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CHAPTER 1.—PGST OFFICE INSURANCE FUND
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1. Rules regulaiing the general busines: of the Post Office Insurance
Fund are issued by ine Government of Pakistan. The Director General,
Posts and Telezraphs. as the Administrator of the Fund. is also em-
powered 1o issue subsidiary rules in conre:tion with the business of
the Fund. Rules issued bv ihe Government of Pakistan togethir wita
thote issued by the Director General have been embodied in Append:x
F to the Posts and Teiegrachs Manual, Volume VI, and in a separaie
pamgphlet hereinafter referred to as “The Postal Insurance Rules”.

Rules prescribing the maintenance of accounts and submission of
accounts returns to the Audit Office in connection with the'transactions
of the Fund will be found in Chapters 15 and 22 of the Posts and Tele-
graphs Initial Account Code. Volume I

2. The functions of the Audit Office in connection with the business
of the Fund consist not only in auditing and finally accouning for all
receipts and paymenis of the Fund and in preparing statistical and

- financial return: thereto, but also in the foilowing :— :

. (i) Examining zhe eligibility of the life accepted,

(ii) Fixing the premium payable, : p
(iii) Arranging for the recovery of the first and subsequent premia,
(iv) Issuing the policy on behalf of the Diréctor General, :

“* (v) Renewing a contract or policy that has lapsed under rule 40
o "of the Postal Insurance Rules. ' iyj

1. 3 AG
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(vi) Working out and intimaung the terrs of all conversions

and commutations, and

(vii) Reporting to the Postmasier Ganeral coacerned. the total
3 amount due for pavment on the surremcer or maturity of

a policy, etc, etc.

The audit and accounts work relating to the transactions of the
Fund is corducted in a separate section of the office of the Accountant
General, East Bengal, Posts and Telegraphs Brarch. Dacca.

Note.—All personal matters dealt with in the seci:.n should be treated as
strictly confidential.

3. All premia, subscriptions, medical fees and fines realised are
credited to the Fund and all claims arising out of policies and cdn-
tracts, the cost of medical examination of the .ves proposed and all
expenses incidental to the working. administraticn, auditing, account-
ing. valuation and mortality investigations of the Fund are paid out
of the Fund. The accounts of the Fund are incorporated in_the Debt
Section of the Government accounts and the balance at credit of the
Fund accumulates with interest at a rate prescribed by the Government
of Pakistan from time to time.

For administrative purposes the Fund is divided into three branches,
viz,, (1) Life Insurance, (2) Endowment Assurance. and (3) Monthly
Allowance.

I\?orz.—Thc monthly allowance scheme is discontinued from the 1st October
1930 but the contracts executed before that date remain unaffected.

Definitions and Explanations

4 Besides the terms defined in the Postal Insurance Rules, the
following additional terms as used in this Chapter are defined
below :—

(a) Date of Entry is the date from which a policy or contract
comes into effect on being concluded. and is the date of payment of
the First premium or subscription.

(b) Office Age at Entry, as distinguished from the Actual Age at
ent-v, is the age with reference to which the rate of premium or
subscription payable has been fixed. It is, in the case of Insurance,
the age (next birthday) following on. and in the case of Allowance,
the compleie year of age nearer 1o the date of entry.

Eplanation.—If on the date of entry the actual age of a subscriber
be 28 vears, 5 months and 29 days, then the office age at en'ry in the
-case of Insurance is “30"sand in the case of Allowance “23".

(c) Attained Age is, in the case of Insurance. the age derived by
additinz to the office age at ent7y (next birthday) the number of years’
preniiums paid ; while in the case of Allowance it is to be taken as the
nearer complete age of the subscriber at the period in question.

NoTE 1.—In the case of Insurance, the attained age may include {fractional
duration while it is always integral in the case cf Allawance.

Note 2.—In the case of those limited payment Life Insurance and Endow-
ment Assurance policies under which the npumber of premia payable falls short
of the maximum nLmber, the attained age is derived by subtracting from the age
at which premia are to cease, the number of premia remaining to be paid.
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(d) Valuation Year of Birth in respect of any policy means the year
arrived at by deducting the age (next birthday) at entry of the
insurant from the vear on the 3ist March (Second of the two calendar
years involved in the financial year) in which the policy is 1ssued.

« (e) Reserve value of a policy means the amount that should be
debited or credited. as the case may be, to 2 branch of the Fund on
account of the conversion of the Policy from one class to another.
This valuc is ascertained from the Actuary to the Government of
Pakistan.

5. The duties of”a non-Postal Audit Office in connection with the
Fund consist (a) in seeing that premiums and subscriptions recover-
zble from all insurants under his audit -are duly recovered by the Heads
of Offices concerned, (b) in scheduling all premiums or subscriptions
when they have been deducted from the pay or pension bills of
subscribers in his audit jurisdictior. and (c) in sending the schedules
monthly 1o the Accountant General. East Bengal, Fosts and Telegraphs
Branch, Dacca. in support of the credit for the total amount transferred
through th: Exchange Accounts to thz Posts and Telegraphs (vide
Para. 200 of the Audit Manual).

6. An Audit Officer of the Posts and Telegraphs Department is
responsible for accunting and consolidating by Circles all premiums
and subscriptions that have been recovered not only by deduction
from pay bills but also in cash. and also a1l payments including
refunds in conne-iion with the Fund that have occurred in the offices
under his audit jurisdiction. The statements and schedule: referred
to in Article 415 of Volume I of this Code chould be sent by each Audit
Officer to the Accountant Genersl. East Bengal Posts and Telegraphs
Branch, Dacca, on the dates prescrived in that Article.

£l Scrutiny and audit of intimations of acceptsmces

1 As soon a: the intimation of acceptance of any tiife is received
from a Postmaster-General, it should be indexed in a Register in Form
A. G. P. T.-100, the items ‘being serially numbered for each official year.
The eligibility of the life accepted to the benefits of the Fund should
first be examined with reference to rule 2 of the Postal Insurance
Rules and the appointment held as given in the intimation. It should
ther be seen that the amount ard terms of the proposed lnsura:. .c
are admissible under the rules. 1f all these are found to be in order,
the rate of premium should be worked out in Form A. G. P. T.-101,
with reference to the tables given in the Insurance rules. The premiam
due on a policy should be calculated with reference to the “office age
at entry ” as defined in Article 4.

Note 1.—Delcted. ;

. Note 2—The intimation of acceptance is supposed to contain information
on all points required. If any information is wanting or meagre, it should be
obtained or completed by reference to ihe Postmaster-General concerned. -

- .. Note 3.—The tisbles for Insurance zs given in the Insurance rules are for
Rs. 1.000. For multiples or sub-multiples of these amounts, the calculations are
to be made by simple multiplication or civision. any fraction of a pie being
sounded off to 1 when the fraction is } or more and neglected altogether when
jt is less than %.

Nore 4—A proposer may apply witrin sixty days-of the date of the medical
examination for additional benefit, either for .increasing the value of the
original proposal for insurance or for ine issue of a fresh policy without sub-
mitting a fresh proposal in the prescribeé form or undergoing a second medical
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examination and the prop<:al should be accepled. After the expiration of the
" said perird of 60 davs. any such proposal for additional benefit will be regarded
as a fresh proposal and the propeser will be required to submit it in the pres-

cribed form and al:o to uncergo a second medical examination, the fee for which\‘,

shall. however, be borne b+ the Post Office Insurance Fund

§. Under rule 23 of the Postal Insurance rules. the first premium
is pavable op or before the 60th day from the date of acceptance. In
calculating the premium. the 60th day from the date o acceptance is
taken tentatively as the date of entry. provided that if within this
date and the dale of accestance the life enters upon at the next
age. the calculatiens are made for two ages—one for the lower age and
the other for the next hizher age. )

"NoTe 1.—When only th2 year of birth is known. the date of birth is 1aken
&s Ist July while vwhen oniy the month and vear are known the date is taken
as the 16th of the month. _

Norz 2.——If the 60th ¢z or the day preceding that on which the life enters
upon the next age falls or 2 Sunday ¢r 2 holiday under the Negotiable Iastru-
ments Acl. the premium o- -he premium at the lower rate as the case max be,
should be paid on the date -receding such Sunday or holiday.

Nots 3.—In the case -I further insurance the .date given in the original

acceptance is adhered to. unizss the date of birth ha: subiecquently been aitered
and the zlteration has beer accepted by the Postmaster-General

NoTE +—A premium i: ‘reated as “ Paid " on the date on which it has been

actually tendered at a Pak:::an Post Office and is considercd as the premium

for thaf momh. . ' .

Note 5.—Tt will not be desirable to effect any change in a policy or contract
consequent on any alteraticn of the date of birth, unless the alteration involves

any additional risk on the Fund in which case the higher rate of premium or e

subscription may be charged and the difference recovered .from the beginning
of the policy or contract with interest at 8 per cent. per annum.

9. After the calculations have been worked out, the intimation of
the first premium as well as the last date by which it has to be paid is
written out in Form A. G.P.T-102, in triplicate, one copy being meant
for the proposer. the second for the receiving Postmaster, as named In
che intimation of acceprance, and the third for the Postmaster-General
concerned. With the Posimaster’s copy, a loose sheet of Fcrm No.
A G.P.T-193 should b2 enclosed with the request that it may be
returned duly filled in. cn the very dav on which the premium is
credited. The calculaticn in Form A . G.P.T-101 along with the-
intimations. after they hzve been carefully checked by an Accountant,
should be placed beiore, ihe Gazetted Officer for signature. After they
have been passed by the Gazeited Officer, the last due date for
the payment of the first premium, the rate and the date of despatch of
the intimations should be noted against the items concerned in the
-Register in Form - AGPH.-100. and the irtimations should be
despatched “ Registercd ™ on Postal Service except the copies for
the Posimaszter-General and the Postmaster which are despatched as
ordinary official letters. .

No1e 1.—When two rates are intimated, the two dates and the two rates
are noted in the Register under ' last date', and “amount of premijum"”, the
earlier date and the lower rate being entered in red ink.

Nete 2—When it is apprehended that an intimation cannot reach the party
and the Postmaster concerned by post in time, telegraphic notices may be sent,
which are confirmed by the despatch of these formal intimations. Telegrams
must not be sent unrecessarily.

-
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10. When intimation of credit of the first premium is r_eceived
from the Fustmaster, the date ol payment should be noted against the
item concerned in the Register.in Form A. G. P. T.-100. This Register
should be reviewed fortnightly by an Acceuntant, and monthly on the
10th of each month by the Gazetted Officer who should see whether
the intimations of acceptance are being promptly disposed of by the
Section and whether there is any case in which information as 10 the
credit of first premium has not been received within a week from the
last date noted. In the latter case an enquiry should be made e? the
receiri:g Postmaster as well as of the person whose life has been
accepted, in Form No. A. G. P. T-105, the latter being warned that by
the non-payment, he has rendered himself liable 10 pay a fum oi Rs.
4 for his medical examination and to refund anv travelling aliowance
granted under the rules. A copy of this intimation is sent to the
Postmaster-Generai concerned for his information. When the actual
fact of non-payment is established. the Audit Officer (in the case of
progoses belonging to the departments other than the Pakistan Posts
and Telegraphs Department) or the immediate superior concerned
(in the cas2 of proposers of the Pakistan Post and Telegraphs Depart-
ment) should be asked in Form No. A. G. P. T.-106 to effect recovery,
and intimation of the action taken being given to the -Postmaster-
General concerned and necessary notes about the amount to be recovered
made in sufficient detail in Registers in Forms Nos. A. G P. T-107 and
103. Recoveries, when effected. should be entered in the same registers.
Irrecoverable amounts may be written off by the Accountant General
on his being satisfied that recovery cannot be effected.

Note 1—Subject to the continued good health of a proposer. the iimit of

’60 davs for payment of first premium prascribed in fhis rule mav be extended

by the Accountant GeneraL East Bengal. Posts and Telegraphs Branca. Dacca,
for @ reasonable period not exceeding 90 days. in cases in which the first pre-
mium could not be paid ¢uic to circumstances beyond the control of ihe life
accepted and not because fhere was anv intent:on ol not insuring n in2 fund.
Case: justifving condonation of delay of mere than 90 davs in pavmert of first
premium should be referred w_the Director-General -of Posts and Teleg-zphs for
obtaining the sanction of the Governor-General in Council.

Note 2.—If a life accepted becomes ineligible for admissivn into the benefits
of the Fund at the time of paying the first premium, and if the first premium
has nut been accepted by ine Postinasier. the fee for medical examination and
the travelling allowance. if zranted. ave not recovered frem him.

Issue of Policies
11. On reeeipt of information from the receiving Postmaster as to

the pavment of the first premium and after the date of payment has
been poted in the Regisicr in Form A. G. P. T-100 (see Article 10),
the policy should be drawn up in the proper form as laid down in

Articles 12 to 15.

. Note.—Wheén the intimation of credit of first premium is received pot from
the-Tteceiving Postmaster, but from the pro r concerncd. no policy or contract
chould be +issued until and unless the credit has been traced in the 2ccounts
(schedules received). Te avoid delay. ihe receiving Postmaster may be asked
to corroborate the statemen: of the person cuncerned In Form No. A. G. P. T.-109.

12. The following are the different forms in use for the issue of
policies : ~
(1) LI-1 for limited payment Life Insurance.
(2) L.I-2 for whole Life Insurance.
(3) L.1.-3 for Endowment Assurance.
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13. With effect from the 1st April 1930, Policies are being numbered

in four separate series as detailed below, beginning with one in each
case :— . :

(i) C series for al] insurants belonging to the Civil Departments
including Local Funds.

(it) M series for all insurants belonging to the Military Department
including Naval and Air Forces, e

(111) R series for all insurants belonging to Railwars.

(iv) P series for all insurants belonging to the Posts and
Telegraphs Department.

N.B—Female lives dre further distinguished by the letter ‘F°' placed
against the numbers in brackets in addition to the departmental letters.

NoTe—Policies bearing dates prior to the Ist April 1930 were numbered in
4 conseculive series running {rom the very commencement of the Fund. Policies
“belonging to non-postal emplovees were. however. given double numberbs. the
numerator being the special serial number with the distinguishing index letter-
as indicated below against the department concerned. and the denominator being
the general serial number.

‘C’—for Civil Departments :

‘L'—~for Local Fund servants :

‘M —for Military and Marine Departments ;

‘T —for Telegraph Branch of the Posts and Telegraphs Depariment; and :
: . ; s :

. ‘R ’'—for Railways .

should be maintained for each of the series mentioned in Article 13
and all policies relating to a particular series should be entersd in the-
register of that series i consecutive order. After the policy, Premium
Receipt Book and other connected documents have been written out
and checked and the Policy has been entered in'th.> Register of Policies
issued, they are placed before the Accountant in charga for examina-
tion. The Policy, and the Policy Issue register should be submitted
to the Gazetted Officer for signature and attestation. The Premium
Receipt Bock and covering printed letters will be signed by the Account-
ant g 2 .

Notz L.—Each policy is given the date of entry as defined in Article 4.

NoTe 2.—Although the policies relating to Local Fund employees are given
Civil numbers in the ‘C’ series [vide item (i) in Article 13], for statistical pur-
poses a distinguishing letter ‘L’ should be written in the Policy Register against
such policiés.

15. After the documents have been passed and signed by the
Accountant and the Gazetted Officer, the Policy with the accompanying
~documents is despatched to the Post Office named by the assured by
“ Registered Postal Service ” for delivery under proper &cknowledg-

ment to the party concerned, who as well as the Postmaster-General .,

is informed, through a letter in Form A.G.P.T.-112 of the issue of the
Policy. When the acknowledgment (Form A. G. P. T.-114) is received
back, it is filled in the case opened with the intimation of acceptance.

Issue of Duplicate Policy or Contract and Premium or Subscription
Receipt Book

16. When the issue of a duplicate Policy or Contract is authorised

by the Postmaster-General concerned, the duplicate is written out

(marked conspicuously as “Duplicate”) from the Policy or Contract

. “

14. A separate register of policies issued (-Form A G P T-110) =

3
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Register on the proper form and is issued over the signature of the
Gazetted Officer, after it has been checked by the Accountant. Along
~vith this a new Receipt Book when specially asked for is also prepared
and issued over the signature of the Accountant. A note is also made
ggainst the entry concerned in the Policy Register and initialled by
the Gazeted Officer as to the fact of the issue of a duplicate. The
Policy along with the Receipt Book is delivered to the party concerned
through the Postmaster named by him, on proper acknowledgmen:
and the Postmaster-General is informed of the fact of such issue.

Note—When a policy or Contract has been damaged and returned to the
Audit Office. a fresh Policy or Contract may be issued marked * Duplicate” br
the Accountan! General without reference to the Postmaster-General, who 1
informed of the fact of such issue.

17. When a premium or subscription receipt book has been lost
a duplicate is issued on application by the assured or annuitant and deliv-
ered to him (under Form A. G. P. T.-113) through the Postmaster
nominated, on pavment of a fee of annas eight. The party concerned is in-
formed of the issue of a duplicate book. Books are issued free of cost only
with the oririnal Policy or Contract, or in continuation of the original book
when it is exhausted or when the loss has been explained.to the safls-
faction of the Accountant General to have been due to citcum:tances
beyond the control of the party concerned. In such cases they are sent
under Form No. A.G.P.T-116. Whenever a new book is issued, a
certificate is always given on the first page showing up to what month
the premium or subscription has been traced in the accounts.

Nore.—The fee of eight annas in respect of the duplicate receipt book
should be credited to the fund. .

.
‘Realisation and Audit of Prémiums and Subscriptions -

18. Rule 28 of the Postal Insurance Rules lays down the manner in
which the first and subsequent premiums are generally realised. In
special . cases. the Accountant General arranges for the payment of
premia in cash by the insurants at selected post offices, the authority to
the Postmasters being issued in Form No. A. G. P.T=117.

19" The main object of audit is to see that in respect of every
“ active ” Policy or Contract. which has not been cancelled, surrendered,
forfeited or discharged or made paid-up, the monthly premium or
subscription has been realised duly ard correctly and has been rnoted
properly so that omissions and short payments raay be readily detected
and that all irregularities discovered are notified to the parties con-
cerned, promptly. so as to give them a chance of rectifying them, and
thus protecting the Policies or Contracts from lapse and forefeiture.
“For this purpose, the premiums and subscriptions paid in respect of
each insurant or purchaser are noted in ledger cards (Form No.
A G. P. T-118) .in the case of insurance and in the subscription register
(Form.No. A.G.P.T-121} in the case of Monthly Allowance.

20. One card is opened for each active policy with the following
particulars-noted at the top :—(i) the number and date of the policy,
(ii) the name of the assured, (iii) the class of policy, {iv) the amount
of premium pavable monthly, and (v) the last month up to which the
premium is payable. For purposes of posting, each card is provided
with vertical columns for the month. item number of the schedule or
certified list, amount of premium and remarks. The cards  are of
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uniform size and ruling and each card is designed to record the
_premiums for two vears. Trey are kept arranged in cabinets according
to the entries in the schedule or list in which the credit for the pre-
mium on tha: policy- appears. Whenever the poheyv-holder is trans-
ferred from the jurisdiction of one Audit Office to that of another. the
respective card is also transierred and placed among the cards of the
rew Audit Ofice. As new policies are issued. the auditor concerned
will open new cards for tham. At the end of two years when t.he
cards have to be renewed, rew cards are opened only for the policies
that are in force on the dais they are copied. .

NoTe 1.—When an assignment or reassignment is registered in the office of
the Postmaster-General concerriéi and an intimation thercof is received in the
office of the Accountant-Generz. East Bengal. Posts and Telegraphs Branch,
Dacea. the particulats of such assignment or reassignment are noted in the
relevant ledger card (or if the pelicy is paid-up. in the Paid-up Register against
the entries relaiing to the Policy). These notes should indicate the Party
{insurant or assiarec) bv wham the furiher preniium on the policy is payvable
and should be attested by the Accountant.

NOTE 2.—When aa?olicy has been assigned under Rule 21 of the General
Provident Fund (Central Services) Rules. the fact is noled in the card concerned

NoTe 3.—When any policy 5as matured. has been; surrendered. cancelled,
ftfeited or mace paid-up. the ‘zct is Neted in the remarks colpymn of the caid
and the card filed with the case ::ncerned. :

NoTe 4.—When there has bezn any change in the rate of premium payabie
or in its term on the conversion or commutation of a policy, the alteration is
noted in red ink below the origiral entrv. with 2 note as to the month from
which the alleration takes effect. and a similar note is made under the month
concerned as well.

No7e 5.—All entries in the cards ¢n the strength of which audit is con-
ducted are initialled by the Accountant concerned. In the case of recopied
cards it is sufficient if they are attested by the copyists and the checkers. The
Accountant will review them as they come for precentage review of postings.

21. As soon as the lists or schedules are received in the office (vide
Articles 5 and 6), the items in each list or schedule are numbered,
serially, the number being noted in red ink against the name of the
insurant. If any policy number or anyv other particulars are found
wanting or incorrect, the auditor will supply the omissions and- make
necessary correciions with reierence to the previous month's list or
schedule. Then the list or schedule and the cards belonging to
the Department to which the list or schedule belongs are macde over to
a sorter, who should arrange :he cards azcording to the entries in the
list or schedule. The cards which are not found in this bundle should
be traced from the bundle relating to cash cradits in the same Circle or
from ary other cabinet by reference to Index Cards (Form .No.
A G. 2. T-119) and all the cards required for posting the items in the
schedule should be supplied by the sorter.

22, The list or schedule with the cards as arranged by the sorter
should then be passed on to the machinist for posting. The machinist
will so arrange the totaliser on the machine that the total of all the
amounts posted in the column “ premium realised” will be accum.u.
lated in it. In posting, he wiil enter the item number in the sezond
column against the month concerned and the amount of premiuin in
the money cclumn of the card. Before fixing the card on. the machine
he should take particular care to see that the Policy number and the
Premium amount noted at the top of the card agree with the number
and amount of the item to be posted. In case any cards are not found,
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the machirist will post the items in Form No. A G.P.T-120 which
should be kept stitched to the list or schedule. After all the iiems in
a particular list or schedule have been posted. the total arrived at ou the
totaliser should be equal to the grand tota! of the uist or schedute. To
fzcilitate :he agreement, ine machinist should take care o see
that as s.om G4 ihe vosling of each page 15 comuisted. ihe to:al ot
the page agreces with that indicated in the totaliser. The accuracy of
the postings in the ledger cards is automatically proved when the
grand total of the list or schedule agrees with the machire totel. The
machinist who posts and effects the agreement wiil hll up ine entries
in Form No. A. G. P. T-120 and sign it with his full name.

Nore 1.—A:z a rule there should be no unposted item The exceptional
cases in which such items may cccur are due 10 the inclusion in the List oF
scnedule of insurances newly transferred whose policy numbers are either want-
ing or incorrecily quoted.

NOTE 2.—When any item in the List or Schedule is composed of several
items. for instance. when an insurant has more than one policy active or mure
than cne contract, the number of component iterms is noted in brackels against
the general number, thus 15 (6) when 2an item number 15 is composed of ©
policies. and the component items are posted under the general number and the
special numiber. thus 15 (1), 15 (2). 13 (3} and so on.

No71= 2. —fomiutes are nut a8 A rule received in advance for several monins
together except when an officer proceeding on ieave intends to pav them in
advance on previous arrangement with the Accountant Gencral. The amoun!
in such cases is posted under the month of realisation and necegsary note is
made winder the colurhns for the months concerned.

NoTE 4—Premiums and subscriptions deducted from pav or allowances or
pension for any month are treated as realised in the month in which the pay;
allewsances or pension have been drawn and disbursed.

NoOTE 5.—For cash realisation. vide Note 4 to Article 8.

Note 6.—Any medical fee or fine realised and shown in the schedule ar
list is posted below the premium with suitable remarks.

23. The posted carés including the Form' No. A.G.P.T-i20 in
which the unadjusted items are posted and the list or schedule rclating
to them will be taxen over by the auditor for detailed check of posting 2
and audit. During this check, the auditor should see that (1) the
particulars of each item have been correctiy pdsted in the proper card.
(ii) the premiums due on the policy have been correctly and fully
paid by the due date. and fiii) all items in a list or schedule have been
posted. In regard t¢ the items posied in Form A G.P.T.-120 he should
take such steps as may be necessary to trace the cards in respect of
the itens. lf any [urther information is required in respect of them, he
should immediately cail for them from the Audit Officer concerned. His
responsibility ceases only when the item is removed from the unadjusted
list and posted in the proper card under Hfs dated initials.

NoTeE—The audited lists should also be reviewed monthly by the Account-
ants in charge of the audit groups. The review should be suv arranged that all
the lists are test-reviewed at least once a yvear to the extent of 10 per cemt. A

* broadsheet shou!d be maintained with a view to sceing that all the offices come
under review during the year.

24. The subscription register is opened in Form A.G. P.T.-121
containing the following particulars in respect of each contract: 1)
the number of the contract, (2) the name of the purchaser, (3) the
amount of subscription payable monthly, (4) the class of contract and
(5) the term ‘or which the subsecription is payable. Each Register
is meant to lasr for 3 years ard hence there are 38 monev ealnmne
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The Contracts are entered serially and each entry in the Register is

attested by an Accountant. The subscriptions realised each month

are posted in the column for the month in which the amounts have
been realised. After the postings for a month have beep completed
the columns are totalled and made to agree with the schedule total of
subscriptions realised.

25. On completion of audit, the auditor should take up the cards of
his Ci=c'® of audit, which have been left unposted for want of credits
ini the list or schedule and should issue notices. Below is given a list
of the common irregularties, with instructions as to .how they are
noticed and set right :—

(i) Credit not traced, in which case reference is made to the life
assured in Form A.G.P.T.-123 or ‘124 and to the Audit
Officer in Form A.G.P.T.-122.

(11) Double credits traced. ¢ne in the cash list, and the other in
the schedule of deductions, in_ which case a reference is
made to the party concerned ; and when the double credit has
been established or: reference to the Audit Officer, he is re-

quested not to make any deduction from the pay or allowances.

of the subsequent month in Form A. G. P. T.-129, a copy of the
intimation being sent to the party as well.

(iti) Excess credit, in which case the Audit Officer is asked to
make a corvesponding short deduction from subsequent
month's pay or allowances in Form A.G.P.T.-130, but if a
set off is not possible. a refund order is issued after verifving
that there has been-no short credit in gny previous . month,
in Form A G.P.T-13L

(iv) Short credit of premium or subscriptiorn, in which case
notice is issued in Form A. G. P. T.-130 mutatis mutandis.

(r) Late credit, in which case -3 notice is issued in Form No.
A G P.T.-125.

(vi) Payment at a sub-office credited in the Head Office account

after the due date. in which case reference is first made to
the receiving Postmaster in Form A.G.P. T.-132.

(vii) Credit traced ajter the payment of premiums or subscrip-
tions has ceased, which is noticed in the same way ag an
excess credit. This is refunded in Form A.G.P.T-131
issued over the signature of the Gazetted Officer, when the
excess credit has been established from the accounts.

(viii) Credit traced in excess in the account of a deceased insurant,

- which is brought to the notice of the Postmaster-Genefal
(under whose erders the payment of the policy was made)
for arranging the payment to the legal heirs. The amount
should be noted in the card and also in the Refund Register
(vide Article 32), the latter being initialled by the Gazetted
Officer. ‘

NoTte 1. —Deleted. 4,

Note 2.—In noticing non-credit. late credit and short credit (except when
the short credit is for a comparatively trifing amount), the parties concerrod
are also informed that their policies or contracts have lapsed if there has been
actually non-credit. late credit or short credit. .
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In the case of an assigned Postal Insurance policy, when it is in danger of
lapsing, an intimation in Form A. G. P. T.-125A will be sent by the Accountant
General, East Bengal, Posts and Telegraphs Branch. Dacca to the Head of the
Circle through whom the insurance was effected and on receipt of this intima-
tion the Head of the Circle concerncd should issue a nolice 1o all persons
interosted in the policy including the assignee.

Review oi Ledger Cards

25.A. At the end of every two years when all the postings in 3 set
of ledger cards have been complefed, the reviewers will take up the
review of these cards. '

The main object in having the postings of premia in the ledger
cards reviewed by a set of senior auditor is to see that a Policy 1s
continuously active and ihat all defects and irregu'arities which may
adversely affoct the admissibility of final pavments are duly settled.

The duties of reviewers are the following :\—

(1) To periodically check the current ledger cards of each Circle
with the active policy register with a view to see that there
is a card for everv active Policy and that absence. if any, Is
satisfactorily explained.

(2) To see that the old ledger cards are arranged seria.ly accord-
in% to Circles and that the pacticulars at the top of the
cards are legibly written up. In the case of assignments

¢ they should see that proper foies regarding the ferson who

is to pay the premium have been made in the card.

(3\ To se€¢-that the premiums due on ‘Policies have been correctly
and fully paid each month by the due date, that lapses due
to non-payments and late payments and -other irregularities
which might have escaped the notice of the assistant
‘auditors at the time of audit are promptly noticed <with 2
view to regularising the defects.

(4) In cases where interest at 8 per cent. is levied as a penalty
to verify the correctness of the amount recovered by indepen-
dent calculation.

(5) In the case of conversions, commutations. etc. 1o see that
ke requirements of Notes 4 and 3 to Article 20 are complied
with and that short/excess realisations arising out of such
changes are subsequently adjusted.

(6) To enter in the cards the results of review under dated
initials of the reviewers and to maintain in a register for each
Circle for noting. all irregularities detected in the course of
applving the above checks and to notice irregularities
detected including excess'short realisation of Re. 1 and above.

(7) To maintain a daily progress report showing :—

(a) the particulars of the Circle or department the cards of
which are under review, and
(b) the number of cards reviewed daily.

Lapses and Forfeitures

. 26. The circumstances under which a policy or contract may become
void or be forfeited and the terms on which they can be renewed are laid

.down in Rules 39 and 40 of the Postal Insurance Rules. When the
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provisions of Rule 39 or 40 for the renewal of lapsed policies or con-
tracts are complied with, then in the case of lapse under Rule 39 the
Postmaster-General concerned is addressed in Form A. G. P. T.-134
with a view to the renewal of the policy or contract and the latter
communicates his orders direct to the party concerned sending a copy
thereof to the A-zcountant General for his information; while in the
case of lap:e under Rule 40 a formal renewal notice is issued to the
party concerned in Form A.G.P.T-135 by the Accountant General.

Note 1.—The benefit of 7 days referred to in Note 4 to Rule-28 of the Postal
Insurance Rules, should ba allowed in consultation with the Audit Officer con-
cerned,

Note 2.—As the Postmaster may not always be in a position to satisfy him-
sclf about the 7 davs limit he may accept the premium with the fine which is
refundable if the benefit of 7 days is allowed.

27. When a policy or contract has been forfeited to Government
under the operation of Rule 39 or 40 of the Postal Insurance Rules, the
life assured is informed in Form A.G.P.T.-136 and also asked to
return the policy or contract if it be of less than three years standing.
A copy of the intimation is also sent to the Postmaster-General con-
cerned for his information, and a copy to the Audit Officer with the
request that he shouid not make any further deduction of premium or

subscription, At the same time, the fact of forfeiture is noted against

the entry concerned in he Pclicy or Contract Register. in ‘the Ledger.
Card or subscription Register concerned, and in a special Register in
Form1 A. G.P.T-137, all under the iritials of the Gazetted Officer.

Norve L.—In fixing “ the first dayv of the month for which the premium is

due ~ which i1s made the basts for calculating the periods at the end of which .a

_pulicy 1s Yorfeited 1o Government under Rule 39 or 40. the following rule thould
be observed - —*" Al paryments made should be attribGted te the demands due.
in the ordsr of these demands. . Thus if the premium due on a policy in a month
is not paid within the month, the premium paid next to the default should be
taken as the premium paid for the month of default, e.g., if the premium pavable
in March on a poliey is nut paid by the 2lst of March, .but the premia payable
in April and subsequent manths are regularly paid by the due dates, the premium
paid in April should be taken as that payable in March. and so on. The same
procedure should be vbserved for allocation of subscriptions on Deferred Monthly
Allowance Cuntracts. ” -

Nots 2.—So lung as a short credit (except for a comparatively trifimg
amount) ras not becn made good by excess credit from any subsequent instal-
ment or by payvment in cash. the deficiency should be taken as adjusted from the
subsequent instalment and the case is to be treated as one of late payment of
premium. :

NoTe 3.—As soon as a policy of more than three vears’ duration is forfeited,
a definite c¢iTer of the surrender value or of a paid-up-policy should be made to
the pulicy-holder. This would give an opportunity to the policy-holder if he
then L~ in good health to revive his policy on production of a medical certificate
and would also clear the books of the Fund of outstanding liabilities.

~ 28 When a policy ha$ been ferfeited under Rule 39, and if the
po.icy is o less than one year’s standing. the assured renders himself

liable to pay the sum of Rs. 4 for his medical examination as well as to
refund any traveliing allowance granted for his medical lexamination ;
wher a policy or contract has been forfeited under Rule 40, the
assured or annuaitant can get the surrender value of his policy or
contract. subject to the condition that the surrender-value is to be
calculated up to the month of forfeiture, and from the value so 2alcu-
lated is to be deducted 12 months’ premium with the “interest thereon
at 8 per cent. .
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NoTe—The Accountant Generai. Ea-t Bengal, Pusts and Telegraphs 3 anch.
Dacea. exercises the power 12 waive recovery, m exceptonal cases of 1y amount
of medical fee duc under the Note below Rule 13 of the Postal Insuransz Rules,
from a proposer or an insurani. and to wiite * the amounls of fu® ~wdicat
fees.

Cancellation of Policies and Contracts

29, i any tme a policy o conirac. Cas be cancelled at iz vptien
of the holder, subject to the condition tha: if the: policy is of less than
one vear's standing the hife assured renders nimseil liable 1o rezznd the
fee of Rs. 4 incurred for his medical examination as well as of any travel-
ling allowance granted. e fecl of saneciaion is noted the 3
Contract Regisier and in the Ledger Camd or Suhscription Reuister
concerned as well as in the special regisier in Foim  AG.D Te180
under sha initials of the Gazetted Officer ard the fact is intimatel 10 the
Postinaser Generai concerned i Ferm AG2T-136 and tre Auwd.s Officer
is asked to discontinue deducticn of premiums or subscriptions

Audit of Fines and recovery of Medical Fees

a0, Al recoveric. of medical examination fees are
special register iv Fom A G P 7108 Xter the credits n
tracccl. thev are posted in this register ausinst the items concerned n
addition to the entries made in the Card or Subscription Register
(vide Note 6 to Article 22). This register is submitted to the Gazettec
Officer ur, review on the 253th of each month. All_recoveries of fines
imoosed are watched through the entries i the cards and tne cases
concerned.

noe
I

= Paid-up Policies

31. The particulars of all limited payment policies. the premiums
en which nave been completed and all policies which have been made
paid-up by payment of all future payments in lump. should be entered
1 a separate register in Form No. A.G.P. T-138 called The Paid-uz
Policy Register ', each entry therein being attested by an Accountant.
Necessary note should be kept in the file and the.card concerred..the
card being filed with the case. Th's register should be submitted 10
the Gazelted Officer with suitable remarks whenever claims arise in
respect of the policies noted in this register.

Refunds and Audit of Refunds

22, When any excess credit of premium or subscription cannot be
cet off against any future instalment. the amount is reiunded in cash
under the orders of the Gazetted Officer and communicated n Form
A. G. P. T-131, a copy of the order being sent to the Post Office se.ected.
The amount is noted in the Card or the Subscription Register against the
item concerned as well as in a Refund Register in Form A. G. P. T-139,
the latter under the initials of the Gazetted Officer. When the amount
has been refunded, it is charged in the schedule of payments which is
sent to the Accountant General monthly and is supported by the
payee's acquittance on the reverse of the Refund Order and the refund.
advice to the Postmaster. Audit is conducted with reference to the
entry in the Refund Register in which the date of payment is noted against
the item concerned. : .

Note.—See Note below clause (i) of Article 517. Posts and Teleg itial
Account Code, Volume 1. gt Teisgreptus Sl
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Discontinuance or Reduction of Premiums and Commutations, Conver-
sions of Policies and Surrender of Policies and Contracts

33. Under the Postal Insurance Rules, the life assured is allowed
to discontinue payment of his monthly premium, reduce the premium
to any desired extent, surrender his policy or contract, or commute
or convert his  policy. The following general principles should be
observed in dealing with such cases (— )

(i) When premiums are discontinued in respect of policies of
less than a year's standing, he renders himself liable to pay
the medical examination fee and the travelling allowance,
if drawn. A . .

(ii) When premiums are discontinued in respect of licies of
not less than one year's standing, but of less than three years’
standing, nothing is paid to or recovered from him.

(iii)) When premiums are discontinued after a period of not less
than three vears, a reduced paid-up policy may be issued if
desired, provided that the amount of such a policy is not less
than Rs. 100. .

Note.—If the policy has been issued prior to 23rd November 1922, it can be
converted into a reduced paid-up policy for an amount not less than Rs. 50.

Ziv) If the policy or contract is of not less than three years’
standing, surrender value is granted, which, in the case of a
Monthly Allowance Contract, is restricted to 95 per cent. of its
present value and is subject to the production. at the
expense of the annuitant, of a medical certificate of an
average prospect of life.

(v) The maturity of a policy can be eitered only after an integral
number Of vears’ premiums have been paid. and  subject to
the production of a medical certificate. at the expense of
the assured, as to his average prospect of life, when the
maturity is postponed bevond the original age. or when the
proposed conversion entails greater risk on the’ Fund.

(vi) Conversion or commutation of a policy into an Endowment
Assurance one, payable at the ages of 45. 50 and 55 only, is
admissible. )

NoTe 1.—The terms of all conversions, commutations and surrender values
of policies may be ascertained from the Accountant Gereral, East Bengal. Posts
and Telegraphs Branch, Dacca.

NoTe 2.—The method of calculations is given in Appendix A and is not
intended for publication.

34. The formal application for surrender vziue, accompanied by
the Policy. or Contract and the premium or subscription receipt books
and bonus certificates, if any. is made to the Postmaster-General,
who will forward the application to the Accountant General On
receipt, the calculations will .be made -in Form No. A. G. P.T.-140 as on
the date of application which should be checked by Accountant and an
intimation of the surrender value in Form No. A, G. P. T.-141 signed
by the Gazetted Officer sent to the Postmaster-General for his sanction.
The necessary intimation to the Audit Officer under Rule 35 of the
Pos:al Insurance Rules will be issued in Form No. A. G. P. T.-142.

Note 1.—All applications for surrender values received from the Postmaster-
General are entered in a Register in Form A G. P. T-149. The issue nf tha

L
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certificate as well as the number and date of 1the sancticn of the Postmaster-
General when reccived are noted in the proper columns of *ae Regster. A nuote
is also made in the Card or Subecription Register concer-ed. Thne sancuen of
the Postmaster-General and the Registers or Cards will be submitted o the
Gazetted Officer who will mitial the entries in the Registess or Cards and pass
record order on the sanction. The Register of application for surrender value
(Form No. A. G. P. T.-149) will be closed and cubmitled 1o Ine Accountant
weekly and to the Gazetted Officer for review on the 10th of the following month
with an analysis of outstandings and reasons for delay in disposal.

Norte 2—In the case of a policy which has acquired surrender value and
has not been forfeited to Government. should the imsurant d-e dunng the month
in which his applicauen for surrender value of the policy 15 received in the
Postmaster-General's office. the full value of the peolicy may be paid. subject 10
the deduction of an¥ surrender value already paid. and the P ey treated a3
active till the end of the month referred to above.

33. When an application for commutation or conversion of 2
policy is received and found 10 be in order the tlcrms thereof are
calculated by the auditor. checked by another senior auditor and
the accountant and intimated to the party along with a Declaration
form in A. G.P.T.-144 as well as a formn of consent of the assignee 1o
the alteration where the policy stands assigned. Om receipt of (1) the
Declaration duly signed by the insurant together with the original
policy and bonus  certificates, if any. duly discharged, if necessary.
(ii) the premium receipt boox. and (i) the form of consent duly
signed by the assignee. il any. the calculations  are revised, where
necessary, as on the date of declaration and the revised calculations
made by the auditor are checked by another senior auditor, the
accountant of the_group and the senior accountant If there is no
revision of the onginal calculations as on the date of declaration they
are chezked by the senior accountant only. The Gazetted Officer-in-
charge before passing his o-ders in Form A G. P. T.-145 for the issue
of the altered policYy chould generally satisfy himself that the relevant
calculations are correct.

NoTte.—In the case of conversion. a clear discharge on the original policy and
also on the bonus certificates. in all cases in which the accumulated bonus i9
surrendered or altered must be furnished by the party concerned. In case the
required discharge is not effected and sent in advance along with the declaration
in Form A. G. P. T.-144, the above documents must be duly discharged and given
up to the Postmaster concerned before delivery of the converted policy and tne
Postmaster_should send them to the office of the Accountant General. East Bengal,
Posts and Telegraphs Branch, Dacca, for records. In cases in which the certificates
for accrued bonus are lost or mislaid and are not forthcoming, a suitable declaraz
tion must be furnished by the party _concemed before delivery of the converted
poliey. For the purpose of a valid discharge the following endorsements on the
policy and bonus certificate will be sufficient : —

Applicable to policies P_o‘.icu.—All the rights, titles and interests in this
jssued prior to 1-4-40. policy and the bonuses sO far accrued thereunder are
cancelled by conversion and are hereby foregone.

Bonus certificate —As the amount secured under this
certificate has been taken into account in arriving 3t
the new rate of premium’sum assured in respect of 2
converted policy, the claim to the amount shown in
this certificate 1s hereby foregone.

_ Applicable to policies Policy—All the rights, titles and interests in this
jssued on or after 1-4-40. policy are canceiied by conversion and are nereby fore-
gone.

Bonus certificate.—The claim to the amount shown in
this certificate is hereby {oregone on condition that in
lieu thereof I‘am entitled to to a fresh bonus of
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36. The new policy is issued under the Original number on a fresh
form. The policy is dated with the date of effect of the alteration, the
original date of entry being noted in red ink below this date. The
“Attained age " with reference to which the calculations have been
made is entered.under Age of entrv ", and the entries in the Polizy
Register under the item concerned are altered accordingly under the
initials of the Gazetted Officer with a note of the date of " effect in the
remarks column. To work out the financial eect of the alteration on
the accumulated figures, it is also entered under the injtials of the
Gazetted Officer in a Register in Form XNo. A G.P.T-146. - The
original Policy is cancelled with the remarks -~ Cancelled by commuy-
tation and conversion and filed with the declaration in the case” and
the entry in the card is also correcied. The new polizy along with a
fresh premium receipt book. when premiums are still payable, is
issued over the signature of the Gazelied Officer. The policy is des-
patched in the manner prescribed in Article 15. The usual intimation to
the Audit Oficer and the immediate superior is also prepared and
despatched at the same time.

37. The Postmaster-General's sanction to the pavment of the
surrender value, on being received, is entered in the Surrender Value
Register in Form No: A. G. P. T-149 under the initials of the Gazetted
Officer. When the surrender value has been paid; necessary note is
made in the Policy or Contract Register as well as in the Surrender
Value Register, all under the initials of the Gazetted Officer. To
facilitate the identification of items, the serial numbers thereof as
given in the Policy or Contract Regisier are cited in the Surrender
Value Register. Entrv in the two sels of Regisiers is made only when
the pavment has béen taken. as the Policy or Contract holder has the
full discretion of changing his mind to revive Eis poliev meanwhilie, on
payment of arrear premiums with fines due. -

Maturiiy of Policies and Contracts
38. When a policy matures either by deaih or on the attainment of

the specified age, an application for pPayment is made to the Post-
master-Genzral concerned with the policy. bonus certificates, if any,
and premium receipt book. On the requisitior  o° the Postmaste:-
General. a certificate in Form No. AAG P T8 is issusd by the

Accountant Gerieral. On receipt of the necesszry intimation from the

Postmaster-Genera! which is tg be recorded in zhe—-\_;mi;%':a-—Register
(Form No. A.G.P. T-149), the Ledger Cards ére consulted to see if
any premium is due and if there is any lapse under rule 39 of the
Postal Insurance Rules not revived. In the Ilatter case no claim is
entertained. If there has been no such lapse bur the premium has nct
been paid, the.amount is noted in the certificate t0 the Postmaster-

" General as recoverable from the talue of the policy. The ecalculations

- Will be worked out in Form No. A G. P. T-149A, and, after they have
peen checked by the Accountant, the form should be placed before the
Gazetted Officer for signature. Necessary entries are made in the
Card but not in the Policy Register until and unless the payment has
been taken. The Death/Completion Register (Form No. A, O P T
149) will be closed and submitted to the Accountant weekly and to the
Gazetted Officer for review on the 10th of the follewing month with an
analysis of ouistandings and reasons for. delay in disposal.

~
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*iote 1.—Wkhen application is made o the Postmaster-General for payment
of the value oi & policy without the production of the policy, the Postmaster-
General's order of payment is issued only after obtaining an Indemnity Bond
auly executed. :

Note 2—I1f the records stow that the policy has been assigned to any
person, the fact is noted on the certificate.

Note 3.—When a policy has becn assigned 1o the Governor-Gencral under
Rule 21 of the Genera! Providen: Fund (Ceniral Services) Rules, re.signment
is not required befor2 paymzni of ihe sum assured to the legal reprcizntatives
of the deceascd. :

NoTE 4—In stating the vuluc of ihe poiicy, the bonus additions should be
tak2n into Iccaunt.

Nave 5.—It no intimation has been received from the Postmaster-General
but intimatian has bern rocenved direct [rom a claimant of the value of a policy,
the Postmaster-General is cddressed, as a certificate is issued only at his request

NortE 6.—A policy holds gocd even in the event of the assured losing his
life on Field Service though the payment is to be made through a Pakistan
Post Office. .

NoTe T.—Rule 39 or 40 of the Posta! Insurance Rules does not operate when
death happens on or before the 2ist of the month with the premium left unpaid

NoTE 3.—When the insurant dies on the first day of any month, the pre-
mium for that month is not recovered and if it has already been recovered it
is resunded to the legal heirs of the deceased along with the value of the policy.

NoTe 9.—Short recoveries or excess credit of premia on account of elimina-
tion of pies amounting to less than a rupee may be neglected in the case of final
paymants but if there is any amount due to the party owing to the preicia having
been recovered in excess hevoné the stipulated period or due from -he party
owing to the oremia not having been recovered up to the stipulated period, the
Short recoveries of. 9Xce.w credits should Lo adjusted whes the final pay.aneat is
made. E

33. Befe-e the first  monthlv  allowarce becomes pavable to the
parehizier, ne is to imumale ® the Account.n Generel the name of the
Post Ofi:2 at which he dzsires to receive the allowance. On receipt of
this ‘n*imation. the Moathly Aliowance Register 2s well as tha Subs-
cription Register. mentioned in_ Article 24 is consulted. If a!l subs-
criptions dus hazve be:n paid and if there has been no lapse unrevived,
the necessary authority is ‘s:ued to the Postmaster named, for the
pavment of ihe allowance, on production by the purchaser of a tife
certificate in the prescribed form and on proper identification.

