'CORPORATION LIMITED

WORKING INSTRUCTIONS
~ MANUAL - ACCOUNTS



PREFACE

This manual includes instructions to be followed in conducting activities reiated to
finance in general and passing of bills (excluding esteblishment bills), compilation of
accounts, maintenance of cost“' registers ! Asset registers / Suspense schedules etc., in
particular. Under each activity step-by-step flow of éctivity and records from where the
required documents are to be obtained, how the papers are to be processed what are
the accounting entries to be passed and who are the employees / officers responsrble

for each step are vividly shown.

The structure of the manual has been evolved keeping in view the difficulties
expressed by accounts personnel in various cadres who may not have had the requisite
accounts background nor had exposure to accounts in therr service. Thrs manual also
comes in handy for a Novice (new recrurt) in as much as minute details of each activity
is brought out in the instructions and every one would find this immensely beneficial. ’
Maintenance of Accounts requires thorough understanding of transactions that takes
place and capacity to analyse intricacies involved in accounting a given transaction.
These comprehensive instructions covering all aspects should facilitate employees to
‘discharge their aesigned vrrork with ease and correctly, besides ensuring uniformity in

the procedure followed by all Accounting units of the Corporatien.

These instructions have been compiled taking care to see that they de not contradict
existing procedures and all activities having bearing on accounts that are carried out in
accounts section only are included. If instances of contradiction with existing
procedures are noticed, it -shali be borne in mind that provisions of Accounts Manual
Volume 2 and Volume-3 only prevail. Such instances and omissions of any activity if
' any, shall be brought td the notice of The Chief Control!er of Accounts, KPTCL, for

necessary action.

| cong_ratulate the Director (Reforms) and Finangial Restructuring Group for having’

- brought out this. manual as a part _of internal reform measures initijjted b_y KPTCL.

Place : Bangalore i_Ravi kumar |
Pate=+=415th-October.200% Di ector (Einance):



ABOUT THE MANUAL

As the name of the book itself suggests, this Manual contains working instructions
for carrying out work in accounts section. Though' the focus is more on the activities
carried out at the O&M Divisional Office where all types of activities / transactions takes
place which are to be properly accounted, they equally apply to all other accounting
units also depending on the transactions carried out by them. In respect of Major
Works divisions these instructions holds good with the only difference being that all
expenditure would have to be capitalised.

An effort has been made not only to guide persons working in accounts section to
know all aspects related to activities in accounts section but also guide them to
maintain quality in accounts compiled by the accounting unit and finally the culmination
point of their efforts being reflected in the balance sheet and schedules forming part of
the balance sheet. In other words this book is a comprehensive desk manual for the
_interested to carry out any work related to accounts by using this. The Manual has
been classified into three sections namely, passing of various types of bills (other than
establishment bills), Other activities and Instructions in General.

"

Passing of bI”S is an activity very crucial as there is outflow of cash from the funds of
the Corporation. In passing a bill maximum care has to be exercised to see that no
undue amount is paid. Each type of bill has its own distinct nature, which needs to be
looked into before passing the bill. Commencing from passing of suppliers’ b|I1 to other
miscellaneous bills, each type has been deatlt with exclusively.

~

Under Other activities commencing from Store Pricing, instructions for maintenance
of registers, ledgers and schedules, Inter Unit Accounts, Stock, DCB and Cash
Compilation aspects are dealt with in detail along with work related to Cash Section as
well as Revenue Correspondence.

The third part relates to general issues which gives a view of how the chart of
accounts is classified, what are all the checKs to be exercised in preparing a Trial
Balance, Action to be taken in advance by the accounting units in preparation of March
Final Accounts and Checks fo be exercised while sending the March Final Accounts.
The section on Know Your Accounts briefly gives facts related to the Balance Sheet of
the Corporation and Schedules forming part of the same. '

1t shall be noted that activities.related to current secfioh and records section have
been excluded, as they have no impact on compiling the atcounts.



IN DEX

Maintenance of T&P Register

Sl . Page No
| No. | | | .“Partlc.:ulars _ _ From | To |
' Passing of Bills (other than establishment bills):
1 | Suppliers bills - Payment to be. made by Consignee| 3 6
. Division
2 | Suppliers bills - Payment to be made:by:the Division| 7 9
~ | for materials received:by other Offices™/.Divisions.
3 |Civilbills 10 | 14
4 | Electrical bills 15 | 20
5 | Labour Contract Bills 21 25
6"BJIKJ BI||S 26 |, 29
7= | Vehicle Repair.Bills 30 |. 32
8_ | Fuel Bills ~ - | 33 |, 36
9| Imprest Recoupment Bills 0 37 39
10 | Proforma Bills:. Vehicle Tax / Insurance bills,| 40 42
‘ Electrical Inspectorate Bills and others ' . .
11" | Regularisation of Proforma Bills _ 43 45
12 |Refund bill of: Temporary Deposits, Security 46 53
Deposits, Earnest Money Deposits, Tender Money
Deposits, Suppliers / contractors & Emp|oyees
13 | Contract agency Bills 54 56
' 14 | Telephone Bills . 57, 59
- 15 | Rent Bills. . ’ ' . : - 60 .82
16 | Pension Recoupment Bills .63 65
17 | Other Miscellaneous Bills 66 68
Other Activities: 1 :
18 | Store Pricing_ 69 76
19 | Stock Compilation 77| 88
20 | Maintenance of “C” Registers (CWIP & DCW) - 89 | 98
21 .| Service Connection Works 99 | 107
22 108 110




Sl. Particulars: Page No.
No. - . . From To
23 | Asset Register — maintenance and providing| 11 119
~j depreciation L n L
24| Advice of Transfers (IUA) . | 120 | 143.
25 | DCB compilation 144 149
26 | Cash:Section 150 160
27 | Cash compilation 161 | 165
28 | Maintenance of Schedules . 166 | 171
29 | Revenue correspondence and- general issues 72 -] 174 -
» | General:, _ i
30 Classaﬂcahon of Accounts 175 176 |
31 | Checks to be exercised by the Accounting Units to 177 190
ensure quality in monthly Trial Balance
32 | Advance action to be taken by the Accounting Units | 191 |. 194
in preparation of March Final Accounts : ’
33 | Checks to be exercised by Accounting Units:while.|~ 195+.] 198
sending March Final Accounts . ‘
34 | Know Your Accounts 199" | 204
35 | Accounting Policies 205¢ | 207

PRl




""-gf"sii'ﬂ“" 1

DIVISIONAL OFFICE

LIST OF ACTIVITIES UNDER AAO - 2 (ACCOUNTS)

prz 71

«The following'activities'ate undertaken by Accsuints wing at'Division Office

. Passmg of Bills (other than establishment bills)
) Store Pricing
. Stock Compilation
. Maintenance of “C” Registers (CWIP & DCW)
Service Connection Works :

Mamﬁenance of T&P Register -
Asset Register — maintenance 'adnd providing depreciauor
Advice of Transfers (IUA)
DCB compilation

Cash Section

Cash compilation

somﬂ,,@snbww—f
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Maintenance of Schedules

—
w

Revenue correspondence and general issues



ACTIVITY 1: PASSING OF BILLS

Nature of bill's passed at the divisional office:
a) Suppliers bills
i) Payment to be made by Consignee Division
i Payment:to be-made:by-the-Division-for-materials-received by -
other Offices / Divisions o |
b) Civil bills
¢} Electrical bills
d) Labour Contract Bills
e) BJ. /KJ Bills
f) Vehicle Repair Bills
g) Fuel Bills
h) Imprest Recoupment Bills-
f) Proforma Bills
i) Vehicle Tax / Insurance bilis
i} Electrical Inspectorate Bills
iiiy  Others
j) Regularisation of Proforma Bills
k) Refund bill of:
i) Temporary Deposits
i) Security Deposits
iiiy Earnest Money Deposits
iv) © Tender Money Deposits _
v)  Suppliers / contractors
vi) Employees
[} Cantract agency Bills
m) Telephone Bills
n) Rent Bills
o) Pension Recoupment Bills

p) Other Miscellaneous Bills



I

PASSING OF BILLS
(Other than Establishment Bills)




ACTIVITY 1 (a) (i): SUPPLIER’s BILLS - FLOW OF ACTIVITY
Submission of MAS by Store Keeper along with R.V. without waiting for bill
Submission of bills by supp+ier directly to Division Office
Assigning bills regis;ter.n'umb'e'r ‘and date
Pricing of MAS
EntryIn RVR
Passing of bills
Entr’y’#rﬁBBR
Entry*ln SCL
ification+by AAO / AO
ling over the?ill to Cash-Section

up J.V. at the end of the month



Activity 1 (a) (|) Passmg of Suppliers’ Bills — ‘Payment to be made by Consngnee DIVISIOI’I

Sl. Partlculars Description of the Activity Person Responsible
No. . for the activity
1 |Source/Input |Pre Receipted Suppliers' Bill in duplicate, Material acknowledgement |
statement, Receipt Voucher Register, Purchase Order, Delivery Challan
2 |Relevant RVR, BBR, SCL, B.R. Register, Movement Register
Records and
Books
3 |Instructions for | 3.01 | Material Acknowledgement. Statement should ~be prepared with Store Keeper /
) the transactions reference to Receipt Voucher and sent to Division Office without Store Officer
to be carried out waiting for bill
3.02 | Bill to be submitted by the supplier to the Division Office Dlrectly, Supplier
3.03 |.Counter Signature of the Head of the Office to be obtained Bill Passing Assistant
3.04 | Assign Bill Register number (B.R. No.) with date Bill Passing Assistant
3.05 | Pricing to be done within two'days’ Pricing Assistant
3.06 | Verification of pricing to be doné on the same day and handed over to | Pricing Section
Bill Passing Assistant Senior Assistant
3.07 | Pass bill with reference to MAS, Terms and conditions of Purchase | Bill passing Assistant
Order, Nomenclature of Materials; ‘Delivery challan, Test Certificate
where necessary, and put enfacement on the P O to avoid second
payment. ©2
3.08 | Write details of the bills passediin BBR Bill. Passing Assistant
3.09 | Round off R'V.*humber in"Receipt voucher Reglster (RVR) Bill' Passing Assistant
3.10 |'Put up the bill along with BBR & RVR for approval of AAO / AO Bill Passing Assistant
3.11 | Make'necessary entries in SCL Bill Passing Assistant




Activity 1 (a) (i): Passing:of -Suppliers’ Bills - Payment to be made by Consignee Division (Contd.)

Rate, .Quantity; Delivery:-Schedule)i-Penalty* Clauses, Guarantee

Sl. |' ;- Particulars Description of the Activity Person Responsible’ {
No. ' - for the activity
.3 '3.12-}'a);Enter details of bill passed in the movement register and send it to | Bill Passing Assistant
o * «+Gash Section and obtain acknowledgement N T
b)In_casespayment.is:to:besarrangedsbyother; office/s;:a:Credit
> Advice:of Transfer under account code 37.2(LC) shall be sent
.zzimmediately.duly:quoting :the B.R. No:&-date; Sl..No: of. BBR
. along with Bills. and MAS.: =, 73
3.13 | A;single:journal.entry: shall:be:passed: at.the"month end duly totaling | Bill Passing Assistant
. o 7 | allithe-entries'made’in the.BBR dunng the month. e L
4 |Checks to be " [ Rollowing checks areito:be exercised:
exercised 4.01 ['Curreney of the Purchase Order AAO /AO
. 4.02 | Terms_and conditions of;Purchase*Order:" Specification ‘of:material, |. ‘ :

| Clause, Statiitory-deductions etc.




Activity 1

a) (i): Passing of Suppliers’ Bills — Payment to be made by Consignee Division (Contd.)

SI. Particulars Description of the Activity Person Responsible
No. . ‘for the activity
5. | Accounting A | 42.101 Liability for supply of materials Bill Passing Assistant
entries (J.V.) 79.110 Material Cost Variance
76.210 Freight on capital equipment
76.220 Other freight
To 79.110 Material Cost Variance
To 28.105 Sundry debtors for other Mlscellaneous income
To 25.101 Advance to Suppliers — Interest Bearing
“To 25.501 Advance to Suppliers — Interest free
To 42.201 Sundry creditors.control ‘account
To 37:2(LC) IUA —Other transactions / adjustiments (Credlt A T
. sSent) ¢+ _
_ {(Being the entry passed to record:the liability for supply of materlals) : ]
B |[When penalty is recovered: Bill Passing Assistant |
| 28.105 Sundry debtaors for other Miscellaneous'i income: !
| . .To62.917 Miscellaneous Recoveries
(Being - the .entry -passed-:to' record sthe demand :for..miscellaneous
recoveries) -
NOTE:-J.V. to be passed-" exh:bntlng appropnate voitage: actwlty
. ‘| code number. . . e
‘6 | Reports / MIS to NIL
be sent
7 |Link _ to .next Passed bills - To cash'section
activity Journaf voucher - To cash compiler :
8 |General In case of Price Variation Bills submitted by supplier all the

above checks have to be exercised. In this case MAS 'is not

‘required




&
ACTIVITY 1 (a) (ii): Passing of Suppllers Bills — when Payment is to be made at the Division for materlals recelved
by other offices / d|V|snons Flow of Actwnt

Receipt of Credit Advice of:Transfer along with MAS and Bills
4
Assigning billsiregister number and date
!
Passinhgjbf bills
Entry:in’BBRimeant for, Centralised payment
v '
Entry-in: SCL
Y
Verification by AAO / AO
v
Handing:over the:bill to Cash.Section.
'
Putup J.V. at the end of the montn

*»

,Senq,-Apgthggqe for-Credit-A:T..received

7



Activity 1 (a) (ii): Passing of Suppliers’ Bills - when Payment is to be made at the Division for

materials received rbv.A other officgsv . divisions

Sl. Particulars . Description of the Activity Person Responsible
No. . ) s for the activity
1 | Source/Input | Credit A.T. along with Supplier Bill duly passed and MAS
2 | Relevant BBR - Centralised payments (page” No. 114 of Compendium Vol. 1),
Records  and | Movement Register, AT+ Register;.B:R. Register;. Purchase Order, 25.501
Books Schedule . - .
3 |lInstructions for | 3.01 | Verify whether the amount of the A.T agrees with the bill passed for | Bill Passing Assistant

the transactions

payment R e T e e

PR

to be carried out

3.02

Assign Bill Register n mt;é‘r (BR No:) with ‘date

Bill passing Assistant

3.03

Verify the passed bill with reference to Terms and conditions of
Purchase Order in respect:of:delivery schedule prescribed, advance
payment/s made, recoveries if any to be effected and statutory
deductions to be made i

Bill Passing Assistant

3.04

Write details .ofthe: bills*accepted: fors paymenit.intBBR exclusively
maintained for this purpose .,

Bill Passing Assistant

3.05

Make necessary entries in SCL :

Bill Passing Assistant

3.06

Put up the bill along with-BBR for-approva! of AAO / AO

Bili passing Assistant

3.07

Enter details of bill passed in movement register and send it to Cash
Section and obtain acknowledgement

Bill Passing Assistant

3.08

A single journal‘entry shall'be‘passed at the-month end duly totaling
all entries made in the BBR during the month and acceptance/s sent
to the concerned transferor unit under account code 37.3

Bill Passing Assistant




Activity 1-(a) (ii): Passing of Suppliers’ Bills. — when Payment is to be made at the DlVISIOﬂ for

Matenals received by other offices / divisions (Contd. ).

SI. | * Particulars Description of the Actlwty " *|*Person’ Responsnm‘
No. i ‘for,the activity
4 (u',‘hecks to be | ‘Following checks are to be exercised: . Iy
exercised 4.01 | Check the passed bill with reference to Terms and Conditions of AAO /AO i
) Purchase Order in respect of delivery schedule prescribed, advance | :
payment made, recoveries if. any to be effected and statutory
deductions to be made
25 | Accounting A | 37.3(LC) IUA other transactions / adjustments (Clearance account) Bill Passing Assistant
entries (J.V.) ’ To 42.2010:Sundry. creditors:control:account |
(Being the entry passed to accept the I|ab|I|ty transferred vide A T.
No. - . "and date & by Office /
Division) ' ; : L
B | 42.2010 Sundry Creditors control account Bill Passing Assistant
To 28.1050 Sundry debtors for other Miscellaneous income
To 25.1010 Advance.to Suppliers — Interest Bearing
To 25.5010 Advance to Suppliers — Interest free
(Being the entry passed to record the recoveries made in the bill)
C | When penalty is recovered:ziii wi pige Bill Passing Assistant
’ 28.1050 Sundry debtors for otger Miscellaneous income E -
To 62.9170 Miscellaneous Recoveries i
(Being theentiy. passed:toirecordithesdemandsfor mlscellaneous .
recoverles)
6 ; | Reports / MIS to NIL
-''| be sent ] e .
7 1| Link to next Passed bills - To cash section
activity Journal voucher - To cash compller

Acceptance for credit-A*Tireceived; 1Fo'be sent'to the: transferor unit

9



J

ACTIVITY 1 (b): Passing of Civil Bills -~ Flow of Activity -~

)‘ -

. - ) g
Receipt of Civil Bill with M.B. and connected records
v
Assigning bills register number and date,. . r-
: » cr ER BN

Vot DU T TR AN
.. . Passing of bills

- W TiaF S

AR LU oo

. Putup J:V. .

A A
Verification by AAO / AO
v

BTy

Hah;:ling over the bill to Cash Section

10



"Activity 1 (b): Passing of Civil Bills

the transactions | s ¢
to be carried out’| ¢ {2

Sl Particulars Description of the Activity | Person Responsible
No. ] : for the activity
1 | Séurce/Input | Pre Recéipted Civil Bill in. duplicate along with Measurement Book (MB). |n‘ :
) case amount excedds Rs: 2 lakhs bill to be‘in qumtupllcate (5’ copies)BC ™ | Bl weeanll v -j

2 | Relevant Sanctionéd + Estimate; MB# Agreement #Manual*of Financial Powers, “C”

Records and | Register#Budget *Grantk Register, ‘Approved - variation {statemerits where

Books applicablé, Work Award
3 | instructions” for | 3.01 | Receiptof Civil Bill (Running or Final) along with’MB-duly certified by | 5 p3Executive 28

the concerned Executive!Subordinate

CBem e d o w

|8 bSub-ordinate

2 BTG yeeEyl

3.02 | Assign Bill Register number (B.R. No.) with date Bill passing Assistant

3.03 | Obtain counter srgnature ‘of the: Head" of the ‘Officé onlthe’ Civil: B|I| Bill Passing Assistant

‘ Tand MBS -t thet .- : ’

3.04 | Ensure -ihat “the contractor has signed in MB and the bill in | Bill Passing Assistant
acceptance 'of measureméntstaken and correctness of bill prepared‘ o

3.05 | While:passing the bill Verify'and take action as follows: ) Bill Passing Assistant

‘i Technical Sanction and Administrative!Approval i obtalned
i The ‘arithmetical acéuracy. of * calculahon»rn‘MB’\ In:case of
mlstakes get it corrected under attestatron -of thé concerned 0F
i The actual measuremahts as per'MB, Check measurement by
: ’competent authority”
‘i’ The cumulative measuréments and payments recorded in the
immigdiate- precedmg bill'aré récorded eofrédtly -
v Terms and conditiohs-as'pér contract

. Vi Whether blII submltted IS for part rate or full rate

L1



Activity 1 (b): Passing of Civil Bilis (Contd.)

Person Responsible

12

Sl. | . Particulars Description of the Activity
No. for the activity
3 3.05 | vii Thatin case-of running bill, cumulative total quantity and rate | Bill Passing Assistant
has fot exceeded the estimated quantlty and-rate.
viii Vouchers in “original” related to “plirchases :made“ by thé
contractor are enclosed and are countersigned by AEE (Civil)
ix That quantny of materials supﬁlled if:any by the‘Corporation as
per terms of agreement is certified’ by the-concerned: (’ to be
- verified with reference to “C" Register'and Invoices / ATy Sy
"x  Recover-Sécurity Deposit at prescnbed percentageJ (S
'xi-' Advances'/ recoverable amounits if any'is récovered )
xii' -Statutory- deductions - llke Income Tax,” Royalty-etc. ‘if fany>is
I-Trecovered ¥ - .. - -
xm “After admlttlng the bl|| put enfacement under relevant
+ =+ page of the MB, score oiit all’relévant pages duly recording | *
] 158 lB R. No."& date .
3.06 | Pass Journal Voucher Bill Passing Assistant
3.07_| Put up the bill along with MB-and'J:V:5 For approval of AAO / AO Bill Passing Assistant
3.08 | Enter'details of bill passed in the’movement ‘register and-send* |t {0 | Bill: Passing AsSistant
#22I'Cash Section and obtain acknowledgement ) i
w2 'Note? In case ofFinal Bill / Special’Repair bill get the 'same pre
. audited -before sending it to-cash'sectioni« | .. - %% . .
3.09 { Bills excéeding: Rs 3 Iakhs to-be*sent in-quadruplicate’to -RBC for | Bill:Passing Assistant
o7 ¥1issue of chegue T )
L1




Activity 1 (b): Passing of Civil Bills (Contd.)

Sl.
No.

Particulars

‘Description of the Activity -

| Person Responsible
for the activity

*l1 3.10

.On receipt of cheque along with bill in duplicate from RBC, handover

the cheque with a copy of the bill duly entering details of bill, cheque
in "the movement register,
acknowledgement

send it to Cash Section -and obtain ’

Bill passing Assistant

3.1

Return the MB to” concerned executive ™ subordinate '~ undéer
acknowledgement -

312

File copy "of estimate, contract agreement copies. of admltted bllls_

and related’ correspondence ina separate f||e for each work’

Bill Passing Assistant

‘Checks
exercised

to " be

Followrng check is to be exerctsed ]
Verify passed bilt with reference to Te_m
estimate |
in case of malntenance expendrture ensure that Revenue Budget is
not exceeded .

d cb‘nditions of contract

AAO/AO

Accounting

EANC™

denotes
Applicable
“Activity
Number Code”

15.1200} -
15.1280} Contract in Progress (Category W|se) s
To 424010 Contractors’ Control Account B

Dr.

-Bill Passing Assistant

42 4010 Contractors control account .

To 26 6010 Advance to Contractors - Interest Bearmg

To 26 6020 Advance to Contractors’= Interest free - .

To 26 6030 Contractor's Matenal Control Account

To 28.1050 Sundry Debtors for other mlscellaneous income

To 46 101(*ANC) Secunty deposrts in cash from
Contractors Y suppliers

To 46 4500 Royalty payable to' Government

To 46 9240 Income Tax deductedat Source™

To'46.9270 S'T. deducted at source and payable to department

-Dr:

s
PR £ 433

Bill Passing Assistant

13
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sl.

Description of the Activity

Particulars Person Responsible
No. . for the activity
5 When penalty is recovered: | i T Bill Passing Assistant
28.1050 Sundry debtors for other Mlsceltaneous income Dr.
T0'62.9170'Miscellaneous Recoveries ™
14 Series (Approprlate sub account code) . Dr. | Bill Passing Assistant
To 15. 1200, o' 15 1280 CIP (Category wnse) )
(Being thé entry passed to account the brII of M/s .....................
‘| passed vide' B.R. No... ... : )

6 | Accounting 74.2 Series (Appropriate sub account code) "’L N Dr. | Bill Passing Assistant
Entry (J.V.) for To 42.4010 Contractors ‘Control Accouint '+ =* . . PP
Malntenance 42.4010 Contractors’ control account ., ., Br. ['Bil Passrng A55|stant
Works To 26. 601 0 Advance to Contractors - Interest Bearing

‘ To 26.6020 Advance to Cotractors — Ifiterest free

' To 26.6030 Contractor's Material Control Account

To 28 1050 .Sundry Debtors for other miscellaneous income,

To 46.101(*ANC) Sécurity deposits in cash from

Contractors / suppliers )

T6'46. 4500 Royalty payable to Government

To'46. 9240 Income Tax deducted at source ‘

To 46. 9270 Sakes Tax deducted at saurce and ‘payabie to |

departmént !
‘Wheh penalty is recovered: o . .., |Bill Passina Assistant
28,1050 Sundry-debtors for 6thef Miscellaneous income or '
" T062/9170 Miscellaneous Recoveries

7 | Reports / MIS to NIL
be sent - _

8 'Link to next Passed bills - To cash section ° B '

" | activity ) Journal voucher - To cash compiler _

14




ACTIVITY 1 (c): Passing of Electrical Bills — Flow of Activity

Receipt of Electrical Bill

A\
Assigning bills register number and date
v
Passing of bills

v
PutupJ.V'

v
Verification by AAO:/ AO
v

Handing over the bill to Cash Section

15



Activity 1 (c): Passing of Electrical Bills

Si ]

Particulars } Description of the Activity Person Responsible
No. ) | L ) for the activity
1 | Source/Input |Pre Receipted Electrical Bill in duplicate along with Measurement Book
(MB). In cese amount exceeds Rs. 3 lakhs bill to be in quintuplicate .
5 copies)
2 | Relevant Sanctioned Estimate, MB, Agreement, Work Award, Manual of Financial
Records  and | Powers, “C" Register, Budget Grant Register B
Books : :
3 |lInstructions for | 3.01 | Receipt of Electrical:Billzalong,with-MB from the concerned Executive | Executive
© | the transactions Sub-ordinate "~ Sub-ordinate
to be carried out
3.02 | Assign Bill Register number (B.R. No.) with date . Bill passing Assistant
3.03 | Obtain counter signature.of: the ‘Head of the Office on the Electrical | Bill Passing Assistant
Bill and MB
3.04 | Hand over bills to Senior ASS|stant in-charge of "C” Registers under | Bill Passing Assistant
acknowledgement for verification with reference to “C” Registers and | / Senior Assistant
"| return within three days- 928 3. o, v supervising “C"
Register
3.05 | While passing the bill Verify afid take action as follows:

i That the contractor has signed in MB and the bill in
actéptance of iredslirémeiitstaken! and:correctness of the
bill prepared.

i -Quantity and rate as per estimates,

i Arithmetical accuracy’ of calculation in MB. In case of
mistakes getiit-€orréctéd undeér attestation of the concerned.

v Actual measurements as per MB and whether check
measurement taken by the competent authority

Bill Passing Assistant

16:




Activity 1 (c): Passing of Electrical Bills (Contd.)

Sl. Particulars Description of the Activity ' - Person Respc‘)"lnsible
No. for the activity
3 3.05 v Terms and conditions as per contract, Bill Passing Assistant
vi  Total quantity and rate has not exceeded the estimated
quantity and rate. i
_viiIn case of excess over estimate competent approval is
Obtained _
viii ~ The work has been completed within stipulated time as per
Work Award from the date of drawal of last invoice
ix  Vouchers in original related to ‘purchases made by the
contractor are ‘enclosed and are countersigned by the
competent authority c e
X Quantity of materials supplied if any by the Corporation as per
"7 the terms. of agreement is certified by the concerned. (to be
-verified with reference to “C” Register and Invoices / A.T.)
Xi Recover Security Deposit at prescribed percentage
- xii  Advances / recoverable amounts if any is recoveréd -
xiii  Statutory deductions like income Tax etc., if any is recovered
xiv After admitting the bill, put enfacement under the relevant

" ‘page of the M.B., score out all relevant pages duly

recording B.R. No. and date

17.




Activity 1 (c): Passing of Electrical Bills (Contd.)

Description of the Activity

Sl. | Particulars Person Responsible
No. for the activity
3 3.06 [ Pass Journal Voucher Bill Passing Assistant
3.06 | Put up the bill along with Work Award, MB and J.V. for approval of | Bill Passing Assistant
AAO /AO
3.07 | Enter details of bill passed in the movement register and send it to | Bill Passing Assistant
Cash Section and obtain. acknewledgement :
3.08 | Bills exceeding ‘Rs. 3 Iakhs to’ be sent in quadruphcate to* RBC for Bill Passing Assistant
" |issue of cheque = '™ AR e S R .
3.09 | On receipt of cheque along with bill-in dupllcate from RBC, hand-over Bill passing Assistant
the cheque ‘with a copy of the 'bili duly-entering’ details of bill and
cheque in the movemeént register and send it to Cash Sectlon and
obtain ackhowledgement
3.10 |Return the ‘MB “to™ concemed executlve subordmate _under | Bill Passing Assistant
acknowledgement ' e o
3.11 | File separately copy of Work Award and related correspondence Bill Passing Assistant
4 | Checks to be Foliowing checks are to be exercised: :
exercised 4.01 | Verify the passed blll with reference to Work Award estlmate and ‘C” AAO / AD

Register
In case of maintenance expendlture ensure that Revenue Budget is
not exceeded

18.:




Activity 1 (c): Passing ofiElectrical Bills {Contd.)

Sl | Particulars Description of the Activity Person Resnonsible |
No. . for the activity. !
5 Accountlng 15 120(*ANC)} Bill Passing Assistant™

entries J.V.)-
for' capital
works’

15.128(*ANC)} Confractin Progress (Category wise) - Dr.
To 424010 Contractors’ Control Account .
42 4010 Contractors’ control account : Dr.

To 26.6010 Advance to Contractors — Interest Bearing.
To 26.6020 'Advance to Contractors — Interest free
To 26,6030 Contractor's Matérial‘Control Accolint
To28:1050 Sundry Débtorsifdr othér‘miscellaneous income
To'46:101(*ANC) Sécuritj déposits‘ifiéash from'e

~ Contractors / suppliers ’
To 46.4500 Royalty payable to'Government
T 46.9240 Income-Tax ‘deducted'at’source
To 46.9270 Sales Tax deducted at'source ‘and

. payablé'to’departmént

Bill Passing A‘ésistant

When penalty is recovered:
28.1050 Sundry {debtors for other: Miscellanieotis'i income Dr.
T662.9170 Miscellaneous’Récoveries

Bill Passing Assistant

14 Series:(Appropriate sub account code) - Dr.
To 15120 to'15.128(*ANC) CIP-(Category Wisé)

(Being ‘the}entfy“passed to account the bill of Mis. ... :

passed’vide B.R: No:: _cdated:  ...ieen)

Bill Passing Assistant
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Activity 1 (c): Passing of Electrical Bills (Contd.)

Sl.

No.

Particulars

Description of the Activity

Person Responéible
for the activity

Accounting
Entry (J.V.) -
for
maintenance
works

74 series (appropriate sub account codes)
To 42.4010 Contractors’ Control Account

Dr.

Bill Passing Assistant

42,4010 Contractors’ control account

To 26.6010 Advance to Contractors — lnterest Bearmg
To 26.6020 Advance to-Contractors — interest free
To 26.6030 Contractor's Material Control Account
To 28.1050 Sundry Debtors for other miscellaneous income
- To46.101(*ANC) Security deposits in cash from *
i t"  Contractors / suppliers
To 46.4500 Royalty payable to Government -
To 46.9240 Income Tax déducted at source”
'To 46.9270 Sales Tax deducted at source and
" payable to department

Dr.

Bill Passing Assistant

When penalty is recovered: -

28.1050 Sundry debtors for otheersceIIaneoUs income
Tao 62:9170 Miscellaneous Recoveries -

(Being the’entry passed to account the b||| of M/s

passed vide B.R. No.. dated

Bill Passing Assistant |

Reports / MIS to
be'sent

NIL

Link "7tto*- next
activity

Passed bills - To cash section
Journal voucher - To cash compiler
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ACTIVITY 1 (d):; Passing of Labour Contract Bills — Flow of Activity

Receipt of Labour: Contract Bill - -
v
Assigning bills register number and date

+,
‘Passing of billg
.+ |
Put.up J:V
v

Verification.by AAO / AO

v

Handing over the bill to Cash Section
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Activity 1 (d): Passiﬁg of Labour Contract Bills

Si. Particulars ‘ Description of the Activity .Person Responsible
No. ] ) - for the activity
1 | Source/Input |Pre Receipted Labour Contract Bill (LC Bill) in Triplicate along with
] . Measurement Book (MB).:7 v w & = 1 v Leors
2 | Relevanf Sanctioned Estimate, MB, Agreement, Work Award, Manual of Financial B
Records and | Powers, “C” Register, Budget Grant Register -
Books - ' .
3 |Instruction * for | 3.01 | Receipt of LC Bill along with- MB from the_concerned Executive Sub- Executive
the transactions ordinate who has to prepare the bill within 3 months from the date of Sub-ordinate
to be carried out completion of the work ’
; 3.02 | Assign Bill Register number (B.R. No.) with date Bill passing Assistant
3.03 | Obtain counter signature of the Head of the Office on the LC Bill and | Bill Passing Assistant
MB :
3.04 | Ensure that the contractor has signed in MB and the bill in acceptance | Bill Passing Assistant
of measurements taken and correctness of the bill prepared.

3.05

While passing the bill Verify and take action as follows:

i. Work was awarded to.the contractor before drawai of materials
under first invoice .

ii. The Quantity and labour charges as per award,

iil.  The arithmetical accuracy of calculation fin MB. In case of

mistakes get it corrected under attestation of the concerned.

iv.  The actual measurements as ‘per MB and whether check
measurement taken by competent authority

v.  Terms and conditions as per award - - -

Bill Passing Assistan}
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Activity 1 (d): Passing of Labour Contract Bills:(Contd.)-

Particulars Description'of:the Activity ’ Person:Responsible
N ] for the activity. 0

. . 13.05[vi. That total~quantity of .materials drawn does not exceed the | Bill Passing Assistant
: - -estimated- quantlty and also the nquannty booked m’*he “c”
. Register = - "~ 2
vii. Discrepancies in drawal of materials - and\ ut|I|sat|on either in
- excess. or short utilisation to be rectified béfore passing the bill&

vii. ~ That returnable materials as per estimate are returned .«

‘lix:  .Recover the cost of materials damaged: if-any at the time of
execution of work

X. Recover Security Deposit at prescribed percentage

| xi.- . Advances / recoverable amounts if'any is:recovered

xii. Statutory deductions like Income Tax, etc:if any is recovered

-| xiii. - - After admitting the bill, put enfacement under the relevant page
of the MB, score out all the relevant pages duly recording B.R.
No. and date ]

xiv. That necessary-entries are recorded- in the /C” Register with
details of B.R. No. and date by the “C” Register Assistant to
avoid second payment '

xv. - Put up enfacement on work award to avoid second claim

3.06 | Pass the necessary. Journal Voucher. .. ° ) Bill Passing Assistant

3.06 | Put up the bill along.with.MB.and J.V.:. for approval of AAO / AO Bill Passing Assistant

3.07 | Enter details of -bill passed.in-the .movement register 'and send it to| Bill Passing Assistant
Cash Section and obtain acknowledgement

3.08 | Bills exceeding Rs. 3 lakhs, o be sent.in. quadrhphcate to RBC: rorj Bill Passing Assistant

issue of cheque 1
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Activity 1 (d): Passing of Labour Contract Bills/(Contd.)

