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PREFACE

This Inspection Code contains detailed jnstructions on inspec-
fion by the Office of Controller General of Accounts, Department
of Expenditure, Ministry of Finance and Internal Check to be
conducted by the Internal Audit Units of the respective Mimis-
trics/Pepartments.

2. The Code also spells out the role of the Controller General
of Accounts in carrying out inspection of the Pay and Accounts
Offices and Offices of Drawing & Disbursing Officess under vari-
ous Ministries /Departments.

3. While the Code gives detailed instructions concerning the
items to be checked at the time of internal audit of initial and
subsidiary accounts maintained in different offices and the proce-
dure to be adopted in processing the points taken up in iaternal
audit and monitoring of follow-up action thereon, the Ministry/
Department may supplement these instiuctions for any special
items of work peculiar to them in consultation with the office
of Controller General of Accounts.

The provisions contained in this Code shall form the basis
of Internal Audit Manuals of the Ministries/Departments. Any
provision contained in the Internal Audit Manuals of the
Ministries/Departments which is in contravention of this code

may be reviewed and suitably amended in consultation with the
Controtler General of Accounts.

New Delhi (GIRITA ESWARAN)
Dated - 27-7-88 Controlter General of Accounts
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The abbreviations uszd in this cole may be rcad as follows +—

AO. . Accounts Oificer

AAO, . Assistant Accounts Officer

C. & A.G, . Comptroller and Auditor General of India
C.AA. - Chief Accounting Authority

C.G.A. - Controler Genueral of Accounts
C.C.A, - Chief Controller of Accoutits

A, - Controlier of Accounts

CAM. . Civil Accounts Manual

C.B.E.C. . Ceniral Board of Excige and Customs
£.8.D.T. - Centrat Board of Direct Taxes
C.P.W.D. . Ceafral Pablic Worlks Denartment
C.GUHLS., . Central Government Health Scheme
CEA, . Children’s Educational Assistance
C.R.E. . Contributory Provident Fund
D.D.O. - Dirawing and Disbursing Officer
D.C.R.G. . Death-Cum-Retirement Gratuiry
D.G.S. & D. . Dhirsctocate Grasral of Sanplies and Disposals
F.A. . Financial Adviser

F.5. . Foregn Service

G.P.F. . General Provident Fund

G, Rs. . General Financial Rules

H.B.A. . House Building Advance

¥ A0 . Junior Accounts Officer

L.S. . Leave Salary

L.I.C. . Life Insurance Corporation

M.C.A. . Motor Car Advance

O.T.A. . QOver Time Aliowance

P.A.O. . Pay and Accounts Office/Pay and Accounts Officer
P B.R. . Pay Bill Register

B.P.O. . Pension Payment Order

P.g B . Public Sector Bank

R.B.I. . Reserve Bank of India

5.C.T. . Statement of Central Transactions

S T.D. . Subscriber Trunk Dialling

T.A. . Travelling Allowance



CHAPIER I
INTRODUCTION

1.1 In exercise of the powers conferred by the Ist Proviso
t0 sub-section (1) of Section 10 of the C&AG's (Duties, Powers
and Conditions of Services) Act, 1971 (56th of 1971}, the
President, after consultation with the CRAG of India has reliev-
ed the latter from the responsibility for compiling (1) the
accounts of the Union Government (Civil) m stages as on kst
April, 1976, 1st July, 1976 and 1st October, 1976, {ii) the
aceounts of the Union Territory Administration of Ieihi and
the accounts relating to taxes, dutics and other recerpts and
deposits realised or refunded under any law for the time bemg
-1 force and administered by the Department of Revenue and
Banking including Central Board of Direct Taxes and Ceniral
Board of Excise and {Customs with effect from Ist April, 1977
and (iii) the accounts of the Union Territory Administration
of Andaman and Nicobar Tslands from 1st June, 198G. The
responsibility of compiling the accounts of the following stili
rests with the Comptroller and Auditor General of India (—

(i) Indian Audit and Accounts Department:

(ii) Union Territory Administrations of Chandigarh,
Dadra and Nagar Haveli and Lakshdweep; and

(iii) Pensions including pensions to freedom fighters, their
dependents etc., and pensions in lieu of resumed
jagirs, lands, territories etc., and pensions and awards
in consideration of distinguished services.

12 For consolidating the accounts of Central Civil Ministries/
Departments and for preparation of Annual Accounts of the
Union Government an organisation functioning under the Con-
troller General of Accounts has been created 1n the Department
of Expenditure of the Ministry of Finance. Consolidation of
monthly accounts of the Union Government from the monthly
accounts submitted to him by the various Ministries and Depart-
ments has been entrusted to him with effect from Ist April.
1977. The C.G.A. in this comnection has responsibility for
establishing and maintaining a technically sound accounting
system in the Departmentalised Accounts Offices. In order to
maintain the requisite technical standard of accounting he has
powers to inspect the Departmentalised Accounts Offices to
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ensutez that accounts are maintained accurately, comprehensively
and in a correct manner,

1.3 While the Organisation of Controller General of Accounts
has been set up for consolidation ectec. of waccounts of Central
Government, the Secretary of the Ministry/Department concem-
ed has been designated as the Chief Accounting Authority for
that Mmlsti};;Dupmtant. He discharges his functions through
and with the assistance of the Financial Adviser of the Ministyv/
Pepartment.  The Financial Adviser, for and on behalf of the
Chief Accounting Authority is responsible for :—

(a) arranging all payments through the Pay and Accounts
Offices/Principal Accounts Offices except where the:
drawing and disbursing Officers are authorised spe-
ctfically to make certain types of payments;

(b) compilation and consolidation of accounts of the
department in the form prescribed and its submis-
sion to the Controller General of Accounts; pre-
paration of Annual Appropriation Accounis for the
Demands for Grants of his Ministry/Department,
get it duly audited and submit to the C.G.A., duly
sigincd by the Chief Accounting Authority; and

(c) arranging internal inspection of payment and accounts
records mamtained by the various subordinats for-
mations and Pay and Accounts Offices of the
Department.

1.4 The scheme of departmentalisation of Union Governineant
accountis provides for sctting up of an cfficient internal andit
orsanisation to cnsure both accuracy in accounts and efficiency
i1 the operation of the accounts sct up., Accordingly, tnternal
audit organisations have been set up in most of the Ministries/
Departments. The scope and function of the mternal audit
orgapisation depends on the nature of work, the number of
suberdinate offices, the strengih of the establishment, patire and
guantum of expenditure etc. Each Minstry /Departiment, there-
fore, has to draw up a Manual of Internal Audit, specifymg ihe
duties and functions of the organisation with particular reference
to the conditions prevailing in the Ministry/Department.  The
guidelines confained in the ensuing paragraphs will regulate the
working of these organisations, but these are of a very broad
nature and have to be supplemented by detatled msttuctmm to
he issucd by cach Ministry/Department.



CHAPTER {1

SCOPE AND EXTENT OF INTERMAL AUDIT

2.1 The Tnternal Audit Organisation will work directly under
the CLC.A./C.A. with the overall responsibility for internal audit
remrining with the Financial Adviser of the Ministry/ Depatt-
mert concerned.  The Principal Accounts Office, the Pay and
Acetants Offices as well as the offices of D.D.Os in Ministries/
Departments, Indian Missions and other Government of India
affics abroad, shall be within the jurisdiction of internal audit
orgarisation of the concermned Ministry/Depariment. internal
Andy Oreanisation shall also check initial accounts maintained
in the executive offices to ascertain. how far the rules and regula-
tione . systems and procedures in accounting and Financial matters.
arc hizing followed. The scrutiny should infer-clia  cover the
cheshing of all accounts records including those relating to fund
aceounts, loans and advances, disposal ot confiscated  stores
(CBEC), review of the installation and operating cfficiency of
expe sive cquipment and machinery and examination of the
records relating to the physical verification of stores, equipments/
tools and plants. Examination of the accounts of autonomous
sodinn substantially financed by Government but which are not
subjcet (o Statutory Audit, (institetions which  get less than
Rsi 5. lakhs by way of grant but, which, at present, do not
come within the purview of audit by Statutory Audit) fall within
thﬁ ambit of Internal Audit Orgunisation of the Ministry/

p'ws.ma.,nt

Pote : In sclecting the missions and other Govt. of India

Offices abroad as well as autonomous institutions, the

. Internal Audit  Organisation should draw up pro-

i crammes  in consultation  with the administrative:

scctions of the Ministry /Depurtment concerned. "
; | |

A 4
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2.2 DUTIES OF INTERNAL AUDIT

~The duties of the mtermal audit organisation will fnfer-alia
mclude the following :—

(1) study of accounting procedures prescribed for the
department with a  view to ensuring that they are
correct. adequate and free from any defects or
lacunae;

(i) watch that the prescribed procedures and the orders
ssucd from time to time are implemented properiy:

{ii) scrutiny and check of payments and accounting work
of the wccounting unils;

(1v) Investigation of important arrears in accouniing and
other connected records:

(v) periodical review of all accounts records:

(vi) pursuance/settlement of objections taken in  test
audit notes issued by statutory audit offices and
other matters relating to statutory audit;

(vi1) examine and report on poinis or irregularities
brought to its noticc by the Principal Accounts
Ofhice/P.A.Os; | :

(vili) coordination with other Ministries/Departments and
C.G.A. regarding internal audit procedures. ‘

2.3 PROCEDURE FOR CONDUCTING INTERNAL AUDIT

The work relating to internal audit should normally be con-
ducted by locally inspecting various units and offices and * by
‘on-the-spot’ verification of accounts records. The work of the
local mspection partics may be coordinated by a headquarters
cell, depending upon the nature, number and size of the interng!
audit partics. s

2.4 QUANTUM QF AUDIT

An Internal audit party should conduct a general review of
all the accounts records maintained by an office since the last ins-
pection or in case of new umnits, since the formation of the office.
Apart from the general rcview, it should also conduct a detailed
check of accounts records of one month in a yeur to be sslected
by the Controller/Deputy Controller incharge of mternal audit,
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the percentage of bills/vouchers/cases  etc. other than those
pertaimuag to the accounts records of the selected month to be
checked in detail by internal andit as part of the general review
of the sccounts of an office, will be left to the discretion of the

nead of the internal audit unit. The extent and nature of checks
will ing*ude the following :——

-4} detailed serutiny of accounts records required to be

maintained in "Pay and Accounts Offices/in  the
offices of DDOs:

D) verification of payment and accounting procedures

in the departmentalised system of accounts including
procedures to be followed by cheque drawing DDOs,
to see 1n particular that the scope and extent of pre-
check and post-check by PAQOs are adeguate and
that the procedures for' maintenance of provident

fund accounts, finalisation of pension cases efc. are
being duly observed:

o
T

verification of the extent and frequency of control
and checks exercised by the head of office, in order
to locate any lacunae in procedures whereby frauds
or defaications may be possible either individually or
in collusion. Where necessary, steps to remove
such lacunae should be suggested;

+d) scrutiny of sanctioning and purchase procedures in
the oftice inspected, so as to ensure that they are
free from any defect or lacunae;

'¢) checking of procedures in regard to disposal of assets
tc ensure that there exist adeguate scrapping/con-
demning procedures;

‘1) scrutiny of genera] office management procedures
adopted by the heads of offices locally where these
have financial and accounting implications so as to
suggest tighlening up administrative and financial

control, savings in expenditure or Streamlining  of
accounting.

=5 PROGRAMME FOR INT ERNAL INSPECTION

. T%¢ programme for internal inspection for eacp of the parties
wili. be chalked out by the internal audit organisation and got



approved by the Chief Controlier/Controller/Depuiy Coritroller
of Accounts incharge of the internal audit. Timely intimation of
of the proposed visit of the inspection party will be sént to all
the officers concerned. A copy of the programme will ake be
forwarded to the PAQ concerned, e

2.6 RECORDS. DOCUMENTS TO BE MADE AVAILABLE
| TG THE INTERNAL AUDIT PARTIES

The head of ihe office to be inspected will be advised of the
dates of inspection welf in advance. A list of records to be
examined during internal audit shall also be prepared and sent
to him, alongwith the notice of Inspection so that these are
kept ready by him before the arrival of the party.

The accounts records maintained by the offices visited will
be mmde available promptly to the intermal audit parties.

Nate {—Tlhe payments made by a cheque drawing DBO
during the selected month(s) will be verhed by the
internal audit party with geference to the counterfoils
of cheques, coples of the bank scrolls, pay bill
register or office copies of the paid vouchers avaii-
able with the B.D.Q. It iy, thevefore, not neccssary
for the party to obtain original paid vouchers elc.
from the PAQO. However, in the case of paymenis
of long-term loans/advances etc. for which the bills
are preseated by him to the P.AO. for pre-check
and payment, the internal audit party shall obtan
from the P.AXO., a list of all such payvments madc
by him during month{s) selected for nudit for the
purpose of checking that the cheques/bank drafis
marked *Account Payee’ had been made over to the
correct  payees and their  acknowledgements  ob-
tained: and that the cheques/bank drafts issusd in
favour of the cheque-drawing DDO for wranging
payment in cash had been eatered in the cash book
maintained by him.

Wote 2—In the case of DDOs without chegue-drawing
powers, the original paid vouchers for the month(s)
selected for local audit would be required by the
internal audit parties. These should, therefore, be
ohtained by them from the PAOs. However, the lists
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of payments and cheques issued by the PAOs/
cheque-drawing DDOs in the casc of payments per-
tatning to such D.12.0s  will not be required by
internal audit partics and these need not be called
for from the PAO:.

Note 3—The hsts of paymen's and paid vouchers will be fur-
nisiied by the PAO 1o the parties promplly on receipt
of necessary requisitions, A list showing particulars

of discrepancies/derects or cther  nregularities, if
any, noticed during the course of secrutiny of bank
scrolls with reference 1o the related paid  vouchers
and cheqgues. remaining unsetfled or any other im-
portant point requiring  investigation may alse  be
furnished by the P.A.Os to the internal audit partics
for "on the spol” examination and report,

Note 4—1In the case of Divisional Offices working on the pub-
ic works system, the paid vouchers and other prigi-
nal records pertaining to the month(s) sclected for
audit shall suntlarly be  sent by the PAO to  the
mternal audit party. A record of paid

vouchers
furnished to/received Dback from

infernal  audit
partics will be maintained by the PAO in a register
n the form in the Annexurc ‘A’.  This regisier will
be reviewed monithly and necessary action

taken
where the pald vouchers  have not been

recerved
back., Tt will be the Inspecting Officer’s responsi-

bility to rcturn the vouchers immediately after in-
ernal audit of the concerned office is completed.

Mote S—The above instrucilons will  aiso be tollowed mutatis
inutandis i the case of audit of DDO offices 10
lie conducted by statutory audit narties.

i
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2.7 FREQUENCY OF INTERNAL AUDIT

The frequency of internal aundit will obviously depend upon
the staff strength sanctioned for Internal Audit Organisation as
well as the number of units falling under its purview. The num-
her of days for inspection, as also the frequency would depend
on the amount of expenditure, the nature of iransactions, the
state of arrears and the general health of accounts of each unit.
It would, however, be desirable to aim for internal audit of all
important offices once a year.

7.8 DRAFTING AND PROCEDURE FOR SUBMISSION OF
INSPECTION REPORTS

The inspection report' should be couched in polite language.
Offensive or strong words, sarcastic language etc. should o1 no
account, ficure in the report. No suppositions, assumptions or
1llegations should be included in the report. QOunly facts should
be mentioned and inevitable conclusions drawn., There should
he no reference to responsibility being fixed for any irregularity;
it is for the administrative authorities to take action in the matter.
The inspection report should be in two parts, Part-I containing
introductory and Part-1T irregularities noticed during the current
audit/inspection.

