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INTRODUCTION

The Accounting Systems and Procedures being followed by the
Board in the area of Cash and Bank, age-old as they are, have withstood
the test df time. A review thereof reveals that they are, by and large,
well founded, well established and have adequate inbuilt mechanism
for internal controls. The Electricity (Supply) (Annual Accounts) Rules,
1985 which have been framed by the Govt. of India to put the accounts
of SEBs on commercial lines, do ﬁot envisage any substantive change
in this area. Nevertheless, M/S A F Ferguson & Co., who have been
engaged as Consultants for implementation of Commercial Accounting
Systems and Procedures in the Board, have examined the Rules,
Regulations and Procedures presently in vogue in this area with a view
to simplifying and improving them. They have prepared an accounting
Manual on Cash and Bank. This Manual was discussed with the field
officers and officers on Finance, Account and Audit Wings of the Board
and an exposure of the changes introduced by the Manual was given in
the Tralning Seminars held at Patiala, Ludhiana, Bhatinda, Jalandhar,
Ropar and Talwara. The Manual has been finalised taking into
consideration the feedback received from the officers and participants
in the Seminars.

The Manual supersedes relevant rules and procedures already

prevalent in this area in the Board. The Manual does not contemplate
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any change in the existing duties/responsibilities of the officers as alse

of the staff of the Board in regard to handling and custody of cash and:
its accounting. -

The Manual has been approved in terms of the decision taken
by the Board in its 14/85 meeting held at Chandigarh. Chief Accounts 4
Officer has been authorised to amend, modify and issue clarifications &=
as may be necessary, with respect to the Manual within the framework
of the Rules issued by the Govt. of India.

Co-operation received frém the financial Adviser and the officers
on Accounts. Audit & Finance Wings and in the field in finalising this
Manual and the work done by the officers of the Commercial Accounting
Cell of the Board in this behalf are gratefully acknowledge. Suggestions
for improvement will be welcomed and may be sent to CAO/Commercial

- Accounting Cell Patiala.

JATINDER GOYAL,
Chief Accounts Officer,

P S.E.B., Patiala
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Preface to The Fifth Edition

The Manual was first published in 1986 and its revised Edition was
issued during 1987 & 1998 incorporating the change;modiﬁcatiéns made up to
31-1-1986, 31-3-98 & 31-7-06 respectively. The fifth (Revised) Edition has gone
out of stock. The Change/modifications made up to 31-3-09 have been -
incorporated in this Edition of Cash & Bank Manual for guidance of. Board

Employees.

| fes! immense pleasure in bringing out this fifth Ediion (2009). Readers
are requested not o hesitate in bringing out the defectsidiscrepances, if any,
tothenotioeoch.OMH&G smumwmm

cali

Dated: 31-03-09 JATINDER GOYAL

Chief Accounts Officer,
P.S.E.B., Patiala




SALIENT FEATURES

Cash Book is basically a record of cash transactions only. The Cash
Book maintained in the Board, however, contains, in addition, some
adjustmentsfnon-cash transactions merged with cash transactions.
Instead of passung a Journal Voucher/TEQ for adjustments made from a
cash voucher and also to segregate them in the Cash Book, a separate
column for recording such transactions has been added both on the
receipt and payment sides of the Cash Book. Now only Cash receipts
and payments shaH be recorded in the cash columns and the recoveries/
deductions made from the payment voucher such as salary bill and
contractor bill shall be entered in the newly introduced adjustment column.

The Revenue Cash Book which is presently maintained in distribution
system Sub-Divisions in addition to Consumer Cash Received Book
(CCR) and Main Cash Book, has been discontinued.

imprest or Temporary Advance will no longer be treated as a part of the
Cash Balance. The Chart of Accounts provides a separate account code
for the accountal of issue and adjustment of imprest and temporary
advance. -

Cash in hand, which has so far been unclassified, has been given a
separate account code 24.110. Cash received by encashing a self cheque
will be classified under this head and the Self cheque, under account
code 24.403 cheque issued Account.

Ledger Account of remittances into Bank and cheques drawn on the
Bank by the Board's officers shall be kept in the Divisions/Accounting
Units. These accounts will be transferred to HO Banking Section through
the relevant Inter Unit Account Codes at the year end.

A procedure for reconciliation of collection Bank Accounts by the
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depositing offices has been specified which will facilitate (i) detection

of any delay in realisation of the cheques deposited with the Bank and

(i) any undue delay in transfer of the amounts deposited with the
Bank to the Main Account of the Board at Patiala.

The procedure for reconciliation of remittances into Bank through
computer has been provided separately.

Specific procedure has been laid down for :

i) Keeping control over dishounour of cheques by the Bank.

ii) making payments of railway freight through the Credit Notes.

i) accounting of a stale cheque and issue of a fresh ciieque in lieu
thereof and

W) direct collection of energy bills by the Bank.
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ACCOUNTING POLICIES

Besides legal tender/currency notes and coins, the
term ‘Cash’ includes cheques, postal orders,
deposit at call receipts of scheduled banks and
drafts payable on demand. A small number of
revenue stamps will also be treated as part of the
Cash balance.

Collections made by collection centres and
forwarded to Head Office (H.O.) will be treated as
remittances in transit till the Head Office has
received the funds in its bank account and
accounted for them.

In the books of Head Office, bank balance will be
increased on receipt of advice from collection
banks into which funds have been transferred
directly from the collection centres. The balances
will be decreased based on receipt of debit advices
from disbursement banks.

No cheque shall -be drawn until it is intended to be
paid away.

Utilisation of the Board's receipt_ towards
expenditure is Strictly prohibited.
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01 - Collection of Energy Charges

RESPONSIBLE ACTION TIMING

Cashier 1. Collect energy charges from |Daily
consumers foilowing procedures
indicated in the Sale of Power Manual,

2. Record details of Cash receipt in Cash | End of the day
Book (CB) by transferring the total
amount of cash, cheques, and demand
drafts from Consumers Cash Received
Book (s) (CCR Book).

