I of Part II of this Manual.

\

(viil)) ENDORSEMENTS.

R97. The following instructions should be observed when dealing
with letters, etc., received in a Controller’s office for onward trans-
mission to higher authority or to another office :—-

(1) The forwarding draft endorsement should contain a note of the
number and date of the letter to be forwarded, and a brief
summary of its contents.

Below this will' be entered the word “ Forwarded ” and an
other remarks which are to be typed or copied on the for-
warding endorsement. " |

(2) When letters to be forwarded are received in duplicate the
original only will be forwarded and the duplicate retained
for future reference.

\

N.B.—Headquarters of Commands, Districts and Brigades, should be asked to
send letters in duplicate, when they are required to be forwarded by the Controller to
higher authority.

(3) Wherever it is possible to do 80, & copy of the forwarding en-
dorsement should be sent to the officer whose letter is being

forwarded, quoting the number, date, and subject of that
letter.

(4) If letters to be forwarded are received only in original, a copy
should be retained for reference if necessary.

(5) Care should be taken that letters to he forwarded are not dis-

figured by initials, remarks, or instructions, ete.; if instrue-
tions are necessary, they should be given either on the
duplicate copy of the letter, or if there is no duplicate copy,
on a separate slip.

(6) If space permits of it, a torwarding endorsement may be typed
below the letter being forwarded but should not be typed
on the reverse of it as this often results in its being illegible.
As a general rule, the endorsement should be typed on a
separate sheet of paper.

(ix) CoNFIDENTIAL (ORRESPONDENCE.

®98. All confidential documents will be retained in the custody of
the officer in charge or superintendent of the section concerned, Cop-
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fidential papers will on no account
the office.

299. A register in 0. F. 1622 fo
correspondence will be maintained i

pass in the usual course through

r vecording the receipt of the above
n the General Section. Confidential

letters, after being diaried in the register, will be handed over personally
to the officer in charge of the section concerned for disposal. .

300. The despatch *of confidential correspondence may be made
through the ordinary office despatch registers, but the entries thereon
should afford no clue as to the contents of the documents and should
refer only to the entries in the confidential register.

361. Confidential correspondence requiring copying should be copied

by a selected trustworthy clerk.

302. Confidential papers relating to an otherwise ordinary case or
correspondence should not ordinarily be ‘brought on to the file con-
cerned ; a sheet of foolscap containing a skeleton note only of the fact
that such and such a document bearing on the matter is recorded with
the confidential papers may be placed for reference in the proper posi-
tion on the case. If it is found necessary or convenient to record the

confidential document on the case

file must then ipso facto be treated thenceforward as confidential

When confidential letters, circulars,

or file concerned, the whole case or

.

ete., are printed or cyclostyled, ete.

the minimum possible number of copies should be struck off : the drafs

of the letter or circular should show
ete., and their distribution.

308. Confidential papers despate

the exact number of copies printed,

hed from the office should be placed

in double covers, the inner one (which should be sealed) only being
marked “ Confidential * and superscribed with the name or designation
of the addressee and the number and date of the communication en-
closed ‘therein on the top left hand corner, and the designation of the
office of origin in the bottom left hand corner ; the outer one should be

addressed in the ordinary manner,

(x) SEcRET CORRESPONDENCE.

804. All secret documents will be retained in the personal custody
of, and always under lock and key by the Controller ov the senior officer

In his absence. Secret papers wil
course through the office.

l on no account pass in the usual

305. Separate registers for the receipt and despateh of secret corres-

pondence should be maintained by

the Controller, or officer in charge

of the General Section; these registers should also be kept under lock

“and key when not in actual use,

306. Secret correspondence tran
in the office should pass from hand
sent in sealed covers.

smitted from one officer to another
to hand by personal delivery or be

307. Secret correspondence requiring copying should he copied by
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a selected, trustworthy clerk in the room and in the presence of the
officer concerned. ' i J .

308. Secret papers despatched from the office should be placed in
double covers, the inner one (which should be sealed) only being marked
“Secret? and supersoribed only with the name or designation of the
ad-lresseeand the number and date of the communication enclosed therein
on the top left hand corner, and the designation of the office of origin
in the bottom left hand corner; the outer one should be addressed in
the ordinaky manner.

309. Detailed instructions regarding the receipt, custody, and dis-
o - fliise . 2 iz .
posal of secret documents are contained in the Revised Instructions for
Distribution, Custody, ete., of Secret and Confidential Books.

Telegrams. . :
810. (General rules for sending state telegrams are laid down in the
Regulations for the Army in India; in addition, the following rules
should be observed when dealing with or drafting telegrams i—

(1) Telegrams should not be issued unnecessarily and no telegram
| should be sent when a reference by letter would reach its
destination as quickly as a telegram or when the delay, if
any, will not cause appreciable inconvenience. Telegrams
by post, i.e., communications in the form of telegrams bub
*  sent by postand express letters should issue unless a telegram
is really necessary. Recourse to telegrams should be had
only in cases where delay in getting information by letter :
is likely to cause inconvenience to the public service. )

(2) Particular care should be taken to limit the number of words
" in a telegram without prejudice to clearness and to avoid the
inclusion of any unnecessary details. e

(3) When telegrams are sent in Code every care should be taken
grams are properly codified according to the instructions on
the subject in the Government Telegraph Code and other
orders.

(1) Tn all cases a post copy of the message should be despatched
the same day. To ensure accuracy in figures the totals of
fieures communicated should be expressed in words and

=i i ¢ 5 i 5 i1
their halves or doubles should also be mentioned in the
message,

(%) Officers or offices outside should not be asked to furnish replies
by telegram unless it is absolutely necessary that the in--
formation called for should be furnished by a date which
does not admit of the reply being sent by post.

6) The number as well as the length of telegraphic communications
to the India Office and War Office should be limited as far as
possible, :

{
L

to ensure that the correct Code is used and that the tele-




CHAPTER IX,

GENERAL RULES REGARDING THE CONDUCT AND DISPOSAL OF
i WORK.

Attendance at Office,

(i) HoURS OF ATTENDANCE.

311. The normal hours of attendance at office are from 10-30 a.m,
to 4-30 p.m. daily, with an interval from 2 to 2:30 p.u. for tiffin or relaxa-
tion. On-Saturdays the office will close at 2 P.M., provided that work
is current. Controllers may change the office hours at their digeretion,
if absolutely necessary, to suit the convenience of the local military
authorities, or where extreme weather conditions render such a course
desirable ; but in no case will the total hours of attendance he reduced
below 6 hours on full working days, and 31 hours on Saturdays. Sub-
ject to the above condition, the hours of attendance of accountants
and clerks attached to units and formations may also be altered by
Controllers, if such a conrse is specially desired by Officers Command-
ing.’

312. The hour of attendance, viz., 10-30 A0, is the time by which
every member of the establishment is expected to he not merely in
office but in his seat and at work, unless special permission has been
granted for late attendance,

(ii) ATTENDANCE REGISTERS.

313. Au attendance register (U. . 1607) will be maintained in as
many volumes as may be convenient and every accountant and clerk,
other than superintendents, will be required to sign his name therein,
and enter the time of his arrival in the place provided for this purpose.
A fixed number will be allotted to each accountant and clerk for signa-
ture against it. ;

Record clerks and menials will also sign in the attendance register
and enter the time of their arrival.

Superintendents, D. A, Cs. M. A, and Superior Service officers will
initial in the attendance register daily, after whicl the registers will be

submitted to the Controller, or officer in charge of the (leneral Section,

814. The attendance registers will be removed punctually at 10-35
AM., with a view to late attendance, and absence from any cause, being
(85)
G
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noted on the page provided for this purpose. An abstract of all late
attendance will be made out monthly on O. F. 1605 by the General
Section and submitted for the Controller’s information, and any action
he may consider necessary in respect of those who frequently attend
office late. : '

815. Regularity and punctuality in attendance are deemed so im-.
portant that they should be taken into consideration| in framing con-
fidential reports, and determining annual increments of salary ; alsoin
granting leave, etec.

{iv) Hormmavs.

316. Provided the state of work permits of it, the office will be
entirely closed on gazetted holidays, whether Government of India
closed holidays, or local holidays notitied in the ILocal Government
Gazette as holidays under the Negotiable Instruments Act,

Local holidays not notified in the Loeal (tovernment Gazette, or
halt holidays may he granted at the discretion of Countrollers when
0Ceasion Hrises ; L

Nors.—Accountants and clerks attached to units and formations may, with the
permission of the Officer Commanding, avail thenselves of tire holidays taken by the

unit or forination to which they are attached for duty. %

317. Whenever the office is closed for more thap two successive
days, officers in charge of sections should make their own arrangements
for the dispoesal of urgent work and for the attendance of members of
the establishment, when necessary, in connection with arrears of work,:

818. Should the urgency of work require attendance sither before
or alter the usual hours, or on gazetted or other holidays it must be
freely given and without claim to any additional remuneration. Such
extra attendance should be arranged for by the section superintendent;
subject to the approval of the officer in charge of the section.

Office Orders. i

318. Two books for the record of Part T or * Permanent ” and
Part II or “ Temporary” Office Orders will be maintained in each
office. In the former will be recorded all orders relating to the pro-
cedure and internal working of the office.  The latter will contain orders
lating to personuel of the office, such as appointments, transfers,
prowotions, punishments, ete.  Separate serial numbers will be given
to the orders in each book and the letters “ P ” and * T will be used
to distinguish each series of orders. Fresh numbers will be started
from the 1st April of each year. Copies of all office orders will be supplied
to the sections concerned, and the personnel of sections are
responsible for making themselves acquainted with those orders. Ignor-
auce of the orders will in no circumstances be accepted as an excuse
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for non-compliance therewith. Copies of all orders which concern
L. A. Os., Audit Officers (M. E. 8.) and unit and depdt accountants will
be sent to them.

Instructional Orders.

320. Each section Wﬂl maintain a book of Instructional Orders,
given by the officer in immediate or general charge of the section rela-
ting to the detailed work of the section, or in amplification of orders
issued by a higher authority. All such Instructional Orders will be
noted and initialled by the superintendent and all clerks in the section. -

Note Books.

321. Note Books in I. A. F. A-487 will be kept up by all superin-
tendents and assistants. All important decisions or orders affecting
the work dealt with in the section, e.g., A. Is. (1), M. A. G.’s audit deci-
sions, ete., as well as decisions on office notes, or in letters issuing from
the office; will be entered by superintendents in their note books under
the appropriate heading and suitably indexed. The note books main-
tained by assistants will contain decisions and orders, etc., pertaining
to the particular portion of work done by each. ] '

322. The note books referred to in the preceding para. should be
regarded as section redords and should not be removed from the sec-
tions. They should be handed over by the superintendent and assistants
to their successors on transfer from the section or office, The note
books kept up by assistants will be examined monthly by the superin-
tendent ; the section note hook maintained by the superintendent will
be examined quarterly by the officer in charge of the section.

Distribution of work in Sections,

323. The work in each section will be divided into g number of
portions corresponding to the number of assistants (excluding leave
reserve) authorised for the section. This distribution by numbers will
be shown on a hoard to be maintained by each Superintendent. The
numbers will remain constant although assistants may he changed
(e.g., the clerk doing portion No. 3 will always be clerk No. 3). The
superintendent of the section is entirely responsible for the equitable
distribution of the work having regard to the- capacity and ability of
the several clerks in the Section, and he will make such temporary
small adjustments of work within the section as the daily varying condi-
tions may render desirable.

Work Books.

Each clerk will maintain a Work Book in which ali letters, bills,
accounts, etc., received by him in the course of a day should be entered

H




No. 43 of 1935.

‘ollowing as paragraph 397k

dermentioned Controllers will be responsible
corrections to the parts of the Manuals, ete.,
inst them and for seeing that these parts are
‘date in all respects :—

; mental Regulations .. C.M.A. and P., Lahore.
mmand and District Offices  C. M. A,, E. C., Meerut.

A. F. Accounts .. Or.of R.A.F. Accounts.
Mﬂ‘ii';a.ry Pension Accounts .. C.M. A. and P., Lahore.

aﬂwa.y and Passage Ac-

C. A.F. A,, Calcutta.
Army‘Factory Accounts .. C.A.TF.A, Calcutta.

Marine Accounts .. Cr. of Naval Accounts.

t Officers Hand Book, (exceptr ; ;
n VII, Part I) i ... C.M. A, Southern Com-
- mvand.
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_ Necessary action for
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corrections to Section VII.
ferred to above, will how-
ken by the C. M. A, 8. C.,
2] manner).

18th July 1935.)

guthority :—M. A. G.’s No. 1071-An.[E., dated
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under that date. The disposals will be marked off by him against the
items concerned. These work books should be regularly inspected by
the superintendents of sections ; the officers in charge of sections should
also inspect them occasionally. ¢

324. In addition to the Work Book, each assistant will mainta
4 Reminder Book in which he will keep a list of all letters to whi
it is necessary to issue reminders. The Reminder Book will be kep
up to date by entering all letbers received, which render the issue of
reminders unnecessary, as well as a note of the date of reminders actually
issued. : .

N.B.—The orders in paragraphs 323 and 324 should not be departed from in
office as a whole without special permission of the M. A. (., but there is no objectio
to Controllers making experiments in one or two sections with a view to trying ou
methods which appear to be an improvement on those prescribed. .

Books of Regulations,

395. Controllers will arrange for one complete seb of all necessary
Codes, Regulations, Manuals, etc., to be provided for each gazetted post
controlled by them. -

The responsibility for the custody, maintenance and correction of
the publications will devolve on the officers actually holding the posts
and they will be required to hand them over to ther successors when
+ransterred or otherwise vacating their posts. L

To provide for the case of probationers, each Command Controller
will maintain an extra set of Codes, Regulations, etc., in his office .
library, keeping them corrected up to date. These will be loaned to
the probationer on his joining for training and will be returned by him
on the completion of his probation. When the return of the books
cannot be effected personally the cost of their conveyance by goods
#rain may be admitted as a charge against Government. S

326, Books of regulations, codes, etc., received for use in the office
will be stamped with the office stamp in such a way that the impression
cannob be easily cut out or removed. After distribution to the sections,
the books will be further marked on the edge with the name of the sev
tion and in brackets, the number of the assistant to whom allotted, e.g.,
if the Officers section are given 6 copies of any book of regulations, these
will be marked ¢ Officers (Supdt.)” or * Officers (No. 1)” 1 0fieenn
(No. 2) 7, ete., as the case may be. e

The Record Section will keep a record on 0. F, 1601 of the distribu-
tion of books of regulations to officers, sections, etc. S

397, The books will be distributed amongst the superintend&n@ and
elarks under the orders of the officer in charge, a register, showing the

i



Page 8, paragraph 324— .

- (*afwe“hlsparanghand substitute the following :—

. o EicH‘Section will maintain a ¢ Reminder Cabinet ’

| : , a8 re;}uired :
by paragraph 8 of the Appendix to Chapter 1X.” - '

b(Armendment to Office Ma-ixua,i, Part L).

. No. 33 of 1031,
~ Page 88, paragraph 324 .

. Coned tho « . below this paragraph.

(Ameﬁdment to Office Manual, Part L)

- . No.440f1931.
Page 88, paragraph 325—.

~The first two sentences of the last sub-paragraph of .
~ this paragraph are reconstructed as follows :—

“To provide : for the use of | probationers, the

- Controller of Military Accounts, Northern
Command, will maintain three extra sets
and each’ of the other Command Controllers
including the Controller of Military Accounts
and Pensions two sets of Codes, Regulations,
etc., in his office library, keeping them cor..
rected up to date. One set will be loaned to
each probatiozer, on his joining fot training,
and it will be returned by him on the comple-
tion of his probation.” = -

(Amendment to Ofﬁoe‘ lManﬁa.I, Part1”,)
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distribusion veing maintained in the personal custody of the superin

tendent in the following form :—

’ e ,f

! I i
Date | | Name of superin- | To whom handed | :
Of 1 Number of copies. | tendpnja 0r number Signature. | over, signature | REMARE
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' f whom issued, | | i | b
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|

|
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i
{
!

|
|
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i |
! i
!
J |
i

i
t %

. The full signature of the clerks concerned should be taken in columns
4 and 5, and they will be responsible for the safe custody of the book or
books until they are handed over or returned. Unless special arrange-
ments are made for pasting in corrections slips they will also be respon-
sible that the books are kept corrected upto date.

In the register a number of pages should be allotted to the record

of the books in charge of the superintendent and of each assistant so
a3 to allow of plenty of space for subsequent transfers of hooks.

Registers,

S28. A list of registers to be maintained in each section and the
dates on which they are to be submitted for Inspection will be prepared
and kept in charge of the superintendent who will be responsible for the

* submission of eqch register on due date. A copy of the list will also

be hung ix the room of the officer in chargeto enable him to watch the

e punctual submission of registers. No unauthorised registers will be
o ' maintained.

Bach register will be provided with fly-leaf instructions for its main-
tenance and these instructions will be strietly adhered to

Nore.—R, ters which are seen or initialled by tae Officer in charge of a section S
every time g f 'y is made need not be submitted. for periodical examination bus
sheuld invari

ed in the list referted to  above,

Reports aud Returns,
and returns to be rendered by the Departmens
1dia Army Form Z-2000 and in the M A
‘amp, dated the Ist February 1928, ‘

330. The superintendent of each section of the office will maintain
a statement showing the refurns and statements due from it, together
with the due dates for their submission and the names of the authorities
to whom they are due. Another statement will also be kept up by

¢
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him showing the dates by which the audit of various accounts, ete.,
received in the section is to be completed and the dates on which objec-
tions are to issue. Copies of these statements will also be hung in the

rooms of the officers in charge to enable them to watch the regular su

mission of returns, statements, etc., and the issue of audit objections

Statements will also be maintained by the superintendent of ea
section showing' the various due dates of the teturns and account
due to it from other offices or sections and the actual dates o

receipt. :

331, All reports and returns must be submitted on the prescribed
dates. If any of the dates fall on a holiday, care should be taken tha
the return is submitted on the previous working day. In the cas
long holidays, arrangements will be made for the submission by d
‘dates of all returns, etc., which cannot be completed before the holiday:
commence. Should any delay be anticipated in the submission of a
return, the superintendent will bring the matter personally to the notice
of the officer in charge of the section, '

who will inform the Controller if
necessary. . e

939, All accounts, reports and returns which are directed to be
furnished to the Department will be called for if not received on due
dates. Unless there ig-anything exceptional in the case, one call only
will be made, and if a reply thereto or the document called for is not

received withip-a reasonable time, the neglect will be reported by the

Controller 6 the Head of the Department from which the return is

due, or to the immediate superior of the officer responsible for the delay.
Tn the event of continued omission on the part of anofficer to furnish
information or documents required, or neglect on his partto adhere to
authorised forms, etc., the Controller should report the matter to th
Brigade or District Commander or the G. O. (' -in-C. of the Command,
Army Headquartbers, India, or the Governt sent of India, as the case
may require.

MMonthly Progress Report.

333. A monthly progress report o I A. F. A-483 showing the state
of work in each office on the ond Saturday of a month will be despatched
by Clontrollers not later than the 3rd Saturday of each month to‘_’qh'(gj .

M. A. G.
Test Audit Reports.

334, All facilities possible will be given to the Test Audit staff and
all reports or objections issued by them will be dealt with fully and
expeditiously. In the event of any difference of opinion between the
Test Audit staff and the Controller, in regard to objections raised by
ihe former, the Controller should take action to give

effect to the objec- .
should report the matter for the orders of the M. A:G. Where f

tions and
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a difference of opinion exists in regard to a matter of andit or office
procedure it will rest with the Depm‘y or Agsistant Director of Army
Audit to report the case to the Director of Army Audit if he considers
this necessary.

i e e
No. 13 of 1934. ,GF/T F,Vi.ew
Page 91— .
Delete paragraphs 335 and 336. - first Dills
(Amendment to Office Manual, Part 1.} sanction-

* eme. ing revised rates of
e, %%—- e 2 e
The review of audif
minate or reduce enstmg 3

Ay, tmveilmo aiiomanpen, passage concessions, ete,
t srnment orders which ter-
lowances, congéssions or scales of issue,

The A. Is,, (I.), or other or
time to time in Part I Office Order

e reviewed will be notified from

The gazetted officers will sdbmit a™seport to the Controller as soon
as the review is completed” stating thersin the particular month’s
accounts or bills thus 1;g’,xziéweél by them and the result of such review.

xeview of audit, the
Gener(d Section, il maintain a register in the form™Ngppended helow
and wil complefp columns 4, 5 and 6, thereof on receipt ofgports from
the reviewing officers. The register, together with the reportdwJyill be
bl.bnui/tcd periodically to the (,’(mhoﬂei for his remarks which will lie
commiunicated to the officers concerned for such action as may he
nc;tgs;m'y. :

il 336. With a view “to watching the progress o

Register of Review of Audit by Gazetted Officers.