(iiy Outstanding paras 1n the internal audit reports should
be reviewed and arrangement made for thelr early settlement.
The internal audit parties should fake wup all the outstanding
paras pertaining to an office during its next inspection and settle
thern on the spot. Where such a settlement is not possible, the
outstanding points with their latest position should be incorporat-
ed in the new report and thercby the old report(s) should be
considered as closed.
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(1i1) Routine errors or omissions or commissions noticed
during the course of inspection should be got rectified on the
Spot.  Inspection reports should mnvariably be discussed with the
heads of offices mspected and their comments, if any, suitably
mcorporated in the reports.  Inspection reports should be issued
after being vetted at the headquarters. One copy of the inspec-
tion report will be issued to the head of office inspected and ope
copy will be sent to the Principal Accounts Officer ie. Chief
ControHer/ContmlIer;’Dy. Controller of Accounis. Important
points should also be brought to the notice of FA/CAA by the
head of the Internal Audit Organisation. The progress  of
setilement of the points raised in the report should be watched
by the Chief Controller/Controlle; of Accounts /Deputy  Con-
troller of Accounts incharge of Internal Audit Organisation and
all points outstanding should be reviewed at the time of the
next inspection by the internal audit party.

2.9 PURSUANCE OF TEST AUDIT NOTES ISSUED BY
STATUTORY AUDIT

In order to keep a watch over the settlement of audit ob-
jections included in the Test Audit Notes issued by Statutory
Audit offices, the Internal Audit Organisation will maintain a
register in the form in Annexure ‘B’ setting apart separate folios
for each D.D.O. The progress made towards the settlement of
outstanding objections should be reviewed quarterly and appro-
priate further action taken to ensure their speedy  settlement.
The compliance with the objections reported to have been made
by D.D.Os should be verified during pext internal audit of the
concerned office. The register will be produced to Statutory

Audit Parties, whenever asked tor, for verification of settlement
of the objections raised.

27359 CGA/8R
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CHAPTER-III

NATURE OF CHECKS TO BE EXERCISED

3.1 Internal Audit Parties will inter-alia exercise the follow-
mf% checks during inspection of accounts records of various
offices ;—

3.1.1 PAY AND ACCOUNTS OFFICES

Internal Aupdit Party will sce that :—

(a)

(b)

(¢)

(d)

(e)

all accounts records required to be maintained ave
maintained in the prescribed forms, and the accounts
are compiled accurately and in correct manncr;

payments are made in accordance with the rules and
orders governing them and the arithmetical calcula-
tions are correct;

last claim§ of government servants are correctly paid

and over payments, if any, brought to the notice of
concerned DDO for appropriate action;

recoveries/deductions made from the bills are in
order;

pay fixations are correct;

(f) all payments and teceipts are duly accounted for;

(g)

(h)

all transactions are accounted for under the heads
of account and the classification is checked by the
JAO/AAQ/AQO to the extent prescribed.  No un-
authorised head of account is operated in the Classi-
fied Abstract /Consolidated Abstract;

various broadsheets and objection books etc. are
maintained properly; the broadsheets are closed
regularly every month, and the differences between
broadsheets and ledger figures analysed and steps
taken to clear them expeditiously;

i2



(1)

1)

(k)

13

the balances outstanding under various debt. deposit,
suspense and remittance heads are reviewed  at
periodical tntervals and steps taken to clear the same
as expeditiously as possible;

interest wherever reguired has been correctly caleu-
lated and accounted for;

GPF/CPT accounts are maintained properly and
agrecd by maintaining the prescribed broadsheets;
no missing debits/credits and wunposted items are
kept outstanding for unduly long periods and the
annual uccounts are closed and statement of accounts
issucd by the duc dates;

(1) foreign service contributions, wherever necessary,

{1m )

are recovered correctly;

loans and advances and grants-in-aid are correctly
paid and over-payments, if any, brought to the
notice of concerngd DDO for appropriate aclion;

(n) receipt scrolls /payment scrolls with challans and

(0)

{p)

(q)

(r)

(5)

paid cheques are received in time from the primary
bank branches. checked properly as per mstractions
and the discrepancies, il any, pointed out promptly;

in the case of payments made by cheque-drawing
DDOs, the lists of payments accompamed by paid
vouchers are received every week by the prescribed
dates from them, checked and properly accounted
for;

the weekly accounts of receipts realised and remitted
by the departmental oflicers, with duplicate copies
of challans, aré received from them and checked
properly with the bank scrolls;

the instructions regarding reconciiation of  figures
under the heads Public Sector Bank Suspense and
RB Deposits axe duly followed;

the instructions rcgarding reconciliation of expend:-
ture and revenue receipt figures are followed;

there is no undue delay in the finalisation of pension
CUSeS,
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3.1.2 'The Internal Audit Party will take an extract form the
Register of P.P.Os maintained in the Principal Accounts Office
in respect of the P.P.Os routed through it as well as those sent
directly by the P.A.O. (vide para 7.1.4 of CAM). A test
check of these cases as well as those where pension is being paid
by the origmmating Pay & Accounts office itself should be con-
ducted in the Pay & Accounts Office, with reference to the Pen-
sion -papers received from the concerned Head of Oifice,

3.1.3 SII%QUE DRAWING/NON-CHEQUE DRAWING
5

Internal Audit Party will see that—

(a) All accounts records required to be maintained are
manmtained in the prescribed forms;

(b) Payments made by the cheque drawing DDQOs are
in accordance with the rules and orders governing
them, their arithmetical calculations are cotrect and
the rccoverics/deductions made from bills are in
order; the lists of payments accompanied by paid
vouchers are sent every week by them as per instruc-
tions to the concerned PAQ by the prescribed dates;

(¢) the instructions for the maintenance of cash book,
contingent register, stock and stores accounts, log
“books and other accounts records are duly observed;

(d) ‘Account Payce’ cheques (in favour of government
servants and third parties being pavable only to the
concerned payees) issued by PAOs afier pre-check
of rclevant bills to DDOs are not being eantered in
the cash book maintained by them and that the
delivery and acknowledgement of such cheques 18
being watched through a separate register required
to be mamntained for the purpose:

(¢) pay fixations are correct;

(f) the weekly accounts of receipts with duplicate copies
of challans arc being sent to the concerned PAQO;

(g) purchases are made as per rules and orders govern-
ing them; where lowest quotations are not accepted,
the reasons therefor are recorded;

(h) all sub-vouchers pertaining to contingent charges
Aot sent to the PAQO along with contingent bills are
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available in office, are otherwise in order and have
been properly cancelled;

(iy G.P.E./C.P.F. accounts of Group ‘D)’ employees are
maintained properly;

(i) the instructions for processing /submission of pension
cases to the concerned PAO are observed;

(k) the payment entrics of the advances drawn are made
properly in the Pay Bill Register and that recoveries
are being effected regulatly from the Government
servant concerned; and that the entries in the
monthly abstracts of recoveries, especially those
relating to “transfer in” and “transfer out™ cases, are
correctly made;

(1) every PD Account (Personal Deposit Account) in
the Ministry /Department i1s alive and 1n operation,

3.2 CHECKING OF RECEIPTS

While the Departmental authorities are primarily responsible
to see that all revenue or other debts due to Government are cor-
rectly and properly assessed, realised and credited to Govern-
ment account, it would be nccessary for Internal Audit to see
that adequate regulations and procedures have been prescribed in
the Department to secure an effective check on collection and
accountal of all revenue receipts and refunds and that such re-
oulations and procedures are being followed correctly. 1t would
also be necessary to ascertain the nature of checks exercised by
the Departmental authoritics to ensure prompt detection and in-
vestigation of irregularities, loss of revenue due to double refunds.
refunds with reference to fraudulent and forged vouchers/challans
or other types of omission or commissions In the process of levy/
coliection of taxes or in ordering refunds.

3.2.1 In the Internal audit of revenuc receipts the Internal
Audit Party should inter alia ensure the following by such test
checks as may be considercd necessary :—

{a) that the demands are raised promptly in the manner
required by the Law or Act of Parliament and that
no amount duc to Government is Ieft outstanding in
its bocks without sufficient reasons;
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{b) that the collections and refunds are accounted for

regularly and properly under the appropriate heads
of accounts and that no sums are credited to Gov-
ernment by debit to a suspense head: credit must fol-
low and not precede realisation.

that proper safeguards exist to ensure that there is
no wilful omission or negligence to levy or collect
taxes or to arrange for refunds, wherever due;

that double refunds, fraudulent or forged refund orders
or other losses of revenue through fraud, default or
mistake are promptly brought to light and investi-
gated; and

that all revenue receipts coliected by departmental
officets are promptly remitted to the bank or the
P.A.O., as the case may be, and that the receipts
as per their records are reconciled with those booked
in. Government accounts on the basis of receipted
challuns, in accordance with the procedure laid down
in Chapter 1 of Civil Accounts Manual.



CHAPTER 1V
DETAILED AUDIT OF INITIAL AND SUBSIDIARY
ACCOUNTS RECORDS

4. The accounts records 1t an officc depend upon the nature
of business of the office audited. However, every office handling
cash and cstablishment matters is required to maintain Cash-
Book, Bill Register, Contingent charges register, Stock register,
Service Books etc. The most common records and procedure
-which have to be scrutinised in internal audit, and the checks to
be excrcised in their audit, are indicated in this chapter.

4.1 REGISTERS.—In examining the various registers efc., 1t
should be seen in general that +—

(1) All accounts records arc maintained in the prescribed
form and are page numbered.

(ii) All columns In the registers are correctly filled in and
transactions have been recorded in chronological
order.

(iii} There is no cvidence of tampering of pages, over-
writing, erasures etc. and all corrections are properly
checked and attested. :

{1v) Each register is reviewed by the competent authority
at regnlar intervals.

(v) Payments have been made in accordance with the
rules and orders governing them and that the arith-
metical calculations are correct.

(vi) Recoveries/deductions made from the bils arc m
order.

(vii) Pay fixations are correct.
(viir) Interest, wherever required, has been correctly cal-
culated.

(ix) Classification of account is properly checked.

(x} Purchases are made as per rules and orders govein-
g them; where lowest guotations are not accepted
reasons therefor are recorded.

17
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(3i) All vouchers pertaining to contingent charges which
% have not been sent to Pay & Accounts Office along-
o with the contingent bills are available in the offce and
al‘;f:l (;therwisc in order and have been properly can-
celled.

(xii) G.P.F. Accounts of group ‘D’ employees are properly
maintained. |

(xiti) The instructions for processing/submission of pension
cases to the concerned Pay & Accounts Office are
observed.

4.2. CHEQUE DRAWING DDOs

Under the scheme for the departmentalisation of accounts,
ccrtain PDOs who are not located at the same station as the Pay
& Accounts Offices, have been authorised to draw funds directly
from the local branches of public sector banks accredited to the
Ministry/Department concerned,

4.3. SAFE CUSTODY OF CHEQUE-BOOKS AND ITS
VERIFICATION ETC.

Internal Audit Party should see that the procedure prescribed
in Cyvif Accounts Manual for safe custody of chéeque-books i
followed by the cheque drawing DDO. It should be specifically
seen -

(1) that cheque-books on receipt have been carcfully exa-
mined by the DDO and a certificate of count of num-
ber of forms contained in cach book has been re-
corded.

(ii) that the intimation about the chicgue book to be used
is being sent to the Bank in the prescribed form at-
tached with the cheque-book, before the book is
brought into use, Further, that all the cheques in the
cheque-book are being affixed with the code number
of the bank on which the cheques are to be drawn,
before the book is brought into usc.

(1) that the cheque-books have been kept in the safe cus-
tody of DDO under lock and key.



(1v)

{v)

(vi}

{vil})

{ viit)

(ix)

(x)

(X1)
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that the correct type of cheque forms are used by
the cheque-drawing D.D.Os. as laid down in para
1.8.1 to 1.11.2 of Civil Accounts Manual.

that a stock register of cheque-books in the pres-
cribed form is maintained by the D.D.O.

that the periodical verification of cheque-books has
been conducted by an officer other than the officer-
in-charge (cheques) and a certificate of physical
count is recorded by him in stock register,

that the register of daily account of cheque forms
used during the day is maintained properly and all
columns have been completely filled in and attested
by the D.D.O.

that in case of loss of any cheque, the bank has been
informed in time so as to avoid any payment.

that the cheques are not signed unless required for
immediate encashment or delivering to the person
concerned.

that amounts of chéques are written both in words
as well as in figures.

time-barred cheques are cancelled and fresh cheques
jssued in Jieuw thercof, wherever necessary. |

4.4(A) PAYMENT/RECEIPT SCROLLS AND ITS
RECONCILIATION BY CHEQUE DRAWING D.D.O.

The Internal Audit parties should see that the scrolls of pay-
ments and receipts are checked by the DDOs concerned and a
statement of reconciliation is drawn up every month in the manner
stated below 1 —

(i} The paying branch of bank is required to transmit

the scrolls of payments alongwith paid cheques to the
Pay & Accounts Office and copy of the scroll to the
cheque drawing D.D.Os.  The scrolls received from
the bank should be checked with reference to register
of cheques issued regarding the name of the payee
and the amount of cheque paid; date of encashment
should be noted in the relevant columns of the regis-
ter of bills and register of cheques.



{11) A bank reconciliation statement should be prepared
by the D.D.O. every month explaining the difference
between total payments made as per Bank’s scroll
and the total payments made during the month as
per register of cheques issued, indicating the detajls
of cheques, issued during the month but not en-
cashed and the cheques issued in earlier months but
cncashed during the month. Discrepancies, if anv.
noticed in the scrolls should be taken up immediately
with the bank.

{iii) The cheque-drawing D.D.Os. will also receive a copy
of the receipt scroll from the bank in respect  of
amounts remitted by them into sovernment account.
The D.D.Os. will ensure from the entries in the bank
scroll that all the remittances have been included.

4.4(B) STATEMENT OF G.P.F. ADVANCES

Under Para 4 of GOI, M /o Finance O.M. No. E. 2(27)/76-
(Spl Cells) dated 23-9-76, cheque-drawing D.D.Os, are required
to send a monthly statement of GPF advances paid to Group ‘A’,
B, 'C7 employees to Pay & Accounts Office to enable that office
1o ensure the posting of debit in the G.P.F. Accounts of the sub-
cribers.  The internal audit party should ensuyre that the state-
ment of G.P.F.  Advances is sent to the Pay & Accounts Office
concerned regularly.

4.5 EXPENDITURE

The essential points to be scen in the audit of expenditure
arc as follows :—

(i) that payments made by the cheque drawing D.D.Os.
arc 1 accordance with the rules and orders govern-
g them, their arithmetical calculations are correct
and the recoveries/deductions made from bills are in
order; and that the list of payments accompanied by
paid vouchers arc sent every weck by them as per
instructions to the concerned P.A.O. by the prescribed
dates.
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(1i) for expenditure beyond the powers of Head of Office,,.

(1t )

(1V)

(vi)

(vii)

{viii)

there exists a sanction, either specific or  general,
accorded by the competent authority.

for every payment made, there is a voucher comi-
pletc in all respects or a  certificate of payment

where it is not possible to support a payment by a
voucher.

there is a provision of funds sanctioned by he com-
petent authority, |

the expenditure has not been incurred solely  to:
prevent lapse of budeet allotment,

in cuse of work done or purchases made, the accepted
tender alongwith the rejected tenders, comparative:
statements and notices of tender are available in the
office of the accepting authority alongwith the
reasons for non-acceptance of lowest tender.

the payment has been made to the proper persom:
and it has been so acknowledged and recorded so.

that a sccond payment on that account is not
possible,

the charges do not exceed the rates or scale fixed!

under rules or orders issued by the competent
authority.

(ix) the payments have been correctly accounted for in

(x)

(xi)

the initjal accounting records.

sub-vouchers and acquittances for amounts up to
Rs.  100/- and retained by the DDO are marked
cancelled, after their entry mm the contingent charges

register, so as  to prevent misuse of the:
vouchers.