40. The authority already ‘ssued along with the contract in the
case of immediate monthly allowance wi'l hold good only -so long as
the purchaser is alive. When the annuitant has changed his residence,
the original authority is redirected to the new office by the first office,
if so desired by the party. . ; ; :

The payment of the allowance is watched through the Register in

.. Form-A..G.-P. T-151. -

* Norte 1.—When a purchaser of a Monthly Allowance Coutract - has left
Pakistan, the amount may; be paid to his authorised agent at a Pakistan Post
Office nominated by him, subject to the production each month of a life certificate
signed by a Justice of the Peace. Minister, Church Warden or legally qualified
Medical Officer, 1f the agent is a banker who has furnished a bead of indemnity
as security against any luss in case of overpayments, the life certificate need not
be incisted on. . $ "

Note 2—The full amount of the allowan T i i
purchaser dies is paid te his heirs. oy _!0 _the PPAES S Wealek i

L 5 AG : -
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Audit of Payments

41. The payment in respect of policies and contracts by a Post
Office are accounted for each month in two schedules, one for the
period from Ist to 10th and the other for the rest of the month. The
schedules along with the vouchers duly receipted and complete in
form are forwarded e2ch menth.to the Accountant General by the
Postal Audit Offices concerned. In the case of policies. the payment is
audited with reference to the sanction recorded on the policies con-

cerned. and entered in the Register of Policies —-d'fﬂfa-'-["‘?d-
sufrendered
A G.P.T.-150 as well as in the Policy Register (Form A.G.P.T-110)
against the items concerned under the initials of the Gazetted Officer.
The attestation of the paid vouchers by the Gazetted Officer will be
compieted by the end of the fourth month following and the payment
registers will be closed and submitted to the Gazetted Officer for
review on the 15th of the 5th month following the month of account. In
the case of reiunds, the payments are audited with reference to the
refund orders, and are noted against the items concerned in the Register
of Refunds. vide Article 32. In the case of medical fees paid, they are
audited with reference to the sanctions of the Heads of Circles received
with the paid vouchers and the total amount paid is posted directly
into the Broadsheet of charges (Form No. A.G.P.T-160) for each circle
while payments of monthly allowances are audited through the Register
reférred to in Article 40. & - % =
Nore 1.—All payments must be supported by vouchers duly signed and
stamped, if necessary. These vouchers should be carefully checked according
to the instructions contained in para. 8 of the Audit Manual.
Note 2.—The following procedure should be followed in connection with the
payment of Postal Insurance Policies to the heirs of a deceased insurant:@—
(a) In cases in which the claim is contested and in cases in which the
amount payable exceeds Rs. 5,000 mayment should not be made
without production of probate or letters of administration or a
succession certificate. y v 2
(b) When the amount payable exceeds Rs. 3,000 but does not exy':ed.
Rs. 5,000 and the claim is uncontested. the production of the Jegal
evidence referred to above may be dispensed with at the discretion
of the Head of the Circle, provided an indemnity bond with two
approved sureties is produced. »
(c) When the amount payable does not .exceed Rs. 3,000, an indemnity
. bond with two approved sureties need be taken only when any
dispute among tne heirs of the deceased insurant is anticipated.
Note 3.—When any deduction on account of arrear premium due or fine
unrealised is made from the value certified under Article 38, the gross amount
is charged in the payment register with per contra credit to premium or fine,
as the case may be. '

" Nore 4.—~The travelling allowance for medical examination, should be
charged to_the head “ XIX—Posts and Telegraphs” and not to the Post Office
Insurance Fund. A repister in Form No. A. G. P. T.-107 is maintained in the
Postal Life Insurance Section to record all payments in connection with the
travelling allowance. This register is submitted to the Gazetted Officer for
review on the 25th of the third month following the month of account.

Account Reconciliation
" Receipts g
42. (a) As soon as zall the items in a list or schedule are posted, the
totals of the amounts posted and accumulated on ‘the totaliser will be
found to agreeswith the total of the list oz schedule. If, for any special

, in Form

[

i &
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reason, any item could not be posted for want of the proper card, it is
posted in a separate list of “unadjusted items”. The total of the list or
schedule. the totals of the amounts posted, and the total amount of
unposted items, if any, will be typed by the machinist in the monthly
reconciliation statement of Postal Life Insurance receipts (Form No.
A.G.P.T.-120) and the details of the unposted items will be shown on
the reverse of the form. The entries made on both sides of the Form
should be attested by thg machinist under his dated initials.

(b) The monthly reconciliation statement should be stitched to the
list or schedule to which it relates. The auditor concerned must copy
all the items which have not been posted by the machinist in a
separate (Part 1) of the Register in Form No. A.G.P.T-15¢ and take
prompt action for settling the items noting the number and date of
reference in the remarks column of the Register. The items which
remain unsettled for over six months should be transferred to Part II
of the Register with the remark “For previous correspondence see

e o ai e st of Part 1”. Further correspondence should be
pursued and noted in Part 1L g

When an item is settled, the auditor should post and attest the
posting in the card and strike out the entry in the relevant part of the
Register under his dated initials duly noting against that entry the
number of the policy and the month in which it is posted

The Register of items remaining unposted (Form No. A G.P.T-
154) should be reviewed by the Accountant and -submitted to the
Gazetted Officer for review on the 15th of each month.

{c) Thae auditor should classifr the figires under the heads'*“ (i)
Life Insurance, During Life and Fixed, (i1) Endowment Assurance,
(iii) Monthly Allowances, (iv) Medical Fees and (v) Fines. The total
of the amounts under the various heads must agree with the total of the
list or schedule as verified by the machinist.

The list or schedule, with the monthly reconciliation statement,
should - then be made over to the accounts group for purposes of
posting the Registers maintained in that group and effecting the agree-
ment with the credits intimated by the office of the Auditor-General.
At the end or the vear, the totals of all the schedules or lists should be
compiled and verified with the figures of the Genera! Boock and
suitable explanations should be given of all items remaining unposted
at the end of the year and the explanation sheet should be attached to
the annual reconciliation statement for the information of tne
Gazetted Officer. .

43. The difference between the consolidated total of premiums as
arrived at in the Broadsheet of premiums realised (Form A.G.P.T.-
155)~and -the -total-in the-detail books ‘is explained'inr Form A.G.P.T.-
156. The Broadsheet is submitted to the Gazetted Officer on the last
day of the fourth month following the month of account. :

Payments

44. As regards payments, the totals of the several registers men-
tioned in Article 41 are similarly consolidated and reconciled with the
detail book figures through Form A. G. P. T-160. The Broadsheet of
charges is submitted to the Gazetted Officer on the last day of the 4th
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month following the month of account. At the end of the year the
totals of all the schedules or lists should be compiled and verified with
the figures of the General Book The several account heads are as
under :(— -

. (i) Medical Fees paid, (ii) Refunds of medical fees, (iii) Life
Insurance Policies paid (iv) Surrender value of Life Insur-
ance Policies. (v) Life Insurance premia refunded, (vi) En-
dowment Assurance Policies paid, (vii) Surrender value of
Endowmen: Assurance Policies (viil) Endowment Assurance
premia refinded. (‘x) Monthly Allowance paid, (x) Sarren-
der Value of Monthly Ailowance and (xi) Monthly Allowance
subscriptien refunded. :

Interest Calculations and Annual Adjustnrents

45. Interest is 2''owed on the balance at credit of the Post Office

Insurance Fund at tne rate of 3} per cent. per annum on the balance .

on the last dav of each month.

46. The interes:-Dearing balance is worked out in a 'regL:ter in
Form No. A.G.P.T.-1€2 as follows:—

The total receipis of a month ac 1ealised by deduction from the
pay and allowances 2nd as paid ‘r cach into the Post . Offices. and the
total’ charges for that month are posted in the register (Form No.
A G.P.T-162). The net balance is ihen worked out and added to the
opening balance of the month. On this total amount which represents
the interest-bearing balance for ihe month, interest is calculated.

When :he interes: reg'ster (Ferm No. A. G.P.T-162) is completed
for a month, the. totals of receipts and payments for the monih are
agread with the corresponding figures in the Broadsheets (Forms No.
2 G. P. T-155 and No. A. G. P. T-160) and the register is submitted to
the Gazetted Officer on the last dav of the 4th meonth following the

month of account., At the end of the year, the tﬁrogressive total of’

interest for the year ‘s passed on to the credit of the Fund by debit to
the head °‘22-Interest on debt znd other obligations—Interest on
Postal Insurance and Life Annuity Fund.’

Nore 1.—The interest is calculated separately for the three branches of the
Fund.
Nore 2—Medical fecs paid are distributed between Life Insyrance and

Endowment Assurance in the proportion which the total number of policies
jssued under Life Incurarce bears to the total number under Endowment Assur-
-ance ip the year. - "

. Nore 3.—For the purpose of working out the monthly interest bearing
palances, a fixed sum, te.. an approximate monthly average of all the charges
enumerated in Articles 2¢8 and 299 of the Posts and Telegraphs Account Code
chould be calculated and deducted monthly from the lowest balances of each
month. The diference between the total of such deductions and the total amount
actually debitable to the Fund as worked out at the end of the year should be
adjusted in the accounts for March.

47. The cost of working and administration of the Fund and the
cost of accounting and auditing should also be worked out and adjusted
in the mo>nuner described in Chapter 6 of the Posts and Telegraphs

Account Code.

_5‘_‘
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Preparation of Statistical and Financial Returns for the Director-
General

48. To enable the Director-General to include in the annual
Administration Report information about the operations of the Post
Office Insurance Fund the following statistical and financial returns
are prepared and furnishéd to the Office of the Auditor General to
reach by the 25th of August each year for transmission to him with
the Comments of the Auditor General on the general position of the
Fund on or before the 3lst August:—

Statement A-l ... Showing the operation of the scheme of

(Form'A. G. P. T-163) Life Insurance and Endowment Assur-
ance’ during the vear under review as
compared with the previous year.

Statement A-11 ... Showing the operation of the scheme of
(Form A. G. P. T.-164) Monthly Allowance during the year as
compared with the previous year. .

Statement B ... Abstract of Life Insurance and Endowment
(Form A. G. P. T.-165) Assurance - Policies and Monthly allow-

ance Contsacts issued, discharged, lapsed
and surrendered during the vear. s

Statement C-1 - ... Financial result of the Life Insurance Sec-

(Form A. G. P. T.-166) - tion. 3
Statement C-II ... Financial result of the Endowment Assur-
A ance Section. - :
Statement C-111 ..~ Financial result of the Monthly Allowance
e e TN Section.
Statement D-I © = ... Showing the number of policies in the Pakistan

Posts :nd Telegraphs Department only, .
which have been discharged or closed
during the official vear- and which are

A active on the 3ist March. §

Statement D-1I ... Showing the outstanding liabilities of the

Fund on the Policies which have become
claims but have not been paid during the
financial year.

Nore—Copies of statements C-1, C-II and C-III are also sent to the Actuary
to the Government of Pakistan zalong with the valuation statements mentioned
in Article 36. : :

 49. Statement A-1 is prepared separalely for each of the several
Departments from the Policy Register, Broadsheet of Premia realised,
and Broadsheet of charges, and shows the following details :—

~ (a) Number of lives assured.

(b) Amount insured. _ : T

(c) fA.l'rlour}xt received as premia ' including “fines and medical
ees. :

(d) Amount of claims met separately under Lifé Insurance
(whole life) and Life Insurance (Limited period) and also
under Endowment Assurance heads; a grant total is given

at the end. The cost of establishment and stationery is also
shown here.
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The total under each sub-head is compared with the totals of the

previous year’s statement and the difference is shown under increase
or decrease, as the case may be.

50. Statement A-I] is prepared se%arately for each Department
from the Register of Contracts issued, egister of Subscriptions realised
and Broadsheet of Charges and includes the {cllowing details : —

(a) Amount of subscription realised.

(b) Claims met and cost of establishment, . stationery and
printing. 3
The details are shown separately for immediate and deferred
monthly allowances and the grand total is struck at the end. The total
under each sub-head is compared with the total of the last year's
statement, the difference being shown under increase or decrease.

S1. Statement B is compiled from the Issue Register and also from
_the Lapse, Surrender and Payment Registers.
It _shows the following details :—
Balance of the previous year.
issue during the year.
Discharge during the year akaeath -

by matunty
Balance at the close of the year.

The number and arhount under Life Insurance, “Endowment

ce and Monthly Allowance Contracts are shown separately.
The number and amount of lapse, cancagllation, surrender and pay-
ment of policies are also shown separately. The amount of bonus paid
" is alsa shown ‘separately under payment of policies.
- 52. Statement C-I (Life Insurance) is prepared from the Broad-
sheet of Premia Realised, Broadsheet of Charge. and Interest Register,
and shows the. following details -

Receipts L
Balance on 1st April.
ia realised during the year.
Fines realised during the year,
Medical fees realised during the year.

Total Receipts
Payments
Life Insurance Policies paid.
Surrender value paid.
ical fees paid.

efund. 2
Refund of Medical Fees.
Postal establishment inckuding printing, ete.

Total Payments

Interest on balance.
Balance ,on 31st-March.

Deduct

-Td—d—--Reserve value of converted policies.

s

4~
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Statement C-II (Endowmt.;nt Assurance) is prepared in the same
way as C-L
53. Statement C-III (Monthly Allowance) is prepared from the
Broadsheet of Subscriptions, Broadsheet of Charges and Interest
Register and shows the following details :—
Receipts—
Balance on Ist April.
> Subscriptions realised during the year.
Amount paid in lump for purchase of immediate Monthly

Allowance.
Fines realised during the year.
Total
Payments—

Allowance paid.

Surrender value paid

Refund of subscription. 13

Postal establishment including printing, ete . .
Total ;

Interest on balance.

Balance on 31st March.

54. Statements D-I an@® D-II are compiled from the several registers
of policies paid, surregdered, lapsed and cancelled, after classifying
them accerding-to+the ‘Departments to which the insurants belong.

55. A statement showing the particulars of policies converted
during the month from one class to another with copies of the memo- -
yanda of calculation, is sent monthly to the Actuary to the Government
of Pakistan for the calculation of reserve value.

Actuarial Valuation of the Fund

56. To enable the Government Actuary to conduct the periodical
Valuation and Mortality Investigation of the Fund, the following
statements fo- each quinquennium are prepared and furnished to him
after the close of the accounts for each year of the quinquennium:—

(a) Summary of policies showing the variations and the number
: and sum assured exposed to risk at each attained age in the
year ending 31st March. ;
(b) Consolidated statement showing the number and sum
assured exposed to risk at each attained age on the 3lst
March and the number and sum assured of policies under
. “claims by death, extracted from statement No. A-L

(c) Statement showing the particulars of monthly allowance

: contracts as they stand on the 31st March of the year.
(d) Copies of annual statements C-1, C-II and C-III (vide Note to

. ° Article 48). - ; :

To avoid delay at the end of the quinquennium it is essential that the
statements for each year should be prepared and submitted to the Actu-
ary a$ soon as possible after the close of the accounts for the year.

b -
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Note—The following two additional Slalements are sent to the Actuary at
the end of the quinquennium :—

(1) Particulars of policies which became claims either by death or

‘survivance since the establishment of the Fund down to 31st March
gndmg the quinquennium but which  will remain unpaid on that
ate.

11} Farticulars of policies forfeited under Rule 49 of the Postal Insur-
ance Rules, since the establishmept of the Fund, the surrender
values of which have not been claimed and paid during the. period

and the number of policies which became
claims by d2ath. There is a special column “ Policies exposed to risk "
showing the nuraber zrd sum ‘ assured, each of the ;ub-columns
“number” and “sum assured” being filled up by adding half the
number and sum of assured policies  issued, {o the balance of the
previous xear and deducting therefrom half the number and sum
assured of policies discharged excepl by death. The statement
required to be sent to the-Actuary is prepared [rom the particulars of
the Primary and Secondary Staterents. The va:ious processes
lezding up to th2 jinal statements are given in Articles 38 to 64. :
" 38 Veluation cards in Form No. A G.P.T-170, ore for each policy,
bearing necessary important particulars are prepared bv the issue
group while issuing policies. They are collegted together for+ each
official year in the valuation group. r :

60. The card:, v¢ arranged are then re-sorted according to the
vaiustion years of birth angd entered in that order in the . primary
statements of policies issued, in which the iollowing particulars are
given :— o 7 o 2

(a) The number of the policy.
(b} The monthly premium.
{¢) Amount of sum assured. = E

The totals of amounts under heads (b) »nd (c) are then struck.

61. To prepare the Primary Statements of policies discharged, the
aluation’ cards relating to policies that have matured, been surren-
iered, cancelled or forfeited, are picked out from the sorted bundles
f previous years. The necessary entries in respect of date and mode
f exit (V.Y.0.B) and quinguennial bonuses of. each of the policies
e then noted in the valuation cards, The Primary Statement of
volicies discharged showing the particulars of discharge, viz., by death,
raturity, surrender, conversion or lapse to Government is then

prepared with the help of the sorted cards 2

62. From the total of the Primery Statements of the policies
lssued are prepaved the Secondary Statements of active policies called
“ Addition Statements” in which are recorded in total numbers,  the
Particulars of policies issued during the vear, the policies affected by
conversion and also the policies which have been revived during the
vear,
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63. The Secondary Statements of discharged policies called * the

Deduction Statements” are similarly prepared from the totals of the
Primary Statements of discharged policies under different heads, v:z,

maturity,

surrender, forleiture. conversion, etc. -

64 The particulars of policies in force at the beginning of the vear,
the additions and deductions during the vear as per Additon and
Deduction Statemen(s and the policies which became claims by death
and the balances thus arrived at the erd of the year are then entered
in the fnal statements The column * policies exposed to risk”™ :s
then fili=d up from the entries in the previous columns.

65. Cn receipt of the repor! of the Actuary regarding the valuation
of the Fund at the end.of the quinquennium, the Governor-General
will issue orders sanctioning the rates of bonus and interim bonus, if
any, for eazn branch of the Fund. As soon as orders of the Governor-
‘Gene:al are received, the bonus due on each policy is calculated and
intimated under the signature of the Gazetted Officer lo the party con-
cerned under a printed letter (Form A. G. P. T. i71) on receipt of a
requisiticr. from him. The sheet on which the calculations are made with
the initials of the auditor and Accountant who checked the calculations
will be filled in the personal case of the insurant.

NoTe.—In calculating the bonus, All fractions of a rupee,should be omitted.

"66. Dcleted.

Preparation of Financial and Statistical Statements for the Actuary

to the Government of Pakistan

67. Under the Lile Insurance Company's Act (Act VI of 1212} the
following Financial and Statistical Statements are required to be sent
to the Actuary to the Government of Pakistan in March every

vear :—

1)

Revenue Account of the Past Office Insurance Fund.

(2) Statement showing the number of Policies issued. sum

(3)

(%)

assured and the total amount of premia realised and also
the number, amount and bonus of policies -and the number
and amount of contracts remaining in force on 31st March
of each year.

Statement showing the additions to, and the deductions from,

the number of policies existing on the lst April of each year,

as also the sum assured and the amount of reversionary
onus.

Statement showing the particulars of policies forfeited or °

lapsed in the last -financial year, less those revived, classified

accordiny! to the year in which they were issued.

Nore.—Statement (4) should be prepared separately for Life Insurance and
Endowment Assurance, statements (3) and (4) being sent in four copies.

Progress Report et -

68._A daily progress report should be maintained in Form No.
A. G. P. T.-172 by each of the Auditors in charge of the Audit Groups
and submitted to the Gazetted Officer through the Accountant every

Monday.

Separate reports should be maintained in manuscript for the

Issue, Account, Machine and Review Groups and submitted to the

Gazetted

Officer every Mondav.
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Record Arrengements

70. All forms that are used in the Section are kept in the custody
of a clerk who is also placed in charge of all important cases of the
Section. He is to work under the direct orders of the Senior Account-
ant, as a General Assistant in the Section and to receive and distribute
the dak. Forms of policies and premium receipt books are, however,
kept in the custedy of an Accountant who is required to keep a proper
account of them (in Form No. S. Y.-240) and to verify the balances
annually. .

71. One case will be opened for each insurant, as laid down inr
Note 1 to Article 7 and all correspondence relating to the policy or
policies held by the insurant will be filed in‘it. The cases will be kept.
arranged in racks in the custody of the reference Clerks and will be
supplied by them to the Auditors on requisition. The cases of insurants
whose policies have been closed either by ggyment or by surrender or
{orfeiture are transferred to the Old Records for preservation.

72. Nil



CHAPTER 2—GOVERNMENT SECURITIES

ARTICLE ARTXLE
1. Introductory 13
11. Calculation and Payment of In-
2. Auditor General's  Imprest terest on Securities and Invest-
and Purchase and Sale of Secu- -~ ment Cerufcates ... "y
rities through the State Bank
of Pakistan,.. 75 1. Payment, of sale-penceeds of
Securities and Interest accrued
3. Purchase of Secunuss 85 . thercon after the death of a de-
: positor ... 124
4. Exchange of ime<iment Cer-
ficates for Securites 92 13. Receipt and Disposal of Secu-
Tiliey y 127
5. Safe Custody and Delivery of !
Securities ... 94 '14. Intermediate Day Book . 131
6. Sale of Securities and Investment 15. Stock Day Book = 132
Certificates 97
2 116. Monthly Reconcilation  of
7. Repayment of S:curities on ! purchase, sale and imerest on
maturity and maintanance of Securities ... 136
general Ledger Accounts 103 .
17. Half-yearly verifiauon of
8. Maintenance of Sacurity- balances in D:posrrors’ Ac-
holders® accounts 106 counts : 38
9. Check over the annual limit of 1 18. Annual adjustment of gain or
investment  in Government | Joss on Government Securities
Securities purchased through f transactions and of interest
Post Office o 109 on the daily balance of im- ~ » -
' i prest s 138-A.
10. S=curity Deposits ... 112 i 19, Statistical Returns and Pu
: = { lication of Accounis 139
K Introductory

i3. To facilitate the investment of Savings Bank depcsits, in
Government Securities, wne Pakistan Post Office, acting as Agent to
the Government ot Pakistan, undertakes the purchase, sale and sa‘e
custody of Government Securities on behalf of Savings Bank
depositors. Such transactions are pegulated in accordance with the
Indian Securities Act (Act X of 1920) and subsidiary rules made there-
under by the Governor-General—both of which will be found in the
Government Securities Manual. Rules regarding such transactions,
for the guidance of investors are published in the Sub-section
“Investments ” in Section VI of the Post and Telegraph Guide. Detailed
rules of procedure to be followed in Pakistan Post Offices will be found
in Chapter 8 of the Posts and Telegraphs Manual, Volume VI (Post
Office). : ;

Note.—The_Securities Act (X of 1920) does not recognise any Trusteeship
in Government Promissory Notes. These Notes are regarded as the property of
the person in whose name they stand issued or endorsed and these endorsements
are considered valid so long as the Notes have been dealt with under the pro-
visions of the law and rules framed-thereunder. As Government Securities
held in the custody of the Auditor General stand in his own name, he may use
his own discretion on the merits of each case, apart from the provisions of
Sfec\in‘.ties act or the rules issued thereunder, in making endorsements in favour
of claaimants, X

74. The . Auditor-General exercises the same authority in respect
of the audit of Government Security transactions as in the case of

27
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Savings Bank transactions (vide Article 270). The Rules issued by
the Auditor-General governing the submission of acaounts to the

Audit Office in respect of transactions in Government Securities and the °

maintenance of initia] accounts from which the accounts so rendeéred are
compiled, wiil be found in the Posts and Telegraphs Manual, Volume VI
(Post Office). The audit and accounts work in connection with Govern-
ment Securities is conducted by the Accountant-General, East Bengal,
Posts and Telegraphs Branch, Dacca on behalf of the Auditor-General.

Auditor General's Imprest and Purchase
and Sale of Securities through the State Bank of Pakistan

75. An imprest of Government Promissory Notes of the nominal
value of Rupees one lac in various Government of Pakistan Loans is held
by the Auditor-General. Out of this imprest Government Securities
are sold to the Savings Bank depositors and into it are absorbed the
securities sold by them. Transactions which cannot be effected through
thé imprest withcut reducing the balance in any loan to a negative figure
or increasing the total imprest beyond the limit of one lac should always
be effected through the State Bank of Pakistan. B

In order to keep a watch over the state of the imprest, the fluctua-
tions of the Government Securities market and the gain or loss arising
<ut of the daily transactions, the following registers are maintained in
the Government Security Section :—

(1) Register for controlling the imprest and sales and p;.z_rchases
(Form No. A.G.P. T+200). R

(Form No. A.G.P.T-201)..

(3) Imprest Register showing Profit and Loss (Form No.
A.G.P.T-202). :

76. In the register in form No. A.G.P.T-200 will be posted the
individual amounts of each application for purchase and .sale of securi-
ties in the wvarious loans and bonds received on the day and the
Gazetted Officer’s orders will-be obtained in respect of each application
as to whether transaction should be effected through the imprest or the
Bank. The balance of imprest at the end of the day, which is arrived
at by adding to or deducting from the previous day’s balance the net
result of the day’s transactions, is also shown therein. The average
cost per cent. of the balance of the imprest as worked out in the register

(2) Imprest Register showing daily average cost of Securities-

referred to in Article 77 is then noted in the appropriate column of this’

register.: ' -/ B | -

- The register is placed daily before the Gazetted Officer-in-charge
of the section who will note his orders for replenishing or reducing the
stock in the columns provided for the purpose. The register should be
submitted to the Accountant-General by the 10th of the following
month.

77. The register in Form No. A G. P. T-201 is maintained for the
purpose of working out the average cost per cent. of the balance of the
imprest. This is done by adding to the previous day’s balance the

(Chap. 2
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amount of securities purchased either from the Savings Bank deposit-
ars or th-ough the agency or the State Bank of Paxis'an. The average
cost per cent. should be worked out from the purchase transactions
only and the cost of +he imprest to te car-ied forward o ti:g next day
will be the cost of the balance of the imprest a‘ter deducting the
nominal value of the securities sld.

78, Deleted.

9. In order to keep the imprest held by the Auditor Gener:' within
is limit and also to replenish the slocs. Government securities are
purchased and sold through the State Bank of Pakistan. Purchese and
sale of Government Securities on behalf of S B. depositors are also
made through the State Dank of Pakistan when the state of imprest
does not permit oi the transaction being efected through it

80. When Government Securities are to be purchased from the
State Bank of Pakistan for replenishing the imprest or on behalf
oi Savings Bank Devositors. a requisition in Form No. A.G.P T.-23 is
somn to the Bonk On receipt of the Bank's intimation of purchase
together with the securit'es the narticulars of the latter are veriiel and
~tered in the Intermediaie Dav Book (rvide Article 131) and then
transfe.red ta Sinzk w#irer renewal if necessary.’ The second half ©f
the counterinil of ,the intimation of purchase is sent to the Bank in
azknowiedgment  of the securiies received. Whenr tfovermment
Securities are to be sold through the State Bank of Pakistan on
account o' accumulation in the imprest or ou: of the depositors’ holdings
in the Auditer-General's custody, the pariiculars of the securities are
eqtered on the is:ue side of the Stock Dav Boo< and a reouisition in
Form No. A. G. P. T-203A is sent to the Bank along with the Govern-

‘men: Promissyy Notes duly endorsed in its favour. When Govern-
‘ment Securities tendered for sale by a S. B. depositor are to be sold

through the Bank, the Securities tendered after examination by the
Public Dabt Office—ride Article 100—will be sent to the Wa-k duly
endorsed in its faveur along with a requisition in form No. 3. G P T-
203A. On receipt of the Bank’s intimation of sale the -details thereof
are checked. The particulars of the transactions (purchase and sale)
are noted in th= Register of Purchase and Sale of Government Secu-

“rities through the Bank in Form No. A.G.P.T-212 and the entries in

ine register are initialled by the Gazetted Officer on the same day.
The entries are totalled monthly and the total amounts of purchases
and sales are agreed with those shown in the Inward Exchange aecount
of the Accountant-General. East Bengal, Civil, Dacca.

Note—Transactions on behalf of S. B. depositors will be completed within
14 days from the date of receipt of the application or such further period bevond
14 days as may be specified by the investor on his application. If owing to the
absence of sellers or buyers in the market the Bank is unable to effect the
transaction within 14 days, the period within which a transaction should De
completed will be specified on the requisition sent to the Bank.

81. Deleted.
82. Deleted.
_83. Deleted.
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8. The cost of Government Securities purchased through the
State Bank of Pakistan and the sale-proceeds of securities realised
from it are adjusted through the Exchange Account with the Accountant-
General, East Bengal, Civil, Dacca. When the necessary debit or credit
appears in the Exchange Account o! the Accountant General, East Bengal,
Civil. Dacca, the following transfer entries are made in the Government

Security Section :—
(i) In the case of purchase of Government Promissory Notes for
. the imprest— .
Dr.
"Post Office Savings Bank Investment Account :—
{(a) Cost of Government Promissory Notes held in the imprest.

{b) Interest on the imprest of Government Promissory Notes.
' ) Cr.

To . . .
Exchange Account between Civil and Posts and Telegraphs.

Account between Accountant General, East Bengal,. Civil, Dacca,
and the Accountant General, East Bengal, Posts and Telegraphs Branch,

Dacca— .
Items adjustable by Post Office—Misceilaneous.

©  IV—Taxes on Income—other than Corporation Tax. Government
Security Tax.

(ii) In the case of sale of Government Promissory Notes for the
imprest— i

Dr.
Exchange Account between Civil and Posts and Telegraphs.

Arcount between Accountant General, East Bengai. Civil, Dacea, .
and the Accountant General, East Bengal, Posts and Telegraphs Branch,

Dacca—
Items adjustable by Post Office.

Miscellaneous.

- s

Teeden e b DT TR T

" Post Office “Savings Bank Investment Account :—
(a) Cost of Government Promissory Nofes held in the imprest.

(b) Interest on the imprest of Government Promissory Notes.

IV-—Taxes on Income—other than Corporation Tax. Government
Security Tax.
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(iii) In the case of purchase of Government Promissory Notes
for S.B. depositors—

Or. :
Post Office Savings Bank Investment Account—
Net cost of G. P. Notes outside the imprest.

To
Exchange Account between Civil and Posts and Telegraphs—

Account between Accountant General, East Bengal. Civil. Dacca,
and the Accountant General, East Bengal, Posts and Telegraphs Branch.
Daceca—

Items adjusiable by Post Office—Miscellaneous.

(iv) In the case of sale of Government Promissory Notes for
S. B. depositors— d

Dy

Exchange Account between Civil and Posts and Telegraphs—

‘ Account between Accountant General, East Bengal, Civil. Dacca,

and the ‘Accountant General, East Bengal, Posts and Telggraphs Branch,
Dacca— : :

Items adjustable by Post Office—Miscellaneous.

s Br

"To
Post Office Savings Bank Investment Account—
Net cost of G. P. Notes outside the imprest.

Pufchase of Securities

85. All applications for purchase received on a day should be
collected and examined to see whether they are in order. A memo.
of cost in form No. A. G. P. T.-208 should then be attached to each
application which is found to be in order. After instructions to effect
the transaction through the imprest or the Bank according to the
Gazetted Officer's orders—uvide - Article 76—have ~been noted on the
memo. the application should be entered in the register in form No.
A G.P.T.-207, separate sets of pages being used for recording trans-
actions negotiated through the imprest and the Bank. An application
incomplete in any respect should returned to the Postmaster with
form No. A.G.P.T.219 for resubmission after completion, the fact
being noted in the register mentioned above.

All applications should ordinarily be disposed of on the day following
the date of their receipt or on the next day. If the balance at credit
in the Savings Bank account of any investor is less than the cost of the
Securities applied for, the nominal value should be reduced to an




86) GOVERNMENT SECURITIES . [Chap.3 "

- - — - ———

amount which’ would be covered by the balance in the Savings Bank
account, unless the deficit is for a sum not exceeding Rs. 25 in which
‘ca‘e Securities for the amount applied for should be purchased and
the Postmaster instructed to recover the deficit from the depositor at
the time of delivery of the Securities or the receipts for safe custody
therec’. 1If the depositor is unable to make good the deficit, the security
chould be sold and if the transaction resulted in any loss, the loss should
b= made good by the depositor. ‘

Note lL—Investments in any Government loan bearing int:rst at 3% by
mean: of Invesiment Certificates have been discontinued. <

NoTte 2—The check regarding the annual limit of investment admissible to a
depositor under Rule 46 (2) of the Savings Bank Rules should be applied with
reference to the actual date of purchase of Government Securities. The check is
conducted through o running account maintained for the purpose (vide Article

109). *

86. The State Bank of Pakistan furnishes the Accountant General,
daily with a statement showing the mean rates for securities of
dific -ent lozns and bonds. These rates are adopted by the Account-

ant General in dealing with purchase and sale applications, when the.

transactions are negotiated through his imprest. In the case of trans-
actions negotialed through the State Bank of Pakistan the rates at which
thev are actualiy effected by the Bank are adopted. .

In the case of a transaction tc be negotiated through the imprest
the purchase will be effected on the day on which the application is
rece:ved in complete and correct form and the depositor charged at the:
rate for that date as intimated by the State Bank of Pakistan. The
cost of Gevernment 'Securities. interest from the beginning of the half
vear up to the day preceding the date of purchase and income-tax. will
ve ca‘culated and noted on the memo. of cost in form No. A, G. P. T.-
208, a:itached to the application. In the case of Securities nurchased
thr-uge wac imsrest and kevi n safe cus.ody within the ‘*oraight
before the close of the half-vear of cach loan or bond, the interest for
the period from the date of purchase to the end of the half-year less
income-tax should be deducted from the amount o. cost price. These
details should also be noted in the register of applications mentioned
in Artice 33. If the purchase is to be regotiated through the 3ank,

- the procedure laid down in Article 80 will be followed. When the’

memo. of purchase is received from the Bank the details of the cost as
zctualiv charged by the Bank will be noted on the memo. of cost in
form No. A . G.P.T.-208 attached to the application and also in the
register of applications.

NoTe 1.—In the case of securities purchased through the Bank and kept in the

safe custody within the fortnight before the close of the half year of the loan or-

" -.bond or-when interest for previous half years is due on the Securities purchased
through the Bdnk, interest for the full current half year or for the previous hall
vears remaining undrawn less income-tax- will be advised through an Interest
Pavrent Order to the Postmaster. necessary entries being made in the register
of In‘erest Payment Orders. The interest which will be drawn from the Public
Debt Office will be taken to the credit of 'Interest on G. P. Notes due to living

S. B. depositors”.

NoTe 2.-—Applications should not be treated as having been received on a day.

the office is closed under Government Orders. Transactions should be cffected at
the rate for the day on which the office reopens after the holiday or a series of

holidays.

e
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87. If the Government Security is to be kegt in the safe custody of
the Auditor General, a receipt in form No. A.G.P.T.-214 signed by the
Gazetted Officer-in-charge of the Government Security Section under
the date o' purchase of the security and an acknowledgment in form
No. A.G.P.T.-215 should be forwarded to the Postmaster along with
the intimation in form No. A. G. P. T-211, the nominal value of securities
being credited to the deporitor ledzer account under the Gazetted
Officer’s initials. An extract of the intimation should be forwarded to
the Audit Office concerned for necessary action. The cost of securities
inclusive of the amount of accrued interest mentioned in Article 8
should be advised in the intimation to the Postmaster for debit to the
depositor's Savings Bank account. On receipt of the acknowledgment
and the intimation from the Postmaster, the date of receipt should be
noted in the column provided for the purpese in the application register
(vide Article 85) which should be reviewed by the Gazetted Officer
once on the 15th and again on the last day of every month.

Note—When the Accountant General's receipt for securities held in safe
custody is reported to be lost by the depositor, a certificate in lieu thereof mas
be issued in form No. A. G. P. T.-216, the number and date of the original Safe
Custody Receipt being noted thereon, which should be forwarded to the Posi-
master concerned under cover of a forwarding memo. in form No. A G. P. T.-25%
along with an acknowledgment in form No. A. G. P. T.-217. 1f s safe custody
receipt is reported as lost before delivery to the holder, a certificate in lien
thereof be issued only after a proper investigation has been conducted by the
Superintendent of Post Offices concerned and a report clearly establishing thke
loss is received. A note of issue of the certificate should be kept in the ledger
card of the depositor under the initials of the Gazetted Officer. The acknowledg-
ment, when received back (with the depositor's signature in token of receipt of
the certificate) should be filed with the case.

88. If the Government Security is to be delivered to the depositer,
it should be taken out of the Auditor General's stock. The security
should then be charged off on the issue side of the Stock Day Book.
entered in the register of Government Promissory Notes received and
disposed of (Form No, A. G. P. T-242) and endorsed in favour of the
dépozitor under the signature of the Gazetted. Officer-in-charge, care
being taken that the name of the depositor is spelt in strict accordance
with hi: signature on the application and that the words “a minor ” are
added to the name when he is a minor.

Enfacement of Securities for payment of interest at a treasury o7
sub-treasury can be obtained through the Auditor General, provided
the treasury or the sub-treasury is situated in the province ot East,
Bengal, (ride para. 2 of the Government Securities Manual). Enface-
ment at all treasuries can be obtained when the Securities to be
.delivered relate to 3 per cent. Bonds 1941, 4 per cent. Bonds 1943, 5 per
cent.;Loan 194043 and 5 per cent. Income-tax free loan 1945-55 only.
Tn such cases the Securities on being taken out of stock should be

i . entered in the . Day Book (Form No. A. G. P. T-209) and sent to the

Public’ Debt ‘Office’ with a requisition in duplicate in form No. A.G.P.
T.-210- for enfacement for payment of interest at the treasury or subd-
treasury specified by the depositor on his application on receipt of the
Securities from the Public Debt Office, their return should be noted
against the original entries in the Day Book and they should then ke
disposed of in the manner stated above. o
Nore 1.—Delivery of Securities in the form ificates is’ i
;:nly_-in cases re{errerg to in the above .fn.ll:v-pa?x!;:.St ol‘;:( ::Sllﬁcc:;:ss go?r:mmm
5 AG
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Promissory Noles of equivalent value should be taken out of stuck and t-‘ndur:—-.-d
in favour ¢f the Governor-General and forwarded to the Public Debt Ofice with
a requisiti2n in duplicate in form No, A G P T-210 showing : ’

(1) The name of tke depositor.
(2) Address of the dapositor.
(3) Name of the treasury or sub-treasury,

On receipt of the stock certificates from the Public Debt Office, their return
should be noted against the original entries in the Day Book and then charsed

o on the Issue side of the siock Day Bwok of Government Promissory Notes. "

They shouid then be entered on the Receipt side of the stock Day Book of stock
certificates and charged off on the Issue side thereof.

Nore 2 —If the pavment of interest is required at the Public Debt Osfice,
Dacca. no enfacement is necessary,

NotE 3.—~When a Government security is required to be enfaced fur pay-
t of interest in London, the name of the depositor should be endorsed on the
Note and then sent to the Public Debt Office for the issue of a non-transferable
London certificate. A fee of Re. 1 is charged by the Bank on each Note pre-
cented for such enfacement and should be credited by the Postmaster as 2
miscellanevus receipt by recovery from tre depositor by dekit to his Savings
Bank Accoun:t. The Audit OFce should be required to wateq the recover:
which, when traced should be taken to the hcad - Account between Accountant
General. Pakistan Revenues, Karachi. and Accountant General, Posts and Tele-
rraphs Branch concerncd, Items adjustable by Post Office, Misceilancous s

- €

89. The security should be made over to the Record Section, under
receipt, through the Register of Notes received and disposed of (Form
No. A.G.P.T.-242) together with an intimation in Form No. A.G.P. T-
211 and acknowledgment in Form No A. G. P. T--215 for despaich to
the Postmaster. An extract of the intimation in Form No. A.G.P.T-
211 should be forwarded to the Augdit Office concerned for necessary
action. An intimation of purchase to the depositor in” Form No. A. G.
P.T-213 should also be sent through the Postmaster.

90. In cases where the security is delivered to the depositor, both
the cost price of the securitv as weil as the amount of interest (the net
amount after deduction of income-tax where due) accrued on it up to
the day previous to the date of purchase, should be advised in the
intimation to the Postmaster for debit to the depositor's Savings Bank
account.

Note.~—The intimations of purchasc in Form No. A. G. P. T.-211 should. when
received bach from the Postmaster. be filed after their receipt has been noted
in the Register of Applications, Reminders in Form No. A. G. P. T.-221 should
be issued to Postmasters calling for these documents when they are delaved for
more than a fortnight. The deposifors acknowledgment in form No. A, G P. T~
215 when received back should be placed before the Gazetted Officer and filed
after he initials the entries in the Register of Government Promissory Nofes
received and disposed of. .

91. The cost of Government securities purchased by Savings Bank
rlepositors, whether kept in safe custody with the Auditor General or
nurchased and delivered to depositors during a month and the interest
'n such investments are adjusted by means of the following transfer
entry. '

R

A3
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(i) When the purchase is cffected through the imprest—

Dr.
Savings Bank Depesits.

IV—Taxes on Income other than Corporation tax. Government
Security Tax.

To Savings Bank Invesiment Account.

Cost of Government Promissory Notes in the imprest.
Interest on the imprest of Government Promissory Notes.

(i) When the purchase is effected through the Bank.

Savings Bank Deposits.
To
Savings Bank Investment Account.

Net Cost of G. P. Notes outside the imprest.
Exchange of Investment Certificates for Securities

92, The holders of Investmen: Certificates (which represent 3i7¢
Loan of 1863) may sell them or exchange them for complete pieces of
Government Bromissory Noies in accordance with Rules 46(6) and 47
of the rules for tne guidance of Savings Bank depositors, in Section VI
of the Pos: and Telegraph Guide. When an application. in the pre-
scribed form. Jor exchange of one or more investment Certificates having
an aggregate nominal value of not less than Rs. 100 for a complete
Government paper is received it should be seen that the certificates
acccmuvany the aoplication. The nominal value of certificates exchanged
shou'd be chargez off in the Register of Stock of Investment Certificates
under the initials of the Gazetted Officer.

The balance of the nominal value of certificates left after the
exchange should te sold in the usual way (vide Article 101) unless the
depositor desires to have Government securities, which can be purchased
if the balance in his Savings Bank account is sufficient for the purpose.

93. The amount of certificates exchanged should be debited tc the
depositor’s Investment Certificate ledger account under the initials of
the Gazeited Officer. The nominal value of securities, when kept in
safe custody with the Auditor General, should be posted in the ledger
card jnaintained for the depositor (a new card being prepared, if
necessary) and attested by the Gazetted Officer. A receipt in _form
No. A.G.P.T-21%1 should be forwarded to the Postmaster in the
manner described in Article 87. If the securities’ are to be delivered
to the depositor, their nominal value should be charged off on the issue
side of the Stock Day Book and the security sent to the Postmaster in
the manner prescribed in Article 88. The certificates exchanged
should be cancelled under the initials of the Gazetted Officer-in-
charge of the Section. '
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Safe Custody and Delivery of Securities

94. On receipt of an application for the safe custody of securities,
the notes and the application should te examined with reference to
Rule 43 (1) of Savings Banx Rules in Section VI of the Post and Tele-
graph Guide. Any irregularities noticed should be communicated to the
Dsstmaster, if necessary, in Form No: A. G.P.T.-218 and the application
and the securities returned to him for resubmission after completion.
When everything is in order. the securities should be entered in the
Day Book (Form No. A. G. P. T.-209) and sent to the Public Debt Office
with a requisition (in duplicz:e) in Form No. A. G. P. T.-210 for renewal
or examination of the endorsement. re-enfacement at Dacca
Treasury (if necessary) and drawing of arrear interest, if due, on those
securities. On receipt of the securities from the Public Debt Office,
the appiication should be entered in the register maintained in Form
No. A.G.P.T.-22. The date of receipt back of the securities from the
Public Debt Office with their nominal value should be noted against
the original entry in the Day Book. Tre particulars of the securities
should also be entered in ine Intermed:ate Day Book and then trans-
ferred to the Stock Dav Bookx. A receipt for the securities should be
made out in Form No. A.G P.T.-214 and forwarded under a covering
letter (Form No. A.G.P.T.-223) to the Postmaster for delivery ito the
depositor, togeiher with an advice of interest. less incdme-tax at the
prescribed rate. for credit to his Savings Bank account, if any interest
is due on the securities tendered for safe custody. If the depositor has
already some holdings in the same kind of securities in the custody of
the Auditor General, the nominal value of securities tendered for saie
custody should be noted in the ledger card maintained for him, other-
wise a new account should be opened in the ledger card in which the
securities should be entered. The entries in the ledger card should be
made under the date on which the application is received complete in
all respects from the Postmaster and attested bv the Gazetted Officer-in-
charge of the Section. The register in Form No. A. G. P. T.-222 should
be reviewed bv the Gazetted Officer on the 15th of each month.

Note 1.—Securities belonging to deceased deposilors may be kept in custody
through the account of the person to whom they are to be delivered, if he desires
them to be so kept. Even if the securities are taken delivery of and subsequently
tendered by him for safe custody, they may be accepted.

Nore 2.—When Government Securities are endorsed by the Auditor General
in favour of a minor and are re-endorsed by him in favour of the Auditor
General after his attaining majority, an affidavit should be obtained to that effect
from one of his relatives in suoport of the endorsement. In such cases, it is not
necessary that securities should first be renewed.

Nore 3.—Payment orders for the full half year's imferest less income-tax
should be issued along with the safe custody receiots when the securities are
;;ndlered for safe custody within a fortnight before the close of the half-year of

e loan con

95. Deleted.

96. When an application is received from a depositor for delivery of
a Government Security out of custody, it shou'd be seen that the safe
custody receipt accompanies it. It should also be ° ascertained by
reference to the Government Security ledger card that the security is
within the balance of the depositor's holaings. _A security of the same
nominal value and of the same loan or hond a; that held by the
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depositor should then be taken out of the Auditor General's k
The security should be charged off on the issue side of.the Stc  Jay

Book, necessary entry being made in the register maintained i iorm

A G. P. T-224 and then entered in the register of Government. Securi-

ties received and disposed of maintained in Form No. A. G.P.T-242
and endorsed in favour of the depositor under the signature of the
Gazetted Officer-in-charge of the Section. The, nominal value of the
security should be debited to the depositors ledger card under the
initials of the Gazelted Officer and forwarded to the Postmaster with
a covering letter (Form No. A. G. P. T.-225) and an acknowledgment in
form No. A.G.P.T-215 for delivery to the depositor. The acknow-
ledgment when received back should be placed before the Gazetted
Officer and filed after he has initialled the entries in the register of
Government Security received and disposed of. Reminders should be
issued when acknowledgments are not received back within 2 fortnight
from the issue of the securities. The register in form No. A.G.P.T-
994 should be reviewed by the Gazetted Officer on the 15th of each month

Nore 1.—The conditions and procedure laid down in the sub-paragraph of
Article 88 and the Notes {hereunder apply also in the case of delivery of securities
out of Auditor General's custody.

Note 2—In the case of securities delivered out of custody within a fortnight
before the close of the half-year the amount of full half-years interest less

income-tax shoula be advised to the Postmasler for debit to the depositor’s
Savings Bank account under intimation to the Audit Office concerned.

Sale of Government Securities and Investment Certificates

97. All applications for sale received on a day will be collected and

_examined to see that they are in order with reference to Rule 47 of the

Savings Bank Depositors’ Rules in Section VI of the Post and Telegraph
Guide. In the case of a sale from sate custody it will also be seen that
the safe custody receipt accompanies the application and that the nomi-
nal value of the securities 10 be sold is within the amount held for the
depositor by consulting his ledger card. Any irregularity noticed
should be intimated to the Postmaster by means of objection memo.
in form No. A G. P.T-219 and the documents returned to him for
resubmission after completion, A memo. of cost in form No. A. G.P.T-
208 will be attached to each application. found to be in order and aiter
instructions to effect the sale through the imprest or the Bank according
to the Gazetted Officer’s orders have been noted on the memo.—vide
Article 76—the application will be entered in the register maintained
in form No. A.G.P. T.-207, separate sets of pages being used for

- _recording transactions m:%otiated through the imprest and the Bank

ATl ‘applications “for sale -should ordinarily be disposed of on the day .
following the date of their receipt in the section or on the next day.

