{2y Reporting of the seriousa daefocts in the distribution transformers to the LE, Grade-[I
concerned and arranging replacement of material and parts,

{3) Recording of enfries in respect of repair warks of distribution transformers in the
E.ME. sither Kimsel or through the concerned LE. Grade-II under his dated
signatures.

(4) The forman will alsc be held responsible for the damage 1o tha distribation trans-
former if the same is attributed to lack of maintenance as defailed above,
(E) Any specific job ordered by the 5.D.0.

In the sub-divisicn where the post of Foreman is not available. the duties of the
Foreman will be parformed by the Lineman apecifically named by the 3.D.0.

DUTIES OF LINE SUPERINTENDENTS (NOW JEs)
EXTRACT TAEEN OF FROM THE BOOK “MANUAL OF ORDERS".

B.13 The term +Line Superiniendent” az defined in the Branch's Satety Code (2nd
adition) means an swhorised person incharge of alterations and repairs to asrial lines
and aerial swilches connectad thereto, and of parolling aerial lines ; also maintenance
of transmissicn lines, construction of extensions and installation of services. »ferial
lines™ have besn defined in the above Code to mean serials or oyerhead eleciric power
ransmisaion and distribution Lines including any underground cables connectad thereta,

lLine Superintendents are employed on the maintenance and operaticn of the Trans-
miszsicn Lines and on Local Distribution Werk in the towns supplied by this Branch. It iz
the duty of the former 1o patrol the tranamission lines and o report -

T.4 Safety Code Paragraph
1y Dwemaged or Faulty insulators,
2} Burns on conductors, insulator pins, iron work or pilot cable,
4 Broken or detached bird guards.
4) PBroken stands on stranded aerial conductors and ground wires,
§) Uneven sagging of line.
£} Leaning pobes.
Ty Apy disturbance at or adjscent to tower and pole foundations.
8) Dangerous branches of rees.
8) Lopose stay wires.

10) Loose cattla guards.

11) Dead birds near route.

12} Construction of new roads, buildings or other siructure near the line.

1%} Erection of new telephone, or other aerial lines by other Departments or agencies
near Branch's serial line.

14} Broken wires.
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CHAPTER-1. Definitions

Unless there be something repugnant in the subject or context, the terms defined
below should be intarpreted in the sensa herein explained.

Advance payment means & payment made on 2 running account to a conlrasicr for
work done by him but not measured.

Bssets—In the accounts of works this term indicates all outstanding or anticipated
credits, which have 1o be takan into account,

Administrative Approval—This term denoles the formal acceptance by ihe
Bdministrative authorily concerned of the preposals for inowming  any expenditure
in the Board or o undertake a work.

Bank means the Bank or ils authorised offices/branches with which the Board have
made arrangements for copducting its cash transactions.

Bool: transfer—This term iz appliod to the process whareby financial transactions
which do not involve the giving or receiving of cash, or of Stock matarialy are
krought 1o accaunt,

Cash —Besides legal tendercurrency notss and coins, the term “Cash” includes
chaques, postal orders, deposit at call receipis of scheduled banks and draflls
pavyable on demand. A small numper of revenue slamps will also be treated as part
of ihe cash balance.

Competent Authority —The term “Competent Authority” means the authority 12
whom the ralevant powers may be delegated by the Board.

Contingencies—\When used in respect of ihe accounls of - woarks, the term
“Contingencies” indicates the incidental expenses of a miscallaneons character
which carmot be classified appropriately under any distinct sub-head or  sub-work,
yet pertain to the work as a whale, '

Contract and Contractor—The term *Contract” means any kind of undettaking,
wrilten or verbal express or implied, by a person, not being a Board employee
or by a syndicate or firm, for the consiruction, maintenance or repairs of one or
more works, for the supply of materials, or for the performance of any service in
connection with the execution of works or the supply of materials, The ferm
“Coniractor” means & person, syndicate of irm that has made such an under-
taking, but often its use is restricted to contraciors for the axacution of works of
for service in connection therewith.
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Deposit works—This term iz applied to works of construction or repair the cost
of which is mel, not out of Board fands, but out of funds from other sources, which
may either be deposiled in cash of otherwise placed at lhe disposal of the
Divigignal Officer.

Direct and Indirect charges—"'Diracl charges’ are those charges perlaiping toa
work, project or job, which are incurred directly for its execulion and are
included in the regular accounts of it. “Iadirect charges™ are those charges which
pertain; or are incidental 1o a work, project, workshop job or mamufacture job, but
which are not incurred directly and solely in connection therewith and thus cannot
b taken directly into such detailed accounts of it as are incorporated in the regular
accounis of lhe expenditure of the Board.

Direction office—Thiz term indicates the office of an Administrative officer whao
hag one of more Divisional officers working under hiz ordars and is not himsalf
emirustad with the execution of works, or with the Teceipt and disbursement of
oublic money, e.g. a Chief or a Superintenting Engineer or a Superintendent of
works but, if such an officer is alse entrusted any time with the receipt and
disbursement of public money, he is treated as a Divisional Officer, even though
some part of his emoluments may ha trealed as Direclion Charges.

Direction officer—The head of a Direclion office iz known by this designation.

Explanation :—A Board employee holding the rank of a Superinlending Engineer
or even a Chief Engipesr iz not a Direction officer, unless the direction of the
business of one or more divisions is entrusted to him. Thus a Superintending
Engineer employed on special duty is not 2 diraction officer.

Division and Divisional office —Thase tarms are used to dencte respectively the
execulive charge held by a Divizional officer [clause (15) below] and the head office
of such a charge. Thus, the office of an independent executive sub division is a
divisional office as also thst of the Superintendent of a Workshop working
independently of a Divisional officer.

Divisional officer—This term is applied to an execulive officer of the Board who
j= not subordinate to snother executive of disbursing officer of the department
even though the axeculive charge held by him may notbe recognised asa
“Divigion" by the Board. Thus, the officer in charge of an independent sub
division is also treated asa Divisional officer.

Final payment mmeans thalast payment ona rUaning account made oa contractor
on the completion or determivalion of his contract and in full setlement of the
aocounts.

Financial year means the year beginning on the Iat of April and ending on Slat of
March following.
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Imprest—This term rapresents the standing advance of a fixed sum of money
given to an individual o enable him to make carlain classes of disbursements
which may be entrusted to his charge by the Divisional officer or the sub divisional

Intermediatea payment—is a term applied to a disbursement of any kind on a
running account not baing the final payment. It includes an “Advance payment”, a
wSecurad advance"” and an “on account payment” (other than the final payment
of a running account), or & combination of hase.

Issue Rate—This term denotes the cost per unit fixed, in respect ofan artcle
borme on fhe stacks of the Beoard, st a valuation for the purposa of the calculation
of the amount creditable to the account code  concerned of the stock account by
charge to the account of service concerned, when any quantity of that article s
issued from stock, This does not take into account the slorage charges

Labour—When a separate materials account is kept for one or more sub heads
of an estimate and the term =labour” is used in connection with the suchan
account, it denctes all charges pertaining to each of thess sub heads, other than I
the cost of materials issued direct and (2) carriage and incidental charges in
connection with the materials,

Liabilities—When used in respect of accounis of works, this term includas all
anticipated charges which are adiustable as final charges, but have not been pald
regardless of whather or not thay have fallen due for payment, or, having fsllen
dus, have or have not been placed to the credit of the parsons concerned.

Lump sum contract iz a contract for a complete work which a contracior agrass
to exeoute with all its contingencies for a fixed sum subject 1o such conditions as
the: Board may lay down.

Market Rate— Used in respect of an article borne on the Stock accounts of a
division, this term indicates the cost per unitat which the article or an article of
sirnilar desgription can be procurad, at a given fime at the stores godown from the
public markst suitable to the division for oblaining a supply thereof.

Non-recurring Expenditure means expenditure sanctionsd asa lump sum charge
whether the money be paid as a lump sum or by instalmanls.

Omn Account payment or payment on Account means a payment made on a running
acconnt 1o a contractor in respect of work done or suppliss made by hir and  dulby
measured, Sucha payment may or may not be for the fll value of work or
supplies; if it is an intermediate payment, it 1s subject to the final settlement of the
running sceount on the completion of the contract for the work or mpplies.

Operation—Used in respect of the accounts of manufaciure and workshop
transactions, this torm indicatas the charges incurred on the manufacture operations
connected with specific jobs.
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Cratturn—Used in respect of the accounts of manufacture and workshop iransactions,
{his term denctes the value of the finished products (o of the work done, in cases
in which the articles bought are not supplied departmentally) of mampfacture
operations conneoted with sapecific jobs,

Progress means the np-io-date guanlities of wark done or supplies made.

Quantity —[n the accoums of worka lhis expression is used 1o describe the exlent
of work done, supplies mada or seTvices parformed, when thess can be measured,
weighed or acconnied.

Rate —In estimatea of cost, contracts. contractors bills and  vowchers generalby, rale
neans the consideration allowed for each unit of work, supply or othar service.

Fate of Cost and Inclusive Rate of Cost-Rate of cosl means generally the total cost of
o work or supply divided by its quantity. In the accounis it represents the racorded
gosl per unit as arrived at by dividing the up-to-date finzl charges on a sub-head
b the up-to-date progress thereot. Inclusive Rate of Cost means the rate of cost of
the entire work relating to the sub-head, including the cost of materials il recorded
separately in the accounts.

Recowverable Payment mnsans a paymant 10 of 00 behalf of a contractor which does
not represent vaiue creditable or payable to him for work done or supplies made
by him, and hag, therelore, to pe made geood io Board by an equivalsnt cash
recovery or short payment of duss.

wRecurring Expenditure” means all ax endilures. which is not pon-recurring.
P& %

Running Accpunt s a term apphiad to the account wilh & contractor when payment
for work or supplies is mads 1o him at convanisnt intervals subject to final setlle-
ment of the account of the complation or detarminaticn of his conlract.

Sectional Officer—This designation is used 12 describe those officials, usuzlly non-
gazalled subordinates, who are placed in responsible execullve chargs of work or
stores upder the orders of the olficer incharge of a recognisad sub-divizion,
and ihe accounts of whosa transactions are, iherefore, ultimately incorporated
in those of the suk division.

Secured advance is a term applied gpecifically to an advanos made, on the securily
of materials brought to sita of work toa contractor  whose contract is for the
completed items of work.

Storage Rate and storage charges—Thase exprassions denole respectively, the
cantage rate fixed for, and charges levied on, all izanes of stock for Capital works fo
eover such acinal expenditure asis incurred after the acguisiuon of the slores, On
work charged establishment employed on handling and kecping initial accounts,
the custory of stock and he maintenance of the store godoWwn or yarcs, 2.

gpecial office—Tha offics of 4 spasial ofizar-vide item 40 balowr.

4
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Special officer {or Specialist officer) This term is applied to such employeas of the
Board as are neither Divisional officers nor subordinate to a Divisional officer,
and have no Divisional officers working under their control, e.g. Architects, etc.

Sub Divisional Officer—This designation is applied primarily to an official, whether
a gazetted officer or not, who holds the charge of a recognised. s0D division in
subordination to a Divisional officer, but when the immediate exacutive chargs of
any works or stores has not beer conatitated into a regular sub divisional charge,
but is held by the Divisional officer himself, the latter ig alsn treated as the Sul
Divizional officer in respect of such charge. When a Divisional officer helds the
immediate charge of a recognised sub division in addition o his own duties asthe
axecutive head of the division, he is trested as the sub divisional officer in respecl
of the charge of the aub division,

Sub head—In the accounts of works and in working estimates, this termis uged (o
describe the sub division inte which the total cost g work (or of ils sub-works ifd
is a large work) is divided for purposes of L pancial control and statistical
convenience. The several types of work that have to be execuled in the course of
consiruction or maintensnce of a work or sub work e.g, excavation, brick WOTE,
concrete, woad work, etr; are treated usually as the sub heads of it

Sub Work—In the casa of a large work consisting of several buildings or smaller
works, or groups theraof, the term sub work is oftan applied to a distincl unil of e
work if that unit is suffciently large or imporiant to be kepl distinet for the purposs
of accounts,

Supervision charges—This term in relation [o stores, is applied ordinarily to tha
charges which are levied in addition to book value and storage charges, in respect
af alock materials sold or transferred and are intended to cover sich ilems of the
axpendilure incurred on the stores as do not enler their ook value dnd are nol
included in the siorage charges.

Tachnical Sanction—This name is given io the order of competent antnority
sanctioning a properly detailad estimate of the. cost of a work of consiruction or
repair proposedto be carried out in the Board.

Walue- Thiz tarm used in connection with the =sala of slock materials or therr 1ssus
10 works including storage charges.

Work—The term work whan by itself, is used in a comprehensive sanse and applies
not only lo warks of construction or repair, but also o other individual objects of
expenditure connected with the supply. repair and carriage of tools and plant, the
supply of manufacture of other stores, or the operations of a workshop.

43, JWnrks Expenditire and works outlay—These ferms ara uzed to indicate

respectively the expenditure, and the capital charges, onthe special services
connectad with the construction, repair and maintenance of works.
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CHAPTER-I—General Principles and Restrictions
Relating to Expenditure

Every employes incwming or sanclioning expenditure from g revenues of the
Board should Be guided by high standards of financial propriety. Each officer of
ihe Board is responsible for enforcing financial order of sirict economy at Very
stég. He is responsible for the cbservance of all financial rules and requlaticns
both by his own office and oy subordinate disbursing offices, Among the
principles on which emphasis is genarally laid are the following —

(1] Every employee is expected fo axercise the same vigilance in respect af
sxpenditure incurrad from Board's money as #person of ordinary prudence
would exarcise in respect of the expenditure ¢ fhis cwn money

(2) The expenditure should not be prima rasie more than the occasion demands

(3} Money borrowed on the sacurity of allocated revenues should be expanded on
those cbjects only for which money is borrowed

(43 No authority should exercisa ils powers of sanctioning expenditure 1o pass an
order which will be directly or indirectly o itz own advantage

{5y Board's revenues should not be utilisad for the benefits of a parlicular person
or section of the community unless :

fa) the amount of expendilure involved is insignifcant, or
(&) a claim for the amount could S8 enforced in a court of law, or

{c} the expenditure isin pursuanece of a recognized pelicy or custom.

{5} Mo authority should sanction any e:-:pendilure which iz likely to involve, al 4
later date, expenditure beyond its own powers of sanction

(T) The amount of sllowances, such as travelling allowance, granted to meet

axpenditure of a particular type, should be so regulated that the allowances
are not on the whole the sources of profit 1o the recipients.

In addition to compliance with the canons of financial propriety enunciated above,
the anthorities incurring expenditure should furither see;

(1) hat apecial or general sanction of the  competent authorily expenditure axists




(2]

(2

(4)

(=)

that necessary funds to cover the charge exists, that expendiure does not
exceed these funds, that the authority incurring the expenditure will be
responsisie for any excess over the sanctioned funds and that expenditure in
apticipation of funds is incurred only in authorised cases

that all charges incurred are drawn and paid at once and are not held up for
want of funds and zllowed to stand over lo ba paid from the grant of another
vear: that monsy indisputably payable should not, as far as possible be left
unpaid; and that all inevitable payments are ascertained and liquidated at the
earlies! possibla dals

that monay actually paid is upder no circumstances kept out of account a day
lemmer than i=s abaclhitely necassary

that no money is withdrawn unless it is required for immediate disbursement.
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CHAPTER-III— General System of Accounts
and Financial Control

A—MAIN OUTLINES OF ACCOUNTS
3.1 The main features of tha system of Board Accounts are :

a} The Divisignal Officer is the primary disbursing officer of the division who is
permited 1o obtain by chegues on the Bank the funds raquired for all dishurse-
mants in connection with the execation of works.

Iy He collecis some of the deparimantsl receipt= of the division and pays them inio
e Banlk.

¢) The zccounts of these receipta and disbursemenis (including the transactions of
subordinate officials acting on his bahalf) are compiled under his supervision by
the Divisional Accountant and are submitted monthly fo the CRO. |

d} The Divisipnal officers iz reqaired to maintain clear accounts of all storos
received by him and 1o make these accounts available for audit by the CAQ/CA.

@) Expenditure in each project, work or sub work inthe accounts of Divisional
Qificer, 18 recorded according to Chart of Accounts approved by the Bpard,

fy*. Personal payments to all Board Employess are made through Bank or Cash in
aceordance with the provision made in Manual on Personne!l Accounting and
instructions issued from fime to time on this subjegt.

3.2 It is not suficient tha: an officar’s accounta should be gorrect 1o his own satisfaction.
A disbursing officer has to satisfy not only himsz21f, but also the Audit, that a claim which
has been accepted is valid that 2 voucher is a complete proof of the payments which it
supports and thas an account is correct in all jespects. It is necessary that all accounts
should be so kept and the details =o fully recorded, as to afford the requisite means for
satisfying any enguiry that may ke made into the particulars of any case, even thoueh
=uch enguiry may be as to the economy or the bonafides of the  ransactions. Tt is further
eazential that the records of payment, measurement and  transactions in general mus: be
s0 clear, explicit and self-contained as to be producible as satisfactory and convincing
avidence of facts, if required in a Court of Law. &Il transactions inveolving the giving or
taking of cash. slores, other properties, rights privileges. and concessiona which have
money values should be brought to account. The record of a transaction ol receipt or
expenditure should alwsys be made at once under the final or the debt or remitfance
head to which it partains, if that ba knowa, bat if the exact head cannot be ascertainad al
once, then the transaction shonld ba classified temporarily under Deposits account code
48.928, if a receipt, or undat Miscallanasus Advances Account code 28568, if a charge.

H




B—RESPONSIBILITY OF DIVISIONAL OFFICER IN RESPECT OF ACCOUNTS

3.3 The Divisional Oficar as the primary disbursing officer of the division, is responsible
not only for the financial regularity of the transactions of the whole division bul also for
the maintenance of the accounts of the iransactions correctly and in accordance with the
rules in force.

3.4 He is further required 1o submit hiz accounts: and other acoounts refurns (o Chisf
Ecoounts Officer prescribad by the Board from time to time. The CAQ can howaver, call
for additional accounts, books, papers and writings having relation therets should be
oonzider them necessary for the slucidation thereol.

5.5 The Divisiopal officer should review from time to fime the spveral Tegisters, books
and accounts as are maintained in the Divisional and sub-divisional officers even though
under the prescribed instructions he may have scrutinised and initialled the individusl
anlries or sats of eniries therein. To this end he may require thess racords to be laid
before him through the Divisional Aczountant monthly or at sech other infervals as may
ha fixed by him, The fact of such review should ba placed on raaord in all cazas.

4.6 The Divisional officer is responaiable that the accounts of his division are not alowed
1o fall into arrears; but if arrears or confusion arise which in his opinion cannot be cleared
withaut the assistance of the CAC he should at onge seak such assistance.

327 To assist the Divisional officer in the discharge of his responsibilities referred to
above, the CAC will post a Divisional Accountant o this office.

48 The functions of tha Divisional Accountant ara three foid :

a) i) as accountant, Le. as the compiler of the azcounts of the division In 4CTOrdancs
with thesprescribed rutes and from the data furnished 1o him;

i) as primary audilor he is entrusted with the responsibility of applying carlain
prefiiminary checks 1o the inilial accounts, vouchers eic.

iii) as financial assistance i.e. as the general assistant and adviser lothe Divisional
officer in all matters relating to the accounts and budget estimates, or to the
operation of financial rules generally.

Iy The Divisional Accountant is ireated as the senior member of the office astablishment
of the division, though his posting is analogous to that of a Sub Divisional Officer.

48 To discharge the duties stated above the Divisional Accountant will keep himself
fully copversant with all sanctions and orders, passing through the office and wilh ather
proceadings of the Divizional officer and his subordinates which may effect the esfimale
or account of actial or anticipated recesipts and charges. He shouild, advice the Divisional
Officer on the financial effect of all proposals for expenditure and keep a walch, as far a=
possible, aver all the liabilities against the grants of the division as they are incurred.
The Divisional Oficer should see that the Divisional Accountant is given the fullesi
opportunity of becoming conversant with these sanctions orders and proceadings.




410 The Divisional Accountant should nol be required to recaive, of pay gut, cash, but
in cases where the monstary transactions at the headguariers of the Divisional office are
not large, #ither in number or in amownt, the Divisionzl offiger may, on his own
responsibilitiy and with the previous consent of the CAD, entrust receipt and
disbursemen: of cash to the Divisional Accountant. The Divisional Accountant ahould,
not, howaver, be normally authorised to issue final receipts in BA-16 over hi=z OoWn
siqnature.

411 Before the Divisional officer seeks the advice of the CAD in any malter connectad
with the accounts of his division or the applization of financial rules and erder concerning
which there may be any doubt, it will usually be desirable, first to cbiain the advice of
ihe Divisional Accountant who is specially rained for this duty. This should be done In
writing in all cages of importance.

512 When a Divisional Accountant is about o be ralieved of his duties ina divisional
office, either permanently ot tempotrarily, bha iz required to prepars 2 MeTmOrandum

reviewing the accounts of the Division which will contain remarks by the relieving
aseounlant, remarks by the Divisional Gfficer and crders of tha CAC,

313 The stale of the wark stock and other accounis be reviewed in particular, Al
important liakilities, ag alao recoverias 1o ha made from the staff or from coniractors and
athers which should receive special attention should be mentioned. Any arTesrs of
defects in the working of the divisional olfice or subordinate offices rendering accounis
to it should be specified with a statement of a remadies applied or contemplated. OCther
points requiring the special attention of he relieving accountans, whether in regard
to the intial or compiled accounts or to Objection Statements and Audit Notes received
from the CAO should also be set forth in detail.

. APPROPRIATION AND WATCH OF EXPENDITURE THERE BGAINST

314 The procedure relating to the preparation of demands for grants to lhe appropiation
and re-appropriation of funds, o the disiribution of grapts and to budgel matiers
qenerally, is lald down in the Budget Manual,

315 The incurring of expenditure is subject o the. gqeneral resirictions regarding
provision of funds, etc. laid down in Chapter I & 1 of this manual.

318 For payments debilable to the accounis af other divisions departments or
Covernments, or of non-Government works, and repayments of deposits, a Divisional
offizers does not raguire any specific provision of funds within the appropriations for his
own division. It iz sufficient to see that such payments are made only in accordance
with the rules and that the estimate and appropriation for the work, as communicated or
accapted by the party for which the work is dome, are not excecded with further
authority from il.
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217 General instrechons in regard 1o the watching of actuals are contained in Budger
Manual. The following additional instructions should also be observed by Divisional
Cfficers. -

218 The Divisional officer should keep a constant watch over the progress of expandi-
tura, and keep himsaif informed of such circumslances as may affecl the progress of
expenditure, in order to fazke early steps for obtaining exira funds or surendsnng
probable savings, a3 may be necassary. For this purpose tne plan indicated below
should be follewed |

a) The progress of edpenditure on works or other items for which there are
specific appropristions, should be watched individually moath by month, through
the Register of Works, and other relavant accounts.

b S'I/IF;. respect of works or items, for which lump sum appropriations are placed at

| the disposal of tHe Divisional officer, he should walch the progress of axpenditure

' agains! ilpyl'cl]:-ﬂatif_ms by the maintenanca ofa record (i) of the expendilure in
the form of a progressive abstracl showing, month by month; the up-lo-dale
expenditure of the year; and (i) of the grams; in the form of a register showing
the appropriations and re-appropriations ardered from time to time.

e _—
¢), The eifect of undischargad Habilities on) individual ﬂ.:':_lgf'lump sum anpropriations
' 3 sheuld be carefully walched. i

2,10 Thi= review is of spacial importance in the last three or four months of the year. i
desired, this review may also be conducted collectively in respect of each primary or
secondry unil of appropriation: & suitable register of appropriations being maintained for
the purpose, see sub para (b) above. Sucha review s of special help in formulating
proposals for re-appropriation.

320 The [ollowing points should also raceive spacial attention (—

a} Tha appropriations for inventary holding, current assets or Dabilities the hel
increase or decreese during the gross debits and the gross cradits of the whole
vear, that is, for the difference batween lhe year, expendiire which iz not
pxpected 1o cause an excess over the net provision for the year, being hald lo
b covered thereby, The Divisional officer should so regulate his lranssclions
during the year a5 to work up to the anticipated increase or decrease in the
balanees, and should make, in the accounts of the year, all the adjustments,
recoyvereis of paymeants nacessitated by the actual transactions of the year. This
applies equally in respect of both the opening balances and the [resh operalions
{debits and credits) of the year. Where the clearance of any item is likely to
cause any additional charges against other nnits of approprialion, funds necessary
to meet the charges should be reserved under those units.

by Detailed accounts of all liakililies and assats of the division adjustable by transter
credit ar debit to Inter Unit Accounts heads should be kept acoording 1o fhe
ingtructions enjoinad in I0T Manoal,
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D COMMUNICATION OF SANCTION

3.21 The Chief Accounts Officer is entitled to receive a copy of the orders sanctioning
expanditure from the authority which is competent to accord that sanction. So avery
sanctioning authority is responsibla to see that all sanctions and ordets relating to recei-
pis and expenditure, Tevision of scales, creation or abolition of appointmants atc., against

which andit is to he conducted by the Chisf Accounts Olficer are communicated to him

£

in accordance with the following procedore (—

fa

(b

Mote

Mola :

Mole :

Plete

Sas

if the order is issued by an authority subordinate to the Board to whom the power
to sanction bas been delegated, by that aulhority direet:

if the order is issusd by the Board, the order will be conveyed by the Secretary to

Board who will aiso sent a copy to the Chief Auditor,

1. The term ‘Secretary’ used in clauge (b)above includes a ‘Depuly Secrefary’
and Under Secretary’

2 Al enclosures to the sanclions shall be attested by the sanctioning authority
or at least by a Cazatted Officer working under the sanctioning authority.

2. Audit against sanctions accorded by the Divisional Office iz conducted by the
CAQ only in respect of technical sanction to eslimates and sapctions 1o wWrite
off stores or losses of public money. In respect of their Hanclions of the
Diwisional Officer, the Divisional Accountant is responsitle for the ngcessary
chacl:. | I:; ':u‘\ﬁﬂ-'ﬂl'h\ ot ,_:.,_g]{.wue_.{ ﬂ;ﬂ,r;-uu'hl A .-T'Ef e

E.F_t-' Tin iu%nn_ﬂ. [y P -?f‘:}'ﬂw

4 Sanctions tocontract agreements accorded by officers higher than the Divisional
officers should be communicated by them to the GAO in such form as lo enable
him ta audit the payments 1o contraciors on the basis of rates sanclicned
for each item of work or supply and other necessary terms and conditions.
Sanchions to condueel agreements accorded by Divisional ofiicers the tenders
af which are accepted by anthorities higher than the Divisional officer, should
similarly, be communicated to the CAO by the authority whe accepted the
tender. Duplication of agreement should in ne case be required lbatis to say
an =utherity, who has concluded an agreement should not be rerquired to draw
up and sign an agreement already executed.

Bs andit of expenditure on works is conducted against technical sanciions, orders

conveying such sanctions must be communicated 1o the CAD by the office concerned.
In ordear to facilitate andit sceutiny the authorities concerned should invariably dquote the
raference to adminisirative approval when they communicate technical sanction to the
CAOICA,

Note - Technical sanction to a work shall be accepted in audit even ifit excoeds the

amount of the administrative approval by the sum not excesding 5 percent.
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SIGNING OF SANCTIONS

323 All letters or orders sanctioning expenditure appointmenis etc., must be signed by
the sanctioning authority himself, or by & Gazetted Board employes under fim authorised
ta sign for him, butiano case by a non-gazetizd Bosrd employes. Such rcopias of
sanctions signed by a non-gazetted Boad employes are not sufficient and sheuld be
authenticated by a gazetted Board employee.

DATE OF EFFECT OF SANCTIONS

.54 Stamatory Rules have effect f1om the dare on which they are passed and the exec-
ative orders of Board take effect from the date of issue of latter in which the sancticn is
conveyed. A sanction of any authority has eifect from date of the orders coveying the
sanctioh.

525 Inall cases, these orders are subjacl 10 any special provisions as 1o (e date of
affect in the rules, order or sanctions themselyes.

3,95 Powers darived from a delegation cannol ba exercised by the delegated powers
from = date earlier than the delegation,

RETROSPECTIVE SANCTIONS

327 (13 Allauthorities which are competent to sanction revision of pay or the grant of
concessions to Doard employees should bear in mind that relraspective affect should not
be given to, Gnancial sanclions, cxcep! in exceptional ciroumslancas, withput tha spacial
approval of compelent authority,

{2) In the absance of special Teascns to the coatrary, concessions regarding rates of pay
for any class of Board employees should fake affact from the firat of March and not from
same date in the middle of a financial year.

328 The sanction to an estimate for a work (as distinct from annual repairs) Will
ordinarily ceasa to operate after a period of five years from the date apon which it was
qocorded, but the acceptance Dy competant antharity of a budget estimate which includes
specific provision for expenditure upon 4 work which is in progress may be regardad as
reviving the sanclion to the estimate for the wyear in which the provision iz made.

999 The sanclion to an annual repair estumale lapses on the last day of the Working
year. If, however, inconvenisnce would arise in any exceptional casa from he
stoppage of the work on the fixed date, the repairs may be carriedon to completion, the
expenditure after thal data being trealed as expendilure against a fresh repait asiimate
for the next working year.

=40 Estimates for special repairs remain  current till completion of ihe regairs i thea
seme manner as estimates for Capital works,




321 A sanclion or an administrative approval for any fresh charge which has not been
acted on for two years must be held to have lapsed, 'unless it ia spacifically renewed
wilh necessary provisions in the buodget estimate. Thus, if 3 scheme adminiztratively-
approved in the year 1988-86 for inclusion in the Schadule of Naw Expenditure for the
vear 1536-87 is cut from the Schedule by the Board it can be included in the Gchadale
of New Expenditure from the next year, viz, 195788 without fresh sdministrative
approval.  If, however, no funds are provided for the scheme even in the budget for
year 1887-88 the administrative approval originally conveyed will nead renawal befora
"he scheme can be included in the Schedile of Mew Expenditure for the year 1588-83,

Note :—1 Where an allowance sanctioned for a post of a class of Board employee hag
not baen drawn by a particular incumpent or incumbents, nor does it apply
to an addition made gradually from year to yearto a Permanent establishment
under & general scheme which has been sanctioned by proper authority.

Hote . —2 A zanction for a temporary/non-refundable advanes from the Provident Fund
shall remain operativa for a peried of three monthe and shail e deemed to
have lapsed after this period unless it is specifically renewed. In case of non-
refundable withdrawal from the Provindent Fund effectad in instalments, the
sanclion accorded will, however, remain wvalid up to particular date to be
spacified by the sanctioning  auwthority in the sanction of arder
Haslf.

E VOUCHERS FOR DEFARTMENTAL PATMENTS

3.32 As ageneral rule, every payment, including re-payment of money previously
lodged with Board, for whatever purposs, must be supported. by a voucher setting forth
[ull and clear particulars of the claim and all informatisn necessary for iis proper class-
ification in the sccounls.  As far az possikle, the particular form vouchsr applicable to the
vise should be used. Suppliers of slores  and  others shonid be encouraged o submit
their bills and claims in proper departmental forma, but bills not brepared in such forms
sheuld not be rejected if thay zet forth the necessary details of the claims, Insuch cases,
the additional particulars required should be added by the disbursing officer.

Fodd. {n'-’hen it is not possible to supporta payment by a voucher, 2 cartificate of pay-
ment prepared, in manuscript, signed by the  disbursing officer and endorsed. if necess-
ary, by Dis superior officer, should always, be pjaced on record. Full particulars of the
claims should invariably be sel forth  and where this necessitates the use of a regular
kil form, the cerlificate itzelf may be recorded there-:m.!..-

The detailed instruction given in subjects code 07 and 08 of Cash and Bank Manual
with regard to prepartion, examination, approval and record of voucher should be closely
obhzerved by the person concarned.

E;?\ ot a4 Biurvreard irme s it Ao Behia Aoy bt
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F_INTERMAL CHECE AGAINST IRREGULARITIES, WASTE AND FRAUD

331 Every Controlling Officer must  satisfy himself nct only that adequate provisions
exist within the departmental organisation for System of internal check to preventand
detect errors and irregularilies in the financial proceadings of his subordinate officers and

to guard againat waste and loss of public money and stores, but also that the prescribed
check are affectively applied,

¢ _ RUDIT INSPECTIONS AND AUDIT OBJECTIONS

245 The Chief Auditor/Rasident Audit officer arrangas for the periodical test audit
and local inspaction of the accounts of divisional and sub divisional offices and the Divi-
sional officer iz responsible that the initial  accounts and other connected records are
made available for inspection. Inspecling officers are reguired, if possible, 1o discuss
the drafts of their reports with the head of the office inspected belore submiiting them to
CA/MRAQ and for this purpose;, itis desirable thai the head of the offtee =hould ba
present at the inspection unless hiz presence is urgently reguired alzowhere.

AUDIT OBJECTIONS

438 The results of sudil are communicated to the Divisicnal officer in the form of Audil
Mote Objection Statements, Inspection Reports, letlers, or memoranda, Thess should
reccive prompt attention and the replies ol the Divisional officer should be based, as far
az possible, on his own knowledge. [tisnot enough to pass on the explanation of a sk
ordinate, as reports prepared in this mannet are likely to lead to greater irmegularity
afterwards,

537 Objection Staternent should be returned 1o the Superintending Engineer after the
Divisional Officer haa recorded his  replies  thereon. The Inspection Report will be
sorwarded by the Audit officer 10 the Executive Engineer concernad alopng with i
in t2bular form 1o ensble him to record against  each item his replies. A copy of the
inspaction Report will be endorsed 1o the Superintending Engineer for his information
drawing at the same time his attention specially 10 any important itemns of work and serious
irregularities or poinls roguiring his immediate nolice. The Executive Ehgineer will
return the Inspection Report within a period of six weeks from the date of receipt, lo the
Superinteding Engineer after giving full explanations, in respect of each itern mentioned
therein; under advice to the audil office. The Superintending Engineer will alter getting
complete disposal of the Inspeclion Report from the Executive Engineer and passing of
orders in respect of matters which he iz competent to deal with finally and recording his
remarks (with a note of the action taken) on all other points and return it to the audit office
within three weeks from the date of its receipt from the Execulive Enginecr in the Circle
office i.e. within nine weeks from the date of receipt of the inspection Report by the Exe-
entive Engineer. The important points which are not dealt with finally to the satisfaction of
the Rudit office will be referred to Chief Engineer and Governmant for consideration and
orders.

938 Onee a iransaclion has been entered in the Objection Staternent, or otherwise
challenged in one or the other documents referred 1o in para 3.36 the responsibility for
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having the obieclion remaoved will devolve cpon the Divisional Officer. The CARAOD
will report to the higher authorities cases in which objections  are nol clearsd within a
reasonable Hme.

Note :  An audit objection is usually removed by coblaining he requisite sanction, by
making the necessary recovery, by corraciing or completing the relevant account or
voucher by furnishing the necessary decuments o infarmation or by otherwise securing
compliance with the provisions of a specified rule. In cases in which a protest is made
against an audit objection as being incorrect, the chjection should be beld o be in force
unless a farmal intimation of its withdrawal iz received from the CARAC.

3,38 The CAOQ places under objection and transcation coming to his notice which is not
covered by adequate sanction or involves an excess thereon other deviation. In some
casas the Divisional officer may have already taken action 1o regularise the tramsactions,
ar the exaess (if any) over sanclion, plos any further excess thal may be anlicipated, may
e within kis own powers of sanction without preparing a revised estimate and he may
have accerded the necessary formal  approval  fo it, yetif the necessary intimation of
ssnetion doss not reach the CAO when the Divisional accounts in which the uTegular
transaction appears ara being audited, the CAO will raise the objection, as he cannot
assume that the necessary sanction has been accorded. Divisional officers should there-
fara send to the CAO the earliest inlimation of such of their sanctions and orders as are

requirad to be communicated to him.

Mote 13 The Divisional Accountant shoueld {i) bring promipently lothe notice of the
Divizional officer at least onge a month, all irreguiar transactions on which action has nof
already heen taken by the lattar at the instance of sub divisional Officers or of his own
tnotion and (ii) give effect to the provisions of these instructions/Rules in accordance
with the procedure which the Divisional officer may have desired to be observed in
this connecticn
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CHEPTER IV—Cash Transactions and Their Records

A GENERAL

4.1 The genaral instrustions in regard to receipt, payment and custody of money and
the maintenance of accounts records connected therewith are given in Manual for Cash
and Bank, Sale of Power and Banking oparation.

42  Primarily the Divisicnal oflicer is Disbursing officer of the division buthe may
delsgate this funciion to his subordinate officers in certain cazes e, g. Payment against
passed vouchers and  payments chargeabls 1o wotk as par powers delegatad by tha
Board to SDOJAE.

B—CASH BOOE

4.3 {a) The cash book should be treated as one of the mest imporiant accounts records
of the Board.

(b) Anaccount of all cash transactions should he maintsined in the Cash book, Form
C&E-1, by all Board emplayees anthorised, as a regular arrangement 10 receive mMoney
on pehalf of Board, as well as by thoss antrusted with disbursements out of cash received
by them in transfer from the divisional czsh chest er obtained by chedques drawn on
the bank.

Mote : Ba an exception to this Sub para Board may authorise Divisional officers not 1o
pass through the Cash hook ecarnest money received from, and returned to
coniractors on the same day the tenders are opened, provided that the contraclors
concarned are required to give a stamped rageipt for the money in the Ragister
of Tenders maintained in the Divisional office and that the Register isio that
extant treated as a subsidiary cash book and consequenily as an accounts formt.

4.4 All Board employees who are recquir ed 10 receive and handle cash, ghall oheerve
the following instructions in addition 10 those given in the notes on Form CEB-1 Cash
Bock and or s may be prescribed by the Beard from time to time.

i) Cash book shouid be bound iz convenient volumes and the pages machine
numbered, Before bringing a cash book into use officar incharge of the Cash book
or the officer nominated by him should count the number of pages and reccrda
certificate of count on the first page of the Cash book.

iy The cash book should be clesed regularly and completely checkad. The officer
incharge of the cash book should verify the total of the cash book or have this dond
by some responsible subordinate sther than the writer of the cash book and initial
it ag correct,




i)

1y

v)

vi)

The disbursing offizer is required to chask ati the entries inhis cash book as £000 35

poesible after the date of theic ocourancs and toinitial the book, dating hisintials
afier the last eniry checked, Tha cash book shguld be signed by him at the end of
the month 2nd such signatures should ba unda rstood  as fxing responsibility for all
entries of the month inclusive of the closing balance,

During the absence of the officer incharge of cash book from head quarters the
duty of attesting he ca sh book may be entrustzd to another Gazetted officer of the
Bnard, or if there be no auch officer, to hiz office Superintendent Haad clerk oT
1 the afficial of corresponding rank bul on his return he should satisfy himssll that
here iz no irregularity and in token of this check the head of office should sign
the cash book immediately on retarn 1o Head-quarnsers.

{2} The acmal balance of cash in the chest should be coumed on the last working
day of each month (1. 8. immadiately allec closing the cash account of the
meonth) but where this 1= not possible, the cash balance may be gounted on lhe
firet working day of the {ollowing maonth bafore any dishurasment is made on
hat date, A ceriificate of the account of cash, spacifying bolh in words and
figures the actual cash balance should be recorded below the closing eniries
in the previows month's cash book. This gartificate should be signed by the
digbursing olficer who should invariably data his signatures.

(5] The officer incharge of the cash book when absent from Head guarter at the
end of 4 month may howaver delegate the daty of veriving the cash boak to
a Cazsttad Board employes, or i thera 13 no Cazetted Board employees to his
office Superintendent, Head clerk, or other similar ministerial officisl of
carresponding rank but he should personally verify the cash balapce on his
refurn to headdquarter.

(¢) Inca=e it is not possible to count on tha dates prascribed in the above sub
paras, the officer should do so at the earliest opportunity, reccrding: the
reason for delay-

The disbursing officer should :

(a) Compare each enlry of payment wilk the gross ameount chargeable as shown in
the connected voucher sesing at the aame lime that it bears (i} & payment order
recorded by himsell or by some authorised officer and (i) the carlificate of
dishursement signed by himsaf or an avthorised officer, and ficking off each
voucher as it is passed,

(b) See, whilst examining the paslings of wouchers on the payment side, that all
daductions shown in the voushers (other than deductions creditable to the head
af aseount of work to which the payment relates) are poated in “Adjustient”
column on the receipt side ol the cash book.

¢y Verify the total of the postings in tha vBank' colutnn on the payment side by
refaranca to the total recorded on revarse of the counterfoils of chegues.

Mote : Alzo sea para 5 of subject code 11 of Cash & Bane Manual.
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4.5 "ﬁ'he employment of peons bo fatch or carry moenay should be discouraged. . Wihen
it iz absolulely neceszary 1o employ theclazs IV emploveas {of iz purposs, a man of
some lendgth of service and provad trustweorthiness should cnly be selected and, in all
cases, when the amount to'be handied i= farge, one or more guards should be sant to

accormpany the m ESE'F!"I'-"ILTEJ;.,’,/

C--IMPFREST/TEMPORARY ODWVANCE

4%  Impresiftemorary advance shall not ba treated as part of cash balanes. The chart
of “acoouat provides o separate acoount code for thesaccounial of issue and adjusiment
of “impresftamporary advanse, For dehiled procedors for mainlenzocs of - mprast
femporary advance account refer to Subjsct Code 16 and 1T of Cash and Bank Manual,

D—EECEIPT OF MONEY BY BOARD EMPLOYEE

4.T A Board employeea receiving monay on bahalf of the Board must give the payer a
receipt, in standard form (BA-16/R0-4). The receipt shall be signed by a duly authorizad
Boatrd employves and entered in the cash Hoolk.

4.8  Whenever any amount is realised by recovery rom a payment made from bill or
olher voucher sating forth full parficilars of the deduction, a receiptin form BA-1G
should be granted ooly i specially desired by Payer but (e fact of the racovery having
bean made by deduction from the pavment voucher should ke clearly recorded on the
recoipl aide of the cash ook

1.8 Ii a Board emploves who is ot in charge of cash book, Teceives money on beball
of the Board at excepltional timea, he should oot mix it with the Imprest orany other cash
in hiz charge bul remit B at once o the acosunbing unit with: which hiz-office iz altached
for the purpose of accounting.

E—PAYTMENTS

.10  Ewvery Board employee i personally responsible for the monéy which passes
threugh his hands and for the prompt record. of receipts and paymenis in the relevant
account as well as for the correctness of the account in  every respact. The private cash
or actounts of membars of the office should not be mixed wp with the Boaras cash or

ACCOUINE.

e
Hole © The procedurs laid down in Cash and Bank Wanual should befollowed for the
custody of cash.