Sub-vouchers for amounts in excess of Rs. [00/-

have becun sent to the Pay & Accounts Office con-:
cerned alongwith the bill,

4.0 RECEIPTS SCROLILS

Receipts of Ministries/Departments will normally be re-

ceived in the form of

cheques on local banks or demand drafts,.
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drawn in favour of the Pay and Accounts Officer or cheque
drawing D.D.O. as the case may be. Receipts in cash will
however, be accepted by cheque drawing DDOs or other depart-
mental officers subject to the provisions of Rule 18 of CGA
{R&P)} Rules, 1983,

The receipts thus accepted will be remitted into Govern-
ment account which is held by a PAO or by a cheque drawing
officer in the relevant branch of the bank accredited to the
Ministry /Department concerned. Challan forms shall be used
showing particulars of cash/cheque /demand draft  deposited
and the classification relevant there to in triplicate where the
Pay and Accounis offices remit and In  quadruplicate wherc
the cheque drawing DDO remits. Receiving branch bank will
render receipt seroll (i) daily to the Pay & Accounts Office
1 respect of receipts enfering the accounts held by him together
with challans and (ii) weekly alongwith the receipted challans
in support thereof, to the concerned Pay and Accounts Officer
i respect of receipts entering the accounts of cheque drawing
DDOs, and copies of scrolls to the later. Based on the challans
received by him the departmental officer will prepare a weckly
statement of receipts giving the number and date of the challan,
name of the depositer and amount deposited. He will also
check the entries in the copy of the scrolls raceived by him with
entries in the statement of receipts and rcconcile with the
bank any discrepancy detected, under advice to the Pav and
Accounts Office. He will also send to his P.AO. a monthly
bank reconciliation statement (Form CAM-22),

The Pay & Accounts Officer will, on receipt of bank scrolls,
<check the entries in the scrolls with the challans  attached
thereto and after proper linking, shall pass them on to the com-
pilation section for posting the total receipts as per scrolls in
the register of public sector bank suspense or Reserve Bank
Deposits as the case may be, maintained in form CAM.-17 and
also for compiling the challlans to the receipt heads concerned.
He will also watch receipt of reconciliation statement from
The cheque drawing DDOs to ensure that all  the amounts
credited by them have been correctly entered in the scrolls
recetved by him. He will also watch whether credit is given
in bank scrolls for all the cheques/bank drafts sent to the bank
by him for credit into Government account, and take appro-
priate action in respect of those outstanding, in consultation with
the bank. If any of outstanding bank draft happens to be
one that was received from a Departmental Officer (without
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<heque drawing powers) stationed at an outstation, he would
have to keep the latter informed and/or arrange for further
action being taken with the party concerned through the latter.

Departmental Officers who are other than the cheque drawing
DDOs situated at the same station as the Pay and Accounts
Officer shall remit the collections received in cash or local
cheque/demand draft into the bank in which the Pay and
Accounts Office holds an account duly supported by challans.
He will also  send to the Pay and Accounts Officer 2 weekly
List of remittances into the Bank to enable the Pay and Accounts
Officer to watch receipt of corresponding credits in the bank
scrolls received by him. Departmental Officers sitnated at a
station other than that of the Pay and Accounts Ofiice, shali
obtain receipts in the shape of demand drafts drawn in favour
of the Pay and Accounts Office and payable at the latter’s station
and where he is empowered to receive cash, shall convert the
same into a demand draft drawn in  favour of his Pay and
Accounts Officer and remit the same to the latter for crediting
into Government account.  The Pay and Accounts Office shall
intimate to the Departmental Officer for further action, details
of cheque(s) bank draft(s) remaining outstanding or dishonoured
at the end of the month subsequent to that in which the latter
had reported it (them) as remitted to the Bank. If under the
provisions of any Rule/Act, the receipts of a department are
at present required to be remitted by the public by means of
demand draft drawn in favour of departmental officers and such
an officer happens to be a non-cheque drawing Officer, he should
endorse it in favour of the Pay and Accounts Officer of his
Department for crediting it into the Governmest account held
by the latter. Reserve Bank of India have clarified that there
is no legal bar to a crossed cheque/demand draft drawn in
favour of departmental officer and bearing the endorsement
“Account Payee” being endorsed by him in favour of his Pay and
Accounts Officer for this purpose.

“Even category 11 cheques/drafts bearing the endorsement
‘Not negotiable and not payable’ in cash-creditable fo Goverp-
ment account only drawn in favour of Chief Controller/Con-
troller /Deputy Controller of Accounts i.e. Principal Accounts
Officer, could be endorsed by him in favour of a P.A.O. under
him for crediting to Government Account”.

- [Authority : Reserve Bunk of India’s letter No. GA 1652/
22-78/80 dated 11th January 1980 in the File No, S.
13018/1/79/TA]
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Note.—-Receipts relating to Direet Taxes (Incometax, Cor-
poration tax) and Indirect Taxes (Customs and excise dutics
elC. ) adniinistered by Central Board of Direct Taxes/Central
Board of Excise and Customs will, however, be credited /remitted
into the Reserve Bank of India and other nomiated branches
of public sector banks using challan forms specifically prescribed
under the relevang provisions of the schemes of revenue collec-
Hons of Central Board of Direct Taxes /Central Board of Excise
and Customs with cftect from st April. {977,

4.7 CASH BOOK

The following points are to be borne in mind while con-.
ducting audit of Cash Book maintained by a D.D.O. —

(i) that a cash beook 1s maintained in the prescribed
form je, TR-4 (now G.A.R 3).

(i) that the pages of cash book are machine numbered
and a certificate of count of Pages has been recorded

on the firs{ page before g cash book is brought into
use,

(i11) that all monetary transactions have been entered in

the cash book as soon as they have occurred and
atfested by D.D.O,

(iv) that the cash book is closed regularly and properly
checked and that at the end of each month the
D.D.O. has personally verified  the cash balance

and has recorded a signed and dated certificate to
that cffect.

(v) that the totals have been checked by a person other
than the writer of the Cash Book.

(vi) that surprise physical verification of cash has been
conducted at periodica] intervals by the D.D.O.

(vii) that for CVery entry there is g voucher setting forth
full and clear particulars of the claim and alf infor-

mation. necessary for itg proper classification ang
dentification in accounts.
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(viiij that amounts received have been paid in full into
the bank without undue delay, for credit to Govt.
Account under proper head.

Note—The verification of credits of the selected month’s
receipts should be made with reference to the bank
reconciliation statements of receipts prepared by the
D.D.C.

(ix)} that when money is recetved from the Government
servant a receipt in form T.R. 5 (now GAR-6) has
been issued to theipayee. This receipt is to be signed
by the D.D.O. who should satisfy himself at the
time of signing the receipt that the amount has been
cntered in the Cash Book. i

(x) Erasure or overwriting of an entry once made in the
Cash Book is prohibited. It a mistake 1s discover-
ed it should be corrected by drawing a line through
the incorrect entry and recording the correct entry
in red ink,

(xi) that adequate securily as envisaged in Rule 270 of

" G.F. Rs, in respect of Cashier has been obtained,
accepted by the competent authority and relevant
documents kept in the safe custody of the Head of
office (Rule 275 & 277 GFRs).

(xil) government money bas been kept In strong cash
box secured by double lock.

(xiii} the officers Incharge of Internal Audit field parties
may get the cash balance verified by the Depart-
mental Officers in their presence and have a certi-
ficate of verification recorded in the Cash Book as
laid down i  Government of India, Ministry of
Finance, Department of Expenditure (Special Cell)
New Delhi O.M. No. F.2(27) /76-Spl,Cell dated the
3rd December, 1976.

(xiv) that the account payec cheques issued by the PAO/
Cheque drawing DDO in favour of Government
servants and third parties, being payable only to
the parties, are not entered in the Cash Book. The
delivery and acknowledgements of such cheques
should, however, be watched through a separate
register.

3.-759 CGA/8S
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4.8 REGISTER OF VALUABLES

, The Heads of Offices are required to maintain o Register of
Valuables.  The audit party should sce

iy
L

(1) that the register is being maintained in the prescribed
form,

(i) that the cheques/demand drafts received have been
entered in the register on the day of their actual
receipt.

(1) full particufars of the valuables are recorded in the
register. |

(1v) that the cheques demand drafts have been sent (o
the bank soon after their receipt for credit to Gov-
crnment Account.

(v) that the register is being closed every fortnight.
(vi) that the credit of valuable has been traced n the

banks scroll and particulars thereof recorded in
column 9 of the register.

4.9 REGISTER OF BANK DRAFTS

- DDOs are required to maintain g register of Bunk Drafts,
Fhe audit party should see :— - |

(Ii) that the register of bank drafts is bemg maintained
in the proper form.

(ii) that full particulars i.e. Bill No. and date has been

indicated before cheque is sent to Bapk for prepa-
ration of the bank drafts.

(i) that the bank drafts have been sent to the party
without delay. I

(v} that the date of acknowledgement has been indicated
m the columns prescribed for this purpose.



4.10 CONTINGENT REGISTER

The usual checks consist in seemg that (—

(1)

(1t}

(111}

(1V}

{v)

(vi)

(vl

the register is maintained in the prescribed form.

that the budget allotment is distributed under the
authorisced &.ub heads of contingent charges and
noted i the appropriate columns of the reﬂistel.

cnfries arc made i the register as soon as payments
are made and attested by the D.D.O.

expenditure is kept within the avallable appropria-
tion and that steps are taken to obtain additional
appropriation it the original has either been exceed-
ed or likely to be exceeded.

monthly and progressive tofals have been correctly
made and camed forward.

that the monectary limits prescribed in IE";pE:Ct of
certain classes of contingent expenditure e.g. local
purchase of stationery are duly observed con-
sistently and certificates  furnished on contingent
bills.

charges which are inadmissible or are m excess of
the sanctioned scale have not been concealed by
splitting them into two or more different bills.

L1 CONTINGENT BILLS

It should be seen —

(i) that the rulcs regarding preparation of contingent

(i)

(i)

- bills are being observed by the Drawing Officer
and proper bill forms are used for withdrawal of

funds.

that the expenditure has been incurred within the
provisions of budget grant for that parficular head
of account.

that in case of contract contingencies the proposed

expenditure has not exceeded the contr act/grant,



43

{iv) that cach vouchcr bears a pay order signed bv the
D.D.O. specifving the amount both in words and
figures.

(v) that all the paid vouchers which are not required
to be sent to the P.A.O. have been stamped “paid
and cancelicd” by the D.D.O. so that these may not
be misused.

(vi) that the contingent bills for wages of Mazdoors en-
gaged 1mn manual work and paid at daily or month-
ly rate, rent, electricity and other charges
incurred on the hire of private buildings, expendi-
ture on light refreshment, et¢, are in accordance
with the 1‘ules and the Government orders issued
from time to time.

(vil) that the flow of expenditure during March m any
financial year is not on high side with a view to
exhausting the budget allotment.

(viii) that thc expenditure has been sanctioned by the
competent authority and sanction to the expenditure
has been attached with the bill.

(ix) that a register of contingent charges, to watch the
expenditure under each sub-head i1s malntamed in
tha prescribed form ie. T.R. 25 (now GAR 27),
budget provisions against each sub-head have been
noted on the top of the columns provided and that
every entry has been attested by the D.D.O. before
any payment is made.

(x) that a pronlessive totals of expenditure under various
sub-heads is being struck so that expenditure does
not exceed the budgetary allotment.

(xi) that all the vouchers bear dated acknowledgement
of the payment received together with a stamped
receipt in case of payments above Rs. 20/-.

{xii) tha; all the vouchers for purchase of stores bear
a certificate by the competent officer regarding entry
of stores in the stock register, indicating the page
number of the stock register; also a certificate by

;. the competent authority that the quantities of stores
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received were m ordcr and that the stores were
according to the approved specification.

that a detailed contingent bill is sent to the Pay &

Accounts Officer in respect of amounts withdrawn
on abstract contingent bill soon after the money has

been ufilised and that the unutilised amount has been
refunded to the Government account.

. 4,12 PURCHASE OF STATIONERY

It may be scen during Internal Audit that the head of office
has not incurred expendilure on purchase of stationery in excess
of the powcrs delegated {o him, in casc the head of office has
incurred expenditure in excess of powers delegated to him, the
same should be regularised by obtaining sanction of the compe-
tent authority.,

4.13 TELEPHONE & TRUNK CALL CHARGES REGISTER

The following points should be borne in mind while conduct-
ing the audit of Telephones Bills/Register of Telephones and
Trunk Calls charges and the other connected records :—

(i)
(1)

(1i1)

that telephone with STD facility has been provided
to the oflicers enfiticd to the faciity.

that the telephone register for bi-monthly rent and
call charges is being maintained to prevent double
payment of the same bill.

that the requirement of maintaining a register for
recording the particulars of official S.T.D. calls made
by the officers from their residential telephones has
been dispensed with vide G.O.1., M.O.F., Deptt. of
Exp. O.M. No. F.7(7)-E(Coord.) /85 dated 8-7-1985.
The officers entifled to S.T.D. facility on their resi-
dential telephones, may in future, be asked to certify
whether bi-monthly calls in excess of 650 are on
account of S.T.D. calls and, if so, whether these
S.T.D. calls are on official account or otherwise.
This certificate would need to be countersigned by
the controlling officers. It will be open to the con-
trolling officers to look into the cases where, in their
opinion, the number of excess calls are too high.
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The cxecess calls other than those certificd to be on
official work, will continue to be paid by the officers
themselves as hitherto.

(1v) that a register showing trunk calls madc for officiai
and private purposes are maintained by the officers
both for office and residential telephones in the
prescribed form, and in  casc of private calls
necessary recoveries are effeclted from the official
concerned.

(v) that residential telephones are generally provided to
officers of the rank of Deputy Sccretary and above
and in case of officers below the rank of Deputy
Secretary, nol more than 25% of the class 1 officers
are provided with a residential telephone.

4.14 LIVERIES ACCOUNT

While conducting internal audit of the liveries account. it
should be seen that the provisions contained in the Hand Book
of Uniforms have been observed by the D.D.O.

In particular it should be seen —

(i) that the Register of Liveries is maintained by Head
of office in the prescribed form and entries in regard
to receipts as well as issue of Liveries to Group ‘C’
and Group ‘D’ officials are made in the register
under proper attestation.

(11) that issue ot liverics for Group ‘C’ and Group ‘D’
officials have been made according to the prescribed
scale,

(111} that the washing allowance is paid to Group “C’
and Group "D’ officials in accordance with the rules
and orders issued by the Govt. of India from time
to time and in case of officials proceeding on Icave
for more than 15 days in a calendar year, neceSsary
recoveries on account of washing allowance have
been effected from their satary bill for the month of
Janvary each year.

(iv) that the wniforms have been issued only to those
employees who are eligible.
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(v} measurement card for ecach cmployee is maintained
in the prescribed form.

(vi) Where the local purchase of articles of uniforms
beyond the normal lmits laid down by D.G.S. &
D. becomes nceessary for some administrative rea-
sons or delay by D.G.S. & D. etc. specific permission
for the samc is obtained from D.G.S.&D. or M/o
Home Aftairs.

{vil) that the uniforms have been withdrawn froem emp-
loyees who have cither resigned or have been dis-
charged or promoted 10 the post where such uni-
forms would not be uscd.

4.15 SERVICE POSTAGE STAMPS ACCOUNT

Stock account of service postage stamps should be serutinised
10 sC¢ 1—

(i) that daily account of service postage stamps is being
maintained properly and in the prescribed form and
is attested daily by the person in-charge of the sec-
fion.

(ii) stock of closing balance has been correctly carricd
over to next month and the same has been attested.

(11i) that all purchases of stamps have been entered m
the register under proper attestation.

(iv) that the physical verification of stamps has been
conducted at the end of each month and a certifi-
cate to this effect has been recorded in the registert,

{v) that all issue of stamps relating to registered letters
ate supported by postal receipts.

(vi) denomination-wise ciosing bulances has been indi-
cated at the end of cach month.

116 CONSUMPTION OF ELECTRICITY

It should be secn that economy 1instructions issued by the
Govt. of India in connection with the consumption of clectri-
city in Govt. offices etc. are duly obscrved. In the case of
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Central Govt. Instaliations/Workshops etc. where the consump-
tion of electricity is very high and where high voltage transfor-
mers have been installed for the bulk supply of clectricity, it
should be seen that average actual consumption of clectricity is
not less than minimum limit for which the charges are levied by
the Electricity Board. If the actual consumption of electricity
is much less than the sanctioned load, the departmental officers
may be advised to consider the possibility of a reduction of the
sanctioned load so as to save expenditure on electricity due to
excess billing.

