PUNJAB STATE TRANSMISSION CORPORATION LTD. /
Departmental Accounts Examination-2024 (2" Session)
Category: JE/E Papor- | Roll No.............

(Works Accounts)

Time Allowed: 3 Hours Max Marks: 100

Note: All Questions are Compulsory.

Quel a. Describe the Procedure for Grant of Imprest as per Cash and bank Manual?

b. During Checking Of Cash Book Rs 180/ Were found Short , On the another Day in the
same month Cash Found surplus by Rs 160/-, Rs 20/- Were Adjusted by cashier as Cash Found
Short, Comment.

(12+3=20)
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Que2 a. What are The General Instruction for the stock Verifier for Checking of Stores & write
down the Periodicals Returns & documents to be submitted By Stock Verifier.

b. Explain the procedure for adjustment of unused Material lying at various works?
(14+6)
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Que3 a. For what Purpose IWR is Maintained, Explain in brief various parts of IWR.
b. Describe Brief Note On-

(1)  Deposit work & Contributory Work,
(2)  Administrative Approval and Technical Sanctions.

(10+5+5)
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Qued a. Describe the Procedure of Accounting of R&M expenses of Vehicles-
(1) Truck and Delivery Vans with Construction Division/Projects.
(2) Truck and Delivery vans with O&M Divisions.

b. Describe the procedure for disposal of cases relating to shortage/Loss due to missing

parts of Damaged Transfarmers & others outdoor Equipments. (14+6)
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Que5 a. what are the general Principles and Restrictions relating to Expenditure?
h. what are the fundamentals of expenditure of works?
(10+10)
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Othaalhanding cash | 4

Account Section

Permanent imprest
Holder

10.

Competent Authenty | 11

S\ N0 a‘\((\b‘ -

Ae9 a0 GOWU aon®
16 -« Imprest 'gd*[‘ JELE
ACTION % TIMING
Ko owe sanction fer qroant of imprest! As and when
anenmpetont authorty

Y v 4
Propare CFV and pot up to oompr tont] 00

by |
withonty for approval atongeath ledgen
through SDC/Supdt Ot Acett [ Supht 'l

Authonoee PRV 1o 0 At ')' H'T\p[f”.' (i \i
employee after ensunng the M there i ol
balance outstanding in his name el ahn q,

to a previous imprest from the rmpres '\
Ledger (IL)

Recoive CPV duty approved and make| jmrnediately
payment after taking acknowledgamen!

of receipt on the voucher |

Make entry in the cash payment column} Imrnecately

of CB and atlot Voucher No

Make entry in the officials account in the Manthiy
imprest Ledger frem CB. ‘

As and when expenditure 18 iwurred.\, As and when
prepare the imprest 'Agvance Gash

Account in dughcate on thie pres scnbed
format.

Total payments made in the imprest| As and when
Advance Cash Account, sign it

attach the relevant vouchers indicate
nuinbers of documenis attached to the
Imprest/Advance Cash Account.

required

Indicate name of work, work order
number and total amount to be debited
to such work in the remarks column o
{he Impresy Advance Cash Account.

Put up Imprest/Advance Cash Account Same day
with supporting vouchers to the

Competent authonty for appreval o
vouchers.

gerutinise and approve supporting

pproved. word “disapproved” shallbe

voucher. On supporting vouchers not

A
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and reimbursement is
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Competent Authonty

(/i

OC/Dvnl. Supdt /

7

updat

Accounts Section

DDO

Official Handling
Cash

Accounts Section

Concerned Section/
Division

' RESPONSIBLE |

tod initinls. FLeturn the

rocordod with da Supdt /Supdt.

Accornt to the aHC/Divn,

12 Chock tho mmm'al!/‘\dv?-’ "
Account and put up to Cor
Authotity for approval

‘minn\

|
S t/
Account and return to 5DC/DIvn Supd
Supdt

-+ - nt

14 Receive Imprest/Advance Cash Aor,outs
duly approved and send to accoun
Section,

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

16. Appove voucher and send to the official
handling cash

17. Make payment to the imprest holder

1 TiMING
nca Cash Mext day

PR (;;';5,-'1'??',:;.'(#-fl:s;
13 Approve the imprest/Advanc

~cley-

e e,

———

-do-

based on the Cash Payment VVoucher
and allot a serial No. to CPV.

