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Introductory.

1. The Auditor General determines the forms in which disbursing and
other officers of the Pakistan Posts and Telegraphs Department, who
render accounts to the Posts and Telegraphs Audit Officers should render
such accounts and in which the initial accounts, from which the accounts
so rendered are compiled or on which they are based should be main-
tained (vide Rule 22 of the Auditor General’s Rules).

Note—The term *accounts’ as used in this Code should be construed to mean
“ zeeounts of stores and stock, as well as accounts of money transactions” (vide
_ Rule 2(a) of the Auditor General's rules).

2 The Director General of Posts and Telegraphs is responsible
that suitable accounts are maintained by the Officer subordinate to him
and the Auditor General should seek his intervention in cases in which
the prescribed forms of initial or other accounts or of bills are deviated
from whether in respect of accounts rendered to his own office or to
the Audit Offices under his control.

3. The forms in which the accounts should be kept in the Audit Offices
under *he control of the Auditor General, or in his own office are pres-
cribed by the Auditor General. All changes in the prescribed forms and
procedure should be referred to the Auditor General. All returns,
accounts and statements required by the Auditor General should invari-
ably be prepared in the forms prescribed by him.

- 4. The accounts of the Pakistan Posts and Telegraphs Department = =%
form part of the accounts of the Government of Pakistan, and are built =
on the general plan outlined in Chapter 2 Article of the Account Code,
Volume I With effect from the 1st April 1925, the accounts of the
Department have however been reorganised, so that they may be pre- 1
pared and their results exhibited, as far as practicable, according to ""‘-
the practice and usage of Commercial Book-keeping. The important
changes in the system of accounts of the depariment, made with this
object, are:— ; {

(i) The institution of a Capital Account to exhibit the value of the {
© assets. ' i
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(w\ The speniag, in the Government Ledger, of a head to exhibit
the true or commercial profit or loss on the working of the
Department. As a corollary to this decision it has been ruled
that the Department should bear all charges incurred on its
account in other Departments and should be entitled to receive
credits for all services rendered by it to other Departments.

Capital Account and Renewals Reserve Fund.

5. The assets of the Department were valued as on 1st April 1925,
and the Valuation Reports revealed (i) that the amount of expired Capital
Outlay or arrears of Depreciation was very considerable, and (ii) that
assets representing an appreciable amount of outlay in the past have
either been lost or abandoned. The latter have been written off, but as
regards the former, it has been decided that the actual cost of rehabilitat-
ing assets. over and above that chargeable to the Renewals Reserve
Fund, will be met out of interest-bearing advances from General

Revenues.

6. Two sections of the major head, “69—Capital Outlay on Posts and
Telegraphs not charged to Revenue”, have been allotted outside the
Revenue Accounts to record the capital at charge of the Department. The
reconstituted Capital Accounts start, as from 1st April 1925, with the
¢ present’ or depreciated values of assets existing on that date and will
include in future, in addition to these initial amounts, the total capital
outlay on the acquisition or construction of new assets and the total of
interest-bearing advances obtained from General Revenues for the re-
habilitation of assets existing on 1st April 1925.

7. Another major head, “ 21—Capital Outlay on Posts and Telegraphs
Charged to Revenue” is also allotted to the Department and to this head
is transferred, at the end of the year, a portion of the amounts recorded
under ®69—Capital Outlay ” representing such items of expenditure zs
are intended by the Government of Pakistan to be met from ordinary
revenues, as opposed to loan funds. Interest is chargeable to the Depari-
ment on the total at charge of its Capital account irrespective of the
source from which the Government of Pakistan provided the funds,
ordinary revenues or loans.

Nole—At present the outlay on Postal Buildings and the Railway Mail Ser-
vice Vans is treated as Capital Outlay charged to Revenue.

8. The Renewals Reserve Fund Account is included in Section “ P—
Deposits and Advances ” of the Government Account. It is operated on
the Sinking Fund plan and receives credits for the annual provision set
apart from the Revenues of the Department and for interest accruing on
its balances. It is debited with the cost of making good depreciation of
assets aceruing from 1st April 1925, the date of its institution.

Stores and Manufacture Suspense Accounts,

9. The Department purchases and keeps for issue as required, large
amount of stores for maintenance and construction and reconstruction of
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assets. The accounts of these transactions in stores constitute its Store

Similarly, the Manufacture Suspense Account includes the accounts of
manufacturing operations and other jobs undertaken in the Telegraph
Workshop. It is debited with the entire amount of (i) wages to work-
men, (ii) value of material, and (iii) on-cost, calculated at the prescribed
rates, and is credited with the value, including a proper share at the pres-
cribed rate of on-cost, of the outturn.

The two Suspense Accounts are kept in detail outside the main
accounts and work from balance to balance. In the case of the Stores
Suspense, the balance represents, broadly speaking, the value of stock in
hand, and, in the case of the Manufacture Suspense, that of works in
progress. The increase or decrease in the balances is booked under the
major head “ 69—Capital outlay not charged to Revenue * and these entries
constitute the link between the latter and the Suspense Accounts,

Renewals and Replacements,

10. The total outlay on renewals and replacements of assets is recorded
initially under four sub-divisions “ 69—B—I, 69—B—II, 69—B—III and
69—B—IV " of the major head “69—Capital Outlay on Posts and Tele-
graphs not charged to Revenue”. Such portion of the outlay as may be
chargeable to the Renewals Reserve Fund is subsequently transferred to
the Revenue Accounts to which is credited an equal amount transferred
from the Renewals Reserve Fund. The balances under the heads “ 69—B
—1, 69—-B—11, 69—B—III and 69—B—IV ” represent the amount of in-
terest-bearing advances obtained from General Revenues in liquidation
of the arrears of depreciation. ;

Revenue Accounts.

11. As a result of the reorganisation of the Revenue Accounts of the
Department, contributions to cover depreciation are charged as part of the
year’s working expenses and the Department also makes a further contri-
bution to General Revenues to cover its pensionary liability towards its
employees.

12. In the Pakistan Posts and Telegraphs Department, the general plan
of the Revenue Accounts is such as to ensure the breparation of the profit
and loss accounts of each of the four branches, viz,, (i) Post Office (ii;
Telegraphs, (iii) Radios, and (iv) Telephones separately.

13. There is a large amount of revenue expenditure which relates
jointly to more than one branch of the Department. The arrangement of
the accounts is such that receipts or expenditure relating solely to one
branch are exhibited separately, while those relating to more than one
branch are isolated for subsequent apportionment between the branches
concerned.

14. The interest on Capital at charge of the Department is recorded
under the major head “20—Posts and Telegraphs—Interest on Debt”,
Realisations of revenue, and revenue expenditure other than intefest are
booked under the major head “ XIX—Posts and Telegraphs ”,
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The head “ XIX—Posts and Telegraphs ” is divided into a series of
Abstracts and sub-divided into a number of detailed heads.

Note—A complete list of the account heads prescribed for the Pakistan
Posts and Telegraphs Department 1s given in Appendix 4 to the Posts and Tele-
graphs Initial Account Code, Volume I

15. Deleted.
Profit and Loss Accounts,

16. The finances of the Department form part of the general finances
of the Government of Pakistan. The Department has to meet all liabilities
from its own revenues. The surplus left after meeting the liabilities is
surrendered to Government and becomes merged in the General Revenues
(}){f the Government of Pakistan while the loss is met from the General

evenues.

The Profit and Loss account of the Department is a real account in-
side the Government accounts and includes interest on Capital Outlay
as a component part. It also includes the inter-branch adjustments

mentioned in Articles 304 to 306.

The Profit and Loss account is prepared annually from the mnet
Profit and Loss Account in the Ledger (vide Article 319) after the final
closure of the accounts. It shows the final results of the working of the
Department during the year. The Profit and Loss Account is exhibited
in the Finance and Revenue Accounts of the year and also in the Appro-
priation Accounts. The results are shown separately for the different
branches, viz., (i) Postal, (ii) Telegraphs, (iii) Radios, and (iv) Tele-
phones. - o

“"Initial Accounts.

Post Offices.

17. The account unit is the Head Post Office which incorporates in its
accounts the transactions of the Sub and Branch post offices under it.
The primary accounts maintained by the Head Post Office are—

(a) The Treasurer's Cash Book ;
(b) The Head Office Summary ;
(c) The Head Office Cash Book.

18. On the first of each month, a Cash Account is sent by each Head
Post Office to the Accountant Ceneral, Posts and Telegraphs Branch, con-
cerned. The entries are taken from the Head Office Cash Book; and a
statement is given at the foot of the account showing total drawings from,
and remittances to each treasury, with which the Head Office (including
its sub and branch offices) has transactions. The cash account is signed

by the Postmaster and is accompanied by a cash balance report as well '

as vouchers and schedules.

- 19. In addition to the monthly Cash Account and Cash Balance Report,
the Head Office sends daily, weekly or fortnightly, as the case may be,
to the Accountant General, Posts and Telegraphs Branch, concerned,
journals of Money Order, Savings Bank, and Pakistan Savings Certificate
trans;fctions of its own and its sub and branch offices supported by
vouchers.
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Railway Muil Service.

20. The account unit is the Head Record Office and the primary
account maintained in the office is the Cash Book in which transactions
with the local Head Post Office are recorded. Cash accounts are sub-
mitted bi-monthly by each Head Record Clerk to the Audit Office, which
incorporates the accounts in the Classified Abstract of the Head Post Office
concerned.

" Departmental Telegraph Offices.

21. The account unit is the Departmental Telegraph Office and each
officer in charge accounts for all receipts and disbursements of such an
office. The primary account record is the Cash Book ; at the close of the
month, a elassified account, called the Primary Abstract of the Cash Book,
is prepared and sent to the Accountant General, Posts and Telegraphs
Branch, concerned.

The officer in charge also sends message drafts and other returns
connected with Message Revenue to the Telegragh Check Branch of the
Accountant General, Posts and Telegraphs Branch, concerned.

Telegraph (including Telephones) and Wireless Engineering Offices, in-
cluding Radio Offices and Stores.

22, Separate accounts are maintained by each Divisional Engineer,
each Engineer-incharge of a Wireless Region and each Officer in
charge of a Radio Office not located within a Wireless Region.
Divisional Engineers and Engineers-in-charge, are responsible for
rendering accounts of all receipts and expenditure incurred in connection
with the construction, maintenance and repair of Telegraph (including
Telephone) lines and Apparatus and Plant, and Wireless assets, respect-
ively, within their jurisdiction, while the officers in charge of the Radio
Offices have to account for all receipts and disbursements of their respec-
tive offices.

23, The primary account record is the Cash Book ; and at the close
of each month, a classified abstract of the Cash Book is prepared and sent
to the Accountant General, Posts and Telegraphs Branch, concerned.

=" In regard to store transactions, the Depot officers send daily accounts
of receipts and issues to the Accounts Office, Telegraph Stores, Karachi.
Two consolidated abstracts, viz., one of the Head Depot, the two Branch
Depots and the transfer entries relating to them and another of the Divi-
sional Depots are compiled by that office each month and sent to the
Accountant General, Punjab, Posts and Telegraphs Branch, Lahore.
~ The Divisional Engineers and Engineers-in-charge of Wireless Regions
prepare Stores Account Current for each month from the receipts and
issue stores vouchers received from day to day from the Accounts Office,
Telegraph Stores, Karachi, in respect of receipts of and issues from the
Head Depot, and from the Depots concerned in respect of receipts of and
issues from the other Depots. Another consolidated abstract of receipts
and issues of stores is prepared each month by the Aeccounts Office, Tele-
graph Stores, Karachi, for “ remittance ” items for each Division and wire-
less Region and sent to the Divisional Engineers and Engineers-in-charge
concerned. The latter agree their monthly Store Account Current with
g‘§ Abstract and then send the Store Account to the respective Audit
ce.

* 23-A. The Accounts Officer, Telegraph Stores, Karachi, maintains a
cash book in which are recorded all receipts and payments relating to his
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office and the Controller of Telegraph Stores. Similarly the Accounts
Officer, Telegraph Workshops, Kotri, maintains a cash book for
recording all receipts and %yments relating to his office and the
Superintendent, Telegraph orkshop, Kotri. Each of these Accounts
Officer submits a monthly Cash Account to the Accountant General
Punjab, Posts and Telegraphs Branch, Lahore,

23.B. The Officers-in-charge of the two Branch Depots prepare and
submit their monthly Cash Accounts to the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore.

-~ Compilation of accounts in the Audit Offices.
General.

24, The accounts received in the Audit Offices, are scrutinized to see
that each item of receipt and payment has been correctly classified to the
proper head of account. This process is carried out in great detail, and
eventually the monthly accounts are compiled into_consclidated monthly

accounts for each Postal, Traffic and Engineering Circle and the various
stages of compilation are described in Articles 25 to 28.

Posts and Telegraphs Traffic and Telegraph Engineering office Accounts.

.~ 25. The monthly transactions of a Head Post Office are posted into a
Classified Abstract which brings out the monthly totals of Teceipts and
payments of all kinds, under each detailed and minor head of account.

26. The Audit Office is not required to prepare similar classified ab-
stracts of the transactions of: Departmental Telegraph Offices, Telegraph
(‘ncluding Telephone) Engineering Divisions, Wireless Regions and Radio
Offices as classified accounts are received from them.

27. The compilation of the accounts mentioned in Articles 25 and 26
is made in the Detail Book which is maintained for each Circle. From the
Detail Book of each Circle a Circle Abstract is prepared which brings out
the monthly totals of receipts and payments of all kinds oceurring in all
the Post Offices, Telegraph Offices, Telegraph Engineering Divisions etc.,
in each Cirele under each detailed and minor head of account. The Circle
Abstracts are submitted by the Audit Officers to the Auditor General, for
consolidation into a General Abstract.

Stores Detail Books are also maintained by the Accountants
General, Posts and Telegraphs Branch, and Stores Circle Absiracts are
submitted to the Auditor General, for incorporation of Stores trans-
actions into the General Abstract.

28. Deleted.
Compilation of Accounts in the Office of the Auditor General

29. The accounts appearing in the Circle Abstracts are posted into
the General Abstract with the help of accounting machine. The accounts
of the transactions in England in respect of the Pakistan Posts and
Telegraphs Department as furnished by the High Commissioner for
Pakistan in London, are received by the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore, from the Accountant General,
Pakistan Revenues, Karachi. Necessary adjustments in respect of
English Expenditure and Exchange are made by the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore.” These adjustments are
also incorporated in the General Abstract. When completed the General
Abstract constitutes a single account of the transactions of all the
branches of the Pakistan Posts and Telegraphs Department for a month.
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30. On completion of the General Abstract, extracts therefrom are
sent monthly to the State Bank of Pakistan and the Director General,
Posts and Telegraphs. -

31. The General Abstract for March Final as prepared in the office

© of the Auditor General brings out the progressive figures of the accounts

of each Posts and Telegraphs Audit Circle up to the end of the financial
year.

32. The Auditor General also compiles the annual accounts of the
Posts and Telegraphs Department (including transactions in England)
for incorporation into the Finance and Revenue Accounts of the Govern-
ment of Pakistan which is presented to the Legislature (vide Article 258
of the Audit Code).

Officers

33. The rules in Articles Chapter 1 of the Account Code Volume I,
lay down the duties of Audit Officers as accounting officers, and are
applicable generally to the Auditor General, and to the Posts and Tele-
graphs Audit Officers under his control. It should, however, be under-
stood that the duties of preparing a monthly detailed account of the Posts
and Telegraphs Department and submitting an extract thereof to the
State Bank of Pakistan and of preparing a detailed annual account of the
Department devolves cn the Auditor General,

24. The Posts and Telegraphs Audit Officers under the control of the
Auditor General are in direct account current with other Audit or
Accounts Officers (Civil, Railways, Military, etc.).

The Auditor General watches that transactions between the Posts
and Telegraphs Audit Offices under his control and other Audit or Account
Officers appearing in the Accounts Current are speedily adjusted.

The Accountant General, Punjab, Posts and Telegraphs Branch,
Lahore, is responsible for preparing the Outward Accounts Current with
the High Commissioner for Pakistan in London in respect of Posts and
Telegraphs transactions and for forwarding them to the Accountant
General, Pakistan Revenues, Karachi.

35. The responsibility for maintaining the Journal and Ledger of
the Pakistan Posts and Telegraphs Department under the classes of heads
mentioned in Article 20 of the Account Code, Volume I, lies with the
Auditor General. The detailed instructions in regard to the maintenance
of these books are given in Chapter 7.

36. Deleted.

37. The Accountants General, Posts and Telegraphs Branch, are sub-
ordinate to the Auditor General in all matters affecting accounts and
should refer to him all questions bearing on the classification of receipts
and charges. They should not allow the opening of manuscript heads
in the accounts without the previous consent of the Auditor General.

38. The Posts and Telegraphs Accounts and Audit Officers subordi-
nate to the Auditor General are responsible for maintaining the details of
outstanding balances in their books. The duty of reviewing these
balances in accordance with Chapter 10 of this Code and of submitting
a copy of the review report to the Auditor General also devolves on

General duties of Posts and Telegraphs Audit Officers as Accounting

them.
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CHAPTER 2.
Account Current. .
Introductory. 39
‘Exchange Accounts Current with Civil, Railway and Military (including Marine):—

General Procedure 48
Outward Accounts 50
Disposal of Inward Accounts = 54
Adjustments 57
Advances Recoverable and suspense items ... 59
Objections 60
Progress Register 61
Rectification of Errors i 3 66
Exchange Account between Civil and Posts and Té]cgraphs 67
Remittances - 69
Sale of postage and Revenue Stamps 70
Exchange of postage stamps 75
Cost of packing and freight of postage-stamps despatched to various provinces, etc.,

for sale i 76
Miscellaneous receipts and payments by Civil Officers... 77
Monthly statement of receipts and charges on account of the Civil Department - 79
Exchange Account between Posts and Telegraphs and Military (including Marine) ... 8v
Exchange Account between Posts and Telegraphs and Railways 82
Railway Charges - 83
Rules for audit of Service Charges debited in Exchangz Accounts 93
Account Current between England and Pakistan 91
Outward accounts 98
Inward Accounts - e 07
Rate of Conversion e KL
List of Accounts Officers who exchange accounts with each Accountants General,

Posts and Telegraphs Branch ... Annexure
List of Pakistan States in receipt of a‘free grant of Pakistan service postage stamps i

and the value of such stamps noted against each & Anngxure ;

Introductory

39. The general rules which regulate accounts current with other
departments are prescribed in Chapter 7 of the Account Code, Vol. IV, and
an accurale knowledge of the general principles and routine laid down
therein is presumed in the following rules. As explained in Article 61
of that code; an account current purports to be an extract from the books
of the officer who despatches it and to show the amounts he has passed
to the debit or credit of the other party to the account, with necessary
explanations «f the credits, and with documents supporting the debits.

L
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40, Accounts current are of two kinds :—

(i) First—Accounts current w'th foreign States or other indepen-
dent bodies which are of the nature of advance accounts, and
can be settled only by actual recovery or payment of the net
debit or of the net credit, eg—

(a) Accounts current with Pakistan States.

(b) Accounts current with Foreign Administrations on account
of International and Imperial Reply Coupons.

(c) Money order accounts with foreign countries not adjusted
through the London Accounts.

‘ The procedure relating to the adjustment of transactions under the
‘) above three classes of these accounts current is described in Chapter 13
of the Posts and Telegraphs Audit Code, Volume I, and in Chapter & of

the Posts and Telegraphs Audit Code, Volume II.
(ii) Second.—Exchange Accounts with Government and depart-
ments whose accounts come within the Government system of
‘accounts. In them no actual recovery or payment is required,
but the debit in A’s account with B.’s on the central books of
the Auditor General set against the credit on B.’s account with
A, and the adjustment is complete to the extent to which the
debits in one set of accounts correspond with the credits in the
other. So far as the Pakistan Posts and Telegraphs Depart-
ment is concerned these Exchange Accounts may be divided

into four categories viz.;—

» 1. Exchange Account between Civil and Posts and Telegraphs.

» 2. Exchange Account between Posts and Telegraphs and
Military (including Marine).

s 3. Exchange Account between Posts and Telegraphs and Rail-
ways.

. 4. Account Current between High Commissioner for Pakistan in

: London and Government of Pakistan (Posts and Telegraphs
portion).

41 to 47. Deleted.

Exchange Accoumts with the Civil, Railway and Milifary (including
Marines)

General procedure,

48. The procedure for Exchange Account between Civil and Posts
and Telegraphs is described in Chapter 14 of the Account Code, Vol. IV.
The two Accountants General, Posis and Telegraphs Branch, at Lahore and
Dacca, are treated as independent Aceounts Officers of the Pakistan Posts
and Telegraphs Department for purposes of exchange accounts. The
first three classes of Exchange Accounts mentioned in Article 40 (ii) are
dealt with finally by them. In addition the Accountants General, Posts
and Telegraphs Branch, Lahore, has been entrusted to deal with the
Accounts Current between High Commissioner for Pakistan in London and
Government of Pakistan (vide Ariicle 34).

49, As prescribed in Article 18 of the Account Code, Vol. IV, each of
the two Accountants General, Posts and Telegraphs Branch, exchanges
accounts with the Civil, Military and the Railway Accounts Officers. A




10
49—53-A] ACCOUNTS CURRENT. [Chap, 2

detailed list of the Civil, Military and the Railway Accounts Officers in
account with each Accountant General, Posts and Telegraphs Branch, is

iven in Annexure A to this Chapter and Annexure C to Chapter 14 of the
Account Code, Vol. IV. , B

Outward Accounts,

50. A single Exchange Account is rrepared for all transactions relat-
ing to the Postal, Telegraph, Telephone and Wireless Branches of the
Pakistan Posts and Telegraphs Department,

The outward accounts are prepared in Form A. O. 15 and the accom-
panying schedules in Form A. O. 16 and A. O. 17 in which details of debits
and credits passed on as original items to the other party to the account
are given. Details in respect of responding adjustments are not given,
Remittance transactions relating to different branches are shown sepa-
rately in the Schedules accompanying the Exchange Accounts.

51. As the Pakistan Posts and Telegraphs Department is the second
side in exchange account transactions with the Civil and the first side in
similar transactions with .the Railways and the Military the headings or
nomenclature of exchange accounts should strictly conform to this prin-

- ciple. Thus the remittances to the Civil Department are shown under

head I and remittances to Military Department are shown under head II
while remittances from those Departments to the Pakistan Posts and
Telegraphs Department are shown under head II or head I according as
the remittances are from the Civil or the Military Department. Mis-
cellaneous transactions passed on to other Departments as adjustable by
them (original items) are shown under head ITI, in the case of the Civil
Department and under head IV in the case of the Military and Railway
Departments.

© 52. When an Accountant General, Posts and Telegraphs Branch,
has to pass on an item to an Accounts Officer (vide Article 49) with
whom he does not exchange Accounts he has to pass that item on to the
Accountant General, Posts and Telegraphs Branch, who exchanges
accounts with that Accounts Officer through the “Remittances—Trans-
fers to Posts and Telegraphs Circles under the Jurisdiction of the other
‘Audit Office”. The latter Accountant General, Posts and Telegraphs
Branch, adjusts the item to the appropriate Exchange Account head and
includes it in his outward aceounts.

53. The monthly outward exchange accounts are despatched on the
last day of the month following the month of account. The accounts for
March Final are despatched on the 31st July and those for 1st and 2nd
Supplementary are despatched on the 10th September and 10th October
respectively. :

53-A. Inter Government adjustments in respect of transactions per-
taining to a financial year will not be carried out by the State Bank in the
accounts for that year, if the necessary advice is not sent, so as to reach
it on the 15th April of the succeeding year at the latest. For this purpose,
advance schedules in respect of Provincial transactions arising in the
accounts of the Posts and Telegraphs for February and March should be
furnished by the Posts and Telegraphs Audit Offices to the Civil Accounts
Officers concerned by the 25th March and 10th April respectively. For
the Railway transactions occurring in March, the last intimation should

9 -
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be sent so as to reach the Accountant General, Pakistan Revenues, and the
Railway Accounts Officers not later than the 7th April, and advance
schedules for February should be sent by the 25th March.

Disposal of Inward Accounts.

54, Remittances—Transactions on this account appear under head
Iand I. No adjustment is required to be made in respect of credits and
debits appearing in the Inward Accounts under these heads as the transac-
tions relating to payments into treasuries and drawings from treasuries
appearing in the Cash Accounts and the Primary Abstracts or Accounts
Current as the case may be, are booked direct under these heads against
the Accounts Officers concerned.

55. Miscellaneous transactions—These are passed on by the Civil
Accounts Officers under head IV and by the Military and Railway Accounts
Officers under head III. The transactions pertaining to Telegraph Stores
(including freight charges) are taken fo the final head by the Accountant
General, Posts and Telegraphs Branch, Lahore. All other transactions
are adjusted to the final head by each Accountant General, Posis and
Telegraphs Branch, pertaining to his audit jurisdiction.

56. If any item appearing in the inward exchange account relates to
the audit jurisdiction of or is adjustable on the books of the other Audit
Officer the exchange account should be cleared by passing it on to that
Audit Office through the head “ Remittances—Transfers to Posts and
Telegraphs Circles under the juricdiction of the other Audit Office”. This
procedure should not, however, be adopted (except under special cir-
cumstances) to effect adjustment of an item passed on by an Accounts
Officer who exchanges accounts with both the Accountants General,
Posts and Telegraphs Branch (vide Article 49). In such cases the
‘Accounts Officer should be asked to write back the item and to pass it on
direct to the Accountant General, Posts and Telegraphs Branch, con-
cerned.

_~ Adjustments.

.~” 51. The following registers and books are maintained in the Account
Current Section of the office of each Accountant General, Posts and
Telegraphs Branch, to watch the adjustment of the items appearing in
the inward exchange accounts:—

(1) Inward adjustment register of credits and debits (A. O. 20).

Note—In order to adapt Form No. A. 0. 20 to the needs of the Pakistan Posts
and Telegraphs Department, column 6 should be utilized for names of circles.

(2) Objection Book, and Adjustment Register, Form No: A.0O.23.
(3) Progress register, Form No. A 0. 24

A register in form P. W. A. 54, is maintained for adjustment of items
not received through the Inward Exchange Accounts, eg., (i) Adjustment
of original credits on account of Funds advised by the other Audit Office,
(ii) Re-adjustment from one head to another, (iii) Re-adjustment on
aceount of writes back, etc. Adjustments incorporated in this Register as
well as those incorporated in the Inward Adjusiment Register are compil-
ed in the Exchange Account Abstract prepared in forms A.G.P. T.521-A
and A. G. P. T. 521-B,, in the manner described in the following article.
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Adjustment Register and Exchange Account Abstract

58. In dealing with the Inward Adjustment Register the rules in
Articles 137 to 146 of the Account Code, Vol. IV, should be carefully
observed so far as they are applicable. The amounts entered in the
column * Adjusted” of that register should be posted in the Exchange
Account Abstract (Forms A, G. P. T. 521-A, and A. G. P. T. 521-B). When
there is more than one amount under the same detailed head, the figures
should first be consolidated at the foot of the Adjustment Register and
the consolidated figures under each head should be posted in the Ex-
change Account Abstract in lump in respect of each Exchange Account
separately. The total against each Exchange Account head shown in
the Abstract should be agreed with the total under the column “ Ad-
justed” in the Inward Adjustment Register. The Exchange Account
should be prepared in two volumes one for credit items and the other
for debit items appearing in the Inward Exchange Accounts, and there
should be a separate Exchange Account Abstract in respect of each
Posts and Telegraphs Circle for which a separate Detail Book is main-
tained.

The items included in the register in Form P. W. A.-54 under each
head of account should be consolidated under debits and credits for
each head in the register itself and the consolidated amounts posted
under the relevant heads of accounts in the debit or credit volume, as
the case may be, against the entry “Add amounts as per register in
Form P. W. A. 54”, A grand total should then be struck for posting in
the Detail Book. An agreement should be effected between the two
sides of each volume of the Exchange Account Abstract and for this
purpose the total of the amounts posted under the detailed heads against
the entry “ Add amounts as per register in Form P, W. A, 54" should
be posted in column 2 of each volume.

The Exchange Account Abstracts when Passed by the Gazetted
Officer should be made over to the Book Section for posting in the
Detail Book.

“ Note.—Full particulars of transactions relating to “ Stores and Workshops ”
which appear in the Exchange Accounts received .in the office of the Accountant
General, Posts and Telegraphs Branch, Lahore, are communicated along with the
relevant vouchers through memos. to the Telegraph Engineering (Works) Audit
Section for adjustment. The amounts are entered in column 6 of the Inward
Adjustment Register. These transactions are after audit accounted for in the
Transfer Entry Register maintained in form No. P. W. A. 54 in the Telegraph
Engineering (Works) Audit Section, and incorporated by it in the Stores Cash
Detail Book (Vide Article 188 ibid). The months of adjustment of the amounts
are communicated by the Telegraph Engineering (Works)_, Audit Section to the

These amounts do not, therefore, appear in the Exchange Account Abstracts”,
Advances recoverable and suspense items

59. Advances recoverable or suspense items should not be left out-
standing under the exchange account, pending recovery but should be
adjusted to the appropriate debt head (Account Code, Volume IV,
Article 143), and an intimation of the adjustment sent to the section
concerned for inclusion in the Objection Book.

The items of “ Advances” brought to account by transfer entries
unaer Article 159 of the Posts and Telegraphs Audit Code, Volume I, in
advance of the receipt of the inward accounts should be posted in the
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sub-column “ Writes back of rejected items and other items already

responded to” under the column “Omitted ” of the Inward Adjustment
Register.

Objections

60. Every item not finally disposed of should be entered in an
Objection Book, in Form No. A. O. 23, and settled by means of references
to the officers concerned. An adjustment register (Form A. O. 23) and
an abstract of objections A. T. M. 131 are also maintained. A register
of items outstanding in the Objection Book for more than six months
(Form S. Y. 286) should also be maintained. In it the substance of
correspondence carried on, in respect of each outstanding item should

be shown, and the register should be submitted to the Gazetted Officer
for review once a month.

Note.—The t})rovisicms of Article 136 of the Account Code Vol. IV should be
kept in view and an item" should not be kept outstanding in Exchange Accounts
for minor reasons, provided it be clear that the item relates to Pakistan Posts and
Telegraphs Department. The iterh should be adjusted but kept under objection
till the irregularity is removed.

‘- Progress Register

61. Each Accountant General, Posts and Telegraphs Branch, should
maintain progress Register and submit the annual consolidated Abs-
tracts to the Auditor General in accordance with the procedure laid
down in Articles 144 to 146 of the Account Code, Volume IV,

62. The Progress Register should be examined from time to time,
specially towards the close of the year, and the result of the examina.-

tion should be communicated to the other party to the Account in Form
S. Y. 93A.

<63, In order to enable the Auditor General, to exercise effective
control over the progress of adjusiments a statement showing the out-
standings in respect of the accounts for the quarters ending June, Sep-
tember, December and March should be submitted to his Office on the
10th September, 10th December, 10th March and 10th July respectively.
The outstandings for each month should be shown in lump without
details, in respect of each Accounts Officer. Along with the statement
for the 2nd quarter and subsequent quarters a list showing in detail the
items of the previous statement or statements which remain outstand-
ing on the date of submission of the statements for the second and the sub-

sequent quarters should be sent with brief explanation of delay in
adjustment in each case.

64. Balances required to be communicated to the other party to the
account at the end of March Final Accounts under Article 146 of the
Account Code IV should be communicated by the 31st August. A copy
of this communication should alse be furnished to the Office of the

Auditor General together with a detailed list of outstanding for the
fourth quarter.

65. The Annual Consolidated Abstract of the Progress Register
prescribed in Article 146 of the Account Code IV (vide Article 61)
snould be submitted to the Auditor General and to the other party to
the account on the 20th December. Full and clear explanatiod of items
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shown as outstanding under heads I and III in the case of Military and
Railway Exchange Accounts and under heads II and IV in the case of
Civil Exchange Accounts should be given in Form A. O. 26 along with
the Abstracts.

Note—In the case of Exchange Accounts with the Accountant General,
Pakistan Revenues, the Annual Consolidated Abstract of the Progress Register
should be sent 10 days after the receipt of the final Supplementary Accounts for
March in case they are not received before the 10th December.

Rectification of errors

66. Erroneous debits and credits passed on to an Accounts Officers
should be written back in accordance with the instructions contained in
Articles 62 and 136 of the Account Code, Vol. IV. Errors committed in
passing on an amount through one of the heads I to IV of the Exchange
Account instead of another should, however, be rectified by mere addi-
tion and deduction in the Progress Register of Exchange Account for
the month\in which the errors took place. These corrections should not
pass through the regular accounts, vide Article 76, ibid.

When such _a correction is made in respect of an Inward Account a
corresponding correction should also be made in respect of the Qutward
Account for the m‘aq;h in which the responding adjustment has been
made. Any adjustment or readjustment to a departmental head neces-
sitated by such a correction should, however, be made by a transfer

\ entry.

Exchange Account beiween Civif’ and Posts and Telegraphs

67. The procedure for Exchange Account between Civil and Posts
and Telegraphs is described in Chapter 14 of the Account Code, Vol. IV.

68. A special procedure is prescribed for the adjustment of credits
and debits between the Telegraph section of the Pakistan Posts and
Telegraphs Department and Public Works Section of the Civil Depart-
ment, vide paragraphs 496 to 498, Public Works Account Code. Advices
and Acceptances of Transfer credits and debits are exchanged between
the Accountants Generals, Posts and Telegraphs Branch, and Public
Works Officers of the Divisions concerned ; and in the Exchange Accounts
only the totals of such debits and credits are shown supported by
schedules showing the numbers and dates of advices and acceptances
of Transfers. No advices and acceptances of Transfer are, however,
exchanged in connection with works on buildings executed by the Public
Works Department on behalf of the Pakistan Posts and Telegraphs
Department. Such charges are included in the Civil Exchange Accounts
supported by schedules giving details of the charges and are adjusted
in the Posts and Telegraphs books without further audit.

Remittances

69. The Accountants General, Posts and Telegraphs Branch, are
responsible for the reconciliation of debits and credits appearing under
head II. A Register showing the remittances and settlement of differ-
ences is maintained in Form No. A. C. 7 for reconciliation of remittances
made to the Department by the Civil Department.

<
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Scule of Postage and Revenue Stamps

70. Ordinary revenue, Service, Commemorative, Air Mail Postage
and Tobacco Excise Revenue stamps, and Postal stationery are sold at
Civil Treasuries and the rules relating fo the supply and distribution

thereof are to be found in Appendix 5 to the Posts and Telegraphs Initial
Account Code, Vol. L.

_..71. The accounts of the Pakistan Posts and Telegraphs Department
are closed before the Civil Exchange Accounts for the month are re-
ceived. In order therefore that the revenue from sale of stamps may
be brought on to the Posts and Telegraphs books for the month to which
the transactions relate, the Civil Accounts Officers intimate the stamps
figures to the Accountants General, Posts and Telegraphs Branch, in a
statement, by telegram or telephone, by the 6th of the month following
the month of account. These figures are correct to the nearest rupee,
and are adjusted in the Account Current Section on receipt of the intima-
tion. Slight differences noticed on receipt of the Exchange accounts are
readjusted in the accounts of the subsequent month.

Note 1.—No check is exercised by the Posts and Telegraphs Department in
respect of credits afforded by the Civil Accounts Officers on account of sale of
stamps except in the following cases. Under a special arrangement, the Accoun-
tant General, Jammu and Kashmir State, holds an imprest of ordinary postage
stamps of the face value of Rs. 1,50,000 for supply on payment to the Pakistan
Post Offices located in the Kashmir State Territory. The imprest is recouped by
him by indents on the Sialkot and Rawalpindi Government Treasuries. A dupli-
cate copy of the indent showing the supplies actually made is furnished by the
Treasury Officer conterned to the Accountanmt General, Punjab, Pnsts and Tele-
graphs, Branch, Lahore. The Accountant General, Punjab, Civil Branch, Lahore,
affords credit on account of these supplies in his Exchange Account as a distinet
item under ‘Sale of Stamps” and furnishes a statement showing the particulars
of indents along with the Exchange Account. On receipt of duplicale copies of
the indents from the Treasury Officers the particulars thereof are noted in a
register maintained for the purpose of checking the credits afforded by the
Accountant General, Punjab, Civil Branch, Lahore. The statements received with
the Exchange Accounts are verified with the details noted in this register and
discrepancies, if any, as well as the balances remaining unadjusted are pointed
out to the Accountant General, Punjab, Civil Branch, Lahore. Necessary action is
also taken by the Accountani General, Punjab, Posts and Telegraphs Branch,
Lahore, to see that no balance is left at the close of the financial year. Each entry
in the register should be initialled by the auditor and attested by the Accountant
The register should also be submitted to the Gazetted Officer incharge of the
Section on the last day of each month for his review.

Note 2.—The monthly statements of total sales of the Tobacco Excise Revenue
Stamps of each denomination are compiled by the Accountants General, Posts and
Telegraphs, Branch, from the figures Eumxs{ed in the Extracts from the P, O.
registers accomganymg the monthly cash accounts of Head Post Offices. These
statements are forwarded by the 15th of the following month to the appropriate
Territorial Administrative authorities.

72. Gross amounts as credited in the exchange accounts of the Civi!
Department are adjusted on the books of the Posts and Telegraphs De-
partment under Abstract A-—-Postage and Message Revenue-Sale of
Stamps. The gross amounts, however, include—

(a) Value of stamps purchased by Postmasters from their cash
balance which form a portion of the cash balance until they
are sold ; and

(b) Value of stamps used for realising customs daty.

73. The value of stamps remaining unsold in the hands of Post-
masters at the end of the month is adjusted by the Audit offices in the
manner described in Articles 147 and 148,
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An adjustment is also made in the Audit Offices monthly for the
value of stamps used in realising customs duty on foreign Inward
parcels and letters. The requisite amount which is determined as laid
down in Article 592 of the Posts and Telegraphs Audit Code, Volume II,
is deducted from the head “ Sale of Stamps ”.

Note.—Stamp Imprest granted to officers in charge of Departmental Telegraph
Offices and Radio Offices by Treasury Officers are not included in the gross amount
credited in the Exchange accounts of the Civil Department, but the “cash” por-
tion of such Imprests in the hands of the officers in charge, at the end of the month,
representing value of stamps sold, but not paid into the Treasury is adjusted in
the manner described in Article 171.

74. A statement showing the gross sale proceeds of stamp credited
by the Civil Accounts Officers in the Exchange Accounts throughout the
year and the amount actually taken as revenue in the departmental
account is submitted by Office of the Auditor General to the Director
General of Posts and Telegraphs annually after the March final accounts
have been closed. Differences between the two sets of figures due to
adjustments made in the departmental books are explained in the state-

ment.

For the compilation of the statement mentioned above an annual
statement is submitted by each of the Audit offices showing by circle
gross sale proceeds of ordinary and service postage stamps issued from
treasuries during the preceding financial year (exchange Account
figures) as booked up to the end of the March final accounts so as to
reach the Office of the Auditor General by the 20th of July. Any
difference between the booked figures and the Exchange Account figures
should be explained in the statement. )

Exchangé of Postage Stamps

75. Treasury Officers are allowed in special cases to exchange ordi-
nary postage stamps for service postage stamps purchased by mistake,
or when they cannot be used owing to a change in the status of the pur-
chasing office ; but in every case they are required to obtain the sanction
of the Director General of Posts and Telegraphs. When any such ex-
changes appear to have been made, the necessary adjustment should be
made between “ Service” and “ Ordinary ” stamps under Abstract A and
the orders of the Director General asked for, if they are not quoted by
the Civil Accounts Officers.

Cost of packing and freight of Postage Stamps despatched to the
various provinces, etc., for sale

76. All charges in connection with the packing and conveyance of
postage stamps supplied to the various provinces or to the Central areas
and to the treasuries and sub-treasuries within a province are debitable
to the Pakistan Posts and Telegraphs Department.

The controller of stamps, has been authorised either to pay the
freight charges in cash at the time of despatch of each consignment and
pass on the debit to the Pakistan Posts and Telegraphs Department or
despatch the consignments by the credit noté system making the notes
as payable by the Pakistan Posts and Telegraphs Department.

&)
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" Miscellanecus receipts and paymenis by Civil Officers

77. The following is a list of the more important of the miscellane-
ous transactions credited and debited in the Civil Exchange accounts :—

(1) Postal Insurance Premia.
(2) Cost of Stationery and Printing.

(3) Cost of manufacture of stamps, post cards, Pakistan Postal
Orders, etc.

(4) Miscellaneous recoveries from pensions made under the
authority of the Posts and Telegraphs audit offices.

(5) Cost of articles supplied by Civil Jails, the Public Works De-
partment, Workshops, ete.

(6) Postal share of the cost of Levy Lines in Baluchistan:
(7) Cost of land acquired for the Pakistan Posts and Telegraphs

Department.

(8) Public Works Department charges on Posts and Telegraphs
Buildings.

(9) Cost of Publications supplied by the Central Publication
Branch.

(10) Cost of metal tokens.

(11) Ferry charges and Establishment charges, Dera Ghazi Khan.

(12) Diet money, etc., of postal employees cited as witnesses.

(13) Cost of stores purchased through the Supply Deptt.

(14) Cost of conveyance of stamps and Postal Stationery.

(15) Deleted.

(16) Sfléare of Establishment and contingent charges ‘of stamp
offices.

(17) Cost of purchase of Government Promissory Notes.

(18} Credit on account of sale proceeds of Government Promis-
sory Notes.

(19) Interest on Government Promissory Notes.

(20) Customs duty.

(21) Freight charges.

(22) Charges on account of mathematical instruments supplied to
the 'lgelegraph Branch.

(23) Credits on account of condemned typewriters sold through
the Controller of Printing and Stationery.

78. The treatraent in the Pakistan Posts and Telegraphs Department
of some of the items of the foregoing list is described below :—

1L%(1) Postal Insurance Premia realised in the Civil Department are
credited in the Exchange Accounts of the Civil Accounts Officer con-
cerned. Certified lists of premia, showing details of the credits, are
sent by them direct to the office of the Accountant General, Posts and
Telegraphs Branch, Dacca. The amounts credited in the Exchange
accounts are adjusted by the Account Current Section of the respective
Accountant General, Posts and Telegraphs Branch, and a statement

L3AG




18
78] ACCOUNTS CURRENT. [Chap. 2

amounts credited by each Civil Accounts Officer, the months
of credits and the adjustment made in each Postal circle, is sent by that
Section to the Life Insurance Branch at Dacca, for verification with the
certified lists, and with the booked figures which are communicated by
the Book Section of the Office of the Auditor General.

showing the

(2) Cost of Stationery and Printing :—

(a) Stationery is supplied to the indenting officers of the Pakistan
Posts and Telegraphs Department by the Controller of Print-
ing and Stationery, who sends vouchers for the supplies
(except those for sealing wax) direct to the Accountant
General, Punjab, Posts and Telegraphs Branch, Lahore, to
whom the Accountant General, Pakistan Revenues, passes on
debits on this account quoting the number and dates of the Con-
troller’s forwarding letters against these items of debits.
Priced vouchers signed by the indenting officers are received
direct from them in the office of the Accountant General
Punjab, Posts and Telegraphs Branch, Lahore. The debits are
adjusted by the latter under Abstract H.

The debits on account of the supply of sealing wax are passed
by the Accountant General, Pakistan Revenues, to the respec-
tive Accountants General, Posts and Telegraphs Branch, who
adjust them in the manner prescribed in Article 241-A, Posts
and Telegraphs Audit Code, Volume I. The vouchers in res-
pect of these debits also are received by the Accountants
General, Posts and Telegraphs Branch, direct from the Con-
troller of Printing and Stationery and the indenting officers.

Debits on account of freight bills preferred by the Karachi Port
Trust and countersigned by the Controller of Printing and
Stationery should be adjusted by the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore, under Abstract

H—Stationery and Printing.
/ (b) Printing :(—

(i) Printing done by the Central Government Press.—Debits
for printing (including the cost of stationery used in
printing) are raised monthly against the Accountant
General, Punjab, Posts and Telegraphs Branch, Lahore
by the Accountant General, Pakistan Revenues, who,
under special arrangement, allocates the charges between
several branches of the Pakistan Posts and Telegraphs
Department, viz., Postal, Telegraphs (including Radios)
and Telephones. No veuchers are received in support of
these debits which are adjusted by the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore, according
to the allocation given in the Exchange Account of the
Accountant General, Pakistan Revenues.

“~ (ii) Printing by Provincial Government and Jail Presses.—
Debits for these are raised by the Civil Accounts Officer
concerned against the respective Accountant General,
Posts and ‘Telegraphs Branch, and are supported by
countersigned vouchers.
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*"(3) Cost of manufacture of stamps, post cards, Pakistan Postal
Orders, etc.

Stamps, post cards, Pakistan Postal Orders, etc., are manufactured
by the Security Printing Press, and the cost is debited to the IPakistan
Posts and Telegraphs Department by Accountant General, Pakistan
Revenues, through his Exchange Accounts with the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore. The adjustment is made
by the Account Current Section to the appropriate head under Abstract
H.

Under convention with Bahawalpur and Kashmir States, free sup-
plies of service postage stamps are made to them up to the limits of
Rs. 4,000 and Rs. 20,000 respectively. Any supply in excess of the limit is
paid for by the States. The head of the circle exercises necessary check
in this respect. The cost of manufacture of these service stamps supplied
to the States free of cost is also borne by the Pakistan Posts and Tele-
graphs Department.
i~ (4) The Accountant General, Pakistan Revenues, passes on annual-
ly a debit for about Rs. 35,000 on account of the postal share of the cost
of Levy lines in Baluchistan through his Exchange Accounts with the
Accountant General, Punjab, Posts and Telegraphs Branch, Lahore, who
exercises check over the debit in communication with the Postmaster
General, Sind and Baluchistan Circle, Karachi.