4,11 AjBoard employee supplied with funds for expenditore isresponsible for their
proper disposal.  Such funds generally partake of the npature of amounts payable to the
subordinate staff on account of pay, allowances etc. or to private persons or parties on
acoount of work deone or supplies made, other expenditure, refundas elec. To discharge
this respongibility the drawing officer should see that payments are made to the porson
of personsg enditled 1o receive them and that undisbursed funds are retorned to chest
and are not retsined for 2 pericd longer than is absolutely necessary,
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4.12 T a disbursing officer anticipates any difficulty in cbtaining from the persons io
whom money is due a receipt in the proper form it i3 open to him to decline to hand
him the cheque or cash, or 1o make a re-payment, with all necessary particulars has
been given by him. In all cases of payment by refittance a note of the date and mods
of remittance must be made on the bill or voucher at the time of remittanos. In cazes of
remiltance by postal monay order, the purposs of the remittance should be briafty
staled in the acknowledgement portion thereof,

F—PAYMENTS BY CHEQUES

413 Detailed instructions regarding Board employees authorised to sign the cheques
custody and issue of cheque books and connected records, to be maintained, are given
in Manual for Banking Operation and Cash and Bank Manual.,
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CHAPTER V- Revenue Receipts

A~ GEMEEAL

| Boards revepue should be brought 1o accounl i -accordance with he claasificalicn
prescribed by the Govl of India in the Chart of Bceounts rsec Grouprhead 61, B3, 53 & B5)
Distinction should be made betweoen receipts which are finally creditable to Bourds
acoount as revenue and fransactions which represent merely such cash or other wvalye
received as has either 1o be repaid eventeally or 1o be utilized 1o meel the cosl of zome
sarvice to be rendered or already repdered: Bacaipls of the lailer class shoyld be
creditad to the currant liability or current asset agcount head conperned.

f account code for any source of revenue iz nol specifically mentioned in the
Chart of Accounts, lhe revenue from such source may be credited o accounl code
2230 —Oiher Incomes under the Sccount head - Mise, Eeceipt’.

R The revenue of the Board shall ke refllacied in the accounts Ior the period in
which it accrues.

All prior peticd revenue arising on aceountof difference belween an accounting
gstimale made {or fhe acorual and the aciual on account of any reascn shall be accounted
for prospe ciively and no relrospective re-siating of past years higuras 1= permitisd.

Mo reserve shall be given any credit for any amcunt which ahould otherwise ba
treated as revenue for the current year, past years or fulure years. ;

53  Itis lha responsibility of the Sub Divisional Officer and the Execulive Engineer to
sea thal dues of the Board are correctly and prompily asscssed, collected and paidinio
the Bank.

a1 The Superintending Enginesr énd the Chief Engineer are respooszible for the
supctvision and contrel of the timely  assessment sand  collecticn of 1he revenue irom all
sourcas of the Board. They should waich cerefully progrese of the realisation during the
course of the year,

They should scrulinize the statements and ascccunt returns supplied to them-to
engure that revenue of the Board is {imely ssressed collecled and paid inlo the bank.

B—REVENUE FROM SALE POWER

5.5 Dedailed instructions for assessmeant and realization of revenue from Sale of Power
are laid down in Manus] on Sale of Power and Sales Manual.

DEMANDS AND RECOVERIES OF RENTS OF BUILDINGS END LAND
I—FROM PREIVATE FERSONS

5.6 When a Bocrds building, lend or other properiy islet to a perszon not in the
sarvica of tha Board, the full agzessed rent must be recovered in advance,
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Mete 1 The rent for baildings in quch cases should be assessed as per instruclions
laid dows: in relevent Chapter. h

I1.-FRCM BOARD EMPLOYEES AND PENSIOMNERS

57 The recovery of rents from Beard employees/Pensionars cocipying rentable
wuildings may be made either in cash ot by deduction from their pay bills or other
disbursing  officer concerned &8 may ba directed by the divisional officer.

58 Arounts dus on account of the hire of Board furnitara aud on ascount of the value
of articles of furpiture and other Board property lost or dsmaged by a Board employes
45 well as any olher dues for which a Board smployec/Pensionsrs may bBe liable to Board
in respect of the residence allotted to him may also be racoverad either in cash or by
dednorion from pay bills in accordance with the above insirctions.

50 The system of direct Tecoveary in cash from employecs of other divisions and
deparlmenta is ordinarily not suitable when the rent recoverable iz dependent upon the
rate of pay of the cotupant.

Where rent is recoverable in cash, & hill in form CE-35 should be sent to the
ramant on or before the last day of sach month, The lenant should ba required to pay the
rient hetore tha expiry of the lollowing meniil.

510 When recoveries of remt are 1o be effected from pay bill by other digbursing
ificer, a demand in form CE-35 clatement of Rents recoverable in gash or by deduclion
from pay bills, shenld be sent, in triplicate, before the closa of each monih, o that officer
whe will make the necessary recoveries and return one copy of the statement duly

qomplated,

For assessment of rent of Boards' Buildings conditions of tanancy and rent payable
by Poard emplayess, instructions regarding allotment of residanee ete, Tefer to regulation
k7 1o 5.35 of PSEB Main Regulations Vol. I Part-T 1972,

i cases of cash Tecovery from Board employaes the Divisional officer should
abtain from the disbursing officers a cartified statement in form CE-5.

In form CE-35 will aiso be included any amounts due on account of the hire of
Board furpiture, the value of articles of furmiure and olher Board property lostor
damaged by a Board employea as well as any other dues for whicha Board employes
may be liable 1o Board in respect of the residance allotted 1o him.

& separate Form CE-35 should be prapared in respect of each tenant who is a
Cazetted Board employes, For non Tazettad Board employees, there should be a
single consclidated [orm for each class of establishment whose pay in diawn in
gaparate bill, Particulars in regard to this should be obtained by the Divisional ollicer
from the drawing officars. :

Inthe case of Gazeited Board employees Form CE-35 will be filled up from the
information contained in the monthly salary alip issved'by the (Pay & Account). When a
tenant goes in to cotupation of 2 residence the Divisional officer will intimate (he factlo
tha CAQ (Pay & Account) and call for deduction from salary. In the cazes of non Gazettecd
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employees form CE-35 will be prepared from the information so froished by the
drawing and desbursing officar concerned. Provision will also e mada in the statemant,
wherse necessary, for the recovery of addilional rent | due pither becawse to full amount
hae not been collected or because arrears of emcluments have been paid to 4 Board
amploymee,

If the rent recoversble fram a Board employee is limilad 1oa certain percanldge
of his emoluments, and sush emoluments are changed retrospectively, tbe rate at which
rant is recovered should also e changed ralrospectively.

i a Divisional Accountant becomes aware that the emoluments of a Board
employee have been changed in respect of a period during which he ctoupiad a Board
residence at some other station or statlens, he should seq that the intimation of the
change of emoluments is given 10 the Divisional Officers of the stations concernsd o
enable them to recover the arrears of rent where neceasary.

511 The SDOs incharge of properties should intimate monthiy of changes of tandansy
ter their Divisiona! officers, They should take particular care to Yeport to the Divisional
officer whenever they find any non residential building cr rent free guarter nol boras
on the Register of Renis is occupisd for residential purposes by persons from Tents
shauld he recoverad.  On receipt of such reports in lhe Divizional office, it should be
ensured fhat proper remt is recovered from the cccupants.  The credit for amounts
racovered shall ke credited 1o account code concernad of group head §2-Other income,
direct in his own books. The Divisional officer should, howevar, credit tha account of
the tenants in the Register of Building and lands Form CE-34 on the basis of Form CE-35
received from the Disbursing officer concerned.

512 A tenant wheo iz in receipt of pension from the Board, should be treated as a
private individual for the purposes of recovery of rent If he desiresto pay rent by
deduction from his pension, recovery from him may be made by the Dishbursing Officer
moncerned. The Pensioner shall give an authority for such deduction e the Divisional
gfficer incharge of the Buildings. This authority should be forwarded to the Disbursing
afficer coneerned for recovery from the payments lo be made L0 the Pensionar.

513 In case of vacstion of guarter by a Board employee bhefors the last date ol a
month. owing to his departure on transfer, leave or retrement, the payment for the rant
for the broken peried should be made al once 3o thal {he pmount dus may De recovarad
hefore his departure.

514 Ifarepresentation is made against the Divisional olficers assessment [or rent, tha
amount azsessed must ba paid by the tepant on demand.  IFiF 15 decided 1o refund the
expass gmount charged it should be adjusted as so0n a8 orders are passed bya
reduction in assessment of & subsequen: month, or, if this 15 not praciicable or esnvenient,
by any actual repayment.

515 Instructions regarding the assessment and recovery of water charges are laid
down in Chapter W of PEER MSR Vel [ Past T of 1971

MI—FRegister of Rents

516 & register in Form CE-3 (Register of Rents of Buildings and Lands) should be
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mainiained in the Divisional office under whose charge the Buildings fallto show the
monthly assessments, realisations and balances of reals, of zll residential buildings
{including office buildings used as residences) and of such other buildings, landas, e,
as may be available for being lat. Mo building or site should be excluded ifrom this
register on the plea that it is intended to be occupled remt frae or is not likely to be
rented, but all such buildings may be grouped separataly.

Private buildings which have been hired for use as rasidence or are used ae such
wholly or in part, should be included in this registet.

Rent free quarters ment for Class-IV Board employees need not be entered in this
registar except when allottad to person from whom rent is recoverable. Similarly Rent/
Cuest Houses and field hostels of the Board nead not be entered in this register although
renl received from them are also treated as rent of building and booked under group
head G2

517 The entries relating to the assessment of rent should be made meonth by month,
and for this purpose arrangments should be made to obtasin timely intimation (with full
particulars) of all changes of lananey from the subordinates incharge of the properties.

518 Ifany property is occupied free of rent, or if the rate for any month's assessmaent
i3 neither the standard rent not tha ten per cent of the gocupant's emoluments, a suitable
ramark {guoting authority) should be mads againgt the entry relatng toit. I a Board
smployes i3 not entitled to but is actually allowed the benefit of the 10% concession a
reference to the specific orders of Board allowing it should be racorded in the remarks
eolumn of the Register of rents,

519 The total realizations of cach month should be abstracted at the {oat of tha Tagistar,
=010 show saparately (1) cash realised in the division by cash or reason from pay bill
and {2) recovereis by other disbursing officers adjusted in their accounts both rents of
buildings and rents of lands atc. It any buildings are provided with special garvices
ench a3 furniture, ate. for which reat is charged separalely the account of rent charged
for each building in respect of these servicas should be kepl separate from that of the
rent of the building itselfl and in the abstract alse the realisalions on account of each of
these services should be shown separalely.
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84 The powers of varipue authorifies to accord administrative approval and technical
sanclion to sanctioh estimates or works of to sanclion expenditure on works and to divert
provision under works are given in booklet “PSEB Delegation of Powers'

C—Fundamentals of Execntion of Works

6.8 Itisa fundamental rule that ne work shall be commenced unless a properly detatled
design and estimate have been sanctioned, allotment of funds made, and order for ifs
commencemen! issued by competent antherity. Permission granted by the Board; in
orders on a budget estimate for the retention of an entry of proposed expendire during
the year on a work, conveys no authority for the commencement of outlay. Such per-
mizsion is granted on the implied understanding that bafore any expenditure 1= inourred,
tha abova conditions have been fulfilled. Exceplion in regard to petty works, as defined
in the paragraph given below and in cases, of real emergency which must be immedi-
ately reporled and explained to the authorities competent 1o accord administralive
approval and technical sanction, this injuction may not be infringed. ©On the other bhand,
the sanction of a desgign and estimate conveys no permission for the commencement of
axpenditure on the work, unless such expeaditure has been provided forin the budget
gatimate of the year, or provision has bean made for tha outlay within the financial year
either by reappropriation or out of some lump-sum grant allotted for the head of clasziS-
cation under which the sarvice falls, Similarly, no liability may ba incurred in connection
with any work until an assurance has been received from the authority competent to
provide funds that such funds will be allotted before the liabilily matures.

£.5 Ifin any case, whether on grounds of urgency or otherwise, Divisicnal Officer ia
required to carryout a work for which no estimates have been sanclioned or for which no
financial provision exists (whether estimates have been sanctioned or not) the orders of
the officer authorising the work zhould be conveyed in writing, On recaipt of such
written orders the officer who is directed to carry out the work should immediately
intimate to the Accounts Officer concerned that he is incurring a liability for which there
iz no provision or inadequate provision of funds and should, at the same time,state appro-
ximately the amount of the lability which he will likely to incur by compliance of the
written orders which he has received, The Sccounts Officer will then be responsible for
bringing the facts instantly to the notice of higher financial awthority, with a view to
necessary steps being taken ejther to stop the progresa  of the werk or to reqularise its
exemition. Thers should be no hesitslion in enforcing disciplinary action against any
afficer, ad ministrative or execulive, who may fail or delay to comply with theae orders.

B.10  Werbal orders for the commencemeant of work are fo be deprecaied but in cases
where such orders are given they should crdinarily be confirmed in wriling as zoon as
possible thersaiter,

Drefinition Fetty Worls

Ty the case of any buildings, the cost of the ordinary annual repairs (exchiding
municipal taxes of which iz less than Rs. 2800/-) the Superintending Engineer (Civil)
may prescribe, subject to pevision from time to time, lnump sum limited to Rs 2500)-
(pluz the armount of municipal taxes. if any payable by the Board) to cover the
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Fin st af H]uit‘.t&]l-:‘:ﬂCE', and vwithin this amonnd g}[:mHE’]dE'i,uTE- will be P:‘TLI:I.[EGE.::'].“- v ltecaat ATy
detailed estimale being prapared.

611 () The Chisf Engineer or the Superintending Engine®r whosoever is compatent io
sanclion the estimate for the work proposed o betaken in hand in anticipation of a sanc-
tioned estimate or provision of funds is the aunthority to decide as 1o whathaer the urgency
of any crae warrants lhe commencament of work. Mo work whatscever should De com-
menced in the absence of a sanclioncd estimate, without the previous approval in writing
of Chiaf Engineer/Superintending Engineer, which will be accorded only incases of real
urgency. Evan il such an approval has hecn acoordad, the expenditure incurred 18 in no
way regularized, until an estimate i3 sanctioned by competant anthority, The Divisional
officar concerned should, therefors. take immediate steps 1o have estimate (final or
tentative) sanctioned for such works. In the case of estimates sanclioned by the Divisional
officer, advice should be submitted to the CE and CARO, through the Superintending
Enginecr of the particulars of sanctionad eslimates.

612 (b) Inthe case of any bwlding, the cost of he ordinary annual repairs (excluding
municipal taxes) to which is less than Ha, 2300, the Saperintending Engineer may pres-
oribe, subjact 1o revizion from time to time, lump Sum limited to Rs. 2,500 (plus the
amount of the mumicipsl taxes, il any, payable by the Board) lo cover the costof main.
tenance and within this amount, expendifure Wwill be permissible withoul an¥ defailad
estimate being prepared. Sush lump sum should be framed after consideration of the
cost of maintenance in the past, and in tha casa of residantial buildings, should further
be limited to the a#mount included for this purpose in the rent agsesement. 1 in any
working year the estimated cost [or maintenance iz more than the permissible limit
given above, or if the lump sum sanctioned by the Superintending Enginser is axcacdad,
o detailed estimate must be prepared in accordance wiih the ordinary rules and sanc-
fioned by competent authorily. On sanction being accerded to such an estimmate the
sanction af the Superintending Enginesr 1o the lump sum provision will auwtomatically
be superseded for the working year in question.

Mote - The sanclion aceorded to the lump sem provision referred 10 in this paragraph
shall be held 1o be a sanction 13 an estimate for the sams amolnt for all purposes.

D. Preparation of Project Estimate

£.13 The following instructions should be [ollowed for preparation of projects for new
works.

(13 ltis necessary lhal all projects shoyld be prepared on uniform. basis and
accordingly it is directed thal the expenditure o mach project should be allccated
strictly in accordance with the defailed accounis olassilication as per chart of
acoounls,

(2) Location code will in every case be given by the CAO's office.

.14 The papers to be submitied with the project for a work will consistof (i) a
report, (i) a specification and a detailed statemznt of measurements, guantities and
rates and (iii) with an abstract showing the total estimated cost of each item. These
documents together form what is called “the astimata™. In the case of a project consis-
ting of several works, the report may be a single document for all the works and
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likewise the specification; but details of messurements and abstracts iay conveniently
be prepared for each work, supplemented by a general abstract bringing the whole
together. In the case of estimates for “Repaizs” or sMaintenance'', only lhe specifica-
tion and the dslailed statement of measurements and quantities with the abstracts will
ordinarily be required.

The report should state inclear terms the objact 1o be gained by the execution
of the work estimated for, and explain any paculiarities which require elucidation, incli-
ding, where necessary, {he reason for the adoption of the estimated project or design in
preference o others, The report should also discuss the effect the proposed works will
hawve on any existing engineering works, such as Railways embankment, bridges,
syphons and culverts, and should clearly stata whether the concurrence of the requisite
Railway, Road or ether authority has baen obtainad.

815 Ta [acilitate the preparation of estimates, a schedule of zales of each kind of work
commonly executed should be kept up in each Division, and the rates enterad in the
astimate should generally agrea with the achadule rates, but where from any cause fhese
are not considered sufficient, or in excess a defailed statement must be givenin tha
repert showing the manner in which the rate used in the eslimate is arrived at,

516 Fractiens of rupess will he omitted in showing the total cost of each kind of work
in the ahatract of the estimate and miscellanaous petly works may be entered without
measurements, (he estimated cost alone being given as lump Sim

617 FProvision should be made in the estimate for all incidental expenditture which can
he foraseen such as cost of land, butment for workmen, shads for stores, hiring of
godowns, dewatering and pumping arrangemants, €1c., while in addition provision of
3 per cent on the astimated cost of works should be made to cover conlingencies which
cannat be forescen,

§.16 The provision for conlingencies may be divertad by various authorities lo the extent
miven in PSEB Delegation of power to any naw work or repair net provided for in the
astimate.

518 () When submitting the project estimate of a new work, it should be clearly
stated in the forwarding letter or in the report on the project whether provi-
sion has been made for every item included in the detzils of the Dafailed
Head. If for any reason provision has not been made o cover all details this
should be clearly stated, the items omitted being indicated.

(iiy Wheare a projact includes an extension to any existing schems, the cost of
works for Bulk supply should be shown separately in the absiract estimates
of cost.

(iii) The project estimates must always be apcompanied by a separate statament
giving the provision made under each of the defailed head for the detail
works coverad,
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6.19 The statement is required for the information of fhe Chief Engineer’s offics, and
will not be forwarded 10 Board with the project Estimate for administrative approval,
Its chief purpose is to form a guide in granting technical sanction to the detaled estimates
submequently submitted to the Chief Engineer, in which, under the head of ‘Coat' in the
ACCOMDANYing report, reference must invariably be made to the provision existing for
the work in the project estimate, care in preparing this statement and the subasquent
detailed estimates submitted for ssnction will considerably lesson office work and
expedite lechnical sanctions,

E. Eepairs and Maintenance

8.20 Any expenditure on restoring on assst back uplo the lavel of output/efficiency;
performance at which it was, when it was first pul to use is repairs expenditura.

Any expenditure on maintaining the asset upto the leval of outputfafficiency
performance at which it was, when it was frst Put 1o use is maintenance expendimre.

Kinds of Repairs

.21 Repairs and maintenance are ordinarily of three kinds : first these which as a matter
of regulation are carried out periodically and which are usualiy of the same quantity
from time to time, such as the painting and white washing of a building or painting of
transmission and transmission, distribution and telephone stes] poles;

second, those which are not done as a matter of regulation periodically, but which it is
convenient 1o carry out, so far as may be necassary, at the time of periodical
repalrs; and

third, such occasional specis] repairs 23 become nacazsary from time to time, and which
may have to be carried out betwean times of Pperiodical repairs,

6.22 Expenditure on all types of répairs and maintenance shall be charged to the
Revenue in the year in which it is incurred. This shail be done regardless of the
amounl of any repairs or maintenance expenditure.

6.83 (a) Any expenditure on repairs or rehabilitation of an asset purchased by the Board
(whether second or new) inourred before commissicning the asset for putting the asset
in uzable condition shall be treated as a coat of that Capilal asset.

(b} Expendilure on repairs snd mainlenance of cerlain assels acqguired or
constructed (i.e, residential, non-residential building, Guest houses, Field Hoatels, oto. atg)
agapart of a project (which iz in prograss) and have been pul to use, shall be first
charged to Revenue under natural heads of Account and then reclassied and charged
to Capital Works,

Re-arrangemsnt

6.24 All axpenditure on rearrangement (of plant layout, offica layout eto.) shall be
charged to revenus in the year in which the expenditure is incurred.

hifting of asset to another place

B.25 (&) Any expendilure incurrad on shifting assels (such as lines) from one place 1o
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another place shall, regardless of the amouni of expenditure, be charged to revenus n
the year in which the expenditura is incurad.

(b} Expenditure on shifting of lines ele. at tha instance of a consumer shall be
regulated according to the procedure given in chapter VII of this Manual (D eposit Works).

Replacements

6,26 (1) Replacemenis may be defined as “substitution of one fixed  asset by anotaer,
particularly of an old asset by a new assal, ot of an old part by a new part”. Expenditura
an minor replacements shall he charged to Revenue as Repairs and Maintenance
Expenditure.

(2) Major replacement expendilure ghall be capitaslised. Howevar, 2 oosl and.
accummulated depreciation of the old replacsd assel shall be withdrawn when the
axpenditure o the new replacing assst 15 capitaliaed.

(% A broad-criterion of distinguishing minor and majicr {replacements) shall be that
replacement of any assel or part of the azset for which a separate lixed assed retord i3
regquired 1 the kept shall ba considersd major replacemant.

(4  An azset may be rebnilt by replacement at its components over a petiod of time
instead of at one time, The creteria fixed for “minor” and “Major” replacements shall
:n such cases be appiied to the aggregate of axpenditure oo replagament of an assel and
apgounted for accardingly.

(5 Costof dismantlement of an asset for the purpose of replacement, additions and
alteration and scrapping/refiring shall be chargaed to Revenue.

F  Treatment of small and low value items.

627 Full cost of all small and low wvalue assels each costing Rs, 500y or less shall Da
fully charged to Revenue in the year in which the assets are putto use. Nopartof such
ftame shall, therefore, be included in the cost of fixed asssts nor ghall any depreciation
ke charged fhereoll.

Excepiions
{1y  Ttems ol a type Ior which a apecific classification has been prescribed {or the
purpose of depreciation under the Elecimiciy (supply) Act, 1948,
(2y Dhems included under the classificaticns  "Furniture and Fixlure™ and “Oifica
Equipmenis’.
(3  MNew service canpnsction.
Lriteria
For this purposa the asset as a whola shall ba recognised and the individual spare
parts or compenents of the asset shall oot be treated separately. The critarion of
Rz, BO0)- should, therefore, be applied o the aggregate expenditure.

& Treatament of Loseass

f.28 Some losses may beinvelved in execulion of capital Projects for axample loss of
assets or damage 1o assels al construction  stage and shortage observad upon physical
varification of slores at conslruction Divisions/Projects shall e booked to relevant
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Revenue heads of account.  No part of any loss should Da capitalised and included imn
the cost of asast.

H Estimates

520 Estimates for ordinary annual repairs and mainlenance shall be prepared as per
provisions in TIE-4 or norms lsid down by the Board from time to time. Saparate
estimates for special repairs and other ilems as disonssed akove shall be prepared
45 1he occasion may require. These estimates shall be sanctioned by authorities as per
Boards' Delegation of Powers,

B.30 (i) Repairs estimates should, like those for original works, provide for the remaval
of all rubbish which may bhave accumulated, filling in unsightly pits, etc, round the
buildings. all works establishment employed spacislly on the work, and under separate
sub-heads, all waichment sanctioned by competent suthority for the care of vacani
buildings, guarding work, working sluicas, ete.

(ii} In estimate for Tepsira no provision ig nesded for_ general and adminisirative
charges or for Tools and Plant. = ¢ e LAY

Tiii} To facilitate the preparation of an estimate for pericdical repairs, of Building
and payment of bills for such repairs, a standard measurement Sook should ba kept
in the office of Divisional Clficer, showing the detailad measurements of each kind af
work which is usual subject to renewal,

{iv) Standard Measurement Books shall be brought upto date under the supervision
af SO0 with referance to any additions and allerations which may be carried out to the
buildings or work concerned, within one menth of the closing of the aceounts of the
aslimate therefor. &l such correction should be attestad by SDO.

(v) Where municipal and other taxes on the buildings are payable by the Board,
provisions for such taxes should be mads it the annual repair estimate of the buildings.

(vi) Where replacement of an assat involves angmeniation ot additions/fallerations
only one estimate should be prepared with an absiract showing separately (he amounts
debitable 10 capital and repairs which should be accounted for under each head as
incurred.

§.51 Classification of Expenditure/Estimates

Estimate for snpual repairs and mainlenance special repairs, redrrangement,
shifiing and replacement except major replacemsent, of assets ghall be charged o
Revenue under relevant scoount code under Group head *T4-Repairs of Meintenance"
and that of lossas written off under Sroup head ©T9-Olher Ciekits 1o Bevenues Accounl',.

.22 Currency of Sanction to an Estimate

The sancticn to an annual estimate lapses on the last day  of the fnancial vear. If
howaver, inconvenience would arise in any exceptional case from the sloppage of the
work on the fived date, the repairs may be carried on 1o completion, the expendilure
afler {hat date being treated as expenditure against repair estimale for the next financial
Yeal.

Estimates for special repairs remain current 1ill completion of the repairs. FZanction
+0 such am estimale ordinarily cease to operate after a period of five years from the date
upon which it was sccorded,
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633 Commencement of peripdical repairs in anticipation of a detailed estimate or
Allotment of Funds

(1}  Incase of urgency, the Superintending Engineer may authorise the commencement
of Periodical repairs in anticipation of formal sanction to the detailed estimate, bt in
such cases a preliminary rough estimate should be sanctioned by him.

(2)  Such sanclion will not, however, be operative unless funds for the repairs are
properly appropriated by the competent autherity,. The Divisicnal officer will be
responsible thal 2 properly detailed estimate is submitled at the earliest possible date.

3 Pending receipt of intimation of budget grant for the year, the expenditure may
be incurred on an annual repairs to the extent at the previous years allotment under
each of the budget sub-heads, provided that it does not exceed that entered in the
Budget Estimates for the current year.

B.34 Maintenance of Recount of material drawn for repair works

Account of material drawn for repsir works whether annusl or special shall be
maintzired in the “Material Estimate Control ragister” (MECR) as laid down in subject
code of Material Accounting Mannual,

§.25 Adjustment of unused material at the close of year

The material remaining unused on annual repair works at the closs of the year
shall be adjusted in the manner laid down in subject code 56 of Material Accounting
Manual.




CHAPTER-VII—Deposit Works and Accounting Procedure

e

1.1 Om many occasions the Board is approached by Consumers, Government Ef:l’::ar'l- L 1
ments, Local Bodies ete, to undertake construction work on their behalf, such as erection &4/
|I i

of transformer cantres, laying of lines, supply and erection of the switch-gear cables elc.

The following Instruclions governing depogit works are prescribed,

] The party which desires tha Board to undertake any Deposit works, shall state in
clear and specific terms, the scope and general plan of work 2o as to enable the Board to

make an estimate for the work invalved.

1.3 The estimate zhall be prepared in accordance with the Board's rale. It shall
be sent to the party together with a copy of the conditions for Deposit works for
aoceplance and payment of a deposit egual o the total  amount of the estimate. Peposit
work shall not be commenced until written approval to the estimate and design  is
received from the party and the receipt of the depesit amount.

T The Board does nol accept responsibilily for npaveidable and reasonable excesses
causad by arise in the price of various material or labour or by other factors which
could not be foreseen at the time when estimate was preparad.

1.5 The Board will call for additional deposit from the party as and when il 18 antici-
pated that the expenditure iz likely to exceed the amount of the original estimate and
such addifional deposit shall ba paid within 30 days from the date of such demand failing
which interest at prevailing market rate will be charged on the amount of the additional
deposit from the date of such demand till the date of actual payment. Anticipated excess F:'
should also be brought 1o the notice of the higher authorities by the divisional officers, |

T.6. Om continued failure of the party to pay additional deposit as demanded, the
Board, may atits discretion, either szuspend or cancel the remaining work and the
conlract, and in that event the Board shall not be bLable for payment of any damages

whatzoaver 1o the party,

7 fel The Beard does not bind itself for completion of works within - any . specified time.
However, ressonable efforts will be made to complete the work 2z early a3 possible and
tha Board shall not b held responsible for any loss that may be sustained by the party
aonsagquent on the delay in the complolion of the work by the Board.

T.8. Any delay in completion, or Don-completion, of a2 Depozil work will not effect
any other contract (which the party may have executed with the Board.)

it All costs of deposit works inclusive of workmen's compensation, nsurance, et
and other costs arising oul of or incidental thereto shall, be debitad to the deposit works
as thereof and shall be pavable by the party. The party shall be liable and shall pay for
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the Deposit work on the following basis - —

(i) Cost of materials and labour charges.

(i) 24% departmental charges or al the rates approved by the Board from time o
lime. J

{itij Ciher costs of the Deposit works as here-to-fore mentioned.

(iv) Sales tax wherever applicable on the costof completed work Le, (1) | (i)+ ()
at the raies applicable.

7.10  The Boards is not liable 1o pay any interest 1o the party on the deposit made.

71l Estimate for deposit worlk shall be sanctioned by various authorties of PSES
as por PSEB Delagation of Powars,

T2 On completion of works or parts of works, the Board shall give mnotfice in Writing
1o the party io that efect. The work should be desmed to have been taken from the Tth
day from tha date of such notice or from the date of actual taking ovsr, whichever is
earlier.

712  The Board would nermally send statement 1o the party by the 25th of every month
showing the expenditure under broad headas of accounts incurred upto the end of the
preceding month, The statement shall be for the information of the party bu shall not
be considered to be final and may be subject to such adjustmant as may be pecessary
from Hme to time. The statements and the final statement on completion of work, shall
be binding on the party.

7.14  Where the work of magnitude or there are any special circumstances, which
gmam 1o randar such a course daesirable arrangement should be drawn up under legal
advics,

7.15 It must be distinctly understood that coafribution on account of one work, can
in no circumstancss, be utilized in meating outlay on account of on other werk, The
contributiorions for which may De jn arrears.

B-Bocounting Procedurs

7.1 Amount of preliminary survey charges when recoversd should be credited to
"Hher income' Account Code-52.830,

i The deposit paid by the party towardas Daeposit works should be credited fo
account Code-47.305 ‘Raceipts for deposit worka'.

7.18 (i) As and when the materials are issued it should be debited to account code-
47,905, Labour charges or salaries eic. of employees specifically appointed or posted to
to do such deposit work exclusively or other expenses shall be allosated from Group
Head 75.76 elc. to account coda-47.305-Daparimaatal  charges shall be levied monthly by
debit to Account Code-47.205 per coptra credit to Account Code-62.9.

{iiy Any excess over deposil amount shall be debited to account ZB.8ES. Per conlra
cradit to Account Code 47.305.
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71.13  The details of expenditure shall be recorded and watched through the Register
of works.

I.20 On complotion of work. where the same 13 {o become an assel of the Board, the
final cost ehall be adjusted as under —

(i) he amount standing on the debit side of acoount code 47.208 shall be tranaferred
to Group head-10 (Fixed Assef). through J.V.

(i} The amountio creditside of 47308 shall be fransierred 1o account oode 553
Grants towards cost of Capital Assets. threugh V.

T.21 In cage the work after complation iz not 10 became asset of the board, no adjusi-
ment from Sccount coda 47.3035 iz 1o ba made,

7.22  Where the depaosit has baeon received for shifting of line elc. and no edditional
material is required, the deposits received for shifing the line shall ba credited 1o
account coda-471.305. The expenditura shall be booked to the natural head of account of
expensés, After completion of the work comperison of expenditure incleding depart-
mental charges to be recovered, shall be made with the deposil received and if there
is any excess over deposit amount the same shall be recovered from the party concer-
ned, In such cases, the amount of the deposit outstading under account code 47,308 shall
bea cleared by crediting {o code G2.830-other incomes.

T.23 Unspent balance of deposit may be refunded to the depositer afler proper
Scrutiny. It should be seen that =aving is not dusalo the fact that (i) work has besn
done by the regular Estt. or (il) dismantled materials have been issuad on lesser rates or
without value,
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CHAPTER VIlI—Inviting of Tenders and Execution of Work
Through Contract

g1 The recognised system of carrying oul work, otherwisa than by the employment
of daily labour, are vpigce-work’ and "'Conlract work' . For explanstion of the tarm
vPigpe work'' see paragraph £.19.

82 (i} Theterm “Contract'’, asused in this manual, does not include agreaments for
the execution of work by piece-work nor does it include ordinary purchase of malerials
ar stores. All other works, done under agreement, Is tarmed “Contract work”, and
in the agreement for such work, which should invariably be in writing, there should
gonerally be a stipulation as o the quantity of work to be done, and the time within which
it iz to be compleled,

(iiy Inthe absence of any specific instructions, various officers as per DOP are
smpowered to order the execution of work by contract or by work order as may appear,
in the circumstances of the case, most suitable.

A—-KINDS OF CONTRACT

a3 oContracts” may be of three kinds viz., lump sum, scheduled and a combination
of these Two.

{i] In a lump sum contract the contraclor engages to execute the work with all its
contingencies for a fixed sum.

[1E) Schadule contracts are those n which the contractor undertakes (o execuia the
work at fxed rates the sum he is 1o Teceive depending on the guantities and
kind of work done or material supplied.

(iid) The third kind of contrart is a combination of both these. Thus a fixed sum is
proposed for the completion of the work as specified and 2 schedule of rates is
agreed upon by which to regulate the price to be paid or to be deducted for
additions or allerations.

B—CONTRACT DOCUMENTS

3.4 Bafore a workis given out on coniract, the Divisional oificer must prapare
»(Contract Documents' to include :
Ist—A complete set of drawings showing the general dimenasicns of the proposed
work, and so far as nacessary, defails of the varicus parts,
2nd—A complete specificalion of the work to be done and of the materials to be
usad, unless reference can be mada to some standard apecification.
2rd—BA schedule of the quantities of the various description of work.

4th—A se: of "Conditions of confrast” to be complied with by the person whose
lender may be accepied.
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8.5 If the amcunt of the tender is likely to be beyond the Divisional offices's power of
acceptance, orte e of an unusual character, he should  balore publicity, iovite lendecs,
submit the gontract deocuments to the Superintending Engineer for hiz approval or
ramatks together with a copy of the proposed advértizsement for fenders, and the form
i winch tendera are (o be submitted, should the tender be of very special nature, or
the amount of it 15 likely o axceed the Superintending Enginoer’s power of acceplance,
that officer should, in like manper, submit 1he coniract documents 1 the Chief Engineer
for approval and adwvice,

E.6 In, warks of great magnituds the contract deed should be zpecially prepared by
the Board's Legal Section but for ardioary contracts vsual stereotyped forms will gensrally

affice.
Z—TENDERS

8.7 {a)} In giving out works on contracts, tenders, which should always he sealed, should
invariably be inviled in the most cpen and public manner possible, whether by adver-
lizemen! in newspapers, of by notice in English and the Vermacular posted in public
places, alter the estimate has been technisally sanctioned and the contracl documeants
have been approved by an authorily oot lower than that empowered o accept (he
tender. The tenderers should have free access 1o the contract documents. The notice

shoyld in all cases state [ —

let. The place where and the time when the contract documenta can be esan and the blank
formes of tender obfained ; alse the amount, if any, o be paid Tor such forms of tender.

Zrerl. The place where, the date on which and the time when tenders are 1o ba submitted
and are to be opened. [n the case of large conlracts this date should be at least one
month after the dale of firsl advertisement or notice.

drd. The amount of earnest money to accompany the tender, and the amount and nature
of the securily deposit required in the case of the acceptad tender.

4th, With whom, or what authority the acceptance of the tender will rest.

(b} Ruthiority should always be reserved to relect any or 2ll of the tenders so recsived
without the assignment of a reason and this should be expressly stated in the
adwertisameant.

(¢} Should necessily arise of making any change in lhe specifications afier tenders have
been invited but belore they have been received or accepted fresh tenders should, as 3
rule, be invited, in which case copies of all new tender notices should be spacifically sent
to all the original tenderoers.

8.8 (@) At the advertised time and place, all tenders received for the same contract
should be opened by the Divizional officer or other officer in peErson, in the presehcs of
such of the intending contractors or their agents as may choose 1o attend. The Divisional
Head clerk and Account olficer in case of Project should alse be presemt when tenders
are being cpened. Mo tender should be accepted from any person directly or indirectly
connected with the Board's service. The ruling does not apply 1o Board's pEnsioners.
Othet instruclions issued for inviting and opening of tenders from time to time should
alzo be {ollowed,
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88 (k) With a view lo avaoiding the possibility of the criginal tender documeants baitg
tarnpered with the following procedure should further be adopted in connection with
the receipt, onening and aceeplance of lendars T

(i} The Officer {3) opening the tenders should invariably date and initial oot only
the corrections in the Scheduls af cuantities, schedole of materiala to be issued,
gpeciiications and other essenlial parls of contrasct documents, but should invariably date
and inital all the pages of tender doouments irrespective of the fact whether or not ALy
correction and overwriting are comainsd herein. The officer (sj concerned should
record the facts in writing at the end of these pages individually.

(iiy The Olficer (s) concernaed should mark all corrections and over-writings and
pumber them and atiest them in red-ink. In case of 2 number of corrections in any rale,
milher in wordsfin figures or in boih, the nurnber of corrections marked should indicate
the corraciions, serialty, lhat is to sav, in case of, say ihree corrections in rales of any
nne itemn, each of thesa corractions should be allotted independent pumbears serially and
ot one nmbar o represant all the (hree corrections. In casa of more than one
correction if the correction is not lagible, tha rate should be written afresh in the hand of
tha officer opening the tenders.

{iii) The number of such corrections and overwriting must be clearly mantioned
at the end of sach page of the scheduls attached to the tender paper and properly
attested with date, Any omission observed should also be brought out clearly on each
page of the schadule.

{iv) The corrections and ovarwritings should be allotted separats numbers,
i.@., corrections should start from 1, 2 3. ef. and overwritings should similarly starl
separataly from 1, 2, 3, eto.

{v) Any ambiguilies in rales quoted by tenderers in worde and figures must he
clearly indicated on each page of the sehedule attached to the tender to which it
COMCaTTE.

(vi) In case the contractor has quoted rate in rupees and 0o Paise is mentionad, the
word ‘only’ should invariably be added after the words “Rupees” and the gosrections
should be initiallad and dated with suitable remarks at the end.

(wiij ‘Where tha contractors have omittad to quote the rates in figures or in Words,
the omission should be recorded by the officer opening the tender ot each page of
the scheduls.

8.0  Notenders should bo entertained if they ara not received with the requisite amount
of security or earmest money in accordance wilh the gtipulated conditions of afler the
advertised time, Any tenders received without the earnest manoy or the reguisite amount
of security or afler the advertiaed time shall be returned unopensad to the tenderers.
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£10 The amount of earnest money/security deposit for various civil works shall be
as under —

(i) Eamnest Money
In respect of earnest money for the Civil works, the provisions of the PSER
Purchase Regulations, 1981, as amended upto date shall be followed.

(il) Security Deposit :

5% sacurity shall be deducted from all the running kills of ke coniraciors.

8.11 (a) Usually the lowest tender should be accepted, unless there be some obDj@c-
tion to the capability of the contractor, the security offered by him, or hiz execution of
former work. Subject 1o the provision of clauses 3 o 5 the accepianct of rejection
of tanders iz lalt entirely fo the discretion of the officer to whom the duly is entrustad,
and no explanation can be demanded of the cause of the rejection of his offer by any
person making a tender. Such as explanation may be called for by superior authority,

if considered neceszary.

(b} In cases where tender other than the lowest tender is selecied for acceptanca,
reasons should be recorded confidentially in the lender register.

fc) Sub Divisionaland Divisional officer will in addition lo teking aclion under clause (b)
ahowve, inform their immediate superior whenever they accepl a tendsr rate for
use in work orders other than the lowest tendered, and the superior officar may, at hi=
discretion, take action to accept the lowest rale tendered.

(dj When the tendar system is used in connection wilh a comizact (as opposed ta its
uze in deciding work order rates), & tender other than the lowest may only be accepted
after sbtaining the approval of the officer immediately superior to the one who normally
under the rules would be competent lo accapt the tender.

(&) All cases in which other than the lowest tender is selected for acceplance should,
together with the tender register be submitted confidentially for the Chief Enginser’s
approval, before the tender is accepted finally.

(f7 Mothing contained in the above instruction/wonuld absolve any officer from the res-
ponsibility for faking necessary action to execute the work in any eMErgency 1o acoor-
danpe with the circumstances of any case. In case of doubt, immediate instructions of
the superior officer would be cbiained, all cases in which emergent works are exesuted
under this clause without calling for tendara, eic., should however be roported immedia-
telly to nexl superior officer.

a8.12 Security should in all case be taken for the due fulfiment of & coniract.
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8.13 ln framing contracts of any description. care should be taken to relasinin the
hands of the Board the supply of imported materials, if required to any considerable
extent, and to arrange tha terma apoordingly. Suchsteres should either be supplied from

the existing stock ar by purchases [rom the market.

g.14 Conginears and their subordinaies are responsibla that the lerms of contracts
are alriotly enforced, and that no ast is done tending to nullify or vitiate a  confract. All
cantract deeds must be executed on one or ofher of the standard forms, but they may
be modified 1o suit local requirements after consultation with the lagal advisers of the
Board. Ragistration fess on all conlrasts for manuiacture and supply:of bricks must be
paid by the contractor as he s required 1o reqister ihe fender.

215 When according to the terms of the coutract, a person acts a5 an  arbitrator, he
siould, in giving an award, keep in view ihe insiructions issued by the Poard Irom
firma to time.

[ OEFICERS EMPOWERED TO EXECUTE CONTRACTS

8.16 Mo authority lower than an cofficer in charge of a Sub-Division can accept any tender
o make a contract for Boards works. The different classes of deeds, contracts and other
instruments which may be executed by the Board Shali be executed by the anthorities
empowered 1o execute them.

517 T is oot the mtention 1o prevent the officers empowered in this respect from
giving cut to different contractors 4 number of coniracts relating 1o one work, even
though such work may be estimated to cost more than the amount up Lo which they
are empowered to accept tenders. But no individual contractor may receive a conlract
amounting 1o more than this sum nor, if he received one contract, may he receive a
second in connection with the same work or estimaie while the first is stiil in force, if
the sum of the conlracts exceaeds the power of acceptance of the authority concerned.

Mot - Tt should be clearly understood that the spliting uwp of a work at the time ol
calling for tenders is a measure which must be justified by circumstances, and must be
in the interest of the work, It must not be resorted to with a view to evadingthe
pperation of any prescribed lmil.

918  Incases in which departures from the rules contained in this Section of this
Chapter are unavoidable, such departures may be permittad or condoned, astbke case
may be, subject to the following restrictions, and with the concurrence of the Finance
Saction of the Board in each case \—

{. Mo officer may enter inte a contract into which he is not empowered 10 anter.