18. Follow step 5 & 6 above for record of

details of CPVs raised during the day in
CB.

19. Prepare a Journal Voucher (JV) to adjust

End of the day

Within 2 days

expenses as indicated in the |
Advance Cash Account af

mprest/

checking.

20. Attach the approved im

ter proper

prest/Advance

Cash Account alongwith the Supporting
docurpcnls to the journal voucher after
defacing the same with g PAID" stamp

21. Send the journ

al voucher to the

concermed scetion/division for

Same day/At the

the lmpres Ledger,

posting in

end of the month in
case of Sub-div.

22, Postdotails of tho Journal voug
Improst Ledgor in the
employee.

her in the
relevant folio of the

J6 ~
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A N e e )



—_—

—
NSIBL
NS

Icounts Section

YOIAO/Sr. XEN

s

ACTION e

S—

23.

24.

Note - In a subdivision, a Register Of
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Imprest holders shall beé
maintained in the same way as
an Imprest Ledger for contro!

puUrposes.

a schedule of balances INn
est holder from the
e same with the

Prepare
respect of each impr
ledger and reconci
General Ledger.

Review the Ledger/Reaister of imprest
holders to ascertain if 2l imprest holcers
submit accounts regularly. In the case
of imprest holders who do not submit
accounts regularly (i.e. at least once &
month) take necessary action to getthe
Imprest/Advance Cash Account

rendered.
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1/0del solution - Question 1 (b)

ba

‘ / As per chapter-11 of Cash & Bank Manual, on checking of cash book.

/ excess of cash is detected, such excess/shortage is to be entered M R EEEs
immediately by Debit/Credit to concerned account Head.
So in this case difference of Cash found excess and short, which is
adjusted in Cash book, which is not as per instructions.

if shortage or

Rs.20, has been

8(-()0%)
.
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F GENERAL INSTRUCTIONS:
/ (i} Storesshould be veritied as far as possible in the presence of the sygrpkeepef 1 charge of some one J
nominated by him on his behalf, butif this is not always possible, hegyy discrepancies noticed must f

/ atonce be reported to the Storekeeper in charge and the stack, if npcessary- rechecked in his

{ .
[ presence or in that of some one nominated by him.
(i) Scales should be carefully adjusted at least ance during each day pefore weighing any article ’

fii}  Every article in stock must be counted, weighed or measured as the case may be

Note: Book halances are never to be accepted as correct. All Stgres must be verified unless

) special orders on the point are taken from the Heads Dffice.

’ fiv)]  The Stack Verifier is not required to check aluminium steel cored condgetors paper insulated power
cables or four core armoured bazar or demestic cables on heavy drums.

(v} Incase of valuable artcles, the whole stock must always be weighed, regardless of what the

balance may be.




{xii)

(xiv)

o 7 - ~
The methad adopted in ascertaining the actual weights or measurements taken in each case should
recorded in detail, in a Note Book 10 be mantained by the Stock Verifier for the purpose.
Techmical assistnace : When any difficulty arises in the indentification or classifiaction of an

article of stock, the assistance of the officer in charge of stores may be sought.

Incomplete Counting or Weighing:  1f ever it is not possible to finish the counting measuring or

weighing of an article during a day, the stork of such counted measured or weighed portion of

the matenal should be kept quite separate from the balance in the godown which has not heen

countd, measured or weighed, and the stock verifier should satisty himself the next day that the

two balances have not been mixed up in any way I this connection 15 suggested that the key of |
|

godown, with the starekeeper in charge should be made aver to the Gazetted Officerin chargeof the |
Store, so that it should nat he possible for the storekeeper in charge to open the godown and to mix
up the two balances. Everyeffort must, however, always be made to complete the check of an article
betore closing work for the day. 1
Arrangement of Stock: All materials taken out of racks etc. by the Stock Verified for verification |

must be put back into the racks and properly arranged.
Description, Nomenclature etc. of articles. It must be seen that the articles venified agree with

the descriptions under which they stand on the depot ledgers and that the nomenclature,
classification and units for stock are in accordance with the published Store Classification List

Articles on Loan. For any article of stock which may be on loan, a detailed report should be made to

the Head Dffice as it1s stnctly prohibited to issue stock articles on loan.