Note : Cash Receipt Voucher (CRV) is
not to be prepared for energy
receipts.

FORM TITLE FORM NO.
Money Receipts (MR)  Existing {(RO-4)
Cash Book (CB) C&B-1
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02 - Collection of Non Energy Receipts

RESPONSIBLE

ACTION

TIMING

Concemed Clerk

UDC/SDC/Divnl.
Supdt./Supdt.

Officer Incharge

Official Handling
Cash

Prepare Cash Receipt Voucher (CRV)
except in case of receipt for
reconnection charges and security
deposits which are to be accepted
against authorised documents ie.
approved application in case of
reconnection charges etc. Putup the

" CRVto UDC/SDC/Divnl.Supdt./Supdt.

Check the CRV with supporting
documents and initial it in token of check
exercised. Put up the CRV to the Officer
Incharge.

. Approve the CRV after checking the

same with supporting documents and
pass it on to the official handling cash.

Accept payment on the basis of
approved Cash Receipt Voucher

(CRV).

Stamp “RECEIVED on the CRV/

particular document indicating date of

receipt Sign it.
Prepare the Money Receipt (MR)

(existing BA-16) giving details/nature

of receipt and sign it
Noe In case of transfer of Cash

be marked TWD™

 Hand over onginal M.R. to the payee.

Note - In case of receipt relating to
transfer of cash within division,
clearly indicate particulars of
the same on M.R. marking it

“TWD'. Arrange for despatch of

M.R. to Payee.

Asand when

Immediately

Between timings
specified for cash
counters to remain

cpen

Immediately
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( RESPONSIBLE

ACTION

TIMING

Officer lnch'arg_e

Officer Incharge of C.B.

CRVs and initial each entry of receipt in
Cash Book.

Notés :

{1) Government securities, deposit
receipt of banks, debentures and
bonds, if accepted as security
under and rules of the Board, shall
not form part of “Cash”.

(2) Eamestmoney received from and
returned to the contractors on the |
same day the tenders are opened
shall not pass through the Cash
Book, provided that contractors
concemned give a stamped receipt
for the money in the Register to
that extent treated as a
Subsidiary Cash Book. ;

8. Record details of Cash receiptin C.B. |After close of Cas
and put up all vouchers and M.Rs to Counter

: 9. Check the entries in C.B. with M.Rs and |As and when

FORM TITLE FORM NO.
Cash Receipt Voucher (CRV) C & B -2
Money Receipt (M.R.) Existing
(BA-16)
Cash Book (C.B.) C&B-1
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Deposit of Collection into Bank

RESPONSIBLE

ACTION

TIMING

Official Handling
Cash

Offical Handling
CAsh

Prepare pay-in-slip (three copies) for the| End of Day

collection to be deposited into Bank the
néxt morning and place the same
alongwith cash, cheques and demand|
drafts in the Cash Chest.

Noe:(1) Separate pay-in-slips are
to be prepared for:

~ (i) Amount to be deposited
in cash.

(i) ABeheqtmmddende
_drafts (D.Ds) drawn on
the bank with which the
depositing office has the!
collection account.

(iil) All Cheques/D.Ds drawn
on all other local banks.

(2) Alluncrossed cheques and|
D.Ds should be crossed af|
the time of receipt.

(3) Detail of individual cheques
and D.Ds should be provided
on the back of pay-in-slips.

Take out pay-in-slips prepared the| Every moming

previous evening and comesponding
amount, cheques and demand
from Cash Chest

Enter the detziis of pay-in-sips in
Remittance Register and Month
Remittances into Bank Statemen

(MRISS)
Enter the details of pay-in-slips in the|
Cash payment column of Cash Book.
Enter the pay-in-slips No. in the Vr.
reference column.

Note : (CPVs are not to be prepared for
pay-in-slips)
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RESPONSIBLE

ACTION

TIMING

Officer Incharge

Official Handling
Cash

Officer Incharge/RA

5.

6.

7.

8.

9.

Put up Cash Book, Remittance Register
and pay-in-slips to officer incharge/RA
after geeting them checked from UDC/
Supdt.

Check and attest the entries in C.B. and
Remittance Register with the pay-in-
slips, and return to offical handling Cash.

Deposit cash, cheques and demand
drafts into collection bank and collect
two copies of the receipted pay-in-slips.

In.case the bank refuses to give
receipted pay-in-slips, get a provisional
receipts for all deposits.

Get the bank pass book updated. In
case the bank follows the practice of
providing daily statements, collect these
from the Bank.

10. Follow up with Bank to get receipted

copies of pay-in-slips if not collected
earlier.

.11 . Where time taken by the official handling

cash in returning to office or getting the
" receipted pay-in-slips is unusual, or
where there is any suspicion, contact
the Bank authorities to ensure that the
cash has been deposited with the Bank.

Notes :

(1) Vehicle is to be used for carrying
cash amounting to Rs. 5000/- or
more.

(2) Cash in hand at the end of-each
month will be kept minimum keeping
in view requirement for
establishment payments and
temporary advances.

(3) Inaddition to deposit of collections,
at year end, the balance of Cash in

Immediately

Daily

16
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RESPONSIBLE

ACTION 3

TIMING

t

hand is also to be deposited into bank
and reduced to nil. As in the case of
collections, a pay-in-slip is to be made
for the deposit of balance of Cash on
the evening of the penultimate day of
the month. The procedure for deposit of
balance of Cash in hand into bank would
be identical to that for collections. In
addition to the above the Drawing and
Disbursing Officer is also to give a
certificate of nil balance of cash in hand
which would be attached to the monthly
accounts.