Ll

- 98. In the case of sale of securities held in the safe custody negot-
jated through the imprest the ‘transaction is effected on the . day on
which the application is received in' complete and correct form.  The
sale-proceeds will be calculated at the mean rate for that date as
intimated by the State Bank of Pakistan—vide Article 86—and interest
less income-tax allowed up to the day preceling the date of sale. The
details of the proceed; will be noted on the memo in form No. AGP
T ANG atimebnd ta the annlination T8 the eale is effected within the
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Lortnight before the close of the haif vear of the loan or bond the net
saie proceeds will e calculated after deducting the amount of interest

from the date of sale to the end of the half vear. When the sale is to

be effected through the Bank the procedure laid down in Article 80 will
bz followed. On receipt of the memo. of sale from the Bank the details
of the sale-proceeds as actwiily shown in the Bank's memo. wili be noted
on the memo. in form No, A. G. P. T-203 at'ached to the application.
In every case ihe details of sale-procceds awil!l be moted in the register
of appli.ations referred to in Artic’e 97. The =ominal value of secur-
ties soid will be posted in red ink in the ledger card of the depositor
under the initials of the Gazetted Officer. :

Nore —Nute 2 below Article 36 als applies in the case of transacti=n: of
sale of Seccurities.

9. An iniimation of sale in Forra No. A G. P, T-237 shouid be
sent to the Postmaster advising him of the sale-vroseeds and of any in-
ierest accrued on the securities during the current nalf-vear up to the day
preceding the date of sale less income-tax for credi: to the depositor’s
Savings Bank account. At the same time, an ex:ract of the intimation
sheuld be sent to the Audit Office concerned for recessagy action. The
particulars of sale-proceeds and interest less income-tax thould also be
intimated to the depositor through the Postmaster in Form No. A..G.

P.T-213. The receipt sent with the application for sale "should be

cidncelled under the initials of the Gazetted Officer and filed 1with the
application. If the securities sold form part of an investment held on
Lehalf of a depositor, a revised receipt in form No. A. G.P.T-214 for
the balance still remaining in the custody of the Auditor General should
be sent along with the intimation of sale to the Postmaster for delivery
to the depositor. On receipt of the intimatiorn from the Postmaster
with 2 ecertificate of credit.to the depositor’s Savings Bank account, the

date of receipt should be noted in the column provided for the purpose-

in the register of applications which should be reviewed by the Gazetted
Ofcer once on the 15th and again on the jast day of everv month.

Note.—In the case of securifies sold through the Bank within the fortnight
beisre the close of the half year the following procedure should be followed : —

If an lnterest Pavment Order has been prepared out not issued it will be
canceiled. In the case where an . P. O. has already been issued the net amount
of the I. P. O. will be deducted from the net amount of sale-proceeds intimated
by the Bank and the balance only will be advised to the Postmaster for credit
to the Hepositor’s S. B. account. The income-tax deduction certificate already
issued will be called for and cancelled. Deduct entries under S. B. deposits and
income-fax will be made in_the L P. O. register with a remark that the Securities
have been sold through tH# Bank. A remark to the nffeet that this has been
done and the net amount of the 1. P. O. wil] alen be noted on the memo. in form
No. A, G. P. T.-208 attached to the application. In the intimation of sale sent
to the Audit Office concerned a semark will be made to the effect that the net-
amount of sale-proceeds as per Bank’s memo. will be posted as credit to the
depositor’s S. B. account and that the net amount of the I. P. O. will be posted’
as deduction from credit under S. B. deposits as it represents write back of net
interest advised.

100. In the case of security tendered for sale the particulars of the-

security should be entered in the Day Book (Form No. A, G. P. T.-209)
and the scrip ssnt to.the Public Debt Office for examination of endorse-
ment and re-enifacement at the Dacca Treaciiry and Armsice of -ooons

g

A
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interest if due, or renewal, with a requisition in Form No. A.G. P 9.
If it is return:d under objection by ine Public Deb: Office, the iric: :ar-
ities should be removed in communication with the Postmasters (Form
A G. P. T-218) and the Security sent again to the Public Debt Office.
When the security is received back after examination or renewal, the
sale should be effected if the transaction is to be negotiaied through the
imprest at the rate for the day on which the application is received T¥
taking the security into the Auditor General's imprest. the security
being transferred to the stock through the Intermediate Day Boocx
When the securities are to be soid through the Bank the procedure laid
down in Article 80 regarding sale will be followed. The sale-proceecs
choula be noted on the memo. in form No. A. G. P. T-208 attached to tze
application. An intimation of sale in Form No. A.G.P.T-237 should ke
sent to the Postimaster advising him the cale-proceeds together WwEsh
accrued inierest—less income-tax for credit to the depositor’s account.
Ar intimasion should also be sent 10 the depositor througn ‘ne Postmas:=r
in Form A.GP.T.-213. 'An extract of intimation should be sent, at the
same time, to the Audit Office concerned for necessary action,

101. When an Investment Certificate is received with an application
for sa'e, thc procedure detailed in Articles 97 to 99 dealing with the sale
of securities should generally be followed with the distinction that the
amount of sale-proceeds is communicated to the Postmaster in Form
No. A.GP.T.-240 for credit to depositor’s Savings Bank Account. As the
jssue o. Investment Certificates has been discontinued vide Note (1)
belcw Article 85, sale of these certificates should strictly be effected
according to the terms laid down in Rule 46 (6) and Rule 47 (1) of the
Savirgs Bani Rules in Section VI of the Post and Telezraph Guide.

102. When Gevernment securities are sold by depositors, the amo:
is credited o “ Savings Bank Deposits ” by debit to ' Post Office Savings
Bank Investment Account”. “Cost of Government Promissory Notes in
the imprest and interest on the imprest of Government Promissory
Notes ” or “ Net cost of G. P. Notes outside the imprest” according as :he
<ale is effected through the imprest or the Bank, in the case ol sale of
[nvestment Certificates, the detailed heads of account affected are ‘ Cost
of Investment Certificates held in the lmprest’ and ‘Intérest on ire
Imprest of Investment Certificates’.

:nt

Repayment of Securities on maturity ar;d maintenance of General
: Ledger Accounts

103. Government securities held in the custody of the Auditor
Genera’ on behalf of Savings Bank -depositors are repavable through the
Post Office on maturity. A lst showing names of holders of Safe
Custody acknowledgments, numbers of their Savings Bank accounts and
the nominal value of securities is prepared by the Government Security
Section in duplicate and sent to each Head Post Office a fortnight before
the date of maturity. On receipt of the duplicate copy of the list it
should be seen that all the items have been initialled by the Postmaster
in token of his having checked them. In the case of accounts transferred
to other Post Offices, Supplemental lists should be prepared in duplicate
and sent to the Postmasters concerned. As regards Safe Custody receipts
which have been discharged by the Post Office, a schedule of payments
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of securities supported by discharged Safe Custody receipts should be
forwarded by Postmasters to the Government Security Section, a copy
thereof being also sent to the Audit Office concerned along with the cash
account rendered by them. The entries in the schedule of payments
"should be carefiilly checked and any irregularity noticed therein should
forthwith be reported to the Postmaster in form No. A.G.P.T.-220. Any
discharge irregularly effected by the Post Office :hould be entered in a
register which should be reviewed by the Gazetted Officer on the 25th
of the following month Further action in respect of each irregularity
detected should be noted in the register. The nominal value of Securities
discharged should be debited to the depositor’s ledger card and the date
of discharge noted in the duplicate copy of the list of holders. The Safe
Custody receipts should be cancelled under the initials of the Gazetted
Officer and the entry in the ledger card attested by him.

A subsidiary General Ledger Account in respect of each matured
loan is maintained in the name of Auditor General by the Public Debt
Office. On the maturity of a loan, the consolidated stock certificate held

by the Auditor General in that loan should be surrendered to the Public -

Debt Office for cancellation and credit of the vaiue to the subsidiary
General Ledger Account in respect of the expired lean.

Half-vearly statement showing the balance outstandjr'ng at the end of
each half-year in respect of each expired loan will be furnished to the
Accountant General, East Bengal, Posts and Telegraphs * Branch, Dacca.

v the FPublic Debt Office. TFhese balances should be verified in the

manner indicated in Note 1 below Article 105.

104. Discharged Safe Custody receipts should be examined in audit
with reference to the following points :(—

(1) Every adult depositor should himself sign the discharge of
securities matured for re-payment. If discharze is effected by
an agent on behalf of any depositor on the strength of a general
power of attorney. the document should be carefully examined
by the Postmaster and the fact noted against the signature of
the agent. The thumb impression of an illiterate depositor
should be attested by a witness who is known to the Post Office
but not himself a postal official. this fact being certified by rthe
Postmaster on the surrendered Safe Custody Receipt. The
ex-minor’s signature on the Safe Custody acknowledgment
should also be attested in the manner mentioned above,

(2) In the case of a security deposit zccount, the Postmaster should
certify against the signature of the pledgee on the Safe Custody
acknowledgment that the signatory, is the pledgee,

(3) In the case of securities held on behalf of a minor or a lunatic
or any depositor incapable of managing his own affairs : —

(i) When the value of Securities does not exceed Rs. 5,000 :—

(a) The father or the widowed mother should sign the dis-
charge, the relationship of the signatory being certified by
the Postmaster.

(b) When the holder of the Securities and his father or the
widowed mother ordinarily reside at a place other than
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where the depositor's Savings Bank account stands, the
acquittance signed by that :ather or the widowed mother
should be accepted on the production of a certificate of
identizy signed by any Magistrate. The certificate should
be attached to the Safe Cu-'od\ zckhowledgment surren-
dered by the depositor.

(¢) Discharge by a person other than the father or the widowed
mother should be accepted on preduction of a certificate
from the District Magistrate to the effect that the person
is the actual guardian of the holder of the securities. In
the case of minor degositors, an authority for payment
from the Postmaster General is necessary. The cerlificate
should alwavs accompany the discharged Safe Custody
raceipls,

(it) When the value of Securities exceeds Rs. 5.000 : —

(a) In the case of a minor depositor payment should only be
mail2 under the orders of the Postmaster General to the
legal guardian.

(b) In the case of a lunatic or any person incapable of manag-
ing his own affairs. pavment s ould not be made unless
and untd the applicant has'* produced evidence to the
satisfaction of the Auditor General that he is the actual
guardian of such person. Such evidence should be
attached to Safe Custody acknowledgments forwarded to
the " Government Security Section of the office of the
Accountant General, East Bengal, Posts and Telegraphs
Branch, Dacca, before payment.

(4) The acquittance given by the applicant for discharge oi.
securities belonging to a deceased depositor should be
accepted on the authority of the Postmaster General recog
nising the apwlicant’s title to the Securities. The Postmaster
General's authority should be attached to discharged Safe
Custody receipts.

105. Each Audit Office furnishes a monthly statement of Securities
discharged to the Government Security Section, so as to reach it by the
14th of the month following that to which the transactions relate. The
figures for discharge reported by the Postmasters in their schedule of pay-
ments are reconciled with those communicated by the Audit Officer. Any
difference between these two sets of figures will be placed under esther
of the suspense heads “ Advances Recoverable—Excess Debit on account
of Discharge of Loan ™ or “ Deposits—short Debit on account of Discharge
of Loan” and cleared by correspondence with the Audit Office., The
reconciliation register should be submitted for the Gazetted Officer’s

. review on the 25th of the following month.

Payments on account of the discharge value of Securities; appearing
in the cash accounts, should be taken by the Audit Office concerned to
the head “ Account Current between Civil and Posts and Telegraphs :

. Account between Accountant General, Pakistan Revenues, Karachi,
and Accountant General, Posls and Telegraphs Branch concerned :

Nicahamma af T aa.. Ii7™ l
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The actual amount of securities discharged and the debits passed un
to the Accountant (General, Pakistan Revenues, Karachi, through the
Exchange Accounts of the Accountant General, Posts and Telegraphs
Branch concerned (copies of which are furnished to Government Security ¢
Section bv the Actountant General. Posts and Telegraphs Branch
concerned). should be agreed every three months. 'The amount of
securities discharged during the period should then be intimated to the
P. D. G. for debiting the respective subsidiary General Ledger Account.
Note 1--One page at the end of the Stock Day Book should be set apart
for showing the balance of undischarged securities held by the Auditor General .
through tae subsidiary General Ledger Accounts. When a stock certificate of a
matured loan is sent to the Public Debt Office for cancellation the amount should
be entered in the appropriatc column and the amount of the securities g!nscharged
should be deducted therefrom at the time of sending the quarterly intimation to
the Public Debt Office. The balance should be agreed with the corresponding
amount of outstanding securities shewn in the half-vearly statement received
Yrom the Public Debt Office. ’
Note 2.—Discharged Stock Certificates (vide paragraph 70 of the Govern-
ment Securities Manual) received with the monthly statement of discharged
securities should also be forwarded to the Public Debt Office for cancellation.

aaintenance of Security-Holders Accounts

106. Securitv-holders’ accounts are maintained in loose ledger
sheets (Form No. A.GP.T.-248) which are kepiin securely locked binders i
groused according to each lean and arranced serizlly according to num- :
bers of Savings Bank accounts in cach Post Office under each circle.
Bound 'edgers are also maintained separaiely for Posta! and Teiegraph
emplovees and contractors. :

_Entries in ledger accounts-are made of the following transactions

under the attestation of the Gazetted Officer in Charge of the Sa2ction:— .

(1) Purchase and Safe Custody. ' % .

(2} Tendered for Safe Custody.

(3} Exchange of Investment Certificates for Government Premis-
sorv Notes to be kept in Sale Cuastody.

t4) Delivery out of custody.

(3) Sale of Government Promissory Notes or Investment Certifi-
cates kept in Safe Custody. :

(6) Discharge of Securities.

- 107. Ledger acccunts are opened and pdsted in accordance with the
-~..” following rules .= & ’ ; e : %

(a) The name of the Post Office, the number of the Savings Bank
account and the particulars of the loan in which investment is
made should be properly written in the space provided for
those purposes. ITransactions detailed in article 106 should be

. . noted in proper columns with indications of case-mark in the

' Remarks . column and a balance struck after each transaction

under the initials of the Gazetted Officer in charge of the

Section.

(b) The names of minor depositors should be written in red ink,

. —AAislaw ~f b ospard P eminar ™
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tc) The designation of Departmental emplevoes und the nature
of work or contract in the case of centractors, skeuid be
entered in their accoun:s along with 1he official  des: =nation
of the Ofticers through whom the securitios are roceivel

In the casc of securitics purchased through  sceurity 2epos::
accounts, the words “Securitv  deposit * and the des

ta :
o | {0 hot
of the Officer to whom the Securities are pledged s7..uld he
neied in red ink in the ledger carnlds.

tv) When a certificate of exemption from or abatement of ‘ncome
tax is produced bv a devositor a note thereof should re Kep:
on the respective icdger “cards and the entries dulv z-iested
by the Accountant.

108. A transfer register should be maintained in form No. 4. G, P.
T.-243 scvarately for cach Postal Circle ard in resgect of cach Lan o
Bornd or Invesiment Certiticate. Transfers of seeurity-hoiders zooounis
from one Post Office to another intimated through supplemental :-:ares:
Payment Ovders. intimations from Fost Offices. sale or deliver appli-
cations {rom Investors. should be roted in the register after carrying ous
recessary corrections in the names of Post Offices and num-ors oF
Savings Bank accounts in the ledger cards. Cases of corrections i1 ihe
numbers of Savings Bank accounts due to attainment of majoriiv by
mingr depositors and transfer of securities frofn Savings Bank Accounts

.‘of deceased deoosifors to those of recognised claimants should :ziso be
noted in the rezister and necessary corrections made also in iedger cards
Transfers of Security-holders' accounts affecting Post Offices in two differ-
ent postal circles .should be noted in the register of the transierring
circle. The shifting of-cards to proper binders for the disposal of iteme
noted in all the transfer registers should be undertaken -vithou ans
avoidable delay in the presence of an Accou:tant who shou!l initizl
item in the transfer register as soon as the particular card or caris s
removed and put in proper binders. The transfer registers shacia be
submitted to the Gazetted Officer for review on the 15th of everv month.

Norte 1.—Ledger cards relaling to Savings Bank Accounts of depositors who

are reported to have died should be removed to separate binders maintainsd for
the purpose.

Note 2.—When the Government Security holdings of individual Savings
Bank depositor are completely sold or delivered and there have been no trans-
actions on their behalf during subsequent three years, the respective cards snould
be removed from the loose leaf Jedgers and fled in a separate binder of ciosed
cards arranged according to Circles and loans. .

Check over the annual limit of investment in Government Securities
purchased through the Post Office.

109. The check over the annual limit of investment, prescribed in Rule
46 of Savings Bank rules in Section VI of the Post and Telegraph Gu:de,
of a Savings Bank depositor in Securities kept in the custody of the
Auditor General is exercised through a running account maintained for
the purpose in Form No. A.G.P.T.-252 in respect of each individual
investor. These cards are kept in cabinets which shou!d be in the charge
of an Accountant. Thev should be arrranged serially according to
numbers of Savings Bank Accounts and Post Ofiices according to each
Postal Circle. SO R !

110. As soon_ as applications for purchase or Q@afa Mucéad.. ¢ o

dam  mans
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Securities Section, a requisition slip in Form No. A. G. P. T.-255 should be
prepared in respect of each application. The cards should then be picked
out from the cabinets the slips being kept in their places. The applications
should be scrutinized by reference to these cards. If it is found that the
annual limit is exceeded by acceplance of the full amount of an applica-
ticn, the excess should be cut down or the application returned to the
Postmaster for modification according as the application is for purchase
or for Safe Custody of Securities tendered with the application. Requisi-
tion slips in form No. A. G. P. T.-225 in respect of applications for sale of
securities, delivery out of custody and repayment on maturity received
on behalf of individual investors, should also be prepared and used for
taking out the cards of respective depositors.

Before th» applications are finallv disposed of, the transastions gshould
be posted in the respective cards maintained for the purpose of exercising
the check over the annual limit, vide Article 109, and the balance of hold-
ings struck therein under the initials of the Accountant. New cards should
be opened in respect of investors having no previous holdings in Safe Cus-
tody with the Auditor General. The cards should then %e replaced in
the cabinets and the requisition slips removed therefrom.

111. When the Savings Bank account of a depositor having some
holdings in Securities, in the custody of the Auditor General is trans-
ferred from one office to another, the total amount of such holdings should
promptly be ascertained by reference to the relative card maintained for
the purpose of exercising the check over the annual limit (vide Article
109). Necessarv corrections of the number of account and of the.namd
of the Post office to which transferred should be carried out in the card
on the authority of the intimation received from the Post Office. The
card should immediately be placed in its proper place in the cabinet of
the Post Office to which the account has been transferred.

Security Deposits

112. Security deposits of Posts and Telegraphs employees and con-
tractors when theyv take the form of Government Securities received in
trust by the Administrative Officers of the Department, in accordance

with the rules in Chapter 20 of the Posts and Telegraphs Initial Account

Code. Volume I. should be dealt with by the Auditor General, as far as
possible, according to the rules laid down in Chapter VIII of the Govern-
ment Securities Manual.

Note 1—One copy of the covering letter received with the Government
Securities tendered for safe custody should be returned duly signed by the
-Gazetted Officer-in-Charge of the Section to the officer tendering the securities.

Note 2—Port Trust. Municipal and City Improvement Trust Debentures
ind securilies issued by Provincial Governments deposited as security are held
in trust by the Auditor General. ;

Calculation and Payment of Interest on Securities and Investment -
Certificates

113. Deleted. '

114. One week before the half-yearly interest on each loan or bond
fallc Ave wnpeanverted Notes from the Stock are forwarded to the Public

L
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received back along with interest -warrants. Stock Certificates are not
required to be so presented but interest warrants in respect of different
classes of securities held in the form of stock cert:ficates are duly
received from the Public Debt OTce on due dates. An intimation of the
amoun: of interest due on different classes of securities converted into
stock certificates is dulv received from the Public Debt Office. On
receipt i th2 interest warrants from the Public Dedt Office, the gross
amount should be checked and the warrants sent to the Public Accounts
Department of the State Bank of Pakistan under cover of a memo. n
Form No. A. G. P. T. 258 for realisation and credit of the amount in the
portion of the Bank's account, under the head * Acctount between
Accouniant Gereral, Pakistan Revenues, Karachi, and Accountant General,
East Bengal, Posts and Telegraphs Branch. Dacca.”

The interest warrants received from the Public Debt Office include
interest on three accounts. namely :—

(1) Government Security held on behalf of Savings Bank depositors,
(?) Security deposits of Postal employees and contractors,
(3) Security deposits of Telegraph ¢mplovees and contractors.

As regards interest on stock certificates. a separate page should be set
apart for each half-year at the end of the Stock Day Book. In the first
column should be entered the degcription of the lgan. in the second
column the due date on which interest accrues during the half-year and
in the third column the amount outstanding on the due date. The date
of despatch of the interest warrants should oe entered in the column for
that particular loan and the entry attested by the Gazetted Officer-in-
Charge of the Section.

Note 1.—To ensure that all interest warrants in respect of Government
Promissory Notes are sent to ite Bank. the amount of interest noted in the Bank's
credit slip :Form No, A. G. 2. T.-238) should be checked with that in column 7
of the Dav book (Form No. A. G. P. T.-209) which should be initialled by the
Gazetted Officer.

Note 2—Pavment of interest on Stock Certificates by Head Post Offices at
headquarters of Pakistan Siates where there are no Civil Treasuries 15 admis-
sible in cases in which the holders of Securities have obtained the stock certifi-
cates from the Public Debt Office in the ordinary way ard only payment of
interest is required to be made at the Post Office.

115. Before the half-yearly interest on any loan or bond falls due, the

gross interest on the holdings of each depositor in that loan or bond,

-income-tax and net interest should be calculated and posted in the proper

columns of the ledger card (Form No. A. G. P. T.-248) with particulars

of the half-year and the number of the interest Payment Order noted

against the Item. Interest on all transactions (purchase, sale, safe

- custody and delivery) effected within a fortnight before the close of the

half-year is adjusted at the time of disg)sal of these applications. Such

transactions should not therefore be taken into account for the purpose
of calculation of half-yearly interests.

interest pavment orders should then be prepared in Form No. A G.
P. T.-228(b) from the iedger cards in triplicate, of which one copy along
with a form of certificate of credit in form A. G. P. T-228(a) and certifi-
cates of deduction of income-tax in form A.G.P.T.-263 should be sent to
each Postmaster under cover of a forwarding letter in Form No. A.G.P.
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T.-228 for credit of the net amount of interest noted therein to the
deposiiors’ accounts. Ci the remaining two copies, one should be sent
‘to *fie Audit Office concerned with a forwarding memo. in Form No.
A.G.P.T.-231 while the other is retained as office copy. These payment
orders should be despatched to Postmasters five davs prior to the close
of the half-vear and to Audit Offices within one week after the close of
the half-year to which they appertain. A manuscript register is main-
tained to effect a reconciliation of the total nominal value in each loan
or bond for every hali-vear on which interest has been advised with the
amount held in stock excluding holdings of deceased depositors in respect
of the said loan or bond. This register.srould be submitied for the
Gazetied Officer’s review 10 dayvs aiter ile issue of Interest Payment
QOraers.

Nore 1.—In the case of an Income Tax free loan the amcunt of interest 1o
be :ntimated should be calculaled withou: deduction of income-tax.

NoTe 2. —In case an intimation of death ¢f a depositor is received from the
Post Office, the fact should be noted in the depositor’s ledger card and the advice
of the half-year’s interest should not be issued. The accumulated interest should
be passcd for payment in cash after receipt of the application from the recognised.
claimant regarding tre disposal of sccurities and the Postmaster General's orders.

116. On receipt of Interest payvment Orders, the Postmaster will, in
the case of accounts transferred to other Post Offices within th2 same
Postal Circle, certifr that necessarv intimations in duplicate readvising
the amounts of interest have been sent :0 Post Offices where those
accounts have been transferred and quotg all particulars thereof in the
space provided fur the purpose below the certificaie. If. however, neces-
sar: particulars have not been furnished b znyv tzansferring Post,Qffice in
the certificate of credit. a reference shou:é be made in Form No. A.G.P.
T.-230(c). A register should be maintaired in Form No. A. G. P. T.-233
wherein the details of those intima:ions siould be recordad to watch the
return of the copies of the intimations meart for the Government Security
Section from the Post Office to which tre accounts are iransferred.

In the case of an account transferred to a Post Office in a different
Circle. the Postmaster will note its partuculars in the space ~provided
bel.w the certificate and a supplemental payment order in form No.
A. G. P. T-229 should be advised by the Government Seurity Section fo
the Post Office where the account has been transferred. A copy of the
supplemental Interest Payment Order is required to be sent to the Audit
Office concerned when amounts of Interest on Government Securities
ad\'ifed therein are finally credited by a Fost Office in a different Postal
Cizcle. ! .

117. Deleted. -

118. When a Muslim depositcr refuses to take interest on Govern-
ment Securities, a proper note should be xept in the ledger card and the
interest as it falls due should be credited to the head * Abstract B-II—
Miscellaneous Revenue—Fees and other Receipts—Other Items”. If,
however, interest is claimed afterwards. it will be allowed with effect from
the month succeeding that in which the application is received.

119. The balance on which interest is payable in respect of Government
Securities held on behalf of a Savings Bank depositor should be checked
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wiiis the depositor’s ledger account beiore mierest is advised io the Pus'-
master for credit to the depositor’s Savings Baak accoun! The Avecuats
tunt should. Exfore issue of the intere.- paymentl ovders. tesi-check a few
item~ 1 the icdger accounts )

12 The interesi pavment  ords
ames i Form No. AL G, P, T-I.2 and asspatched .
uishing number assigned to each Pos: Oftice in a Cirele: . Be
of Interest Pavment Orders. an agreem:nt sho1ld be eifectod Setween the
closing balance of the Government Se.urities on WINCR Inierest for the
penaa in question is  advised and trat of ine preced:ng  haii-vear by
takizs into aceount all transactlions oceur g thereaiier. The despaten
regisier shouid be reviewed by the - ant  seven davs afier the
cluse of the half-vear 1o which the inicres: Paymen: Orders avppertain
and by the Gazetted Officer in Julv a-d Jaruary ecach vear  On receipnt
back. ihe certificates of credit shouid be examined 1 zee if the Post-
masters have certified that necessarv vostings have been made i the
depesitors’ accounis. When such postimis couid not be mads on account
of transiers of accounts within the samz i i

B, DO evseiod tnon redgter

Postal Cireie. it zhould oe scen
that recessary intimations have been furnished to Post G lees where the
accounis have been transferred. In the case of accounis transferred 10
Post Offices in diiferent Postal Ci-cles. supciemental Interest Favmen:
Orders should be prepared in triplicate in Form No. A G. P T.-228 ang
despaiched in the usual way within three davs from the dat2 on which
the certificates are received back. Ir case the certificates of posting
interest are not received back within a fortnight from the date of des-
patch irom the Postmasters, a reminder should be issued in Form No
A G. P. T.-230. When intimations regarding credit of interest to deposit-
ors’ Savings Bank accounts have not been received from ithe Posy Ofice
(within the same Postal Circle) where those accounts have been trans-
ferred, a reminder should be issued in Form No. A. G. P. T.-230 (2) alte: )
a fortnight from the dates of issue of those ‘ntimations.

121; Trust Interest Payment Orders relating to Postal and Telegraph
emplovees and contractors will be made out in Forus Ncs. AGP.T.-234
and 233 varticulars being taken from a register maintained in Form No
A G.P.T-22 aud communicat2d to Heads of Circles and other officers
to whom the Securities are piedged for payment of the amounts to the
parties concerned. five days before the cicse of the half-vear Yo which the
orders relate, so that pavment may be made on the date on which interest
becomes due. The check prescribed in Article 119 should also be exer-
cised before issue of these payment orders. These registers along with
the Despatch Register of Interest Payment Orders mentioned in Article
120 should be revigwed by the Accountant at the time of issue of payment
orders. Such payments appearing in the cash accounts should be taken
by the Audit Office to the head “Trust Interest Account” A list of
these payments should be furnished by each Audit Office to the Govern-
ment Security Section in Form No. A.G.P.T-236.

A broadsheet showing the outstandings under the head “Trust

Interest Account™ should be maintained in manuscript by the Govern-
ment Security Section and reviewed by the Gazetted Officer at the end of
the third month following.

Note.—Income-tax on interest due on the Security investment of Govern-
ment servants and contractors is ealculated at the maximum rate. Commission

is also charged in the case of Securities deposited by the contractarc sekink -
not purcha:ad theaiisk e Ty ~oe e
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122, Deleted.

123. The amount ;af interest (gross) on Government Securiti !
from the Public Debt Office should be adjusted by means of the;ie’gu?:rv:i:g

transfer entry :—
) 7

Dr.

Exchange accouﬁt betwaen Civil and Posts and Telegraphs—Accounts
between Accountant General, East Bengal, Civil, Dacca, and Accountant
General, East Bengal, Posts and Telegraphs Branch, Datca.

Items adjustable by Post Office—

Misce)laneous.

Cr.

To Post Office Savings Bank Investment Account :—

1. Interest on Government Promissory Notes due to living Savings
Bank depositors.

2. Interest on Investment Certificates held by living Savings Bank
depositors. ' ‘

3. Interest on Government Securities held in the Savings Bank
accounts of deceased depositors.

4» Interest on the Imprest of Government Promissory Nofes.

5. Interest on the Imprest of Investment Certificates.

6. Exchange acccunt between Civil and Posts and Telegraphs—
Accounts between Accountant General, East Bengal, Civil,
Dacca, and the Accountant General, East Bengal, Posts and

Telegraphs Branch, Dacca.
Items adjustable by Civil Department.

Miscellaneous.

(Commission deducted from the interest on Government Promissory
Notes.) y
The amount of interest payable to Savings Bank depositors is

credited to “ Savings Bank Deposits ” by debit to the Head “ Post Office
Savings Bank Investment Account™:— B

(a) Interest on Government Promissory Notes due to living Savings -
Bank depositors. .

{b) Interest on Investment certificates held by living Savings Bank
depositors as the case may be. Interest on Government Pro-
missory Notes deposited as Security by Departmental employees
and contractors vide Article 121 is credited to the head “ Trust
Interest Account” by debit to the head “Interest on Govern-
ment Promissory Notes due to living Savings Bank depositors”.
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Payment of Sale-proceeds of Securities and Interest accrued thereon after
the death of a depaositor.

124. Interest on Government securities falling due on or after the date
of death of a depasiter or their sale-proceeds or discharge value should
not be credited to the Savings Bank account of the deceased depositor.
The total amount should be advised to the Postmaster in Form A.G.P.T..
260, 260 (a), 260 (b) as the.case may be for payment in cash to his legal
heir as determined by the Postmaster-General through the Post Office
where the Savings Bank account of the deceased stands open.

Sanctions received for the disposal of securities including Investment
Certificates held by a2 deceased depositor should forthwith be noted in the
register maintained in manuscript as well as in the personal ledger card of
the deceased so that no further interest may be advised for credit to the
Savings Bank account of the deceased depositor. The register should be
submitted to the Gazetted Officer for his review on the first working day
of the following month.

. NoTE—In the case of death of a holder of Government Securities in the
‘safe custody of the Auditor General in the shape of security deposit (but not
through any Savings Bank deposit account) where the conditions laid down in
cladse (2) of rule 38 of the Securities Rules, 1935, are not fulfilled, the Ma.n_adger.
Siate Bank of Pakistan, will determine the claims of the heirs of deceased holders
in accordance with the provisions of Section 19 of the Securities Act (X of 1920)
and clause 1 of rule 38 (ibid).

125. When an intimation of death of any security holder is received.
the date of death and other particulars should be noted in a manusgript
register and the televant card or cards should be shifted to the*deceassd
depositor’s Binders (vide Note 1 below, Article 108) and each entry in the
register should be attested by the Accountant. It should then be examin-
ed to see whether any interest has been advised for credit to his Savings
Bank account after the date of his death. If such credit has been advised,
the Postmaster of the office where the Savings Bank account of the
d-ceased stands open, should at once be addressed in Form No. A. G. P. T-
959 to cance] all such amounts of Interest on Government Securities from
the Savings Bank account of the deceased depositor and a copy of the
letter sent to the Audit Office concerned along with a statement showing
she amount of interest written back in the accounts of the Circle concerned.
Necessary re-adjustments in accounts should promptly be made by
crediting ‘ Post Office Savings Bank Investment Account—Interest on
Government Securities held in the Savings Bank accounts of deceased
depositors ' and debiting ‘ Savings Bank Deposits (deduction from credit)
and IV—Taxes on Income other than Corporation Tax—Government
Secuyity Tax (deduction from credit)”. :

“~When the amunt of interest held ovef arid written back is advised to
the Postmasters for payment in cash to the claimants of the deceased
-depositors, such amount is forthwith adjusted by the Government Security
Section by debit to the head ‘Post Office vings Bank Investment
Account—Interest on Government Securities held in the Savings Bank
accounts of deceased depositors’ and credit to the head ‘FPost Office
Savings Bank Investment Account—Proceeds of Government Securities
sold on behalf of claimants to deceased depositors’ accounts and - IV—
'E??Gcm Income other than Corporation Tax—Government Security Tax'.
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If the sale proceeds of Securities of a holder have been credited to his
account after his death. the Postmaster should at once be addressed to
cancel the credit from the Savings Bank account of the deceased depositor
and a copy of the lefter sent to the Audit Office concerned. Necessary
readjustment in amounts should be effected by crediting ‘Post Office
Savings Bank Investment Account—Proceeds of Government Securities
sold on behalf of claimants to deceased depositors accounts’ and debiting
*Savings Bank Deposits® {deduction from credit).’ '

The proceeds of Securities of a deceased holder sold on the authority
of the Postmaster-General should when advised to the Postmaster for
payment in cash, be credited to “ Post Office Savings Bank Investment
Account—Proceeds of Government Sccurities sold on behalf of claim-
ants to deceased depositors’ account” and " IV—Taxes on Income other
than Corporation Tax—Government Security Tax™ and debited to the
nead “ Post Office Savings Bank Investment Account—cost of Govern-
ment Promissory Notes in the Imprest * and * Interest on the imprest of

- Government Promissory Notes or cost of Investment Certificates held in
the imprest " and “ Interest on the imprest of Investment Certificates”
as the case may be. The proceeds of Securities of a holder who dies
before the issue of =sale intimation to the Postmaster, should not be
advised for credit to the Savings Bank account of the deceased but
should be adjusted as above.

A register should be maintained in ‘'manuscript in which all trans-
actions of write-back of interest on Government Securitips and cash
. payments should be noted to watch payment and correct “adjustrient.
Each entry in the register should be attested by the Accountant-in-Charge.

126. Cash payments on account of sale-proceeds of Government
Securities and interest accruing thereon after the death of a depositor
appearing in the schedule of unclassified payments in the Post Office
accounts should be classified by the Audit Office concerned under the
head “ Savings Bank Investment Accoun*—(1) Proceeds of Government
Securities sold on behalf of claimants to deceased depositor's accounts”.

A statement in Form No. A GP. T.-261 showing the details of cash
payments mentioned in Articles 124 and 125 should be prepared in the
Postal Audit Section of each Audit Office from schedules of unclassified
payments and a consolidated statement for each Postal Circle forwarded
to the Government Security Section by the 25th of the month following
that to which the transactions relate. The number and date of the pay

- order and the detailed head under which the amount has been adjusted
should invariably be quoted against each item.

Receipt and Disposal of Securities

_ 127. All Government Securities received should be carefully
examined and entered in a register of securities received and disposed
of in Form No. A.G.P.T.-242 under the attestation of the Gazetted
Officer in charge of the Section. These securities should be sent to the
Public Debt Office for examination of endorsement or renewal as the cdse
may be, duly entered in the Day Book maintained in Form No. AIG.P.
T.-gos along with a memo. in duplicate in Form No. AG.P.T.-210, Suitable
notes should be recorded against the numbers of those securties in the
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register referred to above. One copy of the memorandum is retained
by the Public Debt Office while. the other will be returned the same day,
duly endorsed, in acknowledgment of the securities. This register s
reviewed by the Gazetted Officer on the 15th of each month.

128. The acknowledgments should be presented at the Public Debt
Office on the due dates noted below :—

(a) Issue of warrant for interest only ... sAfter 7 clear working days.
(b) Renewal, sub-division or consolidation

of Nates ... tAfter 9 clear working days.
(c) Enfacement of a Note. Inland or

Londen ... After 3 clear working days.
(d) Registration of a document ... ° ... After | clear working day.

129. On receipt back of the securities after examination or renewal,
their return should first be noted against the original entries in the Day
Book (Form No. AG.P.T.-209). The securities shoula then be brought
on to the Stock Day Book (vide Article 132) through the Intermediate
Day Book (vide Article 131) under the initials of the Gazetted Officer.

" Gecurities received back with objection memoranda should be returned

to the officers concerned for compliance with the requirements ,of the
Public Debt Office.

Note 1.—Securities tendered for re-enfacement will not be brought on to
the Intermediate Day .Book. They should be returned to the Postmaster direct,
after re-enfacement.

NoTte 2—When Government securities are returned by Postmasters as un-
deliverable, they will be entered in the Stock Book of undelivered securities
maintained in Form A.GP.T.-262. The undelivered Stock is verified by the
Ghzetted Officer Bn the frst working day- of each month. . They will remain 1n
the name of the hdlders until they are requisitioned for by them. The acknow-
ledgment of these securities when delivered to depositors is duly noted in the
register (Form No. A G.P.T.-242) which is reviewed by the Gazetied Officer on
the 15th of every month. ; :

130. ‘When securities are deposited by Departmental employees and
contractors for 12 months or less. or when they are deposited for more
than 12 months but the depositor does not desire to draw interest thereon-
during the period, they should’ remain in the name of the depositor
and be entered in the Intermediate Day Book and transferred to stock
Day Book (Form No. A GPT.-244) on a separate page maintained for
the purpose, vide Articles 131 and 132. The words * No Interest " should
be entered prominently at the top cf the ledger card of the depositor.

Intermediate Day Book
131. In the Intermediate Day Book (Form No. A.GP.T.-243) are
entered all securities (Government Promissory Notes or Stock Certi-
ficates) received:from the State Bank of: Pakistan as well as those re-
ceived from Heads of Circles and other departmental “officers for sale or
safe custody. In the latter case, the Securities are entered in the Inter-
mediate Day Book only after examination of the endorsement or re-
newal. The securities are then transferred to the Stock Day Book (Form

No. A GP.T-241) :

~Save in the fortnights preceding and succeeding the dates on which h—an—
yearly interest on a loan becomes due when two additional days are required.

% If interest also is due. five additional days are necessary.
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Stock Day Book

132. All Government Securities (G. P. Notes and Stock Certifi-
cates) entered in the Intermediate~ Day Book (vide Article 131) are
transferred to the- Stock Day Book which is maintained in Form No.
A G. P. T.-24 separately for Government Promissory Notes and Stock
Certificates. Entries relaling to Securities mentioned in Article 130, ies
Departmental employees and contractors should be made in the receipt

i of the Stock Day Book and when they are re-
turned or sold they should be charged off on the issue side. Each entry
in the Stock Day Book, both on the receipt and issue sides, is attested
by.the Gazetted Officer. The Stock Day Book is balanced monthly.
The closing balances as well as the balance under each loan in the Stock
Dav Book are verified by the Gazetted Officer-in-Charge of the section
on the first working day of each month by actual enumeration of
Government securities in the custody of the Auditor General.

133. In the Stock Day Book separate columns are provided for
different loans. It shows on the receipt side the amount of Securities
held by the Auditor General and on the issue side are entered, in detail,
the amount of all securities returned, sold or converted. When ‘Govern-
ment Promissory Notes of higher denominations or Stock Certificates
4s the case may be, are sent to the Public Debt Office for sab-division into
Government Promissory Notes of smaller denominations, they are not
entered on the issue’side ofs«the Stock Day Book, but are shewn in the

Day Book only.

. When there is an accumulation of Government Promissory Notes in
the Auditor General's Stock, they are sent in convenient batches to the
Public Debt Office to be converted into Stock Certificates. Government
Promissory Notes.of each loan are converted into Stock Certificates of
tye same loan. They are sent to the Public Debt Office with a forward-
ing letter in Form No. AGPT-210 duly entered in the Day Book

. (Form No. A.G.P. T.-209).

Note—The Notes sent to the Public Debt Office for conversion into Stock

, Certificates must bear the following endorsement :—

“ Pay to the Governor-General of Pakistan ”,

134. A separate register (known as Denomination Register) show-
ing the number of Government Promissory Notes of each denomination
of each kind of loan or bond held in stock after each day's transactions
should be maintained in Form No. A. G. P. T.-247. The balances in this
register at the end of each month under each loan or bond should be
verified with the balances exhibited in the Stock Day Book.

135. On the 1st April and 1st October each year, an officer belonging
to.the Outside Audit Department of the office of the Accountant General,
East Bengal, Civil, Dacca, verifies the balance of Government Promrissory
Notes and stock certificates held by the Auditor General, and furnishes
a certificate of verification along with an abstract of the verified stock.

Monthly Recqnci.liation of purchase, sale aod interest on Securities

136. When all intimations of purchase and sale cf securities and in-
terest payment orders for one complete month are issugd, the total
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amount on account of purchase and sale of securities as also of interest
for each postal circle is separately worked out from manuscript registers
maintained _in the Government Security Section and forwarded io Au-
dit Offices concerned embodied in statements (in Form No. A. G. P. T-
238) not later than the 3rd day of the second month follwoing that
to which the figures relate, in order to reconcile these figures with the
total of the amounts advised through several intimations of purchase
and sale and interest pavment orders. Any discrepancy detected by the
Audit Offices in the course of this regenciliation should be communi-
cated to the Government Security Section of the office of the Account-
ant General, East Bengal, Posts and Telegraphs Branch, Dacca for re-
adjustment, if necessary, along with the details of each intimation of
purchase and sale and interest payment order by summation of which
the total figures for the month are arrived at in the audit offices.

137. A register in Form No. A.G.P.T-241 should be maintained in
the Government Security Section for the purpose of effecting a month-
ly reconciliation of purchases and sales. This register should be sub-
mitted to the Gazetted Officer for inspection at the end of each month.

Hali-yearly verification of balances in Depositors’ Accounts

138. The total holdings in different loans and bonds of each depositor
on the 30th September and 3lst March each year should be compil-
ed in Form No. A. G. P. T-251 from ledger cards separately for each
Postal Circle. The total holdings in each loan and bond thus arrived at
snould be verified with the Stock Day Book, vide Article 132. The.
Sénior Accountant«in-Charge of the Government Security . Section is

rsonally responsible for seeing that this verification is regularly made
and that the ledger abstracts are submitted to the Gazetted Officer on
due dates, namely, 1st February and 1st August each year.

-

Annual adjustment of gain or loss

138-A.—The cost of balance of Government Promissory Notes in
the Imprest in each loan on the 31st March of each year should be cal-
culated at the market rate or at the average cost, whichever is less.

If the tota! cost so arrived at for all the loans taken together is
more than the net Detail Book balance under the head “Savings Bank
Investment Account—Cost of Government Promissory Notes in the
Imprest " the excess represents profit, and if less, loss. The profit or loss
so worked out should be passed on to the Accountant General, Pakistan
‘Revenues, Karachi, by debit or credit to the head mentioned above. The
cost ‘of Investment Certificates held in the Imprest on 31st March should
be valued at the market rate for 3} per cent. The difference between this -
figure and the net Detail Book balance under the head “ Cost of Invest-
ment Certificates in the Imprest " should be passed on to the Accountant
General, Pakistan Revenues, Karachi, as profit or loss as the case may be
by debit or credit to the head mentioned above.

In order to work out the average cost of Government Promissory
Notes referred to in the preceding para ph a register in Form A.GP.T-
202 should be maintained in which columns 1 to 18 should be filled in
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monthly .and progressive totals worked out. Columns 19 to 22 should be
filled in only when profit or loss is required to be calculated. i.e.. when-
ever any estimate of profit-or loss is to be intimated to the Accountant
General, Pakistan’ Revenues, Karachi, or when profit or loss is to be
passed on to h'm at the end of each year.

The net Detail Book balances at the close of the vear under the
heads *“ Interest on the Imprest of Investment Certificates ™ and * Interest
on the Imprest of Government Promissory Notes” represent the interest
earned by the Imprest during the course of the vear and should be
passed on to the credit of the Accountant General, Pakistan. Revenues,
Karachi, in the March Final Accounts,

Statistical Returns and Publicaticn of Accounts

139. A general account of transactions relating to Government
Securities on behalf of Savings Bank depositors only is required by the
Director General, Posts and Telegraphs. for incorporation in tke Annual
Report on the operatior. of the Post Office Savings Bank. This account
s::ould be compiled in forms A, G. P, T-253 and 254 "maintained in
manuscript and despatched in duplicate to the Auditor General on the
15th August of each year, for sending it to the Director General of Posts
and Telegraphs. L S K

139-A. Deleted.

139-B. A monthly statement showing approximate figures of pur-
ciases and sales of Government Securities and Investment Certificates
with inte.est thereon effected on behalf of Savings Bank depositors only
is rendered to the Auditor Gencral, on the 13th of the month following
that to which the transactions relate. .

139-C. A monthly abstract of transfer entries effected by the Gov-
ernment Security Section is compiled in form No. A. G. P. T.-519 and
forwarded to the Audit Offices concerned for inclusion in their accounts
on the 18th of the month following that to which those entries relate.
A “nil” abstract should invariably be sent to an Audit Office if in any
particular month there is no account adjustment affecting any Postal
Circle under the jurisdiction of that Audit Office.

. A39.D. Deleted. 5

‘139-E. A monthly statement in manuscript showing the discharge
of securities held in the custody of the Auditor General, on behalf of
Savings Bank depositors and of Stock Certificates discharged by Post
Offices in Pakistan States and.the. total amount of debits passed on to the
Accountant General, Pakistan Revenues, Karachi, through the exchange
accounts of the Accountant General, Posts and Telegraphs Branch, con-
cerned (copies of which are furnished to the Government Seczurity Sec-
zion by the Accountant General, Posts and Telegraphs Branch, concern-
2d) is rendered to the Accountant Gereral, Pakistan Revenues, Karachi,
on or hefore the last dav nf the carand fallauring moanihk

RRERE WS LA
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139-F. A statement showing particulars of Government Securities
held by the Auditor General on- behalf of departmental emplovees and
contractors should be compiled in Form No. 20 of the Government Secu-
rity Manual and despatched to the Publisher, Gazette of Pekistan,
Karachi, on or before the 5th Feoruary every year for publication in the
Gazette of Pakistan (Part 11).

Note—The names of Post Office Savings Banx depositors should not be
puAlished |in the account, but the total amount held og their behalf chould be
exhibited in one entry, ™ Savings Bank depositors i
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140. The Auditer General is responsible foir the stock, custody ana
issue of British Postal Orders as also for the audit of all transactions
relating to them. The rules for indent, sale and payment of British®
Postal Orders in Post Offices as well as those relating to maintenance of
the initial accounts and submission of account returns of British Postal
Order transactions to Audit Offices will be found in Chapter 7 of the
Posts and Telegraphs Manual, Volume VI.

141. The Accountant General, Punjab, Posts and Telegraphs Branch,
Lahcre, acting on behalf of the Auditor General is responsible for main-
taining the central stock of British Postal Orders, their safe custody
"and issue to the other Audit Office.

Central Stock

142. The centra] stock is obtained by half-yearly indents on the
London Post Office for the suppl{l of Orders calculated as sufficient to
increase the existing stock of each denomination so as to meet the re-
quirements of one year. For this purpose, half-yearly reports in the
following form should be drawn up and submitted to the Accountatit
General, on the 15th January and 15th July each year, showing what
denominations need replenishing. The indents should be prepared ac-
cordingly and issued over the signature of the Accountant General.
Office copies of indents shouid be kept in a register maintained for the
purpose. When an indent for the supply of British Postal Orders is placed
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on London. full particulars of the requirements of the Accountant
General. East Bengal, Posts and Telegraphs Branch, Dacca, is furnished
separately to the Postal Authorities in London who are requested to send
his supp’y direct to him, under advice to the Accountant General, Pun--
jab, Posts aud Telegraphs Branch, Lahore.