Overcharges in weight. With & view to praventing fraud by overcharges i weight. Stock Venter
should at the time of each verification of stores,test check the weight equivalent on requisition and
stores challans which show numbers or fengths as well as weight in the case of articles, which are
indented for by numbers o lengths by indenting officers while the presecribed unitis by weight,and
should submit a report of this test check to the head Office,

Faulty Stocking. Whenever it is not practicable to verify the stock of any item owning te fauity
stocking or other causes, a repart should be made to Head Qffice and arders obtamed.

0il Verification. When taking stock of oil paints etc. in small tins or opened containers, the actual
weight will be taken. In the case of full drums and harrels intact, the weight or measurements

shown on the containers asits capacity may be taken as correct and the containers counted to arrve

at the actual stock. If damaged or leaking containers are noticed, the fact must be at ence hrought

13 the natice of the storekeeper in charge and the stock venfied in detal!




UH)

L iv)

Periodical returns and dacumets 1o be submitted by Stock Verifier

Stack Venification progross report Weekly progress report should e submitted t the Head

Otfice every Saturday eveing or on the last working day of the veek. In these weekly reparts the

total number ofitems checked during the week and the total number checked to date will be

noted,

Intimation of completion of stock verification-A report shall be prepared and submitted to the

Head Office as soon as the verification of Store Depot is finished, giving synopsis of all dis-

crepancies |.e. surplus, shortages, unserviceable articles etc. The report shall show the time

spenton verificationi.e. the gross number of days taken and the number of Sundays and ather

holidays. The major discrepancies  should be briefly stated.

Inaddition to the ahove, the following information should also be supplied after the compiete check

of stores:

(al  Whether the stores are kept properly or not and whether any improvements are required for
the upkeep of stores.

(b Names of the officials responsible for the shortages and surpluses and whether the officer |

in charge of the stores has exercised proper check of the stores.

[c! What are the causes leading 1othe shartages and surpluses.

All papers and correspondence must be despatched daily by Stock Verifier through the local office |

concerned.

The Stock Verifier shall maintain a Despatch Book in which he shall enter his correspondence
numbers. Dated initials of divisional or sub-divisional despatcher taking the papers for despatch
must always ha ohtained in the Despatch Book. A Receipt Register should also be maintained.
Stock Verification Register.

A manuscript register should be maintianed in the Head Office to record the following information

regarding verification:

1. Serial No

2. Name of Depot

3. Name of Stock Verifier

4. No.of working days

5. Datewhen started

6. No.of working days in previous venification

7. Dateof completion

8. Grossperiod taken

9. Total No. cf items checked

10. Discrepancies/losses of stores, if any.
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er{\Q 7 56-Adjustment of unused Material
: ~Lying at various Works

P AN—

‘. RESPONSIBLE

e

| ot e

| JE Works .

| S00 Incharge 4

|

|

l Division/ .

i Accounting Unit

' 5p0 Works/ 8.
Oivision AU

ACTION

Physically verify the unused material
(Ground balance) lying at various 0 &M
works.

Make a list of such material showing for
pach sanctioned pstimate/work :

(i) Material description

(i) Matertal item cofde

il Closing palance/quantity at work site
iiy) Value of material
Evaluate the material at the |atest issue rate.
the list. Have @

dand forwarded
ion/Account:

Serutinise and approve
Journal Voucher prepare
duly approved 10 the Divis
ing Unit alongwith the list.

ornal Voucher in the monthly

incorporate |

Account of March.

Reverse theAccounting entry nextyear.
ments are strictly pro-

Fictitious stock adjust
nibited such for prample, 35 °

{he debitng 03 work of the cost of
material not required, or in excess
of actual requirements

the debiting 10 @ particular waork for
which funds are available of the
value of material intended to be uti-
work for whichno

i)

lised on another
funds are auallable.

P
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TIMING

At the close of last
day of the financial

year

Same day

Next day

Within 3 days

In April Next year
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RESPONSIBLE'

e ——— e

ACTION

i) the writing back of the value of mater
als used on a work to avoid excess ot
lay over appropriation, elc.