Sl..|  Particulars - Description:of the Activity Person.Responsible
No. | iy . . for the activity
3. ) 3.08 | Oni receipt ofcheque along with bill in duplicate from RBC, handover | Bill passing Assistant
the cheque with a copy of the bill duly entering details of bill and
cheque in the movement register and send it to Cash Section and
. | obtain acknowledgement -
3.10 | Return the. MB -to concerned executrve subordmate under | Bill Passing Assistant
) acknowledgement. - -
3.11 | File separately copy of estimate, contract agreement copies of | Bill Passing Assistant
) admitted bills and related correspondence
4 | Checks to be Following checks are to be exercised:- '
exercised 4.01 | Verify the passed bill with reference to Terms and condmons of AAO / AC
- | contract, estimate: -~ ¢
: In case of maintenance. expenditure ensure. that Revenue Budget is
. . | notexceeded: .. ' - . ; i :
5 |Accounting * A | 15.120(*ANC) } Bill Passing Assistant
Entries (J.V.) 15:128(*ANC) } Contract in Progress (Category wrse) o : Dr.
* To 42.4010 Contractors’ Control Account
B | 42.4010 Contractors’ control account- . Dr. | Bill Passing Assistant
* To 28.1050 Sundry Debtors for other miscellaneous mcome
To 46.101(*ANC) Security deposits in cash from
¢ Contractors / suppliers -
To 46.9240 Income Tax deducted at source e
C | When-penalty is recovered: Bill Passing Assistant

28.1050 Sundry debtors for other Miscellaneous income Dr.
To 62.9170 Miscellaneous Recoveries
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. Activity 1 (d): Passing of Labour Contract Bills (Contd.)

activity

Journal voucher - To cash compiler

(} Sl. | " Particulars Description.of.the Activity Person Responsible
No. | . : . for the activity."
5 ‘[ 14 Series (Appropriate sub account code) ' Dr. | Bill Passing Assistant;
' To 15.120 to 15.128(*ANC) CIP (Category wise) ' L
. (Being the’ entryicpassed..toraccount:the billzofuM/fs. ...
' passed vide B.R. No................. dated ......cccooeeeeriiiitnnin, ) .
6 1| Accounting 74 series (appropriate sub account codes) . . . Dr. | Bill Passing Assistant
"~ 1| Entries(J.V.) - To 42.4010 Contractors’ Control Account . ‘
-for maintenance 42.401 Contractors’,centroliaccotnty{s \ ¥ . Dr. | Bill Passing Assistant
works " To 28.1050 Sundry Debtors for other miscellaneous income ' )
' To AG 101(*ANC) Security: deposits in cash from +
Contractors / suppliers
To 46.9240 Income Tax deducted at source :
When penalty is recovered: Bill Passing Assistant
28.1050 Sundry debtors for other M|scellaneous income Dr. '
To 62.9170 Miscellaneous Recoveries . '
(Being the4 entry passed‘tolaccount 2the bill of M/s e
' passed vide B.R. No.. o..... dated .. i)
7 | Reports / MIS to NIL . :
1| be sent . -
8 i[Link to next Passed bills:=-To'cash section

:25°




ACTIVITY 1 (e): Passing of B.J / K.J. Bills — Flow of Activity

"Receipt of KJ / BJ Bill
v
Assighing bills register number _and date
‘ v
- -Passing of bills
. .
" Put up J.V.
ffication by AAD / AO
. '

'H_anding o.ver;the bill to Cash Section.

‘26
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- Activity 1 (e): Passing of BJ / KJ Bills'

v The! anthmetrcal accuracy of" calculatlon |n MB‘

That the Work'was awarded to the contractor prefernng the b|l|

The c:ontractor has S|gned ln MB and the bill in acceptance of
_measurements taken and correctness of the bill prepared
That ‘work_ carrled out rélates’to the’ ldentrt’ ed . beneﬂcranes as
er thé Iist. ye

T #od s

mlstakes get it correct'ed under attestatron of the concémed.

'v. _ The actual measurements as per MB!

vi. - Terms and condrtrons as per award,

exceed thé prescribed‘amount
viii.. Recover Security Deposrt at prescrrbed percentage

- [ix.  Recover statutory'déduictions like' Indome Taix, etc., if any.-

3ot

Ih' case of

: -.That total amount payable per installation sérviced 'should hot

SI. | Particulars Desc'riptioh'o'f th‘e‘ At:tivity n Person Responsible
No. . ) : for the activity -
1 |Sburce/Input. |Pre Recelpted BST KJ ‘Billin dupllcate along Wwith Measurement Book (MB), | . .
. ! - Beneficiaries list approved by Comp tent Revenue'Althorities™ ™"~
2 | Relevant Estimate, ‘"MB; Agreement, Work“Award, "Manual of Financial Powers ]
- Recorgs end Reg|ster Target f|xed by CEE G
- | BooKs® 1" - e
3. | Instructioris for | 3.01 | Receipt of Brll from the contractor. | @+ Contractor. -7"
the tLa»’nsactrons o Recelpt of MB from the concerned Executive Sub-ordmate - Executive
L ,to Be’carried out | - - - WS siblordinate
¢ 3.02 | Assign Bill Register number (B R."N3.) with date . . " Bill passing Assistant |-
1 3.03 Obtaln counter srgnature of the Head ‘of the Office on the BJ l KJBill Bl Passing Assistant |
and'MB™ % N S
3.04 Whlle passihg the bill Verify.2 and take action ‘as follows: "~ . . " | Bill Passing Assistant
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Activity 1 (e): Passing“of BJ / KJ Bills (Contd.)

SI. Particulars ‘Description ‘of the Activity' Person Responsible
No. ) for the activity
3 13.04 |x.  After: admlttmg the bill put enfacement under relevant page of | Bill Passing Assistant
: " the MB, Scoré dut all'thé relevant’ oages duly ‘recofding B.R. NO. )
&'date
| xi. That*necessary entnes are’ recorded in the “C” Register with
detarls of B:R! No. & date by the "C” Regrster ASS|stant
Put up enfacement on work-award to avoid second claiim
3.05 | Pass Journal Voucher Bill Passing Assistant
3.06 | Put up*® the bill along with MB,"Work’ award;” Bill Passing Assistant |
estimate and J.V*“For approval 'of AAOT AD™
3.07 | Enter details of bill” passed in' the movefent’ reglster and send |t to Bill Passing Assistant
Cash Section and obtdin ac wledgement T | e 1
308 [Return the ™ MB' to' -concémed” executive  sibordinate under | Bill Passirig Assistant
] acknowledgement :
3.09 | File separately copy of ‘estimate’ award and related correspondence
4 |Checkstobe ** | Foliowing checks are to be'exercised:” < ' ™ ™~
- | exercised 4.01 Verrfy the passed bill with reference to Terms and conditions of
award, list of beneficiaries, target fixed by CEE (G) &'estimate |
5 Accountlng “A' [15120(*ANC)} = TTEEE Bill PasSing"ASSistant

Entriés (J.V.) .

G

' 15 128( *ANC) } Contract in Progress (Category wise) Dr.

TG 42'401-Contractors’ Control Account

42.4010 Contractors’ control aécount:” D Br.

To 28.1050 Sundry Debtors for other mrscellaneous income
To 46. 101(*ANC) Secunty deposrts in cash from'

Contractors / suppllers
To 469240 ificome Tax deduttéd at source

Bill Passing Assistant
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Activity 1 (e): Passingzof BJ/KJ B.ills (Contd.)

CSL uﬂ Particulars Descrlptlon of the Actlwty Person Responsible;
No. o - Lot D D UG IO SeRL paad for the activity |
5 ) . When penalty is recovered: Bill Passing Assistant -
S ¢ 28.1050 Sundry debtors for other Miscellaneous income Dr. ' e
. To 62. 9170 M|scellaneous Recoveries
g A B AR LS i S
il 14 .3507 - CWlP Bhagya Jyothi™ Dr. | Bill-Passing Assistant
14.3607 — Kuteera Jyothi “ Dr. | - '
: To 15.120 to 15.128(*ANC) CIP (Category W|se) C
(Being the ‘entry passed ‘tovaccount:the'dill of M/s. ....................
. passed vide B.R.. No.. s, dated ...l )
6 ‘| Reports / MIS to NIL _ - ' . '
| be sent ‘ ' - '
-7 jLink to next. Passed bills -To cash sectigh¥ o4 {72

| activity

Journal voucher -To cash compiler
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ACTI/VITY 1 (f): Passing of Vehicle R‘épair Bills — Flow of Activity

.. Receipt of Vehicle Repair Bill
o ¥

Assigning bills register number and date

v
_Passing of bills

v
-Entry in recurring register
v

Verification by AAO / AO
v

Handing over the bill to Cash Section
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Acﬁvity 1 (f): Passinﬁ'gp?}ve‘hicle R_épair Bills

lPartlculars 0 ke Descrlpt|o' of the Activity o Person Responsible
B et : : for the activity
- | Source’/ Input~ | Pre Receipted Vehlcle Repazr Bl|| in- dupllcate along with Vehicle History B .
Book R v
Relevant-: Sanctioned Estlmate Vehlcle Hnstory‘Book Work Award, Manual of Financial
Records  and Powers Recurnng Reglster & Budget Control Register. )
Books
Instructions 3.01 | Receipt: of Bl" v o Repairer.
for the 9 - | Receipt of Vehlcle History.Book: from the concerned ‘Executive Sub- Executive
transactions to ordinate:” : : - --Sub-ordinate
be carried out | 3.02 | Assign‘Bill Régister number- (B'R No ) wsth date~ ' Bill.passing Assistant |
: 3.03 | Obtain counter signature ; of: the Head of the Office on the vehlcle Bill Passing Assstant
! Repalr Bill and-History Book: . ST
- 3.04 While passing the bill Verlfy ‘and take action as follows; Bl" Passing Assnstant
S That the Work was awarded to the Repalrer preferring'the bill: 5
i That Work carried ot telatés'to the- sdentmed Vehncle
s ¢ |iii ‘Certificate’ from thé 'vehicle “foréman i§™“affixed” regarding |
L satisfactory running condition of the vehicle after repair. .
iv. Thatithe-items of repair ds ‘per.bill‘are recordédint the Vehicle |.
HlStOTy BOOK’ & e T e ST = 3 "‘,f-. B T wlice (1{}1‘
V. Cumulative expenditure-including’ the present bill* in respect of
the Vehicle'has not exceeded the prescribed-limit-for the year.
vi: Terms-and-conditions as per-award,
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Activity 1 (f): Passing of Vehicle Repair Bills (Contd.)

SI.
No.

Particulars

Desoription of the Activity .

Person Responsible
for the activity

.3.04

vii.  In respect of Major Repairs guarantee for performance is given.
viii. ~That-alfreturnablé:materials as’ per estimate are returned to the
store™and: acknowledged copyiof Rlis éhiclésed to bill.2¢ As
After admlttmg the bill; put’énfacément undér rélevant page of
thé Vehicle History book; score out all the relevant pages duly
-_recording B.R>No:i&date in the Vehicle History Book’

Bill Passing Assistant

3.05

Pass yourral-Voucher®

Bill Passing Assistant

3.06

Put p“thé¥bill ‘along“wnth“Vehlcle“History "Book;” “Work™ award,
Recurring Register,‘estimate”and 4.V +for approval bfAAQ / AO

Bill Passing Assistant |

3.07
Q0

Enter “details® of bill paSsed intmoverment régister “Send-it*tc Cash

Section’and obtair’ ‘Acknowledgément

Bill Passing Assistant

310

ERH

Return tVehicle- Hrstory‘book to concerned vehicle foreman under
Ackrowledgément

Bill Passing Assistant

i

341

File separatély copy of award and. related correspondence

Bill Passing ASsistant

Checks'tobe“
exercised

{_1.01

-Follovgmg checks are to be exercised:

Venfy‘the passed Bifl“With? Fefersnde’to “Tefims and: condmons of
award;Vehicle History Book & Sanctioned Estimate
In case of maintenance expenditure ensure that Revenue Budget is

‘notexceeded

AAGTIKO -

Head &f Debit

On-paymetit of Vehicle ‘Repaif:bill thé ‘experiditureVis directly debitad |

to Account code 74. 601(*ANC) ~ R&M to Vehicles - in the cash book

Reports '/ *MIS
to be sent

NIL

Link 67 next
activity

Passed bills - To cash section
Journal voucher - Tc.cash compiler
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ACTIVITY 1 (g): Passing of Fuiel Bills - Flow of Activity

Receipt 6tFuel Bill
‘Assighing billsregistér numbér and‘daté-
v
Passing of-bills’

v,

‘Entry in"réciirfing register
|4

Verificatiorby AAQHAQ!
1

v

Handing overthe:bil toGash Section”



Activity 1 (g): Passing of Fuel Bilis

Sl. Particulars Description of the Activity ' Person Responsible
No. ) E for the activity
1 | Source / Input | Pre Receipted Fuel bill in duplicate along with Coupons, indents :
2 | Relevant Purchase Order, Manual of Financial Powers, Recurring- Register & Budget
Records and Control Register. a
Books ) :
3 | lInstructions for | 3.01 | Receipt of Bill along with Coupons and indents | Store Keeper/ Store

the Activity to

be carried out

Officer

3.02

Assign Bill Régister number (B.R. No.) with date

Bill passing Assistant

3.03

Obtain counter signature of the Head of the Office on the Fuel Bill.

Bill; Passing Assistant

3.04

Whlle passing the bill Verify and take action’as follows:

iv.

V.

vi.

vil.

viii.

That the Purchase Order was placed on the supplier preferring

- the bill.

That Fuel indents are countersigned by the Store Officer.

‘That necessary certificatés regarding entries made in the Fuel

Bill Control Register is affixed on reverse side of the bill.
That the driver has signed on the coupon for having received
fuel.

That quantity claimed ° |n the'bill agreesswith total of all thev

coupons.

That cumulative quantity of fuel bill passed has not exceeded
the quantity as per P.O.

Terms and conditions as per P.O.,

Enter details of the bill in Recurring Register.

Bill Passing Assistant
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Activbity 1 (g): Passing,of Fuel Bills (Contd.)

Sl

farticulars

. Description of the Activity

' Person Responsible;,

for the activity

3.04

ix. After édmitting the bill, put enfacement on the concerned P.O.
duly recording B.R. No. & date and balance of fuel to be
supplied.

Note: MAS: would be necessary where Petrol/diesel/oil is |

purchased and kept in the storehouse and issued by drawing
recelpt voucher and issue invoices respectively.

Bill Passing Assistant

[305

Put‘up'thé bill-along with P.O", Recurrmg Register, Indent & Coupons |
for approval of AAO / AO .

Bill Passing Assistant

(3.06_]

Enter details of bill.passed.in:movement register. Send it to-Cash

Bill Passing Assistant

3.07

‘Secnon and obtam acknowledgement

Bill Passing Assistant

| Checks to be
‘exercised

4.01

402

Venfy the passed
P: O & Fuel Colpons
In case of maintenance expendlture ensure that. Revenue Budget is.
not éxceeded .

with r'terence to Terms and condmons of
L~m-':‘3c;1euv,\ <} WP e

AAO/ AO
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Activity 1 (g): Passing of Fuel Bilis {(Contd.)

36

Sl. Particulars Description of the Activity Person Responsible |
No. for the activity -
5 | Head of Debit On payment of Fuel bill the expenditure is directly debited to Account | Bill Passing Assistant
‘ code
76.136(*ANC) — Vehicle runnmg expenses other than stores vehicles
. Or .
*A NC) Vehlcle runnlng expenses (Stores)
‘ TS LA
other transact!onls / adjustments (Deblt AT sent) .,
s the Case e'may bel) +* = st T
fueI |s |ssued fo’ any vehxcle of Majo)r Works unit/s, the
to be”transferred'to the ‘concerned’ Major-Works
‘ ‘ . Uhive™ © . IS G ARSI : - -
6 | Reports/MIS Nlli tT
to be sent * SRS LSRN S
' 7 {Link to next Passéd'bills - To cash“'ectlon T
. ‘activity u IO ONCESL L i EENE S -Y .




ACTIVITY 1 (h): Passing of Imprest Recoupment Bill - Flow of Activity

Receiptofdmprest:Bill:

Assigning bills:register-number;andidate:

Passing of:bills
Entry.in r_ecﬁr»r]ng»’regis'tet.

v

(AL
A

Verification by AAO / AO

Héndinglovérithe__:biu to.Cash: Section

37
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Activity 1(h): Passing of Imprest Recoupment Bills

SlI. Particulars Description of the Activity Person Responsible
No. - ] - . for the activity
1 | Source / Input | Imprest recoupment Bill in duplicate along with Vouchers
2 | Relevant Manual of Financial Powers & Recurring Register.
Records and
Books N
3 | Instructions for | 3.01 | Receipt of Bill along with Vouchers ' Imprest Holder
Activity to 3.02_| Assign Bill Register.number.(B:R..No:) with date’. Bill passing Assistant
be carried out |._3.03 | Obtain counter signature of the Head of the Office on Imprest Bill. Bill Passing Assistant |
3.05 | While passing the bill Verify and take action as follows:

i Imprest holding limit:idt. 2 gwes v
ii. That Imprest bill is countersigned by the Head of the office

iii.  That items of expenditure out of imprest falls undet the group of

expenditure that can be incufred-out-of imprest.
iv.  That all the expenditure is supported by vouchers..

V. That in case purchases made exceed the limit prescribed (Rs.

1000=00 at present) purchase procedure is followed.
vi.  Total of the bill agrees with total of all the vouchers

vii.  The abstract of imprest i.e. total Imprest sanctioned, Vouchers
being recouped 3vouchers on hand-& cashion hand is recorded

on the bill. Iy

viii. Issue disaliowance memo to imprest holder” in respect of
vouchers having discrepancies like vouchers without signature,

vouchers without required certificates etc.

Bill Passing Assistant
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Activity 1(h): Passing of Imprést Recoupment Bills (Contd.)

Sl. |, Particulars Descrlptlon of.the Activity Person Responsible’
No. |, . * for the activity
3 3.05 [ix. Assugn correct head of account for each item of expendlture Bill Passing Assistant

and put up-abstract. . .
x.  Enter details of the bill in{Recurring Reglster
xi.  After’ admlttmg the bill, - put enfacement on 'all vouchers duly
- recording B.R. No& date’ . .
3.06 |Put up the bill along:with_veouchers, PO ~yRecurring Reglster for | Bill Passing Assistant
approval of AAO/ AC N -
3.07 | Enter details of bill passedin the: movement register. Send it to Cash Bill Passing Assistant
.| Section and obtain: acknowledgement R (e ‘ :
3.08 | File separately copy of P.O.s &= ‘Bill Passing Assistant
4 | Checks to be Following checks are to be exercised: o :
exercised | 4.01 | Verify the passed bill with ireference;to- vouchers, P.O., Recurring AAC / AO
. | Register . )
5 | Head.of Debit Debit relevant head of expendlture as the case may be
6 | Reports/ MIS NIL '
) to be sent B ]
7 | Link to next Passed bills - To cash section
‘activity
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ACTIVITY 1 (i} (i, ii & iii): Passing of Proforma Bill — Flow of Activity

Proforma bills have to be prepared for arranging payments like, Vehicle Tax, Vehicle Insurance, Vehicle Fitness
Certificate, Vehicle Registration Fee, purchase of Tyres and Tubes, Electrical Inspectorate Charges, Deposits to be made in
Court of Law or concerned authorities, purchase of fuel, any purchases / payments to be made in exigencies etc.

Recéipt of Proforma Bill

l .

Assigning bills register number and date

--Rassing.of:bills;

,r_
)

Entry:in Proforma_bill register
Verification by AAO /,AO

v

-.Handing -over;the bili to Cash:Section

40
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Activity 1(i) (i, ii & iii):;Rassing of Proforma Bill

Sl. | Particulars Description of the Activity Person Responsible’
No. : for the activity
1" | Source / Input Proforma bill along with O.M. (O. M not required in respect of Statutory .
. payments) g ] ]
2 | Relevant Manual of Flnanaal Powers & Proforma bill register
. | Records and .
' | Books .
3 | Instructions for | 3.01 | Receipt of, Proforma bill along with O.M. Officer Concerned
the Activity to. . ‘
be carried out '3.02 A55|gn Bill Register number- (B R. No.) with date Bill-passing Assistant
o 3.03, Obtam counter sngnature of,'the-Head of the Office on the proforma Bill Passing Assistant
Bill. - ) -
3.05 ]Whlle passmg the bill Verlfy and take action.as follows

IRE

iv.

A

DALl

The offlcer preferrmg proforma bill. has regularlsed amount 4

drawn by him on prewous occasmn/s
That Proforma bill is counter3|gned by the'Head of the office

That amount of the oroforma bill does not exceed prescribed |
cellmg Ilmlt (except|on being b’l" for statutory payments).

prrng

Necéssary entry’is to bé made in' the Proforma’ Bill* R=g|ster:

with all details. e v gems
Pass$ the bill under Head 6f" Account 27.2050 X Advances to
staff against expenses.

_Bill Passing Assistant |
PpRbe TR
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Activity 1(i) (i,ii & iii): Passing of Proforma Bill (Contd.)

Sl. | 'Particulars Description of the Activity Person Responsible
No: i for the activity
3 3.06 |Putup the b||| along with Proforma bill Register, for approval of AAO /| Bill Passing Assistant
. AO
3.07 | Enter details of bill passed in the movement register. Send it to Cash | Bill Passing Assistant
Section and obtain acknowledgement
4 | Checks to be i Following checks are to be exercised:
exercised 4.01 | Verify the passed bill ‘with reference to Proforma bill Registér AAQ / AO
5 | Head of Debit Debit Account code 27.2050 — Advances to staff against expenses.
6 |Reports / MIS Information to-be given in respect of amount’drawn on pro-forma bills | Bill Passing: Assistant
to be sent and not regularised to the EEE" v o
7 |Link to next Passed bills - To cash section
activity LT
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ACTIVIf"Y 1 (i): Regularisation of amount drawn on Proforma Bill - Flow of Activity

Vouchers for regularisation” of amount® drawn on proforma bills. in respect &of Vehlc!ezTax Vehlcle Insurance, Vehicle
Fitness Certificate, Vehicle Reglstrat|on Fee purchase of Tyres and Tubes, Electrical’ Inspectorate Charges, Deposits to be
~ made in Court of Law or concerned authorities, purchase of fuel, any purchases / payments to.be made in exigencies etc.

Receipt of voucher

"'Assigning bills _reQi%te‘r numbér and date’

Passing of bills .
Entry in’ R_ec_:ﬁrr‘mg.‘__reglste
Veriﬁc_ation by AAO / AO

v

Handing over the bill to Cash Section for filing .

43



Activity 1(j): Regularisation of amount drawn on Proforma Bill

Sl. | Particulars Description of the Activity Person Responsible
No. ) for the activity
1 | Source/ Input | Cash voucher / Bill Drawee of amount on
proforma
2 | Relevant Manual of Financial Powers & Recurring Register
Records and ‘
Books
3 | Instructions for | 3.01 | Receipt of Cash voucher / Bill ~ .| Officer Concerned
the Activity to | 3.02 | Assign Bill Register number (B.R. No. ) with date Billipassing Assistant
be carried out | 3.03 | Obtain counter signature of the Head of the Office on each voucher / BilllPassing Assistant
: bill.
3.05 | While passing the bill Verify and take action as follows:

of amount on proforma bill

drawn

drawal of advance o

Iv.”  That brlls / vouchers are countersngned by, the Head oflhe ofﬂoe

[

_like vehicle history book, Recurring Register etc.

i. The officer concerned has furnished required certificates on the,
bill / voucher duly quoting reference to B.R. No. & date of drawal

ii. That the ‘amount drawn” has been spent Within 3 days from date
of drawal and spent for the purpose for which the amount was

iii.  Original Receipt is énclosed for havrng returned unspent cash
iv. . Transaction js regularised wrthm one month from the date of .

Vi. That fecessary entries have been made in relevanit reglsters

Bill Passing Assistant
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Activity 1(j): Regularisation of amount drawn on Proforma Bill (Contd.)

. S - - L
Sl. | - Particulars Descrlptlon of the ActIVIty Person Responsible
‘No. ) s ) for the activity
3 3.05 |vii. Allcash vouchers\Lans are: scoredﬁoff duly:recording B. R NG & Bill Passing ‘Assistant *
....date to-avoid- secondﬁclalm . '
viii. Relevant item in the Proﬁorma Bill Register is rounded off for
having . regularised: the itransaction: besides issuing notice in
respect of items outstanding:for more than one month .
ix. Pass the bill with remarks “ADJUSTMENT ONLY - NOT TO
BE PAID”: duly passing JiVigfet 1 gmAmdl gty < in 0 ' .
3.06 | Put up the bill along with J,V.,.Proforma bill Register, Recurring | Bill Passing Assistant -
| . | Register and relevant registers if.any for approval of AAO / AQ :
3.07 | Enter details of bill passed forfadjustment in the movement register | Bill Passing Assistant
and send it to Cash Section and ‘obtain acknowledgement .
4 | Checks to be Following checks are to be exercised:
. exercised 4.01 | Verify the passed: bill: ‘withereference-ito Proférma bill Register, AAO /AO
v Recurring Register, J.V. & '
5 | Accounting Relevant sub a/c codes under 14, 28, 74, 75, 76, 78 Series Dr.
| Entries (J.V.) - To 27.2050 — Advances‘to-staff.agairst expenses. |
-6 | Reports / MIS List of items not cleared with name of the drawee, amount, date and
W |to besent: "n ‘purpose of drawal:shall be put upfor‘discussion in monthly meetings
7 | Link-to'next - Passed bills:To cash séction for filing : ' ) o %
- | activity- = . .
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ACTIVITY 1 (k): Passing of Refund Bill — Flow of Activity

Refund bills generally pértain to:

e

ii.
v.

Refund of Advance Power Consumpiion charges

s Refund of Security Deposit, Earnest Money Deposit (EMD) / Tender Money Deposits (TMD) to sdppliers / contractors
# Refund Bill of Employees-a) Cash Security Deposit b)Excéss recoveries / recoveries effected forjlapses

‘tRefund:of balance in respect of Deposit Coritribution Works -

Receipt of Refdﬁd Bill

}

" Assigning bills-register number and date

Passing of bills
{Entry in Refund bill registér/ Relevant schedule

'

Verification:by AAO / AQ -
&

Handing over the bill'to-Cash:Section
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Activity 1(k) (i, ii, iii & iv): Passing of Refund Bilnl

Sl. Particulars Description of the Activity - Person Regponsible
No. for the activity
1 | Source/ Input Pre-receipted Refund bill in dupllcate along W|th Or|g|na| rece:pt / Indemnlty
.| Bond. Ty he .
2 |Relevant Manual of .Financial Powers Schedules 'C’ Register in case of Deposn
Records and | Contribution Works & Refund b|II register Authonty for refund ;
Books frow ! PR
3 | Instructions for | 3.01 Recelpt of Refund brll along wrth Orlglnal recelpt/ Indemmty Bond (a "' Consumer / Supplier /
carrying  out apphcable) A - ‘_" :Contractor / Employee
the activity ' ) S e s as the case may be.
3.02 | Assign BrII Reg|ster number (B R No. ) with date "~ Bill passing Assistant
3.03 | Obtain counter signature of the Head of the Office on the Refund Brll Bill Passing Assistant
3.04 | Verification and action common to all refund bills: ‘" '

i.  Relevant certificates are recorded by the concerned

ii. Party’s-copy of rece|pt in its absence |ndemnrty bond (stamp.

) paperiof value Rs:"'100/--at present) or Reéference’ to schedule
volume number and item number where applicable

ii.  Enter bill details in Refund Bill Reglster
ltem specific to:
i) Advance power consumption charqes coIIected towards

Temporary power supply =~~~ 4 o e

a) Original receipt / indemnity bond
b) Ack. number rélated to returnable materials

)

Bill Passing Assistant
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Activity 1(k) (i,.ii, iii &.iv): Passing of,Refund Bill (Contd.)

SI. Particulars Description df the Activity Person Responsible
No. for the activity
3 3.04 1 c¢) Consumption charges recoverable if any

d) Permanent-R.R. No. of 'same cdnsumer in- case adjustment is
" Proposed. -

e) Certificate - of "the ‘concerned. revenue _unit: recommending.. for
refind: -
f)“Reqisition from the consumer either for adjustment or refund in
. Cash! -

SRR N2

|i) "“Refurid' of Sécurity - Deposit / EMD 7 TMD" & Supplief /
gontra¢tor-

: « *concerned schedule’
outstanding vide schedule volume number and item number

‘- satisfactorily: and- guarantée ‘perforfriance period is 'over ‘as “per-
terms and conditions of the work award / purchase order /

i . pagreement . .

d) In case of EMD /-TMD-certificate! fiom'the concéfned éxecifive
subordinate that the work / supply is not awarded to the

a)*Amotnt ot Refund “billtallies® with* balandeoutstanding in the-|
b) Certificaté" from* concerried “schedulé¥assistant that balance ist{

¢):Certificate” by executive subordinate that work is cqmpleted:-

'| Bill Passing Assistant

* contractor./ supplier.and the-dmount,may be refunded it b
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Activity ﬁ(k) (i, ii, iii & iv): Passing of Refund Bill (Contd.)

a) Cash'Securitv'deposit has been recovered from:employeels & t

>

»

>

» Amount"‘off‘:’the;:.Ref(ihd‘». bill - tallies  with < balance

outstanding in the concerned schedule.

Certificate from fhe concerned schedule Assistant that
balanceris outstanding vide schedule volume number
and:item'number o s

TRat“the employees isinot? performing Tduties™ which
requires continuance of security deposit and that a
period of six month has expired since relinquishing the
post against:which-deposit was recovered.

That there were no irregularities d'urihg hié incumbency

inthe post against which deposit was:recovered

&

Caldllate thésinterast payable:ion: the: deposit /as”per
rules .

Sl. |I Particulars ' Description of the Activity Person Responsible
| No. ) ] - B for the activity
-3 3.04 liii)’ In case of Refund Bill of employees Bill Passing Assistant
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Acti\{ity 1(k) (i, i, iii & iv): Passing of Refund Bill (Contd.)

iv)

> O.Mis placed for refund by competent authority

. » Amount .of the Refund bill tallies with balance
outstanding.in the concerned schedule

> Certificate from the concerned schedule Assistant that
balénce. is ‘outstandingvide -schedule volume number
and item number.

Refund of balance in respect of Deposit Contribution Works -

» Concerned work is completed and completion report
accepted

> Confirm deposit details
! > Certificate from.“C”.Register Assistant that expenditure
booked against the work order is verified with respect to
. “materials -drawn, .value assigned are ‘as per ruling:S.R.
rate on the date of drawal, labour charges and any other |
“expenditure. incurred are correctly booked

Sl. Particulars™ Description of the Activity Person Resporisible:
No. ) ] ._for the activity
’ ‘ o L ' Bill Passing Assistant
3 3.04 b) In case of Excess Recoveries / Recoveries effected for lapses:
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Activity 1(k) (| ii, iii &iv): Passmg of Refund BlII (Contd )

Sl | Particulalrs AT Descrlptlon of the Act|V|ty o Person Responsible
No. . : for the activity
3 3.04 > Certlflcate from concerned _schedule Assistant that.

b) When'the*work‘is*not éxecuted, as per the request of the

expendlture as accounted in the_schedule _agrees

wﬁh‘expendlture booked in “C" reg|ster r and the’ balance:
agrees/withfamountiof refund‘ billkvidessehedulevolurie |

number and item number

consumer

»

‘Requestuletter from the consumer not to,take.up, the
"work

_Certificatesthattwork ihas¥riottbeenitakén -up yet and
- materialsSaresalso:notidiawn by fthe LéXecutive” sub:

ordinate’

Certificate from concerned schedule Assistant that the
balancega’agreesl:wnh‘f‘:«.\mountJ ofMKies réfiind!ebill vide
‘schedulevolume Aumberarduterm humber

Déduct prescribed percentage towards commitment

charge:

Bill Passing Assistant -
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Activity 1(k) (i, ii, iii & i\;): ﬁéﬁsing of Refund Bill (Contd.)

Sl.
No.

‘ Particulars

Description of the Activity

Person Responsible
for the activity

3.04

)When the+ work is not executed at the instance of the
-Corporation

> Certificate that the work:has'not:beenttaken up yet and
materials are-also"not diawn by ithe -executive sub:

+ ordinate;

» Certificate from concerned schedule Assistant that the
balance”agrees:“with .amount- of the? refurdibill Vide
~ schedule volume number and:item:numbér. !

» Fuilamount of deposut to be refunded W|thout any

"~ deduction+t. - 8 5 SR

d) Partly executed work stopped at the request of the consumer

> No refund of deposit amount

Bill Passing Assistant

3.05

Put up the bill along:with Refund bill register:*C"-Register” Schedule
for approval of AAO IAO
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Activity 1(k) (i, ii, iii & iv): Passing of Refund Bill (Contd.)

Description of the Activity

SL | Particulars Person Responsible
No. . for the activity
3 3.06 | Enter details of bill passed in the movement register. Send it to Cash | Bill Passing Assistant
Section and obtain acknowledgement
4 | Checks to be Following checks are to be exercised:
exercised 4.01 | Verify the passed bill with reference to Refund bill register, "C” AAO / AO
Register, Schedule. ' C
5 | Head of Debit Debit appropriate Sub Account Codé under 23, 28,46, 47 & 78 series
as applicable.
6 | Reports/ MIS . NIL
to be sent
7 | Link to next Passed bills - To cash section’
activity
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ACTIVITY 1.(I): Passing of Contract Agency Bills ~ Flow of Activity

Receipt of Contract Agency Bill

Assigning bills register number and date

v

Passing of bills

Entry in Recurring bill register

v

Verification by AAO /'/AO

v

Handing over the bill to Cash Section
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Activity 1 (I): Passing of Contract Agency Bill

I Particulars Description of the Activity Person Responsible
) for the activity
Source / Input | Pre-receipted bill in duplicate. ) : Concerned Contract
: ) : Agency '
Relevant Manual of Financial Powers, Work entrustment letter from competent
Records and | authority, Agreement & Recurring Register.
Books ° ‘ oy ]

| Instructions for | 3.01 | Receipt of bill along with required. certificates from executive sub- | Contractor
carrying-  out ordmate -

the activity .
3.02 'Asmgn Bill Register number (B R. No:) with date Bill passing Assistant
3.03 | Obtain counter signature of the Head of the Office on the. Refund Bl|| Bill Passing Assistant
3.04 | While passing the bill Verify and take action as follows: Bill Passing Assistant

i The” penod ‘and*amount- mentloned |n the bill agrees with work’
entrustment letter

ii. Naturé of work performed as certlﬁed on the bill agrees with the

© -work entrustment letter: i .

iii. - Certificate” from’ the ‘contractor for having paid’ Providént fund’|

' ‘contribution in respect of men appointed by.him is enclosed.

iv. Necessary entry'is to'be'made in the Recumng Reglster with all
details.
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Activity 1 (I): Passing of Contract Agency Bill (Contd.)

