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PREFACE

This manual contains instructions and procedure for the conduct and disposal of the work dealt with in the various sections of the Organisation of Office of the Chief Controller of Accounts (Factories) and in the Accounts Office attached to Factories.

2. This manual is a departmental publication. This instruction contained therein are supplementary to the rules in the Civil and Defence Audit and Account Codes, Civil Service Regulations, Pay and Allowances Regulations, Pension and Financial Regulations, Factory Accounting Rules etc. They are intended for the guidance of officers and staff of the department and should not be quoted in correspondence with offices outside the Department.

3. Nothing in this manual will be held to supersede any standing or order of the Government of India which it may be at variance.

4. Any additions or alterations which may be necessary to the manual will be notified periodically by the C.C. of A (Fys) with the previous approval of the C.G.D.A. O change which involves a substantial departure from the basic principles and the rules of audit should be introduced without the previous approval of the C.G.D.A.

5. This Edition supersedes the 1958 Edition.
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B. G. Joshi

Dated: 22ndJuly, 1993              
     Controller General of Defence Accounts

ABBREVIATIONS

1.
A.O.



Accounts Office

2.
A.O.



Accounts Officer

3.
A.Os



Accounts Officers

4.
A.Os.



Accounts Officers

5.
“A”



Accounts

6.
Asstt.



Assistant

7.
A.C.A.    



Assistant Controller of Accounts

8.
Art.



Article

9.
A.F. Kirkee



Ammunition Factory, Kirkee

10. Addl. DGOF, OEF
Additional Director General, Planning and Materials Management

11. Addl. DG/P & MM
Additional Director General, Planning and Materials Management

12.
A/C



Account

13.
ADG/SP


Additional Director General/Service Project

14.
Ack. Due


Acknowledgment Due

15.
AG



Accountant General

16.
AT



Acceptance of Tender

17.
Adj. Vr.


Adjustment Voucher

18.
AT No/SO No.


Acceptance of Tender Number/Supply Order Number

19.
AT No.


Acceptance of Tender Number

20.
BSR



Broken Seal Register

21.
CC of A (Fys)

Chief Controller of Accounts (Factories)

22.
CPM



Critical Path Method

23.
C.D.A.


Controller of Defence Accounts

24.
CRMR


Charge, Receipt, Minus Receipt

25.
CB



Cheques and Bills

26.
CDS (IEs)


Civilian in Defence Service (Industrial Employees)

27.
CEA, IR


Children Education Allowance, Interim Relief

28.
CCA



City Compensatory Allowance

29.
CDA (P)


Controller of Defence Accounts (Pension)

30.
CSR/TR


Civil Service Regulation / Treasury Rule

31.
CDS (RP)


Central Defence Service (Revised Pay)

32.
CIA



Chief Inte-arla Auditor

33.
CSTs/CST

Comparative Statement of Tenders/
Comparative Statement of Tender

34.     C.C. of A (Fys), Rly. Sec
 Chief Controller of Accounts (Fys), Railway Section
35.
CDA Office


Controller of Defence Accounts Office

36.
CDA (HQrs)

Controller of Defence Accounts (Head Quarters)

37.
C of A (Fys)


Controller of Accounts (Factories)

38.
"C" Section


Costing Section

39.
Col.



Colonel

40.
CR Voucher


Certified Receipt Voucher

41.         CDA SC, WC and NC
Controller of Defence-Accounts Southern Command Western Command and Northern Command

42.
CFA



Cordite Factory, Aruvankadu

43.
C.C. of A (Fys)

Chief Controller of Accounts (Factories)


"S" Section


Store Section


"AA" Section

Annual Accounts Section


"PR" Section

Production Section


"FA" Section

Financial Advice Section

44.
CPt



Cubic Foot

45.
DGOF


Director General of Ordnance Factories

46.
DA



Dearness Allowance

47.
Dy. GM


Deputy General Allowance

48.     DA



Dearness Allowance

CCA



City Compensatory Allowance, 

HRA



 House Rent Allowance

49.
DAD



Defence Accounts Department

50.
DGI



Director Accounts Department

51.
DP Section


Data Processing Section

52.
Dy. Manager

Deputy Manager

53.
DDG/SP

 
Deputy Director General/Service Project

54.
DFA (Fys)

 
Deputy Financial Adviser (Factories)

55.    DDG, OFB HQrs.
Deputy Director General, Ordinance Factory Board, Headquarters

56.
DGS & D/DDS
Director General Supply and Disposal/Director Defence Supply

57.
DOS



Director of Riddance Services

58.
DCA



Deputy Controller of Accounts

59.
D (D) Vr.


Deficiency (Discrepancy) Voucher

60.
D of S & D


Director of Supply and Disposal

61.
DV



Disbursement of Voucher

62.
DPS



Daily Payment Sheet

63.
EDP



Electronic Data Processing

64.
EL



Earned Leave

65.
Ftr.



Factories

66.
Fire Wood (Ord)

Fire Wood (Ordinary)

67.
FR Part I


Financial Regulation Part I

68.
GM



General Manager

69.
GMs



General Managers

70.
G.C. Factory

Gun Carriage Factory

71.
Gr. I



Grade-One

72.
Gr. II



Grade-Two

73.
Govt.



Government

74.
G.P. Fund


General Provident Fund

75.
GM HVF/VFJ

General Manager Heavy Vehicle Factory/Vehicle Factory Jabalpur

76.
GB



Garrison Engineer

77.
HVF



Heavy Vehicle Factory

78.
HQrs.



Headquarters

79.
H.E. Factory, Kirkee
High Explosive Factory, Kirkee

80.
I. Es



Industrial Employees

81.
I. Note


Inspection Note

82.
Issue Vr.


Issue Voucher

83.
I.P.W.


Individual Piece Worker

84.
IT



Idle Time

85.
I/c



In Charge

86.
IPW/GPW


Individual Piece Worker/Gang Piece Worker

87.
IPW/PW


Individual Piece Worker/Piece Worker

88.
IFD



Inter Factory Demand

89.
ID Schedule


Inter Department Schedule

90.
IBM 1401-M

International Business Management 1401-M

91.
ID List


Inter Department List

92.
IFD Items


Inter Factory Demand Items

93.
IOFWP Fund

Indian Ordnance Factory Worker Provident Fund

94.
CCA/Jt. C of A/JCDA   
Joint Controller of Accounts/Joint Controller of 

Accounts/Joint   Controller of Defence Accounts

95.
Jt. GM


Joint General Manager

96.
KOD



Kind of Document

97.
LTC



Leave Travel Concession

98.
LP



Leave with Pay

99.
LPC



Last Pay Certificate

100.
L.P. Bills/LP

Local Purchase Bills/Local Purchase

101.
LAO



Local Audit Officer

102.
LAOs



Local Audit Officers

103.
LAOs Hand Book

Local Audit Officers Hand Book

104.
LP/CP/FP


Local Purchase/Central Purchase/Foreign Purchase

105.
MRO



Military Receivable Order

106.
M of D/M of Def

Ministry of Defence/Ministry of Defence

107.
MT Vehicle


Motor Transport Vehicle

108.
M/s



Material Section

109.
MES



Military Engineering Service

110.
M.C. Note


Military Credit Note

111.
MI Slip


Material Inward Slip

112.
MES/IN/IAF (R & D)  
Military Engineering Service/Indian 

Navy/Indian Air Force (Research & Development)

113.
MT Store


Motor Transport Store

114.
NIES/NGOs


Non Industrial Employees/Non Gazetted Officers

115.
NDA/NSB


Night Duty Allowance/Night Shift Bonus

116.
NMD



Non Military Department

117.
OEF/OE Factory

Ordnance Equipment Factory/Ordnance Equipment Factory

118.
OFB/OF Board

Ordnance Factory Board/Ordinance Factory Board

119.
OFB HQrs


Ordnance Factory Board Headquarters

120.
OM



Office Memorandum

121.
OFB's



Ordnance Factory Board's

122.
OF Khamaria/OF

Ordnance Factory Khamaria/Ordnance Factory

123.
OTA



Overtime Allowance

124.
OFB



Ordnance Factory Board

DGOF


Director General Ordnance Factories

125.
OM Pt. VI


Office Manual Part VI

126.
OM Pt. II Vol. II

Office Manual Part II Volume II

127.
PM



Punching Medium

128.
PW



Piece Worker

129.
P+DA+CCA

Pay+Dearness Allowance+City 

Compensatory Allowance

130.
Pay+DA+CCA

Pay+Dearness Allowance +

City Compensatory Allowance

131.
PW Profit


Piece Work Profit

132.
PSA Schedule

Priced Store Account Schedule

133.
PSL at HV Factory

Priced Store Ledger at Heavy Vehicle Factory

134.
P&AO


Pay and Accounts Office

135.
PAOs



Pay & Accounts Offices

136.
PSA



Priced Store Account

137.
PSS



Priced Store Schedule

138.
PSL



Priced Store Ledger

139.
PSA Adjustment

Priced Store Account Adjustment

140.
PSA Code


Priced Store Account Code

141.
PAR



Package Accounting Register

142.
PD Ledger


Priced Production Ledger

143.
PERT



Program Evaluation and Review Technique

144.
Qty.



Quantity

145.
Q 1 and Q 2


Quantity One and Quantity Two

146.
R&D



Research and Development

147.
RT. Vr.


Receipt Voucher

148.
Rly. Receipt


Railway Receipt

149.
Rt. Vr. No.


Receipt Voucher No

150.
SWO Drafts/SWODs
Supplementary Work Order Drafts

151.
Sr. A.O.


Senior Accounts Officer

152.
SO (A)


Section Officer (Accounts)

153.
SOs/ATs/IFDs

Supply Orders/Acceptance of Tenders/Inter Factory Demands

154.
"S" Section


Store Section

155.
State A.G.


State Accountant General

156.
S or D Services

Stock or Deposit Services

157.
SV Group & AO

Stock Verification Group and Accounts Office

158.
SV Group


Stock Verification Group

159.
S.O. Rate/AT Rate

Supply Order Rate/Acceptance of Tender Rate

160.
SO/AAO/AO/Sr. AO
Section Officer/Assistant Accounts 

Officer/Accounts Officer Senior A.O

161.
TA/LTC


Travelling Allowance/Leave Travel Concession

162.
T Section


Transportation Section

163.
TA



Travelling Allowance

164.
TB



Tuberculosis

165.
TA/DA


Travelling Allowance/Daily Allowance

166.
TDE



Technical Development Establishment

167.
TPC



Tender Purchase Committee

168.
U.K.



United Kingdom

169.
VFJ



Vehicle Factory Jabalpur

170.
V1 and V2


Value-One and Value-Two

171.
Vr.



Voucher

172.
Vr. No.


Voucher Number

173.
Wt. No.


Warrant Number

174.
WO No./WO

Work Order Number/Work Order

175.
WC Act/CSR

Workmen Compensation Act/Central Civil Service Regulation

176.
DGOF


Director General of Ordnance Factories

177.
Addl. DGOF (OEF) 
Additional Director General Ordnance 

Factories (Ordnance Equipment Factories)

178.
OEF



Ordnance Equipment Factories

179.
OPF



Ordnance Parachute Factory

180.
CFS



Clothing Factory Shahjahanpur

181.
CFAV


Cordite Factory, Aruvankadu

182.
Addl. DGOF (AV)

Additional Director General of Ordnance Factories (Avadi)

183.
HVF



Heavy Vehicle Factory

184.
BMP



Basic Metallurgical Project

185.
HAPP



Heavy Alloy Penetrator Project

186.
A & E


Ammunition and Explosives

187.
Fys



Factories

188.
AFK



Ammunition Factory Kirkee

189.
OFK



Ordnance Factory Khamaria

190.
OFCH


Ordnance Factory Chanda

191.
OFV



Ordnance Factory Varangaon

192.
CFA



Cordite Factory Aruvankadu

193.
HEF



High Explosive Factory

194.
OFBA


Ordnance Factory Bhandara

195.
OFDR


Ordnance Factory Dehu Road

196.
OF IT



Ordnance Factory Itarsi

197.
RFI



Rifle Factory Isha

198.
OFT



Ordnance Factory Tiruchirapally

199.
SAF



Small Arms Factory

200.
GSF



Gun and Shell Factory

201.
OFK



Ordnance Factory Kanpur

202.
GCF



Gun Carriage Factory

203.
FGK



Field Gun Factory Kanpur

204.
VFJ



Vehicle Factory Jabalpur

205.
Member M&C

Member Materials and Components

206.
M&C Div.


Materials and Component Division

207.
Fys - MSF


Factories - Metal and Steel Factory

208.
OFM



Ordnance Factory Muradnagar

209.
OFA



Ordnance Factory Ambernath

210.
GIF



Grey Iron Foundry

211.
OF Kat


Ordnance Factory Katni

212.
OFD



Ordnance Factory Dehradun

213.
OF Aj



Ordnance Factory Ambajhari

214.
MPF



Machine Tool Prototype Factory

215.
OFB



Ordnance Factory Bhusawal

216.
OFDC


Ordnance Factory Dum Dum Cantonment

217.
OCFC


Ordnance Cable Factory Chandigarh

218.
DFA (Fys)


Deputy Finance Adviser (Factories)

219.
AFA-I


Assistant Financial Adviser-I

220.
AFA-II


Assistant Financial Adviser-II

221.
Dy. Director/PAC

Deputy Director/Public Accounts Committee

222.
Accounts (Fys)

Accounts (Factories)

223.
Member (Pers.)

Member (Personnel)

224.
PERS Div.


Personnel Division

225.
Member/P&MM

Member/Planning and Material Management

226.
P&MM


Planning and Material Management

227.
Member TS


Member Technical Development and Services

228.
TS Division


Technical Development and Services Division

229.
DPS



Data Processing Section

230.
C of A (Fys) Avadi Group
Controller of Accounts (Factories) Avadi Group

231.
AOs HVF


Accounts Officers Heavy Vehicle Factory

232.
CF Ar



Cordite Factory Aruvankada

233.
CFA



Cordite Factory Aruvankadu

234.
OFT



Ordnance Factory Tiruchirapally

235.
BMP Project

Basic Matallurgical Project

236.
HAP Project


Heavy Alloy Penetrator Project

237.
C of A (Fys) Jabalpur Group
Controller of Accounts (Factories) Jabalpur Group

238.
AOs/VFJ


Accounts Officers/Vehicle Factory Jabalpur

239.
GIF



Grey Iron Foundry

240.
GCF



Gun Carriage Factory

241.
OFK



Ordnance Factory Khamaria

242.
OF Kat


Ordnance Factory Katni

243.
Of It



Ordnance Factory Itarsi

244.
C of A (Fys) Kanpur Group
Controller of Accounts (Factories) Kanpur Group

245.
AOs OFC


Accounts Officers Ordnance Factory Kanpur

246.
SAF



Small Arms Factory

247.
FGK



Field Gun Factory Kanpur

248.
OEF



Ordnance Equipment Factory

249.
Jt. C of A (Fys) Ambajhari Group Joint Controller of Accounts (Factories) Ambajhari Group

250.
AOs OFAj


Accounts Officers Ordnance Factory Ambajhari

251.
OF Ba


Ordnance Factory Bhandara

252.
OF Ch


Ordnance Factory Chanda

253.
OF Bh


Ordnance Factory Bhusawal

254.
C of (Fys) Kirkee Group
Controller of Accounts (Factories) Kirkee Group

255.
AOs AFK


Accounts Officers Ammunition Factory Kirkee

256.
HEF



High Explosive Factory

257.
OFDR


Ordnance Factory Dehu Road

258.
OFA



Ordnance Factory Ambernath

259.
MTPE


Machine Tool Prototype Factory

260.
C of A (Fys) Bengal Group Controller of Accounts (Factories) Bengal Group

261.
AOs MSF


Accounts Officers Metal and Steel Factory

262.
RFI



Rifle Factory Ishapore

263.
GSF



Gun and Shell Factory

264.
OFDC


Ordnance Factory Dum Dum Cantonment

265.
C of A (Fys) Dehradun Group Controller of Accounts (Factories) Dehradun Group

266.
AOs OE Project

Accounts Officers Ordnance Equipment Project

267.
OFD



Ordnance Factory Dehradun

268.
OFM



Ordnance Factory Muradnagar

269.
OCFC


Ordnance Cable Factory Chandigarh

270.
C of A (Fys) Bolangir Project
 Controler of accounts (Factories) Bolangir Project

271.

1



1

___________
_______________________________

    N-(S+H)

Number of days - (Sundays + Holidays)

272.

1




1


___________

_____________________



N



Number of Days 

273.

1



1


___________
______________________


N---------S

Number of Days-Sundays

274.

M  X  A
Monthly Rate of Pay  X  Number of Hours


___________
__________________________________



W

Number of normal working hours per day

275.

P


Basic Pay


___________
_______________________



200


200

276.
P

1/4 P

2d
   Basic Pay
   1/4 Basic Pay


+

+



+


+

____

____

____
    ____
____

200

200

200
     200
200




2(DA+HRA+CCA)




________________





200

277.
DA + CCA
     Dearness allowance + City Compensatory Allowance


_________
      __________________________________________



     200




200

278.
1/2P+DA+CCA  

1/2 Basic Pay + Dearness Allowance + City  Compensatory Allowance


_____________

________________________________________________________



200




200

279.
P+2D
Basic Pay + 2 (Dearness Allowance + House Rent Allowance + City Comp. Allowance


_____
______________________________________________________________________


200





200

280.
P+1/4P+2d
      Basic Pay + 1/4 Basic Pay + 2 (D.A + H.R. A + City Comp Allowance)


_________
_____________________________________________________________


     200





200

281.
P+D
Basic Pay + D. Al + House Rent Allowance + City Compensatory Allowance
282.
IAFO 1367 Outer 1367 A Inner
    Indian Army Form 1367 Outer 1367 A Inner

283.
IAF (Fac) 74, 74A & 74B OR IAF (Fac)   Indian Army Form (Factory) 74, 74A and 74B OR

73 Old and IAF (Fac) 74 Old
Indian Army Form (Factory) 73 Old and Indian Army Form (Factory) 74 Old

284.
IAF (Fac) 73 or IAF (Fac) 74
          Indian Army Form (Factory) 73 or Indian Army Form 

(Factory) 74

285.
IAF 13



Indian Army form 13

286.
IAFA 590



Indian Army Form 13

287.
IAF O 1929



Indian Army Form A 590

288.
IAFA (456)



Indian Army Form O 1929

289.
IAFA 65



Indian Army Form A (456)

290.
IAF (CDA 13)


Indian Army Form (CDA 13)

291.
IAFA 525



Indian Army Form A 525

292.
IAFA 285



Indian Army Form A 285

293.
IAFA 299



Indian Army Form A 299

294.
IAF (CDA) 338


Indian Army Form (CDA) 338

295.
IAF (Fac) 151


Indian Army Form (Factory) 151

296.
IAF (Fac) 45


Indian Army Form (Factory) 45

297.
IAFZ 2096



Indian Army Form Z 2095

298.
IAF (Fac) 15


Indian Army Form (Factory) 15

299.
JAF (Fac) 16


Indian Army Form (Factory) 16

300.
IAF (A) 57A


Indian Army Form (A) 57A

301.
IAFO 1395



Indian Army Form O 1395

302.
IAF (Fac) 17


Indian Army Form (Factory) 17

303.
IAFZ 2014



Indian Army Form Z 2014

304.
ADTD



Assistant Director Technical Development

305.
CCO-2



Cash Compilation OZ

306.
CS Voucher



Certified Stock Voucher

307.
CCS (TS) Rules


Central Civil Service (Temporary Service) Rules

308.
CWT




Cubic Weight

309.
CIF




Cost Insurance Freight

310.
CKD




Complete Knock Down

311.
CKD Packs



Complete Knock down Packs

312.
DOS




Director of Ordnance Service

313.
DTDP & A



Director Technical Development and Production (Air)

314.
DGISM London


Director General Indian Supply Mission, London

315.
DD Voucher



Discrepancy Deficiency Voucher

316.
DGOF/Section SP/D

Director General of Ordinance 

Factories/Section Store Provisions/Disposals

317.
DD Schedule


Deficiency Discrepancy Schedule

318.
DD No. Schedule


Deficiency Discrepancy Number Schedule

319.
IFA (DF)



Integrated Financial Adviser (Defence Production)

320.
Month of the PSA


Month of the Priced Stores Accounts

321.
PC Capacity



Plank Conversion Capacity

322.
P/C, P/AC/SP


Production co-ordination, Public 

Accounts Committee, Store Provision

323.
RPC




Revised Pay Charges

324.
Total PC



Total Plank Conversion

325.
DP & AR



Department of Personnel and AdministrativeReforms.
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Definitions

In this manual, the following definitions will, unless inconsistent with the context, apply:

Class of Cost
Denotes, the different elements of the cost of a job, e.g. direct labour, direct material etc.

Datum Load
Is the load that would be imposed on the factories if they were producing 45 per cent (40 per cent in the case of Cordite Factory) of each of the items of production comprising the full "War Load" when working normal hours, i.e. a single daily shift of about 8 hours.

Deposit Stores
Are the stores held in deposit in factories of behalf of arsenals and depots for repairs or conversion or for ultimate utilisation in manufacture.

Direct Labour
Represents all labour expended in altering the construction, composition, confirmation or condition of the direct material

Direct Materials
Represent all materials that become a part of the product.

Factory                   
Includes Ordnance Clothing and Harness and Saddelery (or Leather) Factory

Fixed Charges        
Mean the Overhead Charges that either are invariably or do not vary to any appreciable extent with the load of the factory and are absorbed on the basis of "Stabilized on Cost" percentage on the total direct labour expended on a job.