-

ii. Mo officer may enter into a contract which infringes the instructions given in
paragragh 81T

iii. Mo officer may acoept any contract for a work until an assurance has been recei-
vad from the authority compateat to provide funds for the same, that such funds
will ke allotted before the liability maturea

Moie :—Restrictions (i) and (ji) sbove do not apply 10 plece work agreemants which are
not contracts within the meaning of this Manual
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E—PIECE WORK

818 Works are commonly carried out as “piece-work' the agrsements for which
should be in the form of “Wark Orders’” on Form Mo. CE. § Such. agreements are not
comiracls” and should conlain only a description of the work to be done and the rate to
ba paid for it, 1-:'11h_r:n;'_-a1-|'-,r raferonee to the 1ofal quantity to ba axecuted or to the time
within which it is to be executed.

A specification of the work to be done may be issued with the work order, bul
must contain no reference to quantily or time.

When progressive or bonus rates are provided, it musl ke definitely stipulaled
No. C.E. 8 which will be used, that either Board or the Contractor may at any time
terminate the agreemant by notice in writing, withontclaim to compensation by ellber
party,
820 (a) The various authorities can issue work order 1o the extenl given in
Dalegation of Powers and Subject to the condition laid therein.

(5} Mo work likelv to result in & payment exceeding Hs. 280 sheould be commen-
ced without issuing a werk order. No work order need be issued fora work
likely to rasull in a paymant of Rs, 250 or under.
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CHAPTER IX : Commencement of a work estirnate

RESPOMEIELE

_ﬁf_? TIC

TIMING

a1

9.2

2.3

g

9.5 (i)

A—GENERAL

The zapction oo an  estimate  @uston all

ococasions ba looked upen as siricily limited
by precize objectz for which the. estimate
wae intended 1o provide: ‘Accordingly, any
anticipated or actual savings on s sancticned
estimate for a definate project or work should
not, without zanction of the competent aulhority,
bae applied to carry out additional work oot
contemplated in the griginal project or work.

savings  due to the abandonment of &
subsiantial section of any project shall not
be awvgilahle for eaxeculion of work on
ancthor section without the =anction of fthe
authority who originally sanctioned the
praject esiimate;

Mo material alteration in sanctioned design
may be made withont referring it to the
anthority who  originally approved the
dezign.. Should any  alisration  nvolve
additional expenses, a revized or supplemen-
fary estimale should be submilted for
zanction” by the competent authotity,

B—Supplementary Estimate

A Supplementary Estimate will ba necessary
if axeculion of a work Decomes necessary
when the project ja atill in progress but was
not included inthe original estimate of the
project.

C—Revizad Estimate

Revised Estimate shall be preparad when the
sancticned estimate is likely 1o be excecded
by more than 5% due lo increase in the rates
or any other cauge except when suppiementary
eatirmale will be regquired.
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RESPONEIELE ACTION

@) A revised estimale will alsp Dbecome
necessary if at any Hme, aither befgla or
during the construction of a work,
that the original estimale is excessive IoT
raasens olber than abandonment of a section
of a sanclioned preject or change fromihe

it- is found

original proposals,

(iiiy When execsses arc noticed at an advance
stage of consiruction of a work, the excesses
if amy, bayond the power of divisional
officer 1o pass, Imay De axplained in the
complelion report Dacause submission of
revised eslimate at  this® siage will e
purposeless-

). Estimate and its Rocord

JEEDO 8.6 (i) Prepare astimate according o the preseribad A= anrd when
norma.

Sanctioning autherity (i} Every sapclioned estimate will he given an Immediataly
estimale number.

O receipt of technical sanction of the
compatent zuthority enter into register of

sanctianed estimales,

Divisional office {1ify

(iv) Send a copy of sanctioned estimate to e
aub divisicnal officer.

(v} Send a monthly statement indicating the  Within 4 days of

sDO
estimate no, description of work, sangiioned — month and

amount, expanditure during the month and
up to date expenditure at the end of the

month.
y Divislonal Office  (vi) Raceive the monthly stalement of expenditure
{Accounts section) and scrulinise the same, Frepara a consolidated
ure of divison

menthly starement of expendit
as a whole after adding expenditure or
adjustment made in the Divisional Office and

put up to Divisianal Officer

Divisional Officer (vil) Scrutinise, sign snd forward to Dis
Superintending Engineer. Ensura ihat na
fundamentals of 1he execution of a work
are obasrved., Give reasons for excess over
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REEPOMSIELE ACTION

TIMING

sancticned Estimate or budget grant for the

year. Also Siate

TEdd00s

unzanctioned eslimatas.

for operating

Divisional Office  (vil) Action to regularise the pxpenditare in axcess  Same Month
of sanctioned cstimate or expenditere incurred
against unsanctioned estimate be initiated.

SE, Office {(ix) Inwestigate excesses over ganctionad estimates
and expenditure againal unsactioned estimale.
Take approptiate action to regularise ine

expenditure or stop the work.

FORM TITLE

1. Register of works

FORM NO.

%, Register of sanctlioned estimates  Existing
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CHAPTER X : Ezpenditure on survey/

feasibility studies

RE3PONSIELE

ACGTION

TIMIMCE

Officer-in-charge
(Accounting unit)

This chapier covers the expenditure ingurred by
any division on carrying oul survey/ieasibility
studies:

L.

Ellot ‘a estimate number o every survey/
feasibility study.

In case of projects which are not yet sanctioned
tranzfar the expenditure for the month to the
account head 17.3 Expenditure on Survey/
Feasibility studies of Projects not yel
sapoticnad.

In case of projects which are sanctioned,
ipitially the expenditire should be charged to
the natural expense heads but later transforred
to the re-classified expense head 15230,

Post the vouchers for the expenditure incurred
to the respective folic of the project in the
registers maintainad.

When the project iz sanclioned transfer the
amount standing to the debit of the project to
the re-clastified expense head.

Any expense incurred after the project is
sanctionad should be shown in the re-classified
expense head,

In case of expenditure incurred om a project
which has been rejected charge the expendi-
ture incurred uplo date to the revenus account
by passing the relevant accountiing entry.

In case of expenditure incurred on behalf of
another accounting unit, forward the project-
aloneg with the imter-unit bill as laid down
in the Manual on 'Inter Unit Accounting.’

Az and when

By the &rd of
the following
meonth

A= and when

Immediately

A= and when

A= and when

A= and when

At the timea of
closing of
acconnts
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Accounting unit
locking after the
project concerned

10,

Tl

Recaive the project-wise expenditure incurred
in respect of survey feasibility studies,

The survey/{sasibility studies expenditure
should be shown as a separaie cost group and
not allocated among the various assels forming
part of the project.

Allncate  the  survey/feasibility studies
expenditure to the varicus aesels forming part
of the project on the basis of the value of the
individual assets.

A= and when

Till the time the
projact is nof
completad but
has Deen
sanclioned

At the time of
completion of
the project
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CHAPTER XI : Aid to Contractors

e

RESPONSIELE

ACTION

TIMING

—

A—PRdvances to Copniractors

11.1 Advances to contractors are as a rule prehibit-
ad, and every endeavour should be made to
mainftain a system under which no paymenis
are made except for works =actually done.
Excaplions are, however, permitted in the
following cases (—

(i) Casesin which a contractor, whose cont-
ract iz for finished work, reguires an ad-
vance on the security of materials brought
o site. The Divisional Officer may, in
such cases, gancition advances upio an
amount not exceeding 15% of the value
(as assessed by himsel) of such materiala,
provided that they are of an imperishable
pature and that a formal agreement is
drawn up with the contractor under which
the Board secures & lien on the materialz
and iz safaguarded against losses due to
the coniractor postponing the execution of
the work or 1o the shorlage or misuse of
the materials, and against the expenses
entailed for their proper walch and safe
custedy. Payment of such advances should
be made only on the caerlificate of an
officer (ool below the tank of Sube-
Divisional Officer):

(a) thatthe guantiies of materals upon

which the advances are made have
actually been brought to site ;

(b) that tha contraclor has npol previcusly
received any advances on that security,
B ;

(c) that the materials are those required
by the contractor for usa on items of
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KEEPONSIBLE ACTION TIMING

work for which rates for finished
wWark have been agreed upon. The
officer granting (he above certificate
will he held Poarscnally responsible
for apy Sverpayment which may occur
In consagquekce,

(i) Recoveries of advances so made shoyld

. not be postponed until the whole of tha
work entrusted (o the contractor is Com-

Plzted, They should be made from hiz hills

for work dene as the matarials are usad,

the necessary deductions being made
whenevar the items of work in  which

they are used., . Lild )(_1

[l.2 An radvance payment’ i.e.a payment on a
running account to a  confracter far work
actulally executed but not measured may ba
made on the certificate of a esponsible Board
employee  (not below the rank of Sub-
Divisional Officer) 1o the afact that not less
than the fuantity of work paid for has actually
been done, and the Board employes granting
such a certificate will ba held perzonajly
Tesponsible for any cvarpayment which may
otcur on the work in consequence, Fipal
payments may, howaver, in no case he mada
without delailed measurements,

113 Cases in which in the interest of works, it ia
’ absolutely necssary 10 mgke petty advances,
In such cases advances upte Bs. 50/- may be

allowed by Sub-Divisional Oificars,

114 In 2]l cther cases the sanction of the Board
must be obtajned, which will ba accorded if
indispensabie, and provided that the necessary
Precaulions are taken for Securing the Board
against loss.  Such a system  wild not be
allowed 1o hecome general or o conlinua
longer than is abzohilely essantial,
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RESPOMSIELE ACTION TIMING
B. Izsues of Materizls to Contractors

11.5 (o) The issue of materials to contractors who

(i)

(k)

(e

have confracted for completed ilems of
work ig generally permissibla only in he
following circumsiances :—

When it is necessary 1o retain in the hands
of the Beoard the =supply of mmported
matarials ;

When, in the interast of work, or with lhe
object of allising ‘existing stock of
materials, it iz desirable lo rel=in in the
hands= of the Board the sopply of cerlain
aother materialz as well, and a condition to
thi= effact hes been inserled in ihe
contract.

In both cases the contracl should specify
(1) the materials to be supplad by Qe
Board for use on the work, (£) the place or
places of delivery and (3) the rale
{including the storage rales when the
materialz are o be issued from stock) 1o
be charged 1o 1he cooniracicr ior each
description  of materials ; and the
contractor should be held responsibla
for obtzining from the Beard all such
materizls reguired for ‘the work and
making payment therefor, by deduclion
from thiz bills -at the rates specified,
regardless of flugiualions in the market
rates or in the sleck rates of the division.

The rates including the starage rales when
the materials are 10 ke issued from stock
0 be dekited to the coentraster for materials
to  be supplied shouid be definitely
specified, wvague quotations, e.g. at
stock  Tates' being awveided; and if
intending contractors had been told that
the materfals would he supplied at a
certain rate and asked totlender on that
assumption then that rate should be
adhered 1o in the contract,
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REEPONSIELE

ACTION

TIMING

()

(e)

11.5(a)

()

Simmilarly, the rates o be allowed 1o thae
conbizctor for items of work, should be
definitely stated. Bul if for any special
rezson, the contract provides for the
paymeants for work done to be made at a
specified parcentage below or abovae the
rates entered in the saciionsd estimata of
the work (or the Schedule of Rates). It
ghould be stated in clear terms in  the
cotfract that the dedacticns or addilions,
as the caze may be, of the percentage will
ke calculated on the gross, and not the net
arnounts of the bills for the work dons;
and in fixing the percentage it ‘should be
borne in mind that the calculations will be
33 maca.

No carriage or incidental charges are
bome by the Bosrd for moving the
matarialz beyond the place where the
condractor hasz agreed 1o take delivery
theraat.

As a generzal rula no other materials should
be suppled 1o contraciors for use on
works, but this restriction may he waived
by the Sub-Divisional QOfficer in respect of
pelty izsues (at (ol issue ratea)of materials
from existing stocks, nol exceeding Hs, 50
in any monih for any one coniract,

Il at any lime subsequent to the axecution
of a conlrast on a through rale bazis, the
contractor desites the ssue tothim, for use
ona wark, of materiala which exist in (the
Board stocks but the supply whereof
by the Board was not provided for in the
conlract, the malarials should not be issued
except with the express authority of the
DMwvisional Cfficer wio should  specify in
eich casa ne rale to be charged for the
materials inclusive of dalivery ai the place
whera thay are stored. The rate charged
should be the markel rate prevailing at
the timye of the supply or 1he lzays Rate,

wh

™ |
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RESFONSIBLE

ACTION

TIMING

hMola:

dibt

11.3

1.9

11,10

whichever may bhe greater and should

include the storage chargea. No carriage |

or incidental charges should be borne by
the Board in connechion with the supply.

The intention of above para is 1o prohibit the
supply of materials to coniractors with the
abject of giving them finanoial &id.

Issue of stock materials 1o contraciors  for
bonafide use oo work are exempt from the
usual charge of 10 percent on account of
suparvision, which iz made when stock
materials are s0ld o the public.

For procedure relating o issue of materials to
contractors refer 1o subject Code 21 and 228 of
Material Accounting Manual.

D. Interest on Advances to suppliers/
contractors

Interast raceivakie by the Boaerd on advances
to suppliers and contractors for capital supply/
woarks shall not be deducted from the cost of
the assetz purchased or conatructed but should
be credited to Bevenus Account as an income
for the year in which the intarest income

ACCTUES.
E. Maintenance of Contractor's Ledger

(3) Formand use: Theaccounts relating 1o
contrzcls should be kept in the Contractor's
Ledger, a separate folio or set of folioa
being reserved for all fhe iransactions
connected with each contract.

() Posting : Debitand credit entries in the
ledger should ba on the basis of ransactions
recorded in the accounts and the poslings
should be made fom 1be ceshBank
payment and journal vouchers. The value
of materials issued to a conlractor should
be dekited to his account on the awthority
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RESPONSIELE

ACTION

TIMING

()

of hiz acknowledged 5.R (sea Sub. Code
&l of Material Accounting Manual).

EBalancing and reconciliation : The lsdger
acoounts should be closed and balanced
monthly.

Review of Contracter Ledger

Periodically, all the personal accounis in
the ledger =should be sxaminad by
AcoountantHen A0, and it  should
be zesen (1) that balancesdo not remain
ouistanding for a long time withont
justification and- (3) that in the case of
running accounts, bills are preparad at
reasonable intervals.

FORM TITLE FORM NO.

Contractor Iadger
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CHAPTER. XII : Supply Cum Erection Works

FEEPOMSIELE

ACTION

TIMIMNG

12,1

12.2

13,3

12.4

Supply cum erection works (Tumn key jobs) for
which a lnmpsum contract is given, is defined as
a contracl for complete work which a contractor
agraes o exacute with all itz comtingencies in
acoordance with drawing & specification for a
fixed sum subject {0 such conditions as may be
laid dewn by the Board. These refer 1o those
contracts which include erectionfinstallation of
the equipment supplied,

The fellowing being its essential characteratics -

{) Aschedule of rates iz specified in order o
regulate the ameunt to be added io or
deducted from the fixed sum on acceunt of
additions and alterations not covered by the
contract,

(if) Except as provided in above (i) no allusion is
made in the contract to deparimental estimata
of the work, schedule of rates or quantities of
work to ba donea.

(iif) Detailed measurements of the work done are
not required to be recorded except in respect
of additions and alterations.

The form of conirace shall be prescribed by the
competent autherity in  consultation with Legal
section of the Board. The essential conditions
mentioned in sub para (i) to (iii) of para 12.2 should
be pbserved in drawing up the contracts.

A3 per the agreement, the contractors kas to hand
over the completad asset (o the Board., The
Progressive payments are made io the contraclor
on completion of cartain amount of work as laid
down in the agreement, Until the asset is,
complate and inspectad by the Board's personnel,
the zaset iz not the property of the Board and will
nol be disclosed sz ‘Capital work-in-progress'. A
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RESPOMNSIBLE

ACTION

TIMING

13.5

12.6

12.7

gaparale acoount head callad ‘Contract in-progress .
Account code 15.1 will be operated and the cost
will be accomulated  individually in this account
in respect of each project, within a project
howaver, no break-up of asset by category will
be made.

The break up by =sset calegory will be made at
the Hme of the complation and inspection of the
zz=at when the assal iz transferred Irom  “Conirach-
in-progress’ acccunt to the -Capital work-in-
prograss’ acoount,

These contracts will not form a part of the capital
work-in-progress statement until they have bean
completed and inspected by the Board. The
procedure for the passing of suppliers’ bill for
running pavments will ba similar to that describad
in Chapler XIV “Works undertaken by confractors’.
with the only differences being that :

(i) Instead of the relewvant work being debited,
the contract in progress account (Account code
15.17 will be debited and;

{(if) The meagurement Book (Form CE-23) will be
substituted by a certificale issued by a
responsible officer (not below the rank of
SDO certifying that by a supaerficial or
general measurement or by some othar
suitable method laid down by the Board
(which should be specified), that he has
satisfied himaelf that the value of tha work
done 1z oot less han a specified amounntin
conformity with the contract agreement, and
that, with the excepticn of authorised additions
and alierations, work has been done according
to the prescribed drawing and  specifications.
Detailed measurements must invariably be
taken in reapact of additions and alterations.

Finzl payments will, however, in no case hba mada
without detailed measuremeants, The measurements
will be recorded in Measurement Book for lump
sum coniracts Form CE-23 on the completion of
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ACTION

TIMING

S _— =
RESPONSIRLE
12.5
128
1310
12.11

the work as covered by the coniract in addition to
record of defailad measurements in respect of
additions and  alterations. A certificate of
completion of the work according to the prescribed
drawings and specification sheould be signed by
some experienced engineer authorised by the
Board.

In order that a proper financial conlrol may be
exercised over the paymenls made, it i& necassary
that the accounts of additions and alterations
should be kept quite distinet from those of the
rest of the work. There iz no chjection to payment
for additions and alterations being made belore
the completion of the work, if the detailed
measurements of them have been made.

Exception : If contract is for supply and delivery
of heavy machinery such as switchgear,
power house eguipment etc.  the
measurements should be recorded in
the MB. (Form CE-23) immediately on
receipt of materiala.

The forms of billa used for payments in connection
with lump sum contractz are CE-23 A and 23-B.
These forms may be modified in consultation. with
the CAQ in order to provide for any additional
precauntions that may ba deemed necessary.

Ferm CE-23 A should be used for inlarmediale
payments which may be made tothe coniractor in
ancordance with this contract. No details of work
done need be reproduced oo dhe Bill, buat a
reference should be given 1o the number and
pages of the Measurement Book in which the
measurements of addilions apd alierations are
recorded.

The form provides for the Secured Advances',
if any, which under the rulas may be allowed to
tha conlractor. When such advances are allowed,
an indenture should invariably, be obtained from
the contractor and a detajled =sccount of the
maiarizl should be kepl in Fart Il of the bill. HMNe




RESPOMSIBLE

12.12

ACTION

TIMING

records of the materizls need be kepl in the
Measurement Book; the certificate printed on tha
hill must, however, be signed by the responsible
officer not balow the rank of sDO)AEALE.

Form CE-238 should be used for final payments
made o contractor. The details of additions and
alerations alome should be given in the bill For
the Test, the certificates prescribed in para 12.6
will be sufficient. As a further preceulion the
contractor should be required to add his acknow-
ledgemant in his own handwriling, a statement
that he has received the payment in {ull setilement
of all dem=ands.

Mote -The form of final bill may be printed on
yallow paper to distinguish it from that of
the running bill

Mole :-The above laid procedure shall also De
followed in cases where work is carried
cutl by the Railways or any other Govern-
ment agencies against advance payments
deposited by the Board.

FORM TITLE FORM NO.
Magsurement Book for lump

sum contracts CE-23
Running Account Bill for lump

sum coniract CE-23 A
Final bill for lump sum coniract CE-Z3 B
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RESPONSIBLE

Junior
Engineer

Sub-Divisional
clark

Enginear
in-charga

Sub-divisional
clerk

CHAPTER XIlI : Material Equipments received

directly at site

ACTION

TIMING

The accounting in respect of material received
al slores and then issued to the respective work
estimates will be as per the procedure laid down
in the ‘materials accounting manual. For materials
received directly at site from suppliers the
following procedurs will be adoptad.

1. Heceive the material &t site and inspect
the =ama,

2. Take defsilad measurements and make an
entry in the Work measurement book (\WME}.

3. Sign and forward to the sub-divisional clerk
for arithmetical check.

4, Afer carrying outthe arithmatical check have
the Work measurement book verified by the
Engineer in Charge being not below the rank
of the sub divisional officer.

B Berutinise descripticn, quantity of workjsupply
with reference io agreement/order and sign
after verification, Ensure that work/eupplies
have been measured/check measured as per
ingtructions issued Ly the Board from time to
time and sigo after verification.

6. Forward the signed work measurement book
to the sul-divisional clark.

7. Receive the work messurernent book and
tear perforated portions (Measurement Book
Extracts) of the work measurement book and
disburse as under !

1. Concerned section of the accounting wnit

2. Eatain one copy.

As and whan

Az per terma of
aggreement

Immediately

Same day

= F )




RESPONSIELE

ACTION

TIMING

Concerned section
{Accounting unit)

Junior
Engineer

Jupmior
anginear

14

11.

I3,

13

—_—

Return the work measurement book with the
original copy (which is not perforated) to the
junior engineer, The priginal copy retained in
the work measurement book will form the
basgiz lor verification of ML

Receive the perforated portion of the worl
measerement  book 10e. the measurement
hoolk axtract and file the samea,

Maka an entry in Malerial Estimate Control
Register (Form-MAT-20). For minor works or

Make an entry in the Register of Initial (Works)
Acoount.

On receipt of bill from suppliers initiale
procedures as detailed in chapler-‘capital jobs
utideriaken by contractors' The acecunting in
respect of materials received directly at site
from other accounting uniis is detaited below,

Physical pracedure for raceipt of materizl from
other accounling units will be the same as
detailed in Steps | to 10 above.

Initiate procedure  regarding receipt and
acoeptance of inter wunit advice as detailed

in the Manua] on Inferunit accounting.

Az and whean

Same day

Same day

Az and when

FORM TITLE FORM MO,
Works Measurement Boak CE-O1

Material Estimate Conirol Register MAT-28
[nitial Works Register CE-26
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CHAPTER XIV : Works undertaken by
contractors

RESPOMNSIBLE

ACTION

TIMING

Agconnfing umit
{Concernad
Saction)-Clark

Tunior Engineer 2.

Sub-Divisional
olark

Sub-Divisional
Officar

I.

3.

5.

Receive a copy of the agreement from the
concerned authority on  the finalisation of
agrerments with the contractor. Scrulinise the
same. File lhe agreement after scrutiny by both
tha apcountant and the officer incharge.

After the procedure for taking measuremeants
has baen followed, prepare the bill on the
authorised format in  duplicate from the
measurement book, sign the same and have it
signed by the contractor. Forward the bill to the
Sub-Divisional clerk for scrotiny.

Receive tha bill and scratinise with reference to
the measurement book extract and Agreament/
Order. When the bill is on the rubning account,
it should be compered with the previons Hill
The Memorandum of Payments should than be
preparad showing therein any amount recoverable
on account of the work or supply of on any other
aocounts, Check arithmatical aceuracy. Further
anszure that reference of Measurament Book page,
Estimate agreementiorder number and correct
account kead allocation are given. Make a note
of the paymentio ba made on the measurement
book extract. (Form CE-OT)

Append payment voucher if subdivisional officer
is competent to pay the hill. Forward the kil
along with the relevant measuremant book exiract
1o the Sub-divisional officer for authorisation,

On receipt of bill compare the quantites in the bill
with ihose recorded in the measurement book
extract and see that all the rales are correctly
entered and- that all calculations have been chec-
ked arithmatically. Before the bill is authorised
by the aub-divisional officer he should enter rates

Bz and when

Az and when

Immediataly
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RESPOMNSIELE

ACTION

Divisional Officer
(Accounts seetion
clerk Concerned

SAE/Divisicnal
Bocoutitant

AC{EEN

8.

1k

11.

14,

13,

either in the Abstract of Measutrements or on the
bill itzelf. The purpose is that the full rates as per
agraement or order should be allowed only if the
cuality of work done or supplies made is uplo the
stipulated specifications.

Make a note of authorisation of the bill on the
relpvant measurement book extract.

If compatent to approve, sign the bill and payment
veucher and forward lo the sub-divisional clerk.
If not the bill should be submitted to the Disbur-
sing Officer where the payment will be anthorised
after necesssry scrutiny by the Divisional
Accountant.

Link the bill with the relevant measurement book
extract and sctutinise with reference 1o the Agree-
ment/Order. Check the confracior's ledger and
ensure thal the amounts recoverable from the
coniraclorjsupplier have been shown in the Marm-
orandum of Payments. Make a note of the paymeant
to ba made on the measurement book axtract,

Make a payment voucher entering the relevant
details, Sign with date. Forward the payment
voucher along skesg with the Bill and exiract of
WMB to the SAS/Divisional Accountant.

Receive the bill and =crutinize the same with
refarence to the contract/order and the messure-
ment book axtracl. Ensure that the fundamental
principles to inour exXpendilure have baen
obaerved,

After the bill has been chacked Sgin the payment
voucher/lxll and exiract of WME. Forward there
to the AGSXEN for approval.

Receive the bill, scrutinieze and ansore that the
above menlioned procedure haz been followed,
If found in order, anthorize the same.

Return the passed payment Voucher along with the
measurement bocl: extract to the Accounls Section.

Immediately

Immediately

Hext day

Immediately
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RESFOMEIELE

ACTION

TIMING

Acoounting unit
(conoarned
secticn) Clerk

o Cashier
Divisjonal

= oifice Accounts
gection

14.

15

17.

On receiving back of the passed vouchar remove
the measurement book exirast and file the same.
Enter in the bill register and forward to the
cashiar.

Fecaive the bill and initfate payment procedure
az defailad in the cash and banlk manual.

Ensure that the journal woucher iz posted to the

register of initial (works) Account.

Post the consolidaled eniries (o the coniracior’s
control account in the general ledger.

Immeadiataly

Immadiataly

IMonth end

—in—
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CHAPTER XV :—Material Issued Direct to Works
Constructed Departmentally

181 Anaccount of all materials drawn either from slorea of received direct from
supplier should be mainlzined jn Form Mo, CE—&56 Registar of initial (Works) Account
for works estimated coat of which is one lakh or more ot any limit fxed by the Board.
For the works estimated amount of which is less than Es. ong lakh the account zhall be
maintained in Form No. MAT—23 "Material estimste Control Register.”

15.2 Aocount of material issued to Majer works shall be maintained both in quantities
and values in partl of register of Initial (Works) Account exceptin respect of carriage
and incidental charges.

18.3 A detailed account of petty items (quantity as weill as value) shall be mainfained in
Part-II of the Eegister.

154  Inpartlof the register the materials received on the worle shall be posted by
JE/SO or any other subordinate incharge of the work from the store requisitions or oiher
voucher as and when it is received. Similarly return of material shall ba recorded on
the ocourrence of the event az minus entries. Every month SDCSDO should check
entries made by the JEfSO znd sign the Register in token of check,

185 Immediately after complation of a work the surplus materials should be returned
to stores or transferred o other works-in-progress within the same accounting unit if
permittad by the competent awthority (sec subject Codae-23 of Material Accounting
Manual) so that (i) the accounts of the work may promptly roeceive cradita, (ii) the balance
of materizls in Part I of the register as {ar as possible, represent the net cost of material
actually used on construction (iii) the surplus balaneces awaiting clearange may be
roeduced to minimum. The account of materials used shall be maintained in Part IV
Statement of material used on worksa of the regisier.

156  Within one month from the complation of the work the Ragister of Initial (works)
ount hall be clased. The SDO wil] check and tally the entries in both copies of the
reg:stﬁu’. He will also verify the unused balance of matarial lv;!_Eg actud]]}r at =site wilh

paper balances of unusad material Col. 45 of the register and sign, Difference if any,
should ke stated in Col. 47 and 'how adjusted’ in Col. 48 of Part 1 of the Register,

157  The SDO should encircle with his initials the guantities chacked measured by him
in Part IV, The S8DO will check and measure {he entries in both the copies of the register
before submission o Divigional Office. The verification of unused materials and
consumption shall be entered In Fart IV of the register.

15.8 The materials at site of all the worles Major/Miner which were in progress on—thea_
last da}r of finapcial year shall also he verified physicolly with the paper balances as per
1'r*rr:|.=: tar a:nr* Sul'n itlad 1o Divi ..11.".l]':|r1 offica,
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15.5 It is, however not necessary that the balance should he varified at the cloze of
the year if,

{i) the work has been under construction far not more than 3 months,
(i) the account of works are expected to be closed within 3 months or
(i} the balances were verified at any time during the year.

E—Disposal of Surplus Materials

15,10 All surplus matarials at site of works which have beeq completed or stopped
or on which outlay has been prohibited for any considerahle len gt of time, should if
Iikely 1o be of uze on othar works within a reasonable lima, be transferred to works-in-
progress if permitted by the competent authority (see subject 23 of Material Accounting
Manual) or brought on the Stock Account, their valse should be eredited io the work
rom which they are returned and debited to the work to which the material is
iranzierrad or to stock, as the case may be.

1511  No credit should ba allowed to a work on account of surplus materials if they
are unlikely to be of any use within a ressonable time, but a list of such materials should
be maintianed in the Sub-Divisional and Divisianal offices as a supplement to Register of
Initial (Works) Account/Material Estimate control Registar and returned to stores,

1612 Board does not undertake to take gver from conlractors, whether before or
after the completion or determination of conlracts surplus materials which were originally
procured by the contractors for themsalves or were issysd (o them and debited to their
acoounts (see subject code-21/22). Such materials are tha property of the coniraciors
and can be taken ovar by the Board, if requirad, for use on other works in progress,
only by special arrangements and at the Prevailing market rates. I the materials were
originally supolied by tha Board the price aljowed o the contractor on reacquisition
should ot exceed the amount debited (o the contracter excluding the storage charges,
if amy. e P - LY |

Note |, Contractors are, however, not at libariy to remove from site of works without
e wrilten permission of the Divisicnal officer, materials which have been
issued to them for use on a work, anda stipulation to thiz effact should
oridinary be entered in their agresments.

Mate 2. Result of physical verification =a Fer para 15.8 should be recorded in part IV
of the register on a page which should be st apart for this purposs.
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CHAPTER XVI : Check of materials used in the Electrical works
constructed departmentally or under Piece-work
contract at labonr rates.

The following procedure should be obaerved for chacking the material issued direct
to an estimate for an =lectrical works (Service Connection, Local Distwibution Lines,
ate) executed departmentally or under piece workfcontract at labour rates,

162 As soon as 2 work has been completed, the subordinate incharge of that work
should arrange to return the unused materials, if any, left at the site of the work, through
form MAT—534 “Stores Return Warrant™. He should then check by actoal count or
measurement, as the case may be, the non consumbla materials actually used on the
work and record the result of the check in columns 1 te T of the form of stalemen CE-20
nMaasprement Book of Materials used on Electrical Weorks". In the case of consumable
stores, such as kerosene oil, compound, tape, ete, only approximate quaniities used in the
work shonld be noted in the above column of the statement as it is not possible to check
fhem by acteal count or measgremant.

Wote i) In checking the materials or recording the result of check in the statement, the
subordinate concerned should on no accound refer to the documents connaecied
with the issue of materials, e.g. Stores Requisitions, Stores Transfer Warrants
and Stores Raturn Warrants.

ii) The statement should then be signed by the subordinale in the space
provided for the purposs at the bottom and submitted to the Sub divisional
Officer or other Engineer officer in immediate charge of the work who should
carry out following checks :

a} Sub Divisicnal Officer incharge of Lecal Distribulion Centres upto - 8300
CORBUMEers.

The SDO should check all eniries ralafing to Industrial conmection and also
where mains and suh mains have been laid. In respect of general and Commercial
consumers, 20% of the service lines including all service lines having lengths of more
than 30 metars.

b) Where the Sub Dijvisional Office has more than E000 consumers and Junior
Engineer is aitached to that Sub Division,

The Tanior Engineer will perform the same function, as under ilem (a) above. The
SDO will checkd 50% of the eniries relating to indusirial connecticns and mainsizub-mains.
The check would also include the commectionz in Sub officer(s) under the charge of

JE (=)
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¢} Jupior Engineer incharge of Sub Office.
The Junior Engineer will perform ihe séne functicn &s under item (3} above.

{if) The Sub divisional clerk should then prepare in the form prinied at the back of the
statement an abetrast of 2]l materials issued to the work from all the Stores Requisiticns
Stores, Transfer Warrants and Stores Return Warrants as bocked in the accounts of the
work from time to time, tranafer the totals of the abstract to column 9 of the statement for
purpose s of companson with the quantities recorded in column T 23 & razult of the checl
and sign (with date) the following certificate at the boltom of the statement, "Certified
that eniries in column 9 represent the total quantities of materials actually izzued (lezs
raturned if any) to the work during the course of its constructions.™

MNote © Where there is only one requisition or stores Transfer Warrand against which
materials have been suppled and none of these materizls have been refurned 1o
stores or transferred 1o seme other work and no materials have been purchased
for direct issue to work, the abstract need nol be prepared. The number and
date of the Stores Transfer Warrant or Stores Requisition should, however be
given in the column provided for the purpese in the form of v Akatract of Materials
issued,” appearing on the reverse of the stajement. In such cases calumn 9 of
the stateraent in the Measurement Back of Material used on Electrical Works will
e completad direct from the Stores Requisition or Stores Transler Warrant.

{iv) The statement duly completed in the manner prescribed above, should then be
placed before the Sub-Divisional Officer for approval, which should be given by him after
comparing the quantities issyed, If any appreciabie differences are found, they should
be investigated and necessary aslion laken.

182 The form of statemnent CF Foarm 30 will be bound in books of 100 shesets each and
the books and pages thereof will be machine numbered. Each Book will have an index
for facility of reference and chack,
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GHAPFTER XVII : Accounting procedure for dismantlement of works.

The following instruclions zhould e observed in conneclion with the disposal
of materiais received from the dismantlement of Boards permanent works (as oppoaed to
lemporary servicd confiecion 1he procedore for which is laid dowps Chapter No, XiXT,

-A Dismantiement without Replacement

[T.1 Befors any permanent work,including service conneclion is dismantled without
replacamant, sanction of the competent authority to itz dismantlement and write off
should be obtained in writing. In making the applicaliona [or sanciion, detailed reasons
necessitating and justifying the dismantlement should be stated for the Information of the
sanctioning authority. Where it has been necessary to dismantle a work because it has
never beenused or bas been used wery litle, the circumstances under which It was
ariginally construcied should be stated.

17.3 The cost of dismantlemeant should be debitad to the annual maintenace estimate
of the scheme concerned provided the uxptnditurq invelved on dismantlement does not
cauge aoy axcess over the estimate. Otherwise a special estimates debitable to
GH-TT.5 showld be framed and sanclioned by the competant authorily to cover the
expenditure.

173 lmmediately after 2 work is dismantlad, an inventory of all materizls dismantled,
whather in zerviceabla condition or nol, should be prepared and entered in Form No,
CE-43 Register of dismamlemeant by the official in charge of dismantling the work, The
inveniory should be verified by the Sub Divisional Officer who should add his dated
initials to the ragister in token of the veribcalion.

1.4 The accounting enfries in regard to work dismantled shall be as under —

Iy Crigingl value of the Aaset (estimatad if not known) shall be credited to CH-
10 (account code concerpad)

it} Accomulsted depreciation shall b debited to GH-12 (ascount code concel-
red)

ity Written down value of the asss! shallbe debited to GH-16 (account code
concarned)

17.5 Serviceable materialsfacrap shall be transferred to stores. The credil on account
of aforesaid materialsfscrap when received [rom ___%atl_'ITE'ﬂ orgatization shall be credited
to GI-1§ (account cede concerned). The balance (debit) under GE-16if any, shall be
charged 1o Revenue (account coda T1.7), If there 18 any gjain, the same upto the amount of
dapreciation provided, shall be credited (o account code 624, The excess gain cver the
original value of the work/assat shall be credited to Capital Reserve (account code 56.2).
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B. Dismantlement for the purpose of improvements or replacements

11.6 In the case of permanent worksfassets including  service connectjons io b
dismantled for the purpose of improvement or major  replacement {z2a para 230 of Basic
Accounting policies) the estimale should provide for the cost of dlamantlement of axisting
work in addition o the cost of new work and be sancticned by the compatent authority.
The expendilure on imr.t'c:--.r-inmantfrepiacn:rner.-'r work shall be allopstad under GH-14
Work-in-progress. The dizsmentlement charges will be debited fo Revenue {Account
cocde T 5.

173 The ascounts of workfasset dismentlad will be adjusted as per aniries qiven in
para 17.4 and 175, -

17,8 Expenditure on mincr replacement shall be charged to Bevenue as R&M
expanditure,

Neote :—Minor replacement is defined as réplacement of any asset or part of the asrag
fer which a separate fixed record is not requirad 1o be maintained (see para 2.30
of Basic accounting Policies)

T3 Materials recovered from minor dizmanllement shall be entered in Form Mo,
CE-43 Register for dismantlement and checked by the 5D,

1110 The value of dismanfled serviceable materiala returned 1o stores shall be craditad
1o account code G294 Galk on Sale of fized azzets,

C. WVehicles/Furniture & fixtures/Office Equipment

17.11  When assets like vebicles, furniture & fixlures or office equipment are declared
unzerviceable by the competent authority, their value will he adjusted as under—

) Original wvalue (estimated if not known) shall ke credited lo Acocount code
10.7410.8/10.9 25 the case may be.

iiy Written down value of the zsset shall he debited fo account code 16.1/168.2.
Lredit of Sale value of inserviceakle asset when received shall he eredited to account
code 16.1/16,8, Balance {debit) under these head shall be charged to Revenue {account
code T1.T) under proper sanction. Cain if any, shall be credited to acoount code §3.4,

[. Enfries in Baset Records

IT.12 Necessary entries in respect of works dismantled without replacement shall be
made in Part-ll of Fixed Asset Card (Form Mo CE-ZMA) Fixed Card and Fixed Assels
Register {Form No. CE-2)

17.13  As regards works dismantled with replacement, the entries in Fizad Azseis card
will bo made inits Part-Il and 1T and Fixed fAssels Register.

17.14  Entries inrvespect of vehicles, furniture & fixture and office equiptient shall
be made in Fixed Ascets Card and Register of General Assets,
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CHAPTER XVIII : Disposal of material received from the

dismantlement of the works during the
course of normal periodical repairs
and replacements covered by the

annual or special maintenance estimates.

RESPOMSIBLE

ACTION

J.E. Bub
Division

500,

1E.

5.IhC

DO,

i

Visit site of work and asceriain items requiring
repairs of replacemeant,

Prapare store Reguisition (SR) for drawal of new
maierials from stores required for replacement &
put up to SDC after entering the same in Registar
of Materials 10 he received from dismantiement
(Form CE-25),

Scrutinise and approve SR, See that the materials
proposed to be drawn from  stores compare
raazonably with unservicsable material likely be
dismentled on repairs or replacement.

After the work of repairs or replacement is
completed, prepare an iovenlory of materials
dismantled from works and enter in the Register
of Dismantlement in Form No. CE 43 (Old form
CA-104). Enter all items of dismantled materiais
such as eenductors, cables, wires of all sizes and
description cariridge Fuses, poles, siaya, brackets,
lea-bDoxes, channel iron elo. in the register. Send
register to SDC.

Receive Registar of dismantlement Make
comparison with materials entered in Register of
Materials to be recovered from dismantlement.
Initial it in token of verification and put up to 3DO.

Verify the materials with those entered in
Register and sign it in token of varification.

Note -Ordinarily no servicesble materials are
likely to be dismantled during the course
of pariodical repairs and replacements, but

TIMING

A= and when

Immediately

As and whan

Same day
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RESPOMSIBLE ACTION TIMING

should such a conlingency arisa, the
materiale should be entered in  the
Digmantlament Register as indicated in
Slep 4 above,

IE 7. Maintain account of material drawn from stores and
thoss received back from weorks after dizmandle-
ment in the Material Estimate Conlrel Eegister
(MECH) in Form MAT-28. Give cross reforence

- of item No./page No. of Dismaptlement Register

in MECR and YWice-versa.

This register will be checked by the SDC
and signed by the SDO every month.

JE 8. Prepare Store Return Warrant (SRW) for the raturn
of dismantled materiale to stores. Follow procedura
as per subject Code 20 of material Accounting
Manusl Put up SEW to the SDO aleng with
Dismantlement Register and MECE for his

% approval. The value of serviceable maletial shall

be credited to Revanue (Ajc Code 62360 »Othar

Misc. Receipt from frading™

Do 9. Scruatinise the SRW with the eniries in the
Dismantlement Register and MECR and approve.
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CHAPTER XIX : Temporary Conneclions-Accounting
Procedure

12.1 Temporary connectionz for eleciric enargy are required to be given for
temporary needs only i.e. Ceremonial occasions, fairs, festivals eto. Such connections
should b2 dismantled or removed whan the occasion for which it was installed is over.
Inithiz connactjon aizo rafer instroction Mo, 258 of Sales Manwal.

Ly.2 The cost of all temporary service connactions excluding meters irrespectiva of
the pericd of their duration should be chargec 1o Accoupl code 14.G35-Sarvice
connections-Temporary supply of power.

Naote :— Ordinarily a meter would be available from the spare stock of Tools and plant
Meters. Should, however a case arize in which a spare metber iz not gvailable,
g meter showld bs drawn from stock chargeable 1w account code 14631

Matering Equipment.

18.3  The detailed procedure for the preparation of estimates, booking of expenditure,
and actounting for materials issued and dismantled is as follows —

i) A separate lump sum annoial astimate, should be preparad for each Distribution Sub
Division for the probable number of temporary conneéctions, and sanctioned by
competent anthoritly.

i) The eslimate should provide for the fllowing items :(—
a) Cost of material required (After faling into account material already in hand).
b) Labour required for both erection and dismantlement,

¢) Lump sum provision for the credit of the approximate depreciated value of the
dismantied materials, which are estimated to be left on hand at the end of the
year.

iif) Asin the case of estimates for individual permanent sarvice connections for genaral
supply, and upto T0 KXW for industrial supply, a separate sub-estimate for each
temporary connection should be prepared in the sub divisional office concernad
against the lump sum estimate and approved by the competent authority. The
sub-estimate should as usual, ke supported by a Justification Slip.

iv) Mew matorials should ba drawn from stock from time to time as each sub-estimate
is approved, according to actual requirements which should be determined after
taking intp account the materiale already available from previous temporary
comnections which have baen dismantlad. The cost of the material thus drawn from
stock should be debited finally to the main lumpsum estimate.

o
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v} As each lemporary service connection is dismantled, the serviceable materials

T

it}

wiii)

ix)

%]

should be collected and stored geparately in a room or godown called Store ior
Teamperary Conneclion Materials for re-use on subsegquent temporary CORnNecilons
Ay recquired.

& detailed account of receipta and issuea of materials for temporary conneciions
ghenld be maintained in ‘Material Estimaie Control Eegister' in Form MAT-28 by JE.
Receipt of material afier dismantlement of lemporary conneclions should also ba
entered in this register.  This register shall be checked by the SDC and gigned by
S0 every monih.

The store for temperary connection materials will be in ihe charge of JE. who will
be responsible for maintenance of the accounts in the abgve form.