Sl Particulars Description of the Activity Person Responsible’
No. for the activity
3 3.05 | Put up:the bill along with ‘Recufring register,” Work' entrustmient létter | Bill Passing Assistant
for approval'of AAQ-AQ !
3.06 |'Enter .details of bill*passed inthe ‘movement register:and’sénd it t6 | Bill Passing Assistant
1| Cash'Section ahd cbtain acknowledgement
4 | Checks to be Following checks areto'bé exercised:
exercised . |4.01 | Verify the ‘passed’bill with reference to Recurring Register & Work AAO/AO
entrustment létter and agreement: :
In*case* of maintenance”expenditure ensure:that Revenue Budget is:
not éxceeded’ )
5 | Head of Debit .| Debit - appropriate Sub-Account Code™ Under .Revenue Expenditure
Head.
6 |Reports / MIS- NIL™
.| tobe sent
7 | Link to next Passed bills - To cash section
activity
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ACTIVITY 1 (m): P'assing of Telephone Bills — Flow of Actiility

Receipt of Telephone Bill

‘Assignirig bills régister numberand date
Passing‘of bills

v

Entry in Recurring bill register
Verification:by AAO:! AO

.

Handing-over the. bill:to: Cgsh;Seclion
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Activity 1(m): Passing of Telephone Bill

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
1 | Source / Input | Telephone Bill.
2 . {Relevant Recurring Register.
Records and :
Books :
3 | Instructions 3.01 | Receipt of bill along with required certificates from the concerned. PA / PS / HC / Officer
for carrying : .f concerned
{out the 3.02 | Assign Bill Register number (B.R. No.) with date | Bill passing Assistant
activity 3.03 | Obtain counter signature of the'Head. of the Office on the Telephone | Bill Passing Assistant
Bill. .
3.05 | While passing the bill Verify and take action as follows: Bill Passing Assistant

Calculation with reference to number of calls and period
covered by the bill with reference to previous bill

Correctness of amount-related to personal calls and recovery of
the same from the concerned.

Required certificate is recorded.

Telephoné provided ‘to!thé’ residence! of the officer should be

- within the jurisdiction of the Head Quarters of the officer.

Necessary entry is made in the Recurring Register with all
details.

Pass the bill under Account Code 76.112 (28.401 in respect of
personal calls).
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Actlvny 1(m) Passmg of Telephone Bill (Contd.).

59

1'sh. | Particulars Descrlptlon of the Acthlty | Person Responsible
| No. ] _ | forthe activity
3 3.06. | Put up the bill along with Recurring register for approval of AAO / AO | Bill Passing Assistant
3.07 | Enter details of bill passed in the movement-register. Send it to Cash Bill Passing Assistant
. Section and obtain acknowledgement B R . .
4 | Checks to be Following checks are to be exercised:
exercised 4.01 | Verify the passed bill with reference to Recumng Register AAO/AO
. ‘| Ensure that Revenue Budget is not exceeded )
5 | Head of Debit Debit Account Codes 28.401.to the .extent personal calls to be
.' recovered and the balance amount to 76.112(*ANC)
6 | Reports / MIS NIL
.['to be sent -
7 | Link to next Passed bills - To cash section
activity - i




ACTIVITY 1 (n): Passing of Rent Bills — Flow of Activity

Receipt of Rent Bill

v

Assigning bills register number and date

Passing of bills

'

Entry in Recurring bill register
Verification by AAO/:AO

v

Handing overthe bill to Cash Section
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Activity 1 (n): Passing of Rent Bill

approval of AAO /'AO-

| Sl. | Particulars Description of the Activity Person Responsible
{ No. | for the activity
[_1_|Source/ Input | Pre-receipted bill in dupllcate Owner of the building
2 | Relevant Manual of Financial Powers, Building Hiring Letter from the competent
Records and | authority, Agreement & Recurring Register.
Books
3 | Instructions 3.01 | Receipt of bill aiong with required certificates from executive sub- Executive
for carrying ordinate. Sub-ordinate
out the
activity
3.02 | Assign Bill Register number (B.R. No.) with date Bill. passing Assistant
3.03 | Obtain counter signature of the Head of the Office on the Rent Bill. Bili Passing Assistant
3.04 | While passing the bill Verify and take action as follows: Bilt Passing Assistant
i Period and amount méntioned in the bill agrees with Terms and
conditions of the contract. In case the initial period has lapsed,
competent approval exists for the extended period.
i, Certificate as to bona-fide use of the hired-building as per terms
and-conditions of contract
iii.  Certificate as to useable condmon of the bLuldlng
iv.  Necessary-entry' is made in the,Récurring” Register - with- all
: details. )
v Deduct:income Tax (TDS) where applicable as per provisions, of
IT-Act:
3.05 | Put up the bill along with Recurring register, Contract document for | Bill Passing:Assistant
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Activity 1 (n): Passing of Rent Bill (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ' ‘ for the activity " -
3 3.06 | Enter details of bill passed in the-movement register. Send it to Cash | Bill Passing Assistant
- | Section and.obtain acknowledgement .*
4 | Checks to be - Following checks are to be exercised:
exercised - 4.01 | Verify.the passed bill. with reference totRecurring ‘Register & Contract AAO / AO
document
Ensure that Revenue Budget is not exceeded
5 | Head of Debit Debit appropriate’ Sub Account Code ‘under 76 series
6 |Reports / MIS NIL N
to be sent
7 | Link to next Passed bills - To cash’section
activity
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ACTIVITY, 1.(0): Passing of Pension Bills - Flow of Activity,

Recéipt of Pension’Rétoupment Bill

Assigning-bills:register niimber and date’
Passing 6f bills'
v

*Entry-in‘Pension‘bill-register
Verification.by’AAO:/ A®

v

Handingiover the bill to Cash Section
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Activity 1 (0): Passing of Pension Recoupment Bill

SlI. | Particulars Description of the Activity Person Responsible
No. A for the activity
1 | Source / Input | Pension Recoupment Bill Pension disbursing
| officer
2 | Relevant Pension Payment Register, Survival Certificate, in case of family pensioner
Records and | certificate for having not rezmarried:
Books
3 | Instructions 3.01 | Receipt of Pension Recoupment Bill ' :
| for carrying 3.02 | Assign Bill Register number:(B.R: No:) with date Bill passing Assistant
out the 3.03 | While passing the bill Verify and take action as follows: Bill Passing Assistant
activity i Recoupment bill tallies with amount paid with reference to :

vouchers and:the pension amount sént to concerned disbursing
office is entirely. paid

In case any un-disbursed pension is returned, verify reason for
the same and take necessary action such as reduction of
pension recoupment amount duly placing an O.M.

Necessary entries are made in Pension Payment Register

On addition”of néw pensioners; the’pension recoupment amount
is enhanced duly placing O.M. )

Life certificate is enclosed during the months of April and

October every yeart/ the-pensionér ‘has Signed in the register

kept for this purpose in the Division
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Activity 1 (0): Passing of Pension Recoupment Bill (Contd.)

Sl. | Particulars Description’of.the Activity Person Responsible
No. ' for the activity
3 3.03 tvi. On receipt of remarriage certificate from the spouse of the | Bill Passing Assistant
deceased employee, payment of family pension is to be stopped ’
duly placing an" O:M.forireductionin Pension amount of the
disbursing unit
vii.  Option of the pensioner, if any
viii. - In case of family pensroner.certlflcate regarding re-marriage.
iX. Arrears of pension & recoveries from pension, if any.
1 x. After’ expiry of the .period of commutatlon whether the full
pension has been restored:
xi.  In case of family pensioniWhether the family pension has been
! reduced after seven years. )
xii.. Make necessary entries:in.the pension:payment register :
3.04 | Put up the bill along with Pensmn Paymenht Reglster approval of AAO / |'Bill Passing Assistant
AO
3.05 | Enter details of bill passed in: the'movement reglster Send it to Cash | Bill Passing Assistant
" | Section and obtain acknowledgement )
4 | Checks to be Following checks are to be exercised: .
. |exercised: - | 4.01:| Verify the passed bill with reference to Pension Payment Register AAO / AO
5 | Headof.Debit | i .| Debit Account code — 44.120
6 |Reporfts /KIS CENIE
to be'sent*
" 7. | Link to next Passed'bills -To cash'section
activity ’
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ACTIVITY 1 (p): Passing of Other Miscellaneous Bills — Flow of Activity

Other Misc. bills include: -

1.Tree-cut compensation bills

2. Solatium Payment to owners of animals; which died due to electrocution.

3:"Solatium Payment to legal heirs of non-departmental person who died due to electrocution.
4.-Repair bills of Office Equipments, Tools and plants.

5>Trahsportation bills.”

6."Vehicle Hire bills

Receipt of Bili:

Aséigning bills register-number.and date-”

Passing of bills

Entry in-Recurring.bill.register

Verification by:AAO / AO

Handing over the bill to Cash Section
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" Activity 1(p): Passing of Miscellaneous Bill

Si. ' Particulars Description of the Activity - Person Responsible
No j for the activity
1 - | Source /.Input | Pre-receipted bill in dupllcate Concerned
2 | Relevant Manual- of ‘Financial* Powers, Work entrustment/ Sanction letter from i
. Records and competent authorlty ‘as the'case'may be, Agreement & Recurring Register. ¢
. | Books
3 ! | Instructions 3.01 Recelpt of bill along with requxred cemﬁcates from thée coricerned. Concerned- ‘
‘ for carrying 3.02 ['Assign-Bill Register number (B.R: No.) with date . Bill passing ASS|stant
out the 3.03 |'Obtain counter stgnature ‘ofthe Head of the Office on the Bnl Bill Passing Assistant
activity Whlle passmg the bill Verify‘and-take action’as follows:

3.04

ii.

The' Nature of work and amount mentioned in the bill agrees with

‘work: entrustment letter or estimate wherever “applicable’

Anthmetlcal accuracy of the bill
In case’of tree-cut compensation b|l| :Consent of the owner for
felling-trees"Mahazar" feport by _the concerned authority,Pahni

tertifi¢ate’ in *thie name of the owner, indemnity- bond,¥are

enclosed

In' case of Solatium payment to owner of’ ‘animals- certificate to
the Teffect ‘that theianimal died 'of ¢ electrocutlon from’ Animal
Husbandry Department. |

In casé of Solatium’ payment ‘to-legal heirs .of-non> departmental
‘persons of fatal electrical accidents- Death certificate,
‘Postmortemn report; Survivorship’ ‘cemﬂcate, Electrical,

Inspectorate report are enclosed

‘Bill:Passing*Assistant
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Activity 1(p): Passing of Miscellaneous Bill (Contd.)

Sk

| No. |

- Particulars

Description of the Activity

_Person Responsible

for the activity

3.04

vi.  Payment 'of Solatium is as per limits in’ Manual of Financial
powers. .

vii. Necessary. entry is to be made in the Recurnng Register with all
details. "

viii.  In case of vehicle h|re bills - verify whether competent-approval
exists, the vehicle driver possess valid-driving-license, vehicle's
permit is valid, vehicle log book for the trips made and necessary

. certificates are furnished by the vehicle user on-the bill and

counter signed by the head of the office. Ensure TDS'is effected-

as per Statute’and pass the bill: “Before arranging payment-the
bill'shall beigot pre-audited. )

Bill Passing Assistant

3.05

Put up the bill along with Recurnng reguster and necessary documents
for approval of AAO-/ AO e T,

Bill Passing Assistant

3.06

Enter details of bill passed in.the movement reglster Send it to Cash

Section and obtain acknowledgement

Bill Passing Assistant

Checks to be
exercised

4.01

-| Following checks are to be exercised: : :
Verify the passed bill with reference to Recumng Reg|ster & connected |

documents.

"AAO/AO

Head of Debit

| Debit appropriate’ Head of Account (account group‘14, 74, 79 etc., as

the case may be)

Reports / MIS
to be sent

‘NIL

Link to - next
activity

Passed bills - To cash section’:
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OTHER ACTIVITIES







ACTIVITY 2: STORE PRICING — FLOW OF ACTIVITY

Receipt of Invoices and Receipt vbuchér_s from stores in duplicate

\

pricing of invoices, receipts and'MAS
v
Posting of invoices ahdreceipts in pric_ing ledger
}v
Verification of posting and'pricing by-Senior Asst. (Pricing)’
¥

Handing over Accounts Section copy of Receipts and Invoices to stock compilation Assistant
Cost reconciliation with reference to accounts figures and stock compilation figures
Reconciliation of pricing and numerical ledgers

v
Verification by AAO [AO

69



Activity 2: STORES PRICING

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
1 |Referenceto |Accounts Manual - Volume*ll, Volume IlI, Circulars; Letters and Instructions
Existing
Rules and
Procedure .
2 | SOURCE/ Store issues & Receipt Vouchers in duplicate (Red and yellow copies) from
INPUT Store ‘Keeper, Store Counting. Sheets, MAS, Work order allotment O.M.,
ACKD invoice
3 | Relevant Pricing ledger, Invoice, Receipt vouchers, Standard Rate Book, Cost
‘Records and | Reconciliation Register
- Books :
4 [instructions 4.01 | New ledger folio number for materials (Material code wise) shall be | Assistant - Pricing
for carrying assigned after information is received from storekeeper / store officer
‘out the so that ledger folio numbers of both numerical and pricing ledgers are
activity identical. Separate folio shall be opened for Released good materials
| : and also for materials scrapped.
4.02 | Obtain store accounts-daily with abstract of receipts and issues Assistant - Pricing
4.03 | Pricing of Receipts; Assistant - Pricing

a) In respect of new materials, pnce the materials as per Schedule
of Rates for Recelpts duly verifying material codes. If standard
rate/s isfare not available, purchase rate / prevrous rate as per
the ledger shall be adopted for pricing

Assistant - Pricing
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Activity 2: STORESPRICING {Contd.)

Si. || Particulars Descrrptlon of the Activity Person Regoonsible |
No. for the activity
4 4.03 b) In respect of materials returned as drawn in excess, they shall be |  Assistant - Pricing

valued at the rate they were orlglnally issued with reference to
Invoice number and daté furnished in the R.I. and simultaneously
bring it to prevailing Standard Rate by passing necessary
adjustment R.V.

c) Inrespect of materials released (de- -commissioned) and returned

as good / reparrable / scrap, the ‘same shall be priced at WDV'

(Wrrtten Down’ Value) which shall be obtained from the Asset
Register Assistant

Assistant - Pricing

d) In respect of re usable accessories returned it shaII be valued at
the prevarlrng Standard Rate.

‘Assistant - Pricing’

e) In respect of scrapped accessories returned, it shall be valued at
scrap value as per SR

Assistant — Pricing’

f) In respect of materials found ‘excess on annual store countlng /,
on inspection by officers, it’ shall be valued at prevallrng SR.

Assistant’— Pricing’

-g) Released materials * ‘lying ~ oltside store premisés " like

transformers fot returned to stores with R.I; when taken to stock
shall'be priced at 50% of the prevailing S.R’

Assistant — Pricing’

R) On return of meters:
‘Released mechanical meters shall be valued at 10% of
prevailing'S.R. '
.Released. hi-precision meters shall be valued at 100% of
_prevailing S.R’

“Assistant - t?ricing
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Activity 2: STORES PRICING (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ) for the activity-
4 4.03 From MRT as good meters shall be valued at 100% of | Assistant — Pricing
prevalllng S. R.”
From ‘MRT as scrap, meters shall be valued at 10% of
prevallmg SR~
Pricing of Issues:

4.04

a) Ih respect of- new: materlals prlce the issues as per preva|llng'

‘Schedule'of Ratés duly verlfylng material codes.

Assistant — Pricing

“b) In respect of materlals released good ‘and lssued shall be valued
at average value on the date'sf issue (Value divided by Quiantity)

Assistafit —'Pricing

<) In respect of re’usable accessories issued; it shall be valued-at
the prevallmg Standard Rate.

Assistant —'Pricing

'd) In respect of scrapped aecessorles iSsued; it shall be valued at

scrap valte as'perS.R.

A"ssls’tant“—’-Pricirﬁ .

€)in respect of materials found short on annual storé counting’/ on
|nspect|on by of‘ﬁcers it shall be valued at prevailing S.R.

Assistant —Pricing

f) On issue€ of meters: " :
‘Released good it premsuon Mmeters issued shall’ be valued- at
'100% of prevallmg SR~
Isstied to MRT, meters shall be valued at 100% of prevalllng
SR:

Assistant — Pricing
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Activity 2: STORES PRICING (Contd.) '

Sl_v. " Particulars | 'Desc_ription of the Activity Person Responsible
No. |. B ) for the activity -
4.05 | Posting of pricing ledger:

a) Post priced Recelpt vouchers to respectwe foho of. the pncmg
Iedger chronologicélly “after verification”. 6f “pricing ‘by 'Senior
Assnstant Details of Recelpt No. & Date, Source, quantlty and

'respect of Issues, ‘details of Invoice No. & Date, to whom issued,
quantlty and'value 'shall bé recorded on‘the issue side legibly.

‘vallie 'shall’be fecorded ‘on'the recelpt side" Ieglbly Sxmllarly, |n|

A_‘sbsistant = Pricing

b) After posting each transaction, strike Bin balance (Qty. & Value)
" and tally the same-with Bin balance indicatéd in R.V & Invoicé by
the*Store Keeper. Correctness of closing balance shall be
verified duly multlplylng quantity’ (Bin balance) by standardrate.
Discrepancies if ‘any;'shall-be’set right immediately.

Assistant — Pricing

4.06

Other Activities:"

a) On receipt of MAS, the sameshall* Bet prlced’got verified’ by the |

Seénior Assistant arnd- duIy round “off the' concerned-item”in the
folio recordmg B.R. No*&'Date to avoid second claim.

Assistant — Pricing

b) ‘After* ensurlng that'‘all* transactions for-the’ morith are posted
extract Bin balance: (Qty*& Valug)® fOllO Wwise“to’a “separate
schédule and strike the total at the end of each month. The total
of 'theé schedule” should -tally ‘with’ closmg “balance of' stock

compilation ‘register- and closmg balance arrived” from“'the |

General Ledger: Reconc:lle differerices’if any, |mmed|ate|y

Assistant — Pricing
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Activity 2: STORES PRICING (Contd.)

Particulars'

Sl. Description of the Activity Person Responsible
No. for the activity
4 4.06 ¢) Reconcile the difference between pricing ledger and numerical | Assistant — Pricing
ledger maintained by storekeeper at frequent intervals. In each
folio of the pricing ledger-balance as per numerical ledger shall
be recorded and attested by both the pricing assistant and store
keeper.
d) On revision of S.R. the value in Bin Balance shall:be reworked | Assistant — Pricing
* with reference to revised rate by generating ‘an adjustment
Receipt Voucher on the effective date. -In case of revision with
effect from retrospective date necessary adjustment -Receipt
Vouchers / Invoices shall be prepared and value-incorporated for
each transaction from the effective date of revision of S.R.
e) Prepare store inventory statement at the end of each month Assistant — Pricing
-f) Prepare the statement of materials having more than Rs. 5, OOO/— Assistant —~ Pricing
value
g) Prepare the statement of materials which are not used for more | Assistant — Pricing
than 3 months -
h) Prepare the statement of obsolete / scraped materials Assistant — Pricing
i) Putup the pricing ledger to S.A for verification Assistant — Pricing
4.07 | On receipt of Annual store counting sheets, following action shall Assistant — Pricing

be taken:

a) Enter physically counted quantities in the pncmg ledger in RED
INK

Assistant — Pricing
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Activity 2: STORES'PRICING (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. . L : for the activity
4 4.07 b) Work out excesses / shortages on physical verification of stores

durmg annual ,store countrng In case, of materials, found in
excess try to’ ascertarn the source of ‘receipt and "get: them
regularrsed

Assistant — Pricing

c),Forward the annual store countmg statements to the SEE of

the, O&M Crrcle along with the following statements:
(i) Statements of Excess

(i) ‘Statements of Shortages

(i) Statements of Set-off between materials of similar nature
(iv) Statement of obsolete / scrap materials

(v) Statement of materials not operated for more than one year

‘excluding spares. -

Assistant — Pricing

d). Take appropriate action to account the shortages and excesses
of stock as per.final orders of SEE, O&M Circle in the accounts
of the dlvrsmn before submission of March Final Accounts for the
year.

Assistant — Pricing

| )On tahung over of charge "of stores by a new mcumbent the

rnventory statement shall be verified with reference to pricing
Iedger as’ to" the quant|ty (Brn balance) If'any’ shortages are
notrced value of materlals found "short should be' kept in the.
personal account of the predecessor drawing an invoice and
actlon initiated ‘for recovery If any excesses’ aré noticed, the
Tiew ‘incumbent shall 'Be instructed. to draw a Receipt voucher

Assistant - Pricing

and account the excess
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Activity 2: STORES PRICING (Contd.)

SL
No.

Particulars

Description of the Activity

Person Responsible
for the activity

Checks to be

| exercised

5.01

Following checks are to be exercised:
That material code matches the descnptlon of the matenal

5.02

That the materials arecorrectly priced

5.03

That the total value of each invoice and RV is correct. Bin balance in
each R.V. / Invoice of each matenal tallles with- the balance as per
pricing ledger

5.04

That there is no difference in quantity between pricing ledger and
numerical ledger

5.05

That excess / shortage of annual stock slatements are |ncorporated in,
accounts

5.06

That there is no dlfference in value between pncnng “ledger and stock
ledger

SA - Pricing / AAO

Accounting
Entry

NIL T

Reports / MIS
to be sent

7.01

succeeding month

Monthly |nventory statement to CC (Accounts) before 157 of

7.02

Monthly Statement of matenals each costing more than Rs. 5,000/ to
CEE (T&P) & CEE-MM&P

7.03

Statement of materials not in use fer more than three months to be

circulated among the divisions of the Circle.

7.04

Annual Store Counting sheets to'SEE of the Circle for issue of Final
Orders .

7.05

MAS to Bill Passing Assistant

Assistant - Pricing

Link to.next
actlwty

*| Stock Compilation

76




ACTIVITY!3: STOCK COMPILATION —- FLOW OF ACTIVITY

Receipt of Accounts Section copy of Priced:Invoices and ‘Receipt vouchers from pricing section

v
Allocation of Head of Account on each Réceipt- Voucher-and-Invoice
v
Posting of Receipt vouchers in"Part | of Stock Compilation Register
* .
Posting of Invoices in Part il-of. Stock Compilation:Register
‘ ‘ v
Consolidation of account code wise totals of RVs and Invoices
v .
* Arriving at Closing Balance of Stock in Part Il
v
- Passing of Journal Voucher
v

Verification by AAO / AO
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v

Activity 3: Stock-Compilation

Sl. | Particulars . Description of the Activity -Person Responsible
No. : . ; . for the activity
1 |Reference to | Accounts Manual Volume Il and Volume IlI, Circulars and Amendments.. . ’
Existing S ) '
Rules and
Procedure .
2 |SOURCE/ Accounts  section copy. of priced ~ Invoices, Receipt Vouchers and
INPUT .| Acknowledgements, Work order allotment O.M.
3 - { Relevant Stock Compllatlon Reglster Priced. Invoices, Receipt Vouchers and
Records and | Acknowledgements;x Advice.of “Transfer and+"Acceptaice: of Advice of
Books Transfer book, IUA Register
4 |lInstructions 4.01 | Obtain ‘accounts section copy of pnced invoices (Red copy) and

for carrying
out the
activity

receipt: vouchers (Yellow copy)from-the'pricing section ¥ © "

Stock Compilation
Assistant

4.02- | Assigritrelevant account ‘code to -Receipt voucher with:refefence to the

source from which the material |s received. Similarly issue invoices
shall also be aSS|gned relevant account codes with reference to work
-order/ purpose for which material-is issuéd.

Stock Compilation
Assistant

4.03 | Format the Stock Compilation Register for the month with necessary
‘| 1-for- posting -of Receipt Vouchets-store Wise.."S6- also+in-Part*ll for

showing O.B., Recenpts Issues and C.B. for each’ store if more than
" [one storeiis‘in operatlon in-the-divisiori:

number of colurins to accommodate account codes separately in Part

posting issue invoices store wise. In part Il put up an Abstract |

Stock Compilation
Assistant
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Activity 3: Stock Compilat.ion (Contd.)

Sl

No. ||

: Particulars

" Description of the Activity

Person Responsible
for the activity

4.04

'Before Posting the Stock Compilation Register verify that:

The'first RV-No. and. Invoice No. for the month is the number
succeéding the last RV / invoice number of the previous month
The RV / invoice number for the month is in chronological order
and the RV'/ invoice are serially numbered without out any
repetmon or missing numbers.

‘The store officer has counter signed the indent cum invoice and

material has been drawn within 3 days from the date of counter
signature. - L e
The indent is pre checked by the concerned when material are

‘issued to works. In case indent is not pre checked value of the
.material drawn shall be kept'in the personal- account-of the

indentor-

The person acknowledging’ the receipt “of the ‘material in‘the

invoice-has ‘affixed his signature-duly recording-his:name in:bold
letters 'and designation and office "address (in case of
employees) or name & full'address in case-of others. -

In the Stock Compilation Register enter serially RV No.!/ Invoice

No. and post the amount in the relevant account code column.

Stock Compilation
" Assistant

4.05

At'the end of the month total the amount of all'the invoices and receipt
vouchers ulnder each account code column in stock compilation
register. . .

Stock Compilation
Assistant.

79




Activity 3: Stock Compilation (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. . for the activity
4 4.06 | At the end of each month pass JV for all receipts and issues during the | Stock Compilation
-month. e ) ‘Assistant
4:07 | Put.up the JV along with stock compilation register to A A0 /AO. . - Stock-Comipilation
: - Assistant
4.08 | Hand over the approved.JV-to Cash Compiler at the end of the month. Stock Compilation
Assistant
4.09 | Write’ AdV|ce of Transfers in respect of Inter Unit Transactlons under |  Stock compilation
account 31:1(LC) & 32.1-and put up to AAO/AO -+ - Assistant
4.10 | Reconcile -the "difference "if "any between -closing balances as‘per| Stock Compilation
accounts, as per Part lIl-of stock compilation-and as per Pricing ledger Assistant -
(Cost réconciliation) before stock compilation of the succeeding month.
4.11-| Bundle the RVs and invoices senal number wise of the month and Stock Compilation
preserve - © .- C > ____Assistant
5 | Checks to be - Following checks are to be exermsed T e AAO /AO
exercised 5.01 |i. Check at random posting made in stock compilation register
: ii. Ensure Cost Reconciliation within stlpulated t|me - -
6 | Accounting A | RECEIPT OF MATERIALS: IR Stock Compilation
' Entry . 6.01 | On purchase of Materials: Assistant
22.2100 - Materials purchase " Dr.|
14.607 (*ANC)}-CWIP-Vehicles - Dr.
114.708 (*ANC)—‘— CWIP - Furniture & Fixtures ‘Dr.
14.809 (*ANC)= = CWIP — Office Equipment.* - - Dr.
o Tor  42.1010 <Liability for supply of materials.
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Activity 3: Stock Compilation (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. : for the activity
6 |Accounting |6.02 | Receipts from Fabricators: - -~ =~ 7 Stock Compilation
Entry 22.2100 ~Material purchase’ br. Assistant
! = 2To 22:7200 - Material'issued to fabricators’ '
) 20T 76:282 (*ANC)=—Fabrication charges absorbed in cost of
fabrication.
6.03 | Material Transfer — Inward Stock Compilation
:22.4100 Material Transfer - Inward :Dr. Assistant
1228200 Stock shortages-pending investigation 7242 Dr..
79.110 (*ANC) — Material cost variance Dr.
To 31.2(LC) — IUA Materials'(A.T: not received) '+
To- 22:8100 - Stock excesses pending investigation
To "+ 79:110:(*ANG) ~.Material'cost Varianicé ™
6.04 | Receipts from Manufacturing Centres . ) Stock Compilation
224600 — Materials transfer inward (Workshop / RCC centres)  Dr. Assistant
114.708(*ANC)-CWIP - Furniture & Fixtures Dr. T
¢ K8 To 02271002 Work§hop Acgount .
6.05 | Return of Excess Materials from Capital Works Stock Compilation
22.3100 — Material Issues (Capital) Dr. Assistant

To  14.110 (*ANC)— Capital Work in Progress

: svtor - Wi e o (Category wise) ™
e '14.925 ("ANC)
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Activity 3: Stock Compilation (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
6 | Accounting 6.06 | Return of Excess Materials from O&M Works Stock Compilation
Entry 22.3200 — Material Issues (O&M) Dr. Assistant
To 74.101(*ANC)— Repairs and:Maintenance
to (Category wise).

74802 (*ANC) -

6.07

Return of Excess Materidls “from “Research and Development

Centres * '

22.3200 —Material Issues (O&M) Dr.
To 79210 (*ANC)~Research and Development Expenses

Stock Conﬁpilation
Assistant

6.08

Return of Excess Materials drawn'by Contractors
22.3600 — Materials returned by contractors Dr.
To  26.6030 - Contractors-Mateérial Control Account

Stock Compilation
Assistant

6.09

Return-of Excess Materials drawn by Fabricators
22.3200 -+ Materials issues (O&M) + Dr:
To  .22:7200 — Matetials issued to fabricators.

Stock gompilation
Assistant*

6.10

Accessories Returned:-on Dismantling‘of asset™
22.3700 = Accessories (other than'niain assét)‘returned

“oh'dismantling of asset Dr*

Te: 628170 %MisCellaneous Recoveries

Stock Compilation
Assistant
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Activity 3: Stock Compilation (Contd.)

Sl. | Particulars : Description of the Activity .| Person Responsible
No. | ] | for the activity
6 j Accounting 6.11 ["Accounting’ of -difference“in‘'value consequent to Revision-'of .Stoék;Qr'_S'rijbillatidn
Entry Standard Rate: ’ i Assistant
a) When Upward revision of S.R.; ’
122.5100 - Matérial Stock-Adjustmént Account Dr.

To-79.110(*ANC) Material Cost Variance

b) When Downward revision of S.R.. _
79.110(*ANC) — Material Cost Variancé: _ Dr.
" T6:22.5100 = Material Stock Adjtistment Account

- B |[ISSUE OF MATERIALS:: 7 o “Stock Compilation
6.01 | Issue of Stock Materials to Capital Works . -1 Assistant
. 14.110 (*ANC)— Capital Works in Progress - Dr. )
“to (Category wise)
14:925(*ANC)
i To 22.3100 — Material Issues (Capital)
6.02 | Issue of Stock Materials to- O&M Works : Stock Compilation
| 74:101(*ANC) — Repairs“and Maintenance Dr. ‘AgsiEtant

to ‘Catedory wise) ’
- 74.802 (*ANC) ) .
Jo  22.3200- Materials'Issues (O&M)
6.03 | Issue of Stock Materials’'to R&D Centres: - i3+ Stock Compilation
79.210 (*ANC)-Research-& Davelopment EXpenses Dr. - ‘Assistant

To: . 22.3200 = -Material‘lssues (O&M) o

83




Activity 3: Stock Compilation (Contd.)

Person Responsible

To  22.3110 ~ Material issues (Imprest)

1 SlI. | Particulars Description of the Activity
No. . for the activity
6 | Accounting 6.04 | Issues of Petrol / Diesel from Stocks maintained at CSD_ ) Stock Co[npilation
Entry 76.240 (*ANC)~Vehiéle running expenses (Stores)-* Dr. Assistant
'| 76.136 (*ANC) — Vehicle rurining expenses (Others) Dr.
To 22.3200 —Material Issues (O&M)
6.05 | Issue of Stock Materials io Contractors Stock Compilation
26.6030 ~ Contractors Material Control Account Dr. Assistant
To " . 22.3400 - Materials'issued to Contractors
6.06 | Issue of Stdck Materials to Manufacturing Centres Stock Compitation
22.7100 — Workshop Account - Dr. Assistant
To 223200 - Materials Issues (O&M)
Y . " - T . .
6.07 | Stock Transfers — Outward Stock Compilation
31.1(LC) — IUA Mateérials (Acceptance not received) - Dr. Assistant
To _ 22.4200 - Material transfer — Outward
6.08 | Issue 6f Stock Materials to Fabricators Stock Compilation
22.7200 — Materials issued to Fabricators - Dr. Assistant
To ' 22.3200.— Materials issues (O&M) -
6.09 .Issue‘ of Stock Materials under Imprest Stock-’C;éjm\ﬁi‘l‘a'tion
22.6410 — Matérial:imprest Account . Dl "‘As'sis'ta"ﬁt"
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Activity 3: Stock Compilation (Contd.)

| SI. | Particulars Description of the Activity [ Person Responsible
No. || for the activity
6 :Accounting 6.10 | Issues of Vehtcles Furmture & -Fixtures and Offlce Equ1pment Stock Compilation
Entry from. Stores A55|stant'

10.710 (*ANC)* Vehicles Dr.
to - Y :
10.740 (*ANC)’
41 10.8 (*ANC). - Furnitare & Fixture* .Dr.
10.901 (*ANC).- Office’Equipment- Dr. |’
“to. .’ B

10. 904 (*ANC)
* To -«14'807(*ANC) = Capltal Work in Progress Vehicles
To . 14 708(*ANC) Capltat Work in: Progress’“tFurmture &

Fixtures
To  14.809(*ANC) — Capital Workin'Progress™=:Office
‘Equipment
6.11 | Issue of Materials to Contractors / Suppliers for Repairs: * Stock Compilation
26.6040 —Transformers /"Meters etc. issued to contractors / . Assistant .
Suppliers for Repairs / Replacement Dr.
To 22:3200 = Materials issues’(O&M) ’
6.12 | Issue of Materials to Corporation’s Personnel for-Repairs: -Stock Compilation

27.2100 ~Transformers /'Metérs'etc., issued for Repalrs to the
Corporation's Personnel nr
To 22.3200='Materials issues!(O&M)*

Assistant
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Activity 3: Stock Compilation (Contd.)