Electricity used in Government Offices are exempt from levy
of electricity duty. It should be seen that such duty has not been
paid and wherever paid it should be pointed out for recovery.

4.17 PAY BILL REGISTER

Pay Bill Register should be examined during internal ins-
pection to see 1 —

(1) that the pay Bill Register is maintained in the pres-
cribed form ie. TR-22.A (now GAR-13) and all
particulars have been correctly noted in the columns
provided in the register under proper attestation.

(i) that the pay and allowances have been drawn cor-
rectly with reference to their pay as per service
book.

(1) that the entries in the register are checked by a
person other than the poster and closing of the
abstract has been signed by the D.D.O.

(iv) that the recoveries on account of C.G.H.S.. Insu-
rance, G.P.F., Advances e¢tc. have been correctly
effected from the salary of the Govt. official and
are reflected correctly in the corresponding sche-
dules,

(v} that the advances paid to Govt. servant have been
noted in the pay bill register as soon as the advance
is drawn by the DDO so that the recovery due
from the official does not escape notice.
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vvi) that it would suffice if incomestax deductions are
made and the party need not go into the correctness
of the income-tax calculations.

{vii) Paid vouchers obtained from P.A.O. for the selected
month of audit should be examined in the following

manneyr —

(a) the bill should be test-checked with pay Bill
Register in regard to names of the persoms,
number of persons, the gross amount and the
net amount for cach individual employee to
verify that the bills were correctly drawn.

(b) that a valid acquittance duly stamped for cach
amount disbursed has been obtained.

(¢} that the amount of undisbursed Poy & Allow-
ances has been kept in the Register of undis-
bursed Pay & Allowances under proper attesta-
tion and when the amount has been disbursed
to the official concerned, entry to that effect
has been made under proper attestation by the
D.D.O.

(d) that the payments made have appeared in the
cash book on the same day.

(c) that the payment of arrear claims has been
drawn through supplementary bill and certi-
ficate regarding non-drawal of amount on afy
previous occasion has been recorded on the bill.

418 PAY FIXATION CASES

As the system of issuance of Pay Slips to Gazetied Officers
was dispensed with from 1-7-1976, 30% /25% /5% of the
cases of Group A/Group B /other officers where pay has béen
fixed by the Department may be checked with a view to ensuring
that the pay has been fixed in accordance with the Funda-
mental Rules and orders issued by the Government of India
from time to time.

4.1 CHILDREN'S EDUCATIONAL ASSISTANCE

Children education allowance is admissible to Central
Government Servants w.e.f. 1-3-1962 as per conditions of
cligibility, rates etc. contained in Government of India, Ministry
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of Finance O.M. No. F.10( DEST(Spl) /60 dated 3-1-82 ang
5(7). E.II(13) /73 dateq 31-10-1973, as amended from time
to time. The following points should be seen while conducling
the audit of records in comnection with the drawal and payment
of CLEA, s

(1} that a certificate m the prescribed form is obtained
twice a vear ie. in January and July from the Giovt,
cmplovee duly verified by the Head of Institution
where the child g studying.

(i1} that correctness of the certificate given by the Govt,
servant as above i independently verified by the
DDO cvery year,

(i1t} that the allowance ig patd only to a permanent/
quasi-permanent and temporary Government servans
who has put in not less than one year continuous
service and his pay does not exceed Iimit specified
from time to time.

(iv) that if both husband and wife are Central Govern-
ment servants, the allowance is not allowed if the
pay of cither exceeds the limits specified  from
time to time,

(v) that this allowance is paid to children between the
age ot 5 and 18 vyears.

(vi} that the allowance has Deen paid at the prescribed
rates and the maximum limit laid down by the Govt,
for the payment of CEA to Govt, servant from
time to time is not ¢xceeded, -

(vi) that the allowance is given only in cases where the
official is compelled to send his child to a school
away from the station of posting and/or residence
owing to absence of s¢hool of the requisite standard
at that stafion. In such cases, the Head of office
should satisfy himself regarding the non-availability
of school of requisite standard or non-availability
of admission in such school by obtaining informatior:
girect from the educational authorities. However,
in respect of those Group ‘B’, ‘¢ & ‘I’ officials to
whom the allowance was admissible on 31-10-1972
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in accordance with the orders then in force. the
allowance will continue to be admuissible at the revised
rates so long as their children coatinue to study at
the same place or within the samc district where
they were studying on 31-10-1973 and for the
period for which they are otherwise eligible. This
teluxation, however, will not be applicable 10 the casc
of eazetied officers who were not eligible for grant
of C.EA, on 31-10-1973.

(viii} that this allowance is admissible only upto higher
secondary classes.

(ix) that the concession is allowed omly in respect of
children who are enrolled . :—

{a) a school which is recognised by the Department
of Education or educational authorities in
whose jurisdiction the school is situated;

(b) a school which preparcs students for Matri-
culation Examination conducted by a University
and which 15 affiliated to and is recognised by
such a university: or

{c} a school which is affiliated to Central Board of
Secondary Education, New Delhi.

(x) this allowance is not admissible if the children are
studying in any foreign country.

(xi}) An Indian School shall be held to be a school of
non-requisite standord for Anglo-Indian Children
and vice-versa,

4.20 TUITION FEE

The reimbursement of tuition fee in respect of children of
Uovernment servant is admissible under the orders of the Govt,
of India, Ministry of Finance, Department of Expenditure letter
No. 13(06).E.11{8) /73 dated 29-10-1973 av amended from time
to time. While conducting internal audit, the following points
should be taken into considertion [—
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that the register of claims in the prescribed form
is being maintained by the Head of Office and all
columns are properly filled in and payments are
recorded correctly under proper attestation.

that the twtion fec is paid only fo cmployees who
are permanent, quasi-permanent or temporary with
not less than one year of continuous service and
whose pay does not exceed limits specified from
time to time,.

(_3} that the tuition fee is not paid for more than two

(4)

(3)

{5))

academic years in the same class.

that scholarship received, if any, should be deducted
from the amount of claim of tuition fee. If
scholarship received by the child is more than tuition
fee, the rcimbursement of tuition fee is not to be
allowed.

that the concessional rate of tuition fee has been
allowed to the official where two children of the
Government official are studying in the same school
or its branches in the same fown even if the con-
cession has not been availed of by the official. The
reimbursement will be at full rate (subject to ceil-
mg) for the child studying in the higher class and
at concessional rate (hmited to 1/2 of the ceiling
limit) in respect of other child.

the concession is not allowed in respect of a child
for whom C.E.A. is being paid.

(7) the child for whom tuition fee is allowed is enrolled

(8)

{9)

in a recognised school.

that the reimbursement is restricted only to tuition
fee and will not cover special fee like library fee,
games ice, admission fee, extra curricular activity
ice etec. which have to be borne by the Government
offictal. Moreover the reimbursement should not
exceed the rates of tuition fee approved by the Govt,
of the area for Govt. schools.

that the official has claimed tuition fee in the pres-
cribed form and is  accompanicd by 2 certificate
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from the Head of the school in the prescribed form
at the time of initial claim and subsequently at the
beginning and in the middle of each academic
year. )

ll_fl

421 OVERTIME ALLOWANCE

The overtime claim should be examined to see :—

(i) that overtime dutics shown in the claim agrees with
the concerned records and the same has been sanc-
tioned by the competent authority.

(ii) that O.T.A. has been allowed to the officials in ac-
ordance with the orders in force from time to time.

(iii) that O.T.A. is not allowed to any Gazetted Officer,
(iv) that the rcgister is being maintained propexly.

(v} that O.T.A. paid to an employee during a month has
not exceeded 1/3rd of his monthly emoluments. By
“emoluments” means pay as defined in FR 9(21)
and all allowances including winter allowance and
city compensatory allowance but exciuding HRA,
conveyance allowance, travclling/daity allowance,
clothing/uniform allowance.

(vi) that O.T.A. has been paid at the prescribed rates.

495 REGISTER OF MEDICAL CHARGES

With a view to keeping a watch over the claim of reimburse-
ment of medical expenses preferred by Govt. servants the depart-
ental officers are required to maintain a register mn a prescribed
form for recording full details of cxpenditure reimbursed to in-
dividual Government servants. In internal audit it should be
sgen -

(i) that the register is being maintained propetrly;

(ii) the cost of only admissible medicines and injections
as per Medical Attendance Rules, is reimbursed;

(iii) the bills are countcrsigned by the controlling officer
where DDO is not Head of the office.
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4.23 BILL REGISTER

Every D.D.O. is required to maintain a bill register, In exa-
munng the bill register it should be scop:—

(1}

X -."1
Lad
N‘mv"

i-".-\\
e
e

(5)

that every bill sent to Pay & Accounts Office or to
cheque drawing DDO has been entered in the bill
register, "

that the bills are entered in a chronological order
and on the day on which thev are actually signed by
the D.D.O.

that all the columps provided in the register are filled
i and cntries made therein are attestod,

the dates of cncashment of bills have been indicated
and the amount of chegue alongwith the cheque Neo.
& date has been indicated in the bill register.

that the register is reviewed monthly by the Head of
office,

424 T.A. BILLS

The following points should be borne in mind while conduc-

(1)

(2)
(3)

(43

(3)

(6)

ting audit of T.A, Bills :—

that the appropriate columns have been filled in and
the bilf 15 signecd by the controlling officer as well
as by the Drawing & Disbursing Officer.

that the claims have been correctly worked out.

that the prescribed certificate has ben furnished by
the claimant, -
that the purpose of journcy and the pay of the ofiicial
has been indicated in the bill.

that the claim has been preferred within one year

from the date on which it became due and the un-
utilised amount of T.A. advance is refunded imme-
diately after completion of the journey.

that the amount of advance drawn, if any, by the
N1 Ul PAsSnipe uosq suy juvunen
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425 LEAVE TRAVEL CONCESSION

The following important points may be seen during internal
audit of payments of Leave Travel Concession -—

(1) that the declaration of home town has been received
from cach official and recorded in ihe Service Book,
keeping in view also the orders issued by the Ministry
of Personnel and Training, Administrative Reforms
and Public Gricvances and penston vide their O.M.
No. 31011/2/84-Estt.(A) dated 11-7-85.

fit} that the declaration of home town once made has
not been allowed to be changed more than once
dunng the service.

{1i1) that the concession is not allowed to uny Gove. Ser-
vant or s family members where the official has
not completed one year’s regular service as on the
date of fourncy performed by him or by his family,

as the case may be.

{(iv) that this concession to home town 15 allowed only
once m a block of two calendar years commencing
from 1-1-56 ic. 56-57, 58-59. & 60-61 & so on.

(v} that no Govt. Servant undertakes the journey in a
chartered bus, van or other vehicles, which are owned
by private operators (Eflective from | L-7-85),

(vi) that no Govt. Servant undertakes the journey in pri-
vate cars (the cost of propuision ‘being borne by
Govt. Servant himself) (efective from 11 -7-85).

{vii) that advance granted to the official. if any, has been
adjusted in full,

£viii) that no civilian Govt. servant avails himsclf of Leave
‘Fravel Concession for journey to any place in India
for more than once in a block of 4 calendar vears
commencing from 1974-77, 1978-81 and so on,

€ix} that there is no bar for the Govt. Servant and his
family members to visit the same place or different
places of their chojee (anywhere in India).
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(x) that the leave travel concession for journey to any

(x1)

place in India is allowed only in Heu of and in ad-
justment against the leave travel concession to the
home town including concession, if any, carried for-
ward to which a Govt. Servant may be entitled at the
time of journey to any place in India is undertaken.

the official is required to submit his adjustment bill
within one month after completion of the journey.

426 CENTRAL GOVT. EMPLOYEES GROUP INSURANCE
SCHEME, 1980.

The original scheme which was introduced w.e.f 1-7-1977 has
since been replaced by a new Group Insurance Scheme. This
pew scheme has come into force w.ef. 1-1-1982. The following
poiats should be seen by the inspection parties :—

(1)

(i1)

(111)

that Head of the officc is maintaining a Register
of members in the prescribed form.

that nominations have been obtained by the Head
of office from cach member, that they have been
pasted in the Service Books of the officials and that
entries regarding the receipt of nominations have been
made in the Service Books.

that the subscription is being recovered from the
salaries of the members through regular pay bills
at the following rates :—

Group ‘A’—Rs. 80/- p.m.
Group ‘B—Rs. 40/- p.m.
Group ‘C—Rs. 20/- p.m.
Group ‘D’—Rs. 10/- pam.

(iv) that in the case of employees entering government

service in a month other than January falling after
January, 1982, the subscription for insurance cover
alone has been recovered at the rates i.e. at the rate
of Rs. 3/- pam. for every Rs. 10,000/- msuraince
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cover upto December that year and thereafter at nor-
mal rates as per orders contained in the Central
Govt. Employees Group Insurance Scheme, 1980.

{v) that in case of death of a member, the insurance
money has been paid correctly to the nominee at the
folowing rates :—

Group ‘A’—Rs. 80,000/~
Group ‘B-—Rs. 40,000/- "

Group ‘C—Rs. 20,000/- |
Group ‘D'—Rs, 10,000/- | g

In addition, the member would be allowed the
amount from the Saving fund at the prescribed rates..

(vi) that the amount of subscription under the old scheme:
has been credited to employees’ provident fund ac-
counts as per orders on this subject (Discounted value:
15 to be allowed).

4.27 LOANS AND ADVANCES TO GOVT. SERVANTS

General conditions to be observed by the departmental autho-
ritics while granting advances to Government servants are laid
down in section I of chapter 14 of G.F.Rs. The special con-
dittons governing different kinds of advances are contained in sec-
tions Il to XVII of the same chapter of G.F.Rs. During audit,
it should be seen that the conditions governing the grant of advan-
ces are fulfilled. The drawing and disbursing officers also main-
tain certain basic records i.e. applications of loans, valuation re-
ports of properties offered as security, enquiry reports, sanction
for loans, payment vouchers for loans alongwith acknowledge-
ment of concerned loanee, security bonds. loans ledger etc. in
connection with the payment and recovery of these advances. The
records pertaining to loans and advances should be examined to

SCC 1—

(1) that the applications for loans are obtained in the
proper form and contain all the required details and
documents essential for sanction of loans.

(11) that the loan had been sanctioned by the competent
authority and that the sanctioning authority acted in

4—759 OGA/88 |
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conformity with the eeneral or special conditions
governmg grant of different kinds of advances.

(11) that in case of festival advance it was sanctioned to
a person i accordance with orders in force from
time to time and was not granted more than once
in a financial year to a Govt. servant.

(1v) that in case of cycle advance it has been sanctioned

to a person in accordance with orders in force from
time to time.

(v) that in case of advancc for purchase of Motor Car
it should be seen that :—

(a) agreement and mortgage bond in prescribed form
have been executed by the Government servant:

(b) the vehicle is comprehensively insured from the
date of its purchase and is kept so insured tiil
the advance together with interest is fully repaid;

(c) mortgage bond is kept in the safe custody of the
sanctioning authority.

(vi) In case of advance for purchase of house it should
be seen (—

(a) that agreements and mortgage bonds have been
executed by the concerned Government Servants.

{b) that the house purchased or constructed with the
Govt. advance is, immediately on its completion
or purchase, insured with L.I.C. for a sunm not
less than the amount of advance and is kept so
insured against damage by fire, flood, lightning
till the advance and interest thereon is fully re-
paid to Govt.; that the insurance policy is de-
posited with the head of office and the premium
receipts produced for inspection annually.

(¢} mortgage bond is kept in the safe custody of
the sanctioning authority.
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{(vil) that all recoveries are made In accordance with the
schedule laid down in the sanction and that in case
of default, action is taken to recover the instalment
with penal rate of interest fixed by the authority san-

ctioning that loan.

(vili) that the interest is calculated correctly as per orders
of the Govt. of India as amended from time to time.

(ix) that whenever a Govt. servant is transferred to an-
other office, full particulars of the advances, if any,
are correctly noted in his last pay certificate.

