Government of Punjab
Department of Local Government
(Accounts Branch)

Notification

The 7" September, 2017

No.Acctt.-3-DCFA-DLG/PMA, 1911/Section-240/2017/1 - In reference to Government

of Punjab, Department of Local Government (Accounts Branch) notification no.Acctt.3-DCFA-
DLG/PMA, 1911/Section-240/2017 dated 17" May, 2017, whereby 30 days notice was given
for submission of objection or suggestion with respect to the draft from the date of publication
of the notification in the official gazette and as no objection or suggestion has been received
within the stipulated date from anyone with respect to the draft, published in official gazette on
dated 4" August, 2017, therefore, in exercise of the powers conferred under section 240 of the
Punjab Municipal Act, 1911 (Punjab Act No. 3 of 1911), and all other powers enabling him in
this behalf, the Governor of Punjab is pleased to make the following rules, further to supersede

the existing Punjab Municipal Account Code, 1930, namely :-.
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CHAFPTER-1

Preliminary
Short Title :- These rules may be called the Punjab Municipal Accounting Manual, 2017,

They shall come into force on such date as may be notified by the State Government in the official
Gazette '

Municipal Corporation, Municipal Council and Nagar Panchayat have been referred as Urban Local
Body (ULB) in the Manual.

These rules shall apply to all ULBs constituted under The Punjab Municipal Act, 1911 and Punjab
Municipal Corporation Act, 1976. -

CHAPTER-2
Definitions
The interpretation of various terms, expressions, phrases used in this manual shall be based on the
definitions mentioned in this Chaplter, In case where definitions are already available, then meaning and

interpretation of such terms, phrases, expressions used in this manual shall be as per definition / meaning
given in The Punjab Municipal Acr, 1911 and The Punjab Municipal Corporation Act, 1976.

Act means The Punjab Municipal Act, 1911 or The Punjab Municipal Corporation Act, 1976, shortly
called Actof 1911 and Act of 1976 respectively. '
Account shall mean a formal record of a particular type of transaction expressed in money or other

unit of measurement and kept in a ledger in accrual basis,

An accounting Entry shall mean a record of financial transaction in the books of account like journal,
ledger, cash book, ete. It would be a combination of a single debit and single credit or a set of debits and
a set of credits, as may be appropriate.

Account Pavable shall mean the amount owed by a ULB on account of goods purchased or services

received or in respeet of contractual obligations.

Accounting period shall mean the period for which Financial / accounting statements are required to
be made for a ULB. '

Accounting Year shall mean a vear commencing on the first day of the Accounting period i.e. Ist

April and ending on 3 | st March.
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Accounting Pringiples shall mean general principles and procedures under which the accounts of an
individual ULB are maintained.

Accounts Receivable shall mean Person / entity from whom amounts are due for goods sold or services
rendered by the ULB or in respect of contractual obligations.

Accounting Standards (AS) shall mean Accounting Standards fixed by the Institute of Charlered Accountant
of India unless specifically provided by the Government.

Accounting unit shall be defined as a Zone, Circle, Division or Ward office identified by the ULB asa
unit for maintenance of accounting records,

Acerual shall mean the recognition of revenues and costs as they are earned or incurred and not as
money is received or paid. It shall include recognition of transactions relating 1o assets and liabilities as
they oceur irrespective of the actual receipts or payments.

Acerual Basis of Accounting shall mean a method of accounting whereby revenues and expenses are
identified with specific periods of time, such as a month or year, and are recorded as incurred, along with
acquired assets, without regard to the date of receipt or payment of cash; distinguished from cash basis.

Acerued or Due in respect to an asset or a liability shall mean a claim which has become enforceable
arising out from the sale or purchase of goods / services or atherwise and has become receivable or
pavable, in respect 1o an income or an expense and it shall mean the amount earned or incurred in an
accounting period for which a claim has become enforceable and itarises from the sale or purchase of
soods / services or otherwise and has become receivable or pavable.

Accrued but not due in respect of an asset or a liability shall mean a claim which has not yet become
enforceable which accumulates with the passape of time or arises from the sale or purchase of goods /
rendering of services which, on the date of period-end, have been partly performed and are not yet receivable
or payable, In respect to an income or an expense, it shall mean the amount earned or incumed in an
accounting period, but for which no enforceable claim has become due in that period. It shall accumulate
with the passage of time or shall arise from the sale or purchase of poods / rendering of services which on
the date of accounting, have been partly performed and are not yet receivable or payable.

Accumulated Depreciation shall mean total up to dale of the periodic depreciation charges on depreciable
Asaets,

Advance shall mean the payment made on account of, but before complelion of, a contract, or before
acquisition of goods or receipt of services.

Amortisation shall mean gradual and systematic writing off'of an asset or an account over an appropriate
period. Italso refers to gradual extinetion or provision for extinction of a debt by gradual redemption or
sinking fund payments or gradual writing off to revenue of miscellaneous expenditure carried forward,

Amount receivable shall means amounts due from person from whom amounts are due for goods sold
or services rendered or in respect of contraciual abligations.

Annual Report shall mean a statement of the financial condition and operating results of a ULB prepared
at yearly intervals for submission to the ULB or other interested partics; summarizing its operations for
the preceding year and including a balance sheet, income & expenditure statement, a receipts & payment
statemient. and the auditor's report, together with comments by the executive head of the ULD on the
years operations.

Appendix shall mean appendix to this Manual.

Assets shall mean tangible assets, objects or intangible rights owned by the ULB and carrying probable
fulure benefits,
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Assigned Revenues shall mean revenues in the nature of a share in the revenues of the Siate Government,
to compensate for certain losses in revenue and arrangement of resources of the ULB.

Auditor shall mean the Authority appointed and authorised by the Government to conduct the examination
and audit of the accounts of a ULB.

Authorised OQfficer shall mean an Officer not below the rank of Superintendent or Assistant Engineer
duly authorised by the Commissioner / Executive Officer, as the case may be, todoa specific job.

Bad Debts shall mean the debts owed to the ULB, which are considered to be irrecoverable, e.g.,
arrears of taxes, fees and ather revenue left uncollected and considered to be irrecoverable,

Balaneing shall mean a balance of an account, the two sides, namely Debit and Credit are totalled up
separately and the difference is ascertained. This difference is put on the side that is lower to balance the
two sides of an account.

Ralance Sheet shall mean a statement of the financial position of' a ULB as at a given date, which
exhibits its assets, liabilities, capital, reserves and other account balances at their respective book values.

Banker's deposit-at-call Receipt shall mean the aceeplance in writing by a bank ora banker of liability to
pay on demand the amount specified on such receipt.

Bank Reconciliation Statement shall mean a statement. which reflects the nature and amount ol transaction,
not responded either by the ULB or by the Bank-as on a particular date. Such statement may also reflect
errors/ omissions in the recording of the transaction inter-se between the ULB and the Bank.

Books of Original Entry shall mean a record book recognised by law or custom, in which transactions
are successively recorded, and which shall form the source of postings to ledgers: a journal,

Budget shall mean quantitative plan of activities and programs expressed in terms of money in respect
of assets, liabilities, revenues and expenses and shall express the ULB goals in terms of specific financial
and operating objectives.

Capitalisation shall mean an expenditure for a fixed asset or addition thereto that has the effect of
enlarging physical dimensions, increasing productivity, lengthening future life, or lowering future costs.
Capital Expenditure shall mean expenditure intended to benefit future period in contrast 1o a revenue
expenditure which henefits a current period and it is restricted to expenditure that adds fixed units or that
has the effect of improving the capacity, efficiency, life span or economy of operations of an existing
assels,

Capital Work in Progress shall mean expenditure on account of capital assets which are in the process of
construction or completion.

Cash Book shall mean a book of original entry for cash receipts, disbursements, or bath.

Cash flow Statement shall mean a financial statement prepared for an accounting period to depict the
inflows and outflows of cash and cash equivalents of a ULB, It reports cash flows classified by
operating, investing and financing activities.

Casting shall mean totalling of the amounts in the books of account.

Chart of Accounts shall mean a svstematically arranged list of accounts applicable to a ULB, giving
account names and numbers.

Code of Account shall mean a unique numeric identification given 1o cach account to facilitate classification
and ease of recording.

Contingent Liability shall mean an obligation relating to an existing condition or situation which may
arise in future depending on the occurrence or non-occurrence of one or more uncertain future event(s).
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Contra Entry shall mean an item on one side of an account which ofiosets fully or in part one or more
items om the opposite side of the same account.

Control account shall imean an aceount in the general ledger that consists of related sub- accounts. The
total of related sub-accounts should tally with the balance in the related contral account,

Cost shall mean the amount of expenditure incurred on or attributable 1o a specified article. product or
activity undertaken by the ULB,

Cost of acquisition shall mean the cost of an Asset comprising its purchase price and include import
duties and other non-refundable taxes or levies and any directly attributable cost of bringing the asset to
its working condition for its intended use. Any trade discounts and rebates shall be deducted in arriving
at the purchase price,

Cost of Investment shall incan the amount of expenditure incurred on or attributable to purchase /
acquisition of an investment. The cost of an investment shall also include, amongst others, charges such
as brokerage, fees and duties,

Credit shall mean a book-keeping entry recording the reduction vr elimination of an assel or an expense,
or the creation of or addition to a liability or item of net worth or revenue: an cntry on the right side of
an gccount, the amount so recorded,

Current Assets shall mean Cash and other assels that are expected to be converted into cash or consumed
in rendering of services in the normal course of operations of the ULB.

Current Liability shall mean the liability including loans, deposits and bank overdrafts which fall due for
payment in a relatively short period, normally not more than twelve months.

Debenture shall mean a formal document constituting acknowledgement of a debt by a ULB, usually
given under its common seal and normally containing provisions regarding payment of interest, repayment
of principal and security, if any.

Debit shall mean a book-keeping entry recording the creation of or addition 1o an assel or an expense,
or the reduction or elimination ofa liability, or item of net worth or revenue: an entry on the left side of’
an account, the amount so recorded.

Deferred Revenue Expenditure shall mean an expenditure for which payment has been made or a
liability incurred but which is carried forward on the presumption that it will be of benefit over a
subsequent period or periods.

Deticit shall mean the excess of expenditure over income of the ULB for an Accounting Period under
consideration.

Depreciable Amount shall mean the historical cost, or other amount substituted for historical cost ofa
depreciable assct in the financial statements, less the estimated residual value.

Depreciable Asset shall mean an asset which is expected to be used during more than one accounting
year, has a limited useful life, and is held by the ULB for use in the supply of goods and services, for
rental to others, or for administrative purposes and not for the purpose of sale in the ordinary course of
operations of the ULRB,

Bepreciation shall mean a measure of the wearing out, consumption or other loss of value of 2 depreciable
asset arising from use, passage of time or obsolescence through technology and market changes. It is
allocated so as to charge a fair proportion in each accounting period during the useful life of the asset, I
shall include amortisation of assets whose useful life is predetermined and depletion of wasting assets.

Depreciation Method shall mean the arithmetic procedure followed in determining a provision for
depreciation (an expense) and maintaining the accumulated balance.
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Depreciation Rate shall mean a percentage which when applied to the depreciable amount will yield
depreciation expense for a year

Dividend Income shall mean income received from investments in shares / units by a ULB.
Earmarked Funds shall mean the funds representing Special Funds to be utilised for specific purposes.

Employee shall mean an officer or official employed by the ULB or by the Government and shall
include a Government Servant in Foreign Service under the ULB, but shall not include a Government
Servant doing work for the ULB under the control of his Departmental superiors in (jovernment
Service.

Executive Officer shall mean an Executive Olticer appointed under the provisions ofthe Punjab Municipal
(Executive Officer) Act, 1931; or the Punjab Municipal Act, 1911 as the case may be.

Expenses shall mean a cost relating to the operations of an accounting period or to the revenue earned
during the period or the benefits of which do not extend beyond that periad, '
Financial Statement shall mean a balance sheet, income and expenditure statement, receipts & payment
statement or any other supporting statement or other presentation of financial data derived from
accounting records of the ULB.

Fixed Asset shall mean an asset held for the purpose of providing services and which is not held for

resale in the normal course of operations of ULR.
Fixed Deposit shall mean a deposit for a specified period and at specified rate of interest.

Fund shall refer to amount set aside for a general or specific purpose, whether represented by specifically
earmarked assets or not,

Folio reference shall mean a page number or voucher or other number in a book or document of
original or final entry, which refers to the disposition or source of an entry or posting.

Form / register shall mean format of the form / régister appended to this manual, which shall be used
by the ULR for the purpose of entering and recording various types of transactions.

Government shall mean the State Government of Punjab.

Grants shall mean the assistance by Central / State Government in cash or kind to a ULB for past or
{uture compliance with certain conditions.

Gross Block shall mean the total cost of acquisition / purchase of all the Fixed Assets of the ULB.
Goods shall include animals.

Hire purchase agreement shall mean the contract (usually called contract of hire with an option of
purchase) in which a person hires goods for a specified period and at a fixed rent, with added condition
that if he shall retain the goods for the full period and pay all the instalments of rent as they become
due, the contract shall determine and the title vest absalutely in him,

Head of Department includes the Executive Officer / Commissioner as the case may be, the Secretary,
the Medical Officer of Health, the Municipal Engincer, the Senior Medical Officer of the Medical
Institutions of a Corporation ora Council / Magar Panchayat as the case may be, and any other officer
in-charge of a separate department of the Corporation or the Council / Nagar Panchayat. whom the
Corporation, with the sanction of the Commissioner or the Council / Nagar Panchayat, with the sanction
of the Director, may declare to be the Head of a Department for the purpose of these rules.

Income shall mean Money or money equivalent camed or acerued during an aceounting period, increasing
the total of previously existing net assets, and arising from provision of any type of services and rentals.
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Income and Expenditure Statement shall mean a financial statement prepared by the ULDB to present
its revenues and expenses for an accounting period and to show the excess of reventes over expenses
or vice-versa for that period.

Interest shall mean service charge for the use of money or capital, paid at agreed intervals by the user,
and commonly expressed as an annual percentage of outstanding principal.

Investments shall mean assets held not for operational purposes or for rendering scrvices, 1.e. assets
other than fixed assets or current assets.

Inter-unit transactions shall mean the transactions between one or more accounting units of the Urban
Local bodies.

Infrastructure Assets shall mean those assets with the characteristics of being, a part of a system or
network, specialized in nature and do not have alternative uses, immovable, and subject to constraints
on disposal.

lournal Book shall mean the book of original entry in which those transactions, which do not involve
cash or bank, are recorded.

Joint Venture shall mean a contractual arrangement whereby twa or more parties undertake an economie
activity to share expertise in a single defined project, which is subject to joint control.

Lapsed Deposits shall mean Deposits unclaimed for more than such period or periods a8 given in this
manual.

Ledger shall mean a compilation of all accounts used for accounting purposes.

Lease shall mean an agreement wherchy the lessor conveys 1o the lessee in return for a payment or
series of payments, the right 1o use an asset for an agreed period.

Liability shall mean an amount owing by ULB to another person, payable in money, or in goods or
services: the consequence of an asset or service received or a loss incurred or acerued; particularly,
any debt

{a) due or past due (current liability),

(b) due at a specified time in the future {e.g. funded debt. acerued liability ), or
(c) due only on failure to perform a future act (contingent liability).

[Long term investments shall mean any investment falling outside the ambil of current investments.

Mortgage shall mean a lien on land, buildings, machinery, equipment, and other property, fixed or
movahle. given by a borrower to the lender as security for its loan.

Municipal Engineer or Corporation Engincer shall mean an Engineer appointed by the competent authority
to be in-charge of the Municipal works Department.

Municipal fund shall mean a [und constituted as per the provisions of The Punjab Municipal Act, 1911
and The Punjab Municipal Corporation Act, 1976

Narration shatl mean a brief description written below an Accounting Entry, [t explains as to why the
entry has been recorded and other related aspects of the entry.

Net Assels shall mean excess of the book value of the assets of an accounting unit over its liabilities.
Net Block shall mean Gross Block less Accumulated Depreciation of all the Fixed Assets of the ULB.

Officer in-charge of the accounts function shall mean Accounts Officer / Accountant or in their absence,
any other official of the ULB deputed as such by the Commissioner / Executive Officer, as the case

may be.
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Period End shall mean last day of any Accounting Period, ¢.g., quarter, hall-year and year-end,
Posting shall mean an act of entering separately the debit and credit aspect of transactions from the
books ol original eniry in respective accounts maintained in the ledger.

Prepaid Expense shall mean a Payment for expense in an accounting period, the benefit for which will
accrue in the subsequent accounting period(s).

Prescribed rules shall mean rules made by the Government under Act by notification in the official
gazette and in the absence of any such specific rules, rules governing Punjab Government employees
shall be applicable,

Provision for Expense shall mean an amount written off or retained by way of providing for depreciation
or diminution in value of assets or retained by way of providing for any known liability the amount of
which cannot be determined with substantial accuracy.

Provision for un-realised Revenue shall mean a provision made for revenue considered doubtful of
recovery.

Qualifving Fixed Asset shall mean an asset that necessarily takes a substantial period of time to get
ready for its intended use or sale. Ordinarily, a period of twelve months is considered as a substantial
period unless a shorter or longer period can be justified on the basis of facts & circumstances of the
case. In estimating the period, the time which 4n asset takes technologically and commercially, to get

il ready for its intended use or sale shall be considered.

Receipt shall mean a written acknowledgement of something acquired, an accounting document recording
the physical receipt of cash / cheques.

Receipts & Payments Statement shall mean a financial statemen! prepared for an accounting period to
depict the changes in the financial position and to present the cash reeeived in and paid out in whatever
form (cash, cheques, etc.) as per the format defined in this manual. All non-cash celated transactions
shall be ignored while preparing this Statement.

Reconciliation shall mean adjusting difference between two items (i.e. amounts, balances, accounts or
statements) so that the figures tally.

Regional Deputy Director shall mean Deputy Director, Local Government of the region concerned.

Report of the Auditor shall mean formal expression of opinion by the Auditor on the Financial Statements,
books of accounts and transactions of ULR.

Revenue Expenditure shall mean outlay benefiting only the current year and shall be treated as an
expense and shall be matched against revenue.

Sinking Fund shall mean a fund ereated for the repayment of a liability or for the replacement of an

assel.

Special Fund shall mean an amount set aside for a specific purpose represented by specifically earmarked
asscls,

Straight Line Method (5LM) shall mean the method under which periodic charge for depreciation is
computed by dividing the depreciable amount of a depreciable asset by the estimated number of years
of its uselul life.

Sub-Account shall mean one or more accounts that make up the Contral Account. The sub- accounts
shall be related to the control accounts and provides more detail of the Control Account, The total af
the related sub-accounts shall equal the related Control Account,
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Surplus shall mean the excess of income over expenditure of the ULB for an accounting period under
consideration.

Short term investments shall mean those investments which are readily realisable, and are intended 1o
be held for not more than twelve months from the date of investment.

Trial Balance shall mean a list or abstract of the balances of total debits and total credits of the accounts
inaledger

Treasury shall mean a treasury of the State Government.

Useful Life shall mean the period over which a depreciable asset is expected 1o be used by the ULB.
Voucher shall mean a document which shall serve as an authorisation for any financial transaction and
forms the basis for recording the accounting entry for the transaction in the books of original entry.
Wark in progress shall mean the goods in the process of production for their sale or usage.

Written Down Value (WDV In respect of a fixed asset) shall mean its cost of acquisition or substituted

value less accumulated depreciation.

Written Down Value (WDV) Method or Diminishing Balance Method shall mean the method under
which the periodic charge for depreciation of'an asset is computed by applyinga fixed percentage o its
historical cost or substituted amount less accumulated depreciation (net book value).
CHAPTER-3
(zeneral

Pawers conferred upon Commissioner / Executive Officer under these rules may be delegated Lo any
officer / official working under them,

Extension of lime when the office is closed: Wherever in these rules, any act or proceeding is directed or
allowed to be done or taken on a certain day, then, if the office is closed on that day, the act or
proceeding shall be considered as done or taken in due time, if it is done or taken on the next day on
which the office is open.

Instruction of the Examiner, Local Fund Accounts to be complied with in respect of details: In the
matter of details with accounts, not provided for in these rules, the ULB shall comply with the instructions
ofthe Examiner, Local Fund Accounts, Punjab in consultation with the Government.

Powers of Inspectors may be exercised by the specified authoritics: The power conferred by these rules
on an [nspector may be exercised by the Commissioner or the Executive Officer, as the case may be, or
by an Audit Officer or by any other officer authorized by the ULB or the State Government, as the case
may be.

Un-authorized forms not to be used: No forms other than those prescribed in these rules shall be used
by the ULB except with the sanction ol the Examiner, Local Fund Accounts, Punjab after obtaining the
prior approval of Government.

Manner in which the accounts are to be kept:
(1 All accounts and registers in case of ULB shall be kept in English.

(2) The page count certificate should be on the first page instead of the last page of the register by
the Officer in-charge of the accounts function before being brought into use.

(3) Figures in the accounts shall be in English Characters and, in the case of receipts given for
money; it may be given in Punjabi also.

4 Where the accounts are maintained manually, books of accounts shall be strongly bound with
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pages serially numbered and cach page or folio scaled with the official seal of the ULLB. The
number of pages each book or register contains shall be certified in writing, afier actual
verification, on the first page by the Officer in-charge of the accounts function

{5) No erasure shall be made in any account book, register form, voucher. and if any correction
has to be made, it shall be made neatly in red ink and attested by the dated initials of the head
of the branch ar officer concerned and, in the case of » payment voucher, by the payee also.

(G} Where books of accounts are maj ntained in computerized form, the books of accounts after
appropriate verification, correction and tallying of the accounting entries shall be printed on
ledger paper at appropriate time interval depending on the volume of accounting entries and
such printed ledger pages shall be substantially bound, page numbered. authenticated to form
the books of account. The print-outs shall be strongly bound and pages serially numbered.
Each page shall bear the official seal of the ULB and signature of the Officer in-charge of the
accounts function,

(7) The accounting software shall have necessary provisions for maker-checker functions and for
reversing the entries by competent authority.

(&) The accounting software shall maintain audit trail of the transactions.

) Atthe end of' day once the daily account are 1allied and closed by officer in charge of accounts

function, any further change shall be made with the approval of head of the office ar any other
official authorised by the Commissioner / Executive Officer, as the case may be,
Accounts of Commercial Undertakings: The procedyre preseribed in this Manual shall apply mutatis
mutandis (o any commercial undertaking of'a ULRB €.£ a Transport undertaking etc,

Time schedule for retention, auctioning and destruction of records:
(1) Time schedule for retention of recards shall be as per the Appendix-111, -

{2} Destruction of records to be done in accordance with the Time schedule - Vibuchers, registers and
other record prescribed in these rules shall ot be weeded or destroyed otherwise than in accordance
with the dircctions as to the disposal of records contained in the schedule to these rules,

(3) Auctioning of records: Records shall not be auctioned but shall cither be destroyed or be torn
out and sent to those Companies / Mills, who have been empanelled by the Government for
this purpose.

Rules el Accounting: The following rules of accounting shall be followed as below:-

{a) The basic rules of accounting flow from the accounting equation:

Assets = Own Funds + Liabilities
(h) An increase in the asser, e.2. Vehicle can be brought about by:
(i} Decrease in another asset, ¢ £. Bank Account, or
(i) Increasc in Liability, e.g., Loans or Payables.
(c) A deerease in the asset. ©.g., Cash may result in:
(i) Increase in another asset, €.2.. Medical Equipmen
(ii) Decrease in liability, e g, Payment of Loans or pavment towards suppliers autstanding,
{iif) Decrease in own funds through expenditre,

{d) The rules of debits and credits applicable 1o Assets, Liabilities, Own fund ete. shall be as
follow:
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Type of Account Debit Signifies Credit Signifies
Asset Accounts Increases Decreases
Liability Accounts Decreases [ncreases
Own Funds Decreases Increases

{e) The fullowing rules shall be applicable to incomes, expenditures, grants, etc..-

Type of Account Debit Signifies Credit Signifies

Income Decreases Increases
{which shall increase Own Funds)

Expenditure Increase Drecreases
{which shall decrease Own Funds)

Crrants Receved Decrease Increases

3.1, Recognition of income: Incomes that are not recognized as per the general policy mentioned in Chapter
7 shall be recognized and recorded in accordance with the policy laid down and disclosed in the Statement
of Accounting Policies of the ULB.

311, Recognition of expenditure: Cxpenditure not recognized as per the general policy mentioned in Chapter
16 shall be recognized and recorded in accordance with the policy laid down and disclosed in the
Statement of Accounting Policies of the ULB.

CHAPTER-4

Accounting and Budget Codes - Structure and Application

4.1, Structure of Accounting Codes:
i The Code of an Account head shall be numeric and shall be of 7 digits.
(2 Each Code of the Account head shall comprise of Major Head Code, Minor Head Code and

Detailed Head Code,

4.2, Major Head code

(1) The first digit of the Major Head Code shall indicate the nature or type of the account. The
first digit shall be assigned as under:

= '1' shall denote an account relating to 'Revenue Income’

= '2' shall denote an account relating to “Revenue Expenditures’

= '3 shall denote an account relating to 'Capital Receipts & Liabilities'

= '4" shall denote an account relating to 'Capital Expenditures & Assets'

(2) The next 2 digits of the Major Head Code shall denote the group codes for the various head of
accounts. For example,

= Code 1-10 shall denote "Tax Revenue' related accounts

= Code 2-10 shall denote 'Establishment Expenses' related accounts

= Code 3-30 shall denote 'Other Liabilities’ related accounts

= Code 4-10 shall denote 'Fixed Assets' related accounts

4.3 Minor Head code:
(1} The Minor Head Code shall be of 2 digits.
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(2} An item covered by a Minor Head Code shall be a subset of the Major Head Code. The Minor
Head Codes provide further details of transactions in respect of the Major Head Code it is
associated with. For example,

o Under the Major Head Code 110 relating to "Tax Revenue!, the Minor Head Code 01 shall
denote 'Property Tax'
= {Under the Major Head Code 210 relating to'Establishment Expensc’, the M inor Head Code 10

shall denote Salaries & Allowances

= Under the Major Head Code 350 relating to 'Other Liabilities', the Minor Head Code | 0 shall
denote "Creditors’

= Under the Major Head Code 410 relating to 'Fixed Assets, the Minor Head Code 20 shall
denote 'Buildings’.

Detailed head code:

(1) The Detailed Head Code shall be of 2 digits. An ilem covered by a Detailed Head Code 15 a
subset of the Minor Head Code.

{2} The Detailed Head Codes shall provide further details of transactions in respect of the Minor
Head Code it is associated with. For example,

= Under the Minor Head Code of Account [10-01 covering Property Tax, the Detailed Head
Code 01 shall denote 'Property Tax from Residential Properties', Thus, under the Minor Head
Code of Account 110-01 in respect of "Tax Revenues from Property Tax', the Detailed Head
Code 01 shall represent 'Property Tax from Residential Properties'. The Account Code for this
will be 110-01-01.

< Under the Minor Head Code of Account 210-10 covering 'Establishment Expenses under
Salaries, Wages and Bonus, the Detailed Head Code 10 shall denote "Salaries & Allowances —
Officers'

= Under the Minor Head Code of Account 350-10 covering Creditors, the Detailed Head Code
01 shall denote 'Suppliers’

= Under the Minor Head Code of Account 410-20 covering Buildings, the Detailed Head Cade
01 shall denote "Art Gallery Building'

Chart of Accounts:

The account codes to be followed by the ULB shall be as per the chart of Accounts provided at
Appendix-I of this manual.

ULD shall have the flexibility to add additional detailed head codes based on its requirements by
allotting a temporary code such as 31" or “71" g1, ULB shall intimate use of such temporary detailed
head codes to the DLG, as and when it decided to use them for recording accounting transactions.

The DLG shall review all such temporary codes opened by all the ULBs from time to time and if need
be inform to all the ULBs to incorporate these codes for use on a permanent basis.

Where DLG decides that additional codes are required to be mandatorily used by all the ULDBs, in such
cases, DLG shali allot the final code and communicate to all the ULBs and also intimate the same for
the information of Examiner, Local Fund Accounts, Department of Finance, Government of Punjab.

Budget Codes
{1} The budget code shall be ot one digit and shall be as under:
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Budget Code  Description

1] Cieneral Administrative Expenses
| Tiwn Planning, Building Permissions, Licenses
9

Roads and Footpaths

3 Water Supply, Sewerage. Solid Waste and Sanitation

4 Municipal Markets

5 Culture, Sports and Gardens

6 Health and Veterinary Services

7 Social Welfare Activities

& Education, Transport, Electricity and Disaster Management

9 Municipal Taxes and Other Receipts

(2) In consultation with DLG, cach ULB shall define the detailed budget codes based on their

requirements and to denote sub-functions associated with the budget codes, Such budget codes
shall be approved by the DLG to ensure uniformity and communicate the same for use of
LLBEs.

Application of acecounting and budget codes: Budget codes, Major and Minor Head Codes given
in this code shall apply uniformly to all Urban Local Bodies. The Accounts branch shall maintain a
master index of all the Code of Accounts, being utilized by the Municipal Body. Ledger Accounts
corresponding to the Account Codes need 1o be opened by a ULB only in respect of those transactions
which arise in that particular ULB.

CHAPTER-5

Books of Account and Records to be maintained

/LB shall maintain books of accounis prescribed herein to record transactions of each financial year
accurately. Where the books are maintained in computerized form, the system should be capable of
generating books and records at any point,

Rooks of accounts 1o be maintained by the ULB

i Cash Book (Farm AC-1) which also means bank book, shall be maintained as per the format
(GEN-| given at Appendix II. The cash book shall be the Book of Original Entry for recording transactions
involving cash and / or bank. The Cash Book shall have two sides, viz., “Receipt” and “Payment™. All
collections on behalf of the ULB shall be recorded on the “Receipt” side and all payments shall be
recorded on the “Payment” side. Designated Bank Accounts may be operated for deposit of collections
pertaining to Property & Other Taxes, Octroi, Water Supply, Cess, Public Works, Special Funds ete.

(2) Journal Book (Form AC-2) shall be the book of original entry for recording all transactions
other than those involving cash and / or bank. A non-cash / bank transaction is first recorded in the
Journal Book by dividing into its debit and credit aspects, from which a posting is done in the relevant
ledeer aceount. Recording of income in respect of Property & Other Taxes Bills raised, recording of
liability on receipt of supplier’s bills are examples of transactions which shall be first recorded in the
Journal Book,

(3) Ledger (Form AC-3) shall be the book that shall contain all the accounts as specilied in the
Chart of Accounts. The Ledger shall have two sides, viz. “Debit” (Dr.) and *Credit” (Cr.). The head of
account which is “Debited” while recording the accounting entry in the Journal Book (Form AC-2) or
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which is recorded on the “Payment” side of the Cash Book (Form AC-1) shall be posted on the
“Debit™ side of the Ledger. Similarly the head of account which is “Credited” while recording the
accounting entry in the Journal Book or which is recorded on the “Receipt” side of the Cash Book shall
be posted on the “Credit” side of the Ledger except for transactions requiring contra entries to be
posted. The Ledger shall provide a listing of all the transactions in respect of a head ol account during
an aceounting period.

(4 Subsidiary Ledger

(1 {(Form AC-6) shall he filled along with the entry in the general ledger account. ULB may, if it
deems necessary, maintain sub-ledger for cach minor head of account / each of the major revenue
stream. The subsidiary ledger shall provide details ol individual transactions in respect of a given set of
entitics covered by a common head of account. The folio for the Revenue in the Subsidiary Ledger
shall provide for separate columns for various major heads of Income for which the incomes are
received,

(1) {Form AC-7) shall be filled along with the entry in the gunural. ledger account. ULB may, ifit

deems necessary, maintain sub-ledger for each minor head of account / each of the major head wise
expenditure, The subsidiary ledger shall provide details of mdividual transactions in respect of a given
set of entities covered by a common head of account. The folio for the expenditure in the Subsidiary
Ledger shall provide for separate columns for various major heads of expenditure for which the
expenditures are incurred.

Vouchers to be prepared by the ULDB

Viouchers prepared by the ULDs shall form the base documents for recording the transactions in the
Books of Original Entry. The vouchers shall be numbered serially and no accounting entry shall be
made in the books of accounts unless it is supported by the appropriate voucher. The ULB shall use the
following vouchers: -

Cash/Bank Receipt Voucher (Form GEN-3) shall be the document prepared for recording receipt
entries in the Cash Book. The Cash Receipt Voucher shall be prepared for receipts in cash and the
Bank Receipt Voucher for receipts by cheques, demand drafts, banker's cheques, etc., which need to
be deposited in the bank for realisation. Separate serics of numbers shall be maintained for cash
transactions and bank transaction,

Payment Voucher (Form GEN-21) shall be the document prepared for recording payment entries in
the Cash Book. A distinct series of numbers shall be maintained for each bank transactions.

Contra Voucher (Form AC-3) shall be the document prepared for recording transactions involving
deposit of cash inlo the bank. or transfer of amount from one bank to another.

Journal Voucher (Form AC-4) shall be the document prepared for recording entries in the Journal
Book. These entries would not involve any cash / bank related transactions,

The ULB shall maintain the forms / registers as per Appendix-1]

The formats of all books, registers, and forms referred in this manual are mentioned at Appendix-1I,
shall be maintained by the ULB.

CHAPTER-G
Custody of Cash and Bank Accounts Operations
Bank accounts of the ULB

(1 The ULB shall maintain a bank account with a bank operating within its jurisdiction, preferably
where Electronic Clearing System is accepted. Any new Bank Account shall be opened with the
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approval of competent Authority i.e. Commissioner / Executive Officer and President, as the case may

be.

(2) The ULB shall maintain separate bank accounts in the following cases:

a. For each Fund or Reserve, as required to be maintained under the Act including the funds for
which separate accounts gre to be maintained as may be required by the Government.

b For each earmarked grant or where so directed by the Government:

& For cach activity or centre where independent financial transactions are carried out.

Drireel payment in or credit to bank account

(1} ULB may issue either standing instructions or enter into arrangements with its bankers for
a. Collection of deposits from authorised collection centres at a fixed time

b. Salary credit tor employees

(2} A ULB may make arrangement for direct receipt or payment into its bank account in certain

cases. Such arrangement may include permitting direct deposits into the bank account of the ULB,
credits through electronic clearing system (ECS), payment by credit cards or payment pateways through
clectronic media.

Maximum Balance in bank accounts

{1} Where a separate bank account is maintained, the competent authority allowing opening the
bank account may also speeify the maximum balance that may be maintained in normal course in that
bank account,

(2} Standing instructions may be issued to the bank that whenever the balance in the bank account
exceeds the maximum balance specified in the orders of opening of the bank accounts, the excess shall
be transferred to the designated main bank account of the ULR or to a deposit in the form of investment.

Operation of Bank account

(1} All existing bank accounts shall be reviewed once a year with respect to the operating
instructions issued.

{23 No money shall be paid from the Municipal Fund except by chegue ar written order of electronic
clearing system mode or instructions to the Bank signed by the competent authority.

(3) In effecting payment or withdrawal, the Commissioner / Executive Officer, as the case may
be, shall conlirm that the authority is being used after having ensured that all the requirements thereof
have been complied with and that the power vested by this manual.

Custedy of Cash

{1 The money that will be received in the ULDB shall be keptin a strong cash chest preferably
having two locks of different pattern. All keys of each lock shall be kept in the custody of the Head
Cashier / Cashier or the person authorized in this respect. The keys of one lock shall be kept apart from
the keys of the other lock and in custody of different Officers of Accounts branch. The chest shali
never be opened without both custodians being present, Cash in chest shall be insured againsi theft,
fire, elc.

{2) The Cash shall not be kept in safe for more than a day except when next working day is
haoliday.

Accounting and recording procedures

Entry in respect of receipt of cash or bank shall be passed when money is received in cash ar by
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cheque or by credit into the bank account of the ULB. This shall include sums received through
electronic clearance, bank advice etc. Entry in respect of payment through bank shall be passed as and
when any payment by chegue has been approved by the Authorised Officer and the voucher forwarded
to the Cash Book Writer or Accountant, as the case may be. Entry for recording deposit of cash into
bank, withdrawal of cash from bank and for transfer from one bank account 1o the other shall be
recorded an the basis of contra voucher through the cheque, instructions or bank advice. The entry
shall be recorded on the same day the money is withdrawn, deposited or transferred.

Reversal of Stale cheques: Where the bank reconciliation statement is prepared and it contains chegues,
which are not encashed within the period of their validity, the amount covered by these cheques shall be
transferred to a 'Stale Cheque Account’ hy debit to the bank account. In such cases, LLB shall issue
fresh cheque. When a fresh cheque is issued, the stale cheques account shall be debited.

Cheque books

{a). Cheque books shall be kept under lock and key in the personal cuslody of the Executive
Officer in case of Municipal Council / Nagar Panchayat and Officer in-charge of accounts function in
case of Municipal Corporation. All cheques shall be signed by the Executive Officer & the President in
case of Municipal Council / Nagar Panchayat or in his absence by the Vice-President. However, if the
President refuses to sign or does not sign the cheque within three days after its having been signed by
the Executive Officer, the Vice President shall be competent to sign the cheque. In the case of ULBs,
which are under suspension or have been superseded, the cheques shall be signed by the Executive
Officer alone.

{b). In case of Municipal Corporation, all cheques shall be signed by the Commissioner or by any
officer authorized by him along with the Officer in-charge of accounts function and record thereof
shall be maintained in Cheque Issue Register (Form AC-9).

(1) When the Executive Officer or Officer in-charge of accounts function, as the case may be,
being custadian, receives cheque book, he shall cause the cheques to be counted.

(2) All cheques should have written across them in words at right angles to the type a sum a little
in excess of that for which they are granted thus 'under thirty rupees’ will mean that the cheque is for
a sum not less than rupees 20, but less than rupees thirty and similarly "under eight hundred rupees’
mean that it is less than rupees 800 but not less than rupees 700.

(3) All cheques shall be printed / written and signed in ink

(4) A cheque issued by a ULB, which is not encashed within three months exclusive of the month
of issue shall not be revalidated by altering the date. It shall be cancelled and a new cheque in lieu of
it will be issued. The fact of the cancellation and the number and date of the new cheque shall be
recorded in the Cash Book against the original transaction and on the counterfoil of the old cheque and
the number and the date of the old cheque that is cancelled shall be entered on the counterfoil of the
new one. The fact of the new cheque having been issued shall be entered in red ink in the Cash Book
on the date of issue but not in the column of payment. These recordings will in no way affect the
account and no further entries shall be made.

{3) When a signed cheque is cancelled, it shall be enfaced or stamped "Cancelled” by the officer
in-charge of accounts function, the fact of cancellation shall be noted in red ink over the dated initials
upon the counterfoil, and also across the order of payment which has been enfaced upon the voucher.

(6) When a cheque is cancelled before the Cash Book (Form AC-1) has been closed, on the date
of issue of the cheque, the entry in the Cash Book, ledger (Form AC-3) shall be struck out with the
initials of the Executive Officer / Officer in charge of the accounts function, as the case may be, if
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accounts are mainiained on manual basis. it is maintained in computerized basis, such entry shall not
be recorded, when the cheque is cancelled after the Cash book has been closed, the cancellation of the
cheque shall be treated as a refund of an over-payment and shall be dealt with in accordance with
underlying note:

Note: When it is necessary fo adjust the recovery of' a portion of an advance payment which has
been incurred or of an over-payment or the refund of money wrongly paid or received or any other
such transaction, the receipt or payment of the amount involved shall be suntably adjusted, Cancelled
cheques shall be carefully retained until the accounts for the period to which they relate have been
audited when they shall be destroved by, or in the presence of the audit officer. who shall certify upon
the counterfoils that the cheques have been so destroyed

(7) If an issued cheque is lost and cannot be presented for payment: after ascertaining that it has
nol been encashed, an intimation shall at once be sent to the Bank that the original cheque No...
dated....... be considered as cancelled and shall not be encashed if presented. A certificate from the
concerned bank shall be obtained before issuing the duplicate cheque. A duplicate cheque shall then be
issued after entering inlo the cheque issuance register, "Duplicate of Cheque No.... dated ... {Quoting
the number and date of the original cheque) and a note will be placed against original entry in the
cheque issuance register "Duplicate Chegue No._.. dated.... issued. A note shall also be made in red
ink in the Cash Book {Form AC-1) against the item concerned giving the number and the date of the
duplicate cheque issued.

Responsibility for maintenance

(1} The cash book shall be maintained by Accountant / employee entrusted with such responsibility.
The Officer in-charge of accounts function shall verify from time to time that the same is properly
maimntained as per the Manual.

(2) The Officer in-charge of accounts function shall verify the cash in hand at least once a month
and the balance by actual count shall be compared with the Cash / Chest Book balance. Uporrverification,
the balance of cash in hand shall be certified by him and excess or deficit, if'any, noted shall be reported
to the Commissioner / Executive Officer, as the case may be.

(33 The Officer in-charge of accounts function shall also verify that the cash balances maintained
arc appropriate and the money received by the ULB is deposited into the bank in a timely manner.

Miscellaneous
() Nao payment to be made out of Cash - No payment shall be made [rom the Corporation fund or

Municipal fund except in the manner provided in these rules and in particular no payment shall be made
oul of cash,

(2) No payment to be made except on the written order of the competenl authority

a. Except in the cases provided for inrule 17.1 1., no payment shall be made except on the written
order of Commissioner / Executive Officer, as the case may be. Provided that the Commissioner /
Executive Officer, as the case may be, shall not sign pay order or the travelling allowance bills unless
these are countersigned by the Commissioner or an officer authorised in this behalf by him in the case
of’a Corporation and by the President in the case of'a Municipal Council / Nagar Panchayat under rule
18.18 of this Manual.

b. In no case, any pavment order shall be made unless the Commissioner / Executive Officer, as
the case may be, satisfied himself that the budget allotment under the relevant head will not exceed and
unless the sanction of the Corporation or the Municipal Council / Nagar Panchayat, as the case may
be, do exist for the charge; provided that
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(i) - In emergency cases and subject to any bye-law made under Section 399 of the Act of 1976 or
bye-law made under Section 31 of the Act of 1911, the Commissioner, in the case of'a Corporation and
the President or in his absence the' Vice-President in the case of a Municipal Coungil / Nagar Panchayat,
may sanction the payment of charges for which no sanction of the Corporation or the Municipal Council
/ Nagar Panchayat, as the case may be, exists subject to condition that all such payments shall be
reported immediately to the ULB in the next meeting.

(i) The officials holding permanent advance may, on their own responsibility and without obtaining

the requisite sanetion of the competent authority, incur peity emergent expenditure there from; provided
that sub-vouchers at the time of the recoupment of such permanent advance are counter-signed by such

authority,
CHAPTER-7
Procedure for Accounting of Collections / Income
- 7.1, Allitems of revenue shall be recognized and recorded as income as per table given in rule 7.2 herein
below,
7.2, Where income acerues, a statement of demand raised or income accrued shall be submitted by the

officer in-charge of concerned branch in Form GEN-9 in duplicate to the Officer in-charge of the
accounts function. Every demand raised by the head of the concerned branch shall be given a unique
sequential number. In regard to the incomes against which the demand is raised, the point of recognition
shall be used by the ULBs are as under:

Type of demand raised / income acerued Point of Recording the Income

Property tax and other taxes As and when, demand is raised.

Lease / Rent As and when, it becomes due for collection.

Water Supply and sewerage charges As and when, the demand is raised / due

Cess On actual collection or on assessment or As and when

the demand is raised

Fines and penalties including Interest/ On actual collection or as and when the demand is
compaosition fees raised based on order of Competent Authority.
Punjab Municipal Fund / License fee & On actual colleetion,

Additional License fee in lieu of abolition of
Cletroi as Compensation.

Other income Az and when it becomes due for collection

7.3.  Inregard to charges and fees collected on the basis of applications received, the point of recognition
shall be as under:

Tvpe of Fees / Charpes received Point of Recording the Income {recording to be
at the earliest occurrence)

License Fees / building application fees / On actual collection or as and when it becomes due

development charges for collection

Written permission Fees On actual collection or as and when it becomes duc

for collection
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Hire of Municipal Property On actual collection or as and when it becomes due
fur collection

Miscellaneous sales (Sale of defunct property, On actual collection or as and when it becomes due

roadside trees, stores and materials, product of for collection

lands and gardens, street sweepings, night soil,

land, ete.)

Other fees / charges On actual colleetion or as and when it becomes due

for collection

7.4,

Income accounled on accrual basis

{1 On the basis of demand raised in Form GEN-9, the Officer in-charge of the accounts function
shall prepare a Journal Voucher in Form AC-4 and pass a Journal entry recording the income and
receivable.

(2) On recording the entry, officer in-charge of the accounts function shall stamp Form GEN-9
and record the entry reference on it and return one copy to the concerned branch. Amounts received
against accrued income shall be credited to the same 'Receivabies Account'.

Other Incomes: Other Incomes shall also be accounted for on the basis of a journal voucher authorized
by the Officer in-charge of the accounts function,

Income accounted on cash basis: Incomes which have not been accounted for and which are not
received in advance shall be accounted as and when they are actually collected or received by the ULB.

Procedure for Accounting of Collections / Income:

(1) The collections in respect of the receipts of the ULB shall be made either at Collection Offices
{i.e. at the department Zonal Offices, Single-Window, etc.) or at other Collection Centers (i.e. branches
of Designated Banks and other Collection Centers). The procedure tor the receipt, deposit and accounting
af the collections shall be as follows: .

(2) Collection at Counters: All money received by the ULB (at its office or by the staff authorized
in this behalf) shall be acknowledged by a pre-numbered receipt. For receipl of cash or any amount
received in the form of cheques / draft, a receipt, duly signed and dated, shall be issued in Form GEN-
1. In cases, where the payer has to submit bills / challans. one copy shall be returned to the payer along
with the receipt. All cheques / drafis received shall be recorded in a Receipt Register, maintained in
Form GEN-2, Receipt Register can be maintained in perforated sheets, so that the second copy can be
used for depositing cheques with Bank or other Collection Offices of the ULB. A receipt for a sum
paid by cheque shall state that the receipt is "subject to realization of cheque”

{3) In case of collection by 3rd party or through banks or by any other form ol clectronic payment:
the receipts shall be numbered distinetly as allotted by the concerned ULB bearing its office seal.

() The receipt shall contain all relevant particulars to enable the proper accounting and classification
of the sum received. The original receipt shall be given to the payer, the duplicate shall be maintained
in the receipt book and used as basis for preparation of the Challan in Form GEN-3 and third copy shall
be sent to the branch concerned.

(5) The amount (cash, cheques as well as drafts) collected shall be deposited into Designated

Bank Accounts or with the other designated Collection Offices of ULBs, by the end of the day. The
amount shall be deposited in the bank on the same day or on the next working day.

(6) The Collection Office receiving the cash / cheque / demand draft / banker’s cheque from
other collection centers, shall acknowledge the receipt of cash / cheque / demand draft / banker’s
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chegue from other collection oltices by recording entry in the receipt register in Form GEN-2 under
dated signature.

(7) The Coliection Offices and Collection Centers shall record the particulars of each receipt
issued in the Collection Register, maintained in perforated sheets. in Form GEN-6, on a daily basis. The
Collection Register in Form GEN-6 shall be maintained head wise. This collection register shall be
maintained in triplicate wherein one copy shall be sent ta the concerned branch along with one copy of
the bill/ challan collected. i any, second copy shall be sent to the Accounts branch and third one will be
relained as book copy.

(8) Based on the details from the collection register, the collection offices shall prepare a Summary
of Daily Collection in Form GEN-7. The suwmmary of Daily Collection isa covering sheet that provides
a summary of the toral revenues collected by the Collection Office / Centre.

() The officers, designated for the purpose of coordinating with the branches, collecting the
receipt directly from the pavers, shall also prepare a Summary of Daily Collection in Form GEN -7,

(18} The Accounts branch shall prepare a Bank Receipt Voucher (Form GEN-3) and pass the
entry for recording the collections based on the Summary of Daily Collection (Form GEN-T) received,

(11} The above entry (referred at point no. 7.7(10)) shall be passed in the Main Cash Book (Form
AC-1), in the “Bank” column of the “Receipt’” side. .

(12)  From the Cash Book, posting shall be made to the Ledger (Form AC-3) on the “Credit” side.
Similarly, collections in respect of Property tax & Other Taxes shall be accounted.

(13)  TheAccounts branch shall maintain separate Subsidiary Ledger for each of the Major revenues
in Form AC-6. The Subsidiary Led ers shall provide function-wise break-up of income earned / received
by the ULBs on a daily basis, Separate folios shall be maintained for each function within the Subsidiary
Ledger for recording incomes in respect of each function. :

(14)  Main Ledger (Form AC-3) shall be a complete record from which a Trial Balance shall be
prepared by the ULB. However, for ascertaining fiinction-wise details. the Subsidiary Ledger shall be
referred. Summary of total of major heads of Income prepared as stated above must tally with the
major income head wise schedules prepared from Trial Balance.

(13)  The realization / return of the cheques / drafts shail be followed up with the bank. The details
of the realisation / non-realisation of the cheques / drafts shall be updated in the Receipt Register
(Form GEN-2) as well as communicated to the concerned branch officer for follow-up. The details
shall be intimated to the Accounts branch by the Collection Office / Centre, who have actually deposited
the cheques and coordinating with the bank, through a Statement on Status of Cheques Received,
prepared in Form GEN-S,

a. In case of non-realisation of cheques, the accounts branch shall reverse the entry passed
earlier, based on the Statement on Status of Cheques Received (Form GEN-8), Subsidiary Ledgers
shall be adequately updated for the reversal entry to be passed in respect of any Fees / Charges due to
dishonour of cheques. An administrative charge, as decided by concerned ULB, shall be levied on each
dishonoured cheque.

b. Transfer of funds from one Bank Account to other Bank Account, Transfers from one Bank
account to another will be governed by the applicable rules. On the basis of the cheque prepared for
the transfer or an the basis of the bank intimation received. in case ofstanding instructions being given
to the banks for transfer of funds, the Accounts branch shall prepare a Contra Voucher (Form AC-3).
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Aceount of Receipt Bouks

Where the accounts are maintained manually, as soon as the receipt books are received from the
press, the total number of receipts contained in each book shall be examined and certified by the
Authorised Officer on the last page ol the book.

The receipt shall be stamped with office seal of the ULB at the time of issue of the books. The stock
of receipt books shall be maintained in stock account in Form GEN-10 in which details regarding every
issue of a receipt book and its return after completion shall be recorded and attested by the Authorised
Offcer.

No receipt book shall be issued to the collection staff unless it is immediately required for use. Another
receipt book shall not be issued until the completed books are returned.

The books shall be issued in serial order. On return of the completed books or during inspection, the
entries therein shall be carefully scrutinized by the Head of the concerned branch.

Where the accounts are maintained in computerised form, printouts of the summary of receipts shall
be taken daily, and strongly bound and serially numbered. Each receipt shall bear the office seal of the
ULB and signature of the Authorised Officer.

In case Receipts are issued manually, these shall be written with indelible pencil in duplicate by means
of douhle sided carbon paper, the carbon copy being retained by the official issuing the receipt and the
original detached and handed to the person making the payment,

Challan Book for Deposit of money
Challans shall be prepared by the Authorised Officer in Form GEN-3 before the end of the day from
the receipt vouchers. The challans shall record the summary of receipts issued for money received in

cash or chegue.
A separate challan may be used to record receipt of money in cash and by cheque.