.c) When Upward:revision of SR.:
‘Appropriate Capital / Reveniue expenditure:head
To 22.3100 ~ Material issues (Capital)

T0:22.3200 — Material-lssues (Q&M) as the case may be

d) When Downward revision of S.R.:

Dr.

Sl.-i| Particulars Description of the Activity I'Person Responsible
No. : for the activity
6 | Accounting 6.13 | Accounting of ‘difference-in“value"consequent to Revision of| Stock Compilation
Entry Standard Rate: : ‘ Assistant

To 22.8200°- Stock shortages pending investigation:

22:3100 = Material-Issues (Capital) Dr.
22.3200 — Material Issues.(O&M) as the case may be Dr.
To Appropriate Capital / Revenue expenditure Head
DISCREPENCIES IN STORES'STOCKS
C | Accounting of Stock Shortages: - )
6.01 | On notice of Stock Shortages Stock Compilation
22.8200 - Stock shortages pending investigation Dr. Assistant
-To  22.5100 — Material Stock adjustment account ) )
6.02 | Write-off of un-explained Shortages Stock Compilation
g  79.5100 — Shortages on physical verification of stock Dr. Assistant
To 228200 — Stock shortages pending investigation
6.03 | Theft of Materials - : Stock Compilation
79.51.10 —Loss of materials due to pilferage etc. Dr. Assistant
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Activity 3: Stock Compilation (Contd.)

Sl. | " Particulars Description of the Activity Person Responsible
No. |, : . for the activity °
6 |Accounting 6.04 | Amount of shortage to be recovered from concerned employee Stock Compilation.
Entry 28.4010 — Amount Recoverable from employees Dr. Assistant

To  22.8200 - Stock shortages pending investigation.

6.05

Regularisation of Amount kept under A/c Code 22.820

Concerned Account Code under 14 Or 74 Series © Dr.

To  22.8200 - Stock shortages pending investigation

Stock Compilation
Assistant

D | Accounting'of Stock Excesses:-
6.01 | On-notice of Stock Excesses Stock Compilation
22.5100 = Material Stock Adjustment-Account Dr. "Assistant:
To  22.8100 - Stock excess pendinginvestigation.
6.02 | When source of Material is not'ascertainable: Stock Compilation-
22.8100 — Stock excess-pending‘investigation Dr. Agsistant
To* 28!1050 — Sundry Debtors for other’Misc. income.
Demand eritry after passing the'abové accounting entry:
28:1050-—"Slindry Debtors!for other: Misc. incorme! "91¢ " Dr.
T0'62.9050 Excess: found on physical-verification‘of-material stock
6.03!| When'the source of:Material is’ascertained Stock Compilation’

22.8100 — Stock excess pending.investigation” Dr.

Assistant

To Concerned Account code for source of materials
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Activity 3: Stock Compilation (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
6 E - OBSOLETE MATERIALS
Accounting  |'6/01 |'Segregation of Obsoléte Materials: - {Stock:Cémpilation
Entry 22.7600 - Obsolete Materials Stock Dr. Assistant
~To.  “22:5100 = Material Stock Adjustment:Account:
6.02 | Issue of Obsolete Materials for the-purpose of sale Stock Compilation
128:1030 — Suhdry Debtors for'salé of stores- Dr.’ Assistant
179.5730 - Loss on sale of stores Dr.
To  22.7600 ~'Obsolete Material Stock
To  62.3300 ~Profit on sale of stores -
-6:03 |'Writé off of Obsolete Materials | <StoekCompilation
79.5610 — Loss on Obsolescence of stores Dr. Assistant
T6 227600 - Obsolete Materials' Stock’ '
7« Reports / MIS | 7.01 | .(a).Store Inventory to be sent within 15™ of succeeding month to CC~ Stock*Compilation
to be sent '(Accolnts); CEE (T&P) ‘Assistant’
8 | Link to next 12 JV.to cashircompiler
activity ii. Advice of transfer along with relevant invoices to transferee units |
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ACTIVITY 4: MAINTENANCE OF “C” REGISTER ~ FLOW OF ACTIVITY

Receipt of sanctioned estimate:coptes

v
Opening of “C" Register wit_h detials of estimates

v

- Reeeip’t of.priced invoices and‘receipts:A.T's
v

:Posting of.Invoices and Receipts’in-C" Register
v

Verification by Senior Assistant:

v

Receipt and verification of Completion Reports (C.R.s) and its accebtance
Certifying works'bills

v
Verification by AAO / AO
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Activity 4: MAINTENANCE OF COST.REGISTER PERTAINING TO WORKS

Sl. | Particulars > Description of the Activity Person Responsible
No. L <for the activity
1 | Reference to | Accounts Manual Volume il and Volume Hl. ’ '
| Existing ‘
Rules and
Procedure ) )
2 | SOURCE/ Sanctioned Estimates, Invoices;. receipt-vouchers, J.V.s, Paid voucher
INPUT - | Bundles Completion Reports, Work order allotment O.M.
3 |Relevant - Cost Registers
" | Records and
Books . . -
4 |lInstructions | 4.01 | Receive copy of the sanctioned estimate. Verify. the work order with | C Register Assistant
for carrying. reference to the O.M.: assigning *wark ‘ordérsnumbers. Check that
out the - ‘| work order number assigned is |n contlnunty with the previous work
activity - | order issued.
B 4.02 | Open separate! C-Register-for eadh~ account . code duly providing a | C Register Assistant
. separate folio for each work order number serially. ‘Copy down .
content of théestimate_like. Nomenclature” of the work, Estimate
"I Number and-date,- Work Order Ng. “&"date’ Sanctioned amount of
estimate, Currency of estimate, Name of materials, Estimated
Quantity, Amount, cost of Labour contingencies etc in relevant
columns of the “C" register folio': kAT T g e ‘ ) -
-4.03 | Extract details Account code wise under 14 and 47 series from JVs | C Register Assistant

and Cash vouchers to a Kutcha ‘book noting'the details. of. JV No.,
Invoice Number RV:No. and CBV No. 'with amount
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORKS (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ) : ) . ‘ for the activity
4 4.04 | Debits and Credits of each account code extracted to Kutcha book | C Register Assistant

shall be totaled and tallied with General Ledger.

4.05

Post transactions in respective columns of the folio opened for the
specific Work order; details:of Invoices, R.Vs.and Cash vouchers:.*If
copy of estimate related to the transactioniis not received obtain the
same from the concerned 2

C Register. Assistant

4.06

Record: certificate on Labour Contract Bill for the correctness of
materials-against which labour charges are claimed duly recording

B.R No. and Date in the C.Register to avoid second claim. ~ - ;" -

C Register. Assistant

4.07

In case materials are drawn in respect of a work order currency of
which is lapsed, obtain explanation.: of «the concerned ‘and -issue
directions for return of materials / regularisation

C'Reéister Assistant

14.08

Credits shall be posted in RED INKonly. . 4

C Register Assistant

4.09

At the end of the month ensuring that all transactions.of the-month
have been posted, strike vertical and-horizontal totals. Extract the
totals of each folio to the last page of the:volume and arrive at-the
total. i

C Register Assistant

4.10

Extract totals from last page of each volume account code wise to-a
demi-sized ruled register and strike totals. Total of each account
code should'tally with:balance as per: Trial Balance

C Reéqister. Assistant

Cumulative'totals in terms of quantity and amount should not exceed
the' provisions of the estimate in normal course.

C Register Assistant
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORKS (Contd.)

Person Responsible

Sl. | Particulars | Description of the Activity
No. B for the activity
4 4.12 | Review and take Action as-indicated below at the end of the

month::

Excess drawal of material and
Excess booking‘of expenditure,

Inform the.executive sub-ordinate in
charge of the”work to -return-the
excess. -materials-. -drawn:" duly
explaining the reasons for excess
‘drawal -or® -to “produce’ ‘revised
‘estimate:/ work slip:

In :case: of- failure-to-return. ‘the
-excess materials drawn or in
regularising the transaction, recover
-cost. of the excess material*drawn:- *

‘C Register Assistant /
Senior Assistant in
charge of C Register:

Deviation'in.the ;specification of
the = material ¢ and -, excess
booking of expenditure ...
(Example:. Drawal..of 9:5 Mtrs
RCC :Poles..as. against 8:00
Mtrs. . RCC." Poles :as . per.
estimate. )

.Inform-the executive sub-ordinate in
charge of the'work to-explain ‘the
reasons for change in specification
of Materials and ‘produce revised
estimate. -For failure:in=regularising
-the transaction, recover excess cost.

C Register Assistant /
Senior Assistant in -
charge of C'Register
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORK_S'(COMd.)

Sl
No:

" Particulars

Description of the Activity

| Person Responsible

for the activity -

412

Excess® - Expenditure™ without
drawal:of excess material

If excess’expénditure-booked-is-duie’
to' revision*of’ Schedule ‘of Rates/-
adopting- 'purchasé “rates: ©accept’
excess expenditure. )

If excess is due to any other reason,

subordinate / Revised estimate

obtairi-explanation of the ‘executivei

CiRegister Assistant/
Sénior-Assistantin’ -
charge of C Register

Materials -partly- drawn- "and
currency of work order lapsed :

| part-of the* executive subordinate in?

Call-"“for. ‘explanation *#'of ¢ ‘thei
concerned : and: inifiate fdisciplinary

| proceedings, if there ‘is “fault- on'the!

1

charge’of-the' work

C Register Assistant /
Senior Assistant in
‘¢harge’ of C:Register-

Materials fully drawn and

expenditure fully booked"

Obtain .Technical Certificate for
‘havihg "commissioned the*work and’

| categorise- the work? duly- affixing-the

categorisation seal with cross-
‘referenceto # serial*humber- of -the
‘categotisationiregister

Exécttive Enginéer

Non receipt of Completion
reports-within® 3* months from
date of starting service /date:of.
completionziof the swork -(Para.
331 of Accounts Manual
Volume Il Part “A”)

Serve ultimatum fixing a date within
which the Completion Report has to
ibe-submitted by-th&+Executive: Sub-*
‘ordinate in-charge of the work. If
-not submitted within stipulated date

Executive. Enginegf:

initiate;discip}inary proceedings:

93




Activity 4: MAINTENANCE OF COST RE_GISTER PERTAINING TO WORKS (Contd.)

Sl
No.

Particulars

Description of the Activify

Person Responsible
for the activity

4.12

When Completion Report is.received: -

Fill in the’quantity of materials drawn as per C-Register-in appropriate
‘column of the CR

C Register Assistant /
Senior Assistant in
‘charge of C-Register

If any drscrepanaes are observed between.quantity as per C-Register
and quantity actually used, check correctness of postrng in the C-
Register el

C Register Assistant /
Senior Assistant in
charge of C Register

Even after checking the correctness of posting with reference to

-original. records,- drscrepancres exists,«call for the explanahon of the
concerned - B - e Pt

C Register Assistant /
Senior Assistant in
Icharge’of C Register

Accept CR if there are no drscrepam:les lduly affixing “C.R
ACCEPTED SEAL”. In case total cost has exceeded the estimated
amount and accepted for justifiable reasons, a note shall be put-on
the C.R. and got attested by the EEE. The fact of having accepted the
C:R.-and closure of work shall be recorded in the ‘concerned folio ‘of
the C'Register. LS

ot [

C Register Assistant /
Senior Assistant in
charge of C:Register.

| Duplicate copy of the accepted C.R. shall-be sent to the concerned

Executwe subordinate.

C Register Assistant /
Senior Assistant in
‘charge of C Register

| After acceptance of C:R. verify, whéther thé amount iscategorised

on receipt of Technical Certificate. Categorise the difference if ‘any
(+ or -) with reference to amount aiready categorised, -Otherwise
Categorise the amount for which C.R is accépted

'C Register Assistant /
‘Senior Assistant in
-charge of C'Register.
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORKS (Contd.)

|
a

SI. | Particulars

Description of the Activity

Rerson Responsible
for the activity

1
|
!

No.
4

4129)

amount. If’it has exceeded, call for- additional’ depos'* from ‘the’
concerned party. ‘Inform the executive subordlnate to stop the work
till additional deposit is received.

7 {If any increase (which is not due to drawal of materials afresh) | C Register Assistant /
© jor decrease of expenditure is accounted after categorisation | Senior Assistant in
and acceptance of C.R, the same shall be approprlately categorised | charge of C Register
(+ or -) duly-obtaining competent approval.
8 |Till ali the yorks in @ C Register are closed the register shall be: Sr. Asst £ AAO
reviewed every month and follow up action taken
9 [Put'up C.R! with C Register to Sr. Asst/ AAO/'‘AO / EE. :
h) | ACTION SPECIFIC TO DEPOSIT CONTRIBUTION WORKS C Register Assistant /
R ' o ’ ' Senior Assistant in
charge of C Register
1 | Schedule and C Register to be maintained.
2 | Work should not have been taken ° up without collecting requnred
deposrt Work order should be issued onIy after collecting the amount
as per estimate.
3 |If the amount is deposited in other offices, the 'same:shall ‘be got
transferred.” *
4 | Deposit details ‘shall be recorded in the concerned folio of the C
Register.
5 |Ensure total expenditure incurred has not exceeded the deposited
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORKS (Contd.)

Sl

be Gbtained ‘and processed.

Particulars Description of the Activity Person Responsible
No. ) for the activity
-4 412h)| 6 Employee cost ¢ and other charges at 20 % on actual works cost as per | C Register Assistant /
: “C Registei” shall be charged Senior Assistantin
7 |On receipt of Technlcal Cemfrcate and acceptancé, of CR. if the | charge of C Register
ownershlp of the asset éréated vests With the Corporatron cateqorrse
the'same. ~ |
8 |{f thé ownership of the asset created vests with the party, intimate the
- fact of completron of the work and hand’ over the same with’ full cost
details* of the work.
9 |In'case of refund of deposit, pre‘réceipted refund Bill‘in’ duplicate shaII

In’respect of Tentative Work Orders: = R
Tentative work " orders are |ssued for ‘work” felated ' to immediate
réplacement of failed distribufion transformer or other equipments and

for repairs of the same to resume power supply. Also in case of break |-

down of {rnes due to natural calamrtres Tentatrve Work Orders
(T~W ‘0% are isstied:~ TW.0:s are"’not igdtied “for” any ¥Gther works
other than those mentiohed.-- On’ completlon of such works, the
estimate based on-actuals- should be" prepared and got sanctroned by

- the. appropnate “authority within 4. weeks " from tHe date” of issue of

T.W.0. “and‘éxpenditurg’ got regurarlsed

C Register Assistant /
Senior Assistant in
charge of C Register
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORKS (Contd.)

Si. | Particulars Description of the Activity Person Responsible
No. for the activity
4 412] 1) |On the basis of invoices for having drawn materials without work | C Register Assistant /
orders, it shall be verified from the technical section whether T.W.O. | Senior Assistant in
has been issued. Watch for receipt of Sanctioned estimate within 4 charge of C Register
weeks ‘fiom the “date: of issue of T.W.O. for regUlarisation of i
'expenditure incurred. Put up a statement ofisuch TW.O.s not
regularised ‘within"d weeks for information of the divisiona! officer - *
1 [Take follow-up action to regularise the transaction within one month Executive Engineer.

’ fiom*the date of completion of the work‘by getting-the approved |
estimate. .

. 2- [in case of non regularisation of T.W.O, within one month from the | Executive Engineer.
date of completion of the work, serve ultimatum fixing a date within )
which estimate: has .to be submitted for approval by the Executive
Sub-ordinate in-charge of the work to’ the Executive Engineer. If not |
submiitted within stlpu|ated date initiate disciplinary proceedlngs )

) |Inrespect of Self Execution Works:-
Under this scheme no work “order shall be assigned. Therefore | C Register Assistant
ensure that no materials ‘are drawn. Neceéssity of maintaining “C
Register” for:these works does not arise . ‘
5 | Checks to be Following checks are to be exercised: :
exercised 5.01 | Check the correctness -of entries made in the C Register with | “C” Register Senior
reférence to estimates, postings of monthly transactlons Assistant
5.02 | Check arithmetical accuracy : T AAO /AO
5:03 | Periodical review of all the C Registers to ensure minimum’balance'in AAOYAO °

CWIP.
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Activity 4: MAINTENANCE OF COST REGISTER PERTAINING TO WORKS (Contd.)

Sl. | Particulars Description of the Activity | Person Responsible |
No. for the activity
6 | Accounting A At the year-end strike the total Account code-wise- (10 Series against | C Register Assistant
| Entry -1 each CWIP Account code) and ‘pass separate J.V. for each Account
code under 14 series.
.10 Series (Sub-Account code wise) Dr.
- To = Relevant Account code under 14 Series.
B [ In respect of DCW / Self execution of works where the assets are | C Register Assistant
handed over to the Corporation for further- mamtenance
10 Senes (Sub ‘Account code wise) Dr.
. To' 55.1 series (Sub-Account code W|se)
C | When CWIP is transferred: : C Register Assistant
32.4 [lUA - Capltal expenditure / fixed assets / deprecna‘ﬂon '
- ‘Debit AT sent ‘Dr:
"To - 14 series (Sub-Account code WIse)
7 |Reports / MIS | 7.01 | Quarterly Stateinent of R.E.C to R.E.C authorities. C Register Assistant
to be sent . )
7.02 | Monthly CWIP and Categorisation Statement to"C.C. (Accounts), | "C” Register. Senior
Bangalore within' 15th of succeeding month. Assistant
7.03 | Monthty TWO Statement with in 20™ of succeeding month to C.C | “C" Register Semor
(Accounts), Bangalore Assistant
8 | Linkto next Categorisation of C.W.I.P & passing JVs, cash compllatlon writing of
activity Asset Reglster
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ACTIVITY 5: MAINTENANCE OF “C” REGISTER — SERVICE CONNECTION — FLOW OF ACTIVITY

Opening of “C” Register -

v
Receipt of Estimate —cum-Completion Report-cum-Bill form
_ v
Receipt of priced invoices and receipts
v
Posting.in “C” Register
v
Verification by Senior Assistant
v
Categorisation
v
Review by AAO /,AO
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Activity 5:

MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS

| issued by O/O The CCA, Bangalore) -
|In the first volume opened for. the year,” all work order number-

assigned for the: year shall be written serially as INDEX. Index written
in the first volume need.not be renewed or.re-written: The same
index shall be made use of. . . -

Enter under Pait A, details of Materials drawn from stores against’

each.invoice:and work order.
Enter under Part B, Consumer’s portion of work to be capitalized

based on the certificate of the O&M section officer in Estimate — cum- .

Completion Report — cum ~Bill:form against each work order.

SI. | Particulars . Description of the Activity Person Responsible
No. for the activity
1 | Reference to | Accounts Manual Volume I} and Volume IIi.
| Existing
Rules and’
Procedure : .
‘2 | SOURCE/ Estimate —cum-Completion Report-cum-Bill form, Invoices, J.V.s
- [INPUT : :
3 | Relevant Cost Registers & Categorisation Register
Records and
. Books . ) ) ‘
4 |instructions 4.01 | SERVICE CONNECTION WORKS (WITHOUT EXTENSTION OF C Reg. Assistant
for carrying LINE) .
out the Open “C” Register using Demi-sized Ruled Register in three parts —
activity A, B & C (Format available in page No.113 of Compendium Vol. |
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Activity 5: MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

Person Responsible

Estimate — cum’- Completlon Repon - cum -Bill form agamst each
work order. ¥ - O
On drawal:of meter the relevant work order number in:the Index shall
be rounded.off. Whenever.consumer's:portion is capitalized the work
order in the Index shall.be horizontally scored off. On-refund by.way-of
adjustment.of the fixed<amount: (Board's portion),: the‘work;order;
number in.the index shall be scoréd off vertically.

At.the end of the month; total, shall.be. struck-and the Register closed
for.-the-month. - After closure;iCWIP.. booked* and- total :amount of
column —~ Meters:and other remaining -columns shall be:categorised:
by transferring: the amount separately to the categorisation Register.

The, transactions. are to.be recorded- month-wrse leaving, sufficient | -

space,for puttlng up abstract every month

IN_ _RESPECT . OF .SERVICE: CONNECTION -WORKS . WITH
EXTENSTION OF LINE SEPARATE COST REGISTER I1S.TO, BE
MAINTAINED AS SIMILAR TO THAT.OF OTHER WORKS.: . c: y
Total of expenditure booked under part A and that of, L.ine matenals
booked _in :Cost _register. maintained separately, ~ shaII Jtally ~to
expendlture booked for.the month .under Account:code:- 14, 4007 =
Service Connectrons

Sl. | Particulars Description of the Activity
No. . v _ for the activity
4 14.01|Enter under iPart»C, ~the scost.chargeable to Corporation as per C Reg. Assistant
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Activity 5: MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

folio for each work order, number serially.. Copy. down content of the
estimate like Nomenciature of the work, Estimate Number and date,
Work Order No.. & date, Sanctioned amount of estimate, Currency of
estimate, Name: of materials,. Estimated Quantity,- Amount, cost of
Labour, contlngenmes etc..in relevant columns of the “C".register folio

Sl. |. Particulars Description of the Activity Person Responsible
No. fot the activity
4 4.02 |In the C-Register for service connection works, provide a separate

C Reg. Assistant

specific Work order, details of Invoices, R.Vs and Cash vouchers. .If

copy. of estimate related to the transactlon is not received obtain the
same from the concerned

"1 4.03 | Extract details from JVs and Cash vouchers to a Kutcha.book noting| C Reg. Assistant
the details of JV No., Invoice Number, RV No. and CBV No. with
. | amount. N
4.04 | Debits and Credits of each account code extracted: to Kutcha book {. C Reg. Assistant
shall be totalled and tallied with General Ledger:
4.05 |‘Post transactions in respective. columns of.the folio opened for the C Reg. Assistant

4.06 | Record certificate on ‘Labour Contract Bill for the correctness of C Reg. Assistant
: materials against which labour charges are claimed-duly recordlng

:B.R No.:and Date.in the C Register to avoid second claim.
4.07 | In case materials.are drawn in respect of a work.order currency of

which is lapsed, obtain explanation of the concerned and |ssue
directions for return of materials / regularisation . .

C Reg. Assistant

4.08

Credits shall be posted in RED INK only:

C Reg. Assistant
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Activity 5: MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

Sl. |, Particulars Description of the Actrvrty Person Responsiléle
No. | . ‘ for the activity
4 4.09 | At the ‘end of the month ensuring that all transactions of the month

have been posted, strike vertical and horiZontal totals. Extractithe
totals of each folro to the last page’ of theé'volume'and arrive at the
total. «

C Reg. Assistant

4.10

Extract'totals from last’page of each volume account code wise to-a
demi-sized ruled register and strike totals. Total of each account

- code should tally with balance as per Trial Balance

~ C Reg®Assistant -

Excess booking of expenditure.. charge “of 'the - work to"return*the |.

excess ~ materials drawn‘ duly
explalnlng the' reasons for “excess
drawal' or to produce revised
éstimate / work §lip. -
In case of failure to’ return® the
excess -materials drawn
regular|smg the transactior?’ recover
_cost of the excess matérial drawn. _

or & rn'

4.11 | Cumulativetotals in terms of quantity and amount should' not exceed_‘ YC'Reg.)Assistant™
the provisions of the estimate in normal course. .
4.12 | Review and take Action as indicated below at the end of the month: C Reg. Assistant /
) Senior Assistant in
charge of C Register
a) |Excess drawal of material and.| Inform the executrve sub—ordrnate in

C Reg. A55|stant/
"Seénior Assrstan in”
charge of C’ Regrster
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Activity 5: MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

Sl. | Particulars Description of the Activity - Person Responsible
No. for the activity
4 . 4.12 b) | Deviation in the specification of | Inform the Executive Sub-ordinate in | C Register Assistant /
the material and excess |chdrge of thé work to explain the| Senior Assistantin
booking of expenditure reasons for-change in specification | charge of C Register
(Example: Drawal of 9.5 Meters | of "Materials and produce revised:
RCC Poles as against 8.00 | estimate. Failure to ‘regularise the
Meters RCC Poles  as | transaction:; Tecover excess cost
estimated. - ' .
¢) |Excess Expenditure without | If excess expenditire booked is due C Register Assistant /
drawal of excess material to revision ‘of Schedule®of Rates /| “Senior Assistant in
. o adopting * purchase rates: accept| charge of C Régister
excess eéxpenditure. - -
If excess is due to for any other
reason, obtain explanation of the
‘executive ‘subordinate /- Revised
. estimate '
-d) | Materials partly ~drawn and|Call ~ for- -explanation - of the| ExeCutive Engineer
currency of work order lapsed | concerned and initiate disciplinary
: ' - . |proceédings . 3 -
‘e)’ | Materials - “fully - drawn -and |Obtain Technical Certificate - for | C Register Assistant /

expenditure fully booked

having commissioned the work. and
‘Categorise the work duly affixing the
categorisation™ seal with- “cross
reference ‘to serial- number of-the

Senior Assistant in
charge of C Register

categorisation register.
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‘Activity 5: MAINTENANCE OF cosT REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

Sl

No.

Particulars |

Descrlptlon of the Actwnty

Person Responsible
for the activity-

4.12

f)

Non receipt of Completion | Serve uitimatum fixing-a date within
report aftér. ‘giving technical | which. the Completion Report has to
certificate be submiitted by the Executive Sub-
ordinate’ in-charge of the work. If
‘not: stibmiitted within ‘stipulated date
initiate disciplinary proceedings. '«

Executive Engineer.

On'receipt of Completion Report (CR) in duplicate:

C Register Assistant /

Fill in'the quantity of materlals drawn'as per'C-Register in-appropriate
¢olumn of the CR" :

Senior Assistant in
charge of C Register

If any dlscrepan0|es are observed-between quantity as’per C- Reg|ster
and ‘quantity actually used check’ correctnéss of postmga in“the - C-
Register- +* -

Even* after checking the correctness . of vposting 'with reference to
original records dlscrepanmes continue,-call for the explanation of the
concerned

Accept- 'CR™ |f there -are no: -discrepancies duly affixing “C.R
ACCEPTED SEAL".:In case total cost has exceeded thé‘estimated
amount and accepted for justifiable reasons;: a note’ shall ‘be put on
the' C.R: and got‘attested‘by the’EE-El. “The fact-of having’ accepted
the C.R..and closure of work shall be recorded’in the concerned folio
of the C Register.

Duplicate- copy of the accepted~C.R. shall be sent to:the concerned
Executive subordinate.
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Activity 5: MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

i SI. | Particulars Description of the Activity Person Responsible
i No. for the activity -
4 4124qg)| 6 |After acceptance of C. R verify, whether the amount is categorised on | C Register Assistant /
receipt of Technical Certificate. Categorise’ the difference ‘if -any | Senior Assistant in
(+ or -) with reference to amount already categorised, Othewwse charge of C Register
Categorise the amount for which C.R is‘accepted- |, =+ = 1 7% i )

7 | If any increase (which is not due to drawal of materials afresh) or | C Register Assistant /
decrease of - expenditure is .accounted -after categorisation ‘and | Senior Assistant in
acceptance of C.R, the same shall be approprlately categonsed (+'or| charge of C Register

[ #) duly obtaining competent approval. - - L

8 | Till all the works in a C Register are closed the reglster shall be Sr. Asst / AAO
reviewed every month and follow up action taken * * - . b

9 |Putup C.R. with C Register to Sr. Asst/ AAO / AO / EE. Sr. Asst / AAO

5 | Checks to be Following checks are to be exercised: AAO / AO
exercised 5.01 | Check the ‘correctness’ of entries made' in the 'C" Reglster with ’
‘ -_| reference to éstimates, postings of monthly transactions.- il “{j- )
5.02 | Check arithmetical accuracy GG UG MeMgE
5.03 | Periodical review of aII the C Reglsters to ensure mlnlmum balance‘in - O 2P S
oo lewie. s - Lo . O E UG IR
"6 | Accounting At the year-end strike the total Account code-wise (10 Series agamst C Register Assistant
Entry each CWIP Account code) and pass separate J. V for each Account

code under 14 series.
10 Series (Sub-Account code wise)
To ---Relevant Account codé under 14 Series. -

Dr.
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Activity 5: MAINTENANCE OF COST REGISTER PERTAINING TO SERVICE CONNECTION WORKS (Contd.)

Sl |- Particu'l‘ars' ) Description of the Activity : Person Responsible ;
No. : r ' for the activity |
7 |Reports /MIS | 7.01 | Monthly CWIP and Categorisation Statement to C.C. (Accounts), C Register Assistant /
to be sent : Bangalore within 15th of succeeding month. Senior Assistant in

' charge of C Register
8" | Link to next l Categonsatlon of C. W 1P & | passmg JVs cash comprlatlon writing of |
. | activity | ASset Register.” ™ . . 3 i . . o

T T T Ty e T

NOTE: As per Section 4.08 (|v) read with Sectlon 30.09 of KERC (ES&D) Code 2001 Supervrswn charges shall be adjusted
towards refund of cost of consumers portlon of Service Llne Accordmgly Refund of Servrce Line cost by way of adjustment
to consumers’ ledger account does ot arlse with effect from 28- 03-2001* Procedure prescrrbed at Para 4.01 above shall be
followed for cases processed pnor to KERC (ES&D) Code 2001 comm’g into, force.” As' reéards adjustment of cost of the
service ling' to supervision charges procedure will follow in due course
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Activity 6: MAINTENANCE OF TOOLS AND PLANT REGISTER

Si. | Particulars Description of the Activity | Person Responsible
No. ‘ for the activity
1 |Reference to | Accounts Manual Volume Il and Volume 1.
Existing
Rules and
Procedure
2 | SOURCE/ Receipt voucher (Ackd. Invoice), Issue invoice, O.M & Charge handing over
INPUT report.
3 | Relevant T & P Registers, Copies of receipt vouchers and issue invoices
Records and
Books )
4 | Instructions 4.01 | Separate Folios for each T&P Holder shall be opened in the T&P | Schedule Assistant
for carrying Register with an index in the First page.
out the 4.02 | With reference to O.M., Issue Invoices, Rl (Return Invoice) and | Schedule Assistant
activity” Advice of Transfer the\detans ‘of all T&P articles returned. or issued
‘ '_'shall be posted to the folio of conderned T&P Holder Recor detalls
of the reference related to retufn or issue in the T&P’ reg|ster e ‘ L .
14.03 |1f any T&P’ articles”are sorapped necessary, _entries“shall_be made ~“Schedule Assistant |
" - | againét such items in the concefned folio of the T&P holder.” ™ %™ *
4.04 | In the event of transfer / Retirement of T&P Holder put up an O.M.| Schedule Assistant
transferrmg T&P articles to the name of the successor duly verlfylng
that articies as per charge list tallies with the’ "articles agamst the name
of the T&P holder as per T&P Reglster
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Activity 6: MAINTENANCE OF TOOLS AND PLANT REGISTER (Contd.)

Description of the Activity

Person Responsible
for the activity

4.05

In the event of death of a T&P Holder, the inventory of T&P articles
taken shall be verified with the articles . against the name of the
deceased T&P holder as per T&P Register. in"case of any shortages
put up proposals for recovery of the value of the articles from
Terminal benefits of the deceased T&P Holder.

Scheduie Assistant’

4.06

Round off the name of the T&P Holder who has handed over charge
and enter the name of the new T&P Holder receiving charge.

Schédule Assistant

4.07

Before issuing clearance for L.P.C. on transfer of the T&P holder
ensure that the T&P account is clear-in all respects duly making
necessary entries in the T&P register..

Schedule Assistant

4.08

Initiate action for annual T&P Count:ng in the month of January every
year.

Schedule Assistant

4.09

On receipt of counting sheets prepare difference statements with
reference to T&P Register. In case.of shortages / excesses. put up
proposals to competent authority for final orders and .take action
accordingly.

Schedule Assistant

’

4.10

competent authority

Put up necessary J.V.s for excess / shortages as per flnal orders of’

Schedule Assistant
S

Checks to be
exercised

5.01

Folldwing checks are to be exercised:
Check that all the T&P articles are taken to_the abstract book for the
month.

5.02

Check that:all the T&P articles as per abstract are posted ‘o the
| concerned personal folio of the T&P Registers

AAO/ AO
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Activity 6: MAINTENANCE OF TOOLS AND PLANT REGISTER (Contd.)

110

SI. | Particulars Description of the Activity | Person Responsible
No. - . : . | for the activity
.6 | Accounting If required | Schedule Assistant
Entry . -
7 | Reports / MIS | Annual T&P counting sheet along with necessary statements | Schedule Assistant
to be sent '
8 | Link to next” Accounting ‘entries in respect of Excess / Shortage found during T&P
activity colnting " '




Activity 7: ASSETS éEGISTERS MAINTENANCE AND PROVIDING DEPRECIATION

Sl. | Particulars Description of the Activity | Person Responsible
No. . Lo for the activity
1 i Reference to |Accounts Manual:- Volume |l, Volume Ill, Relevant Circulars, Letters*and
Existing i Instructions . ’ : ’ ’
Rules and
. | Procedure
2 | SOURCE/ Journal Voucher, Advice of Transfers:
" [INPUT :
3 | Relevant Asset registers, Abstract of assets created during the year, JVs :Register of
Records and | Abstract of Fixed Assets and depreciation
Books . -
4 | Instructions 4.01 | Asset Register to be maintained -for Individual' Assets~and Block Asset Register
for carrying Assets (Group Assets) - separately (refer "page ‘No.- 25 to 30 of Assistant
out the Compendium of Circuiars, Vol. -1 issued by CCA)"
activity e : - ]
A | Classification of Individual assets: (VOLTAGE CLASS-WISE.) - ** Asset Register

Transformers (including foundation) having a rating.Aof’SOO'KVA‘-apd
above, Potential transformers, land, ‘Over head ‘lines operating at

_nominal voltage of 66 KV and above, Roads other than Kutcha roads,

Self Propelled Vehicles, Switch Gears with cable connéctions, Static
Machine Tools, Air Conditioning Plant™ (Static), Communication
Equipments, Station Batteries, Buildirig and Civil-Engineering Works -
permanent “in nature and Internal Wiring sincluding fitting -and
apparatus. - ’ i o

- Assistant

111




Activity 7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION {Contd.)

All" assets other than those stated above are to be classified
VOLTAGE CLASS-WISE under this group (refer page No. 28 to 30 of
Compendium of Circulars, Vol. = l'issued by CCA).

