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FACTORY ACCOUTING RULES (FAR)

___________________________________________________________________________________________________________

RULES FOR THE MAINTENANCE OF STORES AND COST ACCOUNTS IN INDIAN ORDNANCE

AND CLOTHING FACTORIES

CHAPTER I

INTRODUCTORY

1. To each Ordnance H & S and Clothing Factory is attached as Accounts staff working under a Gazetted Officer (known as Accounts Officer) or an Accountant-in-charge. 


The Accounts staff is under the Finance Department of the Government of India and the-Accounts Officer is responsible to the CDA (Fys) for the proper maintenance of the Cost Accounts of the Factories and all subsidiary documents pertaining thereto. The Accounts Officer is the Cost Accountant of the Factory and also renders financial advice to the Factory Superintendent on all general questions (except in matters relating to pay and allowances, leave, pension etc. of permanent and temporary establishments whose pay bills are audited by the CDA (Fys) such cases bring referred to that office direct). The Superintendent will always consult the Accounts Officer on matters connected with the economic management of the Factory where-financial or accruing questions are involved and will obtain his prior concurrence to any orders he issues having a bean«g on such questions. It is essential for the correct preparation of cost accounts of the Factories, as well as for their economic control that there should be the fullest co-operation between the Administrative and the Accounts Staff'.

Note 1: 
“Superintendent” includes Officer-in-charge of a Factory.
Note 2:
In this book the term “Accounts Officer” includes Deputy, 

Assistant Controllers and Assistant Accounts Officers and also 

Accountants-in-charge (except where repugnant to the context).

Note 3: 
The term ‘CDA/Fys’ refers to the headquarters office of the 

Factory Accounts Controller
Note 4:
The term ‘Material Warrant’ includes Work Order Sheet in 

Clothing Factories
Subject: -
Reorganization of the Ordnance Factories

--------------------------------------------------------------------------------------------
Copy of Govt. of India, Min of Def. Deptt of Def. Product​ion, New Delhi Memo No.1 (82) /78/D (Fy-1) dated 3rd May 79. 
“Government orders on the reorganization of the Ordnance Factories and formation of the Ordnance Factory Board have been issued under the Ministry of Defence (Department of Defence Production) Letter No. 1 (82) / 78/D (Fy-1) dated 9th January 79.The orders regarding Ordnance Factory, Board’s administrative and financial powers have  been issued under Ministry of Defence letter of even number dated 9th February 1979, in terms Para (c) and Sub-Para (d) of Para 1 of MoD letter dated 9th January 1979. Finance, Accounts and Internal audit of Ordnance Factories will be reorganized as follows: -
2. In the field of financial management; the Member (Finance) will in future be responsible for finance accounts and internal audit of the ordnance factories organization. In the discharge of these functions he will be assisted by Controller of Finance (Fys), Controller of Accounts (Fys) and Chief Internal Auditor respectively:

Controller of Finance
3. Controller of Finance (Fy) will function directly under the Member (Finance) of the Ordnance Factory Board. The existing DFA (Fys) organization will be functionally under the Controller of Finance. The terms and conditions of service including system for payment of salaries of the officers and staff working under DFA (Fys) will remain unchanged. DFA (Fys) will be re-designated as Joint Controller (Finance)
Controller of Accounts
4. The present Controller of Defence Accounts (Factories) will be re-designated as Controller of Accounts (Fys) and will come functionally under Member (Finance).
5. The Heads of Accounts Divisions of all Ordnance Factories will in future report to both the General Managers of the Factories and the Controller of Accounts (Fys).

6. The Accounts organizations will continue to exist as before and the terms and conditions of the officers and staff end administrative control over them will remain unchanged.
7. The internal audit function will be under the control of the Chief Internal Auditor (Fys). The Chief Internal Auditor (Fys) will function under Member (Finance). The functions of the Internal Audit will be laid down separately by the Government. The Accounts and the Internal Audit of the Factories will continue to be staffed by the personnel of Defence Accounts Department. 
8. The present post of Deputy Financial Advisers /JEOs-JCsDA at KANPUR, JABALPUR and for ITARSI at CALCUTTA will now be re-designated as Joint Controllers of Finance and Accounts and would perform both the function of Internal Finance and Accounts wing as JCsDA out side the office of CDA Factories and presently in Group Charge of Factory. Accounts Offices will cease to be in charge of groups of factories, as each factory will now have a separate officer for these functions.

9. In so far as the work of accounts, audit and finance advice to AFD (M) Agra is concerned, and status quo will be maintained, The Controller of accounts (Fys) will continue to perform functions presently carried out by the CDA (Fys) relating to accounting, audit and finance functions of the DGI & R&D Organizations. Similarly the work relating to Railway Section will continue to be under him. In respect of the above mentioned four organizations, Controller of Accounts (Fys) will continue to bee responsible to the CGDA.
10. In respect of HVF Avadi, separate order will be issued in due course.
Writing of ACR

11. The Annual Confidential Reports (ACRs) of the Heads of Accounts Divisions will be initiated by the General Manager of ​the Ordnance Factories concerned and will be forwarded to the Controller of Accounts. The Controller of Accounts after recording his remarks will forward the ACR to the Member (Finance) who will be the Reviewing Authority. Instruction regarding writing of the ACRs will be issue separately.
12. The CGDA will obtain the Annual Audit Certificate and connected statement pertaining to the Controller of Accounts (Fys) through the Member (Finance) and submit the same to the Ministry of Finance (Defence). CGDA will carry out such inspection of accounts as may be necessary. Changes in accounting and audit procedures for the Ordnance factories will be referred to the GGDA. For Appropriation Accounts the existing procedure will continue.
13. Member (Finance) will provide necessary assistance in regard to the financial matters to the Members of the Ordnance Factory Board.
14. Cases of disagreement and over ruling of the Heads of Accounts Division of Factories, by the General Manager shall be reported by the General Manager to the concerned Member of OFB and Member (Finance).
15. This issues with the concurrence of the Integrated Finance vide their U.O: No. 643/DFA (DP & R) dated 3rd May 1979 and with the approval of Ministry of Finance (Defence) in respect of DAD personnel and Department of Defence in respect of the personnel of DFA (Fys), The Ministry of Home Affairs (DP&AR) has also concurred.

Subject--Reorganization of Ordnance Factories Integration of Accounts with Factory .Management/Ordnance Factory board
--------------------------------------------------------------------------------------------
Copy of CGDA New Delhi No. 61011(1) /79/AN-III dated 28-5-79.
“Consequent on the integration of Accounts with the Factory Management, the present posts of DFAs-cum-JCsDA at Kanpur, Jabalpur and for Itarsi Project at Calcutta, has been re-designated as Joint Controllers of Finance and Accounts for performing both the functions of Internal Finance and Accounts Wing. Other JCsDA in Charge of Factory Accounts Offices will be re-designated as Joint Controllers of Accounts (Factories).
2. All JCsDA outside the office of Controller of Accounts (Fys) Calcutta, and presently in Group Charge of Factory Account Offices will cease to be in charge Group of Factories in terms of the Ministry of Defence, Department of Defence Production, letter No. 1(82)/78/D (Fys-1) dated the 3rd May 1979. Action is contemplated to post officers of the appropriate status in each of the Factories to perform the accounts functions. Till these officers are actually posted in the Factories, the present system of Joint Controller of Accounts in-charge of' the Group of Factories will continue.
3. It has further been decided that pending further orders the status-quo in regard to accounts in respect of OEF Group of Factories, except OCF Chandigarh, should continue. In short integration will not apply to the Accounts Offices in respect of these Factories and they will continue to function as heretofore under the Controller of Accounts (Fys) who will be directly responsible to the CGDA in respect of these Factories as also in respect of AFD (M) Agra, HVF Avadi, and work relating to DGI/R&D Formations and the Railway Section.”
2. The duties to be performed by the Accounts Staffs are broadly summarized below: -
(1) General financial advice.


(2) Record of time and wages: ​-



(i) 
Compilation of Day and Piece-work earrings.


(ii) 
Completion of pay roll for showing gross earrings of all 
men  paid out of the I. E. giant

(iii) Audit and allocation (on the basis of dam furnished by the Factory) of labour charges




(iv)
Scrutiny of piece-work rates


(v)
Audit of overtime pay bills of non-gazetted staff to the 

extent desired by the headquarters Factory Account 
office    
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
(3)
Store Accounts: ​-
(i)
Maintenance of Priced Store Ledgers for Factory Stock (including components where desirable) and audit of medical store ledgers

(ii)
Audit of Local Purchase Bills and check of expendi​ture (and commitments) against allotment
(iii) Valuation of Material
(iv) Audit of material issues and allocation (on the basis of data furnished by the Management) of material charges.

(v) Verification of stock now entrusted to an independent staff under DGOF
(vi) Association with the factory staff in the-
(a) Preparation and scrutiny of Indents, demands etc
(b) Preparation of budgets and periodical reports in MGO Form-7 (Ordnance Factories).

 
(vii) Comparison of Store Ledger balance with Bin Card 
Balances

 (4)
Cost and Production Accounts:—

(i)
Maintenance of cost cards and valuation of articles manufactured in the Factory

(ii) 
Compilation and levy of shop charges, ‘Store Indirect’ charges and. ‘Fixed’ overhead charges and scrutiny of Indirect Expenses.

(iii)
Preparation of Power, etc., Cost Statements and recovery of charges in connection therewith.



(iv)
Preparation of Process Cost Schedules


(v)
Maintenance of Production Cards.

(5)
Miscellaneous:-



(i) 
Maintenance of Block Registers, of Capital Assets and

versification of Machinery and Buildings borne on the Block Registers and of article borne on the inventory List


(ii)
Audit of​-



(a)
Fine Fund Accounts.



(b) 
Estate Accounts and Technical School Accounts 
(where such exist)



(c)
Deferred Pa; Fund and Bonus Accounts.



(d)
Pay, increment, leave, etc., of apprentices and boy 


artisans

(e)
Audit and inspection of the office accounts and books of Superintendent, including Railway Warrants and Military Credit Notes. Register of furlough granted to Indian Ranks, Service Books and Service Sheets and Security Deposit Registers.



(f) 
Audit of the Bin Cards maintained by the Factory for

‘Deposit’ stores held, on behalf of the D.O.S. or others and linking of issues from other military formations with the corresponding receipts in the ‘Deposit’ Bin Cards including pricing of loss statements.
(g)
Audit of conservancy charges leviable against staff and workmen.

(iii)
Preparation of rent rolls for person occupying factory quarters 
other than those in the Workmen's Lines
(iv) 
Audit of Rent Rolls for persons occupying workmen’s lines

(v)
Attendance of Auction Sales-

(vi)
Preparations of reports and returns in connection with items (2) to (5)

(vii)
Maintenance of: ​-

(a)
Rent Ledgers. 
(b)
Rent assessment ledgers, including reconcilia​tion 
of the 
capital value shorn therein with those in the latest 
Register of buildings, and, revision of rent assessment 
where necessary​

(c) 
Demand Registers for House Rent, Electric Current Payments issues, etc.

(viii)
Preparation and submission, of Consolidated Annual Accounts which consist of the following sections.

APPROPRIATION ACCOUNTS

Statement ‘A’
Section ‘A’ - Cash expenditure
and departmental -

Cash debits




Section 'B' Expenditure incurred in England

Statement ‘B’
Appropriation-in-aid
Statement ‘C' 
Renewal Reserve Fund Accounts.

Statement ‘D’ 
Capital expenditure-Land, works-plant and other stores
Statement ‘E’ 
Works financed from New Grants and Renewal Reserve Fund Grant.

MANUFACFURING ACCOUNTS:
Statement 1
 Consolidated production Account and finished Stock Account.


Statement 2
 
Statement of Assets and Liabilities

Statement 3

Store Account
Statement 4

Capital Account-Lands, Buildings, Machinery etc., Statement 5

Indirect expenditure statement fixed and variable, Statement 6

Principal items of work done by the Ordnance and 

Clothing Factories
Statement 8
(a) Comparative Statement showing the Unit Cost of production of an article manufactured in more than one Factory,

Statement 9
 
Losses sanctioned during the year
Statement10 
(a) Summary of then cost of out turn other than interdepartmental production
(b) Summary of cost of inter-departmental production (including capital and Stock) 

(ix)
Maintenance of Principal Ledger.
Note: -1 Statement of Assets and Liabilities, production Account Finished 
Stock Account, etc. are prepared from the Principal Ledger and'' the Capital Account is Prepared from the Principal Ledger and the Block Register. 

Note: - 2 In order to enable the Account, Officer to prepare the Accounts 
and to maintain the records referred to above, the Superintendent will send to the Accounts Office all the primary documents in an even flow in the
course of the month. It will be seen by the Superin​tendent that there is no unusual rush of documents at the end of the month and that all documents pertaining to a month reach the Accounts Office on or before the prescribed date for each.
Under no circumstances should a month be closed for accounting purpose other than on the last day of the calendar.

Note:-3 The CDA (Fys) is responsible for issuing accounts and audit 
instructions and for consolidating the Annual Manufacturing accounts submitted by the Branch Accounts Offices
3. The Accounts Staff must not (a) issue orders to the shops or be responsible for recording or watching the progress of work during the various processes of manufacture. or (b) actually hold store or give receipts for
stores received and obtain re pts for stores issued, or prepare receipt or issue vouchers, The administrative staff will make proper arrangements for the discharge of the duties hating under these categories.
4. The Accounts staff' will not be responsible for the actual disbursement of wages to the labourers, which will be arranged far by the Management. The gross wages admissible will however, be worked out by the Accounts Staff and entered by them, it, the Pay Roll.
5. Broadly speaking, the organisation of a Factory is as follows:- The Superintendent, under the administrative control of Director General of Ordnance Factories, is in charge of a Factory Under hire there are (I) Productive Sections with a Works Mana​ger or Assistant Works Manager, Production, at their head and (2) Non-productive Sections including stores, under a Management officer, The Works Manager is generally assisted by one or more Assistant Works Managers as needed. Each Section (other than stores) is in immediate charge of a Foreman, who has Assistant foreman, Charge men, and Supervisors as needed under him. The Stores Section is in immediate charges of a Store holder who is assisted by one or more Assistant Store holder and by Charge men and Godown- keepers as needed.

Note: - Salary Traveling and Contingent Bills, Purchase Orders are prepared 
in the Main Office or Stores Section according to the duties entrusted to each Manufacture and Material warrants are generally prepared by the appropriate section of the General Works office.    
6.
(a) No manufacture or repair will be undertaken in a factory without 
due authority in the shape of an order for the work

(b) An order may be either:- 
1. 
an Extract Class I for outturn and other services for the Army and free services like repair to Air Force and Navy.

2. 
an extract class II for payment orders (Including orders for MES 
or Non-Military Departments.


3.
an extract class III for services rendered to other Ordnance, 

H & S or clothing factories

4.
an Extract Class IV for services interval to the factories, other 

than Capital services,


5.
am Extract Class V for Capital-Services,


6.
a Superintendent's order in the shape of warrant or; S.W.O. 

Draft for minor repairs to machinery, plant and shop tools, 

repair and maintenance of tramways; departmental store orders, 

and similar minor internal factory services.