1« (5) Cost of Publications, ete., is debited by the Accountant General,
Pakistan Revenues, or by the Provincial Accountants General according
as the supply is made by the Central Publication Branch or the Provin-
cial Book Depots to the respective Accountants General, Posts and Tele-
graphs Branch.

“(6) Cost of metal tokens manufactured at the Mint is debited by
the Mint Master through the accounts of the Accountant General,
Punjab, Civil, Lahore. The value of unserviceable tokens returned to
the Mint is realised by the Pakistan Posts and Telegraphs Department
by raising an original debit on a certificate given by the Mint.

<" (7) Cost of stores purchased through the Supply Department is
debited by the Audit Officer, Industries, Supply and Food, Karachi. The
charges are supported by bills countersigned either by the consignees
of the Pakistan Posts and Telegraphs Department or by the Inspecting
Officer of the Supply Department. For every heavy charge two bills
are made out, one for 90 per cent. of the charge and another for 10 per
cent. The former is countersigned by the Inspecting Officer of the
Supply Department and the payment is made outright by the Audit
Officer, Industries, Supply and Food, Karachi. The ten per cent. bill is
paid only after countersignature by the consignee. The connection
between the two sets of bills is made by the Audit Officer, Industries,
Supply and Food, Karachi, who exercises a complete check and as a con-
sequence no scrutiny is made in the Account Current Sections of the
offices of the Accountants General, Posts and Telegraphs Branch, beyond
seeing that the vouchers are properly countersigned and that the amounts
have been correctly taken into the Exchange accounts,

79. The following are some of the most important of the “ Miscel-
laneous” transactions with the Civil Department which ordinarily
appear in the Posts and Telegraphs Accounts :— ¢

(1) Meteorological allowances and fees—Meteorological allowances
or special fees for working extra hours or late fees for Storm Signal or
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Express Weather Messages granted to the Posts and Telegraphs officials
(vide paras. 137—140 of the Manual of Appointments and Allowances of
Officers of the Posts and Telegraphs Department), in connection with
Observatories where there are no Civil Treasuries, are paid through
the Post and Telegraph Offices on Establishments pay bills countersigned
before payment by the Meteorological Reporter concerned or the local
Civil Surgeon. Such charges are passed on to the Accountant General,
Pakistan Revenues, through the Exchange Account of the Accountant
General, Posts and Telegraphs concerned.

Meteorological allowance bills of Observers of the Meteorological
Department staff stationed at certain places where there are no Civil
Treasuries are also paid through the local Post Offices at those stations
under the procedure described in item 15 under Section *II—Civil
Department ” of Appendix 6 to the Posts and Telegraphs Initial Account
Code, Volume 1. Debits for all such payments is raised by the Account-
tant General, Posts and Telegraphs Branch, concerned against the
Meteorological Department in the Exchange Account with the Account-
tant General, Pakistan Revenues. For the services rendered by the
Posts and Telegraphs Department in connection with these payments,
a commission at the rate of Rs. 2-12-0 per cent. of the amount paid is
charged from the Meteorological Department. The amount of the com-
mission due should be calculated by the Accountant General, Posts and
Telegraphs Branch, concerned and necessary debit for the same raised
against the Mateorological Department by per contra credit to the head
“Abstract O. I—Services rendered to Other Departments—Postal—

Miscellaneous Services.”

" (2) Rent_of Public Works Department buildingsc occupied by Posts
and Telegraphs Officers—The rent is credited to the Civil Accounts
Officer concerned.

(3) Commission on free money orders.

(4) Provincial share of subsidy for carrying mails from Akyab to
Chittagong.

(5) Cost of maps supplied to the Pakistan Posts and Telegraphs

Depariment—Original credits are afforded on receipt of invoices from
the map record and issue office.

(6) Fund deductions—The deductions from pay bills on account of
subscriptions to the following funds are credited to the Civil Depart-
ment concerned :—

(a) Civil Funds.

(b) Uncovenanted Service Family Pension Fund.

(¢) Bengal Christian Family Pension Fund.

(d) General Family Pension Fund.

(e) Civil Service of Pakistan Family Pension Fund.

(f) General Provident Fund for officers of the Pakistan Audit and
Accounts Service and permanent Assistant Accounts Cfficers.

(g) Hindu Family Annuity Fund.
(h) Bengal Service Family Pension Fund.
(i) Financial Officer’s Provident Fund.

&
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Note.—The list of credits on account of subscriptions to the Funds realised
from officials are forwarded by the Accountants General, Posts and Telegraphs
Branch, to the Secretaries of the Funds and to the Civil Accounts Officer con-
cerned, on the 24th of the months following that to which the accounts relate.

(7) Salt Collections—The price and duty on certain classes of Salt
together with commission, are paid by purchasers into post offices in
cases where Civil Treasuries are situated at a great distance. The price
and duty are credited (separately for each class of salt) to the Accoun-
tant General, Pakistan Revenues.

(8) Interest on Government securities held in trust by the Auditor
General on account of Savings Bank depositors and on other accounts.

(9) Miscellaneous claims due to or by the African Protectorates
(other than money order transactions) are passed on to the Accountant
General, Pakistan Revenues, for adjustment (vide Articles 112 to 118 of
the Account Code IV).

(10) Rent of Telegraph Lines, instruments, etc., leased to Canals.

(11) Rent of Telephones, Trunk Call fees, etec, in respect of Govern-
ment departments and Government servants of other departments.

(12) Debits on account of Guarantee for Telegraph Offices.

(13) Lump Contribution to Accountant General, Pakistan Revenues,
on account of pensionary liability of the Pakistan Posts and Telegraphs
Department.

(14) Interest on Capital Outlay of the Pakistan Posts and Telegraphs
Department passed on to the Accountant General, Pakistan Revenues.

Exchange Account between Posts and Telegraphs and Military
(including Marine)

80. The rules in Chapter 12 of the Account Code, Volume IV, apply
mutatis mutandis to the Accounts exchanged with Military Department,
For the purpose of Article 170, ibid, the Office of the Controller of Mili-
tary Accounts, Lahore, is considered to be the nearest one to that of the
Accountant General, Posts and Telegraphs Branch, Lahore, and that of
the Controller of Military Accounts, Dacea, to that of the Accountant
General, Posts and Telegraphs Branch, Dacea.

81. The following are the more important transactions with the
Military Department :(—

(i) Payments to, and drawings from, Military Treasure Chests—
These are shown in the accounts under heads I and II according as the
remittance is from the Military to the Pakistan Posts and Telegraphs
Department or from the Pakistan Posts and Telegraphs Department to
the Military.

(ii) Military Pensions.—Commencing from April 1890, the Post
Office has undertaken to pay Military Pensioners from the following
offices :—

Punjab and N.-W. F. Circle :—

Bahawalpur.

Bannu (Edwardesabad).
Campbellpur.

Dera Ismail Khan.

Dera Ghazi Khan.
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Drosh.
Gujrat.
Gujranwala,
Hazara (Abbottabad).
Jhelum.
Jhang.
Kohat.
Lahore.
Montgomery.
Lyallpur.
Muzaffargarh.
Multan.
Mianwali."
Peshawar.
Qila Sheikhupura.
Rawalpindi.
Sargodha.
Shahpur.
Sialkot.

Sind and Baluchistan Circle :—

Quetta.

Debits on this account are passed on to the Controller, Military
%cclzowulmts and Pensions, Lahore, vide Article 120 of the Account Code,
ol. IV.

(iii) Commission on Military Pension Payments and Subsistence
Adyances—The Controller, Militaty Accounts and Pensions, Lahore, is
to be debited monthly with commission at the rate of Rs. 1-10-0 per cent.
on the actual payments on account of Military Pensions made during
the month and 2 per cent. of the amount paid on account of subsistence
advances. The credit for the commission should be booked in ‘the Posts
and Telegraphs accounts under the head Abstract—O—Section 1—Pay-
ments of Military Pensions and subsistence advances.

(iv) Field Post Offices—Charges incurred in the Post Office for such
Post Offices as are opened and maintained in connection with Military
operations should be debited to the Controlier, Military Accounts,
concerned.

Note.—The Director General has directed that the amount of postage written off as_a charge
against the Military Department under rule 29 of the Postal Manual (War), should, in futurs, be
shown as a distinct item in the accounts furnished to the Military Accounts Dzpartment.

(v) Cost of medicine chests supplied by the Military Department to
the Pakistan Posts and Telegraphs Department.

(vi) Postal Insurance Premia.

(vii) Works charges on Posts and Telegraphs buildings carried out
by the Military Engineering Service.

¥
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(viii) Feed and keep of Elephants and Mules, etc, employed for
conveyance of mails.

(ix) Hire of Seige train bullocks.

(%) Pay and allowance of Military Officers—Amounts paid on this
account are debited as “original items”.

(xi) Rent of Telegraph Lines.

(xii) Rent as also electric and water charges in respect of Civil
buildings in charge of the Military Engineering Service but occupied by
the Posts and Telegraphs Department and of Military buildings occupied
by the Posts and Telegraphs Department, for departmental use—Original
debits for rent, etc., of these buildings are raised annually by the Con-
trollers of Military Accounts concerned against the Accountants General,
Posts and Telegraphs Branch, in arrears in the accounts for March

preliminary.

Exchange Account between Posts and Telegraphs and Railways

82. The rules in Chapter 13 of the Account Code, Vol. IV, apply
mutatis mutandis to the Accounts exchanged with Railway Accounts
Officers. The instructions contained in Articles 80 and 165 ibid, in res-
pect of the Account for March should be observed carefully. As the
Railway Accounts Officers close their accounts for March by the 10th
May, every endeavour should be made to communicate all original
transactions to be passed on to the Railway Accounts Officers in the
accounts for a year, by the 30th April of the next year or by any earlier
date as may be announced by the Railway Accounts Officers through

their circular letters.

Adjustment and check of Railway Charges
83. The following are some of the more important transactions with
Railways :(— S
1. Haulage of mails under weighment system.
2. Haulage on occasional despatches.
3. Conveyance of mails and banghy parcels. 3
4. Special train-hire.
5. Interest on capital cost of Post Office vans.
6. Maintenance of Post Office vans.
7. Railway freight on goods and parcels.
8. Cost of washing and cleaning Post Office vans and fittings.
9. Cost of repairing apparatus of down mail trains.
10. Cost of embedding cash chests.
11. Cost of zinc sockets.
12. Cost of wheels and trucks.
13. Cost of lighting Railway Service sorting offices.
14. Cost of fixing railings to doors, ete.
15. Cost of forms.

16. Cost of fitting up compartments of brake vans with pigeon
holes and sorting-tables. -
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17. Cost of pass books.
18. Cost of fitting latrine accommodation in brake-vans.

19. Cost of Railway guides.

90. Maintenance of Post Office buildings.

91. Cost of turning Joint Stock Post Office vans.

92, Cost of repairs of mail compartments and venetial frames.

23. Rent of wires.

94 Rent of Telephone lines. -

95. Value of stores issued to Railways.
26. Freight on stores.

97. Fares of Journey on account of free passes to Telegraph Officers
are adjusted by deduction from Telegraph Branch bills for
rent of lines, etc.

28. Rent of Linemen’s quarters.

29. Balance of through messages.

Note—The charges on account of items 23 to 25 are debited to the Railways as ** original
items ** in the Pakistan Posts and Telegraphs accounts and those on account of items 26 and 28 are
debited to Pakistan Posts and Telegraphs in the Railway accounts and adjusted in the books as
responding items. Item 29 is treated as an original debit in the Pakistan Posts and Telegraphs
books where the balance is in its favour and as a responding credit otherwise.

84. Rules regarding the charges for the conveyance of mails and
construction, haulage and maintenance of Postol mail vans are given in
Appendix 24 to the Posts and Telegraphs Initial Account Code, Vol. L

85. Bills for railways charges are sent by the Railway Accounts
Offices to the Postmaster General and the latter, after having duly
checked and countersigned them, return them to the Railway Accounts
Officers for transmission to the Accountant General, Posts and Tele-
graphs Branch concerned with their Exchange Accounts in support of
debits raised therein.

86. An Audit Register is maintained in the Postal Audit Section in
Form A.G.P.T.-509 for conducting check against sanctions of the Rail-
way charges on account of interest on Rainway vans, conversion of
Railway vans and carriage of mails adjusted by book transfer, and in
this register all such charges (whether sanctioned or mnot) adjusted
monthly, are posted against the Railways concerned in the cage for the
month in which the adjustment is made. To ensure the correctness of
postings, the figures posted are consolidated under the heads of account
concerned at the end of the register and agreed with the booked figures
shown in the Detail Book against the entry “ Transfer Entries » for the
circle or cireles under the jurisdiction of the Audit Office. It is then
submitted to the Gazetted Officer for review. The check againsl budget
allotment is conducted in the Postal Audit Section through a register in
Form A.G.P.T-90 for each circle—vide Article 503 of the Posts and
Telegraphs Audit Code, Volume I.

Note.—In addition to the check conducted through the audit register mentioned above
itfsh_ogllds also be seen that the bills for 21l the Railway charges are duly countersigned by the heads
01 CIrcies,

>
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87. Deleted.

88. Bills for Special Train Hire are adjusted by Transfer Entry
debiting the head “ Special Train Hire ” subordinate to “ Abstract J-IV—
Conveyance of mails” and crediting the Railway concerned.

89. Bills for charges unconnected with the Railway Mail Service,
such as rent of Post Offices at Railway Stations, repairs to buildings, ete,
after they are countersigned by the Heads of Circles are also forwarded
to the Audit Offices concerned by the Railway Accounts Officers for
necessary audit and adjustment. Audit of these bills will be conducted
in the Audit Sections concerned as laid down in Article 93 of this Code.

90. Railway freight on goods and parcels are usually paid for on
the credit note system. The Railway Accounts Officers prepare monthly
bills supported by the credit notes issued by the officers of the Pakistan
Posts and Telegraphs Department. No countersignature is required on
these bills and the credit notes are accepted on the signature of the
issuing officers. The responsibility of the responding officers in respect
of debits raised by the Railway Accounts Officers on this account is
defined in Article 136 of the Account Code IV.

Freight charges relating to Telegraph Stores are adjusted by the
Accountant General, Posts and Telegraphs Branech, Lahore, and bills on
this account are transmitted to him by the Accountant General, Posts
and Telegraphs Branch, Dacca, when debits are passed on to him in
accordance with Article 56. A cent. per cent. check is, however, exer-
cised by the Accountant General, Posts and Telegraphs Branch, Lahare,
on the credit notes relating to Telegraph Stores. k

1
gg J} Deleted

Rules for Audit of Service charges detailed in exchange accounts

93. All service charges debited in the Exchange Accounts (except-
ing cost of printing at Government of Pakistan Presses) will be audited
in the Audit Offices. Audit of fixed charges will be conducted against
sanctions noted in separate folios of the Establishment Audit Registers
in the Audit Sections concerned. Fluctuating charges are admitted
either on bills countersigned by the officers empowered to sanction sach
charges or against specific sanctions received from competent authority.
Certain special rules relating to the audit of Railway charges are laid
down in Articles 83 to 90 of this code.

Charges on account of stationery supplied by the Controller of
Printing and Stationery should be scrutinised by the Accountant General,
Posts and Telegraphs Branch, Lahore, who will see that the amount
shown in the Inward monthly Exchange Account tallies with the amount
shown in the priced vouchers for the month received from the indenting
officers and that it is allocated to the different branches of the Depart-
ment. This serutiny will be made by the Account Current Section of
theh Office of the Accountant General, Posts and Telegraphs Branch,
Lahore.

94. On receipt of an Exchange Account or advices and intimations
with vouchers from the Railway Accounts Officers, all vouchers in res-
pect of service charges (excepting those relating to charges on account
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of stationery supplied by the Controller of Printing and Stationery and
the cost of printing at the Government of Pakistan Presses) received in
support of debits should be sorted according to Audit Sections, eg.,
G.A,P. A, T.T, T E. (E), T. E.(WK) and Pension. Separate transit
registers in the prescribed form A. G. P. T. 48-A should be kept by the
Account Current Section for each Audit Group and through these regis-
ters the vouchers should be sent to the Audit Sections concerned, and
their due return, after audit and classification, before the date fixed for
the preparation of the Exchange Account Abstracts should be watched
by the Account Current Section. It should be seen by that Section that
each voucher bears an audit enfacement under the dated initials of the
auditor, and that it has been duly reviewed by the Accountant of the
Audit Section concerned. All such vouchers will be filed in the Account
Current Section after necessary adjustment.

The objections arising out of the audit of the Exchange Account
vouchers conducted in the Audit Sections should be included in the
Objection Book maintained by the respective auditors of those Sections
and properly pursued. All statistics and information relating to these
vouchers, excepting those about the results of audit should, however, be
furnished by the Account Current Section.

Exception.—The adjustment of Railway Credit Notes relating to
Telegraph Engineering (Works) Section should be adjusted by the
Telegraph Engineering (Works) Section as prescribed in Article 111 of
the P. and T. Audit Code, Volume III. The Account Current Section
should see that the vouchers received with the Exchange Accounts are

duly transferred to that Section and that necessary adjustments are made’

promptly.

95. Auditors should be careful to note in their Audit Registers the
sanction for the charges. In the case of debits of a recurring nature
for which an old sanction exists, the sanction must be traced up by the
Accountant and the register initialled only after he has satisfied himself
of its sufficiency. The general rules of audit in Chapter 2 of the Posts
and Telegraphs Audit Code, Volume I, for the admission of charges must
be strictly followed, orders of the Accountant General being taken on
doubtful cases.

96. An objection book and register in the prescribed form will be :

maintained in the Account Current Section in accordance with the
general rule contained in Chapter 20 of the Posts and Teclegraphs Audit
Code, Volume I, and the Accountant should carefully examine them
every month and take immediate action on any item remaining unsettled
for a long time.

The Objection Book should contain only those items of tne Inward
Exchange Account, etc., which have not been finally setiled under the
provisions of Article 88 of the Account Code, Volume IV.

Account Current between High Commissioner for Pakistan in London
and Government of Pakistan

97. The general rules regarding the Exchange of accounts with
England and the High Commissioner for Pakistan in London will be
found in Chapter 16 of the Account Code, Vel. IV.

L
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QOutward Accounts.

98. The outward account is prepared in accordance with the rules
prescribed in Articles 216 and 217 of the Account Code, Vol. IV, and is
despatched to the Accountant General, Pakistan Revenues, Karachi,
in Form A. G. P. T. 517, by the 20th of the 2nd month following.
Schedules in Form S. Y. 102 are submitted with the accounts. There
should be a separate schedule for each sub-head shown in the accounts,
The schedules are serially numbered and these numbers are quoted in
the body of the accounts against the respective sub-heads. Vouchers, if
any, should accompany the schedules. The several kinds of transactions
which pass through this account as adjustable in England under the sub-
head “ Postal and Money Order transactions with the United Kingdom ”
are noted below :— 0

(i) Sale of British Postal Orders by Pakistan Post Offices includ-
ing transfer of Savings Bank accounts.

(ii) Exchange of letters and newspapers and parcels.

(iii) Exchange of money orders with the United Xingdom and
countries and colonies served through the United Kingdom.

(iv) Customs duty and other charges on parcels exchanged between
Pakistan and United Kingdom and Egypt.

(v) Compensation for lost or damaged articles.

(vi) Exchange of Radio Telegrams with Great Britain and Northern
Ireland.

(vii) Transit charges on Air Mail Correspondence.

(viii) Amounts of trade charge money order paid in Pakistan and
Great Britain and Northern Ireland.

(ix) Miscellaneous.

The items in response to those appearing in the Inward London
Accounts are shown in the oufward accounts as “Items adjustable in
Pakistan .

99. A monthly account current in respect of item (1) of Article 98
is forwarded by the Accountant General, Posts and Telegraphs Branch,
Lahore, direct to the Comptroller and Accountant General, General Post
Office, London (vide Article 180 of the Posts and Telegraphs Audit Code,
Volume II). The balance of this account is adjusted by the Accountant
General, Posts and Telegraphs Branch, Lahore, and intimated to the
Karachi Office of Account for inclusion in the General Account with
Great Britain and Northern Ireland referred to in Article 100.

100. The Karachi Office of Account prepares a monthly General
Account in Form F. M. O. 12 with the United Kingdom, in respect of all
the items referred to in Article 98 and forwards it in duplicate to the
Accountant General, Punjab, Posts and Telegraphs Branch, Lahore, who
after check and making necessary adjustments transmits one copy
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to the Chief Accounts Officer, office of the High Commissioner for
Pakistan in London on the first mail day after 10th of the second month
following that to which the accounts relate.

Note.—The rzlevant Schedules in the prescribed form should accompany the Outward
London Account.

101. (a) Amounts on account of items (ii) and (iv) of Article 98
are shown in the General Account under the headings (1) Share of post-
age on parcels (which includes debits and credits on account of customs
duty) and (2) Special train account. The claim of Great Britain and
Northern Ireland and Pakistan in respect of the share of postage on
parcels are shown to the credit of the Administrations concerned.

(b) The Lahore Audit Office affords original credits to be passed on
in the outward London Account in respect of the amounts shown to the
credit of Great Britain by a corresponding debit to the head “ XIX—
Posts and Telegraphs—Abstract A-II—Postal Receipts—Deduct Payments
to other Postal Administrations”. In respect of the amounts shown to
the credit of Pakistan, original debit is raised in the outward London
Account by credit to the head “ Receipts from other Postal Administra-
tions ” in the same Abstract. Amounts relating to customs duty included
in the “ Share of Postage on parcels” are deducted before the adjust-
ments are made.

(c¢) The item relating to “ Special train Account” includes the year-
ly share chargeable against Pakistan for conveyance of mails by the
overland route across France by special Mail Trains and is placed to the
credit of Great Britain in the General Account by the Karachi Office of
accounts on receipt of intimation from the Comptroller and Accountant
General, General Post Office, London. The total amount due to France
is apportioned between Great Britain and the Dominions and Colonies
concerned on the basis of the actual weights of letters and other mails
carried during October each year. The Lahore Audit Office adjusts the
yearly debits to the head “ XIX—Posts and Telegraphs—Abstract A-IT—
Postal Receipts—Deduct Payments to other Postal Administrations ”.

102. Debits and Credits on account of Customs duty included in the
share of postage on parcels (in the General Account) shall be adjusted
in the manner laid down in Articles 600 and 603 of the Posts and Tele-
graphs Audit Code, Volume II, and a monthly statement showing the
amounts thus adjusted relating to the Dacca Audit Office shall be for-
warded by the Lahore Audit Office to that Office.

103. The copy of the General Account sent to London is thoroughly
checked by the British Post Office, and is returned to the Karachi Office
of Account after correction. The errors noticed are included by the
latter in a subsequent General Account as “Balance of Error”. The
corrected copy of the account is forwarded to the Accountant General,
Punjab Posts and Telegraphs Branch, Lahore, by the Karachi Office of
Account along with the general account in which the balance of error

is included.

104. A register in Form A. G. P. T. 518 for adjustment of the various
itemns shown by the Karachi Office of Account in the General Account
is maintained in the office of the Accountant General, Punjab, Posts
and Telegraphs Branch, Lahore, in which the items are posted under
the proper heads of account.

a?
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105. The General Account showing all details is received by the
Chief Accounts Officer, Office of the High Commissioner for Pakistan in
London, long before the London Accounts Current, and he is, therefore,
in a position to make adjustment of the items in advance in his
accounts. The items are, therefore, shown in the Postal Accounts as
adjustable in England. Other items shown in the accounts current are
treated as adjustable in England or Pakistan as the case requires. A
list of items classified according as they are adjustable in Pakistan or in
England, is given in Annexure to Chapter 16 of the Account Code, Vol. IV,

106. An annual account showing the proportion of the cost of
manufacturing and repairing the bags used for the exchange of mails
between the United Kingdom and Pakistan to be borne by the, Pakistan
Posts and Telegraphs Department will be sent by the Secretary, General
Post Office, London, to the Karachi Office of Account, which will give
credit for the amount due in the monthly General Account with Great
Britain and Northern Ireland.

Inward Account

107. The Inward Account Current from London will contain only
actual and original receipts and payments and will exclude all items
which have been shown in the Outward Account. This account is
received by the Accountant General, Pakistan Revenues, who sends
extracts from it to the Accountant General, Punjab, Posts and Tele-
graphs Branch, Lahore.

108. On receipt of extracts of the Inward London account, the
Accountant General, Punjab, Posts and Telegraphs Branch, Lahore,
sends extracts from the schedules in form A. G. P. T. 517-A. io the
Dacca Audit Office for adjustment in so far as that Office is concerned.

All other adjustments are made by the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore.

The month of account in which adjustment is effected by the Audit
Offices is noted against each item of the Inward London Account by the
Office of the Accountant General, Punjab, Posts and Telegraphs Branch,
Lahore, at the time of preparing the Outward Account every month.

109. The following are the more important items that appear in
the Inward London Account :—

(i) Cost of passages.
(ii) Rebate on passages collected in England.
(ili) Recoveries of subscriptions to the General Provident Fund,

(iv) Payments made to Office of the High Commissioner for
Pakistan in London by certain Colonial administrations and
protectorates in settlement of Money Order account with
India.

(v) Value of cash certificates discharged at the Office of the High
Commissioner for Pakistan in London.

(vi) Debits on account of advances made by the Office of the High
Commissioner for Pakistan in London

(vii) Miscellaneous.
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Rate of Conversion

110. Deleted.

111. The rules regarding exchange are given in Chapter 17 of the
Account Code, Vol. IV. The debits and credits appearing in the Inward
London Account Current which are adjustable under Revenue, Service
or Capital heads are generally adjusted to those heads on the basis of
the average rate of exchange. The amount adjustable to the London
Account Current head is always based on the rate of 2s. 1-29{32d. to
the rupee. The difference between the amount arrived at by applying
the former rate or any other adjusting rate in force and the latter rate,
viz., 2s. 1-29|23d. to the rupee is adjusted to the head “ Exchange cn
Remittance Accounts”. (Arts. 207 and 227 of Account, Vol. IV). -

112 3
113 |
114.
115.
116. } Deleted.
117. |
8. |
119. |
120. )

ANNEXURE A

(See Article 49).

List of Account Officers who are in account with each Accountant
General, Posts and Telegraphs Branch.

Names of the Ac-

countants General, Names of Civil Names of Dzfence Names of Railway
Posts and Telegraphs  Account Officers Account Officers Account Officers
Branch

1. Accountant Gene- 1. Accountant Gene- 1. Controller of Military 1. Financial _ Adviser
ral, Punjab, Posts ral, Pakistan Re-  Accounts, Rawalpindi. and Chief Audit

and  Telegraphs venues, Karachi. Officer, North
Branch, Lahorc. Western  Railway,
Lahore.

2. Audit Officer, In- 2. Controller of Military 2. Financial Advise
dustriés Supply and  Accounts, (O. and C. H.  and  Chief  Audit

Food, Karachi. Rawalpindi.) Officer, East Ben-
gal Railway, Chit-
tagong.

3. Comptroller, Sind, 3. Controller of Military

Karachi. Accounts ani Pensions,

Lahore,

4. Accountant Gene-
ral. Punjab, Civil,
Lahore,

iy
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Names of Railway
Account Officers

Names of the Ac- -
countants General, Names of Civil Ac- Names of Defence
) Posts & Tele- count Officers Account Officers
- graphs Branch
1, Accountant Gene- 5. Comptroller, N.-W. 4, Controller of Accounts
& ral, Posts and Tele- F. P., Peshawar. of Air Force, Lahore.
graphs Branch,
Lahore—contd.
5. Field Controller of Mili-
tary Accounts, (O.Rs.),
Lahore,
6. Controller of Military
Accounts - (Section A,
Lahore.
7. Controller of Military
Accounts, Karachi.
8. Deputy Controller of
Naval Accounts, Karachi.
9. Controller of Military
Accounts, Dacca,
10. Controller of Military
Accounts, Baghdad-ul-
Jadid,
2. Accountant Gene- 1, Accountant Gene- Same as against Accountant Same as against Ac-
ral, East Bengal, ral, Pakistan Reve- General, Punjab, Posts countant
Posts and Tele- nues, Karachi. and Telergaphs Branch,  Punjab,
graphs  Branch, Lahore.
Dacca. Lahore
2. Audit Officer, In-
dustries  Supply
and ; Food,
Karachi.
3. Accountant Ge-
neral, Punjab,
- Civil, Lahore.
4. Accountant Ge-
neral, East
" Bengal, Civil,
Dacca.
Ca

Telegraphs  Braach,
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_ CHAPTER 3

- Transfer Entries

Introductory " 121 | Corrzction of Accounts 124
Recurring Transfer ... 122 Qutline of Procadure ... 128

Watch of Periodical Adjustments 123

Introductory

121. The rules relating to transfer entries laid down in Articles
248 to 250 of the Account Code, Volume IV, apply mutatis mutand's to the
accounts of the Posts and Telegraphs Department and should be
s:oa;;fully observed in the Office of the Auditor General and the Audit

ces.

Recurring Transfers

122. Recurring or periodical transfers are somewhat numerous in
the Posts and Telegraphs accounts, and it is necessary for the Accountants
in charge of the Book Sections of the Office of the Auditor General and

the Audit Offices in the cases of entries made in their respective offices,
to see that they are regularly made. A list of such transfers is given in

Appendix 2.

Annual transfers should, as a rule, be avoided except in the cases
mentioned in Appendix 2 and in cases of the nature referred to in Article
250 of the Account Code, Volume IV.

“_+ WWatch of Periodical Adjustments

123. The Book Sections of the Office of the Auditor General and the
Audit Offices should maintain a Broadsheet showing (1) all the periodi-
cal adjustments which are usually required to be made in the office, (2)
the name of the Section responsible for making the adjustments, (3)
due dates, and (4) the actual date of adjustment. With the help of this
Broadsheet the Accountant in charge of the Book Section of the Office-of
the Auditor General, as well as of the Audit Offices should remind the
sections concerned in time, so as to ensure that all adjustments are made
as far as possible, before, the close of the March Final Accounts. He
should report to his Gazetted Officer any serious delay in making such
adjusiments on the part of the sections concerned (vide Article 249 of the

Account Code, Volume IV).
The Broadsheet should be submitted to the Gazetted Officer for

inspection as soon as the March Final Accounts are closed and again
after the first and second batches of Journal entries are closed.

g Correction of Accounts

- d-"—-_‘_—-.-‘—-‘_""—‘_—_—-— =
1‘.6 124. The general rules relating to the correction of errors in the
accounts are laid down in Articles 946 and 251 of the Account Code,
Volume IV, and are reproduced below, with the necessary modifications :(—

(a) If an item, which properly belongs to a revenue or service
head, is wrongly classified under another revenue or service
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head, the error may be corrected, at any time before the
accounts of the year are closed, but, after the ;accounts of the
year are closed, no correction is admissible. - If- the amount
involved does not exceed ien rupees, and the mistake is
discovered even before the accounts of the year are closed, no
formal transfer is necessary, it being sufficlent simply to make
a note of the error against the original enfry. If, however, the
error affects the revenue and xpenditure of different
Governments, a Capital head outside theé Revenue account or
the transactions of a Commercial Department, it should be
corrected by transfer, in all caseS; a8 soon as the error is
discovered. ™ * T3

~ Note 1.—Adjustments in rectification of errt%-s affecting the Capital and
Revenue Major Heads relating to years, the account of which have already been
closed, should be made without financial effect by alteration of rogressive figures
in both the Revenue and Capital Sections of the Posts and Telegraphs Accounts
in all cases.} This is done to prevent unnecessary inflation of the current year’s
accounts and the voting of grants of doubtful ropriety which the inclusion of the
correcting entries in the current accounts would otherwise involve,

intimated to the Office of the Auditor General in the form of a statement by the 31st May each
year for incorporation in thg Finance and Revenye Accounts under Progressive Capital Outlay
and Profit and Loss Aocounlsj Corrections should aslo be made in the Looss Leaf Ledger and the
Register of Works when necessary,

- Note 2.—Erroncous classification of * Compensation for lost or demaged insured and other
articles™ and writes-off to “Profit and loss ™ should be rectified by transfer entries, however
small the amounts may be. :

-~ Note 3.—Erronsous classification of charges against estimates for works shall be rectified so
long as the sanction remains current.

(b) An error which affects a debt or remittance head must be cor-
rected by transfer, however old and however small it is. If
the accounts of the year in which the error took place are
not closed, the correction is made by removing the item from
the head under which it was wrongly taken to that to which
it properly belongs. If the accounts of the year in which the
error took place are closed, the following procedure should
be observed :—

(1) Ttem taken to one debt or remittance head instead of
another,—the correction will be made by transferring it
from the one to the other. g

(2) Ttem credited to a debt or remittance head instead of to
a revenue head, or debited to a debt or remittance head
instead of to a service head,—the correction should be
made by transferring it to the head under which it should
originally have appeared.

(3) Item credited to a revenue head instead of to a debt or
remittance head—the correction should be made by
debiting refunds and crediting the proper head.

L3AG g
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(4) Item debited to a service head instead of to a debt

or remittance head,—the correction should be made by
debiting the proper head and crediting “Fees and other
receipts—other items.™, '

125. As the budget estimates of the Posts and Telegraphs Department
are not based on the separate accounts of Post or Telegraph Offices, and
as the compilation of statements and returns in connection therewith
is required to be made by Circles, for which the figures are available
from the Detail Book, transfer adjustments are not required to be
noted in the body of Classified Abstracts of the Postal Accounts or the
classified accounts of the Traffic and Engineering Branches. But if
any adjustment affects the details of Fund recoveries, ete., which are
separately recorded in schedules appended to the Classified Abstract
or the monthly accounts of the Traffic and Engineering Branches, a note
of the adjustments should be made in the appropriate schedules.

126. When an adjusting transfer brings in an item on the authority
of an original document, the number of the entry in the Adjustment
Book should be noted across the item in that original document. The
Accountant, who passes an entry in the Adjustment Book, is responsible
for seeing that proper note is made, if the document on which it is to
be made is within his charge, or for giving notice of the entry to the
Accountant in whose charge the document is.

127. Whenever a transfer adjustment is made either debiting or
crediting a Money Order, or Savings Bank Debt head, the Adjustment
Register should be sent to the Money Ovder or Savings Bank Section,
as the case may be, for note. The Accountant passing the adjustment
is responsible to see that an adjustment of such kind is passed by him
only after the item in the Adjustment Register is initialled in token of
note by the Accountant of the Money Order or the Savings Bank

Section.

Outline of Procedure

128. The general rules of procedure laid down in Rule 1 below
Article 524, and Articles 252 and 258 of the Account Code, Volume 1V,
will apply in the compilation of adjustments of the Posts and Telegraphs

Department.
129. The following Forms are prescribed for use for each circle i—
(1) Adjustment Book—P.W.A-54.
(2) Abstract of adjustments-uA.G.P.T.—SIQ.
(3) Combined Transfer Ledger and Abstract—A .G.P.T.-AC-32.

(4) Combined Transfer Ledger and Abstract (for use in Money
Order Section only). A GP.T.-AC-32-A.

(5) Register of transfer entries made (for use in Money Order
Section only). A.GP.T.-574

1290-A. (a) Each group under an Accountant in the Postal Accounts
Section and every other section except the Money Order Section in the
Audit Offices should maintain an Adjustment Book in Form No. PW.A.
54 for each Circle separately. All corrections in accounts rendered
necessary on account of periodical transfers or misclassification should




"t

i

)

Chap. 3] TRANSFER ENTRIES, [129-A—130

e e —

be entered in the Book with full particulars, initialled by the Auditor
and passed by the Accountant or the Gazetted Officer. On the 15th of
each month the books should be closed by totalling the entries on both
the debit and the credit sides. Below the closing totals for the month,
all the items of adjustment should be abstracted under the respective
heads of account, and the abstract totalled. After the agreement of
the totals of the debits and credits with the monthly totals already
arrived at, a copy of the abstract should be made out in Form No,
A.GP.T. 519, duly signed by the Accountant and sent to the Book
Section on the 16th of each month along with the “ Adjustment Book "
¥, n}:’l ” abstract should be sent, if there are no adjustments in a
month,

(b) Money Order Section should, however, follow the instruc-
tions in Article 458 of the Posts and Telegraphs Audit Code, Volume
II, and furnish to the Book Section an abstract in Form No. A.GP.T.
519 on the due date.

(c) In the Account Current Section, the form * Exchange Account
Abstract” will include all adjustments relating to Civil, Military and
Railway as well as items which are not received through any Exchange
Account as mentioned below :—

The Inward Adjustment Registers of the Exchange Accounts will
be posted in detail and at the end of the monthly postings, a consoli-
dation will be made by each detailed head of account and the consoli-
dated figures under each head will be posted in the Exchange Account
Abstract in lump, in respect of each Exchange Account separately. In
addition to the inward Adjustment Registers which are used only for
items appearing in the Exchange Accounts, a separate Register for
adjustment of (i) items of original credits and debits on account of funds,
ete., advised by other Audit Offices (ii) items due to re-adjustment on
account ol write-back, etc., and (iii) items due to re-adjustment from
one head to another, should also be maintained. A register in Form
P.W.A. 54 will be maintained for the purpose and a consolidation made
at the end of monthly entries, showing the total adjustments made
under each head of ~account. The total of the adjustments in this
Register for each head will then be inserted in the Exchange Account
Abstract as additional items at the bottom of the Abstract and a
grand total struck for posting in the Detail Book. There will be an

" Exchange Account Abstract in respect of each Posts and Telegraphs

Circle for which a separate Detail Book is maintained. This Abstract
will be divided into two parts—one for receipts and the other for
expenditure,

{d) The Auditor, Book Section, will initial the Adjustment Books
in token of having received the abstracts. The abstracts for each Circle
should then be arranged by Sections and wanting ones called for.
The entries in the abstracts received from different Sections should
then be posted in the left hand column of the Combined Transfer
Ledger and Abstract (A.G.P.T-AC-32). The Consolidated total
against each head in the latter should then be abstracted in the right
hand columns of this form for posting in the Detail Book direct. 1t
should be seen that the total of the debit side agrees with the total of
the credit side.

130. From the Combined Transfer Ledger and Abstract for each
circle, the figures will be posted in the corresponding columns of the
Details Book, immediately under the tofal of cash transaction (see
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Article 164). The debits to a revenue head of receipts and the credits
to a service head of charges will appear in the “Deduet” line, but all
other entries (with the exception of those of the kind mentioned in Rule
1 under Article 254 of the Account Code, Volume IV) are entries of
addition, and will appear in the “add” line.

131. The Abstract of adjustments received from the Audit Sections
and the Combined Transfer Ledger and Abstract should be submitted
to the Accountant General, Posts and Telegraphs Branch, or the
Gazetted Officer in charge, with the Circle Abstract, when the latter
is submitted for approval.

132. The Postal Insurance and the Government Security Sections
of the Audit Office at Dacca will incorporate the transfer entries relating
to the Postal Circle under the audit jurisdiction of that office in the
local Detail Book and will submit to the Lahore Audit Office, by the
90th of each month, Abstracts of Transfer Entries relating to Postal

Circles under the audit jurisdiction of that office, in Form A.G.P.T. 519,
duly signed by the Gazetted Officer in charge.

133 to 136. Deleted.

137. The procedure for making corrections and abstracting them
will be the same on the Telegraph Traffic, Telegraph Engineering and
Wireless Accounts with this difference that the Abstract from the
several Adjustment Books will be posted in a Primary Abstract or the
Account Current form known as the “Adjustment Account”. This
« Adjustment Account” should be laid before the Accountant, Book
Section, who will pass it in the same manner as a Departmental
Disbursing Officer’s monthly account.

138. Deleted.

139. Deleted.

140. The Adjustment Accounts referred to in Article 137 will be
posted for addition or deduction, as the case may be, against “ Transfers ”
under the wvarious heads concerned, in the Detail Books under pre-

paration at the time.
140-A. Deleted.
140-B. Deleted.

T = o |
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Section I—Procedure Relating tg ﬂgompilation of Accounts in Audit
ces.

- Post Office Accounts

141. The monthly Cash Account of a Head Post Office is_submitted
to the Audit Office under the jurisdiction of which the Head Post
office is situated (vide Article 360, Posts and Telegraphs Initial Account
Code, Volume I). These accounts are compiled by the Audit Offices
in proper forms for submission to the Office of the Auditor General.

Classified Abstract
142. All the particulars, relating to a year’s transactions of a Head
Post Office, are collected from month to month in a Classified Abstract,
with the exception of adjustments made by transfer entries, which are
incorporated in the Detail Book (vide Article 130);the Classified Abstract
is a complete record of all receipts and disbursements of a Head Post

Office.
x 143, The Classified Abstract (Form No. A.GP.T.-540) is composed
~of several parts as follows :— ) ' ® T,

(1) A questionnaire in two sets, relating to the completion of the
accounts and of audit of each month’s transactions, to be
answered by the Auditor and the Accountant.

(2) A general statement of account showing, month by month
(i) the opening balance, (ii) the total receipts, (iii) total of
(i) and (ii), (iv) the total disbursements, (v) the closing
balance, and (vi) total of (iv) and (v).

(3) A memorandum showing, monthly, by whom and when the
Abstract was written up, by whom and when it was examined,
when it was made over to the Detail Book Poster and by
whom and when it was posted into the Detail Book.

St 4 049

month’s figures, and horizontally, a line for

head (arranged in the prescribed order), and a number of
lines in the proper places, for the totals of each sub-head,
minor head, etc., and for other necessary page to page totals.

el

(5) Detail of subscriptions to Service and other Funds, showing
month of credit, name and designation of subscriber, period
and other necessary details of subseription, such as have to
be given in the certified lists of fund recoveries submitted to
the authorities of the several Funds.

(6) Detail of Disbursements, the arrangement of the columns
being similar to that of “Receipts”.

(7) Abstract of Receipts and Payments by minor heads, together

with a Proof Sheet for verifying the correctness of the
postings on both sides, with one vertical column for the

transactions of each month.

& 0P 43:'-__ ?A-qwélwd3 el eI

3
3

& (4) Detail of Receipts ‘having vertically, a column for each -
| each detailed

‘o
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Note.—The transactions under the following Abstracts are confined to a few
Head Offices only. For the sake of convenience and eqonomx, the detailed heads
under these Abstracts are not printed in the main Classified Abstract, but separate
Appendices are printed for recording the details under them as shown below :—

Abstract C—Direction—printed as Appendix A (Form No A. G. P. T.-541).

Abstracts D—Account and Audit—printed as Apendix B (Form No.
A. G. P. T.-542).

Abstract E—Control (Circle Offices)—printed as Appendix C (Form No.
A. G. P. T.-543).

Abstract J—Postal Expenses—
I. General Superintendence, Railway Mail Service.

IIL. Sorting and other charges (Railway Mail Service Divisions under
Heads of Circles).

IV. Conveyance of Mails.
All these are printed as Appendix D (Form No. A. G. P. T.-544).

Procedure in Posting

144. The general rule laid down in para. 5 of the Audit Manual,
requiring that the audit of vouchers must invariably precede their
gosting in the Classified Abstract is not wholly  applicable to the

akistan Posts and Telegraphs Department, vide Article 12 of the
Pakistan Posts and Telegraphs Audit Code, Volume I. The accounts
for the first period are audited and the classification of the bills and
vouchers, etc., checked before receipt of the accounts for the second
period. When the accounts for the second period are received, the audit of
the bills is postponed, but the amounts shown in the Cash Account
are agreed with the totals of the several schedules, British Postal
‘order lists, etc. The amounts shown in the latter are also checked
‘with those shown in the bills and vouchers. The totals of the cash
‘account and the schedules are checked arithmetically; and any
discrepancy or error found is promptly brought to the notice of the
Disbursing Officer. When this prima facie audit has been completed,
the sub-auditor will classify the bills and schedules for the second
period, and will then proceed to consolidate the charges on a separate
sheet of paper according to the classification recorded on the bille,
showing under each detailed head of account the gross amount of
payment, as well as the deductions relating to each bill, irrespective
of whether any charges pertaining to any bill have been placed under
objection or not. (But see Article 22 of the Account Code, Volume
1V, which applies to the Pakistan Posts and Telegraphs Department
also). When all the bills have been posted, a proof of the accuracy
of the postings should be effected by seeing that the net amount
shown in the Schedule of Bills Paid agrees with the gross amount of
Payments minus the deductions recorded in the compilation sheet.
Similarly the items in the schedules of Unclassified Receipts and
Payments will be consolidated on a separate sheet of paper and
agreed with the totals of the Schedules concerned. The consolidated
totals under each detailed head of account as shown in the compilation
sheets will then be posted against the appropriate heads in the Classified
Abstract, or if the charges relate to any of the Abstracts mentioned
in the note to Article 143, in the appropriate appendices, the final
grand total of the appendices being transferred to the main Classified

%
s
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Abstract. In the Classified Abstract, detailed entries of Fund de-
ductions should also be made in the pages set apart for the purpose,
so as to facilitate the preparation of the Certified List of Fund
recoveries which are furnished monthly to the Secretaries or
Managers of the several Funds.

Note 1.—The deductions on account of the sterling and rupee branches of
Provident Funds should be posted and accounted for separately.

Note 2—The debit in the cash accounts under “ Forward Postage ” is deducted
from the credit under “ Letter Postage” and the net amount is taken to the head
“ Postage realised in cash” in the Classified Abstract.

Incorporation of Railway Mail Service Accounts

_ 145. Bi-monthly cash accounts are submitted by the Head Record
Clerks of Railway Mail Service Divisions (vide Article 378 of the
Posts and Telegraphs Initial Account Code, Volume I). These are
incorporated- in the Classified Abstracts of the Head Post Offices
concerned. The following is a general outline of the procedure which
should be observed in dealing with these accounts.