Sl. | Particulars Description of the Activity Person Responsible
No. ] ) __for the activity
4 4.01 Classification of Block (Group) Assets: Asset Register

Assistant

OPENING OF INDIVIDUAL ASSET REGISTER:

1. -Separate folio shall be opened for recording particulars‘of each

Assef Register

type of assét--. - Assistant
2. To have continuity of record of various assets: of the same typé, Asset Register
sufficient: nUumber of pages is'to" be left blank tfor each item, | Assistant

?dependlng on ‘the fresh assets of the same ‘type the unit may
add in future years

3. At the year-end, ‘review all JVs passed in the year. Pick out

" details of amount debitéd to account codes of 10 series. Take

* the relevant C-Register/:Advice of Transfer and post details of
asset in appropriate columns of Asset Register (without leaving
-any column blank) -

Asset Register
Assistant

* 4> Calculate ‘and -enter 95% value of original value of the asset.

Record Life of the asset and Rate of depreciation with reference

to instructions issued from time to time

Asset Register
Assistant

OPENING OF BLOCK (GROUP) ASSET REGISTER

1. Separate folio shall be opened capacity wise under each sub
account code of 10 series for recording particulars of each asset

(For Example ‘in A/c' Code 10.542 — Folio shall be ‘opened ‘

separately for 25KVA, 63 KVA etc.)_

Asset Register
Assistant
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Activity 7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION (Contd.)

[ SI.] Particulars Description of the Activity Person Responsible.
No.: : . for the activity
4 4.01 2. To have continuity of record of various assets of the same type Asset Register

sufficient number of pages is to be left blank for each type,
dependmg on. the fresh” Tassets of the same type the unit may
add in future years'

Assistant

3. At the iyear-end,review'all JVs'passedtin: the-year. Pick cut
details of amount debitéd to 'sub‘account.codes of 10 series and
from- categorisation ‘register pick ' outthe details' like> quantity,
total:amount of similar type-and capacity ‘of -asset:-Post.details
of those -assets in tappropriate'columns *of- Asset* Register
(without:leaving. any column blarik)-

Asset Register
Assistant

4. Calculate and ‘enter 95% ‘vaiuelof original” value of the-asset.
Record Life of the asset'and Rate of depreciation with reférence
to’instructions issued: from time to time*

Asset Register

Assistant

5. For future use when assets are released, calculate average cost

of the asset and'record’the same at a convenient place in the |’

folio. (Average'value = Original value'/ quantity).

Asset Register . -

‘Assistant

MAINTENANCE OF ASSET REGISTER:

1. After entering details of ‘Asset in-the register, year of commission
Originalfvalue of the-asset and WDV 'in relevant columns’ of the
table

Asset Register
'Assistant

2. From - subsequent” year,” record ‘depreciation for the year,
accumulated depreciation’ (depreciation- for ‘the 'year +-amdunt 'in

the accumulated depreciation column of the previous year) and |

WDV (original value — accumulated depreciation) of the asset in
appropnate columns:of the table

Asset Register
Assistant
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Activity 7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ) for the activity
4 4.01|  E | 3. If the assetlis'released / transferred; show- minus -entry*against Asset Register
Quantity,” original- value, ‘accumulated“depreciation” and WDV +in Assistant’ . .
Red'ink recording reference to J.V. No: and date . - :
4. Thedetails of each folio shall be posted to Register of Abstract of Asset Register
Fixed ' Assets- and ‘depreciation, account code ‘wise dnd- totaled.? ASsistant
Tally the total to figures as per Trial balance:
F. | PROVIDING FOR DEPRECIATION; "

1. No depreciation - shall - be “‘provided in- the year of |

commission of the asset. -
NOTE: ™ )
As an’exception to'the :above, individual items of plant and
machinery costing’*Rs. ~5000/- or™less “shall 'beé charged
depreciation ‘at the rate of100% in:the*year in which they
are installed and put to use subject to the condition that the

aggregate actual costiof such:individual items-of:plant and|
machinery is less than'10%of the total actual’cost of plant |

‘and machinery. it shall-be specifically noted that individual

spare*parts or components ‘of ‘the machinery shall not be.|
treated separately. This will' not-apply-to > items. under |

classification' Furniture & Fixtures and Office Equipments
costing Rs. 5000/- or.less.

Asset Register
Assistant




Activit

7: ASSETS REGISTERS MAINTENANCE:AND PROVIDING DEPRECIATION (Contd.)

Person Responsuble I
for the activity

Sl. | Particulars . Description:of the Activity
No. .
4 4.01: 2. Depremat:on ‘shall- be provided for the full year in the year

of* release of ‘the assett‘&lDeprec:atlon on released qood

‘assets ‘shall -alsovbe charged every ‘yéar on the “opening

‘balance- as -per pricing"iedger/at' the“rate“of deprecnatlon

prescribed for respectlvef*flxed ‘asset ‘as’ perithe new
depreciation.poli¢y’iniforce from the’year 2000 2001 ‘No

) deprecnatlon shall-be charged on scrapped assets.

Pricing Assistant

-a) Calculate depreciationforthé year at” prescrlbed percentage

on ‘original value- of the"asset and'record-éntries iR’ approprlate

‘eolumps .of each’ folio¥of “Asset -registér in"the “month? of Aprll
every yeat

B)Calculate: depreuatlon on released good asset’on 1% worklng
day"of April: every: yéar:on' the opening balahce as ‘per-pricing
ledger.

i) For-=recording™ depreciation-“on* released good® assets"no.

separateregister need ‘be-maintainéd - The' pricing”lédger

folio maintained-for.each type-of released good asset will |

itself serve the-purpese

Pricing Assistant /
Asset Register
Assistant

ii) ‘Separate-folio’ shall bemaintained “both: in*numerical! and

pricing-ledger for-each type of released good asset as per the
existing practice

Pricirig Assistant

i) Deprematlon charged on released good assetsishall*be |’
‘showh *and’ posted as~issue’in" the- pncmglledger folio” and

deducted out of ‘existing' WDV of the‘asset’ “The'released good

‘asset-is"to be ‘maintained further ‘at_the" féduced ‘WDV- in the

pricing ledger folio after charging depreciation every year.

Pricing‘ Assistant
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Activit

7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION (Contd.)

Sl Particulars‘ Description of the Activity Person Responsible
No. for the activity
4 401| F iv)-An ‘adjustment invoiceé giving all Televant details shall be Pricing Assistant
proposed for each’folio / type of-réleased” good: asset and
incorporated in the "Stock':Compilation “by- debiting *Account
Codes 771510, 77.1610, 77.1710777.1810 & 77.1910" and
crediting-respective Account codes 16.2050, 16.2060, 16.2070,
16.2080 &:16.2090. °
v) The depreciation chargéd: on released good-assets shall not | . Pricing Assistant
be credited’to- Account ‘codes under 12 series but credited to
Account codes under 16.2 series only.
NOTE: - For further details refer Circular No*CYS. 54 dated 8:3:2001
issued 'by. the' O/O The CCA avenlable in Compendrum of‘Circulars
‘Vol.-lik
4. Accumulated depreciation should* be restrlcted ‘to- 95% of Asset Register
original valle of the: assets. After: providing depréciation for'the’ Assistant
year at the fixed percentage, if accumulated depreciation
éxceeds 95% of original cost of thelasset, ‘deépreciation for the'
year ' shall. be ‘reduced so as to:festriét - the accumulated’
depreciation to 95% of origifal value of thé fixed assets
5. List out:folio wise depreciation: provrded’for theyear Account Asset Register
" codeswise!(12- sériés)-in the’ prescribed formattandttotal the’ Assistant
same to, arrive at total depreciation to be’ prowded for the'Gurrent )
Adcbunting' year in the month of April everyiyear )
6. Passi necessary J:V s for’providing depreciation:for. the current Asset Register
year.” "A copy of-the depreciation calculation shéet should-bé Assistant
L enclosed to'J.V.
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Activity 7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION (Contd.)

Sl. | 'Particulars ‘Description of the Activity Person Responsible
No. - ] . for the activity
4 4.01 7. If the value of the ‘asset changes (+ or -) for any reason by 20% Asset Register -

of thescost booked earlier and Rs.50,000/- for an asset,
accumulated depremat»on shall be réworked and J.V.s passed
to account the difference amount. Excess / Short depreciation, if
any"should be credited / debited to account codes 65.6 and
83.6 series respectively. (vide para’2.65 of accounting policies
in Accounts Volume 3)'

Assistant

e other cases of changes in asset va!ue (+ of =y for any reason,
depreclatnon shall be calculated for the- future -period. so as.to’

provude deprecnation upto 95% of the assét valug’in the left over
‘[ifé of the asset.

Asset Register
‘ Assistant

: Whenqassets are ‘released ‘after” de-commissioning’ and R.I.

recelved the details of Orlglnal value, accumulated depreaatlon
and WDV shall be extracted from the relevant folio of the year of

comm|ssron ensuring that quantity"and:value is avallable in the |

folio in’ respect of the asset released.* The details so'extracted
shall b*e furnished to pricing section for: ipricing. fOriginal Valie’
of the asset released shall be worked out by taking the average
value”of assets in the group. {For example” If in-an!year 10-
numbers of 25 KVA transformer with value of Rs. 50,000/-
appears *'in “ the folio' and 2 transformers. aré- ‘released’
stibsequently, original value of released transformers would be
(560,000/10) "X 2= 10,000/-}+ and “accumulated depreciatich
calculated for arriving at WDV ]

Asset Register
Assistant
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Activity 7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION (Contd.)

sI

Particulars Description of the Activity Person Responsible
No. . for the activity
5 | Checks to be Following checks are to be exercised: AAO /AO
exercised 5.01 | Asset Register for Group assets and individual assets are opened
separately it
5.02 | Details™ of assets in the folios are completely entered |n the
appropriate space.
5.03 | Depreciation calculation -in each folio and J.V.s ‘passéd "against
| relevant account codes.
5.04 | Account code wise totals as per-Register of Abstract of Fixed Assets
and accumulated depreciation, tally to the figures as per Trral balance
5.05 | Attest-each Folio after all checks are exercised. .
6 | Accounting 6.01 | Categorisation of Assets: ) : C Register Assistant
Entry 10(*ANC) - Fixed Assets (category wise) = - Dr.
' To 14 (*ANC)- Capital Work in progress (Category wise)
6.02 | On Releasing of Assets Asset Register

16.2 - Wntten Down Value of Faulty / Dismantled Asset
" (Category wise) Dr.
12 (*ANC) Provision for Depreciation on Fixed Assets '

(Category wise) Dr.

To 10 (“ANC)— Fixed Assets (Category wise)

Assistant®

6.03

Depreciation on Fixed Assets
77.110 (*ANC)}
to '}- Depreciation (Category wise) Dr.
"77.190 (*ANC) }
To 12.1(*ANC) — Provision for Depreciation on Fixed Assets
(Category wise)
To 12.9 (*ANC) Group

Asset Register
Assistant
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Activity 7: ASSETS REGISTERS MAINTENANCE AND PROVIDING DEPRECIATION (Contd.)

Person Responsible

Sl. | Particulars Description of the Activity
No. g for the activity
6 6.04 | Depreciation on Released Good Assets Pricing Assistant
77.1510}
to } — Depreciation on released good assets Dr.
77.1910} - )
To 16.205 to 16.209 — WDV of faulty / dismantled assets
6.05 | Transfer of Assets & Accumulated Depreciation — For J.V.s to'be Asset Register
.__.|'passed, see under Activity 8 over.leaf = Advice of Transfer (IUA) Assistant
7 |'Reports/ MIS | 7.01 | Categorisation Statement to CC (Accounts) within the stipulated date Asset Register
.| to be sent : Assistant.
8 |Link to next Compilation of Stock / Accounts
! | activity
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ADVICE OF TRANSFERS

Inter Unit transactions will be recognisedias such in accounts when transactions are between offices linked to different
accounting unifs. Inter Unit {rénsaction pertaining to materials, caj)ital e\xpendi&ur_e and fi;(ed assets, persbnnel and other
transéctions / adjustments are recorded under account codes.31, 32, 36 and 37 respeétiveiy, Transactions pertaining to
remittances to head office from units and funds transfer from- head office to units are recorded iﬁ account codes 33.and 34
respectively.

As an exception to general coding scheme, each. of these accounts (IUT-Accounts) will have the three-digit location
code assigned to the accounting units involved in transaction in place of sub account éode. In these transaction accounts

code used will include the location.code: of the unit as a_part of it always:

ATASTRN N
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Activity 8: ADVICE OF TRANSFERS

SI. | Particulars Description of the Activity Person Responsible
No. | ‘ : for the activity .
1. | Reference to | Volume 1I; Volume Il Circulars
Existing
Rules and
Procedure

.2 | SOURCE/ Invoices: RVs, O.Ms (Official Memorandum); Schedules; MAS

INPUT

3 |Relevant Advice of Transfer Pad, Acceptance.of advice of transfér pad: IUA registers’
Records and
Books )

-4, |Instructions ~ | 4.01 | Material related transactions: Stock Compiler
for carrying A | Transfer of materials: . Stock Compiler
out the i | After compilation of stock accounts,-accounts section copy’ of invoices Stock Compiler
activity relating” to ‘material- transferred to-‘other"units shall -be segregated

' location code wise.
ii | Enteridetails of transactions against:space:provided in the'Advise of Stock Compiler
Transfer (A.T.) .
iii | AiT. shall be prepared in duplicate for a maximum of five invoices Stock Compiler
iv| Assign A.T: No. Serially commencing from number one for each Stock Compiler
financial year- ]
v | At the-top of the table record:legibly reference to J.V. No. and date Stock Compiler
vi | Enter clearly invoice No. & date and amount of the invoice* ] Stock Compiler
vii | Arrive at the total amount of all the invoices enclosed to the A.T. Stock Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
4 4.01 A| viii| Arrange to dispatch the original A T. along with all enclosures, after Stock Compiler
" | being signed by the officers concerried to'transferee division under a
covering letter immediately after compilation of stock accounts ** .
ix | Open IUA-ledger by providing separate folio location code wise for Stock Compiler
* | account code-31.1. 3
x | Enter details of A.T. sent, in relévant folio of IUA ledger Stock Compiler
xi | Persue and obtain acceptance for all A.T.s sent Stock Compiler
xii | On receipt: of acceptance, ensure that' AT, is accepted for. the' full Stock Compiler
amount transferred and pass JV for accounting acceptance. "Record |
acceptance details along with JV No. and-date on the copy of A.T.
retained in the A.T. pad and obtain signature of éfficers concerned:
Entér the details of acceptance in the month of passing’of JV in the
relevant folio of the IUA register & round off the A.T. No. for which
acceptance is received and JV passed.
xiii | At the end of the month strike balance folio wise of IUA (31.1) ledger Stock Compiler
and put up an abstract for each 'month in-the'last few. pages of the
ledger to be left blank for this purpose and strike total. Total of the
‘abstract shall tally to balance as per General:Ledger. - :
xiviPut up IUA Ledger for verification and attestation by Officers Stock Compiler
concerned '
B | Receipt of materials: Stock Compiler

|-Open IUA ledger by providing separate folio location code wise for

account code 31.2

Stock -Compiler

With reference to allocation in stock compilation register, enter.R.V.

“Stock-Compilér

No. & date, Invoice No. & date and amount in the relevant folio
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Acti\)ity Person Responslble
No. ) for the activity *
4 401 B iii Correspond with the concerned transferor division for obtaining A.T. Stock Compiler

On receiptiof AT, verify correctness of quantlty and value W|th
reference’to R.V. If everything is correct, pass'J.V.; write acceptance,
round ‘off the relevant R.V. by recording cross reference o
Acceptance No.& A.T. No. in IUA Ledger(31. 2).*Put up aéceptance
and J.V. for'signature of officers concerned.

Stock Cempiler

If discrepancy is observed in quantity invoiced’ and’ recelved value of

materials short received / not received' shall*be deblted to personal )

account of the person ‘who has acknowledged the mvou:e for having
taken dehvery in.case the said person belongs to the' d|V|$|on In
other cases,-the; A.T. shall be returned to'the transferor’ “division for
rectification ‘and retransmission.

Stock Compiler

vi

If-there is any value difference in the A.T. recelved due-to revision in
schedule ofirates; the difference’ shall bé bodked to' Account Code
79.110(*ANC)'~ Material cost variance. If there is no change in S.R

*| on the date‘of invoice and: receipt-but there is-difference’in valde'due

to swrong - application- of .S:R., such A.T.s shall be returned to
Transferor for rectification and retransmission”

Stock Compiler - -

vii

At the end of the month 'strike’balance folio wise of 1UA(31.2)ledger
and ‘put upian‘abstracttfor. each month in the last few pages of the
ledger:to be' left-blank for this purpose and strike total. Total of the
abstract shall tally to balance as per General'Ledger.

Stock Compiler

viii

Put up .IUA Ledger for verification and .attestation by Offrcers

concerned

Stack Combiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Particulars

Sl. Description of the Activity Person Responsible
No. ' . for thé activity
4 4.02 | RELEASED ASSETS AND FIXED ASSETS RELATED IUA

TRANSACTIONS .

Stock Compiler

A | Transfer of released materials: (32. 1) Stock Compiler
i | After compilation of stock accounts, accounts section copy of invoices Stock Compiler
relating .to released material transferred to other unlts shall be
segregated location code wise. : -
ii | Enter details of transactions against space prowded in the Advise of | - Stock Compiler
Transfer (A.T.) :
iii | A.T. shall be prepared in duplicate for a maximum of five invoices- Stock Compiler
iv|Assign A.T: No! Serially commencing from number one for each Stock Compiler
financial year
v | At-the top of the table record legibly reference to J.V. No. and date Stock Compiler
vi | Entér clearly invoice No: & date and amount of the invoice =~ - Stock Compiler
vii | Arrive at the total amount of all the invoices enclosed to the A.T: Stock Compiler-
viii | Arrange‘to’ dispatch the’ original A.T.-along'with all ‘enclosures, after Stock Compiler
being signed by the officers concerned to transferee division under a
-_| covering letter immediately after compilation of stock accounts
ix | Open‘IUA ledger by prowdlng separate folio location code wise for Stock Compiler
account code 32.1 : ‘
x | Enter details of A.T. sent, in relevant folio of [UA ledger’ Stock Compiler
xi | Persue and obtain acceptance for all A.T:s sent

Stock Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Si. | Particulars Description of the Activity. :| Person Responsible
No. for the activity
4 4.02 A| xii| On receipt of .acceptance, ensure that A.T. is.accepted:forthe"full r  Stock Compiler
! amount transferred and pass JV for accounting acceptance. - Record:
acceptance-details along with.JV. No. and - date’on the copy of A.T+
retained:in'the A.T. pad-and obtain. signature of -officers concerned.
Enter.the: details’ of acceptance:in the month of ‘passing-of:JV:in- -the'
relevant fol|o of the IUA register & round off the A:T.*No. for which-
acéeptande'is received and JV p d.
xiii { At thezend of the month strike' balance folio wise‘of IUA-(32:1) ledger Stock Compiler
and put.up an abstract for each month in the last few pages of the
ledger to be left blank for. thlSlpurpose and strike-total.: Total of the
abstract shall tally to balance as'per General Ledger. :
xiv| Put up I1UA Ledger for verification - and+ attestation.: by Officers Stock Compiler
concerned ' : :
B | Receipt of released mat erials: Stock Compiler
i | Open IUA ledger by prowdmg separate folio*location’code ‘wise for + Stock Compiler
account code 32.2 - B -
ii | With reference to allocation in stock compilation register, enter R V. Stoc_li Compiler
No. & date, .Invoice No. & date and amount in the relevant folio )
iii | Persue with the concerned transferor division-for obtaining A.T. Stock Compiler
iv] On receipttof AT, verify correctness of quantity’ and -value with: Stock Compiler

reference to R.V." If everything'is correct, pass J.V:, write acceptance,
round : off ‘the relevant R.V.-by recording cross-reference -to
Acceptance No.& A.T. No. in IUA Ledger (32.2).-Put up acceptance
and J.V. for.signature of officers concerned. - .
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SI.
No.

Particulars

Activity 8: ADVICE OF TRANSFERS (Contd.)
Description of the Activity

Person Responsible |
for the activity

4.02 B

<

If discrepancy is observed in quantity invoiced and réceipted, value of
materials short receipted / not receipted shall be debited to*personal
account of the person who-has acknowledgéd the invoice for having
taken delivery in case the said person belongs to the division. 'In

iother cases; the A.T. shall-be returned to the: transferor division for

rectification and retransmission.

Stock Compiler

Vi

if ‘there is any ‘value-difference in the A'T. received -and the: value
already accounted, send the same to pricing section for passing
necessary adjustment R.V. for thé difference and acceptthe A.T. "

Stack Compiler

Vi

At the:end of the month-strike balance folio wise of IUA (32.2) ledger
and put up an abstract for each month in the last few pages of the
ledger to be left blank-for -this purpose and strike total. Total -of
abstract shall tally to balance as per General Ledger.

‘Stock .Compiler

viii

Put- up. IUA - Ledger. for ‘verification and ¢attestation by - Officers
concerned -

Stock Compiler

Transfer of Capital Expenditure / Fixed Assets / Depreciation -
Debit AT sent: (32.4) ' . :

| Transfer of capital expenditure / Fixed Assets / Depreciation has t0 be

effected on-formation of new. accounting units;, bifurcation of existing

accounting ‘units and from M.W. Units tc other accourting’ units:on-

completion of work. On identification of the fixed dssets and’ CWIP to

be transferred to new accounting -unit jointly by the head ‘of offices of:

the parent and the newly formed accounting unit along-with respective
accounting officers, prepare a statement account code wise. In
respect of Major works. division ascertain from the head of the division

“C" register assistant / ‘
Asset register
. Assistant

the accounting unit to which the fixed assets are to be transferred. )
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Descrlptlon “of the Activity Person Responsibjg*
No. i for the activity
4. 402 C ii | a) Transfer of CWIP "“C" register assistant |

- on- ’lgomg works™ in réspect¥of new accounting unit. shall be

.* newaccounting:unit- along with:relévant “C” registers and-records
" ‘Necessary'JV shall be passedifor the transfer.

‘The outlay in respect of worKstcompIeted but not-categorised and’

transferred.” -A.T. to the new'accountmg unit shall be sent bookmg .
-expenditure upto the end-ofithe preceding month’ of formation -of

b)-Transfer of fixed assets:

segregated from the asset Tegister -account code wise duly tallying
the total amount against each*account code to the:trial balance of
the ‘month “preceding to transfer of assets to newly formed

depreciation and WDV of assets transferred is to be reduced in the
asset register, exhibiting the figures in red ink and a ‘statement
prepared:for enclosing the same to the-AT: :Necessary JV shall be
passed for the transfer.

NOTE:
+ For further details see- circular No! CYS 7 dated 6-7-2000 available
- in new account codebook issued w.e.f. 1-11-2000: (page iv to vn)z

Fixed assets pertaining to- newly formed accounting-unit is to be’

accounting unit. "“The' ‘quantity, -'original’ vallie; ‘accumulated-

Asset register
‘Assistant

c) Transfer of Depreciation (Debit):
In the contingency of depreciation having been transferred in
excess, quantify the excess and transfer through AT duly enclosing
all relevant details. Necessary JV shall be passed for the transfer.

Asset.register
Assistants. ¢
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl, | Particulars Description of the Activity Person Responsible
No. for the activity
4 4.02 C| c}ii|Enter details of transactions against space provided in the Advise.of | “C" register assistant /
Transfer (A.T.) Asset register
’ - ¢Assistant -
iii| A.T. shall be prepared in duplicate individually for transfer of CWIP / -do-
Fixed Assets / Depreciation (Debit) duly enclosing relevant statement
iv| Assign*A.T. No. Serially commencmg from number one for each -do -
financial year
v | At the top of the table record legibly reference to J.V. No. and date -do -
vi | Arrange to dispatch the original A.T. along with all enclosures; after -do -
being signed by the’ offlcers concerned to transferee d|V|S|on under a
covering letter.
vii- Open [UA ledger by providing separate folio location code wrse for -do- .
account code 32.4
viii | Enter details of A.T. sent, in relevant folio of IUA ledger -do -
ix | Persue and obtain acceptance forall A:T.s sént -do -
x'|On receipt of acceptance, ensure that A.T."is accepted for the full | “C” reglster assistant /
amount transferred and pass JV for accounting acceptance. Record Asset register
acceptance details along with JV No. and date on the copy of A.T. Assistant
retainéd in the A.T. pad and obtain signature of -officers ¢oncerned.
Enter the details of acceptance in the month of passing of YV in ‘the
| relevant folio of the -IUA register & round off the A.T. No- for which
acceptance is received and JV passed. '
At the end of the month strike balance folio wise of IUA"(32.4) ledger

Xi

and‘put up .an abstract for each month in the last few pages of the
ledger to be left blank for this purpose and strike total. Total of the
abstract shall tally to balance‘as per General-Ledger.

“C" register assistant /
Asset register
Assistant
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Descrintion of the Activity ,Person Responsible .
No. ~ for the activity
4 4.02 C|c)xii|Put up IUA Ledger for verification ~and* attestation by Officers |."C"‘régister assistant /
concerned ‘ Asset register
. ) Assistant
D |Transfer of Capital Expenditure / Fixed Assets / Depreciation -
‘Credit AT sent:'(32.5) L
! i |If excess transfer of capital® expendrture / Fixed Assets has been “C” register assistant / |
effected on’formation of new’ accountrng units, blfurcatron %f exrstlng Asset register
accountifg "units and from M.W.'Units' tc other’ accountmg “units® on Assistant
completion “of work, -such excess has’tc* be’ quantified. Prepare a
statement account code wise . Pass necessary JV.
ii | Transfer of Accumulated Depreciation (Credit): Asset register
Whenevér fixed assets are transferred accumulated depreciation Assistant
related to'those assets only shall be transferred. through AT duly
enclosing all rélevant’ details. Necessary JV shall be.passed for
the transfer.
iii | Enter details of transactions  against space provided in the Advise of | “C” registér assistant /
Transfer (A.T:) Asset’ reglster
. . Assistant
iv| AT shall be prepared in duplicate individually for transfer of CWIP / -do-
Fixed Assets /-Depreciation (Debit) duly enclosing relevant statement’
v|Assign AT No. Serially commencrng from number one for each wdo’- ¢
financial year
vi -do -

At the'top of the table record legibly reference to J.V. No. and date
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Activity .Person Responsible
No. . ] : for the activity
4 402 D vii |'/Arrange to dispatch the original A.T. along-with all enclosures; after | “C” register assistant /

being signed by the officers concerned to transferee division under a

Asset register

covering letter.. Assistant .
viii | Open IUA' ledgeriby providing separate folio location code wise for -do-

- | account code 32.5 N

ix | Enter details of A.T. sent, in relevant folio-of IUA ledger -do-

x | Persue and obtain acceptance for all A.T.s sent o <do-

Xi | Ori ‘receipt of acceptance, ‘ensure that A.T.’is accepted for‘the full |“C”.register assistant /
amount transferred and pass JV for accounting acceptance. Record' " Asset register
acceptance details along with JV No. and date on the copy “of Al T Assistant

" | retained in the A.T. pad and obtain S|gnature of officers concerned
Enter the detalls of acceptance in the’ month of passing of JV'in the
‘| relevant folio ‘6f'the IUA register & round- off the AT. No. for which |
acceptanceé'is received and JV p d.- w% R .

xii | At the end of the month strike balance folio wise of IUA (32.5) Iedger “C" register assistant /
and-put"up an abstract for each month in the last few" pages of the Asset reglster
ledger to be fleft blank for this: purpose and strike total. 'Total of the ‘Assistant
abstract shall taIIy to balance as per General Ledger. .

xii | Put -up* [UA Ledgertfor verification and attestation by - Offlcers' -do -
concerned .

4.03 | PERSONNEL RELATED IUA TRANSACTIONS: Cash Compiler
A | Transfer of Debit Balance {36.1(LC)} - Cash’'Compiler

Ensure correctness’ of amount to'be transferréd with reference to | .

relevant records like Schedule, Register, Scale audit register

Cash Compilér
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ] for the activity
4 4.03 A ii | Enter details of transactions agalnst space provided in the Advise of

Transfer (A'T.) - - T

Cash Compiler

i | A.T. shall be prepared in duplicate

Cash Compiler

Assign A.T. No. Serially commencmg from number one for each |

financial year :

Cash Compiler

v | At the top of the table record leg|bly reference to J.V. / CBV No. and‘ Cash Compiler
date ) -

vi | Record- clearly details of- transactlons like Name of the Employee / Cash -Compiler
Officer, ‘Designation, type of balance that-is being transferred, '
Reasons for transfer, and Amount . -

vii |'if more than one type of advance is transferred, arrive at total of all Cash Compiler
the advances and enter the total in space, specifically-provided for the
same duly furnishing the breakup account code wise.

viii | Arrange to :dispatch the original A.T. with enclosures, ‘if any," after Cash Compiler
being signed by the officers concerned to transferee- division under a
covering letter immediately. ' -0

ix | Open.IUA ledger. by providing separate folio location code wise for Cash Compiler
account code 36.1(LC) .

x | Enter details of A.T. sent, in relevant folio of IUA Iedger Cash Compiler

xi | Persue and obtain acceptance for all A.T.s sent

Cash Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars . Description of the Activity Person Responsible
No. - : for the activity.
4 403 A xii | On receipt of acceptance, ensure that A.T. is accepted for the full Cash Compiler.
' amount transferred and pass JV for accounting acceptance. Record
| acceptance details along with JV No. and date on the copy of A.T.
| retained in the A.T. pad and: obtain signature of officers concerned.
Enter the details of acceptance in the' month of passing of JV in the
relevant folio of.the 1UA register & round off the A.T. No. for which
acceptance.is received and JV.p d.
xiv | At the end of the’ month strike balance folio wise of I[UA (36 1) ledger Cash Compiler
| and put .up-an: abstract for each” month: in: the-last few pages of the
ledger to be: left blank‘for thispurpose.and-strike total. - Total.of
| abstract shall tally to balance :as per General Ledger: ) .
xvi|Put up IUA" Ledger -for verification" and:-gttestation by Offlcers Cash Compiler
‘concerned - . ;
B | Transfer of Credit-Balance {36.2(LC)} . )
i'l Ensure correctness of amount to be transferred with-reférence to Cash Compiler
.| relevant records: like Schedule; Register )
ii | Enter details of transactions against space prowded in the Advise of Cash Compiler
| Transfer(A.T.) °
iii | A.T: shall be prepared in duplicate Cash Compiler
iv|Assign AT. No Serially commencing' from number oné for each ~ Cash Combiler
v financial year . . )
v At the top:of the table record legibly reference to J.V./ cash recelpt Cash Compiler

+| No. and.date
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl.:
No.

"Particulars

Description of the Activity

Person Responsible
for the activity

403 B

Vi

Officer,* Designation, type of balance that is being® transferred
Reasons for transfer, and Amount.’In respectof recovery of’ advances
(HBA, MCA? Computer Advance) a separate statement showing

‘| name, desrgnahon and amount shall be enclosed to'the Original AT,

Record clearly details "of transactions like Name of the’ Emp|oyee I

Cash Compiler:

Vil

the advances.and enter the total in space specifically provided for the

:| same duly furnishing the breakup-account code wise:

If more thanione type of advance is transferred, arrive at total of all |-

Cash Comipiler’

viii

Arrange to dispatch the original- AT with enciosures, if any, lafter
being: srgned by the officers concerned to transferee division’ under a’
covering letter immediately.

Cash Compiler

Open IUA:ledger by prowdlng separate f0|IO location code wise for
account code 36:2 - ..

“Cash Compiler

Enter details’of A.T. sent, in relevant-folio of IUA ledger

Cash'Compiler’

Xi

Persue:.and obtain acceptance for all A.T.s"sént

Cash Compiler

xii

amount transferred and pass JV for accountlng acceptance. Record
acceptance details: along with JV-No. anddate on:the copy of AT

Enter the details of acceptance in‘the month of passing of JV in the
relevant folio of the IUA register & round off the A.T. No. for WhICh
acceptance is received and JV passed. .

On receipt. of acceptance, ensure that A.T. is' accepted for the full |-

retained in the A.T. pad’ and obtain S|gnature of offlcers concerned’ |

Cash Compiler’

Xili

and -put up an abstract for each month in the last few pages of the

ledger to be left blank for this purpose*and strike total. * Total- of |

At the end*of the month: strike balance folio wise of 1UA (36.2) Iedger :

Caéh-C’o’r'npiler

| abstract shall tally to balance as per General Ledger.
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Cash Compiler

Sl. | Particulars Description of the Activity Person Responsible
No. . for the activity
4 © 403 B| xiv|Put up IUA Ledger for verification and attestation by’ Offlcers

concerned

C | Accounting of Debit Or Credit A.T. received Cash Compiler
- .|'On receipt -of Debit A.T. or: Credlt A.T. from other accounting units Cash Compiler
vérify:
i | Whether the officer / official is working in the division’ Cash Compiler
ii | Whether the ‘balance transferred tallies with the amount indicated in Cash Compiler
the Last Pay. Certificate ‘or communications if any recelved from
transferor division.
iii | If the A:T received is correct in all respects;, accept the same -Cash Compiler
immediately duly passing J.V. and write acceptance ST
iv [:Put up*acceptance and J.V. for signature.of ‘officers concerned and Cash Compiler
‘arrange to dispatch the same to the transferor
4.04-| IUA - OTHER TRANSACTIONS / ADJUSTMENTS: ‘Cash Compiler
A | Transfer of Debit Balance {37.1(LC)} Cash Compiler
i | Ensure correctness of amount to be transferred W|th reference to Cash Compiler
relevant records like Schedule, Reglster - N )
ii | Enter details of.transactions _against space provided in the Advise of Cash Compiler
Transfer(A:T.)
iii | A:T. shall be'prepared in duplicate Cash Compiler
iv [ Assign ‘A.T. No." Serially commencmg from number one for each Cash Compiler
financial year
v | At'the top of the ‘table record legibly reference to J.V. No. and date Cash Compiler
vi |-Record clearly details of transactions like Name of the Person / firm, Cash Compiler

type of balance 'that is being transferred, Reasons for transfer, and

Amount
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ActIVIty 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Descrlptlon of the Actwnty Person Responsible |-
No. for the activity
4 4.04 A vii | Arrange to” dispatch the original A.T. with’ enclosures if any, after Cash Compiler

belng signed by the officers concerned to transferee division  under a
covering letter immediately.

viii | OpenIUA ledger by providing separate folio location code wise’ for Cash Compiler
account code 37.1
ix | Enter details of A.T. sent, in relevant folio of IUA ledger Cash Compiler
x | Persue and.obtain acceptance for all A.T.s sent’ Cash Compiler
xi | On' receipt?of acceptance, ensure that A.T:'is accepted for the full’ Cash Compiler
"amount transferred and pass JV for accounting acceptance. Record'
acceptance details along with JV No. and date on the copy of AT.
retained in the A.T. pad and obtain 31gnature of officers concerned.
Enter the details of acceptance in the month of passing of JV in the
relevant folio of the IUA register & round off the A.T. No."for Which
acceptanceiis received and JV passed.
xii | At the end of the month strike balance folio wise of IUA (37.1) Iedger Cash Compiler -
and put up an abstract for each month in the last few pages of the
ledger to be left blank for this purpose and strike total. Total of
abstract shall tally to balance as per General Ledger. :
xiii | Put up 1UA Ledger for venflcatlon and “attestation by Officérs |- Cash Compiler.
concerned - .
B | Transfer of Credit Balance {37.2(LC)} Cash Compiler

Ensure correctness of amount to be transferred with reference to
relevant records like Schedule, Register

Cash Compiler

i | Enter details of transactions against space provided in the Advise of

Transfer (A.T.)