Kind of Document
To facilitate easier classification of certain primary documents (for stores and cost accounting) received from the Factory Management, a Serial No. is allotted to each type of document e.g. a Piece Work Card, Day Work Card, Demand Note, Return Note, etc., each identified by a distinct code. This Serial No./Code No. is known as Kind of Document.

Night Shift Bonus
Is the extra pay admissible under rules for overtime work during the night.

Overheads or on cost
Represent the cost of indirect labour, indirect material and other expenses including services which cannot conveniently be charged direct to out turn work orders. They are divided into "Fixed" and "Variable" for purposes of levy on the value of direct labour expended on out turn.

Process cost
Is the cost of product at each process, operation or stage of manufacture, where the product of one process becomes the materials of another process or operation.

Process Cost Statements
As Statements, technically called schedules, on which the cost of manufacture of certain principal items is worked out exhibiting the cost of each process or stage of manufacture.

Step Ladder
Is a method of allocation of charges of "Service Sections" to "Production Sections" for the calculation of Overhead Charges debitable to each shop

G.M
Is the executive head of a factory and includes Officer-in-Charge of a factory

Variable Charges
Represent the Overhead Charges that fluctuate in sympathy with the load of the factory

Chapter II

Administration Section

931.
The conduct and disposal of work dealt with in the administration section will generally be the same as laid down in Chapter II, office Manual Part II (Vol. I).











932 to 935- Blank


[image: image1]
Chapter III

Accounts Section

936.
The detailed procedure of work relating to this Section is generally the same as laid down in the corresponding Chapter of office Manual Part II, Vol- I with the following exceptions.


(i)
The schedules are prepared by the Audit Sections and Branch Accounts offices and sent to Accounts Section for preparation of outward exchange accounts and posting of the Registers.


(ii)
Military I.D. schedules pertaining to Railway Section on receipt from the EDP Section, Calcutta, vide para 522, are dispatched to the parties concerned by the Railway Accounts Section.


(iii)
Statement of actual i.e. "Statement 'C'- Cash Compilation" is prepared mechanically by EDP Section, Calcutta so far as amounts compiled by the CC of A (Fys) is concerned and submitted to the local controlling authorities monthly to enable them to watch expenditure against allotments. The details of expenditure under locally/centrally controlled heads pertaining to Factories incurred/centrally compiled by other Controllers, is on receipt in Accounts section from other CsDA intimated to EDP Section, Calcutta through "Allocation Sheet" for incorporation in statement 'C'. Broadly the following types of transactions pertaining to Factories organisation are paid and compiled by other Controllers.


(a)
Central purchase of stores through D.D.S. for which payments and adjustments are centrally made/carried out by the CDA (HQRs.), New Delhi.


(b)
Foreign purchase of stores-ILAC debits (Classified Accounts) which are centrally adjusted by CDA (HQRs.), New Delhi.


(c)
Factory works undertaken by MES (by Regional Controllers).


(d)
Payment of customs duty made and adjusted by other CsDA


(e)
Payment of freight charges made and adjusted by other CsDA.


(f)
Payment of Pay and Allowances in respect of DSC Platoons and security officers posted in Ordnance Factories organisation made by the CDA (ORS) and CDA (O).


(g)
Sale proceeds of scrap, waste etc. through public auction by the nominated CsDA.


(iv)
In all cases of locally controlled heads the watch of expenditure against allotments is exercised by the Audit Sections and Branch Accounts Offices.

937 to 940-Blank

Chapter IV

Disbursement Section

941.
The conduct and disposal of work dealt with in the Disbursement Section will generally be the same as laid down in Chapter IV, office Manual, Part II (Vol. I).
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Chapter V

Pay Section

946.
The above section deals with-

(i)
(a)
Pre-audit and payment of all claims to pay and allowances (other than travelling and daily allowances) of Gazetted Officers. Non-Gazetted establishments and non-industrial establishment of O.F.B. HQrs ADTD establishment and D.R.D.U. Hastings at Calcutta

Note
:
(i)
 By Clamims are meant regular monthly pay bills, arrears bills and also Central Government Group Insurance bills, medical bills, terminal/gratuity claims for temporary/quasi-permanent employees under, CCS (Temporary Service Rules).

Note:
(ii) For audit and payment of claims in respect of Industrial Employees see Section-I, Chapter III.


(b)
For Gazetted Officers of Ordnance Factories Organisation, regular monthly pay bills are pre-checked at Branch Accounts Office level and sent to Main Office for audit and compilation.


(c)
Post-audit and detailed Factory-wise compilation of regular monthly salary bills of NGOs and NIEs, serving in Ordinance and Ordnance Equipment Factories and allied DGI and DTD & P (Air establishments, excepting those located in West Bengal, Tamil Nadu being decentralized, the responsibility of pre-audit and payment of all claims to pay and allowances in respect of such decentralized Factories/formation rests with the Branch Accounts Officers attached thereto.


(d)
Pre-audit and payment of all supplementary claims of pay and allowances in respect of Gazetted Officers,  non-gazetted establishment and non-industrial establishment serving in non-decentralized Ordinance and Ordnance Equipment Factories and allied DGI, DGR & D and DTD & P (Air) establishment.

(ii)
Payment and recovery of leave salary and pension Contribution in respect of personnel lent for service to and from civil and other departments of the Central Govt. and the various state and Foreign Governments, excepting decentralized factories and attached allied DGI, DGR & D and DTD & P (Air) establishments in whose cases the item of work will be done by the respective Accounts Offices.

(iii)
Compilation/classification of all receipts and payments brought to account through pay bills or other claims dealt with in the Section as mentioned in this Chapter.

(iv)
Audit of annual establishment return in respect of permanent Gazetted/non-Gazetted/non-Gazetted/non-industrial personnel.

(v)
Pre-audit and payment of contingent bills of OFB HQrs., ADTD, Hastings establishments at Calcutta.

Note-Audit and payment of contingent bills of factories and other allied establishments devolve on the Branch Accounts Offices attached thereto.

(vi)
Maintenance of list for watching the receipt and check of superannuation statements in respect of Gazetted officers of all factories and allied DGI, DGR & D and DTD & P (Air) establishments and in respect of non-gazetted and non-industrial employees of non-decentralised factories and allied DGI, DGR & P (Air) establishment.

(vii) Audit and payment of all bills for charges on account of medical attendance and treatment in respect of gazetted/non-gazetted/non-industrial civilian employees.

Note-Audit and payment of such medical reimbursement claims in respect of decentralised factories and formation devolves on the respective Branch Accounts Offices.

947.
The detailed procedure to be followed in regard to the items of work mentioned in para 946 will generally be the same as laid down in chapters on "Pay" and "Miscellaneous" Sections of office Manual, Part II, (Vol. I).

948.
This section also regulates all questions relating to pay and allowances of the Industrial Employees of both the Factories and Technical Development establishment under the audit control of the C.C. of A (Fys. All problems arising out of the practical application of the provisions of the Factories Act, payment of wages Act, Factory Accounting Rules and other Department Rules, Instructions or orders are also tackled by this section. The work relating to Industrial employees will be dealt with by a separate group known as "Industrial Establishment group".

Industrial Establishment Group

949.
This group deals with all questions relating to the following subjects in respect of the Industrial employees of the Factories and Technical Development Establishments. Necessary instructions are issued for the guidance of the Branch Accounts Offices, after obtaining clarifications, wherever required.


(a)
Pay, overtime pay, Saturday bonus etc.


(b)
Leave Pay.


(c)
Injury Pay.


(d)
Dearness allowance, House Rent and Compensatory City allowances, outstation allowance etc.


(e)
Employment, trade test, increment and promotion.


(f)
Booking of attendance and surprise check.


(g)
Problems arising out of the application of the relevant Acts, Departmental Rules and orders.


(h)
Training of workmen and Boy Artisans.


(i)
Audit of Fine Fund.


(j)
Scrutiny of statement of idle time payments submitted by the GMs of the factories through the respective Branch Accounts offices and forwarding the same to the competent financial authority for sanction.


(k)
Payment of Incentive Bonus.


(l)
Scrutiny of overpayments to IEs reported by Branch Accounts offices.

950.
All costing problems regarding these items of work will however be referred to "Production" Section.
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Chapter VI

Store Audit Section
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Chapter VI

Store Audit Section

Duties

956.
The Stores Audit Section deals with:-


(i)
Invoices and Packing Accounts of imported stores i.e. ILAC transaction expenditure on account of which is compiled as Code Head 17/806/06 by the CDA (HQrs), New Delhi.


(ii)
Custom duty charges.


(iii)
Payment issues of stores


(iv)
Leases, agreements or contracts relating to the occupation, use or working of Government property included in factory estates.


(v)
Controversial points referred to the Main Office by the Branch Accounts offices in respect of (a) Factory Transport Accounts; and (b) Capital Expenditure, such as factory machinery, factory building etc.


(vi)
Audit of supply order placed on foreign firms and opening of letter of credit in respect of S.O.S. placed by the Ordnance Factory Board and General Managers where value exceeds Rs. 50,000.

957.
The detailed procedure laid down in Store Audit Section O.M. Part II (Vol. I) will generally be followed in dealing with the items of work referred to in para 956 certain aspects which are peculiar to the organisationof the C.C. of A (Fys) are dealt with in the succeeding paragraphs.

Invoices and Packing Accounts of Imported Stores

958.
The invoices and schedules etc. in respect of imported stores pertaining to the Ordnance Factories are scheduled by C.D.A. (HQRs), New Delhi to CC of A (Fys), Calcutta. These invoices are scrutinised by CC of A (Fys), Calcutta, in store Audit Section and the expenditure allocated to the different Ordnance Factories for inclusion in their accounts.

959.
The invoices are sent to Branch Accounts Offices concerned for linking, pricing of stores and record.

Custom duty charges

960.
Consequent on the departmentalization of accounts with effect from 1-10-1976, the system of book adjustment of custom duty through settlement account with civil Accountants General, ceased with effect from 1-10-1976 and the transactions are to be settled on cash basis.

961.
The following authorities are authorised to pay the customs duty by issue of Defence cheques in favour of the collector of customs concerned:-

_____________________________________________________________

Embarkation HQrs  
  Authority for issuing cheques
       CDA under whose 










Audit control the authority 











is located

_____________________________________________________________

Bombay


AO, Embarkation HQrs., Bombay


CDA, SC, Poona.

Madras


ACDA, Pay Office, CDA (Madras)


CDA (Madras)

Madras (Cochin Part)
ACDA, (Navy), Southern Naval Area, Cochin. 
CDA (Navy), Bombay.

Calcutta


Chief C of A (Fys), Calcutta


Chief CofA(Fys), Calcutta.

Delhi



CDA (HQrs)., New Delhi



CDA (HQrs.) New Delhi

Vishakhapatnam

ACDA (Navy), Vishkhapatnam


CDA (Navy) Bombay.

______________________________________________________________________________________

962. The Custom Duty charges in the case of Naval Armament Stores (Explosives) which are cleared by the Naval Armament Supply Officer will be audited and paid by the C.D.A. (Navy).

963. The bills of entry prepared and countersigned by the Embarkation Commandant and duly completed by the customs authorities are submitted to the paying officers concerned for issue of cheques in favour of the Collector of Customs concerned. While issuing the cheques, the following audit checks in the matter will be exercised by the above paying officers.


(i)
that the duties levied relate to goods duly authorised for purchase.


(ii)
that the debit is a proper charge against a work or other expenditure unit etc.

964.
In order to carry out the above, the CsDA, Madras or Factories or Navy or HQrs. as the case may be, shall forward copies of the purchase orders, receipt from the Defence Indentors to the concerned paying offices.  The existing procedure of furnishing demand of (i) the relevant invoice No. and date (ii) and the name of the ultimate consignee on the relevant bills of entry, by the Embarkation Head quarters concerned will continue. After paying the bills, the paying office will forward particulars of Invoice No. date and ultimate consignee of the sorties to the CDA in whose audit area the consignee unit/formation is located for final verification as to whether the stores are actually intended for Defence Service.

965.
It may be ensured that cheques are issued within twenty four hours of the receipt of the bills of entry and the same may be handed over to the authorised representative of the Embarkation Headquarters. It may be noted that it is the responsibility of the Embarkation Commandant concerned to obtain refunds of custom duty, where the payments are made provisionally pending final assessment. 

The existing procedure of payment of customs duty on behalf of Defence Public undertakings like HAL, EDL etc. will same and they will have to make their own arrangements to make these payments to the customs authorities direct.

967.
Bills for customs duty in respect of all stores landed at Calcutta on behalf of Defence services received from Embarkation Hqrs. Calcutta are audited paid and adjusted by the more Audit Section in accordance with the procedure laid down in para 602 O.M. Part II (Vol. I). One copy of the Bill of Entry received in support of the payments made by the paying officers (as mentioned above) is passed on to the Branch Accounts Office concerned. Bills for Customs Duty/Sea freight, wharefage carnage charges in respect of stores for factories landed in other parts are audited, said and adjusted by the paying office in whose audit area the part of landing is located. The statements in support of the amounts so adjusted are received in the Store Audit Section. On receipt of these statements accessory action to allocate the charges in the respective factories and to transmit the relevant statements to the Branch Accounts Offices concerned for purpose of linking is taken by the Section.

Payment issue of Stores

968.
With the exception of pricing of vouchers linking of recoveries adjustment of debits, watch over outstanding item etc. Which are dealt with by the Branch Accounts Officers all other general questions such as, adjustment or letters of credit and cheques doubts in regard to the rate to be charged for, are dealt with in this Section.

969.
Store Audit Section is to monitor installation of outstanding dues are account of payment issue of stores or services rendered by the Factories in various Defence Departments, Central Ministries/Departments/State Govts/Union Territories/Foreign Govts/Public Sector Undertakings etc. and private parties.

Monthly Statement of Expenditure in respects of R & O Organisation

970.
A monthly statement of expenditure both current and progressive incurred by the Defence Production/Research & Development organisation under the following heads is rendered by the branch Accounts Officers to the Store Section.


(1)
Factory Supply Stores.


(2)
Factory manufactured stores


(3)
Repairs to equipments


(4)
Arsenals supply stores

The monthly statement of expenditure to received will be posted in a Register maintained for the purpose by the Stores Audit Section and consolidated statement showing the current and progressive expenditure mentioned by the Defence Production Research & Development organisation under the above heads will be prepared and forwarded to the headquarters of Defence Production/Research & Development organisation for budgetary control and expenditure.

Letter of Credit

971.
Detailed procedure for opening of letter of Credit in respect of supply Orders placed on foreign items by Ordnance Factory Board and General Managers has been laid down in Para 403 (D)

Chapter VII

Transportation Section

976.
The items of work dealt with in Transportation Section and the procedure in regard to audit, payment, etc. of travelling and daily allowance claims of the factory personnel and allied. Director General Quality Assistance Personnel will be the same is laid down in the Chapter on "Transportation Section" of office Manual Part II (Vol I). Certain aspects which are peculiar to the organisation of the Chief C of A (Fys) are however, given in the succeeding paragraph.

977.
Advances of travelling allowance which are already admissible under rules may be paid by Branch Accounts Officers. The amounts of advance claimed will be checked with reference to pay bills etc. available with them and with the arrangement. Cases of doubt and of disputable nature shall however he referred to the Transportation Section, Main Office.

978.  All payments made on account of advances of traveling allowances by the a branch Accounts Offices will be noted in their clearance watched through a demand register,(IAF- 590).

979.
All such payments receipt those made in respect of industrial employees  transferred to a formalities in another audit area will be communicated is the Chief C of A (Fys).Transportation Section herewith and acknowledgement obtained in each case

980
in the case of industrial employees' transferred to a formation in another audit area, the payments will be intimated direct to the new audit officer and his acknowledgement obtained.

981.
Payment to service officers except Navy and Air force attached to Factory organisation will be intimated direct to CDA (O). Pune and the demand register will be cleared on receipt of acknowledgement from the office. The amount thus will be supplied direct to the head of accounts to which the expenditure research T.A/DA of the service officers are debitable. In case of Navy and Air Force, the paid amount will be transferred to the respective Cs DA, i.e. CDA Navy/CDA Air Force, as the case may be, by raising debits against them through inter-departmental adjustment account by contra credit to the Factory Organisation head of accounts.

982.
In the case of payments made to the personnel of Defence Accounts Department by the Branch Accounts Offices, the amount of advance paid will be intimated to the AN Section of Chief C of A (Fys) and their clearance watched through Audit cum-Demand Register (IAF-590) and the original paid voucher on which the advance of travelling allowance are paid will be forwarded direct to the CDA (Pension), Allahabad for final audit by the 15th of the month following that in which the advances are paid.

983.
Audit-cum-demand Register will be reviewed by the Branch Accounts Offices monthly and a review report in respect of demands against industrial employees lying outstanding for more than one year/six months/three months (separate statement for each category) and action taken to clear such outstanding demands will be sent to the Chief C of A (Fys), Transportation Section.

984.
Claims on account of travelling allowances daily allowance and leave travel concessions in respect of industrial employees of the factories and allied formations for journeys undertaken on and from 1-1-1971 will be audited by the Branch Accounts Offices.

985 to 990-Blank.

Chapter VIII

Production Section

General









Para

Duties









991

Formulation of Cost Accounting procedure



993

Instruction for the maintenance of principal ledger


997

Maintenance of syllabus of work orders, Part I


998

Maintenance of Factory Accounting Rules and OM Part VI
909

Instructions for accounting of capital assets



1002

Control of Indirect expenditure





1003

Payment services







1004

Rejection and waste in manufacture




1005

Monitoring of Projects






1006

Miscellaneous items of work





1007

Chapter VIII

Production Section

General

Duties

991.
Production section, as its name implies, is primarily concerned with the production activities in the Ordnance and Ordnance Equipment Factories. It sponsors all principles relating to cost accounts, watches their efficiency through various reports and returns furnished by the Branch Accounts Offices and submits reports to the Financial and Administrative authorities as and when required.

992.
This Section also deals with all problems arising out of the practical application of the provisions of the Workmen's Compensation Act and fixation of piece work rate and scrutiny of piece work profit/losses.


The important items of work that are dealt with in PR Section have been detailed in the succeeding paragraphs.

Procedure

993.
Formulation of Cost Accounting procedure, great care should be exercised to ensure that the system conforms to the general organisation of the ordnance and Clothing Factories, taking into consideration the technical aspects thereof. It should also be seen that the procedure provides means to the realisation of the main objectives of cost accounting enumerated below-


(i)
to find the cost of production of each article manufactured in the factory and to exhibit its cost at every stage of manufacture;


(ii)
to reduce the cost of production to the minimum without detriment to the quality and specification by reduction of waste in material, time and sundry stores, by eliminating un-remunerative expenses, by reduction of general overhead expenses, by developing a better organisation, and by economies in design, methods and equipments;


(iii)
to frame fairly correct estimates of what the cost of production should be with reference to records of the past actuals with modifications necessary for changed circumstances.

994.
The above depends on the method of presentation of the cost results with promptitude, frequency and regularity, so that the administrative heads can take suitable remedial measures to prevent losses and wastes and plan for maximum efficiency consistent with economy.

995.
For this purpose, the cost results must be accurate; otherwise the value will be doubtful. Naturally, the results must be sufficiently detailed, but over-elaboration should be avoided as it will be costly and incommensurate with the results obtained. In order, therefore, to obtain detailed information without incurring great expenses, the costing procedure formulated should be abbreviated and any duplication of work eliminated. Further, it should be ensured that uniformity of procedure followed in the different Branch Accounts Offices is maintained to the greatest possible extent.

996.
The quarterly report on the audit of cost system carried out by the Branch Accounts Offices to see that it is operating fully and effectively in accordance with the instructions issued from time to time on the subject. This should be carefully examined with a view to considering any possible improvement in the procedure.

Instructions for maintenance of principal ledger in Accounts Office

997.
The opening of any new ledger account or discontinuance of any existing ledger account will be decided by this Section. All instructions in respect of journal entries to be operated for the accounting of any transaction in principal ledger will also be issued by PR Section

Maintenance of Syllabus of Work Orders, Part I

998.
The syllabus of work orders, Part I is maintained in PR Section. Any addition, alteration or amendments as and when required are carried out and the Branch Accounts Offices informed accordingly. Reprinting of syllabus of work orders, Part I is also arranged, when necessary.

Maintenance of Factory Accounting Rules and Office Manual Part VI

999.
The section is responsible for incorporation of all amendments to Factory Accounting Rules and Office Manual, Part-VI. Sections in which the proposals for amendments originate should in the first instance prepare a draft amendment and submit the same to the administrative authorities or to the CGDA, as the case may be, for concurrence. The draft amendment should, after final concurrence by all concerned, be passed on to the PR Section is quoting the number and date of the reference conveying the concurrence of the administrative authorities or the CGDA as the case may be.

The Section should see that the number and date of communication conveying the concurrence and the relevant case file number of the office of the Chief C of A (Fys) are quoted on each correction slip for facility of reference.

1000. The revision and reprinting of Factory Accounting Rules and office Manual Part VI, when considered necessary, will also be arranged by this Section with due concurrence of the authorities concerned.

1001. The maintenance of Factory Accounting Rules and Office Manual part VI with upto date corrections is essentially required for day to day reference purposes as well as to minimize the work involved in the revision of these books. Care should, therefore, be taken by all concerned to initiate action for any amendment as soon as the necessity therefore arises.

Instructions for accounting of Capital Assets

1002. All instructions in connection with the accounting of Capital Assets and working out the rates of depreciation to be charged thereon should be issued by reference to Administrative authorities, where necessary. Any question involving audit decision should, however, be dealt within consultation with the Store Audit Section.


All questions relating to minor maintenance woks of buildings, etc. will also be dealt with in PR Section.