Dechion———— e
L i No. and Particular | |
No. :m(} date of | montl’s Date of Result of the i
date of —Date of T 016 ! acconnt, recciph of review of Remarks  of
Clavern- receipt. ordering the claim or bill | report, andif, the ¢4 M. A,
ment I Teview. od 1 |

arders,




L

A
B

W/ '\’ to the section rimarily concerned ‘with their disposal and the
o n primarily c disposa

\&’ \

- register. ‘ ,

~ Inspection Reports.
387. All inspection reports on th :

received in the office will be made dvs

firgt instance. A register in manug:

, General Section, and particulars of lall ;
./ After entry in the register, the i

¢ of the section superintendent,/receiving the reports, obtained

388, These reports mus
in their disposal is antici
reason and the ¢xpecte
General Section. |

are 0 be filed, they

dealt with expeditiously, and i
ed or occurs for any special reason,
jdate of submission will be reported to
the reports have been finally disposed of
ill be forwarded to the General Section w
view to this fact being entered in the register, and the entry initi
by the officer in chdrge of the General Section. The General Sect
will be responsible for watching the disposal of inspection repor
will take suitable action in the matter if any delay occurs.
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No. 34 of 1931.
Puage 92

Cancel the existing paragraphs 337 and 338 and substitute
following :— i

Paragraph 337.-- Officers in charge of groups and sections iy
main office should realise that they are responsible not only for
actual work done in the main office, but are also responsible for Seeing
as far 28 possible that the accounting and local audit work connecty
with their groups or sections done ontside the office is conducted
efficiently. Thig responsibility can be discharged by an intelligey
examination of the state of the accounts prepared by unit accountanty
and of objection statements issued by Local Audit Officers.

In addition all local audit objection statements and inspection g
ports, which have been finally settled by the section officer, will be gep
to the group officer for serutiny and filing orders. ”’

Paragraph 338.—[Blaok.]

{Amendment to Office Manual, Part 1)



*

Koo 26 of 1893,

Page 9, padds J37—

ragraph below paragraph 53

[nsert as a sub-pa
amended by correction glip No. 34 51
“he  instructions with rvegard to review by
Superior Service Officers of local anudit and insp
tions carried out by the Local Audit Officers

contained in Appendix Eh
: (Amendment to Office

Manual, Part,

—_—




D0 ol 1985,

Clancel the existi
following :—

paragry
of 1931
to review by
audit an& 1
Audit  Officers

CThe ingtructions with vegard
Supevior dervice Officers of loe:
. : tions «:;,x‘x'yz:.d out by the Loca
veﬂ]cle_nﬂy This re containedf in Appendix 11."”
examination of the s / , _

;ib. s | / (Amendment {
and of pbjection sta i

In/addition all local audit g‘i)]ectlon STATBIUCIUS @bfs tuwpuuvmr.
portd, which have been finally/settled by the section officer, will be se

to the group officer for scrutiny and filing orders. ”

Office Manuél, |

{ /
Paragraph 538.—[Blank.] : l :
(Amendment to Office Manual, Parb 1)



No. 34 of 1935.

ollowing as a second sub-paragraph fo
4 Appendix to Chapter IX :—

\wtion files of Government, M. A. G.’s and
stters, ete., will not be allotted any serial
he perlod to which each such file pertains
Iy be recorded there-on.”’

ty :——M. A. G.’s No, 322-An.|E., dated 8th
935.)




2 ' .
(//

cno as @ fresh clause below () wnder

Chapter IX — -

L omoA G B Qrs.
£all under (e)

No. 31 of 1935.

’ :

iles of Governimen

otters, ete. which do ot
92

bove-

No. 32 of 193b.

occurring in line 3 of the Correction slip
034, to paragraph 4, Appendix to Chapter IX,
( d) !’.




- No. 41 of 1931,
Appendm to Chapter IX, as inserted by amendment ‘No._ 35 of

Délete the lotter * T from the distinguishing letters B.T.and L. T,
pea.mno' agmnqt the Units (B. T.) and Units (L. .T.) sectmns, respec-

yl
qdments to ¢ Office Manual, Part I,



- - » ®

- Record
- Genersl ; i % i
- Accounts . " . . L

. Compilation . - . .
_ Disbursement - . . .
Units (B. T2) .

Units (1. T.) . £ .
Officers  » ; - : :

Stores . . s A
Transportation . . ‘
Military Engineering Services .

- Fstimate . . { = -

Establishment and Miscellaneous

No. 3b of 1931.

sert the following as AppendiX to Chapter IX:—

System of Filing.

.

»

Fach section of the office .will have a distinguishing letter,
o entered on all outward correspondence a8 well as on
o respective sections, a8 det?ﬂed below :—

fur=zorwdaEPQ®

which
the files

= 3



No. 42 of 1931,
- 73‘1&ppendix to Chapter IX, as inserted by amendment No. 35 of

Parg, 2—

 Insert “should ” for the word « may ”’ in the last sentence of the
para.

Amendments to « Office Mamual, Part 1,




2 A flewill consist of a jacket or Case cove
which will be shown the subject of the file, the
f the section followed by a 1un
11 be filed serially according
oldest at the bottom and the |
will b

and jssue,
D. 0. correspond
I8 considered u

apers in connection with wh
e may be numbered.
3. ‘Examples of the
1 Annexure A. It wil
g types :—

- (6) Files for individuals, _
. (b) Files for particular classes of individuals,
_ (¢) Files for subjects. S heans 4

n order to avoid bulky files, 8 new file of the same number will be
opened when the file in use has reached a bulk equivalent to 80 pages.
Subsequent correspondence will be filed in the current file. When 3 new
. file ig opened in continuation of a closed file, it will receive the same
' number as jts predecessor. If, however, the individual, class or subject
. i8 new, the new file wil be given a new number, ‘ ‘

4 A register will be maintained in each
. numbers and subject matters of the filesfwill be recorded in serial
- :numerieal order, Each section wil] be given s sep

arate series of numbers

- from 1 onwargs. When a new file is opened the next geria] number
after the last number op the register will be allotted to it and its
- subject will be noted in the register, = e .

sectlon in which the

5. To facilitate easy and quick reference to the files at af:y time,

& card index will be maintained by the sections in which the designa-
~ tions and numbers of 4] files will be

recorded. Only one card  will be - »
~ Maintained in the index for all files bearing the “same sub-heading,
It is essential that indes cards should be written up simultaneously

~ with the opening of ney files. They will be kept iz a card cabinet

~ and will not be removed therefrom, They will be arranged strictly jn
 dictionary order of the main and sub-headings and alphabetical guide

- cards A to Z will be placed in the cabinet to separate the cards into

groups in alphabetical order.

6. The files will be arranged in filing cabinets in numerical sequence |
 with guide cardg showing every interval of £ files. ~ The filing cabinets
 and their contents will Le in charge of {he Senior Superintendent of
~ the section. The clerks in the various sections will take the files from

_ the cabinets g5 required and replace them when done with complet
with any correspondence that pertaing tg them. T is part of the




dent’s duty to ensure that all files are arranged 1
binets. He should arrange for periodical checks to b
his in view. Officers in charge of groups, or in sm;
... will be freely consulted before files are Opéne

tisfy themselves that, in opening new files, th
n accordance with the spirit of the orders.

e carri

rders of the Superintendents all files on |
sen taken for three calendar months or which do not
ther action will be removed to the Record Roomfl‘motﬁthl
s removed to the Record Room, a note to this effect wi
n the appropriate card concerned in the card index. Smm
sly a new card will be made out and sent with the file to the
Room." e

Each section will maintain a * Reminder Cabinet ’. This con-
, card index composed of 31 guide cards, one for each day of
the month. No entries will be made on these guide cards. The 7
Superintendents will make full use of the ¢ Reminder Cabinets ” for
~ watching the issue of reminders, the submission of reports and returns
registers, and the disposal of any other work which must be com-
pleted on fixed dates. Details regording the items which are due ona
fixed day will be entered on one or more blank cards which will be
- placed in the card index in front of the guide card for the appropriate
~ date. ;

9. Initialling for papers, etc., will be reduced to & minimum and no
transit books will be used for the transmission of ordinary documents

~ and correspondence from one section to another, but Superintendents
will hand them over personally to the Superintendents of sections
_ concerned.

10. As an exception to the above rule, if it is necessary to transfer
valuable or important documents to another section, the initials of the
Superintendent receiving the documents will be taken on the 1espective
files, e.g., when mortgage bonds are passed on to the Accounts Section
for safe custody, the initials of the Superintendent, Accounts Section,

- will be obtained. ' k

~ 11. A progress report in the form given in ““ Annexure B ” will be
~ maintained by each clerk to show his outstandings. It will be completed
~ daily from the details maintained in his work book and will be sub-
_ mitted to the Supesintendent before the clerk leaves office. A con-
~ solidated statement in the form shown in *“ Annexure € ” of outstand-
_ ings on Thursday at 4-30 .M. will be submitted to the Officer in
- charge on Friday morning, so that outstandings required to be disposed
of by Saturday may be got out. .

 12. The system of filing referred to will apply to correspondenée":l
only. Vouchers and Accounts including Exchange Accounts and
art 11 Accounts will be filed as shown in “ Annexure A ”. .



ANNEXURE A.
“R” Section.
file will be maintained for references returning docum

se untraceable which require the subject matter to b
and another for references, etc., from Controllers and O
or copies of Government letters. Ore file will be &
nd forms and connected correspondence in respect
nit and formation. -
te files will be maintained according to their bulk for
ence pertaining to the supply of stationery for each section (sep
in the main office, distribution of books of Regulations ar
endments thereto to Unit Accountants and Local Audit Officers (a
parate file for each class of unit and for each Local Audit Officer),
ribution of stationery: to- Local Audit Officers (a separate file,
ecessary, for each) and destruction of records. E

“ @’ Section.

‘»Thexe will be one file for office orders regarding holidays.
Separate files for each individual of the establishment will be main-
tammed which will include all correspondence regarding them, but not
their service books or confidential reports which will be maintained «s at
Dpresent. Increment certificates will be filed in these personal files.

There will also be subject files such as the following :—
 Establishment...........Strength of.

Establishment...........Moves of.

Procedure. ...l | Office.

Contingent Expenditure.
Office Building.
Field Service.

House building advances.
Inspection reports.

Equipment and Furniture, ete., ete.

“ M Section.

_ For each class of personnel for whom a separate p

‘ ay bill is Teceive& . .
he following files will be opened — e

(1) Ordinary Correspondence.
(2) V}Last—pay Certificates.
- (3) 'Primary objections and re-audits,




be apened for correspondence in connactlon WI(;h
grant sanctloned for Command, Distiict or Bmga c

«“0” Section.

Bles wxll bs maintained for each individual officer a.nd 1f""
vided mto part files according to sub]ect matters eq.
ances for motors, etc.

necessary, also be opened for subject matters ‘un'der:
eadings, e.g., Pay and allowances, Income-tax, ete.
will be opened for general questions affecting partncular

(e.g9., 1. A.8.0., R. A. M. 0, etc.) under main subject

Special care is requn'ed in cross indexing. For instance,
e 7 file also deals with the amount of leave duetoa
'care must be taken to cross index the references to

ﬁle and to the personal file of the officer in the card

ere letter refars to more than one individual officer (but not 0 7
. officers) the letter will be filed in one individual file and 3
€ross reference (or copy) given in the others. :

“8” Section.

.Fo each supply or stores depdt or manufacturing estabhshment the
following files will be maintained :—

General correspondence.
2) Oash accounts (including objection statemeuts)
(3) I A.F. (C. M. A.) 566.

(4) Ra.tes. (One file for each class of sbores or Vocabnlér};‘:
_, sectmn )

(B) Reflmds for returned stores (Separate ﬁle for each class of

 Separate Vﬁle will be opened for each District or Independent
ade for orrespondence regarding contracts as distinct f.rom ;corre-
vith ntr" stors regarding their bills.

h Local Audit Officer will be mamta.med for
dence regarding verification of credits by Local Audlt Office
0Tes purehased locally .




correspondence file will be maintained for each contractor
£ the payment of bills.

her files will be similarly maintained in

posits in respect of each contractor.

Separate files will be kept for the rate lis
supplies, ete.

connection with seéunﬁ
ts of each Officer in charg

“ B Section.

~F0f éach anit for each class for which a separate pay bill is received
British Officers, British Other Ranks, Indian Other Ranks, Eduea-
ﬁ'gnal: Establishment, Quartermaster’s Establishment) the following files
vill be maiptained — =
(1) General Correspondence.
(2) Last-pay Certificates. ’
(3) Primary objection statements and re-audits. (One file for each
~ month.) e ! e
(4) Test audit objections.
() Units Part II Stock Accounts.
~ (6) Payment issues and their recoveries.
(7) Scale audit.
. N.B—Claims for gratuity and deferred pay will be filed with the abconata hnd will
be entered in the prescribed registers. g .

_ Qorrespondence concerning A. I R. Officers should be filed in the :
officers’ file of the anit concerned, but cross references should be made

- against the officers’ names in the card index.

: ««I” Section. '
~ Files will be opened as in the case of « B ” Section where the items
are applicable. i

«“ D’ Section.

© Separate files will be maintained in respect of (1) correspondence, eto.,
pertaining to the issue of cheques for verification by each Local Audit
Officer, (2) specimen signature of officers authorised to sign cheques,
etc., (3) intimations of cheque books brought into use, (4) the grant and
reduction of assignments, one file for the ¢. M. A. and one each for all
other disbursing officers, (5) correspondence received in connection with
and R. T. Rs. returned for attestation, (6) each case of fraud or

cheques
- forgery. ! ‘
All other correspondence will be filed in a miscellaneous file.

“ W’ Sub-Section.

The principles laid down for opening files in S’ Section will be
followed. Separate files will also be maintained by subject ‘headings
as required including such items as technical sanctions, allotment of
funds, administrative approval and completion reports. L .




« T Section.

file will be opened for each separate unit or formation. As
rds regiments, there will be one file for officers and one for rank and
 When desired one file will be opened for'each individual Com-
wioned Officer of Command, District and Brigade Stafls and for each
Departmental Officer and Warrant Officer of Departments and
s and for each Grass and Dairy Farm Manager and Overseer and
_subordinate other than clerks and menials. Subject matter files
e opened for each subject regarding which' correspondence is ini-
d which is likely to lead to a general decision. If the correspon-
e is in direct continuation of correspondence on an “individual”
or “class ” file, cross references connecting the files will he made in
the card index. A note connecting the two files will be made on the last
connected paper on the individual or class file and on the first paper on
the  subject ” file.

e

“ A4 Section.

- Exchange Accounts, outward and inward, are not treated as corres-
pondence and no file numbers should be assigned to them, nor should
they be kept in the cabinets for filing correspondence. These accounts
should be placed in file boards, keeping outward and inward accounts
separately. One year’s accounts should be kept together. In regard
to Exchange Accounts, separate correspondence files will be opened in
réspect of each head of account with the Accoantant-General, Central
~ Revenues, and the Accountant-General of the province. These files
~ will normally be closed for each six months’ accounts. A separate file
_ for each Accounting Officer (one for outward and one for inward
 Exchange Accounts) will generally be sufficient for other accounting
officers for one year’s accounts.

, As regards the General Provident Fund one file will be maintained
~ for each Military Accounts Department subscriber. Other subscribers
~ may be grouped in files as desired.

As regards advances other than motor car advances, one file for each
_ type of advance will suffice. As regards motor car advances, a general
- file will be opened with part files for each individual concerned, arranged
~alphabetically. 7 E

“ B Section.

_ One separate file will be maintained for correspondence in connec-
tion with each minor head. One file will be maintained for reappro-

priations other than those within the minor head and one for corre-

spondence connected with actuals under debit and remittance heads,




a7 Sedion.
for correspondence by subjects will suffice except as reg‘a;t’

ndence 12 connection with payment issues. As tegards
or, either one gle for each detailed head under which recoveries

:)mp'ﬂed will be maintained or a separate file for each form A, B,

General Bemarks.

onnection with each period:
will be maintainec
lled for

One separate fle for correspondence ing¢
ort and return {either received or issued)

al rep
el ate file for all reports and returns ca

in each section, also a separ
ocqasionally.
The orders under “ T~ Section regarding subje
opened wWhenever correspondence in an indivi
Likely to lead to & general decision will apply to all sections.
matter files will only be opened under the orders of an officer.
In sudit sections it will probably be found convenient to open a
separate file * arrear claims ” for each class of unitor formation (or
each class of officer in Officers Section) for cases requiring C. M. A.s
ganction to waive the time limit. '
Other files will be opened under the orders of the C.
d/eputed by bim.
Tt will be clearly understoo
supporting accounts are to be file

ot matter files bemg
dual” or class file is
Subject

M. A. or officer

d that no accounts bills or other voucher
d with these correspondence files.
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ANNEXURE C.

Section

Outstandings on Thursday at 4-30 P.M. 0D

- With clerks. | With Supdts.

Particulars. ; { Remsgrks,
No. and date No. and date -
of oldest. of oldest.

Ordinary letters . .

Special letters . > .

D. 0. letters . - &
Pre-audit bills . . = .
1. D. Schedules : . 5

QOffice notes - s . -

Post-audit bills meiudmg Regtl 5
accounts.

Re-audits . : : .

Repons and returns due but not sent oul.

Reports and Returns. Date due out. Explanation of delay. - ‘,

(Amendment to Office Manual, Part I.) .

(§d) 8. G. V. ELLIS,

: - Mily. Accountant Genefal.r
MG1PO—83—V-3-21—26-8-31—4,820.



CHAPTER X,
MISCELLANEOQUS.

Service Books.

339. Service books in respect of all members of the Subordinate
Accounts and Clerical Services, and of all record clerks, will be main-
tained under the rules laid down in the Civil Service Regulations, and
Clivil Account and Audit Codes, and kept securely under lock and key.
Service rolls will be maintained for all menials on the permanent estab-
lishment.

340. Entries regarding promobmn and reversion, rates of pay and'
allowances, leave, ete., of individuals, as notified in Office orders, will
he made in the service books as events occur. All such entries w1ll_ be
signed by the individual concerned, and will be attested by the signature
of the officer in charge of the General Section, or a D.A.C.M.A. acting
on his behalf. .

Nore.—The M. A. G. exercises the power of a Local Government under Article 62 (i)
(b), Civil Account Code, Vol. I, in regard to authorising alteration in the dates of birth
as originally recorded in the service books.

341. When a menﬂocr of the establishment is transferred to another
office, an entry of the transfer will be made in his service book and the -
service book sent by registered post to the Head of the office to which
he is transferred. The service book will not be made over to any individual
on transfer, nor should it be given to him when proceeding on leave.

342. The service books of accountants and clerks serving on the
local audit or M. E. S. audit staff, or with units and formations, should
be sent to them periodically by registered post in order that the entries
in them may be signed by the individuals concerned.

343. The officer in charge and superintendent of the General Section
are responsible for seeing that the service books and service rolls are
kept correctly and are completed up to date.

Character and Discharge Certificates.

344. Certificates of character, etc., are not to be granted to clerks or
employees except in cases of completed service, discharge or resignation
of appointment. The record in service books, personal files and in the
annual confidential reports is sufficient for all purposes as regards indi-
viduals remaining in the service.