Cash Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Acthlty Person Responsible
No. . for the activity
4 4,04 B iii | A.T. shall be prepared in dupllcate

Cash Compiler

Assign A.T. No. Senally commencmg from number one for each
financial year

“Cash Compiler

‘At the top of the table record legibly reference to J.V. No. and date

Cash Compiler

Vi

‘Record clearly details of transactions like Name of the Person firm,

type of balance that is being transferred Reasons for transfer ~and
Amount. ¢+

Cash Compiler

vii

Arrange to dispatch the original A.T. with” enclosures,” |f any, after
being signed by the officers concerned to transferee division under a
covering letter immediately.

Cash Compiler

viii

Open 1UA ledger by provrdlng separate fO|IO Iocatlon .code W|se “for
account code 37.2

Cash Compiler

‘Enter details of A.T. sent, in rélevant folio of IUA ledger

Cash Compiler

Persue and obtain acceptance for all A.T.s sent

Cash Compiler

Xi

On receipt of acceptance, ensure that A. T. is accepted for the full
amount transferred and pass JV for accountlng acceptance. ‘Record
acceptance details along with JV No. and date on the copy of A.T.
retained in the A.T. pad and obtain S|gnature of ofﬁcers concerned.

Enter the details of acceptance in the month of passrng of JV in the.

relevant folio of the [UA register & round off the’ A.T. No. for"which
acceptance is received and JV passed.

Cash Compiler

xii

‘At the end of the month strike balance folio wise of [UA (37. 2) ledger

and put up an ‘abstract for each month in the last few pages of the
ledger to be left blank for this purpose and strike total. Total of-
abstract shall tally to balance‘as per General Ledger.

Cash Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. C for the activity
4 4.04 B| xii[Put up’ IUA Ledger” for “verification _and attestation by Officers Cash.Compiler
‘concerned’ ) B
C |‘Accounting of Debit Or Credit A.T. received _ ‘Cash Compiler
On receipt of Debit A.T. or Credit A.T. Verify: Cash Compiter '
_i | Whether balance transferred pertains to the accounting unit Cash.Compiler
i Whether balance transferred tallies With supporting’ statement. Cash Compiler
) enclosed it AT received is correct in all respects, accept the same-
|mmed1ately duly’ passing J. V. 'and write | acceptance,
iii | Put up acceptance and J. V. for 5|gnature of, officers “concerned and Cash Compiler
arrange to dlspatch the same to the transferor’
5 | Checks to be Following checks are to be exercised:
| exercised - :
- 5.01° Ensure. correctness of the AT / Acceptance with reference.to above. “AAO./AO,
| details. .
5.02 | Verify whether total of Debit or Credit of, IUA ledger tally with relevant - AAQO.J.AC
head of accounts as per Trial Balance and attest to the correctness . _
5.03 | Ensure™ acceptances for A.T.s recerved are. sent- without - delay.” - AAO/AO
Persue with the concerned units ‘for’ obtairiing acceptance of ATs
sent.to them. 4 ]
6! | Accounting 6.01 MATERIAL"RELATED lUA TRANSACTIONS Cash compiler/-Stock
Entry ..Compiler
a On issue of materials to other Accounting units and A.T sent | Cash compiler./.Stock

3171(L.C.) - IUA — Materials (A&ceptance Not Received) Dr.
To 22.4200 — Materials Transfer.Outward

Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars

Description of the Activity

Person Responsible

32.3 lUA — Released Assets / Cap. Ex / Fixed Asset / Depn
(Clearance) Dr.

No. for the activity
6 6.01 b | On Receipt of Acceptance for the A.T. sent Cash.compiler / Stock.
31:3 IUA — Materials (Clearance)’ Dr. Compiler
To 31.1(LC) - IUA — Materials (Acceptance Not Received)
¢ | On receipt of Materials from other Accounting units Cash compiler / Stock-
22.4100 — Material Transfer Inward Dr. Compiler
) To  31.2(L.C)-IUA Materials (A.T. Not Received)
d | On acceptance of A.T. Received: Cash compiler / Stock
31.2(L.C) — IUA Materials (A.T. Not Received) Dr. Compiler
To ** "31.31UA — Materials (Clearance)’
6.02 | RELEASED ASSETS AND FIXED. ASSET RELATED [IUA Cash compiler / Stock
TRANSACTIONS: . Compiler
a | On issue of Scrapped Assets / Released Assets to other Cash compiler / Stock
Accountmg unlts and AT sent Compiler
32:1(L.C.)~IUA = Released Assets (Acceptance Not, Recelved) Dr
To 16.1 - WDV of obsoleté / scrapped assets
To 16.2'= WDV of dismantled assets '
b|{On Rec’eipt of Acceptance for the A.T. sent Cash compiler./ Stock

Compiler

To 32:1(LC) - IUA - Rel d 'Asseté"(Acceptance Not Received)
On receipt of released assets from other Accounting units
161 — WDV of obsolete / scrapped assets Dr.
16 2'-= WDV of dismantled assets Dr.

To_  32.2(LC) - lUA — Released Assets (A.T Not Received)

Cash compiler / Stock
Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sk | Particulars Description of the Activity Person Responsible
No. ) . for the activity
6\\ 6.02 d | On acceptance of A.T. Received- Cash compiler / Stock
32.2(LC) -IUA — Released Assets (A. T Not Received) -Dr. Compiler
To 32:3'1UA - Released Assets / Capital Expenditure /
Fixed Asset / Depn. (Clearance) :
el On Transfer of CWIP / Fixed Assets to other’Accounting units by Cash‘compiler / Stock-
a Debit A.T. Compiler
32.4(L.C.) = IUA = CWIP/Fixed Assets:/ Depn ‘Debit AT. Sent Dr.
To - 10.(*ANC) Series - Fixed Assets
| To 14 (*ANC) Series ‘- CWIP
f| To withdraw excess depreciation transferred to other Accounting | Cash compller/ Stock
‘units by a DebitA.T. . Combiler
1324(L.C.) —IUA - CWIP/Fixed Assets / Depn 2 Debit AT Sent Dr!
To 12 (*ANC) Series —Accumulated Depn (to withdraw the
excess Cr. if transferred)
| g| On Receipt of Acceptance for the'A.T: sent~ Cash.compiler / Stock
B} "1'32!3'|IUA'= Released Assets'/ Cap:Ex / Fixed Asset/ Compiler
Depn.(Clearance) Dr.
4 To " 32.4(L.C.) - IUA =CWIP / Fixed Assets /
HE - Depn — Debit A.T. Sent)
h On Transfer of Depreciation to other Accounting units by a Cash compiler / Stock

"Credit AT .
12 1Series(*ANC) = Accumulated: Depn: Dr.
To 32.5(L.C.) - IUA — CWIP/Fixed Assets / Depn —.

Credit AiT-'Sent *

Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

Sl. | Particulars Description of the Activity Person Responsiblé
No. . L o for the activity
6 6.02 i | To withdraw excess CWIP / Fixed Assets transferred to other ‘Cash compiler / Stock

Accounting units by a Debit A.T.
10.Series(*ANC) - Fixed Assets °
14 Series(*ANC)- CWIP
To32.5(L.C.) - IUA — CWIP/Fixed Assets / Depn —
* Credit A T. Sent

Dr.
Dr.

Compiler. -

j | On Receipt of Acceptance for the A.T. sent
~32.5(L.C.) -

IUA — CWIP /-Fixed Assets / Depn —
Credit AT. Sent

To *32.3 lUA - Released Assets / Cap.Ex/

Fixed Asset /Depn. (Clearance)

Dr.

Cash compiler / Stock
Compilér

On receipt of CWIP / Fixed Assets / Depreciation by other:

Accounting units.by a Debit A.T.
10. Series (*ANC)- Fixed Assets- *
12 Series(*ANC) — Accumulated Depn.
14 Series (*ANC)- CWIP
To 32.3 IUA — Released Assets /'Cap.Ex / Fixed:‘Asset /
Depn. (Clearance)

Dr
Dr

Dr.

.|-Cash compiler / Stock

Compilér.™

On. rece|pt of CWIP./ Fixed Assets /-Depreciation by other

Accounting units by a Credit A.T.
32.3 lUA — Released Assets / Cap. Ex / leed Asset/
Depn. (Clearance)
To 10. Series(*ANC) - Fixed Assets
To 12 Series (*ANC)— Accumulated Depn.
To 14 Series (*ANC) - CWIP.

Dr”

Compiler

| Cash’compiler / Stock |
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Activity 8: ADVICE OF TRANSFERS (Contd.)

I Particulars

Sl. Description of the Activity Person Responsible
No. |i . : . for the activity
6 6.03 | PERSONNEL RELATED IUA TRANSACTIONS: Cash compiler / Stock
) ) Compiler
a | On transferring of Debit'balance:" - | Cash compiler / Stock
36.1-= IUA Personneli(Debit A. T.sent) Dr | Compileér
To +27.2010 L&A to staff —'Advance of Pay
To 27.2030 - L&A to Staff - FA )
To:28.4010- Amount Recoverable from employees
To (any other applicable account code)
b | On’Receipt of acceptance for the Debit A.T. sent Cash compiler/'Stock
36.3=:|UA'< Personnel (Clearance) . . Dr. ‘Compiter
To..-36.1 = IUA — Pérsonnel (Debit A.T.:sent)
¢ | On transferring of Credit balance: Cash compiler / Stock
46.9200 — Security Deposit from Employees Dr. Compiler
(any other applicable account'code) Dr
To " 36.2=IUA — Personnel (Credit A.T. Sent) .
d | On'Receipt of acceptance for the Credit A.T. sent Cash compiler/ Stock
36.2* IlUA ™= Personnel.(Credit A.T. Sent) Dr. Compiler
To - 36.3'— JUA — Personnel (Clearance)- .
e10On Receiptof Debit A.T: o Cash compiler / Stock’
27.2010 - L&A to staff — Advance ot pay ‘Dr. Compiler
127.2030 — L&A to Staff - FA Dr.
28.4010- Arriiount Recoverable from employees Dr..
(any other applicable account code) Dr. .

To . 36.3 — IUA — Personnel (Clearance)
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Activity 8: ADVICE OF TRANSFERS (Contd.)

| 42.1010 - Liability for supply.of materials

To 3772 —IUA < Other Transactions /
Adjustmentsl (Credit A.T. Sent)

Dr.

Sl. | Particulars ‘Description of the Activity Person Responsible
No. ‘ _for the activity
6 6.03|  f|On Receipt of Credit A.T: Cash compiler / Stock
. 36.3 — IUA — Personnel (Clearance) Dr. Compiler
To -27.1010 - L&A to staff -HBA/HPA.
. To " (any other applicable-account code)
6:04'| lJUA'~OTHER TRANSACTIONS / ADJUSTMENTS: “Cash’compiler /- Stock
. ) | Compiler
a:| On transferring of Debit balance:- Cash compiler / Stock
:37:1-= IUA Other transactions/ Adjustments : ‘Compiler’
(Debit A.T. sent) - - S Dr. |
- To -25:5010-Advance to:Suppliers — Interest free
To -25.6010 — Advances’to'Contractors
To026.6030 - Contractors Material Control Account
To (any other applicable account-code) -
b'| On Receipt of acceptance for the Debit A.T. sent Cash compiler / Stock
-37.3'= IUA™="Other Transactions / Compiler
.-~ "Adjustments-(Clearance)" Dr.
To 37.1- IUA Other transactions’/-
‘Adjustments (Debit A.T. sent) :
¢ | On transferring of Credit balance: Cash compiler / Stock

Compiler
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Activity 8: ADVICE OF TRANSFERS (Contd.)

. Particulars Description of the Activity ' Person Responsible
‘ v for the activity
6.04| d|On Receipt of acceptance for the Credit A.T. sent Cash compiler / Stock
37.2 = IUA — Other Transactions / Compiler
| Adjustments (Credit A.T. Sent) . Dr.

To 37.3 — {UA — Other Transactions /
Adjustments:(Clearance)

e | On Receipt of. Debit A.T: _ Cash compiler / Stock
.25.5010-Advance to Suppliers ~ interest free Dr. Compiler
25.6010 — Advances.to.Contractors Dr:
26.6030- Contractors Mat. Control Account Dr.

To --37.3— IUA — Other Transactions /
Adjustments (Clearance)

f| On Receipt of Credit A.T: Cash compiler / Stock

37.3 = IUA — Other Transactions / Compiler
.- Adjustments.(Clearance) Dr.

To "42.101 — Liability for supply of materials

Reports / MIS 17.01 | Monthly / Quarterly IUA statement-to CCA Bangalore within stipulated | Cash compiler / Stock
to be sent:? - . |date : - Compiler

Link to next 1) For compilation &

activity | . 2) Correspondence for regularisation




ACTIVITY 9: DEMAND COLLECTION BALANCE (DCB) COMPILATION — FLOW OF ACTIVITY

Receipt of DCB and Cash accounts from all the Sub-divisions and Sections

v
Verification of DCB with reference to Cash accounts of concerned units
v
Posting of DCB items tariff wise of all the DCB rendering units to Division DCB consolidation registér
v
Arrive consolidated totals 'separately for each tariff for the division.
v
Extract the tariff wise total to a separate foligin the division DCB compilation register
A
Calculate Electricity Tax:of LT;tariffs'ba'sed oh the consumption and prepare B&E statement
v
‘Passing of Journal Voucher
v

Verification by AAO / AO
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Activity 9: DEMAND COLLECTION BALANCE (DCB) COMPILATION

miscellaneous receipts 6f”all thé “Sub-Divisions®/ Sections” fromi+the
DCB statement submitted by them,"including miscellaneous démands
and collection of the division to the DCB Consohdatlon Register of the
Division. ‘

Sl. | Particulars Description of the Activity Person Responsible
No. : ] . for the activity
1 | Reference to | Accounts Manual, Volume | and Volume Ill and Electricity Tax Rates )
Existing
Rules and
Procedure
2. |SOURCE/ - | DCB -Statement in:duplicate, B&E- statement‘and “cash/accounts of ' Sub-
INPUT | Division / Section Office¥Free / Subsidised power consumptlon Statement
(including consumption’in*respect of Installations. of KPTCL), ‘Division office
adjustment if any :
3: | Relevant DCB consolidation‘register '
" | Records and
____|-Books
4:.| Instructions 4.01 | ©!B?of DCB Statément of the-Sub- Division / Sections shall be*venfled DCB Compllatlon
for  carrying withreférenée™td Closing“Balandé of ‘the FSub- DIVISlon s“per DCB Assistant
out the Consdlidation Register of the Division: for thé previous/mionth:
activity )
4.02 | Discrepancies: observed in’ Sub-Dvn*/-Section-DCB shall ‘be intimated | .. DEB Compilation
.| to the-concérned for rectification and resubmission. Assistant
4.03 | Verifybwhether the Division' office™ adjustments® (like *withdrawals; | =~ DCB Compilation
Grants- Received -from'thé~ Government) for the month are Assistant
incorporated
4.04 | Post tariff-wise Consumption:’ Demand;" Collectlons C.B.'and’items'of DCB Compilation

Assistant
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Activity 9 : DEMAND COLLECTION BALANCE (DCB) COMPILATION (Contd.)

-8l. | Particulars Description of the Activity Person Responsible
No. for the activity
4 4.05 | Calculate Electricity' Tax on the basis of consumption in respect of| DCB Compilation
L.T. tariff-category at appropriate electricity -tax rates 'and 'exhibit Assistant
electricity tax demand in the tax collection- column. reducing’ the
revenue demand and collection to that extent and incorporate in the
Division’s DCB consolidation register :
Ensure correctness of demand-of Tax, collection and balance of Tax
in respect-of H.T. Tariff category.
Extract- * Tariff-wise -DCB and: miscellaneous receipts to ‘the DCB Compilation
Consolidation DCB register of the Division. ) Assistant
4.06 | Put up final abstract in-the consolidation sheet duly indicating Net| DCB Compilation
Revenue; Adjustments, Electricity Tax, Free / Subsidised power Assistant
supply and tally total collections'to Cash Accounts for the’‘month:
4.07 | Prepare Tariff-wise Tax B & E statement in.triplicate. - -do-
4.08 | Strike grand total of all the columns and balance in relevant rows of || DCB Compilation
DCB' statement’ and crosscheck the same both horizontally and Assistant-
vertically. ]
4.09" | Prepare the Division DCB in the prescribed format and affix certificate DCB Compilation
overléaf for having incorporated‘the Demand and Collectiohs in the Assistant
- accounts for the month duly quéting reference to J.V.No. and date. .
4.10 | Put up DCB analysis overleaf of the DCB Statement. DCB Compilation
: : Assistant
4.11 | Put up Division DCB along with J.V. to AAC / AO. DCB Compilation
Assistant .
4.12 } Hand over the approved JV to Cash Compiler at the end of the month. DCB Compilation
~_ Assistant
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Activity 9: DEMAND COLLECTION BALANCE (DCB) COMPILATION (Contd.)

Sl.

No.

\Particulars
]

Descrlptlon of the Activity

~

Person Responsible
for the activity

Checks to be
exercised

5.01

| Following checks are to be exercised:

i. Cash collection as per Cash accounts'with- Adiustments tallies
" to collection as per DCB.
ii. .-Electricity Tax -calculations with: reference to consumptlon is
: correct.
iii. --*Division office adjustments are incorporated.
iv.  Misc. Receipts accounted in Division office are incorporated.”
v.  Ensure Arithmetical accuracy of the statement prepared.

AAO/ AO

Accounting
Entry -

6.01

Raising of Revenue Demand in respect of LT Tariff

"1 23.1017- Suindry Debtors for sale.of power Dr.

to-  (Category wise) '
23.1457 -
To 61’.1017 — Revenue from Sale of Power-
“to . (Category wise)
61.1457

DCB’Qdmpilation
‘Assistant

6.02

Raising of Revenue Demand in respect of HT Tariff -
23.250(*ANC)-Sundry Debtors for sale of power Dr.
to - - (Category wise)
23.285(*ANC) .
To 61:250(*ANC)- Réevenue from Sale of Power
to .- - (Category wise)
61.285(*ANC): .

DCB Compnlatlon
Assistant
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Activity 9: DEMAND COLLECTION BALANCE (DCB) COMPILATION (Contd.)

Sl

Particulars

Descripfion of the Activity

Person Responsible
for the activity

6.03

Raising of Electricity Tax Demand

23.301(*ANC)'- Sundry Debtofs for EI&¢: Tax — H.T. Consumers Dr.

23.302(*ANC) = Sun Drs -for Elec. Tax ~L:.T."Consumers Dr.
To 463000 — Electricity Tax and other levies
'payable to Government.

DCB Compilation
Assistant

6.04

Ralsmg the demand for Misc.receipt-from Consumers :
237000 £ Sun. Drs™~ Mis¢*Receipts from< consumers Dr.
To 61.901(*ANC) — Fuse Charges
To 61. 902(*ANC) — RecorninectionFees
To 61.904(*ANC)* Service Cotinection!(Supervision charges)
To'61. 905(*ANC) Delayed payment charges from consumers.
“To 61.906 (*ANC)*-Other Receipts from consumers.

DCB: Compllatuon
ASsistant

6.05

Ralsmg of Demand for Other Misc: Recelpts

28.101°= S.Drs. for Sal&"of Electrical Plant mfd. by’ ‘Board | Dr.
28.102 S Drs: *for‘sale *Hire purchase or apparatus i
-and'wiring™ Dr
28.104°~ S:Drs. for-Rental from property Dr.
28.105'=S.Drs. for other Miscellaneous Income Dr.

To "62:.340(*ANC) & Sale of Scrap

To  62.360(*ANC) -‘Other Misc. Receipts from trading
_ To  62.901(*ANC): Rental from'staff quarters.

To 62.917(*ANC) - Misc. Recoveries

DCB: Compllatlon

‘Assistant’
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Activity 9: DEMAND COLLECTION BALANCE (DCB) COMPILATION (Contd.)

149

Sl. | Particulars Description of the Activity Person Responsible
INo. | - L . for the activity
6 6.06 | Subsidised Lighting:: Employees: DCB Compilation
© 75.7697 — Subsidised / free supply of power i Dr. Assistant N
To 23.1017 — Sundry Debtors for Sale of Power —
Non.Cemmercijal:Lights & Fans
To 23 -1037.-:Sundry.Debtors for Sale of Power
Non Commercial combined™ nghtang and heating. :
6.07 | Energy Consumed by Board Offices DCB Compilation
76.1587 - Electricity Charges - Dr. Assistant
To 23 |1037 Sundry Debtors for Sale of Power —
. Non Commercial combined lighting and heating
To 23.2027 - Sundry Drs. for Electricity Tax - L.T. Consumers. .
6.08 | Accountal of tariff wise Revenue Collection’ : DCB Compilation
47.606 — Revenue Collection pendlng classification " Assistant
ovef Sundry Debtors Dr.
To 231017 — Sundry Debtors for sale of power
: T to . (Category:wise).
: 23.285(*ANC)
7 | Reports / 7.01 | DCB Statement to CCA along with B & E Statements. DCB Compilation
MIS to be| 7.02 | DCB statement to Zonal Office (RBE):-Circle Office CEE (G), SEE Assistant
.sent (Computers):
. 7.03 | Analysis of DCB to CC (RM) & SEE (ARM cell) .
8 |Link to next Cash compiler
activity




ACTIVITY 10: CASH SECTION - FLOW OF ACTIVITY

Draw Receipt for cash received

v
Remittance to Non-operative Bank Account
v
Recéive passed Bills'
\
Send Requisition for funds
v
Accountal of Fundsreceived from CFA & RBC
v
Arrange payments
v
Writing of Cash Book
v
Closing the Cash:
v

Attestation by Cash officer
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Activity 10: CASH SECTION

shall be drawn and handed over to the-payee duly making necessary
entries in the General Cash book immediately. - If the amount exceeds
Rs.500/- affix Revenue Stamp.

Sl. | {Particulars Description of.the Activity Person Responsible
No. . for the activity
1 | Reference to | Accounts Manual Volume |, Volume 1l Manual of Financial-Powers, Circular :
- .| Existing Instructions - ‘
Rules  and
Procedure )
2 | SOURCE/ Receipt of cash, passed bills;:ImprestiAdvice of Transfer of Funds,
INPUT )
3 | Relevant Cash Book, Denomination "Register#Remittance - Register,” Register of
Records and | Duplicate Keys, Register of cash found at the time of opénirg and closing on
Books each ‘working day, Register of ‘details": of cash suspense,' Registersof
acknowledgement. for conveying- corporation’s : money,~Register’ of Blank
Revenue ‘Receipt Books, Register:.of: Cheque Books, :Register .of cheques
drawn, Register of cheques issued: Register’ of cheques undelivered,”
Register of Revenue -Receipt stamps,::Register“of securities /-important
documents held in safe custody. ) : .
4’ | Instructions Before' commencing: cash.transactions. each’ day,: cash in the chest Cashier / Cash
for - carrying must be counted in presence of the cash officer and:result recorded in Officer
| out the register showing cash found at the time of opeéning: on each day. " The
activity cashier and -cash- officer must sign in: the registeriin- token ; of
correctness of physical'cash as per denomination-register. - - -
A | Cash Receipts )
1| On receiving cash /. DD /'Cheque; a receipt in the prescribed form Cashier
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Activity 10: CASH SECTION (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ' for the activity
4 A Amount: against- which receipts are drawn shall be- -remitted*fo ‘the Cashier’
Non-operative account of the corporation-on the very’same day-6r on
next working day. In“no circumstances shall the amourit so received
be -utilised for meeting any expenditure or making any payment
- | without it being credited to the account of the Corporation in the bank.
| Enter amount. (cash*/: DD / Cheque) taken for remittancerin‘ the Cashier

register of: acknowledgement for. conveying - corporation’s " money
Acknowledged ' Counterfoil ' of bank? chiallan “shall be pasted- in

remittance tegister and got attested by the cash officér.-

‘Payments

' Prepareé Fund: reqursmon statement-at stipulated intervals on the basis

Senior Assistant

lascertain that the .same is ‘credited to operative - -bank account - ‘and

make necessary entries.on receipt side”of the cashbook in-operative
bank column after obtaining confirmation from the ‘bank, duly
recording cross-reference’ of “advice number and date with CBV No.
In case Cheques / DDs are received from CFA / RBC the same shall
be treated as funds received and recorded in the cashbook on

| Receipt side in the Bank column.

of- passed 'bills ‘received for arranging- payment.. ‘Forward funds (Cheque writer)
requisition statement for- audit certification. After certification the

same shall:be sent to CFA's office / RBC for obtaining finds. + ~ * -

On receipt of advice of transfer of funds from- ‘CFA’s office’/-RBC, | Cashier
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Activity 10: CASH:SECTION (Contd.)

Person Responsible

Sl. Farticulars Description of,the Activity
No. | | - for the activity
4 1" B Sort out bills agamst which funds are received. Ensure that sufficient Senior Assistant

balance remains in Bank Acco.mt pefore drawing each cheque. Enter

details of bill/s in the cheque statement; write cheques for the total

amount-in respect of each payee * Care should be taken to see that
amount of cheque to be issued in respect of each bill doés not exceed
limit imposedtin Manual of Fmanctal Powers amended from time to
time. (Upto and inclusive of Rs: 3lakhs at present). This limit is_not
applicable in case of establlshment payments’ Record cheque details
in' cheque:statement“and put’ up! cheque enfacement on each bill.
Serid’ chequebook along with- bills, cheque statement (Form 3) for
sighature of ¥ authorised sighétories: All" cheques other ' than
establishment payments shall be crossed.

If payee réquests for:issue’of Demand Draft in writing, ‘D.D. shall
be arranged at the cost of the payee.

(Cheque writer)

Cheques*drawn for the purpose of payment of establishment claims
shall-be” handed .over to the General Cashier for encashment /
obtaining Demand Draft

Senior Assistant
(Chegque writer)

On-'receipt of Cheques drawn' for the purpose of’ payment of
establishment claims, record cheque details in the register meant for
the"purpose of encashment-of cheque and obtain signature” of ‘the
disbursing officer on the cheque and-in‘the register.

Cashier

Encash the cheque from the bark and make:entries in others column
on receipt side of the cashbook. -

Cashier
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Activity 10: CASH SECTION (Contd.)

8l. | Particulars Description of the Activity Person Responsible
No. : for the activity
4 B Disburse cash with reference to rolls to employees / acquittance Cashier
holder with necessary identification. Make entries in the cashbook-in
others column for the amount disbursed on"payment side duly
assigning Cash Book Voucher No. (CBV No.) and recording the same
on each voucher. :
Send DD along with connect rolls to sub-division / Section / other Cashier
offices making entries in the Suspense Reglster W|th all detalts
|_C [Writing of Cash Book: ~ Cashier
| Open separate cash books for even and odd months Cashier
‘ Before using a new Cashbook / Chequebook / Recetpt book obtaln Cashier
Certificate of the cash officer that no serial numberis missing.
At the beginning of each month the closing balance of the previous Cashier
month shall be recorded as opening balance on the rece|pt Slde of the
¢ashbook invariably on the first day of the month - e
All transactions for the day should be entered chronologically on the Casbhier
relevant side of the cashbook duly " assigning serial numbers
commencing the number from 1 every month afresh .
Entries "in cashbook should be legible, without overwriting. *If any Cashier
corrections are to be made draw line on the original entry in red mk
and correct entry made ‘just above it and get |t attested by the cash
officer
After recording transactions for the day, unutfised space if any, shall Cashier

be neatly scored off by ‘drawing diagonal lines to avoid any

interpolation of entries subsequently.
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Activity 10: CASH SECTION (Contd.)

Sl
No.

" Particulars

Description of the Activity

Person Responsible
for the activity

c

For‘each’transaction recorded in the cashbook, approprlate account
codée ‘shall*be ‘assigned with reference to’voucher-/* doctiment in the
column provided in cashbook.

- Cashier

Details of recelpts drawn, Imprest* amount: fecouped, ‘self cheques
encashed,’ amount’ recewed from other units and funds /- cheques
received from H.O. /-RBC are'to be entered-in- appropnate cqumn on
receipt srde of the cash book(Left Hand Slde)’ It-shall b néted
that' funds transferred by CFA / RBC ‘through TT / Advice shall be
taken t6 cashbook only after" ensunng from the BankK that'the amount

has'béen crédited to” operatlve account of the accounting unit.

Cashier

When'self eheques are encashed for-payment of employee claims, it
shall'be entered in Others column on receipt side and bank column on
payment side simultaneously’ noting “C™ (Contra)-in‘Head of Account
column

_ Cashier

10

‘other’ accountlng unlts and payment by way cheques are to be

entered‘in approprlate columnsion payment side of the:cash’ book
(Right Hand Side) duly recording name of the:payéee; B:R“No: &

Date of the'bill, Cheque No: in'thee particulais'colurn of the cashbook:

Enfacement shall-be put-tp isimultanieously“on” each* cash voucher
noting 'CBV No.&.Date and Amount. -Obtain "paid - rolls’ flom Sub:

Cashier

Division / Section: Verify whether the amount of roll‘is-fully’disbursed.”
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Activity 10: CASH SECTION (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. : for the activity
4 C If “not, verify whether Demand Draft is received for undisbursed Casbhier
amount. If the full amount has been disbursed, charge off the amount
in the cashbook and reduce the amount in the suspense register. In
case of receipt of DD for undisbursed amount, charge off the amount
of the paid roll excluding the amount for which DD is received and |
remit the DD to the Operative Bank account. Necessary entrles shall
be made in the suspense Register. .
11 | Correct Account code shall be assigned for each transaction (other Cashier
than for the transactions entered in. Miscellaneous column and
Imprest column) recorded on payment side of the Cash Book. When
self-cheques -are drawn for cash payment of employee clalms record
“C”(Contra) in Head of Account column. :
12 | All paid vouchers shail be filed chronologically and preserved Cashier
D | Closing of Cash Book — Daily Cashier _
Cash book shall be closed, after all the transac’uons for the day are Cashier
entered! as follows: -
1 | Strike total of receipts and payments on each page for the day and Cashier
carry forward the same to subsequent page/s to atrive at total ‘of
transactions for the day.
2 | Extract progressive total of the previous day below days total as Cashier

previous total.
Add day'’s total and previous total to arrive at progressive total as on
date of the month. '
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Activity 10: CASH SECTION (Contd.)

Sl
- No.

Particulars

Description of the Activity

Person Responsible
for the activity

D

Arrive at the closing balance on payment side duly subtracting
progressive I total on -payment side from relevant column of
progressive total on recelpt side. The-CB shall be recorded in RED
INK below progressive total on payment side. : ~

Cashier

After cashbook is closed for the day,-cashier and cash offlcer shall

4

affix their signature. : =

Cashier and
Cash Officer

No cash transactions shall be allowed after closure ‘of cashbook for
the day. However, in emergent situations necessitating taking out
cash from the chest, after obtaining clear and express orders of the
Head of the Office, cash may be taken out duly recordmg the
authority, reason, time and date in the cash’ book and’ relevant
registers. !

Cashier

The rows of Day's total Prewous total and Progresswe total on both
Receipt and Payment side of the cashbook should be in alignment. *

Cashier

Physical cash balance shall be counted and entered in Denomination
Register.”” Total ‘amount of Cheques on hand, Revenue Receipt
Stamp, Total amount under suspense, Imprest cash on hand shall be
entered in appropriate space of the Denomination Register. The total
of all these items should tally with C.B. as per Cashbook. :

Cashier

Physical cash / Negotiable Instruments / documents shall be kept in
strong treasure chest and locked using the set of keys in possession
of the cashier as well as that in possession-of the cash officer. Under
no circumstances shall both the set of keys be given to same person*

Cashier
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Activity 10: CASH SECTION (Contd.)

/

Sl
No.

Particulars

Descriptjon of the Activity

Person Responsible
for the activity

D

if shortage of ‘cash of -Rs.100/-* or ‘less is -observed - the offlmal
responsrble shall immiediately make good the' amount and the fact
recorded in CashbooK- Ifthe official is-unable to make good the’

amount, the- -same -shall 'be recorded in ‘¢ashbook immediately~and |

reported- to Zonal’chief Engineer... If the amount found short is over
Rs*100/-, thé 'same’shall be reported to'the-zonal chief engineer-and
recorded in'thé cashbook. Person responsible for the shonage shall
have to make good the amount. at-once.

’Cashier

1If any sufplus cash is found, the amount shall |mmed|ately be credited '

t0'46.966 ~ Miscellaneous: Deposxts by drawing a receipt 'and the fact
reported to zonal chief engineer for orders:-

Cashier

| Recoupment of imprest: (Para 52, ofVqumel)

'Expendlture incurred from'imprest account is'to-be recouped as often

as is necessary+on a’ recoupment bill'as soon as 40% of mﬁprest
amount is -spent and’ invariably ‘'on the 25" of the ‘month’ including
transactions upto that date.

Cashier

Expenditure from imprest amount that is hot recouped Before expiry of

Cashier

the month is to be included in the amount of cash balance furnished o

‘as-one of the items in thé Total Cash Balance.

*Accounts for the Sub-imprest granted is to be obtained from the Sub-

‘Imprest-holder well in time to’ facilitate ‘incorporation ‘ih-Cash Book

before it is closed for the'month on the date fixedfor the purpose.

Cashier _
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Activity 10: CASH SECTION (Contd.)

Sl
‘No.