The concerned branch head shall verify the amount of cash and cheques with the relevant receipts and
with the summary as reflected in the challans submitted by the concerned official of the branch and

shall sign the challan.

The original and duplicate copies of the challans shall be forwarded to the Cashier of the ULB, who
will hand over the cash and cheques collected along with the challan. to the head Cashier or any allicial
so deputed.

Departmental collection of fees

When fees are levied and collected departmentally, these shall be recovered hy means of receipts in
carbon duplicates in Form GEN-1 or face value tickets in Form TX-5.

Book/s containing lace value tickets shall be issued by the Authorised Officer to a person authorised to
collect cash against such face value tickets. Entries recording such issue of face value tickets shall be
made in the Register in Form TX-7. A stock account of face value ticket shall be maintained in Form
TX-6 separately for each denomination. It shall be kept under proper security arrangements. Each
kind of tickets shall be bound in book of one hundred each and shall bear consecutive numbers printed
or machine numbered and stamped with the office seal of the ULD,

At the end of each year the value of the opening balance of the tickets plus the value of the nickets
received from the press during the year and the amount realized plus the value of unused tickets shall
be tallied or reconciled by the Authorised Officer. The closing balance of the unused tickets in the
previous year (unless destroyed with proper sanction) shall be carried over, as the opening balance for
the succeeding year.
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Deposit of muney received by a person other than the "Cashier'

(1) All employees of ULBs entrusted with the responsibility of aceepting money / cheques forand
on behalf of the ULB, shall issue the receipts for amount collected by them as per rule 7.8. For this
PUIPOSE, he shall be supplied with a printed receipt book containing receipt forms in duplicate or face
value tickets where applicable, Every employee of ULBs entrusted with collection of money / cheques
shall invariably remit his collections as well as copies of duplicate receipts daily to the Cashier /
emplovee entrusted as such to receive the cash and get them verified from concerned branch head.
(2 Every authorized employee entrusted with the responsibility of accepting money / cheques for
and on behalf of the ULB shall before commencement of duty every day; declare to his immediate
superior, the amount of personal cash with him. Any cash in excess of the amonnt so declared found
with the emplovee shall be liable to be forfeited by the ULB unless it1s sausfactorily accounted lor,

Remittance to the bank; Money received at the ULB's office shail be remitted in full to the bank not
later than the next working day following the receipt thereof, The pay-in-slip received back from the

bank shall be used as a voucher tor the remiltance.

Collection directly by banks or by any other entity: Where arrangement is made by the ULD for receipt
ol dues directly in to the bank or any other entity, the payer shall submit the amount to the bank or any
other entity along with the Bill of taxes & municipal dues (GEN-13) havinga pre-printed tear away slip
in the shape of GEN-1 to the bank. The bank shall accepl the remittance and stamp the Bill of Taxes
with acknowledgement of receipt of cash /cheque. The bank or any other entity shall return the demand
notice so stamped to the payer and retain the tear away slip. The bank or any other entity shall send the
tear away slips collected along with the statement of collections to the ULB along with the daily bank

statement.

Money pertaining to the ULB to be credited to appropriate head: No money pertaining to the ULD,
except for authorised advances and amounts remaining un-disbursed out of bills already paid, shall be
kept apart from the general balance at the creditof the ULB. All such money shall be credited at once to
the appropriate head of account and deposited into the bank. No portion of the collection shall on any
account be kept back or used for current expenditure,

Money not due: If any amount collected by the ULE pertains to future years, it shall be treated as a
liability (deposit) and recorded through an 'advance collection account’, Such amount shall be transferred
to income or adjusted with "receivables” in the year when the amount becomes due for payment, Lo the
ULB.

Money received for which full particulars not available: Where receipt is issued against dues particulars
of which are not available, the Cashier / employee entrusted with collection of money shall first enter
the amount by crediting the sum to miscellaneous receipts. He shall forward a copy of the receipt to the
branch to which the receipt apparently relates. The concerned branch shall look into the information
mentioned in the receipt and inform the Officer in-charge of the accounts function about the particulars
as available to it. Based on such information furnished by the concerned branch, the Officer in-charge
of the accounts function shall pass the Journal voucher transferring the amount from credit of
"miscellaneous receipls” as under: -

Information available Accounting treatment

Where head of income is known but identity Credit the appropriate head of income or receivable

of paver not ascertained

Where identity of the payer is known bul exacl Credit appropriate head of income or receivable by

vear of demand or particulars not ascertained adjusting the ducs against the earliest outstanding sum.




Where identity ol the payer is known and there

are more than one type of sums due from the payer

(such as taxes, interest and penalty) and the
specific nature of receipt cannot be identilicd

23
Credit the interest due from the payer to the extent
possible, balance il any to be adjusted against the
appropriate head of income or receivable and it any
further balance remains from the amount received
the same shall be adjusted against the income head
of penalty collected.

Where information available is in the opinion of
the Officer in-charge of the accounts function

No Journal voucher shall be passed. The Officer
in-charge of the accounts function shall make a

inadequate noting on such receipt authorising the continuation
of eredil to "miscellaneous receipts” due Lo
inadequacy of information

717 lssue of duplicate receipt: No duplicate receipt shall be issued on the ground that the original has been

lost. I{ any necessity arises for such a document, a certificate may be given that on a specificd day a
certain sum on certain account was received from a particular person otherwise an attested photocopy
of the receipt may be issucd. A fee as fixed by the ULR shall be charged for each certilicate or attested

COpY.

Endorsement of eheques received: When payment is received by means of a cheque drawn on a Bank,

the eheque shall be endorsed by ofticial of ULD in whose favour it is drawn with the words "received
payment by transfer credit to the Corporation fund or Mun izipal lund, as the case may be.

7.19 Miscellaneous

(1

No moneys received on behalf of the ULR shall be utilised for its expenditure without first

being brought into account and paid or remitted to the bank.

(2)

designate the persons hy whom receipts in GEN-1 may be signed on behalf of the Corporation or the

The Commissioner/ Executive Officer. as the case may be, by an order shall from time to time

Municipal Council / Nagar Panchayat, as the case may be.

(3]

When the Cash Book has been checked at the end of the month, it shall be laid before the
Commissioner or in his absence, before the Joint / Additional/Assistant Commissioner in the case af
Municipal Corporation and in the case of a Municipal Council / Nagar Panchayat before the President

or in his absence. before the Vice President, for review and signature,

(4)

All receipt books, Tehbazari and slaughter house tickes, face value tickets, license forms, tax,
receipt forms, cattle pond and cattle fair receipt books and any other receipt and cash books concerning
accounts will be kept in the personal custody of official, not below the rank of Senior Assistant, deputed

by the Commissioner / Executive Officer, as the case may be.

(3)

The leaves of the receipl books and the cash books should be printed with the name of the
ULB. No receipt book should be issued un-printed. All the receipt/ cash-books should be issued by one

person as autherized by the Commissioner / Executive officer, as the case may be.

(6)

Bills for collection of rents
(1)

All signatures on the Cash-book shall be dated.

Bills for the collection of rents of immovable property shall be issued in Form R1-1, any
payment thereof may be made either directly at the office from which they are issued or where a

special staff is deputed for the collection of such dues, 1o a member of such stalT.

(2)

collection of rents.

Rule 10.16 and 10.17 governing the collection of taxes shall apply mutatis mutandis 1o the
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Sale of immaovable property on instalmen

[n case where the immovable property is sold on instalment. in such cases the accounting treatment
shall be as follows:-

(a). The sale of property will be booked in the name of person to whom the property is sold. The
party to whom the property is sold shall be debited (amount receivable) and the corresponding amount
shall be credited to sales.

(b). When the instalment is received after the decided interval, the party shall be credited and the
bank shall be debited.
[€). If any interest is to be booked against the party, the interest account will be eredited and the

corresponding booked party shall be debited increasing the receivable amount.

(d). After receiving the last instalment with interest, if applicable, the party in whose name the sale
was booked will stand adjusted completely and the title to the property shall stand transferred.

Fees for temporary use of municipal land: Tehbazari tickets shall be valid for the calendar month in
which the tickets are issued. It shall be the duty of the Rent Collectors, to constantly patrol the ULB
and 1o see that every person in occupation of any plot scheduled or of any portion of a public street
takes out a ticket;

Provided that if any person wishes to occupy any such plot or portion of a public street for a longer
period, he may take out a ticket for such longer period, as he may desirc.

Collection of Tehbazart Dues

{1) Every Rent Collector shall be provided with a book of Tehbazari Tickets in Form RT-3. On
receipt of the amount due on account of Tehbazari fee, he shall issuc the ticket and blank coupon
attached after filling up the duplicate copy by carbon process and after entering, at the foot thereof, the
progressive total of amount received during the day.

(2 If a ticket is taken oul for the calendar month in which the Ticket is issued or for a longer
period, the Rent Collector shall before the issue thereof, make the necessary entries in a Tehbazari
Register to be maintained by him in Form RT-4, noting carefully therein the date of the expiry of the
ticket and leaving sufficient space in the case of each person to provide for the entry of future tickets
in case they are taken out after the expiry of the current ticket.

(3) Every Rent Collector shall examine his Tehbazari Register (Form RT-4) each moming to
ensure that a fresh ticket (Form RT-3) is forthwith taken out in place of one that has expired or that the
plot of land or portion of a public street in respect of which it was issued is vacated.

(4} Every Rent Collector shall submit all the counterfoils of Form RT-3 to his branch head for
verification o the progressive tatal of all the counterfoils of receipt in respect of the collections of the day
which shall be checked with the cash produced; the last progressive total shall be signed by the branch
head and thereafier, the entire collection shall be remitted to the Cashier, as per provision of this manual,

{3 Plots for temporary occupation to be scheduled and dues collected by Tehbazari tickets. The
Lands Officer shall from time to time prepare a schedule showing the plots of land available for
temporary occupation by shopkeepers, pedlars and other such persons and the rates at which such
plots and portions of the public streets may be occupied in accordance with the resolutions or bye-laws
of the ULB, and shall cause copics of such schedule to be pasted at the office of the ULB and at
conspicuous place throughout the ULB and the rent, ftes or other dues payable in respect of the
occupation of any such plot or of a portion of any public street shall be collected by means of a
tehbazari ticket in Form RT-3.
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CHAPTER-S

Grants
Recognition of grants
(1) Gieneral Grants, which is of a revenue nature, shall be recognized as income on actual receipt.
(2} Cirants towards revenue expenditure, received prior to incurrence of expenditure, shall be

treated as a liability till such time that the expenditure is incurred,

(33 Grants received or receivable in respect of specific revenue expenditure shall be recognised
as income in the accounting perted in which the corresponding revenue expenditure is charged to the
Income and Expenditure Account.

[4) Cirants received towards capital expendituce shall be treated as a liabality till such time that the
fixed asset is construcled or acguired. On construction/acquisition of a fixed asset out of the grants so
received, the extent of liability corresponding to the value of the asset so constructed / acquired shall
stand reduced and the amount shall be treated as a capital receipt and shall be transferred from the
respective Specific Grant Account to the Capital Contribution,

(5) Cirants received as a nodal agency or as implementing agency for an intended purpose, which
does not, result in the creation of assets with ownership rights for the ULB shall be treated as a liability
till such time it s used for the intended purpose. Upon utilisation for the intended purpose, the extent of
liability shall stand reduced by the value ol such utilization and no further treatment shall be required.

(6} Grants in the form of non-monetary assets (such as fixed assets given al a concessional rate)
shall be accounted for on the basis of the acquisition cost. In case a non-monetary asset is received
free of cost, it shall be recorded at a nominal value (e.g. Rupee One).

(7} Income on investments made from “Specific Grants received in advance? shall be recognised
and credited to the Specific Grant, whenever accrued. Profit / loss, if any, arising on disposal of
investments made from the “Specific Grant received in advance? shall also be recognised and credited
{ debited to the Speeific Grant.

Maintenance of Register of Grants

(0 A register of Grants shall be maintained in Form AC-14. The particulars of each Grant shall be
entered on separate pages. The first page for each grant will record the conditions of the grant received
and every receipt of money under the Grant. The opposite page shall record the expenditures incurred
out of the grant amount.

(2) After the end of the year the ULB, shall cause a statement to be compiled in Form AC-15 and
forwarded through the proper channel to the Government.

(3) In respect of grants unspent by the ULB, the ULB shall return to the Government / agency,
who have released grant and also on the basis of conditions set out in the grant

(4} If in any case a work or service towards the cost of which a Government grant was received
by ULB, is not commenced within one year of the receipt of such grant by the UL, Government may
issue instructions to transfer the amount of such grant from the Corporation fund or Municipal fund, as
the case may be. and credit the same to Government Treasury under the appropriate head.

Bank Accounts; A separate bank account shall be opened in the case of each grant. However, opening
of separate bank account shall not be necessary, if

(1) no such condition is prescribed in the grant and

{2 the grant amount is not significant,
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Giants received or receivable should be recorded in the books and in the register maintained in Form
AC-14 by Officer in-charge ol the accounts function as and when the sanction orders in respect of them
are received or the grant amount is received.

Any expense incurred out of grant shall be recorded in the books of account as per procedure preseribed
in Chapter 10, The payment voucher would mention the grant against which such expenditure is incurred.
The object cade used for recording the expenditure shall also take this into consideration,

For interest earned from temporary investments

(1) Incame carned out of investments made from unutilized grant money, shall be credited to a
scparate income account, except where specific condition in regard to treatment of such income has
been laid down by the grant giving entity.

(2) - The particulars of investments made out of such unutilized grants shall be entered in the grant
register,

Write-off of grant receivable: Grants recognized as receivable but not received shall be reviewed each

year. The ULB may consider writing-off the grants that have been recognized as receivable on the basis

of the grant sanction order but has remained outstanding for a period exceeding three (3) years.

Refund of un-utilized grant: A grant may be required to be refunded or may lapse though sanctioned.
This mayv happen due to inability to comply with the condition lixed for the receipt of grant. In such
situation, the entries initially recorded to recognize the grant shall be reversed in the year when the
lapsing or refund of grant becomes certain.
CHAPTER-%

Assivned Revenues
Recognition of Assigned Revenues
(1) Assigned revenues shall be accounted during the year only upon actual collection. However, at
year-end, these shall be deemed 1o be accrued. if sanction order (or proceedings) is passed and the
amount is ascertained.
(2) Based on the review of recoverable position of the “Receivables of Assigned Revenues?, the
amount of putstanding assigned revenues to be provided or writlen-off shall be ascertained and accounted
accordingly on oblaining the relevant approval.

Accounting Records & procedures

(1 Assigned revenues received shall be entered in the Receipt Register (Form GEN-2) maintained
in the Accounts branch and shall be deposited into the main Bank Account. A receipt (Form GEN-1)
shall be issued accordingly.

{2) At the end of the accounting period, the Accounts branch shall verify whether any proceedings
or sanction order is passed and for which money is not received at the end ol the accounting period.
The amount of such receivable as quantified in the proceedings or sanction order shall be accrued as
income of the ULB.

(3) At the end of the accounting period, the Accounts branch shall verily whether any accrued
revenue has been collected during the period and credited to income account. If so, the acerued
income shall be reversed.

Recording of write-ofT of outstanding assigned revenues: The Accounts branch at the end of each
year, reviews the outstanding assigned revenue receivable, The ULB based on its review of the
recoverability shall consider either making a provision or writing off.
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CHAPTER-10
Tax on Buildings & Land and other taxes
The Tax branch shall ensure that Bills/ Demands are raised on a monthly / quarterly / half yearly basis
for Property and Other Taxes.
The Tax branch shall ensure that taxes are accrued in the month in which these are due and journalisation

of all the demands/bills raised for property & other taxes before accounting for the collection.

The Head of the Accounxts and the Head of the Tax branch shall reconcile the balance at the beginning
of the accounting year in respect of the year-wise Property and Other Tax Receivables (as appearing in
the Balance Sheet of the previous year) with the year-wise total of the arrears recorded in the Demand
Register. ’

A quarterly reconciliation shall be carried out by the Head of the Accounts branch and the Head of the
Tax branch in respect of the amount collected and the year-wise amount outstanding between the
balances in the Ledger Accounts maintained in the Accounts branch and the Demand Register maintained

in the Tax branch. "

The Tax branch shall ensure .that the Receipt / Summary of daily collection prepared provides reference
to the Tax Collection Register. ,
Write’pﬂ' of Property Tax receivables should be based on specific procedures and authorization levels.
The Government / ULB may lay down the level ofseniorﬁty of officers and the quantum of amount,
which they would be competent to write-ofT. .

The Commissioner / Executivé Officer, as the case may be, shall specnfy such appropriate calendar of
returns / reports for monitoring,.

All Reconciliation Statements shall be certified by the Head of the concerned branch along with Officer
in-charge of the Accounts function.

Recognmon of property tax and other tax collections .. .

() Revenue in respect of Property tax and other Taxes shall be recogmsed in the penod in which
they become due and demands are ascertainable.

2) In case of new or changes in assessments, tax can be accrued in the month in which the
demand is served;

3) Interest and Penalties, if any, in demand, shall be reckoned only on collection;

..(4)  Revenue in respect of Notice Fee, Warrant Fee, and Other Fees charged shall be recognised

when the bills for the same are raised;
of Property Transfer Charges shall be recognisédon actual receipt;

ollected on behalf of Government shall be accounted as a liability

(5)  Revenue in respect

(6)  Any cess or any fees ¢
whenever it is collected;

(7) * Revenue in respect of Rebate from Gove
recognised at the rates prescribed by the Gover
Government;

(8)  Inrespect of the demand o
Demand, based on the following provisioning norms:

a. Outstanding for more than 2 year but not exceeding 3 years : 25%

b. Outstanding for more than 3 years but not exceeding 4 years : 50% (additional 25%)

rnment for collection made on their behalf shall be
nment at the time of creating the liability to the

utstanding beyond two (2) years, provision shall be made in the
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5 Cutstanding for more than 4 yedrs but not exceeding 5 years : 73% (additional 25%0)
d. Outstanding lor more than 5 years : 100% (additional 25%)
(9 Any additional provision for demand outstanding (net on overall basis) required to be made

during the vear shall be recognised as expend iture of the current ycar and any excess provision written
hack during the vear shall be recognised “as other income™ of the ULB fuor the current year.

(10)  Refunds, remissions of taxes for the current year shall be adjusted against the income and if it
pertains to previous years then it shall be treated as prior period expense.

(11} Write-ofT of taxes shall be adjusted against the provisions made and to that extent “municipal
fund account” balance gets reduced.

{12)  Any subsequent callection or recovery of Receivables for Property Taxes, which were already
written-off, shall be recognised as a “Prior Period Income™.

(13)  Demands raised with retrospective effect will be treated as prior period income to the extent
it pertains to earlier years.

(14)  Part payments reccived inrespect of Property tax and other Tax levies, it allowed by provisions
of Act, shall be adjusted accordingly.

(13)  Wherever self-assessment ol taxes is prevalent, income shall be treated on acerued basis as
per records available with the ULB as and whe it becomes due as per the provisions of the respective
Act. Further, changes arising out of self-assessment will be treated as “Change in Demand” and will
be accounted accordingly.

Accounting procedure for Property Tax and other taxes: A Summary Statement of Bills raiscd shall be
prepared Zone-wise and tax head-wise, in Form GEN-14 on monthly basis within 7 days from the end
of the previous month, The entry shall be passed through a journal voucher in Form AC-4 only in
respect of the current year demand.

Recording of demand raised in case of new assessments: In case of new assessments, demand may be
raised for a period earlier to the financial year im which the assessment is made. In such case, the
demand shall be split according to the period to which it relates and income perlaining to earlier period
shall be accounted as Prior period Income.

Recording of Change in assessments and Assessments list: Any demand raised earlier may undergo
changes by Court order or any ather competent authority. This may either lead to increase or decrease
in demand amount, A summary statement of all changes in Demand Raised shall be prepared in Form
(GEN-19 on monthly basis within 7 days from the end of the previous month. This forms the base for
accounting and shall be done as under:-

(1} In case the revised demand is more than what was recorded earlier, then the entry to be
passed is same as accounting of existing demand, tor the difference amount,

(2} In case the revised demand is less than what was recorded carlier, the entry passed earlicr has
(o he reversed for the difference. The reversal shall be reflected in the current year revenue in case
the revision in demand relates to the current year and in any other case. the reversal shall be accounted
as prior period expenses.

(3) The remission / refund amount shall be adjusted against Receivables if the demand is outstanding,
If the demand is already paid, it will cither be taken as credit or adjusted against future demand or will
be refunded to the tax payer with the approval of the competent authority.

When any amendment is made in the property list under the provisions of section 103 of the Act of
1976, or section 67 of the Act of 1911, as the case may be, or if the amount of any tax is reduced under
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the provisions of Section 136 or Section 137 of the Act of 1976 or clause (b) of sub-section (2) of
section 70 of the Act of 1911, as the case may be. or any person or class or persons or any property or
description of property is exempied under the provisions of section 156 or section 1537 of the Act of
1976 ar clause {c) of sub-section (2} section 70 of the Act of 1911, as the case may be, or if the
assessment or levy of any tax is cancelled or modified as a result of an appeal under the provisions of
section |46 of the Act of 1976 or scction 84 of the Act of 1911 as the case may be, the necessary
correction shall be made in red ink in the Property list Register (PT-1) or the Tax Demand & Collection
Register (PT-2) and a note shall be made in the "Remarks" column of such a register giving the
authority for the correction. In case, the assessee does not submit property tax return by 315t March of
the financial vear. a notice shall be issued for non-submission of property tax return and it shall be
entered into a Register to be maintained in Form PT-3. Similarly in case of scrutiny under scetion | 12-
A of the Act of 1976 and section 68-A of the Act of 1911, a notice shall be issued to the assessee and
entry thereof shall be made in a Register to be maintained in Form PT-4.

Collection of Municipal Taxes:-

(13 Based on Summary of Daily Collection (Form GEN-T) received from collection centers, accounts
branch shall make a Summary Statement of Year-wise / Head-wise Collection of Property & Other
Taxes tn Form GEN-12 on a monthly basis.

{2) Interest on delaved payment may be charged from the tax payer in accordance with relevant
provisions. Interest shall be recognized as income only on actual collection.

{3) Accounts branch shall also record the break-up of collections into year-wise recovery, lax
received in advance and shall record the interest income as well.

Issue of bills for taxes & municipal dues:

(1) When demand has been posted in the Tax Demand and Collection Register (PT-2), a bill for
taxes & municipal dues in GEN-13 shall in due course be delivered Lo each lax payer.

(2) Tax payer may make payment of bills issued in GEN-13 either dircetly at the office of the
ULB or through other mode of payment arranged by the concerned ULE,

Collection of taxes through Tax Collectors

(I} In a ULB, in which a stafl’of Tax Collectors is deputed, the Tax Superintendent shall distribute
the bills for collection to the Tax Collectors, details of the bills distributed being first entered in the Tax
Bill Distribution Register, to be maintained in respect of each tax in Form TX-1 and the signature of
each Tax Collector being taken at the time of the distribution of the bills.

(23 Every Tax Collector to whom bills are distributed, shall present the bills to the tax payer for
payment, and on receipt of the amount shall make an entry of the payment in a Collection Challan in
Form TX-2 and issue a receipt in Form GEN-1 10 the person who makes the payment, provided that, it
any tax payer to whom a bill is presented wishes to make payment thereof directly at the office of the
Tax Superintendent, the bill shall be handed over to him having an acknowledgement of receipt thereof
on the counterfoil of the bill. I[a tax payer is absent or refuses to accept or acknowledge the bill, the
bill shall be sent to him by the Tax Superintendent by post.

(3) Every Tax Collector shall remit his colleetions daily at the office of the Tax Superintendent
where his Collection challan (Form TX-2) shall be totalled and if the total agrees with the cash produced,
the Challan shall be signed by the Tax Superintendent and thereafter, the entire amount of collection
shall be remitied 1o the Cashier, as per provision of this manual.

i4) The Tax Clerk in-charge of the Tax Demand and Collection Register (PT-2), after checking
the realizations shown in the Challan (Form TX-2) with the counterfoils of the bills paid; and having
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initialled the countertoils, shall post each item trom the Challan at its appropriate place in the register
and shali then file the Challans in a guard file, to be kept for the purpose of audit

0, At the end of each month, the outstanding bills in each Bill-book shall be veritied with the bills
actually in the hands of the Tax Collector and a certilicate of ver fication shall be signed by the Tax
Superintendent on the Bill-book of each Tax Collector in the following form:- "Certified that out of bills

for sum amounting to Rs. . issued to Tax Collector for Rs. . bills for
Rs. ; have been paid or cancelled, or retained by tax payer and bills for the balance
Rs. remain with the Tax Collector and have been verified by me."

{6) When the period on account of which tax was due has lapsed, each Bill book shall be formally

closed and balanced under the signature of the Tax Superintendent, the outstanding bills being verified
with those in the hands of the Tax Collector and brought forward in detail on a fresh page.

Dircet payment of bills for taxes at the affice of the ULB 7 A tax payer wishing to make the payment
of a bill (GEN-13). shall make the payment by cash or cheque at the office of ULE and a receipt in
Form GEN-| shall be issued for the amount received and the receipt shall be posted in the Tax Demand
and Collection Register (PT=2) and if the bill is one which was presented by a Tax Collector and
retainied by the tax payer under the provisions of sub-rule (2) of rule 10,16, a note shall subsequently be
made in red ink against the relevant entry in the Tax Bill Distribution Register (Form TX-1) of Tax
Collector eoncerned.

Record of recovery of arrears of tax through Collector or Magistrate: When the arrears of any lax are
recovered through the Collector or a Magistrate under the provisions of Act, a remark 1o this effect shall
be made in the Tax Demand and Collection Register (PT-2) and the amount of any noticy, Tee ar costs
recovered shall be shown as a ‘Deduct’ entry against the cost of the collection of the tax.

Tax shall be collected as per provisions of rule 7.11 and 7.13 of this manual,

Colieetion of Entertainment Tax: The levy of entertainment tax, if applicable under Act, shall be recovered
from every persan running or maintaining a cinema, theatre, drama, carnival or circus and he shall filea
return every week showing the sale of tickets and the entertainment tax collected by him, on behalf of
the ULRB, as the case may be, from such tickets. The tax shall be deposited agains! receipt in Form
(GEN-] and details thereof shall be entercd in the return,

Collection of show Tax: The levy of Show tax, if applicable under Act, shall be recovered from every
person running of maintaining a cinema theatre, drama, carnival or circus and he shall file a retum every
week showing the number of shows held by the management and shall deposit the show tax as pet
prescribed rates against receipt in Form GEN-1, and details thereof shall be entered in the return.

Recognition of liability and payment of specific State Government dues : The specific head-wise hability
in respect of the amount collected on behall of the State Goyernment shall be recognised on collection
based on the Summary Statement of Year-wise Head-wise Collection of Property & Other Taxes (Form
GEN-12). Further, the ULB may be entitled to collection charges for the collcctions made on behalf of
the State Government, It shall be accounted as income on creation of specific head wise liability.

Recording of payment made to State Government: A Payment Order (Form GEN-20) shall be made tor
remittance of pavment of collections made by the ULB on behalf of the State Government.

Rebate allowed: The ULB shall provide for rebate on property tax & on other taxes to the tax payer for
making payment within a certain period. if the same is allowed by the provisions of the Acts / rules
soverning it, Rebate allowed shall be reckoned along with the details of collection and shall be recorded
in the Summary Statement of Year-wise, Head-wise Collection of Property & Other Taxes (Form
GEN-12),
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Notice fee, warrant fee. other fee and penaltics:
(1) Notices of demand and warrants shall be issued and penalties may be charged as per the

relevant provisions of the Act / rules. Anentry thereof shall be recorded in a Register to be maintained
in Form GEN-15.

(2) A Summary Statement of Notice Fee, Warrant Fee and Other Fees shall be prepared on a
monthly basis in Form GEN-16.

Refunds and Remissions:

(1 When any person exempied from the payment of tax under the provisions of sections 136 or
157 of the Act of 1976 or sub- section (1) of section 70 of the Act of 1911, as the case may be or any
remission is granted under the provisions of section 141 of'the Act of 1976, or section 72 of the Act of
1911, as the case may be, no correction shall be made in the Property list Register or Tax Demand &
Collection Register but the authority for the exemption or remission or the amount of tax in respect of
whicl such exemption or remission is granted shall be entered at the appropriate places of the Tax
Demand and Collection Register (PT-2)

{2} All relunds and remissions arising under cligible circumstances as provided in the Aet and
regulations soverning the revenues shall be duly recorded in the Demand & Collection Register maintained
and the details of the same shall also be communicated to the Accounts branch, It is to be noted that
relund / remission on account of the reasons referred above gencrally granted for the tax amounts only
and the portion of any other levy / cess in the original demand is not refunded / remitted. The reversal
shall be reflected in the current year revenue in case the revision in demand relates to the current year
and in any other case the reversal shall be accounted as prior period expenses. All refunds, remissions
and write-offs shall be recorded in the Register to be maintained in Form GEN-17.

(3} A Summary Statement of Refunds and Remissions in Form GEN-1 8 on a monthly basis shall
be prepared. Refunds / Remissions pertaining to prior period shall be identihied separately from the
current period. ’

(4) The Accounts branch shall prepare a Payment Order (Form GEN-20) in respect of the refunds
and communicate the details of refunds made to the Tax branch for updating the Register of Demand
& Collection and other registers.

Payment of taxes to the Urban Local Body for properties occupied by the State Government:

(1 In case there are separate provisions under the law for charging property tax on properties
occupied by State Government, a Summary Statement of Bills Raised (Form GEN-14) in this regard be
prepared in the same way as i case of other properties.

(P4 The procedure for colleetion and accounting of sums received from the State Government in
this regard shall be the same as provided for Property tax and other Taxes, levied and collected from
general tax payers,

Provision for Unrealised Property Tax and Other Tax receivables and wrile-oft

{1 The demand outstanding beyond 2 vears shall be provided for as per provisioning norms given
under rule 10.9(8) of this manual,

{2 The amount required being provided as per provisioning norms stated abave, shall be compared
with the balance lying in the Provision for outstanding Tax. If the amount to be provided is more than
the balance, then additional provision shall be made for the difference amount. If the amount to be
provided is less than the balance, it reflects the amounts provided for has been collected, and the
provision made towards that can be written back. This process has to be carried over at every period/
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(3) If for any reason. it is decided by the ULB to write-of property tax and other taxes, which
were garbier treated as an income, the write-off shall be adjusted against the provision made.

(4 In case of a “Receivable of Property tax & Other 1axes” written-off already, are recovered /
collected during the year, the accounts branch shall pass necessary entries.

Amount outstanding in respect of arrears shall be transferred from specilic year-wise account to
general account.

{1} At the beginning of each year, a new Tax Demand and Collection Register (P1-2) shall be
maintained, in which shall first be entered the names of all tax payer against whom arrears are shown
as due, on account of the previous years in the register of the previous year, together with the amount

of such arrears, after which the entries relating to the demand of the current year shall be posted, the

word "arrears” being written in red ink in the "Remarks" columns against the name of any person in the
list of the current year, whose names are also entered in the list of persons from whom arrears are due.

(2} The arrears of Property and Other Taxes shall be carried forward year-wise. On completion
of the fifth year, the amount outstanding in the specific year-wise receivable account shall be transferred

to a general arrears account.

Adjustment of tax received in advance: The Tax branch shall intimate the Accounts branch of the tax
received in advance to be adjusted against the subsequent demand raised through the Summary Statement
of Bills Raised (Form GEN-14). The Accounts branch shall, accordingly, adjust the subsequent demand
against the tax received in advance,

Recovery of Property tax and Other Taxes through legal proceedings:

(1) Expenditure incurred in respect of attachment and sale of the properties of the defaulter shall
be recorded as cost incurred on recovery.

{2) On the basis of the Summary of Daily Collection (Form GEN-7) received from the various
Collection Offices and Collection Centers, sale proceeds shall be recorded. The details of the adjustment
of the amount collected shall be sent by the Tax branch to the Accounts branch, Based on the intimation
received from the Tax branch, the Accounts branch shall record the adjustment of the amount collected
on sale of attached property,

(3) The Tax branch shall prepare the Payment Orders (Form GEN-20) in respect ol the amounts
payable (in excess of the amount of arrears ol tax) subsequent 1o the sale of the attached property and
send it to the Accounts branch for payment. The Accounts branch shall record necessary entries alter
making the payment.

Property Transfer Charges: The revenue on account of charges levied by the ULR for the Transfer of
title of Ownership of Property in tax registers shall be recognised on collection,

Preparation of Property List Register:-

(1) Ina ULB, in which a tax is imposed upon buildings and lands, a property list has to be prepared
under the provisions of section 101 of the Act of 1976 and section 63 of the Act of 1911. The tax
superintendent shall, as soon as may be, after the date on which the imposition of tax comes into force,
cause to be entered in Property Tax list Register in P11, particulars of all buildings and lands liable to
tax, together with the name of the owners or occupiers thereof, name of the street or division in which
the property situated, designation of the property. either by name or by number sufficient for identification
and the amount of tax payable thereon and when the necessary entries have been posted in the
register. It shall be laid before the Commissioner or Executive Officer, as the case may be, for making
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recontmenditions.
(2} Fhe recommendations vl the Commissioner or the Executive Officer, as the case may bewith
regird 1o the assessment (o be made to each ease shall be recorded in Property List Register (FI-1)
and the Property list so prepared shall be amended as required under seetion 103 of the Actof 1978
and section 64 of Act of 1911 and such amendments shall tuke eflect in the Property list Register.
Recording of assessment. objections and orders thereon : After a proposal has been moved 1o make
amendment in Property listas required under Section 103 ofthe Act of 1976 and Section 64 af the Act
of 1911, as the case may be, particulars of every ohjection recgived under Section 103 and Seetion 64
of the aforesaid Acts, respectively whether such objections are received in time or not, shall be enterad
in aregister of a Property List Objection Register, to be maintained in P'1-5, and after such objections
have been disposed of by the competent authority. an abstract of order of the competent authority in
cach case shall be, entered in the register and the necessary eniries shall be made in the Property List
Register (PT-1), )
Preparation of Tax Registers in other cases : Ina ULB, in which any tax other than tax on butldings and
land is imposed, the Tax Superintendent of the Tax branch shall, as soon as may be, alter the date on
which the imposition ol tax comes into force, cause to be prepared a register in Form TX-4 of persons
liable for pavment of the tax and forthis purpose the Excentive Officer may, iFduly authorized by the
LLB in this behalt, under the provisions of sub-sections (1} of section 73 of the Act of 1911 and
Comumissioner, as empowered under section 153 of the Act of 1970 iss5ue 1o any person a notice in
Form TX-3, for such information as may be necessary in order 1o ascerlain whether such person is
lialle 1o pay the tax,
Posting of Tax Demand and Collection Register
(1) When a tax list in respect of a tax on buildings and lands has been tinally confirmed by the
ULE or when the Tax Register in Form TX-1 in respect of any other tax has been prepared under the
provisions of rule 10.35. a Tax Demand and Collection Register in PT-2 shall be posted from the
Property List Register in PT-1 or the Tax Register in Form TX-4, as the case may be.
{2) In order 10 prevent confusion. separate portions of the Tax Demand and Collection Register
(F1=2) shall. in the case of a tax on buildings and lands, be set-apart [or tax payers, on the basis of
mwnership or oecupaney respectively

LICENSE
Appointment and duties of Licensing Officer and Licensing Inspectors.
(1) For the purpose of the rules in this chapter, the ULBs shall, in all cases in which provision is nat
made for the appointment of a Licensing Officer in regulations or bye- laws, as the case may be,
regulating the grant of licenses, appoint some other suitable official to be Licensing (ficer and may
appoint such License Inspector and License Clerk as may be necessary.
(2] A Licensing Officer, in addition to any other duties imposed upon him by these rules, shall be
responsible generally for the issue of licenses and for the proper discharge of their duties by License
Inspeetors, and License Clerk,
(3 License Inspectors, in addition to any other duties imposed upon them by these rules, shall be
responsibie for reporting to the Licensing Officer all cases, in which person's resident in their respective

circles have failed to apply lor or to obtain licenses required to be taken.

Application and issue of licenses,

(L Every person reguired to take a license under the provisions of the Act or ol any regulations or
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bve-laws, as the case may be, made there under or desiring to take out a license issuable under any
such provisions, shall apply for a license to the Licensing Officer,

(2) On receipt of an application under sub-rule (1) the Licensing Officer shall cause the details of
the application to be entered in a Register of License Applications, to be maintained in Form LC-1, and
if he is himself empowered to dispose of the application, shall, after such enquiry, il’any, as may be
necessary. record his order sanctioning or refusing the issue of a license in the register or il he is not so
empowered, shall submit the application to the authority so empowered and when the application has
been dispased of by such authority shall record the order of such authority in the Register.

(3) When any application {ora license is retused, the reasons for such refusal shall be communicated
tex the applicant and shall be recorded brief(ly in the Register of License Applications (Form LC-1).

{4) When an application for a license has been sanctioned, the applicant shall be called upon to pay
the prescribed fee, if any, and on receipt of the amount of the fee. if any, and not otherwise, the
Licensing Officer shall cause a license to be issued in the prescribed form and shall enter the details of
the license in a Register of Licenses, to be maintained in Form LO-2, separate parts of volumes of
which shall be set apart for each kind of license and so arranged that the names of licensees shall be
grouped alphabetically, ward-wise, zone-wise or as decided by the ULB provided that if an applicant
fails to pay the prescribed fee within ane month, from the date on which intimation is sent Lo him that
his application has been sanctioned, no license shall be issued 1o him except in pursuance of a fresh
application and his original application shall be deemed to have been refused.

General provision as to period, forms, renewals etc., of licenses.

(1) Mo license shall be issued for a period of more than one year or less than one month, but
subjeet to these limitations, licenses shall be issued for such periods as the applicants may desire,
provided that in no case shall a license be issued, which will be valid beyond thirty first day of March
next following the date of issue or such other date as the ULB may by regulations or bye-laws, as the
case may be, provide in regard to any class of licenses. £

Noie: - The restriction laid down in the above rule, will not apply to licenses issued in March for the
next {inancial vear or in the month following which fresh licensing year commences.

{2} Every license issued shall, unless u.ny ather form is prescribed by regulations or bye-laws, as
the case may be. regulating the grant of the license, be in Form LC-3 or LC-4, acconding to the nature
of the license. and on the reverse uf every license shall be printed the conditions on which it is granted.
and such conditions shall contain a provision that the license may, at any time, after due notice has been
given 1o the licensee, be cancelled for the breach of any condition on which it was granted, and that in
the event of such cancellation, the licensee shall not be entiiled to any refund ol any partion of the
license fee.

{3} Mo license shall be transferable, and on the transfer of occupation, possession, or ownership,
as the case may be, of any premises, vehicle or animal in respect of which a license has been issued.
the licensee shall report such transfer and shall surrender his license for cancellation, and the transferee
shall apply for a fresh license; provided that when a license is surrendered for cancellation under this
sub-ryle, the ULB shall refund to the licensee such portion of the fee as may be deemed to cover the
unexpired period of the license.

(4) Mo license shall be re-issued when its term has expired or be endorsed for a continuation of the
term, but the licensee shall on the expiry of the period for which the license was granted, if he still
requires a license, surrender his old license and apply for a new license, and the surrendered license
shall be stamped or endorsed as cancelled.
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Date of EiTect of Revised Rates

(1) When the rate of license fee is revised during the course of a year it should be charged ar
revised rates from those whom the Heenses are issued alier the revigsion of this fee and the others,
whom the licenses have already been issued for the full year prior to the revision will not be affected.

(23 Cheek of licenses - Atthe end of each month, the Licensing Officer shall examine the Register
of Licenses { Form LC-2) and shall take such action as may be within his power with regard to every
person whose license may have expired up 1o date, and if after enquiry it appears that any person
whose license has expired or any other person requires a license for which he has not applied or after
his application has been refused is guilty of'a breach of any provision of the Act or of any regulations
or bye-laws, as the case may be, made there under by reason of not having a license, he shall report the
case to the authority empowered 10 sanction prosecution in such case.

Fees at Fairs:

(n When a ULD collects fees for permission Lo set-up shops or stalls at a fair, the fees shall be
collected as if they were Tehbazari dues.

(2) At conspicuous places at every fair, where fees are collected, tables of the sanctioned rates
shall be posted in English and official language together with notices requesting the public to demand a
receipt from the oflicial in-charge for every payment made, in respect of the animal or animals sold.
Such fees shall be collected by means of receipts in Form RT-3 which shall be written with an indelible
peneil and prepared in triplicate by means of carbon paper, the second carbon copy being retained and
the original along with the first carbon copy detached and handed over to the paver.

(3} The payer, on demand by an Inspector or any other person authorised in this behalf, shall
produce for inspection the original and the carbon copy of the receipt granted to him. Such officer shall
then verify the entries in the original receipt with those in the carbon copy as well as the number of
cattle, ete., and on satisfaction shall sign the original receipt before returning it to the payer.

(4) The carbon copy, which shall be retained by the Inspecting Officer, shall, before it is finally
filed, be also checked with the oiTice copy of the receipt in Form K1-3.

Slaughter house fee

(1 The fees leviable at a ULB slaughter-house shall be entered in a schedule of which a copy
shall be pasted at the entrance to the slaughter house premises.

{2) The ULB shall appoint a clerk or other official for collection of such fees who shall issue
tickets for all fees/ received by carbon process in duplicate and while issuing tickets shall enter on the
counterfoil of each ticket issued progressive total of fees received during the day.

(3) If such fees are levied on per tail basis on the animals brought for slaughters, they shall be
collected by means of tickets in Form TX-8 and if these are levied per butcher using the slaughter-
house basis then payment for use of the slaughter house shall be collected by means of tickets in Form
RT-3 with the heading changed to "Slaughter house Tickets". and tickets as per rule 7.23 shall be
available only for the animals specified therein and tickets in Form RT-3 shall not be transferable and
tickets in both forms shall be valid only for the day ol issue and shall not be renewable.

(4) At the end of the day, the clerk or other official appointed for the collection ol slaughter house
fees shall remit collection to the Municipal Fund as per provision of this manual.

Crarden Accounts

(1 Ina ULB, in which it possesses a garden, from which an annual normal income of five hundred
rupees or more is realised by the sale of garden produce to private customers, the officer in-charge of
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the garden shall muintin a Gurden Order Book in Form HE-1 in two parts, in the first part of which all

standing orders for garden produce from regular customers shall be entered and in the second part all
casual orders recetved from time 1o time and not accompanicd by the price of the produce shall be
citered. And when any produce is supplicd to the Customer which is not paid for in advance, an entry
shall be made in the account of the purchaser in a Garden Ledger, w be miaintarned in Form HR-2 and
such ledger shall be ¢losed and accounts thereol shall be rendered once a muonth to the accounts
branch,

2 The officer in-charge of the garden shall maintain a Garden Cash Book in Form HR-3, in
which shall be entered, as it oceurs every payment received against produce supplied and the amounts
so recerved shall atsuch intervals, as the ULE may determine, be remitted to the municipal fund and
shall not be used for expenditure. for which the alTicer in-charge of the garden shall be given a Permanent

Advance from which the pavments shall be made;

Fines

A monthly statement in Form GEN-1 1 shall be maintained for amounts received from the courts realizing
arrears of municipal taxes but the amount of such arrears shall be brought o account in the Cash Book
{Form AC-1) directly from the bank statement before the Cash Book is ¢losed for the month.

Collection of ferry tolls, Sarai dues ete.
(1) It a ULB collects ferry tolls or fees for the use of a parao sarai, rest house or other such
nstitution directly, such tolls or fees shall be collected by means of tickets in Form RT-3 with the
heading altered appropriately in cach case, and the provisions of rule 7.23 shall apply mutatis mutandis
to the collection of such dues.
(2) The collections from ferries shall be accounted for and remitted 1o the Municipal Fund as per
the provision of this manual.
Miscellaneous demands - For demands not otherwise provided for in these rules, the ULB shall maintain
a Miscellaneous Demand and Collection Register in Form AC-12 and the provisions f rules 7.20, 10.16
& HLTT shall apply mutatis mutandis (o the maintenance of such register and the collection of such
demands.
Saving ol ULBs right to farm dues. Nothing contained in these rules shall be deemed 1o prevent any
ULB from leasing to any person the right to collect any rents, fees or other dues of the ULDB, and if in
any case, such a lease is given, it shall be dealt with as a lease of immovable property in accordance with
the provisions of these rules,
CHAFPTER-11
Accounting for Water and Sewerage charges

WATER RATE

Register of waler connection to be maintained.

(1) Ina ULB in which a water rate is charged, a register of water connection shall be maintained
in Form WS-1 in the office of the Water Supply and Sewerage branch. The information necessary for
recording of entries in the Register of water connections shall be supplied by the Water Works Engineer
as s00n as a water connection is sanctioned and supply ol water started. The Officer in-charge of the
Accounts branch and the Head of the Water Supply and Sewerage branch shall reconcile the balance
every month in respect of the Income receivable with the Demand and Collection Register.

(2) A monthly reconciliation shall be carried out by the Officer in-charge of the Accounts branch
and the Head of the Water Supply and Sewerage branch in respect of the amount collected and the
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vear-wise amount outstanding between the balances in the Ledger Accounts maintained in the Accounts
branch and the Demand & Collection Register maintained in the Water Supply and Sewerage branch.

{3) A monthly reconciliation shall be carried out by the Officer tn-charge of the Accounts branch
and the Head of the Water Supply & sewerage branch in respect of the deposits outstanding. between
the balances in the Ledger Accounts maintained in the Accounts branch and the Deposit Register
maintained in the Water Supply & Sewerage branch.

(4) The officers designated by the ULB for operating the Designated Water Supply & Sewerage
Bank Account shall co-ordinate with the banks on daily basis and ascertain the status of the cheques /
drafts deposited by them,

(3 The Waler Supply & Sewerage branch shall ensure that the Receipt / Summary of Daily
Collection prepared provides reference to the Water Supply & Sewerage Income Collection Register.
{6} The Commissioner / Executive Officer, as the case may be, shall specify such appropriate
calendar of returns / reports for monitoring,

{7) All Reconciliation Statements shall be certified by the Officer in-charge of the Accounts branch.

Water-rate chargeable: The ULBs shall collect water rate as prescribed by the Government and in the
manner prescribed in the bye-laws of the ULB.

Water Rate Demand and Collection Register:

{1) From the Register of Water Connections (Form WS-1) entries shall he posted in Water-rate
Demand and Collection Register in Form W8-3. Other miscellaneous demands concerning with the
supply of water, such as demand on account of rent of melers, fees for opening connections, or the
cost of fittings, repairs and renewals shall also be entered in the Water-rate Demand and Collection
Register (Form WS-3).

(2)  Bills for the collection of water rates and miscellaneous demands concerning water-supply
shall be issued in Form WS-2 and payment thereof may be made cither directly at the office from
which they are issued or in the ULB office where a special stafT is deputed for the collection of such
dues, to a member of such staff,

Recognition of water rate collections

(1) Revenue in respect of Water rate, Water Meter Rent & Sewerage Charges cie., shall be
recognised in the period in which they become due,

{2) Revenue in respect of notice fee, warrant fee, and other fees shall be recognised when the
bills for the same are raised.

[(3) Revenue in respect of connection charges for Water Supply shall be recognised on actual
receipt.

(1 Revenue in respect of Water Tanker Charges and Road cutting Charges, Penalties shall be
recognised on actual receipt.

{3} In respect of the demand outstanding beyond two (2) years, provision shall be made to the
extent of income of the ULB as follows:-

(i) Outstanding for more than 2 year but not exceeding 3 years: 23%

(ii) Outstanding for more than 3 years but not exceeding 4 years: 50% (additional 25%)

(ii1) Qutstanding for more than 4 years but not exceeding 5 years: 75% (additional 25%)

{iv} Outstanding lor more than 5 years: 100% (additional 25%)
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(6) -  Any additional provision for demand outstanding {net on overall basis) required 1o be made
during the vear shall be recognised as expenditure and any excess provision written back during the
year shall be recognised as income of the ULB.

(7 Refunds. remissions of water rate for the current year shall be adjusted against the income and
il it pertains to previous yvears, then it shall be treated as prior period expense.

(%) Write-ofTs in respeet of water supply income shall be adjusted against the provisions made and

to that extent recoverable shall gets reduced,

(9 Any subsequent collection or recovery ol “Reccivables of Water Supply Income™ which were
already written-oft shall be recognised as a “Prior Period Income™.

Accounting of water rate collections

(1} LB shall use Form WS-6 ta WS- [or recording various transactions relating to Water Supply
and sewerage.

() A Summary Statement of bills raised shall be prepared Zone / division-wise and income head-
wise, in Form WS-6 ona monthly hasis within 7 days from the end of the previous month. These shall
form the base for accounting and for passing of necessary entries, These entries shall be passed only
in respect of the current demand.

{3} Based on the Summary of Daily Collection (Form GEN-7) received from various Collecting
Oftices / Centers, the Accounts branch shall record the collections,

(4) A Summary statement of year-wise / head-wise collection of water rate and related incomes
in Form WS-7 shall be prepared on a monthly basis and sent to the Accounts branch to record the
details of collections.

[5) Nuotices of demand and warrants shall be issued and other fees may be charged as per the
relevant provisions.

3] A Summary Statement of notice lee, warrant fee and other fees in Form WS-6 shall be
prepared on a monthly basis and sent to the Accounts branch,

(7 All refunds and remissions granted shall be duly recorded in the Demand & Collection Register,
ta be maintaied in Form WS-3 and the details ol the same shall also be communicated to the Accounts
branch.

(&) A Summary Statement of Refunds and Remissions in Form W5-8 shall be prepared on a
monthly basis. Refunds / Remissions pertaining to prior period shall be identified separately from the
current period based on which the Accounts branch shall record the entries.

(%) The Accounts branch shall prepare a Payment Order (Form GEN-20) in respect of the refunds
and communicate the details of refunds / remissions made to the Water Supply & Sewerage branch for
updating the Register of Demand & Collection and other concerned registers. The Accoums branch
shall also record the payments of refunds / remissions,

Provision for un-realized Revenue Receivables

(1} The procedure for provisioning in respect of water rate shall be as per the provisioning norms
provided under rule 11.4 (3) ol this manual.

(2} If for any reason, it is decided by the ULB to write-off any Water Supply dues, which were
garlier treated as an income, the details of the write-oft has to be entered in the “*Statement of Write-
off™ by the concerned branch in Form WS-9. This form shall be prepared on a monthly basis and
forwarded 1o the Accounts branch and based on which, the write-off shall be adjusted against the
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provision made.

(3 In case ol a receipt of water supply income, which was written off already during the year, the
accounts branch shall pass necessary reverse entry.

Adjustment of Water Supply Income received in advance

{n The Water Supply & Sewerage branch shall intimate the Accounts branch of the advance
received against the subsequent demand to be raised by the Water Supply & Sewerage branch through
the Summary Statemeni of Bills Raised (Form WS-4).

(2} To record the demand raised subsequently, the Accounts branch shall pass the same entry as
in the case of ariginal demand.

(3} The Accounts branch shall record the adjustment of water supply income received in advance.
Recovery of Water Supply Income through legal proceedings: The transactions relating lo recovery of
Water Supply Income through legal proceeding shall be accounted for in a similar manner as provided
underrule 10,16, 10.17 & 10.18 of this manual for collection of taxes.