In granting certificates care should be exercised that the  whole
truth in respect of an individual’s character as well as the cause of his
cdismissal or discharge, or resignation of appointment, is stated in the
certificate,

(93)

12




- No. 15 of 1935.
% Page 94—
 Paragraph 345. This paragraph is reco
ag follows \— ; , -

« Controllers are authorised to sanctig
purchase of such non-official publications and
cals as may be absolutely necessary for use
varions Sections of their offices, at their minim
within the contingent allotments fixed by the
Accountant General. ”

(Amendment to Office Manual, Part I.)



EBooks and Pericdicals.

. 348, Controllers are authorised to purchase such books féﬂid
dlC&IE} as may be necessary for the various sections of their office
the linit of the appropriation for the purpose. -

346. Controllers are also empowered to incur expenditure on th
purchase of priced official publications, other than military publication
issued in India, provided the cost can be met from the contingent grant
of the office concerned. 5

Service of Attachments,

347. Every attachment against the pay of any member of the
establishment received from Civil Courds will, immediately on r
be submitted to the Controller, or officer in charge of the General Section
for information. The necessary particulars will then be recorded in a
special “ Register of Attachments” (I A. F. A. 590) and the entr
initialled by the officer in charge of the General Section. ™ Steps will be
taken to ensure that necessary recovery is duly effected monthly and the
amount remitted fo and acknowledged by the Court concerned. A
note of the action taken in respect of each item and of the number and
date of the acknowledgment of the Court will he made against the parti-
cular entry in the register. :

348. All attachment orders, papers in connection therewith and the
register of attachments will be kept under lock and key under arrange-
ments made by the officer in charge of the General Section. Sl

349. When attachments are received, the Controller, or officer in
charge of the General Section, will consider whether the case is one to
be dealt with under the rules regarding the findebtedness of public
servants. -

850. If the pay of any gazetted officer be attached by order of the
Civil Court, the fact must he immediately reported to the M. A. G
together with the explanation of the officer. e

oy

351. The pay of a Government servant while on duty is exempt from
attachment for debt to the extent of -

(i) the whole pay, where it does not excecd forty rupees monthly ;-

(i) forty rupees monthly, when the pay exceeds forty rupees and
does not exceed eighty rupees monthly ;

(1) one moiety of the pay in any other case.

<

Leave allowance, if less than pay, is wholly exempt from attachment
but leave allowance which is equal to pay, is liable to attachment to the
saine extent as pay while on duty. -

Norr f.—( 3
purpose of this vule

Nore 2.—The maximum pa
what remains after satisfying any dehts
taken under rule. ‘ .

Norn 3.—Bubscriptions to funds recognised by Government, deductions for which
appear in the pay bills and recoveries of income tax, should be excluded from the aggre

gato pay for the purpose of attachment by a Civil Court, e

ompens I in the term * pay’ for the

noattachimoents by a Civil Coust.
A 15 the pay earned and not
due o Government on account of advances

1d should




Service of summonges.

2. When summonses are received for service, the original copy
e handed over to the individual concerned ; the duphmu Copy
ted by the individual and signed by the Uﬁlbt’l in charge of the
al Section will be returned to the issuing Court.

Military Courts of Enquiry.

353. A military officer of the Military Accounts Department, if
able, may, after his services have been placed: by the Government
dia ab the disposal of His Excellency the Comn nander- in-Chief, be
ed to sit as a member of a military Court of Bnquiry assembled in
ction with financial irregularities bO that he may properly U'llldb
investigations of the comrmttce

Where the services of a military officer of the Military Accounts
artment cannot conveniently be made available, a civilian officer
he Department may be appointed to assist at any military Court of
uiry but he may not sit as a member of such a court.

The name of the military oflicer selected to sit as a member of a Court
nquity will be reported to the Military Accountant General to enable
to take action to have his services placed at the disposal of His
ellency the Commander-in-Chief. Names of civilian officers selectod
sist at a Military Court of Hnquiry need not be reported to him.

n the evens of either the military or civilian officer of the Military
unbs Department finding | himself unable to agree with the conclu-
wons of the Court, it will be open to him to record a note of dissent.
When an officer is depubed as a member of a Uourt ol i*lu'{uiry or o
ist 16 for a periold in excess of 15 day, 4, an D Habing Dopaby Assis-
it Controller may be appointed in his place.

otTE 1.-—lhe travolling (including daily) allow:
g allowances to the o fficor upwumu*l to o

will be debited to the head of the As
vhose behaulf the inves

wos of such otficers as well as any
te as l)aputv Assistant Controller
s bo which the charges of tho anib 1
igation by the Court of Baquiry is held are debited.

Binding of Recerds.

864, The bugennt\ ndent of the Record Section, or of any other scotion
Wich maintains fles, is vesponsible that documents sens for binc ling
W comuplete in all respects and arranged in proper order. When aiy

or ‘xuw(m’ca‘, eto., are ready for r':rli‘*g; a list will be seub by the
rintendent of the seoti concerned to the mlk,immul b of the
oord Soobion wio wiil ﬁw-‘ the nasessary action vegacding binding and
de on the deseription of Jlll!hu" to be used. 2







)

6

355. Records which have to be maintained for very long periods 'WIH'
vrd inmrily be bound in half leather. Those required for short perlOdS’ -
will be bound in some cheap binding which will answer the purpose.
Correspondence files * Temporary ” office orders, etc., are not to be
bound ; they should be stitched properly in file boards.

356. A register on O. F. 1620 will be maintained by the Genera
Section showing particulars of all records bound, the dates on which
they were bound, and the date and other particulars of the billslin 'W.hmhj
the binding charges have been included.

The superintendent of each section will initial in thc' column prov_ided -
for the purpose for all hound volumes received by him. The ze'glstexfr
will be submitted to the officer in charge ol the General _Sectl‘qn.whgg
ever bills for binding are passed for payment. The officer in charg
of the Gteneral Section will verify on each such occasion that the e‘n:tréer
in the register agree with those in the bills. o

367. When records of units and formations are ready for binding,
a list will be submitted by the unit or depdt accountant to the officer in
charge of the General Section who will issue the necessary orders to the
binder regarding the description of binding to be used.

358. A contract with a binding contractor at each station for the
binding work of units and formations in the station will E)e entered into
for each year, before the commencement of the year. Samples of the
materials to be used for binding purposes will be obtained from each
contractor and one set of such samples will be sent to the'L. A. Os. ‘
and Audit Officers, M. . S, who will see, when they visit the acczounts,‘
sections of units and formations, that the materials used by the blndgxs
are not inferior to the samples. : '

Destruction of Records.

359. The | No. 81 of Mareh:1933.
kept are laid Page 96, paragraph 359—
be destroyed : i :
copy of every Insert the following as a new sub-paragr&p’h»

Fo=oodier -t f‘It 1s an over-riding condition .thatrr 1o rec
destooved tiui which relate to cases under lnvestigation or on whie

i final action has not been taken or in connection w
LS which all outstanding items have not been settled
ber (I. A. . to be destroyed until all action and investigation hag
charge of the been concluded and all outstanding items are finall
destroyed. settled as the case may be.”

As the rec

{Amendment to Office Manual, Part I.)}'



No. &.of 1934.

Tnsert « see para. 4 after the word * subjects ™ in
paragraph 3(c) to Appendix to Chapter IX as inserted
by correction slip No. 35 of 1931.

in line 2 of existing paragraph 4, after the word
« files *> add < other than files mentioned in paragraph
3(c) above ™.

Insert the following as sub-paragraph to existing
paragraph 4:—

¢« A separate index register will be maintained
by each section for all subject files under
various headings in each section. These
files will be kept quite distinet from the
others and to ensuré this, they will be
given a separate. series of numbers with a
““nought ”’ prefixed, i.e., 01, 02, etc., the
numbers specially allotted to the subject files
will thus in no way interfere with the
numbers reserved for the other classes of
files. These subject files will form the 35
years record of each section and will be
labelled in bold red ink letters < 35 years
records . The Record Sectiorn will make
arrangements to keep these files distinct
from other correspondence, when they are
sent for record by sections ”.

e e e, B _1_
=T (V) ADEULNUY vr sWUOGL \As U L Bd U (aks da | D L3,
i

aterial and return |} 5 years.

1cous remitbances

and Pay Books, filg

(10)/Abstract of Port

No. 4% of 1931,

= Yo d
Pag(’ 9/, A?Ziﬁex'gwg “ g

: ~/ {Amendmens o “ Office

 Insert the
Item ( e

L4 13 R int P, ent, (
3 5
( ) Absbmct of vecelipts and ayments
£ A z \

£ e
10}10 . »
WINg against; seria] No. 1 and belo
= nd below

M, .8 -3 years,

(14) Classifie
sassified Abgtrae ,
diture (3. 17, 55" °F Becelpt and Expen.

=5]
-

ik g
Manual, Pays 1 20




ANNEXURE A.

Statement showing the periods on the Lapiration of which various classes
of Records may be destroyed. (Referred to in parograph 359—

Chapter X.)

\

Serial No. " Description of Records,

1| Abstract—

i (1) Abstract, final, of labour (M) | 5 years.
’ (2) Abstract of Aden operation expenditure ; 5 years.
| (). |

] (3) Abstract of cutter shop leather (A. ¥.) . | 2 years.
! (4) Abstract of Demand and Return notes | 2 years,
|

(A. F.).

(5) Abstract of Foundry Cost statements | 3 yoars,

(A. F.).
(6) Abstract of labour (L5&L6)(AF) | 2 years.

(9) Abstract of Muster and Pay Books, lile | 3 years.

of (M.).
| (10) Abstract of Port Officers’ accounts (M.) 5 years,
(L1) Abstract of receipts and issues of coni- 2 years,

| ponents (A. 1).

(12) Abstract of recovery claims adjusted 5 years.

| (M.).
L Accounts— ‘
: (1) Account, annual, chronometer (M.) .« 3 years.
(2) Account, annual deadstock of du‘uk_yurds} 3 years,

i (M.},
(3) Account, anuual, engineers storos (3.) | 3 years,

i
(4) Account, annual, gulf permt. stores (M.) | 2 years.

|

(9) Accounts, annual, printed, Ordnance . For ever.

and Clothing Fastories (A, I.).

(7) Abstract of labour, material and return 5 years.
notes (M.).
(8) Abstract of miscellaneous remibtances . | 5 years, .

(97)

Period of retention.




us

Stubement showing the periods on the Bzpiration of which various Classes
of Records may be destroyed. (Referred to in paragraph 359-—
Chupter X)—contd.

Serial No. Description of Records, Period of retention.

2 | Accounbs—contd,

(6) Accounts, annual, X-Rays and surgical
equipment ledger and mathematical
instruments (M.).

3 yoars.

(7) Acecounts, camp, miscellaneous - 1 B yoans

(5) Accounts, Capital and Revenue (Finan- = For over,
cial Review). :

(9) Account, Capital and Revenue expendi- | For ever.
ture of dockyard. (M.). ‘

(10) Accouuts, cash, Grass and Dairy Farms 5 years.

(11) Accounts, Civil and Military, Central 5 years.
Adjusting (Inward and Qutward),

(12) Account, cwrent, London \(1nwm‘d) } 5 years. 1—1
with schedules. ! °

(13) Account, cwrrent, London (Outward) = 5 yoars.

(14) Accounts, Depot, Marine (M.) = . 5 years.

(15) Account, Indirect expenditure with @ 3 years.
vouchers and documents (A, F.).

(16) Accounts, Manufacture (M.) 5 years.

(17) Acoounts, Military Treasure Chesbt 19 years.
(E. & M. and Accounts Section).

(18) Accounts, monthly, coal and water of 3 years,
dockyards (M.).

(1Y) Accounts, monthly, coal of Persian ' 5 yoars,
Gulf Depdts (M.). <

(20) Account of the Marine and Military = 5 years.
Department.

(21) Accounts, priced, (all kinds) with receipt 5 years.

and issue vouchers.

(22) Accounts, priced, with schodules of 5 years. :
Depots and Manufacturing Kstab- &
lishments. : E,i

(23) Accounts, Production (M.) . 5 years.

(24) Accounts, Fro-formd , . .- Herxever.




‘ column 3 agamst se naI

- the foIIowm, A

o« fExcept those in re%pee of (1) Paasage concessions
and (2) Electric current at Balasore which should
be retame& for 10 yea.rs el

(Amendmmt to O)fﬁce Ma,mml Part I )



[

Page 99, Annexure < 4 '

Insert the following as fresh items againss
Nos 2 and below item (36) : — '

“(37) Account, monthly (M. H. §). : . 5 years

(38) Annual Account of cemetery endowments
{M. E. 8.) : 5 . : : 5

(39) Ledger Account of endowments (M. H. 8.) 5
(Amendment to * Office Manual, Part T7.)
\ No. 50 of 1931.

Page 99, Avmezure ¢ 47—

i Insert the following as a fresh item :—
i . Serial No. 2A. Acknowledgment of Contractors -
for payment of bills (M. B. 8.} 10 vears”

{Amendment o “ Office Maaual, Part I &)

7
- No. 11 of March 1933,
Pagei99-—

Loy’ 35 years’ wnsert <20 years’ in column 8
against Serial No. 3.

(Amendment to Office Manual, Part I.)

No. 51 of 1931,

Poge 99, Avnexure ¢ A 7—

Delete the entries against serial No. 4 under the
column  ** Desoription of Records” and  subsiipute
“ Transfer Entry Book (M. E. 8.) . .

(Amendment to © Office Mannal, Pare 17.)
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Statement showing the periods on the Expiration of which various classes
of Records muay be destroyed. (Referred to in paragraph 359—
Chapter X)—contd, -

Serial No. Description of Records. Period of retention.
|
2 Accounts—eontd.
(25) Accounts, quarterly, charts, (M.). 3 years.
(26) Accounts, quarterly, Clothing Stores | 3 years.
(M.)-
(27) Accounts, quarterly, Engineers Stores | 3 years.
(M.). :
(28) Accounts, quarterly, general stores (M.) | 3 years.
(29) Accounts, quarterly, Horse and Mule | 3 years.
fittings (M. ).
(30) Accounts,’qual.‘terly, L. T. 8. bedding ! 3 years.
(M.).
(31) Accounts, quarterly, sale, of Dockyards 3 years.
7 : (M.). :
(32) Accounts, quarterly, victualling Stores | 3 years.
: ' (M.}
/ (33) Accounts, Stores, Grass and Dairy | 5 years,
/ i Farms,
i ¥
(34) Account, Tonnage (A. F.) : ! 5 years.
(85) Accounts, Training Grant (B, and M. ! 5 years.
: and Unit Sections).
(36) Account, voyage, H. M. 1. Station ships 5 years,
) (M.).
3 A«:qu_ictemcc rolls for pay and other ztllox{/:,_\-m‘bs Doyompe— I - i
| paid to the establishment of Military
Accounts Department (General section).
. 4 Adjustraent book (M. E. S.) 3 years.
5 | Agreement form of labour (A, F.) 3 years.
6 | Allocation of idle machines, lists of (A. F.) | 2 years,
7 | Allooation shects of labour (M.) .-l B years.
8 | Appeal files 5 years.
9 | Auction sale lists. periodical (A, F.) 3 years,
10 | Balances on outstanding extracts, lisb of | 2 years.
(A. F.).




No. 41 oF DECEMBER 1932.
00, Annexure A
Pemod of refent)

5

(4),
1th the

Page 1

In the columr‘
entries against serial No. 12
- put a (X mark and connecf it w

note —
w1 Office copies of these paybﬂls in the poss
Unit Accountants maY be destroyed
years.”

(Amendmeﬂt to Office Manual, Part 1)

e

No. 52 of 1931,

Page 100 Awemure “A :
Insert the following as fresh items 2g

No. 1" and below item (10) -
: (11) Bills, Rent, Electric and Water (M.
(1‘>; Bills, Cagual Personnel (M. E. S.)

{Amendment to ° s Offige Minual, Part I 2

gaind

E.8) ¢
bl
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Statement showing the periods on the Bupiration of which vayious classes
of Records may be destroyed. (Referred o in paragraph 359—
Chapter X)—contd. ‘

i
!

i

Serial No. ‘ Description of Records, ‘ Period of retention,

11 Balance sheets—

=)

i (1) Balance sheet, annual, of Taunery years.

Curriery and Cutter shop (A, F.).

(2) Balance sheet, monthly, of outter shop = 2 years,
transactions (A. I.).

(3) Balance sheet, quarterly, of cutter shop | 2 years.
transactions (A, I.).

(4) Balance sheets, Trial . : el year.
(5) Balance sheet, Timber (A. F.) . . | 3 years.

12 | Bills—

(1) Bills, contingent 5 . . . | 5 years.
(2) Bills, labour, file of, (M.) . . .1 8 years. i -
(3) Bills, local purchase orders and (M.) . 3 years. k - . 7‘\ . l;i

(4) Bills, pay, establishment . . . 35 years.

(5) Bills, pay, I. M. D. and Hospital estab-| 35 yoars.
lishment.

(6) Bills, pay, Regimental Officers. . . | *5 years.

(7) Bills, pay, Staff and Departmental | 35 years.
Officers.

(8) Bills, pay, Warrant and N. ¢, Os. . | 35 years,

(9) Bills, Railway (Railway claims) . . 1 b yeargs.
(10) Bills, Travelling Allowance : T years. >

13 | Books and Regulations, etc.—

(1) Air Ministry weekly orders, one copy . | Tox ever (b).
(2) Army Couneil Instructions, one copy - 1 Tor ever (h).
_(3) Army Instructions, Ihgl'm, one copy ' For ever (¢).

For ever (a).

(4) Army List, India quarterly, 2 copies .

i

(5) Army List (Half yearly), War Office, | For ever ().
one copy.

(6) Army List (monthly), War Office. one For ever ().
copy-. ‘

i

#]'hose for J une and Decewmber 35 yeats.
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classes

dalement showing the periods on the Expiration
. D¢
350—

of which various
Records—mhay_be destroyed :

w qrevph

No. 45 or Decmveer 1932,
Page 101, Annexure A.

i retention.

’ E_‘or ‘_‘ For ‘ever ” appearing in column 3 against
serial No. 13 (10) substitute < 50 years .

o mendment to Office Manual, Part I.)

' 10N (il Bnba all

: No. 25 of March 1983,
Page 100, Annexure “ 47—
The foot-note to serial item No. 12 (6) as inserted

by Correction Slip No. 24 of 1932 is reconstructed as
follows :—

“ Pay bills in possession of Controllers’ offices for the months
of Janunary and April in the case of B, T. units and for June and
December in the case of I, T. units will be retained for a period of
35 years.”

iext copy is

(Amendment to Office Manual, Part L)

(16) Npvy Lasts (L) .. . . R Lo

(1R). Note books, gectional, ! » | Fprever.

(18) Jld books land regulatigns, codes, | For sver.

Manuals anl pamphlets, ane copy of
each edition. :
(19)

(20)

ostal Guide {British) . 5 .+ Ode year.
ostal Guide [India) . . 5 .« | Oge yoar.
’rovincial Ggzeltes, one copy + | One year.

(22)/Royal Air Horce Instructigns {India), | For ever (c).

(23) Royal Air Force Orders (India), one copy | For ever (c),

No. 9 of March 1933.
Page 101, Serial No. 13 (84) o (27)—

Substitute ¢ 40 vears’ for © for ever ’

: appearing in
. column 3 against the above entries. =

(Amendment to Office Manual, Part L.)

Description of records. |  Period of retention.
/
(27-A) Service books . |/5 years after death or re-

tirvement whichever 1is
earlier,
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Stalerment showing the periods on the Brpiration of which various clusses
of Records may be destroyed. (Referred to in paragroph 359—
Chapter X)—contd. .

Serial No, | - Description of Records. | Deriod of retention.

13 | Bdoks and Regulations, eto.—confd.

(7) Army Order, India, one copy . . | Forever (c).

(8) Army Order, War Office, one copy . | For ever (b).
(9) Civil lists, all . . . . . | 2 years.