Customs duty is payable on packets of British Postal Orders received
trom London Post Office for Central Stock. The Accountant General,
Punjab. Posts and Telegraphs Branch, Lahore, should intimate the
amount required. to the Director General of Posts and Telegraphs by
the 15th October every year to enable him to make the necessary provi-
s‘on in the Revised and Budget Estimates under the head “ Abstract J.
V—_Miscellaeous other payments.”

Half-yearly indent for British Postal Orders.

i
| ) \ Additions  re-

i
A quired (in even ‘
Issues in the Central sto:k  thousands) to |
| previous twelve - on make up a i
Denomination months as de- | 3Ist Dec.  year's demand. | Remarks
{ tailed on the - Column=(3), |
' reverse 30th June 19 . when less, |
; ! - ducted from
| i column (2). '
i) 2) 1 &} ) i 5
e e e . . i e e — e e e e e — | e
. " s 1 |
One shilling. i . i
One shilling, £

and six pence. :
i |
Two shillings and <0 o0 H

S S 4 S e — . e

Note—If the number in column (3) exceeds that in column (2), the word
Nil should be written in column (4) and no indent will be necessary.

- Cuslody of the stock

143. The central stock is_ kept in a safe with double locks one
key being kept in the personal custody of a Gazetted Officer of the office
and the other, with an Accountant, a senior clerk or cashier selected by
the Accountant General.

On receipt of the Orders from London, their serial numbers, etc,
_shou'd be noted in the register- mentioned in Article 142 and_ attested by
the Gezetted Officer. The acknowledgment for the Orders should also
be prepared and despatched to London duly sifned by the Accountant
General or the Gazetted Officer. Briiish Postal Orders suppiied by
iondon to the Dacca Audit Office direct should be treated as issues oul
of the Centra! Stock. Entries of their receipts on the Central Stock and
issues therefrom should be recorded in the Register on receipt of the
necessary advice from London. :

Note—On reccipt of British Postal Orders from the British Post Office. they
chould be counted in the-presence of the Gazetted Officer who should conduct a
vest check of the counting.
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Stock in Dacca Audit Office.

14). The Dacca Audit Office will be provided with a stock of British
Postal Orders ‘or issue to Head Posimasters under its audit jurisdiction.
The stock in the Audit Office should similarly be kept in a safe witn double
locks, one kev being kept in the persnnai cufiody of 3 Gazetted Officer
of the office and the other. with an A.countant. a senior clerk or cashiel
ce'ected by the Accountant-General,

1435, Deleted.

146. Deleted.

Record of Central Stock

147. As British Postai Orders are received irom the London Post
Office or are issued, the cashier etz. should enter the Orders received
or issued in a register in Form A. G. P. T-301. This register should be
olaced before the Gazetted Officer (see Article 143) for his initials
whenever an entry is made therein,

Stock Register in Dacca Audit Office

148. A stock register, in Form A. . P. T.-301. should be mainrained
{o account fur the Dritish Pestal Orders received and issued by the
Dacsa Audit Office. This register should be posted, as regards rece:pts,
from the supplies from London and as regards issues, from the invoices
referred to in Article 150. The registe: should be placed before the
Cazetted Officer for his initials whenever an entry is made therein.

Notr.—British Postal Orders received from London should be counted in
the presence of the Gazetted Officer, who will conduct a test check of the count-
H'Ig_ ot

Issues to Postmasters

149. British Postal Orders are issued to Head Post Offices or indents
receved from the Postmasters. These indents (whether by tel2ram or
otherwise) should be eniered in the appropriate rolumns of the stock
register. Cases in which indents for British Postal Orders are inade by
telegram should be reported to the Head of the Circle when it appears
that such telegrams might have been avoided by the exercise of proper
foresight. k L

150. The indents received from ihe Postmasiers should, in the first
plaze, be sent to the audit section concerned for verification of the figures
as 1o balance and sale noted by the Postmasters. They should next be
submitted to the Gazetted Officer through the Accountant and when
orders for supply have been passed, the required number of British
Postal Orders should be taken out from the safe and an invoice prepared
in triplicate by carbonic process, in Form A. G. P. T.-303. The senai
and consecutive numbers of each denomination of Orders issued. should
be detai'ed in the invoice.

Note—The Stock should be kept so artanged that the Orders issued may
always be from the earliest supply received from the central stock.

151. One copy of the invoice should be kept as office copy duly fiied
with the indent and the cther two sent to the Fostmaster with the British
Postal Orders detailed therein, under registered cover. One of these
will be received back with the Postmaster's acknewiedgment and should
be pasted into a guard file after verification with the entry made by the
audit section concerned in the column provided in the stock register
prescribed in Article 148
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Returns of British Postal Orders received in_the Audit Office

152. The following monthly returns of British Postal Orders will be
received in the Audit Office from Head Post Offices (vide Article 372
of the Posts and Telegraphs Initial Account Code, Volume I).

(1) List of British Postal Orders sold.

(2) Abstract of payments of British Postal Ordérs with the paid
Orders.

(3) Memo. of unsold British Pestal Orders in stock.

Soon after the Ist April of each year, a detailed list showing the
serial numbers of British Postal Orders in stock will be received from
Post Office (ride Rule 383 of the Posts and Telegraphs Manual, Volume
vi).

Note—If the list of British Postal Orders sold or the Abstract of payments
of British Postal Orders for any month is not received in sufficient time to admit
of their being audiled before the preparation of the Classified Abstracts. the credits
or debits appearing in the Cash Accournt, should be taken to the suspense head
“ Credit Suspended ™ or *“ Debit Suspended ", as the case may be.

: Audit of the List of British Postal Orders Sold

153. Oa receipt of each list, the total should be chpcked with the
credit afforded in the monthiy cash account of the }E::ad Postmaster
and the calculation of the valie of each class of Orders sold should be
verified. The value and poundage should be classified under “ Deposits—
British Postal Orders ™.

Note—Therrates at which the sterling values of British Postal’ Orders are
to be converted into Pakistan currency beiore they are sold or paid are prescribed
- by the Director-General, Posts and Telegraphs, from time to time. (Sce Note 3
below Article 519).

154, Shor: or excéss credits exceeding annas two in the cash account, *
of the value of British Postal Orders sold, should be held under objec-
tion ard adjusted thus :—

The correct value should be credited to the proper head and (a)
the amount short realised debited to * Advances Recoverable”
in the accounts, (b) the amount realised in excess should be
credited to “ Fees and Other Receipts—Other Items " in Abstract
B. [I—Miscellaneous Revenue, and entered in the inner column
of the Objection Book. The items will be removed from the
Okjection Book on credits on account of (a) and debits on account
of \b). being traced. In the case of (b), if a refund can not be
made within a resonable time. the amount will be removed
from the Objection Book with the remarks “ Removed, purchaser

Fa : not traceable”. - oot o

o N —
Dilferences in the British Posta] Order accounts of sums not ex-
ceed ng two annas on account of over-credits and short credits or short
paymenis and over-payments should be treated in the manner laid down
in Article 165. These small differences should be accounted for by per
contra entries in the classified -abstract, thus :—

(i) Short credits and over-payments

Dr.—Abstract J-V—Miscellaneous Postal Expenses—Losses, etc,
written off—Irrecoverable over-payments.
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To Deposits—British Postal Orders—Cr.
(ii) Over-credits and short payments

Dr.—Deposits—British Postal Orders.
To Fees and other Receipts—other items—Cr.

Audit of the Abstract of Payments of British Postal Orders

153. The paid lists or abstract of payments should be examined to
see :—

by paid Orders to that value. if a paid Order is not received
with the list and its absence is not explained against the entry
in the list, it should be immediately called for by telegram ;

(b) that the full value calculated at the prescribed rate plus
the value of the British Penny postage or Pakistan postage
stamps, or any, affixed to the face of the Orders’lo make up
broken amounts, ag-ees with the entries in the abstract of
payments ;

(¢) that the total number of paid Orders which were issued in
Pakistan is entered at foot of the abstract, and that it agrees
with the total number of Orders stamped “ Pakistan™;

(d) that the total value of postage stamps, either British, Colonial
or Pakistan, affixed to the Orders for making up broken
amounts agrees with the entries at foot of the abstract of
payments ; y

(e) that the total amount paid (in rupee currency) as per Abstract,
agrees with the charge in the monthly cash account.

Note—The value of half-penny postage stamps and half-anna Pakistan
Postage Stamnps affixed to British Postal Orders is not payable, vide Rule 19 of
the * Rules for Pcst Masters at Money Order Offices in the United Kingdom"” and
Rule 389 (a) of the Posts and Telegraphs Manual. Volume VI.

156. The paid Crders should be further examined in detail in the follow-
ing manner : — <

(a) If the amount is paid to a person other than the payee named
in the British Postal Order [except as provided in Rule 52 (2)
(b) of the Posts and Telegraphs Manual, Volume VIII], the
sanction of the Director General, Posts and Telegraphs, for
payment, should invariably accompany the Order and the
sanction should be quoted on the paid Order before its sub-
mission to the Lahore Audit Office (vide Article 174).

(b) If the Order is not genuine, or if the amount has been altered,
or if it was payable at another office, or if it has been cut,
defaced, mutilated or bears erasures or alterations, the
amount thereof should be placed under objection under
“ Advances Recoverable ” and the tmaster asked to recover
the amount from the party at fault; the Order should nst be
included in the return of British Postal Orders paid ;

(¢) In case the extra poundage be not realised on an Order paid
after currer{g or if realised by short charge in the list of
British Postal Orders paid, the Order should be returned to
the r with instructions to have Pakistan postage
stamps for the amount equivalent to'poundage affixed on

(a) that every entry in the abstract of pavments is supported
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back of the Order and to re-submit it to the Audit Office. In
such cases the full amount of the Order should be placed
under objection as “ Advances Recoverable”.

(d) The stamps affixed for making up broken amounts should be
defaced in the Audit Office, and if they are affixed elsewhere
than in the dprescn’bed space on the face of the Order, their
value should be recovered from the postmaster concerned.
Any payment exceeding 5d. to Orders of denominations upto.
and including 4s. 6d. and 11d. to orders of denominatiofi§
above 4s. 6d. for the value cf stamps affixed to make up.
brc:lecgn amounts should also be disallowed in audit and reco-
ve N

Note 1.-—The stamps should not. however, be regarded as defaced when
such aefacement consists merely in_stamps peing encroached upon by a portion
of the issuing officer's signalure, or by entries made by the pavee in filling in or
receipting the Order. etc.

NoTe 2. -The procedure outlined in Article 154 should be followed mutatis
mutandis in the case of short payments or overpavments exceeding two.annas
on account of British Pestal Orders. For short pavments or overpayments not
exceeding two annas, see sub-paragraph to Article 363 .

157. British Postal Orders repaid to the purchaser are treated in the '

same way as Orders paid to the payee and are included in the monthly
abstract of payments. They should be audited with reference to Rule 395
of the Posts and Telegraphs Manual, Volume VL

138. If the amount of Orders paid or refunded is irregularly charged
in the schedule of unclassified pavments. it should be transferred to the
abatract of payments of British Postal Orders and the irregularity pointed
out to the postmaster concerned. uy

159. In the case of less of a paid British Postal Order. a certificate of
payment by the paying Postmaster in the form prescribed in Rule 399 of
the Posts and Telégraphs Manual, Volume VI. together with the Post-
master-General’s letter of authority for its issue should be accepted as a
paid Order . SN 7

160. The total amount of British Postal Orders paid (less the amount

laced under objection) should be classified to the head *“ Deposits—British
ostal Oxders". )

Postage stamps of the Somaliland Protectorate affixed to British Postal
Orders, though expressed in Rupee currency. are not Pakistan Stamps.
Thev should, therefore be classitied under the head * British or Colonial
Stamps.” ¥ )

Audit of the Memorandum of unsold British Postal Orders

. 161. The memo. of unsold British Postal Orders in stock in Post Offices

Yeceived “with the monthly lists ofsales, “should be checked by -the
auditor to see that the opening balancé corresponds with the closing
balance of the previous month. He should also see that:—

(i) the supply received, if any, agrees with the entries in the
register prescribed in Article 148; he will then fill in the
column provided for “Entries to be made by the audit sec-
tion” in the register; 4 K :

. (ii) the sales agree with the corresponding entries in the list of
sales; e ) BpE

-
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(iii) the balance of Orders shown as in stock under each denomina-
tion agrees with the total of the numbers shown against the
heads “Orders unsold in Head Office” and “ Orders unsold
in Sub-offices ™ under that denomination.

After an arithmetical check, the memo. together with the sale
list should be filed with the cash account.

NoT1e.—The memorandum should be gare:[uaiy examincd 1o see whether
Postal Orders are unnecessanly locked up in any office and if so, a portion of the
stock should be recalled at once.

British Postal Orders transferred from one office to another

162. British Postal Orders transferred for sale from a Head Office
which keeps a stock, to one which does not. are shown in the Memo. of
unsold Orders as a deduction. In dealing with these Orders. the follow-
ing procedure should be observed:—

(2) The auditor of the supplving office will see that the re-
quisitions for the Orders are received with the memo, and
that the numbers and denominations of the Orders sup
plied, agree with those indented for. ;

(b) He will then enter the Orders transferred. in the register
prescribed in Article 163 and after verification, will file the
requisition with the Memo. of unsold Orders to which they
appertain.

(¢) In the monthly st:;tement of unsold Orders (vide Articie
175 ) the net balance after deduction of the Orders trans-
ferred, should be shown.

(d) Orders shown as sold in the invoices received in the office
at the time the monthly statement is prepared (ride
Article 173), should be entered in the balance memo. in
red ink by the auditor of the indenting offices against those
offices, but excluded from the total Orders not sold or in
transit being shown in black ink and included in the total
with a red ink note in the margin, indicating the name of
the office by which they were supplied. In the latter case,
the auditor will make the entries from the register pres-
cribed in Article 163. :

(e) The auditor of the indenting office will see that the in-
voice of the Order transferred for sale has been received
with the first cash account in which the value thereof has
been credited, and that the value has been noted therein in
the columns provided for the purpose in cases in which

«ihe sale has been effected.

(i) He will then acknowled§e the Orders sold in the register
prescribed in Article 162 and show the sale in the state-
ment of sales (Article 173) against the office by which it
was effected.

Note.—It should be noted that Post Offices which do not keep any stock
can procure Britisn Postal Orders from other Offices when they receive applica-

tiops from intending purchasers (see Rule 385 of the Posts and Telegraphs Manual,
Volume VI). -

-
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163.. A manuscript register in the form prescribed below should be
kept in the audit section for the check of Orders transferred from one
office to another for sale. Columns 1 to 6 of this register will be posted
by the auditor of the transferring office on receipt of the monthly Bri-
tish Postal Order returns, and columns 7 to 11 b{ the auditor of the
receiving office as the sales appear in the monthly cash account, the
Orders unsold being shown in column 12 of the register.
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164. In opening the register for a month, the unsold Orders of the
previous month should first be entered in detail in column 3 against an
entry “Unsold Orders of the previous month”. Then should follow the
Orders transferred for sale during the month to which tne register
relates. As soon as all the cash accounts of the month have been received
and the sales appearing therein noted in the register and before the
despatch of the statement prescribed in Article 173 to the Lahore Audit
Office, it should be closed, and the Orders unsold carried forward to
the next month. A watch should be kept through the register to see that
an Order not sold within one month from the date of its transfer for
sale is returned to the Audit Office concerned by the Postmaster of the in-
denting office. When this is done, the word " return " (vide Post Master’s

No.———-—-, dated—————) " should be written in red ink across columns_

7 and 8 and the Order written off when the regiiter is closed.

. Note—-All unsold Orders returned to the -Audit office and found unfit for
re-issue should be treated as spoiit (vide Article 170).

Objections
165. The procedure for raising, communicating and adjusting objec-

tions detected in course of audit and maintenance of Objection Baoks,
etc., will be found in Chapter 20 of the General Audit Code (see also
Article 463 ibid). "
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Differences in the British Postal Order accounts of sums not ex-
ceeding two annas on account of over-credits and short-credits or shor-
yments and overpayments need not be included in the Objection
Ex:k. They should nevertheless be inclided in the Objection Statement
with a warning to the Postmaster to avoid such irregularities in future.
Over-credits or shortpayments on British Postal Orders not exceeding
two annas should be noted in a reguster in Form A. G. P. T-414 for each
Postal Circle and the tota) amount adjusted by monthly transfer en-
tries to the credit of ‘ Fees and other Receipts—Other items’ in Abstract
B. II—Miscellaneous Revenue by debit to *Deposits—British Postal
Orders.” Short-credits or overpayments on British Postal Orders should
be noted in a separate register in Form No. S. Y-265. The total amount
will be adjusted monthly by debit to ‘Abstract J-V-—Miscellaneous Postal
Expenses—Losses, etc, written off—Irrecoverable overpayments’ and
credit to * Deposits—British Postal Orders’. The two registers should be
suomitted monthly to the Gazetted Officer in charge through the Senior
Accountant for review. If these mistakes ovccur frequently in the accounts
of any one Post Office, the Postmaster's special attention should be
drawn to them and a report should be made to the Head of the Circle
requesting him to take suitable notice of the Postmaster's -careless-

ness

British Postal Orders lost or stolen

166. On receipt of a report of the loss or theft of British * Postal
Orders (vide Rule 384 of the Posts and Telegraphs Manual, Volume VI),
the bundle of British Postal Orders paid in the month in which the loss
is reported to have occurred should be examined to see whether the
jnissing Orders have been paid. If not, the fact should be brought to the
notice of tlie Head of the Circle, so that the latter may issue instructions
to all postmasters prohibiting their payment. If the payment is traceable
the Orders should be examined and forwarded to the Head of the Circle
for an investigation of the fraudulent payment, placing the amount un-
der “ Advances Recoverable” in the Objection Book.

. On receipt ot a similar report in the Lahore Audit Office, an intima-
tion will be sent to the Controller, Money Order Department, General
Post Office, London, requesting authority tc take credit for Pakistan, for
the value and poundage of the lost Orders in the British Postal Order
account, 2

167. Sums recovered on account of lost or stolen British Postal
Orders will be credited by postmasters as “unclassified receipts” and
should invariably be brought to account under “Fees and other Receipts
—Other Items ” in Abstract B. II—\liscellaneous Revenue ”. Missing Bri-
tish Postal Orders should continue to be shown in the stock until sanc-
tion to write off the value and the poundage has been obtained trom the
British Post Office and communicated to the Audit Office, which will
then direct the Postmaster to remove the Orders frora his stock. by an
entry in red ink in his list of British Postal Orders sold without including
the value of the Orders in the total of the list.

Disposal of British Postal Orders received from Postmasters, eic.

168. British Postal Orders received in Audit Offices either from
PostmasterS' or from any other source generally fall under one or other
of the following classes : —

(1) Spoilt and unclaimed orders.
(2) Surplus orders returned to stock.
L5 AG g . )
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(3) Orders remaining unsold for more than four vears (Article 172).

(They should reach the Audit Office in separate registered covers
marked © Important  in red ink, and when this is not the case. the irre-
gularity should be brought to the notice of the sender).

All such British Postal Orders must be treated as “ Valuables” and
entered in ths Register of valuables kept in the Record Section. Those
falling under classes (1) and (2) above should be made over to the
section concerned through the Register of valuable. Those falling
under class (3) above should be retained by the cashier. himself after
due agreement of their particulars as entered in the forwarding letter
or invoice with which they are received from the Postmasters, and made
over to the officer holding the Audit office stock of British Postal Orders
under article 144 of this code for being forwarded to the Accountant
Genera!, Punjab, Posts & Telegraphs Branch. Lahore, for disposa! under
Article 172 ib:d. The receipt of these British Postal Orders from the
Postmaster and their despatch to the Accouniant General. Punjab. Posts
& Telegraphs Branch, Lahore should be accounted for in the Audit Office
Stock Register in form A. G. P. T.-300 with suitable entries.

169. 1f the serial and consecutive numbers of the Orders returned
by Postmasters zre detailed in the letter accompanying them or in a
saparate invoice. the Orders should b> checked with thg entries in the
letter ¢r the invoice and an acknowledgment (in the prescribed form)
signed by the Gazetted Officer-in-Charge, sent to the Postmaster. If
no details are given in the, letter or no invoice is received, a suitable list
should be prepared in manuscript and the omfssion pointed out to the
Postmaster.

Spoilt and Unclaimed British Postal Orders

170. Spoilt Orders received either with the list of Orders sold or
otherwise, should be entered in a manuscript register in the form pres-
cribed below which should be submitted to the Gazetted Officer for
orders ard attestation of entries made therein. Cases which reveal care-
Jessness or rough handling of Orders in Post Offices or where the ex-
planation of Postmasters for treating the Orders as spoilt is not satis-
factory, should bé reported to the Head of the Circle concerned.

Unclaimed Orders received in the Audit Offices should be sent to
the Lahore Audit Office immediately and spoilt Orders and Orders unfit
{or reissue should be sent with a covering memo. which should be enclosed
in a separate service envelope ; registered and superscribed “ Important”
in red ink:

Register of spailt Briiish Postal Orders.

Date From © Sarial No. Account-  Gazetted

el whom of - Haw  Valuz ant’s ' Officer’s RzmarZs
raczipt rec:ivad Orders spoilt R.s..d. rzmarks  orders

[
|

171. A register in the same form should be maintained in the
Lahore Audit Office for the record of all spoilt and unclaimed Eritish
Postal Orders received from the Audit Offices. Unclaimed Orders should
be sent to the General Post Office, London, immediately cn receipt (by

o
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the first available mail), with a forwarding letter in Form No. A. G. P.
T.-310, and spoilt Orders received up to the last day of a month should
be sent with the Account Current for that month in a statement in Form
No. A G. P. T.-308.

Returns of British Postal Orders supplied to Pakistan more than
four years ago

172. A list of Britizh Postal Orders supplied to Pakistan more than
four years ago, will be prepared annually in the Lahore Audit Office
and .forwarded, in the month of May of each year. to the Audit Offices
concerned, which will immediately recall any such Orders lving unsold
in the Post Offices. The Orders, when received, together with similar
Orders lying in the Audit Office itself, should be entered in a list (in
triplicate) and forwarded to the Lahore Audit Office under registered
cover. One copy of the list will be retained in the Lahore Audit Office,
the second copy with the Orders will be forwarded to the London Office
and the remaining copy returned to the Audit Office with acknowledg-
ment of receipt of the Orders.

Note.—For Orders returned .to London, credit should be taken for their
value including poundage, in the monthly Account Current referred to in
Article 180.

Monthly Statements of Sales, Payments, and British Postal Orders
in steck

173. Every Audit Office should compile for each Postal Circle
separately, two statements of British Postal Orders sold and paid in each
morth in forms A. G. P. T.-304 and 305 respectively, and forward them
in time to reach the Lakore Audit Office on the 23rd of the month follow-
ing that to which the statements relate. The yalue of paid Orders 2%
well as of postage stamps affixed thereto should be shown separately.
The number of Orders pdid, whizh were issued in Pakistan, snould be
noted against each d:romination and the number and amount of each
_ class or denomination of Orders should be grouped together and total-

led separately. The additional poundage (representing Pakistan Post
QOffice share) realised by the sale of British Postal Orders in Pakistan
should also be exhibited separately in the monthly statement of British
Postal Orders sold. :

174. The Audit Office should be careful to see that every paid Order
included in the statement is sent with it to the Lahore Audit Office.
When it is found absolutely necessary to detain a paid Order on any
account, its numbar ana amount should not be included in the statement
of paid Orders until the Order is actually despatched. The amount of the
Order so detained should be placed under objection under “ Advances Re-
coverable ”. When the Order is subsequently included in the statement
and actually despatched. its amount should be debited to the head
“Deposits—British Postal Orders” by -credit to the head “Advances
Recoverable.” . 5 e Lok :

" 175. The monthly siatement of British Postal Orders in stock (Form
A. G. P. T.-304) should also be sent on the rame date. No details need
however be furnished in these statements; only the total number of
Orders held in the Audit Office and Post Offices under its jurisdiction
should be shéwn (but see Article 176).

The Audit Office stock to be added to the statement will be that
actually held in the Audit on the last day of the month to which the
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statement relates, plus any issues whick may have been invoiced to Post
Offices but which have not been shown as received in the month’s ac-
counts incorporated in the statements.

-

176. The statement for the month of Detember should be submitted
in the following form:—
' Number in
each
denomination

Last year's stock
Received from Central stock

Total
" Deduct—
British Postal Orders sold during the year
British Postal Orders spoilt
Biitish Fostal Orders returned 1o the Central siock

. Total No. of British Postal Orders at the close of the year _
In the Audit Office . -

In Post Offices in Circle ‘

In Post Offices in Circle L & S

In Transit -

'Toui .

177. The “total ” of each statement must be proved by the Account-
ant in charge of the -audit section concerned. He should see:— ey

(i) that the “sterling value” (including poundage) is correct, an

(ii) that the total amount converted into “Pakistan currency” at

the prescribed rate is correct.

178. Before the statements referred to above are despatched, the
transactions of the month should also be communicated in advance by
means of a telegram worded as follows, so as to reach the Lahore Audit
Office, by the 16th of every month:—

e Postal Orders (monith of transaction) issued (total number and
double the figure as a check) pounds shillings y
pence——paid (total number and double the figure as a <
check) pounds shillings pence o

Account Current with London

179. On receipt of the Telegraphic advice of British- Postal Order
figures from the Audit Officers (Article 178), the Accountant General,
Punjab, Fosts and Telegraphs Branch, (P. A. Misc. Section), Lahore, will
send an advice by a registered Express letter to the Superintendent.
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Foreign Post, Karachi, so as 1o reacl, him positively by the 25th of each
month, informing him of the amount of British Postal Order _ and Sav-
mngs Bank remittances due to the United Kingdom for incorporation in
tke monthly General Account between Pakistan Post Oﬁ':ces_and Post
Offices in England, rendered by the Superintendent, Foreign Post,
Karachi and asking him to report compliance. .

180. On the first mail day of each month, an Account Current (Form
No. A. G. P. T.-306), showing the known sales of the second preceding
month and the value of the stock of British Postal Orders remaining
with the Pakistan Post Office, is despatched to the General Post Office.
London. In this account are included the sales -of the third preceding
month omitted from the previous Account Current and all the known
<ales of the month to which the Account Current relates. As a necessary
preliminary to the preparation of this Account, the statements of sales
and stock for each Postal Circle received from the Audit Offices should
be consolidated by the Lahore Audit Office in Form No. A. G. P. T-304

The total of the account should be checked and verified and the
account scrutinised to see:—
(i) that the sterling value (including poundage) is correct, and

(ii) that the “rupee currency » has been converted into sterling
according to the prescribed rate of exchange.

Nore—To the stock reported by the Audit offices should be added that held
in the Central Stock on the last day of the month for which the Account is

. rendered.

181. The prescribed entgies on the two sides of the Account Current
provide fori— =
On the Debit side— - ‘
(i) The gross value (including poundage) of British Postal
Orders “remaining unsold” in the previous account.
(ii) The gross value (including poundage) of British Postal Orders
-* (if any) received from London.
(iii) Value of Pakistan postage stamps affixed to British Postal
Orders paid in the United Kingdom.
(iv) Imprest repaid for Savings Bank transfers.
On the Credit side—

(v) British Postal Orders paid in Pakistar including value “of
British or Colonial postage stamps.
(vi) The gross value (including poundage) of speilt British Postal
S Orders forwarded to the Comptroller and ‘Accountant Gene-
-2t ral, General Post Office, London. : .

(vii) Allowance for ihe issue and payment of British Postal Orders
at £2 per 1,u00. :

(viii) Imprests received for Savings Bank transfers.

(ix) Remittance to London on account of—-
(a) British Postal Orders, viz.. the balance in favour of the Bri- °
tish Post Office, being the amounts realised by sale of British .

Postal Orders minus the amounts paid and the commission
due to Pakistan. . =
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(b) Savings Bank transfers. riz.. the balance in favour of the
United Kingdom or Pakisian, being the difference between
the amount of Savings Bank accounts transferred out of
Pakistan and the amount of Savings Bank accounts transferred
to Pakistan. : s

(x) The gross value (including poundage) of British Postal Orders
remaining unsold with the Post Offices in Pakistan being the
amounts reported by the Audit Offices plus the amount of
Central Stock. =

(xi) Special entries (in manuscript) with full particulars of each
item.

Note 1—The detailed statement of unsold British Postal Orders (appended
to Form A. G. P. T-306) should be furnizhed with the Account Current for the
month of December of each vear. the total number and the estimated value
thereof beingz exhibited in Jump in the Account Current for the other months of

the year. 3

Note 2—British Postal Orders which have been lost or stolen from offices
in Pakistan must be comsidered as remaining in stock, until authority is received
from the General Post Office, London, for credit being taken to Pakistan for their
value and poundage. g

Note 3—In the event of a lost or stolen British Postal Order finding its
way to the United Kingdom and being paid there, credit for its value (including
poundage) should be given to the British Post Office in the Account Current by
transfer from “Commission on British Postal Orders ™. The item should be
shown on the Debit side of the Account Current with full particulars. -+

181-A. (a) For the amount of British Postal Orders sold and for
other special items for which credit is due to the United Kingdom. 2
monthly adjustment will be made by the P. A Misc. Section of the
Lahore Audit Office debiting the head " Deposits—British Postal Order
remittances ” and crediting the head “ Account between High Commis-
sioner for Pakistan ir London and Pakistan Government.—Postal and
Mcney Order transactions with United Kingdom adjustable in Eng-
land ”. In making this adjustmeant, .the sterling amount payable to the
United Kingdom should be converted into rupee currency at 2s. 1.29/32d.
per rupee. The difference between the total sterling amount converted
at the rate of 2.s. 1.29/32d. per rupee and the amount arrived at accord-
ing to the rate prescribed by the Director General, Posts and Telegraphs,
for the month or if different rates were in force during the month,
according to the rate in force for the greater part of the month,
should be adjusted to the head “ Deposits—British Postal Order remit-
tances ” by a per contra credit or debit to the head ‘Exchange on Remit-
tance Account—Postal and Money Ordzr transactions”. The total
amount chargeable to the head “ Deposits—British Postal Order Remit-
tances ™ should be the amount arrived at according to the rate prescrib-
ed by the Director General, Posts and Telegraphs. The amount of addi-
tional poundage (Pakistan Post Office share) realised by the sale of
British Postal Orders in each Pastal Circle should also be adjusted in
the accounts of circle by the Lahore Audit Office by debit to
the head—* Deposits—British Postal Orders” and credit to the head
“Receitps on account of Money Orders, British Postal Orders and
Pakistan Postal Orders—Commission on British Postal Orders” in
Abstract ‘ B.II-Postal Receipts’.

(b) Similar adjustment crediting “Deposits—British Postal Order
Remittances” and debiting “ Accounts between High Commissioner for

A
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Pakistan in London and Pakistan Governmeat. Postal and Money Order
iransactions with United Kingdom adjustable in England ~ and iaking
the d.fference caused by the diffcrince in rates to the heaa = Exchange
on Remittance accounts—Postal and Money Order transactions ™ should
be made for the amounts on account of British Postal Orders paid,
commicsion and other items.

(¢) At the end of the vear, a statement showing progressive figures
i:nder “ Deposits—Brilish Postal Orders " ard “ Deposits—British Postal
Order Remittancas” for each Circle up to March (Prelimirary) will be
made out by the P. A Misc. Section of the Lanore Audit Office which will
ask the Dacca Audit Office to settle and adjust discrepancies found. if any.
between the figures under Deposits—British Postal Orders ™ as shown
in the statement and the totals of the figures shown in the monthiyv state-
ment sent by it. The discrepancies in regard to the Lahore Audit Oftice.
if any. will be settled and adjusted by the P._ A Misc. Section. If the
1otal of the credit under the heads “ Deposits—DBritish Postal Orders” and
“ Deposits—British Postal Order Remittances * is found to differ irom the
lotal oi the debit under the same heads due 0 different rates having been
applied in the same month and adjustmen: thereof, made at the rate
obtaining for the greater part of the month, the difference should be
adjusied in the accounts for March Final by a credit or debit as the case
may be. to the head “Exchange on Remit:ance Accounis—Postal and
Monev Order transaci.cns.”

Annual Statements to the Director General, Posts and Telegraphs

. 182. Annual consolidated statement of British Postal Orders sold

and pzid in Pakistan should be sent to the Director Generzl. Posts and ~
Telegraphs. in Forms Nos. A. G. P. T.-307 and 308 on or before the 10th
Junc every vear. For the compilation of these statements two registers
chould be maintained in the Lahore Audit Office one for recording the
monthiy sales and the other for recording monthly paymerts of British
Postal Orders in each Postal Circle in Pakistan.

VERIFICATION OF STOCK
Central Stock

181 The Central Stock of British Postal Orders should be verified
annua’iv by an officer of the Accountant Gzneral, Punjab. Civil. Lanhore.
This verification should be conducted to tre extent of 25 per cent. of
-he orders up to the value of 10s. 6d. and to the extent of 30 per cent. of
ordere of higher denominations. The cost of verification cn the above
basis will be payable by the Posts and Te.egraphs Depariment and de-
bited 1o the head “ Charges for annual verification of cerntral Stock of
British Postal and Pakistan Postal Orders ~ under the mzjor head 26-
Audit. This verification will generally be done in July or August when
ithe ba.ance of .the Stock is at its lowest, i.e.. just before receipt of the
first half-yearly supply from London. : %

A certificate of the verifying officer fer completion of the verifica-
tion should be sent to the Auditor General within a week after the veri-
ficatior is finished. The office of the Auditor General should watch that
the certificates are duly received. Certificates showing no discrzpancies
should be filed immediately while those showing discrepancies should
be filed only after the discrepancies are set:zled. A

Nore—A verification of the stock of British Postal Orders should also. be
carried out on the lines of the procedure indicated in " Note " below Article 143,
whetn oo there is @ change in the Gazetted Officer-in-charge of the Stock. ’

.
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Audit Office Stock

184. On ihe last dav of each month, the stock of British Postal
Orders in tre Audit OFices should be verified by the Gazetted Officer
concerned with the balance shown in the stock register which will be
initialled by him and a certificate of verification signed by him_will be
appended to the monthiy statement forwaraed under Articie 175 to the
La%eroe Audit Office.

184-A. In addition to the usual monthly verification” (vide Articie
184). an independent verification of the stock of British Postal Orders
in the Audit Offices should also be carried out annually on the 3lst
March of each year either by the Accountant General himself or by one
of his Gazeied Officers unconnected with the British Postai Orders
work. and a certificate of the verifving officer to that effect forwarded 10
the Auditor General, so as to reach his office by the first-week of April
The office oi the Auditor General, should watch that the certificales are
received by the due date. Certificates showing no discrepancies should
be filed immediatelv while those showing discrepancies should be filed
only after the discrepancies are settled. ' :

Nore.—A verification of the stock of British Postal Orders sheculd also be

carried out on the lines of the procedure indicated in ‘Nute' [pe!ov.- article 143
o

whenever there is a change in the Gazetted Officer-in-charge the stock.

Stock in Post Offices

185. At the time of irtspection, Superintendents and Inspectors of _«

Post Offices are required to send to the Audit Office a memorandum
showing the balance at the end of the month preceding his visit, sub-
sequent receipts and sales up to the date of his visit, and the balance in
stock on that date, with a certificate that the stock and accounts were
found to agree (vide Rule 239 of the Posts and Telegraphs Manual.
Volume VIII). The memorandum shsuld be checked with the return
of the corresponding period received from the Post Office, any discre-
pancy bging reported to the Head of the Circle.

185-A. Deleted.
185-B. Deleted.
BRITISH PENNY POSTAGE STAMPS

186. The stock of British Penny Postage Stamps. is obtained from the
London Post Office through the Director-General, Posts and Telegraphs.
The central stock is maintained in the office of the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore. Supplies for the Dacca
Audit Office are made direct to that office under advice to the Lahore
Audit (MTice which treats these as issues from the central stock. The
Aldit Offices supply these Stamps to the Post Offices authorised to
hold stock of such stamps (vide Article 159 of the Posts and Telegraphs
Initial Account Code, Volume I). The supply received from the London
Post Office and the issues to the Audit Offices are entered in a register
in Form No A. G. P. T.-311, which is placed before the Gazetted Officer
whenever an entry is made in it.

187. As scon as a supply of British Penny Postage Stamps is made
to the Postal Audit Offices the stock of stamps of the denominations re-
duced by such supply should be examined and if it is found to have
gone be?ow the total of such stamps issued during the preceding six

B
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months, an indent should be forwarded within a week - m the date
of such suppiv to the British Post Office through the Dir._tor General
of Posts and Telegraphs for necessary recoupmen:

188. As soon as a supply is received, the Sugerinterzent. Foreign
Pusi. Rarachi. is instructed by the Director Geneszi o _ford credil
in his Generai Account with the London Post Office. for ¢ face value
of the stamps.

On receipt of the General Acceunt in the Lahore Aui.t Office the
amount should be adjusted by credit to the head “Acc.ant between
High Commissioner for Pakistan in London and Pakistar. Government
elc. (the sterling amount being converted at the rate of 2upee 1 s
1 29 23d.) and debit to the head * Deposits—Penny Postage Stamps ™ the
amount being converted at the carrent market raie of ¢ushange, the
difference between the two being adjusted under " Exchanze on Remit-
1ance Accounts—Postal and Money Order transactions. "

189. When a supply is made to a Post Office by the Auzit Office, an
intimation of the supply is sent to the Postmasler in Form: No. A. G. P.
T.-312. The Postmaster credits the face vaiue of the stamps in the scle-
dule of unciassified receivts vide Article 159 of the P:iis and Tele-
graphs Initial Account Code, Volume I)."

The Audit Office should classify the credit under * Derasits—Penny -
Postage Stamps.”

Nore.—When the stamps are sold to the public, no credit zppears in the
Post Office accounts as the stamps are treated as part of the cash dalance of the
%I'ﬁce (ride Article 139 of the Posts and Telegraphs Initial Account Code,

olume 1).

189-A. In order to watch that credits for the value of the British
Penny Postage Stamps supplied to the Postmasters are dulv afforded by
them in their monthly cash accounts, the cashier in each audit office
should prepare a statement, separately for each Postal Circle, showing
the total value of the stamps supplied to each Postmaster during the
month and send it by the 3th of the month following the month of sup-
ply to the Postal Accounts Section concerned for veriicatior. oi the cre-
dits and return under the initials of the Gazetted Officer in charge by-
the 10th of the month following the month of supply. The cashier should
watch the return of these statements by the Postal Accounts Sections
and submit them to the Gazetted Officer in charge for review not later
than the 15th of the month following the month of supply. Any dis-
crepancy or non-credits found as a result of the verification should be
immediately noticed by the cashier to the Postmaster concerned.

190. On the last day of each month, the Stock of British Penny
Postage Stamps in the Audit Offices should be verified by the Gazetted
Officer concerned with the balance shown in the stock register which
will be initialled by him. At the beginning of every month, the Andif
Office should submit to the Accountant General, Punjab. Posts and
'_I‘elegraphs, Branch Lahore, a statement in Form A. G. P. T.-312 show-
ing the balance of British Penny Postage Stamps of each deromination
held in Stock upto-the end of the previous month with a certificate of
verification appended to the statement.
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190-A. In addition to the wusual monthly verification (vide Article
180) an independent verification of the stock of British Penny Postage
Stamps in the Audit Offices should also be carried out annualiy.on the
31st March of each vear either by the Accountant General himself or
by one of his Gizetted Officers unconnected with the British Penny
Postage Stamps work and a certificate of the verifying officer to that
affect should be forwarded by the Accountant General, East Bengal,
Posts and Telegraphs Branch, Dacca. to the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore, who should submit a consolida-
ted certificate to the Auditor General. The office of the Auditor General,
should watch that the certificate is received. Certificate showing no dis--
crepancies should be filed immediately while those showing discre-
pancies should be filed only after the discrepancies are settled.

NoTE—A verification of the stock of British Penny Postage stamps should
also be carried out on the lines of the tflrocedure indicated in ‘Note’ below
atticle 143 whenever therc is a change in the Gazetted Officer-in-charge of the
stock.

190-B. Deleted.

191. When a charge appears in the accounts of a Post Office on ac- i
count of damaged or useless British Penny Postage Stamps (vide Article
153 of the Posts and Telegraphs Initial Account Code, Volume I), the
Audit Office will admit it on the authority of the Postmaster General,
adjust it to the head * Abstract J-V-Miscellaneous Postal Expenses—
Losses. ete.” and forward the stamps to. the Superintendenf; Foreign
Post. Karachi.' C .

When ‘credit for the amount as claimed by the Superintendent,
Foreign Post. Karachi through his General Account with London
appears in the accounts. it should be adjusted to ™ Abstract B.Il—Fees
and Other Receipts—Other Items.” 1

INTERNATIONAL REPLY COUPONS

192. The stock of these coupons is maintained in the office of the
Accountant Gereral. Punjab. Posts and Telegraphs. Branch. Lahore.
Early in March and September each vear. a requisition for the supply
of International Reply Coupens estimated to last for six months should
‘be forwarded by the Accountant General to the International Bureau
for compliance. Supplementary requisitions marked “Urgent” may
however be sent at any time of the year, if necessary.

When an indent for the supply of these coupons is placed on_the
International Bureau. full particulars of the requirements of the Post
Officés in the Eastern Pakistan are furnished separately to the Bureau,
“-which is requested to serid to the Accountant General, East Bengal.
Posts and Telegraphs Branch, Dacca, the supply for the Post Offices in
Eastern Pakistan. under advice to -the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore.

193. On receipt of the stock of coupons. the amount on account of
the printing charge as intimated by the Bureau should be communica-
ted by the Accountant General. Punjab, Posts and Telegraphs Branch,
Lahore to the Superintendent, Foreign Post. Karachi. for payment 1o the
Bureau and charged in the schedule of unclassified payments in the

o |
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accounts of the Karachi Post Office. The charge is classified by the
‘Accountant General, Piinjab, Posts and Teiegraphs Branch, Lahore, to
the head J-V-Contingencies-Other payments. )

194. The coupons are supplied to Head Post Offices by the Accountant
Genera! Posts and Telegraphs Branch, Lahore and Dacca in the
Western and Eastern Pakistan respectively. A stock register in Form
_ No. A. G. P. T-314 is maintained by the twa Accountants General m
which the number of coupons received from the International Bureau
and the supplies made to Post Offices are nozed. The Register maintain-
ed by the Accountant General, Punjab, Posts and Telegraphs Branch,
Lahore, is treated as Central Stock Register and shows the supplies re-
ceived in both the Western and Eastern Pakistan.. The supply made to the
Accountant General, East Bengal, Posts and Telegraphs Branch, Dacca,
by the Bureau is recorded to this register 2s an issue by the Account-
ant General, Punjab, Posts and Telegraphs Branch, Lahore, for which
an acknowledzment will ‘be obtained by him from the former. The
register should be submitted to the Gazetted Officer in charge, each time
an entry is made in it. Every supply to a Postmaster is also intimated
in Form No. A. G. P. T.-315 to the Audit Office concerned for verifica-
tion of the credit of the value of the coupons in the cash account.

194-A. An annual verification of the stock of International Reply
Coupons held by the Accountants General, Punjab, Posts and Tele-
graphs Branch, Lahore and Dacca, should be. carried out on the 3]st
March of each vear-by a Gazetted officer unconnected with thé Inter-
national Reply Coupons work. nominated by each Accountant General.
The certificate to that effect in respect of the stock held in the office of the
Accountant General, East Bengal, Posts and Telegraphs Branch. Dacca.
is forwarded 1o the Accountant General, Punjab, Pos's and Telegraphs
Branch, Lahore, for record in his office. The Accountant General, Pun-
jab, Posts and Telegraphs Branch, Lahore, furnishes a consolidated cer-
tificate in respect of the stock held in his own office as also that in the
office of the Accountant General, East Bengal, Posts and Telegraphs
Branch,-Dacea, to the Auditor General. The office of the Auditor Gepe-
ral should watch that the certificate is received. If the certificate shows
no discrepancy it may be filed immediatelv but if any discrepancy is
noticed, it should be filed only after the discrepancy is settled.

Note—A verification of the stock of international Reply Coupons should
also be carried out on the lines of the procedure indicated in ‘Note ' below
Atr(iﬁle 143 whenever there is a change in the Gazetted Officer-in-charge of the
stock.

195. When a supply is made to a Post Office, the value of the cou-
pons, at the rate of five annas and six pies for each. is credited in the
cash account (vide Article 160 of the Posts and Telegraphs Initial-
Account Code, Volume I). The Audit Office should adjust the credit
under the head “ Deposits—Iriternational Reply Coupons issued”.

196. When coupons are sold to the public by the Postmaster, no
credit appears in his accounts, as the amount is treated as part of the
cash balance. The number of coupons sold every month is, however,
shown in the Memorandum of Reply Coupons at foot of_the monthly
cash accouni. From this the Audit Office should calcilale the Post
Office profit at one anna and six pies per coupon sold and adjust it
1o the head “Fees and Other Receipts—Other Items” in Abstract B.-1I,
by per contra debit to the head “International Reply Coupons issued.”
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197. The holder of a coupon is entilled to exchange it for Pakistan
postage stamps of the value of four annas only. The value of coupons
exchanged in a Post Office is charged in the schedule of unclassified
payments. The charge should be supported by the coupons themselves
as vouchers and should be adjusted in the Audit Office under the head
‘ Deposits—International Reply Coupons exchang !

198. The coupons exchanged in Eastern Pakistan are forwarded
monthly by the Dacca Audit Office to the Lahore Audit Office, with a
memorandum- in Form No. A. G. P. T.-316, showing their number and
value. All the coupons exchanged in both the Western and Eastern
Pakistan in a calendar year are forwarded by the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore, to the countries of issue
with a statement showing the number and value of the coupons. AH .
these statements must be despatched by the 15th March of the year
following that to which the transactions relate.

.Note.—The due date of the monthly submission of the Memorandum of
International Reply Coupons exchanged is the 25th of the next month.

199. An annual Account Current in Form No. A. G. P. T.-317 is
received from and rendered to each Foreign Administration concerned
by the Accountart General, Punjab, Posts and Telegraphs Branch,
T.ahore, (see Article 198) showing (a) the number and value of coupons
at 28 cents per coupon issued by the Administration and exchanged by
Pakistan, (b) the number and value of coupons issued by Pakistan and
exchanged by the Administration, and (c) the difference between the
values shown urder (a) and (b). This difference, represents the amount
payable either by or to Pakistan which is adjusted generally by cash
remittance.

NoTE—The difference is in favour of or against Pakistan according as (@)
is greater or less than (b). ] ;

200. When the amount is payable by Pakistan the Superintendent,
Foreign Post, Karachi. should be'advised of the amount and asked to make
arrangement for payment .through the Postmaster, Karachi, who should
charge it in his schedule of unclassified payments and give an intimation
of having done so to the Accountant General, Punjab, Posts and Tele-
graphs Branch, Lahore, When the amount is payable to Pakistan. a bank
draft is received which should be sent to the Postmaster, Karachi for
encashment and credit in his accounts. In the case of remittance from
Pakistan the charge should be debited to the head “ Deposits—Interna-
tional Reply Coupons issued ", and when the remittance is in favour of
Pakistan the credit should be taken to the head  Depozits—Internatfonal
Reply Coupons exchanged.”

When, however, the difference does not exceed 25 francs (100 cents=
1 franc). the debtor Adminisiration is exempted from payment. The-
balance in such cases being a loss or gain to Pakistan, should be adjusted
by debiting the head “ Miscellaneous other charges” or crediting the head
“Fees and Other Receipts—Other Items” by per contra credit to the head .
“International Replv Coupons exchanged ” or debit to the head “Interna-
tional Reply Coupons issued.” :

201. As regards the number of coupons common to both (a) and (b)
referred to in Article 199, their value at four annas per coupon should be
adjusted by a transfer entrv debiting the head International Reply
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Coupons issued " and crediting " International Reply  Coupons
exchanged ™. A similar adjustment should also be made in respect of
coupons which are both sold and exchanged in Pakistan

202. Spoilt Reply Coupons received, should be destroyved in the pre-
sance of the Accountant General. Punjab. Posts and Telegraphs Branch,
“ Tahore. and noted In the stock register as such. The posimaster should
either be authorised to write off the value of the coupons by a charge in
the schedule of unclassified payments or should be supplied with fresh
_coupons of equal value to replace the stock. When the amount is written
off. the Audit Office concerned should be instructed to debit the amount
by deduction from the credit under ~ International Reply Coupons issued.”
When a fresh supply is made in lieu of the spoilt coupons no adjustment
is necessary.