146. For each Railway Mail Service bill there will be—

(1) a charge under miscellaneous payments in the Head Office
Cash Account supported by the Head Record Clerk’s
receipt, and

(2) a charge in the Railway Mail Service bi-monthly Cash
Account supported by the prescribed bill.

These must, in the first instance, be *agreed” by the auditor.
The several entries on the payment side of the Cash Account should
be checked with the vouchers and the arithmetical accuracy of the
totals on both sides of the account should be tested and proved. The
fund and other deductions on each bill must be noted on the head
record clerk’s receipt, and then added to the total of the payment side
of the account. The revised total of the cash account for the Ist to
10th of each month should be ecarried forward to the cash account for
the second period, so as to arrive at a grand total for each month.
Beyond testing the tecfal, no examination of items shown on the
receipt side of the cash account need be made. The gross amount of
the bills should be compiled on a separate sheet of paper by detailed
heads, and posted in Appendix D and the total of Appendix D trans-
ferred to the Classified Abstract (vide Article 144). he deductions
should be posted directly into the Classified Abstract from the entries
made by the Auditor on the Head Record Clerk’s receipts. The
total of the gross posting in Appendix D minus the deductions posted
in the Classified Abstract should agree with the total net payments for
the month as shown in the Head Record Clerk’s account.

[

kool g Post Office Balances
147. The procedure relating to the treatment of balances in hand

“¢hown in the Head Office Cash Accounts will be as follows. The

balances consist of :—
# L Cash;
°  1I. Postage Stamps;
111. Postage due on articles in Deposit ; '
, IV. Stamps other than Postage Stamps. i

2
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V. Revenue Stamps.
VI. Tabacco Excise Revenue Stamps,

Of these, the amounts of items I and IV will be summed up and posted
in the \proper columns in the)General statement of account in part (I)
of the Classified Abstract; while items II, IIT, V and VI will be dealt
with in the manner indicatedin Article 148.; /..., ..

_ 148. The Auditor will ascertain the net difference between the
opening and the closing balances under items II, III, V and VI and
classify them respectively, under the following heads of account:—

(i) Abstract A-I-Joint Receipts :—
(a) Sale of Ordinary Stamps.

(ii) Abstract A-II-Postal Receipts :—
(a) Postage realised in cash.

(iii) ‘Provincial Revenue Stamps’ in the account current with
the Civil Accountant General concerned.

(iv) ‘Tabacco Excise Revenue Stamps’ in the account current
with the Civil Accountant General concerned.

If the,,balance is “ diminished ” the head of account will be credited
and if “increased ” debited (by deduction from credit in the case of items
IT and III and by a direct debit in the case of items V and VT).

The differences thus included in the amounts booked under “Sale
of Ordinary Stamps” and “Postage realised in cash” should also bhe
separately indicated at the bottomn of the page of the Classified Abstract
containing these heads of account. For the purpose of proving the
accuracy of the month’s entries in the Classified Abstract,(as con-
templated in Article 150, )the net fotal of the differences under items
II and III should be added to or deducted from the Abstract of
Receipts at the end of the Classified Abstract, against “Postal Cash
Balance”. Similarly the amount booked under “Provincial Revenue
Stamps” and “ Tobacco Excise Revenue Stamps ” should also be deducted
from the Abstract of Receipts or Payment, as the case may be. ;

Balances of abolished Head Offices

149. When a Head Post Office is abolished and converted into a Sub-
office, great care should be taken to prevent confusion in the transfer of
the balances from the old to the new head office. The essential require-
ment is that the transfer is effected completely in one month’s account.
For example, in the case of a head office A, converted into a sub-office
with effect from the 1st July and placed under another head office B
from the same date, the balance held by A on the 30th June should be
classified and posted under “Remittances” while that held by B should
be increased by the balance of A, the latter being incorporated in B’s
account by a per contra credit to * Remittances ”, in the accounts for the
same month. -

=~ Completion of the Classified Abstract

150. When all the postings on the Receipt and Expenditure sides of
the Classified Abstract have been completed, the entries for the month
under each minor head, should be summed up, and the totals transferred
to the Abstracts of Receipts and Payments at the end of the Classified
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Abstract. Finally, a proof of the accuracy of the month’s entries should
be effected through the memoranda inserted for the purpose at the end
of these Abstracts. :

151. The next stage in the compilation of the Classified Abstract is
the preparation of the General statement of account in part (I) of the
Abstract. The opening and closing balances of the month, which, as
stated in Article 147, will be confined to the balances shown in the Cash
Account under “Cash” and “Stamps other than postage stamps” only,
will be entered in the appropriate columns, after comparison with
the previous month’s balances and verification with the Cash Balance
report for the last working day of the month. The aggregate of the
receipts and payments will be entered from the Abstracts of Receipts and
Payments at the end of the Classified Abstract, ;

152. On completion, the sub-auditor will make over the Classified
Abstract to the Auditor who, after examining it, will fill in the certificate
in part (I) of the questionnaire which appears at the beginning of the
Classified Abstract and submit it, together with the cash account and its
supporting documents, to the Accountant. The Accountant, after applying
the check indicated in the latter portion of part (I) of the question-
naire, will submit the Classified Abstract with the cash account, ete.,
to the Gazetted Officer in charge. After the Classified Abstract has
been passed by the Gazetted Officer, it should be made over to the
Detail Book Poster. : :

Classified Abstract for March

153. The column for March in the Classified Abstract should be
posted from the supplementary Cash accounts for March, i.e., those
that include the figures of the Sub and Branch Offices up to the 3lst
of the menth. The ordinary Cash Account and the Cash Balance
report for the month, which are received in advance, should be ignored.

Subsequent Corrections

154. After the Classified Abstract has been made over to the
Detail Book Poster, no further corrections, etc., can be made by the
auditor except by transfer entries, which should be examined and
passed by the Accountant under the rules laid down in Chapter 3.

Due dates of completion of Classified Abstracts

155. The last Classified Abstract of each Postal Circle should be
completed and made over to the Detail Book Poster on the 10th of the
month following that to which the account relates, but most of the
Abstracts should be eompleted long before that date, which is the
outside limit for each Circle. The Accountant in charge of the Postal
Accounts Section will keep a list of Classified Abstracts due, in the
following form :—

Register showing the dates of completion of Classified Abstracts of
circle during——M———,

Due date Actual date ‘When Initials
Name of Office of of com- made of Remarks
completion pletion over poster
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This register should be reviewed by the Gazetted Officer on the last
working day of each month.

Telegraph Traffic and Telegraph (including Telephone) Engineering and
Wireless Accounts

155-A. A Primary Abstract of the cash book is submitted monthly
by each Departmental Telegraph Office fo its Audit Officer (vide
Atticle 406 of the Posts and Telegraphs Initial Account Code, Volume
I). As these accounts are rendered in a classified form, they are not
posted in a Classified Abstract as in the case of the Post Office
Accounts.

155-B. Similar classified cash accounts incorporated in the Account
Current and Schedules are submitted by the Telegraph (including
Telephone) Engineering Divisions. Wireless Regions and Radio Offices
not in the jurisdiction of Wireless Regions. y

The Accounts Officer, Telegraph Stores, Karachi, the Accounts
Officer, Telegraph Workshops, Kotri, and the Officers-in-Charge of Branch
Stotes Depots at Sargodha and Dacca also submit classified cash accounts
incorporated in the Account Current and Schedules similar to those of the
Telegraph  (includin Teleghone) Engineering Divisions to the
Accountant General, Posts and Telegraphs Branch, Lahore.

155-C. On receipt of the Primary Abstract or the Account
Current the auditor applies the preliminary check referred fo in
Article 144 and rectifies any error or miselassification found therein.
The Primary Abstract or the Aceount Current is then submitted
through the Accountant to the Gazetted Officer-in-charge. After
;pproval of the Gazetted Officer, it is made over to the Detail Book

oster.

Statement of Disbursers’ Accounts - ;
TR 1
i~ '156. The last stage before handing over a Classified or a Primary
Abstract or an Account Current to the Detail Book keeper is the
posting of the balances and tofals in the statement of disbursers’
accounts in Form A.G.P.T.-545. Each sub-auditor as he completes his
Classified or Primary Absiract or Account Current, will post in it the
entries relating to the Classified or Primary Abstract or Account
Current. A separate statement of disbursers’ accounts will be pre-
pared for each Circle, Division or Region by posting the amounts
relating to each Head Post Office, Telegraph Office, Radio Ofice,

_Telegraph Engineering Division and Wireless Region. The posting

for all Post Offices should be made first and then for Telegraph Offices,
Radio Offices, Telegraph Engineering Divisions and Wireless Regions.
The total for all Post Offices will be shown below the last entry of the
Post Offices, and similarly for Telegraph Offices, for Radio Offices, for
Telegraph Engineering Divisional Offices and for Wireless Regional
Offices. It is to be noted that Head Reeord Clerks of R. M. S. Divisions
are not treated as disbursers for the purpose of this statement, as their
sccounts are incorporated in these of Head Post Offices. The statement
of disbursers’ account is, however, also prepared for the Accounts Officer.
Telegraph Stores, Karachi, and the Aceounts Officer, Telegraph Work-
shops, Kotri. ¢
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s Note 1.—1It may be convenient to note the several cases in which the auditors
combine, each making his own entries to form a single statement : —

(1) Register of special recoveries :—

(Article 355 of the Posts and Telegraphs Audit Code, Volume 1),
(2) Check register of cash remittances between Post Offices :—

(Article 244 of the Posts and Telegraphs Audit Code, Volume I),
(3) Broad sheet of Treasury Suspense Account :—

(Article 263 of the Posts and Telegraphs Audit Code, Volume B.

(4) Register of British Postal Orders transferred from one Post Office to
another : —

(Article 163 of the Posts and Telegraphs Audit Code, Volume IT),
(3) Broadsheet of Deposits, ‘ Other Deposits’;—

(Article 289 of the Posts and Telegraphs Audit Code, Volume I).
(6) Register of Permanent Advances :—

(Article 286 of the Posts and Telegraphs Audit Code, Volume I).
(7) Broadsheet of Advances Recoverable : —

(Article 483 of the Posts and Telegraphs Audit Code, Volume I).
(8) Broadsheet of Suspense Account ;—

(Article 483 of the Posts and Telegraphs Audit Code, Volume I).

(9) Register of recoveries and refunds on account of Money Order discre-
pancies : —

(Article 492 of the Posts and Telegraphs Audit Code, Volume II),

" 157. As soon as all the Abstracts of a Circle have been posted into
the statement of disbursers’ accounts, it should be totalled and made
over to the Detailed Book keeper for completion, by entry in it of the
amounts (if any) which pass into the accounts through the Combined
Transfer Ledger and Abstract. The amount to be posted against the
head ‘Transfer’ should be calculated in the manner deseribed in
Articles 55 and 258 of the Account Code, Volume IV.

«~"158. The form thus prepared brings together the aggregate of the
month’s receipts and payments with the opening and closing balances
of all Disbursing Officers, and so furnishes an effective check on the
totals of the Circle Abstract. The grand totals of receipts and pay-
ments in the statement of disbursers’ accounts and the Circle Abstract
should always be equal. )

After the disbursers’ account has been reconciled with the Circle
Abstract, it should be put up for the inspection of the Gazetted Officer
in charge of the Section.

+ Detail Books

159. Particulars relating to a year’s transactions of the Head Post
Offices including R. M. S., Telegraph Traffic and Telegraph Engineering
and Wireless Offices in a Circle are brought to account, from month
to month, in a @‘_etéllf Book. wsioef b, wuted Debei € B s

160. A separate Detail Book is maintained for each circle. The
form of the Detail Book is A. G. P. T.-546 which is essentially the same
as Form No. A.O. 46 and of which the arrangement is similar to that
laid down in Article 233 of the Account Code, Volume IV.

161. As soon as each Classified or Primary Abstract and Account
Current is ready, it should be made over to the Detail Book Poster
concerned, who will at once proceed to post the figures in the Detail
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Book. When the postings under each head have been completed, the
total ‘of the detailed items should be independently cast across the
page to the total column of the Detail Book, without reference to the
total already made in the Classified or Primary Abstract and Account
Current.

162. The postings of the amounts under the detailed heads, and totals
under minor heads should be checked independently with the entries in
the Classified or Primary Abstract and Account Current. The person
who checks the postings is required to put his initials at the foot of each
page of the Detail Book, and if all the entries of a month on one page of
the Detail Book are posted by one man and checked by another the
poster and checker, severally, should place their initials at the foot of
the page.

f&{u. Deleted.

77163-A. Treatment of Cash and Imprest Balances—In the case
of Telegraph Traffic, I1‘—elegraph (including Telephone) Engineering
and Wireless Accounts the imprest balances are treated as part of
the cash balances. The sum total of both as they appear at the end of
each Account Current will therefore be posted in lump wunder the
heads “Opening Balance” and “Closing Balance ” as the case may
be in the Disbursers’ Accounts.

1‘// As regards stamp imprest balances a statement in Form AGP.T-
548 showing the details of these balances held separately in cash and
stamps by the Departmental Telegraph and Radio Offices in a Circle
at the end of each month should be compiled by the Audit Offices
from the Stamp Imprest Account given at the end of the Primary
Abstracts. The increase or decrease in the total cash portion of the
imprest for a circle over the preceding month’s holding should be
adjusted by a transfer entry by credit or debit to “XIX—Posts and
Telegraphs—Abstract A. I e of ordinary stamps”, per contra
debt or credit being given to “Suspense Account—Stamps Imprest
held in cash by Telegraph Masters and Radio Officers”.

Closing the Detail Books

< 164. After all the Classified Abstracts, Primary Abstracts and
Account Currents of the Circle have been posted and the postings
totalled, the amounts of Audit Office adjustments relating to the Circle
should be incorporated by posting into the Circle Detail Books, under
each detailed head, the net amount relating to it as worked out in the
Combined Transfer Ledger and Abstract, vide Article 130.

165. The monthly total, including the Cash transactions and the
postings from the Combined Transfer Ledger and Abstract, will then

be struck and the Detailed Book made over to the Poster of the Circls
Abstract.

166. : e
to Deleted. ! - z
171. i g =iy

.~ Cirele A];stragt
P

v 172. The next process is ﬁléwpl_-e.parét‘i‘on of the Circle Abstract of
Receipts and Payments of each Circle in Form No. A.GP.T--549. There
should be one such Abstract for each month. Every head for which
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a column is provided in the Detail Book must also appear in the Circle
Abstract, and against each of these will be entered the total of the
month’s entries, i.e., total of cash transactions and Audit Office trans-
fers as shown in the Detail Book.

173. The column headed “Total previous months"” in the Circle
Abstract should be filled in by the Audit Office from the previous
month’s total of the Detail Book. The other money columns, viz.,
“Adjustments in the Office of the Auditor General—add—deduct”,
*“Monthly total” and “Progressive total” will be left blank. These
will be filled in by the Office of the Auditor General (see Article 136).

Note.— Heads for transactions which do not appear in the Classified Abstract (for in
tance, ** Foreign Money Order ") but pass in to the Postal Accounts through adjustments made
in the Audit Office, will be printed in the Circle Abstract.

"Closing the Circle Abstract

174. The total of the receipts and payments in the Circle Abstract
will be checked against the statement of disbursers’ accounts (see
Article 158) from which will be posted, also, the opening and closing
balances for the month. The grand totals of receipts and payments
including respectively the opening and closing balances for the month,
must always be equal for each Circle.

Despatch of Circle Abstracts

175. The Circle Abstracts should be forwarded to the Office of the
Auditor General so as to reach that office by the 27th of the month
following the month of account. Care should be taken that the despatch’
of the Circle Abstracts is not delayed, as on their punctual receipt in the
office of the Auditor Gengral depends the submission by that office, on
due dates, of the several returns reguired by the Accountant General,
Pakistan Revenues, the Director General and the Government of Pakistan.
Circle Abstracts for the month of January should, however, be sent to
the Office of the Auditor General four days earlier than the usual
due date.

176.

to Deleted.

187. )

Telegraph Check Branch Detail Book

188. A separate Detail Book is maintained for the accounts of the
Telegraph Check Branch by Telegraph Check Branch of each Audit
Office. This Detail Book is posted from the Primary Abstract of the
Telegraph Check Branch prepared from the record of its transactions
in the Cash Book, under Article 346 of the Message Revenue Audit
Code. An Abstract of Receipts and Expenditure is prepared from
the Detail Book and a copy of it is made over by the Telegraph Check
Branch to the Book Section for forwarding it to the Office of the
Auditor-General along with other "Abstracts on the date mentioned
in Article 175. ‘

Stores and Manufacture Accounts

189. The transactions included under Stores and Manufacture Sus-
pense lead to a double series of entries in the accounts, one portraying
the effect on the stock and the other exhibiting the payment or receipt

<3
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of money. Accounts entries of the former kind are made striclly in
accordance with the ordinary usage in double entry book-keeping, ie.,
for every credit to one head, there must be a corresponding debit to
another. Accounts entries relating to cash are made, on the other hand,
according to the usual practice in Government Accounts; ie., the
payment or receipt is debited or credited to the proper head of
account without a separate conira entry to another head of account.
Thus, if articles worth Rs. 500 are purchased from a firm and brought
on }0 11stoc:k the transaction of receipt of stores is included in the account
as follows (—

Rs.
Stock Debit v o o .. 500
Purchase Account Credit .. G 500

The payment to the firm, however, is debited to Purchase Account
without a contra credit to cash.

Note—The explanation given above does not take into account the theoretical
aspect of debiting the total of disbursements to the Disburser in the Statement of
Disbursers’ Account or, in the case of a Department like the Posts and Telegraphs
which draws its funds from Civil treasuries, of the credit to Civil Departments for
the total amount of drawings.

190. The system explained in Article 189 requires that there should
be two sets of initial accounts, one for recording transactions in stores,
and the other for transactions in cash and book transfers relating to or
consequent on the former. The abstracts of receipts and issues of
stores described in Articles 349—358 of the Posts and Telegraphs Initial
Account Code, Volume II, constitute the initial accounts of transactions
of the first kind; and the monthly accounts of receipts and expen-
diture submitted by Officers-in-charge of the two Branch Store Depots
under Article 625 ibid. coupled with the cash accounts of the Accounts
Officer, Telegraph Stores, Karachi, and the Aceounts Officer, Telegraph
Workshops, Kotri, vide Article 297 of Posts and Telegraphs Initial
Account Code, Volume II, constitute those of transactions of the second
kind. A similar differentiation is observed in the earlier compilatory
processes by which the initial accounts of the Department are prepared.

191. From the initial accounts referred to in Article 190, the office of
the Accountant General, Punjab, Posts and Telegraphs Branch, Lahore,
prepares two Detail Books one of transactions in “Stores ” and the other
of transactions in “ Cash ” (including Book-Transfers).

. Store Dctaﬂ Book
192. The Stores Detail Book mentioned in Article 191 exhibits

(besides all workshop transactions) all the stores transactions in so far
as they relate to—

(i) The sub-suspense heads under “ Stores Suspense ”, e.g., General
tores, Sales, Purchases, Stores in transit, ete.

(ii) Certain final heads under working expenses such as “unservice-
able stores written off”, “stock adjustment”, “ Losses of stores written
off 7, etc., etc., the funds in respect of which are not controlled by the
Divisinnal Engineers Telegraphs (including Telephones) and Engineers-
in-charge Wireless.
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(iii) The net monthly debit or credit to each Divisional Engineer and
Engineer-in-charge in respect, of stores finally issued to or received from
works and for the detailed accounting of which he is responsible to his
own audit office. ‘

193. To accommodate the net monthly debits or credits against Divi-
sions and Regions referred to in Article 192 (iii) the name of each Engi-
neering Division or Wireless Region is shown as a remittance head of
account, and the net debit or credit pertaining to each Division or
Region is booked in lump under these remittance heads.

194. In order to book the debits and credits to works and con-
tingencies under the relevant final heads under Capital, Renewals and
Working Expenses another Stores Detail Book is maintained separately
for each circle by the Work Audit Section of each Audit Office in the same
way as the Detail Book for cash expenditure is maintained. This
Detail Book is posted from the monthly Stores Account Current
received from the Divisional Engineers (vide Article 638 of the Posts
and Telegraphs Imitial Account Code, Volume II) and the abstracts of
stores adjustments made in the Audit Office.

195. The Stores Detail Book mentioned in Article 194 exhibits the
following :— :

(a) Debits or Credits to the final heads under Capital, Renewals
and Working Expenses, and

(b) Corresponding credits or debits to the respective Divisions or
Regions, appearing under the remittance heads referred to in clause
(iii) of Article 192.

196. Both the Stores Detail Books mentioned above are divided
into the following three parts:—
I—Receipts :
(a) Deduct Working Expenses. )
(b) Net Receipts (XIX Posts and Telegraphs),
(¢) Suspense Accounts.
IT.—Expenditure :
(a) XIX Working Expenses, 21—Capital Outlay charged to
Revenue, 69-A. Capital Outlay not charged to Revenue and

69-B. Renewals and Replacements of Wasting Assets
debitable to Renewals Reserve Fund.

(b) Stores and Manufacture Suspense Accounts, i.e., Appendices
A-I and B-I to 69-A Capital Outlay (included in the Stores
Detail Book of the Works Audit Section of the Lahore
Audit Office only).

III.—Expenditure—Debt and Remittance heads -
(a) Stores Remittance heads.
(b) Suspense Accounts.

197. The total under Working Expenses in Part II is transferred
by minus debit to the head “Deduct’ Working Expenses” in Part I.
This is necessary as Working Expenses are taken in reduction of
Gross Receipts, under the head “XIX Posts and Telegraphs " in the
Government Account.
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The Stores remittance heads appear in Part III only of the Detailed
Books. The debits or credits booked by the Works Audit Section (Stores
and Workshop portion) of the Lahore Audit Office under these heads are
cleared by per contra minus debit or minus credit under the same heads
in the Works Audit Sections of the two Audit Offices. These Stores
remittances should on no account he mixed with cash remittances for
which advices of transfer debit are exchanged between the Audit Offices.
All that should be deone is that the Works Audit Section (Stores and
Workshop portion) of the Lahore Audit Office as soon as it has posted the
Detailed Book should communicate to its own Works Audit Section as
well as to that of the Dacca Audit Office the net debit or credit appearing
against each Division in the Detail Book in a statement in form ‘K’
It will be the duty of the Work Audit Section of the Audit Offices to
see that the net debit or credit shown against each Division in this
statement exactly tallies with the minus debit or minus credit appear-
ing against the same Division in their Detail Book for the month. A
certificate of agreement should be recorded by the auditor concerned
on the statement in form ‘K’ before it is filed,

198 The Stores and Manufacture Suspense Accounts include
three Sections, viz,, (i) General Stores, (ii) Workshop Stores and (iii)
Workshop Manufactude. The arrangement of detailed heads and
methods of posting are described in Annexure A to this Chapter. . The
method of posting illustrates the principle of double entry explained
in Article 189, Sections (1) and (2) are totalled and balanced together
while Section (3) is totalled and balanced separately, the balance
consisting of the difference between the debils and credits to each
Suspense Account,

199. it will be seen that in the Stores Suspense Accounts the
amount of the net total represents solely the amounts of the following’
items, the other debits and credits adjusting each other :— :

{:) On the debit side—
(A) For General Stores.
Receipts from Manufacture Account and from Workshop Stores by
debit to stock.
(B) For Workshop Stores. -
Receipts from General Stores or from Workshop Manufacture.
(ii) On the credit side—
(A) For General Stores.
Issues to works or offices and transfers to Workshop Stores.
(B) For Workshop Stores. ¥
Issues to final service heads or to Manufacture or General Stores.
The net total of Section ITL.
Manufacture Suspense is represented solely by the following items,
the other debits and credits cancelling each other
(i) On the debit side—Receipts of raw materials from Workshop
Stores by debit to Manufacturing operation.
(i1) On the credit side—Issues to final service heads and to General
Stores or Workshop Stores by debit to stock.
L3 AG
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The grand total of all the three sections of the Stores and Manufac-
ture Suspense Accounts will be determined solely by the issues to final
heads under 69-A —Capital Outlay not charged to Revenue”, 21—Capital
Outlay charged to Revenue, 69-B.—Expenditure debitable to the Renewals
Reserve Fund, XIX-—Posts and Telegraphs—Deduct Working Expenses ”.

Stores Cash Detail Book

200. The Cash Detail Book is divided into the following parts :—
1.—Receipts.
(a) Income-tax.
(b) Net Receipts XIX—Posts and Telegraphs.
(c) Debt and Remittance heads.
11.—Expenditure.

(a) Heads under XIX—Posts and Telegraphs—Deduct Working Ex-
penses, 69-A —Capital Outlay not charged to Revenues, 21—Capital Outlay
charged to Revenues, and 69-B.—Expenditure debitable to Renewals
Reserve Fund.

(b) Stores and Manufacture Suspense Accounts, i.e., Appendices A
and B to 69-A—Capital Outlay.

I1L.—Expenditure—Debt and Remittance heads.

Part I, Part 11 (a) and Part 1IT of the Stores Cash Detail Book as des-
cribed above are similar to the other Cash Detail Books and are used to
record the expenditure in cash (or by book transfers) debitable to final
heads of account incurred by the officers of the Stores and Workshops
branches as well as by the Accounts Officers, Stores and Workshop. Part IL
(b) deals with the Suspense Accounts. The arrangement of the detailed
heads and the method of posting are described in Annexure B of this
Chapter.

201. The Cash charges including both adjustments of freight and
indirect percentage charges in connection with the Stores accounts of the

Divisional Engineers and Engineers-in-charge are booked in Part II of the
Cash Detail Book of the two Audit Offices.

Submission to the Office of the Auditor General

202. Stores Circle Abstracts are prepared by the Audit Offices and
submitted to the Office of the Auditor General on the 27th of the month
following the month of account. The Lahore Audit Office submits addi-
tional Abstracts in respect of the Cash and Stores Detail Book of the Stores
and Workshop Branch on the same date.

. Stores and Manufacture Suspense Schedules

203. The Suspense Schedules are prepared in Form No. A. G. P. T.-553
by the Works Audit Section, Stores and Workshop portion of the office of
the Accountant General, Punjab, Posts and Telegraphs Branch, Lahore.
They are posted by combining the Stores and Workshop Suspense Accounts
of the Stores Detail Book with the Stores and Workshop Suspense Accounts
of the Store Cash Detail Book. The Stores Suspense Account includes
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transactions of General Stores and those of Workshop Stores and conse-

quently the first two sections of the Stores and Workshop Suspense
Accounts of each of these two Detail Books are combined in the Stores

Suspense Schedule while the Manufacture Suspense Schedule is posted
from the third section only.

204 (a). In the Stores Suspense Schedule the following debit items
are post

ed from the Stores Suspense Accounts of the Stores Cash Detail
Book.

(i) Charges ipy England—

(a) Par Value
(b) Loss or gain by exchange.

(ii) Pakistan charges on English Stores—
(a) Customs duty.
(b) Landing charges.

(iii) Purchase of Stores in Pakistan.

The remaining items are posted from the following sources :
(i) Manufactured articles received from Telegraph Workshops—

This is posted from the Stores Suspense Accounts of the Stores Detail
Book.

(ii) Materials returned from works—

The value of Stores returned from works are booked undér the final
heads by the two Audit Offices in their Work Audit Section Stores Detail
Books and these figures are communicated to the Accountant General,

Punjab, Posts and elegraphs Branch, Lahore, by the Audit Office con-
cerned.

(iii) Suspense Accounts—

(a) Receipts—The figures relating to the head Debit Suspend-

ed” or “Credit Suspended ” if any, are posted under this
head from the Stores Detail Book.

(b) The credits to Stores Suspense Accounts are posted from
the following sources :— !

(i) The book value of Stores issued to works or Oﬂices.

These figures are communicated to the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore, by the Audit Office concerned.

(ii) Recoveries on account of sales—

These figures are posted from the Stores-Suspense Accounts of the
Store cash Detail Book.

(iii) The figures for ** Stock Adjustment Account ”, “yn.

serviceable stock materials and losses written off ” and

“ Deduct value of stores issued to works or manufacture

from the unserviceable dump ” are posted from the
Stores Detail Book.

205 (a). In the Workshop Manufacture Suspense Schedules the debits
are posted from the following sources :—
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1—Direct charges
(i) Raw materials drawn from stores.
This is posted from the Workshop Manufacture Suspense Accounts of

the Stores Detail Book.
(ii) Labour and other Cash charges.

This is posted from the Workshop Manufacture Suspense Accounts of
the Store Cash Detail Book.

(iii) On-cost.

The total amount of recoveries of Workshop on-costs leviable on the
manufactured articles as credited to Abstract ‘O’ of the Working Expen-
ses is to be taken under this head. )

(b) The credits to Manufacture Suspense Accounts are all posted from
the Stores Detail Book excepting the following items which are posted
from the Manufacture Suspense Accounts of the Stores Cash Detail Book:

(i) Recoveries on account of sales.
(ii) Net loss or gain on estimates.
ed heads of the Stores and Workshops Sus-
ense Accounts of the Stores Detail Book other than those enumerated in
Articles 204 and 205 are neglected in the posting with the result that the
Stores Suspense and Manufacture Suspense Schedules are constituted
entirely on the basis of receipts and payments of money in respect of stores
ufacture operations and thus correspond with the ordinary prin-

and man
ciples of the Government budget which is based on receipts and payments

of money.

207 (a). The balance of the Stores Suspense Account thus represents
the balance of outlay on Stores exclusive of unliquidated liabilities and
unrealised assets. It differs from the actual value of stock in hand by the
net outstandings under the sub-suspense accounts as shown below :(—

Stock of Stores in hand.
Add outstanding under—
(i) Sales—representing unrealised value of Stores sold.
(ii) Stores in transit—representing value of stores issued from one
depot (or head of account) but not acknowledged by another
depot (or head of account).

Deduct—outstandings under (1) Purchases—representing value of
in Pakistan but not paid for, (ii) London Stores—repre-

Stores purchased i
senting value of stores purchased in England payments of which have not

been intimated.
Total—Balance of Stores Suspense Account. )
(b) The balance under the Manufacture Suspense Account can be
analysed similarly as follows :—
Value of works in progress—
Prime cost.
On-cost.
Add outstandings under—Sales—representing unrealised value of
works done in the Workshops on payment.

206. Amount under detail

o

- . |
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Total—Balance of Manufacture Suspense Account.

(c) The net total of each suspense schedule (in other words the net
difference between total debits and total credits) should be equal to the
sum of the net totals of the corresponding sections of the Stores Detail
Book and Stores Cash Detail Book.

(d) The Suspense Accounts work from balance to balance and the
closing balance at the end of 2 month is obtained by adding to or subiract-
ing from the balance at the beginning of the month the net difference
betwsen the intal debits and total credits, accerding as the former is
larger or smaller than the latter.

208. The suspense schedule prepared in accordance with the principles
laid down in Articles 203 to 207 should be submitted to the office of the
Auditor General by the 11th of the 2nd month following the month to
which the account relates. When submitting the schedules for March
Final and Supplementary accounts the opening and closing balances should
be analysed in detail and these figures should be communicated to the
Accounts Officer, Telegraph Stores, Karachi, for Stores Suspense Schedules
and to the Accounts Officer, Telegraph Workshop, Kotri, for Workshop
Manufacture Suspense Schedules, for reconciliation with the figures in
the valued ledger and the various sub-ledgers maintained in their Offices
for the sub-suspense heads. The figures for the monthly debits and
credits appearing in the Detail Books under the sub-suspense heads
should, also be communicated to those officers after submission of the
monthly schedules to the Auditor General, for the same purpose.

208-A. The following checks should be exercised after submission of
the schedules every monti: and if any difference is noticed, steps should be
taken for their rectification.

(i) That the value of stores posted in the Stores Detail Book as
remittances to the Divisions agrees with the book value of Stores
shown on the credit side of the Stores Suspense schedule.

(ii) 'That the figures against the head “ Steck Adjustment Account”
“Unserviceable Stores written. off”, “Losses of Stores
written off” and “ Deduct value of Stores issued to Works or
Manufacture from the unserviceable stores dump” appearing
in the Stores Suspense Schedule agree with the corresponding
entries under Abstract C. :

(iii) That the expenditure shown in the Stores Detail Book under
Working Expenses and Capital Outlay on account of manu-

s, facturing works or repairs done in the Telegraph Workshops

-‘ﬁ; correspond with the-total= e of prime cost and on-cost of
manufactured articles or Tepairs as shown on the credit side of
the manufacture suspense schedule.

(iv) That certain figures in the two suspense schedules, such as raw
materials sent to Telegraph Workshops, ete,, correspond with
each other,

Secrion IIL—Procedure relating to the Adjustment of Receipts and
Expenditure finally booked in England.

209. 1
to Deleted.
223-A. J

Statements

224. Schedules showing particulars of Receipts and Expenditure
finally booked in England are received monthly in the Lahore Audit Office
from the Chief Accounts Officer to the High Commissioner for Pakistan
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in London through the Accountant General, Pakistan Revenues, Karachi.
Transactions, appearing in the Revenue portion are adjusted in the Book
Section of the Lahore Audit Office while those appearing in the Capital
portion are communicated by the Book Section to the Works Audit Section
(Stores and Workshop portion) for adjustment and inclusion in the Store
Cash detail Book.

Monthly Adjustments

225. The following procedure should be adopted in carrying out the
adjustments monthly :—

The Sterling transactions will be converted into rupee currency at
the average monthly rate of exchange communicated by the
State Bank of Pakistan (vide, Article 230 of the Account Code,
Volume IV) and the rupee equivalents will be debited to
the appropriate heads of account in the relevant Abstracts under
“ XIX—Posts and Telegraphs—Deduct Working Expenses” by
credit to Abstract P. The credit to Abstract P will be shown
separately under the heads (i) par value, i.e., the rupee equiva-
lents 2?’f the sterling transactions converted at the rate of

* 2s.—1j;d. to the rupees, and (ii) Loss or gain by exchange,
ie, the difference between the par value and the rupee
equivalents at the average rate of exchange. The amounts re-
presenting the “Loss or gain by exchange ” in Abstract P will
thereafter be debited or credited to Abstract Q by a correspond-
ing credit or debit, as the case may be, to the head “ Exchange
on Remittance Accounts ”.

The procedure described above will be applied mutatis mutandis for
the accounting of similar transactions under the heads “ XIX—Posts and
Telegraphs—Gross Receipts ” and * 69—Capital Outlay ¢

Note—The expenditure in respect of the subsidy for the carriage of mails by
the P. and O. Steamers during each quarter of the calendar year finally booked in

England is adjusted to the head * Payments under the Postal arrangements with
the Lords of His Majesty’s Treasury ™ in Sub-Division VIII of Abstract J.

Broadsheet

226. A broadsheet in the form shown below should be maintained in
the Lahore Audit Office to watch that the sterling amounts for which'ad-
justments are made in the books of the Pakistan Posts and Telegraphs
Department agree with those in the monthly statements received from the
High Commissioner for Pakistan in London through the Accountant
General, Pakistan Revenues, Karachi. The register should be submitted to
the Gazetted Officer in charge by the end of each month.

Broadsheet of English Expénditure

Total Equivalent Adjusted in
Months of amount amount in | Total
accounts in Rupee 2
sterling Currency April, | May, /And so on

May
Etc.

| |
{
\ \

|
| |
April ) |
: | I
Total l '
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227, Deleted,
z o Section IV —Consolidation of Accounts in the Office of the
Auditor General
A Compilations received
: 228. The Book Section of the Office of the Auditor General receives

monthly the following accounts compilations from the Audit Offices:—

(i) Circle Abstracts for all Postal Telegraph Traffic and Telegraph
including Telephone) Engineering and Wireless Offices from
both the Accountants General, Posts and Telegraphs Branch
(see Article 175.) ’

(ii) Telegraph Check Branch Circle Absracts from both the
Accountants General, Posts and Telegraphs Branch.

(iii) Stores Circle Abstracts from both the Accountants General,
Posts and Telegraphs Branch, and Abstracts of the Cash and
Stores Detail Book of Stores and Workshop Branch from the
Accountant General, Posts and Telegraphs Branch, Lahere

(vide Article 202).
Examination of Circle Abstracis

229. As soon as each of the Circle Absiracts is received in the Book

> Section, the opening balance of the month will be checked against the
closing balance of the last month and the progressive total of each item

shown in the Circle Abstract will be checked with the corres onding
figures arrived at in the Office of the Auditor General in the Circle Abstract

of the previous month. The totals will then be carefully examined and

any error or discrepancy that may be found should be brought to the

notice of, and settled in communication with, the Audit Office concerned.

230, Deleted,
231. Deleted.
= : General Abstract
232. The next process is the preparation of the General Abstract of

Receipts and Payment for the whole of the Pakistan Posts and Telegraphs
2 Department in Form No. A. G. P. T--555. The General Abstract is arrang-

ed in vertical columns, of which the first shows the names of the circles , +,

> and the remaining columns the heads of account. The closing entries at
the food of each page are as foillows :—
Heads of account.

Total cash

Total previous cash i
Total progressive cash ...
Total store-store

Total previous store
Total progressive store
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Cash and Stores transactions are incorporated in two separate General
Abstracts. The first three entries mentioned above relate to the Cash
General Abstract and the last three entries appertain to the Stores
General Abstract. When the Stores General Abstract is compiled it
should be seen that the figures under the “Stores Remittance” heads
cancel each other leaving no balance to affect the grand total on the
expenditure side.

233. There should be one General Abstract for each month for the
tranzaciions of the Pakistan Posts and Telegraph Depariment. In the
first insiance, it will be prepared in loose sheets, and on the completion
of the month’s posting bound up in three separate volumes, one for the
Receipts portion, ancther for the Service expenditure under ¢ XIX—Posts
and Telagraphs” and the third for the Debt head expenditure. Each item
appearing in the Circle Abstracts and the Detail Books will be posted into
the General Abstract by means of an accounting machine. The totalling
on each page will also be done by means of this machine. When com-
pleted, the General Abstract will bring out, for tha whole of the Pakistan
Posts and Telegranhs Department, under each major, minor and detailed
hesd of account, the total transactions for the month as well as the total

progressive figures up to the end of the month,

Note.—A certificate should bz recorded in the General Abstract below the Grand Total of
Reeipts snd ExpenZiture for a month thusi—* Cross totals have been check?d and the grand
totals of roceipts #nd ~xpan-iture agreed.”” This certificate should be signed by the machinz
orpzrator and the auditor of the compilation group and the Genaral Abstract stould thrn bs
submitted to the Accountant in charge of the Book S=ction for raviow.

234, Deletgd.
4 General Statement of Disbursers’ Accounis.

“9a% A General siatement of all fha disbursers accounts for a month
is prepared in the Office of the Auditor General in Form No. A. G. P. T.-545.
In this form the names of circles are entered in column 1 and against these
are posted the grand totals of receipts and payments as well as the open-
ing and closing balances of each Circle.

The form thus prepared brings together the aggregates of the months’
receipts and payments with the opening and closing balances of all dis-
bursing officers and so furnishes an effective check on the totals of the
.General Abstract. The latter shows the amounts received and paid on
21l accounts while the former shows the amounts received and paid by all
Accountants. The grand totals in both should therefore be equal.

Section V.—Monthly end other priodical returns.
i Compilation and Despatch

236. A progressive statement in Form No. A. G. P. T.-556, showing the
revenue and service charges of the Pakistan Posts and Telegraphs Depart-
ment, will be compiled from the General Abstract and forwarded to the
Direcior (eneral, Posts and Telegraphs, on or before the 5th of the second
month following that to which it relates.

In March, however, a statement showing service charges (Working
Expenses only) for the month of January will be forwarded to the
Director Genszral of Posts and Telegraphs on the lst day of the month.
The remaining figures for Revenue and Capital will be furnicshed on the
usual due date, viz., 5th of March.

It shows the appropriations for a year for the minor and detailed
heads under each Abstract, and the actuals under these heads for, and the
progressive figures up to, the month. The actuals for the previous year
as well as the actuals for, and the progressive figures up to, the corres-
ponding reonth of that year are also shown in the statement. Concise
explanations of heavy difference between the appropriations and the
actuals are given in the remarks column,

» e

L
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Note.—A summary of revenue and expenditure under certain heads in Forms
A G. P. T.-503 and 504 will be compiled circie by circle from the Circle Abstracts
and forwarded to the Director General of Posts and Telegraphs on the 15th of the
2nd month following ihe month of account, for incorporation in the Bulletin o
statistics published by the Director General of Posts and Telegraphs.

236-A. A statement showing Revenue and Expenditure of the Central
Government appearing in the books of Posts and Telegraphs Departiment
to the end of the month should also be compiled in the Book Section of
the Office of the Auditor General and forwarded to the Accountant
General, Pakistan Revenues, Karachi, so as to reach him on the 1st of the
2nd month following the month to which it relates,

237. An abstract account of progressive receipts and charges under
major and minor heads will also be compiled from the General Abstract
in Form A. G.P. T. 557 for submission to the Secretary to the Government
of Pzkistan in the Ministry of Finance, and the State Bank of Pakistan.
The account should be despatched on or before the 20th of the secord
month following that to which it relates. Every care must be taken ta
make the account correct as the figures are printed by the State Bank of
Pakistan and become the standard for reference, The Gazetted Officer in
charge of the Book Section should personally examine the figures, as
peculiarities in them may easily draw his attention to errors that may have
been committed in the compilation of the account.

Note 1.—The accounts for March preliminary should be despatched to the
Slate Bank of Pakistan on the 18th of May.

Note 2.—A separate statement showing the distribution of the erodits and
debits by provinces under the head “ Accounts current betw -en Civil and Pests
and Telegraphs"” is furnished to the State Bank of Pakisian along with this
abstract account.

238. A statement showing the amounts booked under the head
“Officers who retired on or before 1st April 1937” under “ Abstract G—
Pensionary charges” should be furnished to the Accountant General,
Pakistan Revenues, on the following dates:—

(i) figures for the whole year—By the 1st August of the year
following that to which the figures relate ;
(ii) figures for the first six months—By the 15th November each
year ;
 (iii) figures for first eight months—By the 5th January each
year.

238-A. A statement in Form No. 5. Y. 129-B, showing expenditure
against grant under ‘22 Interest on Debt and Other Obligations’ for
accounts for the months of September to December should also be furnished
to the Accountant General, Pakistan Revenues, each year by the 15th of
the 2nd month following the month to which the accounts relate.

239, Deleted. ;
SecrioN VI—March Final Accounts.

(a) Procedure in the Audit Offices.

240. As soon as the accounts for March preliminary are closed, an
examination of the account figures should be made by the Audit Offices to
see what corrections due to misclassification, errors and omissions ars
required to be made therein. These adjustments as well as the annual
transfer entries referred to in Article 122 should be made in the accounts
for March Final.
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241. Adjustments made in the accounts for March Final should be
posted in the Detail Books maintained in the Audit Offices, and a final

total of the transactions including the figures for March preliminary should _

be brought out. A Circle Abstract should be prepared for March Final
by the Audit Offices and submitted to the Office of the Auditor General
so as to reach it on or before the 7th of July.

For Telegraph Check Office and Stores (both Cash and Stores)
separate Detail Books should be forwarded to the Office of the Auditor

General.

Note.—In respect of Wireless and_Telegraphs (including Telephone)
Engineering Accounts, separate accounts for March Supplementary are not received
from the Disbursing Officers but all adjustments to be carried out in the accounts
for March Final are noted in the Transfer Entry Books (see Article 137). Separate
Account Current for each Ci{‘c]e will be prepared from these Transfer Entry Books
end will be posted directly into the verified Detail Book.

242, Deleted.

243. Deleted.
(b) Procedure in the Office of the Auditor General.

244, The books of the Auditor Genreral remain open for adjustments
and transfers until the 31st July, when the final accounts for March are
made up.

245. The preliminary accounts for March should be closed as usual
and the monthly account returns should be submitted to the authorities
concerned on the due dates. No transactions should be left over for
adjustment in the final accounts which could very well be included in theose
for March preliminary. :

246. On receipt of the Circle Abstracts for March Final, the Book
Section of the Office of the Auditor General will incorporate therein all
adjustments made in March Final Accounts in that Office. A General
Abstract for March Final will then be prepared for the whole of the
Pakistan Posts and Telegraphs Department in the manner laid down in
Article 232. Another General Abstract will also be prepared taking into
account progressive figures only up to March Final as shown in the Circle
Abstracts and in the Detail Books. A reconciliation will then be made
between the two sets of figures under the detailed heads under each
Abstract, and errors and discrepancies which can be located on the spot
should be set right by a formal transfer entry or by plus and minus entries
(see Note below Article 246 of the Account Code, Volume IV), against the
respective heads, provided that the figures reporied monthly to the State
Bank of Pakistan (vide Article 237) are not altered thereby. Due intima-
tions of such corrections should be sent at once to the Audit Offices con-
cerned for incorporation in the Detail Books concerned. Discrepancies or
errors which cannot be located should be referred to the Audit Offices
concerned and settled promptly.

247. After reconciliation, the progressive figures for March Final should
be reported to the State Bank of Pakistan, the Secretary to the Govern-
ment of Pakistan in the Ministry of Finance on the 31st July, in Form
A. G. P. T-557. A progressive statement in Form A. G. P. T.-556 showing
the revenue and service charges of the Pakistan Posts and Telegraphs
Department for March Final will also be sent to the Directer General,

&

=
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Posts and Telegraphs, on or before the 10th August. Although the final
accounts for March may be corrected by subsequent entries (see Articles
248 et seq.), the despatch of these statements should not be delayed merely
for the reason that they are not absolutely complete but every endeavour
should be made to incorporate in them all adjustments and corrections that
can possibly be made by the date of despatch.