(10) Classification Hand Book of reccipts | For aver.
and Charges, one copy.

(11) History of services of officers serving | 2 years.
in Civil departments.

A T A
(12) India Gazette, Parts I and 11, one copy Fﬁ@y 35 fl r o

f 13) India Gazette, other parts, with extra- 3 years,
ordinary, one copy.
(14) List of units . : : : - | Until the next copy is
: ~ Teceived,
U (16) Marine Lists (M.), one copy . - | Forever (a).
'(16) Navy Lists (M.) .. . -" .« | Forever (a).
(17) Note books, sectional, . . » | Yor ever.
(18) Old books and regulations, codes, | For ever.
Manuals and pamphlets, one copy of
cach edition.

(19) Postal Guide (Brisish) . 4 - i One year,

{20) Postal Guide (India) , . o » | One yoar,

(21) Provineial Gazettes, ono COpy - & + | One year.

22) Royal Air Force Instructions (India),i For ever (c).
one copy. i
(23) Royal Air F'oree Orders (India). one copy]f For ever (¢).

(24) Scniority Lists of Officers (M. A, Depart- i—.Emmz,m,;.(“;.._. 40 %,ﬂ,ﬁ/{,
i 7

ment), one copy.

( &
(25) Seniority Lists of Accountants (M. A. | Forever
Department), one copy. | ki : ZIDD % o 2

|
(26) Seniority Lists of passed clerks (M. A, | For_sver(a).
Department), one copy. | . ) 97 ?‘fcﬁ‘ﬁﬁ
o i {'
(27) Scniority Lists of other clerical and | | -

menial  establishment; (Military 4 : 4‘9 %ﬁéfifﬁ
cfé

Acgounts Department). ons <copy.

|
i




Statement showing the periods on the Bupiration of which various classes
of Records may be destroyed. (Referred to in  paragraph 359—

102

Chapter X)—contd.

Serial No.

13

14

15

16

17

19

20

Books and Regulations—conid.

Description of Records.

(28) Telegraph Guide o 3
(29) Thacker’s Indian Directory

Broad Sheets—

(1) Broad sheets, G. P. Fund, L G, PP
Fund.

{2) Broad sheet, Trust Intercst Fund

Cards—

(1) Cards, cost and abstracts (A, F.)

(2) Cards, Day workers (A. I.)

(3) Cards, piece workers, summary of |
ACH.).

(4) Cards, production (A, I.)
Cash book, petty v . 5

(ash requisition file . =

Cash security deposits, files (Stores)
Certificate form of disbursements (A. I.)
Cheques and R, T. Rs.-——

(1) Cheques cancelled, files of

2) Chequos and R, T. Bs. counterfoils of .
1

(3) Cheques and R. T. Rs., daily abstract !
of. !

(4) Cheques and R. T, Bs,, paid, files of

Children’s allowance claims file . (Pension

claims).

(laims recsived, other than pay and pensions
files of.

(laims returned unpassed, files of

|5 yeurs

i
i
i
{
i
i

| 3 years

i

To

Period of retention

1 year.

2 years.

F%cr,
.

' 5 years.

2 yoears.
2 years.

2 years.

2 years.
3 years.

To be

bound with pay .
lists. e

3 years.

oxcluding

the
vear of issue. i

3 years.

excluding ythye‘» '
year of issue. i

be retained for the
snme period as pension
claims.

5 years.

5

3 years,

-
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Statement showing the periods on the Bxpiration of which various classes
of Records may be destroyed. (Referred to in paragraph 309—
- Chapter X)—contd. ~

Description of Records, Period of retention

S

Serial No.

M____l
I

13 | Books ar™ e S | |

: ; No. 19 of March 19335.
<.Page 102, Annexure ‘4 ?—

Delete the existing entry against
ander column Penod of 1etent10n

serial No. 14 (1)
and substitute

€< AR TS 22 X
45 yea (Amendment to Office Manual, Part L)
4% ’?“@“‘i' No. 53 of 1931.

() Page 02, Annesure ™ A "—

(2) Insert the following as a fresh item i~
(3) @ Serial No. 18A.  Cash Books (M B Sy

- Extracts from i

@ (Amendment to * Office Manual, Part 17.)

¢ Page 142, Annexure ¢ 47—
Against serial No. 164 as inserted b} (Jor.'re(‘tmn th
No. 53 of 1931 for the existing period of r¢ ntlon mseﬂ,

“3 years

(Amendment to Office Mauual,-Pai‘ﬁ I,_} :

oxcluding = thel
vear of issue. =

pars excluding he
year of issue. o

No. 41 of 1935.

42 laim Page 102, Annexure ¢ A’—
filei
: Tnsert the following as a new item : . -
237 Claim ¢ 23-A. Miscellancous rejected pension and gratmtv,,
e o e clalmns s see 5 years.’

(Amendment to Office Manual Part




No. 54 of 1931,

A 23

Page 103, Avnexure « 4 '~

e £a1 i " 1
Insert the following as a fresh item -

Za A o B i -
Serial No. 28A. Contract Agreements (M. T, 8.} 20 year:
Asnendment to * Office Manual, Part I, -

No. 33 of 1935.

Page 103, Annexure A—

Insert the following as a fresh item below serial No.
29 (10) — , .

€€ 10-A. Section files of Government, M. A. G.’s,
A. H. Qrs. letters, etc., other than those mentioned at
29 (10) above. 10 years.”

P ~ No. 7 of March 1933.
i 15 . arch 1933

Delete items 7 and 8 of serial No, 29 t :
. he entries connected therewith. . e

; (Amendment to Office Mannal, Part I.)

6

‘ No. 8 of March 1933.
Page 108

Delete th les 1

B ¢ the entries in col
o i . umn 1 ¢

No. 29 (9) and substitute < 5 years’ 3' S ol

(Amendment to Office Manual Parﬁ I )
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Statement showing the periods on the Expiration of which various classes
of ‘Records may be destroyed. (Referred to i paragraph 359—
Chapter X)—contd.

Serial No.

Description of Records.

Compilations—
(1) Compilations, conzolidated : 5
(2) Compilations, detailed
Complement boole (M.) c 3
Completion certificate (M) . .
Component demand and return notes (A. F.)
Contract lists (M.} . . . - ¥
Correspondence—
p
(1) Circulation, memoranda, file of
(2) Confidential papers regarding officers
and other members of the establish-
ment.
(3) Confidential papers regarding Officers
and other members of the establish-
ment { Discharged).

(#) Carrespondence regarding supply of

stationery and forms,

(%) Entertainment and discharge memor-
anda (A, F.)

{6) File of applications for employment in
the 3, A. Depactment.

|
{)_Wile of leave applications {establishment).

-(8) Porwarding memoranda, reminders wnd
Lacknowledgments of letters

(9) Forwarding memorandsy of Navy Bills,
Clounterfoils of, (M)

(10) Letters from Government of India,
F. A. (M. F.) and M. A. G. conveying
sanctions or decisions or other orders
of a permanent nature and
correspondingly the original letters
or representations from Cs. M. A,
ete., on which such sanctions, deci-
sions and orders are initiated.

(11) Lists showing men working on more than
one gang (A, F.).

Period of retention.

10 years.
5 yearé.
1'?0;‘ ever.
5 yenfﬁ.
2 years.

10 years.

1 year.
As long as they are on

the effective list.

3 years after discharge.

1 year.

2 years.

1 year.
¥ '3‘»:}‘0&1'&.
“tyears
= ;f”"

IYor ever.

Notg.—All other cor-
respondence  to and
from Government of
India, F. A. (M. F.)
or M. A, G, will be
dealt with under items
29 (8) and (12).

2 years.




 Page 104, Annexure « A”.—Insert the following

as fregl{ Jtem agaxﬁgstﬂ ’gg{'i&}_&yo‘. 29 and below sub-item.

h details of total service In other officyie
d particulars of Field or General service in or out ¢
India, will be collected by the Controller of Militar;
Accounts, Western Command and cases which in hi
opinion are really deserving of transfers will b
 submitted to the M. A. G. annually on the 20t
- Mareh. f
‘No application for transfer under this paragraph wi-
ordiparily be considered unless the applicant ha
rendered at least 5 years service in Baluchistan.

(Amendmeflt to Office Manual, Part I.]

No. 20 of March 1933.
Page 104, Annexure < 47—
_ Delete the existing entries i al N
: . = o ries agaiost serial No. 29
{16) and ¢nsert the following = : gO 5 «
Personal cases of Staff and Departmental officers :

“y’\, — ‘; (Amendment to Office Manual, Part 1.)

No. 12 of March 1933.

Page 104, Annexure © 47—

_Insert the following as fresh
No. 29 and below item No. (17) :—

items against Serial

. . = o
Corr dencs files regarding Securit
(15) C"“ESP‘)-‘E‘;“P e X b

Thowma Pl L SR ¢

No. 9 of 1934.

Page 194, Annexture ¢ A’—
 TInsert the following as a new item :— -
«35.A.  Extracts (A. ) { 3 years after thi
S ' | completion of &
\ . jobs to which th
| pertain.”’

l

(Amendment to Office Manual, Part I.



104

Statement showing the periods on the Expiration of which various classes
of Records may be destroyed. (Referred to in paragraph 359—
Chapter X)—contd. e

* \ v
Serial No. Description of Records. Period of retention.

\

29 | Correspondence—conid.
(12} Ordinary correspondence . . : | 5 years.
(13) Personal cases of Civil pensioners | To he retained for the

(Pension claims) same period as pension
claims.
(14) Personal ocases of Indian Militay | To be retained for the

Peunsioners (Pension claims). same period as pension

claims,

(15) Personal cases of contractors (stores) | 10 years.

(16) Personal cases of officers of various | 35 years,
| units and formations.

(17) Personal cases of Officers and establish- | 35 vears.
ment (M. A. Department) ((teneral
section): ;

30 | Credit Notes, Military, counterfoils of . : 3% vears.
31 Declarations file,.(3, P. Fund, 1. O. D. P. Fund | *=

32 | Defect Lists (M.) % : L ke years.

33 | Demand and return notes, (A. F.) 3 : 2 yeats,
3 Demand and return notes, Summaries of, | 2 years.
(A. F.)

35 | Drafts, 8. W. O. completed (A. F.) : . 2 years.

36 | Earnings, summary of, piece and gang workers | 2 years.
(A. ) : e .

a7 Estimates—

(1) Annual Forecast budget estimate . | 2 years.
(2) Budget estimates (printed) . : 5 years.

#% (1) Declarations of deceased subscribers, when payments are made to their no-
minees or successors, will be preserved permanently.

(2) Declarations in respect of which revised declarations have heen received, will be
destroyed by the Officer in charge of the Fund Section, a rvemark to that effect being
recorded under his dated signature in the Subscriber’s ledger Accounts and the word
“ Revised ” being noted on the forms. .

(8) Declarations of subseribers who obtain payment on their retirement, will be
retained for three years from the date of final payment and thereafter destroyed by the
Ofticer in charge of the Fund Section, a remark to that effect being entered under Lis
initials in the closed ledger account of the subscriber, e




Page.. 104
as fresh item against-serral =

No. 37 of 1935.

29 ar

% Page 104, Annexure AV
i

Insert a dagger (}) mark on “5 years ’}: m 1
against Serial No. 29 (12) and conneet it with the follow-

ing footnote :— -
(+) “Correspondence leading to the grantp}’féf:"‘peﬁsi
ete., are filed with personal cases which are retained
the asme period as = pension claims, vide item 6

amended by Correcfion Slip No. ~  of 19352
(Amendment to Office Maﬁiﬁé} ;

No. 14 of 1934.

Page 104, Annexure A —

For the existing entries in column 3 against seriai'
No. 29 (16) as amended by C. 8. No. 20 of March 1933,
substitute 5 years ”, -

(Amendment to Office Manual, Part 1) .

No. 20 of March 1933.
Page 104, Annexure “ 4 e ~
Delete the existing entries against serial No. 29
(16) and insert the following :— ’ 'S

(}5- ; Personal cases of Staff and Departmental officers
o \‘,'\3\ (Amendment to Office M anual, Part 1.)
- o

No. 12 of March 1933.

Page 104, Annezure “ 47—
Insert the following as fresh
No, 29 and below item No. 17y :— ;
ba\) CO’S'CQSF‘G"’"«““"-‘“' files recarding Squﬁtiu.?ﬂ_g% J,,bP - {: ‘

ooy (TASO -, 18 Yenns e
Ciny (oﬂés(’ﬁélﬁn(e Filee 3’63&6‘6‘4:’% Secuvity Deﬁ‘f*ﬂ?’ bj; :

items igainst Serial

Stocekecpep CENSN, g9 o¢' 1357

Page 104, Annevure < 47—

or the existing entries in column 3, serial No. 29 (20)

as inserted by Correcti i
g8 e Correction slip No. 6 of 1934, substitute

et S0




105 .

ent showing the periods on the Efpw:;;zm of which various classes
Records may be destroyed. (RPfP ved to in paragraph  399-—

hapter X)—oontd. /

7

/

Description of Records Period of retention.
7

|

|

l

o

37 | Estimates—contd. ,ﬂ""' i

4 d

(3) Cases pertalmng to Budget thm..feem 5 years.
(Aez’ounts) / |

&

|

-

|

(4) Detaded Budget Estimates. / 5 years,

(’)) /D;strlbuted Budget Estimate / . 5 years.

(r(’ ) Revised estimates 3 years.

- o o Ut to Foaland lists of 5 years,

No. 25 of 1931.

agé 105, Annexure A—

S P@ﬁod of
Description of Records. Fotontion,
G;}xergl Provident Fund Schedules (General Provident Fund,
%) 5 years.
Personal Jackets of subscribers . 3 5 5 : . ]

(Amendment o Office Manual,]?aﬂrl‘”j

IS

| O T A v e

No. 13 of Mateh 1933
, Annexure 47—
¢ the following as a fresh item :—

I No. 45-A. Tndemnity Bonds —(I. A, F. A-297. 10 years.
(Amendment to (ffice Manual, Part 1)

i e e i
(3) Building Ledgels'lgﬁ\_,l..,_ \ 15 _years.
(4) Oog}ponen s Ledgers (A, ). : ; 5 years.

i
|
35
|

——

7

er?_

# Southern Command only




ol

10

ement showing the periods on e Bzpiration of which vy
of Records may be dostron ll. (Referred to iy, Paragr,
Chapter X)—gontd. =

A —

Period of p

37 | Estimates—confy,

(3) Cases fertain

/
(A e ing to Bndgét Bstimates | 5 years.

'y

(4) Defailed Budget Estim";tes.

(5) Distributed Budget '”st'ima.to

L

A years,

| 3 years,

|
|
. ; 5 years
|
|
!

e e,

...... e "““'L"W"M-«N‘m‘q% L ~
No. 38 of 1935, / e R
105, Annexure “ 47— j

ie the existing entries against Serial No. 42 and
fihe following — :

ity rolls (I. A. F. Y.-1948) .. 5 years in the case of in-
divicaals not invalided
from the service. In
other cases perma-

nently ”, :

(Amendment to Office Manual, Part L)

Sl Dagee e s

No. 138 of March 1933, \/
5, Annexure © 47—

¢ the following as a fresh item :— .
No. 45-A. Indemnity Bonds—(I. A, F. A-297. 10 years.
(Amendment to Gffice Manual, Part I.)

sy ascuger (M) 2 years,
. » 3 " e '
() Building Ledgers (7

(W@LLM{;@W‘(’A‘."LF‘.’}'I e

"‘Squthem Commang only

15 years,
o e
5 years,




105

Statement showing the periods on, the Expiration of which
of Records may be destroyed, (Referred to
Chapter X)—contd. ;

m par

rarions classes
agraph 359

\

Serial No. ~ Description of Records. f Perind

Beeae - - R =

37 Estimates-~contd.

Nl
f
|

(3) Cases Pertaining to Budget Estimates | 5 years.
Acc-oun'ta).

(4) Detailed Budget Estimates. : ,! 5 years,

(5) Distributed Budget Tstimate : ! ‘ 4 years,

(6) Revised estimates | 5 - . / 3 years.
38 Family l‘émjttélllCe to England, lists of .5 years,
39 Formg, re(iuisition for, file of 1 year.
40 | Forms, looge leaves of diary register, file of - | 2 years..

Fund deductions, certified list of 5 years.
Gratuity elaims .

5 years.
History sheety (A. T)

. .

For ever,

Home coronation file *

. *5 years,

Hong Kong T orms, A. B, 0,—File of 10 years.

Indentg—

|
(1) Indents, cash (Requisition). 3 ] (

{5 years,
(2) Indents, home . . . . : jJ 5 years,
(3) Indents for Railway Warrants and credit!l 1 year,
notes,

(4) Indents, monthl;y stationery, file of . ] 1 year.

47 | Inspection notes (A, ) i ‘JI 2 years.
48 Inventry lists and counected vouchers (A / 2 years,
49 Invoices, Europe : J 5 years,

%0 | Journals and Ledgers—- ;

{ (1) Abstract Ledgers (M) : (I 5 years.

(2) B.R. N, B, R Summary Ledger (M) . "I 2 years,

(3) Building Ledgers (A. 1) 15 years,
(4) Component Ledgers (A, F). 5 years,

* Southery Cormmangd only

.

of retention,

i




106
' o .
Statement showing the periods on the Eppiration of _wkwk;@; V
of Records may be destroyed. A Referred to in paragra
Chapter X)—contd, o

e

Serial No. De:g,cﬁﬁtion of Records.

i - o

/- ’,f/: : 1

| surng dgers—eontd,,” |
50 | ournals and Ledg g ‘
1

I3

\

: R A

~=Nw., 21 of March 1933,

Anndaining

5. vears

2 Page 106, dnnesyre « o Vs
_ Delete the existing entries against the followi
items of serial No. 5( under column ¢ Perjod of rete
tion” and snsert the following :— ‘
12 v o - 45 years,
- (20) - + 10 years,
_ {(Amendment to Office Manual, Part I.)
substitute the periods noted against each : :
Serial No. 12 (4) - Pay bills up to 31t Decembe
for 35 years, ‘
i : From 1st J anuary 1932,
. for June and December fo
years, others for 6 years,

Serial No. 12 (5) - Pay bills up to 31st Decemnbe
for 85 years,

From 1st January 1932, pay
for June and December for
years, others for 6 years,

- Pay bills up to 31st December
for 35 years,

‘Serial No. 12 (8)

From 1t January 1932, pay
for June and December for
years, others for 6 years,

Serial No. 13—(1) to (5) .
Serial No, 13—(6) . : 5 years.

Serial No. 13—(7), (8) and (12) .
Serial No. 183—(17)

. 50 years,

50 years.

5 . . 20 years,
Serial No, 13—(18) .

75 years.

Serial No, 13—(23), . - 50 years,

e (Amendment to Offoe Mannal




8

Statement showing the periods on fhe Expiration of whicp, vay
of Records may be destrosfed, (Referred to " 4 Parag
Chaptey X)—contd. /

|
|

" Ledgers (Not, eontaininé
accounts of works in Progress.) /

ers (M) | 5 2 i

5 years.

/ 130 years|

|
|
| |
(9) Maghinery Ledgers (A, By, J s years;
1
ants’ Ledger for Tngot (A, ) ‘f
|

/ .

rehantgs’ Ledger for stec] Tngot (A, B.)
‘ (12) Personal Ledger of subscribers t/) funds |
, (13) Principal Journals A By i : ;
I

|

(14) Principal ledgers (A, ) 5 vears, |

5) Stock journals .,

| / 5 years, §
| :
|/ 16) Store ledgers A , . jA i : 5 years,
Vi
17) Works ledgers | n o . - | 30 years,
/ / Y

51 Lighting and buoying in ¢he /Persian Culf | 5 Vvears,
" Nearchyy » (M)., file of, /
5.1’/ | Loss statements,

5 years,

No. 33 of Mareh 1933,
_leye »1.706‘

Lnsert the following a5 5 fresh item ;.