FORM TMLE FORM NO.
Cash Payment Voucher (CPV) C&B -3
Cash Book (CB.) C &B-1
Remittance Register Existing (BA-1
Monthly Remittance into )I

Bank Statement (MRIBS) Existing (BA-2)
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04 -- Dishonour of Cheques

RESPONSIBLE ACTION TIMING
RA/ARA/DivI. Receive advice from bank for dishonour| As the when
Supdt./Supdt. of cheque deposited alongwith chequel , '
of payee. Draw a line across the
dishonoured cheque and hand over to
the official handling cash.
Official Handling Receive and prepare a CRV for minus| Same day

Cash

Officer Incharge

Official Handling

Officer Iincharge

RA/ARA/DIVI.
Supdt./Supdt

Official Handling
Cash

amount (Negative CRV) on the basis o
bank advice. Attach bank advice for|
dishonour and cheque of payee to
Negative CRV.

Note : CRV is to be stamped ‘Negative’.

Submit the voucher duly checked by
UDC/DIVL. Supdt. to the officer incharge.

Approve Negative CRV on the basis off
supporting documents,

Enter details of Negative CRV in the
amount column for cash receipts of C.B.
as minus entry and make contra entry,
in cash payment column as minus entry.
Mark ‘contra’ in Vr. reference column.

Put up the negative CRV and CB to the|
officerincharge.

Attest the entries of CRV and its contra|
entry in the C.B.

Arrange for the return of dishonoured
cheque to payee with a covering letter.
Obtain the acknowledgement in the peon
book. Maintain separate file for copies
of such covering letters. Make
necessary corrections in Consumer'sj
Ledger. Alsc note the fact of dishonour|
of cheque against the originai entry in
C.B. and counterfoil of M.R.

Enter details of dishonour of cheque in
Remittance Register and MRIBS.

At the end of &
day

18
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RESPONSIBLE

ACTION

TIMING

Note :-

10. Maintain a Register of Dishonoured
Cheques. :

Note :- Immediately on receipt of advice
from the bank about dishonour of a
cheque, after recording necessary entries
in cash book, and other relevant record as
laid down above, the dishonoured cheque
should be returned at once. to. the
consumer, asking for Demand Draft/
Bankers cheque in lieu of it".

It is-the duty of Depositing: Officer to
verify that all cheques remitted/deposited
in the bank are collected/credited to the
Board’s Account promptly. Date of credit
should be noted in the prescribed columns
of the Remittance Register. :

FORM TITLE FORM NO.
Remittance Register Existing (BA-1)
Monthly Remittance into
Bank Statement (MRIBS) Existing (BA-2)

Cash Book, (C.B.) C & B-1

Register of Dishonoured

Cheques C&B-15
19




05 -- Direct Collection of Revenue from Consumers by

Banks

RESPONSIBLE

ACTION TIMING

Revenue Accountant

Cashier (at
distribution
subdivision)

UDC Revenue
Revenue Accountant

Cashier at
Distribution Sub-
Division

Revenue Accountant

13,

10.

1.

12.

Receive the bank credit advice in
duplicate (existing form A) along with the
scroll of cash collections (existing form

Next day

—d

B) from the bank.

If bank credit advice is delayed, depute
a person to collect the same from bank.

Forward forms A and B to the cashier. | As and when

Check vertical as well as horizontal
totals of Form B to ensure arithmetical

accuracy.

Tally amount of bank credit advice (form
A) with total of form B.

Enter details as per form ‘B’ in|End of the day
Remittance Register and MRIBS.

Record the entries as per form ‘B’ in the| Same day
Monthly Bank Collected Abstract (form
SOP-11) following procedure laid down
in chapter 30 of Sale of Power Manual.

Prepare a CRYV for collections as per th
Bank Credit Advice and enter the

Same day

J— B Eoamr AP T TRt

1+ b AT

CB. Make also a contra entry is cash
column on payment side of cash book.

Put up the CRV alongwith MBCA and
C.B. to UDC Revenue,

Check the above and put up voucherst
R.A. after initialing the same.

Approve the vouchers and attest the
entries in the Cash Book. : :

Receive bill in triplicate from the Bank
for commission for collection of revenue
and cost of revenue stamps affixed to|
receipts. Verify bill and for ward to R.A.

Check bill and forward to Division forl
cheque payment after approval of SDO.

Ist Week of Neﬁ
Month

As and when

20




RESPONSIBLE

ACTION

TIMING

Divl Supdt./ Supdit.
Divl. (Accounts)

14. Follow procedure laid down in chapter 8
of this Manual for issue of cheque to the
Bank.

Note : Direct Collection of revenue from
Consumers by the Bank shall b
recorded in Monthly Bank Collected
Abstract (MBCA) and CB in the sa
month in which the cash received by
Bank.

By 5th of every
month

FORM TITLE FORM NO.
Bank Credit Advice Existing (Form A)
Scroll of Cash Collection Existing (Form B)
Remittance Register Existing (BA-1)
Monthly Remittance into

Bank Statement (MRIBS) Existing (BA-2)
Monthly Bank Collected

Abstract (MBCA) SOP - 11

21
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06 -- Withdrawal of Cash from Bank

RESPONSIBLE ACTION TIMING
Official Handling 1. Determine amount of cash to be|Asand when
Cash withdrawn keeping in view cash in hand.

prepare bank payment voucher (BPV)
- andput up to Head of section.

Head of Section 12. Check the BPV and put up to A.O./Sr.| Same day
Xen.

Note : BPV is to be put up to SDO in
case the SDO is authorised to issue
cheques.

A.O/Sr Xen 3. Approve BPV and return to concerned | ——do-——
. official handling Cash.