Control of Indirect Expenditure

1003. Indirect expenditure incurred in the factories are controlled by the Branch Accounts Offices with reference to the instructions on the subject issued from time to time. In order to examine the practical side of this item of work, certain reports and returns on indirect expenditure are received from the Branch Accounts Offices. These statements are scrutinised thoroughly and compared with the statements of the previous periods and the reasons for variations obtained from the Accounts Officers. Further, it is watched through the medium of the statements whether the pre-determined rates of variable expenditure worked out are justified with reference to the actual expenditure, if not, necessary instructions are issued for minimising under/over absorption to production.

Payment Services

1004. All instructions relating to payment services to the entitled personnel of the factories and technical development establishments and payment issues to other Government departments (both Central & State), semi-Government departments, Public bodies such as Municipalities, local Boards, educational and research institutions etc. and commercial firms and private bodies will be issued by this section.

The procedure regarding payment issues has been described in Chapter-VIII of Section-I.

Rejections and Wastes of Manufacture

1005. Instructions as to how rejections in manufacture should be dealt with will also be issued by this section. Audit report on loss statement (Rejection loss) falling under the powers of OFB/Govt. of India should be rendered by this Section.

Monitoring of Projects

1006. Projects undertaken in Ordnance Factory Board Organisation are recorded in the Register of Project-sanctions maintained, separately for OFB and R & D. The detailed work done in respect of OFB projects are enumerated below:-


(i)
On receipt of sanction of a new project, (both R & D and OFB), the same will be entered in the sanction Register and copies thereof sent to the concerned Branch AO/AOs and to Store, Pay-Tech Section in Main Office, if necessary;


(ii)
Intimate Accounts Section to open unit code (in respect of independent Factory Project) or an unit control code (in respect of projects ancillary to any factory) as the case may be. A separate register is maintained for the code numbers.


(iii)
Progress of expenditure against all OFB projects is watched through MER (Monthly and posted in the MER Register maintained for the purpose;


(iv)
Watch completion of the projects in consultation with the Half Yearly Progress Report published by Project (c) Section of OFB.

Miscellaneous Items of Work

1007. In addition to the above the following miscellaneous items of work are also dealt with in PR section:-


(a)
Scrutiny of Monthly Status of work report received from Field Controllers.


(b)
Scrutiny of Quarterly Cost and Financial Review Report received from Branch Accounts Offices. Format of the report exhibited in Annexure-'A' to this chapter.


(c)
All questions relating to payment of compensation under workmen's Compensation Act.


(d)
All questions relating to fixation of piece work rates and scrutiny of percentage of the piece work profits for revision of the piece work rates yielding abnormal high profits and losses.


(e)
Scrutiny of concurrent review report.


(f)
Other Miscellaneous items of work not mention above.
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Annexure-A

[Referred in Para 1007 (b)]

Table No. 1

Employment Ratio: Report for Q.E.........................

Ratio of direct labour to indirect labour one the basis of the men employed

______________________________________________________________________________________________________________________________________________________________







Current Quarter


Provious Quarter

Corresponding Qr. of the Prev. Year
Last Year

Sl.
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No.
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            Fy.       Fy.        Fy.
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               ges      gth
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______________________________________________________________________________________________________________________

Table No. 2

Day and Night Shift Working pattern: report for Q.E.......................

______________________________________________________________________________________________________________________








Current Quarter

Previous Quarter

Corresponding Quarter of

Last Year















the Prev. year

Sl.
Name of the Factory
Shift

No.






Nos.
% of

Nos.
% of Total

Nos.
& of

Nos.
% of Total









Total workers

Nos.



Total Nos.

Nos.

______________________________________________________________________________________________________________________________________________







Day






Night






Total

______________________________________________________________________________________________________________________________________________

Table No. 3

Overtime Work: Report for Q.E.................

______________________________________________________________________________________________________________________






Category
Current Quarter
Previous Quarter

Progressive Figure
Corresponding Quarter
Progressive Figure

Sl.
Name of the Factory
of









of the Previous Year
of the Previous Year

No.




Staff







        O.T.  Amt.  O.T.  Hrs.
O.T.  Amt. O.T.  Hrs.

O.T.  Amt.  O.T. Hrs.

O.T. Amt.
O.T. Hrs.

O.T.  Amt.
O.T. Hrs.

______________________________________________________________________________________________________________________________________________






I. Es.






Others






Total

______________________________________________________________________________________________________________________________________________

Table No. 4

Expenditure charged to production: Report for Q.E............. (Figs in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Element

Current Quarter

Previous Quarter

Progressive Total

Corresponding
    Progressive Total

No.












of the Current Year
Quarter of the Pre-    of the Previous year 

_____________________________________________________________________________________________________________________________________________









Labour






Material






V.O.H.






F.O.H.






Total

_____________________________________________________________________________________________________________________________________________

Table No. 5

Issues made-indentor-wise: Report for Q.E.............. (Figs in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Indentors
Current Quarter
Previous Quarter

Progressive total

Corresponding

Progresdsive Total

No.











of the Current

Quarter of the

of the previous year













Quarter


previous year

______________________________________________________________________________________________________________________________________________






Army






Navy






Air Force






MES & R&D






Others Factories






C.T.






Others






Own Fy stock






Capital Works






Foreign Trade






Total

______________________________________________________________________________________________________________________________________________

Table No. 6

Overhead charges: Report for Q.E........... (Figs. in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Particulars
Current Quarter

Previous Quarter

Progressive
Corresponding

Progressive Total

No.














Quarter of the

of the previous

  














Previous year

Year

______________________________________________________________________________________________________________________________________________








V.O.H.
F.O.H.
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K.O.P.

______________________________________________________________________________________________________________________________________________

Table No. 7

P.W. Profit Report: Report for Q.E................. (Figs. in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
       Current Quarter

Previous Quarter



Corresponding Quarter of the

No.














Previous year
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Profit
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Profit
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Earned
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Earned
Percentage

______________________________________________________________________________________________________________________________________________

Table No. 8

Average stock holding & average monthly consumption: Report for Q.E....... (Figs. in Lakhs)

______________________________________________________________________________________________________________________

Sl.
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Progressive Total

No.
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Table No. 9

Value of slow-moving, non-moving & surplus stock & scrap: Report for Q.E....... (Figs. in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Current Quarter


Previous Quarter


Corresponding Quarter of the Previous

No.













       Year






Slow
Non
Surplus

Slow
Non
Surplus

Slow 
Non
Surplus






moving
moving
stock and scrap
moving 
moving
stock and scrap
moving
moving
stock and scrap

______________________________________________________________________________________________________________________________________________

Table No. 10

Avoidable rejection in manufacture: Report for Q.E......... (Figs. in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Current Quarter

Previous Quarter

Progressive Total

Corresponding Quar-
Progressive Total of

No.













ter of the Previous
the Previous year















year

______________________________________________________________________________________________________________________________________________

Table No. 11

Losses written off by C.F.A.: Report for Q.E........... (Figs. in Lakhs)

______________________________________________________________________________________________________________________________________________

Sl.
Name of the Factory
Particulars

Current Quarter

Previous Quarter

Progressive
Corresponding
Progressive

No.















Quarter of the
Total of the

















Previous year
Previous year

______________________________________________________________________________________________________________________________________________





Over issue of P. & A and chaim





abandoned.





Losses due to theft, fraud or neg-





lect





Losses due to difference in actual





balance and not covered by theft,





fraud or neglect





Losses in transit





Other causes





Manufacturing losses





Losses not pertaining to stock

_____________________________________________________________________________________________________________________________________________

Table No. 12

Details of N.R.R.s & S.W.O.D.s : Report for Q.E. ............ (Figs. in Lakhs)

_____________________________________________________________________________________________________________________

Sl.
Name of the Factory
Current Quarter

Previous Quarter

  Progressive Total
    Corresponding Quarter
   Progressive total of the

No.













    of the Previous year
   Previous year





NRRs
SWODs
 SWODs

NRRs   SWODs
SWODs
  NRRs   SWODs
 SWODs
   NRRs
SWODs
SWODs
   NRRs
 SWODs
   SWODs







(Related



(Related


(Related


(Related


(Related







  to



  to


  to


  to


  to







PWE)



PWE)


PWE)


PWE)


PWE)

_____________________________________________________________________________________________________________________________________________

Table No. 13

Value of Civil trade done alongwith foreign exchange earned: Report for Q.E..... (Figs in Lakhs)

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Current Quarter

Current Quarter

Current Quarter

Upto the end of the
Outstanding upto the

No.













the Current Quarter
end of the Corresponding


















Quarter of the Previous



















Year

______________________________________________________________________________________________________________________________________________






C.T.
F.E.

C.T.
F.E.

C.T.
F.E.

C.T.
         F.E.

C.T.
F.E.





recovera-
recovera-
amount
recovered
amount
outstanding
outstanding     outstanding





able

able

recovered

outstanding

_____________________________________________________________________________________________________________________

Table No. 14

Outstanding warrants: Position for warrants issued upto

______________________________________________________________________________________________________________________

Sl.
Name of the Factory
Position as on

Clearance during

Clearance upto the

Outstanding at the end

No.







Current Quarter

end of the Current Quarter

of the Current Quarter

______________________________________________________________________________________________________________________________________________






Nos.
Value

Nos.
Value

Nos.
Value


Nos.
Value








(Rs.)


(Rs.)


(Rs.)



(Rs.)
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Chapter IX

Annual Accounts Section

Salient Features

1013. The work of the Annual Accounts Section in Main Office consists of scrutiny, compilation and publication of Annual Accounts of the ordnance and Ordnance Equipment Factories in accordance with the accounting procedure in vogue in the factories, Salient features of the work are as under :-


(i)
Consolidation and submission of the provisional Store Accounts, Production Accounts and other Accounts and Statements to the O.E. Board.


(ii)
Finalisation of the above Accounts in respect of each factory after carrying out necessary audit and check and consolidation of the same.


(iii)
Audit and scrutiny of the Annual Statement of Principal Items of work done in the factories and consolidation of the same.


(iv)
Printing and publication of the Annual Accounts with subsidiary statements and statement of principal items, as required by the O.F. Board.


(v)
Issue of printed Book of Annual Accounts and Principal items of work done in the factories to the O.F. Board, CGDA and other concerned Financial and administrative authorities.


(vi)
Furnishing production costs of specific articles when required by the Administrative and Financial authorities of Headquarters.


(vii)
Dealing with Test Audit objections on the Consolidated Annual Accounts of the Factories raised by the local Test Audit Party under Principal Director of Audit and its subordinate officers.

Details of Accounts and Statements

1014.
Various Accounts and Statements rendered by the Branch Accounts Officers in connection with the Annual Accounts are as under :

(a)
Consolidated Store Accounts


These are prepared in the form in which they are published in the printed Annual Accounts of Ordnance and Equipment factories in India. The Accounts comprise of the following:-


(i)
Consolidated Store Account.


(ii)
Consolidated price Store Accounts [in forms IAF (Fys) 15 and 16].


(iii)
Statement showing increase/decrease in stock balance as on 31st March of the year together with detailed reasons for such increase/decrease.


(iv)
Statement showing analysis of stock balance, category-wise.


(v)
Statement showing details of the other adjustment (Debit item 10 and credit item 9 of Store Account).


(vi)
Statement showing details of the Miscellaneous Receipts and Issues from Stock (Debit item 11 and Credit item 7 of Store Account).


(vii)
Balance Sheet of payment issue from stock.


(viii)
Statement of surplus, obsolete and waste stores and scrap disposed off during the year.


(ix)
Statement indicating reasons for criterion in respects of all debit and credit items of Store Accounts where the difference, as compared to the previous year, is 5% and above.


(x)
Statement of losses showing (a) losses (including book losses) incurred, (b) loss written off by the C.F.A. (c) real losses incurred.


(xi)
Statement showing details of losses under the following heads:


(a)
Capital, (b) Inventory, (c) Medical and (d) Manufacturing loss.


(xii)
Statement showing Indentor wise issue of credit item 6 (By issues on payment).


(b)
Consolidated Production Accounts

These are prepared in the form in which they are published in the printed Annual Accounts of Ordnance and Equipment Factories in India. The Accounts comprise of the following Main Accounts and Statements:-


1.
Production Accounts.


2.
Finished Stock Account


3.
Capital Account.


4.
Statement of Assets and Liabilities as on 31st March.

1015. Subsidiary Statements of the above Main Accounts are:-

1.
Production Account

1.1
Details of miscellaneous charges showing work orders and descriptions.

1.2
Details of miscellaneous credits showing work orders and descriptions.

1.3
Details of contingent charges showing work orders and descriptions.

1.4
Details of miscellaneous adjustments.

1.5
Details of Expenditure kept out of Production.

1.6
Statement indicating reasons for variation in respect of all Debit and Credit items of Production Account where the difference, as compared to previous year, is 5% and above.

2.
Finished Stock Account

2.1
Statement indicating reasons for variation in respect of all debit and credit items of finished stock account where the difference, as compared to the previous year, is 5% and above.

2.2
Statement showing the figures of export earnings.

2.3.
Balance sheet of payment issue from production.

2.4.
Statement showing value of services rendered on payment and payment and payment issues of Civil Govt. Departments, Foreign Governments, Public undertakings and private civil indentors.

2.5
Statement showing cost of production of articles or components completed during the year, value of completed articles or components on hand at the beginning and at the end of the year. This should also show the cost of issues, value of issues and profit or loss.

3.
Capital Accounts

3.1
Statement indicating reasons for variation in respect of all debit and credit items of capital account where the difference, as compared to previous year, is 5% and above.

3.2
Statement showing detailed capital assets under different categories.

3.3.
Statement showing reconciliation of depreciation charges on Buildings and other items credited to Capital Account and debited to Production Account.

3.4.
Statement showing the value of Capital Assets discarded and disposed off from N.C. Grants and Projects.

3.5.
Statement in respect of stock pile items showing opening balances, receipts & issues and closing balances.

4.
Statement of Assets and Liabilities as on 31st March

4.1.
Statement indicating reasons for variation of all Assets and Liabilities where the difference, as compared to previous year, is 5% and above.

4.2.
Statement showing reconciliation of figures of stores-in-transit between factories with year wise break-up.

1016.
The following accounts and statements are also prepared by the Branch Accounts Offices and submitted to Main Office, Annual Accounts Section in connection with the Annual Accounts of the factories :-


(i)
(a) Indirect Expenditure statement for both fixed and variable charges.

(b)  Subsidiary statement showing reasons for variations in respect of amounts booked to different work orders where the difference, as compared to the previous year, is more than 10%.


(ii)
(a) Summary of Cost of out-turn other than Inter-Departmental Production-Statement 10 (a).

(b) Summary of Cost of Inter-Departmental Production (capital and stock)-Statement 10 (b).

(c) Statement showing reconciliation of figures exhibited in the statements 10 (a) and 10 (b) with that exhibited in the Production Account.


(iii)
Consolidated Manufacturing Account Statement 'A'.


(iv)
Consolidated Manufacturing Account Statement 'B'.

1017. In addition to the above, Appropriation Account is to be prepared by the Branch Accounts Offices and to be submitted to the Main Office Annual Accounts Section.

Appropriation Account


(i)
Statement 'A', Section 'A'-Cash expenditure and Departmental Cash Debits.


(ii)
Statement 'A' Section 'B'-Expenditure incurred in England.


(iii)
Statement 'B'-Appropriation in Aid.


(iv)
Statement 'C'-Renewal Reserve Fund Account.


(v)
Statement 'D'-Capital expenditure, land, works, plant and other stores.


(vi)
Statement 'E'-Works financed from new Capital grant and renewal reserve fund grant.

Principal Items

1018. A statement showing principal items of work done by the Factories during the year is prepared annually by the Branch Accounts offices indicating the previous year's actual figures and estimated figures in respect of each item and submitted to the Main Office, Annual Accounts Section of check, consolidation and publication.

1019. From the above statement, a comparative statement showing the unit cost of production of an article manufactured in more than one factory is prepared by the Annual Accounts Section for exhibition in the Printed Book of Annual Accounts of the factories.

1020. A half-yearly statement of important output of production is also prepared by Branch Accounts Offices and submitted to the Annual Accounts Section for necessary audit.

Miscellaneous Items of Work

1021. Annual Accounts Section carry out necessary audit and check of the monthly Priced Store Accounts and monthly Manufacturing Account Statements A & B, submitted by the Branch Accounts Offices.

1022. The following items of work are also dealt with in the Section with a view to allocation of certain elements of costs of general nature to the production accounts of the factories :-


(i)
Information regarding passage concessions, Govt. transport used etc. which is received from other CsDA, is passed on to the Accounts Officers of the factories for adjustments.


(ii)
Expenditure on the O.F. Board HQrs. (excluding expenditure incurred by the stock verification group) is classified as (a) effective (representing pay and allowances and other miscellaneous expenditure) and (a) non-effective (superannuation charges and Govt. contribution to Provident Fund). The total amount (a) and (b) is then distributed over all the factories on the basis of direct labour incurred by each factory and the figures intimated to the Account office for adjustments.


(iii)
Expenditure for stock verification group attached to the O.F. Board is ascertained annually and distributed to the factories on the basis determined by the O.F. Board.


(iv)
Expenditure on the Chief C of A (Fys), Main Office excluding that of the Railway Section less 12.5% to cover expenditure incurred for audit and accounts work for the R & D organisation is apportioned first between (i) Accounts and (ii) Internal Check (44% & 56% respectively). The costs of EDP Section is then added with the accounts cost. The total amount of both (i) Accounts and (ii) Internal check is then distributed to all the factories on the basis of pay & allowances of the Branch Accounts Offices and intimated to the Accounts Offices for adjustment in the Accounts.


(v)
Expenditure incurred on training scheme by the concerned factories are apportioned to the different factories annually by applying the percentages intimated by the Annual Accounts Section, which are worked out on the basis of the direct labour of the factories.


(vi)
Figure in respect of leave pay, overseas pay, deputation allowance and passage paid in England and obtained from the High Commissioner of India and U.K. and intimated to the Branch Accounts Officers for adjustment.


(vii)
All instructions regarding adjustment of various elements of costs in the Accounts, preparation and submission of Annual Accounts and Review Chapter thereon are issued to Branch Accounts Offices by the Section.

Review Chapter on Annual Accounts

1023. A Review Chapter on the Annual Accounts embracing entire field of working of the Ordnance and Ordnance Equipment Factories is prepared by the Annual Accounts Section for publication. This is prepared in description, informative and precise manner with exhibition of various data in Tables and graphs incorporating bar-chart, pie-chart, and ratio graph for quick appraisal of the performances and state of affairs of the factories. This also serves as a managerial tool for effecting economy on the controllable area of expenditure without affecting increasing trend of efficiency.

1024. All the information/statistics required for the Review Chapter of Printed Book of Annual Accounts and the tables & graphs which form part of the said chapter are collected from the Branch Account Offices. The relevant data in respect of each factory are consolidated for preparation of the Review Chapter and the same are published in the form as required by the O.F. Board. The printed book of Review Chapter is issued to the O.F. Board and the Ministry. This Review should show the following statistical information:


(1)
Establishment



(a) Labour force, Supervisory strength.

(b) Ratio of direct labour to indirect labour and those of supervisory staff to IEs.



(c) Average No. of piece workers and percentage of profit earned.



(d) Trend of overtime work in money value and hours.


(2)
Financial Budget

Budget estimates and actual expenditure for the year in respect of Revenue and Capital for all the factories under O.F. Board Control together with a reconciliation statement of cost and financial accounts for the year.


(3)
Performance



(a) Cost of production



(b) Element-wise break-up of cost of production.



(c) Issues made to indentors.

(d) Work-in-progress with year-wise break-up and that compared to the cost of production.



(e) Investment output ratio.



(f) Variable and fixed overheads.



(g) Gross and net (excluding IFD Stores) cost of production.


(4)
Level of Inventories

(a) Average inventory held, average monthly consumption and average stock holding of material in terms of month's consumption.



(b) Value of surplus stock and scrap held.



(c) Slow and non-moving stores.


(5)
Civil Trade



Value of Civil Trade made along with foreign exchange earned.


(6)
New Factories/Projects


(7)
Miscellaneous



(a) Losses written off.



(b) Avoidable rejection.



(c) Preliminary expenses.



(d) Development expenditure.



(e) Vehicles and Tanks.

1025 to 1030-Blank

Chapter X

Financial Advice Section

1031. The conduct and disposal of work dealt with in the financial Advice Section will generally be the same as laid down in paras 652 to 660 and 662 to 693, office Manual, Part II (Vol. I).

Organisation of Local Audit Areas


1032. Distribution of local audit areas in the Chief C of A (Fys) organisation and other controllers' organisation will be received in the Financial Advice section and maintained upto date. Any change in the audit areas including raising of new units will be intimated to all the sections of Main Office and Branch A.Os. to facilitate the scheduling of vouchers etc. to the correct AO/LAO.

Local Audit of Units Direct by Main Office

1033. In respect of units/organisations like I of A, Hastings coming under the audit control of this organisation but where no. A.O. exists on the sanctioned strength; the audit programme including Cash Inspection will be drawn up and submitted to the Chief Controller of Accounts (Fys) for approval. Audit in the prescribed manner will then be conducted by Officer-in-charge, F.A. Section.

1034. The audit of the accounts of Headquarters of OFB is conducted by the organisation of the Chief Internal Auditor.

Monthly Appreciation Reports

1035. A monthly Appreciation Report on the work of Branch Accounts offices embarrassing all the essential activities of audit, administration, accounting, staff welfare and similar matters on a selective basis will be rendered personally by the JCA-in-charge of Group of Factories in demi-official form to the C of A by the first week of the month following to which the report relates. The report is intended to keep the C of A informed about the important development during the month on such matters like improvement in office efficiency, accounting procedures, method studies, management accounting studies, measures of economy, heavy accumulation arrears in office work with measures taken for their clearance, items for inclusion in the report on General State of Accounts, financial advice rendered, special and unusual features noticed in manufacturing activities, operation of export contracts, performance appraisal of projects, important points of disagreement between the G.M. and the A.O., brief details of audit reports suggesting Government sanctions, review of old test audit/local audit objections etc.