Serial No, Description of records, Period of retention,

57-A. | Numerica] return and Nomina] 3 years
roll files,

[o—

(Amendment to Office Manual, Part L)

s ¥ 3



Statement showmq the perwds on the Eapiration of which parious classes
of Records may be destroyed. (Refi erred Lo 10 pamgmpk 369—
Chapter X)—contd. e

7106

Serial No. ‘

|
|
.

-

i
|
|
¥
i
.
i
1
\
1

|
i

|
|
l

Descnptxon of Records. f Period of retention

Journals and Ledgers—con td.

(5) Contractors’ Ledgers (Not eontamma< 5 years.

aceounts of worlxs in progress.)
i

(6) Cost Tiedgers (M) - % < : 1 5 “year.s.
(7) Depreciation Fund Ledger (A, T.) : ;‘\ 10 years.
(8) Journals and Ledgers X 3 \\‘ 30 years.
(9) Machinery Ledgers (A. F.) . . 1 15 years.
(10) Merchants’ Ledger for Ingot (A. F.) ‘1 2 yeats.

(1) ’VIerchu,nts Ledger for s steel Ingot (A F) 2 years,
(12) Porsonal Ledger of subscribers to funds \i' W L(5 ig
(13) Principal Joumals (A. F.) . . i \} 5 years.

(14) Principal ledgers (A.F) 5 years.

(15) Stock journals - S : .| B8 years.
(16) Store ledgers . : : . .| 5 years.
(17) Works Tedgers . 2 s - . | 30 years.

Lmhtmzr and %nmmo in the Persian Gulf | 5 years.
“Nemclmx (M), file of.

Loss statements. H years.

Mannfacture demands (A 1) . . .| 3 years.

Money warrant file (M.) : = : . | 10 years. :

|
Aluster and pay hooks (M) s . . | 30 years.
Naval prize money (M) . | 50 years.

Normal cost statement files (I, b - . | Same period
: accounts.

N. P and P. M. Summaries of, (4. F.) : \‘ 3 years.
Orders—

(1) Uommand, District, Brigade and Station | 3 years.
Orders. s

(2) Dockyard order file (ML) -+ - 5 years.




%nwl No. 50 (17} as amended by {*orr
_ No. 26 of March 1933. In column period

. (“ut 3 mfwk ::md connect it Wath t}xe foliﬂmng remark-

. ke Affer closing of any esmmc@e, expeﬂchtme reh{‘;lnn' tQ .
which is recorded therein.’ :

Amendment to Office Manual, Part 1)

VPage ZOGZAnnexm'e A — ‘ -
Serial No. 50 (20) as amended by Correction Slip -

No. 21 of March 1933. In column ° ¢ Period of reten-
ion ” pub a mark » ami “connect it with the foﬂowing' ~
,remaﬂ\—o« o

% « After closing of any estlmate, ev'nemhturs- relatmf' to
thch is recorded therein.’

(Amendmenh to Ofﬁce hi%naal Parh I )

. No 26 of March 1933.
Page 106 Annezure < 47—

 Delete the existing entries against serial No. 50
{17) and substitute the following :—

ExPense Ledger . & 10years
. (Amendment to Office Manual, Part L.




Sl A b e L

s
v naatom

an period of retentio
he f)ilowing remark-

spendibure relating

ico Manual, Part 1)

No. 56 of 1931,
Page 106, Annemre “ 4

Delete the entries against serial-No. 50 5
column * Poriod of retention ™ and substitute 10 yes s.

(Amendment to ¢ Office Manuaf, Part I ”.)‘
No. 57 of 1931,
Page 106, Annexure < 47—

50 (17) un
and  subsii

Delete the entries against serial No.
eolumn ¢ Description of Records ”
* Hixpense Ledgers (M. E. 8.)”, . o

{Amendment to “ Office Manual, Part T 23 - e =3 of 1925.

; V o

P age 105, 67 with connected entries and insert

a g

Laernre 40—

NG- 15%3) of 193\~ »

w i S, ‘ete.—
106, A’n’ne.l,“l’l‘e s agd (IA.F. Y. 1948),
Puge 10 o5 h items %o . A, F. M. 1265,
‘ 1 the following 28 fro8 . case may be),
Hick it 1:;)” nd below item 17y &= i S) Ils(g-AA.FF.ﬁ-ggg;,
el 1t 3 0 a . ‘ e R e S
L Rent Assessmen’ & Ledger v . - urt of enquiry in
“ (18 Ledger (M. B8 1 x , injuries due to
(19) Reat L 1, m. 8 . o ... Permanently.

Job Ledgers & - ’
Pf‘?) Price Stock Ledgor (M. Eal) )
« Office Manual, Part T

A. F. Y. 1948),
L .. To be destroyed after
: ~ death of pensioners
and after settlement of

claims from families

of pensioners  in

X receipt of I. O. M.
allowance  excepting

the rolls of individuals

discharged on recom-

mendations of medical

Amendment to
’
x uye JU() Annexure “C A’

Tnsert the following as fresh 1tems i

X 4
o < Serial No 53A. \Ieasurement Books (M

5 boards which should be
i retained permanently.

1 No. 55A. Muster Rolls (M. E. S) Indian military e
Seginl B S .. To be retained for the

e t I »
(Amendment to Offioe Alanaal, £ "’ same period as their
= - relative pension claims.
.. Tobe destroyed er the
death of pensidiiers.

] endment to Office Manual Part 1.)






8 ,\(;f,>:ff"'

- No. 14 of March 1933.
07, Annezure « 4 7—.

nsert the following as fresh items —

at No. 60-A.  Part IT Orders of Asgistat;t Con-

i atroller, Grass or Dairy Farms

al No, 61-A. Pay accounts
- effective

o 6 years,
(Beservists) Non-
, . . «+ B years.

~ ar

T-BolL TN

12

No. 22 of Marep 1933,
?, Aﬁ,nezur& “A ,-,___“

foot note to serial No. 69 ag amended by (op-
Slip No, 40 of 193] is reconstrycted as

'y and April in the case of B. T\ units ang for
in the case of T, T. units will be retained for o period
s.” v LEe]

(Amendient to Office Manual, Payt L)



§
3\(“”’”6-%1{?'8 “A »

“he entries
reriod of reter

F

p -

£ 30 “ Offoa Moot o,

*

Siiament to Q%
No. 56 of 1931,

against serig]
ntion ™ and subs

EREN

by G ol‘recﬂon 85
A ”d of I'e‘tentlo

ce Ma’naal Parb T

No. 50 (5) de
stibife 10 Year

No. 40 of 1931.
Page 107, Annedure * 4° to Chepter X— -

Change the fullstop into a semi-colon after the word “years” in the
foot—note to item 62 and add the following :—

% June and December Pay Lists with Unit Accountants shon]d be
retained for 5 years only.”

IAmendments to «“ Office Manual, Part [ 7,



lo7

Statement showing the periods on the Bzpiration of which,
(Beferred to n

of Records may be destroyed.
Chapter X)—contd.

#~&

various classes
paragraph  359—

I
Serial No. {l Description of Records,

Ll e e s

59 | Orders—contd.
(3) General orders (M.) one copy. . 5

printed (E, and M.
Sections).

: (5)JInstruotiona,l books and orders by sec-

|

|

i (4) I. A, 'S. C. orders
l tions, file of.

/ (6) Tssue orders and lists of R. S. D, (A, F.)

(7) Otfice orders (Establishment)
copies),

(fair
{8) Office procedufe orders, file of, one
copy.
(9) Orders, dockyard (M.) 5
(10) Work orders books and files (M.)
(11) Work orders, completed, ligt of (A F)

|
|
|
f
|
|

60 | Overtime notes (A. F.)

61 ; Passes—
g (1) Pass, gate (labour and material) (A, F.)
i (2) Passes, leave (A, F.) . .

62 fl Pay iists, Tegimental, with voughers {ex-
| cluding June and December).

623 | Pay and Mess Books of B. T, Units

64 / Pay Slips (Daily labourers) (M.) . 2 :

P 65 ; Pensions, arrears, claims of, files of
66 I; Pension circulars, one copy < v
B Pension claims, i.e., Pension (military) rolls,

| invaliding rolls, and ap lications for pen-
g PP p
) sions under C. S, R.

Period of retention.

\

\

For ever,

Ed

5 years.

2 years,

33 years,

5 yea,rs.‘

5 years.

5 year‘s.

(34

years!

[

years.

2 years.
2 years.

5 years.f

5 years.
3 months,
5 years.
For ever,

&
4

* One copy for 25 years,
Is to which they pertain.

1 Those for June and December 30 years.

-1 Should be destroyed after death of pensioners and settloment of claims of widows
Pensioners in receipt of order of merit allowance, excopt tho inva liding rolls of pensioners

The remainder to be kept for the same period as the pay

f“’fﬁd d_isabiliby pensions which should be dostroyed 3 yoars after the death of pensioners.

K




e

Statement showing the peri
of Records may be
Chapter X)—contd.

108

ods on the Expiration of which variou. 7 ,
destroyed. (Referred to in  paragraph a9

s8es

Serial No,

68

69

Description of Records.

Pension journals with vouchers . = :

Pensions, revised rates of intimations of,
(pension claim).

Pensions, schedules of advances of, files of .

Pensioners, Chelrea, file of abstracts of pay-
ments to. 3

Prices and wages in India ', - g .
Progressive actual expenditure (M)
Proof sheet : £X . ; 5 ¥

Rate Book (Admiralty) (M) 2 S

Rate Book (Marine) (M.) . :

Rate lists (M.) . . 3 i g 3

Receipts of Post Office registered Tetters, cte,,
file of.

Receiptsof telegrams sent, file of 2 ;
Receivable order book . R . 5
Records, day and piece workers (A, F) 5

Records of “ except” components drawn on
Assembly orders (A, F.).
Recovery claim file (M.)

Registers (Andit)—

(1) Appropriation audit register (Accounts
Section).

(2) Audit progress register ; . ;
(3) Audit register of contingent charges

(4) Audit register of officers . . :
(5) Audit register of pensions . x ;
(6) Audit register of Bengal Military and

= Orphan Fund, 1. M. S, F. P. and
L. M. W. and 0s.” Fund Pensions

1 year.
years.

years,

[T . ]

years.

(V5]

years.

5 years.

5 years.
5 years.
35 years.
15 years.

For ever,




. regarding recerpts{* '
‘ :,fm mterest on Gr . Notes
‘(I A F. a-’ZMU) . 110 yemrs.v :

Serzal Nn 72- B Punte& memos, 1e°‘ardmg‘ refund
of security deposlts (LA F.

.10 years.

Page 108 Anne»cure « A ?

Insert the foll'owmg as a fresh 1tem — |
ils of
« Serial l\{& 'Ig.A . Receipt Books, Counberfo ‘ 0. 3 b

.)7—- .

(Amendménf to “ Office Mangal, Ear§ I f’.) =




Fho oSt

. 46 OF DEcuwMprg 1932,
nezure A.

N

ollowing a3 a new item against gerial

iter Departmenta] Scheduleg
ter - Sy .. 5 years.”
0 Office Manual, Port L)



109

* Statement showing the periods on-—the—Hrpiration_of-whieh-vyrious classes
: Df Records MY be destroyed (R?ﬁ”‘”‘".’z to—ry VUciararys c?qv]i*gég-’.
o \""' ey, X E:

Sl e

e st t——

No. 42 of 1935,
{ d of retention.
age 109, Anmexure ¢ 4 '— :

‘_7 ‘L

Insert the following as a fresh item :—

4-A. Register of rejected pension, ete., claims. . ...
ver.’’

(Amendment to Office Manual, Part 1.) =
gl g R :

MO YL op Dec 11Z2 )
% . ,‘ ! N

No-d' op jagy. / :

Page 109, Annexure A -

Insert the following as a new item against serial
No. 85 :—

14-B. | Register of Index to House | 25 years.
Building advances. |

(Amsundment to Office Manual, Part I.) — 2 Yo

No.
Pyye 109, Annezure
Delete the existine I
/ entries ins I
5 @({{(8) e CQlubmn “Per.agamst serial Nos. 85

i?d of retention > and
rear Tespectively,

izizeox’ vasickap

28 of March 1933,

113 A JJ~

(Amendment to Office Manuyal, Eavt 1)

No. 30 of March 1933,

age 109, dppendip « 47—

k;‘DeZete serial No. 85 (17) with connected entries
nd dnsert the following :—

Serial No. 85 (17)—

(1) Register of valuable documents .

. 5 years, ;

(%) Register of important doecuments : 5 years. (
447) Register of secret documents ; . 8 years.
(i) Register of confidential Jetters . . b years,

(Amendment to Office Manual, Part I.)

—



109

ent showing the periods on the Bzpiraiion of which varions classes
of Records may be destroyed, (Referred to in paragraph 359
O];apter X)—-contd, P

e ——

I
~ Serial No, / Deseription of Recordg, -\ Period of retention,

Seee s e e VEERR I ,[N_—\“\,M

84 | Registers (Aucht)—-—conhl

|

| |

| {7) Auadit register of Madras M, ilitary Fund, | 12 years,
. Madras Medical Fund and Bom}\fn i

} Military Fund Pensions. |

|

!

(8) Andit register of tra valling charges | ’ 5 years,

(9) Preaudit bil register , s . . | 5 years.

(19)- Progress Tegister, inter-departmental

5 years,
transactiong,

|
85 ! Registers (Miscellaneous)—
‘I (1) Accepted ratevregister o e f 2 years,
f (2) Adjustment registers (M. T, 8.) objec. ;’ 5 }ears;
| tion books, i
i (3) Bill diary register . : < i Syemrs 2 ‘LJ!W S
?[ (4) Bill payment, register 5 . 5 5,‘5,;3:11’5. 7 .
f (5) Coal bunker check register g 5 / 3 years, : Vb
‘!! {(6) Dﬂ:nt)abterldanoe register (Estahlish. i ! yoar, ’ ?/:g \:;Lfiu/j
x[ {7) Demand Register : . : f' 6 yéars, —" . ¢ i g/
/} (8) Deéggg:h registers (Letters and objec. { ~B-youre— ] ?é&'—\g -
(9) Despateh registers (cheques) 5 5 f’ 3 years.
! (10) Family allotment register ! 5 years,
‘, (11) Family register . . 2 5 f For ever,
| (12) Half-margin register , o ; 3 years
/ (13) Inorement register (A, F.) | JII 2 years
(14) [n%;‘; JegiSter, G. P. Fund, 1. O, BP ; For ever,
f (15) Leave register (Establishment) ! 3 years
! (16) Leave register (Factories) (A. ,) 2 years
i (17) Letter diary register | i . : J ~H-Fears—
/ (18) Objection register [ 5 years.
|
I
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Statement showing the periods on the Eapiration of which various classes
of Records may be destroyed. (Referred to in paragraph 359—
Chaypter X)—contd.

Serial No. 1‘ Description of Records. . Period of rotention.
| . 2 >
|

i ———— T e T T

85 | Registers (Miscollmmous)—contd.

11 (20) Progressive register (I. A, . A-742) 3 years.
(Accounts Section).

(21) Rebate register A . .| 5 years.
(22) Recovery register (A. F.) : . 2 years.
(23) Register of acknowledgments . . . 3 years.

\ (24) Register of allotment of petty supplies : LB years.

(25) Register of amounts sanctioned by 3 years. a0
Audit Officers of and above the rank | e
\ of D. A. C. M. A, |

(26) Register of advances for motor cars and . 6 years.
other conveyances (Accounts Section). |
(27) Register of advances paid to Railways ‘

(M.). |

3 yeara.

(28) Register of blank cheque and R. T. R. . § years.

Books. i
(29) Register of books of regulations in | Until the next register
stock and use. ' " ig opened which should
: contain all current items -
of the previous regis-
ter. s

(30) Register of book-binding (Record) . 3 years.

(31) Register of capitation allowance to L 20 years.
widows and orphans {Pension Audit). |

(32) Register of cash agsignments . 5 1\ 3 years.

(33) Register of cash receipts (A HA 5 years.

616). \

(34)BRegister of claims against officers lent
to India Office.

10 years.

i
(35) Register of court decrees (Officers and \‘ 3 yoars.
I}

Unit Section).
(36) Rogister of dead stock articles . .| 3 years. S - - {
(37) Register of deaths and mortality .| 5 years. .

ISP

(38) Register of demand and return notes 2 years.
(A. F.).




which various classes
destro Jed 10 in paragraph 389—

Period of retenﬁiqn;

No. 47 or DucemBER 1932, : \‘ o

{ nezure 4. |
or the existing entry in column 3 against
85 (41) substitute “ 5 years or until a new

ert the following as a new item against
Sk new  rogistor
19-A. Reglster of Financial Sanc- Lo
ions for fresh expenditure .. 5 years.”’

mendment to Office Manual, Part I.)

] {44) Kegister 0f Hurope—mvowow—rmye:~ | - v >
Sor-txon) B

16

No. 32 of March 1933
Page 111, dnnexyre 42—
Against serial Nos. 85 (45) and 85 (51), delete the

X
€ &stmo' entries under calnmn “ Period of rebention?”’
and enseré 50 years ” in each case.

(Amendment +~ 0T

\f March 1933.
Page 111— o A0 -

Substitute * 50 years’

'n(" in
column 3 against Serial No. .

for ever’ appeart
54,
(Amendment to (, +e Manual, Part L.)

TTReT T :
i :upplymm
l —oriters (M.). i
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Statement showing the periods on the Bxpiration of which various classes
of Records may be destroyed. (Referred to tn paragraph 359—
Chagpter X)—contd.

_ Serial No. Description of Records, : Period of retention.
1

85 | Registers (Miscellanoous)—conid.

I (39) Register of deposite and advances | 6 years.
repayable.

(40) Register of deposits of estates of | 10 years.
deceased officers, otc.

(41) Register of emergent advances . . | Until & new 'rogister is
) . opened. :
(42) Register of erroneous credits 3 b 3 years.

(43) Register of establishment roturns | 35 years.
(Store Section).

! (44) Register of Europe invoices (Store | 5 yoars.
Section).

(45) Register of events . A : . ] Por-ofor. 50 L=
; . ,;’/;I

| (46) Register of oxtracts (A. F.) 5 . | 3 years.

(47) Registor of final disallowances 6 years.

! (48) Register of financial effects J years.

[ (49) Register of financial irrogularities z 3 years.

(50) Registor of gratuity (Unit Section) . | 10 yeara

— {2
(51) Register of ground rent (Store Section) |For-over: é o ?? El257 :
(52) Register of Government promissory | For ever,

notes and deposit register (Accounts I
. Section). !

(63) Register of half-yearly balances of | 3 ARSI

regimental funds (Accounts Section).

i

|

|

| | -, Apens-
]i (54) Register of histories of services of | Dorerm? .0 ©

‘ |

civilian officors paid from military

|
I
|
! supply notes and local purchaso
J orders (M.).

estimates. !
j (55) Register of Home indents . 5 2 5 yware,
“ (56) Register of Home invoices ° . . 7 years.
| (57) Regigber of Income-tax 5 3 4 : 3 years.
(58) Register of India Office advances $ ; 5 yoars.
(69) Register of indent, demand notes, i 5 years.

|
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Statement showing the periods on the Bxpiration of which various
of Records may be destroyed. (Referved to in  paragraph
Chapter X)—cont. s

|
Serial No. x Description of Records. ;  Deriod of reﬁenﬁ_

h!

85 | Registers (Misc«fllaneous)—contd.
{

(60) Register of issue store vouchers from 5 years.
dockyards (M.).

R. T. Rs.

|

|

‘k (61) Register of issue of advice lists for 3 yeas.
| (62) Registor of items under objection for l 5 yoars. =
: final sanction of Secrotary of State |

| (B. and M., Unit and Officors |

i Sections).

(63) Register of L. . Us. issued 3 yeznrsab

Register of L. P. C. books received and

years. i
issued.

|

Register of L. P. (s wanting, officors | Until  all Standing .
and men. . itemsAfave Egezsetﬂo%‘

(66) Regis;cij of manufacture demands (A. B, 3 years.

<

A S
o &
Gt e
(st )

—
=
-1
—

Register of military journal (Accounts

: 30 years.
Section).