Income to be accounted on actual receipt basis:

) The following incomes in respeet of Water Supply shall be accounted on actual receipt basis:
i, Connection Charges for Water Supply: |

b, Water Tanker Charges;

[ Road Cutting Charges; and

d. Penalties levied in respeet of Water Supply related matters, :

(23 The Collection Offices and Collection Centers authorised to collect the above incomes shall

prepare a Summary of Daily Collection (Form GEN-T) and send itto the Water Supply & Sewerage
branch as well as to the Accounts branch.

(3} The Aceounts branch shall record the entries on the basis of the Summary of Daily Collection
(Form GEN-7) received from the various Collection Offices and Collection Centers.

Water Deposits

{1} The Colleetion Offices and Collection Centers, authorised 1o collect the Water Deposints, shall
prepare a Summary of Daily collection (Form GEN-T) and send it to the Water Supply & Sewcrage
branch as well as to the Accounts branch,

(2] The Accounts branch shall record the collection on the basis of the Summary of Daily Collection
(Form GEN-T) received from the various Collection Offices and Cellection Centers.

(3) The Water Supply & Sewerage branch shall send details of deposits adjusted in the Summary
Statement of Advance deposit of water rate Adjusted (Form WS-3) to the Accounls branch on a
monthly basis for recording of entries.

i4) The deposits shall be refunded as per the rules preseribed in this regard. A Payment Order
(Form GEN-20) shall be prepared by the Water Supply & Sewerage branch for the deposits o be
refunded. The Accounts branch shall record the refund of Water Deposit.

(5) Deposits not claimed within the period as laid down by the LLB, from the date they are due for
payment, shail lapse and shall not be refunded ta the party. At the end of the accounting year, the Water
Supply & Sewerage branch shall prepare a list of such lapsed deposits, The Accounts branch on
obtaining the approval of the Authorised OfTicer shall pass necessary entries to recognize the income
of lapsed deposits,
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Repister of Sewerage connection o be muintained: The ULE shall maintain a register of sewerape
connection in Form W5-1 and all the necessary information 1o be posted in this register shall be
supplicd by the Water Works Engineer as soon as a sewerage connection is sanctioned and made
operational. Form WS-3 and Form WS-2 will be used for recording of other details as records of other
details were recorded in the case for water connection.

Provided further that if the sewerage charges are also payable in the same manner, the ULB may send
consolidated Bill for water rates and sewerage charges in Form WS-2,

(1 Rules 10,16, 10,17 & 10,18 governing the coliection of taxes shall apply mutatis murandis to
the collection of sewerage charges and other demands in connection therewith,

(2} Plan of intercepting and lateral sewerage to be maintained: In a ULB, in which the sewerage
lines have been laid and connections have been allowed to private buildings, the ULB shall cause to be
prepared and to be kept up to date, a plan showing the location and size of all sewerage lines and the

dates an which they are laid.

Water Works Engineer to perform duties of Municipal Engineer in respect of water supply & sewerage
works: The rules contained in the Municipal Works Chapter shall apply 1o all works undertaken by a
ULB in connection with water supply. sewerage or drainage, provided that it a ULB has appointed a
separate engineer (o be in-charge of such works, the powers conferred and duties imposed upon the
Municipal Engineer by the provisions of these rules shall be exercised and performed in respect of
such works by such separate engineer,

Repair and Expenditure on water & sewerage works: The accounting of expenditures pertaining to
Water Supply & Sewerage branch shall be made similar to the manner prescribed in this manual for
accounting procedure related to Works, Stores, Revenue Expenditures and Fixzed Assets.

CHAPTER-12
Accounting of Special Transactions

Receipts on account of school fees and fines: wa'ithstanding anything contained in these rules, it shall
not be necessary for a receipt to be given in acknowledgement of the payment of school fees or fines,
the receipt of which is recorded in the School Attendance Register under the provisions of the Punjab
Education Code, and only the totals of the fees and fines respectively received during the months shall
be entered in a challan in Form GEN-3 and the amount shall be remitted to the Municipal fund on the
last working day of each month or at such more frequent intervals as the ULB may direct.

Preparation and payment of scholarship bills:

() Bills for scholarships shall be prepared by the headmasters of schools in Farm SC-1 and shall
be forwarded along with the challan of receipts in Form GEN-3.

(2) It a scholarship is payable in respect of any porfion of the month toany pupil, who at the time
of the preparation of the bill, has left the school or is absent from the school, owing to sickness or any
other cause and is likely to return before the ¢nd of the month, in which the bill is paid, the amount of
such scholarship, the period for which it is payable and the name of pupil shall be entered in red ink in
the bill and a deduction of the amount in question shall be made from total of the bill and any amount so
deducted shall only be paid subsequently on a separate bill in which reference shail be made to the bill
from which the amount was deducted.

(3 When a bill for scholarships (Form SC-1) is received in the accounts branch, it shall be dealt
with as nearly as possible in the manner prescribed in connection with establishment bills under rule
18.13,
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{4) When the amount of a scholarship bill is received. itshall be disbursed at onee by the headmaster,
who shall take the signature of each scholar in the column provided for the purpose in the Scholarship
Acquittance Roll, which shall be prepared in Form SC-2 at the time when the pupil 15 paid.

{3) I during the month in which the bill is paid, it is not possible to disburse the amount due to any
scholar, such amount shall be shown as receipts by way of refund in the challan of receipts (Form
GEN-3) submitted at the end of the month under the provisions of rule 12,1

CHAPTER-13

Municipal Fund
The Municipal Fund shall stand increased / decreased after all appropriations made in accordance with
the law or as per directions of the ULB in general meeting.
The Municipal Fund shall be utilised by the ULB for the purposes as provided under the provisions of
the Act,
The surplus in the Municipal Fund may be utilised lor creation of special or sinking funds or for
redemption of bonds as may be considered appropriate by the ULB,
Any surplus remaining upon closure of any special fund shall be transferred to the Municipal Fund.

Any surplus remaining from the specific purpose revenue granis may be transferred to the Municipal
Fund, if the terms of the grant so permit.

Sums received fram Government or other Agencics as capital grant shall be transferred to the Municipal
Fund after the grant has been fully utilised or the terms of the grant have been complied with,

Any errors in the preparation of opening balance sheets noted in subsequent periods shall be adjusted in
the Municipal Fund. A specific disclosure of such adjustment shall be made in the financial statements
presented before the ULB.

Every annual financial statement of the ULB shall contain a schedule giving particularsof additions to
the Municipal Fund in the financial year and deductions / utilization. if any, from the fund.

The budget of the ULB shall give a note showing the anticipated balance of the Municipal Fund at the
end of the financial year. At the lime of presentation of the next budget, if there is a deviation from the
anticipated balance of the Municipal Fund, a note explaining the reasons for the variation shall be
appended to the budget.

Pavment of contribution due 1o Government: If a ULB fails 1o pay contribution due to Government
within the specified period, the Government may issue instructions to Commissioner / Executive Officer,
as the case may be, to make the requisite payment of the contribution, The Commissioner / Executive
officer shall promptly comply with the instructions.

Payment of maintenance ol water works to the Public Health Department: The amount payable by the
ULB, as contribution towards the cost of the maintenance of provincialised institutions or such sanitary
or water works as have been made over to the Public Health Department or as fce for the inspection of
its sanitary or water works, shall be paid from the municipal fund on priority basis subject to provisions
of section 166 of the Act of 1976 and section 52 of the Act of 1911,

CHAPER-14
Deposits Received
Accounting and Recording Procedure of deposits received

{1} Upon acceptance of any deposit, a receipt shall be issued.
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(23 Allsuch deposits shal| be recorded as u current liability under the head “Deposits”,
(3 Upon the tender being allotted or condition of other deposit being fultilled. the amount repaid (o

the depositor shall also be entered in the same head,

Short -Term Deposits

(1) Each category of shorl-term deposit shall be recorded under separate minor head code or by
way of a separate subsidiary ledger.

{7) FPhe Earnest money deposit of the contractor, who is awarded the cantract, shall be treated as
per provision of rule 19.5 of the manual. In such cases, the amount shall be transterred by passing a

Journal entry 10 the “securily deposit uccount” and it shall be refunded as per relevant provisions.

Register of Deposits received: In case of deposits received. a Register of Deposits (received) shall be
maintained by the ULR in Form GEN-41. The register shall conrain details regarding the type of
deposits received, particulars of work order numbier, etc. against which deposit is received, conditions
of the depesit, dare of deposit, due date of relund, ete. Scparate pages shall be set apart for different
clagses of deposit.

Refund of Deposir;

{1} Security deposit shall be refunded 1o the cantractor, according to the terms and conditions of
the agreement and only afier the satistactory completion of the work,

(2) The depositors. seeking refund of the deposil. shall furnish the original receipt issued at the
time ol submission of deposit to the LB through the concerned DDO for making such refund, In case
the original receipt is lost and the depositor fails to submit the same. then he shall submit an affidavit /
self declaration to this effect. At the time of authorization of refund by payment voucher, the Officer
in-charge of the accounts function shall verily that the amount is actually outstanding,

) The officer in-charge of the accounts function shall, at the time of issuance of Fefund, record
the word "refund issued on" and record particulars of the payment of refund on the face of the depasit
reeeipt, which shall be attached with the payment voucher.,

Fime barred / lapsed and Unclaimed Deposits:

() If the deposil, which is refundable, is not claimed for three vears from the due date, such
deposit shall be treated as lapsed and shall be transferred to the eredit of the municipal fund under the
head “Lapsed Deposit account™. The deposits credited 10 the Municipal fund shall not be refunded
without the sanction of the ULB and when so refunded, the entry for the same shall be made by
debiting to the “Lapsed Deposit account”,

(2) The concerned branch shall preparca list of all lapsed deposits and forward it 1o the Officer in-
charge of the accounts function for his approval. Upon being satisfied that the contractor has actually
not claimed the amount for three complete accounting vears, the Officer in-charge of the accounts
function shall recognize the income by passing necessary Journal entry,

Depaosit of Securities:

(1) Other than Cash or Demand draft, the ULB may reeeive dilferent kinds of permitted securities
in lieu of deposit such as electronic payments, bank guarantees and bank deposits, Receipt of the
securities like Cash, Demand draf: shall be acknowledged and the particulars of such security received
shall be recorded in a register maintained in Form MW-8. [n respect of bank guarantees, the ULB shall
also provide an acknowledgement, Separate pages shall be set apart for different types of securities.
The Bank Guarantee register shall also be separately maintained.
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(2) A new Register of Deposils (Form GEN-41) shall be opened at the beginning of each year in
which details of all deposits. which have not lapsed or have not been refunded during the previous year,
shall first be re-entered.

CHAPTER-15

Loans and Borrowings

L )

lLoan reaister: A register recording all loans received by the ULB shall be maintained in Form AC-13.
All loans received or sanctioned (though not availed), shall be entered in the register.

152 Accounting and recording procedure: The entry in respect of amount borrowed shall be made in the
books of account on receipt of the money borrowed.

Expenses incurred on raising of loans or on issue of bonds or debentures: The expenses connected

L]
{1

with the raising of long-term loans shall be amortized over a period of 5 vears or the tenure of loan,
whichever is lower, Borrowing costs, so amortized, shall be fully written-off, if foans have been pre-
paid or premature redemption of debentures has been made.

154  Accounting lor interest and other charges:

(1] Interest and other charges including commitment charges, penal interest payable erc. shall be
recarded at the time. when the interest and other charges acerue, as per the terms of the loan, even if
the pavment of the said interest or charges may nol be due within the year.

(2} Interest on borrowings will normally be treated as an item of revenue expenditure of the ULB
except where the borrowing relates (o capital projects / asset creation, The portion of the interest to he
capitalized shall also he determined in the beginning

155  Confirmation of balances :
{1 The Authorised Officer shall obtain from the lender a statement of account, showing the
interest acerued during the vear, the principal and interest paid and balance of loan payable at the ycar-
end. The amount intimated by the lender shall be reconciled with the loan register and balance as per
thi accounts of the ULB.
(23 In the event of any significant difference, the same shall be brought to the notice of the
Commissioner / Exceutive officer, as the case may be, immuediately and necessary corrective steps
shall he taken.

CHAPTER-16
General Procedure for Accounting of Expenditure

16.1 Expenditure incurred shall be recognized as per the accrual system under the appropriate head when
the liability for the same accrues.

16,2 All expenditure incurred shall be recognized by recording the liability through bill registers and Journal
voucher passed by the Officer in-charge of the accounts function.

163 Recognition of Expenditure shall be as per the table given below:

Farticulars Recognition

Claims and bills submitted by third party I, On approval by the Officer in-charge of the
aceounts function,

2. Bills not rejected within 30 days of the receipt,
1o be accrued, even il it is not approved by
(Mficer in-charge of the accounts funetion.
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AL bills. other reimbuorsable expenditure The biils shall be recorded on accrual basis on approval

by the Officer in-charge of the secounts function

Salary, it'paid by 7th of succeeding month 1, Shall be accounted on actual payment basis
If not paid by 7th of succeeding month 2. Shall be accounted an accrual basis

Expenditure in respect to claims, bills entered To be listed by branch heads at the end of each year and
in bill register and vouchers received though recorded as pavable by Journal voucher as instructed
not recommended {or payment by the Officer in-charge of the accounts function

16.4

16.5

16.6

16.7

ta.8

16.9

[G.10

1611

All Expenditure recognized as per rule 6.3 shall be recorded / debited to the appropriate head of
account on the basis of a Journal Voucher, The amount in regard thereto shall be recorded to the
respective creditors, contractors in the respective Sub-Ledger or Minor Head account,

When the actual payment is made to the creditor, the amount payable shall be reduced 1o that extent.

Expenditure shall be incurred and recorded only if there exists adequate budgetary provision for the
same. If there is no budget provision or budget provision s likely to be exceeded, steps shail be taken 1o
obtain additional budgetary provision by appropriations or re-appropriations before the year is closed in
accordance with the budgetary procedures,

Salary: Entry for salary shall normally be passed based on salary actually paid on or before the Tth of
the suceeeding month. Unpaid salary as on that date shall be recognized on the basis of salary computed
as payable for that month. If the actual calculation / computation of salary payable are not available for
any reason, the salary paid in the preceding month shall be treated as salary accrued/ payable for that
month.

Exception: Expenditure of a sum less than Rs.5000/- may be recorded directly by actual payment
voucher when sanctioned for payment by the competent authority.

Procedure for recording of claims:

(1) Every person. having any claim against the ULB, shall present a bill at the Office of the ULB.
Wherever possible, such bill shall be in Form GEN-22. The claimant shall put the relevant date and his
signature on the bill. When the bill is presented on behalf of any legal entity, other than an individual,
then the claim shall be presented on the letter head of the legal entity.

2) Where a ¢laimant presents a bill in a form different from the form provided for the purpose, a
separate claim form in Form GEN-22 shail be prepared by the office incurring the expenditure and the
claimant's bill shall be attached thereto as a supporting document.

Maintenance of bill register: All bills presented for a claim against the ULB, shall be (irst received by
the concerned branch and entered n a Register of Bills for Payment in GEN-23, in which full particulars
indicated in the form shall be duly Nlled in. The bills remaining unpaid at the period end shall be
consolidated in the Statement of Outstanding liabilities in Form GEN-24. The period end balance in the
subsidiary ledgers shall tally with the total of Statement of Outstanding liabilitics for cxpenses.
Numbering system for bills received: All bills received for payment shall be entered in the sequential
order in the register of bills received. The numbering sequence shall be based on sequence of bills
received and the month and year of receipt of bill.

Scrutiny of elaim by head of the branch

(1) The claim bills, so numbered, shall then be sent for serutiny of'the claims. This scrutiny shall be
carried out by the head of the concerned branch. The head of branch shall examine the bills and if the
¢laims are in order, he shall prepare a payment voucher in Form GEN-21 (for works and suppliers) and
sten the same, in token of its correctness and genuineness. Full particulars of the bills, admissibility,
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deductions and the budget head. aggregate amount of budget sanciioned and wilised till date shall also
be noted in the Payment voucher. Likewise separate annexure for salary, loan etc, in the forms specified
in this manual shall be prepared and attached along with the payment voucher

(2 Expenditure incurred under different heads of accounts shall not, as far as possible, be included
ina single voucher,

(3) The Official preparing a payment voucher shall take care that the bill is complete and the
vouchers carries sufficient information as to the nature of payments being made. When the bills include
recoveries / adjustments of claims due to ULB, the payment voucher shall indicate the gross amount of
the claim, amount recovered / adjusted and the net amount payable to the claimant.

(4) In preparation of payment voucher, the head ol branch shall verify that the rate of tax deduction
noted in the work order is suitably updated as per rates in force, from fime to time and that other
deductions and recoveries preseribed as per law or under the terms of the work order are duly noted
and effecred.

(5% In preparation of pavment voucher, the head of branch shall also clearly record whether the bill
being paid is the first & final bill, running bill or the final bill

(0} Atthe time of preparing payment voucher for first & final bill, the head of branch shall record
that he has verified the particulars of the work crder, the underlying sanctions including financial
sanction, entries in the work register (Form MW-12) and measurement book (Form MW-11} and has
found that full procedure in this regard had been complied with.

(M At the time of preparing payment voucher for running bill, the head of branch shall note on the
payment voucher particulars of all carlier payments made against the same work order giving sequentially
particulars of work, payments made, deductions effected and the security retained in regard to the said
work. The payment voucher shall mention the gross amount sanctioned for payment and the specific
deductions to be effected from the same after considering deductions made till date.

(&) At the time of prcpﬁring payment voucher for final bill, the head of branch shall verify in
addition to what is required (as per the point mentioned above), that the completion certificate has been
issued by the officer in-charge of the work, the conditions for release of security have been noled,
period within which deficiencies and defects can be pointed out,

() The Payment voucher prepared by the head of the concerned branch shall be forwarded for
approval to the Officer in-charge of the accounts function.

Submission of Proposal for approval of Payment:

(1) On réceipt of pavment voucher from the head of the concerned branch. the Officer in-charge
of the aceounts function shall verify the particulars in the Payment voucher to ensure the correctness
of sanction, availability of budget and adequacy of supporting documents. He shall also verity the
balance payable in the payee's ledger account and on being satisfied about the same, he shall, thereafter,
forward for approval to the Commissioner / Executive Officer, as the case may be, for making of
payment and recording of entry thereof.

(2) Where any deficiencies are noticed in the bills, Officer in-charge ofthe aceounts function shall
return such bills for rectification along with the statement of discrepancy in Form AC-24 (o the concerned
branch and the record thereot shall be maintained in the accounts branch.

(3) The Officer in-charge of the accounts function shall pass necessary journal vouchers for recovery
/ adjustments made in the bills and ensure that cash / cheque payment is made only for the net amount
payable.
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() When petty payment is to be made through Cashier, the copy of the appraved payment voucher
shall be forwarded 1o the Cashier for making the entry of the payment voucher and thereafter releasing
payment o the claimant,

(3 When payment is to be made by cheque, the cheque prepared by the accounts branch shall be
sipned hy the competent authority as per rule 6.10.

Mumbering System of Payment Voucher

{H The payment voucher shall e numbered by official of accounts department entrusted with this
function.
(2) The voucher numbering shall be in accordance with the preseribed numbering pattern, based

on running number of the voucher and month and year of issue,

(3) . The bill shall be stamped "paid by cheque number & dated”,

(4} Atthe end of each month, Officer in-charge of the accounts function shall, examine all bills for
the month, except those for establishment expenditure, and satisfy himscll that the expenditure have
been properly vouched for and the supporting documents haye been so defaced as to preclude the
possibility of their being used in support of any other claim,

(5) ipon payment, the bill shall be endorsed with the words 'paid’. The Officer in-charge of the
accounts function shall record the pavment details on the face of the bill as well as on the bills received

regisier. The hill endorsed 'paid' and the payment voucher shall be retained by the Officer in-charge ot

the accounts lunction for compilation purpose,

Payment on duplicate bill: When a payment is 10 be made on a duplicate bill, ora duplicate receipt is
attached to any paid bill. the head of the concerned branch shall certify thereon that the original bill has
not been paid or that the ariginal receipt has not been used in support of any other bill,

Time barred / lapsed claims: All claims against the ULB, which are barred / lapsed by time under any
provisions of law relating to limitation, are ordinarily to be refused. No such claim is to be paid without
the sanction of the ULB, which shall consider the claim on merits of cach case.

Linpaid amount:

{1 The Authorised official shall be personally responsible for an amount drawn on a bill signed by
the competent authority, until he has paid it to the person entitled to receive it, While making such
payment he shall obtain a legally valid receipt as per procedure followed by the ULB either on the
oftice copy of the bill or on a separate acquittance register in Form GEN-26.

(2) When any amount drawn in cash through Cashier or a cheque remains unpaid, owing 10 the
absence of the pavee or otherwise, such amount shall be carried to the Register for unpaid amounts, 10
be maintained in Form GEN-25, Payments of unpaid amounts shall be watched through the register. As
and when the payment is made, a note of the same shall be made against the original entry in the
register. All amounts credited to this register and remaining undisbursed for more than three months
from the date of withdrawal shall be re-credited to the municipal fund account.

Other recurring charges 1o be recorded in the register: Recurring charges on account of scholarships,
contributions. rents, etc., shall also be recorded in the Establishment Check Register (Form AC-22), a
separate page being assigned 1o cach minor or major head of each branch concerned.

CHAPTER-17
Procedure for Accounting of Payment
Custody and issuance of Chequus

(1) Each cheque book shall bear a book number and the serial number, An account of cheque

-
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books shall be maintained in a Contral Register of clieque books (Form AC-8), in the same manner as
mentioned hereinafier

(2} When the official of the accounts branch entrusted with the job of receiving cheque book, upon
receipt shall cause the chegue to be counted and a note to be recorded on the fly leal under his dated
signature as to the number of cheques it contains.

(3 All cheques shall be made payable to order and crossed, The particulars of cheques that have
been issued namely, the date of the cheque, cheque number, name of the payee, and amount of the
cheque shall be maintained in a Cheque Issue Register (Form AC-9) for each bank account. This
register shall bear a proper number and shall mention the cheque series entered in the register. The
chegue book shall be kept under lock and key in the personal custody of Officer in-charge of the
accaunts fuaction, The currency of the cheque shall be as per the directions of Reserve Bank of India,

issued rom time Lo time,

{4} A Cheque drawn under this rule shall be signed by the Authorised Officer only alter he has
verified that the pavment voucher is duly passed and bears pay order supported by the voucher approved
and signed by the Officer in-charge of the accounts function, and is giving lull particulars with regard
ta the pavee/s in whose tavour the payment is being made. .

Chegue issued and payment stopped by ULB

(1) In'respect of cheques issued for payment, the ULB may give instructions 1o the bank to stop
payvment of such cheques lor specific reasons,

{2} The Drawing and Dishursing Officer first shall pass a stop pavment order in duplicate, in
which details regarding the cheque number, name of the payce, reason for stopping the payment ete.
shall be recorded. Therealter, he will forward both copies to the officer in-charpe of accounts function,
whe shall forward the original to the Bank for stopping the payment.

(3} The officer in-charge of accounts function shall pass necessary entries in the books of accounts
to reverse the original entry.

Bill or Voucher to bear order to pay

(1) Every payment shall be supported by a Payment Voucher as per Form GEN-21, The Authorised
OfTicer passing the payment voucher shall record on the claimant’s bill or voucher, the reference of the
payment voucher and ensure that procedure prescribed in this manual relating to making ol payment is
complied with.

() Every paviment charged to the municipal fund shall bear on the bill or voucher, an order to pay
the amount, which shall be expressed hoth in figures and in words and shall be signed by the Authorised
Offcer,

Acknowledgement for Payments made

{1 Every payment made shall be acknowledged by a receipt, which shall be duly signed, stamped
and dated by the recipient. If the recipient is illiterate or signs in other than English or Devanagari
seript, the signature shall be certified by the disbursing Officer and the thumb impression of such
persons shall be obtained. The date of actual payment shall be noted by the official entrusted with this

job for each payment.

{2} Atltomated / computerized receipt may be accepted without the actual signature for pavments
tee Departments and Institutions such as Telephone, Post Office, Public Works Department. Water
Supply & Sewerage Boards and other Government Departments or institutions as may be prescribed

by the Government.
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Indemnity bond: A claim for an amount not exceeding R 5. 000V- preferred on behall of a deceased
person may be paid on production of a legal authority. In case of a claim exceeding Rs.3000, the DDO
shall before making the pavment satisty himself as to the right. interest of the claimant and shall obtain
the orders of the competent authority for payment on execution by the claimant of an Indemnity bond
i Form GEN-27 with sureties.

Acknowledgement of payment and lost voucher etc.: If a voucher is lost, a certificate of payment
prepared in manuscript and signed by the disbursing officer shall be placed on record.

Lost or destroved cheque: Il a cheque is lost or destroved, an intimation of that fact shall be given at
once to the bank and its payment shall be stopped. The loss of chegue shall be noted on the counter foil,
il'a new cheque is issued, its number and date shall be quored against the original entry in the cash
book, If the fresh cheque is not issued, the entry for the lost cheque shall be reversed.

Cancellation of a Cheque:

{1} When a signed cheque. for which entry for payment has been recorded, is cancelled, the entry
tor payment should be reversed. The cancelled cheque shall be retained with the voucher for recording
reversal and the cheque shall be stamped "cancelled” by the cheque signing authority.

{2} The reasons for the cancellation shall also be informed to the concerned branch who shall note
the same in the records maintained by it.

Ddisposal of the cancelled chegues: Cancelled cheques shall be retained until the accounts for the
period to which they relate have been audited. Thereafier, a statement of cheques destroyed shali be
prepared, recording the cheque particulars such as Bank Branch on which it is drawn, its number,
reason for cancellation ete. The cheques shall be destroved in the presence of the audilor, who shall
certifly the statement of cheques destroyed.

Pavment of decretal / attached amount: When an attachment order. issued by a civil court or any other
competent authority against a ULB, is received for execution by the bank, the amount in question shall
be charged forthwith to the funds of the ULB on the basis of debit note received from the Bank.

Pavment from o permanent advance:

(13 A permanent advance not exceeding Rs.3000/- can be given to each branch to incur petty
expenditure. When a payment is to be made from a permanent advance, a pavment order shall be
made by the officer holding the advance, on the sub-voucher relating to the expenditure by means of a
riubber stamp in Form AC-17 which shall be affixed on the bill itself. the amount of the payment and the
head of account chargeable being inserted in ink.

{2) When a payment order has been imade under sub-rule (1) the amount of the charge shall be
paid to the payee whose receipt shall at once be taken, the sub-voucher shall then be stamped with a
rubber stamp in Form AC-18 which shall be affixed on the bill itself, and details of the payment shall be
entered on the expenditure side of Register of Permanent Advance & Recoupment in Form GEN-28
which shall be maintained by every officer holding a permanent advance.

Recoupment of a permanent advance: When the balance of a permanent advance is running low and
in any case on the last working day of each month, the expenditure side of Register of Permanent
Advance & Recoupment (Form GEN-28) shall be totalled and the totals posted into a contingent bill in
Form AC-19. A line shall then be drawn right across both sides of the Account and the bill supported by
the relevant sub-vouchers shall be laid before the officer holding the advance, who after comparing the
entries in the bill with the Accounts shall place his initials against cach entry in the Permanent Advance
Account and sign the bill, The bill shall then be sent to the Officer in-charge of the Accounts function
for pavment.
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Pavment of continzent & other charges: Paviment of charges other than charees {or the payment of
which special forms o bill have been prescribed elsew here in these rules shall be effected by means of
Conttngent bill in Fornm AC-190a payvment order having fiest been made by the amthorised officer on the
sub-voucher concerned by means of a rubber stamp in Form AC-20
Procedure of poyment of contingent bills: When the payment order on any bill prepared under these
rules has been signed, 3 cheque shall then be prepared for the amount ot the bill and when this has been
signed by the authorised otticer. the bill shall be stamped with a rubber-stamp in Form AC-20, every
sub-voucher in the case ol s contingent bill in Form AC-19 being also stamped with 3 rubber stamp in
Form AC-20,
CHAPTER-18

Salaries and other benefits
Contributory Provident Fund, General Provident Fund, New Defined Restructured Contributory Pension
Scheme ete, shall be applicable to cnplovees as per prescribed roles. The ULBs shall accordingly, put
in place systems & procedures lor operationalization of these schemes and undertake deducrionson a
monthly basis while preparing the salary bill. The treatment of these deductions shall, however, follow
acerual accounting principles mentioned in these rules,
Recognition of expenditure for salaries and other benefits
(1) Expenses on Salaries and other allowances shall be recognised as per provision of rule 16.3 of
this manual.
(23 Statutory deductions made from salaries including income tax, professional tax, provident fund
contribution, etc., shall be recognised as liability in the same period in which the corresponding salary is
recognised as expense.
(3 Contribution due towards Pension fund and other retirement benefit funds shall be recognized
as an expense and a lability. .
(41 Interest receivable on loans given 1o employees shall be recognised as revenue at the end of
the period in which these have accrued.
(5} In respeet of loans to employees, penal interest if payable on default in repayment of principal
or pavment towards interest shall be recognized on acerual basis.
(6) Bonus, ex-gratia, overtime allowance, other allowances and reimbursements, if payable under
preseribed rules, to the employees shall be recognized as an expense as and when they are due for
payment. '
Monthly reconciliation of expenditure related to salary bills: The head of the Accounts branch shall
ensure that the Lolal establishment expenditure incurred and recorded in the Functional Expensc

Subsidiary Ledger reconciles with the balance as per the respective Establishment Expense Ledger
Account. The Subsidiary Ledger shall record total establishment expenses incurred function wise,
including that paid through Pay Bill.

Establishment Check Register - The whole establishment of the ULB shall be recorded in the register
called Establishment Check Register:

(1} [n order to facilitate the check of establishment bills and to ensure that no salary is paid twice
over, an Establishment Check register shall be maintained in Form AC-22, in which the whole
establishment of the ULB shall be recorded section wise, Every [resh appointment, abolition ol a post
or revision of establishment shall be entered in Establishment Check Register as soon as made together
with the number and date of the resolution af the ULB ar of the order of the Competent Authority 1o
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whom a power of making appointments has been delepated. The changes due o revision of establishment
shall he entered inred ink leaving the original entry intact. Entries relating to (otal net charge of each
section or sub-section of cach branch shall be noted at each page in the beginning of the year and
entries due 1o revision of establishment made during the course of the year shall be signed by the
Drawing & Disbursing Office of the concerned branch.

(2 Separate page 1o be assigned to each employee. A separate page of the register shall be set
apart for each sub-section. The total ofthe emoluments of emplovees of a section or sub-section shall
be entered at the page reserved immediately after them,

Explanation:

() The section and sub-section would mean the section or sub-section as specified in Form BUD-
8 of Budget.

(b For the purposes of this rule, an officer whose pay is drawn under rule 18.5 on a bill in Form
AC-21 shall be considered to be a sub-section of his branch and a separate page of the Establishment
Check Register (Form AC-22) shall be assigned to him.

(3} Entry of temporary establishment - Temporary establishment shall be entered in the Establishment
Check Register (Form AC-22) at the end of the space allotted to the permanent establishment and
shall not be mixed up with it. The period for which the temporary establishment is sanctioned shall be
distinctly specified in the second column below the details of the appointments sanctioned and lines
shall be drawn across the columns of the months previous and subsequent to such period so as to
prevent admission, by oversight, of pay for a period in excess of that sanction.

i4) The Authorised OfTicer shall maintain the salary payable register in which the full particulars
of the salary payable 1o cach employee of ULB shall be entered each month. The Salary payable
register shall be maintained in Establishment Check Register (ECR).

{5) The entire salary, including all allowances as reflected in the ECR and those mentioned in
Absentee Statement shall be recorded as expenditure for the month.

(&) Separate entries recording the salary and wages payable to persons temporarily engaged by
the ULB shall also be maintained in ECR.

{7} Full particulars regarding the amount of salary, number of days for which it is payable, arrears
of salary, details of allowances given and all deductions etfected shall be entered in the register. The
register shall be updated monthly by the Authorised Officer.

(R} Salary drawn for the first time for any person employed by the ULB shall be entered in the
ECR., only after an autharization has been prepared by the Drawing & Disbursing Officer of the
concerned branch. Such authorization shall record full particulars of the person appointed, his personal
details including address, qualification, designation on which he is appointed and such other particulars
as may be directed in this regard.

(9 This autharization shall be forwarded 1o the head of Accounts branch that shall send it to the
competent authority, who shall verify the correctness of the particulars noted in ECR. Upon being
satisfied about the adequacy and correctness of the same, he shall grant approval by signing on the
authorization and the entry in the ECR showing salary payabie to such employee tor the first time is
made.

Preparation of Salary Bills - Except in the case of employees, who have been dismissed or transferred

or have resigned or died, the pay of no employee of ULRB shall be drawn before the first working day
of the month following that in respect of which the pay has been earned. Provided that if the first two
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days of the succeeding month other than the month of April are public holiday including Sunday, on
which pay and allowaneds are not disbursed, the ULB may, if i1 thinks i, dircet the payment of
monthly pay bills of its employees on the last working day of the current month.

() Separate Payv Bills shall be prepared by each DDO.

{2} Consolidation of Pay Bills of DDO shall be made branch wise and branch bills are consolidated
for ascertainmment of VLB level information.

i3 Consolidated pay bill summary shall be cheeked with previous month for ensuring all RO and
branches bills are included.

(4 A monthly reconciliation shall be carried out by the head of the Accoumts branch and the DDO
ol all branches in respect of loans and advances outstanding, between the balances in the Ledger
Accounts maintained in the Accounts branch and the Register of Employee Advances and Register of
Loans to Employees. Further, at the period-end, the head of the Accounts branch shall ensure that
accounting entry for recording income in respect of interest acerued on loans provided to employees
has been passed.

(33 Every month, the head of the Accounts branch shall ensure timely remittance of the various
deductions made lrom the employees' salarics in the Pay Bill to the concerned authorities.

(&) Salary bills shall be prepared in Form AC-2 | in which details as mentioned in the form shall be
recorded.
{7y The Drawing & Disbursing Gificer shall be responsible for an amount drawn on a pay bill

signed by him,

{8} The authorized officer shall obtain a legally valid receipt on office copy of the bill. In case
owing to the large size of the establishment or for any other reason, it is not found convenient to obtain
the receipts of the pavees on the copy of the bill, the DDO may maintain a separate acquaintance roll
in Form GEN-26. 2

8.6 Fstablishment to be shown by scetions and sub-sections and full details to be given - Full details of
employees with names shall be given in these bills, and the salary or leave allowance claimed for each
person for the month shall be shown separately, whether drawn or not. Any amount niot drawn but
withheld lor subseguent payment shall be shown against the amount actually drawn for cach section or
sub-section. The sections and sub-sections shall be marked distinctly and the total of each shall be
entered inred ink. When salary is drawi for a portion of a month anly, the rate at which it is drawn and,
the number of days (with dare) for which it is claimed shall be stated either against the name of the
person concerned in the body of the bill or in a note at the foot of the page.

187  Pay of temporary establishment to be drawn on a separate bill, — The pay for temporary employees
other than those appointed against leave vacancies shall be billed separately in the same form with

risferencs (o sanclion granted for their appointiment,

|88  Absentee Statement. - Emplovees on leave or on deputation shall be clearly shown as such in the
monthly pay bills which shall be supported by an Absentee Statement in Form GEN-29. Any acting
arrangements that have been made shall also clearly be noted in the bill,

18.9  Arrears to be drawn on separate bills. - Arrears pay shall be drawn not on the ordinary monthly bill but
on d separcate bill in which refereénce shall be made to the bill from which the charge was omitted or
withheld or on which it was refunded by deduction or to any special order granting a new allowance.

1816 Where an employee decides to take advantage of Salary Savings Scheme introduced by the Life
Insurance Corporation of India and signs a request authorising the ULB to deduct regularly a specified
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arncant from his salany, the UL B shall deduct the amount specifivd. at soaree and remit the sime o the
L ife Insurance Corperation of India by means of a crossed chegue or other means of pay ment decided
by the LI,

Check of Establishment / Salary Bill - When an establishment bill has been prepared. it shall be checked
in the accounts branch. particular attention being dirceted w the Absentee Statement (Form GEN-29)
prescribed by rule 18.8 in order 1o check thut no inadmissible charge be included. in consequence of
any absence or leave,

Erom the bill thus checked. entries shall be made in the Establishment Check Register (Form AC-22),
the amount shown in the column net charge tor each section in the bill being entered against cach
section below this shall be written in red ink any amount due, but remaining undrawn by reason of
absence, for the purpose of checking bills for arrears of pay subsequently submitted; the amount of
fines shown in the bill shall similarly be noted in red ink to allow check in the case of bills for refunds or
fiies subsequently remitted: a subsequent claim not covered by the last two entries shall not be admilted
without full explanation of the circumstances in which it was omitted from the monthly bill, which is
expected 1o exhibit the full claim for the month; the number and month of the bill shall be quoted in the
entry as shortly as possible: thus "d4-7"will indicate Bill No.4 for the month of July.

When the payments have been recorded against the sections, the amounts entered shall be totatled,
and shall tally with the total of the bill which shall then be posted, without detailing the sections again,
on the page reserved in accordance with sub-rule (2) ol rule 18,4 for the total charge of the branch and
the page of the register (Form AC-22) on which the charge of each section has been recorded, shall be
noted against the total of that section in the bill.

The order for payment of the bill shall then be written, the Officer in-charge of the accounts function
shall tally the total amount of the bill with the entries recorded on the last page of the Establishment
Check Register (Form AC-22) and make pass order for payment under his dated signature,

A bill for arrears of pay shall be dealt with in the manner prescribed above, the amount shall be
checked with the relevant red ink entry made under rule 18.13 above and the payment noted in the
same column below it, care being taken Lo see that the aggregate total of the column does not exceed
the sanctioned pay of the section or sub-scction shown in the Establishment Check Register (Form
AC-22).

Disbursement ol pay to the employees shall be made either through direct credit to the bank account of
{he employee or by issuing account payee cheque or through any other mode of payment, as decided
by the ULB from time to time.

Strength and pay of the establishments, not to be varied without sanction:

(1) On the addition of new establishment or any change in temporary or permanent establishment
is proposed in existing establishment, a note shall be submitied by the head of the branch concerned (o
the autharity empowered Lo sanction such change, and such note shall set out -

i the revised cost either of the section ar sections affected or of the total establishment as the

circumstances of the case may indicate to be necessary;

b the total cost after revision ; and
c. details of the number and pay of the appointments, which it proposes to add or modify.
{2) The head of 2 branch shall not make adjustments in the pay ol any establishment by allowing

any other establishment to draw pay of any employee against a vacant post, However, the competent
authorily may allow the drawl of pay of any employee carrying low pay grade against the vacant post

carrying equal or higher pay prade.
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() lsvery manth. the head of the Accounts braneh orother ofTicers ol the ULB designated by him
Sl ensure that Provident Fund. leave salary contribution and other adnussible contribution deducted
for the emiploy ees on deputation have been deposited with the concerned authorities.

(=) All Reconciliation Statements regarding deposit of contribution stated above, shall be certified
By head of the Accounts branch,

[ravelling Allowance

(1) Payment of Travelling Allowance Bill: Payment of vavelling allowance to Councillor or members
and emplovees of the ULB shall be effeeted by means of bills in Form GEN-30, which shall invariably
be sihmitted at the earligst possible time.

{2 Travelling Allowance Check Register - As a check on'such bills (Form GEN-30), a Travelling
Allawance Check Register shall be maintained in Form AC-23 in which all travelling allowance bills
shall be recorded when presented for payment. Separate pages shall be assigned 1o the bills of each
section or sub-section,

(3] Check and record of travelling allowance bills - When a Travelling Allowance Bill has been
prepared. it shall be checked and otherwise dealt with as near as may be in the manner preseribed for
establishment bills by rule 18.11, care being taken to see that it has been countersigned by the
Commissioner or an officer autharised by him in the case of a Corporation or by the President in the
case of Municipal Council / Nagar Panchayat. In case of Commissioner and Mayor of Municipal
Corporation, it shall be countersigned by the Secretary, Local Government, Punjab and in case ol
President of Municipal Council / Nagar Panchayat. it shall be countersigned by the concerned Regional
Deputy Director, Local Government.

(4) Travelling allowance may be paid to Councillor of a Corporation orto a member of the Municipal
Council / Nagar Panchavat ather than a whole-time salaried Government servant, required to undertake
a jusrney on Corporation or municipal business, Provided that the Mayors and Councillors of the
Corporations and Presidents and members of the Municipal Couneil / Nagar Panchayats shall draw
travelling and daily allowances al the rates admissible to Government Servant noted against each as
fallows:

Designation Rates applicable

Municipal Corporation Mayor Cquivalent to the highest post of the Government servant

Munigipal Corpuration Coungillor

Equivalent to the post failing under category-11 under

I'A rules of the Government servant,

Municipal Council / President Equivalent to the post falling under category-1l under
Nagar Panchayal A rules of the Government servant.

Municipal Council / Members Equivalent to the post [alling under category-1H under
Nagar Panchayal TA rules of the Government servant,

18.19

(3} No journey shall be undertaken by any official of the ULB without the previous sanction of the
DDO. In case of DDO of Municipal Corporation or other ULBs, the prior approval of the Commissioner
/ President, as the case may be, will be required.

(6) Rates of travelling allowance for employees: No travelling allowance shall without the sanction
of Government, be paid to any employee of the ULB at a rate in excess of the rate 1o which he would
be entitled if he were a Government servant of the samu stalus drawing the same pay.

Any bonus, gratuitous gifl by way of incentive may be granted as per directions of Government issued

fromm time 1o tune,
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Due date of Salary of Establishment: The salary, wages and other benefits and perquisites (collectively
referred to as salary in this manual) of the ULB employees shail be drawn and paid on the tirst working
day aof the following menth for the month during which it has been earned and as provided under rute
8.3,

Increment: Annual increment shall be admissible 1o the employees of the ULB in the pay scale they are
warking subject to the provisions of prescribed rules. Where the first payment of Salary in which a
periodical increment is drawn for an employee of the ULB, necessary entries shall be passed in the
service book as well as in ECR duly signed by the DDO.

Accounting and recording procedures: The accounting and recording procedure for salary & travelling

allowance shall be same as preseribed under rule 16.3,

Recoveries fram salaries: The following recoveries shall be made by deduction from pay bills:-

i Fines imposed on members of the establishment
b. Recaveries onaccount of Loans and advances given to emplovees
g Recoveries on account of Pension. and / or Provident Fund subscription, other recoveries (to

be specilically stated in the pay bill) such as income tax, Premium for LIC, Postal insurance, recoverics
of dues of co-operative society ordered by special recovery officer or as per the orders of any other
Courtete.

d, Recoveries on accounl of sceurity deposits by employees.

2, Recoveries on account of advance of pay

I'he above recoverics shall be properly clussilied and posting shall be made in to the respective Ledger
ACcounis,

Avrear claims: No ¢laim on account of pay and allowances, not preferred within one year of its becoming
due, can be paid without the sanction of the ULB. -

Employees / Employer’s share to Provident Fund:

(1) A deduction shall be made from the salaries of the employees on account ol employees share

for provident fund in case of Contributory Provident Fund, Emplovee Provident Fund under Employees
Provident Fund & Miscellaneous Provision Act and General Provident Fund.

(2) The amount of Emplover share shall be contributed by the ULB in case of Contributory Provident
Fund and Employee Provident Fund under Employees Provident Fund & Miscellaneous Provision Acl.

(3] In case of contribution under Employees Provident Fund & Miscellaneous Provision Act, both
employees and employer share shall be deposited with the concerned Department every month within
the stipulated period.

Payment of Provident Fund amount in respeet of employees on deputation: Provident Fund amount
deducted from the salary ol employvees on deputation to the ULB shall be deposited with the goncerned
authority every month along with employer share in case of Contributory Provident Fund and Employee
Provident Fund under Emplovees Provident Fund & Miscellancous Provision Act.

Loans to Employees against Provident Fund

(i) As per the prescribed rules, the ULB may grant loans to the employees against balance
standing to the ¢redit of their Provident Fund account. A deduetion shall be made for recovery of loan
given from the provident fund, from the salaries of the employees fromi the Pay Bill,

(2} The Aceounts branch shall transfer the amount deducted towards recovery of provident fund
luans from Bank Account to Provident Fund Bank Account.
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Investments of Provident Fund

i1y The Provident Fund money shall be invested either in the shape of fixed deposit with the
schedule banks or in Government Securities to earn maximum rate of interest,

(2) Investments made in respect of Provident Fund shall be entered in a Provident Fund Investment
Register to be maintained in Form AC-23 (provided in Chapter 22 on Investments). The accounting
procedures 1o be bllowed and the accounting entries to be passed in respect of investments of Provident
Fund shall be similar to the procedure preseribed for investments in the chapter on invesiments.
Interest on Provident Tund:

{1} Interest, which is earned on Investments made our of the Provident Fund Reserve, will be
credited 1o the Provident Fund Reserve account.

2 The provident fund account of each employee shall be credited at the end of each year with
interest at the rate declared by the Government from time 1o time,

(33 In situations where the interest earned is more than the stipulated interest amount payable to

the employees, then the surplus interest amount shall be kept in “Provident Fund Interest Surplus

Aceount™,

(4) In situations where the interest earned is lower than the stipulated amount of interest payable
to the emplovees, then the deficit shall be made good from the “Provident Fund Interest Surplus
Account” and even if there is a still shortfall, then the same shall be made good by the ULB from the
municipal fund,

Withdrawal from Provident Fund

(1) The balance standing to the credit of the provident fund account of an emplovee may be
withdrawn either at the time of emplovee's retirement or otherwise in accordance with the preseribed
rules in this behalt.

{2) The employee may, in accordance with the prescribed rules, withdraw the balance standing to
the eredit of his/her provident fund account during the continuation ol his/her employment. The Accounts
branch shall pass nccessary entries on receipt of approved payment order (Form GEN-20).

(3} When any employes ceases to be an employee of the ULB, the Provident Fund account of the
employee shall be closed and he shall be paid the amount to the credit o his Provident Fund account
(contribution, interest, cte.) from the Provident Fund Bank Account. The Aceounts branch shall recognize
liability for payment of provident fund ducs and for payment of the amount determined from the
Provident Fund Bank Account,

Recovery of subscriptions

(1) Every subscription to a provident Tund shall be recovered by means of a deduction of amount
of such subscription from each pay bill of the subscriber provided that in calculating the deduction to be
made fractions of rupee of pay shall be disrcgarded.

(2) Notwithstanding anvthing contained in rule 18.23 of this rule, no ULB shall be required or
permitted to subscribe the employer's contribution to the contributory provident fund while the employee
is absent or on leave except during the first four months of leave.

ULB contributions to the Contributory provident fund - The ULB shall contribute to the provident fund
of each subscriber at the rate of ten per cent or as fixed by the Government from time to time.
Provided that if the subscriber, who is required or pennitted to subscribe, to the provident fund, resigns,
within five years of the commencement of his service, except on account of illness or any other cause
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which the LLE may determing to be o sullicient cause. or has been dismissed from serviee of the
LB the U LD nuay deduet Mrons ghe sum standing 1o hes crediv i the provident fund, the wholeor any
part of the contributions made by it to his provident fund and the mterest thereon.
Note, - o subseriber 15 tansterred otherwise than as o tlemporary measure to Government service
at his own request. be shall be weated as having resigned from the service of the ULB. il he is
translerred to Government service departmentaliy. his service under the ULB will be considered 1o
hiave ceased withost & resignation.
Ledaer account subscribers
{13 The ULB shall mamtain a Provident Fund Ledger in Form PF-1 of which separate portions shall be
assigned to each subscriber. and there shall be entered therein each month the amount of each subscription,
the amount ol the emplover contribution and the monthly balance on which interest is to be caleulated.
I cse of General Provident Fund, no posting shall be made in the column pertaining to employer
contributions.
it The ULHE shall maimtam a Provident Fund Liabilities Account in Form PF-2, which shall be posted
upan every diy on which accounts are credited or debited to the accounts (Form PF-1) of the subscriber.
In case of General Provident Fund, no posting shall be made in the column pertaining to employer
contributions.
b, The amount of interest acerued on the balance at the credil of a subseriber shall be calculated at the
end of the year ar when the account is closed to the nearest rupee.
Provided that no interest shall be credited to the Accounts of a Muslim subscriber, il he infarms the
ULI3 in writing that he does not wish 1o receive the interest and that the ULB may utilize it on any
subject of general public interest:
Provided that if' the Muslim subscriber subsequently asks for interest, it shall be credited to his account
with effect from the first day of the year in which he asks tor it.
{23 At the end of cach year, the ULB shatl furnish each subscriber with a statement in Form PF-3,
showing the halance at credit of his account at the beginning of the vear, the amounts added thereto by
way of subscriptions and contributions and the interest accrued during the year and the balance at
credit of his account at the end of year
Payment of subseriptions and contributions to be made monthly to the Post Office Saving Bank /
Scheduled Bank saving account —
(1) Every ULB shall open an account, to be called The Municipal Provident Fund Account, with the
Savings Bank account with Post Oftfice or any Schedule Bank and as soon as may be al the beginning
of each month and il possible, before the fourth day of each month shall pay into such account the
amount of all subscriptions recovered under the provisions of Rule 18.31 and of the employer contributions
payable under the provisions of 18.32. The Commissioner / Executive Officer, as the case may be, of
the U1L.B shall operate the Municipal Provident Fund Account.
(2) Belore a cheque is drawn for payment of subscriptions and contributions as required by sub-rule
(1), a hill shall be prepared in Form PF-4 and submitted with the relevant salary bill in Form AC-21, for
signature to the DDO, provided that the ULB may make pavment of the subscriptions and contributions
on a single bill and by means ufa single cheque in respect of all subscribers or on separate bill and by

means of separate cheques in respect of subseribers of different branches.

General rule as to withdrawals,

{13 No sum shall be withdrawn from the provident fund account with the Savings Bank except-

. under the provisions of rules lor the purpose of investment or placement; or
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b under the prov sions of tules Tor the purpose of making an advanee 1o subseriber's, or

o under the provisions of riie wilen a subseribeds secount is 1o be closed tor pay ment o the subscriber
or 1o his heirs

d. under the proviso given below the rule 1833 (1)(b) for the purpose of utilizing the interest on subjeet
of veneral public interest,

(2} Whenever @ sunt is withdrawn from the provident tund account with the Savings Bank. such sum
shall forthwith be credited 1o the municipal fund under the head “Suspense Accounts” (Advances and
Deposits) and pasments shall be made there from for the purpose for which the sum was w ithdrawn by
neans of a separate chegue on a bill in Form AC-19 and such pavment shall be debited to the head
~Suspense Accounts” (Advances and Deposits) provided that ifany portion ol'a sum withdrawn remaing
credited 10 the municipal fund under the provisions ol any rule, such portion of such sum shall be
credited through contra voucher in Form AC-5 by crediting concerned head of income and a comespending
debit beine shown under the head “Suspense Accounts™ { Advances and Deposits).

NOTE: When it is necessary to adjuost the recovery of un advance payment which has been meurred or
of an overpayiment or the refund of money wrongly pa il or received or any such transaction, the receipt
or payment of the amount involved shall be entered in the seneral cash book (Form AC-1), in red link,
the head of account to be entered. preceded by the word “deduet™ The procedure with regard to
adjustment of an advance, eic. explained above shall invariably apply in the case ot withdrawals and
puvments taking place under this rule to avoid unnceessary inflat ion of Tieures of receipts and expenditure
ol LR,

Withdrawal ol amount frem provident fund account for Investment

Save as provided in rule 1835 with the previous sanction of the Comm issioner or Exeeative Otficer, as
the case may be, withdrawal shall be made from the provident fund account and investment or piacement
of such sum shall be made subjeet 1o the conditions and restrictions applicable to the investment or
placement of a portion of the municipal fund under sub-section (1) of Section 35 of theAct of 1911 and
section 84 of the Act of 1976,

Investment of provident fund moneys in National Savings Certificate -

(1) Al the option of a subscriber, the whole or part of the amount at his credit in the provident fund
account should be invested by the ULB in National Savings Certificates in accordance with the Post
Office National Savings Certificate Rules, 1944,

(2) The entire interest acerued on such investment should be credited by the ULB 1o the account of the
subscriber. who has invested the money, The incidental charges in connection with making or realizing
of such investment should be debited to the account of the subseriber.