NoTe—All such cases should be reported to the Head of the Circle con-
cerned.

IMPERIAL REPLY COUPONS

203. Imperial Reply Coupons are obtained on requisition from the
London Post Office. The procedure to be observed in connection with the
custody. stock. supgply. sale. cerification of stock. etc., of these coupons is
the same as that for International Reply Coupons. (See Article 161 of the
Posts and Telegraphs Initial Account Code, Volume I).

204, When a supply is made o a Post Office, the value of the Imperial
Reply Coupons, at the rate of two annas and six pies each, is credited in
. the Cash Account (vide Article 161 of the Posts and Telegraphs Initial
* Account Code, Volume I). The Audit Office should adjust the credit
under the head “ Deposits—Imperial Reply Coupons.”

When the Coupens are sold to the public by the Postmaster, no credit
appears in his accounts. The number of coupons sold every month i
indicated in the Memorandum of Reply Coupons at foct of the morthiy¥
cash account and necessary adjustment is made in the Audit Offices by
debit to the head © Deposits—Imperial Reply Coupons” and credit to the
head “ Abstract B-1I—Fees and other receipts—other items. " The balance
under the debt head represents the value of the coupons held in stock in
the Post Offices and is verified at the end of each vear by the Audit Offices
by reference to the number of coupons in stock in the Post Offices as indi-
cated in the cash balance report. The coupons exchanged by the Post
Offices are charged to the head “ Abstract B-II—Fees and other receipis—
other items ” when the charge appears in the schedule of unclassified pay-
ments of the Post Offices.

205. No sett]ement of claims with foreign countries in respect of
]'.mgenal Regly Coupons is to be made unless the balance between Pakistan
and any other participating Administration exceeds £20 in any one year.
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General l‘;rinciples

206. To facilitate the investment of small amounts, the Governmen:
of Pakistan have instituted a series of Pakistan Post Office Savings Cer-
tificates having face values of Rs. 5, 10, 50, 100, 500, 1,000 and 5,000
which can be purchased at all Post Offices doing Savings Bank Business
for amounts fixed by the Government of Pakistan from time to time. The
certificates are encashable after one year from the date of issue in case
of certificates of Rs. 5 denomination and after eighteen months from
the date of issue in the case of certificates of denominations higher than
Rs. 5. The redemption value increases through accumulation of interest
with the expiry of every month till completion of the first two years
and i{hereafter with the expiry of every complete year. The redemp-

tion value reaches the face value at the end_of 12 years from the date
of purchase. o=

~ Pakistan Post Office Savings Certificates are also obtainable in
lieu of Pakistan Savings Stamps of equivalent value affixed in cards.

9
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Separate weekly journals of such issues of Pakistan Savings Certifica-
tes are reteived in the Audit Office along with the returns indicated in
Article 215. The total amount of the issues for a month are adjusted by
the Audit Office in the accounts for that month by crediting the head
“Pakistan Post Office Savings Certificates—Issues " and debiting (minus
credit) “ P—Depisits and Advances—Deposits not bearing interests—
P. & T. Deposits—Pakistan Savings Stamps ".

207. The rules governing the issue and discharge of Pakftan
Savings Certificates are contained in the “Pakistan Pgst Office 12-year
Savings Certificates Rules™ issued by the Government of Pakistan. Rules
prescribing the procedure to be followed in Post Offices in dealing with
Pakistan Savings Certificates, as also the rules and instructions issued by
the Auditor General, for the accounts to be maintained by Post Offices
and to be rendered by them to the Audit Offices will be found in Chapter
9 of the Posts and Telegraphs Manual, Volume VL

208. Weekly journals of Pakistan Savings Certificates issued and dis-
tharged, are received in the Audit Office from the Post Office, the jour-
nal of discharges being supported by the certificates themselves. The.
amounts of these journals representing the receipts from the sale of
cash certificates and the payments made on their redemption are also
included in the monthly cash accounts submitted to the Audit Office.
The procedure followed in the audit of these accounts and of the dis-
charged certificates is described in this chapter.

209. The main check in the Audit Office is conducted through a
Stock and Issue Register of Pakistan Savings Certificates which is main-
thined in Form A. G. P. T.-323. One Register ‘for,each Head Post Office
and for each denomination of all series or one Register for all denomi-
nations of one or more series for each Head Post Office as may be con-
venient, should be used. In it is entered from the Post Office Issus Jour-
nal against the number of the Pakistan Savings Certificate, the week
(month ; vear) of issue of each certificate. Similarly when a Pakistan
Savings Certificate is discharged and received in the Audit Office. the
interest included in the amount paid to the holder is checked with re-
ference to the dates of issuepand discharge as noted on the certificate
and the week (month ; year) of discharge is noted in the stock and issue
register against the number of the Pakistan Savings-Certificate in the
Column provided for the purpose. The total amounts of issues and dis-
charges are varified each month with the figures in the Detail Book, vide
Article 247.

209-A. The outsianding credit under the head “Pakistan Post Office
12-year Savings Certificates” which is kept open in the books for 20
financial vears for each series will thereafter lapse to Government and
be transferred to Government, through the Exchange Account with the
—Accountant General. Pakistan Revenues. This arrangement does not

preclude the subsequent payments should claims arise. o
Sectional arrangements, distribution of Work, etc.

210. The Pakistan Savings Certificate section of each Audit Office

is divided into the following groups :— =
(1) Audit groups. )
(2) Accounting group.
(3) Miscelianeous group.

I -

v
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(1) Each of the Audit groups is entrusted with the aduit of journals
of Pakistan Savings Certificates 1ssued and discharged, Posuing 10 Stock
and Issue Registers, Pruving. Issuing objections, etc, and other miscel-
{aneous work main!y connected with audit.

(a) The auditor will be generallv responsible for the wors of the
tem workess in his group. He will distribute in consultation with the
Accountani, the journals of Pakistan Savings Certificates issued and dis-
charged ard other returns evenly among the item workers in the group
and sce th.t the work turned out daily by each item-worker does not
fall below the prescribed rate per man. He will check every item in the
ohjestion siztement or half marginal reference prepared by the' ilem-
worker witn the original documents. initial them ard suomit the onjec-
tion statement or half margiral reference o the Accouutant who wiil
pass the half marginal reference and submit the objection staiement
10 the Gazoized Officer. He will receive the :nward ietters and reoiies to
the ohjection statements and nalf-marginal refercuces and deal witn ali
correspondence relating to his group. He will see that the stock and
Issue Reg:sters are properiy mainiained and that the juornals and ir-
voices are properly filled by the item-workers. He will also check the
postings and audit of at least 10 transactions every day. the eniries in
the registers. lists and vouchers being initialled by hini. [nitials should
alwavs be dated. The re:ult of his review should be noted in a diary
(A. G. P. T—444) whi~h should be submit:ed daiiv to the Acceuntant
and weekly to the Gazetted Otficer.

. Reviewers

() A: soon as the audit of the we:kiv journals is comp.eted. at
least 8 1/3 per ceht. of the offices (10 per cent. in cases, where the num-
ber of item workers is 10 or less). should be subjected to a cent. ber cent
review extending-to all stages of work. including proving classification.
etc. The result of the review done by the Reviewers, stiould be noted
“in the diarv in Form No. A. G. P. T-4#4 which should be submitted
daily to the Accountant and weekly to the Gazetted Officer-in-charge.

The Reviewer should also assist the Auditor generally.

(2} The Accounting group is entrusted with the following duties
and will be in charge of an Auditor :—

{a) Posting and preparaiion of the Circle Balance Sheets.

(b} Preparation of all statistics and interest liability stazement,

(c) Preparation of all periodical statements in respect of Pakistan
Savings Certificates. -

(d) Maintenance of transfer register.

(e} A!l adjustments relating to transfer transactions and recon-
ciliation with Detail Book figures. £

(3) T*e Miscellaneous group consists - of auditor.or auditors who are—
-independert of each other. Each auditor is entrusted with one or more
items of work mentioned below :(— 2%

Issue of declarations, maintenance of objection book. etc

-When a Pakistan Savings Certificate is requisitioned for (vide Article

77 of 1the Posts and Tehegraphs Initial Account Code. Volume I) a

check slip in form A. G. P. T-319-A showing the particulars ‘of the

- Pakistan Savings Certificatc as well as the number and date of the letter
‘* with which it is sent, will be prepared, signed by the Auditor in charge -

ggc}kglaced in the bundle. The particulars of the certificate will also be

s
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P T.-319) and the date of des-

patch and receipt of the certificate noted therein. The register should be

reviewed monthly by the Accountant.

211. The :\ccuu-ntant will see that

the Auditors perform their duties

roperly. He should review every month the accounts of at least two
offices with a view 1o s€g that the reviewers and the -auditcrs have dene
their work properly and also test-check 10 per cent. of the classification

slips.

offices one Office should be selected {rom among those review
reviewers and the other from among the non-reviewad ones.

also examine the different kinds of W
in his diary (Form No. A.G.P

Tn Audit offices where the reviewers check 8 1/3 per cent. of the

ed by the
He should
ork done in the section and note

the result of the examination

and the mistakes found, and 'sui'nmit it to the Gazetted Officer weekly.

Due da

tes

212. The following due dates should be observed for the comple-

tion of the gevaral items of work (including

mens and aduit memoranda) ‘—

issue of objection state-

Weeks

{15t week -- 25th of the month.

(a1 Audiand posting of Pakistan Saving® | 2nd wesk—30th of the month.
-¥ =

Ccrl‘ﬁcnc Journals b

(!
(5 proof of posting
(<) Preparationt of classification slips
(@) Completion of pasting of Registers of

lssues and Dischargzs (Forms Nos.
A GoF, T.-337 and 338).

(e} A
ﬁ;_zrﬁcs in Forms A. G.

338.

sent of the proof sh2els with the
P.T.-337 and

(f) Preparation of the Circle Balance sheet
(Form No. A, G.P.T.-339) and azre:-
ment of Broad Shest of Proof Sheet

balances (A. G. P. T.-339-E).

(o) Annual verification of balances

Progress

¢ Ird week— §th of the following month.
N week—11th of the following month.
20th of the following moath,

17th of the following month,
25th of the following month. '

sth of the 2ad month following.

15th of the 2nd month followins.

115t October.

Report

213. The statement (Form No. A. G. P. T-320) on the state of work

of each member of the section shoul
cerned, reviewed by the Accountan

d be prepared by the auditors con-
t daily and submitted every Mon-

day to the Gazetted Officer in charge with such comments as the Ac-

countant may think necessary.

214. Nii

.1.
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Accounts submitted by Post offices

215. As laid down in Chapter 9 of the Fusts and Telegraphs Manual,
Volume VI, each Head Post Office sends the following documents duly
entred in a Pakistan Savings Certificate Voucher list (Form C. C. 31-4)
1o the Audit Office, on the dates mentioned therein:—-

N (a) Weekly Journals of Pakistan Savings Certificates issied (sold)
‘ and delivered to investors—Forms C. C. 18 and 18 (S).

(b) Weekly Journals of Pakistap» Savings Certificates discharged
(Paid)—Forms C. C. 19 and 19 (S).

(c¢) Weekly summaries of Pakistan Savings Certificates—issued and
discharged (Forms C. C. 30 and 31).

Note l.—Joumrnals similar to (a) and (b). are aleo sent by each Sub-Post
Office through its Head Office.

Note 2.—A separate Journal is required for each denomination of Pakistan
Savings Certificates issued and discharged.

Notr 3.—Immediately on receipt, the bundles should be carefully examined
by 2 senior auditor st the discretion of the Accountant, to see whether all the
returns and Vouchers mentioned in the Voucher list (From C. C. 31-A) have
been received correctly. If there is any discrepancy, it should be brought to the
notice of the Postmaster concerned and settied as carly as possible. If the above
examination is not possible immediately on receipt of the bundles, they should
be xept under lock and key in the custody of responsible person preferably the
Accountant of the Pakistan Savings Certificates Section till the exmination is
taken up at the time of audit or on an earlier date. <

216. Nil.

Verification of credits and debits on account of Pakistan Savings Certi-
ficates issued and discharged with the figures in the Cash Account

* 217. -As soon as the monthly Cash Accounts are receivéd from the
Post Offices, the Postal Accounts Section will compile a statement in
Form A. G. P.-T-322 showing the amounts credited and debited therein
on account of sales and discharges (Principal and Interest) of Pakistan
Savings Certificates. respectively. and send it by the 15th of every month
to the Pakistan Savings Certificate section where the figures will be
comvared with the amounts shown in the last week's summaries of
issues and cischarges and steps should be taken té settle or adjust dis-
crepancies, if any (sec Article 247 and 263).

Examination of Summaries

218. The weekly summaries of Pakistan Savings Certificates issued
and discharged (forms C. C. 30 and 31) received with the weekly
accounts should be carefully checked by the item-workers with the
weekly journals of Pakistan Savings Certificates issued and discharged.
Summaries for the last week of the month should, after check, be made
over to the Auditor for posting in the Abstract of Pakistan Savings
Certificates issued and discharged (Form No. A. G. P..T.-337) in respect

poe- - -ofcissues and in the Register=of-Brsétrirges ¥Form Ngo* A G Y. T-338
! In respect of discharges, ride Articles 241-A and 241-B.
‘ Audit of Journals of Pakistan Savings Certificates issued

219. In auditing the Issue Journals, it should be seen that -

(i) each item in the Journa! has an entry number against it, and
that these entry numbers run in a consecutive series for each
denomination each month, so that the quotation of the entrv

g number and month will at once enahle any issue to be traced :
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{ii) the serial letters are alwavs clearly shown before the serial
rumber;

(1ii) the issue price has been realised at the prescribed rates |

(iv) the totals are correct;

{v) the irregularizics regarding purciase in excess of the pres-
cribed limit, ~vhen noticed are punted out; and

(v1) the irregularities in connection with the use of the proper
jorm. when detected. are pointed out.

Anv omission or diserepancy should be noted and entered either in
an Objection Statemen: or in a Half-margin Memorandum -(see Article
2a7):

Audit of Journals of Pakistan Savings Certificates discharged
220. The weekly Journals of discharges {Forms C. C. 19 and 19 (S5)]
should be examined to zee:—
(i) that all the particulars required by the form are given;

(ii) that the entry numbers run in a consecutive series for each
month;

£4i.) that each enirv is supperted by = paid (discharged) Pakistar

Savings Certificate : if any voucher is wanting it should be
called for, a check slip in form No. A. G. P. T.-319-A being
prepared and kept in the proper place;

zi\') thal the amount'shown in the column for “ interest” is ‘cor-
rect with reference to the dates of issue and discharge of the
certificate; and ®

(v) that the totals of the journals are correct.

Note—If a discharged certificate is mot rcceived with the list, it should be
called for through an objection statement.

221. In auditing a disch.iged Pakistan Savings Certificate it should
be seen:—

(2) that the payment has been made to the person whose name
is shown in the certificate;

(b) that the certificate is receipted by the payee for the amount

including interest, if any, received by him and that his signa-

ture on the reverse of the certificate is dated; .

Norte—In the case of Pakistan Savings Certificates issued in joint names,

it should be seen that the provisions of the Pakistan Savings Certificate Rules
have been fulfilled. :

(c; that, in cases in which the amounts acknowledged by the
holders and signatures are in vernacylar, the amounts and
the signatures have been trasliterated into English;

 Note—It should be seen that all the entries on the reverse of the Pakistan
Savings Certificate which are not written in English or Bengali so far as Post
offices within the jurisdiction of Dacca Audit Office are concerned, have been
carefully transliterated into English.

(d) that the Pakistan Savings Certificate is impressed with the
round and obleng mon=y crder siamps. If, however, an omis-
sion is detected, the Postmaster should be asked to write the
:imtrd “Discharged” in red ink cross it, over his signature with

ate;

SRR N5, 730 1L YO
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(e) that when a Pakistan Savings Certificate is discharged at an
afice cther than that at which it is registered, the require-
ments of the Pakistan Post Office Savings . Certificate rules
have becen complied with;

Nore—In the case of Declarations issued by the Audit Ofce, it should be
seen that they have been paid only after verification by the_office of registration
(sce exception below note 3 of paragraph 4 in rule 557 of Post: and Telegraphs
Manual. Volume VI).

{f) that in the case of a deceased investor. pruper sanciion for
payment has been recenved

(g) that in the case of a minor holder proper sanciion 1o the pav-
ment has been received; :
Norte—Copies of sanctions issued by officers higher thar Postmasters, to
payments of Pakistan Savings Certificates held by minor or deceased holders, wili,
on recetpt. ba filed after serutiny in a guard file The expendituse on account of
the d:scharge of such certificates will be audited against the ccpies of the sanc-

tions :n which the particulars of the payment will be noted by the auditor and
attested by the revicwer.

(%) thai when a minor's holding has been paid at an office other
than the office of registration, the Pakistan Savings Certifi-
cate has been preverified by the latter office. If an omission
is detected in this respect the Pakistan Savings Certificate
should-be got verifed by the office of registration.

{i) that when payvmenl is received by the minor himself the word
“ex-minor * 1s written below his signature on the reverse of
the Pakistan Savings Certificaic under the initidls of the
PYostmaster; . . E

(j) that payments of Pakistan Savings Certificates purchased in
the name of a teacher out of the amount at his credit in
the Teacher’s Provident Fund Account, has teen made only
to the person authorised by the Local Goverrment or admi-
nistrator controliing the fund,

{x) that when the value a discharged Pakistan Savings Certifi-

: cate -is paid to a person authorised by the holder a letter of
authority is furnished along ivith the discharged Pakistan
Savings Certificate and that the signature of the messenger
also is obtained on the reverse of the Pakistan Savings Certi-
ficate.

Anv discrepancies or omissions in any of these respects should be
noticed either through an objection statement or through a half-mar-
gina! memorandum. A check slip in Form A. G. P. T-319-A should be
prepared and kept in the proper place when a discharged Pakistan Sav-
ings Cerlificate is sent to a disbursing officer for remova! of any irre-
gularity noticed therein.

T~ Note.—As the discharge of Pakistan Savings Certificates-at an office other
than the office of issue has to be posted, in the Stock and Issue register of the

office of issue, the discharged certificate should be filed with the discharged list
of the office of issue for the week of discharge.

Stock and Issue Register of Pakistan Savings Certificates

222, As prescribed in Article 209+the Audit Office should maintain
a set of registers in form A. G. P. T.-323 either for each denomination
of all series for each Head Post Office or for all denominations of one
or more series for each Head Post Office to record the supply, sale and




86
C22-226; PAKISTAN SAVINGS CERTIFICATES. [Chap. 4.

redemption of the certificates. One register in each set should be set
apart for each denomination of Pakistan Savings Certificates of all series
or for all denominations of one or more series and the pages in each
register should be numbered and provided with an index in form No.
AGPT-31 .

9% Blank Pakistan Savings Ceriificates are supplied to Post Offices
by the Postal Stock Depots and a duplicate copy of the invoice (Form
No. C. C-13) for each supply is sent to the Audit office. On receipt of
the duplicz:e copy tiie serial number of each Pakistan Savings Certifi-
rate entered in the invoice should be scparately entered in the proper
column of the S:tock and Issue Register for the particular denomination.
ere line should be reserved for each number and care should be taken
that the mumbers are entered seriailv for each denomination. When the
invoice has been completely posted in this manner, the word Posted’
should e entered on it over the dated signature of the poster and the
invoice pazied into a guard file. a ceparate file being maintained for each
Hezd Fo:: Office. The postings of invoices in the Issue Registers should
be attested bv the Acccuntani. Similarly when original invoices of Pakis-
tan Savings Certificates returned to Postal Stock Depots are received from
the Post o=ces with the necessary Certifizate as required by Rule 532 (6),
of Posts cnd Telegraphs Manual—Volume VI. the numbers in the stock
and issue registers should be neatly scored out in red ink by the poster
and attested by the Accountant. In respect of the original invoices re-
ceived for the supply of Pakistan Savings Certificates by one Head Office
to another. the same procedure should be followed in deleting the en-
tries from the register of the supplying Post Office. In addition. entries
of the Pakistan Savings Certificates should be made in 'he
Stock and issue Register of the receiving Post Office by the poster and
attested by the Accountant.

224. After the Journals of Pakistan Savings Certificates issued have
been completely checked as prescribed in Article 219, the number of
the week. the month (abbreviation) and the year in which each Pakis-
tan Savings Certificate was sold will be stamped or written in ink in
columns 2 and 6 of the Stock and Issue Register against the entry of
the number of the Pakistan Savings Certificate.

225. After the discharged Pakistan Savings Certificates have been
checked as described in Article 221, they should be serially arranged.
The date of discharge (week, month and year) should then be posted in
the register, as in the case of 'Issues’ in columns 3 and 7.

At the time of posting of Discharges in the Stock and Issue Register,
the date of issue as shown in the discharged Pakistan Savings Certifiate
should be compared with the week of issue as entered in the register.
The office of pavment should be noted in the Register in the case of
Pakistan Savings Certificates discharged at an office other than that of
1ssue.

Nore—In the case of discharged declarations it should further be seen that

the procedure in Article 234-A is followed.

226. On completion of posting of an issue or discharge journal in the
Stqck and Issue Register, the poster will write the words “ Posted by
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(name =f the poster) " on the last sheet of the journal signing the en-
try and dating his signature. Any discrepancy between the serial nume
bers of Pakistan Savings Certificates taken up for posting and those en-
tered in the Stock and Issue Register will be reported in a half-margin
memorandum.

Note—As the Stock and Issue Registers are very importast records, it is
essential that entries of particulars should be carefully made. Any corrections
to the entries in the Registers should be attested by the Accountant.

Proof of Posting

997, After the issues and discharges for a.month have been posted
in the Stock and Issue Registers, the tota! number of issues and dischar-
ges as posted on each page should be counted and the number entered
in the Proof Sheet (Form No. A. G. P. T-321) in appropriate columns.
After the numbers of izsues and discharges of all the pages have been
entered in the Proof Sheets. they should be totalled and the totals agreed
with the figures of issues and discharges shown in the registers in Forms
A G. P. T-337 and 338 respectively for the month. To facilitate the
agreement the-details should be worked out in Form A. G. P. T-321-A.
The Proot Sheet chould then be handed over to the Reviewer for re-
view in respect of those offices that are reviewed by him. The rest
should be placed before tne Accountant who should test-check 10 per
cent. of the entries at random from the Stock and Issue Registers.

_ Irregularities discovered in the review should be noted in the Diary
(see Articles 210 and 211). 2

228" . 3

229. % Caneelled. . 5
230. -

235

to - Deleted.

236.

Transfers of Pakistan Savings Certificates and Declaration in licu of lost
Pakistan Savings Certificates between different persons,

97 When a Pakistan Savings Certificate is transferred from one
person ‘o another, the Head Postmaster issues in the name of the trans-
feree a fresh certificate bearing the same date of maturity as that of the
original certificate which, with the endorsement of the original holder
on its reverse, is sent to the Audit Office (vide Rule 562 of the Posts and

. Telegraphs Manual, Volume VI). Suitable entries should in such cases,
be made against the numbers of both the Pakistan Savings Certificates
in the Stock and Issue Register. s ;

. - —en i 2

In the cace of a declaration issued by the Audit “office in lieu of a
lost Pakistan Savings Certificate (see Articles 253 to 235) the criginal
declaration received from the Postmaster should be cancelled after veri-
ficavion with the entries in the register of Declarations and the Stock
and Issue Register and 2 fresh declaration (in Form A. G. P. T.-330-A)
show’ng the same date of issuc as that shown on the original declaration
should be issued in the name of the transferee. suiiab’e note be:ng made
against the entries in the register of de:larations.

238. Deleted.
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Payment of Pakistan Savings Certificate in the United Kingdom

239, A Pakistan Post Office Savings Certificate issued at a Pakistan
Post Office may be cashed in the United Kingdom if it has been enfaced
for. paymen: at the Office of the High Commissiorer for Pakistan in
Landon by tre Postmaster of the office in which the certificate :z regis-
t2rcd 5 the uime tride Rule 383 of the Postsvand Teiegiephs JMunual
Volume V1)

Nure.—Ary certificate enfaced in the manner described above. can be
narged in Paxkistan either personally or through an agent in the ordinary
wzv, the enfacement notwithstanding (rvide Rule 365 of the Posts and Telegraphs
Manual, Volume VI).

240. On receipt of the extracts {rom the London Account together
with the paid certificates through the Office of the Accouniant General,
Pakistan Revenues, Karachi, the Audit Office concerned will adjust
these items by debiting ** Pakistan Post Office 12-year Savings Certifi-
cates * and crediting the head *“ Account between High Commissioner
for Pakistan in London and Pakistan Government—>Miscellaneous,”
the debit 1o Pakistan Savings Certificates being distributed between the
c¢etuiled heads " Principal " and “ Interest (bonus) " as in the case of those
discharged in Pakistan. Conversion from Sterling to Pakistan currency
shuuld be madz at the rate prescribed in Article 120 of the Posts and
Telegraphs Accourt Code the difference being credited or debited to
" Exchange on Remittance Accounts”.

Tne paid Pakistdr. Savings Certificatet will be dealt with in the same
way as those paid in Pakistan but the detailed audit thereof as pres-
cnezd in Article 221 is not conducted as necessarV formalities laid down
in this article are observed in the Office of the High Commissioner for
Pakistan 'in London in all respects before their pavment. The month of
acdjustment in the Audit Office will be considered as the month of pav-
ment for the preparation of the balance sheet. The Audit Offices should
z!50 intimate the fact of the payment of the Pakistan Savings Certi-
ficates with the dates to the Post Offices concerned for note in the Pakis-
tan Savings Certificate records.

Note—Pakistan Savings Certificates stamped "cashed at the Office of the

Hizgh Commissioner for Pakistan need not be receipted bv the pavees on the
4 v of the certificates as they are not paid by Post Office but by pavment

&

Procedure in the Lahore Audit Office

240-A. On receipt from the Postmaster concerred. the pencil copies
of the entries made in the Register of Certificate for pavyment by the
Office of the High Commissioner for Pakistan in London (Form C. C.
28) should be verified with the particulars noted in the. applicgtions for
enfacement and, if found in brder, they should be entered in 2 Register
maintained for the purpose. A consolidated list in Form C. C. 28 should
then be prepared and forwarded, along with the applications, to the
Chief Accounts Officer to the High Commissioner for Pakistan in
TLondon by the next mail.

Balance Sheet e

41. A nuraerical Balance Sheet showing for each CTircle, the totai
number of Pakistan Savings Certificates sold by Post offices in that Cir-
cle, but remaining undischarged at the end of each monti, relating to
each quarter of a year of issue, should be maintainei in Form A. G. P.

| ——
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T-339. Separate pages should be allotted for each official vear. The
column for issucs is posted from ithe Abstract of Issues, and discharges
(Form No. A. G. P. T.-337) mentivned in  Article 24i-A  and the dis-
charges are posted from the Classified abstract of discharged Pakistan
Savings Ceruilicates (Form A, G. P T.-339-B.) referred to in Article 243.

To ensure tha! the postines in Balance Shee! ar2 correctly made, a
broadsheet in Furm A, G. P. T.-339-E | shou!d be maintained in addition,
according to series of issue. The opening balances at the commence-
ment of each year should be copied from the Brcadshee: for ihe pre-
vipus vear, and the monthly issue: and discharges zccording to series
of issues are to be posted therein irom the Proof sheets (Form A. G. P.
T.-321) and an agreement effected monthly with :he figures skown in
the Circle Balance 3heet. Similar agreement shou.d be effected in the
case of safe custody transactions aiso. As the figures shown :n the Circle
Balance Sheet are according to vears of issues, the numbers shown
against differeat vears of issue under one series are 10 be added 1oge-
ther to effect an agreement with :he figures shown in the Broadsheet
which. together with the Circle Bzlance Sheet should be submitted to
the Gazetted Officer every month. Adjustments made in March Final
accounis ard Journal entries shou.d also be entered in the broad.sheat
and vhe figures agreed with those in the Circle Balance Sheet,

Register of Abstract of Issues and discharges
2 .
241-A. To facilitate consolidation -of Pakistan Savings Certificates
issued and discharged in a Circie. Abstracts and Registers in Forms
A. G. P. T-337 and 338 are maintained as explained below :—

Issues are posted in the Abstract in Form A. G. P. T-337 from the
audited summaries for the last weex of the month and the * discharges ™ -
are posted from the * Register of discharges” in Form A. G. P. T-338 as
explained in Aiticle 241-B. The total of the figures *hus arrived at re-
presents the issues and discharges for the whole Circle for the month.
A reconciliation should be effected between these figures and those
snown in the Detail Book (see Article 247).

Register of Discharges

241-B. As Pakistan Savings Certificates are sometimes discharged in
an office different from that of issue or registration. the journals of dis-
charges of one office may include payments of certificates originally pur-
chased at another office. Adjustment must therefore be mads so that the
entries of discharges for each Head Office may eventually relate only to
Pakistan Savings Certificates sold at it. These adjustments will consist
in deducting from the total, under the head “discharges” in the last
week’s summary the totals of amounts paid on account of certificates -
originally issued by other offices either in the®jurisdiction of the same
Audit Office or in that of Foreign Audit Offices and adding to it the amount
of Pakistan Savings Certificates received in transfer from other offices.
The net total arrived at, represents the number and amount of Pakistan
Savings Certificates discharged on account of its own issues.

241-C. If the offices of 1ssue and payment are all in the same Postai
Circle. the amounts deducted from the total discharges of the paying office
will be added to the discharges under the several issuing offices the sum
of the minus entries being equal to the surn of the plus entries.
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Each such adjustment should be noted in Form A. G. P. T.-338 but
no transfer entry will be necessary. ’

241.D. If the offices of issue and pavment are situated in different
Postal Circles but under the same Audit Office, a transfer entry debiting
and crediting the respective circles should be made, which will appear in
tihe Detail Books of the respective Circles througk the head “Pakistan
Savings. Certificate Remittances (same Audit Offic2)".

241-E. 1f the paying Post Office is in a different Audit Circle from that
of the Post Office that issued the certificate, the debit in the accounts of
the paying Office should be passed on to the Audi: Officer of the issuing
office, by crediting the head “ Pavments of Pakistan Savings Certificates”
(deduct from debit) and dehiting *Pakistan Savings Certificate
Remitltance (other Audit offices)” . The Remittance clerk will check
the Advices of transfer, post the Pakistan Savings Certificates in the
Transfer Registers concerned and hand them over to the item-workers
who should audit and deal with them in accordance with the rules rela-
ting to audit of Discharged Pakistan Savings Certificates. The month of

adjustment should be posted in the Celumn “ Discharges " in the ‘Stock

and Issue Register with the particulars of the Advice of Transfer in the
Remarks Column.

NoTe—A statement of the debits passed on to the othgr Audit Offices, as
referred to above. should be prepared monthly and sent out to the Audit Office
concerned by the 29th of the month following the month of account in the
manner iaid down in Article 256 of the Posts and Telegraphs Audit Code,
Volume L.

P41-F Separate Registers showing particulars of discharged Pakistan
Savings Certificates transferred from one office to another in the same
Cirele or in different Circies under the same Audit office or in different
Audit Circles should be maintained in Form A. G. P. T.-328, The registers
should be reviewed monthly by the Accountant and submitted to the
Gazelted Officer for inspecticn. ' .

Note.—In the case of Pakistan Savings Certificates issued in one office and

discharz~d in another office within the same Postal Circle, it will not be necessary
to post the Interest in Form A. G. P. & T-328.

211-G. In cases where fresh Pakistan Savings Certificates are issued

in lieu of Pakistan Savings Certificates issued in another Audit Circle, .

the Audit Office in whose jurisdiction fresh Pakistan Savings Certificates
are issued should send the cancelled certificates to the Audit Office in
which thav were originallv issued and call for the transfer of tre credit.
The latter office after making a scrutiny of the cancelled certificates and
a note of cancellation against the relevant entries in the Stock and Issue
_ Register, should transfer the credit and retain the cancelled certificates.
The Audit Office receiving the credit. i.e., the Audit Offic? which has

issued fresh Pakistan Savings-Certificates should also make a_nate of the

~ cancellation of the original Pakistan Savings Certificates against the
entries relating to the fresh certificates in the Issue Register. For recon-
ciliation purposes, the liability as to the vear of issue, of the fresh Pakistan
Savings Certificate should be considered as for the year of original issue
and not for the year in which the credit has been transferred and accounted
for ; when the credits are transierred, the new certificates should be
marked off distinctively in the Issue Registers and when calculating the
total outstanding of the year. the total of such Pakistan Savings Certi-
ficates should be distributed to the various years of issue of the original

. Pakistan Savings Certificates which they have replaced.
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Partial discharge of Pakistan Savings Certificates

241-H. The procedure followed in audit in posting and preving of
partially discharged Pakistan Savings Cerlificates is the same as ‘he one
followed in the case of Pakistan Savings Certificates discharged :n full
The correctness of the Principal and interest paid for the portion uf e
nominal value discharged is checked. It is also seen whether Pskistan
Savings Certificates af the same oid issue arc issued for the balance ‘While
posting the date of discharge in the Stock and lssue Pegister. 1 note
should be made in the remarks column azainst the Pexisten Savincd
Certificate partially discharged. thus:—

Partially discharged for Rs. .......ooooiiiiiiiiiiiiiinn. Pak:stan
Savings Certificate NOS. . ...cveivnmimioaseoisas, issuec in lieu of the
undischarged value. For purposes of posting in Forms A G. P. T-337 2
339-B.. th> partiallv discharged Pakistan Savings Certincate sk.rutd be
treated as though it was fully discharged but as the monev valus of the
Pakistan Savings Certificates noted in the Abstract and Rezister .n. Forms
Nos. A, G. P. T.337 and A. G. P. T-338 will not agree with tre tota
amount of discharges as noted in the money coiumns ¢t the same A-strac:
and Register. a suitable note explaining the difierence az due !¢ sarte:
discharge should be made in the Register against the names of Pos: Offices
~oncerned. A similar p.ocedure is followed in prenaring class:ication
slips in Form No. A. G. P. T.-339-A. Thefresh Pakistan Sav:ngs Certificates
issued are all coliected together in the *Issue side” ¢f Form N A G
P. T.-337 for.the whole Circle without showing money values .n the

‘“‘monev column, classified according to the several vears ‘of issze and
oosted in the Circle Balance shcet. The Pakistan Savings Certificates
issued are shown as plus entries against the quarter under the denomina-
tion concerned. Th money value of the balance of the undischarged
Pakistan Savings Certificates shewn in the Balanca Sheet will thus agree
every month with the balances shown in the Broadsheet Ne zccoun:
adjustment is made on this account unless the Pakistan Savings Cerii-
feate is discharged in a Circle other than the Circle of its issue 1. which
~ase the credit in respect of the undischarged portion, is trarsferred
through . the head * Pakistan Savings Certificate Remitiances ' %o the
Circle in which the Pakistan Savings Certificate is partially dischargec
(see-Article 241-G)).

Exchange of Pakistan Savings Certificates of lower denomination for
Pakistan Savings Certificates of higher denomination and vice versa.

211-J. It should be seen in audit whether Pakistan Savings Certifi-
cates of the same series are issued as those of exchanged and whether the
nominal value of the Pakistan Savings Certificates issued in exchange 1s
exactly egual to the nominal value of the Pakistan Savings Certificates
exchanged. Suitzblesaotes of cancellation of old Pakistan Savings Certi-
ficates and issue of fresh Pakistan Savings Certificates should be kept in
the Issue Registers against the respective serial numbers. Such trans-
“actions should be collected together in Form A. G. P. T.-337 for the whole
Circle by means of plus and minus entries. ic.. certificates exchangeu
are shown as minns entry against the guarter under the denomination
concerned and the Pakistan Savings Certificates issued are shown as 2
plus entry against the quarter under the dencmination concerned.

The net result of the above transactions as worked out in Form A.

G. P. T-337 for the whole Circle is then posted in the Circle Balance
Sheet. No sccount adjustment is made in the Detail Book.

.
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Classilication ‘of discharged Pakistan Savings Certificates according to
vears of issuc and the preparation of the classified abstract of Pakistan
Savings Cerlificates discharged.

242. After the discharged Pakistan Savings Certificat:s of an office
celating to a month have all been posted in the Stock and Issue Registers,
they should be sorted by denominations according to years of issue. The
number of Pakistan Savimgs Certificates discharged should then be
entered in a slip in Form A, G. P. T.-339-A and the total number shown
in the slip under each denomination should be agreed with the number
of Pakistan Savings Certificates arrived at by actual count and also with
the number shown in cclumn *“net total ” in the register of Pakistan
Savings Certificates discharged (Form A. G P. T.-338). The slip should
be initialled by the item-worker and handed over to the Auditor who
<hould a'so agree the totals with the figures shown in the Abstract of
Paxistan Savings Certificates issued and discharged (Form A. G. P. T.-
337). The .JAuditor Reviewer will test-check the classifications made by
the item-workers. <

Nore.—Pakistan Savings Certificates that have matured (ie.. completed 12

vears' period from the.date of issue) before the current year. need not be-
class:fied accurding to years of issue as they cease to earn interest any further.

243. When all the slips have been received from_ the Auditors of
eroups dulv checked, thev should be arranged in alphabetical order of
the Post Offices in each Circle by the Balance Sheet clerk. who should
post these figures in the Register in Form' A. G. P. T.-332-B so as to faci-
litate the postings in the Circle Balance Sheet.

241
245. » Nil.
246.

» - .-

Reconciliation with Detail Book

247. A register should be maintained for each Postal Circle in Form
No. A. G. P. T.-329 for effecting an agreement between the amcunts of
Pakistan Savings Certificates issued and discharged as bocked in the Circle
Detail Booxs and those compiled from the journals of issues end dis-
charges. The latter should be posted from the Register in Form A. G.
P. T-339. As regards the former, the Postal Accounts Section should
serd to the Pakistan Savings Certificate Section, as soon as the zccounts
of 2 month have been closed, a statement showing for each circle, the
totai amounts of issues and discharges and interest and the additions
and deductions resulting from transfer entries. The difference. if any,
between the two sets of figures should be clearly explained in the last
column of the register which should be reviewed by the Accountant and
submitted to Gazetted Officer every month.

248. At the end of thc'_vear. after the accounts for March Final have
been closed. a certificate in the following form should be furnished to the
Auditor General by .each Audit Office (—

~ Statement of balances under the head - Pakistan Post Office 12-yzar

Savings Certificates” for............o0. .00 Circle for the year

(1) Opening balance.
(2) Cost .of Pakistan Savings Certificates issued during the vear
(as per Detail Book).
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(3) Total of (1) (2).
(4) Cost of Pakistan Savings Certificates discharzed during the
vear (as per Detail Book).
{3) Closing Balance. y
Certified that the ciosing balance as shuwn above has ween ventied
with the ha,ances shown in the Circle Balance Shee's ™
249 The Auditor Gereral. after check. consobidatis the figures i

the whole of Pakistan and agrees them with the General Absiract

Norr.—Adjustments made in  journal enities under the head v Pakistan
Post OFfice :2-vear Savings Certificates ” should T+ cometineated te the Audits
General threugh revised statements.

249-A. After the accounts for March Final have betn ¢l sed. an
annual revort on the issue and discharge of Pakistan Fost Ofice 12-Year

Savings Certificates together with a statement showing detalis a2z @

number and value of Pak:stan Savings Certiicates issued and dischargen
in each Posial Circle separately for each deneminaticn should be furnished
to the Auditor General. In the report the general results of the Paxistan
Savings Certificate operations during the vear as compar:d wita those
of the preceding vear should be reviewed briefly and any -=her informa-
tion which may appear ¢ oe interesung and relevant shouis also Be given

249.B. The Auditor General, after check. consolidates tne figures for
the department and communicates them to the Director Ganeral of Posts
and Telegraphs along with the*statement showing the Savings Bank and’
Government Security transactions on the 20th August cach vear with
comments on the general position of the various kinds of investments
made through the Post Office.

Annual Verification of Balance

250. An annual verification is undertaken to prove that all the t.ans-
actions of the Head Post Offices in a Circle during the vear have been
correctly taken into the Stock and Issue Registers. The verification con-
sists in acreeing the bzlance at the close of the vear as shown in the
Balance Sheet of Pakistan Savings Certificates not discharged up to the

31st March of the vear as exhibited in the Broadsheet of Proof Sheet
balances (Form A. G. P. T.-339-E).

The correctness of the monthly postings in the Swock and Issue
Registers is proved in the manner indicated in Article 227,

_ 251. After the figures in the Broadsheet of Proof Sheet balances have
been agreed with those in the Circle Balance Sheet (see Article
241) in respect of transactions of a year the balances as shown in the
latter should be compiled in Form A. G. P. T.-339-D according to series
and vears of issue and denomination. and the totals of each series should
. be worked out in it and verified with the correspcnding figures in ine

Broadsheei. The total amount of balances outstanding should also e
worked in the “Remarks” column of the form and agreed with Detail
Book figures, any difference between the figures being explained.

The annua! verificatiun should be cumpleled by the 3ist October
of each year and a certificate to the effect that the balances (specifying
the amounts of balances) have been verified, should be sent to the Auditor
General, on that date. : =2
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251-A Every sixth year the verification of balances should be done
by actual count from the Issue Registers as far as possible, the recopying
of Issue Registers should be taken up at that time so that it may facilitate
the counting of undischarged Pakistan Savings Certificates for the pur-
pose: of verification. Discrepancies, if any noticed, should be investigated
with a view to rectification, i

Interest liability statement

251-B. After the completion of the annual verification of ba'ances the
maximum liabilitv of Government on account of outstanding Pakistan
Savings Certificates should be worked out in Form A. G. P. T.-339-C for
Budget and other statistical purposes. with reference .to the respective
vear of issue.

List of unsold Pakistan Savings Certificates -

252. List of Pakistan Savings Certificates remaining unsold in Post
Offices on the 31st March of each year are received in the Audit Office

. in different months of the following year as fixed for the different Head

Post Offices by the Head of the Circle, in consultation with the Audit
Office (ride Rule 575, Posts and Telegraphs Manual, Volume VI). The
entries in the list should be compared with those in the Stock and Issue
Registers and anyv discrepancies noticed should be settled in communi-
cation with the Postmaster concerned. The lists should be completely
checked, on the dates fixed by the Audit Office. the progress made. in
checking being watched through a register and the theck subjected to
a five per cent review by a Senior Auditor. The Accountant should also
review five items from each list. This check is an important means of
detecting fraudulent issues within one year of the transaf:lion_s.'

Loss er theft of Pakistan Savings Certificate before issue
232-A. When an intimation is received from the Postmaster of the

ioss. theft or destruction before issue of a Pakistan Savings Certificate
from or at the Post Office. or after it has been issued and before delivery

. 1o the purchaser [vide rule 571(3) of the Posts and Telegraphs Manual.

Volume VIJ, a suitable remark should be made against the number in the
Stock and Issue Register under the accountant's initials

Declaration in licu of lost Pakistan Savings Certificates

253. The holder of a Pakistan Savings Cerlificate who reports that
it has been lost from his custody or destroyed, will be asked by the Post-
master to furnish a statement in writing explaining the circumstances in
which it was lost or destroyed. The statement will be forwarded by the
Head Postmaster to the Audit Office witn his report thereon in the pres-
cribed form (vide Rule 472 of the Posts and Telegraphs Manual,

Volume _\' Ilm-—_,-m&\‘lﬁ- e %

s b -t —cief ot e —areil
The statement and the report should be carefully examined and if
found to be complete and in order, the serial number and the date, of

_ issue of the lost Certificate as entered in them chould be verified by a

reference to the list of Issues and the Stock and Issue Register.

If these agree, a “ Declaration” (for each Pakistan Savings Certifi-
cate) in Form No. A. G. P. T.-330, should be filled in by reference to the
Issue Journal from which the name of the holder of the Pakistan Sav-
ings Certificate should also be verified and the Steck and Issue Register

oh

4
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and the particulars of the declaration noted in the Register of declara-
tions in liea of lost o¥ destroved Pakistan Savings Certificates (Form
A. G. P. T.-:32). A note of the number and date of the declaration 1seued
chculd be also mads in red ink .n the remarks column of the Stock and
Issue Register against the serial number of the lost or destroved Pokis-
tan Savings Certificate. While issuing declarations in lieu of lost certif-
~ates standing in the names f deceased holders. the follow.ng sericnee
chould be added 10 the declarations "—:s recognized as th2 present
holder of this declaration ".

~ote 1.—in the case of Pakistan Savings Certificates enfaced for payment
in the United Kingdom a report should, however. be made to the Accountant
General. Puniab, Posts and Telegraphs Branch. Lahore.

The Lakore Audit Office will enquire of the High Commissioner for
Pakistan in London. if the enfaced certificates have not been paid and at the
same time instruct it to stop payment thereon. The reply {rom thzt Office will
be communicated to the Audit Office concerned which will then issue the
declaration, if necessary. i

Note 2—Cases of issue of declarations in lieu of lost Cash Certificates in
which the relative jssue journals have been destroved should be disposed of bY
reference to the applications for purchase to be obtained from the Posumasters
concerned and the issue and Stock Register maintained in the Audit Office.

Note 3 —Credits appearing in Post Office Schedules of unciassified receipts on
account of fees realised for issu€ of declaraiion in lieu of lost Pakistan Savings
Certificates [ride Rule 572 (2) of Posts and Telegraphs Manual Volume VIl
should be classified to the Head * Exchange Account betwgen Civil and Posts
~and Tele raphs—Account betweery the tAccountant General. Pakistan Revenues

and the ccountant General, Posis and Telegraphs Branch.—items adjustable by
Civil—Miscellaneous ™.

254. The declarations will be compared with the applications and
the Steck and Issue Register by the Accountant, who will initial the
declaration and the entries in the Stock and Issue Register and Dac-
}aration Register. The names given in the declarations will also be veri-

fied by the Accountant with those shown in th2 Issue Journals when
available. ¢

The register, together with declarations and apﬁlications, will then
be sent to the Gazetted Officer, who will compare tne declarations with
the entries in the register, initial the latter and sign the declarations
which should then be sent to the Postmasters concerned for delivery
with a forwarding letter in Form No. A. G. P. T.-334. The Postmaster.
will acknowledge receipt of these declarations.

254-A. When a declaration is received after discharge, the date of
its discharge should be noted in the relevant declaration register in
addition to the posting in th> issue register concerned. After note the
relative declaration case .should be filed along with the discharged dec-
laration. In cases where more declarations than one are issued in a
single case and are not discharged simultaneously, the declaration cases
should be filed with the declaration discharged last.

" 955. Deleted.

Treatment of spoiled Pakistan Saviﬁgs Certificates

256. When a Pakistan Savings Certificate which has been spoiled in
the Post Office before issue is received from the Post Office with the
- weekly journal of Pakistan Savings Certificates issued (vide Rule 569 of the
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Posts and Telegraphs Manual, Volume VI), it should be entered in the
Regster of spoiled Pakistan Savings Certificates”in Form No. A.G.P.T.-333
and submi‘ted through the Accountant to the Gazetted Offic:r with
the register for initialling the eniry. The remark “spoiled” will also
be made against the number in the Stock and Issue Register under the
Accountant’s initials. If such certificates are received very frequentiy
from any one Post Office, the Postmaster’s attention should be drawn o
them and a report should be made to the Head of the Circle for suit-
able action. =

Treatment of unclaimed Balances of Pakistan Savings Certificates

256-A. Unhke the other forms of Government Securities the un-
claimed balances of Pakistan Savings Certificates are transferred d.rect
to Revenue at the end of three account vears after the date of their
maturity, that is, in the March Final Accounts of the 16th Account vear
from the date of issue. In respect of each financial year, the outstand-
ings as per Circle Balance Sheet may be passed on to the Accoun‘ant
General, Pakistan Revenues for adjustment in his books under Revenue,

but the outstandings by actual count as per Stock and Issue Register .

shoulid be agreed with the balances as shown in the Circle Balance
Sheets in the financial year in which the final balance of a complete
serie; is transferrad. .