Note 1: Minor services, except services on payment, costing Rs.400/- 
and under in labour and material may be Sanctioned by a gazetted officer on the authority and under the responsibility of the superintendent
Note 2: In order to avoid delay in repair work and in issue to Arsenals, the 
G.C. Factory, Cossipore, have been authorized to manufacture or 
recondition components of rifles, machine guns, gun carriages etc, in 
anticipation of known and steady demands or when the manufacturing 
period is known to be longer than the supply period given by the 
D.O.S. on demands, subject to the requisite funds Being available in 
the Factory's budget with effect from 1-9-53. M. T. Ambarnath has 
also been authorized to manufacture various standard parts viz., Bolts, 
Nuts, washers and other components etc, in anticipation of the 
requirements of their manufacturing programme.

To meet such cases open extracts are placed for petty items the expenditure on each open extract for manufacture of carriage and Ord. components being limited to Rs.20,000/- (Rupees one lakh during war) while the expenditure on each open extract for manufacture or reconditioning of components other than carriage and Ord. components being limited to Rs.10,000/- ( Rs.1,00,000 during war) separate Extracts will be applied for from the D.G.O.F. for any item or quantity of the same item, the value of which is Rs.2,500/- ( Rs.25,000/- during war ) or over.
7. 
A Superintendent’s orders in the shape of a replacement warrant to cover the manufacture of articles found defective in course of manufacture.

An A.W.M. may, when duly authorized by the by the supdt., sign Replacement order or Replacements warrants issued to cover the manufacture of articles found defective when the estimated value of the replacement does not exceed Rs.400/​

The Accounts Officer is require to check that Replacement; orders are issued only when absolutely essential since normal rejections are usually, provided for in standard Estimates.

Note 1: The Accounts Officers attached to the Clothing and Parachute 
Factories while exercising check over the Replacement Warrants 
should see that no replacement warrant is placed for quantities in 
excess of the rejections and that material is not drawn in excess of  

that required for the number of garments or components replaced.
Note 2: On receipt, extracts will be catered in a register, and all warrants 
issued will be watched through it.

(c) 
For all but small orders which are unlikely to be of a recurring nature, a Standard Estimate- is prepared by the Management 'detailing the. Various- operations necessary to produce the article, the labour charges to be paid for these operations, and, the quantity and description of materials required, standard recoveries of material are also provided in the estimates. When it is necessary to revise the standard Estimates, the alterations are com​municated by means of Revision Forms. After correcting the Standard Estimates the Revision Forms are filed be​hind the Standard Estimates. For small orders estimates are prepare on S.W.O. Drafts. A copy, of the Standard Estimate (as well as of Revision Forms) will be supplied to the Accounts-Office, which will value the estimate.

Note:
Spot estimates instead, of detailed estimates are prepared by the Management in respect of small orders which expression would cover an order individual or bulled in which the estimated value of aggregate labour charges (whether the work is done on a direct work order or an  indirect work order) does not exceed Rs.100/- In the case of a Service order of an urgent  (priority) category, the limit of “Small Orders” may be raised so as to include orders covering indirect work orders unto Rs.250/-​. Spot Estimates may be prepared on the same form as S.W.O. Drafts.

(d) 
The Standard Estimate or Revision Form as worked out by the 
appropriate section of the Works Manager, Production, Staff and after 
approval by hire,
is passed on to that section of the Main Office 
which prepares from them the Manufacture and Material Warrants.


The Warrants or S.W.O. Drafts are issued to the shops concerned and constitute their authority for putting the work in hand and for drawing thin necessary material. Copies of all Warrants or S.W.O. Drafts will be furnished to the Accounts Office. The Accounts Office will check Warrants against Standard Estimates and Revision Forms in cases in which these exist.


When different extracts are received for one and the same kind of article, the quantities ordered thereon may be consolidated and a combined warrant issued therefore.
Note:
 As, an exception to clauses (c) and (d) above, at the G. C. Factory Jabalpur, only summaries of estimates and not copies of detailed standard-Estimates will be furnished to the Accounts office which will 
check the Warrants, cent per cent, with these summaries and, in addition, carry out a check of 5 per cent of the warrants (labour portion) with the detailed estimates available in the factory. 
CHAPTER II

ACCOUNTING OF STORES

7.
The term “stores” include (i) materials used in the Factory, (ii) manufactured products, including components or processed materials produced in the Factory, and (iii) miscellaneous items of trade supply, e.g., electricity and water for manufacturing purposes.

The materials used in the Factory may be divided into the following classes: 
(1) 
Metals and raw materials required for manufacture, including components or received form other Factories, or recovered form the break up of unserviceable articles borne either on the Factory stock or on the deposit stock held on behalf of the 
D. O. S.

(2) 
Tools and Gauges.

(3) 
General Storage including: ​-


(i)
Sundry, Shop stores, e.g., oil, grease, brushes, buckets, 
etc,


(ii)
Plant stores, e.g., screws, nuts, drills, shovels etc.



(iii)
Packing materials, e.g., boxes and cases etc, 
(4) 
Machinery.
8.
The clerical work connected with the pricing and accounting in Priced Stores Ledgers of stores is allotted to the Accounts Staff, leaving the Store holder free for the handling of the goods and the practical side of the work (including care and custody of the stores). All original records connected with the receipt and issue of stores will be prepared by the Store holder (see Para 18) and he will also maintain Bin Cards to afford him the information, which he will require for purposes of control. The Accounts Staff will have free access to all records maintained by the Store holder and Shop Godown keepers. The Accounts Staff, must not, however, interfere in any way with the practical management and control of stores.


The combined Priced Store and Provision Ledgers Will be jointly operated upon the Accounts Office and the management but will generally be located in the provision Section and will be maintained as laid down in Para 19.

Note 1: Copies of all Receipt and Issue Vouchers, Demand and Return  

notes and all other adjustment documents prepared will quote the date of the transaction and the month and be forwarded by the Management to the Accounts Office on the day of the. transaction for Icing posted in the Priced Store-rum-Provision- Ledgers Documents received up to 2 p.m. on each day will be pasted by the Accounts Staff in the ledges on the- same day, those received -after that how being posted in the forenoon of the following day.
Note 2 There must be an even flow of documents from the management to 
the Accounts Office and all documents pertaining to a month together with a statement snowing the last Number and cancelled number of the document must be sent to the D.A.C (Accounts Office) by the 2nd of the month following unless other special arrangements have been authorized.

9.
Materials required by Factories are obtained:-


(1)
by purchase in the U.K. or in a foreign country


(2)
by central purchase in India 



(3) 
by transfer from other Factories, Arsenals or Depots (including 

deposit stores held by Factories on behalf of the D O.S.) and 

other 
Military and Non-Military Departments, A.F.,I.N and 

MES 

(4) 
by local purchase by the Factory by the factory Superintendent;

(5)
by local purchase against Rate Contracts;


(6)
by manufacture, in factories and   

(7)
by manufacture, by the trades under exceptional 



Circumstances such as war under procedure prescribed 

specially for the purpose. 
10. 
(a) It is the function of the Factory Management to make suitable 
arrangements so as to maintain stock at its proper level and immediately it appears that further supplies of a particular material are required the section responsible for provision will be notified under administrative  arrangements in order that action may be taken to obtain its supply.
(b) (i)  Local purchase of stores which the Supdt. is competent to 
sanction

“In respect of all such purchases (other than those chargeable direct to office contingencies) the Supdt, Officer in-charge of Fys, will issue supply orders without obtaining the Prior concurrence of the Accounts Officers. But immediately after the issue of the supply orders, the Supdt/Officer-in-charge will send the duplicate copies, of the supply orders, together with connected inability Sheets C.S.Ts and tenders to the Accounts Officer for Post C.S.Ts and tenders to the account officer for post-Audit. 
The Accounts Officer will be responsible- for ensuring in audit that:
(i)
The purchase is authorised

(ii) 
The quantity ordered is reasonable having regard to existing stock, dues and average monthly consumption as shown in the connected Inability Sheet.

(iii)
Funds are available
(iv)
The utmost publicity had been given

(v) 
The lowest tender had been accepted; or the reason for accepting a 
higher tender has been satisfactorily explained. 
(vi)
In addition to this scrutiny, the Accounts Office will select 10 percent of the Inability Sheets received with the supply orders and check with reference to the initial records in the Factory Office, where necessary, the figures shown therein in respect of “Existing Stocks” average monthly consumption “Dues” “Liabilities” and “War Reserves” etc. It should be ensured that L.P. Bills arc not passed in audit before the connected supply orders have been post-audited. The duplicate copy of the Supply Orders will be retained by the Accounts Office to enable it to pass the LP bills for payment and the other documents will be returned to the Factory Management
Note 1: In the case of small orders, or when the articles required are of a 
proprietary character and competition is not considered necessary. Superintendent may make use Short Term System, A small order shall be interpreted to meat for this purpose, an order the total value of which does not exceed Rs.250/- Such purchases should be made with the prior concurrence of the local Accounts officer and the circumstances of such purchases should be recorded on the duplicate copy of the Supply Order.

In order to ensure comparison of rates on the informal agreements and single tender orders, a Rate Book will be maintained in which .the act paid rate will be shown. Alternatively, arrange​ment will be made with the local Accounts Officer for check of rates against entries in rate cards of priced store ledgers.
Note 2: Copies of all central purchase rate contracts which, in the opinion of 
the D.G.O.F. may be useful to Ordnance Factories arc passed on to the Factories by the D.G.O.F. 
When Rate Running Contract rates together with freight etc., compare favorably with direct purchase conditions factories will draw against these contracts within the limits of the Superintendents financial powers. For purchase of such contract items, the value of which is beyond the Superintendent’s powers, the rate Contracts will not be used without reference to the D.G.O.F.


Applications for sanction to purchase against Rate and Running Contracts arranged for by the Central Purchasing authority would be submitted to memo form, not on IAFZ-2125 (compa​rative statement of tenders).


(b) (ii) Local Purchase of stores, the value of which is beyond the powers of the Superintendent to sanction: -


When the value of the stores to be purchased locally exceeds the financial powers of the Superintendent, i.e., Rs.400/- (Rs.4,999/- in the case of approved items of machinery to be capitalized), the comparative statement of tenders (in triplicate, or in a quadruplicate when sent through the C.D A.) together with a Demand Sheet (I.A.F.0-2503) in duplicate and the tenders will be sent to the Accounts Office which will after exercising the check prescribed in clause (i) above forward it to the D.G.O.F. (through the C of A. if the lowest tender is not recommended for acceptance  by Superintendent and the value exceeds Rs.2,500/- in the case of stores or Rs.4,999/- in the case approved items of machinery). On receipt of the comparative statement sanctioned by the D.G.O.F. (a copy of which will be forwarded by that officer direct to the Accounts Office and also to the C.D.A in cases where the CST was received through him) a supply order will be issued. The procedure for transmission of a copy of the Supply order to the Accounts Office will be the same as detailed in paragraph 10 (b) (i) above.

Note 1: Local purchase bills will be passed for Gazetted Accounts Officer.

But if that officer is absent, the Senior Accountant will pass the bills provisionally, the payment orders being, countersigned by the Superintend. The Accounts Officer, will, on return, finally audit the bills with reference to the duplicate copies thereof.
Note 2: “The financial powers of the Superintendents, Ordnance Clothing 

Factories in respect of purchase of capital items of Plant and Machinery is Rs.4, 999/- and are subject to the following conditions:​-
(a)
 The limit of Rs.4, 999/- might be the cots of anyone items or any number of similar items purchased at one time. 
(b) 
Purchase action is always taken subject to the observance of prescribed procedure by completive methods, and

(c) 
Purchase action is taken subject to the prior approval of the Director General, Ordnance Factories for local purchase.
.


Superintendents can also sanction at the time of making actual purchase, increases up to 20 percent or Rs.1,000.00 whichever is less, over the estimated cost approved by the DGOF in respect of the local purchase of capital items of Plant and Machinery within the amount mentioned and conditions stipulated in Para 1 above. This however does not apply to cases of enhancement in contract rates for which prior approval of the DGOF will continue to be obtained irrespective of the amount involved.

In the case of a factory where an Accountant-in-charge is posted, the Accountant will after preliminary check, forward the bills to the CDA (Fys) for payment.


(iii) Purchases of stores through the Central Purchase authorities are arranged for by the DGOF. In the case of such purchases, the purchasing authority will furnish a copy of the Supply (or purchase) order or Acceptance of Tender to the Superintendent of the factory as also to the Accounts office. These copies will contain information regarding the method of supply, rate, terms of dispatch and all other essential particulars to guide receipt and disposal of connected documents. In case in which supply orders are placed directly by the Superintendents on firms against; Running Contracts conducted by the Central purchasing authorities, one copy of the supply order will be sent to the paying controller of the Purchasing authority concerned.


In the case of stores delivered in bulk to one factory under order of Central Purchase authority with instruction to transmit a portion to another factory, the factory originally receiving the stores will bring on charge the full quantity delivered and grant a receipt on a regular voucher to the supplying firm. The portion of the stores intended for other factories will then be sent on regular issue voucher., the transactions being created as inter factory transfer and adjusted in the Accounts accordingly.

Note 1 In all cases of demands, indents, etc., for purchases in Europe, 
through the Central authorities, or on Non-Military Departments, a 
statement on the form prescribed by the DGOF showing the stock 
position will be furnished with the demands and indents, etc. Such 
demands and indents will be submitted to the DGOF through the 
Local Accounts Office.
Note 2 Indents for purchase of coal and coke will be submitted to the DGOF 
in the same way as in the case of Central and Europe purchases. On 
approval of the indent a Supply Order will be placed by the 
Superintendent of the Factory on the Dy. Coal Commissioner 
[Distribution] in the same way as in the case of local purchases of 
stores. The cost of coal and coke will be met form the Central 
purchases grant of the Factory. But as the bills for the cost of coal 
coke will hr paid by Controller of Defence Accounts [Fys], one copy 
of the supply order will be forwarded to him, one extra copy thereof 
being passed on to the Railway Section of the CDA (Fys) office.

11.
(a) Whenever stores are received by rail a survey should be carried out immediately on arrival and deficiencies and damages should be noted on the Railway Receipt and the Railway Delivery Book as required by the M.T.R. and the Railway Rules. Immediate steps should be taken for filing such claim, as may arise against the Carrying Agency.


(b) In respect of stores received from Europe, Packing Acco​unts are received in duplicate by the Superintendent of the Factory through the officers responsible for the landing of store. One copy (to be returned to the DGISD London) after being checked Paired with relevant Home Invoices by the Branch Accounts Offices is forwarded through the Branch Accounts Offices and C of A (Fys) to embarkation Supply Officers or the Accountant General, Bombay or the Superintendent of Stationery Bombay, as the case may be by the Superintendent of factory duly received with deficiencies or damages noted thereon. Before forwarding the above copy, the consignee will note against the relevant items in the packing accounts (both copies) the numbers and dated of the receipt vouchers and groups in which stores have brought to account.

Note: Packing Account for stores received through the parcel Post is 
returned to the Director General, India stores department, London, through the Branch Accounts Office and CDA [Fys].

The other copy [for retention in India] will be forwarded by the Superintendents to the Accounts Officer of the  Factories concerned together with a copy of supporting receipt voucher showing in detail the deficiencies or damages. The receipt vouchers will be priced by the Accounts Offices with reference to the invoices and the Bills of Entry [for customs duty] which are forwarded to them by the CDA (Fys).
(c)
In the case of stores obtained through the Central Purchase authorities, bills or vouchers are received as laid down in. procedure orders from time to time showing the quantities and the value of stores supplied. The necessary numbers of copies are returned duly receipted, to the Paying Controller concerned, with deficiencies etc., noted thereon and one copy is furnished to the Accounts Office.
(d) In the case of supplies from other Factories, Arsenals or Depots and Other Government Department, vouchers are received and one copy is returned to the consignor duly receipted, with discrepancies etc noted thereon and another copy forwarded to the Accounts Office. Necessary action to adjust the value of deficiencies and damages or to put into operation the procedure for effecting recoveries from Inland Carrying Agencies on account of loss or damage of stores will be taken by the Superintendent consultation with the Accounts Office. Copies of sanctioned loss statement will be furnished to the Accounts office.