Any breach of this rule constitutes a serious
irregularity, which will be brought to the notice
of the Board by The Chief Account Officer

TIMING

|
f
|
I
|
!
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fabour charges etc. s keptin this pant

Part-tl: In this Te
: is part record of all the petty items and thewr costr maintained

art-l11: b > l
1 this part record of measurements of work done by danlyfwork cl arped lantur
.r',{('rla Estt

and pavments of therr wapes is kept Bills for payment 10 labourers work ¢!
Etc is passed as per progress/measurements recorded in this part f\Veh
Part-1V: [n this part measurements of matenal used s recorded
Part-V: This part is used for renewal, replacement of augmentation norks Record of struc
dismantled material is also kept in this part.
Part-VI: In this part reports/comments of inspecting officers recorded & bor
IWR is an important record and is used in duplicate in the name of official/officer & TF
entrusted with the job of execution of work. Original copy 15 kept by the official and nd of
duplicate is sent to divisional office every month along with labour bills, After passifng De tr
labour bilis this copy is returned back to sub-division office. No entry is to be erased and :;:‘:
all kinds of cutting must be got attested. Upon transfer of an official this register is o be 76.
returned and the new official will get fresh register issued in his own name. Entriesin
this register must he checked DYy ¢pO roncerned All entrios must also be checked Dy
Supdt (Dpvisional Accounts) [n €ast thie register 15 lostimmeaiate report must be sent
to senior officers. i W"”/Vf -
« Model solution- Question 3 (b) (i)
Deposit work and Contributory work: Deposit works which are executed at the cost of
other partics areé of two types:-
1) When after completion these works shall be the property of the agency that met its cost
these shall be treated as Deposit work.
2) When after completion become the property of the Corporation, are treated as
Contributory works. These are not treated as deposit works even though the cost of
these works is borne by the consumer/other agencies for example:- _
eders for giving supply to the new consumers W /

a) Lying of independence fe

b) Where consumers pay the cost of works by way of General and service connection

charges.




where consumers opt of connections from urban feeder instead of nearest rural feeder.

dy Cost of ink lines borne by the consumers

in case of deposit works departmental charges are levied @2.75% on expenditure incurred

whereas these are levied @16% in case of Contributory Works.

. Model solution — Question 3 (b) (ii)
Technical Sections:- This name is given to the order of compe
a properly detailed estimate of cost of a work of construction or repair proposed

tent ‘duthofit\/ canciicnNinNg

to e

carried out 1n the corporation.

Administrative Approval:- This
Administrative authority concerned of the propos

acceptance U/

dhiture

term denotes the formal
als for incurring any expern

- trhe

corporation or to undertake a work.

V)
5 pek
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. Officer Incharge/

i Supct
| Divisional Alcs.

(2) Accounting of R&M Expenses of Vehicles

A) Trucks & Delivery Vans with Construction
Divisions/Projects

)

The direct charges will be booked
initially under GH-74, 75 & 76 as
they are incurred. Atthe end of each
month, the expenses willbe trans-
ferred to Account Head 15.3 11-
"Vehicle operation' per contra credit
to A/C. Head 74.9,75.9 &76.9.

As and when

C;.
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{ RESPONSIBLE ACTIQN\_/’TTW —
L.
The amount of deprme
credited to account Code.-12 7 r
contra debit to Acecount Codee
77.170" Depreciation on vehigjeg" at
the commencement of aperation and
transfered to A/C Head 15314

contra credit o Accdunt Heag 77p§ r
Sopct , ,
:D:f?‘t"-I Alesy W Out-turn of vehicles will be debited Monthfy
\ T AUCS )

at theg rate per KM provided in the
sanctioned estimate 1o the work con-
cemed or to IUT Head (IUA-37 in
case the vehicle is used by an other
division per contra credit to Account
Head 15.361,

"Vehicle-aut turn”,

i) Afthe end, difference between the March end
expenditure and its recovery (15.311
& 15.361) shall be debited to account
head 15.2 under the ordérs of com-
petent authority as per Sr. No. 70 of
PSEB Delegation of Powers and dis-
tributed to works of the Construction
Divisions on expenditure incurred
hasis
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26 Precedure for disposal of cases relating to shortages/loss due to missing
parts of damaged transformers and other outdoor equipment.

a)
b)

a)

.b)

After returning the damaged transtormer 1o TRY S, JE concerned would reput he
shortages roteed during the Joint Inspection {indicated on SRW & Trensformers
mavement Carc] to his SDO. The JE will be responsible to give the following nformaton

SRW Np. & Dale vige which ransfarmers was refurned,

Regresentatives of TRY S/Dwn. & DS Sub Diwn. who zamicd out the Jont inspeciorn.
(Note - These sheuld not be below the rank of JO)

Finding of Joinl inspection. The full extent of the shoragesiosses indicaling ne Qty!
. Lengthiweight etc. as the case may be and its cos!