1036. The reports after perusal by the Chief Controller of Accounts (Fys) will be centrally processed by the FA Section. Points which are to be attended to by other sections will be extracted to them together with Controller of Accounts comments, if any. The concerned sections will intimate settlement of the points to FA Section. The report will be put up to the Chief Controller of Accounts (Fys) by 15th of every month with a brief summary showing the action taken on the items contained wherein.

1037. In order to enable the Jt. C of A to function effectively as Group Officer of the Accounts Offices of a group of factories as also to give appointment to the administrative authority for consultation in matters relating to accounts/audit and to assess the work of the officers of the sub-office before writing their confidential reports. Jt. Cs of A must undertake visits to all Branch Accounts Offices under their group charge at least once a year. They can visit these offices more frequently, if and when considered necessary. The prior approval of the CC of A, should however, be obtained for visits where outstation is involved.

1038. Inspection will be carried out by JCAs on the basis of the provisions of the standard Inspection Manual in vogue for inspection of sub-office.

1039. In addition other points of interest and importance will also be looked into by the J.C. of A. during their visit to Branch Accounts Offices.

1040 to 1045-Blanks

Chapter XI

Fund Section

1046. This Section deals with all matters relating to the following funds:-


(a)
General Provident Fund (Defence Services).


(b)
Indian Ordnance Factories workers Provident Fund.


(c)
Contributory Provident Fund.

1047. (A)
This Section also deals with the following works :-


(i)
All matters relating to technical review and examination of Fund Accounts and the cases referred by the Branch Accounts Offices.


(ii)
Maintenance of Fund Accounts of Gazetted officers of Ordnance Factories and allied establishments as well  as for the Gazetted Officers and staff of OFB HQrs. and other establishments viz., ADTD, Calcutta, Inspectorate of Electronics, Calcutta and Finance Division of Ordnance Factory Board.


(iii)
Advance/withdrawal claims from Fund Accounts in respect of Gazetted Officers of Ordnance Factories and allied establishments who will retire within two years.


(iv)
Fund advance/withdrawal claims of all officers and staff of O.F.B. HQrs, Inspectorate of Vehicles, Inspectorate of Electronics, Calcutta, ADTD, Calcutta Finance Division of Ordnance Factory Board.


(v)
final settlement of Fund Assets of all G.Os of Ordnance Factories and allied establishments, G.Os and staff of Ordnance Factory Board and other establishments mentioned under clause (ii) and (iv) above.


(vi)
Acceptance of nominations executed by the officers and staff of Ordnance Factories, Ordnance Factory Board and other establishments mentioned under clause (ii) and (iv) above.

(B)
However, the Fund Accounts of IEs/NIEs and NGOs of Ordnance Factories and allied establishments are maintained by the Branch AOs.

1048.
The procedure of work in Fund Section is laid down in the respective chapters of office Manual Part V.

1049 to 1055-Blank

Section III

Main Office

Electronic Data Processing Section
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Chapter 1

Electronic Data Processing Section

Location of EDP Sections

1056. There are at present five EDP sections under Chief controller of Accounts (fys), Calcutta. One located in the Main office and the others are located in the Accounts Office, Ordnance Equipment Factory. Kanpur, Accounts office, Vehicle Factory, Jabalpur, Accounts Office, Ammunition Factory, Kirkee and Accounts Office, Heavy Vehicles Factory, Avadi.

1057. The cost tabulations of the following factories are prepared mechanically in the EDP sections as shown below:-

_____________________________________________________________


Factory






EDP Section

_____________________________________________________________

(1)
Gun Shell Factory, Cossipore

(2)
Ordnance Factory, Dum Dum

(3)
Metal & Steel Factory, Ishapore

(4)
Rifle Factory, Ishapore

Calcutta

(1)
Gun Carriage Factory, Jabalpur

(2)
Ordnance Factory, Khamaria

(3)
Grey Iron Foundry, Jabalpur

(4)
Ordnance Factory, Itarsi

(5)
Ordnance Factory, Katni

(6)
Ordnance Factory, Bhusawal

(7)
Ordnance Factory, Ambajhari

(8)
Ordnance Factory, Bhandra

(9)
Ordnance Factory, Chanda

(10)
Vehicle Factory, Jabalpur 




Jabalpur

(1)
Ordnance Equipment Factory, Kanpur

(2)
Ordnance Parachute Factory, Kanpur

(3)
Ordnance Factory, Kanpur

(4)
Small Arms Factory, Kanpur

(5)
Field Gun Factory, Kanpur

(6)
Ordnance Factory, Dehradun

(7)
Ordnance Cable Factory, Chandigarh

(8)
Ordnance Clothing Factory, Shahjahanpur

(9)
Ordnance Factory, Muradnagar



Kanpur


(1)
Ammunition Factory, Kirkee

(2)
High Explosives Factory, Kirkee

(3)
Ordnance Factory, Ambarnath

(4)
Machine Tools Prototype Fys,Ambarnath

(5)
Ordnance Factory, Varangaon

(6)
Cordite Factory, Aruvankadu

(7)
Ordnance Factory, Dehu Road



Kirkee

 (1)
Heavy Vehicle Factory, Avadi

(2)
Clothing Factory, Avadi

(3)
Ordnance Factory, Tiruchirapalli           



Avadi

Duties of EDP Section

1058. The Primary concern of the EDP Section is to prepare mechanically the wages sheets and the cost tabulations relating to the Ordnance & Equipment Factories and their annual production statements.

1059. For the sake of internal convenience, the work of the EDP Sections has been divided into the following Groups:-


(a)
General Group-This group deals with the receipt and issue of all communications, the scrutiny of all bills relating to hiring, purchase and servicing of data processing machines, correspondence regarding machines, distribution of work to the punching and verification group and all duties of a miscellaneous nature; such as detection of all Fictitious Codes before sending Code-head wise Compilation to CDA (R&D) New Delhi and also correspondence relating to accounts matters.


(b)
Punching Media Regular Group-This Group is concerned with the receipt of various kinds of original documents and Punching Media and their disposal in the shape of printed tabulations. The control figures are also maintained and the necessary check over the tabulations is exercised by this Group.


(c)
Punching and Verification Group-All Punching and Verification work is done in Data Entry Machine.


(d)
Agreement Group-All Class-1 PMs are CB totalled and check list/Batch list reconciled with original vouchers to ensure that compilations are correct in all respect.


(e)
Machine Group-Main Processing of tabulations viz. sorting/merging, creation of records through floppy and printing works are done in this Group. The Section officer (A)/AAO (computer trained) is in direct charge of this Group.

EDP Edit List and Sub-Compilation/Cost Statements

1060. The monthly edit lists and Cost statements/Sub-compilations mentioned in paras 1061 to 1074 are prepared in the EDP Section from the documents and punching media received from the documents and punching media received from the Branch Accounts offices and Audit Sections to which it is attached, and sent to the respective Accounts Office (and also to the General Manager where necessary) and to the Chief C of A (fys) etc. as indicated against each.

1061. The wage Sheets are prepared for the factories mentioned below:-


(1)
Ordnance Equipment Factory, Kanpur.


(2)
Ordnance Factory, Kanpur. 


(3)
Small Arms Factory, Kanpur.


(4)
Field Gun Factory, Kanpur.


(5)
Ordnance Factory, Khamaria.


(6)
Gun Carriage Factory, Jabalpur.


(7)
Grey Iron Foundry, Jabalpur.


(8)
Vehicle Factory, Jabalpur.


The Wage Sheets for all other Factories are prepared in their respective Accounts Offices.


The mechanised wage sheets exhibit the total earnings for the month of each individual piece worker as well as of each gang separately for each section. These are printed in Rupees and decimals upto two places.

1062. Labour Abstracts-These are prepared for all the Factories mentioned in para 1056.


This tabulation is prepared by section showing the total expenditure on Labour and the total expenditure on each work order and warrant as well as the total expenditure by series of work orders. Summary of Labour Abstract (H Form 9) is also prepared mechanically.

1063. Material Abstracts-These are prepared to show the net expenditure on materials by each work order, warrant and section and the net total expenditure on material for each work order serial for the factory as a whole. Particulars of each Demand and Return notes are also shown in this tabulation. Some expenditure statements showing the net expenditure on material by each section is also prepared where necessary. Summary of Material Abstract (H Form 10) is also prepared mechanically.

1064. Sectional Variable Charges Statements-These Statements are prepared by shops for factories mentioned in para 1056 showing the monthly expenditure incurred under 02 series work orders for the shop concerned, whether in the shop itself or in other shops. The expenditure shown in these statements comprises of Labour, Material and Other Charges for the month as well as upto the end of the month of account i.e. current and progressive items of expenditure are shown in separate columns.

1065. Transfer Voucher Abstracts-All transfer vouchers including allocation sheets received for a month are compiled in this abstracts which shows the transfer effected during the month in respect of each work order and warrant exhibited therein. This abstract is prepared for all the Factories mentioned in Para-1056.

1066. "H" Form of Transfer Vouchers-A statement is prepared mechanically along with the Abstract of Transfer Vouchers showing the total amount booked to each series of work orders under each class of cost.

1067. Work Order Tabulations-The expenditure on each warrant issued in respect of a work order is mechanically grouped together and the total expenditure on labour, material, overhead charges etc. i.e. by classes of cost relating to the work order is exhibited in this tabulation.

Progressive expenditure is shown in this tabulation for 01 and 02 series of work orders in respect of all the Factories. For other series of work orders, progressive expenditure is shown in the case of Factories which require them and in the case of others, the monthly expenditure is shown. The tabulation is printed monthly for 01 and 02 and all direct series of work orders and quarterly or monthly for the rest of the series of work orders as may be required.

1068. Master Cost Card: This is prepared quarterly from SFC and SVC statement mechanically and furnished to the Accounts Officer/GM, concerned.

1069. Leather Felt and Leather Washers Abstract-the Ordnance Equipment Factory, Kanpur-This is a special abstract showing the quantity of leather and leather washers cut by each code i.e. class of labour etc. and value thereof by each work order and warrant.

1070. Sectional Fixed Charge Statement: The statements are prepared by shops for all the Factories mentioned in para 1056 showing the current expenditure (progressive expenditure if required in the case of Metal and Steel Factory, Ishapore, Ordnance Factory, Khamaria and H.E. Factory Kirkee) incurred under 01 series of work orders for the shop concerned whether in the shop itself or in other shops.

1071. Component Abstracts-Ammunition Factory, Kirkee. This is an abstract prepared from the red Demand and Return Notes showing the total value of components for each work order by Sections and warrants.

1072. Production Groups-Leading statement of the Rifle Factory, Ishapore-This is a special tabulation and exhibits the total labour expenditure of section 40 under each operation for which a Group code has been allotted.

1073. Summary Report of Indirect Expenditure-This is a special tabulation prepared for the factories mentioned in the para 1056 showing the labour expenditure on indirect series work orders exclusive of pay Commission benefit, Dearness. House Rent and Compensatory (City) allowances. This is prepared by work orders and warrants for each section separately and sent to Accounts Office by the 22nd of the following month.

EDP Section of C.C of A (Fys) Calcutta is responsible for preparation of the following Compilations.

(A)
Financial Compilation

1074. (a)
Code-head wise compilation prepared from punching medias received from all Branch AOs and concerned Sections of Main Office including Railway Section in weekly batches i.e. on 7th, 14th and 21st and thereafter in daily batches and the last batch containing minimum number of Punching media should reach EDP Section by 3rd of the following month. The due date of the compilation to reach CDA (R&D) N. Delhi is 10th of the following month.


(b)
Sections Compilation-Prepared from the above quoted data showing section-wise tabulations booked by each Section.


(c)
Sub Compilation-The following sub compilations are also prepared. Details are shown in Annexure-I.


(1)
Interest Statement.


(2)
Flood Advance.


(3)
Security Deposit.


(4)
Defence Exchange Account-Original item non-rail.


(5)
Defence Exchange Account-Responding item.


(6)
DAD Expenditure Statement.


(7)
GP Fund, DAD Statement.


(8)
RDR-Non DAD Statement.


(9)
RDR-Non DAD Statement.


(10)
Defence Exchange Account-Original item Rail.


(11)
IODP/IOFWP Fund Statement.


(12)
Defence Proforma Accounts.


(13)
Transportation Charges.


(14)
J&K Statement.


(15)
NEEA Statement.


(16)
Conveyance Statement.


(17)
GP Fund Non DAD Statement


(18)
Dairy Farm Statement.


(19)
RDR Rail Statement.


(20)
Cash Statement-Fys Details & Summary (CCO-2) including top sheets.


(21)
Case Statement-TDE Details & Summary (CCO-2) including top sheets.


(22)
DID Schedule Abstract-Non Rail.


(23)
DID Schedule Abstract-Rail.


(24)
Category Statement.


(25)
Book Compilation.


(26)
Fictitious Code List.


(27)
Sectional expenditure Statement.


(28)
Other than Statement "C".


(29)
L.P. Asset linking Register for AO VFG


(30).
OT DAD.

(B)
Code Headwise Compilation in respect of CDA Border Roads (for the units situated at Calcutta) is also being done by the EDP, Section of Main Office.


Sectional Compilations of the above are also done in EDP Section Main Office Calcutta.

1075. The detailed procedure to be followed by the Audit Sections and the Branch Accounts Offices as well as by the EDP section is given in Office Manual XI.

1076 to 1080-Blank.

Annexure-I

___________________________________________________________________________________________________

Sl.


Sub Compilation








Parties to whom rendered/sent

No.

___________________________________________________________________________________________________________________

1.
Interest Statement


(To show recovery of Interest on advance for purchase of motor Car/Cycle and
 
Accounts Section of Main Office.


other conveyances.


By this statement Accounts section comes to know the amounts recovered on account 


of interest on conveyance advances. It helps them in Watching the receipts of sche-


dules for recoveries and post them to Debit Head Registers maintained by them.

2.
Flood Advances Statement


This Statement contained the accounts booked on account of flood advances.

Accounts section of main office.


Accounts Section is able to exercise Check on the total expenditure on this account


against allotments and render reports to higher authority.

3.
Security Deposit Statement


This Statement containing booking to security Deposit code head is sent to respective
Accounts section of Main office.


Audit section/Br. A.O. by Accounts section for verifications and confirmations of


correctness with reference to entries in security Deposit Register maintained by


them. This is ultimately used at the time of preparation of Review of Balance.

4.
Original Item of Defence exchange Account (Non Rail & Rail)


To Enable EDP Centre meerut to link the original and responding items and prepare

EDP Centre Meerut/CDA (R&D) N. Delhi


list of outstanding items quarterly to be sent to CSDA concerned to expedite clea-

and Accounts section and Railway Accounts


rance. It enables Accounts section Main office to link each item in the compilation

section of Main office.


with the schedules received from Audit sections and after ensuring this, to float the


DID schedule to respective CsDA.

5.
Responding Items of Defence exchange Account (Non Rail & rail) same as per sr. 4

EDP centre, Meeruit/CDA (R&D) Accounts


above.











section of Main office Railway Accounts















Section of Main Office.

6.
DAD expenditure Statement


This statement enables the compiling section to know monthly the total amount on

Fund Section Pay/Pay sec. AN-VI Section,


account of DAD expenditure booked. This helps to keep a watch on progress of

AN-Pay Section, Accounts Section of


expenditure against allotments as well as for preparation of budget.



Main Office.

7.
G.P. Fund-DAD Statement (Non DAD Statement)


Audits Sections Reconcile the amount as per this compilations with reference to G.P.
Pay/O, AN-Pay, Accounts Section


Fund schedules and send this schedules to EDP Centre, Meerut.



EDP, Centre Meerut.















Pay Sec. and Fund Section

8
RDR Head Compilation-DAD and non DAD railway statement


This statement shows the amount compiled by different sections to various FDR

Accounts section


Heads. Respective sections are to verify and ensure the compiled figures are correct

M.O. Pay section


with reference to actual payment/recoveries. Action as appropriate is also to be

M.O. Pay (O) sec.


taken on each items/each category of item by respective section.



M.O. AN-pay sec.















M.O. AN VI sec.


This compilation also requires for preparation of budget and reconciliation of

M.O. Fund Section


monthly statement of contribution raised towards CGHS and schedules for re-

M.O. Railway


coveries of various advance like HBA, Bicycle advance, Scooter etc.
Accounts section















M.O.

9.
IPDP/IOEWP Fund Abstract and details.


The audit sections are to reconcile the booking as per compilation with recovery

Fund Section


schedules and release the schedules to Fund section. Fund section checks up whether
Pay section


schedules for the full amount of booking have been received and call for the wanting
Pay (O) section


schedules.

10.
Defence Proforma Accounts with R.B.I.


This contains the booking made by different parties to head 00/021/00 (Reserve

Account section of Main Office.


Bank Deposit) effecting the Defence Proforma Accounts. Accounts Section re-


conciles the monthly accounts received from RBI with the compilation and finalise 


the monthly accounts.

11
NEFA Statement


This statement given the expenditure relating to NEFA booked by Railway Accounts
Railway Accounts section of Main office


section and enable them to render the monthly report on the subject to the higher


authority.

12
Transportation Charges on stores


This Statement contains the amount booked by Railway Accounts section on ac-

Railway Accounts section of Main Office


count of transportation charges. This helps them in sending the monthly expenditure


statement to the respective CSDA and statement of transportation Charges in


respect of Divisional Stock item to Chief Engineer.

13
Expenditure Pertaining to J&K


This statement shows the expenditure on account of rail charges relating to J&K

Railway Accounts section of Main Office


Militia booked by Railway Accounts section and enables Accounts section render this


monthly report on this subject to CGDA New Delhi.

14
Conveyance Expenditure Statement


This statement shows the amounts compiles by section of advances for


Accounts section


purchase of conveyance. The sections reconcile the booked figures with reference

M.O. Pay section


to payments made by them and then send the schedules. This statement helps Ac-

M.O. Pay (O) Sec.


counts section in maintaining the Debit Head Register and to watch the receipt of

M.O. AN-VII Sec.


schedules of payments/recoveries.







M.O.

15
Diary Farm Statement


This statement shows the expenditure on account of rail charges relating to Military

Railway Accounts section of Main Office.


Farms booked by Railway Accounts Section. This helps Railway Accounts section


in sending the monthly expenditure statement on Military Farms to the respective


CDA for onward transmission to the respective Farms for watching the progress of 


expenditure on account of transportation charges.

16
Cash Compilation (CCO-2) (Summary and Details)


(a)
Factories


(b)
R&D and Inspectorate








OFB/ Inspectorate/


This statement shows the booking voucher-wise for each factory/formation. It

R&D


helps management to have latest expenditure figures under different heads and to

GMS


have effective budgetory control. It helps BR. AOs to properly ensure linking and

Br. A.Os


clear outstanding assets/liabilities and also to post the principal ledger enabling

Accounts section


reconciliation of cost accounts with Financial Accounts. It helps Accounts section to
M.O. Stores Sec.


see whether the amounts as per. All India Compilations has been distributed to fac-

M.O. Pay Sec., M.O.


tories and to locate areas of variations and take corrective action

17
DID Schedule abstract Non Rail & Rail.


The detailed compilation alongwith Schedule are sent to the respective UAGE. In the
Railway Accounts M.O.


month of 13 account, the amount is reconciled with Sectional Compilation and 

EDP Centre, Mecrut.


abstract of schedules are sent to EDP Centre, Meerut for reflection of amount in All

Accounts section M.O.


India Compilation against each Controller.

18
Category Statement (Expenditure on purchase of Defence stores showing the source of purchase)


This shows the hooking against various categories of purchases mainly purchase

Accounts Section


from abroad. This enables Accounts section to watch the progress of expenditure on

M.O. Store Sec.


these categories and also to render periodical reports to higher authorities.















M.O.

19
Service/RDR Head Compilations.


This statement is a summary of total amount booked against each service, Head

Accounts section


Class VII vouchers (allocation sheets) are however, excluded. This hdelps the Finance
M.O.


Division/OFB and OFB Calcutta to have budgetory control and to watch progress of
OFB Calcutta.


expenditure against allotments.

20
Fictitious Code Head List for the month


This is a list of Fictitious Codes operated by different sections/AOs which are pro-

Accounts section


visionally compiled to some other existing head by EDP section. These are extracted
M.O. All Audit sections


to Sections concerned for immediate rectification of the Fictitious adjustment.

M.O. All Br. AOs concerned.


Clearance of Fictitious adjustment is watched by Accounts Section.

21
Sectional Expenditure Statement


Expenditure statement showing unit of Control Code-wise break-up in respect of

Accounts Section M.O.


805/01 and 808/02 pertaining to Railway Section only. These statement are sent to

Pay section, M.O.


concerned Factory/Unit/AO. This statement also facilitates Audit Section for com-


pilation of various report and returns.

22
Other than Statement "C"


This is a compilation of booking to head other than those included on CCO-2 

Accounts section M.O.


The sections have to verify and ensure that figures as appearing in the compilation 

Pay Section M.O.


Agree with a factual position. The extract of this statement is forwarded to Br. AOs 


For posting in the principal Ledger for Cost accounting purposes.  

Chapter II

Detailed Procedure












Para

Register of EDP sections






1081

Central Control of Expenditure and work



1082

Batches of documents






1087

Transformation of documents into Punch cards


1089

Preparation of various EDP tabulations



1093

CHAPTER II

DETAIL PROOCEDOURE

Registers of EDP Sections

1081.
the following registers are maintained in the EDP Sections in connection with the mechanisation of accounts :-

(i) Floppy Record register showing the receipt and disposal of floppies.