12. Material Inward [I.A.F.O-1888] slips will be made out for the following stores received in a factory:-

[a]
All stores received unaccompanied by a Packing Account or 
voucher.


Note: - 1. Separate M.I. Slip; will be prepared for description of material 
and for each consignment
Note:
2. The slip will be sent to the Accounts Office with out waiting for 
the Packing Account or voucher, but steps must be taken to obtain the relevant vouchers with 66 least possible de [as amended by C.S. 14/57].
[b]
Stores Purchased:-​


(i)
Under local arrangements by the Superintendent.


(ii)
Under Central Purchase.

Note: l. The system of preparing M.I. Slips may be extended to other 
categories of stores at the discretion of the D.G.O.F. or superintendent
Note:
2. The number of copies of the slip to be made out will depend on the 
internal arrangements of the Factory. One copy will be held by the storekeeper and another copy sent to Account Office.

Note:
3. When stores are weighed on receipt, weighbridge records will be 
entered do the back of the slip
Note:
4. It is essential that M.I. Slips be prepared simultaneously with the 
physical receipt of the stores and that the c for the Accounts Office be passed on to that office immediately.

13.
[a] Store holders will not issue any materials for use in  the factory without a Material Demand Note signed by the person authorised to requisition such stores. Separate Material Demand Notes will be prepared for each description of material and each job. The foreman, or other person authorised on his behalf will foreword the Material Demand Note in duplicate, together with the material demand on the authority of which the material have been requisitioned, to the Store holder. The tatter will enter issues of material made by him in the Material Warrant verifying that the quantity demanded is within the quantity authorised and will return the Material Warrant and copy of the Material Demand Note with the materials to the Foreman. The copy of the Material Demand Note will be returned by the Foreman to the Store holder, duly receipted by him or other person authorised on his behalf; and it will be passed on by the Store holder to the Accounts Office, after the issue has been entered in the appropriate Bin Card. The Material Demand Note will be assigned serial number by the Store holder.

Note:
1. The Store holder may alter quantities shown on the Material 
Demand Notes if necessary, in order to aria to the quantity or type of 
Stores actually issued. He will attest the corrections and enter the altered quantity only in the Material warrant​.

Note:
2. In factories working on the “Except” system com​ponents 
manufactured in the factory are drawn for purpose of assembly on red Material Demand Notes, and the corresponding entries are made in the Material in red ink.
(b)
No materials will be supplied or issued on loan from a Factory to other Military or Non-Military Government Depart​ments except on the authority of the DGOF a copy whose order will be sent to the Accounts Office. Similarly, no material will be issued on loan to private firms without the authority of DGOF. Materials may however be issued from one Factory to another on the authority of the Superintendent of the Factory endorsed on IAFO-1921 (Inter-Factory Demands) in duplicate duly concurred  in by the Accounts Officer of the Indenting Factory a copy of IAFO-1921 being sent to the Accounts Office. In the case of all such supplies, proper issue voucher will be prepared by the store holder (in quintuplicate) who will have them priced by the Accounts Office.
Similarly no materials will be issued on Loan to Private firms without the authority of the DGOF.

Note: 1. In the case of Inter-factory issues, 6 copies of Issue Voucher are to 
be prepared. The consignor factory will furnish 2 copies of Issue vouchers to the Local Accounts Officer. Then latter will pass on one copy direct to the Accounts Officer of the consignor and record the other copy in his own office. The Account Officer of the consignee factory will ascertain from his factory, the inward receipt number allotted to the transactions for purpose of accounting and post the same, in the store ledger. The receipt voucher subsequently received from the consignee factory will be with the above mentioned advance copy and recorded.
Note:
2. Issues on sale will be authorised by the Disposals Organisation.

Note: 3. Stores which are ordinarily manufactured in a Factory (including 
Steel supplied by M and S Factory) will not be issued direct form stock.
They will be drawn on Demand Notes to the Work order concerned and the issues treated in the same way as issues form manufacture.
Note: 4. Stores may be issued to the Inspectorate on the authority of indents 
form the Inspectors or the Superintendent of the Factory up to the limit of the allotment made. 
Note: 5. 303 inch ball ammunition demanded by the ISA for use in the SA. 
Inspectorate will be issued by the Ammunition Factory, Kirkee, direct to the I.S.A. on nominal vouchers on behalf of the Arsenal, concerned regular vouchers being passed on to that Arsenal, who will regularize the transaction with the I.S.A.
Note: 6 Exception: - With a view to avoiding voluminous paper work and 
minimizing the time lag involved in (1. Fy.) Transactions Provision for common user stores for two Fys situated in the same station will be made by one factory and issues of such stores to the other factory will be made through stock transfer note (IAFA-2611). In such cases 5 copies of the S.T.N. are to be prepared by the demanding factory and sent to the issuing factory. Out of these 2 copies will be returned to the consignee factory along with the stores (one for the G.M. and the other for his A.O.) and three copies will be returned by the consignor factory; one copy to the A. O. of the consignee for purpose of linking.
Note: 7. In the case of loan issues to other Defence Formations and Civil 
Govt. Deptts. Where adjustments are made by book debit only, the transactions should be finalized if the loan is not returned within the prescribed time limit by issue of a regular voucher. Ordinarily this time limit should be six months, but in exceptional cases D.G.O.F. may extend this period up to one year for reasons to be recorded in writing. Normal rules of pricing of issues from factory stack will apply in this case
Note:
8. In the case of loan issues to private firms a security deposit 
equivalent tote book value or market value whichever is ​higher plus 5% over the book/market valve plus another 5% on the inclusive rate will be obtained before the loan in made. The stares will be returnable within six months from the date of issue. In exceptional cases the D.G.O.F. may extend this period up to one year for reasons to be recorded in writing. If the loan is not returned within the prescribed time limit the transaction will be closed with the forfeiture of security deposit made at the time of taking the loan.
In no case should items, in short supply or which are difficult to procure be issued on loan or the value of issues to be made to private firms as arrived at above, exceed Rs.5000/-

Note: 9. Stores may also be issued on loan as assistance towards completion 
of orders placed: on firms for supply to Factories against a security deposit equivalent to book value or market value of stores to be issued whichever is higher, plus 5% on the inclusive rate. On completion of the order by the firm the transaction will be adjusted as a payment issue transaction and if any portion of the stores if issued to the firm is returned to the factory is not consumed for the order a proportionate refund of the security deposit to the firm will be afforded.
The value of these issues should be treated as “Stores and Services for DOS (a) Maintenance (1) Ordnance” in the Appropriation-in-Aid Account.

(c) (i)
[Inserted vide C.S. No. 1 of 1952.] In the case of Issues to Military Departments and Arsenals, Five copies of the Issue vouchers will be prepared and distri​buted as under: ​-
1. Copy to be retained as O.C., by the Consignor Fy. 
2. Copies to the Consignor’s A. O.

3. Copies to the Consignee.


Out of 2 copies consignor’s A. O. will retain 1 copy for accounting purpose and send the other copy to the Consignee LAO immediately for linking. Out of 2 copies sent to consignee, he will return 1 copy to the consignor duly accepted.
(ii) In case of Issues to non-military departments and Railways: -


5 copies will be prepared and distributed as under: -



1 copy to be retained as office copy by the Consignor Fy 


1 copy to the consignor’s A. O.



3 copies to the Consignee

Out of 3 copies consignee will return two copies duly receipted to Consignor who will transfer one copy of receipted voucher to his A.O. for raising debits.

14. Any defective on surplus material will be returned to the store holder accompanied by Material Return Notes (in duplicate) and the Material Warrant concerned. The store holder will enter the number assigned to the Material Return Note-and the store in the Material Warrant and will return the Material Warrant to the Foreman and pass on the receipted copy of the Material Return note to the Accounts Office.
Note: 1 The Store holder may if necessary alter the quantities shown on the 
Material Return Notes provided the quantity actually received is less than the quantity noted on the Return Note; he will attest the correction and titer the altered quantity in. the Material Warrants.
Note: 2. Defective -material will be entered on separate Bin Cards and kept 
distinct in the- Priced Store Ledgers
Note: 3 where necessary, materials returns to stores will first be examined 
under administrative arrangements for sentences as to the category viz. serviceable repairable or unserviceable under which the stores will be brought on the Store holder’s charge.

15. Scrap will not be allowed to accumulate in the shop. All scrap will be returned to stores with Material Return Notes in the duplicate accompanied by the Material warrant concerned in cases where the scrap can be definitely allocated to a Job,. The procedure describes Para 14 will be followed, in such cases:

Note: 1. Scrap which cannot be allocated to any particular job should be 
returned on WO 02/00358/00.

Note: 2. Stores sold under the orders of the Disposals Organisation are 
classified under either of the three heads (a) Surplus (b) Obsolete and 
(c) Scrap and manufacture waste and all sales. Accounts and other connected documents are enfaced according. The procedure regarding the disposal of such stores is detailed Appendix ‘C’.

Note: 3.The Transfer of scrap metals from Arsenals or Depots to Factories 
will be made at prices fixed for such metals by Central purchase authorities from time to time. Inter-factory transfers such metals will be priced at ledger rates.

16. All manufactured products (including components), will be handed over to the charge of the store holder under cover of Departmental Advice (or Inspection) Note (supported by a produc​tion voucher if necessary), One copy of this note signed by the store holder will be furnished to the Accounts office. Stores intended for stock will be brought on to the bin Card and the Advice Note on supporting Production voucher allotted a store series receipt voucher number. In the case of stores manufactured for Issue outside the factory, regular issue vouchers will be prepared and the procedure detailed in rule 13 (b) will be followed.

17. The Stores holder will without any delay, post up all receipts and issues of stores (including finished components in Bin Cards watch will be located on the bins or in close proximity thereto. The receipts will be posted from the M.I. Slips or the store holders copy of the M.1. Slip; if the voucher has not been receives at the time of the receipt of the stores from Departmental Advice notes and Material Return Notes and adjustment vouchers including those for surpluses found in stock. The issues will be posted from the Store holders copy of the Material, Demand Notes and from issue vouchers in respect of goods sent out of the factory. The Bin Card will have columns to indicate the date of transaction, voucher number, receipts, issues and balance.

Note: 1. Numbers allotted to the receipt and issue vouchers should be 
consecutive and no sub-numbers should be allotted.
Note: 2. In the case of stores located at more than one place, more than 
one Bin Card may be maintained.

Note: 3. Rapid costing depends absolutely on the original documents e.g. 
Demand and return notes etc., being made available to the Accounts office at the shortest possible intervals. It is therefore important that an even and quick flow of such documents should be arranged for, thus avoiding a rush at the end of the month, so as to avoid delay in the preparation of Abstracts and compilation of costs.
Note: 4.The balances in Bin Cards at all times agree with actual stocks and 
ledger balances. To ensure that ledger balances, do not fall out of line with Bin Cards balances the Factor management must ensure that where the physical receipt is different from the quantity shown on the voucher an adjustment voucher is prepared and. transmitted to the Accounts office simultaneously.
Note: 5. In cases where there is a danger of stock Bin Card being spoilt 
through exposure or rough handing or where large and frequent issues are involved Tally Cards in addition should be maintained in the godown but to prevent irrelevant documents being produced such Tally Cards should not be on the bin Card form or should bear distinctive markings.
Note: 6. In cases in which more than one Bin Curd is maintained for one 
item of stock a note should be kept in the relevant ledger Folio of the number of Bin Cards that are maintained for them concerned and the location of the stock.

18. It is absolutely essential that when stores are received or issued the relevant voucher or other documents is prepared simultaneously showing the date of transaction and other particulars and the Accounts Office copy sent to that office the same day. Under no circumstances should there be a time lag between the physical transactions sand the preparation of the necessary document if not already prepared nor should there be any delay in transmission of the document to the Accounts Office.

19.
A combined Priced Store and Provision ledger is maintained, generally in the Provision Section of the Factory.
These ledgers are purchased at factory expense but combine the requirements of the Accounts Office for a priced record of receipts, issues and balances with the requirements of the factory for information regarding stores due in and out. The posting of dues, liabilities, ordering level, danger level and other items required for provision purposes will be carried out manually by the staff of the Provision Section and the posting of quantity and value of all actual receipts and issues and balances will be done by the Accounts staff ordinarily on Remington Accounting Machine.



All facilities should be given to the Accounts staff to handle these ledgers for the posting of the documents in them and also for adjustment and reconciliation purposes. 
All folios in use will bear the initials of the Accountant of the Material Section of the Accounts Office and of the Foreman or Assistant Foreman or Charge man in-charge of the Provision Sec​tion in order to prevent substitution.


Where an item of material demanded by a shop is not avail​able in stock and the issue of substitute is authorized a suitable enfacement will also be made by the Provision Section in the Ledgers in order to regulate future provisioning of the items concerned.


Two simple registers will be maintained by the Accounts Office one for recording the ledger and folio numbers of items than have reached the danger level and the other for those that have reached the ordering level. It will be the duty of the Accounts Office staff to note down the ledger and folio number in the register concerned of any item the quantitative balance of which after any transaction equals or falls lower than the ordering danger level. It will be the duty of the Provision Section to refer to those registers daily and to take appropriate provision action. A further register will be maintained indicating cases where the closing balance is a minus figure and is thus unorthodox.  Provision Section will take immediate steps to adjust all cases where the closing balance in quantity is a minus figure while the Accounts Office will be responsible when the value but not the quantity is minus. Detailed procedure will be found in Appendix ‘E’.

ACCOUNTING INSTRUCTIONS
Subject-Reconciliation between Bin Card and Store Ledger Balance

--------------------------------------------------------------------------------------------
The present system of reconciliation of Bin Card and Store Ledger balance for the purpose of closing of Annual Accounts will be discontinued with effect from the Annual Accounts for 1977-78 onwards. The certificate at serial number 8 of Annexure ‘C’ to Chapter-IV of OM Part VI, regarding reconciliation of Store balances with Bin Card Balances will nit therefore be necessary hereafter. 
2. Section VIII of Chapter-XXXII of the Procedure Manual for Ordnance Factories deals with the detailed procedure regard​ing stock verification. Accounting procedure relating the scrutiny of stock sheets and reconciliation and settlement of discrepancies between the ground balance, Bin Card Balance and store ledger balance is also laid down, in paras 237 to 240 of Office Manual Part-VI. Consequent on the discontinuance of reconciliation of Bin Card with Store Ledger Balance for the purpose of closing of annual accounts, the Accounts Officers should exercise continuous and stricter control throughout the year in regard to reconciliation of ground balance, Bin Card balance and Store Ledger balance as laid down in the above orders. Accounts Officers should forward a quarterly report of reconciliation work to this office with a copy to the Management.

3. The discrepancies between the Bin Card balance and Store Ledger balance as reflected in the stock taking sheets may either be due to wrong posting or non-posting of documents. These can be set right by correcting the erroneous posting or by posting the wanting documents. As such there should not be any difficulty in reconciling such discrepancies. This type of discrepancies should therefore be settled preferably within two months of the closure of the years store account and certificate as stated below should be rendered within two months of the Annual Consolidated Store Accounts.