SectioN VII—Adjustment after the Closure of March Final Accounts.
Compilations

248. Correcting or additional entries made in the accounts of the
Audit Offices for the past year, after the submission of the March (final)
accounts, should be forwarded to the Office of the Auditor General in the
form of Circle Abstracts, as the case may be, so- as to reach that office
by the 1st September. 1If any entries are made after that date, they should
be reported in the same form by the 1st October, after which no entries
can be made. These entries should be very few and mostly for rectifying
misclassifications or errors in the accounts for the year just closed.

249, Correcting or additional entries made in the Office of the Auditor
General after the despatch of the final accounts for March should in the
first instance be incorporated in the Circle Abstracts received from the
Audit Offices. From these documents a General Abstract will be compiled
in the Office of the Auditor General for each batch of Journal Entries. An
account should be rendered to the State Bank of Pakistan in Form A. G.
P. T-557 for each batch of Journal Entries. The account for the first
batch should issue on the 10th of September and that for the second batch
on the 10th of October, after which no entries will be permitted except
with the previous consent of the Auditor General. The due date for sub-
mission of subsequent batches of Journal Entries after the second should be
that prescribed by the Auditor General in each case,

Note 1.—The instructions contained in Article 244 of the Account Code,
Volume IV, should be .carefully observed. -
- Note 2.—The second batch of Journal Entries should contain only important
items, save in so far as they relate to suspense heads. Adjustments after the close
of the second batch of Journal Entries should be avoided as a general rule; but
any specially important adjustments, which require to be made after the despatch
of the second batch of Journal entries, should be reported to the Auditor General
supported by an explanation from the Head of the Audit Office of the reasons why
it could not be made earlier.

Secrron VIII.—Miscellareous.
General Instructions

250. The following instructions should be carefully observed in the
Audit Offices in closing the accounts for each month and for the year :—

(i) The heads ‘20—Posts and Telegraphs—Interest on Debt’ the
credit side of ‘ Renewals Reserve Fund’, ‘Abstract N—Annual
Contribution to Renewals Reserve Fund’, and ‘ Extraordinary
receipts on Capital Account’ under 69-A, sub-head I wunder
Abstract O, should not be operated on without the previous
approval of the Auditor General.

Exception.—The annual adjustment of Interest on Capital invested in Siores
and Workshops and the adjustment of Interest on Capital Works during the period
of construction may be made without previous reference to the Auditor General.

(ii) “ Miscellaneous Post and Telegraph advances” should be
cleared at the close of the year by adjustment to final heads.
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(iii) The total charges (Cash and Stores) for “I—Post Office— (a)
Buildings” under 69-A should be transferred monthiy from

69-A to 21—Capital Outlay on Posts and Telegraphs—charged
to Revenue.

251. The cross checks referred to in Article 208-A in respect of Stores
and Manufacture Supense Schedules should also be exercised by the Office
of the Auditor General.

ANNEXURE A.

Arrangement of Detailed heads in the Stores and Workshop Suspense Accounts of Stores
Detail Book (See Ar:icie 198).

The table shown below indicates the arrangement of
detailed heads in the Stores and Workshop Manu-
facture Suspense Accounts of the Stores Detail
Bock and the method of posting under each
detailed head.

The raisc nd’etre of the posting will be grasped easily,
if it is remembered that the descriptive headings
of Detail Book Sections are to be interpreted
literally. Thus the value of stores ‘sold” is post-
ed under “sales * in the debit portion of the detail
book because it is a debit to the head “sales ”
although that head appears on the credit side of
the Suspense Schedule and the amount under the
debit head is posted from the Abstract of Issues.
Again the dcbits to ** purchase ™ on account of
payments of suppliers or credits to * sales * on
account of recoveries from parties to whom stores
are scld, do not appear in the Stores Detail Book
but in the store cash Detail Book of thz A, G., P.
& T. Branch, Lahore,

Sections I and II.
Stores Suspense— General and Workshop Stores Method of pesting.
(A) DEBITS.
1. Stock of General Storez—

{ The amount should be posted from
the consofidated Abstract of receipts,

|
(i) Receipts from Workshop Manufacture ... ... {4 contra credits being allowed to Work-
: | shop Manufacture Suspensg. and
(i¢) Receipts from werkshop stores ... 1 Stock of Workshop Store.

( The sum of the totals under (i) Purchase,
(ii) London Stores, and (i) Stores in
transit appearing in the consolidated
(iif) Receipts from other sources ... l D
| first instancc against tha correspond-
[ ing heads in Section (B)—credits,
| should be taken under this head.

2, Stock of Workshop Stores—

The amounts of the first two items
| should be posted from the receipt
.. i side of the Account Current of
<; Workshop Stores, contra credits
1 being allowed to Stock of General
L Stores and Workshop.

‘i) Receipts from General Stores ...

abstract of Receipt and posted in the |




D

61
Chap. 4] CONSOLIDATION OF ACCOUNTS.

Sections I and II,—contd,

Stores Suspense—General and Workshop Stores Method of posting.

(A) Desrs—contd.

Manufacture  Suspense. Ttem (iif)
should represent the sum of the
amounts appearing under the heads
* Purchase ”, *“London Stores ”
and " Stores in transit * on the receipt

(ii) Receipts from Workshop Manufacture Suspense s‘

i

!! side of the Account Current and ini-
J

(iii) Receipts from other sources. tially taken under the corresponding

heads in Section (B).

3. Sub-Suspense heads—

(i) London Stores (General Stores)

5
il
(ii) Stores in transit (General Stores) ] The amounts should be those appearing

(iii) Sales (General Stores) in the consolidated Abstract of issucs,

(B) Crepirs.

1. Stock of General Stores—

(i) Issues to Workshop Stores (for issues from General The
)

amount is obtained from the con-
Stores; y

solidated abstract of issues, a contra
debit being taken tostock of workshop
stores in Section (A).

== These figures represent the total of the
consolidated Abstracts of issues minus
the amount of item (1) above,

(i) Issues to other heads

2. Sub-Suspense heads—

(a) London Stores—

(i) General St These amounts should be posted from
enera Ores

@ 2o o -+ | the consolidated abstract of issues
(if) Workshop Stores ... -+ | and the Account Current of Work-
(b) _;Stgres }2; t_gtms't— shop Sl;krcs (Credit) tte m;ltgﬂgem
(i ene: ores e en to stocks o e
” §"12‘ r“égrkshop Stores ... St?nmss{md \wshop Stores— Re-
¢) Purchase— - ceipts from other sources.

(i) General Stores R

(if) Workshop Stores

.
e

3. Stock of Workshop Stores—

(i) Issues to General Stores e - = Vltems (3), (if) and (iii) are all posted
from the Account Current of Work-

- Shop Stores (credit side), contra debit
being taken to the Stock Accounts in

. Section (A),

(ii) Issues of raw materials to Workshop Manufac-
tures

ltem (jii) represents sum of the Sub-

suspense heads included in Section
(iii) Tssuzs to other heads (A).
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Section (II1).
‘Workshop Manufacture Suspense, Method of posting.
" (CJ Deaits.

1. Raw materials drawn fronmr Workshop Stores ... The amount should be posted from the
Account Current of Workshop Manu-
facture, a contra credit being allowed

N to the stock of ** Workshop Stores™,
under Section (B) above.

2. Rzceipts from other heads ... Thevalue of casting turned out from

foundry istakento thishead, acontra
credit being allowed to the head
“Storeintransit’’ on the credit side.

3, Sub-Suspense heads—

(i) Sales ... The sum total of prime cost and on-cost
for works done on payment as shown
on the credit side of the Account
Current is posted to this head, a
contra credit being taken to the heads
‘“Issues to other heads”, **Prime
cost ™ and * on-cost ** absorbed on
issuss to sales ““ on the credit side ™.

(ii) Stores in transit ... The value of castings issued to foundry
is taken to this head, a contra credit
being allowed to the head * issues to
other heads’ on the credit side.

(D) CreDITS.

1. Issuc to General or Workshop Stores—

ime cost ...} Figures are posted from the credit side

gr;:T:ost Ei ] of the Account Current of Workshop

2 Manufacture, contra debit being

2 .Issue to Service head— ¥ allowed to stock accounts of General

i Prime -cost l and Workshop Stores and Capital
i On-cost ] and Revenue heads,

3, Issues to other heads—

ime cost ... The sum total of all heads on the credit
0 side of the Account Current less the
sum total of issues to General and
;Vogkshop Store s posted under this

ead.

4. Sub-suspense heads—

] (i) Stores in transit i <o Videremarksagainstitem C(2)above.
(ii) Sales—
; Prime-cost ... ... The amounts are posted from the
r Account Current, vide also remarks
On-cost ...] against item (3) (i).
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ANNEXURE B.

Q Arrangements of detailed heads and details of transfer entries in the Storesand Workshop Sus-
penss Accounts of the Store Cash Detai! Book.

Section I and 11,

8, Stores Suspense-——Genaral and Workshop Details of Transfer entries,
- Stores.
) DEeBITS.

1. Charges in England on account of purchase of Stores  London stores . Dr.
i i ange.
Kby oty (i) Charges in England Par Value,
(ii) Loss or gain by Exchange.
(1) Account between High Com- |
missioner for Pakistan in London !
and Government of Pakistan ...Cr, I

* Revenue and capital transaction of the
Government of Pakistan™,

(éif) Capital accounts not charged to |
Revenue,

i .. (2) Exchange on Remittance Account
i Capital Qutlay.

|
3, Custom duty ... .. Customduty s e

Civil Department ... & U6
4, Purchase of stores— 7
(i) Stores Depot .. Purchase .. o 2

(if) Workshop .. Civil or Military etc, Departments Cr.

5. Sales ... Adjustment departmental charges

levied on issues of store debitable
to sales,

it .. Abstract B—Miscellaneous Revenue
L and Abstract 0.—TlI—Credit.
(B) CrebtTs.
& 1. Realisation of book value and Departmental charges Beook Adjustments made by debit to

levied on stores debited to sales. CM:» Military or Railway Depart- i
ment.

Workshop Suspense-—Workshop Maaufacture.

Secction 11T ... Workshop Monufacture Suspense, ‘
(C) DearT. : |
1. Labour and other chargss ... Labour and other charges v 1D
D:maad payable e

2. On-cost account—
Total on-cost credited to Abstract O ... Manufacture Suspense Account  Dr.

Abstract O.—Working Expenses  Cr.

c in respect of works done in the Sibs - Dr
3 Sak\\?é:ﬁg;\g;rgi 51;;3:181:-.[:1:) ... Abstract B—Miscellaneous Revenue Cr

L
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Sections I and 1 —contd.,
Storas Suspzansz —General and Workshop Details of Transfer Entries,
stores.

(D) CrepiITs.

1, Recoverics on account of sales

2 Adjustment of net gain or loss on estimates ... Net gain or loss on estimate ... Cr.

. Abstract C-111(B) wy BT

L
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CHAPTER 5.
Appointment of General and Joint Heads.

Introductory 252
Apportionm:nt of Abstract A—-

%a:!age and Message Reverue ... e 255
Apportionment of Abstract B—

Miscellaneoue Revenue ... 256-B
Apportionment of Abstract C—-

General Administraction.. 258
Apportionment of Abstract D—

Account and Audit = 261
Aprortionm=nt of Abstract E—-

Control (Circle Offices) ... 267
Apportionment of Abstract F—

Engineering Expenses ... 268
Aprortionment of Abstract G—-

Pensionary Charges 281
Aprortionment of Abstract H—

Stamps, Posteards Printing and Stationer Voo 282
Approtionment of Abstract I—-

Maintenance of Assets ... 283-B
Approtionment of Abstract N—

Contribution to the Renewals Reserve Fund... “ 283-C
Approtionment of Abstract O—

Deduct—Credits to Worki ng Expenses 284
Apportionment of 20— Pests and Telegraphs—

Interest on Debt ... 285
Adjustment 2 289

Introductory

252. The four branches of the Pakistan Posts and Telegraphs Depart-
ment, the profit or loss in which has to be exhibited separately are (1)
Post Office, (%) Telegraphs, (3) Radios, and (4) Telephones. In the
various processes of accounts deseribed in Chapter 4, all items of receipts
and expenditure are booked, so far as they can be identified, as pertaining
to a particular branch under a specific heard relating to that branch,
Items that cannot be so identified are of two classes :—(i) General items
or items relating to all the four branches of the Department, eg., pay of
the Director General or the Financial Adviser and (ii) Joint items or
items relating to two branches, Further, all expenditure of one kind is
booked under one Abstract, even though portions of it can be definitely
identified as relating to a particular branch ; for instance, the whole of
Interest on Capital Outlay is booked under one major head ‘20.—Posts and
Telegraphs—Interest on Debt’ although the interest chargeable to each
of the branches is easily known from the Block Account. This is done
for purposes of financial control and appropriation audit and the con-
flicting aims of unitary control and separate accounting are reconciled by
dividing the Abstract concerned into suitable minor heads, e.g., (i) Post

253. The first step in the preparation of the Profit and Loss Account
consists, therefore, of the apportionment, between branches, of General
and Joint expenditure.

254. The heads under which general and joint expenditure is recorded
in the accounts are as follows :—
Abstract A —Postage and Message Revenue,
I—Joint Postal and Telegraph Receipts.
Abstract B.—Miscelleneius Revenue.
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I.A:ifi;ttsPostal, Telegraphs including Radio and Telephone Re-
eipts.
Abstract C.—General Administration.
I—General Charges.
1I—Stores Depot and Workshops.
I1I—Stores Account Office.
IV—Charges in England.
V—Loss or gain by Exchange.
Abstract D—Account and Audit.
Abstract E—Control (Circle Offices).
Abstract F.—Engineering Expenses. 2
I—Research and Training.
1I.—Divisional Offices.
A —Supervision Joint.
Abstract G.—Pensionary charges.
I—Joint and General charges.
Abstract H.—Stamps, Postcards, Printing and Stationery.
A —Stamps, Postcards, etc.
I—Joint charges.
B.—Stationery and Printing.
Abstraet 1—Maintenance of Assets.
(a) III.—Research and Training.
(b) V.—Maintenance of Store Depot and Workshop Assets.
Abstract N.—Contribution to the Renewals Reserve Fund.
Abstract O.—Deduct credits to Working Expenses.

IIL—Recoveries of Indirect and Freight charges on stores issued to
works chargeable to Capital and Renewals Reserve Fund.

Amount recovered for custody of mobilisation stores.
IV —Recoveries of on-cost on manufactured articles issued from

‘Workshops. .
90. Posts and Telegraphs—Interest on Debt.

Apportionment of Abstract A
Postage and Message Revenue

255. The sub-head “I—Joint Receipts (Postal and Telegraphs) ”

appearing under Abstract A—is the only joint head of receipt of which

the amount is divisible between the Post Office, and
The following detailed heads appear under this sub-head : —

Telegraphs and Radio.

(a) Sale of ordinary stamps. ¥
(b) Deduci—Value of stamps used for realising customs duty.
(c) Deduct—Refunds.

(d) Sale of service stamps.
(¢) Deduct—Value of stamps affixed to Pakistan Postal Orders.

&
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256, The telegraph share of the Joint Receipts ” i comprised*o‘f
the following : —

(1) Value of stamps used on Inland and Foreign telegrams issued
during the year.

(2) Miscellaneous Teceipts through stamps, such as—

(a) stamps collected by Licensed Telegraph Systems,

(b) undercharges recovered in stamps,

(c) fees for registration of abbreviated telegraphic addresses
collected in stamps.

the message Revenue Audit Code),

The figures for Radio share of sale of stamps are also intimated to the
Office of the Auditor General by the Telegraph Check Branch of each of
the two Audit Offices by the 25th July each year.

256-A. (a) On receipt of the statement prescribed in the secong sub-
para. of Article 187—Posts ang Telegraphs Initial Account Code, Volume
I, the sale proceeds should be calculated by adding the totals of columns 9
and 3 and deducting therefrom the total of column 4 and credited to the
head “Abstract B—Miscellaneous Revenue—II.—Telegraphs and Radio
Receipts—Fees and other receipts—other items” by per conira debit to
the head “ Abstract A.—Postage and Message Revenue—I— Joint Receipts
(Postal and Telegraphs)—Sale of ordinary stamps *,

On receipt of the statement prescribed in the third sub-para. of Article
187 of the Posts and Telegraphs Initial Account Code, Volume I, similar ad-

justment should also be made in respect of the amount shown in column 7

Department at the bercentage rates shown against each category in column
(2) of the table below T

o= ‘—————\
o Percentage rates of apportionment of the saje-, roceeds
Categorizs of the Publications batween the varioys branches of the Departl:nentedn
1. Genwral .. === J Telegraphs 34 per cent,
Radio

1 per cent,

| Telephone 5 per cent,

2. Joint (Posts and Telegraphs)... - J Posta] 80 per cent,
Telegraphs 29 per cent.

3. Joint (Posts, Telegraphs and Postal 80 per cent,
Radio)... - e Elesraphs 18 per cent,
Radio 2 percent,

4. Joint (Telegraphs, Radios and Telegraphs 83 pey cent,
Telephones) .. s . .- {4 Radio 2 per cent,

‘{ Telephone 10 per cent,

5. Telegraphs ---  Telegraphs 100 per cenl,
6.  Radio .. -.  Radio 100 per cent,
7. Telephones - Telephonss 109 per cent.

e L s

—-———-_._;_‘_ﬁ_____
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The apportionments thus made will then be adjusted by credit to
the detailed head “Fees and other receipts—other items” under the res-
pective Sub-Division of Abstract B and debit to the head “ Abstract A—
Postage and Message Revenue—Il—Joint Receipts (Postal and Telegraphs) -
—Sale of ordinary stamps . .

(c) The adjustments in respect of the annual statements should be & I
made in the March (Final) accounts of the year to which the statements
relate while those in respect of the guarterly statements should be made
quarterly, the final adjustment being made in the March (Final) accounts

of the year.

256-B. The total of the Telegraph and Radio share of gross sale of
stamps thus worked out, should be deducted from the net total amount
under © Abstract A-I.—Joint Receipts (Postal and Telegraphs) ” as booked
in the General Abstract for March Final after meeting the amounts of (i)
Customs duty realised in stamps, (ii) Refunds and (iii) Adjustments on
account of sale proceeds of publications indicated in Article 256-A. The
residue of receipts under that head will then represent the Postal share.

Apportiomhent of Abstract B

Miscelleneous Revenue

957. The receipts booked under the sub-head “I—Joint Receipts—
Fees and other receipts” require apportionment. The detailed heads @
under this sub-head are— ’

(i) Examination Fees, etc.
(ii) Kiosk advertisement Receipts.
(iii) Advertisement Receipts.

(iv) Recoveries of indirect charges on stores issued to contribution
works and sales.

(v) Recoveries of freight charges on stores issued to contribution
works and sales. =t

The receipts under (i), (i) and (iii) are to be apportioned to the four
branches in the following ratios i—

(i) Examination fees—Postal 509, Telegraphs 28%, Telephone 20% =
and Radio 2%.

(ii) ’]fgigsk Advertisement Receipts—Telegraph 25% and Telephones
2%0.

(iii) Advertisement Receipts—Postal 60%; Telegraphs 34%, 'Tele-
phone 5% and Radio 1%. )

The receipts under (iv) and (v) are to be apportioned to Telegraphs,
Radio and Telephone in the propertion of book value of stores consumed
in the branches, i.e., in the same ratios which are prescribed for appor-
tionment of the charges under C-III in Article 260.

-
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Apportionment of Abstract C
General Administration

258. The sub-divisions under ‘Abstract C’ are * I—General charges’
¢ II—Stores Depot and Workshops’, ¢ IIl—Stores Accounts Office ’, *IV—
Charges in England’ and * V—Loss or gain by Exchange’. The procedure
of apportionment of these sub-divisions is described in Articles 259 to
260-A below.

259. The charges booked under the sub-head “ I—General charges ” of
¢ Abstract C—General Administration ” are apportioned between the four
branches of the Department on the basis of the following percentages :

Post Office 50 per cent., Telegraphs 22 per cent., Telephones 19 per
cent., Radio 9 per cent.

260. The charges booked under the sub-heads *II—Stores Depot and
Workshops ' excluding those relating to value of unserviceable material
written off and ‘III—Stores Account Office’ should be apportioned bet-
ween Telegraphs, Radio and Telephones in the proportion of the book
value of the stores consumed in the branches, whether on original or re-
construction works or on maintenance, the value of Stores debited to
Abstracts or portions of Abstracts which are general or joint being neg-
lected.

The Accountant General, Posts and Telegraphs Branch, Lahore, sub-
mits, by the 10th July each year, a statement showing the apportionment
of the net value of unserviceable materials written off (after deduction
of the amount of sale proceeds) under each of the heads (i) Telegraphs,
(ii) Telephones, (iii) Radio and (iv) General (vide........ article of the
Posts and Telegraphs Audit Code, Volume III). The figures shown under
“IV—General ” should be distributed in the proportion of the figures for
each branch shown against (i), (ii) and (iii) in the statement.

260-A.—The charges booked under the sub-divisions ¢ IV—Charges in
England’ and ‘ V—Loss or gain by Exchange’ are apportioned in the
manner indicated below :—

The detailed heads under © IV—Charges in England ” are (i) Leave
salary and deputation pay (ii) Sterling overseas pay (iii) Allotments of
pay of officers (iv) Miscellaneous. The charges booked under (i), (ii) and
(iii) relate to all officers of the Department (excluding those of the Account
and Audit). The charges should, therefore, be apportioned amongst the
different branches in the same proportion in which the pay charges of the
officials concerned are apportioned. For this purpose the leave salary
or deputation pay and allowances of an official drawn in England should
be treated as relating to the sub-division of the Abstract to which the
pay of the official before proceeding on leave or deputation was debited.
The sterling overseas pay and allotments of pay should be treated as
relating to the sub-division of the Abstract to which the officer’s pay for
the year is debited. Soon after the receipt of the accounts up to March
of the High Commissioner for Pakistan through the Accountant General,
Pakistan Revenues, the Lahore Audit Office will make up a list of officials
who have drawn leave salary, sterling overseas pay, etc,, in England during
the year. The Lahore Audit Office will show the head of account
(Abstract and its relevant sub-division) to which pay of each official is
debited in the portion of the list relating to it and send it to the Office of
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the Auditor General. The portion of the list relating to the Dacca Audit
Office will be sent to that Office by the Lahore Audit Office for giving
similar information therein and then sending it to the Office of the
Auditor General. On receipt of the duly completed lists from both the
Audit Offices the charges relating to each official should be compiled
according to the relevant Abstract and its sub-divisions. The total amount
thus worked out under the general and joint heads under each Abstract
should then be apportioned in the proportion in which the general and
joint charges of the Abstract concerned are apportioned.

The charges booked under the detailed head ¢ (iv)—Miscellaneous’
should be apportioned on the basis of the information given in the state-
ment received from the High Commissioner for Pakistan.

The amount booked under the sub-division “ V—Loss or gain by Ex-
change ” should be apportioned in the ratio in which the total amount
under “IV—Charges in England ” is distributed to each branch.

Apportionment of Abstract D

Account and Audit

261. The entire expenditure of the office of the Accountants General,
Posts and Telegraphs Branch, should be distributed among the heads
noted below :—

(i) Post Office.

(ii) Telegraph Traffic.

(iii) Telegraph Engineering.
(iv) Telephone.

(v) Radio.

262. The apportionment under the above heads should be made as
foliows :—

I. Pay and allowances of clerks and Subordinate Accounts Services
(Permanent).
(1) This should be divided into two categories :

(a) Direct work, and (b) General work. '

(a) Direct work.—The cost of the staff of the sections or works, which
can be directly taken to any particular head mentioned above, should be
taken to that head. For instance, Savings Bank, Cash Certificate, Money
Order, Postal Accounts, Telegraph Traffic, ete, etc, come under this
category. '

Note 1.—The cost of Telegraph Technical Audit and Telegraph Enginezaring
Sections should be distributed among the four branches in proportion to the cash
expenditure on original and repair works cf the three branches, Telegraphs, Tele-
phones and Radio as well as that on building works of the Postal Branch done
through Departmental agencies. In the case of building works of all the branches
done through outside agencies only half the expenditure should be taken into
account. If, however, any staff in the Sections can be identified for any branch,
the cost thereof should be taken to the branch concerned.

The cost of Inspection staff should be distributed between Telegraph Traffic_
Telegraph Engineering and Post Office in the ratio of time taken by the staff in

inspecting these offices, Postmasier-General's office being included wunder Post
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Office. The cost of inspection of Engineering Divisions should then be further
distributed in the manner prescribed in the previous paragraph.

Note 2—Pay of the clerks engaged in the Postal Accounts Section for audit
of the Postmaster General’s officc and the Director General's office_ bills should be
treated as ‘general work’ and distributed to the branches as indicated below.

Note 3.—The cost of stores and workshops audit should . be_ apportioned
between “Telegraph Engineering” *“ Radio” and * Telephone” in the proportion
of the stores consumption in each branch.

(b) General work :—

(i) The cost of staff employed in General Provident Fund, Gazetted
Audit and Pension sections should be distributed with reference
to the number of accounts, officers, and cases respectively
relating to each head mentioned above.

(ii) The cost of the staff engaged in the Book, Account Current,
Higher Audit and in the audit of the Postmaster General's
Office and the Director General’s Office bills, should be distribut-
ed to the different heads in the ratio obtained for both the
Direct work and General work in item (i) above.

(iii) The cost of the staff engaged in the General Record Section
should be distributed in the ratio obtained for both Direct
works and General works in items (i) and (ii) above. :

(2) Pay of permanent establishments and allowanees should be
apportioned separately, as separate figures for pay of permanent estab-
- lishment are required for apportionment of pensionary contribution.

(3) The pay and allowances of men actually engaged in the section
or work should be taken into account.

(4) The pay of reserve clerks should be distributed to sections in
the proportion of the number of men sanctioned for sections, and then
apportioned as deseribed above.

I1.—Pay oF TEMPORARY ESTABLISHMENTS

The pay temporary clerks should be taken to the sections for which
they are sanctioned, and distributed according to the method described
in Section I above.

III—PAY anDp ALLOWANCES OF OFFICERS

(1) The pay and allowances of the Accountant General (as debited
to the Post and Telegraph Branch) and Deputy Accountant General should
be distributed amongst the heads in the proportion of the entire pay of
sub-ordinates, Office Establishment, Assistant Accounts Officers and
Menials.

(2) The pay and allowances of the Assistants Accounts Officers should
be distributed in the proportlon of the charges for the Sections of which
they hold charge.

IV.—Pay or MENIALS

- The distribution of the pay of menials should follow the distribution
of the pay of the staff in the section to which they are attached or the
pay of the officers as the case may he.
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V.—CONTINGENCIES (INCLUDING REPAIRS TO BUILDING)

The contingent charges which can directly be taken to any particular
head should be debited to that head. The rest of the charges which are
general in character should be distributed in the ratio of the entire
charges of the officers and staff enumerated above.

263. The distribution of charges for all the heads as described in

Article 262 above should be consolidated in the following form, and sub-
mitted to the Office of the Auditor General by the 31st July each year :—

Apportionment of expenditure for the year 19....relating to..........
Audit Office booked under “ Abstract D.”.

i Telegraphs.
1 ]
Post office | Traffic ‘ quineer-%Teiephone Radio Totai
ing |
1 2 3 4 ‘I 5 6 T
|

|
1. Pay of Officers l

2. Pay of Permanent
Establishment. l

3. Total

| i

4, Pay cof Temporary | !

Establishment. | i
5. Allowances, Hono-

raria. { |

‘ |

i

|

i

6. Ccmting:ncics_ including!
repairs to buildings. |
|

Nore |.—Care should be taken to s=2 that the total figures agres with the amount booked in
the acounts including March (Final) of the year.

Note 2.—The statement should show conly the gross exppndii_u re, The deductions for the cost
of life Insurance Section debitable to Post Insurance Fund which will be included in the figures under

_column 2 may be indicated separately in the foot-note of the statement.

NotE 3.—1/23 rd of the amount of account of the Telegraph Check Branch should be taken a
Radio share, and the rest as “Telegraph Trafiic” in the statement by cach Audit Office.

264. The charges relating to the Office of the Auditor General (Post
and Telegraph portion) should be apportioned in proportion of the pay re-
lating to the Post and Telegraph Audit Offices under the control of the
Auditor General.

265. Deleted.

266. On receipt of the statements from the Audit Offices vide Article
263 above, the Brok Section of the Office of the Auditor General should
consolidate the figures and include therein the figures for the Office of

WD
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the Auditor Ceneraluide Article 264 above. The total figures thus
worked out for different branches of the Department should be taken to
the Profit and Loss Accounts of the Department.

266-A. Charges in England and Loss or gain by Exchange are appor-
tioned amongst the four branches in the ratio of the pay charges relating
to the two Audit Offices.

Apportionment of Abstract E
Control (Circle Offices)

287. The charges booked under * Abstract E—Control (Circle Offices)’
should be apportioned between Postal, Telegraph, Radio, and Telephone
branches in the ratio of the respective shares of pay of officers and estab-
lishment under the following minor heads:—

(i) Abstract J—Excluding the share of pay charges relating to
combind Offices.

(ii) Abstrects F.-II-A., F-II-B aend F.-II-C—

(iii) Abstract K.—Including the share of pay charges relating to
combined Offices.

(iv) Abstract L.—

(v) Abstract M.-I—

Apportionment of Abstract F

Engineering Expenses

268. The Director General is responsible for the administrative control
of Telegraph Engineering and of Telephone Engineering and Traffic ; and
the same unification of functions exists practically throughou! the En-
gineering Branch., On the Telephone side, the Engineering Branch is
responsible not only for maintenance, but for the handling of traffic,
while on the Telegraph side the technical maintenance of lines as well as
of apparatus rests with the Engineering Branch, but the control and
handling of traffic is entrusted to an entirely separate branch called Tele-
graph Traffic.

269. Telephone Trunk wires are treated as being rented to the Tele-
phone Branch at a rate intended to cover interest on capital cost, depre-
ciation and maintenance. In the accounts. therefore, both Capifal and
Revenue expenditure on Telegraph and Telephone Trunk lines and wires
are bocked under the head, Telegraphs, while lines and wires constitut-
ing local Telephone systems are booked under Telephones. Telephone
Trunk apparatus, however, is not governed by this arrangement, but con-
stitutes Telephone property.

270. The following are the sub-heads of Abstract F, which require to
be apportioned :—

I—Research and Training.
II.—Divisional Offices —

A —Supervision (Joint).
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271. Apportionment of Abstract F-II-A.—The following percentages
have been fixed for the apportionment of the expenditure booked under
F-II-A. Telegraphs 57 per cent., Telephones 38 per cent., and Radios 5 per
cent. )

272 to 277. Deleted.

278. Apportionment of Abstract F-I-Research and training—Joint
Charges—Telegraph, Radio and Telephone.

Sub-head ‘F-I—Research and Training’ includes the pay and allow-
ances and other charges of the staff subordinate to the Director General
meant for this purpose. The apportionment of these charges should be
done on the basis of the following percentage fixed by the Director
General : —

Per cent.
Telegraphs ... 20
Telephones ... 45
Radios 35

279, and 280. Deleted.

Apportionment of Abstract G
Pensionary Charges

281. The amount under Abstract G. I—Pensionary Charges—General
and Joint should be apportioned between the four branches of the Pakis-
tan Posts and Telegraphs Department in proportion of the gross pay and
leave salary of the permanent pensionable staff employed in each branch.

The respective shares of gross pay and leave salary of general and
joint staffs booked under the various general and joint heads, determined

as already described in this Chapter, should be added to the gross pay

and leave salary of the staff belonging exclusively to each branch.

Notel.—Rz=coveries from outside d=partments or for suparvision of capital and reconstruction
works by revenue staff should not be taken into account, bacause thz rates at which they are made
are supposzd to bz inclusive of pansionary charges, etc.

Note 2.—The amount of pay includsd inthz Telegraph share of combined office charge
should be treated as a Telegraph item.

Note3.—Leaveand deputation salaries and sterling overseas pay, booked in the Accounts of
the Chief Accounts Officer, Office of the High Commissioner for Pakistanin London should be
taken into account in this calculation.

Note 4.—The pay of non-pensionable establishment, viz., Extra Departmental Agent and
clivery Allowance in J. II should be excludeed from the calculation.

“
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Apportionment of Abstract H

I.—Stamps, Postcards, etc.

282. The amount of Abstract H—I-A Joint Charges which includes
the following items should be apportioned between Post Office and Tele-
graphs in the proportions shown against each :—

Post Telegrap
Office
31 1

(f) Sharz of Establishmz=nt and contingzncies of Stamp Officz . e

W

1
16
959

(iii) Conveyance and freight charges of Stamps and Postal 10000 1000
Stationery.

1t should be verified each year by the Director General whether these
ratios continue to represent the true shares applicable to the two branches.
The principle of apportionment to be adopted for purposes of this verifi-
cation is described in Article 283.

283, The basis for apportioning the establishment charges and the
cost of printing, between the Postal and Telegraph Branches, depends on
the estimated number of stamps used for collecting the revenue of either
branch. The calculation is made thus:—

(a) From the amount realised on account of sale of stamps in a year
should be deducted the value of Postal Stationery like post cards, en-
velopes and wrappers, etc. The balance represents the total Departmental
revenue realised from the sale of stamps, which is shared between Post
Office and Telegraphs as calculated in Articles 256 and 257. Let these
shares be X and Y. For estimating the numbers of stamps used to realise
these amounts, it may be assumed that the Postal share is derived from
the sale of one-anna stamps and the telegraph share from that of one
eight-anna and one four-anna stamps used together. On this assumption
the numbers will be—

Postal : X x 16 =.X; (s1y).

Telegraphs : Y x 16 X 5 X 2 = Y, (say).

} e
i

(ii) Cost of printing and over-printing of Postage Stamps and _

-
- &

¥y
XI—I—Y;

For purposes of apportionment of printing charges a deduction of 10 per
cent, on this share is, however, necessary to make allowance for the large
number of high denomination stamps used by Telegraphs. The telegraph
share of cost of printing charges should therefore be represented by the

The telegraph share will therefore be

. oYy =1
ratio 06Ty — A (say).

(b) The heads establishment charges and conveyance charges include
those in respect of Postal stationery as well. The value of these articles
is usually about one-third of the total sale of stamps, etc., but post cards,
envelopes, etc., entail heavier storage and incidental, expenses than stamps
The share of establishment charges relating to these articles of Postal
stationery is, therefore, computed at one-half of the total. The other half
may be assumed to represent similar charges on ‘ Stamps’ including both
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the Postal and the Telegraph shares and is divided between the branches
on the same basis as the cost of printing. The telegraph share of the
total charge for stamp office incidentals would thus come to $X1]A.

II.—Stationery and Printing

283-A. The charges under this sub-head are booked for each branch
separately except those for the Radio Branch which are not shown sepa-
rately but merged in those for the Telegraph Branch in the General
Abstract. It has, therefore, been decided that 1 per cent. of the total
amount booked under the sub-head *B.—Stationery and Printing”
should be taken as the Radio share. The Telegraph share will, therefore,
be obtained by deducting the Radio share from the total amount booked
under “ Telegraphs including Radios.” "

Abstract I.—Maintenance of Assets

283-B. The only heads under this abstract which require appor-
tionment are, (b) III—Research and Training Joint Charges and (b)
V—Maintenance of Stores Depot and Workshop Assets. The charges
appearing under “ Research and Training ” are apportioned in the pro-
portion in which the charges appearing under ¢ Abstract F-I—Research
and Training’ are apportioned, while the charges appearing under
“ Maintenance of Stores Depot and Workshop Assets” are distributed in
the proportion of the book value of stores consumed in each branch.

Apportionment of Abstract N

283-C. The Renewals Reserve Fund receives credit for all annual con-
tribution from Working Expenses of such amount as may be fixed by the
Government from time to time and shown in Annexure C to Chapter 3
of the Posts and Telegraphs Initial Account Code, Volume I. The amount
shouid be appertioned between the four branches of the Department
according to the percentages intimated by the Director General for each
year.

Apportionment of Abstract O

Deduct—Credits to Working Expenses

284, The only heads under this Abstract whith require apportion-
ment are (1) ‘Amount recovered for custody of mobilisation stores’
appearing under ‘IIT—Recoveries of Indirect ard Freight charges on
stores issued to works chargeable to Capital and Renewals Reserve Fund’
and (2) ‘IV.—Recoveries of on-cost on manufactured articles issued from
Workshops. As the amount under the former head represents share of
supervision charges for custody of mobilisation stores recovered from the
Military Department, and that under the latter head represents sharé
of supervision charges debited to the Manufacture Suspense Account, the
credit in both cases should be distributed to the branches in proportion
of the book value of stores consumed in each branch. ;

Appointment of 20 Posts and Telegraphs—Interest on Debt

285. The only head requiring apportionment is “Average Interest
Bearing Balance of Stores and Manufacture Suspense ” initially merged
under “Telegraphs”. The amount should be distributed in the pro-
portion of the book value of stores consumed in each branch.

286 to 288. Deleted.
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Adjustment

289. As soon as the accounts for March final are closed, all receipts
and expenditure of the Pakistan Posts and Telegra&hs Department under
General and Joint heads will be distributed among the branches in accord-
ance with the rules for apportionment described in Articles 255 to 285,
suitable forms in manuscript being used for the necessary calculations.
The amounts recorded under General and Joint heads should then be
transferred to the branch sub-heads by a journal entry which should be

prepared thus:—
1. Debit (Deduct from Credit)—
Abstract A—Postage and Message Revenue.
I—Joint Receipts.
To
Abstract A—Postage and Message Revenue.
II—Postal Receipts.
III.—Telegraph receips.
Radio Receipts* Credit.
2.—Debit (Deduct from Credit)—
Abstract B.—Miscellaneous Revenue.
I—Joint Receipts.
To
Abstract B.—Miscellaneous Revenue.
II.—Postal Receipts.
IIT.—Telegraph receipts.
Radio Receipts®.
IV.—Telephone Receipts. Credit.
3. Credit (Deduct from Debit)—
Abstract C.—General Administration.
JI.—General charges.
ITI.—Stores Depot and Workshops.
IV.—Stores Accounts Office.
V.—Expenditure in England.
By
Abstract C.—General Administration.
Postal*.
Telegraphs*.
II—Radios.
Telephones* Debit.
4. Credit (Deduct from Debit)—
Abstract D.—Account and Audit,
I—Posts and Telegraphs Audit Offices.
By
Abstract D.—Account and Audit.
Postal*.
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Telegraphs*.
Radio*.
Telephones* Debit.

5. Credit (Deduct from Debit) —

Abstract E—Control (Circle Offices).
By

Abstract E—Control (Circle Offices).
Postal*,
Telegraphs®.
Radios*.
Telephone* Debit.

6. Credit (Deduct from Debit) —

Abstract F.—Engineering Expenses.
I—Research and Training.
II.—Divisional offices.

A.—Supervision (Joint).
By

Abstract F.—Engineering Expenses.
Telegraph*.
Radios®.
Telephones* Debit.

7. Credit (Deduct from Debit) —

Abstract G.—Pensionary charges.
I—Joint and General charges.
By

Abstract G.—Pensionary charges.
Postal.

Telegraphs.

Radios.

Telephones Debit.

8. Credit (Deduct from Debit) —

Abstract H—Stamps, Posteards, Printing and Stationery,
A.—Stamps, Postcards, etc.
I—Joint charges.

: B.—Stationery and Printing.

! By

i Abstract H.—Stamps, Posteards, Printing and Stationery.
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Postal.
Telegraphs*.
Radios*.
Telephones Debit.

9. Credit (Deduct from Debit) —
Abstract I.—Maintenance of Assets.
(b) IIL—Research and Training Joint Charges.
(b) V.—Maintenance of Stores Depot and Workshop Assets.
By
(b) Telegraphs.
(¢) Radios. -}
(d) Telephones Debit.

10. Debit (Deduct from Credit)—
Abstract O.—Deduct credits to Working Expenses.

III.—Recoveries of Indirect and Freight charges on stores issued
to works chargeable to Capital and Renewals Reserve
Fund.

Amount recovered for custody of mobilisation stores.

IV.—Recoveries of on-cost on manufactured articles issued from
Workshops.

To
Abstract O.—Deduct credits to Working Expenses.
Telegraphs®.
Radios*.
Telephones* Credit.

Note.—The heads marked with asterisk (*) appear in the Net Profit and Loss Account. They
do not appear separately inthe Abstractsasthey arenot required at the initial stage of accounting.

290. The journal entry prepared as laid down in Article 289 should
be brought on to the Net Profit and Loss Account (vide Article 319).
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CHAPTER 6.
Cost_Calculations.

SecTION 1. —Adjustments with other Departments.,

Introductory ... 291 | Cost of collection of Custems duty 297
Cost of Audit ... 201-A Cost of Working the Post Office
Insurance Fund 298
Cost of Post Office Savings Bank ...
and Government Security Work 292 | Custedy of Army Mobilization Stores 300
Cost of Pakistan Savings Certificate
Work | 294 -
SEcTION n—Costing of Inter-branch Services
Genera] Remarks 301 Repairs to Buildings by Divisional
Engineers, Telegraphs 305
Telegraph Share of Combined Office
Charges 302 Other items ... 306
Joint Buildings ... 303 Method of Adjustment 307

SECTION 1m.—Cost of services rendered.

Introductory

291. The Pakistan Posts and Telegraphs Department is utilised, on
account of its widespread organisation, by other Departments to perform
multifarious services which are not strictly speaking included in its
ordinary functions. For ‘instance, military pensions are paid through
Post offices’; payments for salt are made into the Post Office ; Savings
Bank with a large number of branches is managed by the Post Office, etc.
The Department is remunerated for:—

(1) Management of the Post Office Savings Bank and work in
connection with Government Securities ;

(2) Sale and discharge of Pakistan Savings certificates.

(3) Collection of Customs duty on Postal articles;

(4) Management of the Post Office Insurance Fund ;

(5) Payments of Military pensions and subsistence advances [vide
Article 81 (iii) ].

(6) Collection of Salt Revenue.

(5) Custody of Telegraph stores for the Army Department.

Cost of Audit.

291-A. I. The cost of Audit for Savings Bank, Government Securities
and Pakistan Savings certificates work in the Audit Offices should be
calculated in the following manner:—

(1) Actual expenditure should be taken into account in respect of

the following items :—

(a) Pay including expatriation allowance, if any, of the
Accountants of the Sectiun.

(b) Pay of clerks and menials of the Section.

(c) Pay of temporary staff engaged in the Section.

(d) Overtime allowance or honorarium paid to the men in the
Section.

(e) Cost of purchase or overhauling of the machines wused in
the Section.

=
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(f) Other expenditure which can be directly debited to the
workiig of the Section.
Nate 1.—The cost of leave reserve at the fixed percentage rate on the pay of
accounfants and clerks should also be added.

Note 2—In case a whole time Accountant is not en aged in any Seclion, share
<S,f pt:_ay, ete, should be taken with reference to the time devoted for the work of the
ectior.

{2) The share of expenditure in respect of the following items
should be calculated in the proportion of the time spent on
the work of the Section concerned, the proportions taken being
approved by the Accountant General, Posts and Telegraphs,
himself : —

(a) Pay and allowances of the Sectional officer and his peon.

(b) Pay and allowances of the Accountant General (as debited to
the Posts and Telegraphs Branch), and Deputy Accountant
General and his peon.

(c) Pay and allowances of the Inspecting staff including the
Gazetted Officer and his peon.

Note.—The share of the travelling allowance for inspection tours of Post
Offices should also be taken into account in this calculation.

{3) The share of expenditure in respect of the following items
should be taken in the proportion of the number of men in the
Section concerned to the strength of the entire office -—

(a) Contingencies—excluding expenditure on account of purchase
of machines, etc., and other expenditure treated as direct
charge, vide items (e) and (f) of clause (1) above and rent of
rented buildings, vide item (4) below.

(b) Pay of the staff in the general record section.

(c) Repairs to buildings.

(d) Cost of stationery. ;

(4) Rent of rented buildings.—The proportionate share should be
calculated on the floor area basis. In case of two buildings—one depart-
mental and another rented—the total floor area in both the rented and
departmental buildings should be taken into consideration,

(5) The charges for postage, etc., for ordinary and registered letter
yat the rates prevailing from time to time as well as telegrams at Re. 1
‘per telegram issued from the section concerned should be taken into
account.

(6) Monthly Pension contribution should be taken as follows :—

(a) Each Member of Central Service Class [ 176 | .
3 : 3 ! the maximum
(b) Members of Central Services Class II . P]etr lccnl } mhomhhé pay of
the grade sub-
() Members of Subordinate Services 95 smnt‘ig\‘e!y hald.
Per cent.

(d) Menials—1|16th of the maximum monthly pay of the grade
substantively held. 5

[Contribution in respect of items (a) and (b) above should be worked
out in the ratio of share of pay charges].

II. To the cost of audit for Saving Bank and Government Security
work, calculated by the Audit Offices, the Office of the Auditor General
should add a lump sum of Rs. 2,000 for stationery and forms and Rs. 25,000,
for printing cards, and also share of the cost of the Office of the Auditor,

L3 AG
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General which should be worked out in the Office in the following
manner :—
(a) 1/12th of the pay of the Auditor General, (as debited to the
Posts and Telegraphs Branch.
(b) 1i8th of the pay of the Assistant Auditor General holding
charge of the Posts and Telegraphs Section (as debited to the
Posts and Telegraphs Branch).
(c) 4 per cent. of the pay of subordinates of the Posts and Tele-
graphs Branch,
(d) 1.5 per cent. of the office establishment (permanent and
temporary) of the Posts and Telegraphs Branch.
(e) 3.5 per cent. of the pay of menials and other charges relating
to the Posts and Telegraphs Branch.
(f) Pensionary charges at 7.5 per cent. of the total share of pay
of permanent staff of the Posts and Telegraphs Branch.
One-third of this share should be taken as the share o the Office of the
Auditor-General for the Pakistan Savings Certificates werk.

Cost of Post Office Savings Bank and Government Security work.