(ii) Log book for the main computer showing the details of work done on them with timings.

(iii) Log book for each DDE machine showing the number of records created with the name of the operator.

(iv) Call book for maintenance of these machines indicating the nature of trouble and the time, date and the date and time of engineer attended the machine.

(v) Log book for Data Entry Machine: - The register will show the name of the Data Entry Operator to whom the machine has been allotted and the dates on which the machines are inspected by the servicing engineers from the firm responsible for maintenance of the machines. Any machine parts repaired/replaced will also be shown therein against the relevant machine.

(vi) Register of machine hours showing the total time worked, time taken for reprinting and reconciliation of tabulations, repair time and the time lost everyday on each machine with monthly totals.

(vii) Punching media register showing the details of batches under each kind of document, the machine totals and the control total for each tabulation.

(viii) Overtime register, part I showing details of overtime work done by the data Entry Operators.

Central Control of Expenditure and Work

1082.
A register of expenditure is maintained in the EDP section, Calcutta, indicating the monthly and progressive expenditure under “Miscellaneous” of the four EDP sections connected with the mechanisation of accounts, Expenditure in respect of EDP section located at HVF Avadi is, however, controlled by the C of A (fys) HVF, Avadi.

1083.
The payment of the various bills for purchase of machines cost of floppies etc. are dealt with centrally in the Main office.

1984.
All bills are generally sent to Administration section, Main Office once a month. Before transmitting a bill, it will be scrutinized with reference to the details available and entered in the expenditure Register maintained in the EDP section, Calcutta.

1085.
Blank.

1086.
The EDP Section, Calcutta prepares or consolidates the following returns and send them every-year to the officers noted against each:-

(i) Report of Machine hours utilised 

and lost for EDP section, Kolkata.                     To the EDP section    

                                                                                 CC of A (Fys)                              

                                                                           Kolkata.

(ii)
Monthly consolidated progress 

report of the EDP sections showing 

the due and actual date of different tabulations

and returns

Batches of Documents

1087.
On receipt of the documents and the punching media, the punching media register clear carefully checks the enclosure with the forwarding memo. It is his duty (i) to verify that those actually received agree in all particulars with those mentioned in the forwarding memo and that there has been no loss in transit and (ii) to see that the continuity of the numbers of the batches has been maintained and that no intervening batch has been omitted to be sent or received.

1088.
The labour and material documents are received in batches of convenient number of items supported by work order sheet in “H” form No- I showing the details and the total value of the batch. Other documents received not supported with a work order sheet are divided into batches of convenient and a work order sheet in “H” form 1 is prepared for each batch and the total value of the batch taken on the calculator machine and noted on the work order sheets.

Transformation of Documents into Floppies

1089.
The batches on receipts are assigned EDP section numbers and entered in the punching media register and them passed on to the Data Entry Group. When the floppies for all the documents contained in the batch have been data entered in Data Entry Machine, they are passed on to the verifying operators with the original documents. The floppies are then verified cent and on completion thereof, the original copies of the documents are returned to the punching media register clerk and the floppies passed on to machine of check list of the batch extracting form floppies into Hard Discs.

1090.
The machine operator will create records in computer by means of Hard disks, and prepare check list and will enter the particulars in the log book and print out check lists of the batches. The check lists are then passed on to agreement group for reconciliation of the printed tabulation with reference to the original documents and after carrying out necessary corrections in the check lists. The check lists are passed on the punching media register clerk for posting not notifying the agreed totals in the punching media register. The check lists are then handed over to the machine room for necessary corrections in the records created.

1091.
On receipt of the monthly certificate from the Branch Accounts Officers of from the respective sections in the prescribed proforma, the numbers of the last batches shown therein will be checked with the entries in the punching media register and an order for preparing the required tabulations sent to the machine room. The totals for all the batches posted in the punching media register will be obtained as soon as available and the grand total for the particular kind of kinds of documents required to be included in the tabulations involved.

1092.
On receipt of the work order for tabulation, the machine room will carry out necessary corrections in the records created with reference to the particulars given on the work order and arrange to sort and print the various tabulations. In the case of EDP section, Calcutta, the amended check list will be updated, recreated in computer and batch total is taken in computer to ensure correctness of check list.

Preparation of Various EDP Tabulations

1093. Wages Sheets - The cards for piece workers in the kinds of documents 18 and 19 will be created in the floppy by sections and then sorted by ticket numbers. When all the records are sorted, two copies of the wages sheets for individual piece or gang workers will be printed for each section.

1094.
Blank

1095.
The tabulation should be totalled to check that the section arrived at from the punching media register as noted in “H” form No. 4. Items appearing in both the statements should be carefully compared item by item to ensure that they are identical in al respects.

1096.
An agreement should also be secured in respect of the total number of individual piece and gang workers shown in the wages sheets with those communicated by the Labour section or the Accounts Offices concerned, any discrepancy being reported to the party concerned along with the wages sheets for reconciliation before payment is authoriesed.

1097.
Labour Abstracts – These are prepared for all the factories for which the accounts have been mechanised.

1098.
The different allowances, viz. dearness, house rent and compensatory (City) allowances which are treated as part of labour are required to be levied first as a percentage basis on the various direct and indirect work orders. The labour abstract will then be prepared on the basis of these levied results.

Note (a) The kinds of documents 18 and 19 are created in the floppy and are verified and agreed.

1099.
Levy of Dearness Allowance and percentage includes House Rent and Compensatory (City) Allowances. The floppies in respect of kinds of documents 10, 17, 18, 19 and 36 are taken for the purpose of mechanical levy of dearness allowance. The records are sorted by work order and warrant for each section and class of cost separately. Levy of dearness allowance in done on the computer/tabulator on the basis of the dearness allowance percentage intimated by the Accounts Officers. Some of the indirect orders, the number of which is intimated by the Accounts Officers are exempted from the levy of dearness allowance.

1100.
Detailed procedure in preparation of various Financial and Cost Compilations in EDP section of Chief C of A (fly) Calcutta are given below:

FINANCIAL

Code head wise compilation for inclusion in All India Compilation through EDP Centre, CDA (R&D) New Delhi.

1101.
Punching Media are received from Audit/Accounts sections of Main Office as well as from Branch Officers. The PMs are then divided into batches of 50 vouchers and entered into the Control Registers will also the details about batches except amount. The batches are then handed over to SO(A). If the batches are class I vouchers these are handed over to Agreement Group for CB totalling. Punching Media are them allotted the Data Entry Operator for Direct Data Entry.

1102.
Datas created through floppies are handed over to the machine room for extraction and kept in the Hard Disk of the computer.

The check list represents all the records created, the total of each batch of punching media showing “Receipt” and “Charges: tallied. If receipt and charges are not tallied, the total difference is shown a star mark (*) put in remarks columns to represent discrepancy. A check list is then verified with original punching medium to set right the difference by Agreement Group. After correction is completed in the check list, the same is again handed over to computer room for updation/creation in the concerned floppy where records are kept through computer machines by means of a system programme. After correction/insertion is over, a batch list is taken from the floppy to show that the total receipt and charges of the batches are tallied. In case any of the batches is not tallied, reconciliation is made and updation/insertion is again made as above and a fresh batch list is taken to show that all batches are agreed.

1103.
When batches are tallied in a check list, it is handed over to the clerk maintaining Control Register. On receipt of agreed check list, the total of each batch is entered into the Control Register against each batch/section-wise and the Sectional totals are arrived at in the Control Register.

1104.
Punching Media are also created through Direct Data Entry Machines by means of system programmes of computer. After creation is computed, check list is prepared by means of a programme through computer. Next stage is the same as mentioned above.

1105.
After Flopping files are competed corrected and updated the same are sorted/merged by means of a system programme. After final sorting/merging is over, a provisional code head wise compilation is printed and handed over to the Auditors cross (X) marks the factious code and handed over to computer room SO(A) to give him a list showing details of voucher number, section Batch No. and Amount of all fictitious code involved in the compilation. After listing a ready by means of computer, the same is handed over to the Auditor dealing with Fictitious Code. The Auditor verifies from the original vouchers as to whether the mistake are originally done by sections or by punching/verification mistakes. If is punching mistake, it is rectified to correct code head. In case, in is booked by sections, the same are booked to suspense code and details are handed over to computer room for updation/creation of records as detected by Auditor dealing with Fictitious code. After floppies are corrected the same as sorted/merged. After final merging is over, the records are printed through programme for code head wise compilation and output file is ready now. The total of code head wise compilation is tallied with total control figure ascertained from Control Register and the compilation then despatched to EDP Centre. CDA (R&D), New Delhi.

Cash Compilation (CCO-2)

1106.
The output records are sorted/merged in a sequence by means of a system programme. The CCO-2 records are then splitted through programme from correct output records.

1107.
Class VII vouchers (Allocation sheets) which are received from Controllers Officers which are Centrally Controlled by Accounts/Store Sections of M.O. are created in a separate file, check listed, up-dated inserted and sorted in the same sequence as per CCO-2 original records. The CCO-2 records are then merged with records of class VII vouchers through a system programme. The Final records are then printed through a programme for CCO-2 Details. One opening balance file CCO-2 file is opened and with the help of current records CCO-2 summary is printed with the help of a programme.

Sub-Compilation

1108.
Records are extracted from correct output records mentioned above through a programme, sort/merged by system programme in a desired sequence and printed through a programme.

Cost Compilation

1109.
Cost documents are created/verified and when agreement of check list and updation is completed, the records are sorted and DA% is levied. It is then merged and labour abstracts are printed. The process of all other cost compilation is the same but without levying DA% which is required in case of labour abstract only.

1110.
Preparation of Labour Abstract - All floppies creating dates viz. kinds of documents 10,17,.18,19,36 and 05 are taken up and sorted section-wise by work order, warrants and the abstract printed for each section separately. One copy of the abstract, showing the expenditure incurred on total labour for each work order and warrant fro each section, is forwarded to the Costing Section and own factory (where EDP section is located) and two copies to the Accounts Officers (whose accounts are done by other EDP section). Totals by series are also printed. The Grand total of all the series of the section is arrived at on the plus adder machine and written by hand at the foot of the section, and an agreement effected with the manually controlled figure for each section, arrived at by the punching media registers clerk.

1111.
Material Abstract - The floppies creating data from the Demand and Return Notes (kind of documents 22, 27, 42 and 47) are mixed together and sorted according to section. A sectional total will be printed on the tabulator (where necessary) for furnishing to the Accounts Officers along with the Material Abstract. Thereafter, the records will be sorted further by warrants and work orders for the purpose of printing the Material Abstract which will show totals by each section, warrant and work order, numbers of Demand and Return Notes, totals by series of work orders and grant totals of the abstract. One copy of the abstract is sent to the Costing Section of own factory and (where EDP section located) two copies are sent to the Accounts Officers (whose accounts are done by other EDP sections).

1112.
Sectional Variable Charges Statements – The statement is prepared for all the factories for which the accounts have been mechanised from the floppies mentioned below:-

(i) Opening Balance file of Sectional Variable Charges Statement for the previous month.

(ii) Records extracted from the Labour Abstract for the month pertaining to “02” series of work orders through the system programme.

(iii) Records extracted from the Material Abstract for the month in respect of “02” series of work orders through the system programme.

(iv) Records extracted from Transfer Voucher abstract (and Leather Abstract for O.E. Factory, Kanpur) in respect of “02” series of work through system programme.

1113.
The statement is printed in triplicate of which two copies are sent to the respective Accounts Officers, who pass on one of the copies to the G. M. of the Factory. The current and progressive amounts shown in the statement are totalled in the plus adder machine and the section totals thus arrived at is written manually by the plus adder operator in the statement which is agreed by him with the check sheet figure prepared section-wise on the tabulator. The total amount of the statement is also agreed with the Control figures arrived at manually by the punching media register clear.

1114.
Transfer Voucher Abstract – For all the factories for which accounts have been mechanised. The records are created from the original copies of Transfer Vouchers; Allocation Sheets etc. in the kinds of documents 15, 16, 20, 25, 30, 35 and 38 are extracted through computers. Sorted by sections, classes of cost, warrants and work orders and the abstract prepared in duplicate. One copy of the abstract will be forwarded to the Accounts concerned after necessary reconciliations.

1115.
H Form for Transfer Vouchers– A mechanised statement summarizing the figures against each series of work orders under each class of cost will also be prepared in duplicate. One copy of the statement is sent along with the Transfer Voucher Abstract to the Account Officer concerned.

1116.
Work order Tabulations – For all the factories for which accounts have been mechanised. The tabulation is prepared from the Master Cost Card file as mentioned below:-

(i) Opening balance file from the work order tabulation for the previous month.


(ii) Original records included in the Labour Abstracts.


(iii) Summary records from the Material Abstracts.

(iv) Original records included in the Abstracts of Transfer Vouchers


(v) Original records on account of Overhead Charges.


(vi) Original records included in the Component Abstracts for the month.

(vii)
Original records include in the Leather Abstract and those created from kind of document 41 under class of cost 21.

1117.
The files are sorted according to classes of Cost and work order numbers and the work order tabulation is printed in which the expenditure to end of the month of account is shown under each class of cost and work order through system programme. The tabulation for own factory will be printed after necessary check being sent to the costing section of own factory or the Accounts Officer concerned, as the case may be.

Note 1 – In the case of Rifle Factory, Ishapore, the current expenditure under class of cost pertaining to the work orders, serial 01 and 02 will be shown in addition.

Note 2 –The tabulation is prepared to show expenditure to the end of the month of account under serial codes 01 to 04; for work order under other serials, it is prepared to show expenditure only as required. It is prepared either quarterly excepting series 01 to 04 and 80 to 87 or monthly, as may be required.

1118.
Leather, Felt and Leather-washers Abstract of the O.E. Factory-Datas are created in floppies from the kind of document code 40 from the additional information, viz. quantity of leather, etc. cut under each code of leather etc. and the value thereof contained in Piece-Work Cards (kinds of document code 19) pertaining to cutter's shop (Section 31) will be sorted according to codes of leather, warrants and work orders for the purpose of printing the above abstract in the following form:-

_____________________________________________________________

Work order 
Warrant 

Code of leather 
 Total leather
Value of each 
Total value by

 etc.

etc. cut by each
code of leather
each warrant







class of leather







under a warrant

______________________________________________________________________________________

1
2


3

4

5

6

______________________________________________________________________________________

Another summary will be prepared showing therein the total quantity of leather etc. cut by each code and the total value thereof for the whole month.

1119.
The abstract, together with the summary, will be forwarded to the Costing Section with a view to agreeing the figures of leather etc., cut with those of the day book maintained by the Management. That section will them credit in lump the total value of the leather-washers and felt cut during the month to the following work orders manually, on the body of the abstract from which necessary records in the kind of document code 41 will be created under class of cost 21 for inclusion on the work order tabulation :-


Leather
-
-

03/00006/99


Leather-washers
-
-
03/00007/09


Felt
-
-


03/00052/00

1120.
Sectional Fixed Charges Statement-The statement is prepared every month for each shops in the following manner soon-after the preparation of Labour, Material and Transfer Voucher Abstracts, Sectional Variable Charges Statement and Component Abstracts.

1121.
The dates pertaining to 01 series of work orders for the current month (excepting for overheads charges) are sorted by class of cost (only one column which designates the Labour, Material and other charges), the main number of the work order and then the sub-numbers of the work order which denote the section for which the expenditure is incurred. The records are tabulated in the following form for each shop separately as sorted out, the code numbers for the shop being entered on the top of the statement through a system programme.

_____________________________________________________________

Work Order number

Class of cost


Expenditures for the





(designating


month





code only)









By class
By work









of cost

order

_____________________________________________________________

____________________________________________________________

Total for the Shop

1122.
The final total for all the shops is taken at the end of the month of the statement for the last shop which is agreed with the total for 01 series of work orders less the amount of overhead charges through a system programme. One copy of the statement is forwarded to the Costing section of own factory (where CDL Section is located) or to the Accounts Officer concerned for necessary action.

Note-The statement, if required to be printed with progressive totals, the routine prescribed in para 1113 will be followed.

1123.
Component Abstracts of the Ammunition Factory, Kirkee-The datas are created from the Red Demand and Red Return Notes are mixed together and sorted by sections, warrants and work orders for the Ammunition Factory, Kirkee. The total value of the components thus debited to the various work orders are credited in lump to the work orders 73/10000/00 in the tabulation under class of cost-23.

Production Group

1124.
Leading statement of the Rifle Factory Ishapore-Files are created from the piece work cards for section 40 for different classes of cost under each operation indicated by a group code and a tabulation showing the total labour expenditure for each operation is printed through a system programme and forwarded to the G.M. Rifle Factory, Ishapore.

1125.
Summary Report of Indirect Expenditure-The records pertaining to indirect work orders included in the wages sheets referred to in para 1093 and those created from Day Worker's Cards and the Punching Media in the kinds of documents 17 and 10 are sorted by sections and also by work orders and warrants. A section-wise Abstract of Indirect Work Orders showing total labour charges under each work order and warrant will then be printed through system programme. This abstract and an intimation regarding the total labour charges in respect of the direct work orders are sent the respective Accounts Officers for the preparation of the return to be submitted by them to O.F.B.

1126.
I.O.E.W.P-Fund Accounts-Detailed procedure regarding the I.O.F.W.P. Fund Account is laid down in office manual, part-V.

1127 to 1135-Blank  

Railway Section

Railway Section












Para

Duties
                                                          


  
 1

General
                                                           


  
 2

Distribution of Work
                                


 
  8

Disposals of Bills and adjustment procedure
   



12

Classification Audit
                                



13

Railway Warrants and Military Credit Notes
   



17

Claims for refund of the cost of warrants and Credit Notes

48
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Railway Section

Duties

Duties

1. The Railway Section is responsible-(1)- for audit classification and adjustment of Mail charges incurred on Railway Warrants (including Railway orders), credit notes and certain Military concession vouchers issued in connection with the movement of troops and Defence stores throughout the Indian Union ;

2. for settlement of all claims for the refund of the cost of warrants;

3. to deal with proposals which involve estimates of Mail charges on warrants, credit notes etc.

4. for submission of statements and statistics for the information of the Administrative and Financial authorities at Defence Headquarters and for offering financial advice to officers, Units and formations on matters which come within the scope of its audit; and 

5. for settlement of miscellaneous claims such as cost of coal and freight, of un-prepaid Military telegrams, of hire and haulage charges, of conversion and re-conversion charges etc. of rolling stock lent by the Railways to the Defence Department etc.

Note-Debits raised by the Railways on account of the amounts chargeable to the Defence Services Estimates in regard to concession vouchers (I.A.F.T.–1720 A) etc. used for Railway journeys while traveling at their own expense by JCOs of the Army and their families and corresponding personnel of the Air Force and of the Indian Navy (unlike debits on account of concession forms used by grade I officers which are adjustable by paying Controllers) are also accepted and finally adjusted by this Section.

General

2. The rules relating to movement of personnel and stores are mainly contained in Travel Regulations and the rates at which the Railway charges should be admitted in audit are laid down in Military tariff, Red Tariff and Tariffs of the different Railways.

3. The claims dealt with by the Section are received either from the Railways or from Units and formations. Claims of the latter category are paid after pre-audit (introduced vide Min. of Fin. (Def/AF/Pay) U.O. No. 923/Pay/AF dated 7-4-81 and Air HQ later No. Air HQ 25616/167/D. Accts dated 2-6-81 except in the case of A.F. personnel where claims are paid by A.F. Units direct subject to post audit by this Section) in accordance with the rules in the Travel Regulations and the Military Tariff Rules while Railway bills are subjected to post-audit. The extent to which the claims are subject to post-audit is given below:-

(a)
Railway Warrants

(i)
Vouchers upto the value of Rs. 50 
General Scrutiny
selected at 

random

(ii)
Vouchers of the value exceeding
Rs. 50 but upto Rs. 100
25%

(iii)
Vouchers of the value exceeding
50%
Rs. 100 but upto Rs. 200.

(iv)
Vouchers of the value exceeding
100%
Rs. 200.

(b)
Military Credit Notes

(i)
Military Credit Notes of the value

of less than Rs.25 



selected at random.

(ii)
Military Credit Notes of the value


of Rs. 25 and above but less than

Rs.100. 




15%


(iii)
Military Credit Notes of the value


of Rs.100 and above but less than


Rs.200.          



33 ⅓% 

(iv)
Military Credit Notes of the value



of Rs. 200 and above.


100%


Note–
The selection of Railway warrants and Military Credit-Notes for general scrutiny is not subject to any prescribed percentage. The vouchers for general scrutiny shall be selected at random by the O-in-C Section concerned.

(c)
Concession Vouchers

(i)
Vouchers upto the value of Rs. 15 
General Scrutiny

(ii)
Vouchers of the value exceeding
15%


Rs. 15 but not in excess of Rs. 50

(iii)
Vouchers of the value exceeding



Rs. 50 but not exceeding Rs. 100
2.5%

(iv)
Vouchers exceeding Rs.100

100%

In those cases where percentage audit is involved selection order will invariably be given by the officer-in-charge himself and record of vouchers actually audited will be kept in the form of audit certificate.

Note 1– With a view to watching whether any increase in the number of vouchers of value below Rs. 10 in case of Railway Warrants and Military Credit Notes and Rs. 5 in case of concession vouchers occurs, a register will be maintained in manuscript to record the number of such vouchers received from the Railway authorities every month.

Note 2– Five percent of the audited vouchers will be reviewed by the AAO/SO(A) and one percent by the Officer-in-Charge. The vouchers for review by the AAO/SO (A) will be selected by the Officer-in-Charge. The selection of the vouchers to be reviewed by the Officer-in-Charge should be made by him personally with reference to the importance of the vouchers either from the monetary point of view or otherwise.