The materials issued for letmparary connections should be counted half yearly by
the JE incharge and yearly by the oD0 and a certificate of this having been done
recorded in the register under dated signatures of both, as check is made by each.
Any materizl found unserviceable at the tima of phyical count should be written off
under the orders of the competent authority on sUIvVey report Form MAT-44.

At the end of sach vear. the depreciated value of {he vsed and dismantled materials
should be assessed by the SDO. A JV for difference between value outstanding
under the account code-14.625 and assessad value should be prepared by crediting
i0 account code 14,525 per contra debit 1o account code 77160 and forwarded to
divizional office alongwith monthly account for the meonth of March.

Retarn unserviceable materials lo store and follow procedure laid in subject 30 of
material accounting manual.
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CHAPTER XX : Work Belated Costs

RESPONSIBLE

ACTION

TIMING

- -

20.2.

A —Material related Costs Chargeable to Worlks

All materials relatad. costs recorded at an
a:é::-um[ng unit under which only capital
construction aciivities are carried oul shall be
charged to capital worka.

At a location under which capital construction as
e M oactivities are being carried out, only the
Iollowing costs shall be charged (0 works :
(i) Inland freight on imperted capital equipment.
(ii} Freight on local capital equipment.
(1if} Testing chargas-capital equipment.
(iv) Incidental stores expense-capital egquipment.
(v} ©Oeclrei on capital equipment,
(vi) Advertisement for tanders eto. for purchase of
capital equipment.
E—Employees costs of Boards® staff and employee
costz chargeable to works

CEEI.E. All comployes costs in respect of conslruction

unilz shall be fully charged as costof capital
assals.

Foran O & M cum capital unil, the procedure for
accounting employaa costa shall be as follows -

(i) Work-churged employeez and daily laboux
working oo capital works-monthly payments
such as salarios!wages, allowancas, overtime
& other allowances shall be capitalisad. Bonns
and monthly contributicn to Frovidenl Fund
scheme should alzo bBe capitalised,

(li) Additonal emolumants (e, g. project allowance)
to O & M staff for working additionally on a
capital projact shall be recorded in a separate
account on ascroal and shall be fally capitalized.

o
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RESPONSIBLE

ACTION

(i)

(iv)

A separate pay 1oll shall be prepared fora
group of regular staff members, if any,
deployed exclusively or largely on capital
jobe. The cost should be booked under distinet
department codes such as  ‘construction’
or ‘project sectipn' etc. All  monlhly
payments and bonus recorded under such
departmental codes shall be fully capitalised.
Howevar, no part of retirement benefits
should be capilalized.

In ma:.:-ecLi-:nrher permanent employess
wn-:r work on both ¢ r::a"i_l a.uﬁ_ E'I'&T-.-I Jc:-‘Es

the -Elmp_lt;:'jf"ElE costs 1o be capnalwed s.ha]l !:-a
mumated h]r ﬂli‘ R,

Procedure for classification of employee costs
ag ‘capital’

204 For the purpose of determining employeas cosis
chargeable to capital works, the following
classification of employee costs shall be adopted :

(i) Emploves cgoste regorded al  construction

stores divisions/consiruction circle/construclion
workshops etc. where no activifies, relating
to O&M are carried out shall include @

(@) ocost of werk charged employeesand
daily labour.

fb) cost of reqgular staff deployed at ihae
locations throughout the year,

() cost of regular staff deployed lor part of
the year. In such ecases it may, happen
for example that an employee's two
months salaries ete. are bogked hars
when he was deployed here but the annual
payments like bonus and LTA (part of
which is relaling to these 1wo months) is
paid and recorded at some other location
where he is deployed at the time of such
pavmanis. In casa of some other employas,

Ly TS
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RESPOMNGIBLE

ACSTION

TIMING

203

208

full year's anowal payments like boaus

may be paid and recorded at the

consiruction units allhough he has worked

there only for say 4 months. No adjust-

ment need be made for such miner
inacouracies,

(ii) At accounting units which have both Q&M

= and consiruction work, employes costs shall

include:

(a) cost of work charged and daily lalbourf
sapervisors retained specifically for one
oT more capital joba.

() ‘additional emelyments (project allowanea)
given lo O&NM atafl ata location for also
doing the work related to capital projects,

(o) cost of ragular staff members deployed
exclusively gr Jlangely on constriclions
johs for example, project section, design
aaciion elc. at Head office, Project Aocount-
ing staff at a division, consiruction
engineers at a power station where 2 unjts
are in operation and 3rd unit iz baing sat
up, capital store sfaff if such a separate
atoras iz zat up and 50 on.

C—Expenses Chargeable to Capital Works

Bl expenses in respect of construction units shall
be fully chargeable as cost of capital assels.

At an O&M cum Capital Iocation (where both
Capital and O&M work is being carried out) only
the following expenses shall be capitalised :

(i) Imsurance on assets under construction

(iiy Legal charges and stamp fees in connection
with agreements with capilal suppliers/
coniractors

(iiil] Fees payable to foreign techniciansg for capital
projects

(iv) Expensgs incurred for foreign technicians for
capital projects

(v)l Technical dooumentation & design charges
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RESPONSIELE ACTION

TIMING

(¥i) Other consultancy charges-projects  (which
includes architectural fees)

{(vii) Power consumed for construction.

The amoeunt bhillad in respect of power cocnsumed
v for construction &t any location recorded through
a separate meter shall be Capitalised. Where the
Board has installed s Diesal Generating Set for
meating the power reguirement of a Capital
Project, the coat of oparating and maintaining
the set shall be Capitalised. The cost of diesel
generating set shall be debited to construction
facilities A/C Code 15.6 and depraciation charged
thereon shall also be Capifalized.

20.7 No part of any other administration and general
expenses shall be charged to capital works.
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CHAPTER XXI : Method of Allocation of Employeea
Costs and Expenges over Various

Aszzets
RESPONSIELE ACTION TIMING
Accounting al.l Etai'f coste, materials related expenses and ogther Monthly
Unifs (Accouniz expenses which are chargeable to capital works
Section) shall be :
(i} Identified to specific capifal works wherever
possible,

(i) Failing which, identlfied to a specific group
of capital fand within the greup allocated oo
an advalorem basis).

(iii} Failing which, identified o a project wherevar
possible {and allocated on advalorem basls
over various work within the projact).

(1v} Failing which allocated on an adwvalorem basis
over varicus projects and various work within
each project.

2l.2 Identification to one or more work should be done
only if possible to identify without any allocation.
Inall other cases, ad-valorem allocation shall be
adepted. (Para 1.4 of Annexure V to the Electricity
{(Supply) (Annual Accounts) Rule 1835,

2. Pass the relevant sccounting entry debiting
the capital work-in-progress account GH-14 in
caseg where identification o one or more works
is possible and in other casas where an ad-valorem
allocation is Tequired the debit will ba 15 the
Revenue Expenses Reclassified-Pending Allacation
over capital work account, (Account Code 15.202).

EXPLANATIONS

(1} By 'ad valorem basis' iz meant allocation of
capitalizable expense as a % of the capital
expendilure incurred during the period on
that jeb/project and notas a % of fotal capital
axpenditure on that job/projest including the
expediture incurred in previcus periods of
allecation.

TG




RESPONSIELE

ACTION

TIMING

_ =

213

21.4

al.5

(2) For the purpose of allocation, the ‘term capital
expenditure’ would include progress payments
on supply-com-coniracted work order which
are to be recorded in a separate account.

{(3) Mo partof the staff cosis or other expenses
chargealile to capital works shall be  allocated
over the capital expenditurea on furniture,
offica egqeipments, wehicles and any other
baught oul flem or on capital expenditure for
take—over of liconsae.

{4} The work of capitalisation of assets commiss-
inned during the period cannot be expected to
be kept pending merely for determination of
total capitalisable expenses inourred dyring
the period. Methods of allocation using fair
estimates of such capitalisable expenses may
be adopted, whera neceasary.

Every vear in the first week of April, AQO/Pay &
Apcounts shall intimate o Construction: divisions/
units expenditure on  acgount of Pay and
Allowsznces of Xens/AEEs/AEs during  the
rraceeding year but no debit shall be raised ly
him in this regard. The accounting units shail debit
the aforesaid expendinre to account code 15202
Empldyees costs per contra credit to 75.9

As regards allpcation of expenditure on account
of pay & allowances and other expenses of offices
CEs/Dasign Directoratef3Es, AO/Pay & Accounts
and other accounting units shall intimate expendi-
fure on account of szlary and administration &
general expenses to Dy, CAO of Organisation
concerned who shall also ascertain works eXpen-
diture from accounting units and work out centage
to be levied on works expenditure and intimate
the gcentage to accounting units of the organisation
for adding the same on expenditure during the
yvear on each work by debit 1o work in progress
(GH-14) per contra credit to account code T5.9/76.9

Centage fixed in the above para shall also be
intimated to CAC (A&R)

77




RESPONSIELE

ACTION

TIMING

o

2LE (0

(ii)

According to sub para (4) of para 210 of
Acconnting policies no part of employess costs
are o be capitzlised in respect of requiar Board
employees who work on capital and Q&M cum
Capifa! location, But Board has made departure
frem the aforesaid policy and  decided
o add certain percentage of employes costs
in respact of (Accounting units, Cirele offices,
CEs & Sectt) on the Capital works executed
by Q&M cum capital units. Accordingly in
the month of March CAQ [A&R) shajl intimate
centzge to be levied on capital expenditure
on accoun! of General Estt, & H.O Estt.

The sccounting units shall add employes costs
at the rate infimated by CAO after taking into
agcount works expenditire for the month of
March.

Note - For the purpose of comparison of tofal

expenditure against an estimate of a werk
with the estimate,the amount of the employee
costs added asper abgve para shall be
axcluded from the total Expenditure.

2l.1 For subszeguent increase/decrease in staff costs
atd other expenses, refer to para 2.17 of the Basic
Acecunting policies.
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CHAPTER XXII : Capitalisation of Interest on Funds Utilised
on Construchion Stage.

22.1 Tha amount of interest on funds utilised for constraction works shall be worked

out every year and capitalised. The amount of intercst ag copitalised ghali be included
in the cost of assaia and the same shall along with the basio cost of agsets, be depreciated

in normal course over the expaclad usaful life of the assels.

igalion of interest oo funds utilized

238  Tosaccounting policies in ragard 1o capital
ing policies are

at construclion staga as laid down in para 293 to 295 of Basic Acgount

stated belaw :

(i} Mo capitalisation of an imputad intarast cost {noiional interast) oo the Board'a

owi funds and interest fres finance shall be prermitted.

{iiy Ewvery year,a portion of the interasl payable on the interasal bearing Dorrowings

which relate to financing of capital assats at comstruction stage ie. tll the point

of commissioning of aszats shall ba computed in the manner prescriped ia pamd

1.47 and 143 of Annexure ¥ of tha Electrioity {Supply) (Annual Accoants) Rules
1965 and be capitalised.

The amount of interest so compuiad and caplialised shall be reduced from the
ount shall bhe charged

amount of interest for the year and only {the balance am
1o the Revenue Account for the year,

{1t}

of agsals which involve no me

jvJ WMo part of interest zhall be capitalised inrespect
e B )
aseats into nsoal

period or involve insignificant ime periods for bringing e
conditions. Example of such assels are !

— Purchase of new vehicles
— Purchase of urniters items
—Purchase of office equipments.

vy The amount of interest capitalised shall be included in the cost of the assels
which involve significant time periods at construclion atege and the Same shall,
along with the baslc co31 of assets, be depreciated in normal courss, over the

expected uasful life of the asas 5.

Computation of intarest and factors to e considered for capitalisation of
interest at construction stage

atilised during Censtruction Stage shall be compuied
ara 143 of Annexarse ¥

22.3 (i) Every year intarest oo funds
by CAO (A & R section) accit ding to method outlined in @
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of the Elecy (Supply) (Annual Accounts) Rules 1985 after taking into consideration
the factors givenin 1.42 of the aforesaid rle,

(i} Interest to be capiialised shall be intimated to Accounting Units concermed for
including the same in the expenditure of the workfAsset executed during the

VEar.
Mathod of allocation of interest over various Assets
22.4 The method of allocation of staff costs and other expenses over various Assots

given in para 1.4 to 1.5 of Annaxure V of Rules referred in para 22.1 (i) shall also be
applicable for allocation of interest over varipus Assela,

40




23.1 Land cost shall comprisa of the {ollowing :—

@
(i)
{iid)
(iv)
()
(i)

(i)

232  Cost of land imprevements having a limited life such as cost of landecaping,
gardens, sidewalls, fences and digging for sewage system shall also be added to cost of
head ‘cost of land development’.

233 Land may be purchased or acquired as a fulura plant site for projects which are
yet to be taken up (o.g. land purchased for a project which is sanctioned in principle,
bt detailed survey and investigation iz continuing). Cost of such land shzil be debited
to capital work-in-progress account.

934  The cost of development on lesse hold assets shall be accounted for under
Aceount Codae 14.103.

335 Incase of purchase/accuisition of a building, the building costs shall include the
following items :
(i} Purchase price.
iy Compensation for acquisition of building.
(iii) Paymenis to tenants o cancel their tenancy rights.

CHAPTER XXIII : Land and Buildings

A—TLand Cost

Purchase price of land.

Compansation for acquisition of land.

Compensaticn for trees and erops on the acquired land.

Legal charges stamp duty. ete. incurred in crder 1o secure effective title.
Land revenue and other taxes paid during the stage of land developmett.
Site preparation costs, such as cost of levelling hills or filling low spots, cost
of clearing treess, ic.

Cost of demolishing an unwanted structure if the land is acquired with such
a structure,

Cost of Land Improvements

Land ag a future plant site

Cost of development on lease hold Assets

B—Buildings

el
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(iv) Expenses such aslegal charges, stamp duly eic incurred for securing an
effective title.
{v) KHepairs, alterationsandimprovements o putl the building in usable condition.

(vi) Architect's fees for remodelling, allerations, improvetmenls before the
puilding is first put 1o usa.

236  Costofa constructad building shall include the following Hems :
iy Costol construction comprising of materizls, labour, contractor charges and
depraciation on construction machinery,
(i) Surveying.

(i) Costol oblaining permits, sanctioned plans, occupation eertificates from
municipal or other bodies,

(ivy Architectural foos.
(v) Insurance onuncompleted structures.
{(vi}) Costof excavation {excavalion is not a cost of land develepment).

Purchase of a building along with land

237 Wazna building is purchased along with the land, the purchase cost shall be
aliocated between the land and building based upon a technical and commercial
dppraisal, I a part of the purchase considaration towards land iz for leass righls fo the
land, that part should appropriataly be clissified as leasehold land.

Azzetz awailing Conveyance in favour of the Board

238 Inthe case of purchased asscts, wherein formal conveyance is delayed and the
Board has inthe meantime put the asset to use, the cost of asset shall he shown as lirxed
asgets.  ‘The fact of pending conveyance of the assel may ba disclosed by way of a note
tz the aooounta.
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CHAPTER XXIV : Imports and Foreign Currency Transactions

Imported Eguipments

24.1 Capitsl equipments, spares end other malerials imperied by the Board shall be
valued as follows for receipts and issues account:

(1) Cost "||
Freight  C.LE. value
I
DNERrancs
FLUS

(2) Customs duty
Refunds of Customs Duly/Port Trust Charges

247  Refunds of customs duty or port trust charges shall be credited to revenue
unless the amounts are matarial in which case the portion, i any, relating 1o impotl of
capital assets shall be deducted from the cost of ihe aszels,

Foreign Currency Transactions

243  When a foreign currency transaction is being first recorded in the Board's hooks
of accounts, the assets, liabilities, income or expenses arising {rom the foreign currency
transaciion shall be translatad at the official excharge Tate in force on the transaction
data.

24.1 All amounts owed to the Board or ewed by the Board in foreign currency o=
standing at the Balance Sheet date (including liability in relation to accuisition of fived
assets) shall be translated atthe official exchange rate in ferce asin the balance sheet
date. I (he amount derived on sueh translation is diflerent from the amount at which the
receivable or liability is appearing in the bocks eof zccount, the difference shall be
recarded in the backs as under :

(i) Increase in the amount of receivable or decrease in the zmount of liability shall be
treated as 2 gain and be crediled to exchange variance reserve,

{ii} Decreaze in the amount of receivable or 1ncrease in the amount of liabilily shall be
ireated as & loss and shall be debited to exchange wariance reserve. lfasa result of
such dehif, the net balance in resarve account is a debit balance, fhe amonnt of debit
balance shall be charged to revenue for the yvear as ‘loss on exchange rate variaton'.

245  Cain or loss arising on sccount of differerce beiween aclual amount received
paid and the amount at which the item is appesting in bocks shall also be ireated in the
Satne manner a8 dbove.
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548  Whera any ravaluation or devaluation of rupes vis-a-vis the currency in which
the lighility is to be discharged is more shan 107 at one time, the same shall not be tred-
ted in accordance with fhe shova-mentioned policy Telating to ireaiment of such
situation shall ba as follows ;

(i) The increase or decressa in the amount of foreign currency liability shall be accoun-
sad for s an increase or decrease in the cost of the assels financed by the lability.
(ify The depreciation for the past years shall also be reworked for the assets where the
monditions laid down ix following paragraph are fulfilled.
Retrospective Reworking of Depraciation

Retroapectiva reworking of accumulated depreciation owing to changée in the
amaunit of cost of an asset shall ba made only where the increase/decrease in the amount
of cost is more (Ran

—Rs, 50,000~ for an asset and
—Rs, 208 of tha cost booked earlier
in all others cases, the depreciation in the balance life of the asset should be increasad

or decreased proportionamly so thst 300 of full cost (or 100% in case of lease hold
assats) is dapreciated over the estimated ns=aiol life of the aasel.
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CHAPTER XZV— Mizcellaneous instructions for
the execution of works

251  In the execution of works, every care should be taken that tha safely and ihe
convenience of the public are duly attended to, and that all operations sre carried on in
such a manner a3 to interfere as litlle as possible with the wathc or ordinarily pursuits of
tha people. Temporary roads and bridges should, when necessary, be provided and
particular attention should be paid to the adsquals Tighting at night of all ohstructions 10
public roads and rights of way. The pooypation of land should, when practicable, be so
timed as to not lead to Lo destruction of standing crops. Arick and lime kilns should not
e ergctad so close to the inhabited part of any town or cantonment as 1o be a nuisance.

an o Mo religious edifice should be destreyed or injured in the execution of works
without the full and free consent of the  persons interested in i1, nor without the con-
enrrence of the principal civil or political authority unless under the orderscfthe
Covernment within whase jurisdiction the edifice stands.

(i) Cin no account is any church, chapel, maosgue, tample Gurdwara, lomD oF olfier
building devoted 10 religious nse, to be pocupiad a3 a dwealling-houss, or for any
othar purpose, without the conssnt of the persons interested and the sanction

of the principal civil ar political anthority-

253 All interruptions of large work in progress should be immediately reported o
the Superintending Enginser, the canses and probable duration of such interruptions
being duly explained.

s5.4 Al unusuzl lossesin the mamifacture of materials mzsi, oo their cccurrence, be
reported to the Superintending Enginear.

285  Carriage of any description, employed for purpesas connected with Boards
works, is as liable to be impressed for military purposes a2 carrfiage employed by the
private individuals.

5§  The Superintending Engineer may. if he deems it necessary, direct the
Divisioral Officer to suspend the commencement or progress of any work pending the
orders of the Board.

257  An order book should be opened and kepi on all important works in which all

impertant orders to the Executive subordinate or to the conlractor should be written.

258 On extensive works, wheze large labour force iz collected, the importance of
need hutting, water supply, and sanitary arrangement must he horas in mind, andatl
reasonable precautions must be taken to maintain the health of the labour foree and
prevent or arrest the prograss of apidemics.
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8.9 Any raasangble outlay for such temporary cover as may be nesded {or bodies
of work-pacple of considerable magnitnde, for the marking oul, clearing and draining of
their lemporary stations, also for entertaining some small temporary establishment to
Ingl aftor the latrines, one Or {Wo policemen, and hospital establishments may ba autho-
rised as forming part of the contingant outlay on the work under execution, butin
framing large project, for which the provision of such works gan be forésean, such
expenditure should as far as possible., be specifically provided for in the project
@alimatse,

Expenditure on Inauguoration Ceremonices

25.10° The expenditure incurred with the sanction of competent authority in ceremonies
in connaction with the isauguration of imporizot Board works should be debited -

a) in the case of Project to sub head 'Misc Works'. For this purpose a special
estimate should be prepared.

b} in the case of other works, to the comtingenciea of the sanctioned estimates.
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CHAPTER XXVI—Capital spares at generating stations

98,1  Clenerating stations require ready stock of & large number of spares 1o prevent
ipterruplion i powWer generation in cases fika Breakdown or damage 10 criginal spares
in the ipstalled assets -such spares are normally procured, at the initial stage of
installation of the plant.

ag a2  Capital spares ata generating station purchased prior 10 commissioning of the
generating station shall be capitalised upon capitalisation of the genarating station’ far
which the spares are purchased.

According to para 253 of tasic Accounting Policies Capital spares purchased |
subsequent to the qﬂml:lqi_ﬁﬂ_i_nqing__crf the generating staticn shall he capitalised upon
purchase, But the Board has deviated {rom thia policy and decided to charge tha cost af
sparas Subsequently purchased to Matertals Stock’ and bock the cost o R&M estmates

Capitalisation of capital Spares at generatiend stations

when issued for usa.

953  The accounting policy in regpect of capilzl spares purchased with the egquipmen
at generating slations ig given below :

{i)
(i1)

(iif)
(1)

()

)

(wii}

(i)

Capital spares at generating stations

The capital spares at generating stations should be treated as a capital asaet.

foceounting shall be dona together for the entire lot of the spares and not
jtam by iten.

The total cost of all the spares shall be caplialised.

Mo accounting shall be dons at {he time of issue of such spares for
replacement in the generating plant.

However, on the other hand, depreciation shall be charged on the total
cost of the entire lot of spares.

For the purpose of charging depreciztion lhe estimated useful life of the
spazes shall be assnmed to be adqual o the ectimated useful life of the
generating plant.

On this basis, depreciation agual to 100% (not B0 a8 in casze of othar
azsets) of the cost of spares shall be charged by the time the generating
plant is to be ratired.

On expiry of the life, the spares will, therafore, be valueless.
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(i)

()

(x1)

{xii)

The spares Temaining unutilised may be sold along with the retired
generating plant. Entire sale proceeds should be treated as gain on sala
of azzets gince 1007 deprecialion ia charged in the past

In respect of the stock of spares remaining unscld on retirement of the
plant, no accounting shall be necassary. However quantity account will be
kept in Assel record.

1f some spares are sold and sqme &ra not aold, the acccunting 18 necessary
only for spares sold i.e. Teat {he sale proceeds as gain on sale of asgels,

If some spares are iranaferred by the geperating station 1o another
generating slation requiring then, no accounting of value is necessary in
such Casa.
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CHEAPTER XXVI : Closure of a worlk estimate and
commissioning of assets

RESPONSIBLE ACTION TIMING
Exacutiheg 1. After the work has been completed ensure that all  As and when
authority costs pertaining to the estimate have been

aceouniad for and if bills have not been received,
then & provision should be made for thess unbilled
cogts. Furthar ensare that all unused material
have bean returned to the stores. Follow procedure
laid down in Manual on Materials Accounting.

2. Ensure thai the Registor of Initial (Accounts) worke, Immediataly
in caga of works costing more than Ra. 1,00,000/-
and Material estimalsd control register (Form
MAT-25) and EMB in case of other works, have
beon checked.

3. Petty deficiencies and surpluses due to the
adoption of formula within limits laid down by the
competent authority for determining the guantities
used in conalruction may be adjusted undsr the
ordara of the Divisional Officaer by debit or credit
1o the worle congerned.

4, Bevisicn of formula, if necessary may be done
only after the approval of the competent authority
not belaw the suthority who eriginaliy sanctioned
the estimates. If the competent authority does not
approve the cost of the material used in exceas of
the approved formula it shall be recovered. from
the official responsible for executing the work
and the officer incharge.

B. Mo part of any loss will be capitalisaed and included
inthe cast of assets. Shortages and losses for
which any comiractor or employee is held
responaible should be adjusted by prompt
recovery im cash or by debit to his perscnal
account,
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RESPOMEIELE

ACTION

TIMING

Areoints
Officarf
Divisional
Accountant

LL.

12

Mo income shail be capitalised and reduced from
the cost of any aszet. Ewven in cazes where tha
ingome is identifiahle to cne or more specific
assets, no capitalisation of such income shall be
done. Creditin such cazseswill be given to the
ravenue agcopnt heads provided.

Ensure that the accounting pelicies laid down in
paragraph 3 of Chapter XXIX{ ara not infringed and
then pass the relevant accounting entry  crediting
the WIP account (Reccount code 14} amd
debiiing the fixed assets account (Account
code 10).

Frepare a Complation Report if the =actual

axpenditure ijg more than the sanctioned amount
of the estimale, Besides the other relevant details,

the Completion Feport will menticn the nmames of
the Engineers and 5SO/JE, who supsrvised the
work from fime to fime during the period of ifs
exacuticn.

Forward the Completion Eeport to the Accounts
Cfficer/Divisional Accoumtant for verification of
figures of expanditure.

Receive the Complelion Feport and scrotinize the
figures of expenditures pertaining to the work
concerned which has been completed and wvarify
the same with reference to the Register of Works.
The following note will be made in tha Register of

of Works »Work complated: On . ... 0. 18
Completion  Beportfzubmitted  with this office
Dot O s AN e

A double red ink line will ha ruled kelow the
final entries.

Forward the werified Completion Reporl as
undear :

(1) In case of projects to the Executing Authority.
(2) In other cases to the Divisional Cfficer.

Ifthe axcess, iz pot within the power of the

Divisional Officer to sanction the Completion
Beport the same should be forwsrded fo his

cuperintending Enginesr.

Immediately

Immediately on
complation of
works

WWithin two days

Same day
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RESPONSIBLE

FACTION

TIMING

Olffice of the 13.
Superintending
Engineer

Office of the 14,

Chief Engineer

approving the
eXcass

Authority L

Receive, sgrutinize the Completion Report and
sanction the excess if within tha SE's power 0
gsanclion the same otherwise forward the same 1o
the Chief Enginesr.

Receive, scrutinize the Completion Report and
sanction the excess il within the CE's powser 1o
samotion otharwise forward to the Secretary, FSER
for approval of the Board.

Afler the excess has been approved by the Board,
forward the necessary senciion of the Board to
such excess along with complation Report to the
CE coneerned. One copy of Completion repert
will ba filed in the Secretariate and one copy in
the office of C.E.

Forward one copy of the Hoard's Sanction along
with a copy of completion report lo accounting
unit farough 5.E.

Within two days

Within two days

Immediataly on
authorisation

91




CHAPTER XXVIII—Depreciation

RESPOMNEIELE

ACTION

TIMING

BA—Rccounting Policles

951 The accounting policles ralating to depreciation
on fixed assets g3 laid down in the paragraphs
280 te 272 of Basic Accounting Policies are
reproduced below.

(a)

The Board shall charge as depreciation on the
fixed assets in use in the beginning of the
year, such an amount as iz raquired to  write-
off 90 of the cost of an assel, on a straight
line method ower the ‘estimated useful life
of tha asset’.

(b) Depreciation charge on an asset shall ceasa

=)

from the year following the yesr in which

the yeac's depreciation alongwith the depre-
ciation charged in the previous yesr ()
hecomes equal to or more than §33 of the cost
of the as=et or

the asset permanently ceasas 10 ba used by
the Porad

whichever iz earlier.

Depraciation charge on a newly commissioned

rEcal — - aspechshall commence in {he year immediately

following the year of commissicning.

Depraciation on Leasehold Fssets

28,2 Inrespect of leasehold assets, the depreciation to
be charged every year shall be such 21 amount as
is required to write off 1007 (unlike oSy for
other assets) of the cost of leasehcld asset, ond
siraight line method :—

over the estimated useful life of the asset
or

over the lease period,

whichawer i shorler,
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RESPOMSIBLE

ACTION

In comsidaring the period of the Isase, the renewal
clause, if any, in the lease agreement shallbe
ignored.

Depraciation on development/improverment
axpenses on leasehold assets

24,5 Expenditure on developmentfimprovement  on

2585

28.6

jeasehold assets shall be depreciated insuch a
way that full ameunt of such axpenditure, can be
written-olf, on straight line method over ;

—  the estimated useful life of the assel T

— the balance of the lease period, whichever is
shorter.

In calculating the lease period, the renewal clause,
if any, in the lease agreement shall be ignored,

Second Hand Assets

Second hand assats i.e., assets used by the
previons ownert (for wahlaver number of yesrs) and
acquired by the Board shall be depreciated over,

—. the estimated useful life of those assels
ascertained by the State Govt. and

— whereno such periodis ascerlained by the
State Government ‘Half of the  estimated useful
life of new assetz of that class (as if half the
life iz expired).

Eazets of Commen Refirement Date

A=setz which are on use only collectively ina
group and individual asset in that group iz of no
use in isolation afler the other assets of the group
are refiredfscrapped, are defined as ‘Asselsof
Common Retirement Date'. “Period of estimated
uzaful life ‘adopted for the purpose of charging
depreciatisn shall be ‘common’ for all the
assets in the group of 'Assets of Common
Retirement Date.”

Retrospective Rewerking of Depreciation

Retrospective reworking of accumulated depra-
ciaten owing to change in the amount of cost of

-
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BESPOMSIELE

ACTION

TIMING

an asset shall bemede only where the tcreasay
decreage in the amount of cost 15 mora than

— BRs, 50,000 for an asset gnd
— 20% of the cost booked earlier.

In all other cases, the depreciation in the balance
life of the asgat ghould be increazed or decreased
prdporlicnataly so that 20%, of full cost for 100%
in case of lzase-held assets) iz depreciatad over
the estimated useful lifz of the asset.

Depreciation on Aszets uged for Consiruction

Aegets used for comstuction are classified as
under !

{a) Construciion Facilities

By cconstruction facilities' in meant those assets
which are intended for usa on of the other Capital
Project,

Depreciation shall be charged on assets classified
48 ponsiruction fscilittes in the normal manner as
it is charged on szsets used for OBM except that
the amount of deprecistion shall be debited not
to Depreciation Aecount but to 'Revenue Expenses
Reclassiffied Sccount’

(b) Project Assets

Certain assels acguired|construcied a3 & partofa
project may'be used [or consirachion of  olber
assefs of tha amea project. Such assels should be
capitalised when they are first put to use. Capilali-
sation should notbe withheld 8] commizsioning
of sav the power plant itself. Depreciation iz not
chargeable in the first year of commissioning,
From the subsequentyear, depreciation shonld
bs charged in the normal manner. However, the
depreciation so charged shall be reclassified and
charged fo coatl of other assels of the Project:

y2)} Fized Azsets

Fixad assets vsad for construction means hose
asgets which have been; on their commissioning,
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BESPOMN SIBLE ACTION

iransferred to Fixed Assets accounts, and are now
deployed on any Project at consiruction slage,

Deprecistion on such assets shall ba charged inthe
notmal menner, The amount of deprecistion
i charged on such asseis shall be later reclassified
e and charged lo capital work.

Provisional Depreciation

£ 288 DBoard shall epsure that there iz no asset which is in
' servige but not depreciated for reasons such as

() Pracize qost not known
(b) Estimated sdbful ife not knewn or

{c) The responsibility for maintenance andjor
accounting of newly constructionfscquired
| . agzets oot konown,

Boards shall endeavour to remove any reasons at
the ezrliest and shzll In the meantime charge at least T
provisional deprecialion on tha asaets concerncd.

= B—Preocodural matters Connected with the
accounting policy on depreciation on fized az=ets

: ' 28.9 The ganeral frame woark for charging depreciation d
iz outlined bolow :—

(1) The existing practice of charging depreciation
on straight line method shall conlinue.

(&) 80% ol the cost of a fixed assst shall be depre-
ciated over the estimated useful life of the
asset,

(3} Eslimated useful life of the asset' shall be, .

— &g prescribed by Central Govt in consultation
with Central Elecy. Authority, i
— ag prescribed by the State Govt in respact of
asgets whora Central Govt, has not prescribed
any period, .

(4} Ne depreciation shall be provided on an asast
in the year in which it is frst put to uvse by
the Board,




RESPONSIELE

ACTION

TIMING

28.10

28.11

(5) Depraciation shall be charged on an asset
even if during the year il permsnently ceasos
to be used by the board,

Periodic Eeviaw of prescribed "Estimated
useful life

Central Govertiment shall periodically carry out an
exercise 10 assass the needs for any change in the
estimated useful life of asset= prescribed by i,
required in viaw of techmological changes in the
asseta pormally used by various Boards of the
country. Based on the findings of the exercisze,
such changes shall be made o the schedule of
prescribed of estimated useful life of assets as are
considered necessary by the Canlral Govt All
changes o the schedule of prescribed period of
astimated wsefyl life, shall be prospective and
shall be applicable only for depreciation
chargeable in subsequent years.

Assets of Common Retirement Date

An area where the concept of S=setz  of Commen
Retirement dater would begome operative is
subsequent additions at a generating plant,
sub-slationz or trapsmigsion lines, resulting in
asgels which would ba retired aleng with the assets
inatallad earlier, although as such the pumber of
years of estimated nseful life of the newly added

aszats would not expire by then, This conceptis
illustrated bealow :

Exampla :—

{1} Eatimated life of water circulating system is
say 25 years and generating plant also
25 years.

(2) A tolally new arragement of water circulating
system &t a generating plant, felt pecessary in
say 11th year of the generating plant with
balapce life 15 years. (Le. 25 years ie. 10
years expired)

(3) The water circulating system would have
normally bean depreciated over 25 vears.
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RESPONSIELE

ACTION

TIMING

28,12

28.13

2514

However the expenditure on  new waler
oirculalion  aystem in this cese would De
required o be depreciated owver the klance
15 years since it would not be of any use
afier the generating plant itzell is ratired in the
15t year from aow,

Subsecruent change in the purpese of use of an
BAsset

Any thange in the purpose of use of an assal
shall be recognized only prospectively for
charging depreciaticn in the Pears subsequent 1o
such change. For example, Building containing
Dissal Generating Sets is to be deprecited over
gay 30 years, the DG =els are scrapped earlier
since they were obsolele in fechnology and the
bpilding iz, after some modifcalions, uzed for
any office purpose (for which eslimated life is say
£} years). The changa In the estimated useful
lifa of the asset owing to a change in the purpose
far which the asset is vsed shall be recognised
only for futere depreciaiion,

Wear and Tear during Construction Stage

In a projest peried of =ay 4 to E yoars, assels which
weare constricted in say first year bul lying idle
until completion of other assets, do suffer wear

and tear during the following 3 to4 years Mo

depraciation shall be charged towards auch wizar
anit tearof such idle assetaat construclion stage.

g

Assets Transferred to Other Divisions/Circle

I Tesoect of the assets iransferred betwsen
acoounting units during the  year, the acogunting
nit which held the asssts at the beginning of the
year, shall charge full year's depreciation on lhe
tranaforred asget and no deprecialion on the assels
shall be charged for the year by the Tansierce
lecation (5)-

C—Working eut of depreciation and its records

Accounting 2815 (1) Review fixed assets register and update depreci-

(concerncd
aaction)-clerk

ation column for the amount of depreciation
chargeable during the pericd.

One  monin
before closing
af accounts
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RESPOMNSIBLE

ACTION

TIMING

Head office

(2)

&

()

(T)

()

Errive al the lotal depreciation chargeable during
the period in a saparate statement called schedule
of depraciation chargeable during the period.

Based ©on scheduls prepared as per Stap A
progees & journal antey debiting and crediting ihe
relevant account heads.

Indicate journal entry references in the remarks
column of the depreciation scheduls. Pat JV and
depreciation scheduls to Boosuntant.

Scrutinise |V and depreciation schedule, Sign the
documents and account for depreciation alter
these have slse been Signed by the officer
incharge of the Accounting Unit

File ons copy of depreciation schedula along
wilh working papers and forward one copy lo
haad office for Gnal accounts.

Raceive the depraciation schedoles from all the
Boccunting Units of the board.

Prepare depreciaiion schedules in  respect of
Assets perior to 1.4.1885. and pass an accounting
entry. Then prepare a  consolidated depraciation
schedule for the Board as a whole. This statement
will be required for the preparation of Board's
Annual accounts.

-

Within 5 days

Immediately

Bz and when

A= and when

10 days before
closing of
agcounts

FORM TITLE FORM NO,
Fixed Assels Registar CE-02
Depreciation Schedule CE-10
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CHAPTER XX¥I¥X— Fixed Assets and Maintenance of
Fixed Assets Records

& :—Basic Principles and policies
Disclosure at Histerical Cost and Ne Revaluation of Fizxed fAssets

501, Fixed Asscts of a Board shall be recorded in the books of accountand disclosed
in annual accounts at Historical Cost e, at the amounts at which the transactions tock
place. This policy implies that no revaluation of fixed assets shall be done for adjusling
them to replacement eost, current cost ete. Similstly depreciation on replacement cost
shall also net be permilted,

203 Costofacapital ssset shall include all tachzal costs ingurigd to prepare the atset
for use subject to the exceptions and the bases of determining costs preacribed in
paragrapha 25 o 2.21 of basie accounting policies subjact to departures made by lhe
Beard and  incorporated in this Mapual and Instructiens issued in this regard from tme to
time.,

Cormmissicning of ﬂss&w

203  All Capital expendilure shall be accounted for through capital work-in-prograss
accounts. On commissioning of the assets, expenditure ahall be fransterred to appro-
priate fixed asseis accounts. Transfer from Capital wark-in-progress accounts o fiad
azsst accounts is referred to in this chapter as “capitalisation of Assets'. The accounting
policies prescribed for capitslisation of assets are laid down in the following paragraphs :

Capitalisation when asget is first put to use /

¢i) En asset shall be capitalised when it is ‘first put to use',

Neo waiting for Finishing Touches

(i) Ciost of an assel incurred uplo the stage of commissioning of the asset should be
capitalised when it anrts being used without waiting for any finishing touches which may
net be significant in work and value. Costs of such finishing touches when complated
should be accounted for and added to 1he cost of the asset capitalised earlier,

Capitalisation Regardiess of Dispates with Contractors

{dify  Mere disputes with conlractors/suppliers regarding the fulfilment of the terms
and conditions of the contract with them shzll not be permilted to withhold or defer
capitalisation of assets concerned. Cost of the assel determined on the bhasiz of the
somiract should be capitalised by making necessary provision for liability to contractars)

}pﬁﬁars acknowledged by the Board.

Capitalisation Regardless of Non-Finalisation of Contractors” Bills ete.
{iv)  Mere non-submission of interim or final bills by suppliers or contractors shall
not he permitted 1o withhold capitalisation of assels. In cases where bills dre not
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received or are racaived but not passed, a provision should be made for an amount as
per the contract, The cost of assels concerned shall be determined accordingly and
capitalised when assats are st put o usel,

Assets which are commissionable bat not Azia ally Commissioned

() Zn assest which is installed/oonstructed and is in usable/commissionable' conditicn
But is not commissionadpyt 10 use’ shall not be capitalised until it iz actually pul 0 s,

A1l costs incurred on capital assets (including costs incurred  on mainlaining the
asests which are ready but awail the aclual commissioning) shail be charged as the ooel
of the assets.

Tachnical Certificate

(vi] Commissioning of an assatiza technical malter which involves consideration of
varinus factors such as trial, testing to ensure whether the asset iz in usable condition
elo. Capitalisation of assets shall, therefore, be done on issue of asset commissioning

cortificate from the ralevant Tachaical Autaority of the Board.
Escalation Claims

{vii) Cost escalation claims mids by suppliers and contractors should be provided
for 1o fhe cxtant 103 claims are azknawlzdged by the Soard and cost of assets inclusive
of such provision shall b2 capilalizzd wuaa a3 assal iz firat put to use.

Fural Electrification Schemes

(viiiy Cost of assets forminy Dasie infraslructura for an electrification scheme shall be
capitalised, when the infrastructure is first pual to use and lines are energised, The
suhgequenl expenditure on  granting sarvice connections shall be capitalised
42 and whon each service connection is granted. Capitalisalion of individual service
connections shall not be withheld or deferred ualill the targelted pumber of service
connections are granied,

Full Capitalisation of Commaon Facilities

fix) ~Certain assets may constitute common facililies, such s ccal handling plant al a
power station project which would provide services 10 =say 3 Units, Full cost of such
common faoilitias, assats shall b2 capitalisad when the assets are first put 1o uas.

Full Capitalisation of Underutilized Assats
{x) En asset ones put 1o use, even if undserutilized shall be capilalised for f1s full coat,
Commissioning of power station

(i) The prescribed accounting policy for capitalisation of power station assets is laid
down bhelow :

h) Allcosts and revenus dariag thz trizl stage shall be iTaated in the manmer
prascribed in paragraph 258 of Bocounting pelicies titled “Cosls and
Revanue at Trial Stage.”

100




g) At the end of the frial stage, the gemnerating plant shall be treated as l
“Commisaioned”,

Commissioning of Transmission Lines and Sub Stations

(xiff  On commissioning of a transmission line, all the assets which are pul to use ghall
ke capitalised and total cost of such asset shall be transferred irom Capital work in
progress acoounts to fixed Asset ficcounts, All expenses incurred before commissloning
af transmission lines and sub stations shall be included in the cost of the assets.

Fetirement, Scrapping, Obsolescence & Sale of Assets

284 The aceounting policies relating to retirement scrapping, ¢hsclescenceand zala
of assets are laid down in the following paragraphs.

Cost of Refivement, Scrappineg, Sale of Assets

i) All coats incurred on retirement, scrapping and sale of assets shall be charged (o
Revenue Account in the year in which the costs are incurred. Examples of such costs are :

a) Buoilding/civil works demeolition costs
I} Flant decommissioning costs

¢) Site restoration costa
d) Expenses like Legal charges and stamp duty for transfer of tileto the

purchaser.

e) Freight etc. on transfer of assels 1o any assef/scrap Disposal Authority in the
Board.

f) Expenditure on freight etc. on delivery of the sold assetsfscrap 1o the
purchaser.

Withdrawal of cost and Depraeciation

ii) Onretirement, scrapping, ohaslascence of an assel, the cost of the azsel and
accumulated depreciation on it shall be withdrawn from the fixed asset (GH-10/11) and
GH-12/13 respectively and written down value fransferred to GH-16 'Assetls not in usa’.

Loss on acrapping of Asaets

iii) In case of scrapped asset for which no scrap/salvage value is realised, the
written down value of such asseis ghall ke charged off as “Written down walue of aszeis
scrapped” in the Revenue Account for the year in which the serapped assels are found
unraalizable.

Cain or Loes on Bale of Sssats

iv) Gain or loss arising on sale of capital assets shall be treated as a revenue
itam. The gain shall, subject to Sub paragraph (v), be creditad to Revenue Account for
the year in which the asset is sold and the loss on sale of a capital asset shall be debited
to the Bevenue Account for the year in which the asset iz acld.
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Bifurcation of the rain into Revenue and Capital

v) The gain on sals of asaats shall ba ireatad as a Revenua item only to the
ewtent of iotal depraciation charged on the anld asset. Cain, if any, in excess of 1he
acenmulzted depreciation charged by the Board on the sold asset shall be treated as a
capital gain and credited o Capital Reserve (Account code 56.2).