Official Handling 4. Prepare a cheque for withdrawal of Cash
Cash . for approved amount and enter details in
Register of Cheques Drawn and
Encashed(RCDE). Make entry in the
Bank payment column as well as contra
entry. In the Cash Receipt column of
Cash Book. Mark ‘Contra’ in the voucher
reference column.

5. Putup the BPV, Cheque book and Cash |——do-——
Book to first signatory.

First Signatory 6. Check that the BPV has been approved. | ——do——
Sign the Cheque, initial its counterfoil
and send to the Officer Incharge.

Officer Incharge 7. Carry out the check as above. Sign the| —do-——
Cheque, initial its counterfoil and attest
the entries in the Cash Book. Return the
documents to Official Handling Cash.

Official Handling | 8. Withdraw cash from the bank and place | -—-do--—
Cash in the Cash Chest.

Note : Vehicle is to be used for carrying cash
amounting to Rs. 5000/- or more.
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07 -- Cash Payments

RESPONSIBLE

ACTION _

TIMING

Clerk concerned

Head of Section

Officer Incharge

Official Handing
Cash

. Section that shall forward it to the Official

Prepare Cash payment Voucher (CPV)
and attach the supporting documents tor
it. Put up the CPV to Head of Section.

Check the CPV with supporting
documents to see that Head of Accou
is correctly mentioned, the payment as
per sanction of competent authority,
budget provision exists etc. Put up CPV|
to the Officer Incharge.

Approve the CPV after checking
above and return it to the concam:;'

Handling Cash for making payment.

Receive Cash Payment Voucher
alongwith supporting documents.

Ensure that the Cash Payment Voucher
is duly approved.

Cash payment should be made in the|
following cases.

i) amountis less than Rs. 250/- (Two)
hundred fifty.

i) refund of consumer’s security
deposit upto Rs. 500/- (Rupees five}
hundred) =

i) payment to non-gazetted staff on
account of salary, TA etc. where
permitted bythe Board.

) paymentto workcharged establish-
ment and daily labour on account off
wages efc. -

V) paymentrelating to pension excluci‘gn
gratuity.

vi) payment against spot purchaseJ
where so authorised by the Board

23

As and when

Same day

-

Between timing
specified for cash
counterto remain
open

Immediately




RESPONSIBLE ACTION TIMING

vi) payment on account of railway
freight charges where payment by
cheque is not accepted by Railway
authorities.

|

i

1

~ Note:There is no restriction on the

> amount of cash payment in case i

of refund of security deposit for
temporary connections.

7. Paythe party and obtain receipt on the|Same day =
voucher.

8. Enface the voucher and supporting|immediately
document with a ‘PAID’ stamp.

9. Allot a serial number to the Cash|—do—
Payment Voucher (CPV).

10. Enter details of CPVs in cash payment|—do—
Column of the Cash Book (CB)

11. Put up the CPVs and CB to Officer|At the end of the
Incharge through UDC/Divnl. Supdt./|day

Officer Inct Supdt.
. |1 12. Check the vouchers and attest the|—do—
entries in the CB. Return the documents

to Official Handling Cash.

ereranTr R T R IE Ul

FORM TITLE FORM NO.,

Cash Payment Voucher (CPV) C & B-3
Cash Book (CB) C & B-1
24




08 -- Cheque Payments

RESPONSIBLE ACTION TIMING
Official Handling 1. Forpayments (other than those for which| As and when
Cash separate procedures have been

prescribed in this manual e.g. retirement
of documents through bank) prepare
bank payment voucher (BPV) filling in
all relevant details including the account
head (s) to be debited and the work/
scheme if any, to be charged.

2. Attach bills/supporting documents to the | Immediately
voucher and indicate the number of s

~supporting documents on the BPV. Put
up BPV to Head of Section. -

HeadofSection | 3. Check the BPV and put up to SDO/AO/| ——do——
| sexen. '

SDO/AO/S.XEN | 4. Approve the voucher and retumn to the|Same day
section concemed that will forward it to :
official handing cash.

Official Handiing 5. Prepare a cheque and enter cheque|Same day
Cash number on the bank payment voucher
and initial the voucher Enface all
supporting documents with a “PAID”
stamp. Put up BPV, Cash book and
cheque book to first signatory.

First Signatory 6. Ensure that the voucher and supporting day
cheque is in accordance with the

7. Sign cheque and forward to Officer ——do—
Incharge. -

Officer Incharge 8. Ensure that voucher and supporting —gdo—
documents are duly approved and that
the cheque is in accordance with the
BPV. !

|o. sign the cheque and attest the entry in|—do—
~ CB and return to the ofﬁqial handling

- cash.
Official Handling | 10. Release cheque to payee/concerned il
Cash depamnerﬁandoblahadmmvledgement

on the BPV. In case the cheque is to be

25




RESPONSIBLE ACTION TIMING
sent by post or through bearer, forward
the same alongwith a covering memo.
11. Record details of BPVs for the day in

Register of Cheques Drawn and
Encashed (RCDE)

12. Receive acknowledgement of cheque
sent by post or through bearer. Link
acknowledgement with concerned BPYV
and file the same.

Note : Official handiing cash should record
on the reverse of the counterfoil of each
cheque the amount of the next cheque
drawn and the total of the drawing during
the month, and carry forward their total

to the next counterfoit which should be ¥

initialed by the drawing officer, thus

enabling him fo exercise an independent | -

check on the posting in his Cash Beok
-and also control payments against the
drawing limit.

Same day

T NIRRT

FORM TITLE FORM NO.

Bank Payment Voucher (BPV) C & B-3
Cash Book (CB) C & B-1
Register of Cheques Drawn Existing
& Encashed (RCDE) (BA-10)

26
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09 — Payments to the Railways by Credit Notes

RESPONSIBLE

ACTION TIMING

Prosect Authorities

Project Accounts
Officer .