“Certified that the discrepancies of quantitative balances of stores, 
between the Bin Card and Store Ledgers as revealed from the Stock 
Taking Sheets, prepared during the financial year, have been 
reconciled.”
4. The results of stock verification should continue to be reflected in the Annual Audit Certificate as required in Paras 239 and 240 of OM Pt.-V1.
[Auth: CDA (Fys) no. S/081/IV dt.23-2-78]

_____________________________________________________________

Note: 2. The Priced Store Ledger folios will bear the same num​ber as the 
Bin Cards. The Store holder will enter on all vouchers Materials 
Demand Notes, Material Return Notes etc., the Bin Card number to facilitate posting by the Accounts staff into the correct folio of the ledger


Note: 3. Quantitative ledger is maintained by the factory for Medical stores 
which is audited monthly by the LAOs

20. The receipts in the Priced Store Ledgers will entered from the Material Inward slips, Departmental Advice Notes, Material Return Notes, and adjustment vouchers including those for surplus found in stock. 
Issues will, be posted from Material Demand Notes, Regular Issue vouchers and Adjustment Vouchers, including those for losses. In addition adjustment vouchers to be numbered in a separate series may be used for carrying out adjustments due to discrepancies between ledger balance and physical stock, provided it is clearly understood that the Accounts office will keep such vouchers under objection pending satisfactory settlement of the discrepancy and preparation of a Loss Statement etc., as necessary.

Note: 1. Standard bill forms will be used as receipt vouchers in support of 
local and central purchase ledger entries 

In cases where bills are receipted on suppliers private forms, and certain other cases IAFZ.-2069 will be prepared. (Amended by CS 14/51.)

21. The Accounts Office will maintain Production Ledger Cards showing the receipts and issues of each class of manufactured articles including components, produced in the Factory. These cards should show quantities only and not values, except in the case of issues outside the factory when the value of the issues at PVS or other prescribed rates will be entered on them. The receipts will be entered from the Departmental Advice Notes, (or Inspection Notes) and CS vouchers and the issues from Issue vouchers. 
22 (a)
 The Departmental Stock verification as laid down in Rule 470 RAI and Sec. X SAI will be carried out in Ordnance and clothing Factories by the independent DGOFs.  Stock verification organisation. In addition to but not concurrently with these stocks with be verified internally by the factories staff in accord​ance with instructions issued separately from time to time.

(b) Stock verifiers will be responsible for physical verification of stock (including Stock-pile items), Deposit Stock items, Inven​tory articles (including technical books in the factory libraries and school books), machinery and Buildings, electric installations and Medical stores borne on factories budget at least once during each financial year. They will maintain a register to show the extent and progress of verification. Factories will notify in them all new items and those deleted in respect of stock ledgers and other registers involved.

(c) Verification of finished articles on charge on production on ledger cards and stock materials in process of manufacture will not be their responsibility. These stocks will be verified by factory staff at the end of each financial year.

Note: 1. As an exception to the general rules the following items of material 
of the factories mentioned against each are exempted from Annual Stock Verification and that verification of these may be carried out at intervals shown against each. Efforts should however be made to verify items more frequently, where possible

	(1) Non-ferrous and ferrous scraps, process materials such as, Cast Iron, Scraps, (all grades), steels Scraps class 
ABC and D (Steel slots etc.,), Tin and Tar plates scrap, steel running Borings and Swarf Mild steel sheet cuttings, Trimmings etc.; Ferrous mixed Metal Scrap and Dust Sweepings
scraps, low and high alloy steel scraps, Pig iron.(all grades). Dolomite, Lime Stone and Iron Ore at Metal and Steel Fy. Ishapore, Ordnance Fy. Kanpur, Ordnance Fy. Ambar​nath, Ordnance Fy. Katni and Ordnance Fy. Muradnagar:
	Verification may be carried out once 
during a cycle of 3 years

	(2) Ferrous Semi manufacture such as blooms billets, Ingots, Rods and sectional shapes at the factories mentioned against
Sl. No. (1) above.
	Verification may be carried out at least once during a cycle of 3 years, more frequent verifications being car​ried out whenever an wherever it is practicable to do so.

	(3)Optical Glass items at Ord. Fy, DehraDun.
	Held in sealed packages either per​taining to Stock pile or working stocks will be verified annually. The quantities not held in sea​led packages will be verified once in two years.


	(4) Timber items at G.C. Fy. Jabalpur.
	Verification may be carried out once during a cycle of 2 years. Every attempt shall
however be made to carryout a biennial stock veri​fication of timber items.


Note: 2. List of certain valuable items will be prepared in consul​tation with 

the factory management and approved by the DGOF. These items will be verified at more fre​quent intervals.

Note: 3. S. V. Group should not give any advance intimation to the factory 
of particular item to be verified on any day/days. Verification will however, be carried out in the Presence of a representative of the factory. Management will also be responsible for proper identification of those items which may not be recognizable by the S. V. All labour and equipment needed for proper 
Note: 4. The Local Accounts Officer; in his official capacity will see that  
stock verification is carried out as laid down in standing orders.
Note: 5. At least 10% of the total, items of stores, stock will be verified by 
factories staff. Items selected should be those, which are costly per unit, those frequently received and issued and those saleable in, market and in general items which deserve greater vigilance, items which are checked by the D.G.O.F’s S.V. frequently more than once in a year should not be included in the items selected for factory's verification.
Result of stock verification will be recorded on S. V. Sheet Form No.IAFO-1395 and forwarded to the Accounts Officer for noting down the ledger balance. Discrepancies if any will be reconciled and adjusted by management as usual.
Note: 6. Stock verification of items held both in working stock and stork 
pile should be done simultaneously as far as practicable.
Note: 7. Accounts Officer may carry out surprise verification of stock at any 
time whenever considered necessary. Necessary facilities should by given by the factory for conducting such surprise, stock verification on request. Discrepancies will be reported by A.O. for adjustment/ reconciliation by management.
Note: 8. Ledger folios which contain entries more than 3 years and record 
NIL balance both in quantity and value continuously for three, years or more should be removed from current ledger volumes and filed separately for future reference. Corresponding Bin Card also should be removed. These folios and Bin Cards termed as ‘Non-effective’ folios should be reviewed jointly with the ledger sheets and Bin Cards older than ten years should be viewed as dead and destroyed unless reference to these old ledger sheets/Bin Cards is necessary for settling​ discrepancies, disputes etc., at the time of destruction. 


List of non-effective folios and, Bin Cards removed should be 
furnished to DGOFs S.V.V. group and A.O
Note: 9. If the same store is held in several different locations, a master bin 
card should be maintained in the main location giving reference to the other locations. Each minor location should have its own Bin card together with cross reference to the Master Bin Card.
23. A Loan Book is maintained by the factory to record loan transactions inward and outward which take place through nominal Vouchers. The Accounts Office will exercise a thorough audit check aver all such transac​tions.

24. Gate passes will be prepared for all stores going out of the factory and the gatekeeper and his staff will be responsible for ensuring that no stores go out of the factory which is not shown on such gate passes. These gate passes will not be for​ warded to the Account Office. The G.M. of the factory will carry out occasional surprise checks at the gate.

25. For accounting of Timber please see Appendix ‘F’.

26. In cases where ammunition is issued direct from manufacture for and expended in Wand when the cost of this proof ammunition is regarded as an inherent element in' the production costs, the ammunition will be consigned on Nominal Vouchers. The ammunition will be disposed of by the Inspectorates concerned in the normal manlier. The packing cases used for despatching wilt however, be brought on 'the Inspector's Books in. a regular manner by the Inspector alloting a regular delivery voucher number to the nominal voucher.

Chapter III

Accounting of Labour
27. The labour i.e., workmen employed in a factory may be divided into four classes:-

(1) 
Men on monthly rates of pay



(2)
Day workers i.e., (on daily rates of wages).


(3) 
Piece-workers i.e., men on piece-work, rates of wages, working 


individually or in gangs.

(4)
Learners (during war only).

Note:  The term ‘workmen’ is not synonymous with the term ‘Worker’ as used in the Factories Act. A ‘workman’ is not necessarily a worker, nor is a ‘worker’ necessarily a workman. All men paid out of the I.E., Grant are treated as workmen.

28. Booking of attendance in factories should be regulated as under:-
Admission-At the official opening hour of the factory men should be mustered in, or drop in their tickets, at the gate or in the Section according to the arrangements in force at each factory.

Departure-Men should leave their sections only after the whistle.

Exception.-In the case of the Ammunition Factory Kirkee, however, men working in building’s sited far from the main gates, due to employment in the danger  areas may leave their sections slightly in advance of the whistle but should not pass through the gate before the whistle.

Mustering of Labour (except in danger buildings)

Casualty reports should be prepared by the shops from the section Ticket Boards or Boxes.
The absentees noted therein must thereafter be verified after taking attendance by personal counting to ensure that they are in fact absent. If there is a discrepancy the casualty reports should be amended immediately to show the correct position regarding the total number of absentees as well as the ticket no of those who are actually absent.

29. (a) The Gate Office (or the Labour Bureau) will maintain a record of all workmen (IE) entering or leaving the Factory. It will also maintain service records for the workmen in Forms No. I.A.F.O., 1639 and 1640, except in the Ammunition Factory where for local convenience the records are maintained on local forms 74 and 75 under special sanction.


As regards others, the Superintendent will arrange for pro​per records to be maintained for administrative purposes -which will also be made available for audit purposes.


(b) In the case of day workers and piece-workers an Acquaintance Roll is written up daily at the Gate Office (or the Labour Bureau) from the workmen’s tickets and from overtime notes, gate passes, injury reports, etc.

(c) The rolls will be passed on daily to the Accounts Office for audit on the lines indicated below: ​-


(i)
The entries in the, Acquaintance Rolls made by the factory 
Management will be checked daily from the casualty reports, late memos, gate passes etc.


(ii)
The total attendance for the day as shown in Acquaintance Rolls 
for each shop or section and which' will be initialed by the clerk of the Labour Bureau/Gate Office, will be compared with the figures in the Abstract State​ment received from the Factory, showing the total num​ber of men present in each section.

Any discrepancies in the figures for daily attend​ance will be recorded in communication with Gate Office or the Labour Bureau on the same day before the Acquaintance Rolls are returned to Gate Section.

(iii)
The daily totals by sections in the Acquaintance Rolls will be recorded in the Accounts
Office
records under the Labour Section clerk’s initials. The latter should also initial these totals in the Acquaintance Rolls in token of having checked them with leave reports, etc.

(iv)
The cross totals against each individual (i.e., the total number of days for which a particular man was present as per Acquaintance Rolls) will be taken once a week by the Factory and the progressive totals of the weekly attendance as shown in the Acquittance Rolls by the factory will after cheek, be noted by the Accounts Office in their copy of the attendance records.


(v) 
The numbers of untaken discs will be noted down occasionally 
from the gate boards to see that the absentees are duly 
accounted for.

29. (d) The Superintendent/Officer-in-Charge, will carry out occasionally surprise checks on the attendance of workmen in various sections. These surprise checks will as far as practicable carried out once a month. The result of surprise checks shall he communicated to the Accounts Officer for any action that may be necessary.


30. Day and piece work records for the shops will be prepared by the Accounts Office in the prescribed forms. Separate records are to be maintained for individual piece-worker, for day worker employed on productive work and for gang workers. These records will show the rates of pay and the attendance of the workmen modified with reference to casualty reports received from the Gate Office or the Labour Bureau for Note.

31. (a) The Factory will issue Day work and Piece worker cards in the prescribed forms to workmen showing the work to be done either by an individual or by a gang.
Day work and piece​work Cards, may, if necessary, be returned to the Section Office here they may be held for safe custody and ready reference but must at all times be readily accessible to the workmen concerned. These cards will be checked by the shop with the Manu​facture Warrants.
Note. In the case of Day workers who are continuously employed on the 
same class of work no work cards are necessary but a list of Work Orders, on which they are employed, is furnished, by the sections concerned to the Accounts Office.

31. 
(b) “In the case of Piece workers, the number of articles or operations passed for payment will be entered in the card duly initialled by the employees specially authorised to inspect and pass the  work. The Workshops should enter stage wise rejections in the relevant manufacturing warrants indicating briefly the cause for rejections as well as reference of the relevant Inspection Notes, wherein the exact causes for rejections are to be indicated.” If only a portion of the work on a card has been presented for pay​ment at the end of a month, the balance will be brought forward on to a new card, necessary amendment being made on the records of cards maintained, on the Manufacture Warrant.


Rejection due to bad workmanship/bad material should be separately indicated on
inspection Notes/View Sheets, by the Inspecting staff. The section/or shop copy of Manufacture Warrant is also to be endorsed likewise.

Note: 1. In those factories in which, although inspection for final 
operations is invariably carried out by the Inspectorate staff, P.W. 
Cards for intermediate operations may be passed finally by the Factory 
Foreman or by the Assistant Foreman for payment purposes, In such 
cases also the inspector reserves the: right to carry out at any stage 
inspection-he considers desirable​.

In filling factories like Ammunition Factory, Kirkee Ordnance Factory, Khamaria„ the payments admitted on the basis of initial acceptance of ammunition  articles by the staff specially authorised to inspect and pass the work in anticipation of proof results for the articles completed during a month shall be treated as final.

Note: 2. Rapid costing depends absolutely upon the data on the Day and 
Piece-work .Cards being available to the Accounts Office at the 
shortest possible intervals. It is therefore important that the 
amount of work given out on a card should be restricted. Endeavour 
should be made to work on weekly basis and to avoid rush of work at 
the end of the month, which delays the preparation of the wages bills 
and compilation of cost.

31. (c) Belated payments for work done in previous months are ordinarily inadmissible. Cards will be issued to workmen when work is given out and these cards will be the basis on which wages will be paid. (If at the time of payment a workman discovers that he has not been paid for certain work he had done during the past month, he will at once report the matter and after investigation, any amount due will either be paid to him on a supplementary pay roll, or included in the wages for the following month. Beyond this no belated claims will be admitted unless supported by a written order of the Superintendent, recording the reasons for allowing the belated claim. (Para 86 OM Pt. VI)

32. (a) A schedule of Standard Wages will be maintained by each Factory showing the maxima, minima and periodical increments for each trade or grade. Changes to the schedule must be approved by the D.G.O.F or Govt. as may be laid down from time to time.

(b) Fixation of daily rates of I.E-The, daily rates of wages sanctioned by the Superintendent must be within the maxima and minima laid down for the trade concerned in the Schedule of standard wages. Normally speaking new men should be taken on the minimum rates prescribed in the schedule but the Superintendent has powers in exceptional cases to start a new workman on a higher rate (within the maximum) in consideration of the experience and skill of the individual concerned. He also has powers to upgrade or re-grade workmen within the schedule rates.

32. (c) P. W. RATES

Whenever a new piece work rate is fixed or an existing rate is revised by the Management, Accounts Officers will see in post audit whether the new or revised rate is financially equitable with reference to data such as the rate of pay of the skill required operation time, rest intervals and other allowances etc. which will be furnished by the Management. (See Para 108 O.M. Pt- VI)


Piece work Rates once fixed should not be altered unless there is a change in methods of manufacture or unless any other very special circumstances arise.


As P.W. rates once fixed are not normally subject to reduc​tion, it is particularly desirable that new or revised rates when determined should be fixed on a provisional basis for a limited period of say 2 months on established production in order to ascertain that they are really fair both to the Government and to the men before they are finally approved.