(3} The Natianal Savings Certificate like insurance policies shouid be pledged to the ULB. These
certilicates will remain in the custody of the Officer in-charge of the accounts function of the LILE until
their maturity or retirement or death of the subscriber whichever event occurs earlier, so that if
circumstances, require the withholding of the employer’s contribution under rule 18.34 or deduction of
any amount under rule 18.41 of the manual, it may be made. and the certificates may he cashed before

the due dale of their matutrity.

Advanees:;

(11 With the sanction of the Commissioner in case of Municipal Corporation and President / Executive
Officer as empowered under prescribed rules, any subseriber may. out of his awn share of the amount
chown at credit of his account of the Provident Fund Ledger, be granted an advance from his provident

fund ol an amount prescribed under rules,
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{2) The amount of an advance shall be repayable in equal instalments as may be fixed under preseribed rules.

(3 The gmount of an advance shall be recorded i the Provident Fund Ledger (Form PF-1) and a note
shall be made as to the number of instalments by which the advance is recoverable, and each month
the amount of the advance repaid shall be recorded in red ink in the ledzer, shall be entered the amount
of the balance of the advance owtstanding, and the amount of interest lost on the monthly outstanding
balances shall be recovered from the subscriber in the menth following the month in which the last
instalments of the advance is recovered, and at the end of the vear shall be added to the interest
caleulated on the monthly balance.

Provided that a Muslim subscriber, whose deposits in the tund carry no interest, shall not be required to
pay any inlerest

(4} 1f the whole or any portion of a ULB contribution is to be withheld when a subscriber's account is
¢losed, and it when such account is closed, any portion of an advance made to such subscriber is still
outstanding. the amount of the advance outstanding plus the amount of interest last calculated on the
monthly vutstanding balance of the advance shall be added to the amount shown at the eredit of the
account, for the purpose of caleulating the employver's share of the total eredit of aceount,
Declaration in Form PE-9 by subscriber:

(1) Each subscriber shall, as soon after he joins the Provident Fund, as possible, be called upon by the
DDO to furnish a declaration in Form PF-9, in favour of one or more members of his family in such
proportions as he may like showing what he wished to be done with the provident fund money at his
credit in the event of his death.

(2) A subseriber, who has no family, may nominate any other person or persons instead, provided that
such @ nomination shall be deemed to have been duly made in accordance with these rules only for as
long as the subscriber has no family.

{3} 1fa subscriber at any time acquires a family or remarriage, any declaration already made under sub-rule
{2} above, as the case may be, shall forthwith become null and void and unless a revised declaration is
received by the DDO, the amount of his accumulations shall be dealt with as per rule 18.40.

(4) A nomination may be cancelled by a subscriber and replaced by any nomination which is permitted
to he made under this rule.

Withdrawal on closing of account - When a subscriber dics or ceases to be employee of the ULB, the
amount shown to the eredit of his account of the Provident Fund Ledger (Form PF-1) plus interest
accrugd lo date shall be withdrawn from the Savings Bank and pavment of such amount shall be made
to the him or the claimant as per preseribed rules.

Amounts to be withheld when account is closed — If anv sum is due from a subscriber to the ULE at
the: time when his account is closed, the ULB may deduct the amount of such sum (but not exceeding
in any case the total amount of its contributions credited to the account of the subscriber and interest
accrued thereon) before making payment of the amount at the credit of his provident fund account,

General accounts to be maintained by the ULB: = Every ULD shall maintain
{1) Provident Fund Account in Form PF-5

(2} Provident Fund Investment Account in Form PF-6

(3} Provident Fund Investments Interest Account in Form PF-7

{4) Provident Fund Interest Account in Forin PF-§

(5) Register in Form PF-10 for keeping a list of investors of and the account of investments in the
National Savings Certificates.
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CHAPTER-19
Municipal Works Accounting
19,1 Tenders 1o be called for incase of works 10 be executed on sanctioned estimates

(1) When a work is 1o be started for which an estimate has been sanctioned as required under the
provisions of The Punjab Municipal Works Rules, 1978 the Officer in-charge of works shall by notice
published in the manner specified below, call [or tenders for the execution of work or for the supply of
material in connection with the work to be submitted in Form MW-3 or MW-6, as the case may be,

(2) Lvery notice published under the provisions of sub-rule (1), shall comply with paragraph-I of the
general ules and directions for the guidance of contractors printed on the first page of tender form
(Form MW-5).

192 Fenders and Cruotations for purchase of material:-
{a) Quatations shal| be obtained in all cases where the purchase exceeds five thousand rupees, but does
not exceed twenty thousand rupees in the case of a ULB of any class. In all cases where the amount of
purchase exceeds twenty thousand rupees, tenders shall be invited;
(b} When the lowest quotation or tender is not accepted, the reasons for rejection thereaf shall also be
recorded before accepting the higher guotation or tender;
(€] Tenders or quolations need not be invited i purchases are to be made from the Government
Department or depot or a Government Industrial Centre.
Provided that the sealed quotations or tender shall be invited by issuing notice inviting quotation or
renders and the quotations or lenders so invited shall be opened by the Commissioner in case of
Municipal Corporation and by the Executive Officer along with the President in the case of Municipal
Council / Magar Panchayat. as the case may be, in the presence of an official not below the rank of an
Assistant in hoth cases,

193 Provisions as (o tenders
{1} Notender submitted in response to a notice issued under the provisions of rules shall be deemed 1o
be a valid tender unless -
a, it Is a tender given by a contractor enlisted with any ULB or any other Government Department;
b. it s sealed;
¢, It is accompanied by a deposit of earnest maney in the shape of cash or Demand Draft, Banker's
Deposit at call receipt or through electronic mode of payment @ 2% of the estimate cost in favour of the
concerned ULB. Further, in case of ender having estimate cost of Rs.10,00 crore or more, the rate of

earnest money may be fixed by the ULB but in no case it shall be less than 1% of the estimate cost.

(2) In case of F-tender, a single tender can be considered provided the tender accepting authority
considers that the rate quoted are genuine and reasonable,

(3) Calling of tenders: Procedure for publication of tenders should be according to the following table

below:
Financial Limit Period of Notice  Mode of Publication
Works costing Rs, 30,000/- or less 7 Days To be given wide publicity in such manner
as the 1/L.LB may direct
Waorks costing above Rs 30,000/ 14 Days To be advertised in at least two vernacular

Newspapers having state wide circulation




Works of grgent palure costing up
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1o R, 20,000
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19.8

(4 lendering Pracess: Entire tendering process (calling of wnders, opening, aceeplance or rejection)
for development sorks £ supply of material. outsourcing ete, should be processed by the head of the
concerned branch entrusted with the tunction

(5) Al instructions issued by the Government from time 1o time regarding e-tendering and other tendering
procedures shall be followed.

Freatment ol earnest money — Earnest money shall be based on lixed percentage rate as per amount
of estimates mentioned in notice inviting tender in accordanee with the provisions of sub-rule (1) of rule
19,3, When a tender has been accepted under the provisions of rules, the earnest money deposited by
the contractors, whose tenders have not been accepted, shall be refunded forthwith.

All sums received under the provisions of sub-rule {1 pot' 19.3 shall be treated as deposits received by
the ULB and shall be brouaht to account and shall be entered in Earnest Money Deposit Register, to be
maintained in Form GEN-41, Provided that such sum of money shall remain in the custody of the
official authorised by the ULB aind in that case only the sum forwarded by the contractor, wha's tender
has been accepted. shall eventually be brought to account,

Register of Tenders: A register oftenders shall be maintained in Form MW-7 by the concerned branch,
in which shall be entered details of all tenders received in response to notice published under sub-rule
(1Y al eale 123,

Acceptance of tenders for works

(1) All tenders Tar works shall be opened by the Municipal Engineer at the time and place specified in
the netice issued under the provisions of rule 19,3, in the presence of the Commissioner or an authorized
alficer ora Committee constituted by him in this behalf'in the case of a Municipal Corporation and the
President or in the absence of the President, the Vice President in the ease of a Municipal Council /
Nagar Panchavat. The Municipal Engineer shall thereafter submit to the Finance and Cuntract Committee
in the cases of Municipal Corporation and President or other officer or sub-committee authorised by
the Munieipal Council / Nagar Panchayat in this behalf' in the case of a Municipal Council / Nagar
Panchayat, all the valid tenders received by that date together with the recommendation as to which
tenders should be accepted and the Chairman of Finance and Contract Committee and in his absence
the Commissioner in the case of a Municipal Corporation or the President ar other otficer in case of
Municipal Council / Nagar Panchayat, as the case may be, shall sign the tender or tenders which he
considers should be accepted as twoken of such acceptance.

(2 In case no suitable rates are received by the Finance and Contract Committee and in 112 absence by
thie Commissioner in the case of a Municipal Corporation or by the President or other officer in the
case of a Municipal Council / Nagar Panchayat, as the case may be, the contract may be given by
auction but the procedure should be resorted to only when the tenders called for are considered as too
high in comparison with the current market rates or comman schedule of rates.

Security Tor performance of contracts

(1) When a tender has been aceepted under the provisions of rule 19.7, the contractor shall be reguired
to deposit, within ten days of the receipt of intimation that his tender has been accepted, in cash or
Government securities or Bank Guarantees or pay-order or Demand Draft from scheduled banks such
sum as together with his earnest money which will make up a sum egual to one-tenth of the amount of

his tender, as sceurity for the due pecformance of contracts provided that all securitics so deposited
shall be formally piedped w the ULR and the ULB may i the case ol any work or any class of works
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peguire it mstead of the seeurity mones being deposiied inadvance, one-tenth of the amount of
every running bill payable o the comractor during the course of the execution ol the work may b
deducted and retained by the ULB until the amounts so deducted and the carnest money deposited
under the provisions of rule 192.3(1) (¢} 1ogether make up i sum egual to one-tenth of the amount of the
contractor's tender. But in case ol supply of material, 3% security will be deduected and the same will
be refunded alter T month from the date of completion ol supply order.

(2} The security deposited under the provisions of sub-rule (1) shall. il'it s cash, be deposited in the
name of the VLB, along with the earnest money deposited under the provisions of rule 19.3 (1) (¢) in
the Savings Bank account, and such security and any sum deducted under the provisions of sub-rule
(1) shall be retained by the ULB. and refunded in the follow ing manner - half of the security deducted
will be refunded atter 6 months and the remaining half will be refunded atier | year lrom the date of
completion oras per the time slab lxed in NIT as retention period which shall not be less than one year
in any case, This security shall then be refunded 1o the contractor together with any interest that may
have acerued thereon unless in the meantime the work has been found 1o be delective or not up to
specitication and the Contractor has not remedied such defect or tailure to comply with the specification,
i which case such security or sum deducted shall be retained until such defect or failure has been
rimedicd.

(3} In no circumstances shall an advance be made lo a Contractor for any work 10 be executed for

LILR.

(4) Notwithstanding anything contained in the foregoing rules, the security deposited by a contractor
for the supply of material in connection with a work to be executed by the ULB departmentally as
mentioned in rule 19.3, shall be refunded after one month afler the contractors complete the supply
strietly in accordance with the conditions ol the contract, the supply is accepted as such by the Municipal
Engineer and taken in his book.

Standard Bid Documents: Standard bid documents may be used tor construction projects costing Rs, 1.00

194
Cr and above,
1910 Tender form fee: [t shall be as per the following manner
Sr.No. Work / Supply having estimate cost Fees for Tender form
1. Upto Rs.30,000/- [s. 200/~
2 Upto Rs.50,001/- 10 RS, 10.00.000/- Hs5.500/-
3 Rs 1000001/ to Rs.t crore Rs 10006/
4. Above Rs.l crore . s, 2000/ -
[9.11  Work / Supply order

(1) Every Work order / Supply arder shall be prepared in triplicate in Form MW-9 and shall bear a
unigue sequential number. This numbering sequence shall be based on the branch it relates to the assel
orexpenditure oroup to which it relates and the period of sanction. While entering the contents of Form
MW-9 in Form MW-12. the page number of Form as well as of Register shall be mentioned from
where entrics have been taken.

(2) Entry of each Work Order / Supply Order for those work / supply the cost of which exceeds
Rs.20.000/- rupees, shall be made in a Register in Form MW-12, in the branch entrusted with function
te deal with contracts, work orders and orders for supply. At the end of the month, the Officer in-

charge of the branch shall check the register 1o ensure:-
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a. that every contract. work o supply order, for which sn order was given, has beéen carried out
promptly, and
b. that when any contract, work orsupply order has been completed as perall terms and condinons laid
by the ULB, payment is made without unnecessary delay
(3)An explanation shall be added / given in the column of remarks with regared to any contract, work or
supply order which was unduly delayed.
{4) When a report on a requisition in Form MW-4 has been accepted, the Officer in-charge of the
branch shall issuc a Work Order in Form MW-9 tor the execution of the work to such contractor
whose tender has been accepted by the competent authority, otherwise, il so decided by the
Commissioner / Executive Otfficer, as the case may be, the work shall be executed departmentally by
the Officer in-charue,

19.12  Measurement book

(1Y All works executed by the ULDB shall be recorded in the measurement book in Form MW-11 in
which details regarding the material 1ssued, amount of work done by the contractor, estimated date of
completion eic. shall be recorded.

{2) The Measurement book shall be numbered serially. When a bill is passed for payment, the connected
entries in the Measurement book and the cross references given in the bill, shall be crossed over.

{3) Details of every work exccuted, ineludimg works executed departmentally, shall be entered in a
Measurement Book 10 be maintained in Form MW-11 by the Junior Engineer and shall be checked
periodically by the engineer-in-charge, who shall initial the entries checked by him and enter the date of
his checking. No payment shall be made (0 any contracior in respect of any work unless such
measurement of hidden items such as excavation in foundation, lving of pipes, etc.. shall be entered by
the Assistant Corporation Engineer or the Assistant Municipal Engineer as the case may be, and
record thereof shall be kept in the Register of work in Form MW-12 in remarks column.

{4) All entries in the contents of "Area" column of the Measurement Book shall invariably be made in
inedible ink,

{5) The Assistant Corporation Engineer / Assistant Municipal Engineer, where so posted, shall test
check hundred per cent measurement in respect of hidden works such as works in toundations, iron
and steet i roofs, ete., and twenty-five per cent of the measurcment in respect of elher works, The
Corporation Engineer or Municipal Engineer, as the case may be, shall test check measurements toa
reasonably extent subject to the minimuim of ten percent. Superintending Engineer ofa ULB shall also
check two per cent of each work having estimated cost of Rs.10.00 [acs or more. A collective record
of all the checks carried out shall be prepared at the end of each measurement book — 11 in the
fullowing proforma:-

Date of checking  Pages recording Value of Result of Dated initials with Remarks
ICHsUIEment medsurements lesl  measurements designation of
subjected to test checks checked checking officer
check

[ 2 4 5 b

LY |
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Variations in measurement above two per cent in respect of original works and above [ive per cent in
respeet of repairs works shall be reported to Commissioner / Executive Officer, as the case may be.

Mot

() The check provided in sub-rule (3) shall not extenuate responsibility of the Assistant Engineer or
Municipal Engineer or Superintending Engineer for the execution of works and payments. Such officers
shall recard a certificate to the effect that they have personally inspected the work and have satisfied
themselves that the work has been executed properly.

{b) The final bills shall be prepared by the Assistant Engineer or the Municipal Engineer, as the case
may be.

(¢} The tinal measurement of work shall be taken and recorded within ten days of the receipt of the
Contractor's repart of the completion of the work and in cases where the provision of this sub-rule
cannot be complied with, the Corporation Engincer or the Municipal Engineer shall record the reason
for the delay.

(d) When payment is made for the work measured, each page ol the measurement book recording
measurement shall be scored out by diagonal red ink lines and an endorsement giving a reference lo
the number and date of the payment voucher shall be recorded by the Officer in-charge of the accounts
branch.

{6) Measurement book shall be numbered serially and the officer-in-charge shall maintain a stock
register in respect of them in Form GEN-32, in which shall also be entered particulars as to their issue
and returmn.

(7) When a Measurement Book has been filled up, it shall be returned to the official entrusted with the
duties to maintain the stock register of Measurement books (Form GEN-32) and he will record the
entry of return in the register.

Inspection of works -

(1) All works executed by UL shall be inspected by the Engineer-in-charge at least once a month and
it will be recorded in the Measurement Book under his signature as a token of having dene s0. The
financial caleulations in the Measurement book shall be checked in the office of the enginecr-in-charge
and by the Accounts branch,

(2} Small works i.¢. works whose aggregate value does not exceed Rs.50.000/- may be measured
alter their completion. The agreements with the contractors shall also provide for this condition where
practicable.

Register of Municipal Works: A Register of Works shall be maintained in the enginecring branch in
Form MW-12 in which shall be entered the details ol amount of every estimate for a work sanctioned.
detail of work order in Form MW-9, reference of page & number of measurement book and detatls
with regard to every payment made in conneetion with the work. A separate page shall be assigned m
the régister to each work.

Contractor’s Ledger - A Contractor's Ledger shall be maintained in the accounts branch in Form MW-
13, in which shall be entered details of all transactions with contractors in connection with works and
reference of page number of Form MW-12.

Register of Aided and Loan Works - A Register of Aided and Loan Works shall be maintained in the
accounts branch in Form AC-16, in which shall be kept an account of every work, the cost of which a
grant in-aid has been contributed by State / Central Government or by an Apency or for which a loan
has been raised.
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19,15

Muster Rotl

(10 I the case ol a work carried out depurtmentally by daily labour, the officer in-charee ol the work
st maintaina mustes-roll i Form MW= 10 poyving the smount doee on the roll vt of his permanent /
temporary advance. ifobained. supporting the bill with the muster roll and no separate acquittance roll
shall be required in respect ol the payvment of such establishment

(20 Al the muster rolis shall be pre-numbered and proper account thereot shall be Kept in a Stock
Rewisterin Form GEN-3 1 Before issuing the muoster-roll the official having custody o such rolls shall
authenticate it, and shail specity the work for which it shall be used. The muster-rolls shall be checked
by the Commissioner ¢ Executive Qfficer, or by any other Othicer authorised by them at least once a
momth.

{3 Muster-rolls {Form MW-L0} shall never be prepared o duplicate.

{+) Labourers may be paid more than once g month, but separate rolls shall be prepared for each
perivd of payvment,

(3} The daily attendances and absences of labourers and the fines inflicted on them shall be recorded
daily in Part-l of the muster-roll { Form MW-10) in such a way 1o facilitate the correct caleulation of the
net wages ol each labourer for the period of payment, to render it difficult w tamper with, 1o avoid
unauthorized additions or alterations in entries once made and to Gicilitate the correct classification of
the cost of labour by works and sub-heads of works where necessary:

(63 Aler a muster-roll (Form MW-10) has been passed by the officer in-charge of the work, payment
thercon shall be made as soon a5 possible, and each payment shall be made or witnessed by the
authorised official, whe shall certity 1o the payments individually or by groups, at the same lime specifying
bath in words and in figures, at the foot of the muster-roll, the total amount paid on each date; and if any
iterm remains unpaid, the details thereof shall be recorded in Pare-1l of the muster roll betore the
memorandum at the foot of Part-1is completed by the person, who made the payment.

(7111 any payee does not present himself for payment by the end of the month; the amount drawn for
him shall be refunded by short drawl in the next bill, payment of arrears due being made subsequently.
In no circumstances wages shall be kept in deposit bevond the end of the month in which payment 15
drawn,

{8) The progress of work done by the labour shown in a muster- roll and the quantity of the material
used in the work shall be recorded in Part-111, if the work is susceptible af measurement, and i1t s not
st susecptible, reasons thereol shall be recorded inwriting,

Workshops - If'the LILB maintains a workshop, the officer in-charze thereof, in addition to maintaining
a Stock Register (Form GEN-31 ) as required by rule 5.3, shall maintain a Workshop Work Register in
Form MW-18 and muster-rofls of the workmen employved in accordance with the provisions of these
rules, and the Officer in-charge of warkshop shall, not less than once a month, examine the Stock
Register {(Form GEN-31) and Workshop Work Register (Form MW-18) and sign them as token of
having done so and shall check muster rolls on frequent and unexpected occasians.

Payment for Municipal Works
19,19 Forms of Bills tor payment for works —
(1) Payment of @ wark shall be made by means of

a. First and Final Bill in Form MW-14 in all cases when the work has been executed against a work
order issued under the provisions of rule 19,11 and in a single payment anly is 1o be made on completion

ol a work or for materiad supplivd for works,
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b Hunning Bill i Form MW-13 when paymaent is 1o be made during the progeess o n work ' a
partion of the work execuled o ora porton of the nusterial supphied.

¢ Final Bil) in Form MW-16 when Tinad payments 1o be made in respeet ofa work or  contraet for the
supply of material completed, payments in respect of which have previously been made on Running
13ills.

(23 1y order to cosure prompt payment of a final bill. every contractor shall be required to submi
Written report as 1o the completion vfa work not later than the day after such completion and proper
record thereod shall be mainttined in chronological order by the officer in-charge of the work.
Work-charged Establishment Pay Bill, - Notwithstanding anything contained in rule 18.4, when any
establishment is engaged for the purpeses of a particular work, and the cost af such establishment is w
be charged against such work, the pay of such establishment shall be paid by means of Muster Roll in
Form MW-14,

Preparation of Completion Report ar Certificate. When awork is completed, the Municipal Engineer
shall prepare a completion reportor certificate in Form MW-17 and he will append the samu in the tile
along with final bill, He shall compare and explain all ditferences between the quantity, rates and costof’
the work execited and that estimated lor

Submission of Completion Certificates - No payment of first & tinal bill and final bill shall be made in
respect of any work until a completion report and completion certiticate m Form MW-17 has been
submilted by the Engineer in-charge of the work. He shall furnish a completion certificate within one
month of receipl of contractor’s report and where the report cannot be given, he should record reasons
thereof and submit a report to the Commissioner / Executive Officer to this effect,

Nole, Betore signing the completion report / certificate, the Engineer m-charge of the work shall
ensure that consumption statement of departmental material issued from time to time is prepared and
appended 1o the completion certificate, duly checked.

Statement of Receipts, Issue and Balances of Road Metal - II'supplies ot road metal or paving stones
or sets for the repair of roads are maintained or when separate contracts are made for the supply of
metal or paving stones or sets for, and the consolidation of paving of, a road to be newly metalled or
paved or to be re-metalled or re-paved, statements of receipls issued and balances of road metal shall
be maintained in Form MW-1 by the Municipal Engineer or by officers in-charge of circles subordinate
to the Municipal Engincer. and such officers shall, at the beginning of each month, submil a copy of'the
statement for previous month to the Municipal Engineer,

Payment 1o Contractors

(1) The bill submitied by the contractors shall be received by the Engineering branch for scrutiny. The
bill shall be verified by head ol the works branch with the measurcment book and with other records
and shall be processed turther.

(2) Subject to the provision of rule 19.8 (1), payment shall usually be made up to nine-tenths of the
vitlue of work done, the balance being retained as security. The tolal amount paid on running bill and on
the final bills shall not cxceed 90 per cent of the total cost of the work done. The balance 10 per cent
shall be paid as per the provision of rule 19.8 (2).

(3) Works not to be executed except on a sanctioned estimate or an aceepted report on a requisition. -
Vo work shall be excouted until a detailed estimale of its cost has been preparcd in Form MW-]
together with the necessary plans, and sanctioned by the competent authority.

Provided that if a petty work costing five thousand rupees or less is of an urgent nuture (Urgency 1o be
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specified), a petty works requisition only in Form MW-d need 16 be prepared and the work shall be
executed on acceptance by an officer 1o whom power to sanction the execution of the work has been
delegated subject 1o repart made on Part 1 of Form MW-4 in compliance with a requisition made on
Part-1 of such form by such officer. It the petty work referred above is not of an urgent nature, it shall
be kept pending till sufficient petty estimates have been collected or a list of such minor work shall be
prepared and regular tenders shall be invited thereef, in accordance with the provisions of rule 19.3.

(4) The ULE shall adopt the common schedule of rates of Punjab PWI as amended from time to time
and shall prepare estimates according to the rates prescribed in the aforesaid schedule unless in any
particular case the Municipal Engineer is of the opinion that such rates are not sutficient or are too high
when a detailed report shall be submitted along with the estimate as to the reasons for variations in
rates {ram those in schedule or and for rates not provided in the common schedule of rates of Punjab
PWD for which necessary justification along with analysis on the basis of which the rates have been
recommended shall be given in the estimate.

(5)if at any time before the completion of work, it appears that the sanctioned estimate is likely to be
exceeded by more than ten per cent gither owing to the rates being found insulticient or for any other
cause, the Municipal Engineer shall submit for sanction a revised estimate in Form MW-2, together
with a comparative stalement giving a full explanation of the cause which have lead to the variations,
picher in quantities or in rates, between the sanctioned and the revised estimate.

Provided that if a revised estimate is not likely to be sanctioned before the work is finalized, a statement
in Form MW.3 shall be submitted by the Municipal Engineer together with the comparative statement
referred to inthis sub-rule. Revised Estimate and Statement shall be approved by the authority which
accorded approval to the Original Estimate.

Provided further that in no circumnstances the original sanctioned estimate be allowed to exceed by
twenty-1ive per cent, except with the sanction of the Director, Local Government or any other authority
duly empowered in this behalf. 3

Grant of Coneessions 1o the Co-operative Labour and Construction Societies in the execution of Municipal
works: The concession granted by the Government of Punjab, Departiment of Co-operation vide
notifications issued from time to time to the Co-operative Labour and Construction Societies shall also
apply mutatis mutandis in the execution of Municipal works.

CHAPTER-20

Accounting of Fixed Asscts
Maintenance of [xed asset regisler,
(1) To record transactions relating to fixed assets, ULBs shall maintain separate fixed asset registers
inrespect of land, immovable and movable properties in Form GEN-35, GEN-33 & GEN-34 respectively.
Intangible assets shall be listed in Form GEN-34 and [ixed assets relating to Public Lighting shall be
entered in a Register of Public Lighting systen in Form 5L-1,
(2) In Register of immovable property, the details of all the trees within the jurisdiction of the ULB,
excluding forest areas attaining a girth of about one foot six inches, shall be entered. Two volumes of
the Register in Form GEN-33 shall be maintained. In Volume-l all praperties vested in or owned or
leased by the ULB shall be entered and in Volume-11, all nazul or other property placed under the
management of the ULB shall be recorded.
{3} In Volwme-1 of the register (Forns GEN-33) property leased by the ULB shall be entered scparately
from property vested in or owned by the ULB.
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(1) In the register (Form GEN-33) property, one or other of the fheadings given below shall be entered:-
i, lands with buildings attached,

b. building sites, or

¢, Other plots and each picee of property shall be entered on 4 separate page with a plan of the
property on the opposite page. As far as possible, the details shall be maintained in computerized
tormat.

(3) The ULB shall periodically and not less than once a vear cause the Register of inmovahle Property
to be examined and the examining officer ar member shall certify the record to be correct; Volume-11
of the register in Form GEN-33 shall alsa be comparcd annually with the nazul register maintained by
the Deputy Commissioner.

(6) The register of Immovable assets shall be maintained by the ULB through the officers designated
for this purpose. The Registers shall be updated in respeet of additions. disposals, significant repairs or
renewals and depreciation of the assets. The register shall be kept in the personal custody of the
Authorised Officer.

Register ot encroachment on immovable property 1o be maintained. The ULB shall maintain a Register
of Encroachment on immovable property in Form BL-2 in which shall ba entered the details of all
encroachments which have come and are brought to the notice of the ULB. Two volumes of the
register shall be maintained, in Volume-1 shall be entered the details of encroachments on immovable
property vested in or owned or leased by the ULB and in Volume-11 encroachments on all nazul and
other properties placed under the management of the U LB, shall be entered.

Register ol Movable Property to be maintained: - Every officer or emplovee of the ULRB in-charge of
movable property of ULB other than stamps or stocks of articles or material kept for issue shall
maintain a Register of Movable Property in Form GEN-34.

Rent Demand and Collection Register;-

(1) The designated oftficer of the ULB shall maintain 4 Bent Demand and Collection Registerin Form
RT1-2 in which shall be entered details of every lease deed in respect of property leased out by the
ULB, shown as such in the Register of Immovable Property (Form GEN-33), as soon as lease deed is
exceuted between the ULB and the lessee.,

(2) Al the beginning of each year, 2 new Rent Demand and Collection Register (Form R'T-2) shall be
maintained in which shall first be entered the names of all lessees against whom arrears are shown as
due on account of the previous year or years in the register of the previous vear topether with the
amount al such arrears afier which the entries relating to the demand of the current yedr shall b
posted. The word "arrcars” being written in red ink in the "Remarks” column dgainst the name of any
person in the list of the current year, whose name is also entered in the list of persons from whom
arrears are due,

(3) When in accordance with a resolution of the ULB. the rate of renl in any case is altered, the
necessary amendment shall be made in red ink in the Rent Demand and Collection Register (Form RT-
2}, a note shall be made in the "Remarks” column giving the authority for the amendment. When any
remission of rent is granted hy the ULB, no correction shall be made in the register, but the authority
for the remission of rent shall be entered in the appropriate places in the register,

All fixed assets shall be entered in the Register, which shall contain separate segments. Every fixed
dsset or group of fixed assets of similar nature shall be maintained on a separate page in the register,

Expenditure incurred and payments made in the course of purchase or construction of an asset shall be
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recarded an the Capital wark by progress register (Foemy MW= 199 Entries will be made in the fixed
asset register onby al the tme when the asset s veady for use and the liability o pay for the related
expenditure has arisen, Where the usset is not purchased. the Resister shall also record the Completion
Certfieate number,

Avquisition o Tixed assets - Capitalisaion

(1) Fixed assets shall be recorded at cost actually incurred, in order 10 make the assel ready to be put
teruse. This cost shall include ancillary charges e.g. freight. insurance, site preparation etc., which are
necessary Lo place the asset o &5 intended location and condition for use,

(20 IFassets are received on concessionml rate, the same shali be accounted foron the basis of acquisition
cost, If the assets are acquired a1 Tree of cost. the same shall be recorded at nominal value of rupee
CHEC,

{30 Interest on lown availed for purchase or construction of Fixed Assel shall be capitalised till the
Fixed Asset is put 1o use,

Addition and improvement ol fixed assets : Any addition o or improvement to the fixed asset that
results m increasing the utility, capacity or usetul life of the asset shall be included in the cost of asser.
Revenue expenditure on fixed assets: Revenue expenditure in the nature of repairs and maintenance
incurred to maintain the asset and sustain its functioning or the benefit of which is less than fora YT,

shall be debited 1o an appropriate expense account,

Depreciation on fixed asset

(1) Depreciation shall be charged on the fixed assets as per the Straight Line Method (SLM) at the
rates prescribed in Appendix-1V, The Depreciation shall be applied to the group of assets in a class and
notto individual assets,

{2) No depreeiation shall be provided on Land.

(3) All asscts costing less than Rs. 3,000/-, shall be depreciated a1 100 per cent in the year of purchase.
However, such assets shall also be recorded in the lixed assets register at appreciated value of Re. |
per such asset,

Revaluation of fixed assets

(1) Fixed assets are recorded al cost less depreciation till date. The increase in net book value arising
an revaluation shall be credited to a reserve account under the respective fund as ‘Revaluation Reserve,
A decrease in net book value arising on revaluation of fixed assets shall be charged to Income and
Expenditure account under the head "Loss on Revaluation of Fixed Asset”.,

(2) In case of revaluation of fixed assets, depreciation shall be provided on the basis of the figures
arrived after revaluation. The amount of additional depreciation arising due to revaluation of asset shall
be transferred to the Income and Expenditure Account from revaluation reserve account.

Disposal of fixed assets: Fixed asscts may be disposed of by way of transfer or disposition of the asset,
The surplus or deficil, ifany, on disposal of fixed asset with reference to the depreciated value shall be
transterred to the income and expenditure statement.

Physical verification of fixed assets

(1} The Authorised Officer shall carry out physical verification of the fixed assets at least once during
the year. The balance as per physical count, if found correct. shall be certified by him. Any discrepancy
found shall be reperted to the Commissioner / Executive Officer, as the case may be, for appropriate

actian.
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(23 Terminal veriticiion of ULB'S properties - The whole of the property of the ULD. movable and
immovable meluding investments: shall be veritied at least once m three vears by @ member or members
of the Ui1.B specialiy deputed: provided that the same member or members shall not be deputed for the
purpose on two conseentive occasions; provided further that with the approval of ULB. a professional
auditor. may also be engaged for the purpuse of this verification,
(3) Notwithstanding anything contained in sub-rule (2). the said verification of the meters, heaters, and
hoilers, ifany, and other parts of the electric installation belonging to the ULB, shall be made by a
person or persons specially engaged by the ULB in this behall.
HAPTER-21

Accounting of Capital works in Progress
Maintenance of register and accounting & recarding procedures
(13 ULB shall maintain a work register in Form MW-12 in which details of expenditure incurred on
projects invalving capital expenditire shall be recorded, Register shall be kept in the personal custody
of the Authorised Officer.
(23 This register shall contain entrics of every work commenced. The entry shall be based on the work
arder, which shall bear s unigue numbering sequence. Assets under construction. erection or installation
on existing projects and capital expenditure on new projects including advances for capital works and
project stores shall be entered in the Register. The amount payable as per Bill Register and running
amount paid shall also be recorded therein.
(3) The total amount recorded in the register against works nol capitalised, as on Balance sheet date.
shall be included under the head “Capital work in progress”™ in the Balance Sheet. It shall comprise of
the total amount paid towards the said work including hills passed for payment but not paid.
Procedure to he followed at the time of completion of work
(1) Expenditure on capital assets, which are in the process of construction, erection, installation but not
considered ready for use, shall be recorded under the head 'Capital works in progress”, When the work
is completed, the Authorised Officer shall put the lollowing note below the entries "Work completed
and asset is ready for use and completion certificate furnished on dated......."
(2) When such report { certificate is issued, the Officer in-charge of the accounts function shall record
a Journal entry transferring the balance in the “Capital work-in-progress account” 10 appropriate category
in the Fixed Assct Register.
Period end procedures: At the period end, the concerned branch shall submit to the Gfficer in-charge
of aceounts function, a summary statement of status of capital work in progress, detailing budget
allocared to the Project and expenditure mncurred till date on capital prajects that conlinue ta be in
progress on Balance Sheet date. On receipt of the above statement approved by Otfice in-charge of
accounts function, the Authorised Officer shall verify that total expenditure incurred on each project as
stated in the statement tallies with the respeetive capital work ledger account and that all completed

projects are transfurred to the Fixed Asset Register.
CHAPTER-12

Investments

UILB shall make Investments of its surplus fund m accordance with the provisions of this manual and
policy framed by the Government from time 1o time.

Deposits and investment of surplus fund: Any surplus fund in the hands of ULB, which may not be
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reguired Tor immediate current charges, may be invested in the shape of fixed Deposits in Schedule
RBanks or in Government securities in accordance with the provisions of the Act of 1911 and the Act of
1976,

{ g ]
3
i

Maintenance of Investment Register

(1) ULDB shall maintain an Invesnnents Register in Form AC-23 shaowing all investments held by it.

{2} Details of investment made from Municipal Fund, various Earmarked Funds and Specific Grants

shall be recorded in the Investment Register.

{(3) The register shall be kept in the custody of the Officer in-charge of the accounts function,

{4) The Register shall be updated in respect of additions / disposals in the investments.

{5} A statement showing the amount and nature of all investments recorded in the Register (Form AC-

237 shall be shown in the financial statements,

224 Accounting procedury
{1 1Al investments are initially recognised at cost. The cost of investment shall include cost incurred in
acquiring the investment and other incidental expenses. il any, incurred for its acquisition
(2) Long-term investments shall be valued at cost, including acquisition charges such as fees, brokerage,
duties cte, ifany. IFthere is any decline in the value of investment which is considered to be other than
temporary in nature, it shall be reduced from the cost of investiment and shall be debited to the Income
and Lxpenditure account. Any appreciation in market value of both short-term and leng- term investments
over the cost ol investments shall be ignored,
(3) If the appreciation is in respect of investments for which provision for diminution in value or fall in
value was made in earlier years. the value ol the said mvestments shali be appreciated by an amount
not greater than the provision for duninution / fall in value made in earlier vears.

225 Accounting of investments - Incomes and gain / loss

(1) Interest on investments shall be recognised as and when due, and shall be accrued proportionately

at the end of each year. Noting of the interest accrued shall be made in the investment register.

(2} Investments may be held Gl maturity or may be dispased of before the maturity date, On disposal
af investment, the profit carned or loss incurred on disposal of Investment shall be recorded as income
or expenditure in the Income and Expenditure Statement.

(3) In case of Special Funds Investments or Grants Invesiments, the profit realized or loss incurred
shall be adjusted in the Special Fund or Granl Account.

22.6  Physical verification of Investinents
{1} At least once during the vear and at the end of the financial vear, the Authonised Officer shall
conduct a physical verilication of investments and reconeile the balance as shown in the investments
register-and the balance m ledger accounts,
{2) Each of the investment certificate / instrument { document shall be verified to confirm that the
investment stands in the name of the ULEB.
(3) Authorized Officer shall also verify whether the interest or dividend is actually received as per the
terms of the agreement.

{4) Any discrepancy found shall be reported to the Commissioner / Executive OfTicer of the ULB for

appropriate action,
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CHAPTER-23
Loans & Advances
Recognitions of loans & advances
(17 Interest an loans shall be recognised as and when due. At period-ends, interest shall be accrued up
to the date of the period-end.

(2) Interest earned on loans given out of specitic fund / grants shall be directly credited to the specilic

Fund / grant account,

(3) Penal interests, ifany, either on loans given out of Municipal fund or out of specific fund / grant shall
be accounted on actual receipl,

(4) Provision against bad and doubtful loans shall be made according to the provisioning policy of the
ULB based an norms or guidelines issued by the Government in this regard.

(5) Any additional provision for loans outstanding (net on overall basis) required 1o be made during the
year shall be recognised as expenditure and any excess provision written back during the year shall be
recognised as income of the ULD.

(6) Writ-offs of bad and daubtful loans shall be adjusted against the provisions made and to thatextent,
loan outstanding get reduced. In case of inadequate provisions, the write-offs shall be recognised as
expenditure,

Accounting for Loans & Advances.

(1) Register of Loans to e maintained - Details with regard to all loans raised by a ULB shall be
recorded in a Register of Loans to be maintained in Form AC-13, each loan shall be recorded on a
separate page of the reaister and every entry made in the register shall be attested by the officer in-
charge of accounts.

(2) The amount of loans granted to external organizations and undertakings shall be entered in the
Register of Loans & Advanees in Form AC-13, 1o be maintained by the Accounts branch.
Advances

a. When an advance of any sort, whether a permanent or temporary, is given. it will be reviewed under
the dircet supervision of the officer in-charge of accounts function, who shall sign the entry, as a
demand in the Miscellancous Demand and Collection Register (Form AC-12), and when the advance
is adjusted, the particulars of the transaction shall be entered on the collection side of the register, a
note being made in the "Remarks” column showing how the adjustment was made.

b. In the event. circumstances warrant issuance of temporary advance to the employes, then the same
shall be approved by the competent authority in favour of branch head through the officer by whem it
is 10 be utilised. The amount received shall be utilised by the officer, who has received such temporary
advance, within a fortnight, otherwise that person shall deposit the amount in municipal fund. In case
the same is not refunded. the same shall be recovered along with the interest at the rate of 18% p.a.,
hesides initiating diseiplinary action against both the branch head and officer drawing temporary advance,
The amount shall be adjusted within 13 days from the date of getting the work done or supply is
received, In case of failure to zet the amount adjusted within stipulated period, the amount of advance
may be recovered from the pay of officer who has drawn the advance.

¢. The amount of the advances vutstanding at the end of each half-year shall be abstracted on to a list
of outstanding showing the original amount advanced and the date on which it was made, and the list
shall be laid before the ULRB.
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Ao Bvery official to whom g permanent advanee is sivert shall on receipt of the money and on the tirse
day o April each vear. sign an acknow ledgement that the amount 15 due from and to be aecounted for
by himself. and in the case of the transter of the charge of an office.a similar acknowledgement forthe
full amaunt shall be signed by the relieving afficer, and all such acknowledgements shall be keptona
suard file in the office of the accounts branch. An entry to this cftict shall be made in Miscellaneous
Demand and Collection Register (Form AC-12),

¢, No permanent advance of an amount exceeding lve thousand rupees shall be made to any employee
without the sanction of the ULB. No advance of any amount shall be made to the President, Vice-
President or an elected member of ULB without the previous approval of the ULB; provided that

(i} at the ume of passing such a resolution, the ULB shall satisty itselfl thal no previous advance 13
outstanding against the person conceraed without good and sufficient reasons: &

(i) ULB shall prescribe a time limit on the expiry of which the advance shall be accounted for or
refunded

Provision against Bad and Doubtful *Loans to Others’

(1) The Accounts branch shall review recoverability status of all Loans to others on periodical basis
and hased on the review and in accordance with the provisioning palicy laid down by the Government,
appropriate amount of provisioning or write-ofTneeds to be determined and accounted for after obtaining
the requisite approvals from the competent authority.

(2) All statements shall be certificd by the Commissioner / Executive Officer, as the case may be.

CHAPTER-2Z4
Inventory / Stoek

Inventory / Stock Register

(1) The functions of the Stores, invalving procurement, storage, issue, disposal and accounting of
inventory shall be under the charge of a Storeé Purchase Officer or any other authorized officer either
centrally at the Central Stores or at the branch Stores, where so arranged by the concerned ULB.
(2) The Store Keeper or any authorized official shall maintain the record of each Kind of inventory,
stocks of articles or materials kept for issue other than stamps. on separate pages in the Inventory
Register, which shall be maintained in Form GEN-31 in which shall be entered from time to time as
pecasion arises every transaction affecting such stocks

(3) If any particular class of articles kept in stock is issued frequently during the day, e.g., coal, the
issues shall be noted as they occur in 4 Store keeper's Day-book to be maintained in Form GEN-40;
and at the end of the day the daily totals shall be taken and carried into the Stock Register (Form
GEN-31).

Pracedure for receipt of inventory

{1} ltems of inventory delivered to the store and accompanicd by a purchase order or Indent issued by
an Authorised Officer of the ULB shall be accepted by the store keeper. Upon receipt of materials, the
Store Purchase Officer shall hizve the same inspected, measured and verified as required. Thereafter,
the delivery challan forwarded by the person delivering the goods shall be acknowledged by the store
kecper.

(2) Where inspection and measurement of the goods delivered is likely 1o take lime, a noting that the
anads are accepted subiect to verification shall be made on the delivery challan,
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(33 Upon receipt of inventars, the Store heeper shall prepare o Muarerinl Receipt Note in Form
[ o

(1) The material receipt Note shall be prepared in tiplicate, one copy shall be forwarded o the branch
mdenting £ ordering the goods and second copy to the Oflicer in-charge ol accounts function, From the
Material Receipt Mote, eniry shall be made regarding receipt ol materials i the Inventory register
maintained in Form GEN-31,

(5) The articles received tree of ¢ost shall be recorded at Re. 1/- in the stock register,

Receipt of Bills trom suppliers of inventory and stores

(13 On receipt of bills from the supplier. the Store Purchase Otlicer or authorized officer shall compare
it with the Material Receipt Note (MRN), On veritving that the particulars are in agreement, a rubber
stamp recording this fact and giving cross-references of the MRN number and bill number shall be
atfixed on the MRN and bill.

(2) The particulars of the supplier's bill shall then be recorded in the Register of Bills [or Payment
maintained in GEN-23. The copy uf'the duly stamped bill along with the relevant MREN shall be forwarded
to the branch ordering the material,

Serutiny of Bilis: The Authorised Officer. who had indented the stores marerial, shall verily the supplier's
bill and accompanying MRN forwarded by the Store Purchase Otfticer. It satisfied about the receipt of
appropriate material at appropriate rate, he shall make noting recommending payment.

Issue of material

(1) Issue of materials will be made only on receipt of Material Heguisition Note (REQN) in Form
(iEN-36. The Requisition prepared by the Authorised Officer of the requisitioning branch shall be
presented in triplicate and first two copies shall be sent to the Store Keeper for issue of material.

(2) The person drawing the requisition shall indicate in the requisition, the name of person with designation
to whom the materiais are to be handed over. A copy of the Material Requisition shall.be retained by
the concerned branch.

(3) The material shall be issued by means of Material Issue Note in Form GEN-38 signed by the Stores
Purchase Officer.

(4) On receipt of material requisition note, if the materials as specified in the requisitions are available
in the Stare. it shall be issued after recording entry for issue in the Inventory Register.

(5) On receipt of material requisition note. if the materials as specified are not available in the Stere, the
Store Keeper shall return the Material Requisition Note (REQN) to the issuing branch with a noting
"notin stock".

(63 At the time of handing over the material, acknowledgement of the concerned persen shall be
abtained on the Material lssuc Note.

(7) Materials may be issued either to branch employees or to contractars, acknowledgement of the
concerned employee or the authorised person of the Contractor shall be obtained on the Material Issue
Note.

(8) The Store Keeper shall give cne copy of the Material Issue Note (bearing acknowledgement of
receipt of the material by the official or duly authorised person) to the requisition issuing branch and
one copy of the Material Issue Noete should be preserved in record of the Store Purchase Officer.

Return of material

(1) If the materials supplicd are found to be defective or nat in accordance with the terms specified in
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the agreement, the same shall be returned back 1o the supplier concerned and an entry for return of
material in the issue column of the relevam folio in the Stock / Inventory Register shall be made.

(2) The details of the materials returned shall be recorded on the MEMN and the Officer in-charge of
the accounts function shall be informed accordingly.

Physical verification of stores
(1) The physical veritication of all items of inventory shall be carried out on the last day ol'the accounting
vear and at such time intervals as the ULB may decide.

(2) The verification shall be carried out by the Store Purchase Officer in the presence of Officer
deputed and the staff of the accounts branch. The Store Purchase Officer and Officer deputed along
with staff of account branch shall certify the stock sheet noting of physical verified inventory.

{3) Stores shall be reconciled with the balances as per the Inventory Register. Nominal discrepancies
identificd shall be rectified and incorporated in the Inventory register. Any serious discrepancies shall,
at once be reported o the Commissioner / Executive Officer, us the case may be,

(4) The Authorised Officer along with staff of the accounts branch shall also carry out periodic
verification to identify obsolete, damaged, non-movin gorslow-maving items. Report shall be prepared
of such items at least once every quarter and decisions with regard to action to be taken shall be
arrived at by a committee constituted for the purpose.
(3) The value of physically verified closing stock shall be incorporated in the Financial Statements,
Accounting and recording procedure
(1) When the Authorised Officer of the branch, indenting/ordering the material, sends the duly approved
payment voucher in Form GEN-21. the accrual of expenditure shall be recorded.
(2) At the end of each month, the stock lying at the period-end shall be valued in accordance with the
First In-First out Method at cost or Market Value, whichever is less, -
(3) Suitable adjustment in value in respect of damaged or deteriorated storage and slow moving items
identified and reported shall be made by the Store Purchase Officer with due authorization of the
Commissioner / Executive Officer, as the case may be, in regard o such adjusiment,
{4) Where the ULB resolved to write-ofT any pilfered or damaged goods, the entry to write-ofT such
sum shall be passed by the Officer in-charge of the accounts function o Iy after receiving approval of
the DLG, if the sum invalved exceeds Rs.5000/-.
Valuation of Closing Stock at Period-End: - At the end al every vear, the Store Purchase Officer shall
send a Report of Closing Stock in Form GEN-39 to the Commissioner / Executive Officer, as the case
may be, and Officer in-charge of the accounts function.
CHAPTER-25

Loans and Advances to Staff
Maintenance of Advances to Staff registers: A register of advances given to employees shall be
maintained in Form AC-10. The particulars of each advance shall be enlered on separate pages. The
first page for each advance will record the particulars like name of the employee, the amount of
advance given, date of disbursement, purpose of loan and terms on which the same is paid. This shall
alsa include particulars of rate of interest, repayment period ete, The opposite page shall record the
recovery of the advance amount (including interest).

Accounting and recording procedures

(1) Loans and advances paid or payable shall be recognized as and when sanctioned. 1 hey shall be
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accounted as assets of the ULB,

{23 Where interest is chargeable on the advance to staft, the same shall be recognized as income of the
ULB for the respective vear on accrual basis; even if the same 15 not due for recovery from the
emplovee in the said vear

Recovery ol advance

(1) The recovery of loans and advances given to employees shall be made from their monthly salary.
The amount recovered along with interest as recorded in the monthily pay bill shall be adjusted against

the advance made 10 the cmployee.

(2} An entry recording the recovery shall also be made in the advance to staff register (Form AC-10)
against the advance shown to the concerned emplovee.

Year-coud procedures

(13 At the end of the year, an abstract of advances to employees shall be drawn from the Advances to
Staft Register,

(2) The abstract shall show the loan outstanding at the beginning of the vear, loans lent during the vear,
total interest accrued during the year and total amount of recovery of principal amount of advance,

interest, if any and adjustments during the year,

{3) The amount outstanding from each employee shall be furnished to the employee. Confirmation
from each of the emplovee regarding the amount outstanding shall be taken each year.

CHAFTER-16

Miscellaneous

Employee

26.1

Service books and Service rolls to be maintained for ULB employees, Service books shall be maintained
for all Regular and permanent emplovees of the ULE, The service book shall be obtaintd at the cosl of
the employees and shall be maintained in accordance with Punjab Civil Service Rules, Volume |, Part |.

Alteration of date of birth of an employee in his service book:

{1} Every person shall at the time of entry into service of ULB declare the date of his birth by Christian
era with confirmatory evidence either Matriculation certificate or Education Boeard certificate or
Municipal Birth Certificate or as per Government instructions issued from time to time.

{2) The declaration of the date of hirth, as made above, at the time of entry into service, as apainst the
employee in question, shall be deemed to be conclusive unless he applies for correction of his date of
birth as recorded within two vears {from the date of his entry into service.

(3) When an employee of a ULB within the period specified in sub-rule (2) makes an application for
the carrection of his date of birth as recorded, a special enguiry may be held to ascertain available
sources of information such as certified copies of entries in the birth register. University or School ape
certificates. After making the requisite enquiry, the Commissioner/ Executive Officer, if satisfied that
the date of birth of the emplayee recorded in the service book is incorrect, may recommend the
change. No such recommendation shall be made unless it has been satisfactorily proved that the date
of birth as originally recorded was given by the emplovee under a bona fide mistake and that he has
derived no undue advantage therefrom. No recommendation shall be operative unless appointing

authority aceords its approval thereto,

{4} The ULB reserves the right to make a correction with the approval of the Government in the
recorded date of birth of the employee at any time against the interest of the employee, when it is
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Security 10 be furnished by certain employees - (1) Every employee ol the ULB shall. ifentrusted with
e receipt. dishursement or custody of money or property o the ULRL be required to furnish seeurity

of an ameunt to be fixed ineach case by the ULB,

Provided that-

i) the amount of security shall be fixed by the ULDB with due regard to the responsibility of the ofhcer
and the value ol cash or property ssually handled by him,

i) in exceptional cases, the ULB may allow payment of the required security amount by monthly
deductions not exeeeding 20 per cent from the salary of the emplovee concerned, subject o the
conditions that the amount af the security shall be made up in a period not exceeding three vears and
that persanal sceurities shall be obtained until the full amount has been recovered;

iii) In case where cash sceurity is raken, the amount shall be deposited in a bank or post office in the
shape of term deposit 5o as o earn a reasonable high rate of inferest, The amount ol security along
with interest shall be paid to the employee concerned as & when he is relinquished from the duties for
which lurnishing of the security is required. In case of death of the employee, the amount due shall be
paid o the person entitfed for other dues of'the deceased emplovee.