Rarticulars

Description of the Activity

Person Responsible
for the activity

E

If an item_of ‘payment from imprest is objected to .in Audit, such
amount is to be recouped in full, keeping the amount under objection.
It is only n case the transaction is considered irregular so_as not to

. warrant even provisional payment, such items ‘aré disallowed in audit
and the imprest. remain reduced to that extent untii subsequent|

regularisation.

Cashier

Imprest holders is responsrble for custody of imprest money & and must

at all times be ready to produce total amount of imprest in vouchers or |

in cash or in‘both:

" Cashier

Duties of Cash officer (Not exhaustive For Details refer Accounts

Manual Volume )’

Check entries. in the cashbook to see’ that all receipts have..been
properly recorded and all’ payments are supported by vouchers
approved by hnm

Cash officer

Every entry in the cashbook should e’ separately attested with” his
initials.

. Cashofficer

3

Check that all expenditure incurred out’of imprest is with competent
approval and'supported by’ vouchers

Cash officer

4

Affix 5|gnature against last entry in each page and against the last
entry "of the day

Cash officer

| 5 | Check and attest all entnes in the connected regrsters

Cash officer
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Activity'10: CASH SECTION (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
4 G | Closing of Cash Book — Month end
Following shall be noted before closing the cash book for the month: - | Cashier

1 Wnthdraw total of unrecouped Imprest vouchers from Imprest column Casbhier
on payment side as a MINUS entry so that the closing balance agrees
with Imprest held by the Division. Charge off the same ori the first
working day of succeeding month. .

2 | Close the cash book for transactions of the division for the month. Cashier

3 | Obtain certificate’ of Head of the™office in the cashbook for having Cashier”

_| counted physical cash on the last day of the month. .

4 | Incorporate by an over dated entry, sub-division / section wise cash Cashier
transactions of all the sub-divisions / sections for the month after
verifying cash accounts submitted by them

.5 | Arrive at Sub-division / Section wise Closing Balance. __Cashier

6] Close the cashbdok ensuring that all cash transactions of division Cashier
office, sub-division and section office are incorporated,

7 | Prepare Cash Balance Report and Bank Reconciliation Statement in Cashier /
respect of both Operatlve and Non—operatlve Bank Account and put Senior Assistant
up to AAO / AO (Cheque wiiter).

5 | Accounting 5.01 | No Journal entry is required to be passed for Cash transactions
Entry

6 | Reports /16.01 | CBRto CC (Accounts) and BRS to Resource Section of O/O The Cashier / Senior
MIS to be CFA within the stipulated dates. Assistant (Cheque
sent B writer)

7 |Link to next Cash Compilation.
activity | :
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ACTIVITY 11: CASH COMPILATION — FLOW OF ACTIVITY

Receipt of approved Journal Vouchers and posting the same in JE book
v

Journal Analysis and putting up abstract in JE book

Verification of allocation of.:Head of Accounts in Cashbook:with referénce to-Cash Vouchers

v
Cash Analysis-and putting:abstract of.Receipts and Payments-in.Cash Analysis Register
v v 0,
Posting of:Debits and Credits into General Ledger from JV abstract
v
.
Posting of Receipts and Payments into General Ledger from Cash Analysis Register
v
Striking Balances in General Ledger
+.
Extracting Balances from GL to Trial Balance and tallying
v

Verification by AAO / AO
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Activity 11: Cash Compilation

‘8l. | Particulars Description of the Activity Person Responsible
No. ] for the activity
1 |Reference | Accounts Manual - Volume 1 and Volume I1i
to  Existing | Circulars or Orders issued by the competent authorities from time to time
Rules and
Procedure
2 | SOURCE/ |Journal Vouchers, Cash Vouchers and Cash Book
INPUT
3 | Relevant Journal Voucher File, Journal -entry Book, Journal Voucher Analysis
Records Register, Cash-Book, Cash Analysis Register, General Ledger, Cash
and Books | Voucher Bundles . . .
4 |lInstructions | 4.01 | Immediately on receipt of the approved Journal Voucher, correctness Cash Compiler
for carrying of the totals on both the sides of the JV and head of account should
out the be verified: -, . T
activity ] , » '
After ensuring the correctness of J.V. in ali respects, J.V. No. should Cash Compiler

4.02

be assigned serially commencing from serial No.1 for each month.
To ensure that no J.V.s are left out to be incorporated in the
accounts, J.V. No. Control Registers shall be maintained wherein the
concerned Assistant who puts up the J.V. should enter J V No. duly
recording the details of transactions in brief.
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Activity 11: Cash Compilation (Contd.)

Sl. | Particulars Description of the Activity | Person Responsible
No. for the activity
4 4.03 | The Journal Voucher should be entered in the Journal Entry Book Cash Compiler

serially without skipping any serial number, If * any J.V.s are
cancelied subsequently, the serial'number of the v shall be rounded

off makrng a_mention of cancellation of the" Jv wrth reasons for-

cancellation’ 1fa JV is with held / not- used/ approved after assrgnrng
the JV number, the number shall be rounded’ off duly recording the
reason. Before closing Journal Entries Book for the month, it shall be
ensured that J:V.s'in respect of Stock, DCB and BBR are
incorporated:

4.04

At the end of the month, the total amount of all the J.V.s of both sides
of the"J.E. book should bé struck and’ ensure that both debit & credit
totals agree.’

Cash Compiler

4.05

Enter all the'J.V:s as per head of account in JV Analysis Book so as
to arrive at the total against each head of account “duly recordrng
referencé to'J.V. No. against each entry. The analysrs shall be made
separately for debits and credits

Cash Compiler

4.06

An'abstract shall be put up in the next page of the last journal entry in
the 'JE book for-the ‘month. The account codes-shall 'be serially
written extracting debit and credit totals (without netting) and total
strick. The total‘of the JV abstract should tally with grand totals of
debits and credits of Journal Entry book for the month

Cash Compiler

4.07

With reference to paid vouchers verify correctness of the head "of
accounts assigned by the cashier in the Cash Book:

Cash Compiler
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Activity 11: Cash Compilation (Contd.)

Sl.
No.

Particulars

Description of the Activity

Person Responsible
for the activity

4.08

Enter cash transactions fobr each account code in the Cash Analysis
Register separately "for” Receipts and -Payments -duly recording
Receipt No., CBV No. for -each entry.

Cash Compiler

4.09

Ensure that cash accounts of all Sub-Divisions are ifcorporated
before closing cash book for the mionth

Cash Compiler

4.10

Verify funds transferred (Funds & Cheques) from CFA Bangalore and
RBC are tallying, with reference to fund transfer advice and cheque
statements. -

Cash Compiler

An abstract shall-be put up for Receipts and Payments separatély in
the cash analysis register. The account codes shall be serially
written extracting receipts and payments during the month and total
struck The totals so arrived should tally with total of receipts and
payments of the cashbook for the month. This shall be ensured as
under:

0.B. as per-cash book + Receipts as per cash analysis-= Payments
as per cash analysis + C.B. as per cash book

Cash Compiler

Post debits and credits of JV abstract in debit and credit side of the
General Ledger (G.L.) against respective account code  Post
payments as per cash analysis abstract on debit side of G.L and
receipts ‘as per cash analysis abstract on credit side of the G.L.
While posting entries in the G.L cross-reference of folio number of

-JV abstract-and cash analysis abstract shall be recorded Similarly
cross-reference of G.L. folio'number shall be recorded in JV abstract
| and cash analysis abstract against relevant account code.

Cash Compiler ]
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.Activity 11: Cash Compilation (Contd.)

Sl. |iParticulars Description of the Activity Person Responsible
No. . for the activity
4 4.13 | Ensuring that G.L. is correctly posted, strike the balance against all Cash Compiler
the account codes in the general ledger. Adverse balances if any is
to be rectified immediately.
4.14 | Extract the balances of each account code in the general Iedger to Cash Compiler
the Trial balance account code wise serially. The total of Debit and
Credit of Trial Balance should agree.
4.15 | The T.B. shall be prepared in 6 copies. Cash Compiler
4.16 | Certificate relating to Capital and”Revenue Expenditure as against Cash Compiler
the Budget Grant.shall be recorded and send the same.to A.A.O and
AO
5. | Checks to Following checks are to be exercised:
be 5.01 | Check for; any, 2 adverse balances; Heavy balance, Balance pending AAO / AC
exercised clearance’ beyond reasonable perlod balance remaining constant
without clearance.
6 |Reports /| 6.01 |i. FoIIow‘up action taken to Tectify- discrepancies if any observed Cash Compiler
" |MIS to be in the” T.B. 'shall be reported separately in the form of an
sent annexure to T.B.
i. A copy of the TB (advance copy) to be sent within 20" of
succeeding month to CC (Accounts) Bangalore, respective
Zonal / Circle Offices, Accounts. Officer (I/A) in triplicate for
verification. One Audlted copy to be sent to CC (Accounts)
L Bangalore.
8, |Link to next Posting of schedules, C-Registers
activity -
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ACTIVITY 12: MAINTENANCE OF SCHEDULES - FLOW OF ACTIVITY

Extract Account code wise details of Debits and Credits from JVs in respect of schedules to be maintained to Kutcha book
: v
Extract Account code wise details of Debits and Credits from Cash Receipts and vouchers in respect of schedules to be

maintained to Kutcha book

v
Strike totals in Kutcha book and tally the figures with General Ledger

v

Post Debits and Credits into respective Schedules
v

-Strike balance against each item in the Schedule .
v

Put up totals of all the columns in the schedule
v
Put up abstract at the end of the- month and tally the CB with Trial Balance

v

Verification by AAO / AO
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Activity 12: MAINTENANCE OF SCHEDULES

CBV:/ Invoice number-with date and:amount”in:the folio of “the
respective month. If the balance gets cleared, round off the item in
the schedule. :

Sl. | Particulars Description of the Activity Person Responsible
No.. for the activity
1 | Reference | Accounts Manual, Volume-ll, Volume lll, Circular Instructions
to Existing
Rules and
Procedure
2 | SOURCE/ |Cash vouchers, Advice of transfers, Journal veucher, ‘Store invoices,-
: INPUT Receipt Vouchers
'3 .| Relevant Schedules, Trial Balance
’ Records
and Books'
4 | Instructions A | Debit Schedules: . )
for carrying 1 From the cash vouchers (including paid acquittance), Cash Receipts | Schedule*Assistant:
out the and-JVs; extract Debits and Credits- account code wise separately
activity (for which schedules are to be maintained) with details of CBV No.,
: JV No. to a Kutcha book for the month. .
2 | Strike totals of debits i and credits separately for:cash and| Schedule Assistant.
adjustments
3 | Tally the total of debits and credits with reference to General Ledger Schedule Assistant
4 | Post debits as a new item in the schedule chronologically with full| Schedule Assistant
| details like SI."No., Month of transaction, Reference to authority, Full
details of transaction, reference to JV / CBV / Invoice number with
date and amount in the folio of the respective month
5 | Post credits against the debits existing duly entering reference to JV /| Schedule Assistant
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Activity 12: MAINTENANCE OF SCHEDULES (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. for the activity
4 A| 6 |Confirming that all items of the Kutcha book are posted, strike-the| Schedule Assistant
. ‘balance dgainst each item of the schedule
7 | Strike cumulative totals of all the .columns of all-the pages for the| Schedule Assistant
month :
8 |1 Putup an abstract as unhder for the month in"the folio wherein Schedule Assistant
grand total is arrived:
Opening Balance as per schedule . XXXXXX
ADD debits during the month as per schedule  xxxxxx
TOTAL “XXXXXX
LESS credits during the. month.as per schedule xxxxxx
CLOSING BALANCE T XXXXXX
9 | Tally closing:balance to Trial balance Schedule Assistant
10 | Put up the schedule to AAO / AO Schedule:Assistant
‘B | Credit Schedules: ) '
1. | From the cash vouchers (including paid acquittance), Cash Receipts | Schedule Assistant
and JVs, extract Debits and Credits account code wise separately
‘(for which schedules are to be maintained) with details of CBV No.,
1. JV No. to a Kutcha book for the month.
2 |'Strike totals debits and credits-separately for cash and adjustments Schedule Assistant
3 | Tally the total of debits and credits with reference to General Ledger Schedule Assistant
4 | Post credits as a new item in the schedule chronologically with full| Schedule Assistant

details like SI. No., Month of transaction, Reference to authority, Full
details of transaction, reference to JV / Cash receipt / Store Receipt
voucher number with date and amount in the folio of the respective
month
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Activity 12: MAINTENANCE OF SCHEDULES (Contd.)

Sl. |, Particulars . Description of the Activity Person Responsible
No. » B . - for the activity
4 B| 5 |Postdebits against the credits ‘existing‘duly entéring reférence to JV/| Schedule Assistant
CBV~ number with date"and amount in the folio of the respective
month. If the balance gets cleared..round off the item in the schedule.
6 | Confirming that all items of the Kutcha book are posted, strike the:| Schedule Assistant
balance against each item of the schedule .
7 | Strike cumulative totals of all the columns.of all the pages for the | ~ Schedule Assistant -
‘month
8 | Put'up an abstract as under for the month in the folio wherein grand Schedule Assistant
-total is arrived
Opening Balance as per schedule XXXXXX
ADD credits during the month as per schedule XXXXXX
TOTAL ) XXX
L'ESS debits during the month as per schedule XXXXXX
CLOSING BALANCE XXXXXX ]
9 | Tally closing balance to Trial balance Schedule Assistant
10 | Put up the schedule to AAO / AO Schedule Assistant
11 | On receipt of refund bills furnish the prescribed certificate and fecord | *Schedule ‘Assistant
'B'R."No. and ‘Date" against® the ‘schedule item to avoid second|
‘payment.
C | Take action to clear balances in schedules’as under: -
1 | Review minus balances (adverse balance) in the schedules and take | Schedule Assistant

follow up action'to clear the balance’

169




—

Activity 12: MAINTENANCE OF SCHEDULES (Contd.)

Sl. | Particulars Description of the Activity Person Responsible
No. ) for the activity
4 C| 2 |Clearance of balances in schedule is a continuous process Balance | Schedule Assistant
outstandmg above "3 monthis’ shall be persued vigorously till
- | clearance
3 | If balances' are ‘outstandirig' for ' more“than three'years in a credit| Schedule Assistant
,schedule in spite of taking follow up action to clear the same, transfer ' ‘
the balance to miscellaneous revenue "~
4 [lIf balances are outstanding in a debit schedule beyond areasonable | Schedule Assistant
- | time, * action shall *be - initiated ‘for recovery. If the amount is
.determined ‘as” non-recoverable;* proposals' to be put up to the
.competent duthority for write off, giving full details and reasons
5 |Renew the schedule after-closure of the accounting year" by| Schedule Assistant
transferring the balances correctly with fuII details and indicating
cross reference to old'schedule’
5 | Checks to Following ¢hecks are to be exercised: : )
be- . 5.01 | Verify whether the schedule balance tallies to Trial Balance of the AAO/AO
exercised month.
5.02 | Follow up action is taken to clear the balance
5.03 | Ensure debits and credit are paired off correctly - }
6 |Accounting | 6.01 | Appropriate rectification entries if requir‘ed Schedule Assistant
Entry :
6.02 | For transfer of credit balance to mlscellaneous revenue: Schedule Assistant

Approprlate account code Dr.
' ' T0'28.1050 Sundry debtors for other Miscellaneous income

(Entry passed to transfer the balance to miscellaneous revenue)
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Activity 12: MAINTENANCE OF SCHEDULES (Contd.)

Sl. | Particulars Description of the Activity -Person Responsible
No. for the activity
6 6.03 | For raising demand Schedule Assistant
28.1050 Sundry debtors for other Miscellaneous income Dr.
To 62.9170 Miscellaneous recoveries
(Bemg the entry passed to raise the demand) :
7 |Reports /] 7.01 | Report to the EEE of the'division in respect of uncleared balance in Schedule Assistant
MIS to be respect of account code 27.2050 -
sent .
7.02 |:Report to CC (Accounts) in respect of items outstanding in account
* | ¢odes 22.820; 27.205: 28.401° with action taken for recovery
"8 | Link 'to next | ‘NIL
activity )
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Activity 13: REVENUE CORRESPONDENCE

Sl. | Particulars Description of the Activity Person Responsible
No. ) ) for the activity
1 | Reference - | Circulars, Orders and instructions issued by the company from time to time
to Existing
Rules and
Procedure
2 | SOURCE/ | DCB, Audit Reports, A.G Reports, Documents related to Court cases and
INPUT Appeals, MRT, TA&QC and Vigilance Reports, Circulars, letters of
consumers / higher authorities, withdrawal statements, Register of C Forms
served. :
3 |Relevant | Files and Register related to Revenue like Circulars, A.G Reports, Internal
Records Audit Report, MRT / TA&QC Reports, Vigilance Reports, Court case files,
and Books | Appeal cases, correspondence file, Monthly information file, Quarterly
information file, Withdrawals of Revenue Demand and A, B & C Forms
served. :
4+ | Instfuctions ‘' 4.01 | Prépare statements as per proforma prescribed by competent ‘Revenue Assistant

for carrying
out the
activity

autharities for'monthlv.meetings‘and compile quarterly’data related to
Revénue:

4.02 | On'receipt-of letteérs etc'related to Revenue put up appropriate note/

superor.

Draft letters/O.M: etc. :and! také action’ as-instructed by the ‘official |

Revenue Assistant
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Activity 13: REVENUE CORRESPONDENCE (Contd.)

at

Maintain the following registers and files:

a) Register of audit short claims.

b) Register of court cases

c) Register of appeal cases

d) Register of MRT & TA&QC Reports

e) Register of A.G Reports

f) Reaister of Vigilance. Reports’

g) Register of withdrawal statements

h) Register of C Forms served.

i) Register of Sick Industries.

j) Register of Back Billing charges

k) Register of Free:lighting extended to employees.
1) Register of Refund of consumers related deposits / claims.
m)Register of HT Instailations

1 sl :Particulars Description of the Activity Person Responsible
No. : for the activity
4 4.03 Revenue Assistant

4.04

Fixl the dates for hearing of appeals filed by consumers in
consiltation with the AEE*(O),

Revenue Assistant

4.05

Pursue with the sub-division for recovery for revenue arrears, -audit
short claims Baek billing charges

Revenue Assistant

4.06

Persue with- sub-divisions' for:obtaining data related to revenue for
preparation of prescribed returns / statements within stipulated date.

Revenue Assistant

4.07

Foliow.up‘action in respect of C Forms sent to D.C.

Reyenue Assistar)t_
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Activity 13: REVENUE CORRESPONDENCE

Sl. | Particulars Description of the Activity Person Responsible
No. - for the activity
4 4.08 | Follow up action in respect of: Revenue Assistant
a) Court cases,
b) Appeal Cases,
* ¢) Withdrawal statements referred to "audit "/ sent to' higher
authorities -
5 | Checks to . Following checks are to be exercised:* .
be 5.01 | Ensure timely submission of Prescribed Monthly/Quarterly returns AAO/AO
exercised related to revenué in full form after due’verification.
5.02 | Ensure all the Registers are maintained and updated.
5.03 | Ensure that all papers referred to are attended to promptly:
6 | Accounting NIL '
Entry
7 |Reports” /| 7.01 | Monthly information Revenue Assistant
MIS to be Quarterly information
sent
8 | Link to next Approved Withdrawal statement to DCB Assistant. .
activity Approved O.M.s for sanction / Cancellation of free lighting

concession to employees to be sent establishment section.
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CLASSIFICATION OF ACCOUNTS

Accounts are basically classified into four categories i.e.,.Assets, Liabilities,
Income and Expenditure. Income, Expenditure Assets and Liabilities of the
Corporation are accounted on accrual basis i.e. as ana when they accrue. Group-
wise Classification of Accounts is as follows -

A) ASSET ACCOUNT GROUP:

These entire account group always carry DEBIT BALANCE with exception
in respect of Account Codes: 22.5100. 22.8100, 23.1457,.27.1010,.27.1020,
27.1030, 27.1040, 31.2, 32.2, 32.5, 36.2, and 37.2.

10 Fixed Assets
14 ~ Capital Work-in-Progress
15 Assets at Construction. stage
16 Assets Not in Use
17~ Deferred Costs
20 Investments
22 Stock related accounts
23 Sundry Debtors - (Revent _ sale of
power).
24 Cash and Bank
25 Advance to Suppliers
26 Advance to Contractors
27.  Other Loans and Advances
28 'Sundry Debtors (Trading)
31to Inter Unit Accounts,
39

B8) LIABILITY ACCOUNT GROUP:

All these accounts groups always carry CREDIT BAhANCE except in
respect of 44.1100, 44.1200 and 44.1400

12 Accumulated Depreciation

41 Liability for Power Purchase

42 Liability for supplies / works

44 Staff related liabilities and provisions-
48 Other liabilities and provisions

47 Deposit for works.

48 Deposits from.consumers and interest

payable on deposits

175



50
31
53
o4

55-

56
58

Borrowmgs for worklng capital

Payments dueon capltal liabilities

Capital liabilities e e
Funds from State" Governments EFC 0 ANGLLIE
Contribitions; Grants &S towards odst & O's . AL
of Capital Assets' :

Reserves *#etis

Surplus.

C) INCOME ACCOUNT GROUP:

All these account groups always-carry CREDIT BALANCE.

61
62
63
65

Revenue from sale of power
Other Income

Subsidies’and’ Grants (Revenue)
Prior-period income

D) EXPENDITURE ACCOUNT GROUPS:

All these account groups always carry" DEBIT BALANCE except in
respect of the account:codes 71.9 (ANC), 74.9 (ANC) 75.9 (ANC) 76.9 (ANC),
76.282 (ANC), 77.9 (ANC), 78.9 (ANC), 79.110 (ANC) 799 (ANC) etc., which
are exception to Revenue Expenditure Account.

NOTE: “ANC” denotes “Activitv Number Code’

70
71
74
75
76

(44

78
79
83

Power purchase

Cost of Generation'of Power

Repairs and Maintenance

Employee Costs

Administration and General Expenses
Depreciation and Other related costs

Interest and Other Finance charges

Other Debits to'Revenue Accounts
Prior Period Expenses

NOTE: The Account Groups left out in the above list as compared to chart of
Accounts are not being operated at present.
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CHECKS TO BE EXERCISED BY THE ACCOUNTING UNITS TO ENSURE
QUALITY IN MONTHLY TRIAL BALANCE

Ensure that the Account codes’ urider the followmg Acéount Groups are
having only Debit Balance. 10, 14, 15, 16. 17 22, 23, 24, 25,26, 27, 28, 70
to 83 except in the case of Account codes 22.5100, 22. 8100 74 8 (ANC),
75.9 (ANC), 76.9 (ANC}, 77.9'(ANC);'78.9 (ANC), 79.9 (ANC) 76.282"(ANC),
79110 (ANC). 23.1457, 27.1010, 27.1020,. 27.1030, 27.1040, 31.2, 322,
32.5, 36.3 and'37:2. '

Ensure that the Account Codes undér the following Account Groups are
having only Credit Balance. 12 41, 42, 44 46 47 '48, 61 62, 65,

71.9 (ANC), 74.9 (ANC), 75.9' (ANC), 769 (ANC). 779 -(ANC) and
~ 78.9 (ANC) except 44.1100.and 44.1200. | |

ACCOUNT GROUP / CODEWISE POINTS TO BE OBSERVED.

ACCOUNT GROUP 10 & 12

i, The balances under these Accounts exhibit value of 'fixed Assets and
Accumulated Depreciation respectively

ii.  Subsidiary Register: - Asset Register
ii.  Whether Abstract is put up, taking original value of the Asset and

Accumulated Depreciation as per Asset Register and balance under each
Head of Account tallies to Trial Balance.

ACC OUNT GROUP 14
i. Whether Categorisation is taken up evéry month from the beginning of
the year and amount categorised .is entered in the Categorisation register
~ for passing entries at the yearend.
ii.  Whether CWIP Balance is very abnormal as compared to Capital
Programme of the unit (may be compared with Average Capital Expenditure
of previous year), and if yes, analyse reasons for such abnormal balance.

lii.  Subsidiary Register: - 'C' Register. — Whether ‘C’ Registers are being
posted regularly
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iv. - 14.4007 - Service connection works: - Work-in-progress booked during
' the "year' in respect of all works shall' be categonsed every month
immediately after posting the “Abstract:cum-C’ Register” for service
connection works. Refer CCA’s circular No. C (A/cs) / AO (Alcs) / Sn. IV /
'CYS — 140 / 91-92 dated 24-2-1992. . Works with extension of Iihas under
Service Connection are also normally completed within 2 to 3 months and
‘hence most of the expenditure shall be categorised. -

v. Account Codes 14.607 (ANC), 14.708 (ANC), 14.809 (ANC) and
14.810(ANC): Normally items under these Accounts are drawn for use
immediately on receipt of the same or within a reasonable time after receipt.
Therefore, tallying of balance under.these Accounts .with that shown in
pricing ledger under respective follos has to be’ensured.

vi. In case balance under any'CWlP Account is constant beyond a
reasonable period, action is required to enquire about the status of
mcomplete capital works.

vii. Al other CWIP accounts: No works in the Corporation are having
gestation period of more than one year (except in Major Works). Works
commenced during prewous year must have been completed. Hence,
major portion of opening balance in these Accounts shall be available for
categorisation during the year. Ensure categorisation of this portion of
Opening Balance in addition to. categorisation of completed works of the

current year.
ACCOUNT GROUP 15

Account code 15.2030 to 15.2060: Ensure "NIL” balance under these
Accounts, as Revenue Expenses are to be capitalised and-allocated to
respective CWIP Accounts concurrently or at the end 'of the month'without
fail. ‘

ACCOUNT GROUP 16
Lo Subsidiary_ Register: Dismantled Assat,Register and Pricing Ledger.

ii. Whether balances under these Accounts agree to balance as per
Dismantled Asset Register as also pncmg ledger under respective
folios ,

ii. In case, constant balance is continuing under any of the Account
beyond a reasonable time, correctness of the same and reasons for
not issuing / disposing off released Asset/s has to be analysed.
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ACCOUNT GROUP 17.3
i) Normaliy operated at Major Works Offices:

ii») Whether ‘Registers’ / Schedlles: are maintained correctly and amount
transferred to Final-Head of Account as per ‘the provisions vide
Regulation 2.3 in KEB Accounts Manual Vol. 11l on page 6.

ACCOUNT GROUP 20
i) ’Norr'naIIf(— operated at FA & CAQO's Office.

i)  Whether Schedules / Registers are maintained properly and tallied to
the balahce under this accotint.
ACCOUNT GROUP 22 -
i) Material Stock related Accounts; Whether: closing stock as per
Accounts (by transferring the balance under related accounts' to
Account Code 22. 6100 notionaiy forthe purpose of tallymg) agrees to

balance arrived at in Stock Analysis Register as alsé'Pricing Ledger
(Cost Balance).

ACCOUNT CODE 22.4500
i. With abolition of sub-divisional stores there: ‘should nct be any
balance against this account code If balance exists, analyse the
reason and take’ actlon to cléar the balance
ACCOUNT CODE 22.7100
i Subsidiary Registér::C — Register-and Schedule.

i, Whether Work A&counts of completed jobs are being closed’ correctly
and net baiance transferred to Material Cost Variance.

.

iii. Ensure that no adverse balance exists.
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‘ACCOUNT CODE 22.7310
a)  Subsidiary Register: C = Register.

b) - Whether Work Accounts of-disconnected. Temporary Power Supply
- Works -are being closed, correctly iand net ‘balance -transferred to
Account Codes 28.4010 or;74.5117.as the case may. be..

ACCOUNT CODES 22.8100 AND 22.8200

: a) Whether Schedules have been malntalned correctly -and posted upto
date.

b) No adverse balance shall exist. If it-exists, examine and rectify.
Otherwise specify reasons.

c) Whether the cases are being pursued effectively with concerned Store
. Keeperv/ Officer / Officials.

d) Except wherever enquiries are pending, ensureclearance of entire
- .opening balance, if any. If-not, explaln

ACCOUNT GROUP 23

i, Sub-Account under Main Account Group 23.4, 23.5 and 23.9 are to be
operated only March Final Accounts:

-ii. ~ Whether balance under each Sub: -Account Code 23.1 and.23.2 in Trial
Balance agrees to ‘Closing Balance’ shown against respectlve tariff in
DCB statement for the month

. Slmllarly, balance in 61 series as peryTrial Balance including UBR
adjustments shall taIIy to total"demand of‘the year in DCB statement.
Likewise, tally Electricity Tax also.in respect. (_)f 23.3/46.3000.

ACCOUNT GROUP 24

)] Whether balance under ‘Cash on Hand', ‘Imprest with Staff’,
‘Disbursement Bank Account’ as shown in Trial Balance and Cash
Balance Report agrees with Cash Book under respective columns.

i) Ensure chargihg'off all the paid Acquittances within shortest
Possible time and clear suspense balance to the maximum extent.
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i)

"._|v)

Whether Balance under ‘Collecting Bank Account’ (Non-Operative -
Account Group 24.3) is, at the lowest.minimum. and ,the Banker is
transferring the amounts to Main Account in time promptly.

Ensure that entries -for transfer of funds from. non-operative Bank
Accounts to Main Bank’ Account at Head Office are passed regularly
.at the end of each month, based on Bank Reconciiiation statement
of Sub-divisions.

The Banker should transfer remittances. twice in a week or
immediately on balance exceeding Rs.25,000/- Hence, the
Accounts should not exhibit balance beyond this limit. To ensure
this, keep 1n touch with concerned Banker and.prevail upon them to
transfer remittances without delay.

ACCOUNT GROUP 25

Whether total of Supplier wise Advances:paid as per Sundry
Creditors Ledger agrees.to balance under this account.

ACCOUNT GROUP 26

i)
i)

il

Subsidiary Registers: Schedule / Register .

Account Codes 26.6010 and 26.6020:

Whether Advances paid to Contractors. are recorded in a separate
schedule / Register and total of unadjusted Advance tallies to
Balance under this accouit.

Account Code 26.6030:

Whether Schedule is maintained properly recording materials issued
to contractors (debit) and.recoveries (credit) correctly.

Account Code 26.6040:
Whether Séhedule is maintained correctly and posted upto date and

the balance represents value of Transformers / Meters yet to be
“returned by Supplier / Contractor.
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ACCOUNT GROUP 27

)

1)

iv)

v)

Account Code 27.1010 to 27° 1060

Recoveries made from employees shall be transferred to CCA’s

‘Office every month by Advice of Transfer after Trial Balance for the

month 1s drawn up
Account Code 27.2010
Whether this Account deplcts debit balance? Otherwise reason for

credit balance has to be analysed “In case adverse balance is due
to non- receipt of deblt AT’s from other unit’ s, :mmedlate action has to

R

Account Codes 27.2020, 27.2030, 27.2040 and 27.2070

Whether schedules are maintained properly and posted upto date.

" In case'of Festival Advance also schedule should bé maintained and

posted monthly and tallied to Trlal Balance.’

Account Code 27.2050

a) Whether Schedule is maintained properly.

b) Maximum advancé to be given ander this ‘Account is Rs.5,000/-

and the same should be regularlsed within 30 days of drawal.
Hence, except advances' made in previous month, no other items
shall be outstanding as balance. All other items_should have been
regularised.

c) Is there any over due items outstanding” and action taken for

regularisation of the same.
Account Code 27.2100
Whether Schedule is maintained properly and items outéténding

beyond a reasonable period perused with the concerned Personnel
effectively.
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ACCOUNT GROUP 28 -

i)

ii)

v)

vi)

Account Codes 28. 1030 to 28. 1130

~ Whether demand entry for recervabies under this Account is passed

in advance and these Accounts depict debit balance only.
Account Codes 28.4010 to 28.4040.

Whether Schedules are maintained properly and .posted upto date
and recoveries being watched properly.

Account Codes 28.7210 to 28.749 (ANC)

)"

Whether. register!/ schedules .are maintained properly and claims

lodged- with the concerned -parties promptly in time. The items
should be pursued effectively till finality. As debit balance under
these accounts represents amount recoverable.from. outsiders, each
outstanding item shall be reviewed and appropriate action taken for
recovery of the amount or transferring the amounts to final heads of
account, as the' case-may be.

Account Code 28.810 (ANC)

Whether proper claims have been lodged with:SuppIierjl Contractor
to recover expenses / excess payments etc.,

All other Account ‘Codes under Sub- Account Group 28.8 are
normally operated at Head Office only

Contra Account Codes: 28.930 (ANC) / 46.102 (ANC), 28.932 (ANC)
/'48.2000 ‘ :

As these are Contra Account Codes, debit balance under one
Account Code must be equal to credit balance agalnst the other
corresponding Account Code.

ACCOUNT GROUP 31 TO 39

i)

Account Group 31,32, 36 and 57

) Whether |UA Ledgers -are. being-maintained in'accordance with
new procedure implemented-from July 93 in: -respect of 31,36,37 and
from 1-1-96 in respect of 32 and.location code wise Accounts closed
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i-ii)

_every month and balance tallied to Trial balance. “Whether Accounts.

Officer watches clearance of balances continuously.
Account Code 32.802

Whether - these' Accounts .are : being. operated keeping in view
guidelines issued for preparing Annexure — 8 and details of
Released assets commissioned priorito April 1985 are:recorded in a
separate register for purpose of reconciliation and preparation of

- related"Annexures of March Final.Accounts.

Account Code 33

Whefher entries in respect of remittances transferred from Non-
Operative Accounts to Maintaccounts at.Head Office are passed
correctly based on the Bank Reconciliation statement. -

iv)  Account Code 34.
Whether Funds transferred ‘fromiHead Office -and cheques of one
lakh and above (sent from Head~" Office) have-been accounted
properly and tallied to monthly statements sent by FA & CAQO's
office. .

UNT GROUP 41

1 These Accounts are operated at LDC only

i) Whether Control 'Registers ‘are being: malntamed properly and
balances tallies to Accounts.

ACCOUNT GROUP 42

i)

i)

Account Code 42:1010

Whether abstract of uncleared’items as per RVR is-put up at the end
of every month and total tallied to balance under this account.