(d)
Non-Recurring Rates: -​

Ordinarily all types of rates are provided for in the standard estimates. But in exceptional cases after a job is taken up or put in operation some addition to labour rates and/or material (over and above the provisions in the standard, estimates) may be sanctioned through non-recurring rates forms for the purpose of covering some sundry job of a non-recurring nature required to bring the material to the correct size or shape or to rectify defective forgings on castings or for similar jobs of a non​-recurring nature. The use of such non-recurring rates should be restricted to the absolute minimum and can be resorted to only for special reasons to be recorded in writing for the scrutiny of the Accounts Officer in audit.

33. (a) The factory will pass on to the Accounts Office all the work cards for completed work at frequent intervals in a regular flow and without any delay.
These intervals will depend on local conditions and will be fixed by the Superintendent in consult on with the Accounts Officer.

(b) In the case of Peace-workers cards, the Accounts Office will post them in the Manufacture Warrant, but before doing so that office will see that the numbers presented for payment plus those paid for in the past as well as the rates fore operations are covered by the Manufacture Warrant. Any operation in excess of the number authorised on a warrant will not be paid for but will be referred back to the Foreman.

Note:
In certain exceptional cases a large number of operations other 
than 
those covered by the Manufacture warrant may have to be performed to obtain the number of passed article ordered to be manufactured on the warrant. In such cases the Account Office may admit provisional payment for the excess operations and the Accounts Office will watch that the necessary amendments are made to the   warrant by competent authority.

34. The Gate Office (or the Labour Bureau) will furnish the Account Office with a daily statement showing (1) the entertain​ment and discharge of artificers and labourers (2) alteration of rates of pay and (3) any other facts connected with workmen which may affect their earnings. A formal change statement confirming the daily reports from the Gate Office should reach the Accounts Office not later than the first working day of the month following that to which it relates. But in the case of men dis​charged during a month discharge memos should invariably be sent to the Accounts Office along with the Pay Sheet in which their wages are claimed. The payment in this case would be made before the expiry of second working day from the day on which the employment is terminated vide Section 5 (2) of the Payment of Wages Act.
In the case of gang piece-workers, payment is to be made at the time rate if the piece- work cards are not completed. [Pare 143 OM Pt-VI]
35. (a) Immediately on receipt the Day work and Piece​-work cards should be entered  in a simple register maintained for recording the batch totals in respect of receipt and despatch of cards. Before their despatch to the E. D.P. Section, the cards will be sorted with reference to Work Orders and Manufacture Warrant to which these cards pertain and posted in the Warrants. The cards after pricing, posting etc., should be sent accompanied by the prescribed proforma to the E.D.P section in convenient batches, the last batch reaching that section by the prescribed date. The E.D.P. Section will intimate the amounts to be paid to each Gang in the case of Gang Piece workers and each indivi​dual in the case of individual Piece workers. The total amount of profit or loss as ascertained from the wages sheets stated above will be entered in the work record of each Gang and distributed proportionately among the men with reference to' their time earnings. As regards Individual Piece-workers, the amounts intimated by the Hollerith Section will be entered against their names in the Accounts Office records.


Exception-In the case of the Cordite Factory Aruvankadu, or in those factories where no E.D.P machines have been installed wages sheets are prepared manually.

Note:
Profit or loss is the difference between the earnings at piece-work rates and time earnings i.e., the latter being the wages the men would have earned had they worked on daily rates of pay.

(b) The time worked and bonus earned, by each workman will be recorded and valued in the records of the Gang with which be is actually working. When a workman is transferred from one gang to another, the remark “To Gang No.” will be entered against his name in the records of the gang from which be is transferred and the words “From Gang No.” inserted after the entry of his number and name in the records of his new gang.
36. After close of a month, the Accounts Officer will enter in the Acquittance Roll the earnings of all Day and Piece​workers and send it on to the Cash Branch of the Factory for disbursement to the men of their earnings after deduction of fines etc. In the case of men who have worked with more than one gang during the month, the total earnings of each man will be collected in a special form from the various Work Records before being entered in the Acquittance Roll.


Dates will be fixed by the Superintendent in consultation with the Accounts Officer by which the Acquittance Rolls of the various shops or sections are to be sent to the Cash Branch. The Accounts Office will take all possible steps to forward the Rolls by due dates.
Note: The Acquittance Rolls will be passed for payment by Gazetted 
Accounts Officer but if the gazetted officer is not present the Senior 
Accountant will pass he Acquittance Rolls provisionally and the 
payment order will be countersigned by the Superintendent. The 
Accounts Officer will on return, pass the rolls finally.


In the case of a factory where an Accountant-in-charge is posted, he will pass the I.E. wages bills and the payment order will be countersigned by the Superintendent before payment is made. 

INCENTIVE BONUS TO ESSENTIAL MAINTENANCE WORKERS

36A. “Incentive bonus to essential maintenance workers employed in the maintenance of plant and services in the ordnance and Clothing Factories will be paid at the following rates:-​


(a)
For essential maintenance workers attached to Production 
Section at 50% of piece-work profit earned by the workers in the relevant production section

(b) 
For essential maintenance workers not attached to Production 
Section at 50% of the average piece-work profit earned by the piece-workers in the whole factory

These orders will not apply to any maintenance worker who is employed outside the factory. These orders will not also apply to any unskilled workman employed on maintenance work, whether attached to production section or otherwise.


General Manager will select a team of “Essential” workers to be employed on maintenance work attached to the production sections or non-production service sections. The names of such essential skilled/semi-skilled workers constituting team and the' Section in which to be employed/actually employed in a particular month for maintenance work will be notified in Part-II Factory Orders.”

37.  Wages of workmen will be paid out of advances obtained monthly from the C.A.F.A. The un-disbursed amount of the advances at the end of a month will be refunded into the treasury and the treasury receipt along with a Disbursement Certificate (IAFO-1929) will be entered by the Superintendent of the CAFA through the Accounts Officer. An agreement form of labour (IAF Fac-13) wherein will be entered gross earnings, amount actually paid, together with the supporting schedules and documents will be furnished with the Accounts Officer so as to reach him by the 10th of the second month following that to which the transactions pertain.


An absentee book is maintained in the Factory wherein all amounts remaining un-disbursed and also the subsequent payments are noted. This register is scrutinized by the Accounts Office. It will be seen that the un-disbursed wages of the previous months paid during the month as shown in the Disbursement Certificate agree with the details in the Absentee Book. The authorities competent to sanction the payments of arrear wages are given below: -
Period of arrear Wages



   Sanctioning Authority

Not exceeding 3 years




Superintendent

  “
  “
    6 years




D.G.O.F
Exceeding 
    6 years




Govt.of India
38. All fines realised from workmen under the rules laid down in Appendix “C” wills be recorded by the Superintendent in special registers prescribed by the Local Government. These registers will be audited monthly by the Accounts Office.


A Fine Fund Account will be opened by the Superin​tendent with the local branch of the State Bank of India or in a recognized bank, or where banking facilities do not exist, in a civil treasury in the manner indicated in Rule 500, RAI and the Fines realised will be credited thereto
39. A register is maintained by the A.O. in which the profit or loss of each gang for each month is recorded. Abnormal cases should be brought to the notice of the Superintendent.

Chapter 1V

Cost Accounting

40. To arrive at the cost of production of articles manufac​tured in the Ordnance and Clothing Factories and for the prepa​ration of the consolidated manufacturing Accounts of those factories a set of proforma Journal and Ledger called the Principal Ledger is maintained by the Accounts Officer attached to each Factory.
41. All charges direct and indirect in connection with the manufacture incurred during the year, are debited to the “Produc​tion
Account” through the various subsidiary heads and all receipts other than the value of articles manufactured are credited to this account and the value of semi-manufacture at the end of the year credited to it. The difference between the debit and credit sides of the production Account represents the actual cost of production
of articles
manufactured for the Army, other Defence Departments, Indian, Navy, Indian Air Forces, M.E.S., private bodies and firms and also includes the cost of the Stores manufactured for other factories and the cost of stores manufac​tured and brought on charge in the capital and store account of the factories.

42. The value of all issues or services rendered is credited in the Finished Stock Account and the value of finished cut un-issued products at the end of the year is also credited to it. The actual cost of production and the value of finished but un-issued products at the commencement of the year are debited to this account. The difference between the debit and credit sides of this account repre​sents profit or loss on the working of the factory and is exhibited as such in this account. 

43. All indirect charges are compiled under Overhead Expenses through the subsidiary heads of Accounts in the Princi​pal Ledger.
44. The indirect expenditure is divided into two classes Viz., (i) the fixed charges and (ii) the variable charges. The variable charges comprise items of expenditure which generally vary in sympathy with the load of the factories, though not necessary in direct proportion. The fixed charges are items of Overhead expenditure which do not mainly depend on the volume of manu​facture but generally remain constant irrespective of the load involved. The variable charges are divided into three classes (i) Power and Machineries (PM) (ii) non-productive charges (NP) and (iii) Store keeping charges or Store Indirect (SI) charges. Items of expenditure relating to the repair, maintenance and running of machinery of any shop comprise FM charges for the shop. While items of expenditure which are general in character and are incurred for the benefit of both machine and hand are levied as a percentage on the value of direct labour. These percentages are fixed periodically on the basis of the past actual with a view to absorbing as much as possible the actual charges, S.I. charges, which comprise all charges incurred in connection with the Custody and handling of Stores are also levied on percentage basis on the value of materials issued, on direct work orders. This percentage is also fixed periodically on the basis of past actual.


The fixed charges are levied under the “Stabilized-on-cost System.” Under this system the percentage for levy is calculated at the commencement of the year with reference to estimated amount of fixed charges and estimated direct labour at Datum Load which is 45 per cent of the War Load. The difference between the actual fixed charges and the amount charged off to production at the stabilized rate represents unabsorbed fixed charges or “War Insurance Cost.”

In the case of variable charges also which are levied at esti​mated percentages and not at actual, there is a difference at the end of the year between the amounts levied and the amounts leviable. If such differences exceed 5 percent of the actual charges they are adjusted by distributing the amounts amongst the various work orders (Other than those for Capital of own factory stock) in proportion to the value of direct labour. Diffe​rences to the extent of 5 per cent or below are not adjusted but are exhibited as over/under absorbed variable charges in the Production Account.

(See D.G.O.F. letter Dt. 30-8-78 for revised orders on the subject.)

Subject: Segregation of War Insurance Charges via-a-vis Levy of 
Fixed 
     Overhead Charges on Production
_____________________________________________________________

Copy of DGOF No. 78/P(c)/STR-EC/CMA-16 dt: 30-8-78. 
Ref: -
DGOF Circular No. 78/P(c) STR-EC/CMA dated 28-6-78:


In continuation of this office above circular the following detailed instructions are issued.

2. Estimates of Elements of Fixed Charges:-The total fixed charges work order wise for a year in respect. of each shop/section will first be estimated based on the actual fixed charges for the previous year, duly taking into account the known/foreseeable changes on account of increase or decrease in the incidence of fixed charges in the ensuing year. From this estimate, the under mentioned deductions as per Para 3 below will be made to arrive at the fixed charges to be levied.
3. Deductions.

3.1. War Insurance Charges

3.1.1. The number of posts of different categories of personnel (Staff and Officers) if any held over and above the requirement for the current level of production will be segregated.

3.1.2.
Other charges such as upkeep and routine mainte​nance of those plants add machinery installations, buildings/shops inside the Factory which are required to be utilized only in an emergency are to be similarly segregated.

Note:-While segregating the un-required capacity in a shop/ section the 
number of shifts utilized/proposed should be kept in view.
3.1.3
Similarly, if there is excess provision in the Fy. Estate, hospitals, schools etc. these may also be segregated.

3.1.4
All the elements of fixed charges chargeable for the extra No. of posts segregated in 3.1.1 will be assessed. This along with 3.1.2 and 3.1.3 will represent the war insurance charges. The un-required capacity as assessed above should then be conver​ted into current money value representing war, insurance charges for the year.

3.2. Other items to be kept out of production: Thereafter the charges required to be kept out of production under existing orders not covered under the above sub-para and not treated as war insurance charges should be segregated.
4. Fixation of leviable percentage of fixed charges:

4.1. On the basis of the quantities required to be manufactured as per the production programme for the year total, direct labour charges should be worked out with reference to the stand​ard estimates.

4.2. The leviable fixed charges in respect of service and non-​productive sections will be allocated to the production sections as at present based on the percentages of allocation fixed by the GM.

4.3. The chargeable fixed charges estimated for each production shop and share of services and non productive sections will form the basis for fixing the leviable charges.

4.4. The percentage which the chargeable fixed charges bear to the direct labour charges will be determined separately for each productive/semi- Productive sections for the year as a whole.​

5. The above exercise should be intimated sufficiently in advance of the commencement of the financial year so that the leviable percentage of fixed charges is available by the beginning of the new financial year.
The percentage should ordinarily be operative for a whole year.

6. At the end of the year the budgetted war insurance char​ges will be reviewed and revised where necessary, taking into account all increases/decreases in the incidence of fixed charges consequent on the: revision of pay and allowances, installations of additional facilities etc., during the year. The revised amounts of war insurance and charges required to be kept out of production as per existing orders should be shown as such in the accounts. The difference between chargeable fixed charges and actual levied amount should be shown as under/over absorbed fixed charges provided the same does not exceed Plus/Minus 5% of the charge​able amount. It exceeds (+) or (-) 5% the difference will be charged to production by relaying the difference over all the work orders in proportion to the value of direct labour.

_____________________________________________________________
Subject: 
Implementation of Recommendation of Abbayankar 

 
Committee on segregation of War Insurance Charges, vis-a-vis levy of fixed overhead charges on production.

____________________________________________________________

DGOF letter No. 78/P(c)/STR-EC/CMA-16 dated 28-6-78 forwarding G of LM of D Deptt of Def. Prodn. New Delhi letter dated 2-5-78.

The method of segregating war insurance charges as recommended by A.C. has been examined by the empowered committee set up by this ministry for taking decision thereon. It has been decided that new system as brought out in the succeeding paras should be adopted w.e.f., 1-4-78.

2.1. Before the commencement of a year the surplus in all the elements of fixed charges which are being maintained for war requirements and which are over and above what will actually be required for the year’s production programme should be identified with reference to installed capacity and the cost thereof assessed separately. War requirement/installed capacity is gene​rally computed as the maximum, capacity of the plant on the basis of 2 shifts of ten hours per day for 25 days per month in the case of batch operation plants and 3 shifts of 8 hours per day for 22 days per month in the case of continuous chemical process plants.

2.2. This cost should be treated as war insurance charges and deducted from the estimated fixed overhead charges of the Fy. for the year:

2.3. After segregating the cost of the surplus capacity not actually required for the current production programme and also the charges required to be kept out of production under existing orders the balance of the fixed overhead charges should be charge​able to the year production, by working of predetermined rates based on the estimated direct labour charges. This will ordinarily be operative for the whole year.

2.4
The pre-determined charges will, however be reviewed annually at the close of the year and under/over absorption beyond (+) or (-) (that is difference between the actual FOR leviable and the amounts levied) adjusted over the year’s production.

3. The orders contained in the late Finance Department (Military) No. 255-Accounts (5820-AT/D) DT. 9-2-1938 may be treated as modified to the above extract.

_____________________________________________________________

45. The Accounts Office will maintain a Cost Card for eves separate job on which expenditure is, incurred and in respect of which a Warrant or a S.W.O. Draft under a syllabus work order is issued.


The Syllabus of Work Orders is divided into two parts:-​

(i)  Part I (maintained by the C.A.F.A.) consisting of several sections as noted below:-
Work Order Serial


Nature of Expenditure


01



-
Indirect expenditure-Fixed charges.