292. The cost of managing the Savings Bank is reimbursed by the
Ministry of Finance of the Government of Pakistan and includes the
following : —

{i) The actual cost of the work in the Posts and Telegraphs Audit
Offices and in the Office of the Auditor General.

(ii) A lump amount to cover other expenses incurred in the De-
partment, calculated on the number of transactions at the rate
of nine annas for each transaction of deposit in and with-
drawal from the Savings Bank and for each transfer of account.

(iii) Actual amount of loss incurred by the Pakistan Posts and Tele-
graphs Department on account of frauds committed by the
public and the Posts and Telegraphs staff in connection with
the amount of recoveries made towards such losses.

Note.—When losses take glace as a result of mistakes or negligence on the
part of the departmental stal they are borne by the Postal and Telegraphs
Revenues, minus the proportionate share of recovery adjusted, against such losses.
Cases of losses which involve contributory mistake or negligence on the part of
the Posts and Telegraphs staff, will ‘be decided by Government on their merits for
the purposes of their allocation between Posts and Telegraphs revenues and
General revenues. :

293. 1. To enable the Office of the Auditor General to calculate the

cost of the Post Office Savings Bank work, the Accountants General, Post ~.=

and T'elegraphs, should submit the following statements to that Office by
the 10th June each year:—
(a) Statement showing the total number of Savings Bank trans-
actions in the preceding year fot each postal circle.
{b) Statement showing the cost of audit for Savings Bank work
for the preceding year caleulated on the lines indicated in
Article 291-A.
{c) Statement showing the net amount of loss on account of Savings
Bank fraud [vide, clause (iii) of Article 292].

Note.—The amount shown in the statemecnt of losses on account of frauds should
ba verified with that booked under ““ Abstract J-V-Losses etc. written off—Pakistan Savings
Bank frauds ™ and a certificate of verification should be given in the statement. A similar
verification should also be mande immediately after the closure of the March Supple-
montary accounts and a further a statement should be sent to the Office of the Auditor
General, if necessary, so as to reach that office by the 10th July.

II. The Accountant General, Posts and Telegraphs Branch, Daceca,
should submit statements showing (1) cost of audit for Government
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Secerity swork-eatenlated ungos Gitwcie Z91-A and (2) the net amount
Oi Ioss on account of Government Security frauds.

III. The Office of the Auditor General, on receipt of the statements

O—Deduct credit to Working Expenses—T. Services rendered to other
Governments Departments, etc.,—Management of Post Office Savings
Bank and Government Security work ” “ or to 26—Audit—Deduct amount
recovered from Post Office Insurance Fund and other Departments of
Government—cost of audit of Savings Bank and Government Security
transactions debitable to 22—Interest on debt and other obligations ” as the
case may be. An intimation of the adjustment should be given to the
Accountant General, Pakistan Revenues, and an advance schedule sent

verified with the amount booked under “Abstract J. V., Losses etc. written off—Pakistan
Savings Bank frauds” in the accounts up to March Final as well as upto March Supplemen ary.

Cost of Pakistan Savings Certificates work
294, The cost of the Pakistan Savings Certificate work includes the
following :—

(1) The actual cost of the work in the Posts and Telegraphs Audit

ffices and in the Office of the Auditor General ;

(ii) A lump amount to cover other expenses incurred in the Depart-
ment, calculated on the number of transactions (issues, dis-
charges and transfers) at the rate of five annas and six pies
per transaction, ;

(iii) Actual amount of loss incurred by the Department on the
fraud committed by the public and the Posts and Telegraphs
staff in connection with Pakistan Savings Certificate trans.
actions, less the amount of recoveries made towards such losses.

Note—See the ,*note” below clause (iii) of Article 292,

295. The Audit Offices should submit to the Office of the Auditor

General by the 10th June each year statements showing the following -—

(i) Total number of Pakistan Savings Certiﬁgcate transactions
during the preceding year.

(ii) Cost of audit pertaining to the Pakistan Savings Certificate
work caleulated in accordance with Article 29]-A~

(iii) Net amount of loss on account of Pakistan Savings Certificate
fraud [vide clause (iii) of Article 294].

Note.—The amount shown in the statement of Josses on account of frauds
should be verified with that booked under “ Abstract—J. V.—Losses, etc., written
off—Pakistan Savings Certificate frauds” and a certificate of verification should be
given in the statement. A similar verification should also be made immediately
after the closure of the March Supplementary Accounts and a further statement
should be sent to the Office of the Auditor General, if necessary, so as to reach that
office by the 10th July.
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295. On receipt of the statements from the Audit Offices, the Office
of the Auditor General should work out the cost of cash certificate work
done by the Posts and Telegraphs Department by taking into account all
the factors mentioned in Article 204 and adjust the total amount in the
accounts for March final by debit to the Accountant General, Pakistan
Revenues, and credit to * Abstract—O—Deduct credit to working expenses
services rendered to other Governments, Departments, ete.—charges in
connection with Pakistan Saving Certificates. ” or to “ 26—Audit—Deduct
amount recovered from Post Office Insurance Fund and other Depart-
ment of Government—cost of audit of Pakistan Savings Certificate trans-
actions debitable to 22—Interest on debt and other obligations” as the
case may be. An intimation of this adjustment should be given to the
Accountant General, Pakistan Revenues, and advance schedule sent to
him. A copy of the advance schedule should also be sent to the Accountant
General, Posts and Telegraphs Branch, Lahore, for inclusion of the debit
in the Exchange Account with the Accountant General, Pakistan Revenues,
A certificate to the effect that the amount debited to the Accountant
General, Pakistan Revenues, has been calculated on audited figures at
the prescribed rates and that no debit was raised on the same account
previously should be attached to the Advance Schedule sent to the
Accountant General, Pakistan Revenues.

Note—The amount of loss on account of frauds included in_the cost calcula—
tion should be verified with the amount booked under “ Abstract J. V.—Losses etc,,
written off—Pakistan Savings Certificate frauds » in the accounts upto DMarch
Final as well as upto March Supplementary.

Cost of Collection of Customs duty.

297. The Customs Department is debited with the cost of all work
done by the Post Office in connection with the assessment of customs
duty on articles of the inward foreign letter and parcel mails. Eight
per cent. of the total customs duty realised through the Post Office should
be debited to the Customs Department.

The Accountant General, Posts and Telegraphs Branch, Lahore,
will furnish the Office of the Auditor General by the 1st July each year
with a statement showing the amount of Customs Duty on inward foreign
letter and parcel mails collected through Post Offices during the preced-
. ing year. The caleulation of the cost should be made in the Book Section
of the Central Office on the figures communicated by the Lahore Audit
Office and the total amount should be adjusted by a Transfer Entry in
March Final by debit to Accountant General, Pakistan Revenues, and
credit to “Abstract—0 " An intimation of the credit taken should be
sent to the Accountant General, Pakistan Revenues, and an advance
schedule sent to him. A copy of the advance schedule should also be
sent to the Accountant General, Posts and Telegraphs Branch, Lahore,
for inclusion of the debit in the Exchange Account with the Accountant
General, Pakistan Revenues. A cortificate to the effect that the amount
debited against the Accountant General, Pakistan Revenues, has been
calculated on audited figures at the percentage rate fixed by the Govern-
ment of Pakistan and that no debit was raised on the same account pre-
viously should be attached to the advance schedule sent to the Accountant
General, Pakistan Revenues.

Cost of Working the Post Office Insurance Fund.

298, The bulk of the work in managing the Post Office Insurance Fund
is done in the office of the Accountant General, Posts and Telegraphs

D

R
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Branch, Dacca. Besides, there is the work done in Post Offices and in the
office of the Director General, Posts and Telegraphs. A certain amount
of work, though small, is also done in almost all the administrative and
the account offices under the Government of Pakistan. It is, therefore,
difficult to calculate the working expenses of the Fund correctly.

The following formula has, however, been fixed by the Government
Actuary and accepted by the Ministry of Finance for the calculation of
the cost debitable to the Fund:—

(i) Actual expenses, in the year, of the Post Office Insurance
Section of the office of the Accountant General, Posts and
Telegraphs Branch, Dacea, including rent, postage, printing and
;tationery and such charges of a contingent nature as pleader’s -

ees.

(ii) Actual medical fees paid by the Fund in the year.

(iii) Annual fee of Rs. 2,000 for the actuarial work of the Fund in
the year.

(iv) A flat rate per policy to cover all charges not included in the
three items mentioned above.

299. Item (i) of Article 208 constitutes the following charges which
will be calculated in the Postal Insurance Section in the manner indicated
against each :—

{1) Administrative charges on account of a portion of the pay of—

(a) The Accountant General (as debited to the Posts and Tele-
graphs Branch) and the Deputy Accountant General, Posts
and Telegraphs Branch, Dacca—8 per cent. of pay.

(b) The Assistant Accounts Officer in charge—2th of pay.

(2) Contribution for leave in respect of item 1 (a)—15 per cent. of
pay and in respect of items (1) (b) and (5)—12.5 per cent. of
pay.

(3) Pay of permanent establishment—The actual pay of the sanc-
tioned number of men working in the Postal Insurance Section
and average pay of 124 per cent. of an equal number of appoint-
ments of leave reserve.

(4) Contribution for pension should be taken at the rate mentioned
in clause I (5) of Article 291-A.

(5) Supervision charges—Pay of all Accountants in the Section.

{6) Cost of Record and Establishment work—The pay of the staff
employed in the Record and Establishment Section of the office
should be calculated and a fraction thereof in proportion of the
number of men in the Postal Life Insurance Section to the total
number of men in the whole office should be taken as the ex-
penditure in respect of the Postal Life Insurance Section.

(7) Menial staf—Pay of all peons attached to the Section and
that of the orderly to the Assistant Accounts Officer in charge
plus thelr actual leave salarly or 1|11 of their sanctioned cost
if the actual leave salary be not known as contribution for leave.
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(8) House-rent—Share of house-rent debitable to the Post Office
Insurance Fund.

(9) Cost of stationery and printing in the office of the Accountant
General, Posts and Telegraphs Branch, Dacca to be calculated
on the average of past actual expenses.

(10) Cost of electric current—Proportionate share of electric charges
based on the strength of the staff, ete.

(11) Postage and Telegrams (including what would have been in-
curred had messages not been sent on Postal Service)—The
charges should be calculated on the basis of actual issues of
letters and telegrams.

(12) Municipal rates and taxes—Proportionate amount debitable to
the Fund.

13. Temporary Establishment—Actual charges during the year,

14. Contingent Charges including the cost of furniture and accoun-
ting machines and other articles purchased for the Section—
actual.

(15) Any special grant to the staff attached to the Section.

The total of items (1) to (15) represents the cost of establishment of
the Postal Insurance Section debitable to the Post Office Insurance Fund
and should be adjusted as follows:—

(a) Items (8) and (12) by credit to Abstract O.
(b) Ttem (11) by credit to Abstract A—Sale of Stamps.
(¢) The remaining items by credit to Abstract D.-IT—Joint Charges.

Item (ii) of Article 298—These are debited to the Fund directly as
the fees are paid and no further adjustment is required.

Ttem (iii) of Article 208—The Financial Adviser has fixed the cost of
the Government Actuary’s work in connection with the Post Office In-
surance Fund at Rs. 2,000 per annum and the amount should be credited
to the Accountant General, Pakistan Revenues, by debit to the Fund.

Item (iv) of Article 298.—The other charges incurred in the Depart-
ment in connection with the management of the Post Office Insurance
Fund, are calculated by taking Rs. 2 for each policy issued during the
year and Re. 1 for each policy in force at the beginning of the year.
From the total amount so calculated, a sum of Rs. 2,000 representing cost
of the Government Actuary’s work should be deducted and the balance
adjusted by credit to Abstract O and debit to the Fund.

Necessary calculations and adjustments should be made annually by
the Accountant General, Posts and Telegraphs Branch, Dacca.

Custody of Army Mobilization Stores

200. The Pakistan Posts and Telegraphs Department holds charge of

a portion of the Mobilization Reserve Stores of the Army. The value

of these reserves is held in the commercial accounts of the Department

as stores in deposit for the Army and is excluded from the capital account

for purposes of charging interest. It has been decided that the amount

of such stores should be fixed definitely and at the minimum which is
essential and that the Army should pay for any additions.

o

'

s
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Credit is taken by the Pakistan Posts and Telegraphs Department for
the expenses incurred in looking after these stores, by debit to the Army
Department. The ecalculation should be made by the Accountant General,
Posts and Telegraphs Branch Lahore, in the following way i—

916 per cent. of the total value of the Mobilization Stores kept in
reserve should be charged for overhead expenses. The ex-
benditure on contingencies, watch and ward and ground rent
should be charged for separately, the figures for these items
being obtained from the Controller of Telegraph Stores.
Necessary adjustment should be made in the accounts of
March Final every year.

Secrion 11— Costing of Inter-branch services

General Remarks

true result of the working of the branches concerned may be indicated in
the accounts with reasonable accuracy, adjustments on account of mutual
services of sufficient magnitude are necessary. Services for which interw
branch adjustments are made are given below :—

(1) Telegraph share of combined office charges.

(2) Rent of joint buildings.

(3) Repairs to Postal and Telephone buildings carried out under
the supervision of the Telegraph Branch.

(4) Conveyance by post of eorrespondence, etc, relating to Tele-
graphs and Telephones.

(5) Issue of money orders on Telegraph Service.

(6) Transmission of telegrams on Postal business.

(7} Transmission of telegrams on Telephone business.

(8) Telephone connections for Postal and Telegraph branches.

{9) Rent of Telephone Trunk Lines (including rent of wires used

In connection with carrier current system of working) .
(10} Cost of commercial activity of the Radio Branch.

Telegraph Share of Combined Office Charges

302. (1) The telegraph share of combined office charges should be
determined by multiplying the number of messages dealt . with in the

combincd offices during the year Gy the average value per transaction
to be determined by the Directorate.

(2) To enable the Office of the Auditor General to ealculate the
telegraph share of combined office charges—

(2} The Telegraph Check Branch of each of the two Audit Offices
will furnish by the 1st July each year a statement showing
the number of Telegrams sent, received and in transit dealt
with in combined offices, separately for (i) press telegrams
(it) weather summary messages and (iii) weather telegrams ;
and
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(b) The Director General, Posts and Telegraphs, will intimate by
the 1st July each year the average number of pages per press
telegram and weather summary messages and the number of
ordinary telegrams treated as equivalent to each page of a
press telegram and a weather summary message.

(2) 'T'he Book Section of the Office of the Auditor General will first
calculate the number of ordinary telegrams equivalent to the numbers
of press telegrams and weather summary messages reported by the Tele-
graph Check Branches of the two Audit Offices by applying the average
number «if pages and the number of ordinary telegrams equivalent to each

age as intimated by the Director General, Posts and Telegraphs; and
add the total number thus arrived at to the number of other telegrams
reportect by the Telegraph Check Branches of the two Audit Offices.
The totzl number of ordinary telegrams thus calculated will then be
multiplied by the average value per transaction intimated by the Direc-
torate. The total Telegraph share thus worked out will ke debited to
the Telugraph Branch by credit to the Postal Branch through inter-branch

adjustment.
Joint Buildings.

293. The expenditure on account of interest on capital outlay, con-
tribution for depreciation and maintenance and repairs pertaining to
joint buildings as well as departmental buildings occupied by offices per-
forming general and joint services, iz., offices of the Postmasters General,
Divisiornal Engineers, etc., should be debited to the owning branch of the
building. The proforma rental of such buildings calculated in accord-
ance with Article 468 (b) of the Posts and Telegraphs Initial Account
Code, Vol. 1, should be credited to the owning branches by debit to
branch or branches concerned through inter-branch-adjustment.

For the purpose of this inter-branch-adjustment, a preliminary
statement of rent is received in the Audit Offices from the Heads of
Circles. The statement should be generally examined and the colurans
“Tnterest on capital cost” and “contribution for depreciation” duly
filled in, the calculation of the amount being made in the manner out-
lined in Chapter II. It should then be returned to the Heads of Circles
for calculation of the amount of rent payable by one branch to another.

Notz 1.—The pro forma rental for the departmental building occupied by
offices performing general and joint services should be distributed between the
branches in the proportion in which the total expenditure relating to the offices
occupying the buildings is distributed between the branches.

Note 2.—In the case of departmental buildings occupied by more than one
office performing general and joint services, the share of rent for each oilice should
be determined on the floor area basis, and distributed between the branches con-
cerned in the preportion in which expenditure for the office is distributed between
the branches.

204. By the end of July every year, the figures for rent payable by
one branch to another will be received from the Director-General (vide
Article 468 of the Posts and Telegraphs Initial Account Code, Volume I).
On the basis of these figures, the necessary inter-branch adjustments
should be made.

Nnte 1.—The procedure described in Articles 303 and 304 is not applicable to
departmental or rented buildings cccupied by Combined Posts and Telegraphs
Offices. In thesc cases, the respective shares of Postal and Telegraph branches
are adjucted through the transfer entry referred to of Article 302, In the event
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of there being a Telephone Exchange located in a departmental building, the share
of rent payable by the Telephone Branch should, however, be calculated on the
floor area basis. The necessary details for calculation should be obtained from the
Director General by the Office of the Auditor General to cffect the necessary inter-
branch adjustments (vide Note 2 to Article 468 of the Posts and Telegraphs Initial
Account Code, Volume I).

Note 2.—In the case of rented buildings in joint occupation of Postal, Tele-
graph, Radio or Telephone branches, sanctions showing the »a;.:gortmnment of rent
payable by one branch to another will be communicated to the Audit Offices by
=ha Director General, Posts and Telegraphs. These sanctions should be meted in
the establishment audit registers of the offices concerned with a view to allocate
correctly the actual rent charged monthly in the de tmental accounts. The &)or-
tion of the rent debitable to the other branch or branches should be passed on
through the “remittance” head to the branch concerned and its subsequent
adjustment watched through that head. If the expenditure has already been
incurred and booked in the accounts of ene branch, the necessar adjustments
between the branches through the “remittance ” head should be made imimediately
on receaipt of sanctions from the Director General, Posts and Telegraphs.

Note 3—The interest and depreciation charges for Postal buildings occupied
by combined offices have not been talen into account in the cost calculation men~
tioned in Article 302 as they are not susceptible of adjustment in “ Abstract J—
Postal Expenses”. The combined office share for these charges should be appor<
tioned on the basis of the ratio which the total telegraph share of the cost of com=
bined offices as adjusted according to Article 302 bears to the total expenditure
booked under ** Abstract J.——Postal expenses” and adjusted under “ Inter-branch-
adujustment ” by credit to “ Post Office” and debit to *Telegraphs .

Repairs to Buildings by Divisional Engineers, Telegraphs

305. _Each Accountant General, Posts and Telegraphs Branch, will
communicate to the Office of the Auditor General by the 10th July each
year the amounts booked in his office under Abstract ! (a)—Postal and
I‘(_d)-—Telephon'e for repairs to buildings carried out under the super-
vision of the Divisional Engineers, Telegraphs (vide Article 336 of the
Posts and Telegraphs Audit Code, Volume I). 16 per cent of these
amounts should be borne by the Postal Branch and the Telephone
Branch respectively and the necessary inter-branch adjustment should
be carried out by the Office of the Auditor General.

Other items

306. The value of services indicated in i i
301 is assessed on the following hases:—m B e

Item (4).—Conveyance by post of correspondence, et i
Telegraphs and Telephones—To bespbased on tﬁi,eriléhu?tg (t)cfa
ﬁ:}t;mez:hon of Postal articles of one week from 22nd to 28th

ember.

Item ( ).— Ssiie f MO"ey ders on TeIEgl 8
5 I (&) 0] aph Se[ vice —IO be
t f ti . Py
based 01.1 the !esul 0l enumeration Qf tlaﬂsactlona or ﬁle

Itern (6)—Transmission of telegrams on Postal business
based on the result of en ; 1 usiness.—To be
12th December. umeration of one week from 6th to

Item (7).—Transmission of telegrams on Telepho i
2 business.—To
be based on the result of enumeration e
95 ore v el ion of one week from 6th

Itern (8).—Telephone connections for Pestal
1 and Telegrapi
Branches—To be calculated on the rental of existinggteif;}
phone connections on 31st March of the year used by each
branch, after making due allowance for those in joint use.
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in the

state

Item (9).—Rent of Telephone trunk lines.—To be based on statis-
tics of wire mileage obtained by the Director-General from
Divisional Engineers and at rates sanctioned by the Governe
ment of Pakistan in the Ministry of Communications.

Yfe.—Except where expressly provided otherwise, the calculation of amounts involved
!lems mentioned above, is made at the ordinary staff.

For carrying out the adjustment in connection with these items &
Ment should be obtained from the Director General, Posts and Tele-

8raphy, before the 31st July of each year, showing the results of enumera-

tion
b

:nd other statistics and the amounts debitable and creditable to each

ranch

306.A. The adjustment in respect of item (10) of Article 301—Cost

of cominercia) activity of the Radio Branch, should be made in the

followis, .

mai

manner —

The procedure prescribed for calculating the cost of Radio stations
Ntained for Civil Aviation purposes given in Article 307-C will apply

MUtAtly mutandis. Necessary inter-branch adjustment should be made

in th

€ Office of the Auditor General by debit to * Telegraphs ” and credit

to “Radio »,

shoulg

Method of adjustment

307, The inter-branch adjustments referred to in Articles 304 to 306
be made by a Journal Entry after the closure of March Final

8Ctounts and incorporated in the Ledger head “Net Profit and Loss #
(vide Article 319).

307.A and 307-B. Deleted.

III.—Cost of services rendered

MeteCOst of wireless services rendered to the Civil Aviation Depariment,

Orological Department and the Air Ministry, London.

07.c. L The cost of wireless services rendered tc the Civil Aviation

Department, “the Meteorological Department and the Air Ministry,

Oon

to com
rendey

On, consists of—

(a) Direct charges relating to each Radio Station rendering ser-,
vice to any one of the above mentioned Departments hooked
under Abstracts ‘L’ and I (c) ;

(b) Overhead charges for each Radio Station which represent ¢
share of the expenditure booked under Abstracts C, D K. K.
G, H, I, L [other than that included under (a) above] ‘and 0;

(¢) Interest on Cabital Qutlay ; and

(d) Contribution for Depreciation on wasting assets in respect of
each Radio Station.

IL The Director General of Posts and Telegraphs should be asked
municate by the end of March each year the Radio Stations which
ed services to the Civil Aviation Department, the Meteorological

Department and the Air Ministry, London, and also the percentage rate

at which the cost of each Station should be debited to the respective
Departments,
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IIL The Accountants General, Posts and Telegraphs Branch, should
furnish the Office of the Auditor General by the 5th June each year with

statements showing—

(a) Direct Charges under Abstracts ‘L’ and ‘I’ for the preceding
year relating to each Radio Station ;

(b) Capital expenditure including establishment, tools and plants
and freight, etc., of each Radio Station under ‘69-A°’ for the

preceding year ; and

(c) A statement showing expenditure under ‘69-A’ and ‘69-B’
for the preceding year separately for each class of assefs and
for each Radio Station should also reach the Office of the
Auditor General by the end of August each year.

For the purpose of preparing these statements, the Audit Offices
should maintain a register in suitable form to record monthly the work-
ing expenses and Capital outlay separately for each Radio Station, so
that necessary figures in respect of these Stations may be readily avail-
able at the end of the year. This register should be reviewed by the
Gazetted Officer quarterly.

Note 2.—The Accountants General, Posts and Telegraphs Branch, should furnish the Office
o{ the .?:;:Ii)tor General by the 5th July each yearwith expenditure, if any, in respect of March (Sup-
plementary).

IV. The overhead charges as well as Interest on Capital outlay and
provision for Depreciation on wasting assets should be calculated in the
Office of the Auditor General in the following manner :—

(a) Overhead charges should be calculated in the ratio which the
total radio expenditure booked under Abstracts C, D, EF,G,
H, I, L and O as well as *Inter-branch adjustments’ bear to
the total direct expenditure booked under Abstracts ‘L’ and
1’ as communicated by the Accountants General, Posts and
Tele_graphs Branch. The calculation should be furnished fo
the Director General who should, with the concurrence of the
Ministry of Finance, fix the rate at which overhead charges
should be recovered each year.

(b) (i) Interest on Capital Outlay should be calculated for each
Radio Station separately on the lines indicated in Article 386
of this Code.

(ii) Contribution for Depreciation on wasting assets should be
calculated for each Radio Station separately on the lines indi-
cated in Article 390 et seq. -

For this purpose the office of the Auditor General should maintain
a financial ledger showing the interest bearing outlay and Plant Value
Ledger (vide Article 377) for each Redio Station named by the Director
General of Posts and Telegraphs after obtaining necessary figures from
the Audit Offices.

V. The office of the Auditor General should then consolidate the
total cost of all the factors mentioned in Clause I and calculate the
shares of the Civil Aviation Department, the Meteorological Department
and the Air Ministry, London, at the percentage rate mentioned by the
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Director General of Posts and Telegraphs—vide Clause II. The follow-
ing adjustments should be made in the accounts for March Final when
the total shares have thus been arrived at.

VI. After close of the March (Supplementary) accounts each year,
the Office of the Auditor General will supply to the Director General of
Posts and Telegraphs a statements showing Direct, Indirect, Interest and
Depreciation charges of Radio Stations.

(i) Civil Aviation Department share—Debit to ‘Exchange account
between Civil and Posts and Telegraphs, account between Accountant
General, Pakistan Revenues and Accountant General, Posts and Tele-
graphs Branch, Lahore,—Items adjustable by the Civil Department—
Payments on account of the Civil Aviation Department’ by credit to
¢ XIX—P. & T.—Gross Receipts—Abstract ‘ B '—Miscellaneous Revenue—
III—Telegraph and Radio Receipts—Fees and Other Receipts—Recover-
ies from other Governments and Departments for services rendered
(Radio) . An intimation of the debit should be sent to the Accountant
General, Pakistan Revenues, and an advance schedule sent to him. A
copy of the adjustment should be sent to the Accountant General, Posts
and Telegraphs Branch, Lahore, for inclusion of the debit in the exchange
account- with the Accountant General, Pakistan Revenues.

(ii) Meteorological Department share—Debit to (Exchange account
between Civil and P.& T, accounts between Accountant General Pakis-
tan Revenues, and Accountant General, Posts and Telegraphs Branch
Lahore,—Items adjustable by the Civil Department—Payments on
account of Meteorological Department’ by credit to ‘XIX—P.& T—
Gross Receipts—Abstract B—III—Telegraph and Radio Receipts—Fees
and Other Receipts—Recoveries from other Governments and Depart-
ments for services rendered (Radio) . An intimation of the debit to-
gether with an advance schedule should be sent to Accountant General,
Pakistan ~ Revenues. A copy of the adjustment should be sent to the
Acccuntant General, Posts and Telegraphs Branch, Lahore, for inclusion
of the debit in the exchange account with the Accountant General,
Pakistan Revenues.

(iif) Air Ministry, London, share—~Debit to ‘Account betwee i
Commissioner for Pakistan in London and the Government ofw enggigﬁ
stcellanecus_ Items adjustable in England’ by credit to *XIX—P.&T —
Deduct Work:r}g Expenses—Abstract ‘0’—Deduct credits to Working
Expenses_——I—ber\nces rendered to other Governments, Departments, etc.
(B) Radzqs (a) Charges in connection with the Radio Stations on the
Trans-Pakistan seaplane route’, Quarterly adjustments of the direct
charges plus overheads at the rate applied in the previous year are made
by the Accountant General, Posts an Telegraphs Branch, Lahore, under
the above head. At the end of the year, the difference between the total
cost_acalculated in the Office of the Auditor General, and the amount
debited by the Accountant General, Posts and Telegraphs Branch, Lahore
should be adjusted by the Office of the Auditor General. A cop,y of the
adjustment should be sent to the Accountant General, Posts and Tele-
graphs Branch, Lahore, for inclusion of the debit in his London exchange
account. He should furnish the Accountant General, Pakistan Revenues
with a London account schedule together with an audit certificate in
support of the debit.

€

=
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CHAPTER 7
Journal and Ledger
Form . 3CZ | Closing the Books

Head of Accounts
Opening the Books ...
Monthly Eatries
Ledger Posting

- 320

T . 309 | Jourral Totals and Triai Balance Sheets 323

1 I Reconciliation of the Trial Balance Sheet
¥ i e

with the Journal ... 324
e I | Specimen of Net Profit and Loss Account
of the Pakistan Posts and Telegraphs

.. 3151 Department o ADnexurc A

Forms

308. A Journal and a Ledger are maintained for transactions of the
Pakistan Posts and Telegraphs, Department. The Journal is maintained
in Form A.G.P.T.-561 and the first two or three pages thereof are set
apart for posting the opening enfries as the closing balances of the pre-
ceding year accounts are brought upon the books of the year (see
Article 311). The Ledger is maintained in Account Code Form No. 54

for all heads whether ¢

sed to Balance or to Government.
Heads of Accounts

309. The account heads to be opened in the ledger of the Pakistan
Posts and Telegraphs Department are as follows :—

(I) Opening and closing heads, viz.—
(a) Government.

(b) Balance.
(IT) XIX.—Posts

divided into—

and Telegraphs—Net Receipts (Pakistan), sub-

Gross Receipts,
Deduct Working Expenses,

Net receipts.

(III) Posts and Telegraphs—Net Profit and Loss.

(IV) Revenue heads, viz.—

(a) TV.—Taxes on Income other than Corporation Tax.
(b) XX —Interest.

(V) Expenditure heads, viz—
(a) 21—Capital Outlay on Posts and Telegraphs—Charged to

Revenue.

(b) 20—Posts and Telegraphs—Interest on Debit.
(c) 20—Interest on Debi and other obligations.
(d) 69—Capital Outlay not charged to Revenue.

(VI) Debt and Remittance heads.
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L
(VII) Personal accounts of Yead Postmasters and Telegraph
Masters of each Circle including  Transfers

Note.—In the ledger, the total of the personal accounts of each Cirele (includ-
transfer entries) is taken from the General Statement of Disbursers’ Accounts

Eepared in the Office of the Auditor General (vide Article 235).
310. Deleted.
Opening the Books
311. The books are opened by transferring from the balance account

to the various debt heads and personal accounts the debtor and creditor

palances with which they closed on the preceding year’s books.
Note—As explained in Note 1 under Article 263 of the Account Code,

Volume IV, this entry, though technically the opening entry in the journal of the
ear’s account, cannot be made until the books of the previous year are closed,

{;;ww ich time many of the monthly entries should have been posted.

Monthly Entries

312, The accounts of each month are journalised by two entries,

viz, i —
1 £ Deposits and Advances—
Departmental Accounts—
Posts and Telegraphs Cash Balances (i.e., Personal Accounts)
To
Total Receipts of the month——Cr., and
11. Dr—Total Expenditure of the month

To
P—Deposits and Advances— -

Departmental Accounts—

Posts and Telegraphs Cash Balances (i.e., Personal Accounts)
—Cr. y

313. In the monthly entries, the figures taken ' against Personal
Accounts are to be taken from the General Statement of Disbursers’
Those against Total Receipts and Total Expenditure are to be

counts.
tAa‘;;en from the General Abstract.

Note—For the month of March, the final March account figures only should
pbe taken. For adjustments made by Journal Entries, figures from the General
Abstracts prggared under Article 249 should be taken and journalised separately
for each batch.

314. The total receipts and total expenditure as posted in the Journal
should be verified from the corresponding columns of the General State-
ment of Disbursers’ Account. Similarly, an agreement should be
effected between the postings under Personal Accounts in the Journal
and the opening and closing balances exhibited in the General Statement
ers’ Account, by seeing that the difference between the Dr.

of Disbursers 5 : :
and Cr. postings in the former agree with the difference between the
opening and closing balances in the latter.

-
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Note.—The working of agreement should be continuously recorded each month on a foolscap
heet pasted as a fly leaf on a card board thus :—

As per Journal As per Disbursers’ Statement

Month |

i _ Opening Closing
Debits Credits Difference Balance Balance Difference

Ledger Posting

315. The ledger postings should be made directly from the minor
and major head entries in the General Absiract. The monthly transac-
tions of the Departmentare brought together under the respective account
heads in the General Abstract and the ledger brings together under the
same heads the total of each class of transactions for twelve months.
Thus the total of each major and minor head as recorded in the ledger
should correspond with the progressive fotal of the corresponding major
or minor heads contained in the General Abstraet for March.

316, Deleted.

317. In the case of revenue and expenditure, the true ledger heads
are the minor heads of account, but to save space in the ledger, minor
heads, subordinate to the same major head, may be posted in the inner
columns in the ledger, working up to the final eolumn, which would
show the total of the major head. Every preseribed debt head is a major
head, and the inner columns should be used for details subordinate to
the prescribed heads. The personal accounts of each Circle should be
treated as a major head. :

318. The head “XIX—Posts and Telegraphs—Net Receipls” shall
be posted in three lump entries only, viz, (i) Gross Receipts, (i) Deduct
Working Expenses inclusive of Abstracts P and Q, and (iil) Net Receipts.

319, The head “Posts and Telegraphs—Net Profit and Loss” should
not be operated on monthly, l?ut on}y after the final closure of the
accounts. The process of posting this account shall be as follows :—

(a) The figures under Gross Receipts and Working Expenses
already posted under the “ Net Receipts” Account shall be
carried forward to the Cr. and Dr. side respectively of the
“ Net Profit and Loss” Account. They shall then be distri-
buted in the inner columns of the Net Profit and Loss Account,
(i) vertically by Abstracts A, B,C, etc, and (ii) horizontally,
by the sub-heads “ General ”, “ Joint”, etc, in the manmer
shown in the specimen form at Annexure A, the figures being
obtained from the General Abstract.
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(b) The amounts appearing under the three sub-heads (i) General,
(ii) Joint—Postal and Telegraphs, and (iii) Joint—Telegraphs
and Telephones in the Net Profit and Loss Account shall be
apportioned in the manner laid down in Chapter 5 and trans-
ferred annually to the other sub-heads “ Postal” “ Telegraphs
including Radio” and “Telephones” by one Journal Eniry,

vide Article 290.

(c) A journal entry should also be prepared for the inter-branch
adjustments referred to in Articles 304 to 306 and incorpo-

rated in the Net Profit and Loss Account.

Note.—-Special care should be taken to ensure that the Journal En‘ries referred to
above arez incorporated in the ‘“Net Profit and Loss™ Accouni before the books are

formally closeld.

Closing the Books

320. The books will be closed after orders to this effect have been
given by the Auditor General. .

321. The process of closing shall be as follows :—
(a) The heads—

Taxes on Income. 1
XX —Interest.
Interest on other obligations.. L :
Capital expenditure charged to shall be closed directly
Revenue. | to Government.
Capital expenditure not charged toJ
Revenue.

(b) The Debt and Remittance heads and the Personal Accounts
shall be closed to Balance, except the heads “Account bet-
ween High Commissioner for Pakistan in London and Govern-
ment of Pakistan”, * Account between Posts and Telegraphs
and other Departments” and “Exchange on Remittance
Accounts ” which shall be closed to Government.

(¢) The head “20—Posts and Telegraphs—Interest on Debt” shall
! be closed to “ Net Profit and Loss” Account, the amount being

istributed under the four sub-heads “ Postal”, “ Telegraphs”,

“Radios " and * Telephones ”.

(d) The “Net Profit and Loss” Account shall then be closed by
working out the balancing entiries severally under the four
branches of the Department—*“Postal”, *“Telegraphs?”,
“Radio” and “ Telephones”. The resultant figures in the
“Net Profit and Loss” Account will thus represent the actual
net profit or net loss for the four branches of the Department

; . separately, taking into account both Pakistan and English
\ transactions, as well as Interest on Capital Outlay. g

322, Deleted.

0
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S— e

Journal Totals and Trial Balance Sheets.

323. The instructions given in Articles 270 et seq.,, of the Account
Code, Volume IV, and in rules 1 and 2 at foot of Form No. A. O, 58
regarding the closing of the Journal and breparation of Trial Balance
Sheet should be followed mutatis mutandis in respect of Posts and Tele-
graphs accounts.

Note 1.—Trial Balance Sheets should be prepared in Form No. A, G. P. T.-562.

Note 2—The opening balance of the Government Aceount. for the year,
should also be included in the Trial Balance Sheet at the top of the ledger Leads,
The total debits and credits of the Balance account ot the year should be shown
at the end of the Trial Balance Sheet,

Note 3—The Trial Balance sheet should be prepared immediately after the
close of the March Supplementary Accounts. The work should be completed
before the submission of the Review of Balances (Part B of the Finance Acccunts)

and also before the Auditor General gives orders for the final closing of the
Accounts.

Reconciliation of the Trial Balance Sheet with the Journal

324. When the Trial Balance Sheet is prepared, the Grand Totals
(Debits and Credits) under “ Account Amounts” should be compared
with those of the Journal for the year and difference, if any, reconciled.

L3AG
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FIANCE AND REVENUE ACCOUNTS [ Chap. 9

Office after the despatch of the second batch of Journal en-
tries. Such belated adjustments can be avoided by the exer-
cise of a greater care and promptitude by the Audit Offices
in scrutinising the initial classifications which can best be
checked by a monthly verification of the Departmental
Accounts.

1I. Journal entries are also made to rectify misclassifications aris-

IIL.

ing out of errors and omissions but it should be remembered
that the interval of over three months between the Prelimi-
nary and the Final March accounts should ordinarily be ample
to admit of such corrections being embodied in the accounts
of March Final, if prompt efforts are made to collect the in-
formation necessary, from the officers concerned. Failure on
the part of any officers to comply with requisitions for such
information with due promptness should be brought te the
special notice of the Director General or the Auditor General.

Another cause for submission of Journal entries arises from
the unsatisfactory manner in which the accounts for March
Final are examined before submission to the Office of the
Auditor General. To avoid this, the Audit Offices sheuld,
before the March Final accounts are despatched to the Office
of the Auditor General institute a detailed comparison of the
booked expenditure anrd the Revised Tstimate figures in
respect of Fluctuating charges, to defect serious misclassifica-
tions and to rectify them. An analysis of the account figures
and their comparison with the revised estimates should also
be taken up in the Office of the Auditor General at an early
date and performed thoroughly. It should receive the close
personal attention of the officers in charge.

IV. All transfer entries made in the Audit Offices relating to the

second batch of Journal Entries should be passed by a Gazetted
Officer. While passing such entries, the officer should see
whether there has been any avoidable delay in effecting adjust-
ments. Disciplinary action should be taken in cases where such
late adjustments are due to neglect or incompetence. Bad cases
of delay in adjustment should be brought to the notice of the
Auditor General.

V. In regard to Debt heads and remittance transactions between the

Audit Offices, the following procedure should be observed :(—

(a) Advices of transfer from one Audit Office to another not
adjusted by the responding Audit Office up to the end of
March Final should be brought specially to the notice of the
Auditor General by the debiting Audit Office.

(b) Debits to another Audit Office should not be raised in March
Fiii{ilal without the previous consent of the responding
office.

VI. Adjustments relating to Debt and Remittance heads not affecting

service heads which can be made in the subsequent year’s
account without breach of rules should not be included in the
Journal entries.

VIl The Auditor General has ruled that an additional batch of

Journal entries relating to the Finance and Revenue Accounts
will not be permitted except for very special reasons.

341. Deleted.
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CHAFTER 10
Balance Sheet and Verification of Balances
1.—Balance Sheet of the Pakistan Posts and Telegraphs Department 342
II.—Review of Balance .. 345
HI.—Verification of Balances—General 352
Post Office Savings Bank ... 353
Post Office Pakistan Savings Certificates 354
Post Office Pakistan Savings Certificales Bonus Fund .., 354-A

General Provident Fund, Civil Engineers’ Provident Fund and of Pakistan Civil Service
Annuity Fund 355
Post Office Insurance Fund 356

Miscelianeous Depasits 357
Iaterest on.Goavernmeat Szourities pledged by Postal and Telegraph employzes, con-

tractors, etc, . 358
Money Orders unpaid 359
Renewals, Reserve Fund ... 360
Unadjusted balances in Remittance Accounts 361
Post Office Suspense Accounts ik 362
Accounts with Forsign States for Money Order and otker transactions ... 363
A dvances recoverable from D2partmental employees and others 365
Loans and Advancss by the Caatral Government 366
Pzrmanent Advances 367
Post Office Savings Bank Investment Account 368
Cash Balance 369
Government Account 370
Verification of amounts of fix>d Asszts and Stores X2

lI.—Ba!a_nce Sheet of the Pakistan Posts and Telegraphs Department
—

342. The balance sheet of the Pakistan Posts and Telegraphs Depart-
ment should be prepared in the commercial form shown on the next page
and exhibited as an Appendix in the Review of Balances. The assets and
iiabilities should consist of the several items shown in the form. Profit or
loss for the year should be exhibited in the Balance Sheet on both sides
in the manner explained in sub-paragraph 4 under ‘(i) Liabilities’ and
sub-paragraph 4 under * (ii) Assets’ in Article 343.
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343-349] BALANCE SHEET AND VERIFICATION OF BALANCES. [Chap. 10

(b) Less profit add loss for the year. Profit is deducted as
Government is not a debtor for this amount ; similarly, loss is
added as it is met by Government.

344, Deleted.

345. Deleted.
II.—Revﬁm_.v of Balances.

346. The accounts of the year are not complete until the balances
upon the ledger under the Debt heads, and the outstandings under the
Remittance heads, have been verifi-d. Accordingly, ‘after the despatch
of the supplementary accounts for March (second batch of journal
entries an explanatory statement of closing balances cailed the “ Review
of balances” should be submitted to the Auditor General in the form of
2 general report, which will take up each of the heads in succession.
The report, which should be printed, should contain, as prescribed in
Article 244 of the Account Code—

(1) a statement of each ledger balance which is to be explained,

(2) an explanation of the nature and condition of the liability
involved in it,

(3) -a statement of the nature of the detailed accounts kept of the
transactions connected with it; and how far the final resulis
of these detailed accounts work up to, and agree with, the
balance on the ledger, and :

(4) informatjon as to whether the person or persons, by or to
whom the balance is owed, admit its correctness ; and if they
do not, where the difference lies. This would not apply to
such items as deposits or ordinary advances, but it should
be explained how far the latter are believed to be really
recoverable.

Note.—The point to which attention should mainly be given in this report is whether the
balances at debit and at credit unon the ledgsr correctly state the recal sums which,
on asettlement of accounts would be found to bz realisable or payable by Govern-
ment. Itis not necessarily sufficient to say that they agree with the amount which some officer
of Government holds at debit or credit; the object iz, if possible, to carry back the verification
into soms account of or acknowledgment by the other party to the transaction. -

'}W‘-}
347. The report is compiled by each of the two Accountant General,
Posts and Telegraphs Branch. It is due on or before the 15th October of
each year; but a great part of the work can and should be done soon
after the completion of the final accounts for March. e

348. This report should be furnished in Form A.G.P.T.-563 sepa-
rately for each detailed head and should include the adjustments of the
office of the Auditor General for March Final. e

Another statement in the same form showing the figures up to and
inclusive of adjustments of the Office of the Auditor General for Journal
Entry, second batch, should be submitted to the Office of the Auditor
General not latter than the 1st November. ..

349. As soon as the review has issued, a list should be drawn up of
all cases in which action is still required, and the Auditor General
should be informed of any subsequent reconciliation which may be
effected and acknowledgments which may he received between the date
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343. The following instructions explaining the nature, and the method
of posting, of each item of the Balance Shest of the Pakistan Posts and
Telegraphs Department should be carefully observed :—

(i) Liabilitics

Item 1.—The amount represents the money spent by the Government
of Pakistan in the acquisition of the assets of the Department inclusive of
Stores in stock and is a per contra eniry corresponding to items (1) and
(2) on the assets side. The amount will be obtained from the Finance and
Revenue Accounts of the year (Statement £0-A).

Item 2 (a) to (j).—The figures against these items represent the
ledger balances under the respective heads cn the 31st March.

Item 2 (k) —Includes the unadjusted balance in the Remittance
Account and the balance of the Post Office Suspense Accounts. The figures
should ke obtained from the ledger.

Item 3—This item represents the net Profit or Loss of the Department
It is shown on the liabilities side of the balance sheet, as Profit or Loss is
always an amount for which a commercial concern has to account for and
is therefore a liability. It is not carried into the effective column owing
to the peculiar conditions of a Government Commercial Department whose
finances have not been separated. The Department has no title to its
profit and does not itself pay its loss as these are marged in the main
Government account.

(ii) Assets

Item 1—The amount represents the reconstituted Capital Account
figure as on 1st April 1925 enhanced by the Capital Expenditure includ-
ing that on renewals and replacements incurred during subsequent
years. Figures for the several branches, viz. Post Office, Telegraphs,
Radios and Telephones should be shown separately in the inner column.

Item 2—The balance of Stores Suspense Account representing the
value of stores in hand on the 31st March should be shown againsi this
item. The amounts of both items 1 and 2 should he taken from the
Finance and Revenue Accounts of the year, and their sum total should
agree with the amount of item ! on the liabilitics side. :

Item 3 (a) to (e) and 4—These items are explained in Articles 363 :
to 368 and the figures pertaining to them should be obtained from the

ledger. Item 3 (c) includes Advances Repayable by Departmental .

smployees and, others as well as Loans and Advances made by tha
Central Government. e

Item 5—The effective column shows the clos‘ng balance of the °
Government Account. This item should be exhibited in the inner
column in two parts thus :(—

{a) Amount due to the Pakistan Posts and Telegraphs Depart-
ment in Account Current. The amount represents the balance
of all the multifarious transactions, remiitance or otherwise,
of which the most important is remittances to Treasuries, and
includes the amount of profit which forms part of these
amounts, and
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of issue of the review and the 15th February following, references being

. invariable made to the paragraphs of the review affected. The subse-

quent reports on Debt head balances should be forwarded to the Auditor
General gy him on the 15th February, 1st May, 1st August and Ist
November, each year.