4. Claims on account of Railway Warrants, Credit Notes etc. are preferred by the Railway against the Defence Department duly supported by these vouchers in original. The claims of Railways are adjusted by book debit through exchange accounts.

5. With a view to standardizing the system of accounting and clerical organisation on the modern lines, the system of manual compilation has been replaced by that of mechanical compilation and the audit sub-sections have been formed Railway-wise. The work of compilation will be done on Hollerith machines in the EDP Section. The classification of vouchers will be done in the Railway Accounts Section and audit of vouchers will be done in the Audit Sub-Sections formed to deal with vouchers of a particular Railway.

6. Individual II class Railway Warrant (IAFT-1752) will, instead of being billed for against Defence Department at normal II class fare, be charged by the Railways at a flat rate. The rate will be fixed separately for each Railway. The basis for arriving at this rate would be the actual for each of the two fort nights, one in May (1st to 15th May) and the other in Nov. (16th to 30th Nov.) of the first year and the flat rate so arrived at will be applied to the same year as well as the subsequent year.

7. Blank.

Distribution of work

8. The Section is divided into the following sub-Sections and the distribution of work is shown against each:–

(i) General



General administration.

(ii) Co-ordination


Fixation of Flat rates, co-ordination (i.e. 

liaison between different sub-sections) and settlement of Test Audit objections

(iii) Claims



Claims for cash refund of cost of Warrants 

etc.

(iv) Account



Classification of Railway Warrants, Credit 

Notes Concession Vouchers and booking of expenditure

(v) Audit



Audit of Railway Warrants, Credit Notes 

and concession vouchers.

(vi) Miscellaneous


Coal bills, telegraph bill and miscellaneous 

payments i.e. hire and haulage charges, conversion and re-conversion charges etc.

9. Classification proceeds audit but before the bills and vouchers are dealt with by Auditors, they should be entered in the Railway bill register (vide Annexure 'B'). A separate register will be maintained for each Railway with the exception that only one register will be maintained for all cash payment Railways. Each register will be allotted a separate series of consecutive numbers as shown in Annexure 'A' to this chapter. These serial numbers will be repeated from month to month. Railway bills will, on receipt in the sub-section, be entered in the respective registers, through which their further disposal will be watched. The serial number of the bill in the bill register will be recorded on the front page of the bill concerned which should be treated as the voucher number for the purpose of mechanical compilation. As a general rule, all bills received up to the 26th of a month (24th in the month of February) will be entered in the register as receipts for that month's account. Bills received after the 26th (or 24th in February) will be entered in the pages opened for the next month. As soon as the bills have been registered and audit orders taken in accordance with the principles outlined in paragraph–653, they (with the exception of adjustment bills) will be taken up for classification. Adjustment bills will be classified separately.

10. Before the bills and vouchers are taken up for classification they will be arranged in suitable volumes and placed within binders.

11. Schedules and invoices are received by the sub-Sections from the Railway Accounts Officers along-with the bills and vouchers. In cases where the schedules or invoices are not received with the bills and vouchers, or if the details in the schedules or invoices do not tally with the bills and vouchers, the matter should be taken up with the Railway Accounts officers concerned Remarks explaining the discrepancies in the schedules or invoices with the bills and the vouchers will be made on the body of the relevant schedules or invoices which will then be handed over to the Accounts Section for linking purposes.

Disposal of Bills and adjustment procedure

12. Ordinarily, Railway bills should not be retained for more than seven days of disposal by the classifiers. The following procedure will be followed for their prompt adjustment in the monthly compilation:-

(a) All bills and vouchers received and paid up to the 26th of a month (24th in February) will be classified and included in that month's compilation.

(b) All Railway bills received after the dates noted at (a) above will, after classification, be adjusted in the accounts for the next month.

Classification

13. The classification of Rail charges incurred on Railway Warrants, Credit Notes etc. which are attached to the Railway bills as vouchers, will be made with reference to the principals and rules affecting classification as laid down in Chapter 3 and Appendix 2 to Defence Account Code, and the particulars of Rail charges as given in the classification Hand Book of Defence Services Receipts and Charges. In order to determine the correct incidence of charges, the particulars of movements of personnel and stores as shown on Warrants and Credit Notes should be read carefully and intelligently. Where an endorsement is made on a Warrant and Credit Note regarding the allocation of a charge to a particular head or to a particular special service, the related voucher should be classified accordingly unless it is considered that the allocation is prima-facie incorrect. Where no details are available on the vouchers, they should be called for from the issuing officer, the item being classified provisionally against the head to which it is prima-facie adjustable. In no case should a voucher be classified to an incorrect head on the grounds of insufficient details.

14. Rail charges falling under Major Head 58 Defence Services Effective, except cost of warrants issued to M.E.S. personnel, will be finally adjusted by the section against the appropriate Service Heads.

15. The vouchers, charges in respect of which are debitable in the books of other Accounts Officers, may be divided into the following categories :–


(1)
Civil Departments.
   (2)
CDA (Air Force), Dehra Dun.


(3)
CDA (Navy), Bombay. (4)
Other Controllers of Defence Accounts.

16. The following points of a general nature should be borne in mind in the classification of Rail charges:–

(i) Charges pertaining to I.N. and A.F. will be classified under different headings as under:–



(a)
Rail charges–Personnel.
(b)
Rail charges–Stores.

Charges in respect of personnel of I.N. and A.F. as well as stores are finally adjustable by the Section.

(ii) Charges in respect of Territorial Army will be classified to the detailed head under Main Head 2-A(4) of Major Head 58 as laid down in the classification Hand Book of Defence Services Receipts and Charges.

(iii) Charges in respect of trainees falling under the annual training grant will not be booked by the Section but will be recovered from the Units/formations concerned (Sec Appendix 1 & 25 F.R., Pt. II).

(iv) Rail charges on account of conveyance of M.E.S. Store (Div/Stock) on Military as well as Civil Credit Notes will be debited direct to Main Head–7–F by the Section; Rail charges on account of MES personnel are adjustable by the Section.

*Note: Expenditure pertaining to Boarder Road Organisation (Railway warrants only) for movement of GREF personnel will henceforth be booked finally by the Railway Section of PC of A (Fys)  Kolkata to the relevant service head/head of account indicated on the Railway warrants etc by the issuing authorities. The system of raising debit on the above account through Defence Exchange Account and consequential preparation of DID Schedules has since been dispensed with.

2.
Instead Railway Section of PC of A (Fys) Kolkata will prepare two extra copies of P.M. One copy of PM is forwarded to CDA (BR) Now Delhi and another copy of PM alongwith adjusted Railway warrants be sent to concerned AO (P)/AO (TF) by Railway Section, P C of A (Fys) Kolkata.

3.
Copies of these PM will be centrally received in Accounts Section of CDA (BR) and entered in a Manuscript Register (Maintained on the analogy of Inward DID Schedule Register). The PM in question will be forwarded to AO BRTF/Project concern for necessary action.  In case the booking are correct then the same will be entered in the construction Account/MER. Erroneous bookings if any will however, be rectified by the AOs/UAs etc during the accounts then open.

4
The EDP centre of PC of A (Fys) Kolkata will generate a report of adjustments under Border Reads and forward a copy thereof to CDA(DR) Now Delhi, under intimation to Railway Section of PC of A of (Fys) Kolkata.

5.
The Revised procedure will be operated w,e,f 1.4. 2002 i.e. 2002-2003 financial year.

*Auth: CS No 02/02. PCA (Fys) immediate circular no: PR/O/1130/Vol-II dt 26.11.99

AUDIT

Railway Warrants and Credit Notes

17. The audit of Railway Warrants and Credit Notes etc. will be conducted in the following two aspects concurrently :–


Firstly, against the issuing officers to see that expenditure incurred is a bonafide Government charge authorized under rules. Secondly, against the Railway to see that no over-charge has been made against the Defence Department with reference to the "Schedule of Rates appended to the Military Tariff".

18. The rules for audit of expenditure laid down in Para-42 at seq. of Defence Audit Code are generally applicable in auditing Railway Warrants and Credit Notes etc.

19.
The special rules laid down in Para 253, Defence Audit Code will be carefully followed and in addition it should be seen that:–


(1) The latest edition of the Warrant form only has been used;

(2) IAFT 1752 is issued for individuals only, green warrants (IAFT-1707) for small parties, invalids, families etc. and pink form (IAFT-1707 A) for troop trains and reserved vehicles as also for parties sufficient to fill a vehicle;

(3) Warrants and Credit Notes have been signed by the officers authorised to issue the same under rules and the seal of office of the issuing officer has been affixed on them;

(4) The Warrants for parties exceeding 10 in number are not issued by the O.C. Unit or detachment nor the parties are split up into smaller ones for bringing warrants within the powers of O.C. Unit/detachment;

(5) The Credit Note has not prepared by the carbon process of re-duplication;

(6) A single Warrant/Credit Note has been issued for the entire journey to cover freight charges from start to destination and that when two or several Warrants/Credit Notes are issued in connection with the same or special move, they have been cross connected to ensure that charges have been made correctly.

Correct and complete route

(7) The cheapest and actual route is shown in Warrants/Credit Notes by the issuing officers;

(8) Free passage authorised for families, servants and baggages in admissible under rules and that the lien on free conveyance has not lapsed;

(9) Warrants are not issued for individuals who are authorised to draw TA;

(10) Warrants wrongly issued for unauthorized persons or quantity of baggage etc. are duly objected to and their cost recovered at tariff rates and credited to the State and Railway concerned proportionately;

(11) The cost of warrants issued in connection with annual training which are chargeable to the training grant is duly recovered from the G.O.C. Command concerned;

(12) a single mail fare is allowed for the double journey performed on concession vouchers by JCOs and their families and similar personnel of the A.F. and I.N.

(13) Cases of unauthorized issue of warrants are specially brought to notice with a view to disciplinary action being taken if it is found that the issuing officer is abusing his powers;

(14) Column 3 of the warrant is correctly filled in with the certificate at the foot of the warrant duly signed;

(15) Sanction of the competent financial authority exists for demurrage charges paid by credit notes;

(16) no Military Credit Notes have been issued to cover (i) under charges (ii) freight to tentage issued on payment hire to officers and warrant officers (iii) freight for personnel effects (iv) freight for use of M.E.S. piece works and (v) freight for stores issued on loan or for sale to Civil Dept;

(17) Freight on baggage of stores on any quantity in excess of the total weight shown in column 2 of the warrant has not been debited;

(18) One break-van has been allowed free for every troop special and that additional break vans, if any, attached for Railway purposes have not been charged;

(19) Charges in lieu of hire have not been claimed for the mileage over the Railway on which traffic originates and on the first forwarding Railway at each break of gauge or for Military ears or for wagons attached to goods train;

(20) When a number of small consignments is booked by a consignor to the same consignee at short intervals whether it is not feasible to collect them and despatch as full wagon load in the interest of economy;

(21)
(i) the weight of consignments as shown in the credit notes has only been charged for;

(ii) Subjects to the minimum weight for charge, fractions of an eighth of a quintal have been charged as an eighth of a quintal;

(22)
bulky stores such as hay, bhoosa etc. are paid for at vehicle rates but when bagged in bundles or booked in such a way as to admit of other goods being accommodated in the same vehicle they are paid for on the basis of the actual weight;

(23)
(i) The Railway claims for explosives and liquid fuel are in accordance with the rules and rates in the Red Tariff;

(ii) The siding, demurrage, crane, insurance detention, ferry and shunting charges etc are accepted only under the terms and conditions laid down in the Military Tariff and the related Railway Tariffs; and 

(24)
Claims for under charges for fares and freight prepared after the prescribed time limit of 6 month are not admitted in audit.

20.
In the case of credit notes issued to cover freight for stores purchased from the contractors, it should invariably be ascertained whether the freight is to be borne by the Government or by the Contractors. If the latter, the propriety for the issue of such credit notes should be challenged, unless specially sanctioned by Government.

21.
Through the officer who sanctions the issue of a travelling warrant or credit note is personally responsible that his action is authorised by the rules, the facts mentioned on the warrant or credit note and the authority quoted should nevertheless be verified occasionally by reference to the issuing officer. Doubtful cases should be prominently brought to the notice of the AAO/SO(A) of the Section through the medium of a note and the AAO/SO(A) will, if necessary, take the order of the officer-in-charge of the Section as to whether the matter should be pursued.

The fares charged by the Railways will be checked with reference to the rates and rules in the Military Tariff and the various Railway Tariffs.

22.
If a warrant or a credit note has not been signed by the issuing officer or if certificate cage of column 5 of the warrant has not been completed by the individuals concerned, the voucher should, nevertheless, be checked on the information available and overcharges, if any, should be noted in the objection statement as under :

(a)
“Returned being unsigned, but please note that from the details available, a sum of Rs. ……… has been over charged, as per particulars below, which is disallowed”, or

(b)
“Returned for completion of the certificate at the right hand corner under column 5 of the warrant. Please note that, from the details available, a sum of Rs… has been overcharged as per particulars below, which is disallowed”.

23.
The charges for special trains for high officials of the Defence Department when travelling on duty by Railway will be checked with reference to the special rates given in Appendix A to the Military Tariff.

24.
In the case of reserved carriage used by high officials of Government, it should be ascertained whether they are specially constructed for such officials and, if so, the concessional rates given in Appendix A (ii) ibid for their carriages should be admitted in Audit. Whenever a carriage belonging to the Railway stock is used by any of the high officials, full tariff rates claimed by the Railway will be admitted.

25.
Instances may occur where a voucher cannot be satisfactorily and finally audited or definite objections raised against the Railway authorities for want of certain particulars or information for which a reference to the issuing officer maybe necessary. In such cases, the whole amount charged for on the voucher or any portion thereof, as the case may be, should be placed under objection suitably worded as the ones of proving the correctness of the charges normally lies with the Railway authorities billing for the same. For example, where the Railways have charged for a special train but the voucher does not bear any indication to that effect, the objection should be worded as under:

“The whole amount (or such portion as can be definitely specified) is placed under objection in the absence of any indication on the voucher that the stock was authorised to be run as a special train. Please, therefore, either furnish a copy of the orders of the Military authority authorising the running of special train in this case or credit the amount to this office”. In no case should an objection be worded as “placed under objection pending receipt or reply to the issuing officer” as this does not constitute a valid and specific objection. Reference to issuing officer, where necessary, should however, be made simultaneously with the issue of objection against the Railway.

26.
(a)
Unused soldier’s tickets which are not availed of should be deposited at the station of issue on the date of their availability and receipts obtained, which should be sent to the head office of the Railway concerned along with the application for refund.

(b) Partly used soldier’s tickets which are not availed of to their full extent and journey is terminated enroute short of the booked destination should be deposited immediately on arrival of the station where journey is terminated and receipts obtained, which should be sent along with Railway concerned.

(c) When lesser number of soldier’s travel from the starting station than that booked in the soldiers’ tickets, the matter should invariably be reported to the station master of the starting station who will make the necessary corrections to the warrants to show the actual number travelling which should be attested by him under station stamp and seal. Such warrants will be accepted for payment by the Section not withstanding the general rule that alterations render the form null and void.

(d)
In cases where some of the members of the party booked on soldiers’ tickets terminate the journey enroute for any reason, a certificate showing the number of soldiers who terminated the journey short of booked destination, duly stamped with the station seal, should be obtained from the station concerned and forwarded with an application for refund to the head office of the Railway. Credit for refunds under (a), (b) and (d) will be afforded to the C C of A (Fys), under advice to the office applying for refunds. Claims for refunds will be submitted by the Military authorities to the Railway authorities direct and claims received in the Section in this connection should be returned to the parties concerned for necessary action direct.

27.
Second class individual fares should be paid for in respect of escorts who travel in wagons in which stores are conveyed and for whom no separate coaching stock is provided. These individual second class fares are, however, subject to computation in terms of imaginary 4 wheelers with reference to Rule 301, Military Tariff No.5, should such a course be considered necessary.

28.
Moves by special trains are arranged by the Quarter Master General in consultation with the Railway Board.

29.
In connection with movement within the various port depot areas, however, where special trains are the most economical form of effecting clearance of traffic, authority is delegated by the Q.M.G. (Not Milrail) to respective embarkation commandants for such trains to be arranged locally in direct consultation with the Railway concerned. Such authority should be looked for in the audit of special train vouchers.

30.
Consignments of stores belonging to the Defence Department and on which freight charges are debitable to Defence Services Estimates will, except as noted below, invariably be despatched on Military credit notes which will be presented by the consignor when tendering stores for despatch: 

(a)
Complete store trains which will be booked on IAFT 1707A.

(b)
Consignments on which freight charges are debitable to the training grant. These will be despatched on IAFT-1714.

(c)
Stores which are to be despatched “freight to pay” at the consignee’s request vide Rule 87 Equipment Regulations Part-I.
Officers placing demands for stores on Civil firms etc. are also responsible for ensuring that Military Credit Notes are used, when eligible, to prepay freight charges.

When consignments have been depatched “freight to pay” in contravention of the rules, the consignee will take delivery of the consignment by Military Credit Notes on which be will endorse in red ink “extra expenditure recoverable from the consignor”. The consignor will be called upon to deposit the extra expenditure into the local treasury or obtain sanction of the competent authority.

A consignor who fails to take action as prescribed will be liable to make good the loss to the state, if recovery from the consignor is not possible when the irregularity is eventually detected in audit.

31.
When a consignment or a special train is booked from or to a Military siding by the despatching officer, siding charges are leviable by the despatching Railway and these should be included in the Credit Note or Railway Warrant issued by the despatching authority in the manner laid down in Rule 301 of the Military Tariff No. 5. If for any reason the despatching Railway has omitted to include the siding charges in the relevant credit note or Railway Warrant and has not billed for the same, the siding charges can be claimed later on and when this is done, the claim must be dealt as an undercharge on the relative credit note or Railway Warrant concerned. When, however, no such entries are made but the consignment of stores or the special train is actually delivered or hauled over a Military siding at the receiving and under instructions from the Railway authorities at that end, the Railway station authorities at the receiving end should obtain a Military Credit Note or a Railway Warrant from the Military authorities at the receiving end. These credit notes and Railway Warrants will then be accounted for in the ordinary course by the receiving Railway and the cost thereof will be debited to the C C of A (Fys). If however, the Railway authorities at the receiving end, for some reason or other, have failed to obtain a Military credit note or a Railway Warrant from the Military authorities at the receiving end but have delivered the goods or hauled the special train over the Military siding, the charges on account of Military siding at the receiving end cannot be billed for against the C C of A (Fly) in the ordinary course, such claims being treated as undercharges in connection with the original Military credit notes or Railway Warrants on which the stores or the special train were initially booked.

32.
Bills for amounts due to the Railways in respect of Military credit notes used for the movement of raw ghee and containers for supplies of milk ghee required for the Defence Services will be submitted by the Railways to the Pay and Accounts Officer concerned and he will arrange to recover the amount from the contractors concerned. Military credit notes used for the purpose, if billed for by the Railway against the C C of A (Fys), should on no account be accepted.

33.
Military passenger traffic passing over the Bareilly Kathgodam Section should be charged for at the Military Tariff rate.

34.
Diversion fee of Rs. 5 only per wagon load referred to in Rule 123 Military Tariff No. 5 will be payable by means of credit notes.

35.
When an extra expenditure is regularized by the competent authority under Rule 61 F.R., Part-I, it should be seen in audit that the powers under the said rule have been exercised by the competent authorities in consultation with their financial advisors.

36.
A time limit of six months has been laid down as the period within which this department may claim overcharges from the Railway authorities and latter may claim undercharges form this department. The six months limit reckons from the date on which the bill is received by the C C of A (Fys) to the date on which the objection, if any, on the bill is received by the Railway Audit office. Intimation of final disallowances must, therefore, be depatched by the C C of A (Fys) so as to reach the Railway Audit office within six months of the original date of receipt of the bill by the former.

In the case of Railway bills which are paid in cash, the time limit of six months will be counted from the date of payment of such bills.

37.
The fact of any item of overcharge on a warrant or credit note having been included in an objection statement merely with the remarks “under reference to the issuing officer” does not constitute a valid objection, and unless a specific objection with full details is made within the prescribed period of six months, it will be held as time barred. Consequently, as far as practicable, a definite claim should be raised against the Railway. When this cannot be done pending the result of a reference to be made to the issuing officer, a red ink note of the warrants and credit notes affected will be entered at the end of the objection statement. The reference to the issuing officer and the outstanding objection statement against the Railway will be submitted to the officer-in-charge at the same time and will issue on the same date. All reference to the issuing officers should be marked “urgent”. If a reply is not received within 10 days, a reminder should be sent, and if no reply is received after a second reminder, the matter should be reported to the higher authority. As soon as a reply is received from the issuing officer, if the definite objection has to be raised again the Railway, a supplementary objection will at once be issued, if however, no further action is necessary, a note will be made in the primary objection statement to the effect that no objection need issue quoting the number and date of the reply received from the officer issuing the warrant or credit note.

38.
A claim preferred by the Railway in connection with an undercharge will be considered as valid unless it is substantiated within the prescribed time limit of six months with full details as to how it has been arrived at. Claims not so preferred within the time limit should be rejected as time-barred.

39.
The audit should be completed within one month of the date of receipt of each bill and a separate objection statement issued no each bill. The detailed procedure for issuing objection laid down in Chapter XII, Office Manual, Part-II, Volume-I, should be observed.

As soon as audit of each bill is completed, the objection statement will be submitted for the approval of the officer-in-charge of the Section and the date of completion of audit will be noted in the bill payment register and initialed by the Auditor and the AAO/SO (A) concerned.

40.
Vouchers which have been audited and passed will be duly “passed” and initialed by the Auditor concerned and those on which objection has been taken, will be enfaced “objected to”. The vouchers which are not marked for audit will be stamped “cancelled”.