Lapse of Security: - A security deposited under rule 19.8 & 26.3 or deposited under the provisions of any
other rules or bye-laws of the ULB shall lapse and be credited to the municipal fund, it it remains
unclaimed for more than three complete accounting years alier i has beeome doe, A security thus lapsed
1o the ULB, shall not be repaid unless the ULB is sanstied that the security was actually received, carried
to credit of municipal fund as lapsed and is now elaimed by the person, who would have deawn itany time
betore the lapse. The repayment of the security shall be recorded in the remarks column of the Register

ol Deposits (Form GEN-41) in order to ensure that a lapsed deposit is net paid morg than ence.

Legal

Register of Suits to be maintained.

{11 The ULB shall maintain a Register of Suits in Form GEN-43, in two volumes, one for suits in which
the ULB is the plaintiff and one for suits in which the ULB is the delendant, and a separate page ol the
register shall be allotted to cach suil.

{2) In the velume of the register of suits (Form GEM-41) in which the ULB is the defendant, the
amount paid in satisfaction of a decree shall be entered.

Maintenance of a register of Composition of offences. - The ULB shall maintain a register of composition
of offences in Form GEN-435 under scction 229 of the Act of 1911 and section 394 of the Act of 1976.
Register of Stamps to be maintained:—

(1) Every official of the ULB, in-charge of stamps for postage or receipts, shall maintain a Register of
Stamps in Form GEN-42 in which the receipt and issue ol all stamps shall be recorded as they oceur.
At the end of every week the details of the balance of stamips in hand, each denomination, shall be
shown in the remarks column, The balance of stamps in hand shall be verificd once a month by the
Authorised Officer and that Officer shall make a note of such verification in the register under his
signature,

{23 Service stamps shall not be used by a Municipal emplovee conducting correspondence on behalf of

a ULB.
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(3} 4 The postage charges for persunal service niatters of municipal servants shall not be borne by
e LI, Wihen, howeser such relerences are Torwarded oflicualls, the letter may be treated like any
piher ofieial communication,
(b) All telegraphic messages ¢ o Fax messuge. trunk calls ete, regarding personal service matiers
referred o in (a) above oF other analogous matters must be pawd for by the persons sending them.
{c) When it comes 1o the notice of office or audit that a letter, telegram or trunk-call hias been made at

municipal expense instead of at the expense of the ofTieers concerned. recovery shall be made.

268 Writing-oft of irrevocable and other dues or losses:-
Whenever it is found that any amount due to the ULB is irrecoverable or remission is granted, or
whenever any loss of municipal money or stores or other property oceurs (hrough the fraud or negligence
of any person or for any other cause and such property or money. if found to be irrecoverable, the fact
shall be reported to the ULR, and the ULB may order the amount or the value ol property 1o be written
ol as lost, irrecoverable or remission, as the case may be, provided that, il'in any case the amount due
or the value of property is in éxcess of rupees one thousand, then such order shall not take elfect
without the approval of the ufficer mentioned under column 4 of the table given below, namely -

TABLE

Sr.Mo ULB Amount to be written-off Competent Authority

I 2 3 4

i Municipal Corporation or Rs. 1001 to R 10,000 Lirector, Local Government, Punjab
Municipal Council of Class |

2 Nagar Panchayat or Municipal Rz 1001 1o Rs.5000 Concerned Deputy Director, Local
Council of Class [ and 11 Government, Punjab

3 Nagar Panchayat or Municipal Rs.5001 to Rs. 10,000 Director, Local Government. Punjab
Couneil of Class 11 and L1 :

& Napar Panchayat or Municipal Above Rs 10,000 Principal Seerctary to Covernment
Couneil or Municipal Corporation of Punjab, Department of Local

Crovernment

260  Office Order-book - An Office-book shall be maintained by the Commissioner / Executive Officer, as
the case may be, in which shall be noted all appointments, promotions, leave, suspensions. fines and
office arrangements and other order. Provided that if the ULB so directs separate Order-books may
be maintained in different branches by the respective head of branch.

26.10 LEmbezzlements

(1) Whenever an embezzlement of Municipal moneys or property orany circumstances oran irregularity
likely 1o be connected with an embezzlements or the fraudulent loss exceeding Rs.5,000/- is discovered,
an enquiry shall at once be instituted by the Commissioner / Executive Officer, as the case may be,
where such enquiry initiated and a case of embezzlement is established prima facie, the fact of the
embezzlement shall immediately be reported by the Commissioner / Executive Officer directly to the
Fxaminer, Local Fund Accounts, Punjab, who may, if thinks fit shall investigate the matter. Intimation
int that behalf shall also be sent:

(a) through the Regional Deputy Director to the Director Local Government, Punjab in case of Municipal
Council / Nagar Panchayat.

(b} directly to the Director Local Government, Punjab in the case of Municipal Coerporation.
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(2) Cases involving embezziement up to tive thousand rupees may be processed departmentally and
action against the official at fault be taken at ULB level.

{3) Cases involving embezzlement of more than five thousand rupees shall be registered with police
after the Examiner, Local Fund Accounts, Punjab has enquired into the matter and 15 satisfied that
there does exist prime facie a case of embezzlement and shall issue a certiticate in this regard.

{4) Prior written approval of the Government in consultation with the Examiner, Local Fund Accounts,
Punjab shall be necessary in cases of embezzlement to place an employee, belonging to Provincialised
cadre, under suspension,

{5) The ULB shall make its best efforts to recover the embezzled amount. IF the defaulting official
makes good the account, the ULDB shall not move for the withdrawal of the case unless the Government
in consultation with Examiner, Local Fund Accounts, Punjab, accords approval to such withdrawal.

Register of building application ; The ULR shall maintain a register of building applications in Form BL.-
I in which shall be entered all building applications as soon as these arereceived. The record of various
[ees realized shall also be made in the respective column of the Register, if the ULB collects any fees
of the kind provided therein.

Register of books purchased for Library

Details with regard to all books, purchased by the ULD and kept in the Library for public use, shall
be entered & tnitialled by the Librarian, as the occasion arises, in a register ta be mamtained in Form
GEN-44.
The Punjab Financial Rules as well as Punjab Civil Service Rules or any other rules / procedures
prescrived by the State Government fram time to time shall be applicable in respect of all matters,
which are not covered in this manual,
CHAPTER-27

Period end Procedures
Daily procedures
{1) The Cash Book shall be totalled and balanced daily. The posting shall be made in the respective
Ledger Accounts by the end of the day. The closing cash and bank balance of the day shall be carried
forward to the next day as opening balance for that day.
{2) The cash and chegue collection shall be remitted o the Accounls Branch or with the Bank, care
shall be taken that the money is remitted or deposited either on the same day or on the next working

day. Further, it shall be ensured that the funds are transferred from the Designated Bank Accounts to
the Main Bank Account at such periodicity as may be prescribed by the ULB.

(3) The Officer in-charge of the accounts function shall carry out a verification of sequence number of
the receipts issued each day, as mentioned by the collection office in challan submitted with the cash or
cheque deposited.

Month end procedures

{1} The Bank Reconciliation shall be carried oul on a monthiy basis for each of the bank accounts
maintained by the ULB.

(2) The Offtcer in-charge of accounts Tunction shall count the cash in hand at least once a month, the
balance so counted shall be compared with the Cash Book balance. Upon verification, the balance of
eash in hand shall be certified by him: and excess or deficit, it any, noted shall be reported 1o the
Commissioner / Executive Officer,
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{3) The daily postings of the entries in the Ledger Accounts from the Cash Book and the Journal Book
shall be checked and certified by the Officer in-charge of the Accounts function or other designated
officer at least once ina month. Necessary rectification entries shall be passed immediately in respect
of differences or errors in posting,

(4) At the end of each month, the Store Purchase Ofticer shall prepare a report of Closing Stock in
Form GEN-39 for the stocks held in the Store and issues made for various purposes from the entries
made in the Store Ledger.

(5) In addition to above, further period end procedures that are required to be performed at the end of
the month are listed below:-

a. Recording of expenditure against permanent advance,

b, Payment of pension contribution and leave salary contribution in respect ol employees on deputation.
¢. Payment of Government dues e.g. cess, other taxes deducted at source ele.

(6} The ledger accounts shall be totalled and balanced at the end of each month.

(7) The Trial Balance shall be prepared at the end of each month.

Cuarterly procedures

(1) The ULB shall prepare the Income and Expenditure Statement at the quarter end or such shorter
period as the ULB may decide for preparation of Financial Statements.

(2) The ULB shall also prepare the financial statements like Balance Sheet, Statement of Cash flows
and Receipts and Payments Account at the end of each quarter.

(3) The process of preparation of financial statements shall be followed by the preparation of trial
balance, which is a list of closing balances in all the accounts in the Ledger and the Cash Books.

(4) Reconciliation of deposits, advances, receivables and incomes with respective ledgers accounls
and registers,

Annual procedures

(1) All the period-end procedures, including the passing ol adjustment entries performed at the end of
each quarter shall also be performed at the end of cach accounting year.

(2) The physical verification of stores and consumables shall be carried out as per provisions of rule
287

(3) The physical verification of lixed assets at least once during the vear as per provisions of rule
20,13,

(4) Al the end of the year, the Accounts branch shall obtain a confirmation from all the persons to
whom the advances have been provided including the Head ol the branch for Imprest Advance and
employees of the ULB for miscellancous advance provided.

(5) The ULB shall prepare financial statements like Balance Sheet, Income and Expenditure Statement,
Statement of Cash flows and Receipts and Payments Account annually.

(6) The ULB shall create provision for depreciation on various lypes of assets in accordance with the
rates specified in Appendix IV and shall disclose the policy in this regard in the Financial Statements,

(7) In addition to above, further period end procedures that are required to be performed at the end of
the year are listed below:-

a, Acerual of interest on borrowings.

b Acerual of interest on advances and invesiments.
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CHAPTER-25

Finuncial Statements
Financial Statements to be prepared by the UELB:-
{1y Bach ULD shall prepare the following fnancial statements:
a. Bulance Sheer
b, Income and Expendinire Siatement
¢ Statement of Cash Flows
d. Receipts and Payvments Account
e Notes o Aveounts
{, Disclosure of significant accounting policies
o, Such other statements as may be prescribed under any Law, enacted 1o regulate disclosure of
Financial and other information by a ULB.
(23 The financial statements to be prepared by the (fficer in-charge of the accounts function at the
end of every accounting period and tor such other perivd as may be directed by Government shall be

as piven here under :-

Financial statement Form No.
Statement of cash Tows AC-26
Receipts and Payments Account AC-27
Income and Expenditure statement A28
AC-29

Balance Sheet

Statement of variation in actual figures with budget provisions

Statement of significant accounting policics

Noles o accounts

28.2
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{a) Monthly account: At the end of each month, a monthly Receipt and Payment account (Form AC-
27). Statement of Cash Flow (Form AC-26) and Statement of variation in budget provisions as prescribed
above shall be drawn up and shall be presented to the ULB by the Commissioner / Executive Officer, as
the case may be.

(b Annual account: At the end of each year, annual financial statements as prescribed above shall be
drawn up and shall be presented to the ULB by the Commissioner/ Executive Officer, as the case may

be.

After the Annual linancial statements have been approved by ULB, a copy of the same shall be
forwarded to the Government in the case of'a Municipal Carporation, Director in the case of Municipal
Council (Class-1) and Regional Deputy Director in the case of Municipal Council (Class-11 & 11I) &
Nagar Panchayats before the first day ol August of each preceding year.

Subsidiary Reports: Subsidiary Reports and statements shall be prepared as required by the Act, rules
and directions issued from time to time by the Government / Director, Local Government, Punjab. All
the subsidiary reports shall be annexed to the Annual Financial Statements.

Other disclosures: In addition to the subsidiary reports, the ULB shall also provide other important
financial information by way of disclosure such as:-

a. Details of income. expenditure. receipt or pavments oul ol grants:
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o, Details ol utilization of MIPY MLA tunds:
<. Details about the various Government programmes undertaken by the ULB from its own resourees
and the section of the population being benefited:
d. Percentage of properties defaulting on property lax both in terms of number and value in comparison
to total properties and income earned;
¢ Other details, ratios including those indicating service efforts. service accomplishments, and others,
as may be directed by the Government or Director, Logal Government, Punjab.
CHAPTER-29
Audit of Financial Statements
The financial statements prepared under these rules shall be audited by an auditor.,

Subject 1o the provisions of the Act and these rules, the auditor shall perform the audit in such a manner
as he thinks fit, having regard 1o the character and effectivencss of internal controls and to recognised
accounting standards and professional practices & ethics.

The auditor. within three months of the end of the financial year. shall complete the audit and prepare
an audit report. The audit report shall mention;

(1) Whether he has obtained all the inf ormation and explanations which 1o the best of his knowledge
and belief were necessary for the purposes of his audit;

(2} Whether, in his opinion, proper books ol account as required by the Act and Rules have been kept
by the ULB so far as it appears {rom his examination of those books:

(3} Whether the ULB?s Balance Sheet, Income and Expenditure Statement and Receipts and Payment
account dealt with by the report are in agreement with the books of account:

(4) Whether the Financial Statements give a true and lair view,

iy case of the Balance Sheet, of the State of Affairs of the ULB as on the last day ol the financial
vear: and

i in case of Income and Expenditure Statement, of the surplus / deficit of the ULB for the year ended
on that date.

(5) Where any of the matters referred above are answered adversely or with an observation, the
auditor's report shall state the reason for the same and with further explanation and the f{inancial

impact of such observation.

The auditor shall report on additional matters as may be prescribed. The audit report along with annexure
shall be submitted by the auditor to the ULB with copies to the Comm issioner / Exceutive Officer and
the Direetor, Local Government immediately on completion of audit,

The accounts branch may have a separate internal audit team to conduct 1 00% audit of all the accounting
transactions. The internal audit team shall oversee al! other audits such as concurrent audit and any
other audit being conducted in the ULB as decided by the Government from lime to time.

Audit and accounts. Subject to the contral of the Sceretary to Government of Punjab, Finance
Department, who will be the final audit authority, the accounts of the Municipal Corporation shall be
pre-audited by the auditor. In case of Municipal Councils / Nagar Panchayats, pre / post audit shall be
condueted, so far as possible once a year or hall yearly as the Government may direct. The State
Government may, however, direct that the accounts of a specitied ULB be audited from day to day by
one or more resident auditors. In addition to the ordinary audit under statute, rules and orders, higher
audit may be conducted with reference to the cannons of financial propriety reproduced below:-
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(1) Every Officer should exercise the same vigilance in respect ofexpenditure incurred from municipal
tund or other funds as a person of ordinary prudence would exercise in respect of the expenditure of
his own maney,

(2} Money borrowed against the secunty effallotted revenues should be spent on those objects only for
which, as provided by rules made under the Act. money so borrowed, I the money is utilized on works
which are not productive, arranzements should be made for the amortization of the deht,

{3) No authority should exercise its powers o Fsanctioning expenditure or pass an order which will be
directly or indirectly to its own advantage,

(4) Government revenues or public funds should not be utilized for the beneiit of a particular pLTSOn Or
section of the community unless:-

1. the amount of expenditure involved is not significant, or

i a elaim for the amount could be entorced in 1 cour of law, or

Hk the expenditure is in pursuance of recognized policy or custom,

(3) The amount of allowances. such as travelling allowance granted 1o meet expenditure of particular
type should be so regulated that the allowances are not on the whate sources of profit to the recipients,

except conveyance allowance specifically sanctioned by the Government. Without prejudice to the other
audit functions, a list of the more importance matters that may be taken up in higher audit is piven below:-

L Examination of administration reports déal ing with the public expenditure,

1. Serutiny of order delegating linancial authority,

li. Serutiny of Rules and Orders aftecting expenditure and ather transactions subjects to audit,

v, Serutiny of the linancial position and suggestions for increasing income or reducing expenditure or
maimtaining financial equilibrinm,

v. Serutiny of outstanding realizations and collection of information from the-payees to ensure the
correctness of the arrcars:

(6) Scrutiny of refunds of rates and taxes to ensure that there is no leakage of revenue.

(7) Scrutiny of expenditure with a view (o see that it is necessary and to make suggustions, designed to
stop extravagant expenditure,

(8} In order to see that the travelling allowance bills are not made a source of profit:-

L. Scrutiny of bills of Heads of branches and other officers, with special regard to the necessity and
frequency of journeys and halts, 10 see il they show any speeial features which cannot be objected 10
in the erdinary audit;

1L Serutiny of all travelling allowance bills, particularly of journeys by motor with a view to check
excessive demands;

iil, Serutiny of counter signatures on bills 1o see if the controlling officer is not showing undue laxity;
iv. Suggestion for transfer of headqguarters in order 1o effect ecanomy in travelling allowance charge
and to facilitate the work of officers concerned:

v, Scrutiny of actual expenses on account of hiring of convevance and other charges with a view 1o fix
a suitable monthly allowance:

vi. Scrutiny of frequent bills for short journeys.

(9) Serutiny of bills or pay and allowances with a view to sce that the allowances or scale of pay are
not excessive in comparison with that of simjlar posts under Government or in another ULB except
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cunvevance allowance specilically sanctiened by the Government.
(1) As resards works, supplies and services:-
i the instance on calls for tenders being made before contracts are given and on comparison of local
rates with those at important trade centre as before placing orders:
il. Comparison of rates in the neighbeuring localities for work done or the supply made:
i, Serutiny of lump sum contracts in various ULBs for similar work, with a view 1o reduce the expenditure:
iv. Scrutiny of municipal work stalf, with a view to see that the proportion of cost of establishment to
waorks is not toe high in comparison with other ULBs:
v. Scrutiny of contributions recovered for services rendered with a view (o see that the contribution
covers the present cost:
Vi in cases ol water and electric supplies and other similar works, the comparison of the quantity of
work done with the consumption of fuel / energy.
(11} Contingencies. - Scrutiny of water supply electric and other contingent charges with a view to
suggest the possibility ol effecting economy,

297 Audit Fee: - The ULB shall pay to the Goverrment
(1) (i) in the case of pre-audit, average cost of the audit staff engaged on pre-audit calculated under
Rule 10.20 of the Punjab Civil Services Rules Volume-1, Part I, plus leave and pension contribution
worked out under the rules, plus allowances actually paid to such staff and in addition supervisory
charges calculated at 10 per cent of the abave amount;
(11) in the case of post-audit, an audit e shall be calculated according to the number of auditors
engaged in auditing the accounts of the ULDB as per the rates fixed by Finance Department, Government
of Punjab from time to time.

Explanation - y
The audit fee due under rules shall be paid as soon as practicable after the conclusion of audit but not
tater than
{a} In the case ol post audit, one month from the date of conclusion of audit: and
(b) In the case of pre-audit schemes, by the end of the financial year, The audit fee may be paid by the
ULR. dircctly inte the Treasury by crediting the amount under the appropriate head.

298 Production of record & action taken report by ULEB:-

(1) The ULB shall produce at the time of audit all such accounts, registers, documents and the papers
as may be required by the audit officer for the purpose of audit.

(2) It shall be open to an audit officer by public notice or otherwise t invite the public assistance in his
audit by the preduction of receipts, passes or other documents issued by the employees of the ULB in
acknowledgement of moneys paid to the ULB.

(3) After audit of its accounts, the ULB shall deal promptly with the objections statement and audit
note sent by the audit officers, and shall, as soon as possible, decide upon the action (o be taken on the
objections and suggestions made by the audit officer.

{(4) I'he ULB shall within a month of the receipt of audit report. convene a special mecting of the ULB
to consider the objections and suggestions made by the auditors and 10 decide upon the action to be
taken in regard thereto and the decision taken shall be sent to the Auditor within three months of the
date of the reeeipt of audit note. A copy with two spare copies shall at the same time be sent to the
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Director, Local Government as well as o the concerned Regional Deputy Dirceton, Local Government
in the case of Municipal Councils / Nagar Panchavats and to the Government in case of Municipal
Corporations, A copy thereoi shall be kept in the office of the ULB and shall be placed betore the
Audit officer at his nextvisit,

CHAPTER-30

Bank Reconciliation Statement

The Bank Reconciliation shall be carried aut on & monthly basis for cach of the bank accounts operated
by the ULB by reconciling bank balance as shown in the Cash Book of the ULB with the bank balance
as per the pass book / statement received from the bank.

Bank reconciliation statement: A bank reconciliation statement shall be prepared by the olfficer
in-charge of accounts function or the person designated for this work before the 7th day of the next
month in Form AC-1 1.

Pracedure: It shall be the duty of the officer in-charge of accounts function to close and balance the
Cash Book on daily basis.

He shall also obtain weekly bank scrolls (i.e. the bank's record of the transactions between the bank
and ULR [or receipts and payments at any particular date) from the bank.

[f there s a dilTerence between the balance as per the bank statement and balance as per cash book
at the end of each month, then the entries in the bank scrolls obtained from the bank shall be checked
with the entries in the cash book. In checking these items, the oflicer in-charge of accounts function
shall check entries not just by amount but also taking into consideration the chegue number or name of
the payee or payer ele,

The officer in-charge of accounts function shall lirst compare the entries in the Cash Book with the
entries in the Bank statement given by the bank. The items, which do not mateh, shall be brought in to
the Bank reconciliation statement of that period, )

Mismatch items e.g. cheques issued by LLDB but not debited or cheques deposited with bank for
collection but not credited to the account by the bank ete. identified through bank reconciliation process
{comparing bank statement and cash books) shall be verified 1o ascertain their penuineness and the
causes underlying, for their not credit or non-debit.

Based on this checking, a Rank Reconciliation Statement for each bank account shall be prepared in
FormAC-1 1.

Cheeks for preparing Monthly Bank Reconciliation Statement
(1) The Accountant / employee entrusted with the job may obtain the Bank statement on a daily basis
and note the Balance as per the Bank in the Statement in Form AC-11.

(2) Similarly, the Accountant / employee entrusted with the job of maintaining the cash book shall also
verify the cheques for which entry for receipt has been made but which have not been deposited in the
hank despite having been received. or though deposited in the bank have not been credited in the respective
bank account, A list of such cheques shall be drawn up under the approprisie heads and entered into the
recenciliation statement which shall be prepared for every bank account on a monthly basis.

CHAPTER-31
Budget

Budgets shall reflect the estimated inflows, outflows, surplus / deficit under the various Receipts and
Payment heads, Opening and Closing balances.
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312 Ihe receipis and payments shall be classified under tour broad heads Revenue Receipts. Revenue
Expenditure, Capital Receipts and Capital Expenditure.

313 The receipts and payments shall be estimated for cach ol the accounting subjects under every Budgeting
centre,

314 Budget shall be prepared for each of the revenue and capital account heads in Form BUD-3,

31,5 This form shall be prepared by individual budgeting units for each of the Major and Minor Heads of
Account along with the details of the function and functionaries responsible for discharge of the functions
and field towards which it relates.

316  DBudset shall be prepared fund-wise for cach of those funds for which accounting are done separately.

317 Budgets shall be prepared by summing up the estimates made from the lowest units and consolidated
hudaet shall be represented using BUD-4 and a summary form shall be prepared using Forms BUD-L,
BUD-2, BUD-5, BUD-6 & BUD-Y,

118 The budgeting activity for ensuing financial year shall commence in the first week of January of the
financial year preceding it. The various slages of budget preparation and approval should be within the
time limits as stipulated in this regard by the Act.

310 Thetime schedule for preparation, placing and revision of the budget and budget approvals by ULB
would be governed by the provisions of the Act. The ULB shall, each year on or before the 28th
February, submit in duplicate an estimate of its income and expenditure, lor the ensuing financial year
(hereinalter called the budget) to the following authorities -

Sr Mo. Class of ULBs Sanctioning Authority

(1} Municipal Corporations Secretary to Government of Punjab, Department

of Local Government

(2 {lass | Municipal Council Director, Local Government, Punjab .

3) Class Il and Class [T Municipal Councils / Concerned Regional Deputy Director, Local
MNagar Panchayats Government, Punjab

3110 Preparation of the Preliminary edition of the budget: The Preliminary edition of the budget shall be

prepared in the case of Corparation by the Commissioner and in the case of a Municipal Council / Nagar
Panchavat, by the Executive Officer. in consultation with other head of branches in accordance with the
following instructions -

(1) Actual of the past vear, sanctioned estimate of the current year and actual of the first nine months of
the current year on both the income and expenditure sides of the prescribed form shall first be filled up.

(2) Revised estimate of the current year on both sides of the form shall then be filled up, by adding the
actual fizures of first nine month to the estimated figures for the remaining three months. If the actuals
of the first nine months and the probabilities of the remaining three months, indicate the likelihood of an
excess or a delicit of Income as compared with the amount of such Income sanctioned for the current
vear on the income side of the form or a saving on the expenditure under any head on the expenditure
side of the lorm, the necessary adjustment shall be made in both sides of the form so that the estimate
ofthe balance with which the following year will open may be as correct as possible, but no sum shall
be entered on the expenditure side of the form in excess of the corresponding entry on the income side
unless the excess expenditure has already been sanctioned under the provisions of rule 31.16.

(3) estimate of the next year on both sides of the form shall then be filled up. and on the income side
shall be entered such sums as in the case of a Corporation, the Commissioner and in the case of a
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Municipal Council / Nagar Panchayat, the Execttive Officer in consuliation with other head of branches

may consider likely to be received:

Provided that:-

E{E

o The transfer of sufficient funds from the grant under the heads "Reserve for unforeseen charges™
or the grant under some other departmental Head or no sums shall be shown as a contribution from
Ciovernment unless intimation of the probability of such a grant being made has been received, provided
that the cstimated unspent balance at the end of the year of any contribution received during the
current year or in previous year shall be shown in its appropriate column, the total of such unspent
halances being deducted from the amount shown as "¢losing balance” in the income sidc of the form
for the purpose of arriving at the amount to be shown as "opening balance” in the income side of the
forme,

b o sum shall be shown as a receipt from a loan or from & new taxation unless the raising of the loan
or the imposition of the new taxation has actually been sanctioned.

(4) Details of the sanctioned establishment shall be shown in Budget Schedules | of Form BLID-8.
(5) All outstanding liabilities shall be entered in Budget Schedule 11 of Form BUD-8.

Fxtract from the preliminary edition of budget 1o be submitied 1o sub-committees

(1} When the Preliminary edition of the budget has been prepared under the provisions of rule 31,10, if
cuh-committees have been constituted by the LILB, a copy of such portion of the budget as concerns
it, shall be submitted to each sub-committee, which shall by a date 1o be fixed by the Commissioner /
Exceutive Officer. return it with such remarks as it may deem necessary and with such proposals for
new recurring and non-recurring expenditure as it may deem desirable.

(2) If a sub-committee has not been constituted in respect of any branch or if any sub-commitiee
constituted in respect of any branch, fails to submit its proposals for new expenditure by the date lixed.
the head of the branch concerned shall submit his proposal to the Commissioner / Exceutive Officer, as

the case may be.

11,12 Preliminary budget to be submitted to Finance Sub-committee : When the remarks and proposals
ol sub-committees o heads of branches, as the case may be, have been received under the provisions
of rule 31,11, the preliminary edition of the budget shall be considered by the Finance Sub-Committee,
if any, or, it there is no Finance Sub-commitiee, it shali be considered by the Finance & Conlract
Committee, in the case of Corparation and by the President in the case of Municipal Council / Nagar
Panchavat.

31,13 Finalising of Preliminary budget

(1) The Finance sub-committee & in its absence, Finance & Contract Commiltee, in the case of
Municipal Corporation after considering the remarks and proposals of the other sub-committees, ifany,
or of the heads of branches and after making any changes in the figures submitted to it, which it may
deem necessary, shall finalise the preliminary budget.

(2) In the case of Municipal Council / Nagar Panchayat, the President shall finalise the preliminary
edition of the budget after considering the remarks and proposals o f the other sub-committees, if any,
ar ofthe head of branches and after making any changes in the figures submitted to him, which he may
deem necessary.

Passing of the budget by the ULD

(1) The budget prepared as above, shall in due course be iaid before the ULB by the Chairman of the
Finance Sub-committee or the Mayor, in the case of a Corporation and the President. in the case of a
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Munigipal Council / Nagar Panchayat, as the case may be, who after explaining the estimates of
meome and expenditure and the manner in which the sum available for expenditure over and above the
sum required 1o meet sanctioned charges has been allocated. Where any councillor moves an amendment
1o any such estimated provision, it shall be decided as other questions are decided in the meeting ol the
ULB as per method preseribed under section 61 of the Act of 1976 and section 29 of the Act of 1911,
then the ULEB will pass the budget provisions with or without maodifications.

(2} Nothing contained in this rule shall prevent the Corporation or the Council / Nagar Panchayat from
having a general discussion on the budgset before amendments in the Budget provisions are moved.

Approval of budget
The Secretary to Government of Punjab, Department of Local Government, the Director or the concerned

Regional Deputy Director, as the case may be, shall approve the budget with or without modifications
by the 3 1st Mareh, every vear,

Expenditure in excess of budget provision

(1) Expenditure in excess of the amount provided in the sanctioned budget under any head subordinate

to a branch head may be incurred with the sanction of the ULB, and an appropriation of the budget
provision can be made by transfer from any other head subordinate to the same branch head,

(2) No expenditure under any head 1n excess of the provision made in the sanctioned budget under that
head shall be incurred except with the sanction of the Secretary to Government of Punjab, Department
of Local Government or the Director or the concerned Regional Deputy Dircetor, as the case may be,
and such sanction shall not be given unless the ULB, has by resolution approved:-

a. the transfer of sufficient provision from the head “Reserve for unforeseen charges or from provision
under some other branch Head” or;

b. the revision of the estimate of the income under the branch head concerned or of the surplus income

available foratlocation to branches.

(3) When it is found after the close of the tinancial year that the budget provision under any branch
head has exceeded, the excess may be regularized with the sanction of the Secretary to Government
of Punjab, Department of Local Government or the Director or the Regional Deputy Director, as the
case may be, who shall when approached for approval be also apprised of the details of any appropriation
made under sub-heads subordinate 1o the branch head during the vear at the ULB level.

(4) An application for additional funds required during the course of a financial vear for the particular
head of account shall be sanctioned by the budget sanctioning authority as supplementary or additional
provision under the relevant head,

‘he closing balance shall not be treated as head of accounts for this purpose.

Budget estimates of ULB when not passed by the ULB by 31st March.

‘The Commissioner / Executive Officer, in discharge of his responsibility for preparing and submitting to
the ULB the annual estimates of income and expenditure, shall submit his proposals to the ULB on or
before the 25th January each year and at the same time shall send a copy thereof direct to the Secretary
! Director / Regional Deputy Director, Local Government, as the ease may be, In case of Municipal
Council / Nagar Panchavat, the Executive Officer shall inform the Regional Deputy Director, Local
Government in this regard. In case the concerned ULB fails to pass the hudget by 31st March, the
Commissioner / Executive Officer shall make recommendation to the Secrerary / Director / Regional
Deputy Director, Local Government to pass the budget proposal already sent along with any modifications
to be made in pursuance of the proposal made by sub-committees or branch heads. In that case the
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Seeretary | Director ¢ Regional Deputy Director, Loeal Government will pass the budget proposals
sent by Commissioner / Executive Officers within thirty days. however, the VLB will be allowed 1o
incur expenditure equivalent to 1/12th share of the sctual income for the previous year for each month
till the budget is not passed.

Separate budget for various services: The ULB shall maintain separate budget for water supply and

sewerage, transport and electricity.

CHAPTER-32
Preparation of opening balance sheet

Preparation of Opening Balance Sheet: The ULB in which opening balance sheet has not been prepared
so far, shall undertake following steps for preparation of opening Balance Sheet :

a. Identification and Classification of assets and liabilitics,

b. Verification and Vafuation of assets and liabilities,

¢. Preparation of opening balance sheet as per schedules attached 1o this manual.
Identification and Classification of assets and liabilitics

(1) To facilitate a quick and ¢ificient preparation of opening balanece sheet as on the commencement
date of double entry accounting system, the process of collecting information and updating the records
and registers etc, may be initiated at the earliest possible. However, the records and registers shall
eventually bie updated as on the commencement date and opening balance sheet be as on that date.
(2) For identification and classification of asscts and liabilities, following steps shall be taken:

a. The Officer in-charge of the accounts function shall first issue requisite forms (Schedule 1-29) for
listing of assets and liabilities as per Appendix-V as prescribed in this manual to the head ol branches.
b. The Head of the branches concerned shall prepare a list of all assets & labilities and ensure that the
records are updated. The information coilected shall be verified and authenticated by each branch

head.
Verification and Valuation of assets and liabilitics

(1) For the purpose of verification and valuation, the assers and liahilities shall be classified into financial
assels /liahilities and other assets.

(2) Verification of the financial assets for example investments, receivable eic. shall be carried out by
the Officer in-charge of the accounts function and the verification of all the other assets shall be
carried out by the Head of the respective branches.

(3} This verification of the listed assets / liabilities shall include verification by Municipal Engineer/
Head of branch concerned that:-

a. All the assets and liabilities of the branch concerned are listed

b. Physical verification of all important assets and test checks of other assets and liabilities has been
carricd ont.

¢. The verified list is cross-checked with suitable decumentation, title papers or other authentication
provided by Authorised Officers.

d. The appropriate process of valuation has been followed.

e. The final values adopted as mentioned above are reasonable and in accordance with the directions
issued in this regard.
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(51 A final verified list containing el particulars required 1o be entered in the respective asset registers
shall be signed by the Municipal Engineer / Head ol branch. The Municipal Engincer / Head of the
branch shall forward the st so signed by him to the Officer in-charge of the accounts function. who
afier serutinizing the same. forward it 1o the Commissioner / Executive Oflicer, as the case may be,
who shall alse verity and approve the same and instruct the Officer in-charge ot the accounts function
1w proceed with compilation ol the lists.

(3) Upon being sauistied that the lists are in accordance with the policy of the VLB, the Officer in-
charee ol the accounts function shall incorporaie the information comtained in the list into the respective
revisters of the ULE,

Compilation of fixed assets: Based on the yerilied hist submitted, the Officer in-charge ol the accounts
function shali compile a list of all fixed assets which are under the ownership ol the ULB, The information
pathered during the physical verification should be signed and authenticated by head of the branches.
Such information shall be compared with the fixed asset register. fany discrepancies are noticed such
discrepancies shall be rectitied through changes in the lixed asset register,

Capital Work In Progress (CWIP): The information with regard to Capital Work in Progress shall be
ohtained from the records such as Bills Register, Measurement Book, Work Register and Grants
Register ete. The data so obtained shall be certified by the Head of the concerned branch,
Investments: Physical verification of the original certificates and documents shall be carried out to
ascertain the exact amount ol investments held. The data collected shall be compared with the investment
register already maintained and shall be certified by Officer in-charge of the accounts function.

Current Assets and Loans and Advances

2
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Receivables: Head of the concerned branch shall prepare a list of all income or other sums receivable
and demands outstanding, He shall authenticate and thereatter submit the same to the Officer in-
charge of the accounts function, The income receivable shall be included in opening list of current

assels,

Stack in hand: The Stores Purchase Officer / Authorised officer shall carry out physical verification of
stock in hand and prepare a list of all inventories. While carrying out physical verification, he shall also
identify the obsolete and slow moving items. Any items, which have expired or are not in a condition to
be used. shall be removed from the list and processed for disposal in accordance with the prescribed
procedure deseribed. The data collected shall be cross checked with the inventory register and certified
hy the stores purchase officer, who shall thereafter submit the same to the Officer in-charge ol the
accounis function. '

Cash in hand: The actual cash in hand shall be counted by the Cashier at the end of the day and the
actual count shall be compared with the cash book balance. Upon verification, the Cashier shall certily

the balance of cash in hand.
Cash al bank: All bank accounts shall be listed out and a comprehensive list of balances shall be

prepared. The balance as per the cash book shall be compared with the balance as per the bank
slalements obtained from the bank. If there is a difference between the balance as per the bank
certificate and balance as per books, then to check the authenticity of the bank balance, bank reconciliation
statement for each bank shall be prepared.

Loans, advances and deposits: The Head of the concerned branch shall ascertain the amount of loans,
advances and deposits due to the ULB and namu of party to whom such amounts have been paid. This
information shall be eross-checked with the terms and conditions recorded in the Original documents
and in the loans and advances register, and certified by the Head of the branch.
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Prepaid expenses:; Expenses that have been paid inadvance and relate 16 4 period after the date of the
Opening Balance Sheet should be recognised as prepaid expense. Details for the same shall be abtained
from the cash book and other records by the Officer in-charge o the accounts function,

Grants, contributions lor specitic purposes: The amount of such grants sanctioned and not fully utilised
45 on date, shall be nscertained and listed. The terms of the Grant, particulars of urilisation till date and
other significant characteristics shall be entered in the Grant register. The net amount of grants received
and not yet utilised shall be included in the liabilities of the ULB afier the list has been verified and
approved by the Commissioner / Exccutive Officer,

Loans: Details of loans shall be obtained from Loan register. The Head of the concerned branch shall
ascertain the amount of Loans due (o the ULB and name of party from whom such amounts have been
received. This information shall be crass-checked with the terms and conditions recerded in the Original
documents and in the Loans register, and certified by th Commissioner / Executive Officer

CURRENT LIABILITIES

32.13
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Bank overdraft: Bank overdrafl shall be verified either with the bank statement or a bank balance
certificate.

Deposits received: Details of deposits received shall be obtained from deposit register. Head of the
concerned branch shall ascertain the amount and name of party from whom deposits have been received.
This information shall be crass-checked with the terms and conditions recorded in the Original documents
and in the deposit register, and certified by the Head of the branch,

Gieneral guidelines

(1) All expenditures of a capital nature shall be recognised as Assets in the Balance Sheet,

(2) Han asset is owned by anotherlegal entity (such as a trust, society ete.), then even ifitis managed
by the ULB, it would not form a part of the ULB's balance sheer,

(3) All liabilities shall be recorded at the full value expected 1o be paid for them,

(4) The mere maintenance ofa register shall not be 1aken as sufficient for the purpose ofarriving at the
balance.

(5) The ULB shall check the authenticity of the entries with source documents before its inclusion in
the balance sheet,

(7) Once the data for preparation of opening balance sheet is available with (he ULR, the drali of
opening balance sheet shall be prepared and placed before the ULB for its approval,

Revision of apening balance sheet

(1) If any error or omission is noticed, it shall be incorporated by making an adjustment through an
‘Opening balance sheet adjustment account with the approval of the ULR,

(2) While incorporat iy the value af newly identified assets and liabilities in the Balance sheet, it may
be ensured that details of these assets / liabilities have also been inc: rporated in the relevant registers
such as Fixed Assets Register, ete.

CHAPTER-33
Authorities and thejr functions
Separation of cash and accounts branches

(1) Ina ULB. the cash and accounts branch shall be maintained distine from each other under separate
officer, The cash shall be handled by the branch head concerned and accounts branch shall be under
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the supervision ol Oficer in-charge ofaccounts function. All the A uthorities designared hereunder and
all their subordinates shall exercise their functions in accordance with the Account manual and rules
framed by the Giovernment from time to time.

12} The functions and responsibilities of the under noted authorities in addition (o those prescribed inthe
Act and rules in regard to accounts and records are as follows.

Cashier

(1) To make disbursements / payments at the office of the ULB where books and records are maintained,
and to receive the money from payees, authorised collection centers and remitted by the collection
clerk, bill collectors and to bring it to the account in cashier cash book, to be maintained in Form
GEN-4,

(2} To verify cash and cheques handed over to him by collection clerk with the sequence number of
receipls issued and the respective Challan.

(3) To make payments after the bills are approved by the Officer in-charge of the Accounts function
on first come first out basis or as per procedure prescribed by the ULRB,

(4) To deposit all moneys (both cash and cheque) received by him in the bank as early as possible and
not later than by the next following working day from the day of receipt thereof.

{3} To handle other collections and disbursements including that of Non-ULRB money where authorised
in writing by the Commissioner / Exceutive Officer. as the case may he.

Officer in-charge of the accounts function

(1} To supervise the maintenance of the Cash Book in Form AC-1 in case of ULB where sutficient
accounts stalt is not available, the maintenance of cash book shall be earried out by the OfMficer in-
charge of the accounts function himself,

(2) Ta carry out physical verification of cash at the end of every month.

(3) To get the bank reconciliation statement prepared for each month by the 7th of next following
month, in case of ULB where sufficient accounts stalf is not available. the preparation of Bank
reconciliation statement shall be carried out by the Officer in-charge of the accounts function himself,

(4) To close and balance daily the cash book and put initial thereon.

(3} To maintain up to date and in an accurate manner, the records of financial transactions of the ULB,
(6) To account the incomus, expenditures and assets and labilities of the ULB in the Books of Original
Entry and o post entries in appropriate ledger accounts,

(7) To verify the particulars in the Payment voucher and the balance in the payee's ledger account
before sanctioning the payment voucher. Verif y that all deductions and recoveries are effected and
sanction payment for net amount only. If any deficiencies are noticed in the bills. he shall return such
bills tor rectification 1o the Head ol the concerned branch recording entry thereol'in a register maintained
in Form AC-24,

(8) If'the verification does not indicate any deficiencies in the records and documents in regard to the
payment voucher, the Officer in-charge of the accounts function shall make an arder of approval for
payment at the foot of the pavment voucher.

(9) To pass necessary journal entries at the end of each day,

(10) To verify whether proper distinction has been made between revenue and capital transactions and
between the lransactions having effect in two accounting periods,
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LI Phe Qitieer in-charee ot the secounts tunction together with Commissioner  Exeeutive (MTicer,
as the cuase may be, shall make necessury armmgements for the sale storage and security of the cash
and vailoables docaments of the ULE.

{133 The OMecer in-charge of the accounts function shall be responsible for Closing of ledger accounts
for preparation of fnaneial statements. The closing balances tor cach of Jedger accounts shall be
determined and posted in the Trial Balance prepared for that period,

{ 143 The OfTicer in-charge of the accounts funetion is also responsible tor preparing financial statements
ui the ULE,

(13) The Officer in-charge of the accounts function shall ensure that Payment Voucher in respect of
all deductions made arc also duly passed while passing the pavment voucher of any major head of
account.

Head of the Branch

i 1) The head of the concerned branch shall maintain records, regisiers and forms preseribed as required
by this manual.

(2) He is responsible to examine the bills received lor payment and if they are in order, he shall prepare
a Payment voucher and forward it for approval to the Accounts branch.

(3} He shall intimate the Accounts branch regarding demand raised or 1o be raised for the financial
vear by his branch at the end of each month.

(4) He shall intimate the Accounts branch regarding amount payable for the financial year at the end of
each month.

(5) He shall verity the amount of cash and chegues with the relevant receipts and the summary as
reflected in the challan submitted by the concerned official of the branch and shall sign the Challan.
Commissioner/ Executive Officer: The primary responsibilities of such Officer shall be:

(13 To check whether the expenditure is covered by the budgetary sanctions and the authority sanctioning
the expenditure is competent to do so, by virtue of the powers vested in it by or under the Aet, rules or
directions issued, from time to time, by the Government,

(2) To prepare an annual budget in accordance with the Act, and in the manner and form prescribed in
the manual.

{3) A cheque drawn under these rules shall be signed by the Commissioner / Executive Ofticer, as the
case may be, only after he has verified that the payment voucher is duly passed and bears pay order
supported by the statement or voucher approved and signed by the Officer in-charge of the accounts
function, and is giving full particulars in regard 1o the payee/s i.e. person or persons in whose favour the
payment is being made.

(1) To ensure that wherever required by the Act or rules framed there under or by the dircctions of the
Government or Director, Local Government, Punjab, the proper procedure as prescribed for effecting
purchases or awarding works or contracts is followed. This would require that he will ensure that the
procedure prescribed in Chapter-19 with regard to calling oftenders and award of work order / supply
order is followed.

(3) To ensure that the procedure preseribed in respect of Contribution to Pension or Provident Fund or
other similar Funds for Emplovee Welfare are fully followed.

Responsibility of Commissioner / Executive Officer in case of Embezzlement or misappropriation of

the Municipal Fund
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(1) Where an embezzlement of Municipal fund is discovered, the preliminary enquiry shall be made by
the Commissioner / Executive Officer, as the case may be, and the fact of embezzlement,
misappropriation, loss etc. shall be reported to the ULB in the next following meeting of the ULB.

23 1f preliminary enquiry discloses the commitment of eriminal offence like forgery, theft etc., and the
matter shall be reported to the police authority by the Commissioner / Executive Officer, as the case
may be. When the matter has been fully enquired into, the Commissioner / Executive Officer shall
send a complete report to the Government / Director, Local Government, Punjab, showing the total
sum of money or the valuc of stores misappropriated or lost, the manner in which the misappropriation
was effected or the loss occurred and the steps taken to recover the money, to punish the offenders
and to prevent the recurrence of similar embezzlement or losses in future.

Auditor

(1) The Auditor if considers necessary that whole or any part of the audit of accounts, required to be
audited, shall be conducted in the offices in which these accounts originate, then he may require all
thuse books together with the documents having relation thereto, at all convenient limes be made
available in the said office for inspection,

(2) The Auditor shall satisfy himself that all expenditure incurred is covered by a provision in the
Budget sanctioned by the competent authority as prescribed in Chapter-31.

(3) He shall also verify that no expenditure has been incurred except with proper sanction.

(4) He shall verify that all the amounts due to and received by the ULB have been brought to accounts
by the Officer in-charge of the accounts funetion. He shall also verify that all incomes and expenditures
have been correctly classified

Tax Superintendents, Tax Inspectors and other collection staff.

(1 In every ULB, in which any tax is imposed, the Government may appoint a Tax Superintendents or
Tax Inspector. The ULB may depute such number of Tax Clerks or Tax Collectors, as may be necessary,
for serutiny of tax deposited & return filed and for collection of such taxes.

(2) The Tax Superintendent, in addition to any other duties imposed upon him by the rules, shall be
responsible generally for scrutiny of tax deposited & return filed and for collection of such taxes &
other fees and duties prescribed, and for the proper discharge of duties by Tax Inspectors, Tax Clerks
/ Tax Collectors and other collection stalf.

(3) The Tax Superintendent shall exercise such functions and duties as may be entrusted to him by the
Commissioner / Executive Officer, as the case may be.

{4) The Tax Inspectors, in addition to any other duties imposed upon them by these rules, shall be
responsible for the proper discharge of duties by the Tax Clerks attached to their respeclive circles,
and it shall be their duty to see that all persons liable to a tax by reason of their residence or ownership
or occupancy of property within their respective circles are included in the property tax register for
payment of such tax, and to report to the Tax Superintendent all cases in which such persons have
escaped from payment of tax and cases where less tax has been deposited and all changes of ownership
or occupation of property, new construction or alterations of buildings or [resh acquisitions of animals
or vehicles affecting the liability of such persons to taxation.

(5) In order to prevent confusion, separate portions of the Tax Demand and Collection Register (PT-2)
shall be set apart, in the case of a tax on buildings and lands, for owners and occupiers respectively.

Land Officer, Rent Inspectors, efc.
(1) The ULB shall depute Land Officer and such number of Rent Inspectors, Rent Clerk / Rent
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Callectors, as may be necessary. for the collection of rents of immavable property of the ULB let out
on lease,

{2) The Land Officer, in addition 10 any other duties imposed upon him by these rules, shall be responsible
generally for the collection in accordance with these rules of all rents, fees and ather dues in respect of
inﬁmvab]e property of the ULR and for the proper discharge of their duties by Rent Inspectors, Rent
Clerk/ HEHILGI[L{:[UH and further itshall be his duty on each oecasion when the lease of any property
is about 1o L‘C]‘JH’E to submit a report to the ULB reviewing the rent hitherto charged with a view 1o its
enhancement if conditions so permit or, if it appears to him that such property might mare profitably be

sold or otherwise put to more advantageous use, shall make recommendations accordingly.

(3) The Rent Inspectors, in addition to any other duties imposed upon them by these rules, shall be
responsible for the proper discharge of their duties by the Rent Clerk / Rent Collectors attached 1o the
irrespective circles, and it shall be their duty 1o see that no immovable property of the ULB is occupied
by any person except with the permission of the ULB and that the rents, if any, charged by the ULB
for the occupation of such property are promprly realized. and 1o report to the Land Otticer all cases in
which any such property within their respective circles is oceupied without authority:

Land Officer and Rent Inspectars 1o chéck the works of Rent Collectors » i shall be the duty of the
Rent Inspectors. if any., to cheek the work of Rent Collectors by making periodical rounds in the course
of which they shall demand to examine the Tehbazari tickets (Form R13) ol persons found in occupation
of scheduled plots of land or portions of public streets, and in such cases after such examination, as they
may think necessary, they shall {ill up and tear-off1he coupons attached to the tickels and keep them for
comparison with the counterfoils in the books of the Rent Collector and after such comparison shall
bring them to the notice of the Lands Officer or the Commissioner / Gxecutive Officer, as the case
may be. who shall retain them till the subsequent audit of the accounts of the ULB and may order them
tor be destroyed thereafter they shall also see that Rent Caollectors comply with the provisions as to the
filling up of progressive totals on the countertoils of tickels as issued and as to maintenance and daily
examination of the Tehbazari Register (Form RT-4).

CHAPTER-34
Computerized accounts

The books of accounts may be maintained manually or in computerized form. Once computerisation of
books of accounts has been initiated, then accounts shall not be maintained manually,

‘the Commissioner / Executive Officer shall ensure that the software used is capable of generating the
outputs in the format and for the periodicity as has been specified in the manual.

The person responsible for maintenance of hooks of accounts shall take the printouts and the Summary
ofthe printout shall be signed and verified by the Authorised Officer. The detajled printout in prescribed
form along with the signed summary as mentioned above, shall be du ly numbered and bound at a fixed
interyval,

Appropriate measures shall be taken by the Commissioner / Exceutive Officer of the ULB to ensure
the integrity and sceurity of software as well as the accounting data by the ULB or as per the directions
issued by the Government / Director, Local Government, Punjab. The Authorised Officer shall prescribe,
by order in writing, the periodicity and method of taking and maintaining backup files and the person
responsible for doing so. Only soltware authorised by the Government / Director, Local Government,
Punjab shall be used for the purpose of data processing.

The software used shall provide appropriate hierarchical levels of securii y and password protection for
the purpose of data entry and verification of the same.
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I'he sottware used shall be able 10 provide appropriate procedural linkages of Audit Trails. [Many entry,
which has been entered earlier, requires deletion / moditication, the same can be made only by the
official senior 1o the person whoe made the original entry. The software used shall be able to provide all
the information about the original entry as an exception report which shall be signed by the Commissioner
! Executive Qfficer, as the case may be, stating the reasons for carrying out changes.