Note—The procedure laid down in the Note to Article 247 of thz Account Code shoiild be
followed mutatis mutandis in respect of the reconciliation of unseltled items.

350. In the first report should be entered the outstanding balance at
the close of the previous year as shown in the statement referred to in
Article 348, and the subsequent adjustments. In the subsequent reports
should be entered the outstanding balance as shown in the previous
report and adjustments made since the submission of the previous
quarterly statement. Every endeavour should be made to eclear the
outstandings as speedily as possible.

Quarterly report on Debt Head balances at the end of—

Heads of Outstanding
Accountunder D. B. balance Amount Balancs still Remarks.
which out- shown in the adjusted outstanding
standing last statement subsequently

351. In order to facilitate agreement between the ledger balances in
the Audit Office with those in the Broad-sheets and other registers, etc,
maintained in the Audit Offices, a register should be kept in the Book
Section of the Audit Offices in Form A. G.P.T-563 showing by circles
the opening balance, the total receipts and disbursements during the
year and the closing balance under each ledger head. The register
should be posted soon after the close of the March Final Accounts and
the necessary reconciliations carried out. The register will also serve

s a guide fo the issue of the stalements prescribed in Articles 348 to

350. \

e
" IIL—Verification of Balances

General

352. The following rules give directions as to the verification Tequir-
ed in the case of the several items included in the Review of Balances.
(Vide also paragraphs 303 et seq., of the Audit Manual),

S Post Offi-> Savings Bank.
5
™ 353. The amount shown against this item represents the net deposits
held in the Savings Bank on the 31st March of the year and includes the
amount on account of interest at 2 per ceut. per annum or 1% per cent.
per annum, as the case may be, credited to the depositors during the
year but is exclusive of the balances of “ Dead Saving Bank Accounts =y
which are shown separately. It should agree with the total of the
balances of current accounts held at credit of the Savings Bank Deposi-
tors worked out from the Savings Bank ledgers maintained in the Audit

Offices.
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A comparative statement of Savings Bank transactions during the
year under review and the previous year should be given in the Review
of Balances in the following form :—

l Opening | Net Closing No. of
Yecar balance Deposit Interest balance active
l accounts
! | |
192 -192 s | | |
|
192 -192 I i‘ ,
| | | |
2SS 0w [ b= 1
Increas: ... l I

\:7Post Office Pakistan Savings Certificates

354. The amount shown against this item representis the issue price
of Pakistan Savings Certificates undischarged at the end of the year
under review. There are seven denominations of Certificates Postal
Savings with the face value of Rs. 5, 10, 50, 100, 500, 4,000 and 5,000. The
Department is liable to the holder of a certificate for the payment of the
face value years after the date of issue. The difference between the face
value and the issue price of the certificate represents the bonus payable to
the holder. .

The total outstandings at the close of each year in respect of the
Pakistan Savings Certificate as per broadsheets maintained in the Audit
Offices should be communicated to the Office of the Auditor General.
The balances should be verified in the Office of the Auditor General with
the Book balances.

«~ Post Office Pakistan Savings Certificates Bonus Fund.

354-A. The bonus on the Post Office Pakistan Savings Certificates
which really represents deferred interest thereon is paid in a lump sum
when the certificates are discharged. In order to spread the accruing
liability for such bonus over the period of the currency of certificates a
Post Office Pakistan Savings Certificates Bonus Fund has been consti-
tuted and the fund is operated on in the following manner in the books
of the Pakistan Posts and Telegraphs Department.

A central ledger head ‘Post Office Pakistan Savings Certificates
Bonus Fund’ has been opened in the account of the Pakistan Posts and
Telegraphs Department in Section ‘P.—Deposits and Advances’. The
amount of bonus paid during the year is debited to the head ° 22—Inter-
ezt on debt and other obligations—Bonus on Post Office Pakistan Sav-
ings Certificates’. At the end of the year the excess of the amount
provided in the Budget Estimates for the year under ‘22 _Interest on
debt and other ob’igations—Bonus on Post Office Pakistan  Savings
Certificates over the amount actually paid on that account during the
vear is debited, in the Office of the Auditor General, to ‘22—Interest on
debt and other obligations’ by per contra credit to the above fund.
When. however, the amount of bonus actually paid during any year
exceeds the amount provided in the Budget Estimates for that year
under ‘22—Interest on debt and other obligations’ the excess is debited
to the fund by per contra credit to ‘ 22—Interest on debt and other
obligations—Deduct amount transferred from the Post Office Pakistan
Savings Certificates Bonus Fund’.

v
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/General Provident Fund, Civil Engineers’ Provident Fund and Civil
Service of Pakistan Annuity Fund.

355. The amounts shown against these items reprezent the accumu-
lations, to the end of the year under review, in the accounts of the
employees of the Department who subscribe to the various funds and
inciude interest accrued for the year at preseribed rates. The balances
should be verified with those on the separate registers maintained in the
Audit Offices. The Accountants General, Post and Telegraphs Branch,
should certify that the balances under the Funds have been communi-
cated to the subseribers.

Pt Office Insurance Fund

336. The balance should be verified with that on the separate regis-
ters of Life Insurance and Monthly Allowances kept in the Audit Office.
The amount against this ifem represents the net balance at credit of the
fund.

Miscellaneous Depesits

357, This item consists of a large number of items of varied character,
the details of which with explanatory notes should be furnished in an
Appendix to the Review of Balances.

(1) British Postal Orders—
(2) Pakistan Postal Orders—
(3) British Postal Orders remittances—

(4) Dead Accounts—Eavings Bank.—The balance at the end of a
year held in Savings Ben't Accounts in respect of which no transactions
have taken place for a specified period is transferred to a separate ledger
entitled “Dead Savings Bank ledger”. The amount outstanding in this
ledger does not lapse to Government but is re-transferred to the current
Savings Bank ledger when the account is revived on the application of
the depositor. The balance so transferred together with the accumulated
interest at the prescribed rate becomes payable to the depositor. The
balance is verified with the balances on the separate ledgers of dead
j?nts communicated by the Audit Offices.

(

5) Short-payments on account of Money Orders.—Amount short
paid on Money Orders are held under Deposits by clearing the Money
Order head. Every endeavour is made to pay these amounts to the
parties concerned and it is only when the attemp's of the Department
fail that the amounts are credited to Government. The balance under
this head reported by the Audit Offices should be verified with the
ledger.

(6) British Penny Postage Stamps—The balance represents stock
in hand. A Stock Register of British penny postage stamps is main-
tained by the Accountant General, Posts and Telegraphs Branch, Lahore,
who will verify the balance. The Office of the Auditor General will
communicate the ledger balance each year after elosure of March Final
and Journal Eniry, second batch, accounts tu the Accountant General,
Posts and Telegraphs Branch, Lahore, who will also ascertain the balance
of stock from the other Audit Office at the end of each year. A verifi-
cation certificate should be furnished to the Office of the Auditor General
annually by the Accountant General, Posts and Telegraphs Branch,
Lahore.
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(7) International Reply-coupons issued—The amount represents
value of International Reply-coupons supplied to post offices for sale to
the public and is charged off as the coupons are received after exchange.

(8) International Reply-coupons exchanged.—The amount represents
value of International Reply-coupons exchanged in Pakistan for which
credit is due from other countries on the settlement of accounts by the
International Bureau at Berne.

(9) Imperial Reply-coupons—The amount represents value of Im-
perial Reply-coupons supplied to post offices for sale to the public and is
charged off as the coupons are received after exchange.

(10) Postal Seals Office Cheques.—The amount of the bills for sup-
plies of articles from the Postal Seals Office is held under this head and
1s charged off when payment is made by Post Office on cheques er pay-
ment orders presented by the Superintendent of Postal Seals Office to
recoup his permanent advance. The balance of this head should be
verified with the outstanding balance on 31st March reported by the
Lahore Audit Office.

(11) Customs duty on Outward Foreign Parcels.—The sender of any
parcel to the United Kingdom, Egypt and certain other foreign countries
may prepay, at the time of posting, Customs duty and other charges levi-
able in the country of destination. The amounts thus prepaid are placed
under this head and when intimation of delivery .of the parcels is
received by the Superintendent, Foreign Posts, Karachi, from the foreign
countries the amounts under Depc:it are cleared by credit - the account
with the *{igh Commissioner for Pukistan in London, any short or excess
recovery being adjusted by subsequent recovery from or refund to the
sender of ihe parcel. The balance of this head is verified with the
register maintained in accordance with Article 598 of the Posts and
Telegraphs Audit Code, Vol. II.

(12) Unclaimed General Provident Fund Deposits—The balance
represents the amount at the credit of subscribers to the General Provi-
dent Fund remaining unclaimed after their death and is verified with
the separate registers maintained in the Audit Offices.

(13) Cash Certificate short payments—The amount chiefly repre-
sents short payments of interest on Post Office Cash Certificates.

(14) New Loans, Excess Credits,—

(15) Short Debit on account of Discharge of Loan—

(18) Unexplained differences in Pakistan Savings Certificates—The
balance represents the value of Cash Certificates not issued although
realised from investors and credited in the accounts. The amount is
charged off as the certificates are issued in exchange of the simple
receipts granted to the subseribers.

(17) Ower Seas Call Deposit.—

(18) Fixed Deposits—The head represents deposits made by holders
of Post boxes for locks and by firms, presses and other bodies or indivi-
duals for bearing messages sent on the Deposit Account system. The
balance should be verified with the outstandings reported by the Audit

ffices.

(19) Trunk Call Deposits —

(20) Other Deposits.—The balance under this head consists of some
unimportant items, such as over-credits in cash accounts and other de-
Dosits not coming under any other category mentioned in this Article.
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The balance should be verified with the outstandings on 31st March
reported by the Audit Offices.

(21) Recoveries of wrong Money Order payments.—

(22) Unclaimed deposits in the Civil Service of Pakistan Provident
Fund.—

(23) Deposit of fees received by Government servants for work done
for private bodies.—

(24) Refund of Customs Duty on Inward Foreign Mail Articles.—

(25) Short Debit or Excess Recovery on account of Customs Duty
alisations.—

(26) Telegraph Fine Fund—The balance under this head should be
sreed with that in the subsidiary register maintained in-the office of the
ccountant General, Posts and Telegraphs Branch, Lahore.

(27) Unclaimed Savings Bank Deposits of Petty amounts of less
_.han Rs, 2.—

(28) Pakistan Postal Orders—The book balance under this head
represents the amount of Pakistan Postal Orders issued to the public
but not paid to end of the year. For verification of (1) balance of
central stock. (2) balance of stock in Audit Offices and Post Offices,
and-(3) balance of unpaid Pakistan Postal Orders the following broad-

eets should be maintained by the Accountant General, Posts and Tele-
graphs Branch, Lahore :—

(i) Broad-sheet showing the number under each denomination
and value of Pakistan Postal Orders received from the Press,
Pakistan Postal Orders issued to audit offices and Pakistan
Postal Orders in Central stock. g

; (ii) Broad-sheet showing the number under each denomination
and value of Pakistan Postal Orders issued fo Audit Offices,
Pakistan Postal Orders sold (including speilt and written off)
7 %nfg Pakistan Postal Orders in stock in Audit Offices and Post
i ces,

(iii) Broad-sheet showing the number under each denomination
and value of Pakistan Postal Orders sold, Pakistan Pestal
" Orders paid and Pakistan Postal Orders remaining wnpaid.

To enable the Accountant General, Posts and Telegraphs Branch, Lahore,
to maintain these broad-sheets, each. Accountant General, Posts an

Telegraphs Branch, should intimate to him monthly, by the 25th of the
month following the month of account, the number under each denomi-
nation and value of Pakistan Postal Orders sold, vaid and those in stock
in Audit Offices and Post Offices. The Office of the Auditor Generai
should send to the Accountant General, Posts and Telegraphs Branch,
Lahore, monthly, on the 25th of the 2nd month following the month of
account, a statement showino the amount of Pakistan Postal Orders sold
and paid Circle by Circle. The numbers of Pakistan Postal Orders sold
and paid should be posted in the Broad-sheets mentioned at items (ii)

-
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and (iii) from the statements received from the Audit Offices. The
amount of Pakistan Postal Orders sold and paid should be worked out
by the Accountant General, Posts and Telegraphs Branch, Lahore, there-
from and posted in the broad-sheets. The monthly statement of the
Office of the Auditor General showing the amount of Pakistan Postal
Orders sold and paid should merely serve the purpose of verifying the
correctness of the values so calculated and posted in the broad-sheets
and locating the difference in a particular Circle with a view to makin
necessary reference to the Audit Office concerned for reconciliation.

The broad-sheets should after completion be submitted to
Gazetted Officer before the end of the 2nd month following the
of account.

Interest on Governmeni Securiiics pledged by Postal and Telos
employees, contraciors, etc.

358 The item represents interest on Government Securities
by Postal and Telegraph employees and contractors remaining un
the end of the year and is held in the books under the head
Interest Account”. The balance should be verified with that
out in the separate register of “ Trust Interest Account” maintain
the Audit Office.

Money Orders Unpaid

359. This balance is held under the head “Inland Money Ord
which is intended for the record of meney orders issued and paic
represents the issues of the year under review and those of the prevs
year remaining unpaid and unadjusted at the close of the year und
review. As the head “Inland Money Orders” relating to a particula
financial year is kept open in the books for three financial years, the
outstanding balance (viz., the excess of actual receipts over payments)
in respect of the issues of a particular year is cleared, at the end'of the
third year, by transfer to the revenue head “ Forfeited Money Orders”.
The balance in ths money order ledger at the end of the third yesr of
issue may, however, show a small amount left unadjusted which may not
agree with the actual amount of outstanding unchecked money  orders
picked out from the list of Money Orders issued. This unreconciled
difference between the ledger balance and the outstanding in the money =«
order lists is due to error in the check of enormous mass of details. The
amount of unexplained difference in the money order accounts and the
amount credited to the head “Forfeited Money Orders” are reported
to the Auditor General every year to enable him to judge the efficiency «
of money order audit.

= /’V
" Renewals Reserve Fund

280. This Fund has been instituted as a permanent measure in the
accounts of the Posts and Telegraphs Department and is intended solely
for the renewals and replacements of wasting assets. The annual con-
tributions to the Fund are met from Revenue and are calculated on the
Sinking Fund principle. The credit to the Fund, therefore, comprises
the amount set apart from the revenues of the year and the interest on
the deposits. Appropriations from the Fund are made to meet expen-
diture on renewals and replacements cf assets borne in the Block

Account of the Department.



whope— {7 .

Fis

R

o

113
Chap. 10] BALANCE SHEET AND VERIFICATION OF BALANCES. [360—365

A register is maintained in the Book Section of the Office of the
Auditor General showing the credits and debits to the Fund. The
balance at the end of the year should be verified with the Book balance.

Unadjusted balances in Remittance Accounts

361. This item may be classified under the following sub-heads :—
(1) Transfers between two offices—
(a) within the jurisdiction of the same Audit Office,
(b) under the jurisdiction of the other Audit Office.
(2) Treasury Suspense Accounts.

The balances against these sub-heads should be verified from the
Remittance Registers and Broad-sheets of Treasury Suspense Accounts
maintained in the Audit Offices.

Post Office Suspense Accounts

362, The amount shown against this item represents miscellaneous
liabilities such as Stamp Imprests held in cash on the 31st March of the
year by certain Telegraph Masters, and Trade charge money orders
pending adjustment under final heads. The item may also include
amounts taken to the heads “ Credits suspended ” and “ Debits suspended *
for want of full particulars.

Accounts with Foreign States for Honey Order and other iransactions

363. The balance against each country should be verified with the
Foreign money order accounts kept in the Money Order Section of the
Audit Offices.

364. Deleted.

Advances recoverable from Departmental Employees and others

365. This item is composed of the following :—
(a) Objection book Advances,
(b) Overpayments on account of money orders.
(c) Pakistan Savings Certificates overpayments,
(d) Excess debit on account of discharge of Loans.
(e) Advances for passages.

The balances of these items should be verified with those in the registers
maintained in the Audit Offices.

Item (a) represents outstanding advances of pay and travelling
allowances granted to the officials at the time of their transfer. It also
includes losses, ete., which are recoverable from the officials responsible
for them or ultimately to be written off to revenue.

Items (b), (¢) and (d) relate to overpayments which are recoverable
from the parties concerned or from departmental employees who are
Tesponsible for the overpayments.

Item (e) represents advances for bassages over-granted to Gazetfed
Officers of Non-Asiatic domicile.

L3AG
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Loans and Advances by the Central Government
366. The amount shown against this item represents the outstanding
amounts of advances for house-building, for purchase of motor cars and
other conveyances, etc. Interest is recoverable on these advances.
The outstanding balance is classified under the following sub-
heads :—
(1) House-building advances.
(2) Advances for the purchase of Motor Cars.
(3) Advances for purchase of other conveyances.
(4) Passage advances.

(5) Other advances.

These balances should be verified with those of the broadsheets
maintained in the Audit Offices. Annual acknowledgments should be
obtained by the Audit Offices from each Departmental official to whom
such advance has been paid. .

An Analysis of these advances according to years should be given in

the Review.

Note.—In the case of house-building advances, advances for purchase of
motor cars and other conveyances and similar interest bearing advances to Govern=
ment servants, an annual acknowledgment should be obtained from each officer
that he accepts, as due from him, the balance of the advance worked out in the
Audit Office, and the fact that this acknowledgment has been obtained should be
mentioned in the review which should also contain information as to whether
instalments in repayment of these advances have been regularly recovered.

Permanent Advances
267. The total of this item includes the sura of Rs. 5,000 advanced
as working capital to the Postal Seals Office and small permanent
advances made to Departmental Officers for meeting petty expenditure.
These advances are recouped once a month or oftener, if necessary. The
acknwoledgments of permanent advances required under Article 417 of

the Audit Code, should be obtained from all officers holding such

advances and the Postal Audit Offices should certify that acknowledg-
ments of the advances have been duly received.
Note.—No. acknowledgment at the end of each official year as required under Article 286,

Posts and Telegraphs Audit Code, volume 1, is, howaver, furnisied to the Audit Office in respect

of the permanent advance held by the Superintendent, Postal Secals Office.

Post Office Savings Banks Investment Account
368, Out of the ten detailed heads under the head “ Post Office Sav-
ings Bank Investment Account " there will be closing balances under the
following heads only :—
Debit balances—

(i) “Cost of investment Certificates held in the Imprest” on the
31st March at the market value.

(ii) “Cost of G. P. Notes in the Imprest” on the 31st March at the
market rate or at average rate (vide article 138-A, Posts and
Telegraphs Audit Code, Vol 1I) whichever is less.

Credit balances—
(i) “ Anticipatory interest due on certain old lsans”.

(ii) “Interest on Government Securities held in the Savings Bank
Accounts of the deceased depositors %

P
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(iii) “ Proceeds of Government Securities sold on behaif of claim-
ants to deceased depositor’s accounts .

The details under these heads should be furnished in Form A G.P.T.
-563.

" Cash Balance

369. The amount of this item represents actual cash and stamps in
the hands of the Postmasters and cash in the hands of Heads of Offices
in the Telegraph Branch on the 31st March and should agree with the
aggregate of the closing (cash and stamp) balances shown in the cash
accounts of the several Head Post Offices, Traffic and Engineering Offices
for March. The balances shouid be verified in the Audit Office with the
separate cash balance reports received from the several Postmasters,

Telegraph Masters, ete.

The Audit Offices will furnish the Office of the Auditor General
annually with a statement of the cash balance reports separately for

each circle, recording therein the following certificate :—

‘ Certified that the cash balance agrees with the aggregate of the
(c}osing balances shown in the accounts rendered to the Audit
ffices '

e Government Account

370. The details of the Government Account should be given in the
Review of Balances thus :—

Debits Heads of Accounts Credits

Opening balance ... 0 0 o0

Interest on debt and other obligations (a)

Net transaction with the Civil Department

Net transaction with other Departments ()

Capital Outlay

Remittance transactions with England

Income tax

Interest on Loans and Advances by the Central Govern-
ment.

Exchange on Remittance account (c)

Expenditure in England (d)

Net profit or loss (¢)

Closing balance

Soodo
coccoo
coooco

Scooce oo
ctoco oo
ooCco oo

(@) Represents bonus paid on Post Office Pakistan Savings Certificates during the year and
interest paid on deposits in the Savings Bank, General Provident Fund, Civil
Enginecrs’ Provident Fund and other funds.

(5) Represents various payments and adjustments made by the Pakistan Posts and Telegraphs
Department on behalf of other departments of the Government of Pakistan as
Railways, Defence, etc.

() Represents adjustment of exchange on Sterling payments in England on behalf of the
Pakistan Posts and Telegraphs Department in respect of stores and leave salary
ete., finally accounted for in the accounts of the High Commissioner for Pakistan
in London and on Postal and money order transactions and other miscellancous
transactions such a motor car advances, ete., adjusted through the Remittance Head,
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(d) Represents total expenditure on account of stores and leave salaries
incurred and finally brought to account in England on behalf of the
Department.

(e) Represents net profit or loss of the year surrendered to or met by
Government after meeting working expenses and Interest charges
on Capital Outlay.

371, Deleted.
Verification of amounts of fixed Assets and Stores

372. The following verification should also be undertaken in respect
of “Fixed Assets” and “ Stores in Stock ” appearing on the “ Assets ” side
of the Balance Sheet:—

(a) Fired Assets—The value of the assets is the amount of the
Block Account as on 1st April 1925 enhanced by the capital
expenditure up till the end of the year under review includ-
ing that on renewals and replacements met from interest-bear-
ing capital advances from the general revenues. The balance
under this head should be proved with the amounts appear-
ing in the various Plant Value Ledgers and Registers of Build-
ings.

(b) Stores in Stock.—This item represents the book value of stores
in hand at the close of the year under review. A report of
the actual proving of the balance with the annual Trial Bal-
ance of priced Ledger Cards should be obtained from the
‘Accounts Officer, Telegraph Stores, Karachi, through the
Accountant General, Posts and Telegraphs Branch, Lahore,

Note.—The sum of the two items “Fixed Assets” and “Stores in Stock”
appearing on the Assets side of the Balance Sheet must be equal to the contra
entry against item (I) appearing on the " Liabilities” side.
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CHAPTER 11
Capital Accounts

L. General Principles ... 373 | 1. Calculationand Adjustment of Interest

on Capital Outlay

1. Regist intained to t i :
G:fér:]r e amf_ - he_f"d" CT“%_{S | Interest on Capital Outlay on Stores and

Work

(a) Plant Value Ledger w376 | A;ﬂ,;ﬂ&p' lransfcir.cd IDI‘.SuSan.Sf

Reconciliation between plant Val | e

Ledger axl:ani;anciall;.eggcr w380 | V. ‘!Alg:‘eua] gﬁl"é"t’““"“‘ to Renewals 300

{b) Register of Arrears of Depreciation 381 | i rve e
{c) Register of Assets sold, abandoned l V. Apportionment between Renewals and

or otherwise dispossd of before ’ Replacements and Renewals Reserve

Maturity and not replaced e 352 Fund .. - 393
{d) Register of Assets purchased from VI. Adjustment of Intersst on the Balaness

other Dzpartments, etc, .. 383 in the Renewals Reserve Fund s, BT

I—General Principles.

373. The Capital Account of the Pakistan Posts and Telegraphs De-
Partment is compiled under the major head ‘69—Capital Outlay not
charged to Revenue’ with sub-divisions to show the expenditure in each
branch of the Department and on each kind of asset for which a separate
effective life and residual value have been fixed, so that the calculation
of the amounts required from each branch for depreciation of assets or
interest on Capital is rendered easy. The Capital Account of the De-
partment also includes the balances outstanding at debit of Stores and
Manufacture Accounts representing the book value of stores and of
articles under manufacture on 31st March of the year. The surplus of
the sale-proceeds of any assets of the Department, over the amount at
charge of its Capital Account in respect of that asset, is treated under
certain conditions as a receipt on Capital Account and is utilised to
reduce the interest liability of the Department (see Article 45 of the
Posts and Telegraphs Initial Account Code, Volume I).

Note:—1In a transaction between the Department and a private party includinga Govarnment
Department, the criterion for calculatiug the sale price should be the assessed market valuation
which need not necessarily be regulated by the various assumption about the life, scrap value, etc.,
of assets fixed for calculating depreciation. Every casc of sale should, however, beadjusted onits
-own merits, the main point to be seen by Audit being that the sale price does not fall far short of the
‘original value minus depreciation at the prescribed dates. In such cases, the loss involved may

be pointed out to the authority competent to sanction the sale.
When credit for the sale price is traced in the accounts, Capital should be written down only to
‘thz extant borne by it and any excess should be regarded as ‘Appreciation * of assets and creditad

‘to-Revenue as profit unless theamount of * Appreciation’ exceeds Rs. 5,000 in which case the
amount will form a credit to Capital as a distinct item.

374, Accurate numerical records of all capital assets (except Lands
and Buildings) of the Telegraph, Wireless and Telephone branches of
the Department are maintained in the executive offices concerned. The
detailed procedure for maintaining the numerical inventories is laid
down in the Posts and Telegraphs Manual, Volume X. Similarly, Regis-
ters of Lands and Buildings are maintained by Heads of Circles as pres-
cribed in Article 543 of the Posts and Telegraphs Initial Account Code,
Volume I. These registers show the particulars as to the date of construc-
tion, floor area, ownership, original value and additions, ete., of all lands
and buildings in possession of the Department.




118
375—-377] CAPITAL ACCOUNTS. [Chap. 11

II.—Registers maintained in the Audit Office
General

275. The Audit Office also maintains a series of financial registers
connected with the Capital Accounts and instructions for maintaining
each of them are given in Articles 376 to 385.

(«) Plant Value Ledger.

276. The Plant Value Ledger (Form No. A. G.P.T.-564) forms a per-
manent record of the Department and should be maintained by the Office
of the Auditor General in a bound volume of paper of good quality.

377. The form contains 17 columns the uses of which are explained
below — o Y R..l. t-éfwm

Colufin 1—Year#The year to be entered is the year of account to
which the transactions of original construction and reconstruction relate.

Column 2—Expenditure chargeable to 69-A during the year less
credits for assets sold, etc—The amount to be posted in this column
should be that appearing in the Government Accounts for the year ex-
clusive of any extraordinary receipts on Capital Account. It should
also include the expenditure under 69-A brought to account without
financial adjustment such as misclassifications for the previous year, etc.

Column 3—Value of assets sold, abandoned, etc., during the year.—
In this column should be entered the original value (or the depreciated
value on the 1st April, 1925 of the assets constructed prior to the 1st
April, 1924) of assets which are sold, abandoned, etc., without being re-
placed. The Capital Account would, in the ordinary course, be relieved
of the amounts at its charge in respect of these assets through properly
preparect and sanctioned estimates. It is necessary to restore the original
values of these assets when calculating the total increase in plant value
during the year.

Column 4.—Expenditure chargeable to 69-A during the year. The
expenditure on renewals and reconstruction should be posted if this
column. The amount will represent the tfotal amount charged to
Renewals Reserve Fund through major head 69-B.

Column 5—Total increase in plant value during the year (2 plus 3
plus 4) —Total of columns 2, 3 and 4.

Column 6—Year of maturity—Year of maturity of plant value in-
cluded in column 5 is entered in this column. ; The years to be entered
in this column will be those in which assets constructed or reconstructed
during the year will next be due for replacement and will be calculated
in accordance with the Annexure to this Chapter.

Column T.—Decrease due to original value of assets, sold, abandoned,
etc., during the year.»The figures in this column will be the same as
those appearing in column 3 except in the case of assets constructed
prior to the 1st April, 1924 where the original values should be shown in
this column instead of the depreciated values on the 1st April, 1925 shown
in column 3. In cases where assets are disposed of after maturity no
figure is to be shown in this column.

Column 8-—Decrease during the year due to maturity—/The figures
in this column will be the same as those appearing in column 5 after

v
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deducting therefrom the figure in respect of any year already shown in
=olumn 7. This repetition will occur after an interval equal to the
composite life of the groups of assets.

Column 9.—Net increase in plant value during the year (5-7-8).—

~ In this column should be entered the figure in column 5 as it stands after

subtracting therefrom, the sum of the figures in columns 7 and 8.

Column 10.—Total plant value to end of the year progressive of
column 9.—The progressive total at the end of the year of the figures in
column 9 is shown in this column.

Column 11.—Deduction due to depreciation at........ per cent. of
column 10~The result arrived at by dividing the figure in column 10 for
the previous year by the composite life of the group of assets is shown in
this column. E

Column 12—Decrease due to depreciated value of assets sold, aban-
doned, etc.,, during the year.—This has been included to provide for the
depreciation on assets disposed of without replacement before maturity.
In this column should be entered the amount of depreciation due to be
deducted for the unexpired period of the composite life of the group of
assets, the deduction shown in column 11 being only in respect of the
period the assets were in existence or in use.

Column 13—Net increase in value of plant during the year
(5-11-12) —In this column should be entered the figure in column 5 as it
stands afier subtracting therefrom the sum of the figures in columns 11
and 12. :

Column 14—Depreciated value of the plant to end of year, proges-
sive of column 13_—The progressive total at the end of the year of the
figures shown in column 13 should be entered in this column,

~ Columnsgs15 and 16.—These columns are meant for initials of the
Accountant and The Gazetted Officer respectively after the register has
been posted and the entries reconciled with the figures appearing in the
Finance and Revenue Accounts.

_ Column 17—Remarks.

378. One page or set of pages should be allotted in the Plant Value
Ledger for each group of assets for which a separate composite life has
been prescribed, the assets of one branch being kept separate from those
of another. A separate page in the ledger will also be set apart for
“Lands ™. The initial entries in the Ledger have been made from the
various appendices to the Valuation Report so that all information about
the expenditure incurred on each class of asset in each year beginning
from the year 1925 will be available in the Ledger. The Ledger should
be posted annually and pat up to the Auditor General for review.

379. Deleted.
Reconciliation between Plant Value Ledger and Financial Ledger.

380. As the Capital Account of the Department has been initiated
with the depreciated value of assets as on 1st April, 1925, the amount at
charge of the financial books at the end of any year should agree with
the progressive total of the figures in column 2 of the Plant Value Ledger
plus amount finally debited to 69-B up to year 1932-33 minus the
arrears of depreciation on the Ist April, 1925. This reconciliation should
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S

a
be effected as soon as the March Final Accounts have been closed and a
Broad-sheet of reconciliation in Form No. A. G. P. T. 565 prepared and
put up for the inspection of the Auditor General, a fresh reconciliation
being made after the closure of the accounts for March Supplementary.

381. Deleted.

(b) Register of Assets_sold, abandoned or otherwise disposed of before
Maturity and not replaced.

382. The Accountants General, Posts and Telegraphs Branch, should
maintain this register in Form No. A. G. P. T.-567 in respect of 2ll assets.
Every case of the kind mentioned in the heading will be noted in the
Register, together with the date of original construction or last recon-
struction. The Accountant General, Posts and Telegraphs Branch, should
send a copy of the Register to the Office of the Auditor General by the
31st of July each year. Contribution on account of these accounts should
continue to be made by increasing the total original value on which
depreciation has to be calculated up to the year of maturity. A similar
Register will also be maintained by the Office of the Auditor General in
respect of buildings. It should be submitted to the Gazetted Officer for
review with the March Final and each batch of entries for supplementary
accounts.

(c) Register of Assets purchased from other Departments, etc.

383. Assets, of which a certain period of normal life has expired,
may be purchased from other Government Departments, etc., and brought
on to the Departmental Block Account. To facilitate the calculation of
Annual Depreciation, particulars of such assets should be registered in
the Office of the Auditor General. For this purpose a Register will be
kept in the Book Section in manuscript showing the original value,
depreciated cost (i.e., purchase price), arrears of depreciation and the
year of maturity. In the case of an asset for which the purchase price
is considerable, contributions to the Renewals Reserve Fund will be based
on the original value and will be continued for the unexpired period of
its life on the date of purchase. Otherwise, the depreciation calculation
chould be made on the purchase price and the usual life of the asset.
The register should be submitted to the Gazetted Officer in charge for
review as each entry is made therein and again on the 31st July each
year with a certificate that the relevant entries in the register have been
faken into account in the calculation of contribution for depreciation
adjusted in the March Final accounts closed on that date.

384, Deleted.
385. Deleted.

I —Caleulation and Adjustment of Interest on Capilal Outlay.

 386. As soon as the accounts for March Final are ready in the Office

of the Auditor General, Interest on Capital Outlay for the outgoing year

should be calculated separately for Post Office, Telegraphs, Radios and

Telephones. The amounts on which interest is chargeable to the De-
partment and the rates applicable in each case are specified below—

(a) Depreciated value on 3lst March 1925 of actually existing

assets, constructed up to 3lst March 1917.—Interest is to be

calculated at Rs. 3.3252 per cent.
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(b) Depreciated value on 3lst March 1925 of actually existing
assets constructed from 1917-18 to 1923-24, and full original
cost of assets constructed in 1924-25 —Interest is to be calcu-
lated at the rate applicable to the Capital expenditure of the
Central Government which is communicated each year by the
Civil Branch of the Office of the Auditor General.

(e) Full original cost of assets constructed from 1925-26 to end of
previous year (excluding Stores and Manufacture Suspense
and Miscellaneous Posts and Telegraphs Advances) and ex-
penditure on Renewals and Replacements chargeable to Capi-
tal.—Interest is to be calculated at the rate communicated by
the Civil Branch of the Office of the Auditor General.

(d) Original cost of assets constructed in the current year (ex-
cluding Stores and Manufacture Suspense and Miscellaneous
Posts and Telegraphs Advances) and expenditure on Renewals
and Replacements chargealble to Capital—Half interest should
be calculated at the specified rate.

(e) Average interest-bearing balance of Stores and Manufacture
Suspense excluding the balance of Army Mobilisation Stores
for current year (actuals).—Interest should be calculated at
the specified rate.

Note—The distribution of this item between the branches Post Office, Tele-
graphs, Radios and Telephones, will be made in the proportion of the book value
of stores consumed in them, the value of the Stores debited to Abstracts or por-
tions of Abstracts which are general or joint being neglected.

(f) Receipts on Capital Accounf—

(i) to end of previous year—Interest calculated at the specified
rate to be deducted,

(ii)' for current year—Half interest at the specified rate to be
deducted.

(g) Amount of fixed Capital sunk in Stores and Workshops.—
Interest calculated at the specified rate to be deducted by
corresponding debit to Stores and Workshops Suspense. The
necessary adjustment is made by the Accountant Generzal,
Posts and Telegraphs Branch, Lahore, vide Article 388.

(h) Profit or loss up to the end of the previous year.—Interest at
the specified rate is to be deducted in the case of profit or
added in the case of loss, vide Article 389.

Note 1.—Interest received on outlay en Capital Works during the period of
construction other than that relating to works executed at the cost of other Depart-
ments, etc., should be taken in reduction ef inferest charges of the Department.
Necessary adjustment is made by the Accountants General, Posts and Telegraphs
Branch. A statement showing the distribution by branches of the amount
adjusted in the accounts up to March Supplementary is sent to the Office of the
Auditor General so as to reach that office by the 10th July.

Note 2—The calculation of interest should also be made after the accounts of
-each batch of Journal Entry are ready and necessary readjustments made in the
batch concerned,

387. The total amounts of interest, calculated as shown in Article
3886, should be adjusted by a Transfer Entry and the Accountant General,
Pakistan Revenues, advised of the amount by an advance schedule. A
copy of the advance schedule should be furnished to the Accountant
General, Posts and Telegraphs Branch, Lahore, for incorporation of the
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transaction in the Exchange Account with the Accountant General,
Pakistan Revenues.

Interest on Capital Outlay on Stores and Workshop transferred to
Suspense Accounts

388. The average rates of interest communicated by the Civil Branch
of the Office of the Auditor General should be intimated promptly to the
Accountant General, Posts and Telegraphs Branch, Lahore, to enable
him to adjust the following . items in the accounts of the year in the
manner outlined below :—

(a) Interest on Capital Outlay on bulldmgs charged to Stores
Suspense.

(b) Interest on Capital value of Machinery and Plant charged to
Manufacture Suspense.

(c) Interest on Capital Outlay on Buildings charged to Workshop
Manufacture Suspense.

Buildings—Interest should be calculated on the depreciated value
on 1st April 1925 of Store and Workshop buildings constructed up to
1923-24, and on the full amount of outlay thereafter, up to the end of the
year in the accounts of which the adjustment is made. Half interest
should be allowed for the outlay during the current year. The depre-
ciated value of the buildings on Ist April 1925, should be calculated by
a reference to Appendix E to the Block Account Report. For purposes
of this calculation, additions, etc., under “ Stores and Workshop build-
ings” from 1st April 1925 will be communicated to the Accountant
General, Posts and Telegraphs Branch, Lahore, by the Book Section of
the Office of the Auditor General from the Register of Buildings main~-
tained in that office.

Machinery and Plant—Interest on outlay on ‘Plan and Machinery’
and motor vehicles and launches costing Rs. 10,000 or more will be cal-
culated similarly, i.e, on the depreciated values on lst April 1925 of
assets construected up to 1923-24 and full original cost of assets constructed
thereafter up to the end of the current year. The depreciated values on
1st April 1925 should be taken from the Appendices to the Block Account
Report but the outlay in subsequent years should be taken from the
records of the Accountant General, Posts and Telegraphs Branch, Lahore.
Half the interest should be allowed for the current year.

389, Interest on Profit and Loss—To determine the progressive total
of profit or loss on which interest is earned or paid by the Pakistan Posts
and Telegraphs Department [wde item (i) of Article 386], an account in
the following form is maintained in the Book Section of the Office of the
Auditor General :—

Post Office. Telegraphs. Telephones. Total.

Year of i

Account. { During | To erd | During | To end | During | To end | During | To end
the of the the of the the of the the of the
year. year. year. year. year. year. year. year.
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1V.—Annual Contribution to Renewals Reserve Fund

390. An annual contribution from working expenses of such amount
as may be fixed by the Ministry of Finance of the Government of Pakis-
tan from time to time is credited to the Renewals Reserve Fund.

The amount of this contribution is adjusted in lump for the Depart-
ment by the Office of the Auditor General direct and not through any
intermediary head of account.

391, Deleted.

392. Deleted.

V.—Apportionment between Renewals and Replacements and Renewals’

Reserve Fund

393. The major head 69-B records alt expenditure on Renewals and
Replacements in the first instance and includes a portion representing
Capital which has expired after 31st March 1925 and which is to be borne
by the Renewals Reserve Fund.

394. As soon as the March Final Accounts for a year relating to the
Capital portion have been completed in the Book Section of the Office
of the Auditor General, the calculation of the amount debitable to the
Renewals Reserve Fund will be taken up for adjustment in the accounts
of the year. For this purpose the amounts booked under 69-B against
each class of assets will be taken. These amounts when multiplied by
the number of years by which the life of the asset has expired since 1st
April 1925 and by the Appropriate rate of annual depreciation as laid
down in Appendix 3, will give the amounts of current depreciation.

The total amount of current depreciation will be adjusted in lump
for the entire Department by two transfer entries thus:—

(i) Dr. Abstract N—Annual contribution to Renewals Reserve
Fund. To 69-B—Renewals and Replacements Cr. (Deduct
from Dr.).

For amount representing current depreciation transferred to
Abstract-N from 69-B. ;

(ii) Dr. Renewals Reserve Fund.

To Abstract N—Annual contribution to Renewals Reserve
Fund. Cr. (Deduct from Dr.).

For amount transferred from Depreciation Fund.

As the major head 69-B—Renewals and Replacements may be
operated on by Journal Entries, necessary readjustments in the amount
of current depreciation adjusted in March Final should be made and
included in the March (Supplementary) Accounts,

VI.—Adjustment of Interest on the l?inlances of the Renewals Reserve
Fun

395, The rate of interest payable by the Central Government each
year on the balances of the depreciation funds of the Railway, Posts and
Telegraphs and other Departments whose accounts have been placed on
a commercial basis is communicated by the Ministry of Finance.

The caleulation of interest on Depreciation Fund in the Pakistan
Posts and Telegraphs Department should be made at the rate of interest
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prescribed by the Ministry of Finance on the mean of the opening and -4
the closing balances of the fund separately for each branch, viz.,, Post
Office, Telegraphs, Radios and Telephones, thus :—

O

A. Opening balance o

B. Credits to the Fund dur-
ing the year ...

C. Debits to the Fund dur-
ing the year ...

D. Clcé)ing balance (A+B

E. Total (A+D)

F. Mean of opening and
closing balances (1/2 of
E)

G. Interest at the rate per
cent, intimated by the
Ministry of Finance of
the Government of
Pakistan 5 5

Explanation—Figures for item A are the same as closing balances in
the fund for the previous year and should be taken from the Renewals
Reserve Fund Register referred to in Article 360. The amounts should i
be checked with the Finance and Revenue Accounts of the previous year. 9

Figures for item B will be the same as those calculated to provide for
the annual depreciation of wasting Assets of the Department in the year
(vide Article 392).

Figures for item C will be sum total of actual amounts debited to
the fund in the year by the Office of the Auditor General and the Audit
Offices and the amounts of current depreciation adjusted in the year
(vide Article 394) by the Office of the Auditor General.

396. The amount of interest calculated in the manner laid down in
Article 395 will be adjusted by a transfer entry, thus :—

Dr.

22-Interest on Debt and Other Obligations.

Interest on Renewals Reserve Fund. 4
Post Office.
Telegraphs. o
Radios.
Telephones.

To Renewals Reserve Fund.
Post Office.
Telegraphs.
Radios.
Telephones.

396-A. A register of inter-branch transfers of assets should be main-
tained in each Audit Office in which the full particulars of the Director
General’s sanction authorising the inter-branch transfers of assets and
their values should be noted. Soon after the close of the financial year the
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entries in the Register should be totalled and a statement (which should
be an exact copy of the register) should be sent to the Office of the
Auditor General by the end of April next year. s

In the Office of the Auditor General necessary transfers of the
Block values in respect of the transferred assets will be effected without
figures communicated in the statement referred to in Article 404 and
Revenue Accounts will be altered without having the debit and credit
entries transferred through the accounts of the year.

ANNEXURE
(Referred to in Art. 377)

Groups of assets with composite life as fixed for the purpose of the
maintenance of Plant Value Ledger :—

Groups of Assets. Composite
life.
Lines and Wires—
Telegraphs. 40
Telephones. 33
Masts, Aerials and Earths, Radios. 15
Apparatus and Plant—
Telegraphs. 20
Telephones. 16
Radios. 10
Post Office R.M.S. Vans. 30
Building excluding land, all branches.. 100
Electric installations, all branches. 16 -
Land, all branches. = Permanent.
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3 CHAPTER 12
~Statements of Actuals and Approximate Actuals.
General Remarks ... 397 | Earlier submission of Approximate .
Report on Progress of Actuals 400 Actuals in certain cascs 410
Statements of Approximate Actual of Annual Return of Approximate
Revenue and Expenditure 404 Charges under 69 Capital Outlay
Procedure in the Audit Offices 404 on Posts and Telegraphs ... 412
Procedure in the Offices of the Auditor Monthly statement of Net Receipts on
General 407 account of Income-Tax and Super
Tax 413

ANNEXURF A.—List showing the heads of the Approximate Actuals of the Pakistan Posts and
Telegraphs Department.

.~ General Remarks

397. The duty of watching the progress of receipts and expenditure
as compared with the budget allotment devolves upon the Director
General, who will, in the discharge of this function, look to the Auditor
General for information regarding the progress of actuals. Such infor-
mation should be supplied in such forms and on such dates as may be
settled mutually. It must be clearly understood that the authority
administering the grant, viz., the Director General, and not the Auditor
General is ultimately responsible for keeping the expenditure within the

grant.

398. The Auditor General should, however, warn the authority con-
trolling the grant immediately, of the first appearance of any excessive
proportionate outlay under the grant (or under any primary unit of
appropriation, if so requested). A watch should be kept on the revenue,
and any large increase or falling-off reported at once. Any large differ-
ences that are likely to arise in actuals as compared with the estimates
should be reported as soon as reason arises for expecting them.

Note.—Transactions which affect the cash balance seriously (e. g., Savings Bank
transactions) are of egual importance, though they may not be technically either revenue
or cxpenditure, and any variations of actuals from thc estimates should be reported to
the State Bank of Pakistan.

399. The periodical returns which the Auditor General has to sub-
mit under Article 397 to the authorities responsible for watching the
progress of actuals, should be despatched punctually on the dates pres-
cribed, or if any delay is anticipated, the authorities concerned should

be informed accordingly.
Reports on Progress of Actuals

400. The check of actuals for fixed charges is exercised in the Audit
Offices in the manner laid down in Article 502 of the Posts and Tele-
graphs Audit Code, Volume I, Loy

: The result is reported to the Office of the Auditor General which is
responsible for bringing to the Director Generals notice any over-spend-
ing on fixed charges or any unusual features.

401. The check of actuals for fluctuating charges will be conducted
in the Audit Offices through the Budget check register of fluctuating
charges (vide Article 503 of the Posts and Telegraphs Audit Code,
Vo'ume I), and a monthly statement showing the progress of actuals as
compared with the proportionate budget allotment will be sent to the
Heacs of Circles concerned.

L

/

b



127

Chap. 12] STATEMENTS OF ACTUALS AND APFROXIMATE ACTUALS. [402—404

402, A progressive statement of Revenue and Esxpenditure of the

Pakistan

Posts

and * Telegraphs Department is sent each month to the

Director General, Posts and Telegraphs (vide Article 236).

- 403,

L

Deleted.