(x) that the amount of advance sanctioned did not ex-
ceed the prescribed limit.

(xi) necessary certificates of utilisation of advances, execu-
tion of mortgage deeds, etc. are furnished to Pay and
Accounts Officc concerned.

(xii) the Registers and Broad-sheets in respect of each
kind of advance are correctly maintained.

4.28(A) STAFF CARS (GOVT. VEHICLES)

In respect of offices maintaining staff cars/vehicles, the inter-
nal inspection party should see that following records are main-
tained :(—

(i) Log Book for each staff car in form SY. 263,

(ii}) A register of repairs and replacements indicating the
cost and dates.

(iii) A register showing the cost of petrol, Mobil Oil etc.
consumed and all incidental expenditure.

(iv) An inventory of equipment.

4.28(B) LOG BOOKS

While scrutinizing the log books and other records the fpllow-
ing points should be borne in mind :—

(i} Tt is maintained in proper form SY 263.
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(11) The entries made in the log book are in ink.

(111)

(iv)

(v)

(vi)
(vii)
(viii)
(ix)
(x)

(xi)

(x11)

The entries of mileage at the begining of the journey
and also at the completion of the journey are noted
by the officers using the staff cars themselves. except
in the case of officers of the rank of Joint Secretary
and above where these cntries may be made by their
Private Secretaries/Personal Assistants.

That log books are scrutinised by the Head of office
(or senior officer of the rank of Joint Secretary in
Secretariat offices) to ensurce that there is no misuse.

That the log books are closed at the end of each
month, and summary showing details of duty and
non-duty journey performed during the month is
prepared in the prescribed proforma.

That the staff cars are used for bonafide official duties
at headquarters.

That staff cars have not been taken outside head-

quarters without the approval of the competent
authority.

That staff cars are not used for non-duty purposes to
the places of entertainment, public amusement, play-
grounds, pleasure trips etc. and by officers on leave.

That the concurrence of the Ministry of Finance has

been obtained for all cases of replacement of staff
cars.

That the average monthly consumption of petrol/
diesel per kilometre is calculated at the end of each
month and that this average is not on the high side.

The cost of repairs and replacement is not on the
hich side.

That the replacement of the same parts are not
frequent.
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(xiii) The reasons for frequent repairs /breakdown of the

vehicles are not such as to indicate any negligence
on the part of the drivers.

{xiv) All the bijllg paid towards the cost of petrol are en-

(xv)

{xvi)

{xvil)

{(xviii )

(Xix)

f

1

XX )

tered i the P.O.L. Register as well as in the log book
and that the entries agree.

It should also be seen that D.D.O. has recorded the
following certificates on the contingent bills relating
to payment of petrol :(—

(a) Certified that the quantity of petrol purchased
has been entered in the log book of the respec-
tive vehicle.

(b) Certified that the necessary recoveries have been
nrade/are being made from the parties con-

cerned who have used the staff car for non-duty
journeys.

That all non-duty journeys are charged at the rates
specified in yule 21 and 22 of the staff car rules and
the charges at these rates are recovered promptly

- and for the distance covered by the staff car from

the time it leaves office/garage till it returns to office/
garage.

That the controlling officer has personally checked the
mmventory of equipment every month and any loss
arising out of negligence is made good through ap-
propriate recovery.

That no cleaner has been appointed for cleaning of
the staff car.

‘That no extra allowance is paid to staff cars drivers
for cleaning and washing of the cars as this forms
a part of their duty,

That the staff cars are not parked at the residences of
the drivers or of the officials. |
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429 (A) HIRING OF OFFICE ACCOMMODATION

In case of offices housed in hired buildings, the inspection
party should see the following :—

(1) that the accommodation occupied is not in excess of

accommodation required according to the prescribed
scale.

(ii) that a certificate of reasonableness of the rent being
paid has been obtained from C.P.W.D.

(iii) that the lease deed has been drawn up in the standard
form prescribed by the Govt. of India and no clauses
detrimental to the interest of Government such as
payment of House Tax or other tax have been incor-
porated in the lease deed.

(iv) that the sanction of the competent authority for hiring
of the accommodation and of rent to be paid has
been obtained.

4.29 (B) USE OF PORTION OF OFFICE BUILDING FOR
RESIDENTIAL PURPOSES :

In some of the ficld offices under the Ministry of Agriculture,
Heads of offices and others have been authorised to use a portion
of the office premises for residential purposes. In such cases, it
should be seen that there exists a proper sanction of the compe-
tent authority indicating the rent recoverable from the officer and
also the electricity and water charges etc. if no separate meters
have been installed in the building. 1t may also be seen that
such officers are not drawing any house rent allowance,

4.30 STAFF QUARTERS

Some field offices such as Cattle Breeding Farms have staff-
quarters for their staff. The following checks may be exercised : —

(i) that the register of staff quarters as well as register of
capital and revenue expenditure on these quarters are
maintained properly.

(ii) see that the rent demand register is maintained pro-
perly and necessary recoveries. are effected from the
allottees of the Govt, accommodation.
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(ifi) that the allotment is made on the basis of allotment

rules which are duly approved by the competent
authority.

(iv) that no quarter is left unallotted for an unduly long
period.

' 4,31 REGISTER OF REST-HOUSE CHARGES

Certain offices have rest house facilities. The inspection par-

ties should see the following points while checking the records of
these Offices :— -

(i) that a register for recovery of lodging charges is main-
tained in the prescribed form and charges so recovered
are credited to Govt. account immediately.

(i) that the rates so charged have been fixed with the
prior approval of the competent authority.

(iii) the proper receipts arc jssued to officials in Form
T.R.5 (now GAR-6).

(iv) the register is reviewed regularly by a responsible
officer.

4.32 STORES PURCHASES

Purchase should be cxamined to sec that :—

(i) they are properly sanctioned by the competent autho-
rity and are made in the most economical manner
in accordance with the definite requirements of the
public service and the purchases are not split up to
avoid the necessity for obtaining the sanction of the

higher authority with reference to the total amount
of the order.

(ii) whether the purchases have been effected by single
tender or negotiations, If so, sanction of the com-
petent authority has been obtained and rcasons re-
corded for resorting to this method of purchase.

(iii) all tenders were opened on the due date and num-

hered and initialled with date by the officer opening
them.
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(iv) the comparative statement duly signed is kept on re-
cord and has been checked with original tenders. A
test check of some of the enfries of comparative state-
ment with the original tenders should be conducted
by the party.

(v) whether any tender received late has been incorpo-
rated 1 comparative statement and considered, and
whether orders of the competent authority have been
obtained to the consideration and acceptance of that
late tender.

(vi) the lowest offer has been accepted and if not, the rea-
sons recorded for rejecting the lowest offer are ade-
quate,

{vil) the successful tenderer has not indirectly derived an
advantage over the other tenderers by insertion of
spectal conditions which have the effect of raising the
rates quoted by him.

(viit) no stores of defective and inferior nature are accepted
and certified to be satisfactory in quality.

(ix) the specifications indicated in the quotation agree
with those shown in the notice inviting tender.

4.32.1 STORES AND STOCK ACCOUNTS

It should be seen that :—

(1) the registers of dead stock, stationery, consumable
stores, packing material, valuables have all been main-
tained in the prescribed forms and each article is ac-
counted for in the appropriate register;

(ii) the closing balances of previous years have not been
tampered with and have been correctly carried over
to the current year;

(iii) receipts and issue entries are supported by documen-
tary evidence such as suppliers’ /bills, transfer from/
to other offices, issue vouchers, loss statements;
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(iv) full particulars of all stock articles are entered in the

(v)

(vi)

{(vit)

(vii1)

(ix)

(x1)

{x11)

(x1i)

stock registers as are sufficient to identify the articles,
and articles of similar description, such as tables,
chairs, carpets, etc. are put into separate categories,
each category comprising articles of the same mea-
surement, make and manufactured with the same
metal or wood or other material;

articles of dead stock issued for temporary use cither
within or outside the office are not struck oft the
ledger charge and their return is watched through a
subsidiary list or register;

the stocks are physically verified periodically, sur-

pluses noticed are brought on stock immediately and
Tosses or deficiencies investigated with a view to their
regularisation under orders of ihe competent authority;

the officer verifying stock is independent of the supe-
rior executive in-charge of the stores and that veri-
fication is never left to low paid subordinates;

losses are not written off piecemeal to avoid sanction
of the higher authority;

balance of articles are not held in €xcess of the re-
guirements for a reasonable period or in excess of
any prescribed maximum limit;

stores found surplus, obsolete or unserviceable in the
course of inspection are declared as such and ordered
to be disposed of by an authority competent to do
so indicating the manner of disposal,;

proper records for stores declared surplus, obsolete
or unserviceable are maintained for watching disposal
thereof and when such stores are disposed of, the in-
structions laid down in GOI decisions below rule 124
of GFR are followed;

stores acquired/purchased are utilised within the rea-
sonable time for the purpose for which they were
purchased/acquired; and

sotals and closing balances have been correctly worked
out and there are no erasures/overwritings.
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4.32.2 PHYSICAL VERIFICATION OF STORES

In regard to physical verification of stores it should be seen
duoring local audit that physical verification of al] the stores is done
at least once a year according to the principles prescribed in Rule
118 of GFRs by a person authorised to do so, and a certificate
of wverification of stores with its results is recorded on
the inventory account. The nspecting officer (internal audit)
should not, unless specially  authorised to do so, assume
responsibility for physical verification of stores. However, he has
the right to investigate all the balances of the stores, if any, discre-
pancy in the store accounts suggests that such action is necessary.
He should not only see that a certificate of physical verification
18 recoerded periodically by a responsible authority but should also
satisfy himself that the system of verification is adequate and pro-
per, the discrepancies found on stock taking are properly investi-
gated and adjusted and that the stafi responsible for verification
is independent of the staff responsible for physical custody of
stores or for keeping accounts of stores.

4.32.3 DISPOSAL OF SURPLUS AND OBSOLETE STORES

In regard to sale and disposal of stores it should be seen during
internal audit/inspection :—

(1) that the prior sanction of the competent authority is
obtained not only to the declaration of stores peing
obsolete, surplus, or unserviceable but to its disposal.
Such authority shall specify the manner in which it is
to be disposed of, by sale or otherwise.

(1i)) each order declaring the stores as obsolete, surplus
or unserviceable shall specify in full the reasons for
declaring them as such and proper records of all such
stores are maintained for watching their disposal.

(1i1) sale proceeds of stores are deposited into the bank for
credit to Govt. account,

4.33 G.P.F. OF GROUP ‘D’ EMPLOYEES

The Provident Fund Accounts of Group ‘D’ employees are
required to be maintained by the Heads of offices as per pro-
cedure laid down in the M/o Finance, Deptt. of Expenditure O.M.
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No. 52(9)EV/60, dated 27-6-60 as amended from time to time.
During inspection, the following points should be borne in nuind: —

(i) that the general index register is maintained in pres-
cribed form ATM.65 (now CAM.44) and kept upto
date.

(i) that no number has been allotted to a member un-
less his particulars are noted in the general index
register and ledger.

(iii) that nomination has been received from each subscri-
ber, entry to this effect has been made in the ledger
under proper attestation and the nominations are
kept in the safe custody of the Head of ofiice.

(iv) that the provident fund ledgers are maintained in the
prescribed form ie. ATM.75 (now CAM-47) duly.
bound and machine numbered.

(v) that the name and designation of the subscriber and
his account number has been recorded in the ledger.

(vi) that the pay of the subscriber as on 31st March of
each year has been noted in the columns prescribed
for this purpose.

(vii) that the subscription towards G.P.F. is not less than
6% of the pay as on 31st March.

(viii) that no subscriber discontinues his subscription to
G.P.F. except in case of suspension and during leave:
carrving less than half pay.

(ix) that the subscriptions and withdrawals have been.
correctly noted in the ledger.

(x) that the ledgers are closed every year and interest has
been correctly calculated; that bonus has been allowed
only to eligible subscribers in accordance with the
rules/orders issued by the Govt. from time to time.

(xi) that the broadsheet is maintained in the prescribed
form ie. ATM.76 (now CAM-48) and posting is
made from ledgers and not from schedules and is
closed every month, latest by Sth of the following
month.
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(xii) that the totals of credits and debits in the broad sheet
agree with the total of G.P.F. deductions made through

Pay Bills and the total payments made out of Provi-
dent Fund.,

{xiii) that the amount of interest and bonus, if any, allowed
to Group ‘D’ officials during the financial year has
been intimated to Pay and Accounts Office for ad-
justment by the Pay and Accounts Officer.

{(xiv) that the Pass Books have heen issued to each sub-
scriber instead of yearly statement.

(xv) that the quarterly statements of debits and credits are
furnished to Pay & Accounts Officer regularly.

4.34 DEMAND REGISTER

The demand register should be examined to see that -——
(1) all demands have been noted in it

(if) all sums due are fully and punctuaily realised and
checked against demand,

(n1) full name and complete addresses of the persons
from whom taxes, fee, or other revenues are due,
have been noted in the register.

(iv) all amounts shown in the counterfoils of receipts
granted to the parties have been noted in the
register and also entered in the cash book,

(v} the closing balances of unrealised demands of the

previous years have been correctly brought for-
ward,

The demand register may also be checked with other allied
registers to ensure correctness of the entries made therein.

4.35 GRANTS-IN-AID

The audit of grants-in-aid consist of :—

(i) scrutiny of the method by which the sanctioning
authority satisfies itself of the fulfilment by the
grantee of the conditions precedent to the issue of
sanction.
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(ii) test check of the accounts or the returns submitted:

by the grantee to sec that the conditions were
actually fuifilled.

The test check referred to above is conducted normally i
the office of the sanctioning authority. It should be seen
that before sanctioning grants-in-aid, the sanctioning autho-
rity has satisfied itself that proper arrangements exist for the
scrutiny of the accounts of the grantees and that rules have
been framed to ensure that grants are utilised by the grantees
for the purpose for which they are intended and that unspent

balances are refunded to Govt. after the close of the financial
year.

The following points should receive special attention of Ins-
pection Parties :—

(i) the grant-in-aid was properly spent on the specified
objects within the time allowed in the sanc-

tioning order or within a reasonable time, if no
limit has been fixed.

(i) money has not been unnecessarily drawn in

advance of the requirements to avoid lapse of
funds.

(1ii) the conditions attached to the grants-in-aid are
fulfilled.

(iv) any portion of the amount of grant-in-aid which
is not ultimately required for expenditure upon
the specified object is promptly refunded to
Government and that no unspent balance of the

previous grant-in-aid, if any, is lying with the
grantee.

(v) that the register of grants-in-aid is manitained by
the sanctioning authority in a proper form en-
visaged in G. O. I’s decisions No. (3) and (4)
below rule 150 of G. F. Rs. and all columns pro-
vided therein are complete and correctly filled in.
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4.36 SERVICE RECORDS

4.36.1

SERVICE BOOKS :——Heads of offices are required

10 maintain service books and leave account of all the regular

cmployees

of their offices. The tollowing points - should be

borne in mind while examining the Service Books :—

(1) the service books are maintained in the prescribed

(i)
(iii)

(iv)

(v)

(vi)

(vii)

(viii)

form.

the date of birth has been indicated in words and
figures on the first page of the service book.

all entries on the first page of service book aye
complete and are reverified after the expliv of
five years,

certificates of verification of services are recorded
by the Head of the officc in the service books every
year.

declaration of Govwt. servants electing the scales
of pay as also the statements showing the fixation
of initial pay in the relevant scales of pay in
support of the entries made in the service books are
pasted in the service books.

that service books are shown to the officers and
members of staff every year and their signatures
obtained in token of their having inspected and
accepted the entries made therein.

that the entry in the pay column of the service
book agrees with the pay drawn in the pay bill for
the month selected for detailed check.

the Increments have been granted correctly and
regularly where there is 2 stage for crossing of
efficiency bar in the pay scale, the same has not
been granted without Obtaining a certificate of
fitness to cross efficiency bar by the competent
authority.