All kinds of computerized stationary e.g. computer generated receipts, ledgers etc. and formats shall
be valid and admissible on their being verified by the Authorised Officer.
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Appendix -1

Chart of Accounts

Income {100-199)

Minor Minor Head
Code Description

[Lcdgcr
i Code

E Dretailed Heads (Ledgers)

|t Tax Revenue

' ! Ul |Praperty Tax 01  |Property Tax - Residential
02 |Property tax - Commercial |
. | (05 {Property Tax — Industrial
i U4 [Property Tax on vacant land
I | e e .
L | )3 [Notice Fee
i . ! i | 06 |Warrant Fee
| ' ! 07 |Penal interest on Property Tax
i i Arrears
| {
- — | I "=
L 12 |Water Tax I [Water Tax
I T T TR = o
Lo i | | 02 |Penal Interest ony Water Tax
o | 03  [Sewerage Tax 01  |Sewerage 1ax
| i | | 02 |Sewerage connection charges |
g 3 |Penal Interest On  Sewerage
, :
R | lax
| '- |
; T o T m~ c : s
I__ — U4 Conservancy Tax | 01 |General Cleaning Tax
| . o | 02 [Drainage Tax !
‘! ' | (13 [Penal Interest (n '~
b ] Conservancy Tax
- 04  |Special Drainage Tax
_ 05 |Special Cleaning Tax
| | 06 [Road cutting charpes ‘-
i 0 Ooad cutling cnarges
| R
= x TR = . - e = .
31 |Octroi & Toll (1 |Dectroi on electricity
= T
== ] |
80 |Others Taxes / Cess 01 |Show Tax
‘ 1 | | 02 |Dog‘Animal Tax |
| ] - = -
| |03 |Fee on Vehicle
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| Major | '.‘rlajnr_ilf::ur.i iMmm }-iinnr.Il::-:—:d lgt:ﬁt“ Detailed Heads (Ledgers)
| Code Deseription : Code Deseription ‘
B ! _ 04 |Rickshawala Tax l
: 03 [Fire cess g_
| 120 |Assigned |
! Revenues & I
| 'Compensations | .
1) [Taxes and Duties 01 {Duty on Transfer of |
, collectad by others Propertics
rd' ) 20 |Compensation in lieu| 01 | Compensation in lieu ot
, of Taxes / dulics 10;1.@! {Girant)

130 |[Rental Income |
irom Municipal JI
Propertics |

110 [Rem from Civie (1  [|Open Plot/ Party Plot
: LAmenities y
7 ' - ' U2 |Playprounds
, 03 [Shopping Complexes / Center
i | 04 |Markets )
| ; 05 [Marriage/Community Halls
i | 06 [slaughter House o
| | 07 |Other Amenities
o= g i | 8 [Pond Rent :
{ 09 Garden Rent
20 |Rent from Office 01 |[Quarters
Buildings

_ " (2 taft Qumlu 5 i

! éll {3 ;"'.’lul'!lt. ipal Office
! 40 |Rent from lease of 01 |Permancnt Jease
5 lanels .
! . 02 [Temporary lcase |
: iy _ |
o : B nher rents 01 |Advertisement / Hoarding ut‘.

. | Municipal Properties
! I ’ : 02 [Maobile Tower Rent
| : 03 I Municipal School
E . : 4 ICabin Rent
) | 90 |Rent remmission and 01  |Rent Remission & Refund
L} refund !
02 |Refund - Others
140 |Fees & User

: Charges
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' Major ;"!'I'sljUI“HI..‘ul.l I?ﬂinibl' Minor ]I_cmi l’:ﬁﬂg;: Detailed Heads (Ledgers)
| Caode Description Code Deseription
! 10 |Empanelment & (1 ]E’ubtiu Works Contractors
Registration Charpes |
I3 02 |Private Cattle Pounds and
, animals registralion fee
1 03 |Registration Fees
, (Miscellaneous)
E 11 |Licensing Fees 01 [Shops &  Establishment.
| license [ee
! 02 |Private Catle Pounds and
i animals License fec
03 ILicense Fees - (Miscellaneous)
04 [Cooked Food Licensc Iee
03 |Other Fees ]
'I 12 [Fees for Grant of 01 |Plan Sanction Fee
: Permit {-Permission
{ 13 |Fees for Certificate 01  |Copying Birth & Death
| | or Extract of Record certificates
' 02 |Late Fee for Birth & Death
Registration .
L ' 03 |Other Certilicates/Copy Fee
14 |Development 01 |Incremental Contribution from |
Charges (1P, Scheme '
{ 02 Infrastructure Development
Charges
153 |Regularization Fees 01 |Encroachment Removal Fee
{ | 02 IFine lor illegal Construction
! 02 |Regularization of illegal Water
& Drainage Connection Fees
04 |Removal of Dangerous
* {Structure Fee
(05 |Parking Charge el
| 50  [User Charges 01 |Water Tanker Charpe
| 02 |Cleaning of Private water wells
. 03  |Water Charge [rom Contractor
' 04 |Water Fee for building
. construction
2 05 |Chamber Connection Charge
06 |Septic Tank Clearance
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|§ Major | Major Head | Minor Minur* Head l'éﬂi'l"':r Detailed Heads (Ledgers) |
| Cuode Deseription | Code Deseription
J| 07 |Sewerape Clearance Charpes
o 08 [Drain Water Disposal Fee
09 |Road Cutting Charge
10 [Pay & Use Toilels
11 |Medicines
12 [X-Ray Charge _
13 (Fire Bxtinguishing Charges for
! ; Ifires outside city limils
| 14 |Parking Fee
!__ | | 13 [Surveyor & Plan making Pee
= I l. 16 |Recovery of fodder charge
s I 7 |User Charges -~ Others
'. 18 [Mobile Cable/ User Charges
W 19 |Footpath Charges M
, 20 |City bus fee
|16 [Charges for Using 01 |Charge on Hoardings in Private
' Public & Private Places
, Spaces .
£ ! I 20 [Penaltics and Iincs 01 |Fine for delayed Tax Payment
i : | 02 |Recovery of  advertisement)
1 . ' from tax dethulters
! | 03 |Fine on using Llectric Motor
| |lur Drvaing, Water waten
‘ | | \connection penally
! ' |_ 04 |Shop & Fstablishment Fine
I | 05 |Contractor Fine
' 06 (Fine under Caule [respass Act
(17 |Cheque Rewurn Charge
Recovery
0% |City bus penalty income
09 |Other Fines
10 {Food License Penalties
] 40 |Other Fees 01 |Building Permission Fees
| 02 {Property Transter Fees
b 03 |New Connection Charges
04 ['Water Re-connection Charges
(05 |Notice Fees —=]
U6  |Warrant Fees
07 (Parks & Gardens bntry Fees
| 08  |Admmistrative Charges
5 09 |Others ]
10 [Right w Information i
. : 11 [Auction Fees e
e ] | 12 |Library Fees
! ' 13 |Water Dis-connection Charges |
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| Mujor | Major Heud | Minur| h"lluur. “.m"l Code | Detailed Heads (Ledgers)
| Code | Deseription Code Deseription - | B
; :" 14 |Sale of Sewerage waer |
IS0 [Sale & Hire |
Charges
: 11 |Sale ol Forms & |01 [Tender Fee Fonm
Publications | : |
. : |02 [Water Connection Form |
. | ) U3 |Property Transier Form
| [ (14 llospital & Nursing
| i Repistration Form
[ 05 Shops & Lstablishment
. Registration Form |
i H |=ale of other torms i
[ ; 4
T 12 |sale of stores & [ [Sale of Scrap = Gthers |
E : serap o )
| 30 [Sale of Others 01 |Old Newspapers
| _ 4 02 [Other Misc. Sale
' J 03 [Compost/ Organic Fertilizer
; | i
40 [Hire Charges tor ] |Hire Charges for Vehicles Fi
; Vehicles | | ,
41 IHire Charpes on | 01 |lire Charges for Equipment
| Fquipment
160 iliévtnm* Grants, | )
Caontribution and | X !
Subsidics . |
10 Revenue Grant | 0l |Education Cess Grant 5
) i I 02 |Govt.  Aid  for  Primary
' | Education
] ! 03 |Family Wellare Grant
B ! 04 [Family  Planning Aid from
i { ) Central Government '
! | 03 [SJSRY Salary Grant i
| ! 06 [Per Capita Grant
.; e ; | 07 [Census Grant
I i I | 08 Stamyp Duly Grant
_ ; | 09 |Land Revenue Grant
! Iz - 10 [Motor Vehicle Tax Act Grant
| Income
i Pl (lrrigation Cess & Water Rate
: , i i . Grrant
= | | 12 |Grant fgainst Penalty]
I Recovered by  Courts  Unden
| various Acks
L " 13 Marketing Grant
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| Major M“‘i“'ln'."ml :‘F].im"- ! ."'h'linur_ “.ﬂul 1('-:131-1" Detailed Heads (Ledgers) I
| Code Description Code Deseription | |
L 170 [lncome from | T
| Investments _ , , i
| |10 linterest | 01 (Fixed Deposits with Banks
' | s 1 02 |Uovernment Securthies
¥~ 03 [Fixed Deposits with  Banks|
i | from Grant Fund
- ! |40 [Profitin Sale of
' i Investments "
| 30 |Appreciation in value
{ of Investments e
I | 80 |[Others 5
{71 [Interest Earned o, f
I 0 linterest from Bank 01 iSaving Hank Accounis
! {Accounts | I
| | 20 ltntereston Loansand| 01 [House Building Advance
! | latlvances 1o |
{ Employees f ,
l : | i 02 1j., enveyance/Vehicles
40 linterest on Debiors
' landl Other '
i ! [Receivables 5 |
s 80 [Other Interest —f 01 lInterest - Others
- | 16 {Deposits Forfeited 01 [Security Deposit Forleited .
HRER 02 |Deposit Forfeited = Other [
T 11. [Lapsed Deposits {01 Suppliers - |
| B [ i U2 |Any other deposit '
20 |insprance Claim |0 IStore Inswrance Claim '
| | Hecovery i t
NG {02 Property Insuranee Claim |
Tl {03 [Motor Insurance Claim |
Taias 30 [Profiton Disposal of | 01 JLand l
| J' Fixed assets | E
| | | 02 [Building
| ' = P02 1Ofiee Equipment
. 03 {Fumniture & Filtings
i e 04 Motor Vehicle
i | " T A0 ;'Eluuiwur}-' {rom l (1 jimpluyru Fine
| Emplovees | |
! " 02 |Recovery of Lxeess Salary
i | Paid
I | 03 JRecovery ol Excess Pension
| ‘ { Paid
E | | (4 [Recovery of Lxcess D A Paid
' i (5 |Recovery of [xcess Salary
| i Arrears Dillerence




.
[ [ Ledaer |
| Major | Major Head | Minor Mi“”r. ”.Emj Code | Detailed Heads (Ledgers)
Code | Deseription | Code Desceription
i ' 06 |{her advance
j = I 60 |Lxcess Provisions | 01 |Property lax
. written back |
' |02 [Water Supply
| 03 |Adverlisement Tax
_ ! (4 1Cess
> | 05 [Rent ,
| 0o |Sewerage Tax
- 07 IConservancy lax
! 08 |Fire Tax
: [ 09 |Others
|70 [Donations Recerved 01  [Public Contribution Donation
'. | n
S0 |Miscellancous 01 [lncome of Excess Revenue
! Income Expense Paid
02 [Uther Recovery
| 03 iOther Income
04 |Lok Mela / Fun lare |
T 190 |Prior Period ltem |
| | 01 [Income 01 [Property Tax
r| (2 Water tax
_ | (03 |Sewerape Tax
(4 |Conservancy Tux =
05 |[Henerment Tax
i | U6 |Octrot
I 07 {Others |
: | | (I8 |Water Supply
| U9 |Advertisement Tux
| 10 |Cess
[ Rent -
12 [Drainage lax |
i | 15 |Fire Tax |
= |14 [Hotel Tax |
i 03 [Other - Revenues | B
(4 |Other Income
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Expenses (200-299)

T
-Huiur-l Major Head *| Minor| - Minor Head Ledger | Detailed Heads
| Cade | Deseription | Code Deseription I Code | : |
! 210 [Establishment |
Expenses | : : '
| 10 |Salarics and Wages | Ul |Basic Pay
! | 02 |Wages
i i U5 [Special Pay
1 ! (e ]i*fx-;.:r:‘ﬂial
il ' {03 JAd-Hoe Bonus
= | | 06 Payment  of Contracl Sweeper
. | Labour
[ 107 [Arrears of salarics pavible as per
_ | | |*'I'H Pay Commission
§ - ' _ | 08 [Other Salary / Adhoe Salary _l
.! 20 |Benefits and Allowances| (] [Dearness Allowance (1A R
' 02 [House Rent Allowanee
. | | 03 ity Living [ am'i}'nilh:;;-tlu-:‘;-
; | |Allowance
[ i U4 [Washin £ Allpwanee |
| | |1 ! 5 |[Convevance Allowance '
i | i Uh_ [Overtime Allowances
i | 07 Medical Allowance
_ ! [ . UB  INon-Practice Allowance
| | | 09 |Cash Allowance '
| i .! ' 10 [Tvping Allowance
| | | L fheave Travel Concassion I
£ ) | | 12 [Salary Difference .
. .i , 1} DA Difference _
i ol ! ! n 4 I umpensation o Stafl i
| ' f | I3 |l’rrhiuul allowanee !
i ) ! 16 [Traveling allowance &
l | 17 |Other Allowanee ;
L 20 [Re-imbursements W iMedical Re-imbursement |
| | U2 [Traveling Expense i
| |' . I 105 [Telephone Bills !
! .l ' I {4 ||:'f'lm| Diesel Expense
.' | Us JHbe:,L*uphnrr,.. News Paper
! ! | U6 |Re-imbursements -Others ]
9 | |60 ibmplovee Welfure 01 JCRF. Contribution ]
L i | ! 02 IG.P.F. Contribution B
| | | | U3 [New Depository Fund i
i ! ! al 04 [EPE. Contribution |

| 03 JO1T5ces & Stafr Tis Hning

I 06 [HRD or Reeruitment Activitiey

| 07 [Uraining Expense —|
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i
| Viajor| Major Head Minor Vinor Head Ledoer Detailed eads
Cade | Desceription | Code Deseription | Code
b ! 08 |Uniform
09 [Family Planning Incentive
— 10 |Financial Aid / Compensation in|
lease of Death on Duly
W 1] [Stall Welfiure Expenses {
12 [Welfare- Others
30 |Pension 01 |Commuted Pension
02 |Pension g
| (5 (Difference 10 Pensioners
| 04 |Family Pension
: | 40 |Other Terminal & 0! [Leave Encashment
:. Retirement Benelits _
| | 02 cath cum Relirement Gratuity
I | 03  Ilnterest on Gratuity
3 i 70 [Elected Couneil 0l {Honorarium to Council Members
! ! Members related )
! | establishment expense i
i 5 : 02 [Session / meeting allowance (0
f lcouncil membors
5 80 i:(JIJ'u:r Fstablishment 01 {kxpense for Conducting Exams |
| Expenscs {(Cmplovee) '
:f 220 |Administrative; |
| Expenses , |
1 |[Rent, Rates and Taxes (] [Rentol Civie Center
| Paid .
: ' " 02 |Rent af Hired Equipments |
] )3 |Other Rent & 1axes
(4 |Renton Hall
7 (Communication (11 [Telephone |
[Expenses i
i 02 |Mobile
| ' | 03 [Fax
v E 04  [Intcrnet !
| _ e 15 |Postage / Courier / Telegram |
:_ : i U6 [Telephone allowance w council
| | k memery E
i 20 |Books & Periodicals. 01 [Purchase of Books {
[Membership, ' i
[Subseriptions |
02 Vawanes
03 INewspupers
g {4 |Journals
| 05 |City Managers Association ]
| | | 06 [Membership Fees- Cthers
| |
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:‘vlajur Muajor Head ."lri_im;r Pb-iinur_ [-hl::ut L{.:tlg!.'r Diétailéd Hiads
| Code | Deseription | Code Description Cule
| 21 [Printing and Slationery (1  |[Revenue Stamp Expense
- ' I 02 |General Printing & Stationery
' i . 03 Computer Stationery
I 04 IForm Purchase / Printing from
:' : fother agencics
|03 [Xerox Expenses
L ] | ~ ;. 06 [Computer consumables
! . | !Héﬁ h-death regisiration record
| 'i | | iExpense (Prnting-Exp) '
| | 30 [Travelling, 01 [Stall Traveliing Fapense
{ | {Transportation and (T.ADLAL)
: i {Conveyance e
i | G2 |Octrot, Transport Unloading
| ! I Charge
- | | 40 llnsurance 01 |Cash in Transit
S ' 02 |General Insurance
. i 03 |Motor Vehicles
! I (4 |Other Insurance
i | 50& [Audit & Other 01 |Auditor Fees
' 52 |Professional Fees .
| - i ' | 2 |Advocale Fee Expense
! | 05 |Engineer Fees i
l { ' U Consultancy charges
. ; | 05 |Architent -
| o UG |Inspection Fees
| 51 [lLegal Expenses 01 |Court Fees ?Exﬁ:mu
02 Suil  compronses’ Payments
’ ; i apainst court order
i E stamp Duty Expense
T | 04 [Filing Fee
‘ |05 iOther license fecs |
i | (06 [Payment of motor aceident elaim |
I . I [CUmpensaton :
! ol |Advertisement and 0] [Advertisement in News Paper
Publicity
: (2 [Advertisement in Electronie Media
' U3 [Photooraph Expense
: 04 |Organizing Festivals
! U5 |Expenditure relating 1o purchase of
; : Awards! Prizes
A | | | 06  [President/ CO puest [xpenses
: [ {07 [|Advertisement in Banner/
' | f iHording
: ! F ' i
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' Majur Major Head | Minor | Minor Head LHE:_U.'I'E . : |
('mtu{ Deseription | Code Deseription i Code i Detailed Heads i
|
Gt I RO [ Other Admamistration . (] ]Sntid Wiste Management ,
S |Ex1}un:::: ' ixpenses N
| ()2 ii‘n:-perl}' Cand Fees
! | 63 [Maps & Zone Fees
. ) ! 04 Seminar & Mecting Expuense |
i |05 Other Honorarium
! cou6 (Uther OiNiee  miscellaneous
| . | CX P Ses
N ! _ | L 07 | Survey plan/ Plan table fees
: : ! s [ Preparation & distribution of water
) | bills
| | [ U9 Tlesting & inspection
l ' | |10 Unexpected Lxpense ,
UL Software Expenses |
N | [ 12 {Laboratory Expense
| 11 Valuation Fees
1 | | 14 [Water Purification C harues
| | . i . 13 [Web-Site Expenses |
i E 2310 Operations & R e S T T [ W R |
L . Main tenanee |
| ' I [Power 0 Jillecrieity Bill
| | 02 Hectric Connection Charpes
i | ' =
| L 02 el o) Diesel f
I ) |02 |Pevol ]
| : | 03 |Kerosene )
o] : L U4 G
| | | | 05 [0il
L | 200 13ulk Purchases I Bl PWater
| ' r 02 [Fudder for Impounding ammals
I ! 13 Others -
| i
| | A0 [Consumption of Stores 01 Street Light materials |
| | U2 |Hose pipes/Suction pipes for fire
. brivade I
| ; 03 [Vire hydrants: Other stores for
| | hire brigade
}7 | | U+ Pesticides |
! Us Chlorine, chemicals for water |
i i department '
L . 06 | Water testing expenscy
i i (07 |Books. Stationary & related items
| inurchase for school
| ' us |H]¢ucl_;ing Powder
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s o m—r - ——

-"'n.|'.i_illl‘| .‘rl:ijnr.ih_.-unl . H-‘{inur ! ;"'r'linm:llllzml l!Lq..:t!gL*rl Detailed Hesds I'
Code | Deseription 1 Cuode | Deseription | Code |
! U9 [Medicine |
| = | 10 |Others i
I _,’ 3 i !I
i - PRI, . S _
b4 [Hire Charaes [ 01 [Machinery Bent
! 2 OB Rent
. : 03 |Security expenses
U+ [Computer Data Fntry Waork
| |
![ 50 |Repairs & maintenance -| 01 [Warer Supply R & M
; ;’[!'I!I!'.Hl:'l::_‘[{]rl_" Assets '
i l ' 02 [Sewerase
| U3 (Sworm water Doans
i U4 JAH vpes ol Roads Bridpes
;' | 05 [Flv-Over
U6 [Siect Lighting Systam ]
iy ! 17 |lraftic simals
; - : Us  fmprovement in traflic system
|
5 ‘ 31 [Repairs & maintenance 0F  Jtround [.ux-'uliillﬂ;:;;'lng—___
i | mervice lnlrustructure
| | 1 Civie Amenitiey |
|.-.. i | ol B Parks & Gardens |
s | 03 [Tanlks |
i . I i b4 ___Elfl-llh.'\.‘.llﬁ
sl ' | 05 [Play Grounds
[ThE | 06 |Librarics
ji ' ol 07 [Parking Lots
_____ - | 08 Murkets
| . 09 Public Toilews
Lo o 10 [Sulabh Toilets Expense
; ) 11 [Foot Path / Pivement
| - 12 [Central Divider
ﬂ_} o 13 [Fountains
| | | - 14 |Bridges ~
13 ISlaughter houses
S : | - L jHeritape structures
- | . 17 [Pumping Station & Plant ]
= ' - I8 sewerage Disposal Plant
| 1Y [Mamtenance ol Open Drain
' 2 Pipe Lines o
| ‘ 21 IManhole Chamber
| it i 22 [Manhole covers and Nets
; | - 23 |Temporary Pump Maintenance
; - |24 [Chemicals & Glass Ware
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s ]
| Major| Major Head Minor Head | Ledger Detailed Heads
{pde | Deseription Deseription | Code Y gt
| 25 |Water Reservoir's Expense i
e 26 |Water Treatment Plant o
i 27 {Tube wells
28 [Pumpmg Station
29 [Water Pump Sets
| B 30 {Water Supply Lines
- 31 |Hand Pumps
1| 32 |Community Drinking water Stand
| | il’c}rli
' i 33 |Liquid Chlorine for Over Head
! : .:'1'_:_;EII3{S
| i 34 |Water Meter Mainlenancy
353 |Cess payable under Water ax sub
| rulkes .
i 3 [Government Health Lab sampling
charges
o T 37 [Shifting Elcctric Polls
| 38 [Zebra Crossing il
, 39 [Solid Wasle General _ i
40 |Garbape Container Maintenance
41 |Materials Purchase for parbage
' Removal
! 42 |Crematorium
i 43 |Other Public works _
: 44  |Basic Services i municipal|
| Schools =t |
i 45  iDoor w Door Collection
% | 52 [Repairs & maintenance 01 [Cemmercial Buildings
| i | - Buildings
frsrs i l 02 |Office Buildings
| ’ 05  [Public Buildings
i e |Schools |
05 [Hospials '
06 15talt OQuarters
) 07 [Community Hall / Atithi pruh
08 (Catle Pond
09 |Building's Safety Lxpense
1) |Works & Workshop Buildings
| : L iSlum Infrastructure O & M
| 53 [Repairs & Maintenance | 01 [Drainage Cleaning Fighter
|- Vehicles, Plants & (Sewerage) (Jet)
Machineries,
gquipments f
02  [Fire Extinguishers ___]
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interest on Loans (rom

&
I
;'ﬂ.‘tji}l‘lr: Viajor Head ‘ “»'linur! Minor “l..?iltl Lf_-:dg'-'l" Detailed Heads
| Code | Description | Code | Deseription | Code |
I '; ! .. |03 |Water Tankers
e , ' (4 |Solid Waste Vehicle
il | 05  |Loader !
I G |
| ! | 07 [eep
i 1 08 |Ambulance
: T _ 09 Auto Rickshaw |
j ' 10 [JCR/ Fockland muchimnes
| | | 11 |AC. Plant
| | 12 |Transformers )
| ‘ 13 [WorkShop
' 4  |X-ray machine
| | i3 {_]l'j Bus
o | 16 |Other Vehicle
, ) | | | 17 [Electrical appliances
] ; | 18 |General Office Lguipment
i 19 Computers Repairs Expenses
20 [lelephone & P.3.X. Board
I |21 |Bio-Metric System
| i - 22 |Sweeping Machine |
! 23 Air/ Water Cooler s |
B '. 24 ISurvey and Drawing Equipments
' 25 iLaboratory Equipments
i | 26 |Hospital related equipments
. 27 [Multi foe / Fopging Machine
! 35 |Repairs & maimenance | 01 |Furniture Fixiure |
| (ithers !
' J; y (2 |Other Fixed Assets |
f ! . | 03 IExpense for statue
| ' A | 04  |Animal Removal Expenses (Dog.
i jete)
! ) 05 |Compost Depariment
! | (6 [Fencing bxpenses (Plot ewe.)
| 240 |Interest &
Finanece :
‘ Charges = N
| & |Interest on Loans from
, 20 F."itmu: & Central
! | iGovernment
{30 |Interest on Loans from 01  |Interest on Loans
i i Government Bodies & -
| assoclations | |
n Lam "

International Agencies
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T

Viajor: Major Head II:"rIiI'lL'II' Minor Head Ledger Detailed Heads
Code | Description | Code Description Code
; ! U Ilm:;n:wt on Loans from 01 |I van Interest .
| | Banks f £
| ‘ S0 llnterest Other Financial a1 lnterest on LIC -!
Institutians : { i
. 37 linterest on Louns Raised |
| | by Boads /| Debentures
' 33 JComribution Towards
‘ i Sinking I und
| : G {Other Interest tl |Other Interest
e Z' 02 lnerest on THS Law Filling
i = 03 lnterest on Provident Fund (PF)
g | ! | or
i 70 [Bank Charoes 701 |Bank Charges
W 02 ICheque Return Charges
R0 |Other Finance Lxpenses | 01 [Preliminary Exp. OF New Loans
ot Open Market
_ | 02 [Peeliminary Exp. OF Loans from
_ 1 Nationalized Danks
! 02 |Gove Guarantee Exp, For loan of
! Ulpen Markel
L2530 (Programme |
Expenses |
[T a1 i) |Election Expenses 01 |Election Expense siuil]
i | b Jhan Frogranime i Culturad Programmes =
02 [Primary bducation
03 [Family Wellare  Publicity/
i expenditure
= |04 [Public Festival Celebration
: i {1x  |kExhibition Expense
1 bo06 |Tree Plantation / Cutting
| Progrimme
| | 07 [BCG & Other Vaccination Exp
| | (8 [Control & Prevention of [nfectious
| diseases
i L 09 [Slum Development |
i | [0} Contribution 1w NGO and other |
' Civic orpanizations
B I 1 |special Drove forelean City
Ji 12 [IMgs Control Expense
L i ) 7 13 [Viranjali Van Mahorsav Fxpenses
1 14 [Diseretionary Grant Expense
I | e S ___ié Various day Celebrtion
! . 16 [Flood Control Fxpense ]
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g‘b.{.u_jur,l ."Haljﬂl'l i-l:::;u:l " M,imr _‘h-’linur.lif::ul .L‘-:fif-{'-‘r: Detailed Heads
i Code | Deseription ‘ Code Beseription Code
| ! ,' i 17 |Unclaimed Dead Body
f ’ ; I8 |[Removal of illeaal Construction
| i Cxpense
! ' i 19 {Other Programme Expenses
5 30 [Share in programme of 01 [SISRY Project Fxp.
l ) fothers
i | 12 |Pellution Control Beard
- |
200 [Revenue
i WGrants,
I Contribution

and Subsidies |
i ti (hers |
i 20 [Contributions {01 [Contribution 1o Others
b 30 [Subsidies 01 |SISRY
' I 02 [Others =
| 270 |Provisions and

Write off

1O [Provisions for Doubtiul 01 [Property Tax

! _|receivables |

! | 02 |Water Supply -
_ , U3 [Advertisement Tax
! ) | 08 [Rent
! 1 4 ' U3 [Sewerage Tax
| | ; (6 |Conservancy Tax
| h ' 07 |Professional Tax
: R |Fire Tax
! | [ 09 |Entertainment Lax
’ [ |lease
| 20 [Provision lor other
- : [Assels
| 3 |60 [Accidental Loss
| 30 [Revenues written of

40U JAssels written off
' | 30 [Miscellaneous Expense
| | writlen oll
- |
271 [Miscellaneous |

Expenses, ;

Various types |

!t}f Losses &

(Refunds




T = 7 T '|

i_‘ri_ujur a"ﬂ'.-]jnr' f'l.i:t'.lli lr.’\[.inm' l, ?"rlimlr. Ilfﬁall Ledger | Detailed Heads !
| Code! Deseription | Code Description Code
| 16 |Loss on disposal of l
20 |Loss on disposal of | -
| [nvestments g
‘ 30 |Dinunution in value of ' !
i Investments ‘
' 40 |Accidental Lass ’
; 30 1Miscellancous xpenses | Ul [Other Miscellaneous Expenses
. 60 |Refund of Taxes | 02 |House Tax Refund |
' L AL types of Taxes] |
i 03  [Property lax i
! (3 |Others
| 70 iRefund ol Other 01 |Water Supply and Sewerage !
. 02 [Rent
03 (License Fee Refund
I (4  |Others
|
1272 | I]eprﬂciatiﬂn |
i—' | 20 01 [Depreciation on Countil Hall
| 02 |Depreciation on Office Building
| 03 |Depreciation on Civie Centets
04 |Depreciation on Waier  Works
| Building '
| . 05 |Depreciation on Pay & Use Toilel
Blocks ; i
| (i |Depreciation on Hospital/ Medical |
| ' {Health Center *u
i ' 07 |Depreciation on Crematorium
| \Building |
0§ |Depreciation on Fire Station |
09 |Depreciation on Quarter
. 10 |Depreciation on Markets
| 11 |Depreciation on Shupping Center/
o shops |
= 12 [Deprecintion on Indoor Stadium
13 |Depreciation on  Town Hall/
Community Hall
14 [Depreciation on Lducational
B | Buildings
| 15 |Depreciation on Work SimpT
re Garage
' | 16 |Depreciation on Heritage Building |
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:-l‘*.-lujm' Major Head | Minor | Minor Head I.,L‘d;;::r5 Detailed Heads ]
| Code | Description | Code Description Code
3 |Roads & Bridees )1 |Depreciation on Roads

1

[

! 1

| ; 02 |Depreciation on Bridges

! 31 [Sewerage and Drainage | 01  {Depreciation on Sewerage and

| i Drrainage
' | 32 Waterways 01 |Depreciation on’ Water ways
| 33 (Public Lighting 01  |Depreciation on Public Lighting
|40 [Plant & machingry 01  |[Depreciation on Planis &
Machinery
02 Depreciation uon Water Warks
| Machineries
03 1 Depreciation on Drainage {Solid
Wasie) Machieries

04 {Depreciation on Submersible /
Pump

50 [Vehicles 01 |Depreciation on Buses

Depreciation on Cars

i ]
1k

! | 03 |Depreciation on Jeeps
{4 |Depreciation on Cranes

05 [Depreciation on Trucks

4 F it
E o
|

i U6 |Depreciation on Water Tanker
1 07 [Depreciation on Road Roller
08  |Depreciation on Iand Carts
[ : 09 Depreciation on Tractor / Trolley
- |~ ' I Depreciation on Auto / Pedal
i N Rickshaw
! , ) L1 |Depreciation on Cycle
. | 5. 12 |Depreciation on Fire Fighter
13 |Depreciation on JOB Machine
fm 14 [Depreciation on Jewting Machine
i | 15 |Depreciation on Loader
L , 16 Depreciation on Mobile T'oilet Van
i ‘ 7 |[Depreciation on Two Wheeler
60 [Office & Other 01 |Depreeiation on Air Conditioner
IEquipment |
3 02 [Depreciation on Air Cooler
03 |Depreciation on Water Cooler
| ' { 04 Depreciation on Relrigerators
s )3 |Depreciation on Vacuum Cleaner
| . 06 |Depreciation on Computers
| 07 [Depreciation on Printers
| _ 08  |Depreciation on Fax
09 jDepreciation on Xerox Machines
We | | 10 |Depreciation on Typewriter
! 1] |Depreciation on Calculator
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Major| Major Head Minur[ Minor Head LEI"-]E” Detailed Heads
Code | Description | Code Description Code
12 |Depreciation on Telephone & PBX
Board
I3 |Depreciation on lntercom Network
14 [Depreciation un Wireless
Equipment
15 |Depreciation on Tools
16  [Depreciation on Transformer
B | 17  [Depreciation on X-ray Machines
i 'n 18 |Depreciation on Liquipment of
Hospital
19  |Depreciation on Container
[ 20 |Depreciation on  Press/Printing
| Machinery
i . 21 Duplrniciati:m on Securily
| equipment
} 22 [Depreciation on Incinerator
23 |Depreciation on Hat mix Plant
L Machinery
i 74 |Depreciation on  Cyclostyling
| L Machine
25 |Depreciation on Siglom / Fogging
Machine m
26 |Depreciation on Blower machine
| 27  |{Depreciation on Camera- Digital
| 28  |Depreciation on Television
; i 29  [Depreciation on LCD Projectar
:.,_ ,[ 3 Depreciation on Invertors
[ | 31 |Depreciation on Scanner
I | 32 |Depreciation on Gencrator
33 |Depreciation on Freeze
' 34 |Depreciation on C C Camera
35  |Depreciation on Other Equipment
70 [Fumiture; Fixtures, (] Depreciation on Cabinets
Fittings and Electrical
Appliances
02  |Depreciation on Cupboards
03  [Depreciation on Chairs
(4  [Depreciation on Fans
u 05 IDepreciation on Electrical Fittings
’ 06 [Depreciation on Tables

80

Other Fixed Assets
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?'vlajurﬁ Major Head | Minvr Minor Head Ledger s
‘ Code | Description | Code Description Code Detailed Heads
i | (1  |Depreciation on Garden & Parks
{only on  Play instruments
{ installed il any)
j 02  |Depreciation on Aguarium
' 03 |Depreciation on Play Ground
{4 |Depreeiation on Zoo
(15 |Depreciation on Swimming Pool
(36 [Depreciation on (ymnasium
(07  [Depreciation on Bore Well
08  |Depreciation on Cattle Ponds
. 09 [Depreciation on  other Fixed
| Assets
280 |Prior Period
Expenditure/
5 Transfer to
j [Reserve funds
[ N Expenses
01  |Refund of Taxes
LAl types of Taxes)- f
Prior Period
12 [Refund of Other -
Revenues-Prior Period
03  |Other Expenses--Prior 01 [Salary
Pernod
02  |Electricuy
4 |Appropriation 1o other
Reserve Funds
(15 |[Transfer 1o Reserve &

{Special Funds
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Liability (300-399)

Major | Major Head Minor Lcdgerl
Cuode Description [ Code | Minor Head Deseription | Code Detailed Heads
310 [Municipal -
(General) Fund
10 |Municipal Fund 01 Accumulaled Reserve
o)  [|Excess of Income over 0! [Excess ol Income over
i— Lxpenditure Lxpenditure
I 311 |Earmarked
Funds
10-49 [Special Funds created 0! Gratuity Fund
under provisions ol Act
(Specily each Fund name) il
o 50-60 |sinking lFunds (Specify g1 | Sinking Fund
each Fund Name)
70-99 [Trust or Ageney Funds a1 Others
' (Specify each Fund Name) :
£ All employee related
funds) 3
312 [Reserves |
| 10 |Capital Contribution
11 |Capital Reserve
20 |Borrowing Redemption
reserve (if ne sinking fund
is created)
:- 30  [Special Funds (Utilised)
40 |Statutory Reserve
50 |General Reserve
70 |Bad Debts B
60 |Asscts Revaluation T
Reserve
80 |Pension Fund
90 |General Provident Fund
320 |Grants,
Contribution for
specific purposes |
Note: Specify] 10 |Central Government
Name of each
o specilied grant
I 20 |State Government ]
30 (Other Government
Apencies
40 [|Financial Institutions .
L | 30 |Welfare Bodies
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?
Major| Major Head  [Minor Ledger
Code Peseription  |Code | Minor Head Description | Code Detailed Heads
i 60  |International '
Organizalions
| a0 Dlhﬂr*: s
330 |Secured Loans |
| Note: Use 10 |Loans from Ceniral
detailed  head Giovernment |
codes  for i
| different loans |
20 |Loans from State
| Government :
30 |Loans from Government
Bodies & Associalion
i 40 {Loans [rom International |
' _ Agencies {
| | 50 |Loans [rom Banks & |
Financial institutions
5 {Other Financial
| {Institutions
f 70 |Bonds, Debentures or
iOpen Market Borrowings
80 {Other Loans
! 331 |Unsecured Loans
{ . | Note: Use 10 |Loans from Central '
detatled  head Ciovernment i :
codes fowr
different loans .
720 |Loans from State [
? Government | |
30 |Loans from Government ]
Bodies & Association
40 |Loans from Internation:l
| ! Apencies | |
! | 50 |Loans from Banks and
| Financial Institutions
5 |Other Financial
Institutions _
o ] | 1 =)
" | i 70 |Bonds, Debentures or
| 1 |Open Market Borrowings
80 |Other Loans
!
340 |Deposits §i J
Received ' |
i i | 10 | From Contractors / 01 |Tender [Larnest
| Suppliers Money Deposit
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Major | Major Head |[Minor : Ledger |
| Code Description Code | Minor Head Description | Code Detailed Heads
02 BSecurity Deposit
20 |Deposits - Revenues 01 |Water
Related
02  |Rental
03 Other Deposit
30  |From Staff 01  [Employee Deposit o
02 Relief Fund Deposit
B 80 [From Others or For Other Ol [Water Meter Deposit
Purposes
02  [Walter License Deposit
43 [Deposit {rom shop
DWners
04  [Other Deposits
05 |Library Deposit
| 06  lAuction Deposit
(7 Mobile Tower Deposit
341 |Deposit works
10 1Civil works
20 [Electrical works
8}  |Others
350 & (Other Liabilities/
360 |Provisions |
10 [Creditors 01 BSuppliers
. 02 Kontractor
03 |Expenses ]
11 |Employee liabililies 01 [Salaries Unpaid
. 02 IP.F. Payable
03 [Pension pavable
04 [Gratuity payable
0S_|Welfare Funds i
06 ll.eave Salary Payable
07 [Wages
08 Baving Fund
Deduction
- (09 Others
12 lInterest Accrued and due 01  |Loans
for payment
| 02 rovident Fund
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| Major | Major Head  |Minor ) | Ledger _ | I
| Code Description Code |Minor Head Deseription | Code Detailed Heads
= (03 Others
= 20 |Recoveries (made on 01  [I'DS - Contractors
behalf of others) Payable
02 [I'DS - Salary
i 03 [Bales Tax
EF 04 [Waorks Contract Tax
i 03  Rervice Tax
06 Provident Fund
Deduction
07  |Life Insurance
Corporation Premium
I (19 | Professional Fax i
I Deduction B
10 | Pension fund
deduction
s il Recovery from
| Employee On
Deputation
12 | Other Deduction
, 13 | CPF Deducuon
i4 | Group Fund
' 15 | TDS-Others
E 3 |Government Dues payable | 01 Fducation Cess
02 Lducation Cess-
Arrears
| 03 |Birth and  Death
registration Fees
{Liabality)
04 |Other Government
Dues Payable
| 05 | Electricity Bill
’ 06 | Water Bill
40 |Refunds payable
41 |Advance Collection of 01 [Property Tax
Bevenues
02 |Water Supply
42 [Provisions for Expenses 01  [Provision for
| | lelephone Exps.
(2 |Provision for
Electricily Exps.
‘ 03  |Provision for

Insurance bx P&,




i_ Mujor | Major Head  |Minor Ledger
- Code Description Code | Minor Head Description| Code Detailed Heads
! 04 [Provision lor Water

Charges Exps.

=l
05 [Provision for Audil /
Illzrl.:-l‘csximmi Fees.
, (06 [Provision lor Other
- xpenses.
|
43 |Provision for Depreciation {
on Assets
44 |Provision for Other Assets| 01 Ptores
(02  |investment
l 03 |Attached Assels
F 04 |Attached Investments
05 I|Attached Properties |
L% 06 Compensation payable
07 . Brale.Cheque
(8 |[Hypothecation
; [Payable
09 iLease Charges

Payahlc
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Assets (400-499)

; : ¢ 1i Ledper
Major Ma;nr_lln_:ad Ihf!lnur Mmurl Hx_md f‘uﬁe i3 ebuiled Heuds edieis)
Code | Description | Code Deseription .
410 |Fixed Assels
10 [JLand
20 |Buildings 01  |Couneil Hall |

02  |Office Building

3 Octroi Boothy Octroi Naka

04 Civic Cenlers

05 [Water Works Building

06  |Pay & Use Toilet Blocks

07 |tospital/ Medical Health
Center

08  |Crematorium Building

39 Fire Station

| 10 |Quarter
' 11 Markets

12 |Shopping Center/ Shops
13  |Iindoor Stadium

I 14 [Town Hall/ Community
Hall

15 Educational Buildings

16  |Work Shop/ Garage

17  |Heritage Building

30 [Urban Services, Civil 01  |Garden & Parks
Amenilies and
Entertainment
Infrastruciure

02 |Aquarium

03 |Play Ground

04 00

05 |Swimming Pool

(6  |Gymnasium

07 Bare Well

08  |Roads
(9  |Bridges

10 |Sewerage und Drainage

11  |Public Lighting
12 |Water Ways

13 hMobile Toilet Van

I 40 [Plam & Machinery 01 [Plants & Machinery

] 02 |Water Works Machineries




1"!":-

e —————

: . ~
: Aaor I Viajor Head !-_‘\Iium' ;"Viirmrl_llnd:m_.l l::itr | il Hciiiedaes) l
b Cade ‘ Deseription | Cuode Descriptinn -
a | | 3 I}_l'din.lu_w esahid Wasted
A | Machineries L
i | ' i
] L} i =2
gt f a0 | Vehicles ul Ambulanee
[_‘_ {2 H3lises |
z il
e (4  Ueeps
]_ (1 L ranes
= 'r 1o itk -
| | ' 07 |Wager | anher
R i ! 08 [Road Roller |
| (34 Hhand Clarts
= L Tractor / Lrolley
i3 kl Auto Pedal Rickshaw
3 12 jCyele B
3 13 |Fire Fighte:
i 14 PEB Machine
i- 1 15 etting Machine
E ! I |Loader :
v ’ 17 [Lwo Wheelus
I i 60 |Ottice & Other {1 Adr Conditioner
St Equipments
| 102 A Cooler- ]
& 03 [Water Coolur
! {4 Refrigeriton
U.:"" Vacuum L leaner
Ut Compintars
.l 07 Printers
(¥ Fax =
| 09 [Xerox Machines
i d W [Caleulntor .
g - I1__[lclephone & PBX Board
& ; 2 intercom Network
: = 3 [Wireless Lgupment
] = 14 1 aols
g 15 [X-rav Machines
16 |Equipment ol Hospital
._ 17 {lantainer .
- - I8  [PressiPrinting Machinery
i . B Incinerator
_E 20 Lot mix Plant Machinery
i ] .. Ammaonia prigter
a3 Cyelostyling Machine




123

CAlajor | Major Head

Mo |

Ninor Head

; Ledper
Code

Dretailed Heads (ledgers)y |

Code | Deseription | Code | Deseription
| . 13 Sighom I'u.-_',um:_' .\E.L-.'hmg_i
e ;lg:.l.l\"- ot Inaeline =1
[ R, [L aimeri- il !
["_. [ { M Hclevesuon |
[ T }"".'l.}|':'l|1." : 1
[ | -,1:'3 .Cp Projector
} ] = rverton
' | i |3 Neanner
| = 5 |31 ldenerwor |
' | f 12 Irecee
=1 JI 33 If,‘ E e o
i | 34 [Other Lguipment Ir
| 33 Rubimerstide J Pamgp oL
- 70 [ Furniture, Fixtures, ] Cabiners
Fittings and Elcctrieal
| Applinnees
X {2 Couphoaids
- {13 L hairs =
.. (4 Fans .
| (15 [Elecuical Iivings
i ; - B flables o
| | t
i i 80 |Other Pixed Assets 01  JOhers.
' ; 02 [Cattle Ponds .
= 1 =
411 |[Accumulated |
Depreciation ",
20 [Buildings 01 |Council Haull
[ 02 |Office Building
T i 03 10ciroi Boolly Uetroi Naka
| U4 Civic Centers
03 [Waler Works Building
06 [Pay & Use Toilet Blocks
07 Hospital! Medical Health
i , i Cente:
i | 08 [Crematwrivum Building
' B 09 |Fire Staion
10 Quarter
i B | Markets
12 |Shopping Center! Shops |
E il 13 Jindoor Stadium 1
I 14 Town Halll Community
y Hall _
i . L | 13 Educational Buldings |
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Major | Major Head | Minor Minor Head Ledger l i -t :
Cujdu ﬂe.:r:ripliun Code Description Cole | Demmiled Hends oy
16 |Work Shop/ Garage
17  |Heritage Building
30 | Urban Services, Civil 01 (arden & Parks
Amenities and
Entertainment
Infrastructure
02 |Agquarium
3 |[Chaupal
04  |Play Ground
05 |Zoo
06 [Swimming Pool
07  |Gymnasium ;
08 [Bore Well / Tube well
09 |Roads
10 |Bridges
11 |Sewerage and Drainage
12 [Public Lighting
13 [Water Ways
I's 14  [Mabile Toilet Van
40 |Plant & Machinery 01  |Plams & Machinery
02 |Water Works Machingries
03  {Drainage (Solid Waste)
Machineries
50 |Vehicles 0l Ambulance
) 02  |Busges
(3 (Cars
04  Ueeps =
05  Cranes
06  |Trucks
07  |Water Tanker
[k Road Roller
09  |Hand Carts
10 [Tractor / Trolley
11 |Auto/ Pedal Rickshaw
12 [Cycle
13 |Fire Fighter
14 [CB Machine
15 Uetting Machine
16 Loader

.