Procedure

Statements of Approximate Actuals of Revenue and Expenditure

n the Audit Offices

404, A statement showing the approximate monthly figures, of each
‘Circle should be compiled by the Audit Offices in Form No. A.G.P.T.-571,
from the monthly accounts of Disbursing Officers. The totals of all the

circles, under an Audit Office, under the following heads

of accounts

should be telegraphed to the Auditor General’s Office in hundreds of
rupees so as to reach it on the 9th of the month following that to which
the account relates:—

=t

| el e
b

et
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—
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14.
15.

16.

17

19

OO W N

. Sale of Investment Certifi-

XIX Gross Receipts.

. Working Expenses.
22—Interest on debt and other Obligations.

69—Capital Outlay.

. Savings Bank Deposits.

. Savings Bank Withdrawals.
. Issue of Pakistan Savings Certificates.

. Discharge of Pakistan Savings Certificates.
. Interest on Pakistan Savings Certificates.
. Sale of Government Promis- ]

sory Notes.

. Purchase of Government Pro-

missory Notes.

cates.

Interest on Government Pro-
missory Notes.

Interest on Investment Certi-
ficates.

Transfer of Savings Bank
Account from United Kingdem
and other Foreign Administra-
tions.

Transfer of Savings Bank
Account to United Kingdom
and other Foreign Adminis-
trations.

. Unfunded Debt (Net).

. Deposits and Advances (Net).

Vi h

. IV Taxes on Income other than Corporation Tax.

Figures are communicated by

" ¢ the Accountant General, Posts

and

Telegraphs
Dacca.

Bracch,

Figures are communicated by
+ the Accountant General, Posts
and Telegraphs Braech,
Lahore.
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20. Loans and Advances by the Central Government (Net).

21. Pay Charges.

22, Pensionary charges.

23. Inland Money Orders issued.

24. Inland Money Orders paid.

25. Sale of Ordinary Stamps.

26. Sale of Service Stamps.

27. Postage realised in cash.

28. Net Receipt from other Postal Administration.

29. Net payment to other Postal Administration.

30. Telegraph charges realised in cash and by book transfer.

31. Net Receipts from other Telegraph Administration.

32. Net payments to other Telegraph Administration.

33. Total Postage and Message Revenues,

34. Receipts on account of Money Orders, British Postal Orders,
Pakistan Postal Orders.

35. Fees and other Receipts (Postal).

36. Rent of Wires and Instruments leased to Railways and Canals.

37. Recoveries from Guarantors (Telegraphs).

38. Fees and other Receipts (Telegraphs).

39. Rent of Telephone.

40. Telephone Call Fees.

41. Recoveries from Guarantors (Telephones).

42, Total Miscellaneous Revenues.

Note 1.—The net transaction under the head British Postal Orders should be included in the

figures for Deposits and Advances (net).
s Note 2.—The telegraphic figures should be followed by a statement in form No. A.G.P,T.-

Note 3._—-A1| variations to approximate actuals dstected after their despatch on the due date
s hould be wired to reach the office of the Auditor General positively on the morning of the 16th

of every month.

405. Deleted.

406. In the event of non-receipt of the monthly accounts of any office
by the 8th of the month following, an estimate of the transactions of
that office should be included in the approximate figures. Steps should,
however, be taken to obtain the information in time.

406-A. Approximate actuals of Revenue under the following heads
shouid be furnished monthly to the Heads of Clrcle., ocn the 15th of the
month following the month of account : —

I—POSTAGE AND MESSAGE REVENUE—

(a) Sale of Ordinary Stamps.
(b) Sale of Service Stamps.
(c) Telegraph charges realised in cash and by book transfer.

(d) Total Postage and Message Revenue.
II.-MISCELLANEOUS REVENUE—

(a) Rent of Telephones.

7b) Telephone Call Fees.

«.¢) Receipts on account of Money Orders, British Postal Orders
and Pakistan Postal Orders.

(d) Rent of wires and instruments leased to Railways and Canals.

(e) Total Miscellaneous Revenue.
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Procedure in the Office of the Auditor General

407. The figures communicated by the Audit Offices will be com-
piled for each month under the heads given below, in a Register to be
maintained by the Book Section of the Auditor General’s Office. The
compiled figures will be intimated by express letter to the Secretary to
the Government of Pakistan, Ministry of Finance, the Financial Adviser
(Communications), the Director General and the Superintendent, Budget
Section, of the Director General’s Office on the 10th of the month follow-
irflg that to which the account relates. The figures will be in thousands
of rupees.

—

. IV Taxes on Income other than Corporation Tax.
. XIX Gross Receipts.

. Working Expenses.

22—Interest on debt and other Obligations.
69—Capital Outlay.

. Savings Bank Deposits.

Savings Bank Withdrawals.

. Savings Bank Balance.

. Issue of Cash Certificates.

.. Discharge of Cash Certificates.

. Interest on Cash Certificates.

ot o i S B ST

[
- o

. Sale of Government Promis- :
sory Notes. : Figires are communicated by
the Accountant General, Posts
. Purchase of Government Pro- and Telegraphs Branch, Dacca.
missory Notes.

L
-t
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14. Unfunded Debt (Net). :

15. Deposits and Advances (Net).

16. Loans and Advances by the Central Government (Net).

17. Pay charges. 3

18. Pensionary charges.

19. Sale of Ordinary Stamps.

20. Sale of Service Stamps.

21. Postage realised in cash.

22. Net Receipt from other Postal Administration.

23. Net Payment to other Postal Administration.

24. Telegraph charges realised in cash and by book transfer.

25. Net Receipts from other Telegraph Administration.

“26. Net payments to Other Telegraph Administration.

27. Total Postage and Message Revenues.

28. Receipts on account of Money Orders, British Postal Orders,
Pakistan Postal Orders.

L3 AG
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29. Fees and other Receipts (Postal).
30. Rent of Wires and Instruments leased to Railways and Canals.

31. Recoveries from Guarantors (Telegraphs).
39. Fees and other Receipts (Telegraphs).

33. Rent of Telephone.

34. Telephone Call Fees.

35 Recoveries from Guarantors (Telephones).
36. Total Miscellaneous Revenues.

37. Inland Money Orders issued.

38. Inland Money Orders paid.

Note.—Figures against items (1) to (16) are communicated to the Secretary to the Govern-
ment of Pakistan, Ministry of Finance, while figures against items (1) to (13) and (17) to (38) are
communicated to the Financial Adviser (Communications), the Director-General and the Super-
intendent, Budget Section of the Director-General’s Office. Variations to approximate actuals
over 25,000 detected after their despatch should be intimated on the 16th of every month.

408. Deleted.

409. The Register of Approximate figures referred to in Article 407
will be reviewed by the Accountant in charge of the Book Section of the
Office of the Auditor General and submitted to the Gazetted Officer in
charge for signature along with the draft express letter to the Financial
Adviser (Communications), Director General, Posts and Telegraphs, and
the Secretary to the Government of Pakistan, Ministry of Finance on
the 10th of each month. Figures which appear unusual in comparison
with the figures for previous months under corresponding heads should
be intimated promptly to the Audit Office concerned for verification and
explanation.

409-A. A statement containing the Approximate figures of Savings
Bank and Pakistan Savings Centificate transactions will also be prepared
by the Office of the Auditor General and furnished to the Ministry of
Finance by the 7th of the month following the month of account.

Earlier submission of Approximate Actuals in certain cases

410. (2) For the purpose of the Budget Estimates, Approximate
Actuals by minor heads of Revenue for the months of October, Decem-
ber and January and those of Expenditure for December and January
should be furnished by the Audit Offices to the Office of the Auditor
General, not later than the dates noted below :—

5th November.

October
- December 5th January.
January 5th February.

(b) The Approximate Actuals should be furnished in hundreds of
rupees under the heads shown in Annexure A to this Chapter for the
Pakistan Posts and Telegraphs Department. The initial letters quoted
against each head in the Annexure need oniy be mentioned when the
figures are communicated by telegram. Figures for cash and stores
should be communicated separately.

Note 1.—Itis of utmost importance that the dates fixed above should be strictly observed.
Note 2.—The ordinary monthly Statements of Approximate Actuals for the months referred
to in this Article should be sent as usual on due dates.

e

-~
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S S

411. Deleted,

Annual Return of Approximate Charges undey 69—Capital Outlay on
Posts and Telegraphs »

412, A statement of approximate actuals showing the gross figure
under “ 69-Capital Outlay on Posts and Telegraphs ” should be submitted
to the Auditor General annually by the 15th of May. The statement
should include the amount eventually adjustable under 21-Capital
Outlay on Posts and Telegraphs ” and also show charges in Pakistan and
in England and on Exchange separately.

Monthly statement of net receipts on account of income-tax and
super-tax,

413. A statement of net receipts on account of income-tax and super-
tax should be submitted by each Accountant General, Posts and Tele-

on or before the 6th of the month succeeding the month of receipts.
The statement should be compiled from the telegraphic intimations
received from the Disbursing Officers (vide Note 4 below Article 227 of

the Posts and Telegraphs Initial Account Code, Volume I) and should
indicate the figures of income-tax and super-tax on Ft_ederal Emoluments

ANNEXURE A

(Vide Article 410)
List showing the heads of the Approximate Actuals

= i S

S e N e
To be quoted in Telegrams Heads
e e S
Tax .« IV.—Taxes on Income other than Corporation tax,

XIX—Posts and Telegraphs.
A. Postage and Message Revenus,
A. L Joint Receipts.

A.—Message ... - (a) Sale of Ordinary Stamps.

(b) Deduct—Value of Stamps used for realising Customs
Duty,

(¢} Deduct—Refunds,
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To be quoted in Telegrams

Heads

Total

B. Miscellaneous}

Total

Total

(d) Value of Stamps affixed to Pakistan Postal Orders.
(e) Total deductions.
(f) Sale of Service stamps.
(¢) Net Total A. L.—Joint Receipts A. 11.—Postal Receipts.
(k) Postage realised in Cash.
(i) Net Receipts from other Postal Administrations.
(j) Deduct—Refunds of Postage.
(k) Deduct—Payments to the Other Postal Administrations,
() Net Total—A. Il.—Postal Receipts.

A. III.—Telegraph (inc!udi.ng Radio) Receipts.
(m) Telegraph charges realised in Cash and by book transfer.,
(n) Net Receipts from other Telegraph Administrations.
(p) Deduct—Payment to other Telegraph Administrations.
(¢) Deduct—Payment to Radio Companies.

() Deduct—Refund of overcharges and payment of delivery
charges.

(s) Net Total—A. 11I,—Telegraph (including Radio) Re-
ceipts.

(1) Total Abstract—
A. Postage and Message Revenue.
B. Miscellaneous Revenue.
B. 1. Joint Receipts.

(a) Fees and Other Receipts.

(b) Deduct—Refunds.

(¢) Net—B. 1.—Joint Receipts.

B.—II. Postal Receipts.

(d) Reception account of Money Orders, British Postal
Orders and Pakistan Postal Order.

(¢) Deduct—Refunds.
(f) Fees and Other Receipts.
(g} Deduct—Miscellancous Refunds.
(#) Net Total B. IL Postal Receipts.
B. III—Telegraph (including Radio) Receipts.
(i) Rent of Wires and instruments Jeased to Railways and

Canals.

'y

~

Ve
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To be quoted in Telegrams

Heads

Total. ..

Total ... oo
Total ...

Abstracts, wws e

Total ...

20.—Interest
21.—Capital
22.—Interest ..
69-A.—CQutlay ...

Total 69 A

(j) Recoveries from Guarantors.
(/) Fees and Other Receipts.

(m) Deduct—Miscellaneous Refunds,

(n) Net Total B, IIl. Telegraph (including Radio) Receipts.
B. IV. Telephone Receipts.

(o) Rent of Telephone.

(p) Telephone Call Fees (Net).

(q) Deleted.

(r) Recoveries from Guarantors.

(5) Fees and Other Receipts.

(1) Deduct—Miscellaneous Refunds,

(#) Net Total B. 1V. Telephone Receipts.

(v) Total Abstract—B. Miscellancous Revenue.

Deduct—Working Expenses.

C. General Administration Cash Expend’-
ture only.

D. Account and Audit Do.
E. Control-Circle Offices Do.
F. Engineering Expenses Do.
G. Pensionary Charges Do.
H. Stamps, Postcards, Printing and Sta-

tionery. Do.
I. Maintenance of Assets Do.
J. Postal Expenses Do.
K. Telegraph Traffics Do.
L. Radio Expenses Do.
M. Telephone Expenses Do.

O. Deduct—Credit to Working Expenses.

Net Total Abstract C.O.

20.—Interest on Debit.

2].-~Capital Outlay—Cash and Stores.
22.—Interest on debit and other obligations.

69-A.—Capital Outlay on new Assets—Cash and Stores
(excluding share of establishment).

69-A.—Share of establishment and other charges transferred
from Working Expenses—Cash and Stores.

69-B.—Expenditure debitable to Renewals Reserve Fund.

69-B.—Share of establishment and other charges transferred
from Working Expenses—Cash and Stores.

Total 69-A and 69-B—(four heads above).
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APPENDIX 2
(See Article 122)

List of important recurring or periodical transfers in the Posts and

Telegrap

Accounts,

Nature of Entries,

Name of Section res-
ponsible for making
the adjustment

Due date

A.—ENTRIES MADE

IN THE AUDIT
OFFICES.

Monthly.

1. Commission on Field Service Money Orders { Money Order Scction

2.

Adjustment of Customs Duty with Civil Pakis-

tan. .

3. Refund of Customs Duty

el

10.

s

13.

. Customs Duty, etc.,

realised on Foreign
Parcels despatched to United Kingdom and

Egypt.

i
. Adjustment of Loss or Gain by exchange on

account of Customs Duty realised on
Foreign Parcels.

. Adjustment of Customs Duty on Inward

Foreign letter Mail,

- Adjustment of Postal Seals Office charges

. Adjustment on account of sealing wax and

other articles supplied to Post Offices from
the Postal Stock Depot.

. Leave or Pension Contribution of Officers lent

on Foreign Service.

Transfer transactions between Civil and P. and
T. Departments.

Freightcharged on Telegraph Stores carried by
rail.

- Rent of Public Works Department Buildings

occupied by Telegraph employees,

Recurring Contingent Expenditure Dzbited by
Military Department.

“. Re-opening Dead Accounts Savings Bank
15

Amount of objectionable items waived

Customs

Do.
Do.

Do.

Postal Account Section.

Do.

Do.

Account Current Section.

Do.

Do.

Account Current Section.

Savings Bank Section.....

Do.

Duty Section
Lahore Audit Office.

15th, each*month.

25th,
month.

Do.

Second

receipt of
memo, of Cus-
toms Duty from
Postmasters.

On  receipt of
the statement
of Customs duty
from the Office
of the Auditor
General.

On receipt . of
statements.

20th,
Month.

On receipt of
statements from
Heads of Circle.

20th
month.

each

each

I0th, 3rd month.

Do.
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APPENDIX 2—contd.
List of important recurring or periodical transfers in the Posts and
Telegraphs Accounts—contd.

Nature of Entries

Name of Section res-
ponsible for making -
the adjustment

Due date

A.—ENTRIES MADE IN

16.

21.

22.

23.
24,
25,

26.

=

=l

THE AUDIT
OFFICES —contd.

Monthly—contd.

Adjustment on account of.Interest on Dead
Accounts re-opened, Interest on closed ac-
countsand Interest short or excess passad in
previous years.

. Short or overpavments of principal up to annas
2

. Amounts of Savings Bank short and over-

payments.

. Irrecoverable over-payments written off

. Short and over-payments on Pakistan savings

Certificates.

Adjustment_ of  discrepancies
Savings Certificate figures.

in Pakistan

Transfer of Pakistan Savings Certificate from
one circle to another.

Interest short or over-paid

Items under objection for short or excess credit

Adjustment of United Kingdom payments of
Pakistan Savings Certificate.

Adjustments of the credits of the General Pro-
vident Fund subscriptions realised from the
officials working in Departments other than
the Pakistan Posts and Telegraphs Depart-
ment.

Adjustment of value and commission of
Money Orders.

. Wrong classification of paid money orders ...
. Mis-stored paid money orders

. Adjustment of Foreign Circles paid

Moncy
Order Summarics.

. Adjustment of Money Ordershortand over-
payments.

. Adjustment of Money Order short or excess
credits.

. Inter-circle adjustments

Savings Bank Section

Do.

Do.

Savings Certificate Se2-
tion.

Account Current Sections.

Money Order Section

)

10th, 3rd month
(Burma 14th).

Do.
10th, each
month.
De.
25th, each
month.
Do.
Do.
Do.

On receipt the of
cradits.

End of the month.
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APPENDIX 2—contd
List of important recurring or periodical transfers in the Posts and
Telegraphs Accounts—contd.

and Investment Certificates held instock by
Auditor General.

s
-
: Name of Section res-
Natre of Entries ponsible for making Due date,
the adjustment.
<
wr
A.—ENTRIES MADE IN THE AUDIT
OFFICE—contd.
Monthly—contd.
34, Foreign Money Orders ... Money Order Section
35. Adjustment of Outward and Inward Trade Do. Within 15 days
charge money orders and Commission on of receipt of
Trade Charge Money Orders. Trade charge
account.
36. Amounts waived under the orders of Gazetted Do.
Officer,
37. Adjustment of Inward and Outward C, 0.D. Do. End  of 2nd
Money Orders. month.
B 38, Adjustment ofcommissiononC, O.D.Money Do. Do
Orders.
39, Adjustmsnt of Commission on Free Money Do. End of month.
™~ Orders.
40, Adjustment of Savings Bank Transfers from Do. 3
or to Foreign Countries appearing in the Within 15
Money Order Exchange Accounts, days of re-
ceipt of Money
Order Exchange
41. Re-payment of Inward and Outward Money Do. J accounts,
Orders,
42, Adjustment of International Comr-nissicm on Deo.
Foreign Money Orders,
43. Sale proceeds of Investment Certificate .. | Government  Security | 18th of ths
. Section of the Audit | following month.
P Office Dacca,
44, Sale procceds of Government Promi Do. Do.
Notes effected through the State Bank of
Pakisan and brokers.
¥ 4
45, Sale proceeds of Government Promissory | Governmeat  Security | 18th of the
Notes belonging to Savings Bank De- Section of the Audit | following moath.
i positors. Office Dacca.
46. Cost of Government Promissory Notes pur- Do. Do.
chased by Savings Bank Depositors.
47. Costof Government Promissory Notes pur- Do Do,
chased through the State Bank of Pakistan
and brokers.
48, Interest on Government Promissory Notes Do. Do.
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APPENDIX 2—contd.
List of important recurring.or periodical tmnsdfers in the Posts and
Telegraphs Accounts—contd.
S
) Name of Section res- J
Nature of Entries. ponsible for making Due date.
the adjustment.
_ENTRIES MADE IN THE AUDIT
A—ENTR G L FICES—contd.
Monthly—contd.
49. Intereston Government Promissory Notes of [ Government  Security | 18th of the
"7 depositors held in the custody of the Audi- Section of the Audit | following month.
tor General. Office, Dacca.
50, Short and excess debits on account of, dis- Do. Do.
charge of Loans.
51. Amount due to United Kingdom on account | Postal Account Section Do.
of sale o British Postal Orders in Pakistan. Lahore Audit Office.
at charged to United Kingdom on ac- Do. Do.
52. Amout: ‘of British Postal Orders paid in
Pakistan.
53. Allowance on the sale and payment of British Do. Do.
Postal Orders as commission on British
Postal Orders.
54, Petty sums written off on account of the value Do. Do.
of stamps$ charged inexcessin the statements
of British Postal Orders paid.
2 unt on account of Pakistan Stamps affix- Do. Do.
5 Ame?i to British Postal Orders paid in Pakistan
in extension of the value of the orders.
56. Amount of Savings Bank_ transfers between | Savings Bank Section, Do.
Pakistan and United Kingdom, Lahore Audit Office.
57. Amount ¢f Savings Bank transfers between Do. Do.
Pakistan and British Colonies. )
53, Transactionsappearing in the Karachi Gene- | Account Current Lahore | 5th of the 2nd
* " ral Acceunt Section, other than those Audit. month following
relating ‘» B.P.O. apd S. B. Office the month of
transfers. account.

'59_ Transactions appearing in  Exchange | Account Current Section | 18th of the 2nd

Accounts month follow-
ing the month
of account.

60. Salc of Stamps Do. 16th of the
{ month follow-
i ing the month

of account.

Sl AdjusgmentsDfrcnlof'l‘elcphoncs and Trunk | Telegraph  Engineering | 13th, each month.

Call bills against Government subscribers, | (Works) Audit Section.
62. Share of establishment charges on Capital Do. Do.
orks.
63. Dc!\;\{asmised the Military Department for | Telegraph Engineering | End  of  every
(Establishment) Audit | month.

rent of quarters occupied by the Military
Officers.

Section.

»,
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APPENDIX 2—contd
List of important recurring or periodical transfers in the Posts and
Telegraphs Accounts—contd.

Name of Section res-
Name of Entries. ponsible for making Due date.
the adjustment.
A.—ENTRIES MADE IN THE AUDIT
OFFICES—contd.
Monthly—concld.
64. Credits afforded to the Civil Department for | Telegraph Enginecring 13th, each
occupation of the P. W. D. quarters by offi- (Establishment) Audit | month,
cers of the Engineering and Wireless Branches.!  Section and Book Sec-
tion. 4
65. Wages for trollymen supplied by and other ser- Telegraph Engineering | End  of every
vices rendered by Railway. (Establishment) Audit | month,
: Section.
66. Charges on account of Meteorological allow- | Telegraph Engineering Last day of the
ances drawn by the staff of Wireless Branch. gtpblishment) Audit | month follow-
tion. mng.
67. Miscellaneous Adjustments in respect of tran- | Account Current Section. 13th of each
sactions with other Government Departments, g month.
68. Debits for stationery and printing by the Govern-| Account Current Section
ment of Pakistan Presses and Central Stationery | of the Lahore Audit | | Within 10days
Office. ; Office the Exciange
Accosnt.
69. Debits for stationery and printing by the Provin-| Account Current Section.
cial Presses.
70. Adjustment of over-credits or short payments | Postal Account Section. | I5th, exch
on Pakistan Postal Orders not exceeding two month.
annas,
71. Adjustment of short credits or over-payments Do. Do.
on Pakistan Postal Orders not exceeding two
annas.
72. Adjustment of unclaimed Pakistan Postal Orders Postal Account Section Do.
forfeited to Government. of Lahore Audit Office.
73. Commission on Military Pension Payments ... | Book on Postal Audit | 13th of cach
Section at the discre- | month
tion of the Accountant
General, Posts and
Telegraphs Branch.
74. Adjustment onaccount of lighting the perime- | Telegraph  Engineering | Within a week
ters at .Peshawar Radio, (Establishment) Sec- | of rmxeipt of
tion of the Lahore | inwand Ex-
Audit Office. chasge Ac-
count.
75. Transfer of charges from 26.—Audit to XIX | Book Section 20th of every
ll;. & T.—Deduct Working Expenses—Abstract month.
76. Adjustment of cost of petty renewalsto 69-B. ... | Book and Store Detail | 21st of the month
Book Group of work | following the
Audit Section. month of ac-
- - - - mL
77. Adjustment of working Expenses in England | Book Section of the La- | Oa rceipt of
(Pakistan Posts and Telegraphs leave state- hore Audit Office. statement from
ment). the High Com-
missioner for
Pakistza in




140

APPENDICES. [No. 2

APPENDIX 2—contd.
List of important recurring or periodical transfers in the Posts and
Telegraphs Accounts—contd.

Nature of Entries

Name of Section res-

the adjustment

A.—ENTRIES MADE IN THE AUDIT
OFFICES—contd.

Quartely

1. Pakistan Postage stamps paid in United King-
dom in extension of the valueof the British
Postal Orders.

2. Rent of Linemen’s Quarters

3. Adjustment of the amount realised in stamps
for sale of publications of the wireless Branch.

4. (i) Adjustment of the amount creditable to
Radio Pakistan on account of fees realised
from Broadcasting licenses. 5

(i) Adjustment of the amount creditable to Pakistan
States on account of fees realised from Broad-
casting licenses.

(it}) Adjustment of the fees from candidates for the
examination of competency for Wireless Ope- |
rators,

Half Yearly

1. Interest on Investment Certificates of Dcposi-
tors,

2. Adjustinent Railway and Canal Bills

3. Rent of Lineman’s quarters

ponsible for making !! Due date
i

Postal Account Section, | 18th of every
Lahore Audit Oifice, | 3rd month.

Account Current Scction, | Within a  week
of “receipt of
intimation from
the Railway
and Civil De-
| partments.

Postal Accounts Section | On receipt of
of Lahore Audit Office. statements from
the Director

General of
Posts and Tele-
graphs,

Telegraph Engineering | April to June
(Establishment) Sec- July to Sep-

tion. tember, Oct. to
Dec. Jan. to
March.

8th  Aug., B8th
Nov., 8th Feb,
In the accounts
for March (Pre-
liminary).
Telegraph Engineering | April to  Junc
(Establishment) Section. | July  to Sept.
Oct. to Dec.
Jan. to March
Bth Aug., 8th
Nov., 8th Feb.
In the account
for the next
year.

Telegraph  Engineering | 15th  of  the
(Establishment) Section. | month follow-
ing the quarter
to which the
| statement  re.
: lates.

Government Security | 18th May and
Section of the Audit 18th Novem-
Office, Dacca. ber.

Telegraph  Engineering | 30th April and

(books) Audit Section, 31st December.

Account Current Section. | Within a week
of receipt of.
intimation from
the Railway
and Civil De-
partments.

¢
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APPENDIX 2—contd,
List of important recurring or periodical transfers in the Posts and
Telegraphs Accounts—contd.

. Name of Section res-
Nature of Entries. ponsible for making Due date,
the adjustment.
_|I ;
1 l
A.—ENTRIES MADE IN THE AUDIT
OFFICES—contd.
Yearly

1. Lapsed Deposits Book Section 20th June,
2. Leave and pension contribution for clerkslent | Postal Accounts Section | 20th June,

to Kashmir State [or customs work. of the Audit Office,

Lahore.

3. Clearance Entry for Miscellaneous Posts and | PostalAccountsSection | 20th June.

Telegraph Advances. ¢
4. Savings Bank Interest Savings Bank Section ... 20th June,
5. Balance of Savings Bank Accountstransferred | Savings Bank Section ... | I5th June every

to Dead Account ledger, third year.
6. Interest on General Provident Fund Deposits | General Provident Fund | 20th June,

Section.

7. Interest on Civil Service of Pakistan Provident Do. Do.

Fund.
8. Interest on Civil Service of Pakistan Annuity Do. Do.

Fund.
9. Adjustment of General Provident Fundlapsed Do, Do.

Deposits.

10. Adjustment of unclaimed General Provident Do. 3 Do,
Fund Deposits. |

11. Adjustment on account of interest on | Gzneral Provident Fund | March Fimal,
blances of Civil Engineer’s Provident Fuad
subscribers.

12. Cost of establishment of Life Insurance Sec- | Life Insurance Section of | Ist July, each
tion Debitable to Postal Insurance Fund, the AuditOffice, Dacca. | year.

13. Deduct credits to working expenses—Credits Do. = Do.
for services rendered to other Governments, !
Departments, etc,—Management of Post i
Office Insurance Fund.

14, Items adjustable by Civil Miscellancous on ac- Do. Do.
count of actuarial charges.

15. Interest on balance of Post Office Insurance Do. Do,
Fund by credit to Post Office Insurance Fund.

16. Net gain or loss on account of purchase and | Government security Do.
sale of Iavestment certificates during the Section of the Audit
year, I Office, Dacca.
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APPENDIX 2—contd.
List of important recurring or periodical transfers in the Posts and
Telegraphs Accounts—contd.

Name of Section res-

Nature of Entries. ponsible for making Due date,
the adjustment.
A.—ENTRIES MADE IN THE AUDIT
OFFICES—contd.
Yearly—contd.
17. Gain or Loss on account of Purchase and sale | Government  Security | 1st July.
of Government Promissory Notes during the Section of the Postal |
year, Audit Office, Calcutta,
18. Interest accrued on Government Promissory Do. Do.
Notes held by the Auditor General as perma-
nent advance.

19. Amount of exchange on the sale and payment | Postal Account Section Do.
of British Postal Orders. of Lahore Audit Office.

20. Adjustment of the value of Inter-National Do. 25th July.
reply coupons exchanged between Pakistan
and Foreign countries in respect of accounts
settled by remittance or otherwise, during the
year.

21. Adjustment of the Sale-proceeds of telegraph | Telegraph  Engineering | March Final,
cuttings by credit to the head “*Abstract B.— (Works) Section.

Miscellaneous Revenue--Telegraph (includ-
ing Radio) Receipts—Fees and other Re-
ceipts—other item.”

22. Balance of Inland money orders at theendof | M. O. Section, At the close of
the third year of issue transferred to “For- March Final.
feited Money Orders ™.

23. Interest on Capital outlay incurred during | Telegraph  Engineering | March Final,
period of construction of works required by | (Works) Audit Section.

Government Departments.

24, Clearance of amounts held under *“ Miscella- Do. Do.
neous Posts and Telegraphs Advances ™ in
respect of works remaining unfinished at end
of year.

25. Adjustment of Guaranteed Office bills Do. Before 15th

August,
26. Adjustment of Defence system bills Do. Last day of Feb-
i ruary.

27. Adjustment of contribution works Do.

28. Adjustment of deposits (for works done for Do. On receipt  of
public). accepted bills.

29. Adjustment on account of Police guards for | Telegraph  Engineering | Within a2  week
the protection of Peshawar Radio. (Establishment) Audit | of receipt of

Scction of the Lahore; debit from the
Audit Office. Military De-

I
!

partment.

-

<
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APPENDIX 2—contd.

List of important recurring or periodical transfers in the Posts and Tele-
graphs Accounts.—contd.

Name of Section res-

Nature of Entries. ponsible for making Due date.
the adjustment.
A.—ENTRIES MADE IN THE AUDIT
OFFICES—coneld.
¥early—concld.

30. Adjustment of charges from 69—Capital out- | Book March Final &
lay (Not charged to Revenue) to 21—Capital March  Supple-
outlay (charged to Revenue). mentary.

31. Adjustment of the amount realised in stamps | Postal Accounts (Miscel- | March Final.
for sale of Posts and Telegraphs guide and laneous) Section.
other publications.

32, Adjustment of the amount realised in stamps | Telegraph Traffic Section | March Final.
for sale of saleable Telegraph forms received
from the Forms Press by Departmental Tele-
graph Offices.

33, Adjustment of unclaimed balances of Post | Savings Certificate Section] March Final.
Office cash certificates,

34. Adjustmentof gain or loss on account of | Government Securities | March Final.
Government Securities transactions, Section of the Dacca

Audit Office.

35. Adjustment of the unclaimed balance of | Pakistan Postal Order | March Final.
Pakistan Postal orders. group of Record Sec-

tion of the Lahore
Audit Office.

B.—ENTRIES MADE IN THE LAHORE
AUDIT OFFICE RELATING TO
“STORES AND WORKSHOPS. "

Monthly.

1. Transfer transactions between Civil and Posts | T.E. (W) 13th each month.
and Telegraphs Department.

2. Freightchargeson Telegraph Stores carried Do. Do.
by Railways.

3. Debitsfor Storessupplied on payment to Civil, Do. Do.
Railways and Military Departments.

4. Cost of stores supplied by Postal Seals Office Do. Do.
debited by Postal Branch.

5. Share of Revenue Establishment and Stores Do. 17th each meath.
indirect charges transferred from Working g
Expenses and Stores suspense Accounts.

6. Amounts debited to Stores and Workshop Do. 13th each moath.

Suspense Accounts on account of interest
from Capital Outlay depreciation by Central
Credit to 20—P. & T.—Interest on Debt
and ** Working Expenses, Abstract O™,
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APPENDIX 2—contd.

List of important recurring or periodical transfers in the Posts and Tele-
graphs Accounts.—contd.

Nature of Entries.

Name of Section res-
ponsible for making
the adjustment.

Due date,

- e

B.—ENTRIES MADE IN THE LAHORE
AUDIT OFFICE RELATING TO
“STORES AND WORKSHOPS. ""—contd.

Monthly—concld.

7. Adjustment of London Invoices ...

&

Adjustment of payment statements received
from England.

9. Cost of stores supplied through the agency of
the Supply Department debited by the Civil
Department.

10. Customs charges on imported stores debited
by the Civil Department.

11. Cost of mathematical and Survey stores and
metallurgical inspection charges debited by
the Civil Department.

12. Transfer of amounts representing*‘unabsorbed
indirectcharges ™, **Residue of on-costs™ and
“ Net loss or gain on estimates ™' from the
Stores and Workshop Suspense Accounts to
Abstract F—Engineering Expenses.

13. Telegraph Engineering transctions with the
g Marine and Civil Departments, Pakistan. for
services rendered and stores supplied to Wire-

less Branch.

Annual.

1. Payments made to members of the Workshop
and Store Depots under * Workmen’s Com-
pensation Act ™,

2. Amount recoverable from the Military De-
partment for custody of Army Mobilisation
Stores.

3. Payment on account of Compassionate Gra-
tuities and under Workmen’s Compensation
Act relating to Stores and Workshops trans-
ferred from Working Expenses to the Stores
and Workshop Suspense Accounts.

4. Difference between the actual conveyance
charges on stores issued from Stores Depots
and the total amount charged through
percentages.

. Interest on debts as intimated by the Auditor
General.

w

T, E. (W)

T.E.(E)

T.E. (W)

13th each month.
Do.

Do.

March Final.
Do.

15th April.

March Finzl,

Within 2 week
cof receipt of
intimation.
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List of important recurring or periodical transfers in the Posts and Tele-
graphs Accounts.—contd,

Name of Section res-
ponsible for making Due date.

|
Nature of Entries. ’
I the adjustment.

B.—ENTRIES MADE IN THE LAHORE
AUDIT OFFICE RELATING TO
*“ STORES AND WORKSHOPS “'—concld.

Annual —concld,

6. Amount dzbitable to Store Suspense Account |
on account of certain cvzrhead charges by !
credit t> AbstractO and 20—P. & T.—Interest
on Delt,e.g.

(1) Intereston Capital Qutlayon buildings L T. E. (W) ... | March Final,
(2) Depreciation of buildings ... = |

(3) Stationery and Printing ... J Do, Do,
(4) Share of cost of Audit ... l Do, Do.
(5) Pension ... Do. Do.

C.—ENTRIES MADE IN THE OFFICE OF
THE AUDITOR GENERAL

Annual

1. Adjustment of credits for services rendered | Book Section .« | March Final,

(Savings Bank, Pakistan Savings Certificates)
etc.

2, Cost of Wireless services rendered to Civil Do, Do.
Aviation Department.

3. Adjustment of bonuson_ Pakistan Savings Do. Do.
Certificates.

4, Amount transferred from * 69-B** 10 * Rene- Do. ] Do.
wals Reserve Fund .

5. Interest on Capital outlay T.E. (W) Do.

6. Adjustment of contribution from Revenue to Do, Do.
Renewals Reserve Fund.

i );_"djuélment of Interest on Renewals Ras erve Do. Do.
und,

L3AG
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APPENDIX 3

(See Article 394). - 3

List showing the rate of Annuel Depreciation of assets of the Palistan -
Posts and Telegraphs Department at 314 per cent. inicrest on Sinking

Fund basis. . ) i
I e e S = i ~
Net value l]
per cent. Provision i
on which for dep-
. i deprecia- | reciation
Item Class of Assets Effective Residual tion is per rupes |
No. life value to bz cal- of Net
> culated Value
|
; |
i (years) (Per cent.)
All Branches.
1| Land ... | Permanent &
2 | Buildings 100 100 0-000969
3 | Electrical house installations and 16 3 97 0-045745
electric fans, etc. (including dust _ &
filtering plant).
Post O ffice
4 | Railway Mail Vans ... 30 100 | 0-013588 3
Telegraphs, Radios and Tele-
phones
5 | Underground Cable ... 36 5 93 0-013571
6 | Submarine Cable e 20 100 0-034462
7 | Aerial Cable ... 10 3 97 0-084261
8 | Posts(including brackets) - 45 10 90 0-008841
9 | Copper vin Bronze Wire 40 30 70 0-011159
10 | Tron Wirc-Telegraph circuits ... 36 4 96 0-013571
11 | 1ron Wire-Telephonecircuits ... 13 4 96 0-050876
11-A | Enamelled and insulated wires, 12 20 80 0-067512 o
Perrins and cadnicum,
12 | Masts, aerials and earths 15 8| 92| 0-050876
Appara tus. |
13 | Manual exchange, Privale Switch 15 5 ' 95 0050876 i
board. F i
14 | Engines, motors, Switch gears, | 16(a) 2(a) 98 0-046745
etc., of all kinds. F
12(a) I 0-067512 (b)
15 | Automatic exchange | 25 2(6) 5 95 0-024832
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APPENDIX 3—contd.
List showing the rate of Annual Depreciation of assets of the Palistan

Posts and Telegraphs Department at 3V per cent. interest on Sinking

Fund basis.—contd.

Ttem

No.

16
17

18 | Accumulators
19 | Workshop, plant and machinery

20 | . Motor vehicles and launches® ...

21

22 | Testing apparatus of all kinds ...

Class of Assets

APPARATUS—contd,
Subscribers’ Apparatus ...

Telegraph  Instruments of all
kinds and wireless apparatus.

Carrier appacatus

Net value
per cent. Provision
on which for dep-
deprecia- reciation
Effective Residual tion is per rupse
Life value to becal- of Net
cuiated Value
10 5 95 0-084251
[25(c) 5(c) 95(e) 0- 024%32
- 2
10{d) Nil(d) 100(d) 0-084261
(d)
8 10 920 0-109498
20 5 95 0-034462
10 10 90 0-084261
25 5 95 0:024832
15 5 95 0-050786

*Includes Motor vehicles aad launches belonging to Divisions as well as Store Depots.
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Note.—This A ix contains a list of returns to be rendered by the Office of the Auditor G

in the Account Code, Volume IV or uader speci
sts appended to the relevant volumes. The omission
hat its submission has bezn discontinued.

Offices as prescribed in thi
neral and technical audit
f:om this Appendix of an¥

APPENDICES.

[No. 4

APPENDIX 4

List of Periodical Returns

this Code or

and accounts, e'c., will be found in the 1i
r=turn should not be interpreted to mean t

al orders.

encral and the Audit
returns relating to

Reference
No.. Descrip.ion of Returns i :!q " To whom sent Due date of submission | Remarks
iicles
(i) OFFICE OF THE AUDITOR
*‘GENERAL
MoNTHLY RETURNS
Book Section
1 | Progressive Statement of Revenue 236 Director General ... |5th of the second month
and Expenditure of the Pakistan following.
Posts and Telegraphs Depart-
ment.
1-A | Approximats figures of S. B. and 409-A Government of Pakistan, | Tth of the month follow-
L 5.C. Ministr; of Finance, ing the month of ac-
count.

2 | Statement of actual Expenditure 238 Office of ths Auditor- | 15th of the second
against grant under offices of General (Ssction con- | month following.
Account and Audit. carned).

3 | Approximate Figures of Posts and 407 Financial Adviser, Com- | 16th next month.
Telegraphs. and munications, D. G.,

409 P. &. T and Superinten-
dent, Budget Section of
the office of the D. G.,

4 | Statement of Receipts and Charges 237 State Bank of Pakistanand| 20th of the second month | The State-
of the Posts and Telegraphs De- the Ministry of Finance. ment for
partment. March

Prelimi-
nary
should be
sent ©n
the 1ith
May.

5 | Revenue and_Expenditure oOf the 2319 Ministry of Finance ... | 20th of the second
Posts and Telegraphs Depart- month following.
ment.

6 | Summary of Revenue and expen- Note D.G,P. &T. ... | 15th of the second month
ditars. to

236

7 atement showing expenditure Accountant General | 15thof the second mi

s;g:i!ﬂn':l grant under 22—Interest Pakistan Revenues, following, Deth
on a=bt and other obligations.

8 | Statement showing Promtasive State Bank of Pakistan | 28th of the second moanth
actuals for Advances Recoverabie following.

Loans and Advances by the Ccnl-]
ral Government.
QUARTERLY RETURNS
Boo' Scclion

1 | Subsequent Report of Debt Head 349 Office of the Auditor | Ist May, Ist Augus:,
;;1;":,5, P General (Section con- | Ist  November uz::d

cerned). 15th February.
ANNUAL RETURNS
Back Section

1 | Annual Return of approximate 412 Office of the Auditor | To reach Auditor Gene-
charges under 69-Capital outlay General (Section con- | ral's office by the
on Posts and Telegraphs. cerned). 15th May each year,

2 | March Final Accounts 247 State Bank of Pakistan 31se July.

an? Ministry of Finance.
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No. 4] APPENDICES.
APPENDIX 4—contd.
List of Periodical Returns—contd.
Reference ‘ Due date
No. Description of Returns to To whom sent of Remarks
; Articles , submission
i }
'(D OFFICE OF THE AUDITOR
GENERAL—conid,
ANNUAL RETURNS—contd.
Book Sertion—contd, L
3 | Abstract of Receipts & Expendi- 247 Office of the Auditor | 3Ist July.
ture for the year (up to March ? General (Section con-
Final). cerned).
4 | Progressive statement of Revenue 247 Director General « | On or before the 10th
md EXnenduurc of the Pzkistan August. .
d Telegraphs Dey
(np to March Final).
5 | Statement of Gross Value of Ser- 74 Director Genenal of Posts| End of Jnly.
vice of Ordinary Postage Stamps . and Telegraphs.
sold in each Postal Circle.
6 | Abstract of Journal Entries, 1st 249 Section coacerned of the | 10th September.
batch. Office of the Auditor
General and the State
Bank of Pakistan.
7 | Finance & Revenue Accounts ... 339 Auditor General (Section | 10thand 27th October,
concerned of the office).
8 Absﬂ?‘d of Journal Entries, 2nd 249 Do. Do.
batc]
9 | Review of balances ... 347 Sectionconcerned of the [ 10th November.
office of the Auditor
General.

10 | Abstract of Journal Entries, 3rd 249 Do. + | To reach Auditor Gene-
batch if sanction=d by the Audi- ral's Office on the
tor General. date fixed by him.

11 | S howina p ive ac- Do. . | As as
tuals for the year for Advances afier close of Journal
Recoverable and Loans and Ad- Entries, 2nd
vances by Central Govern-
ment.

12 | Trial Balance certificate kpx) Do. 30th March, next year
or earlier on receipt
of orders from Auditor
th:nl for closine

13 | Intimation of closure of Journal 320 Do. = 'th Mnr:l: next year.
and Ledger.

14 | Advance schedule for the month | ... | AccountamGeneral, Pak-| 15th April.

= | of February showing original istan Revenues,
ulnsnc!lom adjustable in the
books of the High issionar
for Plkis‘lan in London.

I5 | Advance schedule for the month S Do. > 30th April.
of March showing original tran-
sactions adjustable in  the
books of the High Com-
missioner l‘anaI:isunin London.

16 | Smatement of monetary transac- | Para, 95-Al D.G.P. &T. - | 25th July.
tions of the Pakistan Posts and | of A.G.'s
Telegraphs Department. Manual

of the
Office
Procedure.|
17 | Statement showing Direct, [ndirect, | Clause Director Generalof Posts | After the close of the
Interest and Depreciation charges) VI of and Telegraphs. March (Supplementary)
of Radio Stations. SAOTECIG Accounts.
_ (i) AUDIT OFFICES. i
MONTHLY RETURNS,
1 | Statement showinz details of [Note to |Officecfthe Auditor Gen- | 5th of the 2nd month.
amount adjusted by the Account- | Art, 108 eral.
ant General, Posts and Telegrahps:
anch, Lahare, on account  of
Rritish, Postal Orderand Savings
Bank tiansactions,




150

APPENDICES. [No. 4
APPENDIX 4—contd.
List of Periodical Returns—contd.
L Reference | Due date
No. Description of Returns to To whom sent | of Remarks
Article submission
_— |
(i) AUDIT OFFICES—contd. {
MONTHLY ReTURNS—contd. |
2 | Fund Subscription Lists 71 (8) Secretaries and Exami- | 24th of the month follow-
ners of Funds. ing.
3 | Approximate figures of Receiptsand. 404 Office of the Audiior 13th next month.
Expenditure, General.
4 | Circle Abstracts of Receipts and 175 Do = =.. | 25th next month.
Expenditure.
5 | Statement showing particulars of S5 Controller of Military | 20th each month,
leave taken Military Officers Accounts concerasd.
in Civil employ who are subscrib- |
ers to Pakistan Military Service [
Family Pension and Pakistan
Military Widows and Orphans t
Funds. 1
6 | Statement showing pasticalars of Controller of Military | 20theachmonth.
subscriptions recovered on ac- Accounts concerncd.
count of Pakistan Military Service
Family Pensions and Pakistan
Military Widows and Orphans
Funds since the return to duty of
officers mentioned in ilem 14
from leave out of India.
7 | Deleted.
8 | Stores Circle Abstract 4o 202 Office of the Auditor ' 25thofthemonth follow-
General. | ing the month of acconnt
9 | Abstracts of cash and Stores De- 202 Do, Do. (Lahore
tail Book of Stores and work- Audit
shop Branch. Office
only).

10 | Stores and Manufacture Suspense 208 Do. & L1ith of the 2nd month | (Lahore

Schedule. foliowing the morth of | Audit
Account. Office
ouly).
1t | Statement showing total adjust- 65 Do. 29th next month.
ment made against ** ordinary
stamps ",

12 ! Schedule incorporation the adjust- Lahore Audit Office ... | 30th next month {Dacca
ment of amount relating to Lon- Audit
don Accouat. Offic2)

i i

13 i Statement of n=t receipts on ac- 413 Secrelary, Central Board | On or before the 6th of
‘i %ounl of Income-tax and Super of Revenus, the month following.
{ Tax,

14 | Monthly statement of sales of [Note 3 [Territorial Administra- 15th of the month follow-

| "Tobacco Excise Reserve Stamps | under tive Authorities con- ing.
by Post Offices. Article (vide Anp=xure E
L 1o Chap. 2).