(ix) entrics regarding confirmation, quasi-permanency,

suspension and other forms of interruption in service
are made in red ink (vide para 11 of the instructions
for the maintenance of service books).
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(x) nomination in respect of G.P.F, D.CR.G., family
pension, insurance etc. have been obtained in the
prescribed form and pasted in the service book.

(xi) the declaration of details of family members in form

3 has been obtained from the official and pasted in
the service book.

(xii) the declaration of the Home Town is obtained and
pasted in the Service Book.

(xiii1) The G.P.F. A/c number allotted to the official has
been recorded 1n the service book.

(xiv) Service books of officers are sent to the Pay and
Accounts Officer for making necessary entries there-

in on their transfer to foreign service and on their
retransfer to Govt. service.

{xv) the Head of the office inspects annually at least 10%
of the service books and leave accounts and initials
them in token of having done so (G.0.1. decision
No. 3 below SR. 199).

4.36.2 LEAVE ACCOUNTS

It should be scen in particular that :—

(i) the lcave accounts are maintained in the prescribed
form.

(ii) credits afforded to leave accounts are correct,

(iii) the leave availed of by an official has been debited

correctly and balance worked out under proper
attestation.

4.37 GUIDELINES FOR DETECTION OF DEFAULCA-
TIONS AND FRAUDS

The process of audit detailed in the preceding paras should be
taken only as a guide to inteiligent audit and in no case should 1t
be considered as limiting the scope of the auditor’s duties. In
Fact, the efficiency of internal audit depends largely on the intelli-
sence, thoroughness and resourcefulness which are brought to bear
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on it. Even an apparently minor defect or irregularity might con-
ceal a potential frand or misappropriation which may come out
through intelligent probe. An illustrative list of irregularities
which are likely to conceal potential frauds is given below for

guidance 1 —

(1) Erasures, Overwritings, interpolations, alterations and
unattested corrections in figures, pass orders etc. in
account books and registers, bills presented at Pay
and Accounts Offices, invoices, sales bills, receipts

£1IC,

E

(11) Removal of pages from account books and registers.

(i) Tamperings in totals and carry-forward of totals,
specially in cash books and stock books.

(iv} Errors in totalling in bills.

(v) Errors in carry over fisures from subsidiary registers
to main register.

(vi) Delays in disbursement of money drawn from Bank
to payees (including moneys recovered against court
attachement, undisbursed salaries, ete.).

(vit) Non-availability of challans in support of remittance
entries in cash book.

(viii) Tampering of figures in challaps.

NOTE : Fictitious entries of remittances 1 Cash Book will be
brought to light during the verifications of credits for remittance
for the selected month with corresponding month’s Bank scrolls.

4.38 REPORTING OF LOSSES

Any loss or shortage of public moneys. departmental revenue
Or receipts, stamps, stores etc. held by, or on behalf of, Govern-
ment which is discovered in an office shall be immediately re-
ported by the subordinate authority to the next higher authority,
and Accounts Officer (cases mvolving losses and shortages not
exceeding Rs. 2000/- in each case need not be reported to the
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Audit Officer and the Accounts Officer unless there are, in any
case, imporfant features which merit detailed  investigation and
L@ﬂ@.{dfratlon) :

Al cases involving foss of Government mioney arising from
crronsons or irregular issue of cheques or irresular accounting of
recedpis and circumstances leading to (enabling) the loss will also
he reported to the Controller General of Accounts so that he
coude! take steps to remedy defects in rules or procedures, if aay,
conngcted 1hereW1th which might have facilitated the occurence

of the act/eve



CHAPIER V

INTERNAL AUDIT OF PAY AND ACCOUNTS OFFICES

5.1 Besides the gencral checks vide para 2.1.1 and chapter
PV, the internal audit partics should see that the rules, procedures
and instructions countained in Central Govt. Accounts (Recempis
and Pavments) Rules. 1983, Civil Aceounts Manual; Accoonts
Codes; General Financial Rules etc. in regard to payments and
accounting kave been followed. In particular, checks enumerated
ip the followinge paragraphs should be carvied out.

5.2 PRE-CHECK PAYMENTS

Tt should be seen that bills presented to the Pay und Accounts
Office arc nussed for payment after ecxercising the checks,
preseribed  in Central Govt.  Account (Receipts &  Pay-
ments) Rules 1983 and Civil Accounts Manual. Besides general
checks like provision of funds, existence of sancticn by the Com-
petent Authority and expenditure conforming to the principles
faid down in General Financial Rules, the checks that should be
exercised in reswect of different categories of bills have been indi-
cated in Chapter—IV of Civil Accounts Manual.

The inspection parties will carry out cent percent check of
vouchers pertaining to the months selected for detailed chsck,

5.3 ESTABLISHMENT PAYMENT SECTION

While conducting the internal audit of establishment payment
and other pre-check payment sections, it should be seen by the
inspection partics that the checks prescribed in  Chapter IV of
Civil Accounts Manual are being exercized bv the Pay and
Accounts Offices before making payments of bills, Some of the
important polats to be seen by the inspection partics during audit
of the accounts records of these sections are given below 1—

(1) thot fly-leaves register has been opezned for all
Group ‘A’ OfFicers and DDOs and selection register
is maintained by PAO: that the S.1..O. register for

{58}



(11}

(i)

(1v)

(v}

(vi)

{vi1)

{viii)

(i)

39

nuinerical checks of the staff as well as for gazetied
staff is being maintained and necessary checks are
being exercised according to the instructions issmed
by C.G.A., Ministry of inance.

that D.V. (Disbursement Voucher) register is being
mainfained picperly and in ithe picscribed form in
cach payment section. D.V. Nos. and cheques Nos.
have been indicated in the relevant col.; “lotal” slips
are torwarded to Cheque Section ajongwith the
vouchers for the preparation and tallying of the Daily
Report.

that tire prelodical charses register has been imain-
tained properly in respect of each DDQO  and the
sanctions have been noted cotrectly under proper
attestation.

that the bilis received in the Pay and Accounts Gffice
for pavments arc passed promptly. and cheques nre-
pared by the Cheque Section within the preseribed
time. Cases of delay in passing of the bills by the
Pay & Accounts Offices should be reflecied in the
Inspection Report.

that the weekly, fortnightly, monthly reports are pre-
parcc timaly and submitted to PAO for his approwal.

that the post check of paid vouchers is being con-
docted by the Pay and Accounts Offices as per nro-
cedure preseribed in Civil Accounts Manual.

that specimen signatures of the DDQOs have haon
chtained and pasted in the recister.

that the Objection Book is maintained properly and
closed regularly, Ttems which are outstandine since
long are pursued by the PAO with the Departmenial
Officers at proper level, |

that the calendar of returns is being maintained in
cach Pay and Accounts Office.

(x} that when a regular PAQO is on leave and there % no

other PAO to pass the bills and to sion the chegnes.
the bills passed and cheques issued  during fesve
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under the signature of the authorised AAGJAQ have
been reviewed by the PAO on return frony leave and =
cerfificate to this efiect has been furnished to Princi-
pal Accounts Officer.

3.4 EXPENDITURE CONTROL REGISTER
While exanuning the Register, it should be seen 1 —

(1) that expenditure control register is being maintained
In presertbed form and columns are completely filled
ifl.

(i1) that the budget provisions under cach sub-head have
been noted.

(111} that the progressive totals have been struck so as ic
check that budget under each sub-head has not ex-
ceeded.

(iv) that the ficures as per E.C.R. arc beilng agreed wife
comptilation seclion cvery month and discrepaacies,.
if any, noticed, have been got rectifiied,

(v) that all inward claims received by sections are first
noted in E.C.R. before payment 1s made.

3.5 FOREIGN SERVICE CONTRIBUTIONS

The following points should be kept in view while scratinising
the records in respect of foreign service contributions (—

(i) it should be seen that a register to watch lcave salary
and pension contributions has been maintained pro-
perly and in the prescribed form and all columns
have been properly filled in.

(ii) the rates of lcave salary and pension contribuimons
have been intimated correctly to the borrowing de-
partments. Few cases may be test-checked so as to
ensure that the rates of foreign service contribufions
are correctly worked out.

(iit) leave salary and pension contributions are recevergd
in full.
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{iv} that penal intorest has been recquered where the re-
ceipt of foreign service contribution hus been deluved
in terms of para 9.2.1 of CAM.

vy that the receipt has been credited to the correct mead
of account.

(vi} in case of pon-receipt/short receipt of foreign SELWICE
cantribution. cases for recovery from the bortowing
departments are pursued vigorously by the PAO.

5 4 BROADSHERTS OF LONG-TERM ADVANCES

The followine peints should be seen  while examining the
wrasdsheets of Long-term advances (—

(i} it should be seen that Broadsheet of ILBUAL, M.C.A./
Scooter Advance are being maintained properly and
in the prescribed form.

(it} cntrics of debits have been attested by the Pay and
Accounts Officer.

(3ii) the posting of debits and credits  have been made
from the schedules and is up-to-date.

fiv} (a) 1t must be scen whether the erand total of all
debits (Col. 3) and credits {exciuding the
interest, recovery posted in redo ink) posted
aganst individual officer during the month are
soreed with accounts figures appearing uader
the Head 76107 in  the monthly classified
ahstract /cousolidated abstract by drawing Up
an abstract at the end of cach month i the
following form —

O.B. Debit Credit Closing Balance
Broadsheet hgures
Aceounts Ledger figures
Difference



Whether apy analysis of the differences bet..
ween ledger and broadsheets are madg and the
action taken indicated in the broadsheet 9 The
broadsheet should be submitted to the P.AG,

on 20th of each month under para 4.36 of the
Civil Acconnts Mangal,

{iv) (b) At the end of ¢he year it should be seen whether
total recoveries are posted in colymn No, 19.
Whether the toty] outstanding balance against
cach officer jg recorded in column No, 20 ?
Whether communication has heep issued to
the various DDOg regarding the outstanding
balances against cach officer and a certificata
of acceptance of balances obtained from them
through DDO in terms of sub-para (v) o
bara 4.30.1 of C.A M and, the same is nnted
mn column No. 2] of the Broadsheet ?

Whether the grand total of all the outstand.-
ing balances shown against all the officers has
been worked out ang agreement is secured writh
what is outstanding under the long-term, ad-
vances below Major Head “7610” in accounts
at the end of the year ? In case of differences,
it any, whether the differences have heen ans-
Iysed and any action has been taken for their
clearance ? Whether carry-over of all the out-
standing balances shown in col. 20 are brought
forward in col. 5 i subsequent yegr 2

It should be scen whether the above pragtics
is followed by the P.A.O.

(v) that the balances in respect of cutgoing officialg and
mcoming officials have been transferred to/received
from the concerned PAO/A.G.

(vi) that the balances pertaining to pre-departmeritalisa -
-tion period have been received i all  cages  gag
accepiedt by the PAQ apd adopted, in their hooks,

(vii) in case of short-term * advances recoverable in  legg
than 60 mstalments, the monthly abstracts in TR
62 B (now GAR-39) in tespect of ecach  advance
i.c. Festival Advance, Cycle Advance, Flopd
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Advance etc. have been received in the Pay and
Accounts Office from the DDC  concerned gvery
month, reconciled and checked and filed in a sysiem-
atic way. H there is any difierence in the opening
baiances of the next montl; or any othor discrepancy
noticed. during checking, the same should be cot
reconciled.

5.7 GENERAL PROVIDONT FUND ACCOUNT

The following points should be kept in mind while scrutinis-
g the C.PF. Ledeers —

(1)

&=

(1t )

special accounts records maintained in Provident
Fund Section i.e. General Index Register, Register
of soruaations, general ledgers. register of assigned
policies should b checked to sze that these hove
been properly maintained and restme m the ledger
i3 up-in-date.

all cases of final payments of crovdent Fund in
the month selected for detailed audit should be
checked to ensure that the payments, including
bounus and interest etc., have been made correctly.

it must be seen that Provident Fund broadsheet
is closed 1 time and maintained properly; that totals
of debits/credits agree with the total amount booked
by compilation, squaring up of the broadsheet(s) at
the end of each year has been done and tallied, with
the total figures under concerned head of account
at the close of the financial vear.

(iv) if must be scen that the issue of annual statements

to the subscriber is not delayed.

(v) it should be seen that missing  credits /debits per-

(vi)

faiming to pre-departmentalisation period have since
been adjusted/are being adjusted and whether action
to yeduce the mumber of missing credits/debits has
been taken up with the DDO.

inferest calculation may alse be checked in a few
cases with reference to rates for a parficular vear.



{ Vil )
{ vili)
(%)

(x)

(x1)

{x11)

( XHi)
(x1v )

(xv)

(%v1)

f4

whether any ceffort to clear the unposicd iicms and
crediting to the subscribers accounts have been made
by the PAO.

that the physical verification of nominations and
policies financed from G. P. F. has been con-
ducted.

that the periodical review of all the ledgers  have
been conducted with the intention that all the
accounts are checked within a period of three
years.

that the reasons for non-recovery of G, P, ¥, con-
tribution and refund of G. P. F. advances ete, have
been indicated in the ledger wherein the contribu-
tions were not received.

that the tranmsfer entry of interest and bonus have
been incorporated in the same financial year.

that the broadsheet of Group ‘D’ cmployees  is
maintained DDO-wise and totals agree with that
booked by compilation section and ulso are being

tallied with the quarterly statements of debits /
credits received from the DDO.

that the balances carvied forward in case of each
subscriber in the broadsheet has heen attested by
the AAO/JAO.

that a certificate from the respective Heads of
Offices regarding issuance of statements to all con-
cerned has been received,

normally there should not be any 1BISSINY
credits/debits in the post-departmentalised period.
Internal Audit should monitor these cases ang facts
of such missing credits/debits should ba 1eport-
ed with complete details pointing out the izasons
which gave tise to such omissions.

when a subscription is made for the first time or
a revised rate i1s adopted, it should be seem that
the amount of subscription is within the mininzem
and maximum limits prescribed under the relevant
riles of the fund.
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5.8 PENSION

The inspection parties should cxercise the following checks
while examining the Pension cases —

(i} pension cases finalised during the month selecied

(1)

{111 )

(iv)

Uy

{vin )

for detaited audit should be fully checked wiih
a view to ensure that pension, commutation vaoiie,
and as well as D. C. R. G. had been correcily
authorised and there was no undue delay in
finalising the pension case in Pay and Accounts
Office.

whether as reguired under Rule 56 of Pension
Rules, a list of persons who arc due to refire
within the next 24—30 months has been received

{rom the Head of the Department in Pay and
Accounts Office.

that a separate diaty is Dbelng suamtaiped  for
Pension and Commutation cascs.

provisional paymient register is  maintained in  H
proper manner agd that the amount paid as pio-
visional pension has been shown adjusted wunide
issuing pension payment order (Disbursor’s half
to the Treasury Officer).

that the authority has been sent after affixing
special seal.

1t must be ensurcd that proper records arc bsing
maintained in respect of those who are paid
pension from Pay and Accounts Office, so that a
pensioner may not claim his pension twice for any
month.

non-cmployment  Certificate  is  attached  with  the
bil of the retiree if he is in reccipt of graded
relicf on pension.

it must be seen that Government instructions 1o
epsure timely processing  and  finalisation of
pension cases as specitied in Chapter  VIII of
C. C. S. (Pension Rules) are scrupulously observ-
ed both by the DDO and PAO and the PPDs
are 1ssued mn advance of the date of retirement.
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5.8 SETTLEMENT OF INTER-GOVERNMENTAL JAINTER-
DEPARTMENTAL TRANSACTIONS

Under the prescribed procedure, transactions arlsing in the
accounts of Pay & Accounts Office which are adjustable by
tke  Accounts Officer of another department are initially
booked wunder the Head “865 8-—Suspense  Accounts—PAQO
suspense—Item adjustable by PAO/AG/Rly/Defence /P & T
Accounts Offices”. These are required to be setfled in cash
with the corncerned office. 1In this regard it must be ensured
that for the settlement of these transactions, a proper system
exists in Pay & Accounts Offices. Normally, no balance
should remain unsettded for a long period. The outstand-
mg balances under these heads should be reviewed with a view
to settle these transactions immediately. The internal audit
party should see

(1) that registers for the settlement of inward and
outward accounts are maintained in the prescribed
form and all the columns ave completely filled in.