‘ 3. Receive the Board’s approval, complete

1. Toavoid heavy and frequent payment in| As and when
cash to the Railway authorities on
account of freight approach the Railway
authorities for establishing the Credit
Note system of making freight
payments.

2. Onreceiptof concurrence of the Railway
authorities move the case for getting
approval of the Board.

the formalities like obtaining of govt.
guarantee, signing of agreement etc.
Apply to the Railway authoroties for
issue of Credit Note Bool. .

4. On receipt of Credit Note book, enter its| Same day
particulars on a separate page of
Register of cheque books. :

5. Openan additional column on payment| Immediately
side of cash book for recording
payments through credit notes.

6. Follow procedure laid down for payments
by cheque, mutis mutandis, in respect
of preparation of CPV, signing of credit| . .
notes and entry in CB, as the Railway
credit note is as good as a cheque.

FORM TITLE FORM NO
Stock Register of Cheque

Receipts Book C&B-5
Cash Book (CB) C &B-1
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10-- Retirement of Documents Routed Through Bank

RESPONSIBLE

_ACTION

TIMING

Official Handling
Cash

Payment Cell/Bill

Passing Section

Official Handling
Cash

Payment Cell/Bill

e

1

- required to be paid for retiring them.

Receive intimation from bank regarding
arrival of documents and amoun

Enter details in the Documents Register.

Send the Bank Advice to the Payment|
Cell/Bill Passing Section.

As and when

Same day
—do—-

Verify, inter-alia, from the Purchases As and when

Order that :

(1) An order has been placed on the
concerned party.

(2) Its payment terms specify that-
documents are to routed through
the bank.

T ]

In case documents are not to be samedaym

retired, intimate bank and supplier of
refusal to retire documents.

Note : (Record brief details of refusal
in the remarks column of the
Documents Register)

Purchase Section that all pre-|
conditions for making advance
payment viz. receipt of test/inspection
report it required deposit of SD etc.,
have been complied with by the
supplier. Prepare a BPV. Send it to
Official handiing Cash after the officer,
incharge handling Cash after thel
officer incharge has passed the BPV.

- In case documents are to be retired, Within the ti
ensure receipt of certificate from the allowed by the

Follow stéps (5) to (9) of chapter Sam’e'déy

08.The cheque is to be made in favour
of the Manager of the Bank.

Ul paiatll

4% oy ETR T WP T T 4

FTprar

Send the cheque to the bank and Same day/Next &

obtain all the necessary documents.

Make relevant entries in the Documents Same day
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RESPONSIBLE

ACTION

Passing Section

Register and send the RR/GR to the

TIMING

concerned department i.e. stores

receiving section,

acknowledgement in the Documents

Register.

taking]

. Follow procedure laid down in chapter] End of the day
11 for recording details In Register ofI
Cheques: Drawn and Encashed and
. posting to subsidiary ledgers.

FORM TITLE :
Documents Register

Bank Payment Voucher (BPV)
Cash Book (CB)

Register of Cheques Drawn
and Encashed (RCDE)

FORM NO
caB-4
c&B-3
C&B-1
Existing
(BA-10)
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11 - Daily closing of Cash Book by Accounting Unit

RESPONSIBLE

ACTION

TIMING

Official Handling
Cash ;

Record particulars of MRs, CRVs,
CPVs, Negative CRVs and adjustment

- CPVs for the day in serial order in

columns provided in the C.B. as per
chapter 10 10, 16 & 17. Particulars are
to be recorded as follows :

(i) Details of MR/CRV/CPV numberin
column for voucher reference.

(ii) Details of party, authorised support-
ing documents reference, CCR book
folio number, nature of receipt, pay-
in-slip reference etc. in the particu-
lars column.

(iii) Details of amount of MR/CRV/CPV
in amount column for cash receipt/
payment of the C.B.

(v) Details of Negative CRV’s in amount

column for cash receipt as minus
entry and contra entry in cash
payment columns as minus entry.

") Details of amount of adjustment

CPV in the adjustment column on
the receipt side of CB with a contra

entry in adjustment column on the|-

- payments side to C.B. :
(vi) Details of account head to be
credited /debited in column for
Account Code.
(vii) Adjustment cloumn shall be used
for recording deductions from salary
bills, contractors bills etc.

(viii) Amount column shall be used for

purely cash/Bank receipt and
payment.

Strike account head-wise totals for cash
receipts and payments on the basis of the

End of the =

End of the day
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RESPONSIBLE

ACTION

TIMING

RA/SDO/AO/ST. XEN

RA/DVI. Supdt
(ACs)

authorsas Dy W

classification provided in column for,
Account Code. Prepare account head-
wise abstract and payments and record
on last page of CB for the day.

Post account head wise totals|
determined in step (2) above to relevant
columns provided for the day in Monthly
Abstract of Cash Book (MACB)

Update the Remittance Register and
Register of Cheques Drawn an
Encashed for details of realisation
deposits, remittance to H.O.
encashment of cheque etc. on the basi

Carry out physical verification of cashin
hand and verify with closing balan
indicated in C.B. if shortage of cash i
detected, get a CPV prepare
immediately. Approve the CPV and
it entered by official handling cashin
cash payment column of C.B. debiting
the account of concerned employee. |
excess of cash is detected geta CR
prepared immediatety, approve the
and get it entered by official handling
cash in the cash receipt column of C.B.
crediting ‘Other Income * account.

Check that the accounts classification
is correct and that account h i
daily abstract has been made correctly.

Ensure that daily abstract has beenJ
correctly posted to the MACB.

inial in token of the abave checks in
#= space provided in the CCR book. C
and MACB.

Essur= st pay-in slips have been
%or 2l collections to be deposited i
37

Fortnightly or

maore frequently if

desired

—do—




[ RESPONSIBLE

ACTION

TIMING

RA/Divl. Supdt./
Supdt.