(68) Register of military ledger (Accounts 30 years.
Section). =

i
(69) Register of military treasure chest | 5 vears.
accounts (Accounts Section). :
|
(70) Register of military exchange accounts | 3 years -
| (T1) Register of miscellancous non-recurring | 5 years.
| charges. !
(72) Register of no-demand certificutos : ‘; 5 yoars.
’ |
I (73) Register of navy bills (M.) s . | B years.
(74) Register of non-effective avcounts . 3 years,
i (75) Register of passage money : . | Forever.
| : -
(76) Registor of payment issues., % . | Until a néw register
opened. :

~1
-
N

Register of payments made (Day Book) | 10 years.

Register of payments in India by | For ever.
subscribers to the Bombay and
- Bengal Military Funds, residing in
Europe.

—
-1 ]
oL
it
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Stutement showing the periods oy the Bxpiration of whic, variou,
: of  Records may  be dstroyed, (Beferred 9Ty
Chapter X)—contc

i
|

Serial No, |

5/ Registers (Miscellane

|
|

(60) Rogister o 135Ue store vouchers fpdfn

3 yoars,
<ygdds (M.).

ster of issue of advice/lists for 3 years.
CT. Ra.

No. 29 of March 1933,
- Paye 112, dnnezsre i e

Delete the existing entry against serja] No. 85 (65
under columy, « Period

: of retention » and inserg ¢ 9
Years provided a]] outstandings gre cleared,”,

(Amendment to Office Manual, Payt I)

i

Lo (B9 -~ 2
e No. 48 op Drornyser 1939
| (70 Page 112, Annexure 4.
s (1) For the SXIsting entry in colum
| (7 serial No. 85 (76 Substitute ““ § years 2
| y
| 71 (@) In the colump ¢ Description of Records *
| tem (77) ingept < original copies *’ 4t the end.
I{ ( (72) Insert the following as 4 pew item
(T ; S R -
| ( " T7-A. Register of  paymentg made - o
[ (Day Book)~—Duplieate copies. .. .6 months *’
(T (dwmendment 1, Office Manual, Papt 1)
r Ao e
‘ B S S
. {(77) Register of pa,p};\ﬁs made (Day L\W-
I (78) Register -« payments in  Indja- by | Hor ever,
! substriber : a2y and ¢
Mili 5, residing in ( g
: i —




Hiration of m}mb varions classes

bf Reawds may bc (lcsl ' ( R( oferved to in paragraphs 359—
C‘hapter X)—contd .
4 N . Description of Recordsr | Period of-reetention.
i : '
|
14 \
No. 27 of March 1933. - A \ -
Page 113, Annexure © 47—
Delete serial No. 85 (81).
(Amendment to Office Manual, Part 1)
T (54) Legister, Te-appropriation . 3 years. l

correctmns, orders and perigslicals.

4
(85) RéO'ister of receipt and disteibution of ! 1 year.
!

(86) Register of receipts and igedos of forms |
_ (Record).

3 years.

i

> i

(87) Register of receDts and disposal of
+ eivil exchaped® accounts.,

(88) ’mrlste’r Of recoipts and  disposal of

(89) Register of receipts of cheques s 5 ycarzé‘”

RTRS

=
o

Vess.,

(91) Register of regimentalAnd other loans | 10 years
(Accounts Sectio
:

(92) Rogisters of B. T. Rs. issued : W ) years, f -
No. 49 op DLLE\ IBER 1932 ;
Page 113, Annezure 4. : :

For ““ Tor ayeyp 7 ap

seri peazmq in colu
ial No. 85 (95) substitute <5 searslfl,n 3 against

(Amsndment to Office- Manual, Pgry 1. ' "

[N My vra— }

(Officers Section). /

(98) Regist Gourity deposits

i
5

7 (99) Register of ships (M.)




5 9 :
I 113

roods on the Bxpiration of which, . I0US Classed. ; b ; s T ; -
e R g ’ .)/ i i oo SSSed et showing the periods on the Eapiration of which various classes
testroyed. (Referred to in paragraph  559. '

of Records may be destroyed. (Referred iv in puragraph 359

 Chapter X)—contd,
3 o —— S < =
i~*ion of Records. : Peri jenti i o ; ] :
k.. Sad Period of retention, al No. | Description of Records, ; Period of retention,
e e e s SR b les)
~ " et e |
83 | Registers {Miscellaneous)—contd. !I
| |
| ;. . . . . . 8
~ | (79) Register of pension contributions (Unit ! 15 years.
! Section). |
| {
b2 | (80) Register of permanent advances . . | 4 years.
! 2 I =
555 v : Py L
\ I (8D %%22 f W&L&me&fﬁwm
T | Segtion): ’
- % (82) Registor of priced accounts . - 1 3 yoars
| |
| (83) Register of prohibitory order (M.) 5 ; 1 year.
N i '
x | (84) Registor, re-appropriation . . . | -3 years.
Sk sars. | : i =
Seria] NO 83 83 : | | : PO, !
ot . ( 9) 83) Registor of receipt and distiibution of | | vear.
S and ) r gister of recei ttion of | 1
5 tuserg s 2 : corrections, orders and perivdicals. |
€ 'leared_v, i all_etstanding |
~ el ;‘“’eiﬂz ""Z"’e"“e J | (86) Register of receipts and issues of fopms | 3 yoars.
fea ), | Record). v
** Manual, pyyg 1) yeurs. ; Heecat : i
i = | {(87) Register of receipts and disposal of I 3 vears,
FOALEs civil exchange accounts. |
2 5 (88) Registor of receipts: and disposal of Loy yenrs,
vears.

(89) Register of receipts of cheques and
R. T, Rs.

5 y6ura

o 5 3 vears
seounts Section), 29
N pER 1932

s Sl i ke ;
48 OF DroeM (U0) Register of recovery claims issued (M.} 5 vears.

No.

A apbriire A :
Apnext ipy im column
Ao entry ?

S
(g oyears -

: (91) Register of rogimental and obher loans | 10 years.

{
!
* central adjusting accounts
[
|
l
|
|
I (Accounts Section),

- :
Page 11%: pe existing

s op phe exiEulo M
~ (1) For .% (16) substitute

- - ¢ T (92) Registers of R. T. Rs. issued . e
~erial No. (« eserimtin : 5
: ) In the column (93) Register of sale accounts (M.y -, ki 5 years.
N .
(’ﬂ g :
Sl A ] {(04) Registor of sale vouchors (A, 1) « | 2 years.
s (45) Register of sanctions for deposits of | For ever,
regimental funds (Accounts Seobic ).
o
(96) Register of sanctioued tendors (Sbore - 20 yoans-
Seetion),
{(Y7) Register of scale check of chaphuing
= (Officors Section).
. | - WVEL
Sy 98) Register of security deposits ; :
unds, residing in | = Ok
s , resid
|
- (99) Register of ships (M.) .
.
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Statement showing the periods on the Expiration of which various

of Records may be destroyed.
Chapter X)—contd.

(Referred to in  paragraph 359~

s€s

Serial No. Description of Records, Period of re
85 | Registers (Miscellaneous)—concld.
(100) Register of ships expenditure (M.) . | 10 youars,
(101) Register of special foatures (Unit and | 5 years.
Officers Sections). :
(102) Register of specimen signature . « | 3 years.
(103) Register of statement of fund deduc- | For ever.
tions.
j (104) Register of surplus officers relieved | 7 yoars.
! under  Royal Warrant (Pension
I Audit). :
| (105) Register of survey roports (M) . - . 6 yoars.
|
| (108) Register of temporary withdrawals and | 5 yoars.
their recoveries (Funds).
(107) Register of undisbursed wages (M.) 2 yoars.
(108) Register of valuables . i - | 3 yoars.
(109) Reogister of warrants (A. F.) 5 » | 2 yoars.
(110) Registers for watching receipt of AT. 0. 3 yoars.
1706 (British other ranks and airmen). .
(111) Register of working estimates sanc- | 2 yoars after comi)létion’
tioned against the projech estimate. of project. o
(112) Remittance register . 5 years. 5
(113) Revenue register (M. T. S.) 3 years. s
(114) Short leave applications and rogisters | 1 year.
(Establishment).
(115) Skeleton registers of daily payments | 3 years. : .
(memo, of cheques passed for paymont) : - i
(116) Subscribers register . ' Torover. x,//' 5 %‘
(117) Suspense rogister (M. L. 8.) 5 LD yoars, - o
86 | Reports and Returns— .
(1) Appropriation report s ‘ = BrFeatie.
(2) Audit report . 5 s s | 5 years.
(3) Audit and appropriantion report, oue | For over.
copy.




No. 23 of March 1033,

Pages 113-114, Adnnexure « 4 >—

Delete the existing entries against serial Nos. noted
below under column & Period of reten‘aon - and mé—
atitute the periods noted against each ;—

Serial No, 85 (98) . 45 years, .

Serial No. 85 (116) 45 years.

Serial No. 85 (121) . 15 years.

Serial No. 86 (1)

. 50 years,

{Amendment to Office Ma&n@’ ;Pa L)
No. 62 of 1931,

Page 114, Amzexure o

column “Descnpmon of Becords
“ Register of Suspense Account”’

(Amendment to ¢ Office Manual, Part I ")

No. 57 of December 1933. -

and ‘

Page 114, Annexure * A '— >
r S :
4jamsr serial No, 85 (117) as ame nd@d by Correction
Slip No. 62 of 1931 w ert 5 years*® 7’ for the existing
entry in the column ° pvm«;;d of retention ”’ and connecﬁ '
it with the following note.— ‘ e

* Provided none of the balances are outstanding on the'
date of destruction.

(Amendment to Office Manual, Part IA.‘)‘F_ -

No. 63 of 1931.

Page 174, Annexure ©* 4 7"—

Insert the following as fresh ltems agamst =
No. 85 and below item (117) :— 3

% (118) Register of Rent Bills (M. E.8.) . &« A/
(119) ., Expendituro M.E.8) . T .10
{120) 5 Receipt Books (M. E.8.) .

{121) - Measurement Books (M. E. S:) )
{122} o Incumbents  of
OLE 8) .%
B {123) ,, Grants (M. E. 8.) .
{124) 5 Approvals (M. E. 8.) |
{125) 5 Contingent Bills (M. E. S )
{126) o Endowments Receipts (M.E. S) 5
(127) o Remstet of Stores Purchases

BLES)y . ..
(Amendment to * Office Manua!, Part1”) :




No. 44 of 1935.

Page 114, Anmexure « A
Insert the following as fresh items a.g‘ai»nst Sema.l No.
and below item { —

kB

the working’ of con-

(130) Register for
. tracts

¢ch

(131) Register showing cases 1 -
lowest tenders ere not accepted.- 5 years.
(132) Register of objections waived 5w
or of objections to - insuffi-
H

(133) Regist
. cient

or irregular sanctions
(134) Skeleton lists with ‘Receipts and

- issue VIS, .- . = by
(M. A. Gs case N

o, 3830-A%(C.)

. No. 58 of December 1033

Page 114, Anmxdm ¢ A— ; .
;  Against serial No. 85 (122) a8 igserted by Correction = -
. Slip No. 63 of 1931 in the column period of retention ”

smsert ¢ b years’ for the existing entry. : £

- . (Amendxnent tg Oﬁipe Manuql, Parb L) " y
Page 114, Anmezure‘ A'— e
Serial No. 85 (118) as inserted by Correcﬁon{f .
No. 63 of 1931. In the column period of vetentt .
«pyears”. H

insert ¢ 3 years 2x for

b to Office

(Amendme Manuel, Part 1 \]

aganst this item




85 \119} as inserted by Comact’on éuo
“ against ‘ period of re insert a
connect }i; Wlﬂ’}

osing of aﬁy nst pas}
ad t’qersm &

=
@

e
6

»1 o
2 =
(4]

No. 16 of \falc ::1'933
Pagﬂ 114, Annezure ¥ 47—

Insert the following as fresh ztems agamst ir
No. 85 and below item (127) :—

(128) Register to record losses by five
4 (129) Register of Inspectwn Reporjs

T

seria}

(Amendment to Oih" Manua s

No. 60 m Decem]cer 1933.

Dfmu qile Anﬂszure A . i , .
Against serial No. 85 (1"1) as maertefi by Correction
Slip 1‘4 63 of 1931 in the colamn ° Period of reten-
ticn ” ensert © 10 years after completmn oi the Register *
for the existing entmes. : L

(Amendment to Ofﬁce Mamni Part L.)
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Statement showing the periods on the Expiration of which various classes
of Records may be destroyed. eferred to tn paragraph/359—
~ Chapter X)—contd.

Description of/Records. 2 Period of retention.
Reports and Rebur;é—conid. /'/T :
/ /
() Casualty pé/pqrts, file of 5 5 ./ 5 years.
7 /

/ :
(5) Casualties amongst moembers of tho | 5 years.
Order of British India, return of,

(6) D?Amg reports (M.) g « | b years.
(7) /F(omge return, regimental . / . < | b years,

Iﬁspection reports rendergd by Ins-| &5 ycurs:‘"‘
pecting Officers, M. A. /Dopartment.

/

/ (9) M. W. return (M. B. 8. 3 yoars.
(10) Mortality returns, filg/of . : . {i".years.
/

(11) Pension reports . . . | 25 years.

(12) Preliminary repofts of receipts and | 3 yoars.
charges. /

(13) Progress reports received from D. A. Cs. | 1 yoar.
AT, filo of (A. F.).

(14) Proo=- N ._submitted #--. A @ T

g~y € 115, Annecure ™4 o

% g e
Aguainst serial No. 86 (16) zusert = & )&;rb < iu’ mi
#ine entry in the column ©pel iod of retention ® and

nect ikwith the following novte.—

i e 1 ladanoss are outatant
rided none of the balances are ouls

o o Wanual, Parb ]
(Amendment to OKﬁcja :‘,ﬁammi, Part L.

i

-, weturn ot last payments “of ~s‘t“lbscrip- 3 years.

(23) Retirn of payments de in India by

nnuitants and pehsioners of the |

Madras - Medical Fund residing in | |

Europe. 1

(24)/Returns sent out, office copies of (Unit = 3 yoar
and Accounts Sections). |

i,




Chagpter

howing the p'e-r'iods on the
ecords may be destroyed.

J

(Referred to 4
X)—contd.

Expiration of which various clas

n paragraph 35

T

Description of Records.

Period of retentior

|
i

I

(5) Casualties

~(7) Forage return, regimental

|
F(lﬁ) Rent returns .

ports and Returns—conid.
(4) Casualty reports, file of

amongst members of the
Order of British India, roturn of.

(6) Docking reports (M.)

s

. .

(8) Inspection roports rendered by Ins-
pecting Officers, M. A. Dopartment.

(9) M. W. return (M. E. 8.)
(10) Mortality returns, file of

.

- .

(11) Pension repotts

(12) Preliminary reports of receipts and
charges.

(13) Progress reports reccived from D. A. Cs.
- A. T, file of (A. F.).

(14) Progress reports, submitted to M. A. G.,
file of.

(15) Ration returns, regimental

2 B

=
|

(17) Reports of work completed {M.)

(18) Returns, calendar of

(19) Return of gang workers (A. 1))

(20) Return of last payments of subscrip-
tions. 2

(21) Return of old stores undisposed of (M)

(22) Return of payments made in India by ‘
subscribers of the Bombay Military
Fund residing in Europe. |

i
i

(23) Return of payments made in India by |
annuitants and pensioners of the 3
Madras - Medical Fund residing in |
Furope. ‘
(24) Returns sent out, office copies of (Unit |

‘ and Accounts Sections). !

25

&

yoears,

&

years.

years.

years.

(1)

years.

o

yoars.
years.
years.

years,
yoar.

yoars.

o

yoars.

10-yeass,

5 years.

1 year.

3 years.

3 yecars.

5 years.a

3 years.

3 years.

3 yoars.
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Statement showing the periods on the Bapiration of which varions classes
of Records may be destroyed. (Referred to o paragraph  359—
Chapter X)—contd. : .

Serial No. ] Descripion of Records. Period of retention.

36 | Reports and Returns—coneld.

(25) Return of subseribers residing in lndia | 3 years.
who have elected to pay donations to g
funds in England.

(26) Reburn of widows and orphang pro- | 3 yoars.
ceeded to England.

(27) Retumn of widows and orphans drawing | 3 yoars.
pensions in India on 31st March
(I M. 8. V. P. and L M. W. & Os.
Fund).

(28) Return of widows and erphans drawing |- 3 yours
pensions in India on 1st January
(old funds).

(29) Stock report (M) : . s 5 5 years.

(30) Stock-taking note book and reports . | 2 years.

(31) Sucyey reports (M) - . . E 3 years.
' (32) Test audit reports  with  objection |5 yesrs.
o stafoments. i
: : : o
87 | Review of audit accounts (Unib, E. and M. | 5 years.
| Sections). |
$8 | Rifle press bonus sheets (A. 17) 5 o 2 years.
| |
24 Rolls, annual, of men peu:ﬂiunmblc undey civil | 35 years.
rules. ~;
‘ -
90 | Schedules— 3 |
! L.
- (1) Building schedules (A, B.) . . . | 3 yoars.
| (2) L. D. schednles with vouchers - o1 5.yeurd

{3y Labour cost schedule of hitles (A, 1) .| 2 yoars.
: !

=, i (k) Magchinery schedulos (A B . - | 3 years.
(5) Sehedule I (revoipts and charges) . | 10 yoars.
|
(6) Schedules forwarding issue vouchers of : 3 years.
| stores.
| (7 Schedule of storo receipt and iﬁa‘\lﬂ% 2 years
| vouchers (A, F.). |
l v 1
yl \ Service (former), tiles of, soldiers’., o 3 \ 20 years.
|




18 .f =
t, Deposxt Recelpts (
Senal No SGGE“ Yﬁ/gg) .
: r
6‘ ’ A lN‘(fo;mendmem: to Office Manu 1

w ﬁm{ ; ~{$’ 3‘}*

s
1

13

: \To 24 of March 1933.
Paye IIO Annexure 47—

])elete seual No. 91 with connected entries, .
(Amendment to Ofﬁce Manml Pa.xt 1.



 No. 61 of Decomber 1

Page 710 Annexwre A =

- xAg;tznst serial ingerted by
~ Slip No. 64 of 1931 for the emstmg perio o»
’ mseri - 2 yeara‘ . .

, ~ No. 40 of 1935.
: Paye 116’, Annexure ',“A”—- k

Insert the following‘as a fresh item :—

‘¢ Serial No. 91—Former service samection (L. A, F.
CMA-202) if not filed with sheet roll........ 30 years.”’
(Amendment to Ofﬁce Manual Pa,rt I)
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ﬂ\mtemmt showing the periods on the Bupiration of which various cla:
of Records mm/ bc destroyed. (Referred to in  paragraph 3¢ 9
Chapter X)

Serial No. ‘Description of Records. ~ Poriod of retention.

92 | Staff, permanent and temporary, list of, 3 years.
(A. ¥.). i

93 | Statements—
(1) Adjustment statement (M) . ; 3 years.

(2) Annealing and pickling statements 2 years.
(L and II (A. F.).

(3) Annual statement of Work executed in  Ior ever.
the dockyard, one copy (M.)

(4) Budgev and works oxpenditure state- = 3 years.
ment (A. T.).

(5) Comparative Statements . . .« | 3 years.

(6) Comparative Statement of tenders | 2 years.
(A. F.). %
{7} Comparative statement showing the | 2 yeass.
difference between the estimates and
actual value of manufactured articles |
issued to factory capital stock dml
other factories (A. F.).

(8) Comparative statement of vatos of . 2 years,
different sorts of castings (A: F.)

| (9) C. R. Bs statement “A” (A F) . | 3 yours.

i (10) E\})Pn({itulxs atement on Section “ A" | 2 vears.
! orders of Syllabus, Part [ (A, I))

(11) Expenditure statement on D. E. & I
(A. ).

&

Lot
@
=

(12) Forccast cxplanatory statement of 3 vears.
receipts and charges.

(13) Foundry cost statements (A, [.) . | 3 years.