Subsequent pavments in respect of these Pakistan Savings Certifi-
cates should be posted in the Issue Register concerned and every month
the paymenty this posted should be passed on to the Accougtant
General, Pakistan Revenues for adjustment against lapsed revenue.

A broadsheet in respect of outstanding amounts of Pakistan Sav-
ings Certificate transferred to the Accountant General, Pakistan
Revenuss. showing :— . :

(1) the amount transferred to the Accountant General, Pakis-
tan Revenues in respect of each issue or series as the case
may be ;

(2) subsequent payments thereof in respect of each month ; and

(3) the resulting balance of each month should be maintained
and attached to the first page of the Circle Balance Shee:.

Results of Audit

257. (a) Trivial irregularities, e.g., entries in Issue Lists not made
gu g A

in serial order, etc., .discovered during audit should be, entered.in half- .

margin niemorandum (Forms Nos. ‘A. G. P.T.-325 and 325-A), which will’
‘be returned by Postmasters in original with their replies noted thereon.
Irregularities of an important nature should be entered in an objection
statement in Form A. G. P. T-335 or in a half margin memorandum in
Form A. G. P. T-336 as the case may be. These generally fall under one
of the classes mentioned below :— ‘

(1) Objections due to want or incompleteness of vouchers, etc.
¥ These are removable on receipt of the voucher or on suite
able explanation. :
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(?) Objections on the score of excess payments or short credits.
These are removed on the amounts-being recovered. Unt:
such recovery is reported, the amounts are included under
“ Advances Recoverable”.

(3) Amounts of excess recoveries from or short paymeats to,
investors. These are liable to be demanded by the
investors at any subsequent time and should therfore be -

“* included under “ Deposits”.

(b) Short or overpayments of interest of five annas and less need
not be communicated to Postmasters. Recoveries of overpayments mayv
be waived by the Gazetted Officer-incharge and the order recorded on
the back of the discharged Pakistan Savings Certificate. Similarly short
pavments may also be recorded on the back of the Pakistan Savings
Certificate under the signature of the Gazetted Officer-in-charge, no
action being taken for refund of the amounts to investors.

(c) Short credits or overpayments on account of Pakistan Savings
Certificates exceeding Rs. 10 should be reported to the Head of the Circle.
.In such cases; capies of objection statements should be sent io the Head
of the Circle or his special attention drawn to the items of objection.

257-A. When all attempts on the part of executive to pay the party
or parties concerned amounts short paid on account of interest on Pakis-
tan Savings Certificates prove unsuccessful, the amounts objected to
should be finally adjusted by credit to “ Abstract BII—Postal Receipts—
Fees and other receipts—other items” by debit to " Deposits—short
payment on Pakistan Savings Certificates .

g A i .
- Objection Statements

258. The Objection Statement chould be filled up as required by the
form, two copies being prepared on carbon paper. On cowmpletion of each
Objection Statement, the Auditor should submit it througn the Account-
ant to the Gazetted Officer. who will sign the carbonised copy as laid
down in Article 62 of the Posts and Telegraphs Initial Account Code.
Volume L :

Nore.—The Accountant may sign all objection statements not involving inter-
pretation of rules. :

259. The approved Objection Statements should then be copied into
the Circle Objection Book, Form No. A. G. P. T.433, which collects
together for each circle the amounts held under objection, the several
Lt:onlts for the month being numbered consecutively in the objection:

260. Finally, a reference should be made to the Register (Form A.
G. P, T.-436) posted in the Postal Accounts Section directly from the
Cash Accounts to see whether any item appearing in the Pakistan Sav-
ings Certificatés Objection Statement under issue has already been

recovered or tefunded. If such a recovery or.refund is traceable, the
" corresponding entry in the Objection Statement should be cancelled, a
note of the date of recovery or refund being made against it amd initial-
led by the Accountant. The Objection Statement should then be for-
warded  to the Postmaster concerned. -

Nore—All the items in the Register of Recoveries and Refunds should be
scrutinized and adjusted before submission of the same to the Gazetted Officer °
E:g K:}V!CW. : N
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. Return' of Objection Statements

261. Postmasters are required to turn an Objection Statement with
their expianations. not later than a fortnight from the date on which it
is received by them. A watch over the return of Cbjection Statements
chould be maintained through the Circle Objection book and reminders
should be issued whenever the return of an Objection Statement is
delayed 4 days beyond the time allowed due regard being paid to the
time spent in transit.

262. If the explanation offered in regard to an objection is such as
to warrant the removal of the objection, its amount should be noted in
the column headed * Finally passed”. Recoveries of overpayments and
refunds of short payments reported in the explanations should at once
be traced in the Register of Recoveries and Refunds prepared by the
Postal Accounts Section (See Article 260) and, if traceable, the amount
should be posted in the column headed * Adjusted bv Recovery or

Refund . A brief note of the manner of adjustment, e.g. “ On Postmaster’s .

explanation, etc.” should be made against adjustments of amounts
included under * Items Awaiting Clearance .

263. Each entry of adjusiment made in the Objection Book should
also be posted in the corresponding columns of the Adjustment Register
(Form A. G. P. T.-434), and each entry, both in the Objection Book and
the Adjustmgnt Register, will be checked and attested by the
Accountant. '

Closing the Objection Books

264. After all the objections relating to a month’s account have been
posted, the Objection Book should be closed by pasting a printed * clos-
ing slip ” (Form No. A. G. P. T.-435) at the foot of the last page contain-
ing an entry for the month. Each money column in the Objection Book
and in the Adjustment Register should be totalled and the totals
entered in the proper cages of the closing slip. '

Norz.—The paid Pakistan Savings Certificates. etc., received with the objec-
tion statements, should be handed over to the item-workers concerned for proper
filing, who should endorse a certificate on the objection statement to the effect
that the documents have been properly filed. The auditor should keep the
objection statements serially arranged in his custody till they are finallv settled
and sent *o old Records at the ecnd of the year.

265. The.total difference or errors found will then be adjusted by'

transfer entries debiting and crediting the heads shown below :—

Nature of error, ctc, Aocouni‘yeads

1. Short credits in individual Pakisian Savings Debit ™ Advances Recoverable—Overpay-

Certificates or in the Total of Journal, ments on Pakistan Suvings Certificates ™ '
and credit ** Pakistan Post Orlice 12-Year

Savings Certilicajes ™
2. Excess credits on individual Pakistun Savings  Debit ** Pakistan Post Oifice 12-Year Savings
Cerithicate : or ¢n ihe Toial of Journal, Certificates (deduct from credit) ~ and
credit ** Deposits—Shert paymenis  on

Pakistan Suvings Certificates .
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Nature of ¢rror, ctc. Account Head:

3. Orerpayments on individual Pakistan Savings  Debil ** Advances Recoverable - O\ef_-
Certificates or on the Toul of Journal. payments on Pakistan Savings Centificates
and credit— -
-
(@) * Pakistan Post Prncipal-Deduct from
Office  12-Year debut.
Savings Ceru-
fcates .

(b) ** 22—Interest on
d=bts and other s
obligations . Deduct from Debir.

*Bonus on Palistan
Savings  Ceru-
Aeates™ (P. & T).

4, Short pavments en individual Pakisian Sav- Debit {a) ** Pakistar
ings Certificaies vy on the Total of Journal. Post Office |2-Year i
Savings Certifhcates”™ —Principal,

(b) ** 22—Interest on
debt and other
Obligations ~"—
** Bonus on Pak-
istan Savings
Certificaies ™ (P.*
& T.) apd credu
-+ Deposits "—Short pasments on Pakisian
Savings Certincates ™.

266. The amounts of credits and debits on account of “ Advances
Recoverable” and “ Deposits” shown in the Objection Book should be
reconciled with the amounts appearing in the Detail Book, brief but
clesr explanations of the difference being given in the Broadsheets
maintained in the Section by Circles. The balances under these two
heads are also worked out. month by month, in the Broadsheets of Agd-
vances Recoverable and Deposits, which are submitted to the Gazetted
Officer for review on the 30th of every month. ;

Treatment of undelivered Pakistan Savings Certificates

ot -4 o 2z o

266-A. When Pakistan Savings Certificates are returned by the Post-
master as undeliverable, the Audit Office will keep them in the safe
custody of the Gazetted Officer after noting the particulars thereof in a
register maintained in manuscrint for the purpose as per specimen
given below. A note “in the safe” should also be made against the
iter: in.the Stock and Issue Register. The register should be submitted

tzf ihe Gazetted Officer every time stch a2 document is to be kept in the.
safe.
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- Register of undelivered Pakistan Savings Certificates

i [ 5 = e e e e ms — s —— ——

1

Dated Dated
No. . Inttials No. 1 Initials
and date —_— and date
ot the of
Name lerter with  Serial vo. fetter with ]
of which of - Acctt. G.O. which Axit. G.O. Remarks
Office | Pakistan P.5.Cs. = returned .
Savings = for -
Certificates = delivery
revenved = o
= investor
|
1 3 3 4 5 & 3 3 9 10

\ |

Record arrangements

- " . )

267. As soon as the postings of a month are completed and the
correctness of postng proved, the Pakistan Savings Certificates Lists and
the discharged Pakistan Savings Certificates pertaining thereto together
with those discharged at offices other than that of issue will be tied in
separate bundles and arranged alphabetically and serially. The bundles
<hould be labelled with the name of the Head Post Office and the month
of account. They shculd be madc over once in six months to the
Record clerk who svill be responsible for their safe custedy.

Cuslody of Registers, Books, etc.
268. The following important registers and books, etc,, are main-
taincd in the Pakistan Savings Certificate Section:—
Register of lost Pakistan Savings Certificates.
Register of spoiled certificates.
Register of undelivered Pakistan Savings Certificates.
Register of Pakistan Savings Certificates sent out.
Objection Books.
Register of transfer entries. =~

Register of recenciliation of Pakistan Savings Certificate figures
with Detail Books

Register of transferred Pakistan Savings Certificates.
Issue Registers. .

Guard files of invoices of Pakistan Savings Certificates.
Waive Register.

Broadsheet of balances under * Advances Recoverable” and
“ Deposits ", -

iy

L s e AR
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Proof Sheet Register.

Register for watching the disposal of half-yearly statements.
Register of abstract of issues and discharges.

Register of discharges.

Circle Balance sheet.

Classification slips.

Classified abstract of Pakistan Savings Certificftes discharged.
Statement of Interest liability.

Compilation for the annual verification of balances.
Broadsheet of Proof Sheet balances.

268-A. Deleted.
Statistical Returns

268.B. The actual number of transactions separately under Issues
and *Discharges’ to the end of September and November each vear
should be sent so as to reach the Office of the Auditor General by the
25th of October and 23th of December respectively.

The Office of the Auditor General should compile the figures from
the above statement and send them to the Director General of Posts
and Telegraphs by the end of October and December each year. It should
also furnish the Director General of Posts and Telegraphs with a state-
ment showing the total amounts booked under ‘Issues’ and ‘Dischar-
ges’ by the 30th of each month following the month of account.

268-C. A monthly statement showing the discharge value of Pakis-
tan Savings Cerltificates in thousands of rupees for each series of Issue
should be sent so as to reach the Office of the Auditor General by the
15th of the second month following the month of account.
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General Organisation

269. The management of the Postal Savings Bank has beern entrusted
to the Pakistan Post Office, which acts as an agent of Governmeat
receiving deposits and paying withdrawals, etc., on its behalf. The ruies
under which accounts are opened, deposits received and withdrawals
paid are issued by the Governor-General and will be found in the Post
and Telegraph Guide Section VI—Rules for the guidance of depositors
in Post Office Savings Banks. Subsidiary rules of procedure to be follow-
ed by Post Cfiices and the higher executive officers of the Post Office are
issued by the Director General and will be fourd in Chapter 8 of the
Posts and Telegraphs. Manual, Volume VI @

~-" 270. The Auditor General has been requirzd by the Governor-Gen-
eral under Rule 12 of the Auditor General’s Rules (reproduced as Append-
i 1 to the Andit Code) to arrange for the audit of Postal Savings
Bank transactions. The rules issued by the Auditor General, under Rule
99 of the said Rules, governing Savings Bank accounts submitted to
Audit Offices and the initial accounts from which they are compiled or
on which they are based have been, for the sake of convenience, in-
corporated in the Posts and Telegraphs Manual, Volume VI

(103)
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271. Under the rules for depositors, Savings Bank transactions are
rmitted at all Head Post Offices and, with certain exceptions, at ail
ost Offices subordinate to them. The "accounts of the latter are, how-

ever, incorporated in those of the former and the Head Post Office is
respensible for submilting consolidated accounts not oniv of its own
transactions. but also of those of offices subordinate to it. The results of
audit conducted in the Audit_Office are communicated to the Head P_o;'.
Office, and the latter is responsible for seeing that prompt action is
taken to remedy the. defects discovered and to meet the objections
raised, on its own transactions as well as on those of the offices sub-
ordinate to it
‘&

272. The principal account of Savings Bank transactions received
from a Post Office is the ‘journal’ in which every case of deposit or
withdrawal is shown in chronological order. All the withdrawal entries
in the journals are supported by warrants of payment and the majority
of deposit entries are supported by vouchers in the form of duplicates
of deposit acknowledgments, index cards, etc. The Audit Office is re-
quired to see that the transactions recorded in the journals are covered
by rules and orders issued by competent authority, that vouchers or
other documents h:ve been submittéd for every entry appearing in the
journals ard that the vouchers have been prepared according to rule
and conslitute genuine evidence of the transactions having occurred as
described in the accounts. The complete accounts of the Postal Sav-
ings Bank are also compiled ih the Audit Office, and 'in order that this
respondibility may be discharged efficiently, it has to maintain a separ-
ate jedger account for each Savings Bank account opened in any Post
Office. These accounts are maintained according to the card ledger sys-
tem under which a separate card has to be kept for each account, and
every monetary transaction, whether of deposit cr withdrawal, etc, is
required to be recorded in the rﬁ:‘oper ledger card as soon as intimation
is re~eived of its occurrence. e entries in the card are made by
Remington Book-keeping machines which are fitted with devices for
totaliing the amount of all transactions posted in the ledgers. Each
machine is fitted with 4 vertical totalisers affected respectively by the
posting of the amounts of (i) opening balance before each transaction,
(ii) deposits, (iii) withdrawals, and (iv) balance after each transaction.
It has a fifth totaliser, the function of which is to show the result of the
postings made in each particular ledger card. In operating the machine,
it is so arranged that the amounts of opening balance and deposit should
be added while those of withdrawals and balance after each transaction
should be subtracted in the cross totaliser with the result that if the
posting in the ledger has been done correctly the cross totaliser will, on
the completion of the posting, show a nil balance. As the number of
Savings Bank accounts is very large, the ledger cards are divided into
series, each serief consisting of about 400 accounts. After all the trans-
actions affecting the accounts in any series have been posted, the total
amounts stored in the two vertical totalisers for deposits and with-
drawals are transferred to a master card, one of which is maintained
for each Head Post Office or each part of a Head Post Office which
renders accounts in parts. When all the transactions of a Head Post
Office, including its subordinate offices, have been posted completely in
the ledger cards and abstracted in the master cards, the totals of the
amounts appearing in the latter give the grand total of all the Savings
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Bank transactions of that office and are agreed with the corresponding
amounts appearing in the Savings Bank Journal.

273, The ledger cards used in all Postal Audit Offices are uniform
in size and ruling and consequently whenever a Savings Bank account
is transferred from one Pest Office to another, its ledger card is also trans-
ferred from one group to anather or from one Audit Office to another.
as the case may require. The ledger cards are so designed as lo contair.
all necessary information relating to the character of the account, e.g..
whether it is a miner's account or a security deposit account or a pu
lic account, and consequently a complete audit of all transactions. not
only in respect of the accuracy of the accounts but in respect of the rules
governing deposits and withdrawals is conducted by a scrutiny of the
vouchers in conjunction with the ledger cards.

274. Savings Bank transactions in cash are also included by the
Post Office in its monthly cash account submitted to the Audit Office and
are incorporated through the Classified Abstract and Detail Book into
the general accounts of Government. A reconciliation beiween the
amounts appearing in the monthly cash accounts and in the final
account: uf the Department on the one hand and the amounts appearing
in the Savings Bank journal and the depositors’ ledger cards on the
other is effected at two stages. A preliminary comparison is made bet-
ween the amount appearing in the journal and in the cash account and
a final reconciliatibn between the total amounts of the ledger cards and
the amounts appearing in the Detail Book is made through a svstem of
Control Accounts, one of which is maintained for each Head Post Office.

273. The Savings Bank Section of each Audit Office is divided wilo
groups which are so arranged that there are not more than 10,000 irans-
actions per month on an average to be dealt with in each group.. The
staff allotted to each group consists of one machine-operator, two
auditors, one journal clerk and one sorter. There is a sepacate group en-
trusted with the maintenance of various registers and the preparation
of statistical and other statements due from the Savings Bank Saction.

276. One Book-keeping machine should be allotted to each group
and shoulc be in charge of the operator, who will be responsible that it
is always kept in order. A reserve of machines, calculated on the basis
of one machine for every four groups and of the corresponding number
of operators, should also be organised to cope with unexpected increases
in the number of transactions and also to provide for the breakdown of
machines or the absence of operators, :

e
277. The Accountant General will prescribe the individual ‘duties
of the members of the groups and a copy of the duty list signed by the
Accountant in charge of the Savings Bank Section will be prominently
displayed in each group.

The distribution of the work among = individual members .of the
- group will not affect the fundamental responsibility of the auditors for
the audit of Savings Bank transactions and for the proper maintenance
of the ledger cards. The responsibility of the operator is limited to the
posting of the transactions into the proper cards and the preparations of
the master cards; deposit slips, eic., and that of the sorter to the exiraction

L]
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and replacement of the ledger cards from the cabinets and sorting of
vouchers. The auditor is responsible for seeing by an examination of
the postings with the vouchers, not only that the postings have been
correctly made and proved with the accounts received from the Post
Ofice but also that the transactions have been made according to rule
and that they are supported by proper vouchers. Defects discovered during
his audit are rectified only at his initiative. The journal clerk attached
to the group is expected to relieve the auditors of routine work of an
unimporiant character, €.g. checking the arithmetical accuracy of the
journals. etc.

278. Each accounting group is under the charge of Supervisor, who
will arrange to distribute the work amongst the members of the group
according to such instructions as may be issued by the Accountant Gen-
eral in conformity with Article 977." As the two auditors in each group
work independently of each other, the necessary correlation between
their work and the duties entrusted to the other members of the group,
operator and sorter. must be effected by the Supervisor, who shou d see
that the distribution of work between the auditors is fair. The Super-
visor is responsible that the work of the group in his charge is being -
done strictly according to rule within the periods and by the dates
prescribed in Article 280. He must pay close attention to the prompt
disposal of correspondence and to the pursuance and tlearance of ob-
jections. He will be in personal charge of the Objection Books of his
group and wil! deal with all correspendence relating to objections. He
is aiso responsible for the conduct of the periodical reconciliation of the
total of the balances of individual accounts of jhis group with the total
balance as ascertained from the accounts. i

979. The final reconciliation of the amounts of the ledger cards with
those appearing in the Detail Books and Circle Abstracts must be en-
trusted to an independent group, which should be made responsible for
maintaining and proving with the general books a Savings Bank Con-
ral Account for each Post Office. This group should alsc be entrusted
with the adjustment of transfers of Savings Bank accounts, whether
Inland or Foreign. and other adjustments by transfer entries.

Progress of work:

280. Savings Bank accounts should be prepared, in common with
other Government accounts, month by ‘month, and the posting pf trans-
actions should also be done monthly. The Accountant General may,
however. introduce a system of fortnightly postings during some months
of the vear if this system is found convenient. In any case, the dates
~cferred to or indicated in this Article should be scrupulously observed -
for the completion. of-the various items of work and a register should be
.. maintained in Form A Q. P. T.-340, for each group by the Supervisor,

in which he will enter the dates on which each item of work is taken up
-and finished. This register will be submitted through the Accountant to
‘he Gazetted Officer every Monday.

The Accountant in charge of the Section should also maintain a chart
in Form No. A. G. P. T.-341 showing the state of work of the whole Sec-
tion. It should be submitted to the Gazetted Officer weekly.

A statement of work done by each machinist should be maintained
in Form No. A. G. P. T.-341-A which should be - submitted to the
Accountant General, along with the recommendations . for special pay
under paragraph 137 of the Manual of Standing Orders.
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Due dates for audit of Savings Bank transactions

In respect of the work relating to the accounts for the months (rom
April to July of a year, the Mue dates are mentioned in Article 348. The
work relating to the rest of the vear should be completed on the dates
mentioned below. It should be distinctly understood that all stages of
~ork relatine to March Accounts should be completed on the 24th April,
so that there may not ke any delav in starting the annuai work : —

Details of work

Complznion of audit, e1c,. of Aug it Accounts ...

Verifization of balances at the close of August .

Complet:on of audit, eic., of Seprember Accounts

Verificauon of halances at the clo ¢ of September

Complesion o 2adit, ete.. of Ovtaber Accounts ...

Verification of lalances at the close of October
Co_rnpf:uon of 1udit, ete.. of Norember accounts
No verincauon of balances for Novemnber
Completion of audit. etc., of December Accounts

Verification of balances at the close of Dzcember

Completion or audit, ctc.. of Jand)r_n AgTouUnts ...
Ve-ification of halanzes at the closz of January ...
Completion of audit, etz., of February Accounts ...

Verification of balances at the close of February

Cormpicticn of audit, etc.. of March Accounts

No verification of balances for March . .

Duc date
for
completion
30th September.
Tth-October.
3151 Oviober.
Tth November
30th November.
“th Devemb.r,

st December.

28th January.
6(h.F=blunr,\',
26th February.
4th March.
26th March.
ard April.
24th Apnil.

The due date for the completion of the examination of the Journal
for the fourth week of a head post office and making over the check
slips to the Postal Accounts Section will be one day earlier than the
- date fixed for the posting of the classified abstract of that office. The
Superintendent S. B. Section should watch this by means of a broadsheet
showing the due date for each office.

Objection statements should be issued on the day following the date
on which audit. etc., of a month’s accounts are completed. The due date
for closing of Objection Books should be the Tth day from the date of
completion of audit, etc., of a month’s accounts.

' Returns Due
281. The daily, weekly or other periodical returns of Savings Bank
transactions due from Post Offices are : — .

(1) Journal of cash transactions,

(2) Voucher list with vouchers,

(3) Lists of accounts transferred to or from other offices, and
(1) List of dead accounts reopened. i
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Immediately on receipt, the bundles should be examined by the
supervisor to see whether all the returns and the vouchers mentioned
in the vouchers list have been received correctly. Applications for
transfer of account to the Foreign Post Office Savings Bank and other

s should be disposed of without delay and any document which
<hould have been received but has not been received should be called
for from the Post Office.

Norte—Any applications for the purchase or sale of Government Securtties
inadvertently sent should at once be sent to the Accountant General, East Bengal,
Posts and Telegraphs Branch, Dacca. for disposal. .

Examination of Journal and List of Transfers

282. The journal and the lists of transfers should be examined and
dealt with in the following manner :—

(1) The weekly and the progressive totals of deposits, with-
S drawals. and of the amounts transferred or received in
transfer should be checked.

{2) The number of transactions snewn in the second column

of the journal should be verified by an actual count of the
entries in the deposit and withdrawal columns.

(3) Each entry of withdrawals should be checked against its
warrant of payment signed by the Postmaster and receipted
by the payee for the amount noted in the journal. The
balances after transactions as noted in the journal should
ther, be noted on the warrants. If any warrant is want-

¥ ing. a slip showing *the number of accoupt, name cf the

depesitor, date of transaction, amount withdrawn and

* palance after withdrawal should be made out for posting
the ‘ledger cards.

(4) It should also be seen that for each deposit made in Sub
and Branch Post Offices, duplicate ccpies of aknowledg-
ments are received and that particulars entered therein in
regard to the number of the account, amount deposited and
the balance after the deposit are correct. If any acknow-
ledgment is not received, a slip should be prepared instead.

Nore.—Acknowledgments will not be received in support of first deposits.
Slips should therefore be prepared for them.

(5) Slips (Form No. A. G. P. T.-342) should then be prepared
for every entry of deposit in the Head Office journal and
for every entry in the lists of transfers (both credit anc
debit) and the Government Security intimations received
from the Aécountant General, East Bengal, Posts and Tele-
graphs, Branch, Dacea, showing the number of the account

5 and the date and amount of the transaction.  In the case of

cash deposits the balance after transaction, as shown in the

i jéurnal and in the case of transfers, the office from which

or to which the account is transferred, should also be copied.
In the case of Government Security transactions, the name
of the depositor should also be noted, with the distinguish-
ing letters, “1.G. S. ",“ P. G. 5. or “5. G. S, as the case
may be [vide Article 293 (ii)].
Note 1.—Slips fhould not be prepared by the machinist for deposits made
at Branch Offices in direct account with the Head Office. i

s
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Note 2.—In preparing slip for transactions I Government Securities. thg
date of transaction should be the actual date of purchase or sale of the secunity
as shown in the intimaton of purchase or sale. In the casec of paymesat of
interest, it should be the date on which the interest accrued, as shown 1n the
Interest Payment Orders received from the Accountant Gencral, East Bengal,
Posts and Telegraphs Branch, Dacca.

Nare 3.-If it be found that a Government Security transaction relates to
an asccount which has beer. transferrec to ancther head office in the same Audit
Circle, the necessary papers should be transferred to the group dealing with the
new office. . The slips will be prepared in the new group and the name of the
new office and the new account number will be entered on the intimatien. If,
however, the account has been transferred to a head office in another Audit
Circle. an extract of the intimation <hould be sent to the Accountant General,
aasz %engal, Posts and Telegraphs Branch, Dacca, with a suitable rermark to

at effect.

283. After the journals for all the four weeks have been deal: with
as descrived in Article 282, an abstract of totals of the four weeks journals
ard lists of transiers (credit and debit) should be made on the lasi page
of the journal for the last week showing the following particulars (—

Particulars No. of transacuons
Degosits—
Tash
Transfers x
Foreign Transfgr ... T e .

Sale of Government Securities ...
Interest on Governmert Securitics
Dead accounts reopened
Withdrawais- -
Cash
Transfer
Foreign Transfer
Purchase of Government Securities

Number of accounts—
Opened by cash

Opened by transfer
Closed by cash
Closed by transfer

Interest Additions and corrections

Verification with Cash Account entries

284. The amounts of deposits and withdrawals in cash for each head
post office should be copied into a check slip in form A. G. P. T.-343
which should be sent to tne Postal Accounts Section for agreement with
the cash account before the posting of the classified abstract of that office
is taken up. The results of comparison will be entered on the slip by
the auditor of the Postal Account Section over his initials and the slip
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returned tc the Savings Bank Section without delay. This slip should
be pasted on the last sheet of the journal of the 4th week, below the
abstract referred to in Article 233. i

285. In the event of there being any defference between the totals
of the Savings Bank journals and the corresponding entries in the Head
Office cash account, the difference will be debited to *“ Advances Re-
coverable” or credited to “Suspense account™ (credits suspended), as
the case may require, and the auditor of the Postal Accounts Section will
be responsible for securing their adjustment. .

" Ledger Cards .

286. A depositor’s ledger account is maintained in Form No. A. G.
P. T.-344 for each Savings Bank account opened at a Post Office provided
it has not been treated as a ‘dormant’ or ‘dead’ account, definitions of
which terms will be found in Article 361. A ledger account has there-
fore to be opered every time the opening of a new account is reported
by a Post Office or a deposit or withdrawal takes place in an account
which has been previously classed as ‘dead’ (vide Article 366). New
accounts are opened by filling up the particuiars. such as name of oifice,

number of account, name of depositor. occupation or profession, or class |

of account, fromn the information ccnizined in the index cards relating
to now accounts and in the lists of ‘dead’ accounts reopened, received
from the Post Office. The entries necessary icr opening a new ledger
account should all be made by the auditor in charge of the Post Office
personally, but the amount of the transaction necessitating the opening
of the account should not be posted by him, being left over for posting
by the Book-keeping machine along with the posting of other ledger
cards. ’ »

When a ‘deposit or withdrawal takes place in respect of an account
which has been previously classed as * dormant”, fresh cards need not
be opened (vide Article 363). The iransactions should be continued on
the old cards which should be brought up-to-date by the posting of in-
terest.

237. Whenever a revised Index Card is received from the Post-
master. necessary corrections-in the ledger card should be made, if the
revised Index Card is found to be in order. The correction in the card
should bear the dated initials of the auditor making the correction and
the words “ vide Revised Index Card with—(month and vear)" should
be written in red ink.

288. All ledger cards, excepiing those of ‘dormant’ accounts
(which should be kept separately as prescribed in Article 362), should
be kept in serial order arranged in series of 100 accounts in cabinets
provided with locks, the keyvs of which must remain in the personal
custody of the Supervisor of the group.

Bow e By SAF ‘Posting in Ledger-Cards

289, The ledger cards required for posting. etc, will be taken out
by the sorter and will be transferred to ihe machinist and auditors in
tin receptacles. The cards should not be scattered in any way, during
the processes of posting or auditing. As it may not always be possible
to replace the cards in the cabinet the same day. the tin receptacles with
the cards should be stored for the night under lock and key in separate
cupboards. At the close of the day, the Supervisor should personally
see that the cabinets and cupboards in his charge are properly locked

» =
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up for the night. in the presence of the auditors and sorlers. The kevs
of all cabinets and cupboards and of the Accounting machine of the
group (all in one ring) should. before office is left, be thrown inte a
locked cupboard through a slit. The kev of this cupboard shou'd be :=
the personal custody of the Senior Accountant of the Section On -
account should Supervisors keep the keys of their cabinets in the:r
custody.

Norte.—The numbers of the accounts witk which each series of 100 ledg:r
cards starts and ends and the number of the drawer in which each series is kes:
should be neatly entered on a sheet of paper and pasted to a sheet of card boas?
which should be suspended at a convenient spot in the cabinet to facilitate the
extraction and replacement of cards.

290. As a result of the preliminary examination described in Article
282. every transaction of withdrawal or deposit. whether by cash er
transfer. will be represented by warrants of payvments, duplicate copies
of Savings Bank acknowledgments or by slips prepared in the Aud:
Office, etc. All the slips relating to the transactions during the month
should be arranged in serial order according to account numbers. vou-
chers. etc.. relating to one account. being also arranged in order of the
date of transaction. After sorting. the sorter will extract the cards {rom
the cabinets and will arrange them along with the new cards opened
for fresh accounts or for *dead’ accounts reopened, in serial order of ths
numbers of accounts. Tin plates will be inserted after the last card
of any particular series so as to keepsthe series separate

.

291. Any vouchers relating Yo accounts the cards for which are not
forthcoming will be made over bv the sorter to the auditor for neces-
sary action. Sonie of them may relate to accounts which have been
treated as ‘dormant’ or ‘dead’. while others may relate to cases of
transfer, the ledger cards for which have not been received from other
groups or other Audit Offices. The auditor will extract the old cards.
if any, or open new Ledger Cards for the aciounls which hive oeesn
treated as ‘dormant’ or ‘dead’. In the case of accounts transferred
either-within the same Audit Circle or from a foreign Audit Circle, the
zuditor will. on receipt of the list of transfers (credits), prepare a pink
dummy card (Form No. A. G. P. T.-345), in respect of every such ac-
count, the amount received by transfer as shown in the list being en-
tered in the coloumn ‘ Deposit in the usual manner. Subsequent trans-
actions in the account should also be posted in this card. When the ori-
ginal card is received from the trans.erring Audit Office, the balance of
the account should be agreed and the card should be written up to date
under the dated initials of the auditor. The entries in the pink dum-
my card may be cancelled and the card utilized again to save wastage of
forms.

Note—Instances of wrong numbers guoted in the vouchers or journals or
lists should be taken up with the Postmaster promptly.

292. The packets of vouchers and the cards, both arranged in
serial order of the account numbers. will then be made-‘over to the ope-
rator for posting the ledger cards.

The operator will arrange the totalisers to function as follows —

The dummy totalisers for the column *“ balance before each
transaction ” and the live totaliser for the “ deposit * column
should be so set that the amounts in the cross totaliser will
be added, while the live totaliser for  withdrawale” and
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the: dummy totaliser for “balance after each transaction”
. should be so set that the amounts will be subtracted in the
cross totaliser. Before proceeding to post any transactions
the operator should sée that his totalisers have been pro-
perly set and that all five of them are entirely clear of any
amounts of a previous posting or tabulation, i.e., that they
show a series of ciphers. The posting of each transaction
involves the following operations :— _
(i) date of transaction is typed in the first cojumn,
(ii) amount of the balance after the immediately preceding
transaction entered in the card should be posted in the
column ‘balance before each transaction’,

(iit) amount of the transaction itself will be ted in the co-
lumn for deposits or withdrawals, as the case may be,
and

. .(m amount of the balance after each transaction as shown in
the cross totaliser will be entered in the proper column.

If the balance after the transaction differs from that shown in the
slip or voucher. a mark should be pat against it to draw the attention of
the auditor to the discrepancy. x

293. The transaction reported in each voucher should be posted in
the manner described in Articie 292 until all the extracted cards belong-
ing to one series have been posted When this happens, the fact will
be indicated by the operator comjng across a tin piate in the heap of
cards. The grand total of she amounts of all deposits and withdrawals

. posted in the cards belonging to that series, as shown in the totalisers

for the deposit and withdrawal columns. will then be posted on the

rough Master Card (Form No. A. G. P. T.-344) and the tolalizers cleared

of their amounts. After verification of the postings in the ledger cards,
ride Article 294, fair Master Cards (Form No. A.G. P. T.-3+) may be
prepared to arrive at the monthiv grand totals of deposits, withdrawals,
ptc., of the Head Post Office concerned. The following instructions
should be carefully followed in carrying out the postings:—

(i) In case of transfer of an account to another Savings Bank,
tae amount transierred will not be posted in the card
proper to the account. The amount and other particulars
of an account transférred to another office will be tvped
in a dummy card (Form No. A. G. P. T.-345-A)) while
tne proper ledger card will be dealt with in the manner
prescribed in Articles 305, 306 and 307. ,

(ii) The entries relating to the purchase and sale of Govern-
= ment Securities and of interest payments thereon made

them .the letters “P-G. S.”, “S.G.S.” or “LG. S

respectively. -

(iii) The amounts of interest on closed accounts remaining un-
paid should be posted as a deposit with the word “ In-
terest” noted against each.  The operator should also
list the amounts of such transactions on a separate sheet
of -paper and post their total in the master card so as to
obtain the net deposit for each series.

in the cards should be ‘distinguished by typing against -
‘”n
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Verification of Pesting

204. Each enlry in the ledger card sould be compared with the par-
ticzlars entered in the corresponding voucher or slip, special attention
being paid io the comparison of the valance after each transaction as
shown in the card with that copied in the voucher or slip from the
journal, vide Article 282. Any mistakes that mav be found should be
carz2fully  investigated and _corrected. All  corrections should
se  mada by carefully scoring out the wrong entries and
interpolating the correct ones between the lines. In every
rase in whizh a correction is made in a ledger card, the conseguentia!
correction in the master card for the series m._st be made at the same
time, the number of the ledger card being roted in the “ Remarks"
coiumn of the master card. All corrections in the ledger or master cards
should bear the dated initials ot the auditor.

295. Each voucher representing deposit, withdrawal or other trans-
action. should then be scrutinised to see that the voucher has been pro-
perly drawn up, the warrants of payment have been duly signed by the
Postmaster and receipted by the payee, and that the transaction has been
effected according to the rules prescribed in the Rules for Depositors
and in the Posts and Telegraphs Manual, Volume VI. Irregularities
detected during audit will be recerded and setiled according to the
procedure prescribed in Article 335 et seq. After checking the trans-
cctions postec in each card, the interest-bearing balance up to the end-
of the preceding month or months should be brough! vut in the appro-
priate column of the card. Finally, the auditor should post in the mas-
ter cards the total number of accounts opened or closed in each series
during the, month and compare the total amounts of deposits and with-
drawals for all the series. as shown in the master cards. with the totals
of the correspending amounts of : —

(i, Savirgs Bank journals;
(ii) Transfer lists;
(i1i) List of dead accounts reopened ; ard
.(i\') Intimations of transactions relating to Government Securities.

The result of the comparison and the fac: of the agreement shouid
be entered on the master card over the full sigcnature of the auditor.
The master card should be passed by the Accountant who should see
that no amount is kept unposted unnecessarily. It should then be trans-
:fie’gred for agreement with Head Office Control Accounts, vide Article

Note 1-—If, nwihg_lo non-receipt of informaticn from the Postmaster, or
any other cause. corrections are made in the journals after the monthly master

..card has beén agreed, the corrections.should not be introduced.in the body of

the tmaster card, but entered below the total with the numbers of the accounts

‘1o which they relate and again agreed with the Head Office Control Accounts.

Note 2—All cards of closed accounts should be kept. separa-tely, arranged
in serial order, in the Section till the interest statements for the vear are des-
patched. They may bo transferred to the record room after the end of the year.

Note 3.—After the completion of the audit and the verification of posting
of each voucher and the agreement of the master cards in the manner indicated
above, the applications for withdrawals and warrants of payments should be
separated- from the other vouchers and formed into separate*bundles. The

I«r;rxaéats of payments for the final closure of accounts should -not, hcwever, be

ek e e Al
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kept in this bundle, but kept properly arranged in separate bundies for presev-
vation for 30 vears. In the case of accounts closed without the production oi
books the warrants of payments for the final ciosure together with the
relevant authority for payment, if any, should be kept in the bundle of the
warrants of payments for the final closure of accounts.
Nore 3 —Savings Bank Warrants of Payment, as we!l as all other vouchers,
should be initialled by the Auditer checking them,

Audit of withdrawals

296. A properly prepared and sanctioned warrant of payment has te
be submitted to audit in support of each withdrawal. Its obverse side
containing the application of the depositor should be examined to
see :—

(1) that it has been drawn up and signed by the depositor or his
agent :

(2) that the balance before the withdrawal and the number of
account have been correctly entered;

(3) that, if the name of an agent or a messenger is entered on the
application, his signature also appears on the application ;
(4) that the certificates prescribed in the Rules for 1he guidance

of Depositors are furnished where neccssary; .

{5) that the amount withdrawn does not include a sum which is
less than one rupee or includes a fraction of an gnna [this
restriction does not, however, apply to *payments in final®
closure of accounts or to cases mentioned in Rules 44 (k) and
45A (e) of Rules for the guidance of Depositors].

297. The other side of the form constitutiag the warrant should be
examined 1o see—

(1) that all the entries have been made by the Postmaster or an
authorised member of the Post Ofiice -staff ;

{2) that the pay-order has been correctly filled up, date-stamped
and signed by the Postmaster or some other officer autho-
rised by the Head of the Circle to carry on Savings Bank
work for him;

(3) that the amount entered in the pay-order corresponds exactly
with the amount on the application and with that charged
in the Savings Bank Journal and that it does not exceed the
balance at credit of the account; and

(4) that there is the signature of the depositor or his agent or mes-
senger in acknowledgment of the payment. '

. Closing of Accounts

298. In addition to the usual warrant, the final closing of an account
should be supported by the depositors’ pass baok which should-be care-
fully examined to see: —

(a) that the last entry has been inifialled by the Postmaster ;
(k) that the closing entries required by rule have been made; and
(c) that the procedure laid down in Rules 450 and 451 of the Posts
and e’é‘elegraphs Manual, Volume VI, has been strictly
followed.
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299. A depositor’s account cannot be regarded as closed as long as
he has Government Securities in the custody of the Auditor General. If
such an account should inadvertently be closed, the pass-book should
be returned to the Postmaster with instructions to reopen the account
under its original number, for credit of interest on the depositor’s
Government Securities periodically as advised by the Accountant-
General, East Bengal Posts and Te'egraphs Branch, Dacea.

Interest on Closed Accounts

300. While auditing the transactions, the auditor should calculate
independently the interest for the current vear on closed accounts and
compare the result with the amount passed by the Postmaster and en-
tered in the warrant and Journal. If the difference does not exceed two
annas, the Postmaster's calculation should be accepted as correct. If it
exceeds that amount, the correct amount should be entered in the jour-
nal and warrant, and the Postmaster asked to arrange for recovery or
refund. In the case of accounts closed before the receipt of annual in-
terest statements, if the Postmaster shows the interest for the whole of
the previous year in the column ‘interest’ for the current year, the
mistake should be rectified in the journal, and the total of the abstract
in the fourth week’s journal should be corrected accordingly.

301. When an account which was treated as ‘Dead’ is re-opened by
the Postmaster and shown in his list of dead accounts re-opened, a ledger
card should be opened anew in the depositor's name under the ald
number (or the old card, if ary, should be taken out). The original
balance should be posted in the card in the colymn for opening balancg
against an entryv *.Dead account re-opened (date) ", but the arrear in-
terest should be entered separatelv in the card to facilitate the adjust-
ment referred to in the Note to Article 324. The amount, ie., the ori-
ginal balance, will then be treated as a cash deposit and will be included
in the total of deposits in the master card against the series to which the
account belongs.

302. Entries in the -ledger cards of interest additions and deductions
communicated to Postmasters during the vear under Article 338, and the
arrear interest on the dead accounts under Article 368, should
be made in red ink below the opening balance in column 2 so that the
total amount of interest may find place in the agreement made under
Article 323. The interest-bearing balances entered in column 6 should
be altered to the extent of such corrections by plus or minus entries in
red ink, and the balances in column 5 should be suitably altered.

3 Transfers of Acﬂ.:"tmts and their Clearance
Inland Transfers e

303. The rules governing ;transfers of Savings Bank accounts from
une Pakistan Post Office to another will be found in Rule 31 of the
Depositors’ Rule and Rules 460 to 477 of the Posts and Telegraphs
Manual, Volume VI. These transfers merely involve a transfer of exist-
ing credits from the books of one office to those of another and conse-
(é)uently do not affect the cash account or the Balance Sheet of the Post

fices concerned or the amount at credit of the account head “Post .

Office Savings Bank deposits” in the Government account.
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Each debit transfer. i.e.. transfer made by one Post Office to another,
must be responded to in the list of credit transfers of the receiving Post
Otfice, bv the end of the month following that of transfer and the pair-
ing of each debit with the corresponding credit is an cssential part of
the audit of transfer, transactions. In order that the work may be done
promptly and correctlv. it should be entrusted 10 a special auditor or
group of auditors called Transfer cierks. who should also be reSpon:ible
for collecting and despatching the .edger cards of accounts transierred
to the otner Audit Circle. and also for the receipt and disposal of ledger
cards sirnilarly received in transfer from the other Audit Circle.

304. Transfers of acco.ints are prohibited belween the 16th and 3lst
\arch each vear, but if for some reason a transfer does take piace in
that period. the auditor should, before transferring the ledger card. as-
certain from the auditor of the receiving Post Office (whether in the
same or in another Audit Office) whether the opening eniry has zppear-
ed in the iist of the receiving Post Office ior that month. Ii no such
entry iz traceable in the same month, the transfer should be struck off
list for March and included in the list for the first week of April. the
Postmas:er being informed of the correction, and the case reporied to
the Head of the Circle concerned. ) "

NoTtr.—In the case of accounts transferred in the beginning of a financial
vear before the Post Office lias reccived the annual statement of interest for the
past year irom the Audit Officc the balance shown by the iransferring office will
generally be exclusive of interest. In such cases the interest snould be added to
the balance. and the recciving Post Office advised of the alteration in Form No.
5\1}?.?“1'.—3-13 The list of ‘debit transfers’ shoudd also be corretted neatly in
iy L

305. As mantioned in Article 231, every Post Office submits along
xith the Savings Bank Journals separate Journals of all (i) Debit trans-
fers, i.e.. iransfers made by it to other Post Offices, and (ii) Credit trans-
fers, i.e.. transfers to its books from other Pakistan Post Offices. The
amounts of transfer should not oe posted in the Deposit or withdrawal
columns of the ledger cards, as the latter are themselves transferred
from the account group of the old office to that of the new.

On receipt of the debit transfer journals, green dummy cards are
prepared in respect of each transfer and sorted serially according 1o
account numbers. Ledger cards are then picked out from the cabinet
with reference to these dummy cards and the balances verified. A
red ink 'ine is drawn across the first five columns of the ledger card
just below the last entry of the card ledger, 2nd a vertical line is also
drawn on the top of the ledger card just beside the name of the trans-
ferring office on the left hand side of which *the date of transfer ' and on
the right hand side ‘the name of the receiving office’ are noted.
The ledger cards of the accounts, the balances of which agree, are passed
on at once to the auditor of the receiving office. The ledger cards of
the accounts, the balances of which differ from those shown - in the
debit journals, are made over to the auditor of the receiving office
aiter the completion of posting for the month. Descripancies, if any,
are nolified to the Postmasters in the ordinary course in Form No.
A G. P. T-347. On receipt of the ledger cards from the auditor o: the
transferring office, the auditor of the receiving office notes the account
number of the receiving office in the green dummy card as well as in
the ledger card and_the date of opening the account in the new office
in the ledger card. He then returns the green dummy card aiter initial-
ling in the column provided for the purpose.
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In the case of transfers under the jurisdiction of the Fureign Audit
Office. the procedure for the transfer of the ledger cards is the same
except that the cards are made over to the transfer clerk who initials
in the appropriate column of the green dummv card and that the new
account number is not noted.

-306. When the credit journals are received. a pink dummyv card is
prepared by the auditor of the receiving office in respect of each account
received on transfer for which the ledger card has not been reccived
by him. The transactions entered in the pink dummy cards are trans-
farred to the respective ledger cards as soon as they are receivea and
the dummyv cards cancelled. The ledger cards received are xept along
with other cards of the receiving office and the balance transferred is
included in the monthly master card.

Posting of transfer transactions

Debit Transj-ers

306-A. (a) The debit transfer journals received from the Post Offices
are prepared in the order of occurrence of the transactions while the
Audit Office records are maintained in serial order divided inte series
of 400 accounts. The debit ‘transfers as shown in the Post Office Journals,
cannot therefore be incorporated into the master cards in respect of
each séries without splitting them up and grouping them into trans-
actions relating to each series. The green dummy cards prepared under
Article 395 are Ynade over tcthe mathinist along with the account cards
and the vouchers. after agreeing the balarce in the manner indicated in
that Article. While posting the cash transactions in respect of each series,
the machinist should post the debit transfer figures as per the green
dummy cards in a separate list in serial order for each series with a
view to incorporate the figures in the vertical totaliser under the with-
drawal column. Then the amounts of deposiis and withdrawals for
each séries which thus include the debit transfer figures relating to
that series are cleared in the master caré. The separate lisi should be
totalled on the machine and the total agreed with that of the Post Office
Debit Transfer Journal by the auditor. 3

Credit Transfers

(b) As in the case of debit transiers, a list of credit transfers should
be prepared by the machinist on the machine according to each series,
where more than one series is concerned for the purpose of inclusion

in the ntaster card and a final total struck. :

It chould be seen that the credits shown in the Post Ofice Credit
Transfer Journals tally with those in the Audit Office ledger cards. In
cases of discrepancy the figures in the Post Office Journal will be cor-
rected by a reference to the corresponding debits of the transferring
office in the case of transters under the same Audit Circle and to the
lists in form A. G. P. T.-349 in the case of tranfers from the Post Offices
under the jurisdiction of the other Audit Office. Any corrections found
necessary on receipt of cards from the other Audit Office will be made
in the respective volumes of the master cards of the succeeding month.
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Transfers 1o the other Audit Circle

307. On the completion of the monthly pastings and agreement. the
weekly lists of transfers received from Post Offices should be made over
-0 the Transfer clerks. The lists of debit transfers should be comvleted
bv entering against each item the name of the Audit Circle in which the
receiving office is situated and then arranged according to Postal»Circles
and nai.es, in alphabetical order, of the transferring offices. A list
<hould then be made out, in Form No. A. G. P. T.-349, of all accounts
transferred to offices in the jurisdiction of each other Postal Audit Office
and sent to ke Audit Office concerned within % days from the date of
completion of audit and agreement. The Transfer clerks of the receiving
Audit Office shonld check the ledger cards received from other Audit
Circles with he covering list. The cards should then be distributed ic
‘e auditors concerned. who should acknowledge receipt in the remarks
column of the list, which will be recorded in the (ransfer group.