10. Check that pay-in-siips prepared are

1.
12.

13.

complete in all respects including :

(1) Date and number of cheques/DDs
onthe reverse of pay-in-slip

(2) Drawee bank’s name and station
etc.

Sign pay-in-slips

Check Remittance Register and ensure
that complete details of pay-in-slips have
been properly recorded. In case of
provisional receipts for deposits obtained
from the bank, if any, instruct official
handling cash to ensure that areceipted
pay-in-slip is obtained the next day. In
cash this is not done, check with bank
that they are in receipt of the amount
deposited. Also review Remittance
Register for cheques deposited
remaining unrealised for an
unreasonable period of time and instruct
official handling cash, to follow up with
bank in these cases. Sign Remittance
Register in token above check/review,

Check MRIBS for completeness and
accuracy with respect to posting of
receipted pay-in-slips, CPV & sign in

. token of check.

g

Check Register of Cheques Drawn and

- Encashed for completeness with

15.

reference to CB and cheque counterfoils
and sign it.

Ensure that bank Pass Books for
collection and disbursement account

- have been updated during the day. In

case the bank follows a practice of

- sending daily statement instead, ensure

16.

that these have been collected.

Check that details of realisation of

End of day
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RESPONSIBLE

ACTION

TIMING

Official Handling
Cash

17

cheques, deposits and remittance to
head office have been recorded in the
Remittance Register. Similarly ensure
that the Register of Cheques Drawn and
Encashed is upto date in respect of
cheques encashed Sign them in token
of above check.

Release CB to concerned sections for
posting to subsidiary ledgers/records.

Note :

(1) In Case of Thermal Projects at
Bhatinda and Ropar, the provisions
of Thermal manual will be followed.

(2) (i) An entry once made in the Cash
Book should in no circumstances
be erased. If a mistake has been
made and it is discovered before
the CB has been submitted to the
divisional office, the mistake
shouid be corrected by drawing the
pen through the incorrect entry by
inserting the correct one in red ink
between the lines. The disbursing
officer should initial every such
correction and invariably date his
initials. When the mistake is
discovered too late for correction

in this way an intimation of the|

necessary correction should. be
sent at once to the divisional office
accompanied by a proposed
journal entry, if necessary. Except|
as indicated above, no correction
of an entry once made in his Cash
Beok should be made by a Sub
Divisional Officer unless authorised

. by the divisional office to do so.
The same principles would be
observed in correcting errors
noticed ‘in the divisional Cash
Book.

(ii) ifthe accounts of the monih have been
closed, no corrections of emors

Same day/Next
day.
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| Form TITLE

[ RESPONSIBLE

in

Meney Receipt ( MR)

Cash Receipt Voucher
Cash Book (CB)
Remittance Register
Monthiy Remittance into

Bank Statement (MRIBS)

| Register of Che

| Ang Encasheq (RCDE)
|

in red ink (quoting

Correction accounts) bej

original erroneoys entry in
k.

Casi/Bank Payment Veuche

ques Drawn

o I ——

TIMING

be prepared for the
Ions, 3 Suitable remark
reference tg the
Ng recorded

FORM NO.

Existing (RO-4)

& BA-15)

r C&B-3
C&B-2
C&B-1

Existing BA-1 _
Existing
(BA-2)

Existing

(BA-10)




TR i

12 -- Custody of Keys of Cash Chest

RESPONSIBLE

ACTION

TIMING

Officer Incharge

The Cash chest shall have a double
locking system with two sets of keys
for operating these locks. The keys shall
be marked 1 &2, Key No. 1. shall be in
the custody of RA/SDO/AO/St. Xen and
key No. 2 shall be in the custody of
official handling cash.

The duplicate keys shall be deposited
with the bank in a small box duly sealed
by officer incharge. The fact should be
entered in the Duplicate Key Register.

Withdraw duplicate keys from the bank,
operate the duplicate keys in presence
of 2nd key holder and redeposit the keys
in the bank as per step 2 above.

The cash chest shall never be opened
unless both custodians of keys are
present till the time it is locked again.

Intimate Controlling Officer immediately
in case of loss of keys of cash chest. In
case, both keys are lost. FIR with Police
should be lodged.

Withdraw duplicate keys from the bank
and arrange to get the lock changed from
the company from whom the cash chest
was purchased.

Deposit the.new duplicate keys after
lock is changed as per step-2 above.

in case the key holder is to go on tour/
leave, the key of cash chest should be
handed over to next offical in line under
him. In such an eventuality, Cash Book
should be balanced, cash in chest
counted and recorded in the Particulars
Column of the Cash Book under the
signature of both officials handling over
or taking over charge.

As and when

As and when

Beginning of every
year

As and when

iImmediately

-do-

As and when
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RESPONSIBLE

ACTION

TIMING

Note :

1. Inno circumstances, should both k
of cash chest be in the custody of on
official.

2 in case the cash chest key hoider i
unable to attend office due o flines
accident etc. the key of cash ches
should be obtained from him 1
the written crders of the competen
authority,

3. The lock, the key of which has been
lost. should not, in any case, be used
again on the Chest, nor a fresh key|
thereof should be got
locally. These instructions zppiy
in case of chest having i <

arrangements.
FORM TITLE FORM NO
Register of keys Existing

§
3
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13 -- Reconciliation of Collection Bank by depositing offices

RESPONSIBLE

ACTION

TIMING

Officer handling
Cash

ARA/RA/RS/
Divisional Supdt.