Contributions, grants and subaidies not to be considerad

vi) For the purpose of compuiing gain or loss on sale of an asset also the

eontributions, grants and subsidies towards cost of any capital asset sold shall not be
reduced from the cost of the asset sold.

Date of Acquisition not kaown

vii}) In case of assols acrapped/desiroyed/sold for which the date of acguisition
iz not known, it shall be assumed, for the purposc of withdrawal of cost and depreciaticn,
smat the asset concernad was the oldest asset of that type in use at that accounting umnit,

Liozs of Assets

505  Loss of assets shall be reated in accordance with the policies prescribed in the
fotlowing paragraphs —

i) Iathe svant of lossfdestruction of an asset, the cost and the acoumulatad
depreciation on that asset shall be withdrawn from the fixed assets block and
provision for daprectation respactivaly.

i) Write-off loss
Dxcess of the wrillea down value of the lost/destroyed asset pver the amount
of insuranca claim granted shall ba charged to revenue in the year in which
the insurance claim iz saltlad.

Departere from *Actual Cost Basis'

295 Reference is invited to para 23.2 of this chapter wherein it is slated that the coat of
a capital asset shall include all ‘actual posts’ incurred to prepare the assets for use.
However, a departure from ‘Actual Cost' basis of accounting capital assets shall ke made
in the following cazes @

(i) Assets Received as Donation/Grant

An Asset received 23 donation saall be accounted for at its fair market value.
The fair market value shall be debited as the coast of ha agsat and credited to 'Donated
Capital Assets Account’, which snall bz inzluded under a Reserve and be treated in the
same manner as coniributions, grants and suheidies owards cost of capital assets.
Donated 333tz whish ara s19j20t to 2actyin gaaditions shall nevertheless be treated as
fixed assats bat bs disalazad by way of faot note indicating value of such assets. Assets
recaived as grant shall also b2 accounted for in the samo manner as donated assets.
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{iiy Exchange of Aesets

Where an assel is exchanged for ancther asset, the assel surrendered shall he
deemed to have been disposed of at its Fair markey wvalue. Cain or loss based on the
fair market value shall be accounied for in the normal course.  The cost of the asseal
acrmired in - exchangs shall De deemed 1o Dbe ihe fair market value of the assel
surrendered plus  any additional consideration given or minus sny additional
consideration Teceived.

fiii) Leasehold Asgsals

Leage premium payable on acguiring leaze righis for assets shall bBe trealea as
the cost of leasehold assets, Depreciztion shall be charged on such cost in the Imaner
prascribed for Depraciation on Leasehold fegets. Fericdic rentals payable on leasehold
asuata shall be charged 1o Revenue in the year in which the renlala sccrue, If the Board
acquires leasehold rights for an assel with no of pegligible lease premium, the fair
market value of the 38501 shall be determined and the ‘amount acguired to stete the aszet
at its fair market value shall be debited to the asset and credited to an account Tiahility
for Leasehold Aszets”. The f=ir market value of the leasehold assels shall be depreciated
errar the lease period. Simultanaonsiy extinguishment of a proporlicnate amount of
Jiability set up in the books shall alse be effected. By the end of the lease perigd the
lability i accdunis would have been fully extinguished and a previsien or depracialion
equal to the amount of f2ir market valua hooked as coxl would have be¢en created, On
returning the sssets 1o lessal, the provision shell ke set ¢ ff againet the émount of cost of
ithe asset =0 as io close the fwo agcounia.

(iv) The cost of developmenl ©f lésiekold asrsets shall be acccunied for under a
geparate acccunt snd rol saded lo (he ccat of leasehold assls.

B. Capitalisation of Asset

ag.d (i) All Expenditure incirzed on Capital works shall first be debited to GII-14. The
delails of capital expenditura will be maintained in Fegister cf Initial (Works) Accounts
form CE-26 and Material Estimaie and Control Register form M AT-28 for wet ks caating
Rs. 1,00,000j- and mora and below Re. 1,00.000(- respectively: A coilective record of
expenditure on the works executed by the gaccounting unit shall e maintained in
Regisier of works form CE-81-

(it} A= soon as any wolk i3 complated/commissioned ihe executing suthority should
intimate date’ of completion/commissioning of work/asset and uplo date expendilure to
the acoounting unit.

(iii} ©mn receiplof abave information accounting unit shall check the expanditure,
apcount for known liablitles and pass an accounting eniry transferring the total
axpenditure from work-in-progress acceount {GH-14) to the Fixed Assel account (GH-10.
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. Fixed Assels Records

1. Fixed Assat Card

288 () For all assets constructedfacquired by the divisionfaccounting units from
1/4/86 and classified under account code 10.1 1o 108, Fixed Assets, an asset card in form
CE-2E will be mainlained in the division/Accounling unil. Sub-division/office wise,

{1} The asset accountrecord will be kept for each capital work estimate which
covizsages arection/construction or aguisition of an asset.  Azsels of varicus types have
been specified under account code 10—Fixed asssets in the Chart of Accounta. On the
Azzet Card details of assets having different lives are to be given distinctly in the asse:
card and major ioput malerialsare to be recorded so as to facilitate their physical
verificafion, augmentation, elo,

(i} When an azzel iz frst puttouseall the expenditure sheil be transferred to apro-
priate fxed aszet account from capital wolk-in-prograss accounl.  An aszst card will be
prepared for all the works executed /acquired whose sxpenditure has heen transferrad
to account code 10-Fixad assels or account code 1l-other capital expenditore/Fixed
asaals accounts, The subsequent expendiure incurred for finishing, touches efo. shall
be accounted for and added to the cost of asset capitaliaed =arlier.

fiv) Part-l of the card shall show expendilire as par accounts classification and details
of major - inputs, 1t should also show charges on account of general estl, Head office
establishment and interest to he capitalised. Itshall be signed by the Accountant and
Xen/A.O simullaneously. Part IV of the card shall be completed from the pariicularz
given in Part-] and depreciation for one year calculated and signed by the Accountant

) In case of estimates providing general service connection, Indusitial service
connectionTubewells ele. one sssel card will be kept for connections given during the
yaar for each sub divn or a sub offica.

(vi) Paragraph 2.31 of Accounting Policies provides that cost of assets forming basic
infrastructure for electrification scheme shall be capitalised whenithe infrastructure ia
first put to use and lines are energised. The subsequent expenditure on grantng
service connections shall be capitalised as and when each service connection is granted.
Capitalisation of individual zervice connection shall not be with-held or deferred until
targetted No. of service conneclions ara granted.

(vii) Part-llofthe Assets Card shall be written whenever thers is any additionfaugmen-
talion to any existing Asset. Part III shall be used when any assetis transferred or
diaposadd of,

[
2. Fixed Assets Register (Form CE-2)
28.9 Collective record of all assets classified under accounteode 10.1 to 10.9-Fixed

Assels Ragister shall be maintained by the Accounting unit which is in possession of the
assels and 18 responsible for their maintenance. It will show original wvalue of the assets

104




o —

and their accumulated depreciation block as & whole. The register will be maintained
in the Accounts section of ihe Division/Accounting unit concarned. Entry in this register
will be made whan thers iz any addition, reduction, transfer, disposal of assets or
depreciation ig provided. The entry will be attested by the Accit. with refrence 1o
relavant documents,

b e = e _;Q_:E-:f‘r‘-" Line. of_prrs 20,10
This Torister will #1lsc ba maintsined for Misc
souipments(fecount Cote 10,501 163.55)

10.9. This register shall be kept in place of Asset cards. Separate pages will be allotted
for sach item such as chair, fables, typewriter, jeep, pickup etc, will be maintined by
the office who iz incharge of the assetsfarticles. A consolidated record in the above
form shall be maintsined in the account section of accounting unit [or all offices under
the unit.

Mote -—The account of valoe and deprecistion of the assets construcied/acquired pricr
to 1/4/85 shall continue to be mained by the CAOQ's office till it iz transferred lo
acoounting unils concerned.

I Asset Control Authorties

2911 (i} Inthe case of divisions, the Divisionzl Officer and Sub-Divisional Officer; in
the case of circles; the person nominated by the Supenintending Engineer and; in the
case of Head office the person nominated by the Secrelary of the Board will be responsi-
ble for the everall control of assels vis., safe cuslody, movement, sale, hire, scrapping
and maintenance of all assets concarnad racords.

(i) The Officer-in-charge enumerated above will be responsible that proper arrange-
ments are made throughout his jurisdiction for the custody of Board's property. He
must be careful tokeep all assets in eificient order, must protect surplus stock from
deterioration and provide suitable accommodation for valnable and combustible stores

(iif) The financial powers for purchase, sale and disposal of assels (sur plus, scrap and
aghanlete) will be as per the Delegation of powars.

{(iv) The assets such as office furniture, surveying and mathematical (including drawing)
instrumeants in use in the Sub division or with the Sub divisional officer will ordinarily e
in the charge of the sub divisiodal clerk who will mainfain and render their accounts
axzctly in the same way az sach subordinate in respect of Tools and Plant in his own
charge, Where there is & Junior Draftsman employed in the sub division, the surveying
and mathematical (including drawing) instruments willbe in his charge and he will
maintain and render their accounts.

{v) The office furniture in a divisional offiice will be in the charge of the head clerk
and surveying and mathemetical (including drawing) instruments will be in the charge
of the Head Draftsman and both of these officials will maintain and render the accounts
monthly to the Divisional office in the prescribed manner,
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CHEPTER XXX Transfer of Assets

RESFONSIELE

ACTION

TIMIMNG

enginearsfasset
cotitrol authorityf
iransferfor division

aeclion
fran=feror division

Concoerned 1.

Accounts 4,

Receive rTedquest for transfer of agsels of
altarnatively receive request for sending an assel
to tha general repair workshop for repairs.
Prepare Asset Transfer Nole in 5 copies giving
datails of

{11 The type of asaet

{2) Descriplion of asset

{3) Asset nomber

(4 Quantily of asscls transferred

(5 Requestdate

¢6) TReasons for transfer.

Cet the Asset Transfer Note (ATN) approved by the
competent autharity.

Distribute copias of the ATH's as follows :

(1) 4 copies to the accounts department

(2) Retain one copy and file in the master file.

Recaive 4 copies of the ATN. Enter the following
details in th ATN from the fixed assets regialer.

(1) Date of capitalisation

(4 Original cosl

(4 Accumulated depreciation
(4) Written down value.

Prepars a journal voucher to account for the value
and depreciation of assel iransfer rad.

Cat  the journa]l wvoucher approved by the
compelent authority and forward a copy to
e oenersl ledger section for posting in the
general ladger.

A and when

Immediately

A and whan

— 03—

—t—
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RESPONSIELE

ACTION

TIMING

Concarnaed

enginesr/stores-

tranalerse
division

BAocounts
aantion
transferas
diviston

16

11

1z

13

145

15.

18,

11

18.

Distribute copics of the ATH as follows -

13 Three copias o the marsonfofticial Accom -
I E ¥
ing tha materizla 1o the iranzferes division

(2) One copy to be ratained and filed serially.

Prepare a IUT kLill on the transferas divisions
for the written down value of azscls tranzferrad.

Send a copy of the IUT hill to the transferee
division alongwith a copy of Asset Card.

Deceive the materials alongwith the copies of
ATM, Verily correctness of the ATHN and the
materials receivad, Allot a serial number conirel
1o the ATHN.

in sage ol shoctages or damages endorse details
down in the remarks column of the ATH.

Hand a copy of the receiptad ATH to the official
agcompanying the matarials ag acoepiancs Copy.

Distribnte copy of the ATN as follows !

{1} One copy 1o the concernad accounts

section.
(2) Retain one copy and file serially.

Receive copy of the ATN {rom the concerned
enginser. Receive the IUT bill fram the concernad
trapsferor upit. Get it verified from the office
concerned,

Frapare a journal voucher 1o aceount for the fixed
assets transfer i.e, the ATH IUT ball.

Gat the journal voucher approved by the compateni
authorily and forward a copy of the jeurnal voucher
1o the general ledger saction 0T posting in the
general ledger.

In case of shoriages prepare a [UT billon the
transieror division.

Propare a journal voucher 1o account for the
shortages prepare IUT hill and get the same
approved by the competent aulhority.

Same day

Bame day/f
Maxt day

As and whan

Immediately

Game day/
Mext day

Az and when

Immediately

Immediztely

B4 and when

Immediately
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RESPCMESIELE

ACTION

TIMING

2k

21.

Send a copy of the IUT bill 1o the transferor
divisionfaccounting umnil.

Forward a copy of the journal voucher to the
general ledger gection for posting in the general
ledger.

Update the fixed assets register in the relevant
folio for assets transfer inwards.

\/ﬂ&sem transferred to other divisions/circles

In respect of the assets transferred Dbelweon
accounting units during the year, the accountiing
unit which held the assets at the beginning of the
vear, shall charge full year's depreciation on ihe
transferred assets and ne deprecialion on the aszet
shall be charged for the year by the (ransferee
location!s).

Immediately

Immediately

FORM TITLE FORM MO,
Fixed Assets Register 02
Lssat Transfer MNote o1

108




CHAPTER XXXI—Physical Verification of Assels

RESPONSIBELE

ACTION

TIMING

Buthority 1,
jnchage of Assets

Olerk Z.

{concerned
sectlon)
Accounting Unit

Eamet control 3

authority-
{Accounting Unis)

Opee in a financial year, initiate action for phyaical
inventory count of all Ared assels by speciylng
target datea to assat control authorities for counling
and certification.

Prepare in triplicate and forward a lst of eisting
aszots a5 per the fixnd as3ets reqister 1o the office
in charge. Two copies shouid be forwardsd and
one retained.

Omn completien of the physical invenory coulli,
complete the list of assets and prepars & gaparalae
list of missingfexcess 235818 giving reasons
thareaf. In respact of the assets ot logated or lost,
prepare an authorisstion reguest for write off of
agaets, of recovery fromihe employes responsible.
from the bpoks eaclosing details on -

(13 Possitle reason3 for the lous
(2) Action iaken to prevent fnture losses.

Mot : Also reler Chaptel F¥HHV—Dafalcation and
Liogsas.

The written down value of assels not found on
physical werification shall ba transferred 1o the
qocount, Amount Tacoverable from employeds)
ax-employees' . If after investigations, by ihe
pompetant auntnority it is dacided that lullfpart
~mount is not 1o ba Tecovered from the employes
concarned, written down valug of soch assels
shall b charged to the Revenue Recount, Any
excess observed on physical verification of asseta
shall ba brought into the Board's Books by valuing
pach oxcess item at one Rupee sach and passing
the Televant accounting entry.

Forward the authorisation Teguests for the wrile
offjrecavery aftar thorengh  evaluation, 10 ha
gompetent authority for approval. Indicaia, in the
relevant columns, ihe value of the asscts to be
written ofiyracovered.

s and when

rog days
heiore the
specified targst
daie
Within one
month [rom date
of start

Within 5 days
of completion
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RESFONSIBLE

ACTICN

TIMING

=2

Om receipt of the approved authorisation, pass an
accounting entry for the wrila offrecovery o

asgals,

Update the relevant [xed assels register and apset
card for the assets writien off.

Within 5 days

Mext day

FOREM TITLE FORM MO,
1. Physical verification of
Husats Satemeanl 15
o Ruthorigation requast for write
off of azaat 1T
15

Assat Disposal Regues!

a3
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CHAPTER XXXII—Procedure for Retirement,
Scrapping, Obsoclescence
and Sale of Assets

EESPONESIBLE ACTION TIMING
Concernad 1. Process an asset digposal request for sale or  As and when
Oifica scrapping/retirement/obsolescence of assets and

forward the request to the officer in charge

of aceounting unit.

Divisional Officer 2. Scrutinise the assct dispossl request. On
satizfaction of the wveracily of the fixed assets
repords authorize and forward the same to the
circle office.

Superintending 3. On receipt of assel disposal request irom a Within a week
enginesr divizsion under the circle cffice evaluata justification

for dispoeal and obtain approval of the compelent

aunthority it not within his powers to approve the

sama. If competent, and on salisfaction, sanction

the asset disposal request and relurn to  the

divizicn concerned.

Chief Engineer 4. On receipt of asset diaposal request from the circle
office evaluate justification for disposal. I
competent sanction the same or forward to the
Secretary of the Board for approval.

Secratary Board

¢n

On receipt of asset dispesal request from the
Chief Engineer, evaluate justification for disposal,
on satisfaction, sanction the same.

=]

Divisional office/ Efter ohiaining the approval, from the competent Immediately
Accounting unit authority, refer to the Fixed Asset Register/Register

of Works, to ascertain the cost in case of work-in-

progress and to know the original cost, fthe

depreciation provision and the written down

value it case of assets in uze. Pasz the relevant

decounting aniriss.

1. Inlimate to the concerned office the decision of the Immadiately
assets which are to be disposed,

111




TIMING

EESFONSIELE ACTION

8, Updaie the fixed asset regisier and assst card and Immediately
on the basis of the approved asset disposal
refuast. 2
Concerned office 9. On receipt of the intimatien from the Division Within 15 days
office, intimate the Superintending Engineer
(Disposal).
I, Om sale of the azeetz intimate to the Divisional £z and when

office the detsils of the =ale of disposal of the

acpat, iz g 88

11. On the receipt of the inlimation of sale or disposal Immedjately
ol the assal, calculate the loss er gain on the aale
or disposal of the asset bifurcaling the gain into
capital and révenue and then pass the relavant
accouniing entrias,

Sale of Aszet for which Written Down Value is

not known

Fixed Assels so0ld by the Hoard for which written
down value ig not known, shall be deemead io have
been sold without any loss or gain. The written
dewn value shall be deemed to be equal to the
sale proceeds,

Provision for loss on chaolescence

Provision shall be made for logs, if any, expectad
1 arize from the obsolescence, determined by the
Board, of any of itz capial assets whether in
servioe orf removed from service. Similar
provision shall be made for loss from obsolescence
of capital spares. The provision szhall ba utilised
to meet the loss arising on disposalfscrapping of
thoze agscts.

FORM TITLE FORM HO.
Er=et Disposal BEeguest 15
Fixed Assets Regisler g
Fagister of Works 21
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CHAPTER XXX -Hire of Assets of the Board

33.1. Agsels belenging to the Bosrd may be hired o other Government Deparlments,
Local Bodies and bonafide private individuals by the Officer in charge (as defined in
chapter EXIX) on the lollowing conditicns \—

(13 That reazcnable hire is charged in all cases,

(2) That the period of hire is fixed in advance & shall in no case exceed thres months,

{3y That in the case of private individuals, ample precautions are taken for thedue
return of the articles in good conditions.

(4) Alpan of anassat of a value excesding Bs, 10,000 shall ks reported at once to fhe
Superintending Engineer.

(5) That proper accounts are kept in the respective offices of all such lransactions, duly
supported by acknowlsdgements of borrowsers. The hire to he charged will be fixed
by the Officer In-charge and will be recovered in adwvance.

() Ordinary assetz such as Phaurahs, pick-axes, hammers, eic. should not be lenl lo a
contraciors.,

Note :—In addilion to the above hire charges, the borrowing depariment/person must
pay cartige <harges on the article both ways and be responsible for the cost of
running repairs as distinet rom special overbaul. The special repairs will be
borme by the zocounting unit to which the plant or machinary belongs.

Renting of Boards Buildings

33.2. The Board's buildings should whenever let out, he let from month to month, buta
lease may bs givenm upto one year by the Superintending Engineer or the Divisional
Officer provided the rent of the building as fixed by the competent anthority does not
exceed Ra. 400/-and Bs. 200f- 2 month, respectively. A clause in the agreement should
he added, when necessary, io enzbie the divisional officer to terminate the lease af short
notice in case the building i=s requirad by tha Board.

Hiring of Beard’s Vehicles to Board's Employees

33.3. Board's vehicles may be usaed for private purpose bor the Board’s employees as par
the terms and conditions lajd down by the Hoard from time to time.
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CHAPTER XXXIV —Hiring of Buildings and Land for Offices,
and Guest Houses eic.

341 SWhep no suitable Board's buildinge is availabla, private buildings may Be hired
{or use as offices, stores and guast Hous2s. )

247 VWhen the building is entirely used for office 4ecomimedation, the rant will be whelby
chargeable 10 Board, account while, when it iz partly used for office purposes and pattly
for regidential or ofnar purposes, she share of rent payable by Board shall be calculated
on the basis of plinth area of the building set aside salely for pifice uae,

542 The sublalting for romidantial purposa of hulidings Hired as ofices will requirs the
approval of Board, Any recovery of rent for poctions sub let will be made by the Head
ol office concerned and cradited to Accounts Code nii3 9a0-other inocome.

a4 4 Before, it is decided 1o hire a privately owned building, il is necassary 1o plotain a
non-accommodation certificate from the Divisional Officer-Civil  Works, Division, who
chould also be consulted abowt ine reasonableness of the rent proposed. Also when a
poriion is to be aub lat, the Divisional Ofizar will also assess the corréct-rent of thal
portion.

445 The approval of the compeient aathority will ba oblained as per PSEE Delegation
of Powers before a building iz hired.

4.5 ln cases were reni demanded iz notin acoordance with the assessment the Secretary,
Depaty Secretary Chiel Enginesrs, Chief Accounts Officar, Chief Aodilor may allaw
154 premium Sver above the assegsed rent. The cases axceading this lmit will Taguirs
{he concurrence of Finance.

247 The authoritiss complslant 1o sanclion rent of building and land may also excale~
rent dead for and on bahalf of the Board.

248 Leasa should not D anterad for a period of more than one year.

140 Rent of buildings whether used for offize or siors accommodation or Guest Housa
shall be charged o Accouni Code "T6.L01-Feant {including leasa rentals)’.
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CHAPTER XXXV. -Defalcations and Losses
A Action by SDO/XEN

S Az soon as thaftloss/iraud oocurs, the SDO sheuld tmmediately inform XEN, BE,
CE and SSP Vigilence and security. In case ol thedtflosses involving an amount
aypeeding Rs. 500/- Chiaf Auditor will also be informed.

952 The Field Officet foncerned mus! immediately ledge a report with (ke Police
Authorities. He should have FIR registered and obtain a copy of the FIR which will form
an important document to be attached with the repert submitted 1o the higher authorities.
& copy of map showing localion of occurance and itz distance- from the nearest village
or Town should be suppliad o Polica. For this purpose, if necess=Ly, he toay <onfact
DISP incharge of tha Areca on even SP(ESP. He may also zeek \he help of 5P Viguence
and security PSEDR.

353  Simulaneously departmental enquiry should be conducted by the Head of
Oice and depsrimental investigation report (DIR) should be submittad to the SE/CE.
It should e ensured that the DIR is comprehensive and is complele in all respecls
especially in respect of following poinis :

(i} The date of ooourance and nature of the defalcations{losaes and a brief descriplion
as 1o how it was datectad,

(i) The date on which the information regarding cocurance of fheft or lesses was
received and the name of the inferment.

(iify The extent of the loss indicating the cost and quantity of the property stolan,
= <ainb il
{iv) Loestiion of oocurance and ifs map.
(v} The actual period caverad by the defaloationsg/lossas.

fvi) The date on which the matter was investigated and the name of the smployes/
officer accompaning for the invesligation and the name of employes who were
interogated during the investigation.

(vil} The statements obiained during the Departmental Investigation from SDO, |E and
other employees—workcharged/regular, consumers of the villige, Panch/
Sarpanch or other people living nearby snd comments of the officer on thigir
stateratiis. ",

(viij} A list showing norma of SDC, JE, LM, ALM and ciher employees concorned and
the date of their appoiniment in the area.

(ix) Was there any such occurance under their charge praviously ? If 20 complate
details regarding date of ocourance particulars of Joss and the amount ol loss
involved.
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{x) The date on which the equipmeant whera the loss goearad wis installad and the
date on which material was drawn from store and the name of parson through
the same was drawn.

{xi}) The number of fimas thers has bean such ‘¥re of accurances in the aresz, Tha

remedial measures were preventive and if no, Herens.

fxijj iz any Board emploves doubtod inconneciion with the Toourance. i oso. has the
police awthority been informed about the same ¥
A list of Board employess alongwith their address who have been dismissad
from service and whosa character i= deubtful may be supplied ta the Police
Departmant confidentially and a =Py =ent 1o aulhorities concernad,

(xii{) The names of officiala, held pPersonally  responsibla technically, directlys
indirectly and wholly or partly for the negligence and irregularities committed
in the case, and the action taken or propesad to he taken against them,

(xiv) The defects in ar neqlect of rules, by which the Ioas waz rend ered possible and
the circumstances which faciitated the defalration/loss.

(xv) Copy of complaint with name of Paj ice station and FIR No. and date vide which
the cage wag Teporiad o the Polion,

{=vi) Whether the anount has been placed in the Mizc, Advances and  against
whose name(s),

{xvil) Whether the preliminary report of the Toss haz been mads 1o the Chief Auditer
In case of amount involved is more than Bs. 500/- or olher cases required to he
referred to him,

554 After submission of the above, report, the case should be purseed with the
Police Authorities vigorously and on recaipt of Polica Investigation Report {PIR), it should
be submitted to Suparintending Enginaer/Chiaf Enginesar alongwith follewing

information -

(i} Whethar tha Tase has baap judicially triad in 3 Court or not.  If tried, Copiea of
the judgement tharaof in duplicate may be furnished. If not, the Ieasona for
not doing so may be stated and copy of tha Polica Report (if any) in this regard
be farnished,

(i} The remedial mMe=asures adopted az safa Juard against such losses hereafier.

{lii} The prospects of the Tecovary of Joss if amount of Ioas is recoverable from
Board smployeals), whether the same has been recovered in ©330 or adjusted
against hisftheir =BOUTtY deposit, pay, allowances etg. or whether his/their
socurity Dﬂpusit_.‘]:nal}r,-'gratuity',‘pmnsiun.fa_llﬂwan{:cs #le. with held andjor higftheir
any othar Froperty confizoated.

B—Bction by Superintending Engineer

255 The Investigation report will be acTulinised by the SE ang signed by him before
it is submitted to the Chiel Auditor. Ha will give his recommendation/concurrence
regarding tha official fofficer Tesponsible for the loss angd from whom such Joss may ke
recoverad. Besidas ho may give his comments ¢ (i) whethar rulesfinstructions of the
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Board regarding safely and security of the Board's property have been observed by the
JE, 8DO & XEN, T nef, what departmental action should be taken against them ? (i) What
action haz been taken by the SDO & XEN o pursus the matter with the police authorities
after the registration of F.LE.

A86 The cases of theft of conductor/line material etc. from the Boards works upto

R=, 800/- may initially and finally be investigated by the 8Ea concerned and decided by
them on the merits of sach case provided no infringement of rules is involved. Buch
cases are not required to be reported to the Chief Auditor, However, monthly statement
of such losses showing details and alzo the cases involving losses upto s S00/- each
should be submitted to the Chief Ruditor. Other cases of theft, defalcalion and loss

will be examined by the Chief Engineer. h
C—Action by Chief Auditor

351 On receipt of Departmental Investigation Report (DIR) & Folice investigation

Report (PIR) through SE cencerned, the case willbe examined by the Chief Auditor in

detail with special relerence to the follow:ng :

(i) The natuira and extent of loss,

{ii} The defect or neglect of rules by which the loss was rendered possible and the
circumstances which facilitated the defalcationfloss.

{ilij The names of officials held personally responsible technically diractly or indirectly
and wholly or partly for the loss eic, &for the loss elc, & for irregularties
cornmitted,

{iv) The extent io which each official has contributed to the less due o his negligence
or non chservance of the rules, and whether necessary disciplinary aclion has
been initiated by the Superintending Engineer concerned. U such action has
not be taken, the Chief Auditor will bring tha need for this prominently 1o the
notice of 3E & CE concerned.

(v) The Chief Auditor may call for such further information, as may be required by
him,

{vi) He will give his final findings in the case, to the competent authority.

fvii) The finalisation etc. of the disciplinary action against the defaulters and also of
the loss shall be watched by the Chief Auditor and in case in his opinion the
action taken is in-adequate, he will submit a report to the Board.

[

(viii) The Chief Auditor shall putup aquarterly statement of cases of thefis, defalca-
tions and losses are in excess of Rs. S00/- to the Board.

D—Administrative Insfrictions

455 The line staff which had been found to have been involved in the case of theft but
had been acquitted by the Court in the Criminal cases pertaining to the theft may he
posted at far off places, whera there are no chances of their indulging in nefarious

activities,




450 With a view to enabling the Palice Department o carry out spaady and effective
investigations of such cases in the interasl & achieving & break-through in idenulying
apd checking the gangs indulging in this 1ype of crime, the following guidelines for the
guidances of field officars are laid down :

(i) The complaint staff in the Distribution Sub Division/Sub offices should be
instructed to pericdeally chack the exising transformers/lines and in case of
Ihett, they should immediately inform the SDO cocerned.

(iiy The SDOs should stream-line and sharpen their information channel in such a
manaer that every theft in their jurisdiction, 1s raported to them quickly after
acUrralos.

{iiiy Tha SDOs musl raport such ihefts either parsonally or through their resposible
reprasantative. o ha Police Station concernsi, immediately after its Qoo Ancs,
lodge FIR and inform the Eupt’}r'.fiﬂﬂrjr_l'f:unlr{:iﬁﬂg Officers, District Police Chisal
5. Supdt. of Police (V & 3, PSEB as well.

(ivy Incase of any difficulty in getting the case registerad, the 5.00.0. should contract
the DSP incharge of he area or Bven SPf3SP, i nead he and also SSP V&S F2EE.

(v) The D0s/XENs and sven fhe Line Supdt. may centact the public and the village
panchayate so as 10 create an atmosphere of involvement by the villagers 12 the
rural areas Wwhose supply is unNecessaTy interrupted because of smch freqoeeant
thails

(vi) The wENs must ensurs that proper watoh and ward alTangements are made for
the =afsty of Board's property. Whenever a theft isreported fo the Police,
constant follew up action at the lawvel of SP/SSP is taken for successful and quick
investigation therect.

(viiy The XEN/SDOs3 chould maintain lizison with the Police department to co-ordinate
thair eforts for to facilitate effectire ipwestigations.

{viii) The XENs should provide the district Supds, of Police with the lista of dismissed/
ex-employees of the shady character who worked in the Board during last five
years and also the names of the employee of doubtiul integrity, if any suspacted

By thew, eonfidontially.

{ix) The XENs may send quarterly reports of follow up action taken by them, along-
willy the liats of fresh cases io iheir respective SEs|CEs, with a copy 0 the 25P
(V & 5), as well, and

(x) The progress of investigation by tha local Police may ke distusaed periodeally
by the SEsDistribution in the monthly meetings with the Depuly Commissioners
which ate invariably attended by the SPs/S5Ps.

3810 CEs and SEs may_write off the actual 1288 material upic the extent of Powels
delagated to them provided that the FIR was lodged with Police and Police Investigalion
Feport is not racpived from the Police Departiment deapite vigorous efforts made by

spOyXENs. and provided furthar that @

(i} the theftis more than 3 wears oid.
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{ii) the departmentzl investigation report reveals that no beard's employee 1=

direqtly or indirectly invelved or iz responsible and

(iiiy the loss does not dizclosing a defect in system/rules the amendment of which

required the order of higher authorities.
the sanctict: of the next higher authority is obtained in each case.
ga relates to an audiyCPU Fara,

t to Chisf Auditor and Sacretary Board.

{iv]
(vi Mo write off wil]l be sancticned if the ca
& report of all such cases should be =en

soroement of Tesponsibitity for losses sustained

3511 General principles to regulate &n
given in Annexure ic this

by the Board through fraud or negligence of individuals are
Chapter,
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ANNEXURE TO CHAPTER XXXV

Memorandum of General Principles to Regulate Enforcement of
Responsibility for Losses Sustained by Board through Fraud or
Negligence of Individnals.

Means should be devised to ensure that every Boardjemployee realises fully
and clearly that he will be held personally respensible for any loss sustained by the Board
through fraud or negligénce on his part, and that he will also be held personaily
responsible for any loss arising board employes to the extent to which it may be shown
that he coniributed te the loss by his own action or negligence. In almost all cases
frauds are rendared possibla for want of supervision and negligence of rules laid down
for the security and safety of Board's money. Two forms of nagligence are specially
noteworihy —

(i} The amountin a bill is not written in words) the amount in tha bill or chegque is
written caralesaly making alteration possible without detection: or a space is
laft randaering the inserlion of digits or words an easy matter.

(ify CTopies of ageountls and bills submitied to the disbursing officér are not carefully
comparad with the office copiea. To guard against money is drawn against a bill
from the Bank that the total ameount of the kill in words iz carefuolly entered
by the clerk who draws il up and the copies of accounts and  bill submitted to
the disbursing office are carefully compared with the cffice copies by the
drawing offica.

1 The cardinal principle governing the assessment of responsibility in. such cases
is that every Board employee should exert the same vigilence in respect of public
expenditure and public funds generally as a person of ordinary prodence would
axercise in respect of expenditore and the custody of his own money. While, therefore,
Board is prepared to condone Board employess honest errors of judgement involving
financial logs, provided he can show thathe had done his begt upto the limits of his
ability and experience, tha Board will not hesitate to punish the employees who are
dishonest, careless or negligent in the duties entrusted to them.

2. It iz of the greatest importanca to aveoid delay in the investigation of any logs due
to fraud, negligence, financial irregularity etc. If the irregularities are detected by the
Aeocunts/Auwdit Offices, it willbe the duty of Chief Avcounts Officer/Chisf Auditer to
report immediately to the administrative authority concerned and the Beard. If the
Irregularity iz detected by the administrative authority in the first instance 2 copy of
report will be sent to the Chief Auditor/CAOD. Should the administrative Oficer
require, the assistance of the Accounts and Audit Offices persuing the investigation may
ba sought.

3 In any case in which it appears that recourse to judicial proceedings is likely to
Le involved, competent legal advice should be taken as soon as the possibility emerges.
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In the case of losses involving a reasonable suspicion of fraud or other criminal offence
a prosecution should be attempted unless the legal advisers consider that the aevidence
available iz not such as will secure a conviction. ,The reasons for not attempting 2
prosecution sheuld be placed on record in all such cases.

4, In cases where loss is dus to delingquencies of subordinate officials and where it
appears that thiz has been facilitated by laxity of supervision on the part of a superior
officer, the later should also be called strictly to account and his personal liability in the
matter carefully assesaed.

5, (i) The question of enforcing pecuniary liability should always be considered as
well as the guaestion of other forms or disciplinary acticn. In deciding the degrae of the
Ecard employess pecuniary liability it will be necessary to look mnot only to the
sircumatances, since it should be recognised that the penaity should notbe such asto
impair the Board employes’s future efficiency.

(i) In particular, if the loss has ocourred through fraud, every endeavour should be
made to recover the whole amount lost from the guilty person(s) and if laxity of
supervision has facilitated the fraud, the supervising Board employee at fault may
properly be penalised either directly by requiring him to make good in money =
sufficient proportion of the loss, or indirectly by reduction or stoppage of hig increrments
of pay.

(iiiy It should always be considered whether the value of Board properly or
equipment lost, damaged, or destroyed by the carelessness of individuals entrusted with
their care should not be recovered in Mllupto the lmit of the Board employees
capacity to pay.

& One reason why it isimportant 1o aveid delay (vide puragraph E;ﬁndu:;ading}
iz that in the course of a prolonged investigation the concerned Board employees may
cqualify for pension, and it held that under the rulesas they now stand a pension once
sanelioned can't be reduced or withheld for misconduct committed prior 1o retirement.
It is, therafore, imperative that as a primary precaution, steps should be taken to ensure
that a Board employee concerned in any loss of frregularity which is the subjact of an
enquiry, iz not inadvertently allowed to retire on pension whila the andguiry is in
progress and accordingly, when Board employes is concerned with any irregularity or
lomz, the authority investigating the case should immedialely inform the Chief Accounts
Officer, Pension Audit Section and the austhorily competent to sanciion pension as well
as Secratary Pension Section. It will be the duty of these authorities to make a note of
the information and fo see that pension isnot sanctioned before either a conclusion is
arrived at as regards the Board employees culpability, or it has been decided by the
Board that the result of the investigation need not be awaited.

T. The fact that Board employees who were guilty of frands or irregularties have
been demobilised or have retired and have thus escaped punishment, should not be
made a justification for abselving those who are also guilty but who still remain in service.

B. The Finance Section should be consulted in all cases of serious financial
irreqularity before orders are issued in the matier of disciplinary action against those
who are responsible for the loas sustained by the Board.
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CHAPTER XXXVI—Drawings and Completion Plans

36.1 Record drawings, showing the work as actually consiructed, should be completed
as soon as possible by the officer nimmediate charge of every new work or alteralion
of an existing work for approval and record by the Divisional officer.

{iiy Completion plans, consisting of copies of the record plans of the more important
works and alterations, sheuld, if required to elucidate the Report or if otherwise s0
directed by the Superintending Engineer be prepared in the Divisional Cffice to
agcompany the Completien Report.

Nole (13 Record drawings of important municipal works constructed by the Board
should be supplied to the munijcipality congerned.

(2} Record drawings of buildings should consist of a site plan, ground plan,
elevation and one or WWo sections as may be necessary to illustrate the work
preferably on one sheet. Details of doors, windows, etc. are not required.

(i) All record plans must be kept up to date, and it will be the duty of the Divisicmal
Officer to forward completion plans of all additions and alterations to the Superintending
Enginesr for correction of the Circle office copies. Similarly the Superintending
Engineer is respensible that such plans are forwarded to the Chief Engineer’s office for
correction of the record plans there maintained.

{iv¥) Where a number of bridges or cther mascnry works have been made of the
same type it will not be necessary to forward copies of the recorda plena of each ons
of them, It will be sufficient to notify in the letter forwarding the complelion report
that the werk is of the same type as that submitted with a previous letler, the number and
date of which should be given.

(v} Superiniending Engineers and the Chief Engineer, during their inspection should
gee that the record plans are maintained and are corrected up to date.

35,2  Arecord plan should be a correct representation of the work as actually built.
Thus, in the case of well foundations, it should show in plan exact positicn of all the
wells, and, in sectional elevation in the directions at right angles to each other, the exact
depth to which they have been sunk, This will exhibit all changes in position of wells,
znd deviations frem the wertical which have sccwrred in the course of sinkng and
have remained unrectiied. The wells should bear on the record plan the same
numbers az they have borne during construction, and a statement should appear on the
drawing showing the reduced level of the curve of each well after completion of sinking.
The position and dimensions of any piles or planks driven 1o close the spaces batwecn
wells should ke clearly shown, as should also be the conerete or other materials used
to fill the wells or the spaces between them. A detail of corbelling or arching employed
to connect wells should be drawn separately on a scale large enocugh to show the details.
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(i) In the case of concrete foundations, the outside edges should be correctly
plotted and, where piling or stakes are used to surround or partiion off the foundation
arsa, their position should be shown. Changes in foundation lavel should be correctly
shown in sectional elevation and the reduced levels of the base and top of the concreats
should be given. In case of any other material being used beneath the concrete its

nature and dimensions must be clearly shown.

(iii) Reducad levels of all imporiant points of the works, aa found aftar its completion,
should be entered on the drawings.

(iv) Geological sactions should be given inthe case of works in which the founda-
tion level is more than six faet below the natural surface,

(v) Separate drawings should be made to show the dstails of iron wark and wood
work and of any offer important siructaral details.
254  Ordinarily. on the completion of a work, the record drawings should be comple-
tad by the officer in immediate charge, and, afler being signed and dated by him
under an eniry “as executed' they should be sent to the Divisional Officer who, if
satisfied as to their correctness, should countersign them and dale them and have lhe
necsssary coples made for submission with the Completion Eeport wherae nacessary.

(3) In order that ne dificuliies should arise in consequence of the wansier ofan
officer-in-charge of & work, on all large works a progreds plan should be maintained
and kept throughly up to date om which all departures from the sanctioned design
should be cshown, For small works the outgeing officar should record on the working
drawing the level to which the work was built under his charge, giving notes of any
devitalions from the sanctioned plan.

(ilij Completion plans should be preparad and attesled a3 soon as possible after the
completion of a work.

(v] Aregister of complation plans reczived, should be maintzined in the jDivisional
drawing office.

(v) An aonual staterment should be submitted on 10th July, by Divisional Officer to
Superintending Enginesr giving details of estimates which have been closed during the
vear but for which completion plans have not been received within 3 months after the
date of closing the estimate.

354  Every plan and drawing, of whatever kind, must be properly authenticated by
the dated sighature of the Offcer by whom, or under whose orders it is prepared.

{ii) In all completion plans, hesides the cerfificate of completion according to
drawing, the names of the Executive Officers by whom the work was designed and by
whom it waz executad, should alse be given.

(iii} The name or signature of every officer and the date of the signature, which iz on
a plan or drawing of any kind, should be shown on all copies of such plan or drawing.
365 A Divisional Officer must keep on record in his office the plans executed by the
Division plans for all works.
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CHAPTER XXXVII—M easurement Books, their record, Custody
and Checking

A—Genaral

7.1 Measurement books will be got printed by the secrefary of the Board and
supplied to the various offices of the Board on their written requiremant and against

proper acknowladgement.
B—Record and custody of Measuremaent Books

31.2 (i) The head clerk of a divisional office or an authorised official or other aocounting
unit will, immediately on receipt of a new Messurement Book, examine and see that
each page i= correclly numbered recording hiz check on the insids of the cover.
Thereafter it will be marked with a bold hand printed consecutive number on its outer
cover and when issued from the divisional office with the yvear of ils issue. The person
to whom the book iz eventually issued will similarly check the numbering of its pages
and record his check on the inside of the cover.

(2L} All the measurement books belonging to a division should be numberad sarially
and a register should be maintained in Form CE-35 in the divisicnal office showing the
serial number of each bock, the name of aub-divizion to which issued, the date of issue
and the date of its return, so that itz eventual return to the divisional office may be
watched,

(iii) A similar register should also be maintained in Form CE-38 in the subdivisional
office showing the name of the subdivizsional office and secticnal officer to whom
measurement books are issued. Books no longer in use should be withdrawn promptly

even though not completely written up.

{iv) All measurement books received in divisional office for issue as well as il
completed Measurement Books received back or retained in the office for record will
B in the charge of the Head Clerk and should be kept under lock and key, the key ol
which should remain in the personal custody of the Head Clerk, who will also be respo-
nzible for the correct up keep of the Register of Measurement Books, - o

(¥) Measurement Book should be transmitted from one office to the other in one of
the following ways :(—
{a) They should be handed over personally whenever this can be conveniently done.

(=] They should be zent by registered post.

(c) When it i= not possible to transmit by either of the above two methods, a special
raliable messenger should be employed.
An acknowledgement should be obtained in all cazes.
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C—Persons authorised to make entries in the Measurement Bocks

312  The following members of the non-gazetted establishement in the Board are

aunthorised to make entries in the Measurement Bocks :—-

(A Junjor Englneers/Sectional Officer.

(=] Bulb Station Operators.

[c) Permanent Way Inspectors.