Account Code 42.2010 and 42.4010

Whether balance under. these accounts represent value of supplier
and contractor bills:passed but not paid. This aspect may be verified
with reference: to Sundry Creditors ledger -and -control register
maintained for admitting contractor’s bills.”
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ACCOUNT GROUP 44’

1)

u)

ii)

Account Codes 44.1100 and 44.1200

Whether gratuity and pension paid are being debited to these
accounts directly (since provision is made centrally at Head Office
debiting revenue expenditure accounts and crediting. these
provision accounts)

Account Code 441400

Refer Account Code 75.860 (ANC)

Account Codes 44:2100 44:2200, 44.3200, 44.3300

Whether Schedules are maintained properly in respect of these
accounts and balances tallied to Tnal balance.

iv)  Account Code 44.3100
This being a payable account, should exhibit enly credit balance.
Ensure charging off of all paid acquittances within the shortest
possible time and clear salary suspense under this account.
ACCOUNT GROUP 46

i)

Account Code 46.101 (ANC) and'46.9100

a) Whether Schedules are maintained properly and
balances tallied to-Accounts: -

b) Whether items outstanding for more than three.years are
being credited to Miscellaneous Recoveries observing
usual formalities.

| Account Code 46.3000:

a) For tallying purpose and also ensuring correctness, a

consolidated statement of Tax Demand (month wise and
tariff wise) has to be prepared which also facilitates year-
end reconciliation of Tax Demand.
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i)

b) Whether progressnve total of Tax Demand as per. the
statement referred in (a) above agrees to balance under
this Account,

Account Code 46.4100

a) Balance under this account represents Suspense amount
in respect of Traveling allowance

b) Whether Schedule is maintained properly and T.A.

Suspense is maintained at lowest minimum level by
obtaining and charging of all paid rolls of T.A.

Account Codes 46,4400, 46.4500, 46.9240, 46.9250 and 46.9270

a) Baiance under these Accounts  represents Taxes,
Charges etc , payable to Government

b) Ensure whether Register / Schedul,es are maintained and
remittance of the amounts™ to Government are made
within the statutory time limit.

Account Code 46.9220

a) Whether Schedule is maintained properly and necessary
adjustment entries are being passed correctly on disposal
of Scrap / Stores.

b) [n case the amounts are outstanding beyond a

reasonable period. further analysis is to be made to find
out reasons.

ACCOUNT GROUP 47

iy

Account Codes 47.6010, 47.6030. 47.6070

a) Whether -

revenue Units are maintaining Registers properly

{which can be ensured by obtaining monthly abstract as already
prescrlbed )

b) Whether items outstanding ‘for more than three years are being

transferred to miscéllaneous recoveries regularly (except 47.6030)
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i) Account. Code 47.6090

Whetherkg‘—,‘revenueUtcollectiohs,-_;ac_co,unted -under this account
temporarily is cleared in full after passing entries every month.

ACCOUNT GROUP 48
i) Account code 48.1000
Whether Register is being maintained (at Subdivision) properly.
ACCOUNT GROUP 50, 51, 52, 53, 54, 55 AND 56

i)  As these Accounts are operated at FA & CAOQO's Office only
(except ,55.1000. and,55.3000),2 no detailed. explanation is given
here:

ity Account Code 55.3000:

Whether works. are taken-up under«Border- Area Development.
programme, whether grants received are accounted under this
account and expenditure booked4aunder,iAccountiiCode
14.370(ANC) correctly and expenditure has not exceeded the
grants received:

ACCOUNT GROUP 61

i. Revenue; from, sale of ‘power.(i.e.; Revenue Demand as per
DCB) is accounted under these Accounts. :

. Whether progresswe ‘revenue demand. as” per,»;Statement_p of

Revenue Demand (month wise and tariff wise) and alsc DCB agrees
to- balanc_e__u_nder these Accounts.
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ACCOUNTS GROUP 62

i)

ii)

Account:Code:62.2100 should not'be operated at the Unit level

“as vinterest "is™ calculated and -accounted’ at' Head Office

Centrally.

In case Account Code 62.4000 is operated, whether the gain
has been calculated correctly-as-per instructions given on page
147 of KEB Accounts Manual Vol. Ill and related regulation.

All other Account Codes — no specific comments.

ACCOUNT GROUP 65

i)

i

- Whether these'Accounts’ are’iopérated to-account prior period

income or excess provision for Revenue Expenditure in previous
years only. '

Ensure balance under these Aceounts is not abnormal (except
specific instances to be ¢

'ACCO—UNTSGROUP'?O'AND 71

These accounts are to be operated at LDC only.

ACCOUNTS GROUP 74

It has to be’ensured'th‘at expenditire under these Accounts is

not abnormal.

ACCOUNTS GROUP 75

1)
i)

iii)

Ensure that Expenditure under these Accounts is not abnormal.

Account Code 75.763 (ANC) ,
Whether the employers’ contribution to Labour welfare fund is -
made as per statute in December of each year.

Account Code 75.860 (ANC) :
Whether refund under Family Benefit Fund (i.e., Rs.50,000/-) in
case of death is segregated between Account Codes 44.1400
and 75.860 (ANC) correctly.
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iv) Account Code 75.880 (ANC)
Whether compensation-under KEB Life Cover Scheme, 1987 is
debitedito” this* Accounit’and- balance'under this Account is in
multlples ‘of Rs.10; 500/- (with exception if:any).

ACCOUNT GROUP' 76
No' specnflc comiments'éxcépt that it i$ to bé ensured that these
Accounts deplct debit balances’ only and-there is no abnormal
Expendlture under ahy ‘Accolirit

ACCOUNT GROUP 77

i) Whether depreciation has bee
Assets in use at the beginning of

i) Whether losses relating to Fixed Assets if any has been
worked out and accounted correctly.

ACCOUNTS GROUP 78
No specific.comments.
ACCOUNT.CODES 74.9, 75.9; 76.9 77.9 AND 78.9:

In Major Works Zone, Major Works Circles / Division ensure
that total revenue expenditure under 74, 75. ... etc., series tally with the
amount capitalised and shown against 74.9; 75.9 etc., respectively.

ACCOUNT CODE 77.550 (ANC)
Ensure that only Labour charges on decommissioning of Assets is
booked under this Account and no debits / credits in respect of
released assets received / issued is booked.

ACCOUNT GROUP 79

Whether losses, Bad Debts etc., if any has been accounted prbperly.
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ACCOUNT GROUP 83

i),

i)

Whetherr_all-expenses»;relating-to,;previbuﬂs,\years {crystalised -
during current year) is booked:under these Accounts.

Also ensure that these Accounts arg'\nog;(operatgq.jLa_s a
routine accounting entry. (for e.g. debiting Account Code

83.7; for,shortfall of interest, owing -to-theifact that- provision
-during previous years -was not.made.on,sound and proper

basis but by adhoc and arbitrary basis).-
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ADVANCE ACTION TO BE TAKEN BY ACCOUNTING UNITS IN |
PREPARATION OF MARCH FINAL ACCOUNTS

1. The units shall-chalk out plan of action to submit March Final Accounts within
the stipulated time.

The.officers should invariably go through the “Guidelines for preparation of
March Final Accounts™ and “instructions for preparation of March Final Trial
Balance’ issuéd every year.

. The list of Annexurés to March Final Accounts issued shall serve as guideline
to ensure enclosure of all Annexures and Appendices to March Final Accounts
of the unit

4. The provision for “Doubtful Dues” and “Pi'?'vié_ion for Withdrawal of Revenue
"Demand” have to be made at the Units only

. The balance in respect of IUA accounts (31, 32; 36 and 37 series) will be . :

reviewed at the time of acceptance of March Final Accounts and hence the
Units should bring all connected “IUA Location Code wise Ledger Accounts”
and respective quarterly statements to Head Office along with"March Final
Accounts and show NIL balance or. MINIMUM BALANCE in all the Inter Unit
‘Accounts. '

~ Obtain paid Acquittances from all the Sections / Subdivision upto March before
" closure of cashbook for March and charge off in theé cashbook to reduce cash
suspense to the barest minjmum.

. Obtain Bank Reconciliation statement for March immediatély after closure of
March and pass necessary entries regarding remittances made to Main Bank
Account. Also see that no balance is retained at the Bank without transfer to
Main Bank Account.

. Ensure that “Outstanding Liability” and "Prepaid Expenses” statements are
ready on the last day of March and pass necessary entries for suitable
provisions immediately after closure of last day’s transactions in March and
incorporate these entries in March Accounts only, if possible. Any outstanding

- liability crysfal’!sed afterwards but before réndering March Final Accounts, may
be incorporated in March Final Accounts. If March Final accounts are already
submitted and items of outstanding liability are perceived subsequently such
amounts may bé immediately intimated to Head Office with details of nature

and period of liability.
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9 Obtaln DCB for.,March,from. all Section / Subdivisions on 1% or 2" day of April
so that compilation. of Final’Accounts’ could: be finished’ early

10.Provision for. Bad and Doubtful debts shall be provided at prescribed
percentage (at present 4%) on total balance outstanding in ‘account group 23.1
and 23.2 as per trial balance of March Final accounts

11.0btain statement of excess demands proposed for wrthdrawal “but not
withdrawn yet and amount identified for wrthdrawal but withdrawal process not
initiated yet, with details required for filling up Annéxure to March Final
Accounts as also to make prowsron for wrthdrawal of Revenue demand as per
item’— 4above

L R . .
e £

12.0btain details of disputed claims pending before Appellate Authorities and

courts which are not included either in Provision for withdrawal of revenue

demand or in Provision for Bad and Doubtful Debts for filling up Annexure-

15 (c)- This may also be obtained well before 31* March without fail.

13.0btain “statement of arrears _outs_tanding in respect of ‘permanently
disconnected installations, from all Sections / Subdivisions well before 31%
March as the same is.required to be furnlshed along wrth March Final
Accounts.

14.Obtain stetement of category wise pendency of Test Reports unopened with
.date of service and cannected loads, from all the Sections / Subdivision before
31° March for consolldatlon and enclosing the same to March Final Accounts.

15.0Obtain statement'of arrears outstanding for more than 6 months from all Sub-
Division /Section well before 31% March as the same is to be furnished along
with March Final Accounts

16.Obtain details of Jeeps / Cars from Sections / Subdivision to furnish details in
Appendix — |, so also obtain details of Guest Houses.

17.Ensure that reversal entries for provisions made in the previous year are
passed wherever necessary.

18.Ensure that consolidated statements for energy consumption, revenue
demand, revenue collection tax demand and tax collection pertaining toc DCB
upto the end of February are prepared in advance; preferably before second
week of March and kept ready for filling up details from March DCB and also
March Final Accounts, if any.
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19.Unless stock accounts for March are comp|led¢W|thout any delays~the March

21.

S per.. 'codal rules Store accounts from
it is

Final Accounts cafrot'be finalised:
each store have to be obtained & tcl_ng,/ compllatlon done.,

days/weeks/fortmghtly g
monthly Trial Balance, this procedure‘has got E) devastatlng effect on
compilation of March Final accounts and becomes one of the major
bottlenecks causmg delay in f|nallsat|on of Final® Accounts "Therefore, the

“Accounts " Officers should make it a po:nt to note and’ momtor that store

accounts upto 15" March have been received in-the Division on 15" itself at
the latest, and the store accounts from 15" March onwards are invariably

‘obtained everyday posntlvely ‘The Compilation™of stock’ accounts on day to

day basis in the Division’ officé’also shall be ensuréd iri the same manner and
arrangements shall be made to complete compilation of stock acéounts either

on the last day of March oron the 1 day of April posmvely

20:Ensure that categonsatlon of all service connection works upto February ‘and

of completed works - i respect ‘of other Works'ié done before 10 March and
only journal entries are left to be passed. Categorisation in respect of service
connections/ other completed works during March shall be done on the last
day of March and consolidated entry shall be passed to this effect either on
315 March or on 1% April so that no delay is caused owing to this work.

Ensure that depreciation is calculated on all assets at the beginning of the year
and entries incorporated at least in the 1% week of March, if same has not
been done earlier as per standing instructions.

22 Ensure that accumuiated depreciation in respect of releasect assets is

calculated correctly with the help of ready reckoner sent. This aspect will be
verified at the time of acceptance of March Final Accounts by H.O. -

23.Major Works Division shall ensure transfer of Assets commissioned during the

year to the concerned Divisions anhd also confirm that such assets are taken
into account in the Division to which the assets are transferred, during the year
only. Similarly O&M Divisions also should make sure that such assets
received from Major Works Divisions are brought into accounts before closure -
of Account for the year.

24.Accounts Officers and Assistant Accounts Officers shall personally examine

balances under the following Suspense Accounts and ensure clearance of
maximum balances_, so that minimum balance is exhibited in the March Final
accounts. :
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e 22450 = Material transfer within the Division (Nil Balance as Sub-
divisional Stores are abolished)

22.710 — Workshop Account

22.810 - Stock shortage pending investigation

22.820 - Stock shortage pending investigation

27.205 - Advance to staff against expenses

28.401 — Amount recoverable from employees

28.749 — Claims for loss/damage to Capital Assets - others

31.1, 31.2, 321, 32.2, 32.4, 32.5, 36.1, 36.2,37.1 and 37.2 — IUA accounts
47.607 — Revenue Suspense

25. Accounts Officers and Assistant Accounts Officers in the Unit shall note. that
preparation of March Final Accounts is continuously taken up from 1% day of
‘March itself. As and when statements / returns are prepared / completed,
such statements/returns shall be got audited by Accounts Officers (Internal
Audit) concurrently / simultaneously. There should not be any letup in this

. regard. Accounts Officer (Internal Audit) / AAO (Concurrent Audit) should also
involve in this work from the beginning and throughout preparation of Final
Accounts. '
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S TO BE EXERCISED BY ACCOUNTING UNITS WHILE SENDING
MARCH FINAL ACCOUNTS

In addition te the checks prescribed for ensuring quality' in-,monthly Trial

Balance, the foIIowmg checks are to be exercised specifically while the March
Final Accounts are prepared and sent to Head Office:

1.

Ensure that. all entrles for. outstanding liabilities and.prepaid expenses passed
during previous year and reversed in the accounts of succeeding year. Ensure

_that funds transferred / cheques issued during the year but-not accounted in

the same year in accounting unit are brought under in-transit- accounts and

' mcorporated in accounts in the same year and -reversed-in the succeeding

year. .

. Ensure that provision for Unbilled Revenue is made.

Ensure that DCB statements are prepared as per the instructions issued by
office of the CCA vide Circular.No. Cys-7 dated 13-4-1988. All five statements

\in . respect , of consolidated .consumption, Revenue Demand, Revenue

collection,. _Tavx Deme_ng and-Tax collection for the year should invariably be
prepared and enclosed to March_Final Accounts. .B&E statement for. March
Final shall be separately submitted, wherever adjustments are passed / made
effecting Electricity Tax in.the March Fin'al

Ensure that there should not be any balance under Account Codes 28.932 and
48.2, as per CCA Circular No. Cys-73 791 -92, dated 7-9-91 except deposit

'amount collected from consumers in the form of Bank ‘Guarantees / fixed

deposit accepted-as per orders of any. Court of Law or competent authorlty of
the Corporation.

Ensure that balances under the following Account Codes are brought to:barest
minimum on the lines of instructions issued from time to time. 22.7200,

22. 7100, 22.8100, 22.8200, 27,2050, 31.1, 31.2,.32.1, 32.2; 32:4, 32.5, 36.1,

36.2, 37.1 and 37.2.

. Ensure that no case of withdrawals of Revenue and. Tax approved by various

authorities are left unaccounted.

. Ensure that all FA and CAO’s / RBC cheques and funds transferred during the

year are correctly accounted.

. Ensure that in Major Works Divisions / Major Works Circles, /-C.E.E.-(Projects) /

C.E.E. (Major Works) provision made during the year for Bonus / Ex-gratia are
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‘capitalised~and that ‘entry* passedfor-provision of Bonus and Ex-gratia’ are
reversed in the beginning of next-year

9. Ensure that in Major Works Divisions:

i)  Assets created during the ‘year afe transferred to respectivé O&M
: DIVIS!OnS and that these transfers are accepted by Q&M D|V|S|ons and
provision for depreciation is made in’ transferee’ Dwnsnon

i) . Assets created during the year are transferred to respective O&M
Divisions ‘in the same year. If O&M Division has already submitted
March Final Accounts before March (Final) 'Accounts of Major Works
division is finalised *(which shall be ascertained by the concerned

‘Major Works Division contacting the respective Divisions), such
Assets need not be transferred to respective O&M Division during the
year

10. 'Paid acquittance “rolis for all the payménts made till 31%' March shali be
obtained from all Subdivisions/ Sections and charged off in ‘Cash Book of the
Division office invariably before closure’of the' Cash Book for the year in view of
reducmg suspense to the maximim extent.”

11. 22.6100: Ensure that all stock related dccounts- are:closed and balance .
transferred to Account Code 22.6100 and closing balance of stock as per
Accounts tallied to the related Annexure. -

12.  Credits / debits booked during the year in respect of store counting for‘the
year shall have been cleared obtaining final orders:

13. Contra Account Codes: 22, 6600 / 42. 3010 15.5000, 14.3507 / 42.5010,
22.6800

As these are-Contra- Account Codes, debit:-balance: under- one Account Code -
must be equal to credit balance’ against the other correspondlng Account Code
(Except provision entry passed for creating liability in respect of Bhagyajyothi
bills on hand at.the year" end)

14 44.3200 and 44.3300
Ekcépt in Major Works Division / Circle, C.E.E! (Projects) and C.E.E’ (Major

Works) these account codes should not exhibit any balance in March Final
Trial Balance, which:may be ensured.
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15.

16.

17.

28.8200 and 46.4300

If no balance is shown in these Accounts, it indicates thatno prepaid expense -
or outstandmg liability exists in. the Unit as at-the end.of the year. - Is it true’?
Otherwise pass necessary_ entries for . accountlng prepaid ~expenses /
outstanding liability. =

46.9110:
In case, any entry is passed in_ respect,of unissued .chegues, the amount -

credited to. this account should tally with amount.debited.to- Account Group -
24.4 and shoyvn separately in Cash Balance Report.

75.860 (ANC)

Balance under this Account in Part — B of Trial Balance should tally to -

the amount shown in related Annexure of the March Final Accounts.

18. 77 (ANC):

' Ensure that depreciation provision made and debited to these Account

Codes tally with the amount shown in relevant Annexure of March Final Accounts. -

- 19. Classification of Account Codes under Part, A, B, C and D:

Ensure that Account Codes are classn‘led correctly and brought under each

part as prescribed.

20. Tallymg in Part - E and arri\}ing at Closing Balance

21.

of 37.802

) Ensure that Grand Total of debits and credits of Part A, B, C and D
: tally with totals brought forward in Part- E separately.

)] Ensure that closing balance of ‘Account Code 37. 802 is correctly
arrived at in Part — E.

YEAR-END ENTRIES:
It may be noted that certain Account Codes are to be operated only at the
yearend (i.e., March Final Accounts) to make provision for Outstanding

{iabilities and accountal of prepaid expenses. Such Heads of Accounts /
Account Groups are:
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15.5000 Provision for completed works

22.6600 Material pending inspection

22.6800 Materials — in — Transit Account’

23.4 (ANC) Provision for Unbilled Revenue

23.5 (ANC) Dues from permanently disconnected consumers
24.6 Transfers for Head Office In — Transit — Account
28.8200 Prepaid Expenses

42.3010 Provision for Liability for supply of Materials
42.5010 Provision for Liability to Contractors
-46.4300 Provision for Liability for Expenses

46.9110 Unissued Cheques
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“LET US KNOW OUR ACCOUNTS”
~ SYNOPSIS: -

This is an attempt to enable ofﬂcers in the Accounts Cadre to know
our Annual Accounts in detail and depth and also to equip them to
maintain and compile -Corporation’s accounts correctly. While
educating our-officers and staff in this manner, attention and stress
has been given to weak points and areas where Audlt observations
appear quite often. ~_The course to be adopted overcome such

mistakes .and avoid recurrence of the same is. also discussed in
detail. Action to be taken and checks to be exercised in preparatlon
monitoring and supervision of the Final Accounts have been dealt in
detail in the foregoing paras. with a view to improve, quatlty of the
Accounts as also submuss:on of the Accounts in time..

As per provisions of the Companies Act, 1956, Audited Accounts of
the Corporation has to be placed before Annual General Body Meeting
(AGM) and get the same passed within 6 months from closure of the year.
Audited Annual Accounts of Karnataka Power Transmission Corporation
Ltd, has to be got approved in the AGM before 30™ September of every
year The Chief Controller of Accounts obtains trial balance and other
subsidiary statements at the end of the Financial Year from all Accounting
Units_and prepares Final Accounts of the Corporatron -after consolldatlon
of all the trial balances so obtained.

LET US KNOW OUR ACCOUNTS: -

Trial balance obtained from all Accounting Units is consolidated at
the Head Office to arrive at one figure under each Head of Account in
respect of all Accountmg Units.  Head offlce also maintains a_.separate
Gerieral Ledger to mcorporate entries passed in.respect of Ioans funds
and subsidies recéived  from Government of Karnataka and other
agencies and also. to make certain provisions and liabilities which are to
be made consrderlng each aspect of the issue at. Head ‘Office only. Such
provisions are for payment of pension and gratuity, ‘family benefit fund,
revenue due from new installations serviced but ledger accounts of which
are not opened etc. Bifurcation of energy charges and capital loan
repayment out of total demand made in respect of Bhagya Jyothi
installations. are also done in the Head Office. Apart from the above,
specific adjustments and other adjustments are also passed in the Head
Cffice and incorporated in Accounts of the Corporation through separate
general ledger maintained. Among other adjustments, accountlng of
RE loss subsidy. on accrual basis to earn a minimum of 3% Rate Of
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Return on the net fixed assets at the beglnmng of the year is also one
such entry. After balance in'the general ledger maintained at Head Office
is struck, these balances are clubbed with consolidated trial balance of all
Accounting Units and trial balance of the Corporation is drawn:This Trial
‘Balance forms the basis for preparation of Annual Accounts of the
Corporat:on which consrsts of Profit & Loss Account and Balance Sheet
along Wlth schedules '

How ANNUAL“ACCOUNTS ARE PREPARED: -

< From the Trial Balance, all 31 Schedules are prepared. All items in
the Trial Balance will find"a place in one or other schedules and no item is
left out. Schedules from 1 to 15 & 30 pertain to Balance Sheet and
schedules from 16 to 31 except schedule 30 ‘pertain to Profit & Loss
Account.” It is to be noted that total of each schedute will be posted as an
independent item either in the P&L Account or in the Balance Sheet as the
case may be.

: FORMAT OF AC_COUNTS: :

Final accounts of the’ Corporatlon are prepared as per provssmns of
Compames Act, 1956 and simitar to“any other Company As we know,
_ commercial Orgamsatlons prepare Profit and Loss Account and Balance
Sheet with supportmg schedules for each of them. In the schedules
figures for the preseént year and prewous year are lndlcated agalnst each
activity.

PROFIT AND LOSS ACCOUNT: -

“In the Proflt and Loss Account lncome and Expendlture are
-separately shown under dlfferent activities. Schedules from16 to 31except
‘30 are the baS|s for showing flgures under Income in the Profit and Loss
Account, Revenue Expendrture capitalised and’ brought in Schedule are
- deducted out of total expenditiite Gnder relevant héads of expend|ture in
,Profit and Loss Account under the heading “Less Expenses Capltallsed
The dlfference between total expenditure and lncome will be shown as
Profit or Loss before tax, as the case may be. The amount of Profit or
Loss so arrived will indicate working result of the Corporatlon for'the year.
To this profit or loss; net amount of extraordinary items and Prior period
charges or credits will be added or subtracted respectively and Profit or
Loss for the year arrlved at,  Profit or; loss for the year will be added or
subtracted from carried over Loss or Profit of previous years and the
balance remaining after _making approprlat:ons will be carried _over to
Balance Sheet through Reserves & Surplus schedule.
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BALANCE;SHEET:;

In the Balance sheet, assets and liabilities are shown.separately under
relevant heads. Schedule No.1 to 15 & 30 are supporting schedules to
balance Sheet.- To.start: with, [in the,Balance, Sheet, :liabilities are shown
under the heading Sources of Funds ;and Assets are - shown under the
heading Application of Funds. Assets are shown under the heads - Fixed
Assets ,and Current-‘Assets: i From;the: total,of; current . assets, current
I|abllltres are deducted .and:Net Current Assets are- shown

SCHEDULE-WISE ANALYSIS.OF ANNUAL-ACCOUNTS: =

Schedule 1- Share Holders Funds: - Details of Authorised Capital
and paid up capital are shown. in-this. schedule.

Schedule 2- Reserves and Surplus: - Details of various reserves
and surplus of the.corporation.are shown in this:schedule..

Schedule 3— Secured;-Loans:-;- Loans obtained from. different
financial Institutions. /- Agencres;grvrng security are, shown in this
schedule.

Schedule, 4~ Unsecured: Loans: - Loans -obtained.from. different
financial . Institutions_/- Agencies. W|thout security, are-. shown in- this
schedule At:-present there are no unsecured loans.

Schedule 5 - Securlty Deposits: - Various types of: Security
deposits: recerved from consumers are deprcted in-this schedule

Schedule 6 — Fixed Assets: - Original vaiue of fixed assets along
with depreciation. on such fixed. assets.and.Net Block of Fixed assets
are shown:.in:this schedule. -

Schedule 7- Capital Work in Progress - Details of Capital Work in
progress are shown in this schedule.

Schedule 8- Investments: - Investments made by the.Corporation
with various outside agencies in securltres / Bonds and fixed deposits -
are. depicted in this schedule.

Schedule 9- Interest accrued on Investments and Deposits: -

Interest accrued on Investments and deposits of the corporation are
deplcted in this schedule
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Schedule 10- Inventories, Stores & Sparés::---This schedule
depicts the value of inventories, stores and spares held by the
C_orporaitic)n. ) ' ‘

Schedule 11-Sundry Debtors: -Category-wise Sundry Debtors of
the Corporation are shown |n this schedule.

Schedule 12- Cash & Bank Balancgs: -Cash 'and Bank balances
held by Corporation with different banks are'shown in this'schedule.

Schedule 13-'Loans and Advances: - Loans and Advances made
by the Corporation to different parties are depicted in this schedule.

Schedule 14- Other Assets:-Other Miscellaneous current assets of
the Corporation are shown in this schedule.

Schedule 15-"Current liabilities and Provisions:i --This schedule
indicates liability for purchase of power, liabilities towards employees
‘dues, deposits obtained from contractors/supphers liability towards
electricity duty payable to government etc.

Schedule 16 — Revenue from Sale of Power: - This schedule
shows the total revenue earned from sale of power toall categorles
of consumers during the year. Revenue demanded during the year
are shown tariff category-wise. It shall be noted that the Revenue
actually collected has no connection with the figures indicated herein.
Revenue indicated in this' schedulé is accounted on accrual basis
and includes the assessed revenue in respect of unbilled energy upto
31% March and unopened test reports of newly serviced installations.

Schedule 17 - Revenue subsidies and Grants: - R.E. Loss subsidy
required to earn a surplus equivalent to 3% R. O.R as per statutory
requirement, accounted on accrual basis is shown in this schedule.
Other revenue grants and ‘subsidies recelved are exhlblted in this
schedule.

Schedule 18 — Other Income: -_This"schedule’includes-interest on -
Loans and ‘Advance to staff, Interest earned on Investments, Income
from trading, Hire charges and othér charges collected, rent collected
from staff and other commissions earned. :

Schedule 19 — Purchase of Power: - Energy supplied by the
Corporation is bought from. various agencies. " Cost of power.
purchased during the year from such agencies is separately shown in
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ia. @re Eaf “ !
this schedule AII power purchase related expenditure is.booked in

. the Accounts of Load _Despatch Centre.

: Sch_e_duie/ 20 - Repairs ,and ,Maintenance: - The:expenditure
incurred on repairs. and- maintenance. of various assets is,shown in
this schedule.

Schedule 21— Employees, Cost: -;This schedule includes various
components of expenditure incurred.on employees.. -

Schedule 22 - Administration & General Expenses: - All types of
Administration and General expenses are shown in this schedule.
Schedule 23 - Other Debits: - This schedule depicts various debits
like, Material Cost variance, expenses on R&D . activity, Bad and
doubtful debts provided for and other asset related expenses.

Schedule 24 — Other Expenses Capitalised: - Amount Capitalised
in respect of Repairs &, Maintenance,  .Employee :Costs and
Administration and General Expenses are shown in this schedule.

Schedule 25 - Deprecuatlon - Deprematlon prowded during the
year on all.types;of fixed assets of the Corporation.is shown in this
schedule -

Schedule 26— Interest and other. Charges: - Interest on State
Government Loans,- bonds,. debentures and loan obtained from
different financial institutions / agencies and all other interest charges
are shown in this schedule.

Schedule 27 — Provision for Taxation: --Provision for Taxation
made by the_Corporation is shown in this schedule.

Schedule 28 - Extraordinary items: - Extraordinary credits like
subsides against loss on account of natural calamities and
extraordinary debits like losses on account of natural calamities are
accounted in this schedule and net amount is shown in the profit and
loss account.

Schedule 29 — Prior period Charges or Credits: - ltem-wise details

of income relating previous years and prior period Expenses/losses
are shown in this schedule.
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Schedule 30~— Mlscellaneous expendlture to the extent not
written:off-*[- or’ adjusted Deferred Revenuée - expendlture
incorporated i in the accounts’is depicted:in- this schedule, itém-wise.

Sche’dﬂle 31= Generation of power: - Cost of Genération-pertaining
to20% share of TBHE Board'is 'shown:in this s’c_hedule‘." '

Notes to Accounts: - All matters that have bearlng on the Profit &
Loss Account*and "Balanées-Sheet:for. the yéar are brought out in
this. The‘Balance Sheet-prepared‘has to be read with reference to

Notes to Accounts to have a comprehensive view of the state of

affairs of the Corporation

AUDIT: - Annual Accounts of the Corporatlon are subject to audlt initially

by -

‘Branch Audltors “followed by"AGs Staff Supplementary audit.

Folléwing are somie of the observations that are ¢ommon to majority of the
Accounting units: -

> Short provision of Depreciation:-for the year:

> -Non-posting of Fixed Asset Registers-

«» .Non-effecting of T.D.S.

> Delay in remittance of amount of T.D.S.

> Improper mamtenance of prescribed Schedules / Registers
»' Non-reguldrisation of amount drawn on Proforma'Bills

¥ Heavy balance under recoverable heads of account

> Adverse balances '

> Wrong allocation of Heads of Accounts

» 'Exgess/short provision towards outstanding liabilities

'+ Non-clearance of balance unhder IUA duly obtaining acceptances for
ATs sent '
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M S ARTACCOUNTING POLICIES ADOPTED FOR THE YEAR
| 2000-2001 ' e

1. METHOD OF ACCOUNTING:- .

1. The FlnanCIaI statements are prepared under Hlstoncal Cost
- convehtion~ if-accordance 'with ‘Provisions of the’ Compames Act,
1956 as adopted by the Company All Income and Expendlture
havmg ‘a’"material bearing on  the Fmanmal "Statements are

. fecognised on accrua: basis.
12, ¢ Cash baS|s of Accountlng is followed n respect of
' ) Grants and SubS|daes from Government in, respect of Capital
‘adsets”
b) Interest on- House Building Advance, House Purchase
- Advance, Vehicle Advance and Computer Advance:

2 )FIXED ASSETS -,

B Ep 4

_24. " All the Fixed Assets are recorded at cost Iéss accumulated
- depreciation

3. DEPRECIATlON SO

3.1. Depreciation on all assets (except computers and lease hold
land) is, prowded on, straight ||ne method, as. per, EIectnmty,(Supply)
Act, 1948 on'thé basis of Céntral Government Notlflcatlon '‘No."S 0.
265 E dated 27-3-1994. N

3. 2 > ) Deprecuatlon on Computers is prov1ded on stra|ght Ime method
as per Schedule XIV of Compames Act 1956 ,

3300 Deprecuatlon Gh lease- hold. asset.is_ prov1ded at’ the years
amortisation rate arrived at on the basis of lease period..

3.4. Depreciation on all assets IS pro_vld!ed; uptod_§35'% _o_f_ the;Origin:aI
Cost e S T NS e ey

3.5. Plant & Machinery costing Rs.5, 000/-.or less individually are
depremated “at 100 % in the year in WhICh they are mstalled and put
to use.

3.6. Depreciation is not prowded in the year in which the assets are

" commissioned or added. Deprecratlon is prowded from the
succeedlng year. Deprematron is provided for the entire year in the
year in Wthh assets are decommnssnoned / scrapped / released

lrrespectlve of the date of. the event ’

"317:‘ Depreaataon is prowded on total block ‘of feleased assets on
the wntten “down value balance” at rates’ prescnbed for providing
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deprecnatlon In Notification No...S.0..,265 E. dated 27;3-1994 of
Central Government

4. CAPITAL WORK IN PNOGRESS:—

4.1. - Common expenditure incurréed by Divisions / Circles / Zones
_and Administrative offices are not apportioned and debited to Capital
Expendlture as the ‘costing' method and procedure’ are not evolved
yet

42 All expenditure’ mcurred in, Major Works unlts are deblted to. :

" “capital works.
4.3 Interest and Finance. charges payable on loan obtamed for the
- works Costmg Rs.One crores and above are only capitalised, in view
“~" of the difficulty in identifying the Source to application. )

5. INVENTORY:-

5.1 Inventories are valued at historical cost (last purchase pnce)
net reahsable value whichever is Iower

6. INVESTMENTS: A \

6.1 Curren_t investments are valued at lower of cost or fair value:

7.RE. SUBS!DY FROM GOVERNMENT 'OF" KARNATAKA:-

7.1 In view of the specific commitment. by Government of Karnataka

- Rural’ Electnﬂcatlon Sub5|dy has been accounted on accrual basis to

~ earn a surplus of 3% on the net leed Assets at the beginning of the
year.

8. RETIREMENT BENEFITS:-

8.1" F’enSIon is Prowded based on the actuarial valuatlon '

82 Gratwty is also provided based on the actuarial valuatlon payable
as per the Company's rules. :

8.3 Leave encashment is provrded based on the actuarial va!uatlon ‘

’ ‘payable as per Company’s rules.

8.4 Pensron & Gratuity flablllty upto 31 3- 2000 as per Actuanat

" valuation is recouped by Government of Karnataka and has made a
clear commltment vide, G. O No. DE 12 PSR 2001 Bangalore dated
'30-03-2001 to pay the amount to KPTCL's Pension & Graturty Trust,
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9. REVENUE RECOGNITION: -

9.1.Revenue from sale of energy is.accounted on accrual basis.
Revenue is reduced by unbilled revenue of previous year included in
this year's revenue. Revenue is increased by the unbilled revenue of
this year and that due from consumers whose ledger accounts are
yet to be opened. '

10. PROVISION FOR BAD & DOUBTFUL DEBTS: -

10.1 Provision for bad & doubtful debts is made at 4% on the balance
outstanding in March Final Trial Balance against Sundry Debtors account.