(11} the acknowledgement of cheques/demand Drafis
issued  in  settlement  of the accounts have been
received and noted in the relevant colunms.

(i) the claims ouistanding are not very old. Where
some recovery from the other party is due the
ciaim has been prepared correctly and immedi-
ately.,

(iv) it snould also be scen that broadshest in respect
38 PAOU-—Suspense is maintained properly. While
reviewing the broadsheet it should be seen whether
all ~ transactions recorded in the subsidiary re-
gisters are brought out in the bvoadsheets, the
difference between the Accounts snd Broadsheet
figures are found analysed and action iaken o
clear the differences. The outward claim and
mward claim register are to be closed every month
and while so closing, the details of outstanding
items should be indicated, & should be seen
whether the total amount of oufstanding claims
so shown agree with what is ountstanding as per
the accounts. The broadshect should be closed
with  full anpalysis by 20th of each month., It



should be seen whether the above procedure s

followed.

5.00 PAYMENT SCROLLS—P. A. 0. CHEQUE REGISTER

(1)

(1)

(1ii)

(v)

(v) 11

it must be seen that the payment scrolls alongwith
the paid cheques are received from the ‘hank
datty/weekly (in respect of outstation DDOs) by
the Pay & Accounts Officer and the serial number
of each entry in the scroll is recorded on the
corresponrding  paid  cheques  accompanying  the
scroll.  There should be runnnig serial numbers of
the payment scrolls for the year.

the daily payment scrolls are checked in the
P. A, O, in terms of para 1.15.2 of Civil Accounts
Manual. One copy of scroll is returned to the
concerned bank after recording certificate of
correctness.  If any discrepancy is found, the same
has to be got corrected from the concerned bank.

it 1y 1o be secn that on the basis of payment
scrolls and paid cheques the entries in the register
of daily memo of cheques delivered has been ticked
off, the date of encashment has been noted
against relevant entries and a list of oufstanding
cheques has been prepared.

that the total amount of outstanding chegues at
the end of each month has been reconciled with
the balance outstanding under 8670—Cheques and
Biils.

12 PAQ maintaing personally o Register  known
as  Accounts Cfficer’s Check Register in form
CAM 15. This register should be maintained by
him separately for cheques drawn and creditable
to Minor Heads, ‘PAO Cheques’ and “Departmental
cnggues’ as  contemplated under paras 2.0.4
read with 3.5.2 of Civil Accounts Manual, In this
register, the total daily issues and encashment
of cheques and the balance of unpaid chegues at
the end of each month is drawn out and the
balance so arrived at should be compared with
the total of the cheques outstanding as per list
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(Vi)
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of outstanding cheques. It should also be seen
whether the PAQ has independently tallicd  the
balance so arrived in his books with = the amount
shown as outstanding, under the Suspense Head
PAG Cheques’ /’Departmental Cheques’  exiibited
I the accounis. H any difference is reflected,
whether any action has been taken to analvse the

Y e
-

difference and action taken for clearance of the
same.

that the broadsheet of PAO-Cheques is maintzined
property and in the preseribed form and difference,
it any, hes been explained in full.

that the bank scrolls of receipts and  disbursament
are posted m the Register of Reserve Bank Deposits/
Public Sector Bank Suspense daily /weekly, Receipts
seroifs should be reconciled with  ¢he Weeklv
Accounts of Challans reccived from the DG in
terms of para 1.16.2 of Civil Accounts Manual.

whether the PAQ is following the procedure of e-
conctliation of Bank scrolls ag laid down under piie il
2.1 10 2.9 of Chapter 2 of Manmval of Bank Reron-
ciliation.

(ix) w should also be seen ihat a list of time barred

(%)

cheques is prepared every month., Where any pay-
ment has been obtained asainst time barred cheque
1 any circwmstances, matter is mvestigated to ensure
that no double payment has been authorised by
getting o fresh cheguc.

the PAOs are supposed 1o exercise the following
cheeks in regard to payment scrolls s monthly branch
bank statements -—

(&) the paid cheques received in support of Rank
scroll are linked with the entries in form PAO
21,

(b) the paid cheques with Bank scroll are gemne
ones issued by PAG/DDO and are not {ime
barred,
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{c) the amount of paid chequcs tally  with ihe
amount shown in the Bank scroll.

(d) as for receipts, the amount of scroll correctly
relates o PAO,Cheque drawing DDO.

(e} the amount of challan correctly relates to PAL:
/cheque drawing DDO.

(f) correctness of toial of payment, receipts in the:
scrolls is to be checked.

(g) each and cvery discrepant item is noted in the
register in form PAG (RBD) 1, and bank is
addressed for rectifying the  discrepancy. 1t
‘he amended scroil is not reccived within a
month, matter may be (aken up ax Branch
Manager’s level and at Controller’s level if it is-
not soitled within three months.  The register
s {0 be maintained separately for PAO and
each DDO. 1f discrepancies  are negligible,.
one register is suffictent.

(i} on receipt of the monthly brapch bank siaic-
ments PAQ/DDO-wise, the daily fotals are
checked with reference to daily seroils  and
entries in register in PAO (RBD) 1. [If ihe
amounts i monthly statements  difter from.
amount of the scroll, or for any day scroll has
Lot been received, or item of daily scrofls has
not been included in monthly statement  or
totals have been incorrectly struck, suitable
action has been taken by PAO for rectification/
setiloement of the discrepancy in iCrims of -
structions of the Manual of Bank Reconcilia~
t1om.

(1) for discrepancies noticed 1 monithly braach
wank statement a register in form PAO (RBD)
5 is to be maintained by the P.A.C.

(i} it should be cnsured that the amount credited/
debited to the Head 3658 PSB suspense agiecs
with the amounts of payments or receipts as
shown in monthly branch bank statements after
taking into account the discrepant amounts

shown in the registers PAO (RBD) 1 and.
PAO (RBD) 2.
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(k) 1t should be ensured that PAO is recetving the monthly
Sraupch bank statemenis from the P.S. Bank by the end of firs
week of the following months. The PAO should complete the
verification of the monthly bank statements and get the discre-
pencies scitfed within 15 days of receipt of the branch Thapk
statements.

(1) in case the missing scrolls are received within a month, it
should be verified with reference to monthly branch bank siate-
ment. Otherwise the item in monthly Bank statement should be
circled with the remarks “rejected as scroll was not received in
spiie of reminders™. Against the verified items PAO would indi-
caic the month of adjustment in account. Thereafter PAC will
strike a total of the items for the accepted amounts and record
it on aii the 4 copies of the monthly bracch bank statement.
Two copies of monthly branch bank statements are sent  fo
the Principai Accounis Office and two coples to the branch hank,

(m) chart showing the various steps through which the siate-
ment for a month is processed and time schedule thereto 18
annexed to Manual of Bank Reconciliation and should he foligur-
2d by the PAO:.

3.1 (3}8670-CHEQUES AND BILLS

Total amount of cheques issued by the Pay & Accounts
Uffice or Cheque Drawing DDO in a month is booked in the
accounts under the head “8670 Chegues and Bills” and this head
1s relieved to the extent of the amount of paid cheques as per
bank scrolls. The outstanding amount under this head normally
représents the amount of uncashed chegques only and shoyld ngres
with the amount of uncashed chegues as per “Register of Chegues
Delivered /Register of outstanding cheques.” The internal audit
party should ensure that the balance shown under “8670 Che-
ques and Bills” agrecs with the list of outstanding chegues. The
pasty should also see that the action io cancel the time barred
cheques is also being taken by the Pay and Accounts Office as
per prescribed procedure. Further, it should be seen whether
a broadsheet for ‘Cheques and bills’ are maintainied by the PAQ.
Fhis Drondsheet would indicate fhe differences befween the ac-
counts figures and' the register of outstanding cheques.  While
scrutinising the broadsheet, it should be seen whether the diffe-
rences between broadsheet & Accounts figures have heen sna-
tvsed and effective action has been taken for their clearance.
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(b) 8672-PERMANENT CASH IMPREST

The Internal Audit should check whether the Register of PoA.
(Form CAM 61) for the permanent advances sanctioned to the
DDOs is maintained by the PAO. In addition to the register 1
form CAM 61 it should be seen that broadshect is also main-
roined. 1t should also be verified whether acknowledgement of
she officers holding the permancit advances to be obtained as
on 31st March of the previous year :q the month of Apri as
been cbtained snd aggregate of outstanding so worked out from
the register of permancit advances are tafiied with the digures

shown in Accounts (Ledger).
5.12 GENERAL

The iternal audit party should exercise the following checks
while conducting inspection of the Pay and Accounts Offices :—

(i) that the correctness of classification of posting ot
stems over Rs. 2500 and  Rs. 10,000 have been

checked and attested by AAG/JAO and PAQO res-
pectively.

WNote.—In the cases of posting of challans (Receipts) relat-
ing to CBEC all items of over Rs. 20,000/~ and
fifty percent of the items above Rs. 1,000/~ but
below Rs. 20,000 /- are checked by the AAQ/JAD
and all items for above Rs. 5000/- atcC checked bV
the P.A.C.

(i) that a certificate of reconciliation of departmsantal
figures with that of DAQ’s figures has been furnish-
od by the DDO to the concerned Pay and Accounts
Office cvery menth.

(iif) that the PAQ has e aciled the monthly payments/
receipts worked out in the register of Public Sector
Ranks with a net amount derived from the monthlv
stntement of disbursement and receipts from all con-
cerned banks and a certificate in this regard  pas
beer: recorded in the register. Thercafter payments/
receipts for cach month have been posted under
9658 Suspense Account—Public Sector Banks sus-
penss on appropriate side in the classified abstracts.

fiv) that the vouchers have bheen compiled on the day

3 e il Dl % i e A
ey are received from ch8nll SEtHion,
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that the monthly accounts have been submitted to
the Principal Accounts Office on due date.

Note :—Instances of delay in  submission of monthly

(vi)

(vii)

accounts should be appended to the report of each
PAO.

that the procedure prescribed for accountal and
reconciliation of receipts with department figures
18 being followed. In particular, it must be ensured
that the DDO’s arc furnishing weekly statement of
receipts to the concerned PAQ, reconciliation of
these statements with the statements for receipts
fornished by the bank is attended to and discrepanci-

es if any, are settled.

(a) It should also be seen whether a ledger m
Form CAM 40 is prepared upto Sub/Detailed
Heads as may be necessary based on the progressive

- figures booked in March (Supplementary) Accounts

for each year after taking into account the efiect
of journal entry i any, introduced. Whether
amounts adopted on transfer consequent upon the
departmentalisation of Accounts from the AsG,
offices have been shown under the respective Heads
and year in which proforma transfer was adopted.
As per para 5.13.1 of C.A.M. PAQ should submit to
the Principal Accounts Ofiice, a copy of the ledger
with only Mimnor head-wise figures, It should be seen
whether ‘such return has been sent to the Principal
Accounts Office and as a result whether action has
been taken by PAO on any communication from
the Principal Accounts Office in this regard.

(b} Review of balances

As per para 13.13.1 of CAM, at the close of
financial year the P.A.O. should verify the balances
under the various heads viz. Debt, Deposit & Remit-
tance and ascertain wherever necessary whether the
person or persons by whom the balance is owned
ot to whom it i1s due, admit its correctness and in
cases of balances due to Government how far they
are really recoverable. Further as per para 13.13.2
ibid, he should alsc to furnish annually a detailed
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statement indicating against  various Heads, lhe
amount of unreconciled differences between broad-
sheet and fedger and number of cases where accept-
ance of balances are awaited from the persons con-
cerned to ihe Principal Accounts Office for the
peitod ending 31st March of the preceding vyear.
it should be scen whether such a  statement has
been forwarded by the PAO to the Principal
Accounts Office.

(vitil} that the list of paymicnts are being received along-
with paid vouchers from the cheques drawing
DDOs and agreed with the list received from the
Buank and the balance of unpaid cheques worked
out as in the case of cheques 1ssued by the PAO.

(1x) that the compilation shect, classificd abstract, c¢on-
solidated absiract have been maintained properly.
Vouchers of one month sclected for detailed audit
should be traced in the compilation sheet, classi-
fied abstract and detailed checking of monthly
accounts should also be conducted.

(x) that the grand total of amount of cheques delivered
during the month has been posted under “8670
Cheques and Bills” and agreed with the total of
monthly figures worked out as per cheques deliver-
ed statements,

(xi} that the paymenis by bank drafts of outstation bills
of Pay and Allowances are being booked under
PAO-Suspense-PBO (Pay Bill Qutstation) it March
and are adijusted to final head in the next month
by minus debit 1o PAO-Suspense-PBO.

513 ISSUANCE OF TOKENS

(1) it should be scen that a brass token is issued in
licu of a bill received at the counter of the Pay and
Accounts Oiftice and Token No. i1s indicated on the
hili.

(i) that the bill received at the counter has been hand-
cth over to the concerned section immediately so as
(o enable the concerned section (o enter the bill in
the diary on (e sane day.
5759 COAJES
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(1r) that the token register is being maintained in  the
prescribed form.  Issue and receipt entries have
beeu duty made and atteseted by the Pay and
Accounts Officer,

(tv) that o detailed census of tokens, has beem conduct-
ed on 20th of cach month after having caquired
from each section regarding the cutstanding bills on
the date.

5.14 REGISTER OF VALUABLES

The following points should be kept in mind while scrutinis-
ing the register of valuables :—

(1) that the register is being maintained in the prescrib-
ed form.

(i) that the Cheques/Demand Drafts received from
other ofiices have been entered in the register on
the same day of their receipt in the office.

(ut) that the Cheques/Demand Drafts have been sent to
bank immecdiately for credit to  Government
Account,

(1v) that the register is closed fortnightly.

(v) that the credit of valuable has been traced in the
banks scrolls  and purdiculars  thercof noted  in

column 9 of the register,

On cases of time lag between receipt of Chegues/Drafts and
their eredit to Bank should be reported especially  where  the
time lag is more and the amount is huge as it would affect the
wavs and means posiion of Government,

5.15 CHEQUE SECTION

In regand Lo cheques, it miist be ensured in general that the
procedure preseribed for regulation of cheque books and signing
of cheques and thewr payment by thie bank as per Civil Accounts
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Manual js followed, The following points  deserve particular
mantion in this regard while conducting internal g11cHE (e
(1) it must be ensnred mat  the cheque books —are
obtained from India Security Press, Nasik and dis-
ributed to Pay and Accoumnts Office as per proce-
dure prescribed by Ministry of Finance (Deptt. of
ixpenditure)  O.M. No. F.2(27)/76-Spl. Cell
dated 14-5-1976.

(ii) receipt and issuc eniries in the stock accoumnis of
cheque books may bc verified respectively  with
requisite invoices and cheque books actually con-
sumed.

(ii1) the physical varification of cheque books should be
conducted at requisite mtaryvais.

(iv} it must be secn hat the correct forms  of cheques
have been used for all payments in respect of
month selected for detailed audit.

(v) it must be ensured that daily account of cheques
used is prepared by cheque section and the same
also incorporates the cheques cancelled or destroy-
ed. The nwmmber of cheques issued must tally with
the position shown in the register of daily pay-
ments.

(vi) that necessary intimation to the paying branch of
fhe bank regarding number of cheque books and
the number of cheque forms used had been sent
wefore a new chequebook is brought into use.

(vii) that the physical verification of cheque books in the
custody of PAO has been conducted by an indepen-
dent officer fwice o year 1O iy April and October.

(viii) that the register of cheques drawn I8 being main-
rained properly and m the prescribed form.

(ix) that a register of cheques delivered is being main-
tained properly and daily memorandum of payments
made during the day is being prepared regulatly
and passed on to the compilation section on the
pext day. |
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(x) that the number of cheques issued is noted on the
bill and the bill is stamped “cheque drawn”, and
that the pay order has becn cancelled by the PAO.

(x1) that the paid cheques and vouchers arc being
recorded systematically, the paid cheques have been
arranged 1n ovder of bank scrolls and arc being kept
by PAO in his safe custody.