(14) Fund deduction statement . 5 o B yeans.

(15) Late st&temm& (office establishment) . 1 year.

(16) Monthly statoment of om ployment yard 3 yoars.
cmft‘, (M.).

(17) Monthly statement of stores landed (M) | 3 years.

(18) MO{\lIbhly statemont of stores shipped | 3 years
ML) i
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Statement showing the periods on the Expiration of which various classes
of Records may be destroyed. (Referred to in paragraph 369—
Chapter X)—contd. .

charges compared with budget allot-
mont.

|
| .
Serial No. f ' Description of Records. Period of retention,
i
| |
|
93 lStabement,s-—contd.
]‘ (19) Objection statements, files 2 . | b5 years.
! (20) Objection statemonts, inward, extract | 5 yoars.
from.
(21) Objection statement on priced store | 5 years.
! accounts and stock journals.
|
| (22) Overtime statements (M.) . S .| 5 years.
(23) Percent.igo and absenteo statement of | 5 years.
labour (M.).
(24) Printing Statements (A, F.) % & 2 years.
(25) Process cost statements (A. F.) . 5 3 years. "
\
(26) Production statement (A, B and () 3 years. e g
(A. F.). b
J 27) Recapitulation statement of proof | 5 yoars.
sheets (M.).
(28) Saw-mill accounts, foundry accounts, 5 years.
— coal, oil and fuel statemonts (M.).
(29) Semi-manufacture statements (finished 2 yoars.
and unfinished) (A. F.).
[
; (30) Shop indirect exp. statements (A. F.) 3 years.
| (31) Statement comparing preliminary and | 3 years.
'! forecast actuals of receipt and
!
|
|

(32) Statement Aof articles shipped on work 5 yoars.
| order (M.).

(33) Statement of budget allotment . 5 3 years.

(34) Statement of cut and repaired garments = 3 yoars.
(A. F.). :

(35) Statement of hire of yard craft employed 5 years.

M.). i
(36) Statement of income-tax recovery from 3 years.
workmen (M.). !

(37) Statement of India Office advances . 5 years.




No. 66 of 1931.

19, Annexure < 4 "—
Insert the following as a fresh item against serial
and below item (51) :—

9 (562) Sta(tﬁlmenb of items placed under objection

. 8 years.”

endment to  Office Manual, Part 1)



‘No. 67 of 1931 \/

9 Annexure i A e

fe the entries agamst Seqriale 0.
Iption of Records ** and subst
1pts/Issues (M.E.8,) .

Ment to ¢ Oﬁicﬁe Manual, Part*I )

95 undet column
mto & Summary
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Statement showing the periods on the Em;m'mq}ion of which various classes
of Records may be destroyed. ~ (Referred to in paragraph 359—
Chapter X)—contd. ]

£
/

Serial No. Deseription of Records. - Period of retention.

93 Statements—concld. / ;/
/
(38) Statement of landing and shipping | 2 years/

charges (A, F.). / )

(39) Statement of recoveries made from the | 2 years.
factory establishment (A. F.). f';

(40) Statement of gpecial N. P. and P. M. 2\f"years.
charges in /accordance with A D/
formula for pricing of payment orders | /
(A. F.). /

/(41) Statement showing cost of petty rep@ﬁs 2 years.
| for D. 0. 8. (A. F.). : /

: (42) Statemqﬁt howing disposal of surplus , 2 years.
stores (A. F.). /

(43) Stategglent showing expendih}i:e of 7 years, %
labour and I. D production’ orders ! 2

i T e R V :
(44) Stape—==T— c=mwing expenditure <. L2 years. ‘
Section ‘A’ craeis u;/' syliabus, \
- Part 1 (A. F.) /
(45) Statement showing open extracts (A. ) | 2 years. i

(46)'* Statement showing prqﬁb and loss on | 2 years. A
’ payment issues (A. F).

(47) Statement showing prégress of expendi- | 3 years.
ture under grants. | .

/(48) Statement showing reasons for abnormal | 2 years.

/ rise and fall in the rates on produc- /
; tion accounts (A E.). [
\ / No. 66 of 193]. a
Page 119, Anneaure “ 4 "— |
Ao ‘}"“ fallawing ag a | f_r;’_’égh itemn against serial i
> No. 67 of 1931. .
ol R 3.
No. 68 of 1931.
I.
Page 119, Annezure “ 4 ’— e s

Insert the following as a fresh item :-—

“ Serinl No. 96A. Suspense Summary (M. E. S.)
{Amendment to o Office Manual, Part I *.)

3 years.”
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ement showing the periods on the Bxpiration of which various classes
of Records may be destroyed. (Referred to in paragraph 359—
- Chapter X)—contd.

Description of Records. f Period of retention.

!
|
93 | Statements—concld, [

(38) Statement of landing and shipping | 2 years.
charges (A. F.). ;

(39) Statement of Tecoveries made from the | 2 years,
factory establishment (A B,

(40) Statement of special N. P. and P. M.
charges in accordance with A, D.
formula for pricing of payment orders
(A, F.). :

o

years,

(41) Statement showing cost of DPetty repairsl 2 years.
for D. 0. 8. (A. F.).

(42) Statement showing disposal of surplus | 2 years.
stores (A. F.).

w

(43) Statemenit showing expenditure of
labour and I. D, Production orders
(A. F.). |

years.

(44) Statement showing  expenditure onf 2 years.
Seotion ‘A’ orders of syllabus, )
- Part I (A ¥))

(46) Statement showing open extracts (A.F.) ; 2 years.

(46) Statement showing profit and loss on ; 2 years.
Payment issues (A. F.),

95 | Stock papers (M. E. 8.) S s 5 3 years,

96 | Stores, Europe, list of (M.) 5 . 3 years.

97 | Syllabus Works Orders, Par I (A, 1) - | Forover,

(47) Statement showing brogress of expendi- | 3 years,
ture under grants,
|
(48) Statement showing reasons for abnormal ‘I 2 years,
rise and fall in the rates on produc- J
tion accounts (A. F.), i
; |
(49) Statement showing services I, H. . | 2 years.
(A. F.). |
|
(50) Timber statements (A.F) . > . é 2 years,
(61) Verification statement files : . ,[ 10 years,
: |
94 | Stationery account book s . . . } 3 years,
i
|
|
|




Statement showing the periods on the Ezpiration of which va
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of Records may be destroyed. (Referved to
Chapter X)—contd.

o paragy

Serial No.

|

Description of Records.

Period of retent

i
|

i
|
|
j

Tenders for contracts for complete works
Transfer sheets with ahstracts
Transfer sheet and transfer entry No. hook,

file of.
Transit books and peon delivery books

Treasury book . : 4
Treasury receipt files . . 5 2
Vouchers—

(1) Adjustment vouchers (M.)

(2) Component manufacture  vouchers
AL Y

(3) Cost ledger vouchers (A, F.)
(#) Disbursement vouchers (I. A. S.

Contractors’ bills) with supply orders,
transport indents, ete.

(5) Tssue vouchers of stores from doclk-
yards (indents and demand notes)
(M.).
().
(6) Machinery vouchers (A, T7.)

(7) Marine vouchers (M.)

(8) P. D. C, 8. and R. series of vouchers
(A. F))

(9) P. 5. receipt vouchers, list of (A, B} . |

(10) Pension dishursement vouchers .

(11) Receipt and issue vouchers,

(12) Receipt and issue vouchers and M. I.
slips (A. F.). -

(13) Store vouchers, priced store and mann-
facture accounts.

(14} Lranster vouchers (A. F.)

(15) Transfer vouchers affecting  General
indirect charges (A, I.),

(5]

years (if ‘main

5 years,

5 years.

33

years.

3 years,

10 years

5 years.

(3]

years.
3 years.

2 years

‘3 years.

ot

0 years.
5 years.

2 years. -
5 years.

2 .years.

3 years,
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Statement showing the periods on the Egfiration of which varigus o
of Reoords may be destroyed. [ Referred to in paragraph
Chapter X)—contd. / ofe

/

¥,

Serial No.

Description o}“f Records.
\ /

"6 yoars,

99

,/. -3 years.

|
100 | Transfer shéet and transter entry No, héok, | 3 years,
{ e

file of. / :
101 Transitbooks and peon delivery book . 1 year.
102 ) Trea;“ﬁry book : 3 : g - | 2 years (if maintained).
4 sy

5 years,

103 %‘/pé;asury receipt files . . 3
&
104 VV ouchers—

/i (1) Adjustment vouchers (.Daf‘) < L] Byeams.

|
I
7
|

f
/ (2) Component manuf?éturp vouchers | 2 years.
ra (A. By /
hoas 5
L | (3) Cost ledger vouchers (A, F.) ; - | 3 yeara,

| (4) Disbursement vouchers (I A 8. C. | 10 years
] ( Contractors’ bills) with supply orders,
|

transport indents, ete.

No, S-of 1930,

Puge 120, dnnewnre 4 to Chapter X—
[ ider serial No, 104 dnserd s 1tom
in c«»h-uu,u “ Period of retenbion” enfey

(9 No. 70 of 1931,
(10
i Puge 120, Annezure < 47—
(12 Delele  entries against perial No, 104 (11) unde
column * Description of Records” and ubstitut
(_13 'fue(:ei}{i : : »
J “ Transfer Issue ~ Vouchers »,
: y{ i Expenge
}’(Jﬁ (Amendment to “* Office Manual, Part %) -
..... |
g e = :




;N'o". 71 of 1931,

ninexure 47—
erial No. 106, add the following :—
the Late Examiner of Accounts, M. W. 8.7

1 No. 107 Post-Audi Monthly Accounts 10 years.
3 Contmtors bills, ay Sheets, Mustr,
Ils \Salary and T. A, bills of M. E. 8. estab-
hment . . . . a . 35,
0. 109. Sub-Registers - : . 10,

,» 110, Objection Registers . X ik
dment to « Office Manual, Part 1)
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atement showing the periods on the Erpiration of which various
f Records muy be destroyed. (Re
hapter X)—-conceld, )

Description of Records. Period of reten

Warrants—

S Incomplete and untouched, fist of, | 2 years.
e (A, :

(2) Manufacture warrants (A. W.) . i 2 years. '
(3) Material warrants (A, F.) - 5 5 2 years.
(4) Passage warrants (A. F.) . : 3 2 years.
7 (5) Railway warrants, counterfoils of . | 3% years,
Work books of labourers (M.) . : . | 5 years.

(@) Remaining copies 3 years.

(8) One additional copy for the use of the Controller (a further extra copy in th
case of Command Offices, intended for ise by the Junior or Deputy Controller) should be
tained for 10 years. Remaining copies 5 years. e

(¢) One additional copy for the use of the Countroller and
the case of Command Offices, intended for use by the Junior
be retained for 10 years. Remaining copies 10 yeavs.
(A B.) Army Factory Accounts.

(M.) Marine Accounts,

a further extra;’copy, in
or Deputy Controller, shoul

MOIPC~— $1—V.3-5817-6-80—4.820,



up Officers ar arge of a group con-

ore sectionsand are 1e§p )nstble 1o the Coatmllel ‘
e efficient woﬂun £ those 'sectmns Then fun ctin .

they can’ go for an erLlnatl n
eyl cases, that is to say, they
ility 10 all matbers arising out

of poiicy and fox his advxce in &
~ are expected to take full respons;
~of the discharge of the Wolkf of |

_ 1ing such mattexs as are\y 0u<ly beyond their powers or of
‘w}mch they themselves are cel“ba a to the Command Controller'

for cnunsel or decision : —{-‘f :
: 4 .
(1) Gmup 0 ers are 1espot>s1ble for the general efﬁexency"f
. ot ‘gh sectlons in their groups. They are respongible
 for g,n uring that the training and instimetion of
- pe'somnel serving m sectlons in theu groups is caxued

out\efﬁcxenﬂv.

(2) They are to/exe cive a geneml saparvision of the wnL ‘
of the /officers-in-charge, accountants and clerks of
" the soétions in their groups and are to see thif the

dutx;s laid down for them are being pro;;ex‘lv andr.j .
{:/ tewululv cmxedou'c

—(3) They \nﬂ give audit decxs'onc on cases submlttpd bv .
‘rhen sections and, in matters of doubt, submit cases
to the Comxo‘lel for decision. Such cases should,
 where necessary, be accompanied by a nole settmg out
the facts of the case and thexr reasoned views.

’4; They muct examing all cases of dela;y in the sett]ement :,
~ of objections reported to them by their section
oﬁi ers anﬁ take sultabie :‘teps to e:nd +be de}av, o

. s/e«chon@ in their group refe-




' T‘ 'portmn relatmg to genel al dutles of Group Ofﬁcers
reconstructed as folI ows —

- Groﬁp Officers are pla,ced in charge of a grottp

c(m,s ing of two or morefsectlons and are responmble -

- - , _No. 111 of 1934
‘ Page 120——Append1‘z I as inserted by O 8. No 40 of 1932

-  In the section dealing with general duties of Officers.
_in charge of Sectxons add the following at the end as
item (5).

- “(5) Section Ofﬁcers will systematically collect
~ during the penod preceding each Group Officer’s
_conference concise notes about the cases proposed for-
discussion. Points of general interest and matters:
coming within the purv1ew of financial advice should
_be mcluded in the agenda.”

(Amendment to Office Manual, Part 1.)

;,f‘theu sectm hS and in matteb c:t (*oubt, srbmt <*ases'
L Omroller for dgcision. Suc
/ where nebessary. be accompanied by a
L the,fag’ of tbe case and i

of o Jectxons 1epozt

',md take sui ble steps tﬁ: , Iid the d,,av,
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Mot o ] RN G S R At

No. 11 of 1934.
Page 125—Appendix T asinserted by C. S. No. 40 of 1932..

In the section dealing with general duties of Officers.

in charge of Sections, add the following at the end as.
item (5).

“(5) Section Officers will systematically collect
during the period preceding each Group Officer’s
conference concise notes about the cases proposed for-
discussion. Points of general interest and matters.
coming within the purview of financial advice should
be included in the agenda.”

(Amendment to Office Manusl, Part L.)

" their sectigns and, in matters cf doubt, subppt eases

{4) They mulst examine ali

" to the fomroﬂ(‘r for | decision./
where nefessary, be accpmpanied b
the faetgf of the case anfl their reasp

_of objections report ( :
fficers and take suitible steps taend the delay,




.~ No. b5 of December 1933.
Page 121 Annexure ¢ A°—

Delete serial No. 108 ag mserted by Corrrectlon S
’ 931 and substitute the fo]lowmg e

Period of '

‘ ! retention.
- | Post audit cash v . : |
108 1 (@) Contractors’ bills, pay sheets  and | 10 years.
‘ Muster-rolls. !
‘ (b) Salary bills, regular establishment . ‘ 36,
[ (¢) T."A. bills " 1 5=y

(Amendment to Office Manual, Part T.)



to the Controllers for the efficient working of those
_Psections Their functions are analogous to those of
the old District Controllers with the added advantage
having close o them an officer of the seniority of
Command Controller to whom they can-go for an ex-
nation of policy and for his advice in difficult cases,
t is to sayThey are expected to take full responsi-
ility in all matters arising out of the disgharge of the
~work of the sections in their group referring such matters
s are obviously beyond their powers or of which they
themselves are uncertain to the{Command Controller ;.j;i’
jfor counsel or decision. ‘ ] : -
~ 2. (i) Group Officers are responsible for ensuring that
_ the training and instruction of personnel serving in

~ sections in their groups is carried out efficiently.

(71) They are to exercise a general supervision of the

~ work of the officers-in-charge, accountants and clerks

~ of the sections in their goups and are to see ~ that the

 duties laid down for them are being carried out properly
and regularly. . ‘ -

(i41) They will give audit decisions on cases sub-
mitted by their sections and, in matteérs of doubt,
gubmit cases to the Controllers for decision.  Such
cases should, where necessary, be accompanied by 2
note setting out the facts of the case and their reasoned

views,



st QXagﬁ)iIle all cases of del@y in the settle-
eported to them by their section

’ watch with particular care the pro- .

correspondence, auditing and ac-

d down in the Office Manuals. They must
it amine procedure to see that it results
efficiont and prompt despateh of work and will
all cases where they do not consider that pres-
ibed procedure secures this objective to the mnotice
“the Controller together with their suggestions for an
lprovement. .~ .
_(3 Group Officers are responsible through the medinm
their Group Conferences (as stated in para. 4 below)
1l examination of all Army Instructions (India),

fzpnd amendments to existing rules and regulations)
,@fhi@h affect the work of their groups, not with a view
| to seeing that such orders are in themselves nira.
| pires, but in order to satisfy themselves in regard to

‘each such new rule or sanction :— ~

(¢) of its actual limitations; :
(i) whether the wording thereof leaves any reason-
able room for doubt as to its intention ;

6 steps to end the delay.
tions in their group in the dis-

sure that there is no departure from the .

G.’s letters and other orders issued by the Govern- .
ment of India (including new rules and additions -



ther the extent and scope of ifs appli-
ability is perfectly clear ; ' e ;
Ter it is worded in such a way as to leave
reasonable difference of opinion
etween the audit and the military authori-
ie egard to " its interpretation; and
\at it can be given practical effect to in audit,
the purpose of examination of sanctions
discussing all important and ‘doubtful points
ising in the course of ordinary audit work, Group
fficers will hold conferences of section officers and
peﬁzitendents.)_”Ordina;rﬂy these conferences will be
held fortnightly, but Controllers may extend the interval
when adequate reasons exist. In such cases, the reason:
for postponement will be recorded in the Minute Baek,
h will be maintained by each Group Ofticer for

ecording the result of vhe exalitimation by et of th
Government of India sanctions and other orders. ;
ries will be made by the Group Officers in the Minute
g Bool ortnightly either as a rosulf of the Group confer-
" ences or as a result of examination of orders by the
. Group Officers. Such entries will consist of the Nos.
~ and dates of the sanctions examined, the instructions
- issued as a result of their examination and decisions

- arrived at on other mattersidiscussed at the conference.

A Minute Book for the whole group or a separate book
~ for each section may be maintained as considered con-

venient by the Group Officer. ~




,5

yfficers have any reasonable doubt as
oot interpretation and scope of applica-
any order or, if in their opinion, the sanction

defective, they will refer it to the Controller
. decision or refer the maftter to the
d will bef;tra;nscribed‘iﬁ -

=

6. The conference ander the Group Officers’ direction
should aim at a practical solution of each problem thab
mes up and should frame a note on every item which
is considered important enough to-be placed before the
Controller. These conferences must be used as 2
eans of tuning up and improving the tone of each
section within the group by holding a group discussion.
The conferences should not be allowed to degenerate
to sectional conferences. The intention is that the
group as a whole should contribute to the discussions
in the conference. This will not only make available
‘the views of every individual in the group but will
. pe of considerable educative value.

- 7. The Minute Books should be maintained in such

4 manner that they form a running index of all action
taken on orders received, so that if the date of the order

is known, the action which was decided to be taken
on it can be readily found. The Minute Books will be
submitted by Group Officers to the Controller with those
pages flagged which contain items of some importance




b‘ en found to require detalled scru-

, stﬂl ﬁavged to the 'I_‘est Audx’c
ed to sée anv point conmdered 1mporta,nt

. The Minute Books will be sent to the Con-
s when orders of some importance hav'e been’ ‘

Whe ‘an order or ‘a sanction has any bearmg on
local audit or inspection, the Group Officer concerned
\ onsult a Local Audit Officer or the Local Audit
‘ﬁeersm the Headquarters station either :—

(%) before the conference takes place ;

)\durmo the confer ence which they will attend
if this does not interfere with their normal
duties at the Headquarters station, or

ter the conference when nelther (¢) nor (n) is
. practicable.