41.
In the case of vouchers on which objections have been raised, a red ink note will be made against the relevant items in the bill “O.R.” or “O.I.” signifying an objection against the Railway or issuing officer concerned.

42.
The objections on Railway Warrants and Credit Notes (including Military Certificates and concession Forms) issued against Govt./Private Railways and issuing officers’ will be entered in a Register through which their further disposal will be watched. The entries in the objection Register on account of amounts objected to in audit will be attested by the AAO/SO (A) concerned.

43.
An abstract of all outstanding objections will be prepared and attached with each register. Before the submission of the register to the officer-in-charge for inspection, the abstract should be completed up to date and initialed by the AAO/SO(A) concerned.

44.
In addition to the regular bills, adjustment bills are also received from the Railways. Before any item of such bill is classified, necessary linking with the original transaction or objection raised or reference made will be made by the Auditor dealing with such bills.

45.
According to the instructions laid down in Para 1430 (d) of the State Railway Code for the Accounts Department (Railway), provisional bills may be prepared by the Railway Accounts officers on the basis of station figures and adjusted against the C C of A (Fys), any undercharge or overcharge being adjusted in the accounts for April of the next financial year. The original vouchers need not be sent with provisional bills but must be submitted with the final bills.

46.
The Railway Accounts Officers should also furnish with the final bills before the close of the financial year to which the provisional relate, the information as to the number and date and amount of all the final bills adjusted against a particular provisional debit and the number and date of the advice and month’s accounts through which the difference between the provisional and final bills, if any, are adjusted.

47.
Railway debits for amounts due on warrants, credit notes etc. when raised by the Railway Accounts Officer should be accepted in full in the first instance even though some of the items may appear prima facie to have been erroneously debited. These erroneous debits along with those unacceptable for want of any supporting vouchers etc. should be rectified by raising original debits against the Railways concerned after obtaining their consent.

Claims for refund of the cost of Warrant and Credit Notes

48.
All claims for equivalent cost of warrants and Military Credit Notes on occasion when they are not used will be dealt with by the claims sub-section. When a warrant is not used by an individual who may be required to travel on warrant by Railway, a refund of the value of the warrant may be allowed by the Controlling Officer provided that the individual incurred expenditure on the mode of travel adopted and no extra expense to the State is involved thereby.

49.
Claims for advance refunds of the value of Warrants in respect of soldiers are received in claims Sub-Sec. for pre-audit and authorization for payment. In the case of airmen/Matings such advances are paid by the Accountant Officer or Imprest Holder/Base Supply Officer or Commanding Officer Ships and Shore Establishments and the relevant vouchers received through CDA (AF)/CDA (Navy). Claim Sub-Section will then subject them to a general scrutiny and raise observations/objections wherever necessary. Advances drawn thereon will be entered in the Demand Register (IAFT-590) to watch adjustment of the demands by means of adjustment claims of the individuals concerned.

50.
Where, due to unavoidable circumstances, Military credit notes are neither issued at the starting station nor at the destination station, and the delivery of stores effected against cash payment, refund of the store of Military credit notes will be afforded. Refund of the extra expenditure due to the non-use of Military credit notes may be afforded under the powers of the competent authority as defined in Rule 61, F.R., Part-I.

51.
The disposal of claims will be watched through the inward diary sheets [I.A.F. (C.M.A.) – 329] furnished by the Record Section.

52.
In addition to the general audit checks prescribed in Para 62 et seq Defence Audit Code it should be seen:

(1)
that the move is authorised by rules :

(2)
that cash expenditure was actually incurred by the claimant in recumbent of which the claim for the equivalent cost of warrant or Military credit note has been submitted, and that the amount claimed is not more than the expenditure actually incurred;

(3)
that in the case of freight of baggage, the relative Railway receipt is furnished in support, or in exceptional cases, a certificate of the actual quantity conveyed and the amount of expenditure incurred is furnished in lieu;

(4)
that the claim is sanctioned by the Controlling Officer concerned; and

(5)
that no extra expenditure is caused to the State.

53.
Payments may be authorised through I.A.F.A. 468 and letters of authority to the Pay Auditing Controllers. With a view to facilitating the classification of the charges debited by the paying Controller on this account, classification code number will be noted by the Auditors on the bills before they are submitted for approval.

All claims for cost of warrants and Military credit notes will be recorded in the audit register (I.A.F.A.–515) to guard against the possibility of payment being made on a second claim on the same account.

54.
The Railway bills which are paid for in cash are dealt with in the Miscellaneous Sub section. On receipt, the bills will be entered in the register of Railway bills (I.A.F.A.–110). These bills will, in the first instance, be subjected to preliminary check to see that each item in a bill is supported by a warrant or credit note etc. and that the bills are otherwise in order and are correctly totalled. They are then classified and provisionally passed subject to post audit. After they have been passed by the Officer-in-Charge, they will be entered in the daily payment sheet (I.A.F.A.-728) and sent to the Disbursement Section for payment. When the bills are received back from the Disbursement Section, they will be sent to Audit Section concerned for audit.

Payment of Bills

55.
Bills for (a) coal supplied to Military (including Factories and Navy) Units/formations, (b) coal freight, (c) un-prepaid Military telegrams, (d) conversion, re-conversion, interest, maintenance and depreciation charges of rolling stock, (e) empty haulage charges and (f) hire charges for unconverted Railway stock are paid by the Miscellaneous Sub-Section. The procedure to be followed in the audit and payment of the bills in each category is indicated in the succeeding paragraphs.

(a)
Coal Supplied

56. (a) A detailed demand in tons by classes of coal/coke is forwarded by the Bs. A.S.C. (Command wise and O.C., A.B.S.D. to the Deputy Director Coal (Army). The demand for supplies to the factories will in the first instance be forwarded to the DGOF for approval). A copy of the detailed demand or the approved demand, as the case may be, will be endorsed to the Section by the indenting parties. Coal allocations are made monthly by the Coal Allocation Committee and the sub-allocation of the Defence quota by the Q.M.G’s. Branch, Army Headquarters. It is necessary for this sub-allocation, to be notified to the Dy. Director of Coal (Army) immediately, so that he may issue sanction orders without delay. A copy of the sanction order is endorsed to the C C of A (Fys) indicating interalia that he is responsible for the payment of supplier’s bill. The sanction order will on receipt from the Deputy Director Coal (Army) HQrs/OM Defence Coal Cell, Fort William, Calcutta be entered in the payment register sanction number wise serially for each month separately. For each consignee separate pages are allotted. The entries in the payment register will be attested by the Officer-in-Charge of the Sub Section.

For Durgapur Project Limited being the subsidiary of West Bengal Government, separate payment register will be maintained.

(b)
Consequent on the formation of 107 Defence Coal Cell at Fort William, Calcutta w. e. f. 01-10-77 four depatch/inspection teams at Coal Mines/Pit heads to inspect, draw samples of coal where necessary, despatch coal/coke as per orders of the Deputy Director Coal (Army) and issue inspection notes to the suppliers in respect of consignment despatched, have been established. Three copies of the inspection notes issued by these teams duly counter signed by a Zonal Inspector not below the rank of Commissioned Officer will be submitted to C C of A (Fys) by the subsidiaries of Coal India Limited in support of their bills.

57.
The supplying colliery will present the bill to this Section direct in quadruplicate along with three copies of Inspection Notes and DA Notes issued by Railway Authorities. On receipt, these bills are diarized in a register to watch their payment position or otherwise. The audit of such bills consists in seeing that:

(1)
the details in respect of the quantity supplied and the rates claimed per ton agree with those shown on the sanction order and the rates shown in the Gazette of India issued by the Ministry of Energy (Department of Coal) from time to time;

(2)
the bill is accompanied by the relative declaration advice to determine the date or month of supply (with reference to the date of loading) against the allocation for the month shown on the sanction order;

(3)
the number of wagons in which the coal loaded has not exceeded the number shown in sanction order. In case of excess supply of wagons/supply of a grade of coal from a colliery other than that mentioned in a sanction order and supplies made after expiry of the validity date requires covering sanction of the Deputy Director Coal (Army);

(4)
Deduction to the extent of the difference between freight for the full carrying capacity of the wagons supplied and that for the actual quantity loaded is made from the bill of the supplying colliery in cases where the wagons are not loaded by the supplying colliery to the full carrying capacity. Similarly, in the case of overloading or wagons deductions from collieries bills will be made as per Government orders issued from time to time.

58.
An immediate payment of the full amount of coal/coke bills supplied by Coal India Limited and its other subsidiary agencies is to be made on receipt of intimation of despatch only.

Note: In case of the bills relating to Durgapur Project Limited 98% amount of the cost of consignment of coal/coke supplied to Defence Services on the authority of Inspection Notes issued by Despatch cum Inspection team will be made in the first instance. Bills for the balance 2% of the amount of the consignment will be received through the consignee who will endorse thereon a certificate to the effect of receipt and approval of the consignment.

59.
(a)
In case of any dispute about the quantity, and rejected consignments etc. this will be resolved  between the producer and the consumer through negotiations failing which through the good offices or arbitration by the bureau of Public Enterprises or other suitable Government agency.

(b)
In case of discrepancy in regard to short delivery, the following procedure will be adopted:

60.
In the case of short weight in delivery, the consignee will settle the discrepancy in communication with the Railway authorities direct. Retrenchment from the supplier’s bill will not be affected due to short weight, it being obligatory on the part of the consignee to accept the full quantity supplied as shown in the relative Railway receipts received by him.

61.
In the case of non delivery of coal wagons and adjustment of freight charges, the respective consignee will prefer a regular claim against the destination Railway through his Regional C.D.A. with reference to Rule-300 F.R. Part-I which will include freight charges as well as cost of coal. When the claim is accepted freight charges will be adjusted by book transaction with the Railways.

(b)
Coal Freight

62.
Coal/Coke is purchased on an “f. o. r.” colliery basis and booked by either of the two following methods:

(a)
on the declaration note where the “weight only invoice system” is permitted by the Railway.

(b)
Where the “weight only invoice system” of despatch is not undertaken by the Railway, despatch shall be made “freight to pay” on Railway receipts whereby the consignee shall take delivery at destination by issuing civil credit notes.

(c)
debits for the freight charges in both the cases will be raised by the Railway against the C C of A (Fys) through regular monthly bills supported by relevant vouchers, where necessary.

63.
In the case of despatch on “weight only invoice system” consignees will furnish the C C of A (Fys) with a monthly statement compiled from Railway receipts in the form giving below, to enable him to pass the Railway bills in audit :

_____________________________________________________________

                                                        



Weight

Invoice
Declaration
Weight
    Consignor’s name and address
Actual
 Chargeable
Rate

No. & dt.
Note no.
invoiced at

                            ton CWT  ton CWTs          per ton

______________________________________________________________________________________

64.
In the case of “freight to pay” despatch system, the information required in the form shown in Para-710 together with the wagon number shall invariably be noted in the civil credit notes by the consignees.

65.
The bills on receipt from the Railway will be entered in a register through which their further disposal watched. The bills and vouchers are subjected to post-audit. They will be scrutinized to see that (i) the rates and calculations are correct (ii) the details shown on the vouchers or bills agree with those furnished by the consignee in the monthly statement.

66.
If the amount billed for is correct in every respect, the bill will be passed and endorsed as such under the dated initials of the Auditor. Punching medium will be prepared as for regular Railway bills and disposed of accordingly. In the case of overcharge, objection will be raised against the Railway in the usual manner and the amount entered in the objection register through which its recovery will be watched.

Note: Coal freight bills received from other than Government Railways are payable by means of cheques. The rates noted in the bills are calculated from Indian Government Railways Coal Ready Reckoner.

67.
Bills on account of haulage charges for saloons used by the G-Os-C-in-Chief and others which are debitable against the tour grant will be audited in the ordinary course, the cost being booked under the detailed heads under Main, Head 4, Sub Head A.

(c)
Un-prepaid Military Telegrams

68.
The procedure for the payment of the cost of official Military telegrams without pre-payment as given in Appendix-VIII to Accounts Manual (War) will generally be followed.

The responsibility for the payment of the cost of official Military telegrams sent by the Army without pre-payment together with the usual charge of upkeep fee of Rs. 5 for every batch of 20 telegrams or part thereof leviable by the Accounts Officer, Telegraph Check Office, Calcutta, on such telegrams, devolves on the CC of A (Fys). Monthly consolidated bills accompanied by an audit certificate so far as Government Telegraph Office is concerned will be sent by the Accounts Officer, Telegraph Check Office, Calcutta to the CC of A (Fys) for payment.

69.
On receipt of the bills, they will be entered in register through which their disposal will be watched. The bills will be supported by the relative vouchers and only a general scrutiny as to their correctness will be exercised. The bills will be met for the full amounts claimed, any discrepancies found in them being reported to the Accounts Officer for adjustment in subsequent bills. Payment will be made by cheques issued in favour of the Accounts Officer, Telegraph Check Office, Calcutta and the usual procedure prescribed for the method of payment will be adopted.

The responsibility for checking the authenticity of the messages devolves upon the Despatching Telegraph Offices. The A.O. Telegraph Check Office is responsible for the audit of the valuation as also for checking the propriety of the issue of all such telegrams as official messages. Only doubtful cases will be brought to the notice of the C C of A (Fys) who will take further necessary action as indicated in Para-70.

70.
Messages challenged as a result of these check will be placed under objection with the officials responsible for the issue of the telegrams, with a view to the refund to Government of the cost of the messages. In case of dispute, the decision of the Audit Office will be final; but an appeal maybe preferred in the manner laid down in R.A.I. Instruction No. 396 and Rule 167 F.R. Part-I.

Note—A cent per cent check of coal bills and un-prepaid Military telegrams will be conducted.

71.
The responsibility for the audit and payment of Railway telegraph bills for the cost of un-prepaid Military telegrams issued over Railway licensed Telegraph Offices all over India, rests with the C C of A (Fys). Debits raised by the Railways duly supported by bills will be checked, accepted in full and adjusted on the strength of audit certificate endorsed on the bills by the Railway Accounts Offices.

72.
Commissions charges at the rate of (i) Rs. 12 for 100 messages whose aggregate value is Rs. 1000 or over and (ii) Rs. 65 for 100 messages whose aggregate value is less than Rs. 1000 are payable and no upkeep charges are allowed in addition.

73.
In the case of any discrepancy found in the bills, the procedure laid down in Para-70 should be followed.

(d)
Conversion, re-conversion, interest, depreciation and maintenance charges

74.
These charges represent the entire expenditure incurred on the work of conversion, reconversion of the ordinary rolling stock to suit the requirements of the Defence for exclusive use by Defence and annual recurring charges on account of interest, depreciation and maintenance at 91/2% of the original capital cost of the vehicles as well as the actual cost of reconversion of these conches to their original design when they are no longer required by the Defence Department.

75.
Army Headquarters, New Delhi place indents for conversion or reconversion of coaches on the Railway Board and a copy of such indent is also furnished to the C C of A (Fys). The Railway Board in turn place orders on different Railways for carrying out the work as indicated in the indent of Army headquarters and a copy of the order is furnished to the C C of A (Fys). On receipt of the copy of the indent from Army Headquarters, it will be noted in the register maintained for the purpose. The Railways concerned will raise debits against the C C of A (Fys) supported by bills and vouchers. The audit of such charges consists in seeing that 

(i) the bill has been checked, verified and countersigned by Mil Mail;

(ii)
the Army Headquarters indent number and date quoted in the bill agrees with the copy of the indent received from Army Headquarters;

(iii)
the bill is supported by an audit certificate from the Railway Accounts Officer in respect of the actual cost incurred.

76.
If the amount billed for by the Railways is correct in every respect, the bill will be passed in audit, accepted and noted in the register maintained for the purpose. Punching Medium will be prepared as for regular Railway bills and disposed of accordingly.

(e)
Empty haulage Charges

77.
Debits for charges of the Military, ambulance and kitchen cars and aeroplane vehicles hauled empty to meet the requirements of the Defence will be raised by the Railway authorities against the CC of A (Fys), at the rates laid down in the Military Tariff. Debits for charges of ambulance special trains and crocodile trucks (B.F.Us) special trains, when hauled empty will also be accepted at the rates laid down in Military Tariff.

78.
Relevant statements of the empty haulage of the Military stock, ambulance special trains, B.F.Us are forwarded by the Railway authorities to the Q.M.G. (Mil Mail), Army Headquarters for verification, countersignature and onward transmission to the CC of A (Fys). On receipt of the statements duly countersigned by the Mil Mail, the Railway bills for empty haulage charges will be admitted in audit and debits raised by the Railway authorities accepted.

79.
In case where Military credit notes are issueable in payment of empty haulage charges (Rule 701, Page–72, Military Tariff No. 5) the responsibility for audit and adjustment of such Military credit notes devolves on the CC of A (Fys).

(f) Hire charges for unconverted Railway stock

80.
Bills for hire charges in respect of non-converted Railway stock taken on loan by Defence for exclusive use by Defence are submitted by the Railway concerned to the Mil Mail for verification in regard to the correctness of the services rendered and for counter signature and transmission to the CC of A (Fys).

81.
Before a bill is passed in audit, its number and date and amount will be entered in the relevant register maintained for the purpose, rates levied will be checked and arithmetical calculations verified. Punching Medium will be prepared as for regular Railway bills and disposed of accordingly.

Note–All bills received in connection with empty haulage, hire charges etc. from cash payment Railways, vide paragraph 4, are payable in cash by means of cheque and the procedure laid down in Para–54, regarding the preparation of cheques, cheque-slips and daily payment sheets will be followed.

Preparation and Despatch of Punching 

82.
After audit of bills, punching media will be prepared and despatched in the prescribed manner.

83.
Entries in the bill register maintained, vide paragraph 9, will be made in duplicate by carbon process and carbon copy sent to the Accounts Section at the end of month simultaneously with the despatch of the punching media certificate to the EDP Section.

Miscellaneous

84.
The particulars of all warrants and Military credit notes issued in connection with special services such as relief and rehabilitation etc. will be noted in the register opened for each service. Statement of such special services will be submitted to the Regional Controllers on due dates.

85.
The particulars of warrants and Military credit notes issued in connection with Aid to Civil Powers will be recorded in a register opened for that purpose. A quarterly report in the Proforma prescribed, vide para 615 of OM Part–II, Vol–I will be rendered to the Regional Controllers on due date.

86.
On receipt of the mechanical compilation from the EDP Section, the following documents will be prepared and submitted to the Accounts Section and other parties :–

(a)
A monthly statements of Mail charges in respect of Dairy Farms for transmission to the Controllers of Defence Accounts concerned

87.
(i)
A statement of Mail charges in respect of Civil Credit Notes issued by factories will be prepared manually by each sub-Section and sent to the Audit sub-Section concerned for onward transmission to the Branch Accounts Officers attached to the factories concerned.

(ii)
Schedules in respect of civil department (including Railways) will be prepared in triplicate by each sub-Section and submitted direct to the Accounts Section in duplicate with connected documents or particulars.

88.
A test comparison (pairing) of two sets of documents (i.e. the foils with the counter-foils) is required to be made in respect of Railway Warrants and Credit Notes paid by the CC of A (Fys). For this purpose Accounts Section of Railway Section will select at random every month 25% of the Railway warrants and credit notes of Rs. 100 and over in value and schedule them to the LAOs for pairing with the corresponding counter-foils on record with the Units and formations. As regards the paid vouchers for smaller amounts some of them may also be selected at random for the purpose of scheduling to the LAO. The percentage of those vouchers should not be less than 1% of all paid vouchers received by the Controller for audit and payment. Any discrepancies noticed will be intimated by the local Audit Officer to the CC of A (Fys) if they cannot be settled locally. The warrants and credit notes intended to be paired will be forwarded by the Railway Accounts Section to the Local Audit Officers with covering lists (prepared in duplicate) by station of issue of documents. Separate list will be prepared for each station. After pairing, the documents should be finally recorded by the local audit groups.

89.
Railway warrants (IAFT–1752) concession vouchers (IAFT–1720–A) and Military credit notes (IAFT–1707) after acceptance and adjustment of debits in respect thereof will be sent by Railway Accounts sub-section of CC of A (Fys) monthly to the LAOs concerned. These vouchers will be paired cent percent with the counter-foils, by the LAOs concerned to see that the entries in the concession vouchers are identical with those in the counter-foils. Any discrepancies noticed will be intimated by the LAOs to CC of A (Fys) Railway Section if they cannot be settled locally. For this purpose 10% of vouchers of Rs. 100 or over in value and at least 1% of the paid vouchers of smaller amounts will be forwarded by the CC of A (Fys) to LAOs concerned. The documents will be recorded by the local audit groups after they have been paired with the counter-foils.

Scheduling of vouchers to Local Audit Officer etc

90.
The duplicate copies of all paid bills with supporting vouchers in original will be scheduled invariably in the month following that to which the payments are made to the Local Audit Officers and Cs. D.A. for linking and record in their offices. In the case of supplies to MES formations the bills and vouchers as above will be sent to the CDA concerned with a (GE's) statement showing the supply of coal made in the month to the formations under the jurisdiction of each G.E.

91.
The vouchers which are required to be sent in support of debits to other Controller of Defence Accounts or Departments will be audited promptly and sent to the sub-Section concerned. On receipt of such vouchers from the Audit sub-section, the consolidated schedule for each Controller or Department to Accounts Section to enable the latter to raise necessary debits against the Controller or A.G concerned in agreement with the printed compilation. All indents for forms (Warrants, Credit Notes etc.) are submitted direct to the Manager, Forms Press, Calcutta or to the Stationery Deport concerned by the indentors. Issue vouchers in duplicate are, however, received from the Manager, Forms Press for transmission of one copy to the Local Audit Officer in whose audit area the Unit/formation is located. Such vouchers will be scheduled to the Local Audit officers as and when received and their acknowledgements recorded with the copies retained in the Section.