02



-
Indirect-expenditure-Variable charges.


03



-
Process Material.


04



-
Capital Services.


05



-
Repairs and conversion.


06



-
Miscellaneous Services.


07



-
Drawings ands Prints.


08



-
Conversion of Timber.


09



-
Toots and Gauges.


10



-
Departmental Materials.


(ii) Part II (maintained by the Superintendent) for expenditure on outturn orders for the manufacture of various articles for issue to the Army and other Ordnance and Clothing Factories and for services rendered to non-military departments, Railways and other private firms and individuals.
Note.
Far indirect work orders only Mister Cost Cards and not Warrant Cost 
Cards will normally be maintained by A.O. except in the case of W.Os, in respect of which monetary limit has been fixed. The Warrants which will be issued in these cases may be numbered in consecutive order with a view to enabling the Accounts Office, to watch the cost against the warrants.

46. (a) The Cost Cards will be, pasted from (i) Abstracts of Labour, (ii) Abstracts of Materials, (iii) Abstracts of Transfer vouchers (including Allocation Sheets) and (iv) Abstract of over​head

Note: 1. Transfer vouchers are to be used only when absolutely essential and 
the necessary for their use must be proved and checked by the Accounts Officer in each case.

Note: 2. Allocation sheets are used only by the Accounts Office for   

allocating certain transactions. To enable him to do so, the office copies of pay bills, contingent bills etc, will be made available to him by the Superintendent.


(b) (i) These abstracts are generally prepared on E.D.P. machines from the original documents as detailed below :-


Labour Abstracts--From Day and Piece-work Cards and other connected documents.


Material Abstract from Demand and Return Notes

Transfer Voucher Abstract-From Transfer voucher prepared by the management or the Accounts Office and from Allocation Sheets.


(b) (ii) In the case of direct Work Orders additions for Indirect charges (not allocated to stores) will be made in the  Abstract of Labour as follows :​


(a) Shop charges​-


(i)
Power and Machinery and --- which will represent only


(ii) 
Non-Productive----the variable charges.


(b)
Fixed charges-Rates for fixed charges will be predeter​mined on a sectional basis in consultation with the Superintendent and under the instructions issued by the CDA from time to time. The rates for variable charges are, generally fixed quarterly in advance in consultation with the Superintendent; the aim being to absorb all Variable charges for the year in the cost of the year’s production. A close watch should be kept and revisions made to ensure this.

Note: 1. In Cordite Factory, Clothing 'Factory and Ord. P. Fy., Kanpur Shop 
Charges P.M.and N.P. are not levied separately but allocated to the different shops and a combined rate is worked out.

Note: 2. Except in the Cordite Factory; Shop charges and fixed charges are 
levied as a percentage on the direct labour. In the Cordite Factory, the charges are levied at man​ day rates, i.e., on the time worked by the men instead of on wages earned.
Note: 3.In the Ordnance Equipment Factory Kanpur, Depart​mental materials 
other than leather, for which a separate Abstract is prepared, are included in the Abstract of Transfer Vouchers.

Note: 4. Amounts on account of Leave Allowances, Deputation pay and 
sterling overseas pay paid in England as inti​mated by the High Commissioner for India and the India Office have to be added to the overheads of the factories. The amounts will on receipt from England be communicated by the CDA to the, Branch Accounts Offices. Similarly, figures on account of Central Administration and Central Accounts debitable to each factory will be worked out by the CDA at the end of each year: and intimated to the Branch A.Os for inclu​sion in the fixed charges. In the meantime an estimated amount should be taken into account.
Note: 5.The amount as Superannuation charges debitable to the Over heads 
of the factories during a year on account of pensionable establishments employed in the factories and in the Accounts Office attached thereto should also, be worked out separately by the Accounts Office and absorbed monthly. As regards the share of Superannu​ation charges relating to Central Administration Factories and Accounts an estimated amount based on past actual should be adopted subject to readjustments on receipt of actual figures from the CAFA at the end of the year.


The rates at which the superannuation charges are to be calculated for the various kinds of pensionable establishment employed in the factories and Accounts Offices are given below: ​-

--------------------------------------------------------------------------------------------

Categories of Officers and

Rates for Superannuation,


Subordinates



Charges 
--------------------------------------------------------------------------------------------

Military Officers:
1.
Commissioned Military

For each officer, monthly at the


Officers 



rates given in Schedule (a) (i) of A.I. 






(I) 51 of 1933, for contribu​tion 







towards superannuation charges.






The length of service of the officer, 






for this purpose should: be obtained 






from the Indian Army list.

2.
Departmental Officers and
For each person monthly at 1/6th


Warrant Officers of the
of 
monthly pay with reference to


I.U.L. and the I.M.D. and

schedule (b) and (c) of A.I. (1)


the British NCOs and men
No. 51 of 1933.

3.
Indian Officers with Junior

Ditto 

Commission, N.C.Qs. and


men

Civilian Officers:
4. 
Gazetted Officers of the 

For each officer monthly at


Ordnance and Clothing 

pond 18-3-7 3/5, i.e. Rs. 242-6-9 
Factories and Superior

at 1st 6d to the rupee. 

Service Officers of the Indian 

Def. Accounts Ser​vices of non


-Asiatic domicile.

5. 
Gazetted Officers of the 

For each officer monthly at 

Ordnance and Clothing 

Rs.176.17.


Factories and Indian Def. 

Accounts Service Officers of 

the Military Accounts Deptt. 

Asiatic domicile.

6. 
Deputy Assistant Control-
For each officer monthly
at


lers
of
Army
Factory
11-3/15 per cent of the maximum 
Accounts.



Monthly pay of the grade 







substantively held by him.

7. 
Non-gazetted personnel of
For each individual monthly at


the Ordnance and Clothing
9½ per cent of the maximum


Factories and of the

monthly pay of the grade subs​-

Military Accounts Depart-
tantively held by him.

8.
Class IV employees.

For each individual monthly at 6¼% 






of the maximum monthly pay of the 






grade.

9. 
Industrial Employees


(i) Whose maximum pay

For each individual monthly at 

in the grade does not 

6½% of the maximum monthly 
exceed Rs. 85/- per

pay of the grade.


month.


(ii) Others.



For each individual monthly at 
9½% 






of the maximum monthly pay of the 








grade.
_____________________________________________________________

46. (c) Abstracts of Material is prepared on E.D.P. machines from Material Demand Notes and Material Return Notes. In the case of direct work orders (and in the case of certain indirect expenditure work orders) indirect charges allocated to stores will be levied in the Abstracts on the value of the materials. The rate for the “store indirect” charges will be fixed by the Accounts Officer in consultation with the Superintendent as a percentage on the value of the net material drawn on Demand Notes on the basis of past actual and with reference to th6.estimated material to be turned over and the indirect expenditure to be incurred in the Store Section during the year. The rates are fixed in the same way as those for variable shop charges.

47. The cost
cards
will be totalled on completion of the work and cases in which the cost differs from the standard estimates by more than 10 percent either in total or under any element of direct cost will be reported to the Superintendent for information and remarks particularly as to whether the estimates require revision any other cost card required by the Superinten​dent will also be sent to him for information:

Note: 1. In order to enable the Accounts Officer to close the cost cards for 
completed warrants, the factory manage​ment will furnish to the account office by the 10th of each month a list of warrants completed during the preceding month. The Shop's copy of completed material and Manufacturing warrants will also be sent to the Accounts Office for security and record. 
Note: 2. The factory will also furnish to the Accounts Office by the 15th 
April of each year a list of warrants not com​pleted on the 31st March.
48. (a) At the end of the year actual stock will be taken by the factory of the unused material and part finished work FULL lists being made of all the articles found showing the stage of manufacture each has reached and the Extract and Work Order and Warrant against which the manufacture has been undertaken. The fists which will be prepared separately for each shop will be forwarded to, the Accounts Officer who will as far as practicable verify that the quantities of unused stock and part finished work agree with the quantities that should exist in accordance with the accounts records.

(b) The articles on the lists will then be valued by the Accounts Office in labour and material. Where they have been made in piece work and wages value given to each article will be the total of the piece, work rates of the operation which have been performed upon it. The value of any operations done by day work will be estimated. Necessary additions will be made to the wages (Piece-work and day work) on account of shop charges, Power and Machinery and Non-Productive and fixed charges. The value of materials will be worked out and Store Indirect' charges will be added to it.

Note:
When there
are no finished articles on a work-order the whole 
expenditure represents semi-manufacture, and the items in the list pertaining to such work orders need not be-valued in detail.
 

(c) The value of the semi-manufacture under each cost card obtained as indicated above will be credited in the cost card under direct wages, direct materials and indirect expenditure and the total value of semi-manufacture will be transferred
to a semi manufacture account.


(d) In opening the accounts of the following year the semi manufacture account will be credited with this -total, and the various cost cards charged with the several amounts under mate​rial, labour and indirect expenditure.
49. With, the adjustments mentioned in Rule-48 the cost card will show the expenditure on the articles of a particular description which have been completely manufactured in the Factory during the year from which the production cost per article can be determined.

50. In the case of certain articles for which process costs are required quarterly, half-yearly or annually, statements as required and on the lines to be settled between the Superintendent and the Accounts Officer will be prepared by the Accounts staff-and fur​nished to the Superintendent. In the case of yearly statements, it is essential that they should be furnished promptly after the close of the financial year.

51. The Accounts Office will prepare every month in consul​tation with the Superintendent, accounts of (1) Shop charges (a) Power and Machinery in IAF (Far.) 102-A and (b) non-productive in IAF (Far.) 102, (2) Power etc., cost
and (3) Foundry. A copy of the accounts will be furnished to the Superintendent. Copies of accounts item 2 will also be forwarded to the CAFA who will transmit them to the DGOF for note and return.

Note: The bills for power: etc. supplied to individuals etc. will be valued by the Accounts Office where recovery of the amounts will be watched:
52. The issues or the services rendered for the Army, Air Force, Navy and M.E.S. and stores manufacture on Capital Account of the same factory will also generally be valued at the actual cost of production while other issues will  be priced at P.V.S. or other prescribed rates;


A register called the I.D. Rate Book will be maintained in the A.O’s Office wherein the latest cost of manufacture of all articles of I.D. issues will be noted. In case relevant cards have not been finally closed the I.D. issues should be priced in the first instance at latest rates available in the I.D. Rate Book. Every effort should thereafter be made to prepare adjustment vouchers for the diffe​rence between the actual cost and be value at the I.D. Rate book: Difference to the extent for which adjustment vouchers cannot be prepared will be exhibited in the annual accounts as profit or loss as the case may be.

Stores manufactured for the store account of the same factory will be priced at estimated rates before actual cost is worked out. For the difference between the actual cost and at estimated rates, the procedure out-lined for I.D. issues will be adopted.

53. In all cases of manufacture to meet a payment order the Superintendent before accepting the order will obtain from the customer an undertaking for the Payment of charges leviable under the rules as determined by the Local Accounts Officer on completion of the work. When, however, a customer insists on an advance quotation of cost his request should be complied with as far as practicable but this will be regarded in the light of an estimate only and a similar undertaking obtained from him.

Note.
The conditions governing the assessment of charges for work done for 
other Government departments, etc., are` detailed in Para 230 SAI.


Immediately on completion of the work the cost card will be closed and Profit or Loss worked out and intimated to the Superintendent. In cases of loss, it should be treated as loss of public money and sanctioned by the competent financial authority. If however in actual manufacture the value of the stores (of the description provided for in the. estimates) issued is more than that provided for in the estimates, the transaction should be treated as one of un-avoidable loss in manufacturing operations and dealt with according to Chapter VI SAP.

54. The Accounts Office will furnish the Superintendent with such periodical statistics as maybe prescribed by DGOF with the concurrence of the C of A (Fys).
The instructions of the Director will be communicated promptly to the Accounts Office by the C of A (Fys) any other information asked for by the Superin​tendent which can be furnished without inconvenience will also be furnished by the Accounts Officer. In cases in which the Accounts Officer considers that the information asked by the Superintendent cannot be furnished without undue trouble and convenience in the matter will be referred for orders to the C of A (Fys) who will consult the DGOF, if necessary, and inform him of the deci​sion whenever a Superintendent’s request for information is refused and the reason therefore.


The Accounts Office will also furnish to the C of A (Fys) all periodical accounts and returns prescribed in connection with the Production Accounts to enable him to prepare the consolidated Manufacturing Accounts of the Ordnance and Clothing Factories.
Chapter V

Miscellaneous

55. Separate Block Registers for the Capital Assets Buildings, machinery, etc. are maintained by the Accounts Officers attached to each factory in which the items are shown separately with the values after allowing deduction for annual depreciation of depreciation of various classes of assets are laid down in 2G.I.M.D. (Deptt of Def. Production) letter No. 78/P(C)/STR​EC/CMA-9/7066/D (Prod.) dt 2nd August 1978. 
56. Each factory will maintain lists of all its capital assets. Separate lists will be maintained for the different shops and for the assets borne on the Block Registers of Buildings, Machinery, electrical installations etc. maintained by the Accounts Officer.


For accounting purposes the Capital assets in a factory are classified under three main heads: -

(i) Buildings (ii) Machinery and (iii) Other items

The items falling under (i) are (1) Industrial Buildings i.e., buildings within the factory walls whether used for production or for non-production purpose and any factory sections (except offices) outside factory walls and (2) Residential Buildings. Typical item under (ii) are Machinery, Steam Launch, Barges, Locomo​tive wagons and Engines, Station Wagons, Motor Lorries, weighing machines, Sewing machines, furnaces etc. Those under (iii) are Lands, Roads, Drains, Tramways, Railway Lines, Reservoirs, Chimneys, Water/Gas/Power supply, Leveling site, jetties, steel furniture and fittings etc.

All additions to or reductions of
 Capital assets (including transfers from one section to another) will be supported by vou​cher in the ‘B’ or ‘M’ Series as the case may be and a copy of vouchers will be furnished as
soon as the transactions take place to the Accounts Office who will make the necessary entries in the Block Register. In the case of M.E.S. Works, Statements will be received by the Accounts Officer periodically, from the Unit Accountant attached to the local GE’s office showing the expendi​ture incurred by the M.E.S for each
factory in detail for each building or asset. After verification
of these statements by the Superintendent of the factory in respect of description, identifica​tion No. etc. of the work concerned entries in respect of additions to capital assets, building
will
be made in the Block Register: 

The lists of Capital Assets maintained by the factory will be forwarded annually to the Accounts Officer for verification with the Block Registers maintained in his office.

57. The authorities competent to sign various documents are enumerated in Appendix “A”.
58. Inventory lists will be maintained by the Factory for all tools and shops plant (other than those mentioned in Rule 56) held by the shops, separate lists being prepared for each shop or section. These lists will be audited by the Accounts Office.

59. Deleted vide CDA (Fys) No. R 188 dated 18.4.66 regar​ding the stock verification.
60. The receipts-and charges of the factory Estate (SWO-​01/00188/00) will be audited by the Accounts Officer and a; report on the audit submitted to the CAFA.

61. The Accounts Office will prepare -monthly from the ledger maintained for the purpose a rent bills showing the amounts to be recovered on account of rent, rates, taxes, etc., from the-occupants of Government quarters (other than those in workmen's lines) and forward the rent bills in duplicate to the CAFA to enable him to make the recoveries from the pay bills.
A Copy, of the same will also be furnished to the Superintendent of the factory.