Two Wheeler




[
LA

!r ."-'_luj-:hr MHjUI'. ol b Minurl thaml L:-ljﬁir Detailed Heads (ledgers) |
| Code | Description | Code Description 2
[ a0 |Oftice & Other 1 Air Conditioner
Equipments
s 02 |Air Cooler
03 Water Cooler
i (14 Refrigerators
f 035 Vacuum Cleaner
06 |[Computers
07 Printers
i . 08  [Fax
09  [Xerox Machines
10 Calculator
| 11 Telephone & PBX Board
[ 12 Intercom Network
) 13 Tools
i 14 X-ray Muchines s
| . 15 |Equipment of Hospital
| | i L6 Contamer
17 |Press/Printing Machinery
I8 Sceurity equipment 2
N 19 {Hot mix Piant Machinery
] 20 |[Cyelostyling Machine
21 Sigfom / Fopping Machine
22 Blower machine |
¢ 23 |Camera- Digital
24 |Television
23 Mohile
[ 26 |LCD Projector
27 Invertors
28 sScanner
= 29 Ciengrator ]
) Frecze
3l iC C Camera
32 Other Bquipment
33 [Submersible / Pump
1 i M | Farnituee, Fixtores, 0l Cabinets
| Fittings and Electrical
E | Appliances
| 02  jCupboards
03  |Chairs
(4 Fans
5o 03 [Electrical Fittings
(06 Tables
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___‘———\___
Minor Hepd h’m‘\%

' Major Il Major Head
Il_f'mh;- | Description

CECriptinn

B =TT
S ' N s
412 | Capital Works . | |

in Progress

g 20 | Buildings e s ]
L (A Council Fal]
=—- 02 |Offce Buildip él ’
- 03 ICivic Conrers
- L 04 Water Works Building
———-——_..1._____|

i nga =P ay & Use Toilet Blooks

| Hospital, Medical Healih
||. Center

|
|
; ' L'rumu{@_ﬁum Building
FT | . U8 Fire Station
[
|

(14 Cuarter

P L 10 iakes
| -_ ' 1Shopping Centor Shops
__ 12 __Indvor Stadigm
13 llf'uun H;t!f.fTt}:nrrlunjz}-'

LL —t | i . oy Hall

| I 14 Educationg) Huihfings -

e S Work Shop/ Gagage -
R P st 4 HtrimEu Building

/ | [ 3 [Urban Services, (ivil o1 Garden & Parks

| f

|

Amenities ang

Entertainimen [

|I Infrastrucryre
— S UCTure

| i
el =
| S

)“ﬁ_'\‘} Water ‘L‘l;"ux-'.w-;
|| ||| f || 12 Infrasiruciyre & Civie ]I
IL———T____ _______}__——-..1'___________ ; — .J'"I.I'.I'H_i]_]ﬂ €5 :
|!I i
|

| 60 [ Office & Other

|| | [ .
| Equj IenLS
— ———-_._IL‘:L-%\_ S e R

B
——_——-—-______-___
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Th.'liijnr i Major Head I Minor Minur_llf:ud LE:S'ZF Detailed Heads (ledgers)
I”_E_T;Llu:__l_lgc_sp_l_'iptinn | Code Deseription ;
. *_____ ~ T 70 [Furnitre, Fixtures,
______ l Fittings and Electrical
S Appliances
!r i i 80 |Other Fixed Assets
T_.__ . ol | Assets Under Disposal
420 & [Investments
121 | |
' 10 [ Investment in
: ' Government Securities | ’
e TS 30 |Debentures & Bond
_ ; : 20 |Investments in bank
, Fixed deposits (FDR)
! _h! 70 | Investments i Post
= i S| office Investments g
: ! B0 |Balance with post '
; 1 office (il any)
£ 90 |Fixed deposits from
] _ — Grant Fund
430 |Stock - in-
~ (hand
) — | 10 |Stores
. ____ -._" | 30 |Other Stores 0l Lngineering Stores
' o e i R 02  |Automobiles Stores
| 03  [Medical Stores
4 (4 Health Swores (Solid Waste
| _1'__ Management)
| 05 [Stationery Stores
I 06 Storm Water Drain Stores
07 Drainage Stares
i “ 08 |Sewerape Stores
_____ —fl T 09  [Sanitary & Conservancy
- - | Stores
P 10 |Fire Brigade Stores
5 ' 11 Water Supply Stores
o ' 12 |Electricity Dept. Stores
I |- 13 |Workshop Stores
| ; —_— 14 |Garden Stores
: i 15  Engineering Store
| (Lighting) W
. 16 Civil & Infrastructure
- I Stores
17 Sanilation Slores

15

Dead Stock
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l_.‘-.'iujm- | Major Head ’M‘innr ?'t’.linnr.Hl:md L{fgﬁ‘;r Detailed Heads (ledgers) l
| Code | Deseription | Code | Deseription "
431 [Sundry '
Debtors
{{Receivables)
(Year wise)
10 |Receivables for 01 Property Tax Current
Property laxes
02  |Property Tax arrears
3 lArrears Sewerage Tax
04 Arrears Water Tax
(General)
05 Arrears Fire 1ax
06  |Arrears Electricity Tax
07  |[Current Sewerage Tax
T VLS Current Water Tax
((General)
09 |Current Fire Tax
10 |Current Electricity Tax
30  |Receivable for Other {1 Current (onservancy Tax
Taxes & Cess
02 Vehicle Tax :
i 03 Entertainment-Tax
04 Show lax
i 05  |Arrears Conservancy Fax
40 |Receivable for Fees & 01 License feus T
| User Charges
2 Advernisement {ees
03  |Water supply’
U4 Notice Fees
B § 3 Warrant Fees
6t} |Non Tax Revenue 01 Rent  from  municipal
Income Due, but not properties
received .
02 Other non tax revenue
03 Lease Rent
80 |Receivable from 01  |Grants
Government
02 .ﬁm;igm:d Hevenues
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Major | Major Head )\ Minor Minar Head ’“Eﬂﬁi" Detailed Heads (ledgers)
Code | Description | Code Description ¥
90  |Receivables conirol 01 [Property taxes
accounts
{ 1 02 [Cess
' 3 Water supply
432 |Accumulated I
Provisions
against
Dcbiors
(Receivables) |
10 |Provision for 01  IProperty Tax
| outstanding Property |
; ' Taxes
(2  |Sewerage. ax
| 03 Water '1'ax (Cieneral)
| {4 Fire Tax
.: _J
12 |Provision for 01 IConservancy Tax
oulstanding Other
Taxes
02 |Drainage Tax
; 03 Vehicle Tax
f 04 Entertanment ax
05 Hotel Tax
(6 Professional Lax
07 Theater Tax
08 Water Pollution Tax
30 |Provision for 01 Rent
_ outstanding Fees & j
| ) User Charges
02 Water suppiy
|
450 |Cash & Bank {
Balances
10 |Cash Balance {1 Muain A/c, Cash Balance

02 [Special Fund Cash Balance

20 |Balance with Banks - {1 iNarme of bank
| Main Municipal Fund
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| Major | 'Major Head | Minor Minor Head lzgﬁtr R e |
| Code Description | Code | Description
460t |Loans, |
Advances and i
!II}e.pusits with |
- . jotheérs | . .
10 |Loans and advances 1o 01  [Salary Advance
. | employees
- | 02 |ouse Building Allowanee
(03 Food-prain Advance Loan
04 Festival Advance Loan
" 05  |Temporary advance
| 06  [Travel Advance
| 07  |Vehicle
i 08  [For Other Lxpenses /
I Purposes
. | k] Advertisement Advance
1 20 |Employee Provident 01 [P.F. Loan
'5 Fund Loans
o 40 | Advance to Suppliers (1 Public Works
and contractors
02  [Stores
5 i 03  |Materialslssued o
; L Contractors/ Stores E:
! 04  |Lease Rentals
06 Permanent Advance =
(7 Advance abainst Project
- —_—
08  jAdvance against Scheme
! 10 |{For Miscellaneous  office
: works ,
60  |Deposits with external 01 |Deposit with  Electricity |
Agencies Board
. 02 ° [Telephones
| 04 |Petrol Pumps
' 05 Deposit with Others
06 I.BG Connection
80 [Other current assets (01 iAccrued Interest on Fixed
L IDeposit
i 02 [IDS Receivables
461 - |Accumulated -
Provisions
against asscts, !
Pre-paid |
iExpenscs,
Miscellaneous .
i Expenditure to E
be written off I
40 | Loan Issue Expenscs 01 [lssue redemplion expenses
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Major | Major Head | Minor Minor Head I}Fﬂifr T ——
Code | Deseription | Code Deseription AV
[ Dhiscount o lesiee!
Redemption
70 | Pre-paid Bxpenses - i Pre-pand Insurance
Administration
90 | Others (1 Feasibility study expense
0z System soltware expense
= 9 | Revenue Deficit 01 Income &  Expenditure
L’wcuum Dr, Balance
I : ] e
199 [Ex penditure
Against the i
Cerants { |
! (Received
| Note: Specify 10 |Central Government
Mame of each
specified |
grant ]
20 | State Government
30 | Other Government
, i Agencies
‘ | 40 |[Financial Institutions
50 | Wellare Bodies
60 |International .
{rganizations
7 [Others
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APPENDIX - I

INDEX

!EET[_EEEEEE DESCRIPTION OF FORMS & REGISTERS i PAGE m:j
"1 | AC1 | CASHBOOK el _1
: 2 | Ac2 | JOURNAL BOOK - _! |
3| AC3 |LEDGER | N
"4 | AC4 | JOURNAL VOUCHER i .
| 5| ACS " | CONTRA VOUCHER _ _ __5__II
T I 'SUBSIDIARY LEDGER (FEES AND USER EHARGES : :
| 8 | ACS | INCOME) [ 7
| e | SUBSIDIARY LEDGER (GPERATION & VANTENANGE | i
=l EXPENDITURE) | 2
!,f‘_ ‘ AC-8 | STOCK REGISTER OF CHEQUE BOOKS - ko -
i'"? L_fc - | CHEQUE ISSUE REGISTER - 7: 9
0 | AC-10 | REGISTER OF ADVANCES TO EMPLOYEE T
11| AC11 | BANK RECONCILIATION STATEMENT e
ik AC12 | r;rljzs{i%%mus DEM._&ND AND COLLECTION {l e
| 13 | AC-13 | REGISTER OF LOANS | 13|
|14 | AC-14 | REGISTER OF GRANTS Tl ae |
15 | ACA5 | ANNUAL STATEMENT OF GOVERNMENT GRANTS | 15 2
15 {i AC-16 | REGISTER OF AIDED AND LOAN WORKS [ e |

17 | AC-17 | ORDER OF PAYMENT FROM wlPREsf 7
|18 | AG18 | PAD BY IMPREST VOUCHER il T e |
| 19 | AC18 | CONTINGENT BILL i s 191020
20 | AC20 | FORMAT FOR OTHER PAYMENT _ F e
21 AC-21 | SALARYBILL - _ 22 |
22 AC22 | ESTABLISHMENT CHECK REGISTER | 3 |
23 | AC23 | TRAVELLING ALLOWANCE CHECK REGISTER T |
24 | AC24 | STATEMENT OF DISCREPANCY IN BILL RETURN. 25 |
25 | AC-25 | REGISTER OF INVESTMENTS T s
28 | acae [STATEMENT OF CASH FLOWS | 271028
|27 | AC-27 | RECEIPT & PAYMENT ACCOUNT | 291030
| 28 | AC-28 |INCOME & EXPENDITURE AIC - 31
| 20 | AC-28 | BALANCE SHEET _ | 321033
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jz | 2?'?353 ; DESCRIPTION OF FORMS & REGISTERS . PAGE F_I
30 | BL1 | REGISTER OF BUILDING APPLICATION E
31 BL2 | REGISTER OF ENCROAGHMENTS ONMUNICIPALLAND = 35
32 | BUD-1 | SUMMARY OF FIELD WISE BUDGET | ®
33 | BUD-2 | SUMMARY OF FUNCTION WISE BUDGET 37
| 34 | BUD-3 | BUDGET ESTIMATION SHEETS FORMAT Wtoad
35 | BUD4 | BUDGET ESTIMATE CONSOLIDATION FORMAT 44
3% | BUD-5 | SUMMARY OF BUDGET 45
37 | BUD-B | MAJOR ACCOUNT HEAD WISE BUDGET | 461049 |
33 | BUD-7 | SUMMARY OF FUNCTION WISE BUDGET e b ]
(35 | Bups | BubaET | st |
40 | GEN-1 | RECEIPT N
41 | GEN-2 |RECEPTREGISTER %
i_ 4 .. GEN-3 |CHALLAN L —u') 99t0 100 |
| 43 | GEN-4 | CASHIER'S CASH BOOK BT
|44 | GEN-5 | RECEIPT VOUCHER (CASH / BANK) 4 L q02 |
| 45 | GEN-6 | COLLECTION REGISTER T e
| 46 | GEN-T | SUMMARY OF DAILY COLLECTION | 10410105
a4 | GEN-8 STATEMENT ON STATUS OF CHEQUES RECEIVED 4 16|
a8 i GEN-G | STATEMENT OF DEMAND RAISED / INCOME ACCRUED - 107 t0 108 |
GEN-10 | STOCK ACCOUNT OF RECEIPT BOOKS 09
s | GEn-11 | MONTALY STATEMENT OF FINES REALISED BY | 1o |
| SUMMARY STATEMENT OF YEAR-WISE HEAD-WISE | |
1 GEN-T2 | COLLECTION OF PROPERTY 8 OTHERTAXES | 'V :
52 | GEN-13 | BILL FOR TAXES AND MUNICIPAL DUES 1210 113 |
53 | GEN-14 | SUMMARY STATEMENT OF BILLS RAISED } 11410115
bﬂ — "REGISTER OF NOTICE FEE, WARRANT FEE, OTHER | A
54 | FEES AND PENALTIES CHARGED
Tas | onote | SUMMARY STATEMENT OF NOTICE FEE, WARRANT o
| FEE, OTHER FEES AND PENALTIES CHARGED |
|56 | GEN-17 | REGISTER OF REFUNDS, REMISSIONS & WRITE-OFF | 118 |
|57 | GEN-18 | SUMMARY STATEMENT OF REFUNDS AND REMISSIONS | 119 I
o ' sy o0 gﬂ:gﬁ;gm STATEMENT OF DEMAND ADJUSTMENTS {50 |
59 | GEN20 | =y "

F'A‘E'MENT ORDER

_1'2¥ t-::.a 122 }
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[Es1  OF DESCRIPTION OF FORMS & REGISTERS | PAGE NO
.~ _ FORM ) I e R s s B ey R L el s |
| 50 . GEN-21 | PAYMENT VOUCHER (CASH / BANK) o 123 |
61 | GEN-22 | CLAM FORM 124
62 | GEN-23 | REGISTER OF BILLS FOR PAYMENT | T
o omae| SIS‘EE&""SQ” OF DUTSTE{TJG CIABILITY FOR =
54 | GEN-25 | UNPAID AMOUNT 127 |
55 | GEN-26 | ACQUITTANCE REGISTER 128
56 | GEN-27 | INDEMNITY BOND - 12910 2130 |
o Il Wi ggggggﬁ E?q[;' F’EP:!-»-I’IANE.NT ADVANCE AND. _.131_'
| 88 | GEN-29 | ABSENTEE STATEMENT 132
" 65 | GEN-30 | TRAVELLING ALLOWANCEBILL - ' 13310136
70 | GEN-31 | STOCKREGISTER i
71 | GEN-32 _STOCK REGISTER OF MEASUREMENT BOOKS T3 |
| 72| GEN-33 | REGISTEROF IMMOVABLE PROPERTY " ‘_Eé to 141 |
73 | GEN-34 | REGISTER OF MOVABLE PROPERTY | 14210144 |
74 | GEN-35 REGISTER OF IAND | 14510 146 |
| 75 GEN-36 | MATERIAL REQUISITION NOTE | |
| 76 | GEN-37 | MATERIAL RECEIPT NOTE T
| 77 | GEN-38 | MATERIAL ISSUE NOTE R e e __"“ =7
78 | GEN-3g | REPORT OF CLOSING STOCK | 0|
79 | GEN-40 | STORE KEEPER DAY BOOK : s |
80 | GEN41 | REGISTER OF DEPOSITS/EARNEST MONEY sz |
| 81 | GEN-42 | REGISTER OF STAMPS T sy |
| 62 | GEN-43 | REGISTER OF SUITS PO
83 | GEN-44 | LIBRARY REGISTER Ul pa T msE |
8¢ | GEN-45 | REGISTER OF COMPOSITION OF OFFENCES T
85 | HR-t " GARDEN ORDER BOOK I
86 | HR-2 | GARDEN LEDGER T
&7 | HR-3 | GARDEN CASHBOOK h B
'8 LC-1 | REGISTER OF LICENSE APPLICATION T te0 |
& LC2 |RECISTEROFLICENSE et
| Lc 3 | LICENSE FORM [GENI:HILL_J e _“




SRl mp ) DESCRIPTION OF FORMS & REGISTERS | PAGENO |
NO,FoRM | ________ iR 4‘
91 LC4 | LICENSE FORM (VEHICLE) - 83|
oo | mwer ESTIMATE OF ORIGINAL WORK . 164 n-nsr
o3 !MMW—E REVISED ESTIMATE ' T 155 mm?
| 94 | MW-3 | STATEMENT OF REVISED ESTIMATE i k 168 t0 170
95 | MW-4 :F'ET'-FY-WDFZKE REQUISITION AND ACCOUNT ' ,_w_t:i'%_z__.
o5 | MW-S |TENDER FOR WORKS 17310188 |
o7 | Mw-s | TENDER FOR THE SUPPLY OF MATERIALS —‘ TN
‘08 MW.7 | REGISTER OF TENDERS FOR WORKS / SUPPLY e |
93 MWs8 | REGISTEROF SECURITIESIEARNEST MONEY | 191
100| MW-9 | WORK/SUPPLY ORDER T s
|101| MW-10 | MUSTER ROLL i AT 19310195
102 | MW-11 | MEASUREMENT BOOKS s e S |
103 | MW-12 | REGISTER OF MUNICIPAL WORKS = ‘ 19710198 |
104 MW-13 “CDNTRACTDHS LEDGER - | 188 1
105 MW-14 | FIRST AND FINAL BILL FOR woarzs | 2001020
105 MW-15_ | RUNNING BILL S - 20210205 |
:- 187 __l"l:ﬂ_\.l'-";" 1-5_ i FINAL Bll:!-_-F_{]_F:-W'DRKS_-_-__”“_“ AR 206 Tm
(108 | MW-17 | COMPLETION CERTIFICATE T T T idteris |
j0s| MW-18 | WORKSHOP WORK REGISTER . | 215 |
110 | MW-19 | REGISTER OF CAPITAL WGRK N PROGRESS | 26 |
11| PF-1 | PROVIDENT FUND LEDGER | 21710218 |
112| PF2 | PROVIDENT FUND LIABILITIES ACCOUNT 219
113 PF-3 | ANNUAL STATEMENT OF PROVIDENTFUND | 20 |
114 PF4 | PROVIDENT FUND BILL 221
135 PE-5 | PROVIDENT FUND ACCOUNT e
| 116 | PF6 PRD\JIDENT“FU-NDINVESTMENTACGDUNTANT | 223
117 PF-7 | PROVIDENT FUND INVESTMENT INTEREST 1 224
115 P | PROVIDENT FUND INTEREST AGCOUNT T e
(118 PF-3 | THE PROVIDENT FUND- FORM OF DECLARATION | _2_25_
120 | PF-10 | NATIONAL SAVING GERTIFICATES ACCOUNT R REGISTER | 227
121 | PT'I | PROPERTY TAX LIST REGISTER o
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o | NUMBER | ; 5
i s DESCRIPTION OF FORMS & REGISTERS PAGE NO
N | FORM _
ISTER OF PROPERTY
S ?ﬂmmn AND COLLECTION REGISTER O o
123 PT-3 | REGISTER OF NOTICE (NON- SUBMISSIONOFPTR) 230 |
' 124| PT-4 | REGISTER OF NOTICE (SCRUTINY OF PTR) | e
"125| PT.5 | REGISTEROF F’RDPEFETY LIST OBJECTIONS - R o
126 RT-1 |RENTBILL& RECEIPT | 233 |
|127| RT-2 | RENT DEMAND AND GOLLECTIDN REGISTER | 234
Eﬁs? RT-3 | TEHBAZARI TICKET B 235
| 128 RT-4 | TEHBAZARI REGISTER . 238
130 RT-5 | FAIRFEE RECEJPT | 237
1131 SC-1 | SCHOLARSHIP BILL | 238
132| SC-2 | SCHOLARSHIP ACQUITTANCE ROLL | 239 |
3 Al i e b R
133| SL-1 | REGISTER OF PUBLIC LIGHTING SYSTEM | 24010241 |
A - N—— -.| ________ e ¥
{34| TX4 | TAXBILL DISTRIBUTION REGISTER | 242
135| TX2 | TAXCOLLECTION CHALLAN L 243
(135 TX3 | TAX LIABILITY ENQUIRY FORM 244
137 | T4 | TAXREGISTER 245
138 1 TX-5 | RECEIPTS IN CARBON DUPLICATE ; -246 1o 248 |
138 | TX6 | STOCK ACCOUNT OF FAGE VALUE TIGKET 249 |
| s T H
140 | TX-7 | ACCOUNT OF TICKET ISSUED TO CDLLEET!ON CLERK | 250
B e o |
141 TX-8 SLAU(;HTEF& HOUSE TICKET L
142 | ws-1 HFGI&TER OF WATER CONNECTION | 0253
143 WS-2 | WATER RATE BILL AND RECEIPT | 254
| 144 | WS3 | WATER RATE DEMAND AMD COLLECTION REG]STER ﬂl 255 1o 258
145 WS4 rsummam STATEMENT OF BILLS RAISED | 259 to 260
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Y

12. Form AC-12: MISCELLANEOUS DEMAND AND COLLECTION REGISTER
Miscellaneous Demand and collection Register
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22. Form AC-22: ESTABLISHMENT CHECK REGISTER
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Rule 18.28
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Rule 14.3

Form GEN 41: REGISTER OF DEPOSITS/EARNEST MONEY

41.

Register of Deposits/Earnest Money
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Rule 26.7

Form GEN-42

42.

REGISTER OF STAMPS

- MUNICIPAL COMMITTEE

REGISTER OF STAMPS OF THE ——---
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Rule 26.12

44. Form GEN-44: LIBRARY REGISTER
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Rule 26.6

REGISTER OF COMPOSITION OF OFFENCES

45. Form GEN-45
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59, Form LC-1: REGISTER OF LICENSE
APPLICATION

! Name and address of |

c

e

P

o

L

=

o

tl =

[T

56

B
a3

mQ

2 3

| Sent for |
. report |

! Description of
| licence applied for

I Date on which sent

| To whom =sent

Qrder of
Licensing
authority

Rule 10.38

Date of order

| Date of return of
report

Date on which order
was communicated

gister of

license if license

Abstract of order

REGISTER OF LICENSE APPLICATION

T LE

Remarks

T

(== ]

w| No. in the Re

-

12

I any appiicant
whose

application has |

been sanctioned

| faisto pay the

prescriped fee
within one month
from the date
entered in
column 10,

|
| note should be

made in thie

| coiumnand the

application
tréated as
refused
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60. Form LC-2: REGISTER OF LICENSE

Rule 10.38

Description of LICBNSE .o

L daisibad siygl up Aljua

a3 4o aN |Eldag ay)
‘panssi sl asuUani|
mau e )l fao Andxa

iagipgo Buisuan)
jo aumeubig

asuani|

10 Aidxa jJo ale(]

asuasl| Jo pouad

asuanl|
JO 8nss) JO 81E(Q

10

|
HIES

anssi |
|

uayam ‘aye|d 1o pieo
410 abpeq Jo Jaquinp

SEUDIN] JO 120 LINR

2asUal] JO DUWER

ucneajddy
asuanl jo as1siBey

ON BSOS

(L=

e A e e A L R T e R e




61. Form LC-3: LICENSE FORM (GENERAL)

Counter-foil of License
.. Municipality

Book No.........
Mo .,

Name of
licensee. ... ...,

Fatnersname ...........

Address .. ...
Caste .o

£ -
Purpose of license

Date of licensa

Pariod of license

Amount paid Rs.

Rs AP

Hrograssive Tolal

Signature of licensing
Officer

298

Rule 10.38

License

Baok Na.. .

Whereas..........u.

nas paid t¢ the municipal committee ......ooovevieiviiiinn
BOEIRRG oo s st e R S
mUNICIPaIY Of e

S

Particular of Licensee

1 2 | 8 |
ITrada

Falher's Cas-t.e

Name |
name

coree e Municipality

Datedthe ....ooonee 18

... heis
oo wWithin the

a1

SR 74 |

| s |

| Address | Remarks |
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62. Form LC-4: LICENSE FORM (VEHICLE)
Rule 10. 39

Counter-ioil of License
.. Municipality

Book No. .
| NG
Name of
.. lcensee.....
Address
|
.
| Number and class of vehicle

2scnption of vehicle ...
Description, number and heignt of animal

Number of persons to be carried Including the

| driver

| Weight of luggage to be carried .
il Date of license ... .

' Pariod of license. .
Amountpald Rs... ... ...

Rs. A P ;

| Progressive Total
|

Signature of Licensing Officer |
I

| " License
| BookMo.. ... .
' e, Municipality i
[l No .. '
- | Dated .. 18
| Whersas
has

| pazd tu the mummpar cr:rmrmnee t}*e sum of Rs

. he Is hereby licensed to ply |

| 1he venicle descnbed below within the .
municipality of . .. for the period !

OF s, Fromthe 1% of

Details of Vehicle |

(T e p— _|___._|
1 | 2 3 4 | 5 B
frfees —[ 0 e w ¥ =
. | ! |
i D | u Ty ool iy ;
| © | S (8w 2p§5 = 3 |
il o A Do Y SR
| W o | 'CI {J-_.Z n | uh |
- | @ B BRE .
o [ | 35 805 @y o
LAY TI e c® o 28| o |
| =l h | o R O Bt
O F:og w 05 i -
| & | & | Oool =8 (%5
l ng | 6 | 8¢l Poy = 0
Il 5> | 5 | 82| ogk ,u:u| o
|E [ |'{:m| a9 ol .
| ieg | Bl Eg 3 mT | £
f E | ] .E_“'| = |
t3 | gje3|l 258 % |3
l| z | o BE(Eas 8 | &

|

[ [ 1=t e

signature of Licensing Officer |
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Rule 10.38

REGISTER OF LICENSE

Form LC-2:
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1. Form MW-1: ESTIMATE OF ORIGINAL WORK Rule 19.23

Estimate of Original Works
MUNICIPAL COUNCIL..ciivviaamaveiiviiaaion

Resolution No.
Dated

Officer Concerned

Sub Division
Mame of
Work

Mumber of

Estimate B

Departmental
Head_
Major Head

TECHNICAL NOTE
Minor Head The tems, rates & quantities are
only for Estmating Purpose. Payment will be

Oetailed Head made as per work actually done on sile
Sectional
Amount only
Technically Sanctioned
ForRs.: only

Municipal Engineer

Estimate of original work showing
Report Specification Detail abstract

» Executive Officer



Lrd
=
L

First Sheet

Estimated framed by.........

OB the BXPEASEOF ...covnmiimsasmaismmmsog o

llllllll 1llllllll+1l-ltllil-t-+-|-------.--||p||||||||||i,|l|||||‘....-1...-......---|||.||.‘..i.........-_.....,,.,

................. Iii‘i1Illilltllllll-------lll||||l||llllfpi1!1|||piij.|------|yq||l||i.||||||||||..----'
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2. Form MW-2: REVISED ESTIMATE Rule 19.24

_ Municipality

Sub-dvision—

Name of work -

Number of Estimate ----- of 20---
Departmental Head -

Major Head -

Minor Head -

Detailed of Head -

Original Estimate ---------- No. - of
20
Amount of Revised Estimate -——--— Hs

Revised Estimate

{With comparative statement and
Explanation of differences)

Revised Estmateframedby _ . . . =
Engineer i s

References, Report and specification

Detail of Revised Measurements and Calculations

i Ee = et i ] i

| ltem of | Nu-mber | Length Ereadth Depth Area of I Total ” Grand

Works . : i Content | Total

e e e e s i e — b1 B T

Abstract of original and revised estimates, with explanations of Differences in Quantities and
Rates

- e — . - B — et e ——— e

. Original Estimate Revised Estimate
el e e . | —

E Rate ' Per Cost

Rate | Per Cost

erle |

Subvhead
ol Estmate
i and ltems

of wiorks
Quantity
Differerce
Explanatic |
. i




lRe | T Rs ‘ Re. | Rs. | Rs
AP =" | AP. | | |
! - ! - | ; | —el
R ! [ | |
]
St s i | i = [ | | l
Dated the {9 |

Signature.cf higher approving authority Signature of Municipal éngineer i
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4. Form Mw-4: PETTY WORKS REQUISITION AND ACCOUNT Rule 19.11

Petty works Requisition and account
To be used for works and repairs not likely to cost more than Rs. 5000"

REQUISITION

Part |
Requisition
I'he undersigned wishes to have the following petty works carried with as little
delay as possibie;

Signature and designation of the officer
by whom the requisition is made

D5k 1o - TN .
*Or Rs. 5000/~ with the sanction of the Competent Authority.

PART-II
Report of the concerned official and Estimated Cost
REPORT
(Rough Estimate of Probabié Cost)

Description | Quantity | Rate Unit | Amount = Remarks
of work ;




No..........

312
Descriptlj'éﬁ_;I..-éu‘amit}f “ Rate Unit | Amount | Remarks |
Df wark | = e e e e e e ey | = =SS A — - =
Brought i | Rs.A P |
| i |

over

w‘:ajnrheacf":'......,..........Mihﬂran;:i-__[;J-e-faiiéﬁ_He;r:-f; .....

Signature of Junior Engineer
Datedthe ... oo,
Sanctioned : Municipal Enginger
Dated .

Accepted Signature and designation of
requisitioning officer

. Datedthe . ... .20 |

PART Ili
Completion Certificate
The work completedon .....................
Signature of Junior Engineer
Datedthe ............coooennen 200
Signature and designation of the officer
By whom the requisition was made.

B R ORI -, ; S
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5. Form MW-5: TENDER FOR WORKS Rule 19.1

oo Trust/Muni. Council/ Corporation

Percentage Rate Tender & Contract for works

General Rules & Direction for the guidance of Contractors

1, All work proposed for executed by contract will be netified in a form of invitation to
tender pasted on @ board hung up in the office of and signed by the Trust/ Muni. / Cerp
Engineer.

Z This form shall state the work to be carried out, as well as date for submitting and
opening tender, and the time allowed for carrying out the work, also the amount of earnest
money to be deposited with the tender and the amount of the secunty deposit to be
deposited by successful tenderer and drawing and estimated rates / schedule rates and any
ather documents reguired in connection with the work signed for the purpose of identification
by the Trust Muni /Corp. Engineer during office hours.

3 Receipts for payment made on account of a work executed by a firm shall also be
signed by the several partners except where the contraclor are described in their tender as a
rfirm, in which case the receipts shall be signed in the name of the firm by one of the parners
or n-'f same other person having authority to give effectual receipts far the firm '

4 Any person, who submits a tender shall fill up the usual printed farm, starting as how
much percent above or below the rates specified in the notice calling for tenders, he is
willing 10 undertake the wark Only one rate shall be named. Only one rate of percentage
more | less on all the Schedule rates / eslimated rates shall be named. Tenders which
propose any aiternation in the work specified in the said form, invitation to tender, or in the
time aliowed for carrying out the work or which contain any other condition of any sort will be
hable to rejection. Mo single tender shall include more than one work but contractors who
wish to tender for two or more work shall submit separate tender for each work. Tender shall
have the name and number of the work to which they refer written outside the envelop.

= $ The Trust / Municipal / Corporation Engineer ar his duly autharized assistant will open
tenders in the presence of any intending contractor or their authorized agents, who may be
present at the time and will enter the amount of the several tenders in the comparative
statement in a suitable form. In the event of a tender being accepled, a receipt for the

earnest money, forward therewith, shall thereupon be given o the contractor, who shall
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thereupon for the purpase of identification sign copies of the specification and other
dotuments mentioned in the notice calling for tenders. in the event of a tender being
iejected the earnest money, forwarded with such unaccepted tender, shall thereupon be

returned to the contractor making the same,

3 The Trust / Municipal / Corparation Engineer shall have the right of rejecting aEI or any

of the tenders.

7 The receipt of an Accountant or clerk, if any, for the money paid by the contractor will
not be considered as any acknowledgment of payment to the Trust / Municipal / Corporation.
The Contractor shall have the responsibility for seeing that he procures a receipt in the
prescribed form

g Tha Memorandum of work tendered for and memorandum of materials to be supplied
by the Municipal work branch and their issue rates shall be filled in and completed in the
office of Trust / Municipal / Corporation Engineer before the tender form is issued. If a form
is issued to an intending tenderer without having been so filled in and completed the tender

shall request the office to have this done before he completes and delivers his tendear.

Tender for Works

| / we hereby tender for the execution for the Trust / Municipal Council / Nagar

Panchayat / Corporation;of ... ..o the work specified in the under
written memorandum  within  time specified N e e e - L SUIGH
memorandum at.. ... e Percent below / above the rate entered in

the Estimated rates / Schedule mentioned in rule-! and is accordance in all respect with the
specification, designs, drawing and instruction in writing referred to in the notice calling for
tenaers and in clause-ll of the annexed conditions and with such materials as are provided

for by and in all other respects in accordance with such conditions so far as applicable.

Memorandum
(@)  General description
(b}  Estimate cost...... N A S PO R Rs.
{c) Egrnestmoney............... .. L S, = |-
id)  Security deposit flm:iuding eamest EEIEIENE bt e Rs.
{e;  Percentage, if any to be deducted from bills. ..o Rs.
(Rupees Percent)

(f) Tirne allowad for the wark from date of written order to commeance in._.
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Shouid this tender be accepted, I/we hereby agree to abide by the fulfil all the terms
and provisions of the said condition of contract annexed here to so far as applicable or in
detault thereof to forfeit and pay to the Trust / Muni. / Corp. Engineer or its successors the
sum  of money mentioned in  the said conditions. The sum of
PR it e e e S S is herewith forwarded in currency notes as earnest
mongy, the full vaiue of which is to be absolutely forfeited to the said Trust / Muni / Corp. or
s successors in office without prejudicé to any other rights or remedies of the said
successors in the office, should liwe fail to commence the work specified in the above
memorandum, or (a) should l/iwe not deposit the full amount of security depmsifspecified in
the above memarandum 15 accordance with clause (A) of the said conditions of contract,
otherwise the said sum of Rs............ ... shal be retained by the
Trust/Municipal/Corporation. As on account of such security deposit as aforesaid or (b) the
tull value of which shall be retained by the Trust / Municipal / Corporation on account the

security deposit specified in clause 1(B) of the said conditions of contract

Dated Day of 20

Witness

Address

Ciccupation
Ihe tender is hereby accepted by me or .'ﬂehali of the Trust / Municipal / Corporation
of:,

Dated the day of 20

Conditions of Contract

Clause 1 - Security deposit - The person / persons, whose tender may be accepted
(hereinafter called the contractar) shall, (A) within ten days of the receipt by him of the
notification of the acceptance of his lender, deposit with Municipal Engineer in cash or
Government securities endorsed to the Municipal Engineer, if deposited for more than
twelve months, a sum sufficient with the amount of the earnest money deposited by him with
his tender to make up the full securty deposit specified in the tender © or (B) permit the
municipal commitiee at the time of making any payment to him for work done under the

contract 1o deduct such sum as will (with the eamest money deposited by him) amount to
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teri per cent of all moneys so payable, such deductions to be held by the municipal
committee by way of secunty deposit. All compensation or other sums of money payable by
the contractor to the municipal committee under the terms at his contract may be deducted
from or paid by the sale of a sufficient part of his security deposit, or from the interest arising
there from or from any sums which may be due, or may become due to the contractor by the
mumicipal committee on any account whatsoever, and, in the event of his security deposit
being reduced by reason of any such deduction or sale as aforesaid, the contractor shall,
within ten gdays thereafter, make good in cash or Government securities endorsed as
aforasaid, any sum or sums which may have been deducted from, or raised by sale of his

security depasit, or any part thereof,

Clause 2 - Compensation for delay - The time allowed for carrying out the work as
antered in the tender shall be strictly cbserved by the contractor. and shall be reckoned from
the date on which the order (o commence work is given to the mntrar;tc;r_ The work shail
ihroughout the stipulatec period of the contract be proceeded with all due diligence (time
being deemed 1o he of the essence of the contract on the part of the contraclor), and the
contractoer shali pay as compensalion an amount equal to one per cent, of 'such smaller
amaount as the municipat committee (whose decision in writing shall be final) may décide, the
amaunt of the estimated cost of the whole work as shown by the tender for every day that
the wark remains un-commenced, or unfinished, after the proper dates, an&_ further, to
ensure good progress during the execution of the work, the contractor shall be bound in all
cases in which the time allowed for any werk exceeds one month to complete one fourth of
the wnole of the work before one-fourth of the whole time allowed under the contract has
elapsed, one-half of the work before one half of such time has elapsed and three fourth of
the work before three-fourth of such time has elapsed. In the event of the contractor failing to
comply with the condition, he shall be liable to pay as compensation an amount egual to one
per cent or such smaller amount as the Trust / Muni. / Corp. Enginser (whose decision in
wrting shall be final) may decide on the said estimated cost of the whale work for evaryday
that due quantity of work remains incomplete; Pravided always that the entire amount of
compensation to paid under the provisions of this clause shall not excead ten p'er cent on

the estmated cost of the work as shown in the tender.

Clause 3 - Action when whole of deposit forfeited.-In any case in which under any
clause or clauses of this contract, the contractor shall have rendered himself liable to pay

compensalion amounting to the whole of his security deposit whether paid in one sum or
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deducted by installments, the Trust / Muni. / Corp. Engineer on behalf of the Trust / Muni /

Corp shall have power to adopt any of the following courses as he may deem best suited to

the interests of the Trust / Muni. / Corp. .-

{a) Te rescind the contract of which rescission notice in writing to the contractor under
the hand of the Trust / Muni. / Corp. Engineer shall be conclusive evidence, and in which
case the security deposit of the contractor shall stand forfeited, and be absolutely at the
disposal of the Trust/ Muni. / Corporation.

b} To employ labour paid by the Trust / Muni. / Corp. Works Department, and to supply
materials 1o carry out the waork, or any part of the work, debiting the contractor with the cost
of the labour and the price of the materials as to the amount of which cost and price a
certificate of the Trust / Muni [ Corp. Engineer shall be final and conclusive against the
contractor, and crediting him with the value of the work done, in all respects in the same
manner and at the same rates as if it had been carried out by the contractor under the terms
of his contract, the certificate of the Trust / Muni, / Corp. Engineer as to the value of the
works done shall be final and conclusive against the contractor.

(c) To measure up the work of the contracter, and to take such part thereof as shall be
unexecutec out of his hands, and to give it to another contractor 10 complete in which case
any expenses which may be incurred in excess of the sum which wouid have been paid to
the original contractor if the whole day had been executed by him (as to the amount of which
gxcess the certificate in writing to the Trust / Municipal / Corporation Engineer shall be final
and conclusive & shall be borne and paid by the original contractor, and may be deducted
from any mongay due to him by the Trust/ Muni. / Corp. under the contract otherwise, or from
secunty deposit or the proceeds of sale thereof, or a sufficient part thereof

(d)  Contractor remains liable to pay compensation if action not taken under — In
the event of any of the above courses being adopted by the Trust/ Muni, / Corp. Engineer,
the contractor shall have no claim to compensation for any loss sustained by him by reason
of his having purchased or procured any materials, or entered into any engagement or
made any advances on account of, or with a view to the execulion of the work or the
performance of the contractor and in case the contract is rescinded under the provision
aforesaid, the contractor shall not be entitled to recover or be paid any sum for any work
therefore actually performed under this contract unless and until the Trust / Muni. / Corp.
Engineer shall have certified in writing the performance of such work and the value payable

in respect thereof, and the contractor shall only be entitied to be paid the value so certified.
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Clause 4 - Power to take possession of or require removal of or sell contractor's
plant. In any case in which any of the powers conferred upon the Trust / Muni. { Corp.
Engineer by clause 3 hereof shall have become exercisable and the same are not
exercised, the non-exercise thereof shall not constitute wawer of any of the conditions
therecf, and such powers shall not withstanding be exercisable in the event of any fulure
case of default by the contractor for which by any clause or clauses thereof he is declared
liable to pay compensation amounting to the whole of his security depasit, and the liability
of the contractor for past and future compensation shall remain unaffected In the event of
the Trust / Muni. / Corp. Engineer putting in force either of the powers (a) or (c) vested in
him under the preceding clause, he may, If he so, desires, take possession of all or any
tools, plant, materials and stares, in or upon the works, or the site thereof, or belonging to
the contractor, or procured by him and intended to be used for the execution of the work or
any part thereof, paying or allowing for the same in account at the contract rates, or in case
of these not being applicable, at current market rates to be certified by the Trust / Muni. [
Corp. Engineer, whose cerificate thereof shall be final, otherwise the Trust / Munt. / Corp.
Engineer may by notice in writing to the contractor or his clerk or works, foreman or other
authorized agent reguire him to remove such tools, plant, matenals or stores from the
premises (within a time 0 be specified in such notice); and in the event of the contractar
falling to compty with any such reqguisition, the Trust / Muni. / Corp. Engmger may remove
them at the contractors expenses or sell them by auction or private sale on account of the
contractor and at his risk in all respects, and the certificate of the Trust f Muni. / Corp.
Fngineer as to the expense of any such removal, and the amount of the proceed and

expense of any such sale, shall be final and conclusive against the contractor.

Clause 5 Extension of time ~ if the contractor shall desire an extension of the time
for completion of the work on the ground of his having been unavoidable hindered in its
execution or on any cther ground, he shall apply in writing to the Trust / Muni. / Corp
Engineer within thirty days from the date of the hindrance on account of which he gesires
such extension aforesaid and the Trust / Muni, / Corp. Engineer, shall, if in his opinion
{wnich shall be final) reasonable grounds be shown therefore, autharize such extension of

time, if any, as may in his opinian, be necessary or proper

Clause 6 Final Certificate — On completion of the wark, the contractor shall be
furnished with a certificate by the Trust / Muni / Corp. Engineer of such completion, but no

such certificate shall be given nor shall the wark be considered o be complete until the
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contractor shall have removed from premises on which work has been executed all
scaffolding, surplus materials and rubbish, and cleaned off the dirt, all woodwork, doars,
windows walls, floors or other part of any building in / upon ar about which the work is to be
executed. or of which he may have had possession for the purpose of the execution thereof
or unbil the work shall nave been measured by the Trust / Muni. / Corp. Engineer or his
subordinate in-charge of the work, whose measurements shall be binding and conciusive
against the contractor. If the contractor shall fail to comply with the requirements of this
clause as to removal of scaffolding, surplus materials and rubbish, and cleaning off of dirt on
or before the date fixed for the completion of the work, the Trust / Muni. / Corp. Engineer
may at the expense of the conlractor, remove such scaffolding, surplus matenals and
rublish and dispose of the same as he thinks fit, and clean off such dirt as aforesaid: and
the contractor shall forthwith pay the amount of all expense so incurred and shall have no

claim in respect of any such scaffolding or surplus matenials as aforesaid, except for any

sum actually realizea by the sale thereaf

Clause 7-Payments on intermediate certificates to be regarded as advances - No
payments shall be made for works estimated to cost less than one thousand rupees till after
the whole of the works shall have been completed and a certificate of completion given, But
In the case of works estimated to cost more than one thousand rupees. the contractor shall
on submitting the bill therefore, be entitled to receive a monthly payment proportionate to the
part thereof then approved and passed by the Trust / Muni, / Corp. Engineer, whose
certificate of such approval and passing of the sum so payable shall be final and conclusive
against the contractor. But all such intermediate payments shall be regarded as payments
by way of advance against the final payments only and not as payments for work actually f
done and completed, and shali not preclude the requiring of bad, unsound and imperfect or
unskillful work to be removed and taken away and reconstructed, or re-erected. or be
considered as an admission of the due performance of the contract, or any pan thereof in
any respect or the way the powers of the Trust / Muni. / Corp. Engineer under these
conditions or any of them as fo the final ssttiement and adjustment of the accounts or
otherwise of in any other way vary or affect the contract, The final bill shall be submitied by
the contractor within one month from the date fixed for compietion of the work: otherwise the
‘rust [ Muni. / Corp. Engineer certificate of the measurement and of the total amount

payabie for the work accordingly shall be final and binding on all parties
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Clause 8- Bill to be submitted monthly - A bill shall be submitted by the contractor
cach month on or before the date fixed by the Engineer in-charge for all work executed in
the previous month and the engineer in-charge shall take or cause to be taken of requisite
measurements for the purpose of having the same certified and the claim so for as
admissible, adjusted if possible before the expiry of ten days from the presentation of the bill,
if the contractor dcés not submit the bill within the time fixed as aforesaid, the engineer in-
charge may deputé subordinate to measure-up the said work in the presence of the
contractor, whose counter signature to the measurement list will be sufficient warrant, and
the engineer in-charge may prepare a bill from such, which shall be binding on the

contractor in all respecis.

Clause 9- Bills to be on Printed form - The contractor shall submit all bills on the
printed form, 10 be had on application at the office of the engineer in-charge, and the
charges in the bill shall always be entered at the rales specified in the tender or in the case
of any extra work ordered in pursuance of these conditions and not mentioned or provided

for in the tender, at the rate hereinafter provided for such work.

Clause 10- Stores supplies by Trust / Muni. / Corp. - If the specification of the
estimates of the work provides for the use of any special description of materials to be
supplied from the engineer in-charge's store or If It is required that the contractor shall use
certain store to be provided by the engineer in-charge {such matenals and stores and the
prices to be charged therefore as hereinafter mentioned being so far as practicable for the
convenience of the contractor, but not so as in any way to control the meanming or effect of
this contract specified in the schedule or memaorandum hereto annexed) the contractor shall
be supplied with the materials and stores any required frem time to time by him for the
purpose of the contract only and the value of the full guantity of materials and slore so
supplied at the rates specified in the said schedule or memorandum may be set off or
deducted from any sums then due or thereafler to become due o the contractor under the
contract otherwise or against on / from the security deposit or the proceed of sale thereof, if
the same is held in government security, the same or a sufficient portion thereof baing in this

case sold for the purpose.

All materials supplied to the contractor shall remain the property of the Trust / Muni /
Caorp., and shall not en any account be removed from the site of the work and shall at all

times be open to inspection to the engineer in-charge. Any such material unused and in
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nerectly good condition at the time of the completion of determination of the cantract shail
ne returned o the engineer in-charge's store if by a notice in writing under his hand he shail
so require but the contractor shall not be entitied to return any such materiais unless with
consent and shall have no claim for compensation on account of any such matenals so
supplied to him as aforesaid being unused by him or for any wastage in or damage to any

such materials.

Clause 11 - Works is to be executed in accordance with specification, drawing,
order etc. - The contractor shall execute the whole and every part of the work in the most
substantial and workman like manner and both as regards materials and otherwise in every
respect in strict accordance with the specifications. The contractor shall also confirm exactly,
fully and faithfully to the design, drawing and instructions in writing relating to the work
signed by the engineer in-charge and lodged in his office and to which the contractor shall
ne entitled to have access at such office or on the site of the work for the purpose of
inspection during office hours and the contractor shall if he so reguires be entilled at hus own
axpense to make or cause to be made copies of the specifications and of all such designs,

drawings and instructions as aforesaid.

Ciause 12 — Alteration in specification and design do not invalidate contracts.
Extension of time in conseguence of alteration - The engineer in-charge shall have
power to make any alterations in, omissions forms, additions te or substitutions for
specifications, drawings, designs and instructions that may appear to him to be necessary
as advisable during the progress of the work and the contractor shall be bound to carry out
the work In accordance with any instructions which may be given to him in wniting, signed by
the engineer in-charge, and such alterations, omissions, addition or substitution shall not
invalidate the contract, and any allered, additional or substituted work, which the contractor
may be directed to do in the manner above specified as part of the work, shall be carried out
by the contractor on the same condition in all respects on which he agreed to do the main
wark and at the same rates as are speciflied in the tender for the main work. The time for the
completion of the wark shall be extended in the proportion that the altered, additional or
substituted work bears to the original contract work and the certificate of the engineer in-
charge shall be conclusive as to such proportion and if the altered, additional or substituted
work includes any class of work for which no rate is specified in this contract, then such
clagss of work shall be carned oul at the rates entered into the schedule of rates of trust /

subject to the same percentage above or below as for the items included in the contract and
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s

't such class of work is not entered in the schedule of rate of trustthen the contractor shall
within seven days of the date of his receipt of the order to carry oul such waork, inform the
engineer in-charge of the rates which 1s his intention to charge of such class of work and if
the engineer in-change does not agree to the rale, he shall by notice in writing be at liberty
1o cancal his order to carry out such class of work and arrange to carry it out in such manner
as he may consider it advisable. Provided always thal if the contractor shall commence work
of incur any expenditure In regard thereto before the rales shall have been determined as
\astly here-in before mentioned, then and in such case, he shall only be entitled to be paid in
respect of the work carned out for expenditure incurred by him prior to the determination of
e rate as aforesaid according to such rate or rates as shall be fixed by the engineer in-

charge. In the event of a dispute, decision of the Deputy Commissioner of the District shall
be final.

Clause 13 - No compensation for alteration in or restriction of work to be carried

i at any time after commencement of the work, the committee shall for any reason
whalsoever not require the whole work thereof as specified in the tender to be carried out
the engineer in-charge shall give nctice in writing of the fact 1o the contract or who shall have
10 claim to any payment or compensation whatsoever on acceunt of any profit or advantage
which he might have delivered from the execution of work to full but which he did not derive
in conseguences of the full amount of the work not having been carried out, neither shall he
have any claim for compansation by reason of any aiterations having been made In the

criginal specifications, drawings, designs and instructions which shall involve any curtaiiment

of the work as onginally contemplated.

Clause 14 - Action and Compensation payable in case of bad work - If it shall
appear to the engineer in-charge or his subordinate in-charge of the works that any work has
neen executed with unsound, imperfect or unskillful workmanship or with materials of any
inferior description or that any materials of article provided by him for the execution of the
work are unsound: or of guality inferior to that contracted for otherwise not in accordance
with the contract, the contactor shall on demand in writing from the engineer in-charge
specifying the work, materials or articles complained of notwithstanding that the same may
have been inadverently passed, certified and paid-for forthwith rectify to remove or
reconstruct the work so certified in whole or in part, as the case may be, remove the
matenals or articles so specified and provide other proper and suitable materials or articles

at his own proper charge and cost, and in the event of his failing to do so within a period to



323

te specified by engineer in-charge in his demand aforesaid, then the contractor shall be
liable to pay compensation at the rate of one percent on the amount of estimate for everyday
nat exceeding ten days, while failure to do so shall continue, and in the case of any such
ralure, the engineer in-charge may rectify to remove and replace with other matenals or

articles complained of, as the case may be, at the nsk and expense in all respect of the

contractor.

Clause 15 — Work to be open in inspection - All work under or in course of
execution or executed in pursuance of the contact shall at all times be apen to the inspection
and supervision of the engineer in-charge and his subordinate and the contractar shall at all
times during the usual working hours and at ail other times at which reasonable notice of the
ntention of the engineer in-charge or his subordinate to visit the works, have been given to
the contractor, either himself be present to receive orders and instructions or have a
respongible agent duly accredited in writing present for that purpose. Order given to the

contraclor's agent shall be considered to have the same force as if they had been given to

the contracter himself.

Clause 16 - Contract or responsible Agent to be present. Notice to be given
before work is covered up - The contractor shall give not less than five days notice in
writing to the engineer in-charge or his subordinate in-charge of the work before covering up
of otherwise placing beyond the reach of measurement any work, in order that the same
may be measured and correct dimensicns thereof be taken before the same is covered up
or placed beyond the reach of measurement and shall not cover up or place beyond the
reach of measurement any work without the consent in writing of the engineer in-charge or
nis subordinate in-charge of the work and if any work shall be covered up or placed beyond
reach of measurement without such notice having been given or consent abtained, same
shall be uncovered at the contractor's expense, or in default thereof no payment or

allowance shall be made. for such work or the materials with which the same execuled

Clause 17 — Contractor liable for damage done and for imperfection for 6
months after certificate - if the contractor or his work-people, or servant shall break.
deface. injure and or destroy any part of a building in which they may be working, any
building. road, fence, enclose or grass land or cultivated ground contiguous of the premises
on which the work or any part of it 1s being executed or if any damage shall happen in the

waork, whole in progress, from any cause whatever or any imperfections become apparent in
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i+ within six months after a certificate final or other of its completion shall have been given by
the engineer in-charge as aforesaid, the contractor shall make good at his own expenses of
n default the Municipal Engineer may cause the same 10 be made good by other workman
and the deduct the expenses (of which the certificate of the engineer in-charge shall be final)
from any sums that may be then, or at any time thereafter may become due to the contractor

from his security deposit or the proceeds or the rule thereof or of a sufficient portion thereof,

Clause 18 — Contractor to supply plant ladders scaffolding etc. - The contractor
shall supply at his own cost all materials (excepl such special materials if any as may in
accordance with the contract be supplied from the enginger in-charge's store) plant, toals,
appliance, implements, ladders corda, tackle, scaffolding and temporary work requisite or
proper for the proper execution of the work whether original, altered or substituted and
whether included in the specification or other documents forming part of the contract of
refarred to 1n these conditions or not. For which may be necessary for the purpose of
satisfying or complying with the requirements of the engineer in-charge as o any matter as
to which under these condition be entitled to be satisfied or which he is entitied to reguire
rogether with carriage thereof to end from the work. The contractor shall alsc supply without
charge the requisite number of persons with the means and malerials necessary far the
purpose of sitling out works and counting, welghing and assisting in the measurement of
examination at any time and from time to time of the work or material, falling his so doing
the same may be provided by the engineer in-charge at the expenses of the contractor & the
expenses may be deducted from any money due to coniractor under contract from his

securty deposit or proceeds of the sale thereof or of a sufficient portion thereof.

And Contractor is liable for damages arising from non-provision of light fencing etc. -
The contractor shall also provide all necessary fencing and light required to protect the
public from accident and shall be bound to bear the expense fold of defense of every suit,
action or other proceedings at law that may be brought by any person for injury sustained
cwing to neglect of the above proceedings and to pay any damages and cost which may be
awarded in any such suit, action or proceedings to any such person or which may with the

consent of the contractor be paid to compromise any claim by any such person.

Clause 19 — Werk on Sundays - No work shall be done on Sundays without the

sanction in writing of the engineer in-charge.
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Clause 20 - Work not to be sublet, contract may be rescinded & security
deposited forfeited for subletting bribing or if contractor becomes insolvent - The
centract shall not be assigned or sublet without the written approval of the Trust / Muni. /
Corp Engineer and if the contracter shall assign or sublet his contract or attempt's to do so
or become insolvent or any insolvency proceedings commence against him or make any
composition with his creditors, or attempt so de or if any bribe, gratuitous gift, loan,
perguisite regard or advantage pecuniary or otherwise shall either directly or indirectly be
given, promised or offered by the contractor or any of his servants or agents to any office or
person i the employ of the TrustMuni/Corp. In any way refating to this office or
employment or if any such officer or person staff become any way directly or indirectly
interested in the contract, the Trust / Muni. /Corp Engineer may their upon by notice in
writing rescind the contract and the security deposit ¢f the contractor shall there upon stand
forfeited and be absolutely al the disposal of the commitlee and the same conseguences
shall ensure as if the contract had been rescinded under clause 3 hereof and in addition the
contractor shall not be entitled to recover or be paid for any work therefore actually

parformad under the contact.

Clause 21 = Sum payable by way of compensation to be considered reasonable
compensation without reference to actual case - All sums payable by way af
compensation under any of these conditions shall be considered as reasonable
compensation to be applied to the use of the council without reference to the actual loss or

damage sustained and whether or not any damage shall have been sustained.

Clause 22 ~ Change in Constitution - In the case of a tender by partners, any
change in the constitution of the firm shall be forthwith notified by the contractor to the

engineer in-charge for his information.,

Clause 23 - Works to be under direction of Trust / Muni. / Corporation Engineer
- All werks to be executed under the contract shall be executed under the direction and
subject o the approval in all respect of the Trust / Muni. / Corp. Engineer for the time being,
wno shall be entitled to direct at what point or points and in what manner they are to be

commenced and from time to time carried on.