Reasans jar & probable time of snonage/loss.

Why (was not possile to cetect tie shoragelloss before prepaning SRW

The defects in or neglect of naes by which the ioss was rendered possibie anc the
circumstances which laciitated the lass/shortage.

On receipt of the informaton from the JE, e SDO concernéd will thorougnly investicale
the matter and submit the repor with his caraments to fus Sr./Xen withir a month.
There could he lwo lypes of cases .

Where none is held responsible.
Where an official {s)1s held responsiblc wholly or partly.

Where none is held responsible :

I case the loss is to the exlent of 500/- the SDO will write off the amount in terms
of Sr. No. 77 of PSEB Delegation of powers provided it has been approved by the
Sr.XEN concemed that none is responsible for the loss, and will indsate JVTEQ dediting
{he account code 78.5 Misc. losses and write offs and crediting account code head
28 §70-losses under investigation. Acopy of investigation report Aangwith JVITEO wil
ke sassed on to Divisional Office for its adjustment in montnly account. Where the
loss is mare than Rs. 500/ he will pass on the report with his recommendation to the
Sr.xen for further disposal by the latier in erms of Sr. No. 77 of PSEB Delegaton of
powers. Afler e amount has been orierad te be fmally racoverabie, SOO will sutale
WITED as stated above and gel it edyustad in manlily accaunt in the Dvisiona! Otfice. ’

Where an official is held responsible wholly or partly :

Whila passmg on the reporl with recommendations to the Se.Xen, the SDO will
specfcally pontout the name of Lhe official (5) held responsinle technically, cirecily!

indirectly anc wnally ee paatly for the neglgence and tregularities

.74
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The action tzken or praposed o ba taken against the official

shou'd alse be indicate herwn. On the basis of report received from the SDO, the

1 XEN concerned wil farther investigate the matler and will record his fincings thereon

an cubmit the investigation report to Chief Engineer through SE loinbale proceedngs

€ will decide the amount to be recovered/witicn off.

On recept of the order of recovery fram the competent authority the SDO will
o fram cancemed offici! to accourt head

npate NTEQ detnling amgun i ceeyeiad
20 401/402 tAmount raceverable from prroloyuosiLx-employees) as the case may be
ane crediting the accaunt haad 28 @74 (Insses undur mvestigaticn). There may he
s not ordered to be recovered from the cmployees

ane 1 such 2 case the armount recoveratle wil be debited in the name of concerned
02 s the case may be and the balance amount will
account

comrmitted in he case

he

sace [siwnere ful amourl ol ess

1A
1

sHcal under acaunt nead 7R A0
he dehited {0 the account code 70 § (Misc ‘nases and wrile ofl, creditng the

core 28 870 (nsses under mnestiguiion ]

o 1 sueh cases wil make special relercnce

[eriching authorites while rigking dovsd
e flowing Doints
|+ ¢ nature anc full extent of loss.

Ihe defects or neglect of the rules hy which the loss was
cireumstances wiich faciltated the shortages/10ss.
responsible {echnically, direclfy or indireclly
ote. and for the imegularines committed.

er disciplinary action

rendered possible and

The name of the officsals held personally
ard wholly or party for the lass shortage
of s from Board emaloyee (s)and eheth

Prospects of recovery
concerned.

newds to be ntiated, against the official

Ryl measures 1a safequard sich chotages/iosses in fulure.
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CHAPTER-TI—General Principles and Restrictions
Relating to Expenditure

LD L 5F:4 of the
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stancards of anancsl propiety Lash oihoer 90
raar of sloict econtimy at cVery
oo requlalicns
Among he

rpenaiter {zom
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