62. The Superintendent will arrange for the recovery of rent the occupants of workmen’s lines. In respect of Indus​trial Establishments the recovery of rent etc. will be affected by the Management by deduction in the Acquittance Rolls. In respect of the N.I.E. rent bills will be prepared by the management and adjusted through pay bills.
In respect of others not in the audit control of the C of A (Fys) such charges should be recovered in cash and T.Rs forwarded to the A.O for adjustment together with a statement showing the details of all recoveries.

63.
The Factory Defence Ledgers will be audited monthly by the Accounts staff.

64.
The Accounts staff will be associated with the Factory executive when auction sales are held.

65.
The concurrence of the Accounts Officer must be obtain​ed before the issue of any factory orders or instructions having financial or accounting aspect.

APPENDIX 'A'
_____________________________________________________________
Name of the document


Designation of the lowest officer 






competent to sign.

_____________________________________________________________
1.
Accident reports


Superintendent

2.
Applications for extract,

A.W.M.

3. 
‘A’ Statements


Superintendent  
4.
Acquittance Rolls


A.W.M. or G.O.

5.
Buildings and Machinery 
A.W.M. 

Vouchers

6.
Bills for payment


Management Officer,

7.
Credit Notes



A.W.M. or G.O. Stores (but not more 






than two officers whose signature 






should be registered by the Railways)

8.
Comparative Statement of 
Superintendent 


Tenders
9.
‘C’ Statement


Superintendent

10.
C.S. Vouchers


A.W.M.

11. 
Disbursement certificates

Superintendent

12.
Discharge memos


Any G.O. for men
under
12 







months service Superintendent for 






those with more.

13. 
Entertainment Sheets

A.W.M. or any G.O.

14. 
Estimates



W.M.

15: 
‘E’ Statements


Superintendent 
16. 
Extra remuneration for 

Superintendent 

fine work

17. 
Fine Work



W. M.

18.
Foundry and
 Forging 

AWM


Statements
19. 
Gate Passes



AWM
 for materials etc.,
Foreman or 






Head of Section for personnel (only in 





emergency can a store holder sign






with
subsequent countersignature by 





AWM 
20.
Inability sheet


AWM

21. 
Issue Vouchers


Store
Holders or other individual 






in-charge of stores
authorized by






the Superintendent or Gazetted 







Officers.

22. 
Injury Pay Sheet.


Superintendent

23.
Increment sheet 


Superintendent or other
W.M. 






concerned or any other gazetted 






officer authorised by the Supdt.

24. 
Loss Statements up to 

Superintendent 

Rs.400/​

25. 
Leave to Apprentices

AWM

26. 
Leave to Workmen

Foremen or 1/c Sec. Labour Bureau

27. 
Material Inward Slip

Store Holder 
28. 
Mobilization Inventory 

W.M.​

Stock 
29. 
Nominal vouchers 


A.W.M. 
30. 
Non-recurring Rate forms 
A.W.M.

31. 
Over time Notes


1.
Superintendent,







2.
Other Gazetted and commi​-







ssioned officers not below the 







rank of A.WM when powers








are delegated to those officers 







by the Supdt.

32. 
‘P’ Vouchers
 

Store Holders or other indivi​duals 






In-charge of stores authori​sed by the 






Supdt or gazetted officers
33. 
Power cost, steam and gas 
AWM 

Staff
34. 
Part-II Orders


Superintendent

35. 
Replacement orders

AWM

36. 
Resignations


Superintendent

37. 
Receipt vouchers


Store holders or other individuals







I/c of stores authorised by the Supdt 






or gazetted officers.

38. 
Rate forms



1.
Superintendents






2. 
Other gazetted and commis​-







sioned officers not below the 







rank of an AWM, when powers 






are delegated to those officers 







by the Supdt
39. 
SWO Drafts



Supdt. (except as provided for in Para 






4 of the instructions in SWO Part I)

40. 
Supply Orders


Superintendent

41. 
Sale Accounts.


AWM Stores (or Orderly Officer in 






the absence of an AWM Sto​res, M & 






S Fy Ishapore only)

42. 
Semi statements


AWM

43. 
Stock verification reports

Superintendent

44. 
Transfers from D.W.to 

1. 
Superintendent


P.W. and vice versa

2.
Other Gazetted and commis​-







sioned Officers not below the 







rank of an AWM when powers 







are delegated to those officers 







by the Superintendent.

45. 
Transfer Vouchers


AWM

46. 
Transfer Memos*


Management Office,

47. 
Warrants (Manufacture

Officers I/c Estimate Office. 

and materials.) 

*(Item 17) The names of the authorities who can inflict fines and rules thereof are embodied in Appendix –‘F’
NOTE: -

(i)
 G.O. means any Gazetted or Commissioned officer. 

(ii)
 Foreman or Head of Section means the De factor head at the

time document is signed.


(iii)
Management Officer, means a gazetted officer, of the Fy. 
(iv) 
A non-gazetted officer officiating as an A WM or carrying on the duties of an AWM with a charge allowance will be competent to sign all documents which an AWM cosign.


(v)
The Superintendent or any other commissioned or gazet​ted 
Officer may authorise the Store Holders or other individuals in-charge of stores section to sign vouchers for him on his behalf vide paragraph 72 of Financial Regulations for the Army in India, Part-II. It should however be seen that the same individual i.e. not below the rank of an Asstt. Store Holder is not authorised to deal with the ‘receipt’ (from outside sources) and ‘Issues’ of stores whether to Shops or outside the factory.


(vi)
In order to reduce the No. of signature the following procedure 
may be adopted


(a)
When a Warrant for a section runs into several pages 
each page thereof need not be signed. Passage may be serially numbered and the first or last page only need be signed.

(b)
When a job has to pass through different sections and all the copies of such warrants may be signed by; “carbon process”.

(c) 
Signing of documents by any other officers for Superinten​dent:


On the strict understanding that the sole responsibility rests on him the Superintendent who is required to sign documents specified in this Annexure may authorize a subordinate officer to sign the relevant document on his behalf provided that the name of the officer who is authorised to sign is communicated to the accounts officer concerned.


In cases where transfer memos (O. F-1892) are used for trans​ferring men to idle time they should be signed by the Superinten​dent.
But where such transfers are promulgated through Factory Orders signed by the Supdt, Transfer memos prepared on the authority of such Factory Orders may be signed by the Foreman or Head of Section.


Material and Manufacture Warrants which are covered by manufacture orders, standard estimates and revision forms may be signed by the foreman or other subordinates in-charge of the Estimate Office.
Warrants for tools & gauges etc., manufactured for rifles and guns which are not supported by manufacture orders or SWO Drafts will be signed by the AWM.

_____________________________________________________________

APPENDIX 'B'

_____________________________________________________________

1.
Acquittance Roll (Muster

Is the document on which the


Roll) 1AFO 1367-A

daily attendance of individual 







workmen is recorded and their 







total monthly Earnings worked out.

2.
Bin Card



The document on which receipts 






issues and balances of stores are 






recorded in the factory godown. 
3.
Block Register.


A register maintained by the Accounts 





Office in which all capital assets such 






as machinery, buildings etc., 







installation etc, are recorded.

4.
CIVs (Certified Issue Vou- 
Are used for store adjustment


chers in IAFZ-2096)

when actual
stocks are less than book 






balances. These vouchers have to be 






regularized. 
5.
Comparative Statement of 
A statement, showing the rates

Tenders IAFZ-2125

quoted by various contractors for the 






supply of stores with a view to 







enabling the purchasing office to






select the most suitable quo​tations.

6.
CRVs (Certified Receipt

Used for stores adjustment when


Vouchers)



Vouchers in IAFZ-2096)
actual
stocks 





are more than the book balances. 






These vouchers have to be explained.

7.
Danger level
 


Denotes the quantitative
limit below 






which stock must not be allowed to 






fall. When Stock reaches this level 






it is immediately necessary to take 






suitable pro​vision action.

8. 
Day Work Card


Is the record
of the jobs done and time 





taken thereon by men on daily rates of 





wages
9.
Demand Note (IAFO-1926) 
Is the document on which mate​rials
9A. 
Departmental Advice Note 
are requisitioned by the shops in the
(See under Inspection Note)
factories from the 
Stores. Only one item of material can be demanded on one demand note.

10. 
Disbursement Certificate

The document wherein the total 






amount of advance paid, amount







disbursed to the IEs, the balance 






refunded to the treasury and 







recoveries made from the lEs on 






account of rent, fines etc. are noted.

11. 
Discharge Memos


Documents showing the date of 






discharge of workmen under the 






orders of the competent authority.

12. 
Except System


Is the system under which com​ponents 





of an article are manu​factured on 






separate work orders provided for 






them in the syllabus.
13. 
Expense Vouchers


Are used to write of petty expenditure

​ (IAEZ-2096)
(under the authority) such [See para 234 O.M. Pt. VI] as to charge off minor losses etc., from the ledgers for which no formal loss etc, statement is necessary:

14.
Extract



Is an order issued by the DGOF for 






the manufacture, of stores or 







performance of services in fac​tories.
15. 
Extra Temporary Artificers 
Means an employee who works 

since re-designated as I.E.
either for daily rates of pay or by 
from 1.8.49.



Piece-work the basic terms of his 






employment being No works no pay. 






In certain exceptional cases monthly 






rates of pay may be given to these 






men who are also referred to as 







‘workmen’.
16. 
Garniture List.


See Standard Estimate.

17. 
Gate Pass (IAFD-1932)

Is an authy for an employee to leave 






the factory during working hours and 






also for the Gate-Keeper
to pass 






Stores out of the factory.

18. 
Inability Sheet 


Is a document on which the Store 






holder reports his inability to supply a 





store when the Stock has
gone below






a fixed limit so that arrangements 






may be made for replenishment. It 






shows stock
in hand, due aver​age 






consumption, liabilities in sight and 






requirement
to meet liabilities.

19.
Inspection Note


The voucher which is used for


(IAFO 1-937) or Depart-

articles manufactured in a factory​


mental Advice Note

fort stock. In the Ammuni​tion 







Factory Kirkee and Leather Factories 






this is usually called an ‘O’ vouchers.






In other factories this is called a ‘CS’






voucher.

20. 
Loan Book



A register to record loan transactions 






Inward and Outward which take place 





through Nominal vou​chers and to 






watch return of sto​res issued on such 






vouchers.

21. 
Issue Vouchers (IAFZ-2096) 
Vouchers on which the stores are 






issued out side factory either from 






stock or production of the factories.

22. 
Manufacture Warrants

The Supdt. authority to the shops


(IAFO 1925)


to undertake work placed on the 






factory. It is Work Order sheet in 






Clothing Factories.
23.
Material In-ward Slip in

A descriptive statement prepared


(IAF Fac-1888)


in the factory on receipt of stores, 






showing full particulars of the stores 






received and the results of their 







examination by the inspect​ing 







authority
24. 
Material Warrant 


A document indicating on the


(IAFO-1894) 


basis of the standard estimate the 






quantity of material required for a 






job on the authy of which 







manufacturing shops demand the 






materials required. It is termed a work 





order sheet in Ordnance Clothing 






Factories.

25. 
Nominal Vouchers 

Vouchers through which nominal
(IAFZ-2096)

transactions as distinct from regular 





store or production transac​tions are 

made. Stores are neither brought on charge nor struck off the ledger through the 
medium of this voucher.

26. 
Non-productive charges 

Represent the entire variable over​

(N.P.) IAF [Fac] 102

head charges except PM and SI 







charges acid are usually absorbed on 






the basis of total direct labour (hand 






and machine) expended on a job.

27. 
Ordering Level


The stock level at which provision 






action for replenishment should be 






taken so that taking into account the 






source of supply, transit time, etc. the 






stock is recouped and is available for 






use when required (see definition 8 of 






danger level)
28. 
Overtime Note


An order authorizing employees to 
work overtime.

29.
Packing Account. 


Is a document showing the quantity of 





store consigned, and other details and 






is usually received along with







consignments from overseas.
30. 
Piece Work Card (IAFO

A document used for recording 


1889 and 1989-A)


the operations to be carried out and 






the results or work done by the piece 






workers at a stated fixed price for 






each unit comp​leted.
31. 
Principal ledger (Inserted

The ledger
maintained
outside 


by CS No. 13/5)


the financial account by the res​pective 





Accounts Officers for the purpose of 






preparation of the Consolidated 






Manufacture Ac​count and arriving at 






the cost of production of articles 






manufactured in the Factories

32.
Except Voucher 


Voucher, through which the sto​res

(IAFZ) 2096)


are received from outside are 







brought on ledger charge.

33.
Red Demand Notes

Are documents (used in Fys wor​king

(IAFO-1895)


on the except system) on which 






components are manufac​tured in a 






factory and drawn from the initial 






manufacturing shops for purposes of 






assembly. The characteristic red 






colour is used for facility of 







Segregation from the ordinary demand 





notes. 

34.
Red Return Notes 


Are documents on which Surplus

(IAFO-1927)
components drawn on Red Demand Notes are returned to the 
Component Store.

35. 
Replacement Warrants.

Warrants on the authy of which work 






to cover the manufacture of articles 






found defective in the course of 






manufacture is under taken.

36. 
Return Notes 


The document on which Surplus


(IAFO-1927 


a materials or scrap in shops are 






returned to stores.
Only one item of 






material can be returned on one return






note.

37. 
Sale Account in


An account showing details of all sale 

(IAFA 58) 



made by the factory and 
recovery






effected therefore.

38. 
Schedule of Standard

The schedule showing by trades, 
wages




rates sanctioned for each parti​cular 






factory. This serves as a guide to the 






management in fixing the rates of 






wages for newly recruited employees.

39. 
Semi (finished). 


A list showing the finished items 

(Fac)-53



of manufacturing which have passed 






inspection but could not be despatched 





by the factory on the 31st March.

40. 
Semi (unfinished) or work
A list showing the items of work 
in progress 
(IAFO-1906) 
in an unfinished stage available 
in the 






shops on 31st March.

41.
Standard estimates IAFO 
Contain
the
list
of standard


1381 or 1940 Inner and

quantities of material and
the 



Outer




approved labour charges authorized 






for the manufacture of a single unit or 





of units of a pro​duct. In certain Ord. 






Fys. These are called as ‘Rate Form’ 






and in Clothing Fys., ‘Garniture List.’
42. 
Store Indirect Charges  

Represent expenditure incurred 







whether in the Store or ether section 






in connection with the care and 







custody of stock. These charges No 






part of job total indirect charges of a 






factory.

43. 
Store Ledger


This
is the
orthodox store 







accounting document generally in 






loose leaf form in which the Accounts






Officer both in quantity, and in value  
all transactions affecting 
factory stock.

44. 
Supplementary 


An order issued-by the Superintendent
​Work Order
(Gazetted Officer) for the execution of petty casual work or for internal factory services: which do not require the sanction of the DGOF. 
45. 
Syllabus of Work Order

A catalogue of W.O. common to all
Part-I


factories consisting of direct capital 


process orders, etc., other than regular 
Out turn orders which are included in Part.-I syllabus
46. 
Syllabus of Work Order

Is a
code or a catalogue of a Part-II






Factory’s out turn
work
orders. Each 
work order is assigned a serial No. for identification and accounting purposes  and the series usually arranged either  in alphabetical or PVS Order. As far as practicable the description of the 







W.O. should conform to the official 






nomenclature of the job at its finished 






stage.