Consolidation of Debit Transfers

308. The preliminary step in pairing debits and credits 15 the
izolation of accounts transferred to the other Audit Circle. The total
amount a1 number of accounts transferred from cach office are en-
rered. in Form No. A. G. P. T.-350, transfers between offices+ within the
Home Audit Circle being shown separately from those involving the
otner Audit Circie. and the grand total of the latter agreed with the
grand total of the amounts appearing in the lists of outward transfers
ent to the otker Awudit Office (vide Article 307).

To the grand total of transfers within the Home Audit Circle should
be added, in column 3 of the Form, the totals of the amounts appearing
in the lists of transfers received frcm the other Audit Office, to arrive
=t the sum that should be taken to credit by the Post Offices in the
Home Audit Circle.

Column T of the current month’s debit transfer lists and column 8
of the previous month’s debit transfer lsts should then be totalled and
the consolidaied total should be worked out on the consolidated state-
ment of transfers debited. The consolidated statement, the debit trans-
fer lists. and the lists of foreign inward transfers relating to each month
:nould then be bound together.

Consolidation of Credit Transfers

309. (a) The lists of credit transfers for the month - should be
<imilarly arranged in alphabetical order and the total number and
amount of accounts received in transfer in each Post Office during the
inonth should be compiled and totailed in Form No. A. G_ P. T.-351.

(b} This grand total should” agree with the totals of columns 7 and
8 of the debit transfer lists for the current and previous months respec-
tively. ’
Clearance of Transfers

310. The lists of debit and credit transfers should be compared and
sach credit posted against the corresponding debit in the lists of trans-
fers debited or in the lists of transfers received from the Foreign Audit
Office in the column “ same msnth” or “ next month”, as the case may
be, and the date of debit noted against each item in the credit list.

A
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311. The sum of the amounts in column 5 of the Consolidated State-
ment of debits for the current month and column 6 of the Consolidated
Statement for the previous month must agree with the total of the
credi: transfer lists for the month. As the transfer: of accounts from
one Postal Circle to another, in the same Audit Office, are not separated
the figures of all the Postal Circles in any Audit Office, should be added
iog-thec to arrive at the agreement mentioned herein. As the conscii-
dation of the transfer items is made by Circle. the agreement which
covers all the Circles should be recorded in a separate register in Forma
A G. P. T-351-A.

Ordinarily there should be no item not responded to at the end of
the next month. If any such case occurs, the Postmaster concerneg
chould be asked to explain the matter by wire, if necessary. In no case
should an item be allowed to remain outstanding for more than twe
months aiter the month of transfer

. N.B—The Registers of transfers and of consolidation should be reviewed
by the Accountant-in-Charge and placed before the Gazetted Officer on the 8th
of the third month following the menth of account.

Transfers with Foreign Countries

312. Transfers are permitted under certain restrictions between the
Pakistan Post Office Savings Bank and the Postal Savings Bank of tke
Foreign Countries as may be notified from time 10 time and the rules
governing them will be found in Rules 478 and 479 of the Posts and
Telegraphs Manual, Volume VI. Transfers to and from Foreign Postal
Savings Banks affect the amounts at charge of the head * Postal Savings
Bank deposits ' and necegsary adjustments have to be made through
transfer entries +n the Account Clfice. Foreign transfers do not affect the
Balance Sheet of the Post Office concerned nor do their amounts entes
into the cash accounts.

The actual transfer between Pakistan and the Foreign Country is
effected by the Accountant General, Punjab, Posts and Telegvaphs
Branch. Lahore, and all correspondence with the Foreign I’asial autho-
rives is carried on by that Officer.

All work, both in the Dacca Audit Office as well as in the Lahere
Audit Office, relating to transfers of Savings Bank accounts to or {rom
Foreign Countries should be treated as ‘Urgent® and any unusual delay
in the disposal of application in the Pest Offices should be brought to
the notice of the Postmaster concerned, and reported, if necessary, to
the Head of the Circle. '

Foreign outward Transfers
PROCEDURE IN AUDIT OFFICES

—-*313; "Applications for the transfer of accounts.from the Pakistan
Post Office Savings Bank to the Post Office Savings Bank of a Foreign
Country are generally received in the Audit Office with the Savings
Bank Journal but sometimes they may be received separately.

The applications should be compared with the entries in the Journal
and in the ledger.card and scrutinised to see that they are in order and
that the account is one which can, under the rules, be transferred to a .
Foreign Country. After rectifying the irregularities and verifying the
balance of the account exclusive of interest for the current year, the
auditor should calculate independently the interest d.ue upto the end of

- =
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the month preceding that in which the transfer of the account is com-
pleted in the Audit Office and convert the total amount to be trans-
ferred ino sterling at the rate of exchange in force for the issue of
foreign steriing money orders in Pakistan on the date of completion of
transfer of the account in the Audit Office.

The card ledger account should then be closed with the remark
“1ransferred {o the Post Office Savings Bank of— " in ink. All appli-
caticnz shruld L entered in a register in Form No. A. G. P. T.-332 and
forwarded 1o the Accountant General. Punjab. Posts and Telegrapna
Branch. Lihore, once a week with a schedule in Form No. A. G. P. T-
333. The register should be submiited to the Gazetted "Officer every
time app:ications for transfer are disposed of.

Nore—If a depositor has unsold investment certificates or Government
Promissorv Notes in the custody of the Auditor General these must be soid o
taken delivery of before the transfer can be made. But if the depositor leaves
Pakistan w:thout submitting an application to that effect, the transfer should be
mace. without delay. of the balance as snown in the Audit Office ledger card and
the amount real:ised from the sale of the securities should be transferred
separately,

313-A. In cases where the applications for the transfer of Savings
Bank Accounts to Fareign Post Offices are received from depositors
direct in the Audit Office they should Le sent to the Postmasters con-
ce.ned with a forwarding letter in Form A. G. P. T-379 for necessary
action aré the depositors intimated (in form A. G. P. T.-380) if neces-
sarv.

PROCEDURE 1IN THE LAHORE. AUDIT OFFICE *

311. On receipt in the Lahore Audit Office, the applications should
be examined again io see that they are properly filled in, that the
Lalances in Pakistan currency and sterling have been correctly noted
ang thla'. the depositor is entitled to have his account transferred under
ine rules

If in erder. the applications should be entered seriallv, as received,
in the Reu:sler of Savings.8ank Accounts Transferred, in Form No. A
G P. T-354 for the Couniry concerned. If any application is found
defective, a reference should be made to the Audit Office concerned,
and the application should be registered only after the defect has been
remedied.

Note—II the depositor has any Government Securities in the Auditor
General's custody. an application for their sale or delivery will be received in
the Government Security Section for disposal and in the event of the securitiex
being sold, the sale-proceeds should also be transferred to the Foreign Country
concerned, in the same way as the ordinary balance.

315. On every mail-day, a schedule of Savings Bank accounts trans--

ferred to the Postal Savings Bank of each country should be prepared in
duplicate in Form No. A. G. P. T.-355 or 333-A, as the case may be, and
both the copies despatched to” the postal authorities concerned together
with the applications. The duplicate of the schedule will be received
back- with & certificate that the amounts transferred have been credited
to the several depositors in their Savings Bank accounts and should be
vecorded after agreement with the register.

316. The entries in the several columus in ihe register should be
totalled at the close of every month, and the total amount transferred
to each Foreign Country from each Postal Circle should be adjusted by

s

B <
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a transfer entrv debiting * Post Office Savings Bank Deposits™.  The
ner contra creciis for transfers shouid be taken to the head ~ Accounts
betweeen © High Commissioner for Pakistan in U. K., London ané Pakis.
tax Government ™.

Forciyn Inward Transfers

317, Weekly schedities. in duplicate. of Savings Bank accounts
transferred from the Postai Savinos Banks of other countries to :he
Listan Post Office Savings Bank are received ir the office oi the Ac-
couniant General. Pumjab, Posts and Telegraphs Branch. Luahore.
accompanied by the depositors” applications. On receipt. the pariicuiars
of tne applications received from vach couniry should be enterec 1 a
rezizter in Form No. A, G. P T.-336. the entries being arrangei accuor-
ing 1o Postal Circles. The applications should be forwarded witix a
covering letter in Form No. A. G. P. T-378. to the Postmaster of the
office in which the account is 10 be cpened with instructions 1o vper an
account in the name of the depositor. or credit the balance to his account.
if ke is alreadv a depositor, and the depositor should be cdvised ta appear
at the Post Office ;v compiete the transfer in Form No. A. G. P. T-378 (a)

The duplicate copy of the schedule received frem Foreign Savings
Bank authorities should be returned by the next mail for that country.
after, compigtion of the npecessarv certificates and an extract {rorh thre
schedule. in Form No. A, G. P. T.-357, showing fuil particulars of all
accounts transferred to the Pest Offices in each Postal Circle in Pakistan
should be sent weekly to the Audit Cffice concerned.

The Inward register should be totalled at the close of every month,
and the total for each Postal Circle adjusted by a iransfer entry in the
Circle concerned. an intimation of the adivstment being sent o the

An’is Officz as in the casz of culward tran:fers.
PROCEDURE IN AUDIT OFFICES

318. The entry relating to an Inward Foreign transfer appearing in
the Savirgs Bank Journal should be examined with reference to ihe
pariicuizrz entered in the extract and then taken to the Savings Bank
ledger card. The date of opening of the entry in the ledger card should
be the date on which the schedule is received in the office of the Account-
ant General, Punjab, Posts and Telegraphs Branch, Lahore, which will
be quoted in the extracts forwarded by that office.

If a new account is opened, Index cards will be received with the
journal and a new ledger card should be openeé-according to the usua!
procedure.

319. Post Offices are required to return the application for transfer
after noting on it the number of the account opened, and the date on
which the depositor attended the Post Office to complete the transfer.
and the return of the application should be carefully watched. On
receipt. the completion of transfer should be noted against the entrv In
the extract and tie applications filed. Transters, which have not bezn
completed by the depositors within three months of the date of receipt
of the extract, should be reported to the Accountant General, Puniab,

Posts and Telegraphs Branch, Lahore. "
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Scttlement with Foreign Countries

320. The amounts of transfers are adjusted through the head
« Accounts between High Commissioner for Pakistan in U. K., Londoen,
and Pakistan Government " The amount of outward inward schedules
shpuld be shown on the debit credit side of the British Postal Order
Account as * Imprests repaid “. and “Imprests received ” and the differ-
ence shown as * Remittance on account 0 Savings Bank transfers ™.

EXCEPTION :—In the wase of Savings Bank transfers to and from
Tanganyka Territory, the Lahore Audit Office intimates on the 1llth of
the month following that to which the transactions relate, to the Super-
intendent., Foreign Post, Karachi, the net amount in sterling due on
account of Savings Bank ‘ransfers for incorporation in his Money Order
account exchanged with the General Post Office, Nairobi, requesting
him to intimate compliance. . The Lahore Audit Office at the same time
makes necessary adjustment on the basis of the rupee equivalent of the
sterling amount.

Conirol Accounts

321. Agreement between the total amount of depasits, withdrawals
and balances a' the credit of all Savings Bank accounts in cach Post
Office and the corresponding amounts appearing in the Circle Abstracts.
i secured through a Control Account for the, year, maintained separate-
.v for each Head Post Office. The Control Account is opened by entering
the numker ol Savings Bank accounts open and the total amount at their
credit 2: the erd of the preceding year, in Form No. A. G. P! T.-358, in
which the progressive figures should be worked out and prcved month
by month as described in Articles 322 to 332.

Moﬁthly Entries )
29%. The number of accounts opened, closed and transferred, and 2

number and amount of all transactions, including transfers. occurring in
each month, should be posted each month from the dccuments mentioned

below : —

{a) The number and amount of cash transactions as well as the
number of accounts opened or closed by cash shob!d be posted
from the abstract prepared on the last page of the last week’s
journal of Savings Bank transactions of each office (vide
Article 283).

(b) The number of accounts as well as the balance transferred
to. or received.in transfer from, other Post Office Savings
Banks in Pakistan® should be taken from the lists of transfers
debited or credited after they have been checked and con-
solidated in the manrer laid down in Articles 307 to 311.

{¢) The number and balance of accounts transferred to, or received
in transfer from Foreign Post Office Savings Banks should
be taken from the registers and schedules relating to foreign
outward and inward transfers. ‘
(d) The number and balance of dead accounts rteopened should
be compiled frcm the lists of dead accounts reopened (vide
Article 368).
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(e) The amounts invoived in the sale and purchase of Govern:
ment Securities as well as the amounts of interest payvmen-
srders should be obtained from the individual intimation:
and payment orders received from the Government Securits
Section of the Dacca Audit Office. The individual amount:
should be compiled into monthly totals, which should be ir
clided in the Control Accuwii. g

(7} The amount of intere:t on closed accounts. the net amach
of interest additions and corrections and the total or ar-ea:
interest on dead accounts re-opened. should be included in ihe
Control Account as a deposit once in every two months it
respect of those offices only whose two-monthly verificatior
has been effected.

- 323. The monthly postings in the Control Accourts should then be
totalled and the number of accounts open and the total amount at thei:
credit worked out. The menthly totals so worked out should then be
compared with the corresponding figures in the master card for the Post
Office and discrepancies intimated to the auditor concerned for recon-
ciliation. On :he figures being reconciled, the maser card should be
-irned by the clerk: in charge of the Control Accounts

Note 1.—The interest on closed accounts entered in the master card skould

be noted in the Control Account as a deposit with the words * Interest on closed
accounts ” before it. y

= - .

No{'c 2.—A Memec. of 'verification of balances for each, bffice in Form No.
A G.PT.-346 will be sent to the clerk in charge of the Control Accounts once in
‘wo months along with the master cards for the month. He should see that the
closing balance shown in the verification memo. agrees with that shown in the

Head Office Control Account and initial it in tcken of agrecement.

324. After all the master cards for a month of all the offices in a
circle have been agreed, the total-interest on vivsed accounts of the
whole circic should be worked out or the reversc of a transfer entry
iorm and the total amount adjusted by credit to “ Savings Bank Deposits i
and debit to “Interest on other obligations—Interes: .n Savings Bank
deposiis . the deposits as per detail books being made to agree with the
entries in the Head Office Control Account.

Norte.—-Similarly the arrear interest on dead accounts re-opened and the
interest additions and corrections during the month should be adjusted by
transfer entries every month before the Control Account is closed for the month.

Proving with Detail Book

325. The figures appearing in the Control Account of each Post
Office included in the same Circle should then be consolidated in Form
No. A. G. P. T.-358 to obtain the totals for the entire Circle which should
be reconciled with the corresponding figures in the Detail Book of the
Cégcle ;?;gg the consolidated statement of transfers referred to in Articles
308 an A =y

1t should be noted that the amounts appearing in the Circle Detail
Books consist of (1) the total cash deposits and withdrawals shown in
the monthly cash accounts, (2) the net result of the transfer entries

made in the Audil Officc on account of cead accounts reopened as well .

‘as for other causes and (3) the total of all transfer entries made in the
Office, cn account of transfers to and from Foreign Savings Banks and
on account of Government Securities (value and interest).

3
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Proving with General Abstract

326. A regisier in Form A, G. P. T-339 should be maintained in
cach Audit Office for the reconcliation of Savings Bank figures with
the Detail Books.

As soon as the accounts of a month are closed, the Postal Accounts
Section should send to the Savings Bank Section a staiement in Form
No. A. G. P. T.-339-A showing for each circle, deposits and withdrawals
in cash. and the additions and deductions resulting from transfer entries
including adjusiments made by the office- of the Auditor General. The
vegister should be posted from this statement and from the monthly
conzolidated statement referred to in Article 325, any differences between
the two sets of figures being explained in the last column. 1f the
diference be due to any error or omission of adjustment, a transfer
entry should at once be prepared and forwarded to the Postal Accounts
Section. the number of the entry being noted in the explanation.

* 327. The Government Security Section of the Dacca Postal Audit
Office should forward to each Audit Office monthly statements (Form

<o A. G. P. T-238) showing the total amounts adjusted on account of,

purchase and sale of Government Securities and of interest thereon. If
the totals arrived at from the detailed intimations do not agree with the
fizuces intimated. and the difference cannot be located. the Dacca Audit
OFce should be requested to explain it. The Lahore Audit Office
<hould forward to the Audit Offices a statement in Form No. A. G P T-
377 showing the total adjustments made by it on account of inward and
ousward forgign lransfers not later than the 25th of the next onth.
These fizures should be agreed with the figures arrived at from the ex-
sez015 of schedules of inward transfers and the regisier of outward trans-
fars. The register should be reviewed by the Accountant in charge of
the Savings Bank Section and placed before the Gazetted Officer on
the 10th of each month. ) :

328. On compleiisn of the recunciliation, an extract from the register
chould be sent to the Auditor General on the 10th of the third month
followirg 1he month of account, which should show, in red ink in the
first column, the amounts included in the Savings Bank books an
accouni of—

(a) Purchase of Government Promissory Notes,

(b) Sale of Government Promissory Notes,

(¢) Interest on Government Promissory Notes,

(d) Transfers to and from Foreign Post Office Savings Banks.
—~ A sacond memorandunt containing the latest -figures for the month
»f March each vear should be submitted to the Auditor General so as ta
reach him not later than 15th Aug:st, in addition to the usual monthly
intimation on the 10th June.

Notr.—Interest on, and sale proceeds of, Investment certificates should be
Jealt with as interest on, and sale-proceeds of, Promissory Notes.

329. On receipt of the extracts in the Auditor General's Office, the
figures shown in the columns “as per Savings Bank ' books” should be
compiled in columns 3 and 6 of a register in Form No. A. G. P. T.-360.
The figures as per Detail Book should be posted in columns 2 and & from

the General Abstract and the difference worked out-in columns 4 and



*5

143

Chap. 5.] . SAVINGS BANK 1329334

8 and expained on the reverse of the form. This register skzuld be
reviewed bv the Accountant in charge of the Book Section and viaced
before the Gazetled Officer for review.

230. A verification of the closing balance of each account sheuld be
made once :n cvery two months 10 check whether the transacticns have
beer postsd in ledger cards correctly. The Post Otfices inciuded 1w each
audit group shonld de divided into 1wo Se1s. >0 that the verificaton in
rescect i each sei mayv be made every alternate month and sl the
Ofices in the group may be verified every two months.

NoTE—The first two-montaly verification of April and May acceunts may
be suspended at the discretion of the Accountant General concerned i tre tush
of annual work does not admit of its being carried out.

331, The verification should be undertaken after the ledger cards
have been replaced in the cabinet on completion of audit of the accour's
for the tourth week. All the cards of the offices due for veriication
skould be extracted and made over to the operator for listing on the
Accounting machine after inserting tin-plates at the end of each :ories
Tre operator should list and total the closing balances separatelv for
each series of acecounts, the number of accounts being typed at intervals
of. sav, fortv or fifty accounts. 3

NoTE.—The amounts transierred every muath from Dermant ledgers to live
ca=is as shown in the Broadsheet in Form  No. AGFT.-372, :hould te taken
into account at the time of verification.

229 The total for each series as certified by the operator should b=
comvaned and should ordinarily agree wsith that shown in the Memoran-
dum of verification for the month. In case of disagreefnent, the auditer
skould locate the mistake by referring, if necessary, to the cards. posting
slip. and previous compilation, etc. After reconciliation, he should sign
the versfication memorandum, in token of agreement and pass it or-
along with the master card. to the Head Office Control Account Keeper.

Statistical Returns

333. The following scatements should be prepared and sent to the
OFfice of the Auditor General on the dates mentioned in each item :—

(1) Memorandum of morrthly reconciliation with Detail Bock
figures to be sent not later than the 10th of the third month
foilowing in Form A. G. P. T.-338.

(2) Siatements showing the actual number of transactions
separately under deposits, withdrawals and transfers to tha
end of September and November each year.so as to reach
the Office of the Auditor General by the 25th of October and
the 25th of December, respectively.

(3) Annual statement of Savings Ban:r( transfers (Inland), to be
sent not later than the 12th July.

(4) Annual consolidated statement of Savings Bank transzactions
<0 be sent not later than the 25th July, in Form A. G. . T.-361.

224 The Office of the Auditor General should compile the figures
from the statements referred to in item (2) of Article 333 and send
them to the Director General of Posts and  Telegraphs by the end of
Oc:ober and December each year. ; vin g 5

The Office of the Auditor General should also furnish the Director
General of Posts and Telegraphs with a statement showing the total
amounts booked under ‘Deposits’ and ‘Withdrawals' by the 30th of
each month following the month of account.
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An annual statement showing Savings Bank transactions of the vear
iust closed as compared with those of the previous year should also be
compiled by the Office of the Auditor General from the figures supplied
by the Audit Offices and forwarded to the Director General on the 20t}
August of each year. .

Results of Audit

235. Objections arising out of the audit of Savings Bank Journals
and of each transaction at the time of checking the postiffgs, should
ordinarily be communicated to Postmasters through objection statemer.ts
in Form No. A. G. P. T-362. The nature of the objections and the order
of the Audit Officer should be written neatly, clearly and concisely.
The objection statements should be issued once a month after the auait
and posting of each month’s transactions have been completed. lteras
involving short payment or overpayment in individual accounts exceed-
IR two annas, ov short or excess credit of whatever amount in tne
journal as well as those relating to want of vouchers, or falling under
“awaiting clearance”™ or *for recovery ” should be entered in the
Objection Book in Form A. G. P. T.-433. In special cases, objecticnable
1temns may be communicated by half margin memoranda and letters.
A special form (No. A. G. P. T.-363) has been provided for reporting
omissions from transier lists.

Note—In deciding whether whether an objection should be expressed in

money value, tne principles enunciated in Paras. 521 and 522 of the Audit
afanual should be followed.

336. The Objection Book should be closed monthly by the Super-

visor and placed before the Accountant for review and submission to the-

Gazetted Officer not later -than the Tth'daw from the date of completion
_of audit, etc., of 2 month’s accounts. One Objection Book shouid be
maintained for each group of offices in charge of a Supervisor. )

NoTe.—In respect of the unposted items in the Ledger Cards a broadsheet
in a form similar to the one for “ Abstract of Objections” used for items entered
in the Objection Books, should be maintained for each group of offices in charge
of a Supervisor. The total of the unposted items (as per lists attached to the
relative master cards) should be posted in this form. the amounts cleared from
menth to month being posted in it and the balance outstanding worked out
This broadsheet should be reviewed every month zlong with the objection books
by the Accountant as well as by the Gazetted OFicer in order to watch the
progress of the settlement of the outstanding items. -

337. Short payments or overpayments, wh ther of interest or prin-
cipal not exceeding two annas, made by Postmasters on the closure of
Savings Bank accounts need not be included in the Objection Books and
objection statements, but should be shown as minus or plus entries in
the ledger cards. )

The entries in the ledger card in the ¢ase of short payment or over-
payment of interest should be as follows :— , -
= Interest R

5. & P
Correct amount 0 3 ¢
Short paid 0 0 6 (inredink)
Actual amount 0 2 6
Correct amount 020
Overpaid 0 0 6
Actual payment 0 26

-—
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338. The interest actually paid by the Postmaster (as shown in
Article 337 against the entry actual payment”) should be entered in
the master card. [f the:e mistakes octur frequently in the accounts of
anv one Post Office. the Postmaster’s special atteniion should be drawn
to them and a report should be made to the Head of the Circle request-
ing him to take suitable notice of the Postmaster’s carelessness.

339. Short pavment or overpayment of principal (not exceeding two
annas) should oe dealt with as follows :—

The correct amount that ought to have been naid should be shown
in the ledger card as a withdrawal ané the account closed
The master card also should show the correct amount payable

Each item of such short payments or overpayments should be
entered in a register of objections waived (Form No. S. Y.-263).
and maintained by the clerk in charge of the Control Accounts
(one register for each Postal Circle). The register should
be initialled by the Accountant ci the Section as each enir¥
is made, and by the Gazetted Officer monthly on the 25th.

340. After the postings of each month’s transactions are completed
and all such petty object:onable items entered in tnhe register, the latter
should be totalled and the net resulting amount of short payments orf
overpayments should be adjusted by a transfer entry crediting or
debiting “ Fees and Other Receipts—Other Items ~ or “ Abstract IN—
Miscellaneous Postal Expenses—Losses. “etc.. writien offi—Irrecoverable
vverpayments ", as the case may be. On the Savings Bank side. it
should be shown as addition to * Savings Bank withdrawals” in case of
short pavment or deduction therefrom in case of overpayment.

340-A. Items of objection on account of short payments or overpay-
ments of sumns exceeding annas two but not exceeding Re. 1 in respec!
of Principal and Iniecest may be waived when the correspondence
thereon tends to become protracted and the items do mnot disclose any
wilful neglect of duty on ‘he part of any Postal Official’ and do not form
one of a series pointing to a svstematic fraud. Ttems exceeding Re. 'l
but not exceeding Rs. 5 may also be waived by the Deputy Accountant
General if, after correspondence with the executive officers concerned,
it is found that the recovery is practically impossible and that there is
not sufficient reason to press for serious disciplinary action. The items
waived should be entered in a register in Form S. Y.-265 and the amount
should be totalled and adjusted monthly by transfer entry. The entries
in the register should be attested by the Senior Accountant and review
monthly by the Gazetted Officer.

<341, Particulars of amounts waived under Article 339 should be
entered on the last page of the fourth week's Savings Bank journal,
below the abstract referred to in Article 283, before it is made over to
the clerk in charge of Head Office Control Account. The net result for
each Head Office Savings Bank should be worked out from the register
by the clerk in charge of the Head Office Control Account and noted on
the reverse of the adjusting transfer entry. and after this is passed, it
ghould be taken in the Head Office Control Account with a plus or
minus entry, under withdrawals.

342. When an item of unpaid or short-paid interest on a closed

-gccount appears in the Cash Account, the credit should be taken to the
hoad @ Fees and Other Receipts—Other Items” and if 2 depositor should
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at any time claim pavment of an amount so credited, the debit should
be taken te the head “ Deduct—Refunds”, the corresponding credit in
the schedule of Unclassified Receipts being first traced. . .

Review of Audit

343. (a) The test-review to be done daily by each of the Savings
Bank Supervisors and Accountants should be as follows:—

-
StPERVISORS

(1) Chech of Pasments with warrants and ledyger cards . .~ 15 items a day.
12y Cheok of Interest-bearing Balanves - . w15 items a day,
13) Check of Admissibility, cii.. of new accounts w- Sitems z day,
t4) Chaok of Emirics in the ledger cards with retised Index cards ... 2 items 1 day.

ACCOUNTANTS

11) Check of Pasmants with warrants and ledeer cards ... w.  Sitems a day.
17) Chesk of interest-bearing Balances = = «« S iiemsa day.
13) Cheek of Adm <sibility, ete,, of new accounts v 2items a day.

Exception.—The test review work may be suspended from the 24th

.April to the 15th June. .
N.B—With the permission of the Head of the office, the aggregate of the
week's review may oe conducted once in a week if this arrangement is con-
sidered convenient. v i
(b) Each Supervisor should examine daily one drawer of the cabinet
to see that the cards are in serial order. He should also examine the
dezk of one auditor each week and should show in his diarv:—
(i} the name of the clerk whose desk was examined,
(ii} the date on which the desk was examined,

(1i1) the oldest dates of pass books, index cards, applications for
withdrawal and warrants of paymrents, applications and advices
of transfer, letters, and any other documents found with the
clerks and whether these are or not behind the due dates.

.The desks of the auditors and the zlmirahs in the Section will also
be examined bv the Accountants. ’ .

(¢) Each Supervisor and-each of the Accountants will maintain.a
diary in Form No. A. G. P. T.-444, in which the results of their review-
should be recorded. All the diaries should be submitted to the Gazetted

_Officer in charge every Monday.

“N61E 1.—The review sheuld ndt'Beé confined to the ledger-cards of ‘a Parti-
“eular volume or office for a whole week ; it should be so arranged that the cards
of different volumes and offices come under review from time to time.

Note 2—The items to be reviewed -by Accountants should be selected from

out of those checked by Supervisors.
Calculation of ‘inferest on Savings Bank Accounts 5,
344. Interest on the balances at credit of Savings Bank accounts is

allowed at the rate prescribed by the Government of Pakistan from time
" to time -(vide ‘Article 348) and is calculated in the ‘Audit - Office -once a

e

—
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vear after the transactions for the month of March have MM{.E‘D
the ledger cards and the.postings have been proved. As stated jn Article

295, the amount on which interest has to be paid each . month is
calculatad and cntered in the ledger account at the time the ledger
postings are audited. For the annual calculation, the interest-bearing
balances for the months of the yvear are totalled and the total amount
of interest due for the whole year js calculated by applying to the sum
of the interest-bearing amounts the monthly rate of interest fixed by
Governmen:. The amount of interest on each account open in a Head
Post Cffice is then compiled into a statement in Form A. G, P, T.-364
and despatched to the Postmaster after the correctness of the compjlation
has been proved.
345. In order that the annual calculations may be finished within a
reasonable period and the interest statements despatched to Post Qffices
by the due date, the work should be disiributed amongst the entire;staff
of the Savings Bank Section. It may even be necessary to emtrust a
portion of the work toe such members of other sections of the office as
may be willing to undertake the work in addition to their normal duties.
The Accountant in charge should formulate his proposals for the distribu-
tion of the total number of accounts between the Savings Bank-Section
and the staff of other sections in the first week of February of each.year
and obtain the orders of the Accountant General. e ,g;_,
Persons "entrusted with the annual work are eligible for overtime
allowances at such rates and such conditions as. may be authorised by
the Government of Pakistan. B3 1

. Note—Sarters and Journal clerks attached to Savings Bag gmuplﬁculd
not be included in the general distribution amongst the men of the Savings Bank
Sectior. but may be allotted. at the discretion of the Accountant Genefral, as
many sveount: as they are prepared to undertake in addition to their normal
duties. . e o

. 346." Members of the Savings Bank Section are expected to deal -with
the following numbers of accounts during the period allowed for”the

annua! closinz and calculation of interest :—

Auditors .. 8,000 each “fcirds

‘ant ledgers.)
Head office ledeer heepers 6000 . 7=n
Transfer Rosister clerks 6000 .- R
Surenitors ¥ 2,000 - - o
Revord Clerks 3.000 -2,

The rumbers given above represent the minima expected of t'hé-'";t?'ibus
clerks and theré is no-objection to any clerk undertaking a larger number
if he volunteers to do so. - - 4 i ]
Volunteers from other scctions should be allotted as many dceounts
as they are prepared to undertake in addition to their normal dutie&’
346-A. The Savings Bank Arnual Interest stafements should >not- be
sent ou! uniess the original interest calculations of 20 per cent. of the

"total number of accounts both ‘live’ and ‘dormant’ of all thé' Pos

Offices have been checked. A !ower percentage may however.befixed
by the Accountant General if insistence on 20 per cent. is likely to involve
delay in the issue of interest staiements. but it chould never beJessithan
10 per cent. The checkers should always be men of the Savings: <
Section only. preferably the Supervisers and Auditors of grot,tps“:.;;rhe
auditors of the Central Account Group may also be utilised Tor the:pu

pose if considered necessary. . i o VoGRS
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A record of the accounts checked should be kept by each checher
1 a list concurrently with the check itself  The lists should be submitted
weekly te the Gazetted Officer in charge till the interest statements arc
-cady for despatch, when a certificate 10 the effecf that the required
sercentage of accounts has been checked should be recorded on the
oilice copies of the Interest Statements. The hists and the Interest State-
aents with the certificate. should be submitted to the ‘Gazetted Ofticer
zlong with the forwarding letter referred to in Article 357. The lists
should finally be kept attached 1o the otfice copies of the Interest State-
ments. =

NoTe—Tre Senior Accountant of the S 8. Scetwon shoula check :nterest
entries of 3.000 accounts in addibon to his other duiwes and the Accuuntant, v
each of the Accountants when there. is more than one Accountani. should check
3000 accounts. The accounts checked by the Semor  Acceuntant and the
Accountant. :rould include un adequate number uf those checked by Supervisors
and Auditors and this check should be completed before the interest Statements
are sent nui. 1hey are not enttled two overtime allowances for checking interest
calculations.

347. The distribution of annual work to the various assistants in and
out of the Section should, after approval by the Accountant General, be
entered in a separate manuscript register showing the name of the
yndividual. the name of the Head Post Office. the numbers of the series
allotted to him and the number of cards taken and returned by him with
dates thereo:. In case of loss of any card. it should be pbssible for the
Accountant General to fix responsibility on the proper person and to
take such dissiplinary action as hg may consider necessary. - It shoula
be scen that all the cards are returned to the group when the interest
statement is ready for despatch. .

118, The interest statements should be despatched to the Post Offices
v tha 7th June each year ai the latest. The dates shown in the sub-
ivined table fxing the periods for the completion of different siages of
ine annual work as well as the current work should be adherad to.
2ctuzl progress of the work shown against these dates should be watched
through a special register which should be sabmitted to the Head of the
Office every Mondaw. The due dates shown in the table should be
incorporated in the “ State of Work Report” for the months to which

" thev relate. ’

. ) 1Due d..llc-
L Datads of Wurk for
e Comzletion

ANNUAL WORK

] . Interest calculation. closing, listin: und wosalhing wierestatate- L 20th April.
mnt of Dernant Lrdger Accounts .

2 Inte-est calculation an 1 closing of live accounts e 131h My,
3 Checking of interast catculations o wdls1 Mas.,

4 i J rotilling of intered sUatgnenis of live wecounts e 230d M,
3 c:ment of balances on 31st March . - e 3151 May.

6 Despatch of interest statements ; 3 * %th June.

CURRENT WORK

7 Complaion 0 aodi, ¢io., of Anril adeounts .. s e 25th June,

¥ Completion of andit. cte., of Mauay decounms woe 13th July,

4 Complehon of < i, cte., ol Juns decounts . 30th Juh.
10\ eriticanion of bzlanves at the and of June Vi Apgus,
11 Completion of audit, ete.. ol July accounts .. ... 26Lh August,

12 ¥eritication of batanges at the end of Jub ... T Nk Sasember.

T =g

"
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_19. Interest at the rate notified by the Government from time to
limz is allowed for each calendar month on the lowest balance (complete
ruzees) at th2 credit of an account between the close of the fourth day
and the end of the month, subject o the annual and maximum ° limits

tha: mav be prescribed from time to time in the Rules for Savings Bank
Depositors.

Notr l.—In *ne case of depesits contemplated in Notes 3 and 2 under Rules
10 and i1 respectively of the Rules for the guidance of Depositors, interest is
all wed on the exeess over the preseribed maximum and annual limits.

Noie 2.—=Thre rates of interc:t n firce from ume to time are a3 follows @ —
Perioy R.oe

Fros: iv0f 1o M1 October 1933

aroum.,
Fromrthe st Noverter 1932 10 30th June 1934 - 2R
From ths 1 July 1934 1o 305 Novameer 1938 ¥ s 2
From ist Dovember 938 SR .

350, The following are exceptions to the general rule inat interest
i+ allowed on the balance of the account opened bv a depositor in his
name or on behalf of a mingr. up to a limit of Rs. 5000, up to 16th Apsi!
1829, and up’to a Hmit of Rs. 15.000 for accounts standing open in a Head
Office or Rs, 5.000 for accouris standing open in a Sub-Office with effect
from 17th April 1949,

(i) The maximum limii of deposits in a minor's account. has beex
raised from Rs. 1.000 to Rs. 3,000 with. effect from 1st Ap=i
1933. and frem Rs. 5.000 to Rs. 13.000, in the case of accounts
standing open in a Head Office, with effect from 17th April 1949.
This iimit can only be reached by annual deposits as laid
dowr in Ruie 10 of the rules for the guidance of depositors in
the Post Office Savings Bank. In calculating interest on the

balance at credi:. the following instruction shculd be
observed : —

The legitimate excess balance on 31st March 1933 under
Note 1 0 Rule 11 of the Savings Bank rules should carrv
interest and any excess balance on 1st April 1933 due to
anyv infringement of any of the Savings Bank rules

e . it .should not_carry interest. The same -instructions applv

to the calculation of interest bearing balances affected by
the raising of iimit with effect from 17th April 1949,

(ii) In the case of Public Accounts the maximum interest bearing _
balance is Rs. 10,000, up to- 16th April 1949. This balaznce has
been raised o Rs. 15.000 for Public accounts standing open in a
Head Oftice with effect from 17th April 1949

(iii) In the case of Regimental Police: and other conjoint accounts
individual Teacher's Provident Fund Account and other,
Misceilancous accounts opened under Rule 43-B (¢), andr
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‘maximum limit. Interest will be allowed on the total balance

at credit. .

Norte | —Where acccunts are closed by order of the Accountant General n?
of the Head of the Circie. no inrterest will be allowed beyond the end I the
month precsding the date of issue of the Postmaster's rotice’ to close the account.

No1g 2.—In the caic of ascounts o deceased deposituns T interest will Le
allowed fremt the first 5f the month in which the nutice ol the closure ¢ the
account is issued by the Head of the Circle.

Note 3.—Intercst on Security Depesit accounts is  allowed only up t: the
end of the month precedirs the date of notice {rom 1he pledgee that the depusit
1 no longer required as security. that iz the date from: which the account lonses
its character as a secunty account. Bu' in the case of 3 security account clozed
an the deata of a deposiior, interest = allowed up 1o the end of the month
preceding tre date 5f the notice issued dy the Head of the Circle [vide Rule
$23 (3) of ine Posts and Telegraphs Manual, Volume VI]. Also in the case of
accounts opened by Guvernment Officers on behalf of subordinates. etc.. the date
of the application for wittdrawal will be considered as the date of cancellalien
of the security. and interest will be allowed up to the end of the preceding
month. =

Note i{—Interest or individual Teacher's Provident Fund Accounts ceascs
to sccrue frem the first day of the menth in which :he order for final With-
drawal of the balance 3t credit is issued by the Contralling Authority. ’

351. Deleted.

352. When the supplemental journal for March has been received
4nd posted and the master card for March has been agreed! the elosing
entries for the vear will be made in the ledger cards in the manner

indicated below :—

— s —

Opening - “With- Clesing Interest Name,
Date palance Deposits grawals halange bearing civ.

balance
19°6-27 R<. 2. P. Rs. u. . R<. 2. p. Re, a.p Rs. a. p
Apal ba . 200 0 0 60 0 0 400 00
ara W0 00 10 0 0 160 D O 100 00
Juls Ist 1 v v 5 &) 0 0 ;00 0 450 0 O
| 950 0 0

Hid 260

O.R. 2728 32 6 0

o ) o

w1 menns Intesest.

ns opining balance.

S G niade -al branch offices during the cloging dzvs of
March and iacluded in 1 Savings Bank journal of the Head Office for April
should. for e purpoacs - intercst caleutation. be posted in the ledger in nuseil
and the following note r_r.-mrd_ed in the remarks column «of the annual statemont
of interest :—'* Balunce inclusive of transaction made &l branch office on duic
- T T bt

e & s

Nuik—The trans

:5-B (e) and 43-B (g) of the Savings Bank ruics. there > nJ° -
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Preparation ol Interesi Statemenis
353. After the ledger cards have been closed in the manner prescrib-
od in Article 332, the operator should compile in duplicate :he Interest
Statement in Form A. G. P. T.-364 directly from the cards. To facilitate
agreement. a separaie statement should be prepaved and totalied for each
ceries of ledger cards.

® L=
354. The correctness of the total closing balance of cach series shoula
he verified by working it out independently from the figures for the
opening balance of i7e vear and the transactions of the scries as recorded
in the monthly master cards. The reconciliation will be made in Form
A. G P. T-365.

After the number of accounts and the total closing balance of each
scries have ben verided, the figures for all the series in a Head Office
should be consoiidated in Form A. G. P. T-346 and agreed with the
corresponding figures in the Head Office Control Account.

355. The interest statement and the list of Dead Accounts (Article
264) should be made over to the clerk in charge of the Head Office
Control Accoun: who should check the closing balance for the previous
vear. total deposits and withdrawals during the year, number of accounis
opened and closed during the year. interest on closed accounts. total of
interest additions and corrections and interest on dead accounts reopened.
with the figures in the Head Office Control Account and tze registers
maintained in his group: if these agree he should post the fellowing
particulars in the Head Office Control Account. in order t» arrive,.at
the total amount of interest for the vear to be added to the nalance on
3lst March:—

(i) Interest on active accounts (as per column 3 of statement.
Form No. A. G. P. T.-364). 2

(it} Intevest on accounts transferred to Dead account ledger.
(iiiy Tota! amcunt transferred to Dead account ledger.
(iv) Number of accounts transferred to Dead account ledger.

Notr.—Afier the Control Accounts of all the offices in a Circle have been
posted. the total amounts of items (i) and (it) will be adjusted oy transfer

untry the credit of ~Savings Bank Deposits” by debit to “Interest on other
Obligatis ns—Interest crn Savings Bank Dcposits™; and _the total amount of
item fii) will be adjusted to credit of * Deposits—Dead Accounts—Savings

Bark " by debit t0 ~ Savings Bank Deposits .

336. The clerk in charge of the Head Office Control Acccunt should
then certifv that the various items in the final agreement nave been
_checked and agreed by him, After this is done. the statements (Forms
Nos. A. G. P. T.-364 and 367) should be made over to the Accglntant in
charge. who should see whether the agreement has beer correctly
worked out. and then send them to the Gazetted Officer for signature.
Note.—The Accountant should see that a certificate to the effect that either
there are no items of minus balance or if there are any due action has been taken

to adjust them. has been recorded by the auditor in the annual verification and
agreement sheet.

357. After the agreement has been checked and the statement passed
by the Gazetted Officer, the statement in Form A. G. P. T -364 should be
bound in volumes of convenient size. and despatched with a forwarding
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letter in’ Form A. G. P. T.-368 to the Postmasters conce:~ed, together
with the list of dead accounts in Form A. G. P. T.-367 (vide Article 364).
The statement should be despaiched not iater than Tth Ji=e of each
vear (vide Article 348).

Note.—A Manuseript Register for watching the roceint of «.
Post Oifces. prescribed ir. Rule 490 (3+ ui the Post: and Tele-
Volume Vi, spould be maintaingd with the filswing pacticulars —

(1Y the names of Post Offices regglering the cortificztes,
(2) due date of receipt,

(3) particulars of reminders.

(4) actual date of receipt. and

(3) how disposed of.

The Register should be submitied to the Gazetied Officss for review
on the 1st September and fortnightly tnereafter 1l all ‘=z ceriileares
are received and disposed of.

338. When interest on an accounm: has been incorrectiv -assed in the
annual statement.of inferest and balances. and the error is de-acted befare
the despatch of the transfer entries for March final o the Pastal
Accounts Section. the Auditor will cerrect his Leoks in = ved  ink and
direct the Postmasters concerned to correct the annual :atemen: of
interest and balances. No correction is permissible after -he trarsfer
enlries have been sent; but whenever it is necessarv to compmunicate
arrears ©f interest ortto correct amounts entered in the annual interest
statement, a Jetter in Form No. A. G. P. T.-369 shouid be :=nt io the
Pustmaster concerned. : & e

Note 1.—These letters should be numbered in conzecutive
for cach group and entered in the register prescribed in Artic
distinguishing letters I. .\. (meaning interest additions: and the initial letter of
the Circle entered belew. The register wiil be submitied (& tme Accruniant
with each letter. and the  entry in the register will be initialled v him wnen
he passes the letter. ’ i

Yot 2.—When 3 difference t(shor o oxa
cne anna, is discovered in the amount of t wdviscd in the znnual ztate-
ment. it should be ignored altogether and n. bscguent correct..n should be
made unless a compiain® is reccived frem the depositir.

Note 3.—Corrections on accoun' «f intwre<t. cither cxcess or :=ort. sheuld
not be carried back bevond :ix precedinz aceeuni vears.

innual series
339 with ine

vree 3 e nol excend

359. A register of the amounts advised to Posimasters zs adciziens
1o or deductions from the depositors' ledger cards and pass Zooks urder
Article 358 will be kept for each group in Form No. A G. P. T.-370.
The register will be totalled each month when the Head Qfice Cor:ral
Account is being posted. and the amount_of additions ccmmunicated
during the previous month less the amounf of interest passed in excess
together with the interest on closed accounts and arrear inte-zst or. dead
accounts re-opened will be adjusted by means of a trznsfer enivy
crediting ** Savings Bank deoosits " and debiting -~ Interes: on o-her
Obligations—Interes! on Savings Bank deposits ™.

360. If the correction is made 1o set right interest passzi in cxouss
in the previous interest clatement the Y=tine ar advize to th- Posina:
issued urn-ler Article 358 will be altered. and tho Postmastzr y
instruzted to deduct the amount from the ledger and pass beook. If,
however, the fact of interest having heen passed in excess is detected
in the Audi: Office when an acenurt is closed. bhur = is fourd that caly
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the correct amonr: of interest has been paid by the Postmaster. he
should be asked to make a note in the annual statement of interest 10
which the mistake occurred. Such amounts will be entered in the
Interest Adjustment Register as minus entries in red ink.-so that the ret
amount onlv of the total amoun: communicated will be adjusted as law!
down in Article 239

Dead Accounts and Dormant Aggecunts

261 In certair cireumsiances. Savings Bank accounts in avhich the-¢
have been no transactions for 2 zeriod of six complele vears cease *»
ramain open and zre classea as Dead Accounts which cannot be operaten
upoa unless their rcopening is {irmally sanctioned by the Head Pos:-
master. The Aud:: Officc :: recired to notifv to the Postmaster wikie!
accounis borne or =ts ledz2: are -0 be treated as Dead Accounts and
preparation of the lists of Dead Accounts should be undertaken alter in
annual interest ca.culatian: ha: been completed. ‘

To facilitate t=e preparation of these lists and also Lo relivve :"e
ledger cabinets. Sivings Bank zccounts in which there have been =~
transacticns other shan an entry of the annual interest. for. a period ~f
one vear, are trezied as Dormant Accounts.

362. Once in =¥
tions. the ledger ¢
of all accounts
beginnine o i .
separated from i resi,
in the cabinets.
relating t¢ Dormaz::
Form Nu. A, G ¢

r

czers after compleiing the interest zalcul=-
. c3ce should be examined and the carcs
rinsactions have taken place from o
preceding fnancial year should he
is for live accounts should be replac-2
. series vejr: rearranged. if necessary. and the i,
z is :2ould be eniered. in a Dormant ledger .=
: . The fact of the account being 1treated
Dormant {rom 1na7 date shoulc also be noted on the leduer card. T
cards and the Dormant ledzer should be pur up to the Supervisor w
wiil tost cheek 19 der gent. of the accounts covied in theé Dormant led:
with the relevan: cards and pu: nis initials and date adainst the entir!
in the ledger in ©.<en of naving exercised this check. Cards ot accour
transferred to a :r2sh Dorman: iedger should be kept in tiie Section =
separate cabinets .n charze of 1ne Head Odice Control Acceunt grour.