(xii) it should also be checked that the code number
of bank 1s specifically superimposed on each Ileaf
of the cheque book brought to use by the PAQ/
D.D.O. This should be superimposed on each leaf
of cheque book immediately on its being brought
to use.

5.16 COMPILATION AND SUBMISSION OF ACCOUNTS

It should further be cnsured that the Appropriation
Accounts, Finance Accounts and Statement of Central Transac-
tions are prepared according to the procedure prescribed and
are compiled in time. The accuracy in the preparation of these
accounts should also be test checked with the S.C.T. and ledger
maintained in the P.A.O.s office.

5.17 COMPILATION OF BUDGET ESTIMATES (REVIEW)

it should also be checked that budget estimates for revenuc
receipts and public accounts ure prepared in time by the Princi-
pal Accounts Oflice in accordance with the instructions received
from Budget Division of the Department of LEconomic Affairs,
Muistry of Finance. It should also be scen that explanation
for vanation between budeget csiimates, revised  estimates  and
actuals are recorded.

5.18 ISSUE OF LETT‘ER OF CREDIT TO BANKS FOR
CHEQUE DRAWING DDOs.

It should also be scen that timely action is taken by the
ray and Accounts Oflice to issue the Letter of Credic in
tavour of the cheque-drawing DDO and it should further be
verified that drawals by DDO do rot exceed the limit. It
should also bc scen that the amount of lefter of credit was
properly determined.



CHAPTER VI

INTERNAL AUDIT OF THE MERGED DRAWING AND
DISBURSING OFFICERS

6.1 In terms of instructions contained in Ministry of
Finance, Department of Expenditure, O.M. No. I(4)-E(Co-
ord) /86 dated the 12th February, 1986, the Cash Branch and
the Drawing and Disbursing Officers in the Ministries/Depart-
ments at the Secretariat leve] at Delhi/New Delhi with their
existing staff have been made part and parcel of the Accounts
Wing under the control of Chief Controller of Accounts/Con-
troller of Accounts/Deputy Controller of Accounts, as the case
may be, with effect from 1Ist April, 1986.

6.2 Under the revised arrangements, the records maintained
by the Cash Branch and the Drawing ond Disbursing Officer
at Secretariat level have become basic accounts records there-
by the need for maintenance of duplicate accounts records in the
Pay & Accounts Offices has been climinated. Accordingly, the
following additional checks of the records maintained by the
merged Drawing & Disbursing Officers should be conducted by
the Internal Audit.

0.3 REGISTER SHOWING EXPENSES BY HEADS OF
ACCOUNTS (GFR-9)

The register maintained in Cash Branch/by DDO serves
the same purpose as the bill passing-cum-expenditure control
register (CAM-9) in the PAOs, maintenance of which has been
dispensed with. This register should be examined to check
that the :—

(a) amounts of appropriation have been correctly in-
corporaticd i the relevant columns of the register
with reference to original budget allotment/supple-
mentary grants/reappropriation orders, etc.

(b) bill is signed by thc DDO only after ensuring that
the bill under signature is covered by budget pro-
vision. |

-~
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(¢) adjustments (e.g. Supply Department debits efc.)
communicated by the PAQO are kept separately in

a file and noted in the relevant columns of ~the
register,

(d) column “total’ for the month in the register is work-
ed out and compared with the expenditure figures
for the month as well as progressive figures com-
municated by PAO and discrepancies reconciled.

(¢) balance of appropriation is worked out at the end
of each month,

6.4 PAY BILL REGISTER ( GAR-17)

This register has under the revised scheme, become a basic
accounting record for the maintenance of GPR account HBA /
MCA Account efc. of the Government servant. As such the
maintenance of the register in  correct and complete form
aSsumes great importance. The following checks shouid be
exercised while scrutinizing the register at the time of internal
audit ;—

6.4.1 GENERAL

Check whether the

(a) register is neatly bound, page numbered and an
index is prepared.

(b) entries made are i ink and each entry noted there-
it (including correctiong and alteration) are attest
ed by checking official (Section Officer/DDO) in
the columns provided in the register.

6.4.2 CHECKS AGAINST SANCTIONED STRENGTH AND
ENTITLEMENT

(a) Trace the enlry in the PBR for the selected month
with reference to the paid vouchers completely.

(b) Check that drawal of special pay is supported by
relevant Government orders.
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records available in DDO’s office for the selected
nionth,

{(d) In respect of Group ‘A° Officers, the cntries in the
PBR relating to salaries of selected month are to
be checked with refercnce to the entrics  in the
dervice Book, fncrement register ete,  Cases of pay
fixation to be test checked.

6.4.3 CHECKS OF GENERAI. PROVIDENT FUND
ACCOUNT

(1} Check that :

(a) account number has been allotted and noted promi-
nently in the PBR and a reference to old GPF A/c
number is also given,

(b) the receipt of nomination has been noted in PBR.

(¢) the extracts of account for the years 1983-84 to
1985-86 along with the nomination  have been
received from the PAO and properly filed in g
separate file.

(d) the closing balance as on 31-3-86 has been noted
m the relevant column of the PBR for 1986-87 and
duly attested by the DDO.

Note : The checks mentioned at  (¢) and (d) above
Will apply mutatis mutandis in respect of transfers
from other DDOs/PAO mtimated by PAO at g
later stage. Ensure that ihe subscriptions  and
fepayment of temporary advance relating to current
pait of the year arc posted agamst the month to
which credit relates and not included in the opening
balance,

(¢) the monthly reconciliation shect prescribed is pre-
pared every month and the discrepancies, it any,
settled in the following month at the latest.

(f) in the case of closure Of accoants, either due to
retitement/transfer ete., the words “Accounts closad
1 " along with reason for closing has
been written prominently in red ink over the initials
of the DDO, and the amount paid posted in the
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withdrawal column of abstract, In this connoc-
von. f.5. 85 to para 6.8.1 of CA Manual may be
referred fo,

the “missing’ credits/debiis intimated by the PAOC
are separately noted and the matter pursued with
the PAO regularly and such of the missing credits
(ransferred subsequently by the PAO are posted
correctly m PBR with suitable remarks

the recoveries, withdrawals for the year are totaled
up and posted in the abstract portion of GPF at
the close of the vear.

(a) the intercst/bonus lias heen credited to the
subscribet’s account during the year and the
total figures thereof inthmated to the PAO for
carrying out the account adjustment.

(b) the interest calculation sheets are available and
imitialled by the person who caleulated and by
the person who checked them.

the closing balances have been worked out correct-
ly and carried forward in the PBR for the next
year and the opening entrics attested by the DDO.

Anndal Reconciliation of balances has been prepar-
cd and entrics therein are posted correctly from the
enfrics in the PBR: totals under different columns
are worked out correetly and agreement of balanc-
cs eliected us per the instructions given therein.

the annnpal accounis statemeant fo the subscribers
are issued by 15th May.

ackaowledgements of subscribers towards final pay-
ment of GPE are being watched by the DDO.
This is necessary as the register of final payment
cases (CAM-51) has been dispensed with.

(ii) CHECK IN DETAIL,

(&)

all the final payment cases exceeding Rs. 25.000 and
259 of the rest; and
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(b) the debit posiings for the whole year with refer-
€nce to vouchers (to be conducted in cases where
annual reeonciliation of balances has not been

completed ).
(1) Review the accounis genzrally 1o see that -

(a) there has been no omission to issue supplementary
refind orders in case where credits have been up-
dishiursed.

(D) thcre has been ne omissicn to transfer the balances

)

¢f the subscribers who have quit service to “Un-

ciarned Deposiis” by appropriate notice to PAC,

(¢) individual subscriptions are within the maxinum and
the minimum limits.

s44 CHECES

Jh

RELATING TO LONG-TERM ADVAN CES

ACCOUNT —

(1} The cliecks listed at Sl. No, (e) (g) (h) () (&) of
(1) above relating to GPF account may be applied
Fruialis mtandis.

(1) In addition, the fcilowing checks should be applied,

Viz.,

(a)

(b)

()

L,
Bmanl
e
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whether —

the balances outstanding at the close of the
year have becn intimated to the loanees and
tdior acknowledgements recoived and noted and
action, if necessary, taken to set the discrep-
ancies reconciled.

the insurance of vehicle/house has been done
snd/or renewed periodically and nec2ssary note
kept in the register.

the morigage deed has been received and kent
m *he custedy of the Head of Devartment,

the interest calculated, on comnltion of renay-
ment of wrincipal is correct with refersemes to
the detaled working sheets.,



(€} action has heep initiated for reconcilistion of
differeiices between the balances noted in the
PBR (based on the figures shown in ihe 1LPC;
and the amount actuaily intimated bv the PAQO

i1 the case of persons coming from other DO/
[3epis.

0.<.5 CHECKS RELATING 10 RECOVERY OF FOREIGN
SERVICH CONTRIBUTIONS

{heck swwhether A

(2) the essential particulars foy calcuiation and recovery
af L. S./pension contributions (e.g. date of CoTimen-
cement of F.S. /Period of B ., Leave svailed during
foreign service/Joining time are noted in PBR.

(0] the contributions determined are correct oased on the
data available in fhe PBR, Service Book efc.

(C) the recoveries relating to pension and i S contri-
Pution and payment of I S. if any, are posted in
the PER based on the intimation received from
PAG and the outstanding recovery worked out at
the close of each yeur,

- .
£

el
e

e sanal interest has been levied in case of non-
recovery ‘belated receipt of contributions from the
‘oreign employer /individual

(v o completion of forcign service, the service beok
1$ sent to the PAQ  for maiking entries relating to
recetnt of contrihygtion,

6,5 CHECKS RELATING TO CONTINGENT EXPENDITURE

A regisiers of special charges and periodical charees ug aleo
e subanesicn of coples of sancticn have been dispensed  with
e followane cheeks chondd ke exercised during internal audit

(a) Cheek the svsiem in vogue for safeguarding  that
pavments agamest suanction of special charges are no
in excess of the amount sanctioned  and that the
SEME SAnction = not seted Upon twice over, in enceg
WHETC nooseparate reoisters ar: mmintoined, checok



83

whether the bilis drawn against the sanciions are
noted in the original copy of the sanction ovei the
imitials  of DDO and part payment, 1n cases
wiere the expenditure is incurred in instaiments,
this does not exceed the sanctioned amount.

(b) Check that payments of rent, telephone and other
periodical charges which are 5anchoned by an autho-
rity higher than the DDO are posted in the relevant
rc,gz_}fcr and safeguards against the payments (for =
particular period) being made twice over, exist.

el

Y In respect of vouchers for selected month, check up
the payments completely with reference to the origi-
nal sanctions and registers.

(d} Check whether the DDO has submitted the detailed
contingent bills in respect of all the amounis drawn
on abstract bills. Cases of non-submission chould
be specifically cammented in the report.

(

6.6 REGISTER OF CHEQUES DELIVERED

(i} Check whether the account of cheque forms (CAM-
2) has been maintained and periodically submitted
to the PAQ.

(i1} Check thﬁt the DDO’s acknowledgemcent has been
obtained in all cases and the cheques have been deli-
vered on the same day.

(111} Trace the cheque number, date and amounf given
in the selected months vouchers with the eniries in
the Register of Cheques deltvered.



CHAPTER VII

INSPECTION BY CGA’s OFFICE
—ITS EXTENT AND SCOPE

7.1 In order (o maintain the requisite techsical siandards of
accounting in the Departmentalised Accounting Offices, the Con-
trotier General of Accounts has the powers to mspect the oftfices,
with a view to ensuring that accounts are maintained accurately,
comgprehensively and in a correct manner. Besides, a selective
inspection of Public Sector Bank Branches handling Government
transactions s also conducted in order to ensure thut the relevant
procedure is followed by them.

7.2 For this purpose, an Inspection Wing has been set up in
the ofiice of the Controller General of Accounts. While conduct~
‘mg the iuspection, the Inspection team should also ensure that
the data and information supplied by these offices/bank branches
is compiled correctly and submitted to the concerned authoritios
i fime,

INSPECTION OF DEPARTMENTALISED ACCOUNTING
LNITS

7.3 A statutory audii is being conducted by the Comptroller
and Auvdilor General of India and the systems of Internal aundit
is also in vogue in the Miwsstries/Departments, the inspection
conducted by the Coniroller General of Accounts is in the nature
ot - technical-cum-administrative mspection  of the  Principal
Accounts Offices/Pay & Accounts Offices as well as offices of
Drawing & Disbursing Officer with Cheque Drawing powers.

7.4 In a Principal Accounts Cffice, the inspection shonld
specisically cover the following main items of work -

(1} Compilation & consolidation of accounts, mainte-
nance of ledgers & broadshests for debt, deposit and
remittance heads, etc.

(h Appropriation Accounts/Finance Agccounty,  Re-
view of balances apd amounts oufstanding in sus-
pense heads.

54
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tlons.
(iv) Arangements for custody of records.

(v) Bank reconciliation.

(vi) Internal audit arrangement for the inspection of
field PAOs to ascertain how far the internal audit
organisation is effective, Review of internal wudit
reports and action taken on the points brought out
therein.

(viij} Review of reports of statytory audit and action taken
thereon. e b e e e e e e

{vin} Asrrangements for over-all supervision of work in the
ficld Pay & Accouniing Units incloding asrrangements
for obtaming arrears repori e.g. mouthly state of
work reports their scrutiny of pursuance ectc.; and

{ix) any other maters which the Iaspecting Officer may
decide to take up after consulting CCA/FA of the

concerned Ministry.

7.5 During the imspection of field PAOs or the DDO
with clweque drawing powers, the procedure for checking and
zuvinent of claims (mcludlng vecords for pre-check and post
cheek of payment ciaims}), their accounting and reconciliation
with the depariment, spould be scrutinised to see that these are
adequa’e and not defective in any respect and that there are no
ui-due aelays in the disposal of personal claims including pen-
ston and provident fund claims. In addition, the items niecn-
tioncd in para (a) above, should be scrutinised with a view to
ensure that all accounting records are maintained properly and
i accordunce with the presoribed procedure and that the ont-
standing balance under DDS&R heads especially under suspense
hewds are kept under close watch.

7.0 The inspecting officer should especially review the cash
kook of the office under inspection together with vouchers, receipts
cic, with special reference (o the reguirement of Rule 13 and
G2 of Central Governhment Account (Receipts & Payments)
Kuies, 1983. For this purpose, he should inter-alia examine the
ﬁdaquacy of the system of control of the office inspected over the
custody, disbursement and accounting of cash. The arrangements
made for the custody of cash and for prompt and correct disposal
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of undisbursed cash and of sums otherwise payable into bank
should be scrutinised to see that the procedures followed are
adequate and not defective in any mamner.

INSPECTION OF BANK BRANCHES

7.7 The iinsgeptiml ct Public Sector Banks is confined mainly

to Link/Focal Point/Nodal Main branches. Generally, the Gov.

worg bandled by the nuthorised Public Section Banks is  as

VRger f—

(1) Payment of Pensions:

(i1} Collection of direct /indirect taxes on behalf of
CBOT & CBEC;

ui) Dxpenditure paymesis cnd veceipls of mise. receipis
of Govt,

(iv) Receipts & Payments of Public Provident Fund; and

(v) Receipts & Payments under Compulsory  deposits
(Income-Tax Payers) Scheme.

7.8 Procedures and guidelines for handling Covt. transaciions
by banks are mainly issued by the Reserve Bavk of India, who
have, in addition, devised job cards and check-lisis. Iestruciions
under the “Scheme for Payment of Central (Civil) Pensions by
Public Sector Banks” issued by the Controller General of Accou-
nis are also relevant,

7.9 During inspection of Public Sector Bank Branches, com-
pliance with the instructions relating to Government transactions
dealt with by them as issued by the Covi. or R.B.L in this behalf,
should be watched & verndied,

7.10 Inspection of Public Sector Banks is also arranged by
various offices of R.B.I. A consolidated feedback on the find-
ings of varions Inspection Teams is received in CGA’s coffice at
guarterly intervals, starting from the guarter ending June, 1988.

MGIPF—759CGA f88-—3-4-89-—500.
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