Clause 23-A — Claims for payment of an extra ordinary nature — No claim for
paymant of an extra-ordinary nature such as claims for bonus, for exira labour employed in

completing the work before the expiry of the contractual period at the request of the engineer
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in-charge or claims for compensation where work has been temporarily brought to a stand
still through no fault of the contractor shall be allowed unless and to the extent that the same

shall have been expressly sanctioned by the Improvement Trust/ Muni. / Corp

Clause 24 — Decision of Superintending Engineer be final - if any question,
mifference or objection whatscever shall arise in any way connected with or arising out of this
inatrument or the meaning or cperation of any part thereof or the rights, duties or liabilities of
either party, then save in so far as decision of any s.uc.h matter is herein before provided for
and has been finally decided accordingly or whether the contract should be terminated or
has been rightly terminated and as regards the nght and obligation of the parties as the
results of such termination shall be referred for arbitration to the Superintending Engineer of
the circle of the building and road branch of the public works departiment concerned for the
time bewng and his decision shail be final and binding and where the matter involves a claim
for or the payment or recovery or deduction of money only, this amount, If any awarded in

such arbitration, shall be recoverable in respect of matter so referred.

Clause 25 — Stores of European or American manufacture to be obtained from
Trust / Muni. / Corp. Engineer - The Contractor shall obtain from the stores of the enginesr
in-charge all stores and articles of European or American manufactures which may be
required for the work or any part thereof or in making up articles requirec thereof or in
connaction therewith uniess he has obtained permission in writing from the engineer in-
charge to obtain such stores & articles elsewnere. The value of such storas and articles as
may be supplied to contractor by the engineer in-charge will be debited to the contractor in
his account that is shown in the schedule attached to the contract and if they are not entered
in the schedule they will be debited at the cost price which for the purpose of this contract
shall include the cost of carriage and all other expenses whatsoever which shall have been

incurred In obtaining delivery of the same at the store aforesaid.

Clause 26 - Lump sum in Estimates - When the estimate on which a tender is
made includes lump sum n respect of parts of the work, the contractor shall be entitled to
payment in respect of the item of work, involved or the part of the work in questions at the
same rates as are payable under this contract for such items, or if the part of the work in
questions is not in the opinion of the engineer in-charge capable of measurement, the
engineer in-charge may at this discretion pay the lump sum amount entered in the estimate

and the cerificate in writing of the engineer in-charge shall be final and conclusive against
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the contractor with regard to any sum or sums payable to him under the provisions of this

clause,

Clause 27 ~ Action where no specification - in the case of any class of work for
which there 1s no such specification as is mentioned in the notice calling tender, such work
shall be carried out in accordance with the Trust / Muni. /Corp. specification and in the event
of there being no Trust / Muni. / Corp. Specification, then in such case the work shall be

carried out in all respects in accordance with instructions and requirements of the engineer

in-charge.

Clause 28 - Definition of Works - The expression work where used in these
conditions shall unless there is something either in the subjects or contexts fepugnant o
such constructions, construed and taken to means the work by or by virtue of the contract
contracted 1o be executed where temporary, or permanent and whether original, altered,

substitutad or additjonal.

Clause 29 - The Trust/ Muni. / Corp. Engineer shall not exercise any power conferred
upon him by these condition as against the contractor except with the approval of the

authonzed authority which accepted the tender.

Clause 30 - The terms and conditions of the agreement have been explained to

meius and I/we cerify that liwe clearly understand them.
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Schedule; Following (approximately) materials to be supplied from the Muni/Trust /Corp./
Works Department store of work contracted to be executed and the rates which they are to

be changed for,

' Rates at the which the Material | Place of Delivery

I
PARTICULARS {will he ﬂhﬂﬂgﬂ'd 1o the |
| Contractor |

e e - 2
Unit Rs. P.

Note . The person of firm submitting tender should see that rates in this schedule are filled up by the
Muni. / Trust { Corp. Engineer on the issue of the form prior to the submission of the Tender.

Signature of Contractor Signature of Muni./Trust/Corp/Enginecr
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Form MW-6 TENDER FOR THE SUPPLY OF MATERIALS Rule 19.6

Tender for Supply of Material

MNotes Supply of Materials
1. When-aconlract is entered Into. ... il s snaros

the tender should be treated 35 a CONrACE. oo iiiiieiiiiiirirrns ranseeses
TENDER AND CONDITIONS

2. For signature, seerule lonthe back of the form....ooiviiiiiiiiirinns

TENDER FOR THE SUPPLY OF MATERIALS

| (or we), the undersignad do hereby tender for the supply of the materials described in the
following specification subject to the
conditions hereunto annexed:-

1'
|
|
|
|
|
|

c g 53
= = ] E [ | Pt Hom
o & = = > |o8 [ "3 ¥k
= = g 2 T o G ' & w o “3
5 | 58 29| ¥S 283 2§ 5 -
B © = Yo el | B2 B e 8
wE we | ek a2 cEW tet = a ¥
=8 | =2 | 33 o= Ler -0 | E - Remarks
o i o = = = L o W = ] | | o
el | E® | R o 'gug e e ) =G
82 | S8 | 2% | @] To| Eag | 8
S = =8 o w o z = o w
O i = ra o [ Qg >
22 |27 3 EF |22 | 2% :
- m . S | c m [ BT e
2E 18 |E 5 | 2 ge | 3=
& = | =] I 2 . m 0 | o u
i A e '—_S_A ; , I_é_s;___;a_l__..j:_‘_.,. _—
i . | . A

|
|
B
|

1
1
| LR T2

|
|
|
f
|

Should this tender be accepted l/we hereby agree to abide by, and fulfil at the
terms and provisions of the said conditions of contract annexed hereto so far as applicable,
ar In default, thereof to forfeit and pay to the municipal commitiee of or its successors the
sums of money mentioned in the said conditions

This sum of Rs. " is herewith forwarded in currency
noles as earnest money, the full value of which is to be absolutely forfaited to the municipal
commitiee of or its successors in office, without prejudice te any other
eights or remedies of the said municipal committee or its successors shouid | / we fail to
commence the work specified in the above memorandum, (a) (Strike out (a) if no cash
security deposit is to be {aken, should I/We not deposit the full amount of security deposit

specified in the above.
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Eorm MW-7: REGISTER OF TENDERS FOR WORKS / SUPPLY Rule 19.6
Register of tenders for Works / Supply

Name Of WOTK ..ooorveeaerime s e
Estimate for RS. ..o
Total number of tenders rECRIVET ... ...ouvwie i
= g e
Earnest Money i | |
- Amount | Amount | g, !E " | |
.| p |deposied refunded Eu_a:- - e 2 4 gl
> | 7B ] % | and date | and date | %E-ﬁ &0 s 2 =
a &g EE'E | of deposit | of refund | € § ¢ g%ﬁ}g@ﬁ g
© s C | ®@ | _ SEd Dagd &8y 8
o | z8 | xr | | el sl 08y @
el e - _ 8 | et

| | | |

L e L ol - | o i.-.__.-.,._ D S ), SR

Certified that the tenders listed above were received intact and opened me at
o QclocK ON oo ieisiere o INthe prESENCE

Signature of officer opening the Tenders ..................
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6. Form MW-8: REGISTER OF SECURITIES / EARNEST MONEY  Rule 14.6

' §r.No | No and date of | Dateof | Nameand | Purpose  Number
" order under deposit | address of the | of deposit and date
‘which deposited| |' depositor of paper

; (Call

| - deposit
i ' etc.}
Mo I Date | o o0

- O SR A [ ———

Voucher] No ordate of | Date of
. No order | return or

- Mﬁﬂuﬁf Rs.

Signature of

Signature of theVoucher No| Balance Remarks and
depositor at the |

i sanctioning the | lapse of acknow}edging close nfi Authorised
| return or lapse | deposit r::E:f:i?f | ‘the year | Officer
of deposit R | Rs. |
o i R == o ) |
3  Neo Date
W | i iz 48 | 14 s Ch 7
s N b | /.
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7. Form MW-9: WORK / SUPPLY ORDER

WORK / SUPPLY ORDER
FORM

Dated . ..

Order for work described below
given 1o

Contractor, to be executed as
per conditions on the back and
at the rates specified below:

e T

| Remark

Descriptio | Rate |
nofwork/ |  Per | g
supply | |
R
| !
Give detail | f
£.0 page |
no of wark | ' !
register
Officer in
. charge of wark

Conlractor,

WORK / SUPPLY ORDER
FORM

Dated .
Crder for work described below
given o
Contractor, to be executed as
per conditions on the back and
at the rates specified below

Descriptic i Rate ' Remark |

e
|
| nofwork /| | Per g
| supply
I
|
Give detail . :
| 8.9 page | '
ne. of work 5
|| register | _
— N e |
Officer in

| charge of work
| Contractar,

Rule 19.11

WORK / SUPPLY ORDER
FORM

Mo i i,
Dated

Order for work described below
given lo

Contractor, to be executed as
per conditions on the back and
at the rates specified below

. Descriptio | Rate | Remark ,
nofwork! |  Per 5
supply |

t amn e s ———
[
|
|
|

Give detail |
e.qg page
no. of wark
! register ‘

Officer in !

| charge of work
' Cerntractor.

L— i S




Form MW-10: MUSTER ROLL

Payment VoucherMNo. . ... .. ... ..

Name of Wark

Muster Roll

el

fad

PART 1 = NOMINAL ROLL

Names grouvped accoiding o

-y
Father's neme

[ Drady Total

Rule 19.17

| Pasyed

| Gted e

i
] ¥
: ! Datea
{ irilisls of
| persan
| rpar.-c:nglhe |
daly
| gtlencances

| Insngls of |
| Inspaciing
i Cffcer |

ol rUpEEs

Girsn Tota! of this mcstermoll
| Ceduat-Payments not made as per delals transfered (o Regqister of Arrears - Part i,

RS A

Smnaturs ot officer arderng paymant

Balance Paio

s

Addl - Arrears of pravious muster-roll paid off as per detads of Registar of Arears - Fart |1

Tyea

Tusal amaunt paid (ir words) Bs

Drated

g

Senature of uficer

. X 15 N
vy N R
.r .8 19 |1 | 11 | Total | Rate
{ | |
i | wiTE
| | i P B
! | . E | _ﬁ'g |
| , | £ |
1 | !
i | B
1 | | EIE |
1 (I 23
] EE
| | i | ®¢
. | £ e
i i < i
. =i IR | ! {RTEA, =
| Hs T8 i
[ | [aP | &P |
| .
1 1 1 s
? i
: | :
i | i
| I
| |
el [ .
1 :
i | | : |
T — = 1
- | | Total ! -
]
i [ S e D
Ra AR
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Il- REGISTER OF ARREARS OF WAGES DUE TO LABOURERS
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Form M.W. 15 Rule 19.19
Running Bill

Running Payment must invariably by made on form printed on white paper
which should not be used for intermediate Payments.

For Contractor and Suppliers - This form provides only for payment for works

or supplies actually measured.

Cash Book Voucher No..... e ssssssiessiss Dated......comreermrerersesssens Sub Division
Name of Contractor oR Suppliers.....mne PRS2 o e 1
Name Of WOrK....cooeoiseensmsssererss . ¥ 5o i v T

Purpose of Supply | 1. "Stock”
1 2. Purpose for issue to

,,,,, ,,“"“...............-..uununnuqllcgntract'ﬂ'r--
direct to work
Serial No. of the Bill
No. And date of his last bill for this work
Reference to Agreement
1. Account of work done supplies made.
O awmount [
; duantly ltemn of work or |
| | Executed for [ ; E ;
i | Supplied  upto [t (ground - SIncet Previas |
| Unit | | under "sub- RATE bill {Total for | Remarks
: ldate 3 PR . Uptodate | ;
| | Measurement work' of estimate) | | each sub-
! Book A of eslimate : | head)
| | | |
R WO AT L 7
. T ) | ’. | P | RN




|' CARRIEDOVER | ! |
= !

The full name of the work as given in the estimate should be entered except in the

case of bills for work for ‘stock’ materials.

The purpose if supply applicable to case should be filled in and the rest scored out,

If the expenditure on the work recorded by sub-heads the Total for each sub-Head
should be shown in column 3 and against this total there should be an entry in
column 6 also. In no other case should any entries be made in column 6.

|
| Item of work or |
supplies (ground |

Quantity
Executed for /
Supplied upto |

i | | amount |

Since Previous |

a0 e
Measurement | ; : |
Book work’ of estimate) | | | head)
R SIS D (ST T
Broughtover | Rs. P. | Rs | P | Hsi B B
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. o MOuUNT
. uua:::: item of work or | W ‘
| Sxec::nd ﬂ:‘ | supplies (ground ! | Since Previous
! Unit | :m: lp e under "sub- RATE | A | hill {Total for ~ Remarks
MEEHS:E;t heads" and 'sub- . | P | eachsub. |
Ea;urnk work' of estimate) | f | head) i
Do
| S | ‘ . J__
|25 0l 2 3 4 I (1 N
e Brought over Rs. P | Rs. ] P _&ﬁl:l_| F. f
| l | ,
I 1]
| . |
| | | o
| e | |
| |
| | |
| |
| | !
. , ‘
= | |_CARRIEDOVER | _ |_ | R

The Value of works done or supplies made to the date
Deduct value of work or supplies shown on previous bill
at value of works are supplies since previous bill

(F)
1S5 BT e (- A oo S SN e N LI A 1
Il. CERTIFICATE AND SIGNATURE

Ihe measurement were made by ..., Ml B e s and are recorded
SEIRE DAL s of Measuremant Book No.......oo.eeeeeenien o No advance
payment has been made previously without detailed measurement,

J

Dated Signature of Officer i
Preparing Payment H‘Rank]

Date Signature of Contractor Dated of Signature of Officer |
......................... Authorizing Payment 1 [Rank)

L

The signature is necessary only when the officer wha prepares the bill is not the officer who makes
the payment. In such case two signature are essential.
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13. Form MW-16: FINAL BILL FOR WORKS Rule 19.19
FINAL BILL

Sunning payments must invanably be made on forms printed on Yellow Paper which should not be used for

Finat payments,
“ur Contractors and Suppliers: - This form pravides only payments for work of suppliers actuaily measurad,

Cash Boak Voucher Mo Dated | Sub-

Lvisin

Mame of Contractor or

Supphers i

Hame of

Mok . =
1, “Slock Coniracior

Purpuse of Supply
2, Purchases for issue to

Seral No.of this Dl
Mo and date of Fis last bl for thiswork

Referance to aggremesnt
A, Account of work done or supplies made

Quantity ltems of works |
exccuted (or | or supplies . Amount Remarks
| Unit supplies, upto {g.mund unr.'IFr | Rate T = Since 2= 1
date as per Sub heads’ | previous bill
measurement and 'Sub work® | | Upto Date (total for each | 5
Book) of gstimate | subhsad) :
i T8 [P LR L& ®e [P |
g b2 4 5 6 7 '
= I L ey — ol IS | i T
a I
| | '
| ' - | |
1 | | !
. ; I i : !
. ! | : ! E |
; ' f i i
| [CariedOver | | | A= | i !

The full name of the wark as given in the estimate should be entered here except in Ihe Casc of bitls for siock
matedials

Ine “purpose of supply” epplicable to the case should be filled inand the rest scorad aut

If the expendilure on the work is recorded by sub-heads the latal for each sub-heads should be 2nown in column &
and aganst the total there should be an entry in column 6 also, in 0o ather tase should any entnes be made In column 8.



b s i 1
Guantity ltems of works
execuled (or or supplies
Rt supplies, upto | {ground under
% date as per | 'Sub heads'
measurement - and 'Sub work’
Book) of estimate
i 2 3 5
| T =4 e 1
|
|
i
| | |
|
|
f |
i
' |
i
. !
, |
I !
| |
| |
|
|
i
I
]
|
[

| Carried Over

Amount Remarks |
I Rate 'L =l Since = |
| previous bill
| UpleDete {total for each |
- | subhead) |
pa, [P | Rs. [P | Rs. | P |
6 ) ki ,
T ] ¥ ]
! |
A . |
i | | I
| [ ‘ | |
. a il ‘
| | ‘
| |
|
|
| | |
' |
| | | |
| ! : i
| | |
i | i
i
|
|
i
i .
f
I
|
-
i ]
!
I ]
‘ ‘
I 1
| | i
| | |
. | |
i 1 {




Remar

- e e e e r——

1 | Amount |
; | ltems of works or | ; | ks
Huantity executed supplies (ground | - RPN || o
s | {or supplies, upto PIES A8 il Since i
unit d . under 'Sub heads Rate .
1 ate as per F i i | previous
tBook) | WM b workaf Upto Date | bill (total f
measuremen | estimate | plo Late (total for |
| . ; each | |
ol . | | subhead) | |
ik e Rs. | P. | Rs. |P. | Rs. [P.7 — 1
L 3 v E B PR
I | | | I |— i 1:
| o |
| | | |
| | R
| | | - |
| |
] |
| : L
| | |
| | | |
| | L
| - : . | '
| | | | |
|
| |
| | |
| B
i | ; | ] I
L e fae . | .
Polel Vatue of work done or suppiiess made o das A ! l I I
Jezuct-vaiue of work supples shown on previoas bl | | | {
Mgt vakue of work of supplers since previous Bl F I | [ |
Fugure (F} waords — i ! ‘ [ !
i : | | :' !
- e i [ = R oy I l ==
li-CERTIFICATE AND SIGNATURE
1. The measurement made hy - an
— and are recorded at page measurement
Book Ne. No advance payment has been made previously without detailed
measurenient.
Date Signature of
Officer preparing ;
the bill Rank
Dated Signature Dated Signature of Officer
of Contractor authorized payment :
Rank

This signature is necessary only when the officer who prepares the bill is not office who
authorizes the payment in such a case two signature are essentials.
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[1l. Memorandum of Payment____ =

| 1. Total value of work done as per account 1 Column 5 entry (A) Rs. | P.
| (A} 2 Deduct - Amount withheld '

ST r
Figures i Rs. ! G i
af wark '
Abstract ;

Re. [P (a) From Previous bill, as per last Running Account |
Bl
(b} From this bil =
3. Balance Le. 'up-lo-date’ payment (item 1-2) (K) f }-_

4, Total amount of payment already made as per

entry (K) of last running Account Bill

?Nt:s............,..,...furwarded with accounts  for

...200
5. Payments now to be made, as detailed below :- {Rs LP i |
; (B) By Recovery of amount creditable to this work ;
3 |
"(a) Total 2 (b) + 5 (a) G E ‘
© 7 [{b) Recovery of account creditable fo other work or | |
| head of account (b) | ||
S - I -
| (c)} By Cheque ; L
| mam e IR TR P R e T L L, = I oy ’
Total 5 (b} + () o (H) S
Pay
B e S T R B B e e B R o 2 5
cierien.by Chegue
Dated Initials of Disbursing
Office
Recewed
B S e s S e L0 s
As per above memorandum, on account of this work (Amount in vernacular)
|
1 O }

Slamp
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AAABISE sy i esi g e am e g (Full Signature of Contractor)

Faid by me wide Cheque No....... dated
20

Dated initials of person actually making the payment.

+ The figure should be tested or see that it agrees with tha total of items 4 and 5.
5 If the net amount paid is less that Rs.10 and i cannot be included in a Cheque payment
hould be made in case. this entry being altered suitably and the alteration attesled by dated
inials.
4 Here specify the net amount payable vide item 5 (c).
4 The payee's acknowledgment should be for the gross amount paid as per items 5 (ie.
a.+h+C)

Payment should be attested by some knawn person when the payee's acknowledgment
s given by mark, seal or thumb impression.

Not required in the case of bill of suppliers

|V-Remarks
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14. Form MW-17: COMPLETION CERTIFICATE Rule 19.21
Detailed Completion Report and Completion Certificate

Sub-Division-

MName of work-
Amount of Estimate
Expenditure, .

s R

Percentage

Date of Commenczment - )

Date of Completion - e s e g
~ Name of engineer and subordinates by whom the work was supervised |

NAMES Period or Incumbency
| From | = Te |

immediate Charges

Sub Division Officer |

| Municipal Engineer

e 2B WY W S

Explanation of Excess



3a2

Form MW 12-Contd)
Name of work-

Major Head-
Minor Head-
Detailed Head of Classification -
Reference to last schedule docket submitted No.........coooiiinnnn. for the Month of
Authority- ) e RS
As Estimate | As Execute | Difference '
! o | - | | Paragraphs
. Subheadsof | 2 E| 28| 41| E 2 . | E overleal |
' Estimate | & £ | 2| E| | 38| ¢ % | 2 explaining |
| [ o m m | =
S 5 | 5| = | E 3 14 E Excesses
] o
| e E R0 I e o
| - | | = ] |
1 ! 5 ‘ | ‘ i
; ‘ | | I ‘
: ! ! . . .
| | |
I |
. | !
| | | | [
| | | '
‘ . L | | |
| I | |
| f ‘ i !
| | ‘ | !
i i l ! - '
’ L ,
| ‘ | | |
| | |
: | '
E i A
| I |
| ‘ ' | | |
. ] H SSSOE. R | ___l__ ‘
T T 1 1 I
i ' |
Total A : i . ‘ I .
|Rs. | | Rs. | ‘ Rs. | ‘ l !
D : | | AP . ._:. L | o iz = R '
Excesses to be entered in ‘red’, Saving in ‘Black’ ink.



-i||-...-

i
1
g

Paragraphs
overleaf
explaining
excesses

junauy
]
L) — —_— —_- e — — SN =
8 |
| 3lEy
-y e
| a =i - I
“ Aiuenp m._m_
unouly
B
= S — SRR - S LRI T e ey
(5]
% | aey
W
" = - | = = T = =
=L
{ Apueny w
o
8 nauy
- BRIt e TN TEL ! == S . I L N I SRR s i el
o —
o ajey
L
= _- o beadh - i s i e g
% Knuenp e
! oo

Sub heads of
Estimate

iotal, .

-

Excesses to be entered in ‘red’, Saving in 'Black’ ink.
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iy

| As Estimate | AsExecute |  Difference .
| = : i..._._!.. —;_——E— i S Paragraphs |
Sub headsof | 2 - 2 | " il -1 overleaf
Estimate [ g 2. 2188 3 = £ | 2 | explaining
i o -] @ | L] =~ i i 5
| S x| E 3 | E 3 4 E | excesses |
o | i < a | < e \ = |
; i : . i -| — : - .I ..... = =
i i ‘ I 5
| | | | | |
1 |
| ‘ ‘
| 5 ‘ i
| | | | |
- ! | I
. ! . | ! |
| 5 .
i | | '
| : ! - | | |
| I | | ; |
| ' ‘ | ! |
| : I | I | \
i ; | ‘ ' |
1 | |
' | ! ;
!._ : JI e it | | |
-
i ! | Rs. : Rs. :
| |
| B — B |

Excesses to be entered in ‘red’, Saving in ‘Black’ ink.
Officer-in-charge of work

Completion Certificate

Certified that this work has been properly carried out in accordance with the

sanctioned plan and estimates

Municipal Engineer

NOTE:- In the case of the original Works and special repairs, If any, consideration /
deviation from the sanctioned design have occurred, the report specification, drawing
and Details of measurement of the work actually done in the same from as the
estimate should accompany the Completion Report.
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15. Form MW-18;: WORKSHOP WORK REGISTER Rule 19.18

WORKSHOP WORK REGISTER

Serial | Date of [ Mature | Nature | When When | Dateof Sjgnature!Remarksl
Na. | receipt | of | ofwork | begun ﬂﬂmpteted! issue of | of officer |
arficles | | aricle | mncharge | !
2L e e & | ’ | ' 5 —!_._.....__ e I —_—
1 2 3 4 | 5 G - . 8 ! g
' | | | ' | |
| | i | | i
| | ‘ ‘ a |
| '
o B -l
1 ] i
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16. Form MW-19: REGISTER OF CAPITAL WORK IN
Rule 20.6

PROGRESS

MName of the
77l o SRR

Account

coge,

Location of the
preject.

Source from which project 18 being
funded.,

Resolution Mo and

gale,,

Vork order

na..

Sanctioned
Estimate

Secunty deposit

recaled, s HEgeh
Total
cost
s . I e s - : R f ....... f —I-- I :_S.___:
o | e (el | LD e
| war of Amount | Veueh [ 777 | Balan | Remark
| Np | paym advancs. | deducled Paid | erNo. ! ma i ce Rs & | Author
|No | P }rt | Amount if any R « Dat | Amoun 1sed
' 2 Rs Rs o & tRs, Officer
: = i .
- S - I 4 5 B 7 8 g : 1B 11
: E A = e A Y Ry il e =T ey ve=] L B et e
! ! {
| _"_l___'_‘" — :
| [
VPR SO |
| ) | =
i | !
I ’ | ' i !
Motes: '

11T the work 1s not completed with the specified time, the cause of delay should be noted in the

Allotment for the
WEAL, | \eeeerianeeeionen e

Estimated cost of the
Project .. .cooeeeiiiiinn

Estimated date of
completion. . ............

Final
disclosure

f Dale of
| capitalisation..............

i
Asset identification

Ref. No of register of fixed

remarks calumn
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Rule 18.33

PROVIDENT FUND LIABILITIES ACCOUNT

Form PF-2:

2.

Provident Fund Liabilities Account for the year 20. .

Seplember

L=21e 8]
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|
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Rule 18.42

h;lt.m.icip ality |

PROVIDENT FUND INVESTMENT ACCOUNT

-
L]

Purchase of Investments

Form PF-6

Sale of Investments

6.

| ON (EREL

[ r
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RENT DEMAND AND COLLECTION REGISTER
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RENT DEMAND AND COLLECTION REGISTER

Year ending 317 March 20.
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APPENDIX-III

Time Schedule for Retention of Records

(FPeriod far which accounts registers, etc., are to be preserved after the conclusion of audit)

Retention Pericd

R . .

Sr. No ,' Mumber of form Description |
1 i GEN-1 I_RECEIF‘T ' anee years 4
. GEN-2 | RECEIPT REGISTEH J_ Three years |
3 | GEN3 | CHALLAN | Three years i
L4 J GEN-4 | CASHIER'S CASH BOOK ! Three years 1
1 _ . £ : |
l_ g ;I GEN-5 CASHIBANK REGE[F‘T U{}UCHEH ' Ten ysars |
| 4] | GEM-5 | L"GLL ECTrC}N REGi&TF;H Ten years |
i GFN ? SUMMARY DF DAILY COL lECTJGN | Thres years. ]
3 "_|_ GEN.s | STATEMENT ON STATUS OF CREQUES F R —
i | RECEIVED 10 ¥ |
o | STATEMENT OF DEMAND RAISED/INCOME =

| g GI:N-E | ACCRUED _ Ihree ygars 3
I qn GEN-10 | STOCK ACCOUNT OF HECE}F’T aoorcs |' Ten Years |
| 1 GEN-11 | MONTHLY STATEMENT OF FINES | Theeyears
e . | SUMMARY STATEMENT OF YEAR-WISE | - ‘

|12 | GEN-12 | HEAD-WISE COLLECTION OF PROPERTY & | Three years
Wil X T | OTHER TAXES ; 5 i i
13 | GEN-13 | BILL FOR MUNICIPAL DUES | Three'vears ‘
14 | GEN-14 | SUMMARY STATEMENT OF BILLS RAISED | Inree years |
aeE | | REGISTER OF NOTICE FEE, WARRANT FEE, | . = o
_ 1% | CGENTS | OTHER FEES AND PENALTIES CHARGED | Tenvyears |
| i | SUMMARY STATEMENT OF NOTICE FEE, ' |

15 GEN-16 | WARRANT FEE, OTHER FEES AND | Three years
[ _ | PENALTIES CHARGED —o: l

| , REGISTER OF REFUNDS, REMISSIONS & -‘ .
.I____ﬂ | GEN-17 WRITE-QFF I Three Erf:arb :
18 | GEN-18 | SUMMARY STATEMENT OF REFUNDS AND | Teowgoate: |
I, (L | REMISSIONS . . e
18 | GEndo | SUMMARY STATEMENT OF DEMAND B |

oo T ADJUSTMENTS RAISED. 1) _I____f_ee yeRrs
20 | GEN-20 | PAYMENT ORDER Three years |

l ' | GEN-21 | CASH/BANK PAYMENT VOUCHER i Ten years

2 | GEN-22 [ CLAIM FORM ' Three years |

. 23 | GEN-23 | REGISTER OF BILLS FOR PAYMENT | Three years
| 5 STATEMENT OF OUTSTANDING LIABILITY 1 =7

_E_,____EEE'_H FoR EXPENSES ;|_ Fhtde paprs

25 | GEN-25 | UNPAID AMOUNT i One year

. 28 | GEN-26  ACQUITTANCE REGISTER | Thirty Five Years |
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One Year after if

L ng | GEN 27 NDE!‘J!MTT EDND | ceases loexst
28 GEN-28 | REGISTER OF PERMANEI\.T ADVANCE | Threeyears |
29 GEN-29 l ABSENTEE STATEMENT & 'q]anmy Fve Years
30 GEN-30 30  TRAVELLING {-‘}LLDWANEE BILL . | Three years __‘
| 31 | GEN-31 | STOCKREGISTER - | Tenyears |
| al REkian | gg%i}; REGISTER OF MEASUREMENT ]
2 | Genas | REGISTER OF IMMOVABLE PROPERTY |  Permanent |
|F -3;4 | G_EN—34__ i HEGiSTER DF MD‘I.-!’ABLE PHDF‘ERTY ) __' | ] Tuﬁn_;ftiyears T
| 85 {__ GEN-35 | REGISTER OF LAND o) | Permanent |
36 GEN-36 ‘ MATERIAL REQUISITION NDTE One year |
37 GEN-37 | MATERIAL RECEIPT NOTE  Oneyear |
. 38 GEN-38 | | MATERIAL Jssua_m_d_fé s Oneyear |
.:- 39 | GEN-39 | REPORTOF CLOSINGSTOCK . One year |
a0 ‘ r:iEix::c_:__I éTOHE KEEPER DAY BOOK TenYear |
a1 | GEN4 | REGISTER OF DEPOSITS i Teoveae |
42 GEN-42 | REGISTER OF STAMPS | Threeyears |
L8 RN UREGIREEROR Uy | Temvesr |
I 44 ] (;“N—d.d | LIBRARY HEGIqTER _: Permanent |
| 45 'GEN-45 cumpowm RFGISTEH | Three vears |
v ACA | CASH | ESC}DK Permanent |
7 - oaed | ‘DL.FRNAL BOOK L, Wipa Sa g Tenyears
a8 ‘ac-a | Lepcer N T years ]
, 48 AC- il JMHL VOUCHER Mo E Ten years
| 50 |  AC5 | CONTRAVOUCHER y 1 'rén_}ears |
.I 51 | AC-E LFELENGCETFLDN -WISE INCOME SUBSIDIARY : Yon YE;;S
S e !
R
‘k "EDGUMENT coNTRo"L REGISTER/ISTOCK b |
L : ACCOUNT OF RECEIPT/CHEQUE BOOK P SR e ‘
| 84 | ACH CHEQUE ISSUE REGISTER Three years |
| | T I | Tenyearafter it |
| 55 ! AC-10 REGISTER OF ADVANCES ceases to have |
| L 18 o Al A L effect |
58 AC-11 JANr{ HEC‘DNC!LIATJDN STATEMFMT Permanenl
55 _' = ';‘[';._'1?_ E%S%E;NEOUS DEMAND AND COLLECTION | [\ |
8 | ACIS | REGISTEROFLOANS Permanent |
58 | AC-14 | REGISTER OF GRANTS Ten Years !




409

50 AC-15

| ANNUAL STATEMENT OF GOVERNMENT

|

| GRANTS RRE 1 _anpe years i
51 | AC-16 FEEGISTER OF AIDED AND LOAN WORKS | Pemanent
62 | AC-17 | ORDER OF PAYMENT FROM IMPREST _ | Three Year
; 83 | AC-B Pmu BY IMPREST VDUCHEH 5 Ten Years
i B4 | AG--‘I; | CONTLNGENT E!EI:__ } Ten Year !
' &5 | AC20 | FOROTHER PAYMENT . | Tenyears
86 AC-21 | SALARY BILL Thirty Five Years .
”Ei? l 5 AC-;E ESTABLISHMENT CEC REGISTER . Permanent
68 | AC23 | TRAVELLING ALLOWANCE CHECKREGISTER |  Thieeyears |
I eé"__: AE'?_,' | . ;g?bf;ﬁgthCﬂEr‘ANCY IN Bi One years.
| 70 |  AC-25 REGISTER OF INVESTMENTS . __in_‘fears E
' 71 | AG26 | STATEMENT OF CASH FLDWS o | Theeyeas |
7 CAC27 | RECEIPT & PAYMENT ACCOUNT Permanent
73 | HC-'AE—_ ' -}N:.,.DME & EKF‘END!TUHE A,"C ......... | F‘ermanentm
74 | AG29 | BALANCE SHEET Permanent
75 BUD-1 | SUMMARY OF FIELD WISE BUDGET | | Three years
75 BUD-2 EUMFIA_F# OF FU NE{DE‘JTSEEU&EET “i“ | three years |
/7 | BUD3 | BUDGET ESTIMATIONSHEETS FORMAT |  Threeyears
: Sk | Eggai ESTIMATE CONSOLIDATION Trvee years
79 | BUDS | SUMMARY OF BUDGET R
| 5 | BUDS MAJOR ACCOUNT HEAD WISE BUDGET Three years
| 81 | BUD7 | SUMMARY OF FUNCTION WISE BUDGET Thee years
' "8‘;.* | BUD-8 | BdDC‘FT Three years
83 MW-1 | ESTIMATE OF ORIGENHL WORK Three years
84 | MW= | REVISED ESTIMATE Three years
85 mw-am_—:_smremsm OF REVISED ESTIMATE Three years |
s MW-4 | PETTY WORKS REQUISITION ANDACCOUNT | Threeyears |
o] e [ s
a3 MW-5 | REGISTER FOR TENDERS FOR WORK Three years
89 MW-7 | REGISTER OF TENDERS FOR WORKS' T Theeyears
a0 MW-8 | REGISTER OF SECURITIES Ten Years |
o1 MW-32 | WORKORDER Three years |
92 | MW-0 | MUSTERROLL | Theeyears |
9 | Mw-if MEASUEEMENT BOOKS Permanent ’
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9 . _""mw-12_u| REGISTER OF MUNICIPAL WDRK.S 'L |_ Permgr_?em_ﬁ;
o5 | Ww.13 | CONTRACTOR' S.LEDDEF-‘. Theee years |
o eg MW-14 | FIRST AND FINAL BILL _FOR WORKS T 1 Trree years i
e wwas | RUNNING BILL FOR WORKS T Theeyeas |
o8 | MWw-1e FINALBILL FOR WORKS ‘t‘ Three years |
| fj&__ | M- 17 __l_mMPLET:DN ﬂééﬁAF"__ ._____!, '__:Tlree years ‘
oo | mw 18 | WORKSHOP WORK REGISTER Tnree years
o1 MWS = REGISTER OF WDRK IN PRDGRESS T Five Eh il
| 102 : WS i R:éi_ﬁjfﬁ_ OF WATER CONNE NECTION ;—_ L Pemmanent |
103 Ws2 | WATERRATE BILL AND RECEIPT Three Years |
s | s ;4;;&513;75 SEMAND AND COLLECTION =
s = | R I IR S =
s | ws 4 UMMARY STATEME_N'_FP_F BILLSRAISED | Threeyears
7= | wss igrjnigﬁ*gsmmmem OF DEPOSTS e vear
TR kil B
s | wsT S v s | Theevess
e (e ey
| 110 | WS-g | SUMMARY STATEMENT OF WRITE-OFFS Three years
11 ™1 | TAXBILL DISTRIBUTION REGISTER Three years
L 12 | ™2 TAX AX COLLECTION LHAI-_LF-.N =y tﬁ_—_ Th}é;yeam_____
i _ TX-3 I TAX L1AE‘.ILITY I,:.P\I{II.ILIIFQ‘?r . Dne year |
114 TH-4 | TAX REGIETER Ten years
1 151;_ TX-5 REGEIPTS IN CAREBON DUPL;GATE ] _aneeﬁm :
116 | TxB | STOCKAGCOUNT OF FACE VALUE TICKET I Three years
| | _Tx.-;__' ’ETEOQJHNT oF ET SSUED TO COLLiTIDN e~
118 | T8 | SLAUGHTER HOUSE TICKET T | Trreayesrs
W6 | PF1 | PROVIDENT FUND LEDGER " Permanent |
w0 | PR | PROVIDENT FL!ND LIABILITIES ACCOUNT " permanent
| 1o ‘ PF-3 | PASS BOOK Ten Years
|22 | PF4 | PROVIDENT FUND BILL T Theeyears |
42 PES | PROVIDENT FUND ACCOUNT | Tenvears
26 | PRE LCoouNTANT (el 45T | e |
| PF-7 PROVIDENT FUND INVESTMENT INTEREST Pheeg S
£ or retirement
" P T L | whcheveris earlier
PF6  PROVIDENT FUND INTEREST ACCOUNT Three years
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T".::[VE year a:ter_cfeaﬁ|

| 1837 PE-g E}:EEERC:‘?%E@NT FUND FORM QF ar retirement
. e IR B N RN | ey  whichever is earlier |
e - gnggﬁE‘; smil_me CERTIFIGATES ACCOUNT e
129 PT-1 - PROPERTY LIST REGISTER Permanent _.
4 | PT-2 | | TAX DEMAND AND COLLECTION REGISTER | y .T_EHE -]
e — S_E%ESTER OF NOTICE (NON-SUBMISSION OF | o oovoo o |
32 T4 REGISTEROF NOTICE (SCRUTINY OF PTR) |  Theee Years e
Three years after
133 | PTS ! PROPERTY LIST OBJECTION REGISTER condiusion of
L s | | _objections
| 134 } HR-1 | GARDEN ORDER BOOK 3 | Tnree years
136 | HR2 | GARDEN LEDGER | Three years
136 | HR3 | GARDEN CASHBOOK j i T TenYears
a7 | Lc1 | REGISTER OF LICENSE APPLICATION Three vears
23_3_“[__. LC-2 mpi'_-‘-l_S:rER OF LICENSE i Ten years
139 | LC3 r_i;_IEENSE _{_GEHERAL} _ Thresyears. |
" 14[]_{__ LC-4 | Ll{:‘.ENSE W!;HICLE} R :Th.l.'EE ye_ars_ |
14 RT-1, ' RENT BILL & RECEIF‘T Three years
| 142 | RT:2 | RENTDEMANDAND COLLECTION REGISTER |  Ten Years w
| 143 | RT-3 TEHBAZAR TICKET Three years
144 |  RT-4 | TEHBAZARIREGISTER - 1 Threeyears
145 RT-5 | FAIR FEE RECEIPT “Three years i
14-8.“ SC:1- “CHDLARSHIP BILL - L : | Three years
T 747 | sc2 | SCHOLARSHIP ACQUITTANGE ROLL | Threeyears |
148 BL1 | REGISTER OF BULDING APPLICATION Permanent |
m‘.dg E‘:L-E SE&ELEE fEN?GRDACHMENTS ant .F:'ermanenr J
S\ | REGISTER OF PUBLIC LIGHTING SYSTEM Permanent |

Note - A certification shall be recarded that no audit para, no engquiry and no cournt

case is pending regarding the record to be weeded out / destroyed in accordance

with rules and Government instruclions,
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APPENDIX-IV

DEPRECIATION RATES

'"ér | Description of Property Life Span | Depreciation rate Per
Ng | - (Years) Annum |
|Rnads :
A) Premix "3 0% |
B)B.M.and P.C. B 5 18%
o | C) C.C. Flooring (4 Inch) 10 T A% 000
' D) C.C. Flooring (6 Inch) ) 15 CB%
B | E) Brick /Interlocking tiles : T 10 10%
) FJ Road and Street "’:""' 5| 18% 3
2 Drams |
'Aj Drains (Al Typesj 4 R A 10% |
3 | e — i Fond Vi J I
|[ A} Boundary Wall | 20 | 5% ' |
| ' B) Iron Grill and Benches | o | 10% |
| C) Play eqmpment | S 20% |
i_zt Brldge R - | |
| - Bridge - N 50 . 1.8%
i [ Railing R B 18% i ]|
| 5 | Buildings |
' A)RCC Building 50 1.8% |
' | B) Brick, lron and Cement T 40 2.25%
'"C} Terhp}:rfairy / Permanent T a0 1 3%
Construction (wooden bettan and | i
- ' wuoden} - b S e _i
' D} Shed (AC / Gl Sheet reafmg) 15 ; 6%
| 6 | Water Supply ptvs 51 31 g o
- | A} Reservair (water reservoir) RCC 30 3%
vl '| ) Pumping Station (Civil Works) | 30 3% T
i C) Tube well Room 13 | 3% |
'l D; Tube well Machlnew B 15 i 6% :




[EXe -

e
1 i

' 10

| E}lron, Cementand PV.C. Lines | 30 3% s
Water Works {Treatment ﬁlﬁt} R el —!
| A) Construction T 736 | = 3% ":
B) Machinery. Pump and Motors | R g%
g e e
(Sewerage Treatment Plant) A
Building and Tank [STPJ " 30 [ 3% I
B) Machinery - l 15 T 8%
"C)STP (Compiete) - E— 5 6% |
;, T 0} Pumping Station Machinery B 15 6% '_i.
- E} Sewerage Main Line, Dlsinbutanea | natE 3% )
"F) Manhole B 30 3% e
Fire Brigade | = B
| A) Fire Tender T 15 6% |
T B) Hook Laader (Metal) : 5 18%
" 7C) Wooden (Ladder) 5 18%
| D) Water Tank R 10 9%
TE) Suction Hose Pipe T2 45%
| F) Portable Pump : 10 P, 9%
T G) Fire Pump o 10 | 9% =
[ H) Fire Building T 40 | 22% '-
FEM Light N §
A) Switchgear B 20 45%
| B) Cable 15 6% B
"T'C) Cement and Iron Pole 15 6% ,
"Dy Steel Conductor T 80 3% |
|E' Transformer ; 35 2.4%
<F F) Lighting Accessory : 25 3 6% T
G) Electric Meter 15 T 8% ]
H} Street Light Fitting s | 8%
Sanitation T ) R
A) Truck, Jeep, Bulldozer, Tractor,| 15 | 6%
% Loader |

and JPE

truck mounted :
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jetting / éucti_oﬁm_séﬁé-r_"cie'ani-rig‘ iR ‘ 5D e
machines
' B) Dustbin, Troileys iC R & 18%

" | C) Sanitation equipment 5 o e
12 | Office ' ) '

~"A) Furniture and Fitting 20 ‘_ TR

“"TB) Office equipment B G | 9%

~ I'Cy Electric and Communication | 15 | 8%
|

. Wiring and Equipments
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APPENDIX-V

List of Schedules of Assets and Liabilities for preparing Opening
Balance Sheet

' Sr. No ' Number of Form

Description of Form / Schedule

— ' _ Schedule-1 | Land Details B
I 2 i Schedule-2 | Building Details ]
l 3 Schedule-3 | Road, Street, Lune And Footpaths Details ‘
é 4 i Schedule-4 | Bridges, Culverts, Flyovers. Subwavs And Causeways Details
| 5 | Schedule-s | Diuins Including Underground Drains Deiails
6 Schedule: | Wuter Works Distibution Details
7 'r _ Schedule-7 | Public Lighting System Details = ,
| 8 | Schedule8 | Lukes And Ponds Detwils e
[ 8 ; Schedule-9 ____E_L':;Ei_i_:t_t_}hf_'ggi&_lq Progress Details o S W—
10 | Schedule-10 | Plant And Muchinery Details ol .
i r __Schegule-11 | Vehicles Dewils L -
12| Schedule-12 Furniture And Vixwres Details |
13 Schedule-13 Ollice Fquipment Details e
14 Schedule-14 Other Eguipment Details ol ..
15 | Schedule-15 Livestock Details e
18 | Schedule-168 | Investment Dewils ml e i
| o | Schedule-17 é_L'Jus_h Balance |
L 18 Schedule-18 | Bank Balances
.. 18 _ | Schedule:19 | Detils OF Adyances Paid To Suppliers / Contractors
| 20 |  Schedule-20 rﬂuiafis_ﬂl' Loans & Advances To Employees ) .
21 | Schedule-21 f Receivables Details (Including Taxes, Water Charpes, K_-..ML;_:
22 Schedule-22 | Grants Receivable Details |
23 Schedule-23 | Inventory Details sz p—
24 | Schedule-23-A | Consolidated slatement Of Inventory S __ __“
25 | Schedule-24 | Details OF Deposits Made By ULB
| 26 | Schedule-25 l Loans Payable Details B '
!_ 27 | Schedule-26 I Unuttlised Grants Details - '
28 ' Schedule-27 | Reserve Fund Denails y . !
20 | Schedule-28 | Details OF Depusits Received e ——
30 | Schedule-20 | Bills & Other Payables Details __ |
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Name of the ULB

BANK BALANCES AS ON

Selredale -18

Specily the E
pecify the 1 Balance as

Bank purpose for
Name of the Bank _ | per General
| Sr. No. and Branch Account |which the bank | Cash Book Remarks
| number account is
i maintained (Rs.)
.3 2 3 4 5 0
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Sefredule 19

Name of the ULB

DETAILS OF ADVANCES PAID TO SUPPLIERS [ CONTRACTORS AS ON

Specify name of |Name of the Supplier

[date when the Amount

| §p, | thedepartment 1o e tractor to
- in respect of advance is outstanding | Remarks
| no, {which advance is| whom advanee has patidd (Rs.) k
i paid been paid
! 2 3 4 5 o2 ]
E .
| |

'_i_-_____.__.___._..

Sp—e—— e —

kil

Mot This list should be prepared depariment-wise
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Name of the UL

DETAILS OF LOANS & ADVANCES TO FMPLOYEES AS ON

Nehedule- 20

1
| Specily name of I ’

Bpecily Name of the Amount of ‘
sr. | the department | Employee to | Nature of | Date when | advance |
. in respect of  |whom advance | advance the advance | outstanding Remarks |

which advance is| has been paid iy paid (Rs.) I

| given 5
1| 2 3 4 5 6 T ]
L )

. | |

i | ’

T [ ]

! |

1
|
. : i
[ : | [
i
i
Mt This list should be prepared department-wise
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Solreelule- 21

Mame of the ULB

RECEIVABLES DETAILS (Including Taxes, Water Charges, Rent ete.) AS ON

| Specify name of the i | ; Year-wise amount of
, : Specify the ;
Sr. | Department and/or [ Receivables )
description of the — Remarks
no. | Ward from where eciobiiis y i fi
the demand is raised ool ear mount (Rs.)
I B 2 3 4 5 O

L
|
I

Motz This fonsa should be prepared department-wise.



MName of the ULB

442

GRANTS RECEIVABLE DETAILS AS ON

Government

sanction order

Specify the
year [or

Specify the amount |
|

Schedule- 22

Sr. | Name of the | no. Hpufif}'iﬂF which Grant {of Grant due as per | Remarks |
| no. Cirant the amount n to:be order of State !
| Grant e Government (Hs.)
| receivable k. LM
L 2 3 4 5 i 6

o
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Sohedode- 23

Mame of the ULD

INVGENTORY DETAILS AS ON

NAME OF DEPARTMENT -

| Sr. no. Name of  |[Quantity in| . Rate at Value of the : 1

! Article Stock which valued | inventory Remarks

l | 2 - 3 4 5 6

i :

i

l |
|

Examples of inventory

Health - Pesticides & Chemicals (Phenol, Powder) ete., Medicine, Test -tube. Injections
ete. Electric Goods - Bulbs. Tubelight. Lampshade, Holder, Starter. Choke, Condenser cle.

Water - Meter. Pipes. Spare-parts ete
Fire Brigade - Fireman pipe. Nozal, Spare-parts ete.
Vehicle - Tyres, Tubes, Horsepipe, Spare-parts. Bulb. Bearings etc.

Office Stationery - Forms. Register ete,
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Schednfe- 23 A

MName of the ULB

INVENTORY DETAILS AS ON
CONSOLIDATED STATEMENT OF INVENTORY

Lo : g t Value of the L "
| Sr. No. | Name of the d:..-pnrr.mcut inventary cmarks
i 1 2 3 o
|

1
i

Note: This statement will be compiled departments/ stores- wise from the Form 22 filled

separateiy by cach ol the departments: stores
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Kehedule- 24

MName of the ULB

DETAILS OF DEPOSITS MADE BY THE CORPORATION/ COUNCIT

AS ON

T X - es, specily
; Description ol specify whether '{f‘kl RSN
: the Deposits interest is the amount ot
i % { Amount of ' i interest earned
| x i eeetvahle 5
| m :r‘mde by ."“ Deposit (Rs.) e g from the date of Remars
| Corporation/ deposit made, ;
! C . J last receipt to
! AR {yes/nu) cut off date
.1 2 3 4 3. i
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Schedule- 25

Name of the ULDB 8

S AS ON

LOANS PAYABLE DETAIL

Specify s cifv the
the name | Speci Specify the Specify if any
¢ | Specify amount of - ,
of the the Specify e penal interest
Sr. |Instituti L Y levied by the
g “s:'_‘““"“ purposc | outstanding payable from |lending institution | Remarks
g = Tom for which | amount of loan the date of
whom the |the loan is (Rs.) last payment | on undischarged
loan is received till cut-off amount of loan

received date repayable

L 2 3 4 5 6 7
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Name of the ULB

UNUTILISED GRANTS DETAILS AS ON

Schedule- 26

Government
sanction Total Specify if the
Balance "
Sr. [Name of| order no. |amount of| amount of time for the s
the specifying Grant utilisation of Remarks

No.| Grant | the amount | received | Grant to be | the Grant has ;

of Grant (Rs.) spent (Rs.) lapsed (Rs.)

received

1 2 3 4 5 6 7

Note: Purpose for which the grant is received should be captured alongwith the name of the grant in
ate: s

column number 2.
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Name of the ULDB

RESERVE FUND DETAILS AS ON

Nefreefiede- 27

Balance to the

5. MName of the credit of reserve

No, reserve fund fund as on cut-off Remarks

date (IRs.)

1 2 w 3 4




L
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Scledule- 28

NWame of the ULB

DETAILS OF DEPOSITS RECEIVED AS ON

'| "'ir NU e 4 s = P .
Rt deposit is ‘D‘t‘pns‘lt received depositor Depaosit (Hs.)

J Department 1

in which | Description of the] Name of the |  Amount of
Remarks

received

L

2 3 1 _ R

!
| i
| i | | l ot

Mo

{1y Ihe format should be prepared department-wise,

{2 Details of the same nature of deposits received should be recorded togother: (g In case of PWID-

all the Eamnest Money Deposit received shoutd be recorded together; all the Security Depasit reccived
deducted from the supplier / contractor bill should be recorded togethey,
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Schedule- 29

Name of the ULB

BILLS & OTHER PAYABLES DETAILS AS ON

Specify name of the

g, | Name of the Specify department
; : Amount procuring the
No. supplier / nature of . _ : Remarks
contractor payables* payable (Rs.) i;:::trcr?r:: (t,l:c
expenditure
I 2 3 4 ] 6

* If more than one contract is given to the same supplier/ contractor than specify nature of cach bills/expense
payable in separate line for that party.

Dated, Chandigarh, 7.09.2017 Satish Chandra, IAS,
Additional Chief Secretary to Government of Punjab,
Department of Local Government.

Endst. No. Acctt.3-DCFA-DLG-2017) 5Y4) 4 Y Dated:- Y ’ 09 /% |7

A copy of the above is forwarded to the Controller, Printing and Stationery
Department, Government of Punjab, Chandigarh along with a soft copy with further request to
publish the notification in the extra ordinary gazette of Punjab Government and supply 200
(Two hundred) spare copies of the same for onward distribution amongst Urban Local Bodies

and other concerned offices for official use.

Additional Secretary,
Department of Local Go j;gment, Govt. of Punjab.
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