(i Meter Inspectors,

(e Head Mistries.

i ) Foraman

(@) Powear house Superintendents.

ik} Any other perzon authorised by the Board,

D—_Mud& of rocording measurameonts

374  The Measurement Book is a most important record being the basis of all accounts
of quantities, whether a work done by daily labour or by the piece, or by contract or
of materials received which have to be counted or measured. The description of the
work musi ba lugid, so asto admit of easy idenlification and check and should contain
such -a complete and reliable record of facts as tobe cooclusive evidence in a court

of lawr.
(i1} For large works a separate Measurement Book may be set apart,

(Tit) Each =al of measurements should commence with entries stating :—

In-the caze of bills for works done,

{a) Full name of work as given in estimate,

() Situation of work, exact locality ;

3] Name of confracior ;

(d) Number and date of his agreement of work order,;
{2) Date of written order to commence work: ;

i fy Data of aclnal completion of work ; and

(@ Data of Measurement.

In the case of billa for supply of materiala - —
{A) Mame of suppliers ;
{B) Mumber and date of his agreetnent or order,
i) Purpose of supply. Name of work as given in estimate.
(L Date of written ordar to commence supplies ;
(E) Date of actnal complation of supplies ; and
(F) Date of Measurement.

and should end with the dated signatures of the person making the measurements.
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A suitable abstract should then be prepared which should collect, in he case of
measurements for work done, the totsl guantities of each distinct item of work relating 1o
each sanclioned sub-head.

Note :—In regard to item (i) (&) and (d) above the date of the writlen crder to ¢cominenca
work should only be givenifa work order has been isgued or a contract
agresment has heen executed.  Whera no such order is issued 1o commence
work or supplies, the word ‘nil* may be noted.

{iv) The pages of the book should be machine-numbered and no page should, on
any sccount be torn out of & hook, nor showld 2ny entry be eraged or disfigured so as
to be illegible,  if a misiake be made, it should be corrected by cancelling the incorrect
words or fgures with 2 singla slroke of the pen or pencil and by wriling the ‘correct
words or figures separately | and the correcticns thus made should be initialled and
dated by the responsible officer.  All signatures and initials made in fhe measurement
hook should be dated,

() All measurements must be neatly recorded in the authorisad form of Measure-
ment Book, and inno other. The entries should be made, if posaible, in ink but wheo
shis iz not possible and eniries have to be made in penddl, the pencil entriss should not
be jnked over but Jaft untouched. The eniries in the "Conients or Area” column
should, hewever, be made in ink in the first ingtancs and oot inked oret.

i) Aa all payments lor work or supplies are based on the guantities recordad in
the Measurement Beok, it is incumbent upon the person taking the measurements (o
cocord the quantities clearly and accurately. 1If the measurements are taken in
connection with ruaning contract account on which work has been previously measured,
he is further responsible (1) that reference to the lagt aet of measurements is recorded,
and {2) that if the entire job or confract has heen completed, the date of completon
should be duly noted in the prescribed place, 1If the measurements laken are the fizst
sot of Measuremenis o @ Tunning account or the firs: and final measurement, this fact
should be suitably noted against the entries concarned and in the latter casze, the actual
date of completion neted in the prescribed placa.

(viiy  Entries should be choorded  continuously in the Measurement Book and no
Llank pages should be left. Any pages left blank inadvertently must be cancelled by
diagonal lines, the canceliation baing aliesled and dated.

{viiij ~The Measurement Boox being primarily the initial record made on the spot by
personal messurement By a responsible Executive Olficer or gubordinate of quantities
or work done or materials received and only secondarily and incidently a record of
axpenditure incurred on the basia of guanptities itia obvioua that in a case where the
seTvine 1o be paid for is not susceplible of Measurement, such as cotroi duty, municipal
laxes, electric chargea and railway [reight, ats. or where it is not possible to datermine
the quantity of work done, entries meed not be made in Measurement Books,
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{ix) Further petty purchases up to Rs. 10)- in each case made from the local bazar,
far which payments have to be made immediately. Similarly payments for washing
clothes belong to & rest house or dispensary havelo be made immediately. In such
onses iLis not possible to observe lhe usnal formality of recording measurements in
Measprement Book and their scrutiny and approval by the Subdivisional Officer befora
making payments, and consequently no ooy in Measurement Book need be made.
Any supplies of which quantity accounts have to be kept under the rule, sheould,
however, be recorded in the Measurement Book irrespective of the amount invalved.

(x) Datailed measurements may be dispensed with in cases in Which payments on
apoount of work actually executed are made on the ceriificats of a responaible officer
nol below the rank of Subdivisional Officer to the effect that not less than the quantity
af the work paid for has actually besn done, and the officer granting such a certificate
will be held personally responsible for any over payment which may occur onibe
work in conseguence. Final payment may, howevear, in no case be made without detailed

measuremnants. -

{xi) Similarly the deailed measuremenis may ke dispensed with in connection with
the works done on lump sum contracts, ifa responsinle officer (nol below the rank of
anhdivizional Officer) certifies in the bill that by a superficial and general measurement
or in some other suilable method, which should be specified, he has satisfied himsalf
that the walue of work done is nol less than a specified ameount in conformity wilh the
contract agreement, and that with the exceplion of authorised additions and alterations
e work has been done accerding to the prescribed specifcations. Detailed measura-
menla must invariably be taken in respect of additions and alleraiicns.

{xii) When any measuremsenis or saries of measuremenia are canepellad, the cancella-
fion must ba supportad by dated initials of the oMmcer ordering the cancellation, or by a
refarence to his order, initialled by the officer who made the measurements,. In either
case the reason for cancellation should Do recorded.

(xiiiy  The index provided at the commencament of eash ook should be carefully
kept up 1o date and the nner fitls page in the Measurement Bock showing the number
of (he ook, name of officar ete, must invariably be filled in, as well as the entries on
the outside lable.

(xiv) The subdivisional clask ordered by the disbursing officer ia responsible for the
arithmetizal check of all calonlations entered in & Measuremenl Book, and must initial
(with date) each account in the book in token of having so checked it. Assistant
sbdivisional clerks are acthorized to check Measurement Books and prepare bill of
contractors provided that in the following casses Measurement Books should be checked
and bills prepared by the subdivisional clerk personally (—

i Final Billz of a]l running accounts,

(i) First and [inal bills for amounts exceeding Rs. 500/-
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(xv) The officar making the meagurements must calpulate the “Contents or Area” of
each measuramenl and anter it in ink, and abeiract the rasull himaell. The Messurement
Epok should then be submiited to the paving officer for his orders. If he is satisfied that
a bill should be prepared and that the name of the estimate has been correctly enierad,
he will check the rales, if entered, or fill in the correct ratesand before handing the
Measuremant Book 1o his clerk should write below on each account an order 1o his clerk
to check and prepare the bili for the same. The Subdivisional Gfficers should invariably
date their orders 1o the clerks 1o check and bill the measuremenis Ien1er-ad in a

Measnrament Bool.

{xvi)  When an officer or subordinate is required to submit his Measurement Book
with his acoounis tothe Divisional or Subdivisional Officer, he should be supplied, i
necessary, with a second book for alternate use.

(xvii) From the Measurement Bock all quartitiss should be clearly fraceable into the
decuments on which paymentz are made., When a bill iz prepared for the work or
supplies measured, or the invoice of materials received from other Divisions or Depart-
ments iz verifiad and signed by the Subdivisional Cfficer, every page contajning the
detailed measuraments must ba invariably scorad oul by a disgops]l red ok line, and
when the payment is made (by chague cash, ele, or book transfer) an endorsement be
made in rad ink onh the abstract of the measurements quoting the number and date of the
voucher of pavmen! or of the Advice of Transfer Dekit. The endorsement should be

initizllad and dated.

(xwviii) The disbursing officers should not sign in Mll, or permit any coniractoer to do so
on duplicate copies of bills, even though duly headed *Duplicste’ or 'Office Copy.”

{xiz) Iiis inadvizable to record short measurements with the object of relaining a
portion of the value of the work done by a contractor as security. It is preferable 1o work
complete measurements of work done and to make formal such deductions from the
confraciors bill as may be necassary.

(zx)  The voucher for payment must invariably bear a referenceto the number and
page of the Measurement! Bock in which the measuremenis are recorded, also the
numbeér and dale of work order for the supply.

(xxi) When submitting a bill for signature, the Sub divisional clerk will draw in red
ink one diagenal line actoss each page of the: messurement ook on which are reqorded
the detailed measurements in token of hiz baving made lha required arithmetical check
and having comparaed the ol with the connected abstract.

(xxil) At the time of signing the bill, the “Officer preparing the bill" will scrutinise
the measuremsani bock and make sure that the subdivisional clerk hazs drawn the red
ink lines mentioned apove and has appended hiz dated initialz intoken of having
exercised the cent per cent arithmetical check. He will then draw in ink one diagonal
line across each page of the measurement book on which is recorded the connected
abstracts of measurements.
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(xxiiiy At the lime of paying the bill the ~Disbursing Officer™ will draw in red ink &
second diagonal line across the same absiract pages, and on the Jast page will make and
initial an endorsement in red ink giving the Voucher Mo, and date.

Inisials of Disbursing Officer.......-oceie

{(xxi¥v) When recsiving back the measurement book and bill the subdivisional clerk
will sorutinise the abstract for any omission from this procedure.

(xxv) Mo Measurement Book shall change hands i.e. from one subordinate to another
arloa clerk or in office and vice-versa without an endorsement beipg made afler the
last measurement handed and signed and dated by beth parlies. The endorsement
will give the name of persanwho hands over and that of the person who recejves the
Measurement Book. i

(xxvi) Oun the occasions of transfers it will be the special duty of the Subdivisional
Officars to see that {1} measurement books with the ralieved officer at the fime are
recorded in the transier papers by the number they bear and are (2) acknowledged by the
Relieving Officer and that (3} necessary corrections are made in the name of the officer om
the fly leaf of the Measurement Book and (4) the register of Measurement Books as well.

(%xvii) Incase a Measurement Book is lost, an immediale Teport should be made of the
facts of the case and this report must be promptly forwarded to the Board together
with the explanatisn of all parties concerned or Tesponsible for the loss.

E—Check Measurements payments for work

318 Az messuremsnts form the basis of all payments, a Subdivisional Officer must
check measure personally, so far as possible, before paymenlis made, not less than
the follwoing percentages of measurements made by his subordinates unless under
special circumstancesz he is exempted from doing =0 by the - Board in which
case there should be definite instruclions as to the amount of checking which
should be done :—

{1 In the case of works costing Rs. 200j- 1o Ks. 800/- the Subdivisional Officer should
check measure or Measure not less than 25 percent of the number and &5 percent
of the cost of all such works.

{ii) In the caze of works coating more than Ks. 5000/- the Subdivisional Officer should
check measure or measure 35 percent of the cost of all such worka.

{iid) In the case of works done dapartmentally the Sub-divisional Officer should first
check 25 per cent of messurements in respect of works costing more than
Bs. 2000/- and 50 per cent of measuremenis in respect of works cosling more
than Rs. 5,000/-. This, however, does not apply to elecirical works constructed
departmentally or under piece-work/coniract at lebour rates which are governed
by instructicns contained in Chapler XVI.
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(iv) Main measuremenis on 4]l concentrated works shall be recorded by the Sub
Diwvisional Officer himsell.

Mote : In assessing the cost of the work the value of stock issued should e exclaoded.

33.5 When a check measurement is made by a Divizional or Sub-divisional Officer, the
fact should be noted under his dated imilialg in Measurement book thus \—

v(check measurament made DY me O ... vide
Measurement Book Mo ...ccovvnae o[- 1= [ PSSR

) ‘The Divisional Officer shall sheck measure at least 2 per cent of the cost of all
the measurements recorded in sach Sub Division Fifly per cent of tha check
maasurements by the Divisional Dfficer chall cover the Measurements recorded
by the Sub Divisional Officer, In exceptional casss the perceniage of checl
measurement by the Divisional Oficar shall be reducad to one percent at the
discration of the Thial Engineer.

ol L]

ments made by the Subdivisional C-zer should be epterad in A separate measurement
hook which should be labelled «Chack Maasurement book™ and atthe end of each
messurament the Subdivisional Officer should razord the lollowing Information i(—

2l i) With a view lo safequard against the risk of double payment, check measure-

(a) The number and the name of tha astimala.

{by The date of final paymenl.

{c} Mumber and page of subardinata’s Measurament Book.

¢d) The guantity measured by tha spbordinate with date.

(e} Proportion of the work chackaed by the sub-divisional Officer,

(f) Difersnce in quaniities and reascens for such differcnoe, if 0¥,

(g) No paymenis are to be mads on entries ina “Check Measurement Book™.

B The part selectad for chacking should bz measured by the Subdivisional Qfficer
in hiz own Check Measuremant Bogk without refersnca 1o the original measurementa and
lhe totals compared. Cross reference should invariably be given. When a Subdivisional
Oficer's check reveals difference not excesding 4 per centin the case of original work
and 5 per cent in tha case of repairs, the subordinate’'s entrizs for the portion  checkad
should only be rectifiad agsording to the check messurements, But whan the differences
axcaed this limit the whola work should be remeasured by the Subdivisional Qfficer
himself and payment made thereon, the cass baing reported to higher authority for action
agrinst the Subordinate.

F—Check and serutiny of Measurement Books

=

338  Once every half year, i.e., during May and November and bafore ransfer, the
Subdivisional Officar should make a complete check of every current measurement
Baok in the subdivision and have them complated in all respects, as far as possible, up to
date. He should certify o this effect below the last entry in sach Book, noling also any
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items which still remain to be completed. At the next inapection the Subdivisional
Officer will not have to go through the same pages of the books again except 15 see thal
the incompleted parts have or have not since heen completed.

(it} During the inspection of 2 subdivision by the Executive Engineer, the Mvisional
Accounant should similarly check a percentage of the Measuremen! Beoks and record
the following ceriificate.

sChacked and found correct and completa except for certain flems detailedin
the Audit Mote sent to the Subdivisional, Officer.................8ubdivision with the
Executive Engineer's Inspection Note No..w .o Dated.. o 18000007

This will enalyle @ach inspection to be started from the point reached the
previous year-

(iii) All measurament books in use must be sent once in a year to the Divisional
Officer on such dates as the Divisional Officer may fix, most suitably April and May for
the persanal scrutiny of the Divisional Officer and shovld be returned 1o the subdivisions
concerned within fifteen days.

tiv) When these books reach the divisional office the Head Clerk should first of all
compare them with kia register of Measurement Books and report, if any missing. The
Head Clerk will at the same time make any necessary corrections in his register and
bring to notice any evident inaccuracies in the name of officer on the fiy-leaf of the
Measurament Book, He will then hand them over as quickly as poasible to the Divisional

Brocountant.

v} The DHvigional Accountant will then check the books to see whather insiructions
in paragraph “7.2 to 37.4 and 37.9 of this Chapter have been complied with. He will
himself check not less than 10 per cent of the valus of tolal measurements recorded in
each hook since the last review. Such checks should cover complete setz of
measurinents, payments based on the entries reviewed should be tracad into the
varigpus accounts documents and verified. Similarly supplies or issues of materials
should be traced inls the various accounts and verified.

(i The Divisional Officar will then take steps to cobviate In fulure-any neglect of
the above instructions which may have come 1o light, and will at the same Ume relain
for record in his office any books which he considers o be full up, or nearly ao, or
which he deems to have hean iouse long enough, The blank pages, if any, should he
cancelled by the Divisional Officer under hiz dated initials before such Measuremens
Books are fled. Suach books, whan once filed for record in the divisional office, must not
ba allowed to pass out of the office again for reference; except under the sirictest
precaulions to guard against their loss. And on 80 passing oul of the divisional office
they must not be allowed to pass into the paraonal custedy of any body of a rank lower
than a Subdivisional Officer.
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(viij ~ The Supariniending Engineer is raquired 1o make it his special duty during his
wours 1o see that measurement books are carefully wept and measurement properly
record and that they are complate records of the actaal measurementa of each kind of
worl done for whizh cartificates have bsen granted. He should also see that any orders
i the Board régarding check measuraments are duly oheerved.

3 —Final Becord of Measurement Books

:‘:EB,LU Measurement Books should not be in use for longer than [ive years and tha
Divisional Officer should call for return and recerd, Measurement books which have
been in use for this period whether Glled or not. The blank pages of measurhment Books
returned for record should be cincslled and attested.

(it} Al] completad measurement bogks will ba refained in the divisional office for
a pariod of 15 years afier tha date aof last eniry. the measurement books being tiad in
bundles, By vears, a slip baing placed at the top of each bundle and the year to which
they relate, the year being lh2 year of issus as recorded in the Register. Tha return
af any completed backs that may bs izzuad for rafarence should be carefully arranged.

{iit) On each completed measuremant book a certificate and record order as given
below, should be recordad at the end and signed by the Accountant i—

wCertified that fhis book No.......ccw.-...naa been checked and it is found thar,
fa) Mo page ia torn out and missing and blank pages have not been left uncancellad,
(b) Corrections are properly mads and initialled by a responsible person.

{¢) Qriginal pencil eniries ara not inkad over, and columns "Contents'” or nArea
have bean antered in ink.

(d) The number and dats of sach voucher in which the quantities are entered for
payment are noted.

(e} The entries are crossed off.

(Iy Inthe case of cincelled m2isuremants tha reason for cancallation is signed by
the person whe mads the maasuramant and the Subdivisional Officer.

{g) Th= inde:x iz complale,

(h) Each set of measaramsnts is sigazd Dy @ Oficar by whom they are acteally
made,

{i} Each set of massuremants Daars, in addition to the signatare of the officer or the
subordinate who made the measarements, ths initials of the clerk who checked
the caloulations and the initials of the Subdivisional Officer Wwho passad the
measurements or paid the Bill".

Dated Divigional Accountant.
Fecord
Datad Divisional Officer.
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H-Maintenance of Standard Measurement Books

3';'-'.11 Standard Measurement Books will invariably be waiilerr legibly in ink only and
maintained by the officers of the Eleciricity Board for the purpose specified in
paragraph 25,12 (i) below.

I—Maintenance of Standard Measurement Books

38,18  Thiz measurement book of buildings iz intended for defailed measurements

of each kind of worle which s wsually subject to repewal. This messurement book
facilitatea the preparation of annual estimates for petiodical repairs of buildings.

(i) Allthe standard Measuroment books mainlained in s Divigien will be numbered
in an alphabelical zeriaa 50 ae 1o be readily disticguishakle from  ordipary Measucenvent
Books and a register of them maintained in the divieicral Cifice in Porm CE-38. A similar
register ahould be maintained in each sub division showing the books helonging to it and
the register kept under lock and key in the custedy of the Divisicnal Head Clerk or the
suky divisional clerk concerned. '

(11i) In view of the fact that these books will form the basiz of both the annual repair
estimates and contraciors bill for work done, they should be written up edther by the sub
divisional officer himself or one of his suvkoidinates wrder hisorder, Each set of
mesuremerts taken by the lalter class of officials should, however, be fully checked by
the Sub divisional oificer concerned, after which it should be examined by the divisional
Olfficer and declered in writing in the book itzelf a= fnally approved by him for one or
baoth of the purposes specified above.

riv) Therealler {he slindard Messuremend hooks will e brought up to date under
the supervision of the Sub Divisional officer with reférence to any additions or allerations
which may be carried out 1o the building or werk corcerned, within cne month of the
closing of the  accounts of the estimate therefer, All such corrections will ba duly
atested by the Subdivisional Cfficer.

() Tha Divisional Cfficer will aleo he expecled lo exercise a check over the
complelion of Standard Measurement Booke from  time to time, by personally examining
each book atleasfjonce a year. To this end the programme of work should ordinarily ba
as {ollows .

a) Assoon, after the close of the officizl vesr, &= porsible, the Subdivizsional Officer
conceriied will arrapge, for a personsl eximipation of 1these books with & view 1o
satisfying himaelf that they have been brought up to date with reference to
the additions, alterafiona or special repairs carried opt in the bwlding or work
during the preceding wvear and submit them vol later than the 151h Jupe for the
mapection of ihe Thvisional Oficer,

b) On receipt in the divisional office, the bocks will he compared with the regisler
of Btandard Measuremen! Books in orider lo ensure thal all books heave been
submitted for inspection. They will then ke subject to such scrutiny as the
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Divisional officer may direct, A comparison of these books with the accounts of
pxpeanditure and the record of connectad measuremants relaling 1o estimates for
additions, alterations or special repairs o, buildings and works in Division
should, howevar, form a feature of the check to be apphad.

Mole « & reccrd of the results of the scrutiny above referred io should invariably
be retained and producad, if required, for the Superintending Engineer's
CACHCA s Inspections.

o} Finally a reporl should be made to the Chial Englneer.-‘%upaﬂnmnd.ing Enginear
+n as to reach him not later than the 31st of July of each year o the affact i—

i) That all the Standard Measuremanl Books of the Division have Deen
ingpected by the Divisional Cfficar.

ji] That the entriss mads therein have not been tampered with;

iii) That all corrections due to additions or alterations to the building or work
concaraed have been carried out, and

vy Thal the books are reliable and up-to-dale records.

& copy of this report should ba furnished to the CAC.
—u—l:l'
3918 When a payment iz based on Standard Moasurements the following certificate

culd invariably be recorded on the Bill. in his own handwriting, by the Subdivisional
Officer, examining or verifying it :

nartifed that the whols of the work Lilled for herein has bechn actually dope,
and that no portion thereof has been pra wiously billed for in any shape.

]—Measurement Book for Lump sum contracts (Form CE-2E)

2814 Thiz Measurement book has been specially devisad o record the measurements
of materials received under lump sum coniracts for supply and delivery of heavy
machinery such as switchgear, power house aguipmnnl etc. or for the supply, delivery
and erecticn of such machinery in accordance with {he contract, In the former case, the
measurements should be recorded in this Measurement book immediately on the receipl
of the material, but in  the latter case the measurements should be racorded on the
completion of the work as ona arected item as stated in the contract. This Measurement
Book also covers the [ollowing items of worl

i1 Electrical works to be executad departmentally bul with the assistance of
supervisgry Enginesrs of Suppliers sgainst conlracts.

The messurement of equipment on receipis from the suppliers should be
recorded in Measurement Book (Form GE-26) as per description, specification and
schedule of materials coversd in eagh cONTAct

5] Elacirical works to be executed by the suppliers of equipmant and over which
sver all supervision is to ba done by the department against lump sum contracta.
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The measurements will be recorded in Ferm CE-26 “Measurement Book for
lumpr sum contract” on the completion of the work as covered in the conlracl. The
material will remain o the safe custedy of the Board in packages as received il
taken over by the contractor for erection. The damaged packages will, however,
oe opened up and examined for the purpose of ledging claim on Railway and/jor
Suppliers and Insurance Company ate,

The detailed instructions regarding the use and upkeep of Measurement hooks
in the foregoing paras are appliczble to this Measurement Book also, The instruction are
also printed on the fiy-leal of this Meagurement bock and should be carefully cbservad
By all concer nad.

K—Measurement book for materials used on electrical works

This M. B. is inlended for verification of materials issued direct lo an estimate for
an elactrical work (Service connections, distribution lines atc.} constructed departmentally
or under piece work/contract at labour rates, The detailed instructons for its use are laid

down in Chapter XV,
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CHAPTER XXXVII—Maintenance of Register of Initial (Works) Accounts

The Register of Initial (Works) Accounis from {SE.26 shall be maintainad forall
capital works Esﬁmated___;eﬂ]:uunt ol whizsh is one lac or more, For worka costing less
“than one lac delailed account of matarial fssued to works shall ]_:_'_e”mainiiuin&ﬂ in Material
Cutimate and Conirol Registet Form MAT-28. (See Subject Code-l1 of Materials
FAocounting hManualy.

The instructions regarding maintenance ol Register of Initial (Works) accounts
ara as under (—

¥ This register is ag important record, baing the basic record of material and other
axpengez which have 1o ba accounted for. It has to be kept in safe custody like Measure-
ment hook. I casze, this book iz lost, immediate Teport should be made of the facts of
the case to the GE. through Xen/SE conderned.

2. Desaription of the material must be Jucid enough 19 admit an easy identification
and check of each ilem.

4 As soon as a detsiled estimate has been sancticned. the register, in duplicate,
may be issued afer flling of (he register in the Estimated guantities in appropriate
columns in Part I under the signatare of the Divisional Officer. First copy of the regislar
will remain in the Sub Dival. Olfice/with the Subordinale in charge of the work JESO but
the second copy is not to be passed on tohim JE/SO. The 5.0.C. will in the beginning
of the month, check the entries made by the JE/SO in the first copy incorporale Gorrec-
tions made by the Divisional office last month in the frat copy entries of the month from
the first copy in the second copy, geti signed {rom the 5.D.0. and forward it with kills
of work charged establisnmentMuster Roll for pre-audit on or before drd of aach
menth, to the Dival, office, for relerence and réturn. Both the copies should be kept
complete and upto date as in the absence of the sama, no claim for payment will be
entertained by the Dival offize. Even if no ransaction occurs during the month, the
sacond copy of register may be senl 0 Divnl. office, explaining the reasons ior no
progress during the month. All additiona/alterations in the sscond copy, whether
originally mada by the 30O or by the auditor of the Divisional Accounts Branch should
be authenticated by the Divisional Accountant. '

&, 5 D.0. and Xen will keep a note of inspagtion of work in e part WV of the second
copy of the registar.

i Mo page should on any account, ba torn out of the register, nor should any eniry
be erased or disfgqured, =0 as to be illegible. The eniry may bea neafly recerded in ink.

. (a) Onthe occasion of transfar of subordinate incharge of work, the form used by
him should be closad by him. The second copy anould be deposited in the
Divisional office for safe custody. Set of mew form should be opened by his
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succeasor. Tofal drawal of material should be indicated in the first month’s
column as drawal of material from {date of the start of the work) to-{l.e. dale of
transfer of |Ef50) This shounld be done not only lor principal items, but
also for petty items. ;

by Aoy physical verification carried out by 58DC/Xen befora the completion of work
should alzo be recorded in part IV and in col 44 of partTof the Register &
comparison made with paper balance and differences adiusted under the orders
of competent autharity,

(c} Asragards part I, the total value of work done in respectof each item should
be noted as opening balance. Measurement should be taken in part IV by the new
JESSQ for the work as a whole at the time of complation.

£ Al ipgues of material towork should be posted by JEfE2 Irom the astore requisi-
tion as and when the material is drawn. Similarly, transfer of relurns of materials should
be racorded on the occurrence of the event as minus entries.

Aa far as possible, all the items may ba shown individually in the part I and Parl
IV but in case this is not found feasible, Petty items, to ba decided by the Divnl. Officer,
particularly those which are not susceptible to measurement may be groupad together
snitably. Details of petty items will be kept in Part Il of the Register.

8. Carriage and incidenlal charges should be shown against column of transportation
chargas by indicating the [.V. No, Or Vr, No.

2F Within one month of the physical completion of the works, this register mayjbe
closed and sent to the Divnl. Officer for closing the account of the work.

PHYSICAL VERIFICATION OF MATERIAL ISSUED ON MAJOR WORKS

i Tha wverificalion of unused balances of material must invarjiably ba made on the
completion of work.

2. If the officer or subordinate incharge of a work the accounts of whichlare kept
in the register of Initial (Weorks) Aczounis, is transferred before the account of it are
cloged, the unused material at site of work should be werified by the relisving official in
accompany with the relieved official and the report made in part IV of the Register.

LF The materiz] at site of all the works which were in progress on the last day of
financial year shsll alse be verified phyaically with the paper balances as per register
(also refer to Chapter XV).

I all cases of verification of material at sits, the resolt shall be recorded in part
IV of the Register on a page sel apart for this purpose. The differance hetween the
actual and paper balances should be poted in Col. 43 of the ragiater and signed by tha
officer. Difference, 10 any, should ke staled in Col. 47 and  vhow adjusted" in ol 43 of
Part-] of the register. All the difercnoes should be properly investigated and astion
taken to adjust the same.
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CHAPTER XXXIX—Duties of various officers/officials

The duties of various officers/officials as notified by Secretary PSEB from time

to time are given below :—

Duties of SDOs, XENs, SEs and (Distribution System) in the Punjab State Elecy : Board

DUTIES OF 5DO :
(A} Technical Natare

1.

[

o

0

1

B,

1148
1

Inspaction of supply system :
i) Inspection of Grid Substations including checking of log sheeta.
ii) Inspection of EHT lines.
iii) Inspection of HT lines.
iv) Inspection of Distribution Substations.
v) Inspection of LT lines including mains, sub-mains and services,
vi) Test checking of maintenance of lines and substations for detecting fictious entries
of maintenance work in LMR and EME.

i) Inspection of consumer's pramises.

Ensuring compliance of defects noticed by him in supply syswem during his inspec-

tien of his subordinates or senicr officers.

Taking remedial measures for controlling interruptions in supply and investigation

in respect of excessive interruptions in aupply and prolonged breakdowns.

Maintenance joperation of supply system ensuring preventive maintenance as per the

maintenance acheduale,

Keeping a control and watch over systeim loading cond iticns for framing sugmenta-

fion/renovation proposals.

Surveying to carry out new works, planning and design of works and framing|

checking of astimates.

Supervision of maintenance works so as 1o ensure pIoper guality’ of maintenance

and axpediticus completion of the job.

Supervision of new constroction works with ragard fo the quality of work.
asurement of maintenance and construction works 50 as to @nsure propet utilisa-

tion of material.

Inspection and ‘checking of metering equipment at the premises of the consumers.

Chetking of mefers 1o ensure that the meter readings being taken by the Meter
Reader/Meter [napecior etc. are not perfunctory and metlers are working correctly.
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12. Testing of earth resistivity of the various installations.

13, Attending/Supervision of breakdowns.

14, Investigation of accident cases on supply system. -

15. Investigation of the cases leading to transformer damage.

18, Invastizition of casas of thaft of elasiricity and dstection of unauthorised extension.

17. Taking monthly mater reading in case of M5 and LS consumers. Checking and
reporting ol defective MDis as per commercial circular No. 4371,

18. Saaling of all AP, 8P, M3 & LS Consumars meters (1003 as per Instruction jilo. 103 of
Sales Manual,

19. Cheking of consumars premises 1o enforca power cut instruclions.

20, Checking of consumears premises including Board’s employess pramises, in terms of
Sales Manual Instruction Mo, 201 for the purpose of detection of theft of energy.

21. Test checking of sireet lighting system at night as to its proper functioning,

23, Verification of tha tast reporta of Indusirial and AP consumers as per Instruction
MNo. 16 of Sales Manuatl.

23, Inspection of consumer's premisas with regard 1o instaliation of capacitors and
checking of power factor.

24. Inspection and maintenance of civil works,
25. Inspection and maintenatce of wehiclas.

26, Inspaction of safety devices and fire fighting equipment.

{B) Administrative Natore :

[

.+ Up-keep and mainteaanse of office.

Paymen! of salary to the staff regular as wall as workcharged.
Purchaze of material and payment thereof.

Checking of complaint centres with regard to their proper functioning.
Checking of labour at aite.

Checking of feeders to ensure proper supply in rural areas.

Attanding to consumers complaints and grievances.

oM @ om ko

. Attending 1o the viails of the senior officars of the PSEB and Punjab Govt. Intarnal
Audit Parties and ERD.

8. Attending meetings at the Distt, and Sub Divisional level.
10. Maintaining liaison with Block Samities and Zila Prishad.
11. Anending to grievances of emplovees and labour Court Cases,
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21.
a2,
a3

24.

25,

ak.

21,
P28
29,

30

Jl.

Arranging nspeclion of Elecirical [nspector getiing the inspection carried oul.
Handling of employees sirikes.

Ensuring proper up-keep and disbursement gnd ramittance of cash,

Rouline and surprise checking of cash in chest,

Erranging material for works.

Ta frame budget estimates for the next financial year and 10 exercise budgatary
conirol

reuing various court cases in the courts @nd with Board's counsel and that of higher
officas.

Ensuring proper up-keep o consumer cases and inspection of sub-offices.
Investigation of theft of Board's property cases lodgmg of FIRs apd pursuing these
CAges, %

Checking up of consumption of fuel and lorry log books ale.

Brranging/imparting training to the subordinate gtafl in the office and f=la.

To carry out  prescribed checking of stores and material at aite.

Inspection ‘and checlking of T&P.
Checking of staff that prescribed uniform is worn by treem.

Initiating and dealing staff cases regarding leave, increments, pay fization, homus,
tranafers. disciplinary proceeding, T.A bills, ovar-time bills, arrear of pay eto.
Ensuring up-keap of records.

Ensuring proper up-keep of record of books and manuials.

Ensuring proper functioning of office; i.e. receipt, despalch and disposal of dak.
Providing livery cloth to the staff and ensuring maintenance af accounts thereal,

Ensuring that proper handing/taking over is being done and record thereof is
maintained.

(C) Relating to Works and JAccounts Therof :

1.
8
3.

4.
=

At

Checking/sanction of estimates.
Ensuring that the expenditure agalial work does not exceed thelestimated;cost. J’f
Preparation of complelion reports of works.

Ensuring that the material account js being meintained by the 'concerned subordi-
nates and checking thereof is being made by SDO.
Ensuring preparation and submission of TP returns.

Ensuring that necessary raccrd regarding connected logad end vollage drop is being
mainteinad,
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1. Initiating disciplinary action against subordinates failing to render the acco
8. Ensuring that dismantled material is returned 1o thaﬂctnm

2. Apalysiz of works,

10. Surveying of T&P and unserviceable material

1l. Ensuriny propar up-kesp of MBs, EMBs, dismantlement registers aic.

12. Ensuring that ragustar of works/zanctionad estimates is being mﬂ.ﬂtimﬂm
upto date.

(D) Commercial & Revenue Accounts

—

. Ensuring propar up-kasp of service connection registers and checking [of
thereof,

Review of p3nding applications and submission of pending application returns.
Rewiew of panding test reparts and maintenance of record therecf.
Ensuring’ properfcompliance of job orders.

Ensuring early return of consumers cases after the relase of connections.

C T

Epauring compliance of M.LE=sgister.
7. Ensuring checking of registers & stock taking of MBs
8. Ersuring that reccrds such ss cash bocks, RO-4 is being properly maintained.

9. :Ensuring that the bills are being prepared and issued to the consumer as per
schadule,
10, Ensuring that defaulting consumers being disconnected and defaulting amount being
recoverad,

11. Checking of consumer ledger :

a) B0+ assessment of all LS & M5 connections.
b} 5% of S.P, AP, DS & CS connections, above 2 KW lead.

12. Ensuring that energy consumplion varistion is being investinated and pecessary
action taken.

13, Ensuring that meter record is being maintained properly.

14, Ensuring that meter reading programme ia being followead.
18. Ensuring that MCG register is being kept upto dale and necessary charges levied to
{ha consuTIar.
18, To ensure that idle service register is being maintained and idle services are being
removed.

17, Ensuring that monthly revenue statements are being prepared and submitled to t
higher autheriliez and review of revenue assessed realised.
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14.

al.

23,

25.

ab.

4.

Ensuring that security regisiers are being kept upto date.
Attending to half margins and audit notes/reporis.
Te ansure that notices for axcess 1o locked premises are isgued.

To check measure service length measured by the Line Super intendent and record
on the reverse of the Service Connections Orders as per Instruction Mo. 18 of Sales
Manual.

Phygical verification of 5 to 103, connechons raported to have heen disconectad by
the line Superintendents/Lineman i< of disconection as per CE (op) Patiala's
memo No. 3366/3635 dated : 7-10-1972,

To get personally effected DC0-% of all Industrial consumers and those of general
copsumers having monthly revenus mors than Rs. 500/-as per C.E. (North Gales
Saction, PSEB, Patiala's Memo No. O1686/9526 dated : 17-2-1985.

To exercise prescribed checks over all categories of connections as pel GE (Morth),
PSER, Pafiala's memo No. 25422 dated @ 31.T.75 and the result of checking be
maintained on the columns prescribed in the circular ibid.

To check 25% premises shown as locked by the Maler Raader as required vide
CE/Sales, Patiala’s memo No. 50905/51320 dated : 30.10.69 and alao required under
Instruction Na. 201 para 3 (XV) of Sales Manual,

To review consumer cases once in a year with particular reference fo A& A form,

Stamp Register, MCO Agreemenl Estimate, Justification Slip, Demand Hotices, Test
Report and various job orders o ¢nsura that these are intact and in order.

Miscellaneous -
Organising the work of inspection of consumers installation under rule-4&,
Organising the work of periodical testing of ensrgy meters under rule-57.

Launching prosecutions against persons tempering with electrical installations or
infringing the LE. Fules.

Taking measures for reduction in ling losaes.

DUTIES OF XEN :
{R) Technical Nature

1

cajactive/periodical inspection of Supply system :
i} Inspection of rid Substations and scrutiny of eguipment maintenance register,
if) Tnapection of Grid Suhatations located at headguarters will be at least twice a
mionti.
iii) Inspection of EHT lines and randem checking of patrol books and LME.
iv] Inspection of HT Lines and random checking of patrol books and LMR and
datection of Botitious or perfunciol’y mainlenance waork entries.
v) Inspection of all Distnibution suhstaficns at least once in 3 months and random
checking of EME and detection of fctitions or perfunctory malntenance work.
viy Inspection of LT lines.
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10,
Ll

12,
13

(B

oo W

Checking of interruptions in supply and suggesting T iz
Checking of maintenance schedules 1o ensure that mlinm

schedula.

Periodical checking of loading conditions of Grid Substations.
Inspection of new construction works 1o ensure proper quality of werk.

To ansure thil proposals and estimates framed are practically sound and
standard practice, -
Sealing of all new industrial M.5. and LS. connections including secondary metsri

equipment as per Sales Manual Instruclion Ne. 103. ]
Checking of consumers premises as per Sales Manual Instruction No. ﬁt
purpose of detection of theft of snargy.

Checking of all such cases where reduction in contract demand has been al owed
once or twice just before reading date within first 3 months of the pumm

reduce the contract dethand.

To carry out departmental inquiry in case of theft, pilferage and mis-sppropristion

CASES,

To ensure that power cut instructions are baing followed by the subordinate offices
and selective checking of MS and 15 consumars,

Inspection of civil works.

Inspection of vehicles, tools and planis to ensura their proper mainlenance.

Administrative Natire :

Up-keap and maintenange of divisional office.

2. Disburssment of salary and allowances to the Disbursement of salary and allowances
to the s1aff and payment to contraciors and suppliers.

Purchase of material and payment thereof.

Selective checking of complaint centres with regard to the proper functioning.
Attending o consumers complaints and grievanced.

Atlending to the inspection of senior officers of PSEB and Punjab Govt and andit

officers,

Attending meeling at District, Circle and Divisional level ;-

i) District Grievances Committes Mealing
iiy Devalopment Committes Meseling

it}
i)

v)

Zila Sainik Board Meeting

Divisional Level Co-ordinatien Committes

Meating with consumers

Jircle level Co-ordination Committes

Meeting wilth consumers
All XENs mesting with SE
HEN meeting with SDOs

—0noe a monlth
— Cmoe & month
—Qnee in a 3 months

—Once a month

—mee a month
—{nca a month
—Cinte 3 month
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q. Attending grievances of the employees.

1k
1L

12,
13.

14,
15.
16,
¥i.

(<)

L.

i |

.

5
ES,

o,
10,

Maintenance liaison with the District Officers and Zila Prishad.

Handling ol employees sirikes.

surprise checking of cash in chestin sub-Division Sub-cffice.

Arranging material for works.

Framing budget estimales for the next financial year and 1o exercise budgetary

control.
Ennual and perodical ingpection of Sub.Division.

To carry out prescribed chacking of stoTe material.
Disposal of asiablishment casts.
Epsuring proper up-keep of tecord and smootn functioning of offtce.

Relating o Works and Accounis Thereof

Chacking/sanctioning of eatimates.

Ceting the audit of works conducted through the Divisional Ascountant.

ipitiating the action against loe digerepancies detecied az 8 result of audit by the
Divisional Accountant.

Ensuring fhat the aocoumts ars heing maintained and initating action againat officials
reported by the Divisional Accountan who have failed to render the azzoants.
surveying of lools and plants and pnserviceabls articles/material.

Ensuring that the register of isgue of MBs, EMBa. dismantlemeant registers slc. aro
paing maintained.

Ta ensure,thaliregisters of cheque books is being maintained.

To ensure that the budget grant js fully spent and to submit a list of E&S [or 8-
appropriation of the budget grant.

To ensire the framing of e completion plens’and complelicn 1epoIts.
Cnzuring mainienance af works Tegiater and controlling the expendilure on worls
through Divisicnal Accountant.

{m Commercial & Revenue Accounts

L

o

3.
4.
8

Selective and periodical checking of service connection Tegiatel-

iSelective checking of pending applications and advising sction for their disposal.
Feriodical review of defsculting ameunt aud paviging acicn regardicg its realisaiion
Pericdical checking to ensure B oper up-keep of ledgers and vmmely iseue of Dills

Periodical checking to ensure investigation of energy consumption varialion casss.
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6. Periodical checking of MOG register.

T, Ensuring expediticus disposal of half margins and audit notes/reports.

8. Ensuring that works accounls being preperly maintained apd disciplinary aschon
initiated against delinquent officera/officials,

(E] Miscellaneous

l. Checking lo ensure that the work of inspection of consumers installation under IE
Bule-46 is carried out.

2. To ansure periodical lesting of snergy meisrs.

3. Taking measures for reduction in lins losses,

4. Expeditious dispoasal of assembly and parlisment questions.

5. Preparation of list of “material for new and maintenance works during the year
required to be prooured,

DUTIES OF SE :

1. As Officer Incharge of tha Circie, which is an Admirnjsirative Uil in the FELB, the SE
1a responaible for the administrative and general Frofezsicnal control of works under
the charge of his Cirgle.

2. To inspect the state of the varicus works within his Circle and to zatisfy himsell that
the system of management pravailing iz efficient and economical,

3. To ensure that no dalay occurs in the submission of completion reports,

4. To ensure that the different articles on stock are teing duly verified and there is no

£ -

i

10,

undue agoomulation of stock,

. Toreport on the efilciency of the subordinate offices and to ensure that staff emplayed

in gach division is actually necsssary and adequate for its management. .

. Te examine the condition of surveying and other Mathematical and Drawing

Instruments.

To tnspect each Divisional Office under the Circle atleast once a year to examine
initial accounts, tools and plants, stock manufacture, register of works and other
Divisional books, mode of preparation of estimates, coniract agieement, contractor's
accounts, System of recording plans an papers and office work generally.

To bring to the notice of the Chiel Engineer the deficiencies detected during
inspection,

To make separate reference to the C.E., if in the course of inspection, any sarious
irregularity or other matters of importance, come to notice.

To assist the Audit Officers in rendering the management of the aceounts as perfect
as posaible.

. To examine the books of Divisional Oices and 1heir subordinates 1o see that malters
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al.
2a,

23
24,

AL
28,
a9,

2.

al.

ralating to primary accounts are attendad 1o by tha Divisional/Sub Divigional officers
and that the accounts fairly raprasant the prograss of vach work.

To investigate cages where actusl expanditure i in excess of the sanctioned
estimate and to 2nsura thil suzh aslimates are revised and action taken to regularise
the sxoazsas.