15 | General Account between the Post 100 Chief Accounts Officer,  |10th of the second moath (Lahore
Offices of Great Britain and Nor- Office of the High Com- following the month of | Audit
thern Ireland and the Post Offices missioner for Yakistan | Account. Office).
in Pakistan. in London,

16 | London Account ... 98 Accountant General Pak- | 20th of the second manth (Lahore

fstan Reyenues, Karachi | following the month Audit
of Account. Office).
QUARIERLY RETURNS
1 | Reports of Debt and Remiitance 350 Office of thie Auditor Gea- | Toreach the Office of the
Heads with a statament showing eral. Auditor Geneml on or
suhsequent ad justment in respect before the 7th February,
of items relating to the previous 24th  April, 24th July,
year under all Debt Heads. and 25th October.
2 | Statement Showing the outstand- 63 Office of the Auditor |10th of September, De-
'z:ngs 'm respect of Exchunge Ac- General. gel;nbcr. March and
oun's, uly.
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APPENDIX 4—contd.

List of Periodical Returns—contd.

| Due dare
of

Rc['er\ence
No. Description of Eetums To whom sent
Amclcs i suimission
———— S
i N
(it AUDIT OFFICES—conid. ‘
AxNUsL RFTURMS.—contd.

1 Corsohd"ﬁ-d statement of Cash & Office of the Auditor Gen-| 10th Scptember,
balances of each circle topether eral,
with the necessary certifactes of
the Audit Offices. i

2 | Circle Abstract for March Final 241 To. f'i‘o reach the OfFce of
Accounts incliding figures for l the Auditor General
March Preliminary, | onor before 7 th July.

3 | Exchange Accounts for March 53 Farties concerned ;F 3l1st July.

Final |

4 |Exchanpe Accounts for March Do. Do, Nat I 10th Septemiber
Final—1st Supplementary, |

5 | Fxchanza Accounts for March | Do, Do. 1r 16th October
Final—2nd Supplementary

6 | Communication of balances at 64 Parties concerned and | 31st Augnst.
the esd of March Final Accounts the Office of the Aucior

Gerneral.

7 | Annmal consolidated Abstract of 65 Do, .- | 20th December,
the Progress Report. |

8 | A Consolidated Advance Sche- % Lahore Audit Office ... | To reach Lahore Audit
dule for the month of February Office on or before the
showing original transactions ad- 15th Anril.
jus!xble in the books of the High
Commissioner for Pakisten in
London.

9 | A Consclidated Advance Sche- = Do. To reach Labore Audit
dule for the month of March Office on or before the
showing original transations ad- 30th April,
justable in the books of the High
Commissioner for Pakistan in
ELcudon.

19 Smcment showing the tolal num- 293 Dn. et 15ih July.
ber 5. B.  transactions (i)
cost ol'a.xdu of Savings Bank
work and (iii) net amount of loss {
on accomnt of 8. B. fravds, in the i
preceding year ior each circle.

11 | Slatemenmt showing the (i) total 205 ! Po. i Do.
number of P. §. C. transactions i
(ii) cost of audit C.C. work and i
(ifi) net amount of loss on |
account of 8. B. frauds, in the i
preceding year for each circle. H

12 | Statement apportioning total Ex- 263 Do. - Do.
penditure of the Audit Offices H
belween the several branches of |
r.he Pakistan Fosts and Telegraphs - |
Deparinzent. i 1

13 | Certificale of closing balance under 372 i Po, o b
General Stock. | |
After March Final .. = ik { End of July
After Journal Entry, Ist batch - i Fnd of September
After Journal Eatry, 2nd batch | End of October
After Journal Eniry, 3rd batch e i End of November

4

14 | Extracts from the register of sale Officc of the Auditor : Ist August.
of assets showing the adjustmeat Genera!, | Ist Sepr=mber.
to the Renewais Reserve Fund { Ist October.

Remarks

!f
|
|

(Dazca)
Audit
Office

(D.u-ca]
Audit
Office

Audit
Office,
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[No. 4

APPENDIX 4—contd.

List of Periodical Returns—contd.

Description of Returns

1o To whom sent

Reference 1
Articlzss |

Due date
of

submission

Remarks

21

26

(i) AUDIT OFFICES—contd.
ANNUAL ReETURNS—contd.

Statement showing the amounts
booked under Abstracts 1{2)—
Postal and I(d)>—Telephone for
repairs to buildings carried out
under the supervision of the
Divisional Engineers, Telegraphs.

Statement showing details of ex-
penditure recorded under the

head 69.

Circle Abstract for Journal Fntry,
Ist batch.

Reveiw of balances under Stores,
and objections with full explana-
tions for Appropriation Report.

Statement of Balances outstand-
ing under the Debt and Remittance
heads at the close of Maich
(Final Accounts) of each Circle.

Circle Abstract for Journal Entries,
second batch.

Statement of Balances outstand-
ing under the Debt and remit-
tance heads at the close of Journal
Entry, 2nd batch of each Clircle.

Sugcestions for additions and alter,
ations in Heads of Accounts in
Classified Abstract Circle Abs-

tractand Detail Books (all bran-
ches).

Office of the Auditor Gen-
eral.

305

Do. e

Do.

3438 Duo. s

248

348 Do. "

Do.

28%th Auvgust.

Do.

To reach by the Ist Sep-
tember.

5th September.

10th September.

To reach on or before the
1st October.

1st November.

16th December.

e

-«
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APPENDIX 5.
List of Books and Registers to be reveiwed by Accountants and Gazetted

ers.

Note.—This Appendix contains a list of books and registers prescribed in this Cede or in
the Account Code, Volume 1V, or under special orders.
General and Technical Audit, Accounts, etc., will be found in the lists appended o relevani volumes
The omission from this Appendix of any beok or register should not be interpreted to mean that

the review of such book or register should be dispensed with.

The books and registers relating to

Reference y
No. Description 0 Due date of review Remarks
Agticles
OFFICE OF THE AUDITOR GENERAL
Book Section

1 | Journal and Ledger 308 10 days after des-
patch of accounts
of the State Bank
of Pakistan.

2 | Register of approximate figures of the 407 16th of the following
transactions of the Pakistan Posts & month.

Telegraphs Department.

3 | General Abstract ... 232 20th of the 2nd

month.

4 | Plant Value Ledger 376 31st January.

Broad-sheet of reconciliation of Plant 3380 31st January.
Valus Ledger with Financial Ledgers.

6 | Register of assets purchased from 183 As ecach entry is made
other Departments. in the Registerand on

3istJuly.

7 | Register of assetssold, abondoned or 182 With March fisal &
otherwise disposed of before each batch of entries
maturity and not replaced. for Supplementary

Accounts.

8 | Statement showing the calculation of 302 30th July.
combined office charges.

9 | Register of Annual Transfer Enlries 20th August.

20th September.
20th October.
10 | Register of Current Depreciation At the time of dosing
the accounts for
March (Final) and
each batch of
Journal Entries.
11 | Register of Interest on Rencwals Re- Do.
serve Fund.
12 | Statement of distribution of General & 289 Do.

Joint Charges of Pakistan Posts and

Telegraphs Department.
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List of Books and Registers to be reviewed by Accountants and Gazetted

APPENDIX 5 —contd.

Officers—contd.
e | Reference
No. Description to Due date of review | Remarks
Articles i
:
i
OFFICE OF THE AUDITOR GENERAL x
—contd. |
Book Section—contd.
13 | Ragistsrof Balances of Debt and Remit- 351 15th October and 10th
tance h=ads for each circle. November.
14 | Journal and Ladger of Profit and Loss 319 27th Octeber,
Account, Journal Entry 11-Batch.
15 | Register of Iaterest on Profit and 389 15th November,
Loss.
AupIiT OFFICES
1 | Classified Abstract 152 10th of cach month,
and again by the
end of the month,
2 | Abstract of Adjustment 131 18th, next month.
3 | Combined Transfer Ledger & Abstract 131 18th, next month.
4 | Abstract of Transfer Entrics of the 132 18th, each month,
Postal Insurance and Government
Szeurity Sections.
5 | Register of Classified Abstract 155 Last Working day,
; each month. .
: 6 | Datail Books 177 7th, second month,
Register of assets sold, abandoned or 332 31st July each year.
I otherwise disposed of before ma- |
| turity and not replaced.
| 8 | Bread shzet of Periodical Adjustments 123 After the March Final
{ f Accoun's are closed
[ and again after the
! close of Journal
Entries Ist & 2nd
batch,
! 9 | Inward adjustment registers (for A.G., | 57 & 58 5th of the 3rd month !
l‘ P. R., and Railways). foliowing. }
! 16 | Inward adjusiment registers (Civil Do. 20th of the 2nd menth
! other than A G,, P.R. & Defence.) following, i
|
{ 11 | Progress Registers (A. G, P, R, and | 57 and 61 Gth of the 3rd month

Railways).

following.
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No. 5] APPENDICES,
List of Books and Registers to be reviewed by Accountants and Gazelled
Officers—concld,
!
Reference £
No. Deascription (0} Due date of review | Remarks
Articles
AupiT OFFICES—centd.
Account Cuirent Section

12 | Progress Registers (Civil other than | 57 and 61 | 20th of the 2nd month
A.G., P.R., & Defence). following.

13 | Remittance Registers on account of 69 Erd of the 2nd month
drawings from Treasuries, following the month

of account.

14 | Exchange Account Gbjection Book ... | 57 and 60 | 25th Next month,

15 | Register of items outstanding for more 60 Do.
than 6 months.

16 | Registers for adjustment of various 804 8th of the 2nd month | For
items shown by the Superiniendent, following. Lahore
Foreign Posts, Karachi, in the Audit
General Account. Office

only.

17 | Exchange Account Abstracts 58 and Just when they are

129-A(C) required by Book
Section for incorpo-
ration in the Detail
Books.

18 | Register maintained for checking the | Note 1 to | End of the month Fer
credits on account of supply of | Article 71 Lahorz
stamps to Kashmir States. Audit

Ofice
oaly.
P. A. Section
19 | Audit Register of Railway charges 26 8th of the 3rd month

against sanctions.

following the month
of account.
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Number

AGPT.-503
A.G.P.T.-504
AG.P.T.-509
A.G.P.T-510
A.GP.T.-511

A.G.P.T.-513

A.G.P.T.-514
A.G.P.T.-517

AGPT-5I8
A.G.P.T.-519

A.G.P.T.-521-A.
A.G.P.T.-521-B.
A.G.P.T.-540
A.G.P.T.-541
A.G.P.T.-542
A.G.P.T.-543
A.G.P.T.-544
A.G.P.T.-545
A.G.P.T.-546
A.G.P.T-546-A.
A.G.P.T.-546-B.

A.G.P.T.-547

A.G.P.T.-547-A.

A.G.P.T.-547-B.

A.G.P.T.-548
A.G.P.T.-550

A.G.P.T.-550-A.

A.G.P.T-550-B.

A.G.P.T.-551

A.G.P.T-551-A.

A.G.P.T-551-B.

APPENDIX 6.

List of Forms.
Description

Monthly Summary of Revenue,

Monthly Summary of Expenditure.

Audit Register of Railway Charges against allotment.

Audit Register of Fixed Charges paid by transfer.

Statement showing specizal train hire charged in the accounts of the
Pakistan Posts and Telegraphs Department.

Letter to Heads of Circles asking for Director General’s sanction
in connection with Railway Charges.

Letter forwarding vouchers for countersignature.

Account Current with the High Commissioner for Pakistan in
London.

Register of Adjustments shown in the General Account with Great
Britain and Northern Ircland.

Monthly Abstract of Transfer Entries brought into account in the
Office of the Auditor Genzral,

Exchange Account Abstract for Credit items.
Exchange Account Abstract of Debit items.
Classified Abstract.

Classified Abstract—Appendix A.

Classified Abstract—Appendix B,

Classified Abstract—Appendix C.

Classified Abstract—Appendix D.

Statement of Disburser’s Account.

Unified Detail Book (Revenue and Receipts)—Part I.
Unified Detail Book (Expenditure proper)—Part II.

Unified Detial Book (Expenditure Debt and Remittance heads)—
Part II1.

Tejl’cgrnlph Check Branch Detail Book (Revenue and Receipts)—

art 1.

Telegraph Check Branch Detail Book (Expenditure proper). Part 1I

Telegraph Check Branch Detail Book (Expenditure—Debt and
Remittance heads)—Part TII.

Statement of Stamp Imprests held in cash and stamps.

Store Detail Book for A.Q., Telegraph Stores, Karachi, A.O.,

Telegraph Workshops, Kotri, (* Workshop ') pertion only and
Stores Depot Officer (Revenue and Receipts)—Part 1.

Do. (Expenditure proper)—Part II.
Do. (Expenditure, Debt and Remittance heads)
—Part 1T
Circle Store Detail Book (Revenue and Receipts)—Part 1.
Do. (Expenditure proper)—Part II.
Do. (Expenditure, Debt and Remittance heads)
~—Part 111,
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APPENDIX 6—contd.
List of Forms—contd.
Number Description
A.G.P.T.-552 Circle Unified Abstract (Revenue and Receipt)—Part 1,
AGP.T.-552A. Do. (Expenditure proper).
A.G.P.T.-552-B. Do. (Expenditure, Debt and Remittance heads)
Part II1.
4.G.P.T.533 .. Stores and Workshop Suspense Schedule,
A.G.P.T.-553-A. Abstract of Receipts and Expenditure of Store transaclwons (for

A.G.P.T.-553-B.
A.G.P.T.-553-C,
A.G.P.T.-553-D.

AG.P.T-554

A.G.P.T.-555
A.G.P.T.-456
AGP.T.-557
AG.P.T.-560

A.G.P.T.-561
A.G.P.T.-562

AG.P.T-563

AG.P.T.-564
A.G.P.T.-565

A.G.P.T.-566
AG.P.T.-567

AGPT-5T1
AGPRT-572
AGPT-574

AG.P.T.JA.0.-52

AG.PTJ/A0-52-A.

A0.-17

1

Circlej.

%bstralct of Revenue and Receipts of the Telegraph Check Branch
art I

Ag)straﬁt of Expenditure proper of the Telegraph Check Branch
art

Abstract of Expenditure (Debt and Remittance heads) of the Tele-
graph Branch—Part III.

Abstract of Receipt and Expanditure of Store transactions for A. O.
Telegraph Stores, Karachi, A. O., Telephone Revenue and Tele-
%raph Workshops (“Workshops" portlm only) and Stores Depot

General Abstract,
Progressive Statement of Revenue and Expenditure.
Monthly Account of Receipts and Charges.

Account of Receipts and Expenditure submitted to the Auditor
General (section concerned of the office).

Journal of Posts and Telegraphs Account.

Trial Balance Sheet of the Pakistan Posts and Telegraphs Depari-
ment.

Central Check Register of Balances at the close of March Final I E.
IT Batch.

Plant Value Ledger.

Broadsheet of reconciliation between Plant Value Ledger and Finan-
cial Ledger.

Register of Arrears of Depreciation.

Register of Assets sold, abandoned or otherwise disposed of before
maturity and not replaced.

Statement showing Compilation of Approximate Accounts.
Statement of Approximate Actuals.

Register of transfer entries made in adjustment of Postal tramssac-
tions.

Combined Transfer Ledger and Abstract.

Combined Transfer Ledger and Abstract for use in the Money Order
Section.

Schedulzss C and D of Exchange Accounts (to be used as schedules
of Debits/Credits in the Exchange Account betwzea Posts and
Telegraphs and Defence and Railways.



158

APPENDICES, [No. 6

Number
A.O.-16

AC-6
A.0.-20
AC-9
A.0.-24
A0.-25

A.0.-26

A.0.-50

A.C.-31
A.0.-54
AT.C-81
A0.-15

A.0.-23

5.Y.-102 .

8.Y.-286
AO.-51

PW.A.-54 ~

APPENDIX 6—contd.
List cf Forms—contd.

Description

Schedules A and B of Exchange Accounts (to be Debits/Credits in
the Exchange Account between Posts and Telegraphs and Civil
and Defence in respect of Remittance).

List of advices of transfer.

Adjustment Register of Inward Exchange Accounts.
Register of Adjustment of Account Current objections.
Progress Register of Exchange Accounts.

Annual Consolidated Abstract of Progrcs's Register of Exchange
Accdunts.

. +Details of outstandings in Exchange Accounts on 31st March. -

Transfer Entry.

Index of Transfer Entries.

Ledger for Debt and Remittance Heads closed to balance.
Abstract of Objections.

Exchangs Account between Civil and Civil (to be used for the Ex-
change Accounts with Defence and Railway).

Objection Book of Exchange Accounts.
Schedule of London Account.

Register of objections more than six months old.
Transfer entry number book.

Transfer Entry Book.

e

~&
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INDEX

This index deals enly with the rules in the several chaplers and does not
cover the appendices cr the forms. It has been compiled solely for
the purpose of references. No expression used in it should be con-

sidered as in any way interpreting the rules.

A
ABSTRACT—
— of the Cash Book sent to the Accountant General, Posts and Telegraphs
Branch. v t

— of Transfer Entries ... -
See Abstract of Transfer Entries 'md Combmcd Transl'er Led"er aad
Abstract,

Circle ——
Classified ——

General-——

Primary -——-

See Primary Abstract.

ABSTRACT OF TRANSFER ENTRIES—
See Combined Transfer Ledger and Abstract,

ACCOUNT AND AUDIT—
Apportionment of general and joint charges relating to — ...
ACCOUNT BETWEEN HIGH COMMISSIONER FOR PAKISTAN IN
LONDON AND GOVERNMENT OF PAKISTAN—
See London Accounts.

ACCOUNT CODE-—
See Posts and Telegraphs Account Ceds.

ACCOUNTS—
Aporonrintion—
See Appropriation Accounts.
Block—
See Block Accounts.
Classification of—
See Classification of Accounts.
Classified Abstracts—
See Classified Abstract.
Compilation of in Audit Offices—
Post and Telegraph Traffic and Telegraph Engineering Oflice Accounts.—
Consolidated Abstracts—
See Consolidated Abstracts.
Correcting of additional eatries made after despatch of the Final March—
Corrections of accounts ...
Detail Book—
See Detail Book.

ARTICLES,

23

172—175
142—158
232233

261266

257243

248—250
124—127
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INDEX

ACCOUNTS—contd,

Exch2nge—
See Accounts Current.
Finance and Revenue—
See Finance and Revenue Accounts.
Form in which initial —— are compiled prescribed by Auditor General ...
Form of --— kepl in Audit Offices determined by the Auditor General ..

Form of —— rendered to Posts and Telegraphs Audit Ofﬁoes prescnbed by
the Auditor General ...

Form of initial —— determined by Audnor Genela]
General Abstract—
See General Abstract.
Gencratl outlines of the system of —— of the Posts and Tc!egraphs Depart-
men

Intervention of the Dxreclor Gcneral sought ;r lhc prescnbed forms of——
or bills are deviated from =

Loans and Advances—
See Loans and Advances.
London Account—
See London Account.
Main duties of Auditor General in respect of Posts and Telegraphs ——
March Final —
Outline of procedure dealing with Raﬂway Mall Serwce _— .
Post Office— ...
Primary Abstract—
Sce Primary Abstract.
Primary maintained by a Head Post Office
Profit and Loss—
See Profit and Loss Account.

Re-organisation of —— of Pakistan Posts and Telegraphs Dcpartmenf.
from 1st April 1925 s

Responsibility of the Director Gencral for the mamlcnancc of —

Returns, statements and — reqmred by Auditor General should ke pre-
pared in form prescribed by him ..
Revenue ——

Statement of Dasburscrs-—
See Statement of Disbursers® Accounts,
Stores and Manufacture Suspense —
See also Stores and Manufacture Accounts.
Wireless ——
Transfer Entries—
See Transfer Entries.

ACCOUNTS CURRENT—

" Introductory
General Procedure =
Outward Accounts o
Disposal of Inward Aecounts
Adjustment

Adjustment Register and Exchange Ac\.ount Abstract

ARTICLES,

3

3338
240—247
20, 145, 146
17—19, 141

76

39—40
48—49
50—53-A
54—56
57
58
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INDEX
ARTICLES,
ACCOUNTS CURRENT—contd,
Advances recoverable and suspense items -, 59
Obje:tions o = 60
Progress Register 61—65
Rectification of Errors ... 66
= between Civil and Posts and Tefrgraplrs—-
Adjustment of the sale-proceeds of Postage and Revenue Stamps... s 70—74
Adjustment of exchange of Postage Stamps ... 75
Adjustment of cost of packing and rrelght of Poslage Slamps dccpatchcd to
the various provinces, efc., for sal e 76
Remittances 69
Important transactions credxled and dcbned in the Cl\'ﬂ Exchanse Accounls 77
Treatment of important items of transactions credited and dcblted to :he
Civil Exchange Accounts 78
Important transactions with the le Depanmt whlch appear in l.hc
P. & T. Accounts 79
—— between High Cammi.r.mmer Jor Pakmmr in Londau and Govemmenr of
Pakistan—
See London Account.
—— between Posts and Telegrqpb and Mih.fary (mc!ud’mg Marme)-—
Introductory %) " 80
Important Transactions wnh the Mlhtary Dcpartment Gou o1
~— betweer Posts and Telegraphs and Rail ways—
Introductory 80
Adjvstment and check of Ra:lway charges N 83—90
ACTUALS—
See Reports of the Progress of ——
ADJUSTMENTS—
—— by transfer entry—
See Transfer entries.
—— of amounts recorded under General and Joint heads 289—290
—— of sale-proceeds of Postage and Revenue Stamps s v 70—74
—— of Telegraph share of Combined Office charges .. 3 302
— on account of rent of Telephone Trunk Lines ... v 269, 306
List of recurring or periodical—— 122
Watch of periodical — ... g vos vom 123
ADVANCES—
recoverable from depan.menta.l employm and others, balances Ixm
verified P 7 365
Permanent —, tulances how v:nﬁed 367
See also loans and advances,
ADVANCES AND LOANS—
See Loans and Advances.
APPORTIONMENT—
Adjustments of amounts recorded under General and Joint heads 289._290
— between Renewals and Replacements and Renewals Reserve Fund... 393, 394
—— of Abstract A: Postage and Message Revanuz 255, 256.B
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joint heads in the Posts and Telegraphs Department.

APPROPRIATION ACCOUNTS—

Finance and Revenue Accounts of Posts a.nd Telegraphs Dcpartment
should be checked with —— i

Profit and Loss acounts exhibited in

APPROXIMATE ACTUALS—
See Report of the Progress of Actuals.

ARMY MOBILISATION STORES—
Recovery on account of ——
Custody of —— ...

ARRANGEMENT OF DETAILED HEADS IN PART IIl OF STORES
DETAIL BOOK AND STORES (CASH) DETAIL BOOK.

AUDITOR GENERAL—
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by the Audit Offices
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Certain heads should not be opcrated on without the prevmus approval
of — T
Duty of i issuing amendmenfs to l‘osts and Telegraphs Account Codc
Main duties of ——as an accounting officer
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progress of actuals ... i ol
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AUDITOR GENERAL~—contd,
Responsibility for reporting progress of actuals 397
Responsibility for reviewing of balances 346—348
Responsibility for settlement of outstandings in Exchange Accoums 34
Responsibility for submission of a monthly account to the Director General 236
Responsibility for watching of actuals as compared with the Budget ... 397
Additional batch of Journal entries not remitted by e cxccpt for
special reasons 340 (vii)
Annual consolidated abstract of Progmss Regsster of excbange accouan is
submitted to —— 61, 65
Account of journal entries correctmg errors dcl-cted aﬂer SLImeSSIOTl of the
final account for March sent by to the State Bank of Pakistan ... 249
Directs the closing of the ledger and journal i 320
Preparation of General Abstract for March Final by the Oﬂ‘icc of the — 31
Failure to embody journal entries in the accounts of March Fmal to be
brought to the notice of — ... 340-11
Charges in the prescribed forms and procedure shuu]d be refcrred to — 3
Prescribes the form in which the accounts should be kept in Audit Offices 3
Prescribes the form of lmual accounts and of accounts compllad by the
Audit Office ... 1
Reports the progressive l':gures for March Fanal in respect of thc Posts and
Telegraphs Department 247
Returns and statements to be sent to — 1hou[d be prcpared in forms
prescribed by him o 3
" AVERAGE NUMBER—
—— of messages dealt with daily in combined offices & 302
B
BALANCES—
—— of abolished Head Post Offices 149
Cash and Imprest —— of Wireless Engineering chmns und Rad:o Otﬁcns 180
Post Office — ... 147, 148
Register of Ledger— 351
Review of —
See Review of Balances.
* BALANCE SHEET—
6 Formof — ... 323
BLOCK CAPITAL ACCOUNTS—
Registers mainiained in connection with—
Plant value ledger = .- 376379
Register of assets Durchdscd from mhcr Dcparlmenis 383
Register of assets sold, abandoned or otherwise d:sposcd of before malumy
and not replaced - 2 382
BUDGET ESTIMATES—
Responsibility for watching of actuals against — 397
BUILDINGS, MACHINERY AND PLANT— =

Calculation of interest on —

7 p




164
INDEX.
€
ARTICLES,
CAPITAL—
Interest on —— at charge of the Pakistan Posts and Telegraphs Department 14
CAPITAL ACCOUNTS—
Adjustment of interest on the balances in the Renewals Reserve Fund 395, 396
Adjustment of interest on the realised gains and losses on the commercial
accounts of the Posts and Telegraphs Department ... .. 339
Calculation of current depreciation 393, 394
Calculation and adjustment of interest on Capital outlay 386,287
Annual Contribution to Renewals Reserve Fund 390
General Principles W 373375
Institution of —— 4
Interest chargeable on the total at charge of — ... 7
Reconciliation between Plant Value Register and Financial Ledgers 380
Registers maintained in connection with Block Capital Account—
See Block Capital Accounts.
The head of Capital Outlay on Posts and Telegraphs not charged to revenue,
records the capital at charge of the Pakistan Posts and Telegraphs
Department outside the Revenue Accounts 6
Valuation of assets on Ist April 1925 5
CASH ACCOUNTS—
Submission of — to Audit Office 18,141
The column for March in the Classified Abstract posted from Supplement- ’
ary —— for March 153
CASH BALANCE REPORT—
Submission of — 181
CASH BALANCES—
Verification of —— 369
CASH BOOK—
Entrics in the Post Office Cash Account are taken from the Head Post
Office— ... - 18
Primary account in a Head Record Office is —— 20
Submission of the Primary Abstract of Departmental Telegraph Office 2b—
Submission of the Primary Abstract of the — of Engineering and Wireless ‘i
Divisional Offices 23
CERTIFICATES—
General Abstract, — of closing Note to 233

CERTIFIED LIST OF FUND SUBSCRIPTIONS—

Preparation of —— and their transmission 10 the Secretaries of Funds ...
CIRCLE ABSTRACT—
Closing of — ... . o —

Correcting of additional entries made in the Audit Offi

mission of March Final Accounts forwarded in :he fo::ls o:;_!‘ter g

Correcting of additional entries made in the Office of the Audi
incorporated in the ——received from the Audit Offices ) IE‘,J,T Ol
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Due date 155
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Incorporation of Railway Mail Service Accounts in —— 145, 146
Parts of —— - 143
Procedure in posting —— 144
Posted in the Deatail Book 161, 162
B Posting of March Accounts in —— z 5 153
COMBINED OFFICE—
Py Telegraph share of—charges 302
COMBINED TRANSFER LEDGER AND ABSTRACT— .
Form of ——  «+ 129
Posting of figures from —— to the Detail Book 130
CONSOLIDAT]ON OF ACCOUNTS IN THE OFFICE OF THE AUDITOR
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Abstract Account of receipts and charges submitted to Stats Bank of
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Accounts compilation received from Audit Offices .- 228
Examination of Circle Abstracts ; . 229
General Abstract... yia 232-233
» Progressive statement of Revenue and service charges forwarded to the
Director General 236

<y  CORRESPONDENCE— :
Reference regarding the classification of transactions and the form and
procedure of account should be addressed to Auditor General 3 3

COST—

; __ of Pakistan Savings Certificate work .. 294—296
o ___ of collection of customs duty ... 297
— for custody of Army Mobilization stores s 300

___ of Direction, Account and Audit, etc., debitable as on cost and

Indirect Charges in the Stores and Workshop Account—

—— of Joint Buildings & 303, 304
—— Post Office Savings Bank and Government Security Work 292, 293
—__ of working of the Post Office Insurance Fund .. 298, 299

L s——




166

1\

Q\NQM& NN - \ UL,

M,m»;rmc OT e Amount of —— a??ﬁ“ﬂ

R
Cost of C“\\WL\Q“ i \\q\m Q!hn.,; - s

a 101 e
o %
i D o
i DEBT HEADS--
Annual report of balances to the Auditor General g M6 .
DEPOSITS—
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F Chap. 4.
Correcting of additional entries made in Central Office mcorporated in
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Check of postings 162
Clearance entries to be made bcf‘ore c'osmg —_— 163
Closing 164 Vi
Formof — ... 160 =
General description 159
! Monthly closing entries ... o 166 iy
! Postings 161, 162
—— of Store Accounts—
Cash Detail Book 200-201
Stores Detail Book 192-—199
Wireless— .
! Form of —— 177
Posting of —— ... f 178. 179
Submission of —— 182
1 DIRECTION (ABSTRACT C)—
Apportionment of General charges relating to —— ... 258, 259
Apro tionment of joint charges relating to —— PR 258, 260
i DIRECTOR GENERAL— '
| Accountant General renders assistance to —— in walchmg of actuals
: agai nts and estimates . ... o = 397
I Responszbihty for the proper maintenance of accounts . 2
Amounts posted under Revenue and Service heads of accounts of (hc
: Pakistan Posts and Telegraphs Department are communicated to —— 402
i Percentagesapproved by —— forapportionment ofthe pay of the Financial
| Adviser and the Director General and of their personal staff i 259
i Progressive statement of Revenue and Service charges sent to —— i 236, 402
Receives the progressive figures of March Final from the Central Oﬂice = 247
i Responsibility for keeping the Expenditure of the Pakistan Posts and
| Telegraphs Department within the grant ... 397
| Sanction of the -——— necessary forexchanging ordmarv postage stamps f'or
| service postage stamps purchased by mistake 66

Statement of Special Train Hire forwarded to 95
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Statement showing the gross sale-proceeds of stamps credited by the Civil
Accountants General submitted to —— after clese of March Final Ac-

ENGINEERING EXPENSES—
Apportionment of —— ...
EXCHANGE—

Difference between the amount received or paid at the adjusting rate and
rupee currency taken to the head ¢ Exchange on Remittance Accounts’.

EXCHANGE ACCOUNTS—
See Accounts Current.
F

FINANCE AND REVENUE ACCOUNTS—

Annual accounts of the Posts and Tc]egmphs Dcparlment mcorporated in
the —— by Auditor General ...

Compilation and presentation of ——and thcstatmory pmv:smns for —
of the Government of Pakistan ...

—— of the Posts and Telegraphs Department should be checked with Ap-
propriation Accounts ...

Information called for by Auditor Geneml regardmg —to be fum:shed
promptly %

Instructions to pmenl delay in the pubhmtm of —— o

Preparation and submission to Auditor General of —— of the Posts and
Telegraphs Department :

Profitand Loss accounts of the Posts a.nd Telegraphc Depar!munl.cxh:bmd

in -———

Statements relatms 1o —— or the ?osts and Tc]egmphs Depar!ment
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GENERAL ABSTRACT—
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Form and preparation of ——
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See System of Accounts,
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INCIDENCE OF AMOUNT OF ABSTRACTS F AND M—
_' _ between Telephones and Telegraphs ... 280
INCOME TAX-—
Statement of ——and Super-tax receipts ... 413
INITIAL ACCOUNTS—
Departmental Telegraph Office —— = 21
Post Office —— ... 17—19
Rail Mail Service —— .. 20
Telegraph and Wireless Eng:neermg and Racho Ot’ﬁces and Storcs —_— 2-2-_-23
INTER-BRANCH ADJUSTMENTS—
For conveyance by post of cormpondence étc., relating t
Telephones ... mg oTelegmphs and 301, 306
For issue of money ordcrs on Tc[cgraph Semcc 301. 306
For repairs to buildings by Divisional Engineers, Telegraphs ... ’ 305
For Telephone Trunk lines - 301, 306
For transmission of telegram on postal service 301' 306
Method of — " :
o 307 b
INTER-BRANCH SERVICES— ’
Costing of —— 301—=307
INTEREST—
Adjustment of ——on the balances in the Renewals Reserve Fund 395, 396
Calculation and adjustment of —— on Capital outlay 386' 387
—_— g? Capital recordcd under 20—Posts and Telegraphs——lnterest on ’
B L 14
.——on Capital outiay on Stores and Workshop 388
INWARD ADJUSTMENT REGISTER—
See Accounts Current.
JOURNAL AND LEDGER— .
Closed on receipt of orders from Auditor General ... 320
Form of Journal 308
Form of Ledger .. n ¥ $
Form of Trial Bahncc She::t é" 5 323
Heads of Account in the Ledscrfof the Pa.klstan Pusts and Tclcgrar-b.s/
nepanment i )../ 309
] How closed ,.//-’:""'/ 321
i Howopened ... — e 311
Ledger posted menthly from Geneml Abstract g 315
Monthly entrics, how journalised ... 312
Parts of —— ... on 308
Posting of the ** Posts and Telegraphs, Net Profit and Loss Account™ ... 319
Reconciliation of the final trial balance sheet with the journal ... 324

: Verification with the General Disbursers® Account ... 314
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LOANS AND ADVANCES—

Verification of balances of — ... o o 366

LONDON ACCOUNTS—

Annual account received by Karachi Office of Account =% 114
British Postal Order Account, general accounts with the United Klrm!om 108
Charges to General Post Office, London, for continental transit s 115
Extracts from schedules of Inward account ... s s 117
General Account with the United Kingdom ... 109
General rules 5 . 106
Inward Account ... s 116 |
Items adjustable in Engtand 107
Items appearing in the Inward London account - 148
Outward account o - - 107115
Rates of conversion £ T 120
M

MACHINERY AND PLANT—-

Calculation of interest on —— 388

MANUFACTURE—

Sec Stores and — Accounts.

MARCH ACCOUNTS—

Procedure in Central Office P 244247
Procedure in Postal Audit Offices ... v 240, 241
Procedure in the Telegraph Audit Office ... % i 242, 243
Progressive figures for March Final to be despatched lo Dimor General,

l’osts and Telemxahg S!nte ‘.Blnk ofraknun ud the Mn-str!ot Fin-

ance o wes. S 247

MESSAGE AND REVENUE ACCOUNT—

Adjusted by Accountant General, Postsand Teksrapht Brancit... 44
B

MILITARY DEPM -

Accounts current between Posts and Telegraphs and b[ilmry— -
See Accounts Current.

MISCELLANEOUS INSTRUCTIONS FOR THE CLOSING OF MONTHLY
ACCOUNTS < ve sae 250, 251
Money Order Account o o = - 4
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OBJECTION BOOK - 52,53, 58,718

OBJECTIONS—

Exchange accounts — and their adjustments o5 5. 57,713

PAKISTAN SAVINGS CERTIFICATES—

Cost of —— work o s 294 -296
Balances of — —, how verified - o 354
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PENSIONARY CHARGES (ABSTRACT G) e
Apportionment of — ... o 281
PERMANENT ADVANCES—
Verification of balances of ——— 367
PLANT VALUE LEDGER—
Form, etc., of —— 376379
Rcconcxhauon between —— and Fmanc:al Ledger 380
POSTAGE STAMPS—
Cost of packing and freight of - 67
Exchange of ordinary for service stampq 66 i
Post Office Balances include 147 =
Rules relating to the supply and sale of —— and Postal Statmnery 61
Statement of the gross sale-proceeds of stamps submitted to Director
General T 65
POST OFFICE—
Cash Account of a Head — 18
Head -—~— is the account unit 17
—— balances o : 147—i49
Monthly transactions of a Hea'l posted into the Classified Abstract 25,142
Primary Accounts mainta‘ned by a Head 17
See Posts and Telegraphs,
POST OFFICE LIFE INSURANCE FUND—
Actual expenses in the Audit Office, Dacca, in connection with the —— 299
Formula for working out the cost debitable to —— - 298
Verification of balances of —— 356
POSTS AND TELEGRAPHS—
Accounts Current between Civil and —— - 48-—71
Accounts Current between —— and Military {mc]udmg Maru' 3] 72—81
Accounts Current between —— and Railways — e
Adjustment of Stationery and Printing charges 69 (2)
Outlines of the system of —— Accounts e 4—16
Submission of annual accounts of —— to Auditor General 33, 247
Submission of London accounts 107
Submission of monthly accountsof —— to the State Bank odek.stzm 33, 237
Submission of monthly accounts oi‘ —— to the Dlrector Genera! Posts
-and Telegraphs - . 236
POSTS AND TELEGRAPHS ACCOUNTS CODE—
Derives its authority from statutory rules Preface,
Extent of application of to Posts and Telcuraphs \ adit Oﬂu,es Preface,
PRIMARY ABSTRACT—
— — of Telegraph Engineering and Wireless Accounts—
Posting the Detail Book 179

Submission of —
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PRIMARY ABSTRACT—contd.
—— of Telegraph Traffic Accounts—
Check and rectification of errors and misclassifications
Posting of the Statement of Disbursers’ Accounts ...

PROFIT AND LOSS ACCOUNTS—

Apportionment of receipts and expendll:ure under sencral or jOlHl heads
in the preparation of —

Inter-branch adjustments relaung to Posts md Telcmphs Deplrlmem

included in — e i

~ Interest on Capital Outlay mcludcd in— Rl S
Preparation of —— consists of apponu:nmcnt betwu:n branches of

- General and Joint Expenditure ... SR e
Principles on which based =
. —— Exhibited in Finance and Revenue and Appropnnuon Amomu

... - —— ot separately prepared for Wireless Telegraphs £
" Reality of — W,

Specimen of Net —— of the Pakman Posts and Telegrlphs Depamnem

Surplus and deficits in ——

PROGRESS OF ACTUALS—
See Reports of the Progress of Actuals.

PROGRESS REGISTER—
—— of Accounts between Civil and Posts and Telegraphs -
—— of Accounts bctween ?os(s and ‘I‘degmphs and Hihhq (mchxdmg

Marine) = -
—— of Accounts between Posls an:l Te%egraph and Raiways
RAILWAY CHARGES— 3
Audit Register for — ... Pt
Bills for— ... =
Railway freight on goods and pamels o o

Special Train Hire 55 - = )

RAILWAY MAIL SERVICE—
General outlines of —— accounts ...
RENEWALS RESERVE FUND—
Adjustment of interst or the balances of the — ...
—— account is operated on the Sinking Fund plan ... =
Institution of — ok s it s . -
Verification of balance of — ...
RENEWALS AND REPLACEMENTS—
Compilation of outlay on — of assets ... Wt —
REPORTS OF THE PROGRESS OF ACTUALS—

AudnortGeneml to furmsh information regardmg the pmgms ol‘
actuals
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REPORTS OF THE PROGRESS OF ACTUALS—contd,
Earlier submission of Approximate Actuals in certain cases 410, 411
He=ads of Approximate Actuals of the Pakistan Posts and Telegraphs
Department ... Annexure A '

to Chapter
12,

Intimations of approx[mato ﬁgum to the Mmtslry of Fmance and the

State Bank of Pakistan . 407, 408
Periodical returns to be despatched punctua]ly 399
Procedure in Audit Offices in respect ofapproxnmate statements ofRewnuc
and Expenditure 404, 405
Procedure in the Central Oﬂicc in respect of apprommate statcmcnls of
Revenue and Expenditure 407—409
Responsibility of Director Gencral Post.s and Tclcgmphs. for keepmg ;
the expenditure within the grant ... 3197
Statement of Approximate Actuals .. 404—409
Statement of Revenue and Expenduure of the Paklstan Posts and Tele-
graphs Department sent to Director General = 402
Variation of Actuals from Esumates to be reported to lhe Controller of
the Currency ... Note to 398
REVENUE ACCOUNTS— %
General plan of — 11—14
REVIEW—
—— of Balances— iy
See Review of Balances.
REVIEW OF BALANCES—
Balance sheet of the Pakistan Posts and Tclegraphs Deparlmcm
exhibited as appendix to — ... 342
Details of Government of Pakistan Acr:ouut in respcct of Paklstan Posts
and Telegraphs Department as shown in — 370
Due date b sos 347
Form and due date afsubscquent reports submitted to Aud:tor Gencral 349, 350
How prepared ... P 348
Items appearing in the balance shcet of the Paiuslan Posts and Telcgmpha
Department ... 345 ~
Reconciliation betwecn Plant Value Reglstcrand Fmanclal Ledger mcluded — Y
in — r
Reconciliation of dlscrepan::tcs noted and reports to Audltor General 349 -~
Register of ledger balances % 351
Responsibility of Auditor Geneéral for reviewing the balancs . 346
Responsibility of Audit Offices to submit a report of the balances oulsfand—
ing under the Debt and Remittance Heads to the Auditor General ... 348 -
Verification of balances of — ';1
Advances recoverable from Departmental employees and others 365 !
Amount of fixed assets and stores ... 3n
Cash Balance ... 360 l
Renewals Reserve Fund ... ik 360
General Provident Fund, Civil Englneen Provndent Fund and Cwl!
Service of Pakistan Annuuy Fund i 355
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REVIEW OF BALANCES—contd.
Verification of balances of—
Imprest of Government securities at market value ... 368
Interest on Government securities . o 358
Loans and advances by Central Govemmem . PR 366
Miscellaneous Deposits ... - e’ v s - 357
Money Orders (unpaid) ... - e s 359
Permanent Advances 367
Post Office Pakistan Savings Ceruﬁca.te R 154
Post Office Insurance Fund i 356
Post Office Savings Bank ... e ey 353
Post Office Suspense Accounts 5 362
Remittance Accounts o 161
. il
SAVINGS BANK—
Cost of managing the —— work
o 293
Verification of balances of ~—— = - 353
SAVINGS BANK INVESTMENT ACCOUNT—
Verification of balances of — ... & 368
SINKING FUND— ;
Depreciation Fund Account operated on —plan ... = 8. 360
STAMPS AND POSTCARDS (ABSTRACT H)—
Apportionment of — ... s .- . = - 282, 283
STATE BANK OF PAKISTAN—
Abstract account of receipt and charges submitted to — . 33, 237
ReeavcsmapmgrmveﬁguraomethalmmmofM m ;
Telegraphs Department . 3 247
STATEMENT OF DISBURSERS’ ACCOUNT—
General — ... - 235
. Balances and loulsoflheaamﬁed.\hsmpomdm—— s 151
Check of totals in — ... ae s . - 158
Completion of — = o - - - 3 157
Formof — ... . = 156
—— of Wireless Branch—
Preparation of — s 181
Statement of Income-tax and Superhx to be snbmstwd to thc Central
Board of Revenue ok as s e e’ e 413
STORE AND MANUFACTURE ACCOUNTS—-
Cash Detail Book - wee oee e e 197
Store and manufacture transactions in to a double series of m in
accounts iy =Y s e oy 189
Store Detail Book o 192196
Their constitution e e e - 9
Two sets of initial accounts relating to — ot o = 190

Verification of Balances ... ass ws aal =5
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STORE AND MANUFACTURE SUSPENSE SCHEDULES—
Check of misclassification in — ... 208-A
Preparation of — 200—207
Submission to Central Oﬁ‘nce 208
SYSTEM OF ACCOUNTS— ‘
Capital Accounts and Renewals Reserve Fund 5—8
Compilation in Audit Offices— i %
(a) Postal and Telegraph Office Accounts ... 2527
(6) Engineering and Radio Office Accounts ... o i ‘28
Compilation in the Central Office o, 2932
Form of accounts - 3
General outlines explained 4
Initial accounts— A
See Initial Accounts.
T -
TELEGRAPHS—
See Posts and Telegraphs. X
TELEGRAPH SHARE— ] 3!
Calculation of —— of expenditure of Combined Offices 302 A
of charges of circle offices (Engineering) 278
—— of gross sale of stamps - 256, 257
—— of other charges in Abstract F. -II A 277
—— of pay of Engineering Supervisors (General) 274
—— of pay in Abstract C.-I. 259
—-— of sale of joint Posts and Telegraphs pubhcauons 256
TELEPHONE SHARE—
—— of allowances, contmgencm and repairs to buLIdm , etc.,
Abstract F-II-A ... p S T 277
— of the pay, etc., of Dwmona! Engmeers and Aocountants, c[encal b
menial, etc., and temporary establishment s 271 wos
-—— of pay in Abstract C.-L. and C.-I1. 259, 260 '
3 »
—— of pay in Abstract F.-1. 278 e
—— of pay of Engineering Supervisors 274 iy
-—— of pay of subordinate Gazetted Officers - 275 2
—— of Stores and Workshop transactions ... 279
TELEPHONE TRUNK LINES—
Adjustment of rent of —— o 106

TRANSFER CERTIFICATES — |

Chief Auditors of principal Railways exchange —— in respect of Tele-
graph Engineering Branch 83
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~ TRANSFER ENTRIES—
Abstracting of entries 123
Abstractof—- 132, 1%
Annual transfers allowed only in speclal cases 1z
Combined Transfer Ledger and Abstract—
See Combined Transfer Ledger and Abs:ract, e
-~ Forms used P 3 18
" “Tadex of Transfer Entﬂes 129, 131, 135
- . 'Maintenance of a list of adjus!menls to be made perlod:cal], wds 12
" Maintenance of Transfer Enlry Books - i A . 137—139,140A,186
Posting in circle Abstract .. 18, 1%
Posting in Detail Book - 55 A 13
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