47. 
Transfer Memos 


Are used for transferring men to idle 






time etc. and from one shop to another
48.
Transfer vouchers 


Are prepared for transfer of ex​-


(IAFO-19107)


penditure (material, labour or 
Overhead) from one work order or 

warrant to another
49.
Work Order



Is the numerical code No. assig​ned






to each kind of expenditure 







incurred or work undertaken in a 






factory.

50.
Warrant



Constitutes the authority of the factory 





management to the Shops concerned 






for putting the work in hand
51. 
Work Order Sheets

Are combined manufacture and 






material warrants used in Cloth​ing 






Factories.
--------------------------------------------------------------------------------------------
APPENDIX: 'D'

 Further instructions regarding Stock taking

A. procedure:--
Result of Stock verification will be recorded: ​ -
(1)  
For stock pile items in stocktaking sheets. IAFO-1395 as below: 
(a)
In the appropriate columns of the above form stock verifiers 
will enter the date, serial No., Nomenclature, LF No., Store accounting unit, Bin-Card Balance on date of verification, balance found on physical check and date of last verification. Each sheet will be signed by the stock verifier and the associated factory representative.

(b)
IAFO-1395 will be prepared in triplicate, for distribution as under: ​



(i.)
Original to factory.



(ii)
Duplicate to Accounts Office


(iii)
Triplicate retained as Office copy in the S/V Group
(c)
The following certificate (as by factory) will be endorsed on each S.V. Sheet.


“I certify that all the stocks or godowns pertaining to the item or items 
mentioned in the stock taking sheet have been shown to the stock verifier.”
(d)
In the next line below the last entry in the ‘balance’ column of the Bin Card, the stock verifier will enter in red ink the balance found on physical verification and the word 'Verified'. This entry will be signed and dated
by him on the day of stock taking.

Note:
The figures will be
entered as above, even if agreeing with the balance already shown on the Bin-Card.


(e)
On each Store ledger folio the stock verifier will enter the date 
of latest verification in the place provided and initial the entry.


(f)
After completion by the stock verifier, the original and 
duplicate copies of IAFO-1395 will be handed over to the Accounts Office under signature and date in a forwarding book to be main​tained specifically for this purpose:


(g)  
The A.O after allowing the documents outstanding and 
comparison with Bin Cards if necessary will enter the ledger balance on both the copies of the S. V Sheets and pass on the factory copy.


(h)
If a discrepancy remains the Fy. authorities will with reference 
to their copy of IAFO-1395 initiate action for early preparation of a Discrepancy Report, as required under existing orders to maintain the desired parity between store ledger balance and physical stock.

(2)
For items borne on Inventory Register.
The stock verifier will; enter in ink against each item the actual quantity found on verification. Each sheet of the Register will bear initials with dates of the stock verifier, and the number of items checked. On the final sheet of the Register will clearly be entered, the total number of items checked.

(3)
For items borne on Machinery, buildings & Electric installation 
Register.

On each sheet of the A.O’s Block Register the stock verifier will enter in ink at the foot of the sheet the registered Nos. of Machines/Buildings/Electric installations verified, signing and dating the entry.

(4) 
For items borne on Medical Stores Register.

In the next line below the last Entry in the balance column of each of items in the Register; the stock verifier will enter in red ink the balance found on physical verification and the word veri​fied. The entries will be signed and dated by him on the, day of stock taking.


(5) 
For items borne, on Deposit stock Ledger

Endorsement regarding stock verification will be made both on the un-priced ledger and Bin-Cards.

(a)
A stock book or Tally sheet will be maintained for each stock showing a record of building up as well as retail issue.
(b) 
Departmental stock taking will be carried out on the complete issue of a stack and discrepancies will be adjusted by means of a regular 'S' voucher. The stock taking by the DGOF’s Stock verifier will be carried out separately at least once a year.
(6)
Stock taking of coal in Fys where no Railway wagon weigh-bridge is available.

(a)
At the time of off-loading into a bin, the volume of Coal so off loaded will be calculated by a member of the Fy staff in the presence of the stock-verifier and entered by Carbon process into a separate record in duplicate for bin concerned along with the weight as invoiced. The entries will be attested and a copy of the record retained by both the factory and the stock verifier. This record will be in addition to the godown keepers tally sheets which will show receipts as invoiced and issues by actual weighment.

(b)
Issues will be made by weighment from one bin only until it is exhausted:

(c)
Stock verification will be carried out when each bin is about to be exhausted or when the quantity of Coal remaining is small enough to be weighed without inconvenience.

(d)
The stock verifier will at the time of verification satisfy himself that the volume of coal in the other bins is the same as recorded in the special records referred to in para (a) above and there is no difference in the volumes. He will assume that the weight of coal to those bins is as recorded in the special record on the tally sheet. The difference between the invoiced weight and actual weight issued will be-adjusted immediately. 
(7)
Stock taking of soda Nitrate, Brimstone, Acetate of lime, Carbonized Coconut shell and Cotton waste at Cordite Fy Aruvankandu
(a) 
Receipt will be weighed in the presence of the stock verifier and stock verifier and stocked in lots of convenient size.
(b) 
A tally Sheer will be maintained for each lot of showing details of receipts and issues and weight and number of bags or bales.

(c)
Any system of marketing, complete lots that may be partical should be adopted. 
(d)
A lot will not ordinarily be disturbed and restocked in a 

manner different from that in which it was originally stacked. If it should be necessary to do this the bags or bales should be counted again in the presence of the stock verifier.
(e)
A certificate as to the correctness of the quantity in each completed lot will be furnished to the stock verifier when required.

(f) 
Departmental stock taking will be carried out on the complete issue of each lot and discrepancies will be adjusted by means of regular ‘S’ voucher. The stock taking by the DGOF’s verifier will be carried out separately as usual.

(g)
At the time of stock taking the DGOFs stock verifier will satisfy himself that the number of bags/bales stacked in all lots in godown are in order and tally with that recorded by him when the lots were formed.

Note: 1.
A standard memo will be utilized to communicate any discrepancies to the factory in respect of items other than stock and stock pile.  This memo will be signed by the stock verifier as well as the associated factory Section/Officer.  The memo will be handed over to the factory and Account Office under signature and date in a forwarding book maintained specially for this purpose.  Prompt action should be taken by the Factories for reconciliation; regularization of discrepancies, if any.

Note: 2.
All amendments to original entries will be made neatly and attested with initials and dates.

B-Method of verification
1.
Verification will be carried out by actual counting, weighment or measurement except where other methods to determine accurately the quantities in stock have already been adopted or may hereafter be approved with the prior approval of the D.G.O.F. and the C of A (Fys).

Note: 1.
List will be maintained of items which are not actually counted, 
Weighed or measured, with conversion factors.

Note: 2.
Uniform unopened packages: When verifying stores contained 
in uniform unopened packages, at least 50% of the packages will be opened at random and examined.  After this examination, the contents of one package will be counted, weighed or measured and the contents of the remaining packages accepted in accordance with package marking.
Note: 
Ammunition stores contained in intact cases, bearing station Labels will be accepted as correct in accordance with package marking.

3.
Loose Bulk items.

(a)
Loose bulk items such as coal, coke, timber etc. are required to be stored in bin-stocks of convenient size with marking to facilitate measurement by cubical content.

(b)     The stock-verifier will be informed of all new receipts

which will be weighed/measured and stocked apart from the old stock, in such a manner that he can take measurement to guide him on future stock verification occasions.  Precautions should be taken by the factory to ensure that issues are not made from stock in the course of being built up and completed stocks should be suitably marked for the same purpose.

(c)     Stock taking will be continuous i.e., as each stock or Bin

is used up.
(d)    When verifying stock, the stock verifier will satisfy  

himself that the other stocks are in order and tally with the details recorded when the stocks were formed.

Note. The stock of timber at GCF will e verified departmentally

by stacks i.e., each stack will be checked with its own 
stack Register and all deficiencies and surpluses adjusted 

in respect of that stack register irrespective of the total

stack held in the Factory of that particular class of timber.

4.
Stock-taking of Coal at MS Fy., Ishapore and OFy., Kanpur.

(a) Coal will be weighed in on receipt and stacked in units of 
 500 metric tons.

(b) Completed stacks will be suitably marked with white wash 
bands and a certificate as to the correctness of quantity in each 
stack will be furnished to the stock verifier when required.

5.
As few stacks as possible will be broken at one time.

(a)Stock taking of Textile materials (a) A test check not 
exceeding 5% of the stock should first be conducted and the 
contents of the remaining packages accepted in accordance with 
packages marking
(b)If, as a result of the first test check there is any wide 
variation, a second test check not exceeding 5% of the stock 
from a different lot should be conducted.

(c) If the second test check reveals wide variations, a third test 
check of 5% should be conducted from another lot.
(d) If wide variations are observed in all these test checks, the 
matter should be reported to the G.M./Officer Incharge for

necessary action.

APPENDIX ‘E’

Maintenance of combined Priced Store cum Provision Ledger by means of Remington Accounting Machine
1. The ledgers will be maintained in the Provisions Section of the Factory to facilitate reference thereto by the Management.  The posting of ‘Dues’ and ‘Liabilities’ will be carried out manually by the staff of the Provision Section, but posting of the quantity and value for actual receipts, issue and balance will be done on the Remington Accounting Machine, by the Accounts staff specially trained for this purpose .  The Accounts ledger group will sit in the Provision Section of the factory and will be under the direct charge of the Senior Superintendent of the Material Section of the A.O’s office.
2. All the ledger sheets in use will bear the initials of the Senior Superintendent of ‘M’ Section of the A.O’s office, and of the Foreman or Assistant Foreman or Chargeman in charge of ‘Provision Section’ in order to prevent substitution.

3. Arrangement should be made in collaboration with the management to obtain all Receipt and Issue Vouchers, Demand and Return notes on a day-to-day basis.

4. Two Registers will be maintained by the ‘Remington Feeding Clerk’ one of recording the ledger and folio numbers of items that have reached the ‘Danger level’ and the other for ‘ordering levels’ wherein a note will be kept by him for an item or items the quantitative balances of which after any transaction equals or gets lower than the Danger level’ or the ‘Ordering level’.  These Registers should be sent to the Provision Section daily for taking appropriate provision action, and the initials of a junior Supervisory Officer of the Provision Section should be taken in the Register.


Whenever an unorthodox balances as to quantity is detected, the Remington Feeding clerk will at once issue a proforma as under :- There is an unorthodox balance in……….ledger folio No…….on…….date………….immediate investigation and action is necessary.

Accounts Clerk

--------------------------------------------------------------------------------------------
APPENDIX 'F'

ACCOUNTING OF TIMBER
(See pare 26)

l. Procedure: The following procedure will be followed in calculating the cubic Volume of a quantity of timber: ​


(I) Sleepers and Planks:-The total running feet of Back size in each issue or receipt will be multiplied by the width and thickness all three dimensions being expressed exactly as feet and fractious of a foot the resulting volume will be expressed as cubic feet correct to two decimal places of a cubic foot and accounted for accordingly in the stock record.


(II)  Logs: - In measuring logs the cubic volume will be ascertained by means of the following formula, the result being expressed cubic feet correct to two decimal places: ​-

C=LXG²


Where C=Cubic Volume in cft, L=Length in ft G=One forth mean girth in ft (after giving effect of the adjustments mentioned below)

In measuring the girth anything half inch and below will be ignored and anything above half inch rounded off to the next inch above: In measuring length, fractions of a foot must be multiples of 3 inches and taken to the lowest quarter foot for calculations.


(III)  General:-In the course of calculations if the third place of decimal is 6 or over the second place of decimal will be raised by one. Similarly if the third place is 5 or under the second place will remain unchanged in no case will the calculated figure run into more than two decimal places. Approximations due to working to two decimal places only must not be multiplied up in the course of volumetric or other calculations so as to cause large differences from the correct amounts concerned.


2. Payments: (i) Trade system of calculations:-​

(a) 
Payments will be made on the basis of trade system, the fact being noted on the vouchers concerned, and calculations by both systems being shown on the vouchers.

(b) 
In the trade method of calculations volume is expressed as cubic feet ‘inches’   and
‘parts’. The trade ‘inch’ of volume 1/12th of cubic feet, i.e. 144 inches. The trade part 8/4th of cubic feet, i.e. 12 cubic inches, 01 of cubic feet 17.28 cubic inches or approximately 1½ ‘parts’.


(ii) Entries in documents:-Trade calculations will be entered in the ‘accepted’ and ‘rejected’ columns of the Inspection Note (I.A.F.O-1417) as necessary and the note will be enfaced brought to account as under. No loss statement will be necessary for discrepancies due to different methods of calculations provided the trade methods of calculations are more exact arithmetically than the army method prescribed above. 
APPENDIX 'G'

(Referred to in para 38 and footnote on page 34)
RULES TOR INFLICTION OF FINES IN THE ORDNANCE AND CLOTHING FACTORIES AND THE INSPECTORATES OF ARMAMENTS
1. All persons employed on the temporary and extra tempo​rary establishments, with the exception of children below 15 years of age whether monthly/daily paid or piece workers are liable to fines under the Payments of Wages Act and in the manner laid down in the Act.

2. The incumbents of the following appointment are empowered to impose fines on persons employed under them: - (1) G.M: or Inspector of Armaments (2) Works Manager or Assistant Inspector of Armaments (3) Assistant Works Managers (4) Principal Foreman, Foreman, Chief Examiners, Exami​ner-or an Assistant in-charge of a Section of a factory or an Inspectorate of Armaments.
3. Fines may be inflicted for the following acts, and omissions on the part of a person liable to fine with the previous approval of the Provincial Government or of the prescribed authority after giving him an opportunity for explanation:-


(1)  Breach of Fy Rules 
(2) Drunkenness, sleeping on duty, idling or loitering about  
(3) Negligence, disobedience of expressed orders relating to discharge 
of legitimate duties, malingering and deliberate delaying of production.


(4) Riotous conduct or any likely to cause disturbance of peace.


(5) Losing identification ticket or not producing it when demanded
  
(6) Smoking in unauthorized places interference with safety devices or 
failure to observe safety instructions

(7) Willful damages to work in process or to property belong​ing to 
Government:

(8) Distribution or exhibiting inside factory areas by hand bills, pamphlets, posters, etc., without previous permission,


(9) Any conduct prejudicial to the health, hygienic morals and safety of other employees in the factory.

Note: l. The above list lays down basic principles of general applicability 

and may be added to as necessary by the executive .heads of the establishments concerned with the prior approval of the Provincial Government or of the prescribed authority under the Payment of Wages Act
Note: 2. A notice specifying the acts and omissions should be displayed in 
English and in the language of majority of persons employed at the Main entrance and other; pro​minent places of the Factory.

4. Fines (a) shall not in total exceed half an anna in the rupee of wages earned in the wage-period.


(b) Shall not be recovered by installments, or later than sixty days of the dates of imposition; and (c) Shall be recorded in a register prescribed for the purpose.

5. Late comers: All late-corners will be admitted one hour after the opening time and mustered one hour short for that day.

6. Deductions, other than fines, made in accordance with the Payment of Wages Act, should not be entered in the Register of Fines.

7. Fines may be remitted, or increased up to the limitation of Rule 4 (a) above, at the discretion of Superintendent or the Inspector of Armaments.

8. The Fine Register is to be laid before the Superintendent or the Inspector of Armaments at the end of each month for his approval.


Objects on which the Proceeds of Fines may be utilised as are under: - ​

These will be laid down by the Superintendent of Factories and Inspectors of Armaments with the approval of Chief Inspec​tor of Factories concerned.

The proceeds will be applied only to such objects and purposes as are approved by a prescribed authority.
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