. To arrange removal, transfers and postings of stafi lor which he is the Appointing

Authority and other subordinate staff posted in his Circle except the Accountants.

. To axercise control over the contingent expsnditure.

4 Fs. are responsible for ths Eaginaaring cairdctor of every work approved by him
and for any report, dasign estimate or any other document submilted o the Chiaf
Enginast.

. To supervise and control the assessmant of revenue.
. Pariodical and selective inspecticn of works.

. To ensure axpeditious disposal of consumer's grievances.

To ensure expeditions dispasal of the grievanses of the staff,

Technical Planning and moaitoring of works in the Circle including development
works, Augmentatica, System Improvemsnt Schemes.

Inspection of Substatians and carrying oul rectification wherever called for.
Scrutiny of technical estimates aad zapction thareof within their compatency.
FPurchaze of daceniralizad items.

Ensuring proper maintenance of main substations and distribution substations, irans-
miszion and distributions linas 52 az to raduce incidence of damage and tripping.

Investigation of techinzal and adminstrative nalure cases and fixing responsibility for
ihe damage/loss.

. Settlement of dispule with consumars in respect of levies charged on them.

Inspection of consumear's pramises.
Checking of a faw MBI readings every maonth.
Ensuring implamentation of insorustions ragacding power cut and allecation of units.

Monitoring of works and expandilurae.

Preparation of naw schames and list of worka.

DUTIES OF CEs :

L

2.

Being Administrative and Professional Head of the Administration, he 13 responsibla
for itz effizient working to PSEB.

He is profassionsl Advisar to th2P323 in all maitars ralatiag to his charge or on
any olher matter on which his advice may be sought.
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| LE

11,

13,

13

To bring clearly and faithfully before the Board all subjects reserved for its decision
or for that of the State or the Central Govt.

To arrange Temoval, lransfer and posting of non-gazetied stafl except the
Aecountanta, in his adminiatration.

Teo carry out such establishment wark as may be specially assigned to him by the
PSEB.

 To effect Inter Circle transfers of nen-gazetted establishments.

To advise the officars in connection with the maintenance of the accowpts and (o give
all legitimate support to the Eocounts & Aundit Cificers in enforcing girict regulanons
coneerning the disbursement of money, the custody of stores and the submission of

accounia.

To prepare annual budget estimates relating to works under his control,

. Cenéral Supervision and contrel over the assessment of revenue.

To frame necessary annual revenue estmales and walch carefully the progress of
tha realization during the course of the year,

To ses that the budget allotments [or the year are fully spent in ¢ far as it consis.
tant with the general economy and prevention of large expenditure 1o the lasl
months of the year {or the sole purpose of avoiding lapaes,

To prepare list of Excesses & eurrenders to facilitate reappropriation el Budget
grant.

To scrutinize and sanction estimate received from subordinate offices.

NOTE :— This list is not the final and exhaustive one and ali duties and responsibilities

not covered in the lisl but otherwise enjoining upon the officers as per Board's
extant rules, requlations, directions and ipsiructions from wvarious authori-

ties will also have to be performed.
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Duties Responsibilities and Functions of the Divnl. Acctt.

Funotions of Divisional Accountani ara thrae-fald —

a) As a primar auditor : He hasto spply cerisin prefiminary chaecks to lhe initial
accounts and wouchers etc.

b} As an Acconntant : He is required to compile lhe accounls of the Division in
accordance with the prescribed rules from the data furnished to him.

c) As a fnancial assistant : He has 10 advise the Divisional officer in all the matters
relating to the accounts and budget astimates or to the operation of financial rules and
ragulations genarally.

The tunctions are briefly enumerated as under .—

A Ks primary auditor : He isrequired :

i) to apply certaln preliminary checks to the initial accounts and vrs. etc. viz,
arithmetical accuracy, classification, provision of funds, sanction of competant authority &
acknowledgement of payes elc. Ha hag to see that the amount receivable is realisad and
cradited to the proper head of account. The rasults of examination of accounts &
vouchers recaived from SDD are to be inlimated to them in the form of monthly audit
TCyig,

if) to exercise checks on the transastions recorded direct in the accounts of the
Divisional cffice.
ifi} 1o scrutinise cash and stock accounts including SVE'S as also transfer transactions

hefore these ara ingorporated in the monthly accounis and the connected register &
schadules/Ledgers

iy io see that evary payment is so regorded and a receipt so cbtainad, that a second
claim against Board on the same account iz imposaible.

V) 1o sea that subordinate officers donot exceed the Anancial limitations on their
powers,

i) tq 3= that the works expenditure is incurred as per estimatas and for the cbjects
provided therein and that there is no excess OVer the estimated costand that the savings
are not wtilised on objests not provided for without proper autherity. To walch recovarias
of expenditure as provided in Estimate of works and to ensure that these are properly
acoounted for.

wii) to sea that no expanditure is inocurred on the unzanctioned estimalies or in
anticipation of allotment of funds unless authorised by the competent authority,

vilij to check claims of pay with referancs to pay Roll ledger/Pension/DCEG, ex—gratia
claims, G.P. Fund cases, Bonus, T.A, Madical atc. in respect of regular establishment &
to maintain service books & other connected records.
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ix) to conduct detailed andit of muster Toll, work-charged bills, petty vouchers with
ref. to entries resarded in the initial Works register where applicable,

X) to see that satisfactory & efficient arrangements are made for checking the
compuled tenders and that the comparative slatement gorrecily incorporates the total
as checked on the individual tendera. To check P.O's work orders & Job orders.

xd) 1o see that the rules & orders inforce are observed in respect of all the trans-
actions of the Divn. Ifhe comsiders that any transactions or order affecting receipts and
axponditure is challengeable, he should bring this fact to the notice of the Divisionat
officer. He is also required lo maintain & register of Dival. Accountant’s Audit Objection,
in form.

xii) \o inspact pariodically the accounls records to the sub Divisional offices. The
defects noticed are requirad to be reported to the Xen. Serious financial irregularties
are required to be reportad at once to CAQ/CA. To review the measuremeant books
Onee in & year.
xiif) o report defalcations or losses of public money or other property of the Board
to the CAQ/CA.

f:«d\f} to check initial works register or material at site account ag the case may be T & F
returns. (Mow Assat/General Asset Register)

<) 1o check accounts of vehiclas and machinary with reference to log books & rnain-
tenance registers.
B. As compilor of Accounts :  He is required
i) to compile and send monthly account (o the CAQPEEB, by 15th of the following

mgnth along with supporting documents or any other date fixed by the Board.

i1} 1o ensure that the expenditure of works and establishment is properly classified
by major, minorjdetailed head as prescribed,

iif) to chack work abstract & to maintain register of works form FWA-13 and 14 where
applicable. To ensure that works register (Form PWA-2T) is posted correctly as per
prescribed classification and that the total eependiture undar each scheme/major head
agrees with the expenditure entered in abstract of Receipts and Payment {Monthly
Account).

Mote ;—Forms prescribed from time 1o time shall be used.

i) to maintain suspense schedules ladgers of deposits, contracter  ladger and other
reglsters,

v) to review the suspense achedules ledgers and other acoounts records and sea
that these Jdo not fall into arrears.

vi) to maintain registers of transfers awaited and to ensure that the store debits and
ETDs are promptly accounted for/got accepted.

vii) 1o submit periodical accounts returns,

i) to maintain register of contingent charges & to send monthly contingent bills to
the CAQ duly counlersigned by the 5E where necessary.
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ix) ‘o ‘certify the correciness of statementa of chegoes drawn & the remittances
made into the banks and fo see that their total amotnt tallies with the corresponding
amopunt in the Abstract of Receipta & payments (Monthly account).

) o maiptain records of Employess Providents Pand Contribubions and oo submit
periedical returna to Regional Provident Fund Commissioner.

*i) to mainlain records and submit returns in implementation of various Industrial
Lawsffct viz. ESI, Workman's Compensationa Act, Indusirial Disputes Acl, Faclory's
Act etc,

{2 Ag Financial Assistant : He is required :
i to keep a record of financial sanction and orders izsued by varioos authorifies
and to watch the expendilure thereagainst.

if} {o prepare annual budget estimates and to maintain the register of appropriation
i.e. budgat grant to requlate the progress of expenditure thereagainst.

iii} o advise the Divisions]l Oficer in applicalion ol financial Tules and orders.
vy to deal with inspaction reportls of FRC,CA and annual reports of CPU atc,

Any other duties and responaibilities nol covered in this list but prescribad
by the Board elsewhere will have 1o be perforrmed.

(k) DUTIES OF JUNIOR ENGINEERS GRADE-:

The ].Es Grade-l are posled in the D5 Sub-Divisions to share the multifarious duties
of the Sub-Divisional Officers and in the Sub-Offices as incharge of the Unit under
the supervision of the Sub-Divisional Officer. Their duties are as under 1 —

(1} Preparation cfall annual estimates, estimates for maintenance of LD System and
transmission system; augmentation of maina, sub-mains and sub-sations; for shifting
of lines on technical grounds and for release of industrial connections for all M5 and
L8 connections in consultalion with and under the directions of the 5.D.0,

(2) Preparation of prescribed periodical returns,
(3 Patrolling of LT/HT/EHT linea az per the following yardstick =-

(i} ANLT lines in the Sub-Divisions to be covered in a reqular phased programme
atlest once In o year,

(iiy HT hnez io be patrelled in regular phased manper sg thet all 11 EV lines
are covered atleast once In six months in Turel areas apd quarterly in urhan
areas, also inspection of distribution Sub-Stations installed enroute and make
necessary rocord entreies in the E.M.E of the respective [.Es Grade-II,

() EHT lines 1o be palrolled in regular phased manner so that (hese ara pailrelled
atleast cnee in six months.

All major dafects chaerved during the course of patrolling shall ke brought to the
notice of the S .0, immediately, besides recording entries in the line patrol book.
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{4) Sealing of enargy maters of SP industrial connections, A.P, materad supply connec-
tiong, three phasa general service connections and connections of PSER employecs
and to maintain meter sealing record book-EB Form-C3-29.

{3) Checking of differeat categories of consumer premises will be carried cut by the
1.E. Gr-! The minimum number of premises to be chacked will be as under :-

Domestic Supply 15 per month
Commercial Supply 10’ per month
Small Power 10 per month
Agricultural Power 10 per month

Premizes of all P3EE amploy=es to be checked onca 1n A yaar.

{(#) Verification of test reportsof all AP connestions subject o crosa-checking by the
8.0.0 to the extent of 20%;.

(T) Checking of measurement recorded in the E.M.B. in respect of General Service
conneclions and maintenance of LD System and Distribution lines, subject 1o cross-
checking by the 5.D.0. to the Extent of 1007

{8} To be responsible for the maintenance of tools and plant and wvehicles including the
preparation of the relevant refurns,

(8) Freparation of techmical data 1.e. loading position, voliage conditions in distant poinls
of LD system 1o lake colrective measures in consultation with the 3.0.0.

{10) Cheking of complaint centras/offices in rural areas shall be done atleasl twicea
mopth for proper monitoring of complaints and supply in rural areéas and once in a
week in urban areas by the Junior Engineer Grade-L

(11} Mewwr Readings of all M5 connections for ihe purpose of preparation of energy bills
by the revenua section.

(12) Any Specific job ordered by the 5.0.0. or Senior officers.

(B) DUTIES OF FOREMEN :
The Foreman iz premarily responsible for ihe maintenance and up-keep of all the
distribution transformears in a subdivision. Ha will be under the contrel of J.E.-land
will work under the direet supervision of ] E-Il incharge of the area/work. His duties
will be a5 under :
(1) Maintaining the distribution wansformers in proper Working order. He will be
responsible for ensuring thai !
(i) Oil level in the oil filiad transiormer i3 uplo the requisite mark,
(i) The silicagel in the breathar is in good condition and the breathing of the irans-
former is oparative.
(ili) The HT/LT fuses are of proper capacity.
(iv) Jumper connections on HT and LT bushing terminal and all the sarlh connections
are properly made through erimping lechoique and are in healthy condition.
(v} The 11 KV G.O. switch is maintained in propar working order.
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614 As regards the Line Suprinteandents employad on Local Distribution Work, their
duties mainly consist of :-

1)

&)

&)
)

=]

)
ry
B
)
10

Giving service gonnactions 1o consumars after their applications and service connac-

lion estimates have been approved by tha competent autheority and the installation
testad and found in order,

Attanding to the complaints of consumers and satling right any deiects that might
ba noliced in-the Branch's system.

Maintaining the local distribulion system in a proper working order.

Bzsisting the Sub-Divizional Officer in the performance of his duties both in the office
and in the fiald.

To be in charge-of the office in the temporary absence of the Sob-Divisional Oficer
[rom the Station,

To - maintsin Meler Seating BEecord Book LB FormyiCE5-59",

To take and recurd measurements in tha Stock Measurement Book (E.B. Form EA-S).
To be responsible for the upkeep of stores and Tools and Plant initial accounts,

To handle cash and write cash Bogks whore they are required 1o da'so.

Mainlenance and upkeep of the ragister of services wrected, dismaotled and
reconnecied as per T.1/023.

(Duties of | Es and Forman Circelated Vide Scey F.S.EE (3.0, No. 4G/Parsonnel
datad 18,4.1083)
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CHAPTER XL - Accounting entries

Sh.

WO,

l.:\'_."l

EVEMT

Expenditura balore
sanction of the project

(i} Atthe iime of
expenditura ia
inoured

(i} On transferring the
EIPE‘]‘IE-F!‘E o a
separate accoum

If the project is
sanctioned

I the project is
rejecied

On complation of the
project (transferring
the expenditure o the
coatl groups of various
langiole agsels

n purchasze or issue
of the construciion
ecuipment from stores

Cn charging
depraction on assals
{at sr. no, 5

O fransfer of the
eguipment from some
ather project

Amount of inferest
acourad

SOURCE

Debit slip)
cash
voucher/
jaurmal
woncher

Jourpal
vouohoer

Journal
vouchar

Journal
vollcher

Journal
voucher

Cash/
Journal
vousher

Journal
voucher

0T Eill

Journal
vopcher

ZEMERAL LEDGER

Debit

Relevant account for
expenses (GH T4, T8,
16 elc.)

Expenditure on survey/
feasikility studies of
project ot vet
sanclioned A /cocode 17,53

Bevensue a&Xpenics
raclassified pending
allocation over capital
woarka [15.2)

Infructuous capilal )
expenditure written oft
Aje code THEIS

Capital work-in-
progrese (cost group
for 1engikle assels
{GH-14}

Construction facilitizs-
relevant snb-acoount
of Aje 155

Bavenue exponses
reclzasifisd acoount

Ajoeode 15,210

Construetion fasilitias
feost) Afo 155

Interest on funds need
during construcilion
{t0 be charged later to
respective capital
works Af/c code T8.1

Credit

Bank /cash/

Liability

Expense heads
Acoount code T4.9,
75.9, T6.9 etc.

Expendilura on
survay feasility studies
of projecia nol yel
gsanctioned Account
Code 17.3

Expenditura on sutvey
Frasibility studies
of projects not yat
gsanciicned Afc codel?. 3

Eavenus cxpenses
reciassified panding
allocalion over capitia
worka Account Coda
182

Bank [Materials issues
E}:apita]] Aocoount
ode 22.3

Provision for
depracialion
construction facilities-
relavant Account for
Aocount Code

15851 to 15,852

[UA-32 written down
value has provision
for depreciation on
construction facilitias
facoumulated depre-
clation)

Liabilily relating to
horrowings (GH-G1)
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i

13

L4

Cogt of sparafservice
unils ACconis

Transfer of cost and

accumitlated depre-

wiation of the sparaf

sarvioe unils to fixved
aAmEels 2ocount

Lown of asatg =

On receipt of sanciion
tor wrile off or Yool
of claim

Transfar of fixed as=sl
fenity by iransferror
umil)

Entries by tranaferes
unit o recetpt of assaet

Reverae above aniry
when 10T kill is
roeceived

Entry on recaipl of TUT
bill and full particulara
of the asssl and he
fixed aszget recard

SOURCE

&.R.

Jourmal
WOIChED

Jourpal
woucher

Monay
Teceipt or
Journal
vaoucher

fournal
roughel

Jouroal
voueher

Tournal
volcher

LT, xifl

GEWERAL LEDZGER

Di=hoit

Epare units/sarvice
unils Ao 112

Fixed a=set account
(GH-1)

Written down value of
Fagels losh pooouni
(H-28)

Provision for _
deprecisiion on lixed
asgsets (accumulatad
depreciation) (GH-12)

Cazh or Alc code T9.8

Inter uait a/c (capiial
expendiure and xed
assaly) written down
value (GH-32)
Provision for
deprecialion
[AcoumEled
dopreciation (GH-12)

Asget transler-Inward
(cost) Ajc code 11.4

Al code 46941

a) Fiwad Assel (GH-10)

Ciredit

Materizls f=sies
[Capital) Accouns
Cada 2203

Spare unifajservice
unils (51117

Fixadassels o
Capital work-in-
progress (GH-10714)

Claims for loss/
damage to capital
assets (GH-25)

Fixad assels (Original
sl {H-10)

[T il awaited,Inter
Uil (capital expendi-
nre & fiwed 45.010]
assels) Wrillen down
value (GH-32)

Aocounl cada T1.4

i) Provision for
depreciation
¢ accurmelaled
depracialion)
aH-12

i1y 37,000 [UA
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ah.
Mk

EVENT

17

18.

15,

2l.

22.

Charging depreciation
oot the assels transiarred
to another Unit

Eetirement of assels
removal of assals
from service at the
and of the esfimalad
uzeful life or bevond
that)

Sorapping of assats or
sagregation of dbsolele
asssts from service
before the end of the
astimnated wseful life of
the azset

In case of iransfer of
retirad assets obzolele;
sCrappad azzata to
ceniral disposal
awthority or any such
lncation-traneferor unis

Hale procecds of
retired and obaoleta,
sorapped asseal

Eecording lozz on Sale
of azesis

1} Gain upto original
Costof atset

i) Gainin excess of
original cost of
the sszel

SOURCE

[opurnal
| voucher

Journal
voucher

Jeurnal
wvoucher

Journal
vaucher

Cash

wvoucher

Cash
voucher

CENERAL LEDGER

Dabit

Depreciation {full
vear's depreciation
will he charged by the
upit, which held the
aszgat in beginning of

the year (GH-TT)

Written down valiue of
ratired assats (relevant
Acepunt code ol 16 2

Provision for
depreciation of fixed
asgels (accumulaled
deprecialion) {ralavant
Afc ocode of GHELE)

Written down value of
obsolale scrapped
assets (relawvant
Aocount head of a/c
cide 16,1

Prowision for depracia-
ticn on fixed assets
(accumulated deprecia
tion releveni Ajc code
of GH-127

Inter unil {capital
expenditure and fixed
assols (SH-32)

Zash/Bank

Cash/Bank

Cradit

Provision for
depreciation
(=H-12)

Fixed assels (relavant
account code of
GH-103

— i —

Writlen down value
of retirad aszaais
Account code 16,2

oL
Writted down walus
of obeolete/scrapned
assets Aoconunt oodels. ]

Sala of retired aszets
Account sode 16.2

sate of ohaolete
scrapped assets
Aeeount code 161

1] Gain oo sale of
tixed assets
Accouni code 62,4

i) Capital reserve
Acoount code 552
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ok,

MO,

EVENT

23

24.

25,

a6-

Scrapped, obsolete
azsets Journal
realising no sale
procseds vouchar

Deficite ohserved on
physical verificalion

Execess cbearved on
physical verification
authorised for credit
afier investigation

On commissioning of
of the assols

SOURCE

Journal
voncher

Journal
voucher

Journal
voucher

Journal
voucher

GEMERAL LEDGER

Debit

Provision for loss on
obsolescence of
capital assets (to the
extent of provision
mada) Written down
value of assets
scrapped Afc Code
45.95

Amount recoverable
from employees/
ax-gmployees
Ajccode 284

Provision for

deprecialion

gacmmulated
epreciation GH. 12)

Fixed assats other
fixad assels (sach
asgets at rupea oNe)
ZH-10)

Fixed asseis
ZH-10

Cradit

Written down value
of cbsolete/scrapped/
ratired asscts

Aecount cods 16.1

Fized aszsels other
fixed assets (GH-10)

Fxooaa found on
phg&ical varificalich
of tixed assets (GH-B2)

Capital work in
prograss (GH-14)
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FORM CE-O
MEASUREMENT BOOK
INSTRUCTIONS FOR POSTING

1. The Measurement Book is & most impertant record being the baasis of all accounts
of cuantities, whether of work done by daily labour or by contract. or of materials
vecoived which have to be counted or measured. The description of the work must be
lucid so as to admit of easy identification and check.

2. Forlarge works a_separate Measurement Boock may be set apart, or, if found
convenient twe of more books may be set apart for different classes af waork.

3. Detailed measurements should be recordad only by Executive, Asgistant Executive
or Bssistant Engineers or by Executive Subordinalas in charge of works 1o whom
reasurement Books have been supplied for the purpose.

The following members of the non-gazetted establishment are authorised also 10
make antries in the Measurement Books -

{a) Junior Engineers/Sectional Officers

{b) Sub Sation @perators

() Parmanent Way Inspactors.

(dy) Meter Ingpeciors

(2) Head Mistries

(f) Owalacers

{g) Power house Superinlendenis

(h) Foremen

{i1 Any other official authorised by the Board.

4,  Each eet of measurements should commence with entries stating {1 —

(i) In the case of bills for work done-

{a) full name of work as given in the estimate;

{p) situalion of work, exact locality,

(g) name of contraclor;

{d) number and date of his agreement or work order;
(2} date of written crder to commence work;

{11 date of actual completion of work; and
(g) date of measurement.
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(i) In the casze of bills for supply of materials -

fa) Name of supplier
{1 number and date of hig agreemant or ordaf:
{c) purpose of supply in one of the following forms applicable to the case—

(ij “*Purchase” for direct issue to (here enter full name of work as given
in estimate],
(ii) “Purchase” for (here anter full name of work given in estirate). ...
Cvevvavanfor izssue 10 cOMIACIOT . e s BT 1 | i e ) BT

(dy Date of writlen order to commancs supplies:
(&) date of artal completionof supplias and
¢t} date of measurement.

and should end with the dated signature of the person making the measuremants.

A suitable absiract should then be prepared which should collect, in the case of
maeasyrements for work done, the total quantilies of each distinct item of work relating 1o
@ach sanctioned sub-head.

Mate :—In regard to item 3 (i) (e) and 2 (if) {d). the date of the writien order (o comMMEencs
work should enly be given if a work order has been jssued ora confract
agreement has been executed. Where no such order is issued 1o COmMMENCS
work or suppliers the word 'nil’ may be noted.

The pages of the hook should be machine numbered.

5. Mo page should on any account be torn out of a Back, nor should any entry be
erased or disfigured so as to be illegible. If a mistake be made, it should be corrected
by canceliing the incorrec words ar figures with a single stroke of the ball pen or coping
pencil and by writing the correct words or figures separately, and the corrections thus
made should be initialled and dated by he responsible officer.  All signalures and initials
made in the Measurement Book should be dated.

B. A1l measurements including “contents or grea” must be neatly recorded in the
Measuremant Book, The entries, should, be made in ball peinl pen or copying pencil so
as to render it difficull 10 emper with or to make unanthorised additions oI alterstions in
the entries once madsa.

1. Ao all paymenis {or work or supplies are based on the guantities recorded in lhe
weasurement Book, it is incumbent upon the person taking the measuraments 1o record
the gquantities clearly and accurately. If the measurements are taken in connection with
a running contract account on which work has been previously measured, he is further
responsible (1) that reference o ‘he last set of measurements is recorded, and (2) that if
the entire job or coniract has basn complated, the date of completicn should be duly
noted in the prescribed place. If the measurements taken are the first set of measure-
ments on a running account, or the first and final measurement, this fact should be suitably
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noted against the entries concerned and in the latter case, the actual date of completion
noted in the prescribed place.

4 Entries should be raccrded continuously in the Measurment Book and mo blank
pages should be left. Any pages lel blank inadvertently must be cancalled by diagonal
lines, the cancellation being altested and daled.

o YWhen any measurements are cancelled, the concellation must ba  supported by the
dated siguatures of the officer ordering the cancellation, or by a refarence 10 his orders
inilialled by the officer who made the measuremeants, In either case |he reason for
cancellation shouid ba recorded. A copy ol cancellad page shall ba sentto offices 10
whem this was intended o be sent origjnally.

10,  Each Measurement Book should be provided with an index which should be
kept up-to-daie.

11.  'The clerk ardered by the disbursing officer is responsible for (he artthmetical
check of all calculations entered in a Measurement Book, and he must initial belh copies
[wilth date} each account in the back in lokeén of having so checkad 1.

et The oificer making the measurements must calculate the “'Contents or Area” of
pach measuremant, The orignal copy of M. B. be sent to authority for passing the bill &
make the payment If he is salisfied that a bill should be prepared he will check the
ralas, if entered, or fill in the corréct Tates and initiz] it, the Measurement calculations
of M B shall be checked by a responsible clark,

13 From tha Measurement Book all guantities should be cleartly fraceabla into the
documents an which payments are made. When payment is made far the work measurad.
Mecessary note should be kept on the L. B. pages, and initialed by drawing & disbursing
officar. For the purpose of making the endorsement a rubber stamp &3 below may be
sed. but care should be takan not to obliterate any figures when using it:—

Paid.—wide Voucher Mo ... e s
£ B F L e e

Sub-Divizional Officer’s Imitialg. e e cinas

14. The voucher for payment must invariably bear a relerence to the numoer and

pagas of the Measurement Book in which the measurements are recorded, also 1o the
number and date of work order.

15 Onp the cocasion of transfers, it will be special duty of Sub-Divisional Otficers 1o
ges that the Measurement Books, with the relieved officer at the time, ara racorded in tha
transler papers by the numbars they bear, and are acknowladged by the relieving ollicer,
and that necessary corrections are made in the name of officar oo ihe fy-leaf of the
Measurement Book.

18, In case a Measurement Book is lost, an immediate report should ba made of the
facts of the case; and this report must be promptly forwarded to the CEpCAQ wgether
with the explanation of all parties concerned or responsibla for the loss.
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WORK MEASUREMENT BOOK
3T G [

g b

Mame of worlc:o, oo, S et Date of Mem:&m‘ﬁ:i]..

Details of Measurements ’
Particulars

g
|
]
]

= et e e J

Dated signature of Countersigned :
6
Measurements SDOJAE
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Form Mo, CE-02

FIXED ASSET REGISTER
Mame of Accounting Unit........oonne.- 2-Ta [ 8 4 L
Mame of Sub Divn, [office. ..o Baget Tile.. .. .ocei o s banioii e
AEset CEIEGOTV . o veerariarmemssanarrr s samsrans Depracialion T8, ..o
EroOUNt GO ooy cecim e sne vt rans e saan To be depreciated  90%-100%
=2 = S
o
Year of Particulars E Historical| _ | Deduc- T | Daled
) commiss- g2 |Costas | o tion -5 | signature
o icning| = = par | = | . | (Trans- — v oof Divnlf
24 | installation 8 |§ 5| Rmset | 3 2 ferred | £ | & SAS
T & |2z Card | 2 | 2 [soldetc) | = | g | Accoun-
{0 Sl - =] |
' e =] | 5 ; |1'| 2 |}D 11 R
i —_— —_ — - —— —— — 'I— — — o o — =
1
| | |
:
| |
| | ! | | | |
DEFPRECIATION ACCOUNT
iR | Aceumu- | Dated
Year Openin Addition Withdrawal | Total for [FOEWIRET | Net :
bpa'iancg during the | duringthe |the year lated | Block | Hignature of
Depre- wnlfSAS
Year year S|
: ciation _Accit.
L T 3 i S T ] [t
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S b T R G e A e
"B FRA Y (b s e e A e
Location Code

PUNJAE STATE ELECTRICITY BOARD

I—Details of Agset

FIXED ASSETS CARD

Form No, CE-Z2A

Card N

| y ; Yaar of i
: {Location | Head completion) | | Ref of
Estimate No, and of of | Cost commiz- | [dentity Fsaat
Name of Work Aszet | Account sloning mirk | Register
1 & 3 | 4 £ ¥
| i ‘ |
ﬂaiajls = -
G. E. Charges
H. Q. Charges
Interest-Capitalisad
Total Cost; Es.
Xen/B.Q, Divisionzal/3A5 Ancountant
I—Additions/ Apgmentation
Year Card MNo. firnount Criginal cost, | Total cost. | Dated initial
[ [/ Aot
1 2 3 4 i &
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I— Aesat Wirittan Off/Transferred

Year | [VIVr | Details; Name & loca- . apital | Acoummlated | Written | Dated Femarks
Mo tion code MNo, of Coat | deprecistion | Jdown | inoitials
the office 10 whom | walue |[of Aoott
I transferred or Tel. Xen
of write off | |
T | 3 [ 5 | 5 1 i E-_
I
|
I
i, & |
I
IV—Depreciation
Coat of Aszset a0, Life g= par Depreciation Dated | Remarks
Farticulars |  Total cosi value the Act imitial of
of Asset 2 DJAcctt.
1 2 3 4 5 &

Note ; If an estimate congisis of several assets having diffarent life span, these

V=Verification of RBocord

should be shown separately in Col-1

By whom
1

Refaerencea Mo,
3

Bemarks
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Form Mo, CE-D3

CAPITAL WORE-IN-PROCRSES STATEMENT FOR THE ARCCOUNTING UNIT

Period Ending Head Cfhice Esil. Charges
Division
Location Code G, Eatt. Charges
|

Eshimate
Aszat | Mumbsar | TOTAL
ficcount [T THegister of =
Head Works
Allocation Reference

Accounting Unils
Administration and General ;
Expenses Allocated :

TOTAL |
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Period Coding

Form e CE-O4

CAPITAL WORK-IN-PROGRESS STATEMENT FOR THE CIRCLE

Circle

= ﬂsset_ﬁmnunt Haad C:-fﬁr:hf
Head Total |Estt. & Cirele Admini- E_s::. & Admi-

g stration and General | DE ralokl
Division Expenses Allocated and General

Amount Rs. Expenses

Ellocated

Amount Bs.
! 1 -
TOTAL lI | [




REGISTER OF SANCTIONED ESTIMATES

Mame of Divn./Circle

Teocation Code No. e

For Capitz] Bevenue Works

Foem Mo, QE-06 Il

&r, Mame of work [ Eslimate Aot | Mame of the
Ma. Mo, & dane osfice
responsible for
exacntion
2 ' 3 1 B
|
|
|
Zanctioning | Originzl or revized. If Head of | Copy of estimate | Sighature
authority ravised give referencs of account eept to lower of officer
Mo, & datz | Original §r. Moo & cross olficer Mo, and
| reference thers dale
& | T & 2] 11
[
[

ey




PUNJAB STATE

Register of Ganeral
{ Account Code 10.7 Vehicles. 108
Furniture & Fixtures 10.5 Office Cruipment)

(2) Checked by

Signature with date and Designation

of the person responsiole for the

cugtody of these 1lems

Designalion

Balance ol Badiion during Total
.f,awi-::.eab‘.e e yaar
Full Description of the “f-‘ml a5 on
o, ftem (with exact size or 418
Hao. kind, make the capacity = |— == I 5 e T
ete. specification enabiing o ;
: : ty. Valpya sz | WMy Waluns o, Value
to identify 1he same) per last | Col. 445 (Col 4+4
- imventory
e e e [ ‘-__|_E> IS |__ﬁ_
== | Bs. P.|Hs. P Hs 5 [®s. P (Fs. F.
| 1
| | |
| |
f i
| .
I
| |
| |
| |
| | |
I | |
| | |
| L.
Total Total
{1} Prepared by Designation
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Form CE-05

ELECTRICITY BEQARD
Assets for the year 19...... Page Moo B4ha b w1 R R B b E Fre i S e A b
Sectional office/Suly DIvISION. . s et o
D o e e B s e
Ttems translerred et balance Total value =
sold or acrapped as it should bhe of the ageets
during the year an 31319 Fe?s: per :
inanciz
Oty. | Vale Qty. | Value
. Cal T8 | Col. 8-10
g T T e P el T £ ¢,
N Rs. TP L e
- — d
i !
1
Total Total Tolal
(1) Valued by Designation
{2) WValuation checked by Signawure Designation Signature with date and designation

wilh date of Diviscinal Accountant

of Engineer-in-charge
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Form CE-OT

REGISTER OF CONSTRUCTION EQUIPMENT FACILITIES

1. Deacriplion of Asaal
2, Location Accouni code
3. Mame of Project Aszet hie
4. Mame of Divo./Sob Dive. Rate of Depreciation
| — | ¥r Nof B el
Sr. Month & year of | IUT Bill Ha/ Total Cost | Dep. during Boeumalated
No. acouisition Sr. Mao. Date the year Depraciation
L | e 3 e R TURNE Re C
|
] S
: s | Dated Signature
Written down Sold ftransfarred/ 1T Bill or of Officer Remarks
value disposed of Cash VI, Mo Incharge
T 3 g _1D 11




Form ChEd

REGISTEE ©OF WOREING OF CONSTRUCTION EQUIPMENT FACILITIES

Mamea of Sub Divizion

Mamea of Dhvision Mame of Equipment... ...,
Location Estimate: Mo, e oes:  Datedi.... Moo ldentification. Moo, ..
i Ciperation Cualiern
Month | Ref to CPVY | Rate per unit as Raf. tg log . Valua
o V. 5K He. | SBmoum per estimate
Vear alr,
1 e it | & 1, T [ | F U
| |
|
[
| i
Work to which Difs. How adjusted|  Sig. of Sig. of Remarks
the cosat 13 (31 IV Mo, eto. vl Ken
chargealla Aot
£ _El 10 11 _] a i3
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1913 H'd
ABSTRACT)

o BT . . | PO

anga Mawe afta (i) Lo
CE-26 L.W.R. &t 8521 85 gofzer mam)

Form CE-9

B e
¥ T o e et O P

Pl

RyarEt

Bz 84 unifedarg

BT famE
LAt

H 8 BE
wE

i) {iv)

(1) (i}

!"_"!
cly

3, i | d d. 7

L L —
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Poarm Mo CE-10

DEPRECIATION SCHEDULE
Year - fi=sal :
Fixed fAssels Diviaiony/ Depreciation Adjustmeants Total Depraciation
Register Referenca Circle for 1he year tor the year

= r— ——
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Form Mo, CE-11

CAPITAL WORK-IN-PROGRESS REGISTER FOR THE BOARD

Faricd Ending :

I

Mo,

Mame of AT

i | i
|

Localion | Aceounl | Account | Account
Code Code | Ceode Code

-

o -

——

P

————re

Bead CHwes

Estt, and

adminisiration
‘and general
B X POILes

allecated amound

Rs.

Toral
L=,
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Form Mo, CE-18

ASEET DISPOSAL REQUEST

A. Particulars of asset
L}
&)
3
1
5)
£
T
&

Descripiion

uaniiny

Arouired on

[dentificalion numbers

Chassis pumbers e,

Aszzal life

Reasons for salefacrapping
Commenls Executive Enginear

e L e e

Signature & dale
(DMficer incharge of Azzet)

E. Financial evaluation
17 Original cost of z==at
2y Depreciated valaa
3 Balance life a=s per books
4y Expected resals value
§) Expecad loss ar profit on
sale, il any

Agzet accounting sections

signature & dale
{Officer incharge accounting unit)

. Sanctioning cffice
1y Commrents of He aclhorty

compelent (o write ol

Amount apd reference to DOPY

How fo dispesed of

&)

3
Cive authority for- write off
asset in fotm CE-17)

Signature & date
(Sanctioning authaoriiy)

[. Action on sale/scrapping of Aszels
17 Transferring vaiue & Dapreciation

of Azsel from GH-10 & 12 to GH-18

*Aszal nol in use

21 sold/scrapped on

4 Bale value

Difference of depreciated &

written down value adjusted

P e T A

— = = — ——!

signalure & Jdare
Civnl 2AS Aocti, Oficer inchargeae
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PHYSICAL VERIFICATION OF ASSETS STATEMENT

Ferm Mo, CE-16

§ 1 |

. l :
Location as | Location as | Diference (How adjusied

Asgel Descripti t _
ldentifi- T ey | per Books | per Physical | Give reference|
calion Mo, | Verification of JE
| ) T = |
| | |
|
! I
[ |
i
i
Ir i
|
! !
i | .
[ |
Verified By Date
Supervised By Date
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Form Mo, CE-17
AUTHORISATION FOR WRITE OFF OF AS5ETS

~7 5% s:J«JEA* ﬁéf-hj.mr 3
f

A, Details of assste to be wrilten off -

=17
I I Value
Féﬂéé Depraciation 'lLE;:l Halance Cuanlity
G-riga'nall Depracia- | Loss on
cost ted value | wrile off
) Ra. Ra. | E=

B. Juslification for write off :

Dated Signature of Sanctioning anthority

Enteries made D e ceiernnnes

——

Divisional/53AS Accountant
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Ev chiregua, Es.

FIRST AND
Mame of work (in the case of bills for work dofg)...e -
Mame of coptrac- | Items of Reference 1o  Dateof | Quantty | Raté
tor or supplier | work or Regorded Mea- _
and reference supplies surernent and Written fuptal
1o agreeman; date prder 1o comple-
commen- | lion of
CE Work Wark
I & AL K b e | [
" | Book | Page | Date Rs. P
Mo, Ho
i
|
[
|
I
' |
|
NG | T . | Total
T - - e et e e i i 1
Pay Rs. ( Yy Incashand Baoooooaa.
TARBIEE] i iy e s e I




Form Ma. CE—18

FINAL BILL
Cash Voucher Mo .o, Aated e
Unit Amouns Total Amounl Payees datad Dated sig-
Pavable o the gignature in token| cature of |
constraclor or ol (1) acceptance: | wilness o
supplier of Bill and (2) | Mode of | Faid
arknowledge- | payment| by
[ figuree| In ment ol payment | cash or roie
words chegque
| (No and
clatle]
8 | #® VY TG = S P - T
Rz P T
1
|
i
i
|
|
]
[
Tetal - A
Signature Cfficer aushorising payment.
.............................. Bank Cificer preparing the Bl
R e e SSiTnaturs
...Dank
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Form CE-19
WORE ORDER F'DEIM

Work Order Hou e T T e e e e Boade IO s i

HMame of Suly DivISIoN. - cararereesamarmraneres Name of Division)Bccounting Unite.- - oo

Order for work described below givell 10w e e maene [ OTILERCTOE)
pecified below 1—

1o be executed as per conditions at the back and at the rates s

Description of work [ Rata Par Remarks

) 1} Bill Hou o iamnensiairaneseeas
for Ba...ocienesnse- v ATIfIEOG]

Paszed & Paid Vide
o 7 PRt B e e

2D.0.

o

Coniractor B Officar I:'lc'];arga
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CONDITIONS

1. The work shall be executed 1o the orders of the officer-in-charge and according o
the F.3.EB. Specifications or otherwise as may be specially provided.

2, The clficer-in-charge may al any time cancel, this work-order and order the
contractor o step the work.

3. The contractor may at any fime cancel his acceptanca of this work-order and may
slop-work.

4. Mo labourer balow the age of 12 years shall be employad on tha work.

5. The contractor shall pay his labourers not less Lhan the the wages paid lfor similar
work in the neighbourhood.

f. The contractor shall deliver in the office of the Sub-Divisonal Officer on or before

~ Lxecalive Cogineer
1ih days of every month during the continuance of the work done under this work order
a relurn showing particulars of-all claime of what ever kind and however arising. which at the
dale herect he has or may claim to have against the Sub-Divisional Officer and or in respect.
Execulive Engineecr

of, or in any mannar arising out of the execution of work, and the coniractor shall be deemed
to have waived all claims not included in such return and will have no right to enforce any
such claims not 2o included, whatsoever he the circumstances.

¥ In every case in which by wvirtue of the provisions of section 12, Sub-seclion
{1} of the Workmen's Compensation Acl 1523, Board iz obliged to pay compensation to a
work-man employed by the contractor, in execution of the works, Board will recover from
the pomiractar the amount of - lbe compensstion so paid; and without prejudice to the
rights of DBoard under sectjon 12, sub-section (3) of the gaid Act Board shall bea at liberty 1o
recover such amount or any part thereef by deducting it from the security deposit or from
any sum due by Board o the contractor whether under this contract or otherwise.

Board shall not be bound to contest any claim made against it under section 12 sub-
section (1) of the said Act, excepl on the written raduest of the contractor and upeon his
giving to Board full security for all costs for which Board might become liable io consequences
of contesting such work:.

8, Any cxcess payment made to the contractor inadvertently or olherwise under this
work-order or any account whatever and any other sum found 1o be due to Bgard by the
contractor in respect of this work-order or any other contracl or work order or any account
whatever, may be deducled from any sum whatever payable Dy Board to contractor either
in-respect of this work-order or any work-order or contract or on any account by any other °
dopariment of the Board.-

4. Payment will oaly be made for work axetuted to ihe sslisfaction of the
Sub-Divisional Officer and any work not so execulad shall herejecied or paid forata
Executive Engioger
lower tale at the opticn of the Sub-Divisional Officer, The decision of the Executive

" Cxecutive Enginecr
Engineer in tegard to the rejection of defective work or of the amount by which the rate
should ba reduced, shall be final and binding on the conlractor.

Contracior Sub-Divisional officar
Excculive Loginear
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Serial.

No. Sub-
Alpha- Dhivizion
batieal

Form Mo, CE-20

STANDARD MEASUREMENT BOOK

Particulars nf

By whom Certificated as Corract
i form the Basia of

Works. fnnual Repair
Estimates
| Nam®s of " [Mame and |
t
buildings | L29%% |designation | Do
s TR ] o B

Fayment o

Conlrastors
Iﬁﬂn_m an_cl Ere
designation |
g |

8

Fematks
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REGISTER

~ Sanctioned estimate ' Expenditure.1o end
No. & authority Ametnt of the previous year Name Detailed
ﬂﬂﬂlﬂT 3 af 1 T of haard
ri - :
Eatimate i ¥ eslmatd | yorke Esit Tatal wark
N No. | Date
| N R I e e e . S0 ]
' Ha. P.|Rs, P.|Rs. P [Es. P.
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OF WORE

Canl. | HiD,

a5 T (o

Esit. EhE;es Total

barch

13

1

Warch Supp.
Works | Estt
18 15

= e —

Form Mo, CE-Z1

Intarast
capi-
talised

ElEe

Total for
the year

=l

Month of Femarks
complelion |
of work

=1 1
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~ Cash Voucher No.
%) Mame of Contractor
L} Mame of work:

) Berial Mo, of this Bill

Funjab State Electricity Board

RUNNING ACCOUNT BILL

J No. and date of hiz previous bill for this work

i Reference to agreament

ala of written order to commence worl:

Ii\]:'ﬁ'&l;-a of artual completion of work

For contractors—Thiz form provides for (1) Advance pavments, (2) Secured Advance and
t= Paymenis for measured work.