In the case of (i) and (i) above a note to the effect
thaﬁ the audit instructions have issued in consultation
 with the L. A. Os. should be made in the Minute Book.
When, however, the alternative at (¢44) is adopted, it
- should be ref’o*ded in the Minute Book that the final
instructions will issue after the next conference, by
which time it should be possible to consult the L. A. Os,

orders. After the Controller has
, approved of the instructions, he

oller or in respect of which the Controller



xamination of sanctions should be carried out
t the first fortnightly conference after the receipt of
he orders, ete., or at the time the order is received in
ntroller’s office and it should on no account await
of claims under the new order or sanetion
e orders are of minor importance or relate
dividual sanctions, which may be dealt with on
of of the elaime. -
anctions and orders affecting audit which are
issued by authorities lower than the Government of
India should not be discussed at the conferences unless
~ the Section Officers bring them up as being of sufficient
importance to merit discussion. - :
11. The interpretation of orders which are not of
immediate effect should be deferred to a later date. -
. Such items should be transferred by the respective
- Group Officers to a separate Minute Book form with
remarks stating, as far as possible, the date on which
detailed departmental orders should issue. A note
. to this effect will be kept in the Group Officers’ Minute
Book against t e item concerned. These forms should
be forwarded without delay to the ‘G’ Section for in-
corporation in a note book to be called the ‘ Controller’s
Note Book.”” Group Officers are responsible for seeing
that orders the interpretation of which cannot justi-
fiably be delayed are not transferred to the Controller’s
note book. The Controller’s note book will be submit-
ted to the Controller for inspection once a month.




¢ G’ Section will see thab the Note Book is examined
srtnightly and that outstanding items are brought
o the notice of the Group Officers according to the pro-
ble dates on which they are due for examination. A
4o of the action taken in respect of each item shown
n the Controller’s Note Book should be indicated against
that item by the ‘G’ Section. .
. Ordinarily when an order pertaining to more than
audit section is reviewed, the Group Officer who
first discusses the order with his section officers and
superintendents should transmit a draft office instruc-
ional order to other Group Officers concerned. for their

Controller. The particular method by which such an
der should be reviewed will be decided by the Con-
troller. - -
~ 13. Passed 8. A. S. clerks who are under observation
for promotion to the accountant’s grade will attend
the conference of the group to which they belong.
In all discussions, the Group Officer will call upon the
~ most junior clerks or accountants present to express
~ their opinions first in regard to those matters which
come within the legitimate scope of their normal duties

_and then ask the more senior ones for their opinions.

- 14. In order to ensure that ‘the instructions in
 the Group Orders have been correctly followed and
* carried out, a certain number of bills or items, as



oller will be reviewed by
A register will be maintained
g the particulars of the claims
new sanction which is reviewed
- - @

-ortificate in the following terms will be submit-
“each Group Officer to the Controller
o General Section on the 14th of each month. ‘
rusal by the Controller, the certificates will .
ned to be recorded with the Minute Books.
rtify that all A. I. (L), A. D. and M. A. Gls
nd amendments to regulations received from
. Dhave been reviewed by me;
ach case, in which the order admits of possible
have issued orders in regard to its interpreta-
pplication in andit or have referred the matter
M. A. and that the C. M. A’s orders regarding
ssion of Minute Books to him in so far as im-
rders are concerned have been carried out.
ertify that I have reviewed bills for first

...............

Gr'('mp Officers will review the work of Local
it Officers and of Unit Accountants by periodical
sits to units under orders of the Controller of Military
 lccounts and by exercising an intelligent scrutiny
_wera proportion of objection statements, etc., on store




10

pectlon reports on cash accounts drawns
“Audit Officers befdre: théy are finally
she main office. -
fficers will endeavour to keep in personal
many as possible of the officers in charge
and ‘forma.tmns whose accounts are dealt with
r groups. - They will discuss and explain at their
sonal meetings or by D. OS pomts of dlspute between,
it- and 'dm1mstrat10n
(Amendment to Ofﬁce "\'Ia,nual PartI )
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to watch with particular car
wed by sections in their gron
work, correspondence, auditing an
ensure that there is no departure from ¢
aid down in the Office Manuals. 'They mw
examine procedure to see that it yesulf: ,
efficient and prom pt despateh of work and will bring
all cases where they do not consider that preseribed
cedure secures this objective to th ‘ |
ontroller together with their sugg
mprovement. : ,

‘hey are responsible for the full examina/
overnment of India sanctions (including ne I
or amendments #o existing rules) ‘ivhir;h{)aff_eot— the
work of their groups with a view to placing, or taking
steps to place, the correet interpretation and seope of
applicability thereof Leyond reasonable doubt.

¢ pﬂh nose of digeussing sl matters ielating to the
the sectiors in their group and of seftling :
wising in the course of work (cla se b above) and for
pose of the examination mentioned at clanse ¢ above, they
reside over group conferences of section cificers and superin
dinarily to be held every fortnight. They will alse
flicial < Minute Books’ in which the proceedings of
onferences will be vecorded. If in the opinion of the Group
there is insufficient watter for discussion to warrant a con-
ference, he may dispense with it after recording in writirg in the
nference proceedings the fact that he has done so and the reason

-7

In order to secure the masimawm benefit from fortnightly con-
rences, Section Officers and Superintendents should sysfemati-
lly collect, during the period preceding each conference, concise
tes about the cases proposed for discussion. Points of general
rest and matters coming within the purview of higher audit
Id be included in the agenila of the conferences. The notes
uld be prepared carefully and as briefly as possible with a view
expediting business. Petty and irvelevant matiers and points

ming within the Section Officer’s own powers of disposal and
which obvicusly are not Lkely to he cf special inferest 1o the
Group Officer or to the other cections should be excluded. The
conference, under the Group Cflicer’s directions, should ajm at a.

ractieal solution of cach problem that comes up and should frame
- ncte on every item which is considered to be important enough
. 1o place before the Controller. - In order to preserve some dafa




roup th p
‘W;m as mmy as po sxble of the ()fﬁcef in cha ge.
are de
They wxll chbcues and
points of

' 1esp0usxbl& fm‘ the
y all accountants and elerk,
serving in theu sectwns cmd are 1esponsxble for the training'a

msﬁrucﬁons of the personnel serving under them.

' (z) Their more nnpmtant dufneb are to see—

D Thmt all 1eglste1s prescubed for their sections are nnam-
tained in the proper form and are posted up to dmte.

(2) That all periodical statements and returns are quhmltted -
to the authorities concerned punctually.

3) 'Unt all aceounts and statements due from disbursing
officers ave submxtced on due date in the plescubed
- form. -

(4) let there is no deviation from the procedure preseribed
| for accounting and auditing and that the procedure -
iaid down in the Office Manuals in respect of all

matters connected with their sections is stuctly adhered °
to, , -

(a) That cmreqpondence is dealt with expeditiously aﬁd’
~ correctly. ‘




um’s or one p
ree of the section ¢

bis bheu* dut;y to maintain a pr ppx sta 1da,1x1 of
their seetlons and to ses that

il be 1espr>n31ble for mmntammw ’
n the woxk of accountants and clerks oubsxde h main olfice sub-

ns and for bringing to th nmtxca of thm
Officer in: taneea of bad WmL on bheu Dpart

lfe;wzaZ dut’es of a bupemzfem/ent

, (;enmal ——’1 he Supermténdent of a section is 1espou91ble to the
 officer-in-charge for the efficient management of his section, for
keeping the wonk current and for ensuring that the eﬂlueuby of

the work done is maintained ab the highest level. In order to dis-
charge those functions, it is nmeaqmv fox hlm ) catry out the
; oliowmfr fumhmenta! du‘mes——- - ~

(1‘ Under the orders of the ofhuex‘m-uhu‘cve of the section, he
must distribute work so as to secure the maximum
_ output in the minimum of time,

(2) He must have a thorough knowledge of all branches of the
~ work with which his section deals and he must know
v&h 1t accounts, pericdical statements and returns are

~ due toand due {rom the gection and when, He must

- mmate pzcmpt action fer their cuLml ssion when over
due, : .




nd in their cor
to the Officer-i
1on the due dates.
onstantly review al utstanding demands and
iecmons %nd; b}'ing to th

1

) spondence
pared by his section before
i The object

ements and returns pre
aey are passed to the Of
his scrutiny is to ensure ;—

 the case o‘f"draft replies—

that it deals with all the points raised, ;

hat it is couched in’ clear and intelligible terms,
ad. . .
hat due dates for issue of reminders are clearly
- and prominently noted on all office copies of

documents on which further action is neces-
sary., - :

he case of statements, returns, ete., that the sta-
stics or informaticn given are accurate and are a
orrect rendering of information in respect of the

iod of date which they cover, '



nitted to or throagh his cect:on ofﬁoer that reference
1ade to all uieva t rules and eouwhom thereto.

f delay, he should ordinarily after the issue of the ;
second reminder which brings no response, bring the
matter to the notice of the Oﬁmer—m-char e of his

ection for special action. Thisis particularly essential
n the case of out ndmo‘ d@m:m(]s, aceount' ktmd e-.
plies to objections, .

bjection statements on accounts or bills must be cave-
ully scrutinized by bim to see that they ave valid and
learly set out If the _passing of the bill or the
ccount is dependent on some action to be ‘taken or
condition to be fulfilled by the authorities concerned,
‘the action requived or the conditions to be satisfied ave
3 be clearly and unmistakably defined.

regard to the supervision of the audit of accounts
carried out by his section, he is not expected to go
over the entire ground covered by the auditors. It
will be sufficient for him to institute test chreks on
heir audit. These test checks should be designed so
s to satisfy himself that the audit has been correctly
one. Bub if on applying a test check to an account,
he finds that it has not been correctly andited, it
‘might be necessary for him to increase the scope of
his check on that p&uttuulm account. If such a test
check brings out evidence of cureless work or other
nsatisfactory feabures, it is his duty to arrange, under
he orders of the Secvion Officer, for the andit to be
done over again and done properly; and, at the same
ime, to take steps to prevent a recurrence of incorrect
r unsatisfactory audit,



4, how
1 caleulations

 and flagrant miscaleulations.

For the rest, thei

fésﬁ, *

The verification of the signature where specimen
 signatures are held, is the work of the elerk
_Bub supervisors must be familiar with the conn ;
ter signature of most senior ;Qfﬁée'f -

~ (23; He must sce that the duties of writing up seetion mnote
~ books are suitably distributed to certain clerks in the
 section, that ruch distribution is left clearly as a
- continuous record and that a proper handing over of
~ these duties is carried out at every change among
he assistants performing them. " He should see
that section note books are kept ~up to date and
~that no congestion oceurs in the trausmission of
batches of orders or decisions requiring note. He
must examine the section note books at frequent
. intervals and watch that the notes; are —extracted
~ neatly and intelligently and that the indexing
isdone in the best possible way to Yacilitate ecasy
referencs.

(14) He should see that the duties of corvecting regulations
. and psmphlets of instructions or other publications
- affecting the work of the section are duly " distributed
to assistants, that the distribution has been placed
on record so that no evasion of respomsibility is :
- possible at any time, and that such duties are formally
handed over when any change in assistants tskes
place. He should Irequently examine these books or
publications to see that they are being kept up to
date ard that the initials of the assistant responsible
_are entered up in the fly leaf appended as a ‘register
- of corrections.. » '

: (19) és inserféd by correction slip No. 12 of March
. - ‘
~ ©(20) Subject Files—35 years.”

" (Amendment to Office M@ual, Part 1)



No, :27 of 1935.

owing as Appendix [T (referred to in

APPENDIX 1L

[E\If)RA\TDUM or TNSTRUCTIONS m:mm)m THE PROCE-

. DURE 10 BE FOLLOWED IN CONNECTION WITH THE
- REVIEW BY THE SUPERIOR SERVICE OFFICERS OF
Locm: AUDIT AND INSPECTIONS CARRIED OUT  BY
‘ L‘ AUDI’[‘ OFFICERS. :

0 The main and, in fact, the essential purpose of
the vmts b& the Superior Serv1ce Officers to umts'



“hetween thie
litary Accounts Department. Offi-
ake full advan-

rtaking these reviews will t

such Qpipormniﬂgs thus afforded of consulta-
liscussion with the Officers (Commanding
fy and other Military official

with a view to
accounting or audit difficulties that
t to notice.  Officers during the course
. should also bo constantly on the look
possibilities of reducing work ot of improving
reral system of ‘accounts, They will « utilize
wmese visits and the results of their review to suggest
ssible economies and to formulatefitems of financial

dvic

 Programmes.
5 v

2. Controllers will arrange to send out for this work
each of the Superior Service Officers attached to their
main offices in rotation at more or less regular inter-
vals. For this purpose, programmes of review work

_be carried out by each officer during the summer
nd winter seasons will be .drawn up in advance
Marah and September respectively of each year.




the smtmus Lo be
i cl 18568 of
Ihb\

every gé ' Smh ad—
be subject to modifi-
rebion m‘the hwht of

matelml dép@ttures from
0 M A,
: Lelegxam

’\orthern Command pzo-
] , "Wlew work will similarly be drawn up
tile up'enor service officers in - charwe of the
ar and Waziristan areas. Oldmamly' revies-
fhcers sent out from the C. M. A.’s main office
iA not undertake review work in these areas. But

nnual tour should be made by the Group
arge o M B S

ance prowammoé“m review work will be com-
ponﬁdenﬁ;allyfto the Brigade and District




S . local audit officers conceried
cas the stations to be visited by him lie,

o the Group Officers in the main office,

. 4 fortuight before the tour 1s timed to com-

1NGNCEe.

Thé‘nu“mté and extent of the roview to be car-

Superior Service Oftficers are kindiqated
he succeeding paragraphs. Shortly be-
ore an of proceeds on a tour frowmn the main office
for the purpose of review of Local audit and inspec-
tion, he will see the Controller personally, WhoyWﬂl,
when necessary, give him in writing or verbally,
 aspects of audit to which it may be neces-
Sury d,l'é‘,w;ﬂw officer’s special attention. It fre-
- quently happens that the Controller by virtue of his
~ position in the office and of his personal contact with
the Command authorities comes into possession of
information regaurding defects in local audit procedure .
 or otherwise indicating the possible existence of weak
spots in the local audit machinery in his Command,
which can best be enquired info in the course of these
reviews.
- Qroup or Section Officers will arrange to inform
officers conducting these reviews, shortly before each
tour of any outstanding objections or other points
requiring settlement that might with advantage be
- enquired into by the Reviewing Officers on the spob
at the stations about to be visited by them.




o1 g Oﬁ‘iaew's Du’mes

”e*{plmn .
a,nd endecwour to ascertam
1e administrative “authorities
d‘ umhtv of the Ioeal .m<ht

question. rehbmff to the proolew Of expen-
th reference to the Intest progressive actuals
he lc)ca”v confrolled heads, and arrange to
points of difficulty that may have arisen

ure against allotments. Tor this purpose he
befoxe qettmcr out on hls tour obtam the rele-
nt fwmps from the main office.

Ffe;mﬂ also accord interviews to any officers, Who

e to discuss any matters with him. TIn cases in

h he is unable fo settle points so raised without

,gemnoe to the audit officers immediately concerned,

i .. will, as far as possible, refer the points at isgue
official or demi- official lefters to those officers at
c*e ‘and not leave such points to be de'ﬂt \Vlt]l ﬂffer
)rmsqmn of his main report. -

f H‘\VH’JO’ settled his business with the administra-
‘ ﬂufhouﬂnq :the Reviewing Officer will proeeed

to the exercise of 6he loeal control over -






’che proe:ress of hnkmg of
‘svstem of recordmg them, and see
er watch over such linking is being exer-
the Loecal ‘Audit Officer by means of month-
'utsf, dmnf lists, and that varions guard files, ete.,
5 be . maintained in connectmn ‘with the
tem (particularly the Register showxno' un-
fems on account  of T.ocal purchase in the
mawe Pefnrn) have _been duIv kept up.

vexamlne ‘the reglsﬁers (mcludmcr the at-
eo'm’cer) reqmr@d to be mamtame& in order




it and mqpectmn s thorou .
semous &eiects

as mav sucwest themselve; to htm in
must be reahsed that for such 8 tesb

‘hmu"h fhe various proeeqses up' to the
o stager A partial or complete review
“inspection of accounts of a unit may
according to whether the stafe of ac- =
f is qqtmflctorv or othelwme In case

ueh'portmn of the work as in his opinion




1 pendenb chéeks “or " the proseoutlon of,.
as mav suggest themselves to him in
Tt must be re‘thsed that for such & test
sally effective it will be necessary for
ng officer to do the detailed re-audit per-
arting from the primary audit documents
hrough the various processes up to the
ing stage. A partial or complete review .
“inspectionof ‘accounts of a unit mav
aceording to whether the state of ac-
nit is satisfactory or otherwise. .Tn case
v, the Superior Service Officer. should
1th porhon of the WOﬂ\ as in his opinion




of an’i

cler’ﬁ in :
act . as a cler)cal asmstanb and
When,: however, " eircumstances

haul of the local audit and inspec-
ltac ‘Whlch would occupy the supe-

cases. separa.te portlons will be taken up for
he Supenntendent or’ passed

'111 be recorded The S. ‘8. Officer
neral scrutiny over. ‘the poﬂslon re-
upermtenden{; or passed oA S

smfl,ll and:
rta ;t detmis that ma]or‘ defects

and details .

y for the review to fake the form

nduly prolonged period ‘if ‘
handed, an accountant or passed
I may be ‘detailed to assist him, In

g




ecific instructions
th A

6 Teviewing officer i loft
deciding upon the precise
h he will ascertain how “the “local
ection work ig being ‘done, there are .

that he will ordinarily find it neces-

~ These duties are summarised below ;—
ion with the O. C. unig or formation . -
r officer present) of the state of their
; of the relations between the unit,
nd the local audit authorities, and of
rticular objections or other  points
} for discussion on the spot (vide para-
graphs 5 and 7 of ‘the's‘e”;jinst‘ruct-i‘ons). :

2) Examination of -the unit account
including = the
arly the doma

ant’s regis-
afttendance * register), ;
. register, to see that




c of ‘the manner “in Whlch the

,l‘ehonarv test checks m'escmbed for the
Tiocal Audl{r Officer personally: over the work

: linking r)'f vmwhe’rq seru-

”and in a manner compahble‘ '

ththe apirit. of audit (e.n.. itemas select.
s fo anmmfd ion’ hy the Looal Audit Offi-
ler are mot- invariably those over- which the
check could be exerclsed w1ﬁh »the least




unts of Trregular units and formahons ik
vour  to make sunges(nons in thm
guidance of the local aundit staff. He
or and suggest possible economtes in
expenditure (e.q.. substitution
charcoa ; ete)), and will discuss with the
,nutms fmv‘qu cestion he may have to
in ‘his opinion, w111 resulb. in a saving

he. workma or the eﬂiexencv of the :

also satlsfv h]mself that the fnﬂovmnrr‘
ried out regularly and inan mtelhﬂent‘
t the results obtamed ‘are pmpeﬂv

rxson of the consump‘mon of 1mportam
tores. (particularly those issued on
qu red’ basm) as between umts of




- _hat the expenditure is
. that indenting cﬁicers

. system of aceountmg ig’
nd that no unaubhorlsed
, ~spurious system . of 7

' sﬁwbhshed gy 8 rat,on stand

hereby ‘Tisuse the ratmn
T an - nefamous purpose




e average d(uly cost of
s hospitals of the same. type, and
ossible Wiﬁh the cost in ‘uhe thl h()bpl-

Ly 0] l’tems Qf e‘{peudwurt, ﬁom Conu.
Howance - -to ensure that there is no
ulation of unspent balances and to see
hether the aﬂowances are. ca,pable of being

mmedmf;ci} on’ the completlou of his  review
spect of “any particular unit or formation
eviewing Officer will submit an advance copy
, epr}rt ﬁo the G \/I A contdmmg the following

;gccoun’os reviewed by the 8. 8. Officer
and by the Supemntendent if any, accom-
panied h1m e

i Briof par mullux of - the more important
njleouldmbws and - other important points
noticed in the course of the review. ‘



nt of the review of audit

pected half-yearly the review;
ould state whether judging by
nts yearly inspections could
arly ones without detriment t
ment, o L s

s however, to state therein the pre

e of Indian units commanded by
ot officers whose ‘accounts have hith

and ms;

e

ng - office
the s
be subs
o ‘the in
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