Collect copy of bank statement/get the
pass book completed from th
concerned bank branch and match the
credits/debits with reference t
remittance into bank (RIB) Statemen
(BA-2) for the current month. Th
unlinked items to be identified and
classified under the following Annexures.

iy Transferseffected by the bank during
the month. Annexure - Al

i) Amount/cheques deposited but noij
credited by bank  Annexure - B

i) Cheques dishonoured by bank
not accounted for by the depositing
office.
Annexure - C

i) Wrong debits or under-casting by
0|

the bank. Annexurs
V) Unlinked credits given by Bank.
Annexure - E
vi) Unlinked minus items of BA-2.
Annexure - F
vii) Wrong credits or over-casting by
bank. Annexure - G

statement (BRS) on form C&B-6 (New
and put up to ARA/RA/RS/Divisional
Supdt for further checking.

Prepare 3 copies of bank reooncnhahon}‘

Thoroughly check up the B.R.S.
prepared by the Cashier/official deali
with cas and see the following .-

i) All cheques deposited have been

credited to Board's account wit
delay.

i) Whether dishonoured cheques are
being collected regularly from

Within 3 days of
closing of the
month.

By 5th of the
month
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RESPONSIBLE

ACTION

TIMING

AE/AEE/AO/Sr. XEN

Supdt. (Divnl.
Accounis)/SAS
Acctt./JAAQ/Sr. XEN/
Incharge of
Accounting Unit

Bank Branches and taken in the
Books of the Board. Where Bank
has recovered commission for
realisation of outstation cheques/
drafts. initiate action for effecting
recovery.

iy Whether funds are being regularly

transferred by the Bank Branch to
the main account at Patiala.

v) Getcorrected any other iregularity
committed by Bank. such as
undercasting, overcasting, wrong
debit or credit to PSEB account.

Sign the B.R.S. in token of check carried
out and put up to AE/AEE/AQ/Sr.XEN.

Review the B.R.S. and sign for
i) Submission to Accounting Unit.

ii) Initiate action for clearance of
outstanding items/amount.

Note : Sr. Xen/AEE/AE is required to visit

the Bank Branch atleast once in a
week on every Monday or on the next
working day. if Monday happens to
be holiday to ensure that entire
balance in the Bank Branch has been
transferred.

Receive and review the B.R.S., mainly
with regard to transfers effected by the
concerned bank branch and outstanding
items. showm in the reconciliation
statements.

Send one copy of B.R.S. (in respect
of all depositing offices under him for

Same day
By 10th of the
month.

By 15th of the
month.

Around 20th of
every month
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-

RESPONSIBLE |

ACTION

TIMING

previous month) duly authenticated
by the Divnl. officer/Incharge of the
Accounting unit, supported by the
following to Head Office (CAO/
Revenue):-

i) A copy of the BA -2

ii) Photo copy of the statement o

account with Bank Branch.

iii) Statement of M. Ts.

FORM TITLE FORM NO.
Remittance Register Existing BA-1
Remittance into Bank
Statement Existing BA-2
Bank Reconciliation
Statement C&B-H
Cash Book (CB) C&B-1
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14 -- Reconciliation of Disbursement Bank by Accounting Units

RESPONSIBLE ACTION TIMING
Officer Handling Refer to Bank Statements/Pass Book| Within 2 days of
Cash for the current month and on the basis|end of month.

of references avaiiable from the Register
of Cheques Drawn and Encashed

" (RCDE) match all debits indicated by

bank during the month as follows :

(1) Debits relating to chegues drawn in
previous months but encashed in
current month with the previous
month’s Disbursement Bank
Reconciliation Statement (DBRS).

2. Cheques drawn and encashed
during the month with comesponding
entry in bank payment column of CB
using references given in the RCDE.

3. Debits for reversal of unexplained
credits if any of previous and current
month with previous month's DBRS
and/or bank advices.

Match all credits indicated in the
disbursement bank statements/pass
book for the reversal of unexplained
debits of previous and current month with
the previous month’s DBRS andfor bank
advice.

Review previous month's DBRS, bank
statement/pass book for current month
and bank payment column of CB for
current month and record all unmaiched

-items in the DBRS for the month.

Transcribe details of unexplained debits

- and credits from DBRS of previous month

on last page of RCDE for the month and
indicate reversal in case of correction by
bank during the month. Also incorporate
details of additional.

Within 2 days of
end of month.
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RESPONSIBLE

ACTION

TIMING

SDC/Divnl. Supdt./
Supdt.

unexplained debits and credits during
the month, if any. Check that all
unmatched items have been recorded in
the DBRS.

Refer to previous month's DBRS, CB,
bank statement/pass book and RCDE
for the current month and establish
accurancy of DBRS prepared. Sign
DBRS in token of check. Similarly check
RCDE for incorporation of details of
unexplained debits and credits and sign
in token of check. Put up to DDO.

Review DBRS and initiate follow-up
action in respect of all unexplained
debits and credits with bankers.

in the case of stale cheques listed on
the DBRS, instruct the official handling
cash to prepare a JV following
procedures indicated in chapter 21 of this
Manual.

Note : Details of unexplained debits and
credits incorporated on last page
of RCDE for the month are also to
be separately communicated {0

Next day

As and when

Head Office Banking Section in the
form of a letter by the Drawing &
Disbursement Officer.

FORM TITLE FORM NO
Register of Cheques Drawn Existing
% Encashed (RCDE) (BA-10)
Disbursement Bank Reconcil-
iation Statement (DBRS)-
Accounting Units C&B-7
Csah Book (CB) cixB-1
Bank Payment Voucher

| (BPV) cC&B-3
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15 — Accounting for Cash & Bank Transactions of Sub-divisions by Divisions

RESPONSIBLE

ACTION

TIMING

Cashier at sub-
division

uDC

RA/SDO

RA/SDO

Auditor Accounts &
Section at Division

Strike account head wise grand totals
of entries in the monthly abstract.

Cross check that totals of credits and
debits for the month tally. Also tally
totals as above with subsidiary records|
as relevant.

Record grand totals determined in step

(1) above on last page of CB for the
month.

Forward CB and the monthly to abstract
to UDC.