Form CE—22

| | Luantity i Remarks
Advance payments for i L?xacu:ad Payment on the }wi’rh reasons|
works not yet measured | ams | Unit | Rata pto date | basis of actual [for delay in
of a3 per | measurements adjusting
Toll as Since Towl | works maasure- TUp 1o | Since  payment
Per pre- | Previ up to ment date | previous [shown in
vious bill |~ bill | date book | bill  |eol. 1)
EEE ‘ o S 5 & T T3 O [
' R, : T e R | 1 e b 6 5 o=
Totzl  Total value of work done
1o data (A)
() (B} Deduct—Value of work shown

Figure (D) in words
Eupeaes

on previows bill

Net value of work sines
previous hill (F)

Figure (F) in words Rupees

189




Form CE-22 (Contd,)
I Account of *Secured” advances allowed on the security of materials brought to site

" | e HER e
¥ - £ a0 = | = E2s | 4o
1 oo P ) e I T M=
= | = ari b = £ = L 00 GEy
Thr A T mE i Tl h By &g
TE | =aE |[232- aE = - i &% oy
38 | E§E |powZ ! B w o iy LB & Sk
= | &SFEs | % : ; e 41 - = e T L
°t | &Rz |lzgRy | Ea a4 =% E§ BEf- | IHas
g& | ¥ES EmEE | Fmy | &S iz o g 58 | 295
ih —'EITP "= . o O & G = g Boul [T e
j_ | N Ls 20 A =4 3:1-_ "_'I L .F'"‘-‘:' .__;1_-;_- [T Rt
] o= [ =i R e U e gD BoET =
[ B, Ew el | w0 B = froge e e B ] e R R
SR e e i B 8| T B | _H 10
) _I_ s, - - Hs. 15, (Mo, Date
! | | . |
o = ; T e
Fotal amount owislanding as per this accourt R Oy
Deduct amaonnt outstanding as per entry (C) of previous Bl
-
Met amount singe previous bill (in words minus Tupees PR

*Entries relating to eacl. description of materials should be posted, thus in eolumn 3.
Tiret enier the diffarence hetween the quantities in columns { and 2. Then shiow  halow this
antry, the cuantities, il any, brought to sile against which a further advance has been
authorised, this entry being prelized by the plus sign. finally strike the total of the 1wo
entries, which will represent the tolal quantities outstanding.

;Entries in column 8 show the money values of the iotal guantities cutstanding as pet

Golumn A ;
lll—Certificate and Signatures

1. The measurements on which are based the entries in columns 410 § of Accouni !
were made by ..., of........ 13 and are recordad at page............0f Measurement Book Neo.

+3 Cersified that in addition to and guite apart from he quantities of work actually
exacutad as shown in column T of Account I, some work has aciually been done in connection
with several itams and the value of such watk (after deducting therefrom the proportionate
amount of secured advance, if any, ultimately recoverable on account of the cpuantities of
materials vaed therein) iz in no case less than the advance payments as peT column 8 of
Arcount 1, made or proposed to be made, for lhe conveniencea of the coniracior, in anlici-
paticn of and subject to the results of, datailed measurement, which will ba made a5 so0n as
possible.

=3 Cartified (1) that the plus quantiiies of materials shown in column 3 of Account [1
ahave have actually bazn brought by the contractor to 1he site of the work and the contractar
has nel previously received any advance on their security. (2) that those materials are of an
imperishabie nature and are all required by the contractor for use on the work in conneciion
with itams for which rates for finished work have been agreed upon, and (3) that a formal
agresment (Annexures) signed and executed by the contraclor,

Dafed sighsiure of the Board { S

empioyes authorizing payment {4 e
tDaled sigrature of the Board employee preparing the Bill g Lo, Ao
Dated sigiralure of the confrachor L i A ¥,

*Those certificates must ba signed by the AE/AEE or Divisional Cfficer.
{This signature 1 necessary only when fhe Board employee who prepares the bill is
not tho coe who authorizes the payment.  In such cost the two signatures are 2ssential.

L%&0




e Form CFE-28 {Contd.)
N _MEMORANDUM OF PAYMENTS

l. Taotal value of work actually measured, as per Act 1, Column 8 Enfry (&)

2. Total “Up to date Advance paymenls for work pet yet measured” as per Acct. 1
Caol. 3, Eniry (H)
3. Total "Up 1o data” secured advanoe on SeCarily...............
Acct. 1T Column # Entry (o)
4. Total (lems | §2+3)
4. Deduct amount withheld
Figures for Ra, F.
Work Ahstract
(@) From previous bill as per last
Runnitig account bill
(by From this bill
. Balance ie. "Up to date’’ payments (Items 4-5) (K)

of matorials, as per

1. Total amounts of payments already made as per enicy (K)
of 1ast Running Account Bill Ma. of 7 PR
forwatded with accounts for | 12T L .

2. Favipenls now 1o ba made as delailed below
Rs. P.

By recovery of amounis
() craditad to this work
il

Tetal 5 (by+8 {;;

TR T, SR (G
gy recovery of amounls

cradited 1o other works

g
|
or heads of ascounts : 1
&) Deposils—Deduction :" (&)

acoonunt of sacurity |
Depogits |
() By Cheque

Total & () +(c) () : St

L1

e N e

Pay Es. by chegque
(Dated signature of disburaing officer)

............................................ as per above mamorandum on acoount of this werlk,
{Amount in words)

Witaas s sl L
(Full signaiure of contractor)
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‘ANNEXURE' Form CE-22 (Contd.}

INDENTURE FOR SECURED ADVANCES

{For use in case in which the coniract i for finished work and the contractor has
entered into an agreement for the execution of a certain specified quantity of work in 2 given
time).

This INDENTURE made the.... . ....déy ofceo. - 19, BB s s s e
(hersinafter called the Contractor which expression ghall, whare the coniext so admils or
implies, be deemed o0 include his exscutors, administrators and assigna) of the cne part
and PUNJAE STATE ELECTRICITY BOARD (hereinafter called the Board which expreasion
shall, when the conlext so admits or implies, be desmead to include his successors in office
and assigns) of the other part.

WHEREAS by an agreamen! dated............... {hereinafier called the said agreement) the
Contractor has agreed.

AMD WHEREAS the Contractor has applied to the Board that he may be allowsd advances
on the securily of materials absolutely belonging to him apd  brought by him to the site of the
works the subject of the said agreement for use in the construction of such of the works as he
has undertaken to execnte at rates fixed for the [inished work (inclusive of the cost of materials
and labour and other charges). AND WHEREAS the Board hasagreed to advance to tha

Creptractor the aum of Fupees_. ., on the security of materials the quantilies and other
particulars of which are detailed in Partefa Running Account Bill (B) for the ssid works
signad by the Conlractor Of..-..............and the Board has reserved fo himself the cption of

making any further advance or advances on the security of other materials brought by the
Contractor to the site of the said works. NOW THIS INDENTURE WITHNESSETH that in
pursuance of the said agreement and in consideration of the sum of Rpees. . oo Ol OT
hefore the execution of these presents paid to the Contractor by the Board [the receipt
wheraof the Conlractor doth hereby acknowledge) and of such [urther adwvances (if any) as
may be made to him as aforesaid the Contractor doth hereby convenunt and agree with the
Board and declare as lollows :

(1} Thatthe said sum of Hupees.............50 advanced by ihe Board to the Con-
tractor as aforessid and all or any further sum or sums advanced as aforesaid shall be
employed by the Contractor in or lowards expediling the execution of the said works and
for no other purpose whalsoever.

{2) Thatthe materials detsiled in the said Running Account Bill which have been
offered to and aceepted by the Board as security are abaolutely the Contractor's own property
and froe from encumbrances of any kind and the Contractor will not make any application
for or receive a further advance on the security of marerials which are not absolutely his own
property and {ree from encumbrances of any kind and the Contractor indemnifies the Board
against all cluims to any materials it Tespect of which an advance has bean made to him as
aforesaid.

{3} That the materials detailed in the said Running Account Bill and all ofher materiala
on the security of which any further advance or advances may hereafter be made a3 aloresud

| B




e

Farm CE-Z2 [Conid.)

(hereinafter called tbe said materials) shall be uzed by the Contractor solely in ths exe-
cution of the said works in accordance with the directions of the............. Divisional Officer
Division (hersinafter called the Divisional Officer) and in the terms of the

gaid agreement.

{4) That the Contractar shall make at his own coat all neceesary and adequate arrange-
ments [or the proper watch, safe custedy and protection againﬂt all riske of the said materials
and 1hat until used in construction as aforesaid the said materials shall remain at the site-of
the zaid works in the Contractor’s custody and on his own responsibility and shall al all times
be open to inspection by the Divisional Ot or any oficer awihorized by him,  In the event
of the said materials or any part thereof being stolen, destroyed or damaged or bacoming
deteriorated in a greater degresa than is duc 10 reasonable use and wear therecf the Con-
tractor will forthwith replace the same with other materials of like qualily or repair and make
good the same as required by the Divisicnal Officer

{5} Thatthe said materials =hall not on any accouni be removed [rom Lhe sile of the
said works except with the written permission of the Divizsienal Cfficer or an officer authorised
by him on that behalf.

(6 That the advances shall be repayabls in full when or before the contraclor receives
payment frem the Board of the price payable to him for the said works under the teris and
provisions of the said agreement : Provided that if any intermediate payments are made to
the Contractor on account of work done then on the cccasion of each such payment the
Board will be at liberty o make & recovery from the Confractor's bill for such payment by
deducling therefrom the value of the said materials then actually vsed in the construction
and in respect of which recovery bas not been made previously, the value for this purpose
being determined in respect of each description of materials at the rales at which the
amounis of the advances made under these presents caloulated.

% (I) That if the Contractor shall at any time make any default in the performance or
obsarvance in any respect of any of the terms and provizions of the said agreement or of
these presents the fotal amount of the advance or advances that may still be owing o the
Board shall immediately on the happening of such defaunit be repayable by the Centractor to
the Board together with interest thereon at {welva per cent per anmum from the date or
respactive dates of such advance or advances to the date of repayment and with all costs,
charges, damages and expenses incurred by the Board in or for racovery thereof or the
enforcement of this security or othetwise by reasen of the default of the Contractor and the
Coniractor hersby covenants and agrees with the Board to repay and pay the same
respectively to him accordingly.

(8) Thatthe Confracter hereby charges all the seid materials with the repayment to
the Board of the said sum of Rupees and any further sum or sums advanced as aforesaid and
all costs, charges, damages and expenses payable under these presents; FROVIDED ALWAYS
and it is hereby agreed and declared that notwithstanding anything in the =aid agreament
and without prejudice to the powers contained therein if and whenever the covenant for
payment and repayment hereinbefore contained shall become enforceabla and the monoy
owing shall not be paid in accordance therewith the Board may at any time thereatter adopt
all or any of following courses as he may daem best :
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Form CE-22 (Contd.)

fa) Seize and utilise the said materials or any pari tharacf in the completion of the
said works on behalf of the Contractor in accordance with the provisions in that
behalf contained in the szid agreemant debiling the Contractor with the actual cost
of effocting such completion and the amount due in respect of advances under
these presents and crediting the Contractor with the valus of work done as if he
had carried it out in ascordance with the said agreement and at the rales thereby
provided : If the balance is against the Contracior he iz to pay the samse to the
Board on demand.

(b) Remove and sell by public auction the seized materials of any part thereof and out
of the moneys arising from the sale retain all the sums aforesaid repayabla or
payable to the Board under these presants and pay over the surplus (if any) to the
Confractor.

{c} Deduct all or any part of the moneys owing out of the securily deposit or any
sum dus to the Contractor undser the said agreament,

(%) That except in the event of such dafault on the part of the Conlractor as aforesaid
intaras! on tha said advance shall not be payable.

{10} Thatin the event of any conllict between the provisions of these presents and tha
agreement the provisions of these presents shall prevail and in the event of any dispute ar
difference arising over tha construction or effect of these presents the settlament of which
hag not been  hersinbefore expressly provided for the same shall be zeferred %o the
Supearintanding Engineer .. ..o Cirgla whose decision shall be final and the provision
of tka Indian Arbitralion Act for the time being in force shall apply to any such reference.

In witness whareof the 5310 .. ccocareeaeasoees vl o e B e by the order and under the
direction of the Board have hersunto sel thair respective hands the day and year first
above-writlen,

Sigymack, séaled and dedivered Dar . i i
the said contractor in the presence of

L0 T < S

Witnesgs B e b
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Form CE-23A
Punjab State Electricity Board

BEUNMING BCCOUNT BILL IN EESFECT OF LIJ]IH!IP EUM CONTRACTS
(To be used for ~“intermediate paymenla” 1o contractors)

Losaton Code . ieie e sasaskeenre. Divigion
Cash Book Voncher No.Loooo oo dated: oDl AR Sub-Tivision
Name of Contracior
Mame of work
Zerial No. of the Eill
No. and date of his pravious bill of this waork.
Refarance to Agreement
Date of wriilen order io commance work
I—Acoommt of Work
1. Approximate value of work done up to date excluding the measured up | Es. =
additions and altarations
£, Walua of measured up additions and alterations
! Deduect amount 1o be wilhhald, per cent on Ra.
4, Balance Le., "up-lo-date’ intermadiate payments
(ems 1+25—3) K
5. Deduct intermadiate payment already made as per entry K of (ha last
Running Account Bill
M! intermediate payment now 1o be made (Item 4—3) —D
T Rocount of “Secured, advances as per entry, 'E' of Account I —_——

2. Total payments now 1o be made as balow*—

(3} By recoverv of amounts craditalsle to thia work L .

*The tota]l figure against item 8 should be tested 1o zee that it agrees with the total of
item Gand T,
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Form CE-Z3A {Contd,)
I. Account of "Secured” advances allowed on the security of materials brought to site

& | e
= i e : | i | 858 [ ssd
= T e LT o = Edm it
B0 aed  [BIE S z 8 =08 s
RS min |ERE EX: g B Sg® E 8
.‘E.;;l SHn ™ oA D iy = e B ez éEE
LR A i E b - e’ g ; o= Hg FE
F 4 da= |bFHE 73 5 ol u R m A
i SEg |-pad B I T it REEL wEEE
i Teh |EEes 25 Bra e o5 d i o fore
i | gi SRR | §hy | £ 38 | sz | EBf | ESEs
Br | gf% [Z23% | =SB | 33 | g | 53 | EE | £85 | paad
Ok A8% [FBER EHG nE 5 | =% R 253 | #3%5
s T - | 3 4 |_ 5 L 1 Bl e DT 10
|
|
!
|
|
Total amount outstanding as par thizs amount._....._.. (<)
Dedyct amount cutstanding as per enry (Cy of ... previous bill
Neat amount since previous bill (in words) Rupass........... (E)

*Eniries relating lo each description of materials should be posted thus in Colnmn 3.
First enter the difference between the quantities in ¢olumns 1 and 2, Then show below this
entry, the guantities, if any, brought to site against which a further advance has been
authorised, this entry being prefixed by the plus sign. Finally strike the total of the two
entries which will represzent the tetal quantity outstanding.

*Entrims in column 8 show the money values of the total quantities outstanding as par
colum 3.
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MI—CERTIFICATES AND SIGHNATURES

1 have satisfied myself by*.__._ . ... that the value of work dona up to date excluding
the measured-up addilions and alterations is not less than Bs. ... ..conformabily with the
confraciol’'s agreement and that with the exception of authorized additions and alterations
the work has been done according to the preacribed drawings and spacification.

&, The detailed measurements of authorised additions and alterations up to date are
rTECtTdedat page. L G of Measurement Book Na.,....... ... 2

4 edlified (1) that the odus guantities of materialas shown in eclumn 3 of Account 1T
above actually beon brovght by the contractor to the zsite of the work and the contraclor has
not praviously réceived any advance on their security, (3} that those materials are imperish-
able nature and are all required for uee on the work for which a lump sum for fnished work
has bean agread upon, and (3) that a formal agreement signed and executed by the coniractor
{on Annexture with Form CE-22) is recorded in the Divisiomal Office.

Sighature of Conlractor, [
4:
Dated signature of officer preparing bill L Rame
Payt (Rs. ) [ R e
Dated signature of the officer authorising -
the payment L

*Here specify the method employed for estimating the value of work.
tHere specify the net amount payable,—vide Item 8 (¢) of Account L
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Form CE-23B
Punjab State Electricity Board

FINAL BILL IN RESPECT OF LUMP SUM CO™TRACTS
{To be used for final payment's fo contractors)

Locaticn Oode Mo, e i P e A D T
Cash Book Vausher Moo Dt e ek R Sub-Division
Marne of ConlrarmioT . e e iriai i waa- :

MName of Work......... e

Sarial Mo, of this Bill. .- cvere s smmnns e miiee-

Mo. and date of his previous bill for this work. o

Reforence to Agreoment .- .ot e

Date of actual complation of work......imir s

I— Account of work Executed

J

3 - Up-to-Date
Sub-work, sub head Rale Unit A ) = =

or items of work — = |
% Cuantity Amount

Femarks

E=. Lump sum
for each

Total carried over |

PART-I

Sub work, sub-head l Rate Uit e Up-to-Date |

or item of work
Cuantily Amount

Batmatks

Es. Lump sum R=.
for each [

Taotal brought forward

Additional work

Deduect Omission

Teatal value of work done
to-daté
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Form CE—23 B (Continued)
Hi=Memorandum of Paymentz

I sertify that the work bas been completed it accordance with the: prescribed drawings
and specification and after taking into acoount all the authorised addilions and alle. =tiona the
value of work done up-to-date: conformably with the terms of the contractor’s agreemsnt;
iz Be.

2. The detiled measuremeants of the authorized addilions and alteration mentiched
abevre are recorded &t page, ... of Measurement Book No.......... wndlld T am satisfied
that they are correcl.

Signaiure of Contractor,

Datad signature of the certifying Enginesar*

I.. Total value of work done wp-io dale as Herc "Bs, .
“F*" of Account T of thiz Bill
2.  TDeduci—
(1} Up-to-date intermediate paymeant already
made as per enlry 'K of Account 1 of
Tamt Bl Tles ovmn e dated: o D

(il Totel Secured Adwvanse outstanding as
peEr eniry G oof Account Il of last Bill
L T wAdated ey | .

3. Paymeniz now 1o be madsa :

(a) By rocovery of amounts credimable to
thiz worlk o

(&) By recovary of amounts oreditable fo
other works heads of agoounts

2] Broheane.. . oo i

.
Dated signature of officer authorising '.! = =
paymeant |
I Fank

*This certificate must be signed by the Executive Enginesr or any officer ern:::-m\rere&
b the Beard to sign it
{Here specily the net amount payable,—vide item 3 (¢) of account II
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Form Mo. CE-25

Mame of the Sub Divieion . . ..ooiiiin s
REGISTER OF MATERIALE EXPECTED TO BE RECEIVED FROM THE DISMANTLEMENT

OF PERMANENT WORES DURING THE CQUREE OF REPAIRS AND MAINTENANCE
COVERED BY THE ANNUAL MAINTENANCE OF SPECIAL REPAIRS ESTIMATES.

Slores radgaisitions
in which the mata-
rials for rapairs
and maintenanoss
are drawn

Mo, Date

Corresponding arli-

Dated initials

clas to be recovered of
from dismenilements
Name of | Quantity |Unit | J.E. | Sub Di-
article vizional
Officar

Signature of Sub | Re-
Diwisional Clerk ind marks
token of check of
anlries in Col, 5 &
& with requisition
& posling in s0Te-
keeper's register
raspeciivaly
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Form CE-28

IMPORTANT INSTRUCTIONS FOR MAINTENANCE OF
REGISTER OF INITIAL (WORKS) AGCOUNTS

This rogister is ap Imporiant record, being the basic record of material] and other
axpenses which have to be aseounted for, I has to be kept in safe custody like
Meaaurement bogk. In case, this book iz lost, imrmediate report should be made of tho

“Tacts of the case to the C.E, through Xen/SE concerned,

Desoription of the material must be lycid encugh lo admit an easy identification and
check of each item,

Ag zo0n as a detailed estimate has boen sanctioned, the register, in duplicate, may be
izsued after filling in the Eftimated Quantities in appropriate columms in Part T under
the signature of the Divisional Cfficer, First copy of the register will remain in the
Sub Divnl Office/with the Line Supdt. but the second copy is net 1o be passed on to the
Line Supdt. The 5.0.C. will in the bagining of the month, check the entries made by
the Line Supdt, in the Brst Copy, incorporate corrections made by the Divisional offica
last month in the frst copy entries of the month fram the first Copy in the second copy,
get it signed from the 3.0.0, and forweard it with billa of work charged establishment)
Muster Roll for pre-audit en or before drd of each month, to the Dival officer, [or
relerence and return.  Both the Copios should be kept complete and uptce date as in tha
absonce of the same, no claim for payment will be entertained by the Divnl office.
Even if no transaction coours during the menth, the sacond cOpy of register may be
sont to Divnl. office, explaining the reasons for no progress during the month,  All
additions/alterations in the second copy, whether originally made by the SDO or by
the: auditor of the Divisional Accounts Branch should be authenticated by the Divizsional
Aeocouniant,

E8.D.0, and Xen will kKeep a note of inspection of work in the part V of the sccend copy,

No. page should on any account, be tern ot of the register, ner should any entry be
crased or disfigured, so as 1o be illagible. The eniry may be neatly recorded
in ink.

(8) Onthe occassion of tranafer of subordinate incharge of work, the form usad by
him should be closed by him, The second copy should ke deposited in the Divisi-
onal office for safe custody.  Set of new form should be opened by his succassor.
Total drawal of material should bs indicated in the first month's column az drawal
of malerial frem (date of the start of the work} to (ie. date of transfer of Line Supdt.)
Thiz should be done not only {or principal items, but also for patly items.

(b} Any physical verification carried oul by 8D0/Xen bafore the completion of work
should also be recorded in part IV and in col 44 of part-1 of the Register & comprai-
son made with the paper balance and differences adjusted under the orders of
compelent authority.
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10,

M.

1a:

13,

14,

(c) Asregards partlli, the lotal value of work dene in respect of each item shouid be
noted as gpening balance. Messurement should be taken in part IV by the naw
Line Supdt, for the work as a whole at the.time of completion,

All iszues of material should be posted by LJS from the store reguisition as and when
the material iz drawn, Similarly, transfers of returns of materiais should be recorded
pn the cocurrence of the event as minus entries,

Bgfar as possible, il the items may be shown individually inthe partland Parl v
but in case this is not found leassible, Petly items, to be decidad by the Divnl Oficar,
particularly those which are not susceptile to measurement may be grouped together
suitably. Details of petty items will be kept in Part Il of the Register.

Carriage and incidental charge should be shown against eolumn of ransportation
charges by indicating the J.C. No. Or C.I.. No.

Within one month of the physical completion of the works, thiz register may be closed
and sent to the Divnl. Officer for closing the account of the work.

The &.D0.0. will check and tally the entries in both the copies ol the register befora
sibmission 1o Divnl, officer. 3.D.0. will visit the Divnl. office once in a2 month. The
expenditure booked in the previous month as shown in the rigister will be reconciled

with the acconnt of the work maintained in the Divnl, office under the supervision of

the Divisional Accountant

This register will be signed by the 5.0.0. in token of his review befcra it is submitted
to the Divisional office. The check measurement will be carriad cut in Part IV.

Mo excess material, labour and other expenses iz allowed to ocour without the spacific
approval of the Xen. The observance of the same may be seen every month by the
Xen while reviewing the progress of the work.

Progressive tofal of quantity, whers-ever considered nocessary inn Part-1, may he put
below month's quantity in red ink.

5.1.0. should encircle, with his inisials, the quantity checked measured by him in
PartIV. The LiSwill be pufting his signature at the end of the measurement in
respect of each sub group.
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Form CE-Z&

REGISTER OF INITIAL (WORKS) ACCOUNT

Nama of the Divigion.., ...

Location Code... ... ... ... ...

Mame of the Sub-Division.. .., ... .. .. R el e e SR T e
Full Name of the work,., .., . ... ...
Estimate No... .. ix
Allocation ;
i) Account Head ... .. s 2t

i} Account Code... ...
Date of commencement of work. .
Date of completion of work.. ... ..

Name of the official with
dasignation to whom issped.. .. A = R

Signature of the Executive Engineer
Iasuing the Ragister
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REGISTER OF INITIAL

PART-I '
[ | .Inl.-\‘.l FEII | 1 i MU:].‘LLI.-H'
Mam Description af sanlioned Balance Unit | Ref of |Material drawn
Mo. | the material astimats | E/F 5.R. c%r .
(e roucher - 3
Gty. |Value | Qiy. | i Oty ﬂ?ﬁg‘?
— .| }— s — ' | | — = LT

|

| 5

| |

| | |
Total
Valua of Petty items transforred from Part I
Storage charges
Transportation charges
Loading & unloading charges
Total cost of material
Labour charges B/F from Part-1l
Contingencies
Total Expenditure of the month
Progressive Expenditure
Sign. of [EfSO
T 8.0.G.8.D.O. s.D.C. 5.D.0. 3.D.C.

Divnol. Accit./Xen Divinl, Aoctt. Xen Divnl, Boct.

“Note Spare times for months shall be ingerted in the Register.
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(WORKS) ACCOUNT

Form Mo, ZE-26

Total Material |
drawn & Expen- | Total used | Peper balance|Actual balance How
ditare incurred as per Part | of unused after adjusted
et | R B material verification

. s 45 46 41

Remarks

Liffrence
fsif any

45

i -

|

!

|

‘ |

1)

2}

1)
2}

Full signature of JESO incharge

ofthe work:— e .
Signature of 3.D.C. in teken of his

arithmetial check :— e

Certificate on complation

Certified that the gtv. of the Aetal balances recorded against each ftam Cel. Mo, 45

{Part-1 of the Register) for the results of verification made by him.

Cerlified that T am satisfied are the material drawn and vsad on the werk so constructed

and there is no diference between the material issued and used.

50,0,

Cartified that -—

BEcotual balances are recorded in Col. 46

A1l the entries have been checked under my superivision and expenditure figures talliad

with thése in construction Iedger.

The entries relating to the giy, used in construction are approvad,

Divn. Accouniant

Divnl, officer
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PART-IL
Detailed account of Petty ltems
ber Months flotal petry | e i
Item_lDEa:mipti-:m 1 |Unit| Mo iterns ra_wn!ﬁ‘ﬂ% £g: 2 = o | 3 | d
MNo. of articles | Oty |y | of |\ Qy| o |O0] & & £ ek o o8] &
(Pally) i a.R. = =] A cg e foga | - |EE
J0 5 [ [ [= il T :E‘EE@_—EESE | § 2w
e Lt - = == mﬂnpqﬁﬁlﬂlmm
L 2 gl bl 540 5) 8 |0 M | [T g e
| | | |
| |
L= i | | |
Signature of Line Supdt SO Approved
Signature of SDCE0L0 abg EDO D S0 Executive Engineer
Signature of Divnl, DA ¥Xen DA NS s imanoe Divn.
oty CIRSUNSEE 0 UG R
PART-III
ltem of work |
‘i‘:'“‘-‘-__ Total value of Actual (Signature of) Pass |Voucher
Month) Yalue Valva l'-';grk done by .Eal}i}ur [E/S0 and order Mo,
ty, | of work | of work QUr as per | charges S0 by Xen
L dona sl done | lebour sche-
Rz, Es. dule Es.
1 2 3 4] 5 42 43 44 | 45 48
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PART—IV
STATEMENT OF MATERIAL USED ON

WORKES (ON COMPLETION)
) Cruantity - Total Oty.
ltem| MName of |Unit Measure Tetal Wastage | Remarks
No | material qty. if any of
Sub Grouped of | measured | consum- | In Fig-| In
works able, ures |Words.
1 a > 4 5 & L i 2 10
PART—IV A
STATEMENT OF MATERIAL USED ON WORES
(DN PHYSICAL VERIFICATION DURING CONSTREUCTION)
| Cuantity e Total Qty.
{tem| MName of |(Unit Meazurad Total Wastage | | Remarks
Mo. | material qly. ifany of |
. Bk Croups of measured | consum- | I Fig-| In
warks able, ures  (Words
1 a 3 4 5 B T B q 10

i
i
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PART-V

STATEMENT OF MATERIAL DIEMANTLED FROM WORES

TR 1T A ) o e O S
|
. Oy, to he returned ; Reasons for
Item | Name of Article | Unit as par sancticned gﬁgﬁi{gﬁﬂy varialions
Bao. aalimala ) ilany
. ! Fate | Amount b F.le Amount
1 4 3 4 ___5 g L 2 3
\' ||
SEW Mo. & dt. SEW Mo. & date Bef to ilem no. Eemarks Sig. of Sig. of
if returnad it transferred measured in part JEED S D0
to atore lo nther worksa IV if material used
ol the same work
i 11 12 13 L

FOR INSPECTING OFFICERS

PART-VI

Date of nspeaction

Comments, if any of
the Inspecting Officer

Sigrature of Inspecting. Cfficer
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Form GE-?

BILL REGISTER
gr. | Date of | Mame of Suppli-| Name of | PO Eill Mo, l Amount | Dated | Mo & .
Mo, | receipt | er/Contracter | work) WO, Mol date [ of kil Initial of if
malerial | clerk) raturned
. Accit.
k! R P 4 [ 85 N E.>_| 7 ] )
i
Amount of | Amount BEeasons Dated initial | Dated Remarks Give
bill passed | deducted for | of clerk/ Acknowledge- | reasons if bill i=
deduction | Agcit ment of having | not cleared within
. received spacified pericd
passed bill
10 11 18 13 14 15
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INTEREST EﬁPlTALTEETIGHiﬂC}MPUTﬂTIGH SHEET

AC-25

RC-55

ARC-56 &
58

RC-BO
AC51.1 |

RC-55

BO-56& |
B

na

MOTE :  AC indicates account code; Seh.-Schedula.

Wi

Particulars

1 Asssts at construction S12ge

Lese (1) Liability for
capital works/Suppliet Advance for
gapital supplies
{(2) Loans with intarest holiday (initial)
ADD : (1) Portion of imeraat free liability
(2) Reserve junds and surplus
I Interes: bearing-ACS (slosing)
[l Interest bearing-ACS (O pening)

IV Total ACS (Opening & Closing)
Average ACS (IV/2)
BALAMCE NET ASSETS

"-"?'

Vi

LEES Barrowings for working capital

(1
(2)

(1

Repayments due

Portion of intarest {ree capital
Hability
Reserve funds and surplus

Add

{2)
INTEREST BEARING-BNA (Closing)
MTEREST BEARING-ENA (Opening)

VIl

Ix
+ AVERAGE BHA
¥i TOTAL INTEREST TO BE ALLOCATED
¥l PROPORTION OF ACS : BNA
¥ INTEREST TO BC CAPITALISED

TOTAL BNA (Opening & Closing)

Ameunt

—

Z10




T4 Al gt=30

yag oR fgasl 893
fammet Ufen ursa UF %
fgmsst et ©F was! adl adaE! € sl
Fran = &t
mapilar &: HF WE faa= (Allocation)
yuzaa & Sy & (FEE B 99
wgq vt Aigat

GufeR =gz (&1 3«

fxrfes & fudl
| = e ol A )
B|=EE T fues % F 3 =8
b T M o g " =
= fi il & o I Zgfami  BISA'd ®A,
g a5 e |lmElms E;fﬂ' B | s, . zumw | [wimaes
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|

gHg
s 1|
X &e |
28 &
qisz

= | Has
Fua':_

gl dlFt get AvaEt B A
el Fhslogt oot (a3 VA, a0 w3 AL 2 zafay) & Fi @9s ¥H TRE g ufst wau aﬁ:a:
% m3 Boai @ 93 § @ (§) T Telaor i3 w3 feg grus ANt FHAERT (HEEE w91, a'af-sr:% :ﬂ‘a
win, 2t zalsg) & 45 285 28 wdad & Tan star 7 w3 28 Sz § o (v} =4 H?w w3 3
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Form CE-31

ASSET THANSFER NOTE

| T T AT F 1 o
Azzat Control Bothorityo ..o TR e e e e B e e
PerliastPae - o o sy e Stafl fiuthorised
Transfer Disaion. . ooees veraiecoiescems e csenns B W - o
- g . | ::: Accur:y Transier | Acoé- 'Trans-
al. DH = Descrip-| Reasons ! 5 | Origi- | 1ated W D yior divisl- [peted free di-| Re.
No|8&¥ | § tonof | for | & | nal depteci- on JWref fffor am- vision | marks
Pii | B |asger fransfar | 32 | oozt | ation Debil ad-loumt (W rel
= m | F
B =t N o = ors fwice ref. L =
] | H
1
|
| |
| |
Activity Prepared By Approvad By Transported By
Recaivad By Entry Passed Entry Passed
Boute Transferor accounis Transferor acoounts
Sigo.
Daie

=WV =Wrilten n:ln:'wﬁ-value.

Fa
-
Ll




Form CE-32
DETAILED COMPLETION REPORT

DIVIBI0N coveras Ganeomiosiagnsanssmrasansse

Mame of WoTk. o —ecememmmsens s _y
smount of Estimats Bs.
Expenditure S T
Excass Bs.
Parceniage of excass R B, Lk

Date of commancement —
Date of completion —

EXPLANATION OF EXCESZES
Hamne of WOTK. i rmiimemrninsmsnnresas
Detailed head of ClassiAoation. e eesemronne s snrm i
Refarence last shedule dockat submitted Now. e For the Month of......ccouean- 19
Futhority
AS ESTIMATELD AS EXECUTED DIFFERENCES* Eefarence of
Cuan- | Hate _F.:n-::-u--f}ua.n- | Rate | Emou-|{Quan- | Hate Tanon- P&ragt“aphl-::n.rar-
tity nt ity nt tity nt laal explaining
Q¥oasses
1 S 3 4 B | & T 8 1. o 10 i o 11
Es=. | Es. L.
| | I |
| | |
| Total e 84 I 1 el B RIS
*Eyoess to ba eotered in red ink: Savings in black ink,
Dated the Divisional Officer

Fansclidated Completed Statement of works and Repairs completed during The

Forwarded o the SUPERINTENDING ENGINEEE, Punjab, as this office How.cmeee-

AR . oo an ey e 19
; Divisional Officer

Transmitted o CHIEF ENGINEER/SECRETARY. FSER for racord as this office Y e

dated. .. ..o tiaammia e 19 .
Superintending EnginecT, Circle.

Transmitted to the Superintending Engin@ars. .. covcamm-eerararcines Circle, after verification

as this officg Moo e Aatmets o i

Secralary, FSEB.
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Forma CE-33

To be used for all miscellaneous payments and advances for which
special forms are not, available

DOCEET VOUCHER

Name of Payee............ B, oot S R L e i :
B =1 T
Particulars of chargasjor Atnount Dabit
pavment to ke made Pavable
Mame of account B P.
4 Ea, P L
1
. Location Code
Acoount Cods
Cr. (Conlra) if any, account .
Authority
Ramarks, jf any.
Total | . Total R
Rupees  (Rordsy: o s s (To be filled in when necessary)
Entarad in Register kept for the purposs
................................................................... =
(1} Freparedhy........... Designation.......... 11 e e e e Page Ho:, ..o
{g} Gh':}:kE'l:l b}r. ............. E‘E‘.Eil]nﬂﬂ-:lt‘i .......... {ﬁ_] EﬂlE-'l'E-'d b?-“....u.tb_} Ghl'_'!t:k&l.'l h}" IIIIIIIIIII 3
W Appraving (6] Buditor's TRHtAIS..ovsesesmseem e s smrmseemeeees e
Bathmibr. S Designation. ..., | e
4 P-.u_dued ........... R Dresignation......... (d) Fassed on to Cashicr  In Cash/by M-I::-_.
(5 Paid:byebegue-Neo. i i for payment by Cheque
........................... i D R
D_n 2 by adjustment
Bigmed by (a).......- . o O R
Paviment Becaived in Cash

by Cheque asz above

Signature of Paves

(Signature of offiver authorizing Payment
with stamp of the officer)

e Wy 1 Tt | ] P b

215




¥

Standrad remn

REGISTER OF RENTS OF

m——

| onth April 19

| —| By whom |
Registerad | Farliculars of | ocoupied | {in rad ink) |Arrears|
Mo of proparly {includ- Tama | Fay E| Amiho-|  hawe | from |Fssuss- | Reali- |Ba AT~
puilding ing classes & | “rank |a]ln;~w- oty last | menis HaTEEmE| oces
or land DALRES 1N CASeF and | ances AT |
| of buildings) | office | | |
I |
1 |_ T '_i_3_| T |5 | o __'I__l__T_'l 9__ T
= |_ == __|' il |_ s, i Re, |F. [ Bs. |P. | Hs. P.h’ta- 5 [THs. | P
[
| | | | |
| <M=l e
| | | | |
| Ll il
| | || |
B TRERGEIS R
| | Total
Dated initials of the Divizsional Accountanl :
Dated initials of the Divisional Oificer
ABSTRACT OF
| Fant of Oiher Total [t of =
Facovaries how effectad Buﬁdiﬂgsl ant | Buildings

Caee realised in the
division

REecoveries by othar |
distursing officars |
adiustad in the

divisional accounia |

" Tatal I




BUILDINGS AND LAND

Form CE-34

| | May 19 [ Month June 19 |'
I — | —— o L - - - | — —
Assess- | neali- Balan. | Assess- | Heal- | Balan- [Raaess-| Reall- [Dalan- |
mants salions oS maents  |sations | o83 ments isations cas Bemarks
|
1y | 1% e el I | G M e
®s. P | Es P |Es D.|Rs. P |Fs (P.|Rs (P.[Fs [P [Es |P.[Rs [P
[
I
|
AN | |
— - o I -
TOTAL FEALISATIONS
Other | Total Rent of Other | Total Rent of Other | Total
Rents bujldings ERents buildings Kents
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Form CE-35%
REGISTER OF MEASUREMENT BOOKES

Mame of Sub Division/Division

Date ll Bated Year up

ar, || Mame of sub Date Signa- | Despatch I
Me. i Divn. ol mre of | No, &Dateor] of initial of | to which
of [Tabordinate | issue | Head acknowled- | return | Head itisio be | Remarks
[Bcokl to whom clerk) | gement of Clerk | preser-
SDz receirar vard

igsued.
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Form CE-36
STATEMENT OF RENTS RECOVERAELE IN CASH OR BY DEDUCTION
FROM PAY BILLS

Mame ol Division. .o eeie Name of location code........c.cvma e
Head of aceount o be cradit G2 907

Ragister | Name of Mame, rank and | Amount due | Amounl re- | Bemarks with

No. of building office of occu- to. end of covered date and other

Building pant, with rates Ak during particulars of
ofhispayand | | e 15 changes of
allawanoes, as emolumenis
known to the shown 1f
Dival. Officer, column 3

1 2 3 4 | 5 R L
g N h Re. P ‘ Ks, T
|
Formarded B0 thE. oo oy e e e e i (Bt Tive Erin@en.. it i i v Division),

AQ (P&A) P3EE Patiala lor recovery and return of one copy doly complated.

Datad. oo oo e memiescrnn : Divisional Oficer
Completed and returned o the Oficer-in-CRArge. o w o DEVIL
Certified that the pay and allowances of the tenants named herein unchangad during

the month, and that no arresrs of emoluments were paidte them during thae previous
monith except as indizated in column &,

B b B e e Digbursing Officer.




REGISTER OF MISCELLANECUS SANCTIONS

Form CE-3T

1

[tarn
Mo,

Mo, date
and
authority

|
Sub.-;tanv:ei
alf .
order |

|

Amount
ol
Sanction

Ps: B

Dated ini-
tials of
Divisicnal
Accpuntant

MNo. of
voucher

Momth

Mote of Expenditure 1ncut-
rad against ach sapciion
from fime 1o ime

Amouni

Dated ini-
Liaks of
Divigional
Antouniant

Ha,

3

Ramﬂl’]isi

zzn



Sub-Pavisionfefiee. o oo eaii g
Month/yaar,. . ...t s s
Marne of Articles with classification To be filled
in by the
Divisionel ofice|
Date [Sourca of Receipt |—— ——— ———

Form CE-3B
ACCOUNT OF RECEIPTS OF GENERAL ASSETS

with particulars® Referenca 1o

voucher Mo. &
date of adjust-
ment of value.

Teotal for the monrth

ka5 6 T8 9 101 12 13 14 16 16 17T 18 19 20

| e e 5 cub Divisional Officer




ACCOUNT OF ISSUES OF GENERAL AESETS

Buh Diviﬁ‘.m‘l.’ﬂfﬁ.ﬂﬁ- ...................... .
Monih/yeal......-. 5

Mame of Articles with clagsification

Form Mo, CE-33

To he fled in

by Drvisional
the office

Dale Reference To w';:c-ﬁ:rn_ -

o raceipt jmgsued with

of vouchers particulars® Refarencea (o

accompany-  etc. recovery of

it value

—r — Lk — — | i—= T T i TR — T —— © T

B TR —¢ 75 9 10 1T 12 13 14 15 16 11 18 19 202

Total for the month

Sub Divisional Officer [
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Form CE-41

~ Work on which
employed

DALY REFORT FOR THE.............. . DAY OF ..o L
|
Labour Approximate
“Work on which | Class of labourers | Number of each class Rate |quantity of work dane
e plare — ] .| Ll ids
|
Signature of Subordinate
DAILY REPORT FOR THE..... .. .. DAYOF.............. e |
Al

No. of Labourers | ! | | | | Approximate

quaniity of work done

___________________________________
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Locality

Description| &r.

of worlker MNo.

Mame

Father's Name

Punjab State
FORM FOR RECORDING ATTENDANCE OF
Parme Of WOTk . (v cvuoe o sersinrmnns i e s wnm e parms s e o carne s issued for use during the monthk of......
Location Dode T, e oo csa s e nam o
i Dates

5| 7] #l9 |'JEiT| 12

Daily Total

Initials of person
marking the daily
altendance

Incharge

| Initials of Officer | \

\

Acruittance roll prepared and paid-vide Voucher No
Nl e o e v 1w San m R e a8 S e g e A AR
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.

Electricity Board
THE WORKE CHARGED ESTABLISHMENT ONLY

Exeoutive ENGIRBeT . iceeee o reeec s e csncenenanenns DIVISION

Snby DivISIonal CHHOBT. vy wrvrseeomsrasasaroime smeasm s omaeel Divigion

Total
L3[14]15:16/17)18)19.20/2 1|22[23(24[25(26(27/28[29(30[31
1

I e
S DI VISIOTL.  ca wvaivnnn s wanrissn

25

T S e g —
———e — = — o T

= =




PUNJAB STATE
FEGISTER OF DISMANTLEMENT

Name of

Name & Desigoation of Qfficial dismaniling the Work.« e e
| Qpaniiny
Serial MName of article Code |~ | Wi Fresent value
No. Q. Unit
1 e N - I—_T 5T [ g
| |
Dated signature of official

Cerfified that Hems ...

Dated signature in A.E-/AEE.
for which no valua has baen indicated d
Dated signature of official concerned |
Dated signature of
* Always to be filled inby |




ELECTRICITY BOAED
FROM PEEMANENRT TWORK
Dismantiement Work

Depraciated Valua
| B How disposed of
Amount

Bate

-

Officer Inohalge. e e
Date of Dismanllement., ...o-sre-

Heloranosa

L

—— i

Form Mo. CE-43

Bamarks

i

m
i
concerns and dismantlement
attested the dismantlement item
are unserviceable and survey raport prepared and sent to HEN. s
. columns 8 10 1 mnaneee

AE (B EE. e
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