92.
The counter-foils of warrants and credit notes are examined by the Local Audit Officers and the irregularities noticed which they cannot settle locally are included in their inspection report, and extract of which is sent to the Railway Section.

93.
On receipt, necessary action will be taken by the audit sub-section concerned to raise objection at once against the issuing officer and the further disposal of these objects watched in the normal manner.

94.
All cases of fraudulent use of warrants and credit notes detected in the course of audit will be reported to the G.O.C. Sub Area and their disposal watched through a special register maintained for the purpose.

It should be seen that prompt action is taken by the administrative authorities to investigate the case and deal with the individual responsible for the loss and that extra expenditure incurred thereby is regularised with delay. The case will be treated as one of financial irregularity and dealt within the manner laid down in Para–509 et. seq. Defence Audit Code

95.
All cases of financial irregularities in connection with the issue of warrants and credit notes coming to notice will be recorded in a register. This register will be maintained in a narrative form in manuscript containing information on the following points:–

(i) Name of Unit or formation.

(ii) The nature of irregularity, how it occurred, when and how it was detected and why it could not be detected earlier.

(iii) Degree or responsibility of the administrative office and of the DAD, if any.

(iv) Period and the amount involved.

(v) The reasons for the delay, if any, in taking action after detection of the irregularity.

(vi) Remedial measures adopted, including disciplinary action, if any, taken against individual responsible.

(vii) Final orders of the competent authority.

An index will be prepared in the beginning of the register in the following Proforma and cases will be noted in this index as soon as they come to notice; the detailed entry being made in the register when the cases finally settled :–

_____________________________________________________________

Sl.   Name of Unit or formation or office  Brief particulars of the irregularity  File number        Date on which    Remark

No                                                                                                                         on which case     finally settled 

                                                                                                                              dealt with             & page in the

                                                                                                                                                           register on which
                                                                                 

                                                                                                                                                            recorded

________________________________________________________________________________________________

1                                             2   


3

4

5
       6

______________________________________________________________________________________

Procedure for fixation of Flat Rate

96.
The bills for each of the selected fortnights will be prepared by each Railway in triplicate and two copies thereof will be sent to the CC of A (Fys) supported by the connected warrants for necessary verification or the flat rate. Discrepancies noticed by the CC of A (Fys) will be verified jointly and for this purpose the CC of A (Fys) will depute staff once a year to the Railways Accounts Offices concerned sometime after December when the bills for both the fortnights would have been checked by his office. Accompanying these bills will also be a top sheet indicating the following information in respect of the warrants included in these bills.

(a) Total number of single journey warrants.

(b) Total number of return journey warrants.

(c) Total of (a) and (b).

(d) Total of single journey units.

(e) Total value of normal tariff rates.

(f) Average unit cost i.e. (e) divided by (d)

(g) A certificate to the effect that all II class individual Railway Warrants debitable at the flat rate exchanged during the fortnight have been including in the bill. Alongwith the bills for the fortnight in November a summary showing the total number of single journey units for both the fortnights, valued at tariff rate and combined average unit rate will also be sent.

97.
Till the average unit rate has been finalised on the basis mentioned at above, the rate applicable to the previous year will be applied provisionally.

Registers, Reports and Returns

98.
List of registers to be maintained together with their fly leaf instruction by the Railway Section is given in Annexure 'C' to this chapter.

99.
A list of Reports and Returns to be rendered by the Railway Section is given in Annexure 'C' to this Chapter.

100.
Blank

101.
Blank

102.
Blank

103.
Blank

104.
Blank

105.
Blank

106.
Blank

107.
Blank

108.
Blank

Annexure "A"

(Referred to in para–9)

List of Serial Numbers allotted to different vouchers

_____________________________________________________________

Railway

Vouchers nos. allotted

_____________________________________________________________

1. Western Railway






1 to 200

2. Central Railway






201 to 400

3. Southern Railway





401 to 600

4. Northern Railway





601 to 800

5. Eastern Railway






801 to 1000

6. North Eastern Railway





1001 to 1200

7. Charges for coal freight




1201 to 1300

8. Hire etc. charges (hire, empty haulage, conversion, 

reconversion, interest, maintenance and depreciation
1301 to 1400

9. 

(a) * Cost of Warrants and Military Credit Notes
01 to 500

(b) Fare and freight settled by cash payment

501 to 700

(c) Coal freight, hire, empty haulage, conversion, 

re-conversion interest, maintenance and depreciation 

charges in respect of cash payment Railways

701 to 1000

(d) Cost of coal





1001 to 2200

(e) Cost of un-prepaid telegram



2201 to 2500

___________________________________________________________

* Caters for class of voucher 1.

Annexure "B"

(Referred to in Para–98)

Registers maintained in the Railway Section and their fly leaf instructions

………………………………………………………………………………

Serial

Name of Register






Page

No.

………………………………………………………………………………………………………………………………………………

1. Review Register

2. Register of Railway bills from Government Railways

3. Register of Railway bills from cash payment Railway

4. Bill payment register for supply of coal

5. Register of freight of coal bills

6. Register of bills for un-prepaid official Military telegrams

7. Register of empty haulage and other charges

8. Register of vouchers connected with special service

9. Register of Civil Credit Notes issued by Factories

10.
Fraud Register

11.
Objection Register for Government, private Railways and issuing officer

*12.
Audit Register

*13.
Register of losses of cash

*14.
Register of financial irregularities

#15.
Note Book of orders

#16.
Attendance Register

#17.
Leave Register

#18.
Register of Dead Stock

#19.
Register of files

#20.
Office orders Book

…………………………………………………………………………….

* For fly leaf instructions, see OMPT, II, Chapter on Stores Audit Section.

# for fly leaf instruction, see OM Part-II, Volume-II, Chapter on Administrative Section.

Serial No- I

Fly leaf instructions for the maintenance of review register.

Object–To keep a record of the results of review of audited vouchers carried out monthly by the AAO/SO(A) and the Officer-in-Charge.

Authority:–Note 2 below Para 3.

The register will be maintained in the following Proforma:–

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

Sl.       Punching Medium No. and date
     No. and date of Railway
    Name of the Railway/
Name of Auditor

No.                                                              Warrant/Credit Notes etc.
Station between which


                                                                                                                 made available

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

1                              2                                                   3                                          4
                                       5

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

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

Nature of irregularity
Intials of AAO/SO (A)
No. and date of objection 


Remarks

detected in review
                Officer-in-Charge
                 statement issued

------------------------------------------------------------------------------------------------------------------------------------------------6                                                           7                                               8                                                                       9

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

1. The register will be submitted to the Officer-in-Charge on the 26th of each month.

Serial No. 2

Fly leaf instructions for the maintenance of register of Railway bills received from Government Railways.

Authority: Para 9, Section IV, O.M. Part-VI

Object–To keep a record of bills received from Government Railways on account of charges for Railway Warrant Credit Notes etc. and to watch their audit progress.

The register will be maintained on I.A.F.A.-110

2. Separate folios/registers will be maintained for each Railway.

3. Bills received up to the 26th of a month (24th in the case of February) will be enter
ed in the register as receipts for that month. Bills received after the 26th (24th in the case of February) will be entered as receipts for the next month. All these entries will be made by carbon process.

4. Columns 2 to 10 will be posted from the particulars of bills received in the Section. Each bill will be allotted as Punching Medium number (Railway-wise voucher number as given in Annexure 'A') which will be entered in Column. Column 14 will show the vouchers of the value of Rs. 50 and above in case of warrants and of Rs. 25 and above in case of Credit Notes selected for percentage audit. In order to keep a watch on the (increase in number of vouchers below Rs. 50 in case of Warrants and Rs. 25 case of Credit Notes, column 14 will in addition to indicating the number of vouchers selected for audit, contain an analysis of the number of vouchers below Rs. 50 in case of warrants and Rs. 25 in case of Credit Notes, between Rs. 50 and Rs. 200 in case of warrant and Rs. 25 and Rs. 200 in case of Credit Note and above Rs. 200. Column 8 of the register will contain a record of adjustment bills received from each Government Railway; columns 16 and 17 will be completed after the completion of audit of vouchers and review by the AAO/SO (A).

5. At the end of every month, the carbon copy of the register will be sent to the Account section along with the despatch of punching medium certificate.

6. The register will be submitted to the Officer-in-Charge on the 5th of each month.

Serial No. 3

Fly leaf instructions for the maintenance of register of Railway bills received from cash payment Railways. Authority–Para 54, Section IV, OM Part VI.

Object–To keep a record of the bills received from cash payment Railway warrants, credit notes etc. and to watch, their audit progress.

The register will be maintained on I.A.F.A.-110

2. Separate folio will be used for each Railway

3. Columns 2 to 7 and 9 will be posted from the particulars of bills received in the Section. After the payment of bills the date of payment will be entered in column-13, the number and date of the disbursement voucher being noted in column 1 simultaneously. Column 14 will show the vouchers of the value between Rs. 50 and Rs. 200 selected for percentage audit. In order to keep a watch on the increase in number of vouchers below Rs. 50 column 14 will, in addition to indicating the number of vouchers selected for audit, contain an analysis of the number of voucher below Rs. 50 between Rs. 50 and Rs. 200 and above Rs. 200 Column 16 and 17 will be completed after the completion of audit of the vouchers and reviews by the AAO/SO (A). (No entries will be made in columns 8, 10 and 12).

4.The register will be submitted to the Officer-in-Charge on the 5th of each month.

Serial No. 4

Fly leaf instructions for the maintenance of bill payment register for supply of coal.

Authority–Para 56, Section IV, OM. Part-VI

Object–To keep a record of the payment made for bills received on account of coal supplied.

The register will be maintained in following way:–

Separate Coal bill payment register will be maintained for each month on receipt of sanction orders from Defence Coal Cell, Calcutta. Sanction will be posted in the register in the following manner:–

(a) Name of supplying colliery

(b) Validity period.

(c) Sanction No. and date.

(d) Name of the consignee.

(e) Grade of coal and coke.

(f) No. of wagons.

(g) Items No. of the sanction.

(h) Initial of S.O. (A)/A.O.

On receipt of bill for audit and payment, entries in the payment register will be made as under:–

i) Diary No. and month.

ii) Bill No. and month.

iii) Inspection Note No. and date of supply of coal/coke.

iv) Total quantity of coal/coke supplied in MTs as well as No. of wagons.

v) Rate of coal and various cesses and taxes.

vi) Total amount claimed by the colliery.

vii) Amount passed for payment.

viii) Amount of under/over loading charges, if any.

ix) Covering sanction No. and date, if any.

Serial No. 5

Fly leaf instructions for the maintenance of register of coal bills.

Authority–Para-65, Section IV, OM Part-VI

Object–To watch adjustment of coal freight bills.

The register will be maintained in the following Proforma:–

Railway............

Month...............

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

Sl. No.
Bill No. &
Advance
        Amount        Month's
    Initials of               Initials of            Remarks

 or Vr. No.
Date

schedule No.   adjusted         account in
      Auditor                AAO/SO(A)

                                                & Date with     Rs.   P.          which debit

                                                amount

               passed on

                                                                                               by Railways

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

1         
2

3

4
     5
             6

        7

8

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

2. Coal freight bills when received from the Railway Accounts Offices in support of the amount of debit shown in the advance schedule will be entered in the register.

3. The number and date of the disbursement vouvher in respect of each bill will be entered in column 1.

4. The register will be submitted to the Officer-in-Charge on the 18th of each month.

Serial No. 6

Fly leaf instructions for the maintenance of register of bills for un-prepaid official Military telegrams.

Authority–Para 69, Section IV, OM Part VI.

Object: To watch the disposal of bills for un-prepaid Military telegrams received from the Telegraphic check Office, Calcutta.

The register will be maintained in the following Proforma –

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

Serial

Diary No. and
Amount claimed
Amount passed
Initials of

Disbursement
Remarks

Number
date



for payment
AAO/SO (A)
Vr. No. & date

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

1                     2

3

          4

          5

         6
                       7

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

2. Register will be submitted to the Officer-in-Charge on the 17th of each month.

Serial No.7

Fly leaf instructions for maintenance of register for empty haulage and other charge.

Authority - Para 81, Sectioned IV, OM Part VI

Object - To record and watch the adjustment of empty haulage charges on account of Military ambulance, Kitchen cars, etc. in respect of different Railways.

The register will be maintained in the following Proforma:-

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

Serial    No. and date of AHO.'s       Particulars of coaches       Months to which the charges   Particulars of bills No. and

Number
acceptance/indent

   

relate

       date and Amount (to be

                     







     entered with dated initials)

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

1                   
2

3


4



5

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

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

No. and date of advance

Punching Medium No.
Initials of AAO/SO(A)
Remarks

schedule



and date


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

6                                 


7


8

9

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

2. Separate registers will be maintained in respect of the following charges:

i)  Empty haulage charges;

ii) Hire Charges;

iii) Conversion and re-conversion charges; and

iv)  Interest, maintenance and depreciation charges.

3. In column 2 of the register the particulars of AHQs acceptance/indent will be entered as and when the indent received.

4. On receipt of bills from the Railway Accounts Offices, they will be entered against AHQ's acceptance/indent in the appropriate columns.

5. The register will be submitted to the Officer-in-Charge on the 15th of each month.

Serial No.8

Fly leaf instructions for the maintenance of register of vouchers connected with special services.

Authority - Para 85, Section IV, OM Part-VI

Object - To record full particulars of Railway Warrants, credit notes etc. issued in connection with special services. The register will be maintained in manuscript on the following proforma.

--------------------------------------------------------------------------------------------Serial     No. & date of Punching       Nature (flood, famine     No. & Date of Railway       Station Between which made                         No.        Medium
                            or strike etc.) and place   Warrant/Military
                                available

                                                              of operational and
        Credit Note etc.                               From
      To

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

1                                2


3

4



5

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

Name and address of issuing unit
HQ responsible for

Civil authority
       Amount 

                                  

rendering the aid

requisitioning the


  Remarks         

                                                                                                                        aid 

      Rs.
     P.

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

              6




7


8

9
     10

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

2. Separate folios will be used for each special service.

3. The entries in columns 3, 7 and 8 will be made from the information available in the orders issued on the subject.

4. The register will be submitted to be office-in-charge on the 20th of each month.

Serial No. 9

Fly leaf instructions for the maintenance of register of civil credit notes issued by factories.

Authority - Para 87, Section IV, OM Part VI

Object - To keep a record of the details necessary for the preparation of the statement to be rendered to the Accounts Officer of the respective factories.

The register will be maintained in the following Proforma:-

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

Serial


No. and date of Civil Credit

Stations between which 
Name of Consignor

No.                                        Notes


made available


                                                                                          From
          To

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

1                                                  2                                                        3                                                      4

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

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

Name and address of consignee
Amount

No. and date of Punching 

Remarks

                                             Medium through which adjusted

                                                     Rs.                         P                                 

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

5                                                                  6                                         7                                                      8

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

2. The register will be submitted to the officer-in-Charge on the 27th of each month along with the statement to be sent to Rly. A (I) Sub-Section.

Serial No. 10

Fly leaf instructions for the maintenance of fraud Register.

Authority - Para 94, Section IV, OM Part VI.

Object - To watch settlement of cases of fraudulent use of Railway Warrant/Credit Notes/Concession Voucher.

The register will be maintained in the following Proforma:

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

Serial

Voucher No. and      Name of issuing unit     Nature of fraud    Amount and period of
Date of detection

No.               date
                       formation

                        accounts involved

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

1                      2                                   3                                        4                           5                                           6

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

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

Month's report on 
Name of Administrative
Result of investigation
 Disciplinary action 
 Remarks

general state of
authority to whom reported



remedial measure

account in which






taken




included

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

7                                                    8                                       9

10


11

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

2. If, in the course of correspondence, it is revealed that the use of a particulars voucher is, fraudulent, the full particulars of the voucher including its cost will be entered in the register and further progress f the case watched through the entries in column 7 to 10.

3. The register will be submitted to the Officer-in-Charge on the 26th of each month.

Serial No.11

Fly leaf instructions for the maintenance of objection register for Government, Private Railways and Issuing Officer Authority - Para 42, Section IV, OM Para-VI.

Object - To record and watch the progress of settlement objections issued against Railways and Issuing Officers. 

The register will be maintained in the following Proforma separately by each Auditor:

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

Serial

No. and date of objection
No. and date of Rly. Wt./
Name of Rly. Accounts   Amount of objection

No.                      statement
                  Credit Notes etc. under
Officer/Unit formations



                                                              Objection       against whom objection    Revised amount of objection

                                                                                                                Issued

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

1                              2                                    3                                                  4                                      5

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

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

Nature of objection   Initial of AAO/SO(A)
Date of issue of
     Settlement of Railway Objection

                                                                                                                 

                                                                           Reminder        File No. and page No.   P.M. No. and month

                                                                          
      where credit promised
     in which credit afforded

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

6                                                      7                      8                        9                                              10

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

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

Settlement  of staff objection
If the objection is finally

Initial of AAO/SO(A)
Remarks

TR No. and date/PAO Memo
withdrawn or waived, Page

No. and date/regularization

sanction No. and date

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

11                                            

12



13

14

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

2. Separate folios will be allotted for "staff objections". "Railway objections against Govt. Railway" and "Railway objections against Private Railways"

3. Each entry on account of amount objected to will be attested by the SO (A)/AAO. Similarly entries of settlement will be authenticated by him.

4. At the end of the month an abstract will be prepared in the register to show the following details:

                             




             No. of items
         Amount

(a)
Opening balance at the beginning of the month

(b)
Fresh objections raised during the month

(c)
Total of (a) and (b)

(d)
Adjusted during the month–

(i) by recovery--------------------------------------- Rs. ---------------------- Items

(ii) by remission ------------------------------------- Rs. ---------------------- Items

(e)
Total of (i) and (ii)

(f) Closing balance at the end of the month (c)–(e)

(g)
Objections outstanding for more than–

i) Two months ----------------------------------

ii) Six months ------------------------------------

iii) More than one year ---------------------------

The register will be submitted to the Officer-in-Charge for his scrutiny on the 8th of each month. Closing of registers used up and opening of new registers where necessary will be done under his supervisions.

ANNEXURE C

(Referred to in Para 99)

List of reports and returns due from the Railway Section

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

Sl.              Particulars of reports and returns

To whom due 

When due
Remarks

No.

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

Weekly

1               Outstanding reports of letters and bills

Record Section

Every Monday

2               Progress report of audit of vouchers

Do.


Do

                 Monthly

3               Punching Media Certificate


EDP Section

3rd every month

4               Certificate of review of Punching Media and
Do


Do

                  classified bills

5               Debt Head Schedules


Accounts Section

3rd of the following month.

6               Progress report of outstanding demands of T.A.
CC of A (Fys)

10th of every month.

7       
      Certificate regarding stock of books

Records Section

Do

8               Statement of civil credit notes

Factories


Do

9               General state of accounts


CC of A (Fys)

15th of every month.

10             Load statement



C.G.D.A.
Do

11             Statement showing expenditure incurred in res-
Parties concerned1

5th of the following month

                  pect of issue of equipment and provision of

                  services to foreign Government.

12              Vouchers for pairing concession vouchers
GSDA


Do

Monthly

13              CGDA's progress report


General Section

Tuesday following end

                                                                                                                                                 Saturday of every month

14                Broad sheet of objection


CGDA


20th of every month.

15                Demurrage statement


CGDA


Do

16                Debitable vouchers in respect of MES
Accounts Section

25th of following month.

17                Dairy Farm statement


Cs.D.A.


25th of every month.

18                Vouchers for pairing


LAOs


Last working day of the          

                                                                                        



month following.

Quarterly

19               Statement of cases referred to the CGDA final
General Section

4th January/April/July/

                    replies to which are outstanding for more than



October

                    six months.

20               Financial advice



PR


By the 1st week of Jan. /

                                                                                                 Section


April/July/October.

21                Report of surplus furniture and dead stock
General Section

Do.

22               Statement surplus machine and of inventory 
Do.


Do.

                    articles, such as typewriters etc

23               Quarterly statement in aid of civil power
Regional Controller

By the 15th of the month

                








Following April/July/Sep-

                    








tember/January

Half Yearly

24                Corrections to OM Part VI


General Section

25th April/October

25                Half yearly statement of books on charge
Records Section

By the 1st week of Jan. /

                    in the Section.






July

26                Strength Statement


General Section

By the 2nd week of June/

                            







Dec.

Annual

30                Statistics of losses in connection with
Accounts Section

10th July

                    Appropriation Accounts

31                Annual Audit Certificate


Do.


1st Sept.
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19

671 






20

672 






21

673 






22

674 






23, 24

675 






25

676 






26

677 






27

678 






28

679 






29

680 






30

681 






31

682 






32

683 






33

684 






34

685 






35

686 






36

687 






37

688 






38

689 






39

690 






40

691 






41

692 






42

693 






43

694 






44

695 






45

696 






46


697 






47

698 






48, 49

699 






50

700 






51

701 






52

702 






53

703 






54

704 






55

705 






56

706 






57

707 






58

708 






59, 60

709 






61

710 






62, 63

711 






64

712 






65

713 






66

714 






67

715 






68

716 






69

717 






70

718 






71

719 






72

720 






73

721 






74

722 






75

723 






76

724 






77 to 79

725 






80

726 






81

727 






82

728 






83

729 






84, 85

730 






86

731 






87

732 






88

733 






89

734 






90

735 






91

736 






92, 93

737 






94

738 






95

739 






98, 99

Register of Corrections

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

Number of Correction
   Month and Year         Para(s) affected
            Dated initials of persons

Slip 

                                                                                                     by whom posted

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

1           



2

        3



4

------------------------------------------------------------------------------------------------------------
THE END

Mchk 051507

_____________________________________________________________________________________________

RTC KOLKATA 
   
                          1