Check the monthly abstract of CB and
sign in token of same. Put upthe
monthly abstract to RA/SDO.

Check the monthly abstract as above.
Sign in token of check.

By 1st of every
month

Same day

-do-

-do-

Same day

Next day

Have the following books and documents| By the 3rd of
forwarded to the accounts section off every month

Division.
(1) CB for te month with supporting
vouchers

Note: (Alternate CBs are to be

maintained for odd and even
months)

(2) The monthly abstract
(3) MRIBS and pay-in-slips
(4) CBRS

(5) JVs (previously called Transfer Entry|
Orders/TEOs).

Receive books and documents as| within 3 days

above. Check the accuracy ofthe C.B.,
monthly abstract, CBRS and JVs with
supporting Vouchers as per instructions.

gt b H UM 011
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RESPONSIBLE ACTION TIMING

of the Board Record JVs received from
sub divisions in the journal of Divisions.
Initial books and documents in token of
check and put up to Divl. Supdt. (A/Cs)

9. Prepare monthly abstract of cash book, | By the 3rd of
MRIBS and RCDE of Division for the|every month
month. Prepare Abstract of Remittance
into Bank (ARB) fot the Divisions Send
these to the supdt. Divl. Acctt.

e AT

Auditor/Supdt. 10. Check the documents received as per|Within 2 days
Divisional Accounts step 8 & with supporting vouchers, as
per the instructions of the Board. Initial
in token of check.

Compiler Accounts | 11. Post the monthly abstracts of all Sub|As per

Secsion divisions, Divisions and the abstract of| Compilation of
Journal into the Abstract Register as|Accounts Manual
provided in the Compilation of Accounts
Manual and get it checked from Supdt./
Divisional Accounts.

: Dwisional Oficer | 12. Arrange for sending SCDE, ARB MRIBS | do-
and supporting pay-in-slips of
subdivisions and division) along with the
i monthly Trail Balance to the Circle
: . Accounting Unit as per the Compilation
of Accounts Manual.

. Note : SCDE has perforations on top
permitting detachment of pages. Each
folio is maintained in duplicate by the
use of carbon. The original copy of each
folio is detached and forwarded to Circle
Accounting unit as Statement of
Chegues Drawn and Encashed - SCDE).

Supdt /Divisional 13. Arrange for storage of Vouchers in
Accounts support of CB, JVs and CBRs forwarded
by subdivisions. Also arrange for storage
of vouchers of the division.
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RESPONSIBLE

ACTION

TIMING

14. Arrange for the return of CBs to
concerned sub divisions.

As per Compilation
of Accounts
Manual

FORM TITLE FORM NO.
Cash Book (CB) C&B-1
Monthly Remittance Into Existing
Bank Statement (MRIBS)  (BA-2)
Collection Bank Raconcili

ation Statement‘- Accounting

Units (CBRS) C&B#6
Journal Voucher (JV) Compilation
Journal of Accounting
Manual
Abstract of Remittance into Existing
Bank (ARB) (BA-8)
Abstract Register Compilation
of Accounting
Manual

Statement of Cheques Drawn

and Encashed (SCDE) Existing
Register of Cheques Drawn  Existing
& Encashed (RCDE) {BA -10)

£
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16 -- Imprest

RESPONSIBLE

ACTION

TIMING

Accounts Secion

Offical handling cash

Competent Authority

10.

1.

Receive sanction for grant of imprest] As and when

from competent authority.

Prepare CPV and put up to competent| -do-

authority for approval alongwith ledger|
through SDC/Supdt. Divl. Acctt./ Supdt.

Authorice CPV for grant of imprest to
employee after ensuring that there is no
balance outstanding in his name relating
to a previous imprest from the imprest;

Ledger (IL).

Receive CPV duly approved and make| jmmediately

payment after taking acknowiedgement
of receipt on the voucher.

Make entry in the cash payment column} immediately

of CB and allot Voucher No.

Make entry in the officials account in the|
imprest Ledger from CB.

As and when expenditure is incurred.
prepare the Imprest/Advance Cash
Account in duplicate on the prescribed
format.

Total payments made in the Imprest/
Advance Cash Account, sign it and
attach the relevant vouchers. Indica
numbers of documents attached to
Imprest/Advance Cash Account.

Indicate name of work, work order|
number and total amount to be debitedJ
to such work in the remarks column of
the imprest/ Advance Cash Account.

Put up Imprest/Advance Cash Account
with supporting vouchers to the
Competent authority for approval o
vouchers.

Scrutinise and approve supporting
Voucher. On supporting vouchers notj
approved. word “disapproved” shail be

Monthly

As and when

As and when
reimbursement is
reguired

Same day
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RESPONSIBLE

ACTION

TIMING

SDC/Divnl. Supdt./
Supdt.

Competent Authority

SDC/Divnl. Supdt./
Supdt.

Accounts Section

DDO

Official Handling
Cash

Accounts Section

Concerned Section/
Division

12.

13.

14,

15.

16.

A,

18.

19.

20.

21.

recorded with dated initials. Return the
Account to the SDC/Divn. Supdt/Supdt.

Check the Imprest/Advance Cash
Account and put up to Competent
Authority for approval.

Approve the Imprest/Advance Cash
Account and return to SDC/Divn. Supdt./
Supdt.

Receive Imprest/Advance Cash Account
duly approved and send to accounts
Section.

Prepare a Cash Payments Voucher
(CPV) for replenishment of approved
expenses as per the Imprest/Advance
Cash Account. Put up to DDO for

approval.

Appove voucher and send to the official
handling cash.

Make payment to the imprest holder
based on the Cash Payment Voucher
and allot a serial No. to CPV.

Follow step 5 & 6 above for record of
details of CPVs raised during the day in
CB. :

Prepare a Journal Vou