Reopening of Dormant and Dead Accounts

363. Wheneve: s transaction pertaining to an account which has
been treated as ‘ Dormant  is reported through the Savings Bank Journal.
the old card rels:ing to the account should be exiracted and compared
with the entries zppearing in the Dormant ledger and a suitable note
made in the latter to show the date on which the account :s reopened.

ey i P e
364. Accounts which are in the Dormant ledger for fve complete
vears and with rezard to which the absence of entries s prescribea in

from Article 362 indicates that they have not been reopenzd. will be
trealed as Dead Accounts with the exception of the following :—

(@) Accoun:s the balances at credit of which have reached the
maximum limi: of deposits ;

(b) Securizv Deposit accounts, the balances of which have reach-
ed the :ull amounts pledged. : :
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The calculation of interest on Dormant accounts may be started as soon
as the transactions for January have been posted and proved. sc¢ that
ihe interest statement of :he accounts included in the Dormant ledger
may be ready by the Tth April by which time the accounts for March
will be ready for posting.  After a!l the aceounts have been transferroc
Ior pusting from the Dormar: to the Card ledgers. the accounts mentioned
in clauses (a1 and (b) above wil. be marked with the letter ~ A = for
sith<equent copving into ihe new Dosmnan: iedger. An interest siate
ment shouid. however, be p:epared for these accounts and sent o the
Post Office aiong with the interest statement of ledger card accounts.
Particulars of the remaining accounts should be copied in duplicate in
Form A G, P. T.-367. The list should be totalled and after agreemen®
c¢i the balance of the list as well as the interest statement of Dormant
eccounts marsed “A™ with the outstanding balance of the Dormant
.edger. the pencil copv of tre Dead Account list will be sent to the Post
Ofice along with the annual interest statement so tha: the accounts may
ke treated as dead in Post Ofice ledgers also. The carbon copies of
Perm A. G. P. T.-367. after being arranged in the alphabetical order of
ine Post Offices. should be tound into books and used as “ Dead Accuunt
Ledgers ™. '

A certificate to the effect that the list of Dead Accounts has been
sent to the Head Postmasier should then be entered in the Dormant
ledger over the signature of the Accountant and the ledger recorded
afier the necessary adjustments have been made in the accounts. as
crescribed in Artiele 363. " i '

365. A consolidateu transfer entry of the amounts at credit o?
accounts in each Postal Circle, treated as Dead, should then be prepared
znd approved by the Accountant General, the amount being debited tc
* Savings Bank deposits” by a per contra credit 1o the minor head

. " Dead Accounts—Savings Bank ” subordinate to “ Deposits”.

366. Dead accounts. are reopened unaer the autherity of the Head
Postmaster unless the Dead Account sought to be reopered has been
“dead ” for more than five financial vears, or there are any doubtful
features. in which case the order of the Audit Cffice is required to be
ontained by the Head Postmaster before he allows the Dead Account 1c
be reopened (vide Rule 510 of the Posls and Telegraphs Manual. Volun:e
Vii. In such cases, the letter of authority to re-open the dead account
iz .ssucd by the Audit Office in form A. G. P. T.-382, and the depositor’s
aiulication for reopening his Savings Bank Dead Account is retained in
the Audit Office. A list showing all Dead Accounts reopened during a
wenk will ke received in the Audit Office along with the wezk's journal
ar:d should e carefully checxed. The entries in the list should then

e compared with the corresponding entries in the Dead Account ledger
ant any discrepancies investigated in correspondence with the Post-
n:aster. The auditor will exiract the old cards or open new ledger cards
from the entires in the Dead Account ledger and the list of Dead

Acuvounts re-upened, received from the Post Office, the two sab-columns

under the column “ Accounts reopened ” in the Dead Account Ledger
stould ke fiiled in and both the Dead Account Ledger and the card
lextzer should be put up for approval of the Accountant in charge who

w:!l initial the entires in the column “ Accounts re-opened ” in the Dead

Account Ledger.

i

y
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Note L—The amount fur which the account has been npened, ncluding
e amount of the old balari=. should be treated as a depusit on the date of
reopening the account and sucald be included in the master cars

Note 2.—Old cards of ace unts treated as dead should be ressed 5: far as
pussible. These card: may. whare and to the extent pimsible. bye stord v the
section or nearby where ace odation  is. available, :n wire need roegs so
tnat they may be easily av; e for reuse. If no accomsmodation 1o mactable.
new cards may be opened when Dead Accounts are revived.

. 367 An abstract of accsunts transferred to and re-trarsferred froms
the Dead Aceount ledger will be vrepared annualiv by the Sead Office
Conirol Account keever in T:rm No. A, G. P. T.-572 "

368. The weekly lists ¢f Dead Accounts re-operied  received  from
the Postmasters shouid be zaund into a register and tzansicr criry for
the adiustment of the balarce of Dead Accounts wiii be made moithly
by debit to the minor hez: *“ Dead Accounts—Savings Bank © under
" Depuosits ” and credit to * Szvings Bank Deposits ”. This register should
Be checked by the Accour-i-: Savings Bank Section. when passmny the
transfer eniry. ‘The amoun- :f interest should be adiusted in the manner
Iaid down in Axticle 359,

369. When a Head Ofiics is converted int¢ a  sub-uifice. the Dead
Accoun's in the ledzer w transferred to the new Head Office o
which 1t becomes subordinae. For thiz purpose. fresh entrics need not
be made as the transfer car e effected by writing the name of ihe new
Head Office in the ledger in place of that of the old Head Office. with a
note “ Converted into'sub-c¥ce from (date) ", Fresh entries should.
however. be made when a suo-office is transferred from the jurisdiction
of one Head Uifice to that ¢: another. or when a sub-office is converted
into a Head Office. In such cases. the orignal entries in the ledger
should be cancelled and fres. entries made under tne new Head Gffice.
with suitable remarks agains: both the cancelled and the iresh entries
The accounts when re-opened are assigned new numbers, which. fer
facility of reference. should te ncted in the ledger.

. NoTE—~In the case of transier of a sub-office from one Hecad Office *o an-
other under the jurisdiction :: the Foreign Audit Office. a list of the Dead
Accounts of the sub-office should be sent to the Foreign Audit Office for inclusion
in the Dead Account ledger of the Circle to which the receiving Head Office
belongs. and the adjustment ¢f the balance of Dead Accounts so transferred
should be made by a deductior from the balance of Dead Accounts of the
transferring Head Office in add:::>n to that of the receiving Head Office and not
by transfer entry. g

Custody of Undelivered pass-books-

370. The following procedure should be observed in the Audit
Offices in respect of undelivered pass-bocks received for sale cusiody 1 —

(a) The forwarding letiers with which the pass-books are received
should be indexed under separate series and made over to the
clerk who is entrusted with the custody of these pass-books.
He will be held responsible for having the baiances in these
pass books verified with those in the Ledger.. Card Wby  the
Auditor of the Pos: Office concerned under the latter's dated
initials. He should then enter them in the register of un-
delivered pass-books (Form No. A. G. P. T-374) in  the
serial order of the index numbers and prepare acknowledg-
ments, in duplicate in Form No. A. G. P. T.-375 and place the

.
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register. acknowledgments and the pass-books before the
Senior Accountant for his review and attestation. The
acznowledgments which should bear the same number as
tne index number assigned to the inward letter should. after
being sighed by the Accountant in charge. be sent to the Post
OMces concerned.

(h) 17 the balance in any pass-book does not agree with the Audit
OTce balance. the pass-book should be returned with the
acknowledgment. a suitable note being made in the register.
\Wien such a pass-book is received back it will be treated as
a iresh receipt and assigned a new number.

(¢) Tnese pass-books will be kept arranged in the serial order
of the index number in an almirah in the ioint custody o the
Accountant in charge and the pass-book clerk. '

{d) When anyv pass-book is returned to the Post Office, a note of
the number and date of the letter (Form No. A. G. P. T.-376)
with which it is being returned should be made in the register.
A :<lip showing the number and date of the Postmaster’s letter
catiing for the pass-book and the number and date c¢I the
forwaiding letter should be prepared and the register. the
<hip. the forwarding letter and the pass-book should be placed
before the Accountant in charge for his review and atiestation.
The slin initialled by him should be pizced in the proper
bundle.

—Cosed Pass Buooks of Savings Bank Teacner's Provident Fund -

when called for (romy the Pustmasters by the Civil Accountants Guneral’
smom cdirect with a letter in Form A.GPT. 3i6-A.

Cus.lod,\'_o[ closed and used-up pass-books

a71. Al! pass-rooks (whether original or "duplicate) of accounts
which nhave oeen ciosed should be separated from the used up pass-books
receiverd du-ing the month and kept properly arraznead in separate
hundles aceording 1o Head Offices and accouni numbers, Al the
bundles of ciosed and used up pass-books received “during the month
shou'sd be examined by the Supervisor of the groun in order io see that
all the clased pass-bocks have been correctly separaied from the used un
ones. Tor preservation for six vears and that no warrants of payments for
the final closure which are to be preserved separately for 30 vears are
woste2 on :hem. The Suvervisor will then enter the account Nos. of
these pass-books in a skeleton register (1o be mainiained in manuscriot
{or ihe pirpase) -in which sevarate pages should be set apart for each
Head Office. The month of closing should be noted in red ink above
the entries for eacl-momh. .In order to distinguish.. the entries for
duplicate pass-books from those for original ones, the word “ D™ should
.be writlen against the account relating to duplicate pass-books.

The register should be submitted monthly to the Accountant in
charge whe should see that the pass-books of all accounts closed duving
‘he mnth =ave been entered therein and attest each entry.

=~ closed up pass-books should invariably be kept under lock and
Loy in the custody of the Accountant in charge. after the accounts ¢f the
vear are closed, thesé pass-books should be sent to the record ruoms for
safe custod~. . : :
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372 The used un pass-books wi!l Le reviewed month by month b
the Supervisors to see that the cinging  paces have been marsed o
“cancelled ™ under the signature of ::e Postmaster. In case of omisstop:
if any. detected during the ecourse of review. the ciosing page shouid b=
impressed with the * cancelled " samp by the reviewing supervisor,

]

These pass-booxs should be
Post Orfice and sent to the Reco
are closed.

273 Deleied.

in separsi> bundies for each Head
1 Foom after the accounts of the vear

Custody o -eg:sters. eic.
_ 37L The i'niln'.\‘ing is the list -7 registers. ¢tc. 1o be maintained in
sne Savings Bank Section.
ta) Rogesters, vie.. .o “he Corn luzign Group
(1) Head Office Control Acc.unt,
(2) Drod account ledger. )
(3) Absiracts of accounts iransierred -c and re-transferred frorm
the dead account ledge:.
1) Registers of ageounts trarsferred and of accounts vpened on
transfer, s
13) Files of intimations of vrurchase. sale and interest on Gewern-
ment Securities.
(£) Reuisters of Savings-Bzn% accounts ®ransierred 1o Foveiur
: Post Office ‘Savings Banks,
() Fiie of extracts from sctedules of Foreizn Inward Transiers
-eceived from the Lahore Postal Audi: Office.
t8) Statcments of deposits and withdrawals ir cash rendered by
the Postal Acccunts Seciion for reconciliatiern ‘with Savings
Bank books.
(9 Register showinz recone
ihe figures in the Detail
(10) Interest adjustment regisiers.
(11) Transfer entry number-took.
(12) Annual abstracts of deposits and withdrawals.

:2aton ¢ Savings Bank figures wih:

i9) Registers. etc.. in cherge or Aunditers and Supervisors.
(1) Files of ohjection statemer.!s.
(2) Objection books.
(3) Denositors’ ledger cards and dorman: ledgers.
(4) Savings Bank journals of deposits and withdrawals. with their

enclosures. warrants. devusit slip:. index-cards. transier ~slins.
advices of transfer. etc. ’

Primary compilation or ¢heck Savings DBank - vas3
transactions (to b2 pasied in the hect of the journai of
the 4th week). ;

i6) Montislv muster cards.

o

<ing

in 1
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(c) Registers, ete.. with Record Cle:kﬁ

(1) Register of inward letters. =
(2) Register of outward letters.
(3) Half-margin memo. register. N

(4) Reports on pending inward leiters.
(3) Recorded bundle of Half-margin memos.
(6) Files of spare copies of Posimaster General's circulars.

(d) Registers wip Accouniani-in-charge

{1) Register of obiectionable item: waived.
(2) Register of penalties imposed for mistakes in interest calcula-
tion.
e $3) Regi_ster of undeliverable pass-books.

Disposal of Savings Bank documents

375. The following instructions shouid be attended to jn the disposals
of Savings Bank documents:— :

(e) Vouchers accompaying returned objection  statements and
jrregularity memos., should be removed from these documents unless i
they are required for further refererces. 1f no further action is to e,
1axen on the vouchers. they should be filed by Jthe ‘sub-auditor in, theit
proper places as scon as the objections per:aining ‘to them have been
removed.

(&) As soon as the monthiy naster cards zre agreed with the Head .
O:ice Control Accounts. the Savings Banik journals with the deposit slips,
posting slips, warrants of payments, applications and advices of transfer,
index-cards,,etc.. pertaining thereto will be made over to the record
cierk. who will be responsibie for safe custody of the records made over
1o him and for seceing:—

(1) thap thev are kept properiy zrranged in racks: and

(i) that precautions are taken 2gainst ihe journais and- other
records being torn or otherwise mutilated.

NoTE 1.—Savings Bank journals will ¢ kepi folded in the middle. The
Gepusit slips. warrants of payments. advices of transfer, intimations of transfecs,
otc.. arranged in serial order for posung. <hould be securely tied up into neat
pundles with slips in Ferm No. A.G.P.T.-381 at the top and bottom showing the

sopnme ol the office and the weeks and morths’ jourrals te which they pertain.
“o*4e journal dlerk of the offices woncerned z-e resporsible for- seeing that these
~ecuords are properly secured before being made over to the record clerks.

Note 2.—When journals for a complete vear have been filed and after the .
annual agreement is effected, the files will be treated as old records and sent to =
the record roum for custody.

(¢) Documents, forwarde¢ by Postmasters with subsequent journals
o returned with their replies to references made by the Audit Office
will be filed by the Auditors themselves in their proper place:.

Ju



CHAPTER

Ste e 1= defond Meney Quizers,

Gonerst outhre
Rewrrs due

Cates for subis - on o accounts and
AT A l0n ¢ winlid

Auwdit
ravis

Paste Dostsannnd Teewe Ve

Audit o7 Issue Sommitrics
Statistes of NMaon

o Orders baaod

Audat o Pind Less

Arrarcmgthe Ped Mones Orders
Totaliime by Machne
Recora:-atun ¢f Jisorepinges
Countig
Niscehianceas Jrovhing

Audit of Summares of Morey Or-
dets paid L. -

Statistics of Morey Qrders pard
Sorting of Paid Meney Orders

Morey Orders mmssorted by Post
Offce -

Misclasaried .\k‘mcy Orders

Deanit ckecking or checking parments
avnnst Issues

Adjestment of snrall differenves L

Time zMawed for checking pad
orders a5l

Errors 2od omissicns L.

Recordr 2 patd idorders .., 2
Transfers of Vouchers and Issue Ln.s

-10 Ledeer groun i,
Revicw “
Duplicate -'Icmw ‘Orders
\ oid Money Oggors ¥
Lists of Void Xfocey Orders

paymen: of Void Money Orders .
Paid il ord i From the

Foreign :
Revovenws from Wrong Payees and
llr;hl pees o

t e .'-ua:‘ mi.m.,l
ot el Ao

ol
slers e

Tritnsve
Muaoney )

Qrdais
Re-issue of Void - Money Onders ...

6—MOXNEY ORDERS.

AWy

Conolidat oa o “ransic

made 17 the varrtus groups 7

176 the Mo~ Ornde

? Section
AXT Review o cocheckel e
Compilatia-
Mgy Orcesledzes
NG Results of A adi
MR Pororsionscan ALt
[=nimation of errons
201 Recoverws and rel 0 o
03 Oxjection Baok
40 Adjustmien: Regisic”
AON-A

RSN T AT BT TG

20" Hroadshee: of bala- ey

208D Appropoe: on Ave sisand Ropess

Cash Awee

0w wetions

¢« &14 Reconcihazorsof Trassrers
315 Swatistus

Meney Orlors sent oul

422
Progress Reports
424
. SECTION V.— Forg v Money Orders,
428 Jnrroducteny L

333 Outward S o0 Grioey—
ACCOURTS 2ITANPEMERs L,

Eraminatiea  of

Ontward s

437 _ Sorting of Quiwarg 5.cr|.|-,. Dedav.

338 Repayment 13 Remit

439 Imward Seerling Qeders—

440 cxplanaiion eve
441

336 Audit of Exchange Utfive—

45 inward lists

" audit and check o ¢

430 Repayments to 1
orders
it R oo ()
Incroductus -

Audit arn

141

Ga) 1§

Lrrents es and Audic O

Exchange Office

or in Pakistan




376 —378)

Tpwars Rupee Ondons
b aciananion
Aud. arrangenwnis
Traidt tharse Mo Onders

.00 D outward s

Lotaen Trade Charge \ecount

J sz o uapand ients

L0 [ Inward st

Paware Trade Charge Moo

Reaudsheet of lowurd and ostward
Trode Charee Money Orders

[1ade Charge Money Order tran-
wucuons nith the Colons  and
Protevtorate of kensa, Lganda
Protectorate and the Tanznyihe:
Tersnon aiow

Il settlenient - Lo gomnizin ==
Eavnanze Acvounis 3
Recopt and Auds: of Lawhanee

Aavpiinis S . §iva

JH

MONEY

ARt

ORDERS

[Chap. 6

ARyl

—— e —

Misccin e ems
Adjustiei of Exchange

Eachangs o Telegrapbie Money
Ord3< with Forasa countries

Pan-Borew

Telegraphic Money
Oraes . - )

Ve iavoenmn

Statisd oo oF Poresen Mones Orders

Reconcidation of Foreign Money
Order figures sath the Detad
Hoos

Broadshegt

ol Forcign o« Money
Qrders : 5

Verilicanuon of balances

o Un. e

won oY A Jer
T Saspenw Accounts  Trace
Chare Moray Orders™ o

SECTION l.—Inland Money Orders

276, The issue and payment of money orders
mairn activities of the Pakistan Post Office.
monev orders presec

and pavment of
or tne Director

General Outlines

are cuntained in the Post and Telegraph Guide.

377. Money Quder

ordinate to them.

tions oi its

raised or remedying the

The procedure prescribed
of accounts in conncction wit

Offices and for the
the Audit office are
\anzal, Volume VI

transactions are permitled
Sub-Post Offices and also at certain speci

© The accounts of the laiter
in those of the former and the Head Post Office is responsible for
mitting consolidated accounts
subordinate ormces.
Audit Office are communicated
Fesponstble-tor sceing-that prom

at all

Head Post Office
the Audif’ Office.

7 of the Posts

178. The audit of money order transactions is conducted in

Audit Offices at Dacca,

one or more Postal Circles.

and Lahore. each having. under its

Heaud
fied Branch Post Offices sub-
are. however, incorporated

which
1 in setiling the objecitons

25

constitute one oi the
The r:.lez soverning the 1ssue
rived by the Government of Pakisian
General and the rsies of ¢ mmission on money

oraers

and

sub-

of its own transactions and the tlransac-
The resul's of audit conducted in the
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defects pointed out by
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h money order transactions in
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given in Chapter

the Post
n of account returns pertaining thereio 1o
and Telegraphs

the two

jurisdiction,

The d:stribution of Postal Circles is given
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in Articic 35 of the Posts and Telegraphs Imual Account Cude, \'olume
I In gdistineuishing one Audit Office from another tne Audn Office [ov
ihe local Posial Circles is referred to in this Chapter as the Home Audit
Orfice and the other Audit Office, as the Foreign Auc:i Office. Simularly.
1he Puostal Circles under the jurisdiction of the Hime Audiz Office ave
re.etred io as Home Circles and those under t:: juvisdiction of the
Foreig:: Offices as Foreign Circles.

NOTE—A st of Code words used in telegraphic ¢ —munications between
the two Po<ta’ Auadiz Offices is given in Appendin B

379. Audit consists in seeing that for every paid m=ney order. ihere is
credit in some Post Office for an equivalent amount arud thai commssion
is correctly realised. Each Audit Office is responsid.c for the auditand
adjus:ment of all the money orders issued each mor:n in the Post Offices
‘under its jurisdiction. The month of issue is cons:idered a- the unit of
account.

(]

180, Each Audit Office receives lists of money ozders issued (referred
io hereafter as issue lists) from the Head Post Oices situated within
its jurisdiction. the money orders being numbered i conseculive series.
It also receives lists of money orders paid (referred :0 hereafter as paid
lists) together with the paid orders. {from all Head Post Offices. whether
witkin its jurisdiction or not. sorted according to eack month of 1ssue.

Nore.—aAll paid orders are impressed with distinciive stamps indeating
the accuunt mon.n and the Audit Ofhee of issus.

_ 381. The issue lists which are recgived untotailed. and the values oL
the Paid Moneyx Orders in respectof Paia lists are independently iotalled
by means of Comptometers and the machine totals are reconciled with
those shown by the Postmasters in the Abstracts of daily totals.’ The
armount of commission realised is noted against each money order in the
Issue list and a test-check as to its correctness is exercised in respect of
one date [or each period of account (ie., two dates for each month).- The
Paid money orders are sorted acceraing to Head and Sub-oftices of issue
and in serial order for each office and month of issue. They are then
checked with the entries of credits in the Issue lists concerned and ticked
off in token of check. Any discrepancies found are adjusted by clearing
the Inland money order head (month of issue concerned) to a debt head
- Advances Recoverable—Mloney Order overpayments™ or * Deposits—
Aloney Order short pavments ” and the Head Posimasters are addressed
10 seitle the objectlions.

382. Money orders are current only for two menths, the month of
issue and the next month, after which they become void (vide Rule 300
of the Posts and Telegraphs Manual, Volume VI). Only money orders
paid within currency are entered in the Paid lists referred to in Article
380. Void moneyv orders that cannot be paid are sent to the Home Audit
Office by the Post offices of issue, duly entered in a list (known as Void
list) separately for each menth of issue. These money orders are then
checked with the Issue list and filed. Void money corders paid are
received dulv entered in schedules and the amounts of these orders are
debited to the Inland Money Order head. The vouchers are debit-
checked with the Issue list or in the register of unpaid money orders.

383. The items that remain unchecked in thc Issue list are® ihen
picked out and these amounts together with the amounts of unpaid void
money orders. as ascertained from the Void list, represent the outstand-
ing liabilities of Government.
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Circle Issue lists for a particular month is taken to the credit of t

= Inland Money Orders:—month of issue”- The total payvments oih:igre::\'
orders by the Home Circle Post Offices are likewise taken in the first
«nstance to the debit of the same head for the months of issue cencerned. 4
But the amounts of money orders paid in respect of Foreign Circle 4
issues are transferred through the “Money Order remittance ” bead

to the Foreign Audit Offices concerned by reduction_of the debits under

the Inland Money Order head, so that the balance mav represent the
debits on account of Home Circles issues only. Similarly, payments
transferred from the Foreign Audit Office in respect of Home Circle
issues are debited to the Inland Money Order head by credit to the
“Money Order remittance” head. The result of these adjustments as
well as the adjustments referred to in Articles 381 and 382 will be to
bring together the credits under the head “Inland Monev Orders” on
account of issues of the Home Circle Post Offices for a month and the
debits in different months corresponding to these issues. The difference °
between the credits and debits for a particular month of issue represents

the liabilities of Government as ascertained from the books of thé Depart- -
ment, the total credit being always more than the total debit.

385. If the total of the unchecked items picked omt from the issue
list for the vear of issue together with the amount of unpaid void monev
orders (vide Article 383) exceeds the outstanding ecredit in the books
as worked out under Article 384. the excess (technicallv termed as
unexplained difference) does not represent a real loss to Governmen., and |
it does not therefore require any account adjustment.  Strictly speaking

_ the one must exactly equal the other. But, as a result of undetected '

~ mistakes in the several stages of audit and adjustment and owing to paid
money orders being mislaid, in some cases before debit-check, it generally
nappens that the lists show meore outstanding thar, the books. _

386. The head “Inland monev orders™ relating to a particular
financial ‘year is kept open in the books for three financial years (vide
Article 451) and the balance, i.e.. the excess of actual receipts over pay-
ments. under this head will lapse to Government at the close of third
financial vear and be transferred to the revenue head “Forfeited monev
orders ©. This does not. however. prevent subsequent pavments of the
money orders, should claims in respect of them be established.

384. In the books of the Department. the 't‘otai amount of the H°m§\{'

A~

Returns due

387 The following accounts of Inland money -orders are rendered .b}'
each’ Head Pos} Office ‘to the Audit Office : —- e o

£):Daily or Bi-'ﬁ;o'fr'thly lists. of mone¥w . orders issued =tcgether
with the Not-Payable Telegraphic Money Order requisitions—
to the Home Audit Office. . B - £ . ’

Nors.—In the case of Bi-monthly lists, the 1st-period lists. emorace the -
t-ansactions from 1lst to 15th and the 2nd period lists- from 16:2 (o the end of
she month. In the case of sub-offices the transactions of the period ahich can
e incorporated in the accounts of-the Head Officé from 1st fo 15th and from
16th to end of the month constitute the .1st period and 2nd .perfod lists. : ° .

s

" (2)"'[)'551'_\-"0: ‘Bi-monthly lists of money orders paic together with
the paid money- orders—to the respective ‘Audi: Offices (Home
and Foreign). , -
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: Nore i. —Tbe note under clause (1) above applies to the Bx—monuu_v lists
of money orders paid.

Note 2.—Ordinarily two Pald lists are received in each Audit Office from
each. Post Office, viz., one relating to thg_gus of the month of payment and the
other relating to the issues of the previous month. But, as the Head Office cash
accounts are, except in March, not kept open to receive credits and debits for
the sub-office transactions of the last™few days of the months, payments may
sometimes’ precede credit. In these and similar other cases. a third Paid list 1s
rec'g!ed relating to the issues of the month following the month of payment.

o
<

(3) Bi-monthly abstracts of daily totals of monev orders issued—
to the Home Audit Office.

(4) Bi-monthly abstracts of daily totals of money orders paid—
to the respective Audit Offices (Home and Foreign).

NoTe 1.—The abstracts show the totals for each period. In the abstract

for the 2nd operiod, the total for the lst period is brought forward and the
monthly total struck.

Note 2—The abstract of daily totals zf money crders paid is prepared
separatély for each montl: of issue

(5) A monthly summary of money orders issued—to the Honie
Audn Office.

(6) A monthly summary of money ordera paid—to the Home
Audit Office.

Note,—Pertaining to _each month of issue there is a monthlv summary of
money orders paid. e Paid lists mentioned in clause (2) are rendered to the
several Audit Offices but their summaries are all sent to the Home Audit_Office.
The summaries relating to Home Circle issues are described as Home summarles,
and those relating to Foreign Circle issues. as ‘ Foreign summaries ™. The fgur.s
of the Foreign summaries also appear in the Home summaries side by side wita
the Home summary figures and a consolidation is made, the grand total of which
should agree with the entry in the cash account. When this agreement has been
made, copies of the summaries (four copies are received from the Postmaster)
are forwarded by the Home Audit Office to the respective Audit Offices for
detailed audit with the Paid lists and recerd.

(7) Monthly lists of void money orders supported by unpaid
money orders that became void.

Note. ——'I'he lists are prepared by the Head O‘ﬂice of issue and suhnuttea to
the Home- Audit Office. The office, at which the monev orders are pavable,
returns the money orders that cannot be paid within curency to the office of
155Ue for transrmss:on to the Audit Office.

= (8) Four separate sehedules of void money orders paid, supported
by the ‘paid void orders ‘one f,or each Aud;t Circle, of issue.
Nom—‘l‘wo sepa.rate schedﬁl& telahng 10" the 1st 2nd 2hd period lists of

. payments ‘are submitted by - ead Postmaster in co'.ers ad ressed to the
-Money'Order Sectlon ot !.he Hom u dit Oﬂ’lce

."-

“The dates for the- submsz‘ton of the rctums mentloned in

Arncle 387 are given in Chapter 7 of the Posts and Telegraphs “Manual,
Volume VI

LoAG

s W e B n s ymete B 8 e ms e i
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The due dates for completion of the audit of lists, abstracts and
summaries of money orders issued and paid, void lists and schedules of
void monéy orders paid are as follows:—

(1) List of money orders issued together l First pcrio;! ... 5th of the next month,

with abstract of daily totals. '

- s
(2) List .of money orders paid logcthcr'_!r .
with the abstract of daily torals. J Second period ... 19th of the next month.
(3) Monthly summary of money orders -
issued. 18th of the second
morik following.
(4) Monthly summary cof money orders
paid. ;
(5) List of Void Money Orders 2th of the fourth
month [ollowing.

- * Firstperiod .. 3rd of the next month.
(6) Schedule of Youd Money Orders paid > )
5 __Sacund period ... 18th of the next month.

Audit of Issue Lists and Issue Abstracts

389. The Issue list shows the serial number, amount ant date of
issue of each money order,. the office of payment, and the commission
realised on the transactions. The amount and commission in respect of
telegraphic money orders are detailed in separate columns 3f the list.

In the Audit Office these issue lists are received untotalled although
their totals are shown in the abstract of daily totals and consolidation
sheets. ‘ i

390. On receipt in the section, the abstracts of daily totals and con-

solidation sheets accompanying the Issue Lists should be detached and
kept in the custody of the Auditor, Issue List Section, so that the machine
operators may not have access to them. The untotalled Issue Lists

should then be distributed to the machine operators, who should take -

up the lists and cast totals, in each sheet date by date, of the amounts
of money orders entered in the columns ‘Telegraphic Money Orders’
and * Non-telegraphic Money Orders ' with the help of the machine called
‘Comptometer. When the transactions of a day run over more
than one sheet, the totals of the sheets may be consolidated, making a
grand total for the date concerned. ' j

391. The Issue Lists, after they are totalled by the machine operators,
should be made over to the Abstract checkers along with the relevant
abstracts of daily totals and consolidation sheets (see Article 390).

An Abstreet checker should-compare the totals of the Issue Lists
with those in the abstracts, and in case of a diserepancy, flag the sheet
prominently in which the discrepancy lies and include the discrepancies
detected by him in his daily progress regort book. He should also check
the totals of the abstracts for each period noting the difference as a plus
or minus entry below the totals. The closing numbers of the preyjous
list and the list in hand of each office (Head and Sub-Offices) will be
enicred by the Abstract Checker at the top of the respective abstracts
in trder to see that the total number of money orders issued in a
particular.period for each office (by deducting the closing number of
the previous lists from that of the. list in hand) agrees with that shown
v the Postmaster in the ahstract. The ahstract checker shanld tick-nff

‘a
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the entries of the number of money orders in the Abstract in ease of

j agreement, the discrepancies being noted in the abstracts prominently by

- plus and minus entries as the case may be. When a discrepancy. is noticed

! the Abstract Checker should check and verify by actual count the number

e of money orders issued. He should also see with reference to the closing

§ number of the previous list that the commencing number of each list is

§ . correct and examine the sequence of the series of numbers of money

‘orders issued in the Issue List and see that no break in the series of

numbers has occurred. n case of such a break, the Postmaster should be
asked to explain the cause thereof.

The Abstract checker should note the number, value and commission
of Telegraphic Money Orders, in red ink, in the Abstract for both thz
periods with reference to the Issue Lists and carry forward the totals
of these Telegraphic Money Order figures for the first period to the
Abstract for the second period. He should also see that for each Tele .
graphic Money Order issued, Telegraphjc requisition in ordinary Money
Order form has been received along with the Issue List.

The Abstract checker should check - commission on the Money
Orders in the Issue Lists for those dates in a month, selected at random
by the Gazetted Officer in charge (vide Article 395). He should see
that the commission has been correctly entered relatively to the amount
of each money order in the Issue Lists for these dates, that the totals of
the ‘commission’ column are correct and that the omission of an entry
of commission is duly explained by the letters P. S. or T. S. (Postal or
Telegraph: Service) or C. O. D. (trade charge money orders) or F. R
(family remittanees). An additional check should be exercised to see
that the total comimission credited in the cash accounts always exceeds
1.25 per cent.. and approximates to 1.5 per cent., of the total amount of
money orders issued. The check should be exercised on the basis of
circle figures, i.e., value of money orders including Postal Servica, Tele-
graph Service, etc.,, money orders and the actual commission realised and
credited.

While checking abstracts for the second period. the Abstract checker
should also compare the figures of the first period with those Erought
forward from the first period into the abstract for the second period and
bring to the notice of the Postmaster concerned all irregularities detected
in the coyrse of examination. "

" x |
. Note 1.—A register in manuscript with suitable columns Showing the dis-i-
tribution of work among the absiact checkers should be maintained by the
auditor and submitted to the Gazetied Officer in charge through the Accountant : -
on:the 9th ‘and zﬁth*fpf.even"month. L e Yt B e % - :
- NBTE: 2-ALfest ‘check -af*Bne*or two offices.selected at tandom should be::
done" by, the Accountant-at the end of completionr of ‘audit .of Issue List, in order -
» " loace that the Abstract: Checker: has”carefully .examined . the -.sequence of the s -
i "g'tu_'mber_..af',mqney--orders.,mued. The result of the test check should be recorded -
V.- inhis Diary.referred to in Article 518. = 2t e

.. 381-A. In order to see that the check regarding receipt of Telegraphic =~
< Money ‘Order requisition in the Audit Office in support of the relevant
entry in: the Issue List prescribed ‘in sub-paragraph -3 of Article 391 is -
. properly exercised by the Abstract Checker, the . Auditor of, the -Issue
- List graup should on receipt of the Issue.Lists and - Telegraphic.. Monex.; -
Order . requisitions -extract-.2 - per.. cent. zof the *j Telegraphic - Moneyr -
. =Ordef Yequisitions from*each- “bundle. ibject -+ to ., a’y minimum ., of.

g o g IR e
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one and list them in a separate regicter maintained in manuscriot with
suitable. cclumns. The register together with the extracted Telegraphic
Money Order rtquisitions should be kept in the custody of the Senior
Accountant till the audit for the period is over. The Senior Accountant
should then verify-the requisitions with reference to entries of wanting
requisitions made by the Abstract Checkers in their daily progress report
book. They showid then be made over to the Abstract Checkers for
keeping them in the proper bundle after checking the corresponding
entries in the relative Issue Lists. The register of abstracted requisi-
tions should be submitted to the Gazetted Officer for review on the 25th
of each month. The Telegraphic Money Order requisitions received
with the Issue Lists will be filed in separate bundles. :

Note—To ensure that the abstraction of T.M.O. requisitions works upto
~ per cent. approximately, the total number of T.M.Os. issued during the corres-
ponding peried of the preceding month should be taken as the basis and entered
in the manuscript register referred to in this Article.

392 Deleted.

"393. (a) The Supervisor of the Machine group will receive the
Issue Lists from the Abstract checkers and settle the discrepancies in
respect of the sheets which have been flagged by them. The discrepancies,
when checked by him, will consist of two classes:— *

(i) The operators’ mistakes, and

(ii) real differencd, viz., short or excess credit afforded by‘Post-
masters.”

(b) He will make a note of all operators’ mistakes in the Error Book,

to be maintained by him, against the name of each operator.” A separate
sheet may be used for each month and the number of mistakes committed
py each operator may be totalled each month and numbers of such

mistakes brought forward month to month till the official year is closed. -

The operators may be given 2 chance of rectifying. out of office hours,
the errors committed by them and the mistakes so rectified need not be
entered in the error book. The rectification of the errors should be
watched by the Supervisor, Machine group. The Error Book should be
consolidated and submitted to the Accountani General, through the senior
Accountant and the Gazetted Officer-in-charge on the Tth of every
month (see also Article 408-E).

(¢) He will note the real differences in the Abstract and the Issue
Lists prominentiy by plus or minus entries for issue of necessary objec-
tion by the Summary Examiner. - ‘ i :

(d) After the completion of the day's work, he should enter, in his
diary, the number and nature of the diserepancies settled by him and
algo the cases of real differences found by him on checking and the

facts of his making necessary entries in the Error Book or the abstract |
as the case may be. The Diary -should be submitted to the Senior.

Y

Accountant daily and to the Gazetted Officer in charge every Wednesday.

394 Deleted.

395. For the purpose of selecting the dates for the check of com-
mission, a broadsheet should be maintained with two sub-columns for
each month, one for each period of account. There need be only two
horizontz! lines, one for offices which render bi-monthly iists and the
other for those which render daily lists. After the due date of despatch of

.
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the lists of a particular period to the Audit Office and before the lists
are taken up for audit, the Gazetted Officer in charge should enter at
random the dates for which commission should be checked in detail
The check will be confined to the transactions of the dates prescribed,
for the Head and Sub-Offices, in whatever period of accounts they sare
included. The checkers who check the money order commission for the
dates selected by the Gazetted Officer should write the words “Money
Order Commission checked” under their initials with dates on each of
the lists so checked. The Supervisor should test-check at random that
the lists selected by the Gazetted Officer have been so marked and
initialled. The result of the check of Money Order Commission should
be recorded in the broad sheet (against the entries of selected dates)
and submitted to the Gazetted Officer for review, when the broadsheet
is submitted for selection of dates for the following period. 1f the result
of the check indicates serious irregularity in any office or an abnormal
number of mistakes, the Gazetted Officer incharge should pass orders as
to whether the list or lists should be completely checked.

395-A. For the purpose of seeing that service money orders are
issued only for bona-fide departmental purposes, a test check shculd be
carried out monthly. The Senior Accountant should select monthiy 6

.Head Post Offices and enter their names in a broadsheet to be opened in
" Manuscript as per specimen given below. From the issue lists of the

offices so selected. he should pick out at random money orders not exceed-
ing ten in number issued on Posts and Telegraphs service and note the
particulars of the money orders in the relevant columns of the broad-
sheet. The Auditor of the Debit Check Section should, satify himself

. by reference to the purpose of remittance as noted on the money orders
". themselves that they have been issued for bona-fide departmental

purpose. If the purpose of the remittance is not noted on a money
order it shouid be ascertained by a reference to the Postmaster con-
cerned. Reglies when received should be examined to see that the
issue of a service money order was justified. The result of the . test
check should be noted against the entries in the broadsheet. The
broadsheet should be submitted monthly to the Gazetted Officer‘through
the Senior Accountant. il -

Broadsheet showing the names of Head Post Offices and particulars of
money orders issued on Posts’ and Telegraphs service selected for
test check : 52 o Baend ety iy B s

-“.» Particulars of service money 1+
X ocders 10 be examined < ifS

| No. and date_

“of reference =}
i M0 gl AT
:1.7 Postmaster’ ;

e o i

§i.8 ook
,No. and date !

Y 2%
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396. In examining the Issue lists of Field Post Offices or other offices
“to which, by special orders, the system of issue of money orders free of
commisdion has been extended, the items against which the distinetive
letters “ F. R.” are noted in the “ commission " column of the Issue list,
should be picked out and compared with the entries’in the statement
received from the Postmaster in respect of such free remittances, The
conimission realisable on the value of money orders entered in the state-
ment should be carefully checked and totalled. The total amount of
commission together with the number of money orders should then be
entered according to each period of account in a register in Form No.
A. G P. T-401, the figures for each office being separately noted. At
the close of the month, the register should be totalled and a bill made
out. The amount of the bill be debited to the Defence or other Depart-
ment concerned by per contra credit to the head “ Money Order Com-
mission”. The bill together with the certificate of the Commanding
Officer will be sent to the Controller. Military Accounts concerned with
the exchange account in which the debit is raised against him.
The register in form A. G. P. T.-401 should be submitted 1o the Gazetted
Officer for review on the last day of the month following the month of
account. '

387. Deieted.: !

397-A. Whenever any discrepancy is noticed, a ' communication in
Form A. G. P. T-400 should at once be made to the Postmaster con-
cerned pointing out the discrepancy, An objection statement should
be issued only when it is found on receipt of a reply to the communica-
tion that the mistake affects the credit in the cash accounts, g

Audit of Issue Summaries

- 398 After the Completion of -Audit of the abstracts for both the
periods by the Abstract Checkers, they are made over to the Surgm.ary
Clerks. Before the Summaries are taken up for audit, the total.value
and coramission as sirown therein should be agreed with the credit in the
Cash’ Account under the heads “Money Orders issuéd” and “Com-
mission on money orders Issued” respectively and the auditar.of the
Postal Audit Section should mark the entries *“agreed” and initial
them. ' '

398-A. (2) The audit of the summaries should be conducted in two
stages, viz. (1) the totalling by machine of the monthly totals of the
abstracts for the II period, and (2) reconciliation.

(b) The machine totalling of the Summaries is not required. The
machine operator will go on with totalling the monthly totals including
the plus and minus entries as shown in the II' period abstracts for, the
Head Office and all the Sub-Offices under it and enter on slips of paper
of a convenient size the consolidated totals for each Head Office, of the
number, value and commissfon separately for ordinary and telegraphic
money orders. Thus, in dealing with the abstracts the operator will
have to totai 6 items for each office, for example, if a Head Office has
20 Sub-Offices under it, he will have to total 126 ilems, including those
of the Head Office. -

Nare—For the purposes of outturn, the number of items done should be
actually counted. ¢ x

(c) The consolidated totals thus worked out are then compared by
the Summary clerks with the corresponding totals in the Summary. The
discrepancies, that may then be brought to light, are due either to the

e
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operators’ mistakes or to wrong 1otals in the Summary or tw short or

*excess credils in value or commission. The discrepancies _should be
reconciled by the Summary clerks by comparing thé entries in the
abstracts with the corresponding entries in the Summaries. As no figures
relating to telegraphic money. orders appear separately in the Summaries,
the Consolidated totals relating to them as prepared by the operator are
not subject to further reconciliation.

Note L.—In working out the actual outturn. the number of offices in the
Summaries should be multiplied by 3 irrespective of the fact whether there is
any transaction in an office or not.

Note 2.—Progress reports show:ing the number of summaries, the number
checked daily and the number outstanding should be maintained by the Summary
Clerks.

399. Any discrepancy found in the totals of the lists and brought
out in the summary or discovered between the total of the summary and
the credit in the cash account should be brought to the notice of the
Head Postmaster in the form of an objection statement for adjustment.

Nore 1.—If there is a difference in the eredits for value with a correspond-
ing difference in the credits 'for cemmission, no objection statement need be
issued to the Postmaster, as the difference can be adjusted in the Audit Office
between value and commission. Such items will be entered in separale register
maintained for the purpose and a single transfer entry made in a month for
each Postal Circle for the net difference. - ;

Note 2.—See rote under Article 478,

Statistics of Money Orders issued .

" . 5
400. The figures of the summaries, after they are checked, will be
posted for statistical purposes in the Register of Inland and Telegraphic
money order transactions for the month and Circle concerned (Form
A. G. P. T-402). The figures relating to telegraphic money orders will
be“shown separatelv. vide Article 503, : : ;

Audit of Paid Lists

401. The paid list contains details of the date of payment, number,
office of issue and amount of each money order. telegraphic -and non.

- telegraphic money orders being shown separately under the respective

money columns. The money orders accompany the list arranged in the
order of the entries in the list. The money column of the list is totalled
daily and the total is transcribed in the Abstract of daily totals which

“monthly totals shown in the Abstracts for the second period -of:the month_ -

¢In_respect-of-transactions “of* the Head Office and its “sévéral sub-offices
‘are thep transcribed into the Summary.. .. ~. ‘% o oo

402. (a) The examination of the paid lis

- -

ts is conducted in th‘ree stéges

viz. (1) the arranging of the paid money ' orders,-(2) :ithe totalling, by

mach:gp. of ‘the value of paid money orders, 'and (3) the reconciliation.
Th? work 'in ‘the first and third stages is done by non-machine ‘workers
while the work in the second stage is conducted - by “machinists.:'on-..a
Comptométer. The men employed to work.--in the three stages are res-

pectively called (1) the arrangers, (2) ‘the machine operators, -and. (3)

.. the reconcilers, counters and miscellaneous checkers.
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 (b) The work of reconciliation is done in three stages— (i) reconcilia-

tion of descrepancies, (ii) counting, and (iii) other incidenta! items of
work—by three sets of men called reconcilers, counters and miscellaneous
checkers respectively.

Arranging the Paid Money Orders

" 403. On receipt of the Money Order Paid returns from the Post
Offices through the Record Department, the distributing. auditor in the
Paid List Section will make over the Paid Lists together with the bundles
of Paid Money Orders and the Abstracts of daily totals, to the arrangers
in the usual way through a Distribution Register (A. G. P. T.-406).

Note.—Paid Lists containing not more than 10 items should be made over,
together with the relative abstracts and Paid Money Orders, to the reconcilers

for cxamination by mental process without being handled by the arrangers and
machine operators.

* 404. The duties of the Arrangers are—

(a) To see that the Paid Lists, the Paid Money Orders and the °

Abstracts received are intended for the Home Audit Office
‘concerned ; :

(b) To compare the Paid Lists and Abstracts with the printed

i slip, received with the paid returns, showing the names of
sub-post offices, grranged alphabetically under each Head
Office, and to arrange accordingly if found misarranged ;

(c) To separate the Paid Lists, the Abstracts and the Paid money
order bundles of the different months of issue (current, prev-
_ious and next month) ; .

(dy To arrange the paid money orders in order .of their dates of
* payment for each Office {(Head and Sub). the Money Orders
relating to Sub-Office payments being also arranged
alphabetically ; and
(e) Finally to arrange the paid money orders in convenient
batches of 50 to 100, separating slips being used to prevent
different batches being mixed up. This work is done in
accordanice with the principles laid down in Article 405.
NoTte—In the case of Post Offices rendering daily returns, the work of the
first and third stages is done without the abstract of daily total, which is generally
received later. =

405. (a) In the case of big Head Offices, the id money orders,
which are entered in 2 or 3 sheets of the paid lists, should form one batch
and a separating slip should be gﬂaCed just after the money ordevsrelating
4o the last:entry of the 2nd or 3rd sheet concerned as the case may be.

(b) In the case of the money orders paid by pay order in the Head
and Sub-Offices and also in the cases of Revenue and Government Money
Orders, the paid money order vouchers should be arranged in batches
of 50 or so either by combining the vouchers of smaller pay order or
R. M. O., or G. M. O, lists of"by splitting up those of big pay order or
R. M. O, or G. M. O, lists in convenient batches as in clause (a) above,
care being taken that the last voucher in’the batch corresponds with the
last entry of the sheet of the pay order or R. M, O, or G. M. O,, lists

concerned. =




Chap. 6] MONEY ORDERS [4(,9.;_411

—

400-B. In the second stage «f the work the machine operator, in
respect of each Head Office and all its sub-offices, strikes a total of the
monthlv totals (including the corrections) as shown in -the abstracts
for the Il period, separately showing the consolidated total of the number
and value of ordinary money orders paid as well as of ielegraphic
money orders paid. This abstract, prepared by the operator for each
office, will thus consist of 4 items,—viz., the number of ordinary money
orders and their value and the number of Telegraphic Money orders
and their value, so that if a Head Office has 20 Sub-Offices under it, the
operator will have to total 84 items including those of the Head Office.
The number of items for outturn should, however. be obtained by
actual count as it may sometimes happen that no telegraphic money
orders are paid at a particular office during a certain period. |

409-C. The consolidated totals of the number and value of money
orders as prepared by the operator in the second stage (vide Article
4(9-B) are compared by-the Summary clerks with the totals in the Home

© Audit office columns of all the Summaries including the Foreign Sum-
maries received from the other Audit Offices. The discrepancies, that
may then be brought to light, are due either to the operator’s mistakes
or to short or excess charges. These discrepancies should be reconciled
by comparing the entries in the abstract with the corresponding entries
in the Summaries. As no figures relating to the Telegraphic money"
orders appear separately. in the Summaries, Consolidated totals relating
to them as prepared by the operator are not subject to further verifica-
tion or reconciliation. :

Note 1.—For the purpose of outturn, the number of offices in Summaries
should be multiplied by 2 irrespective of the fact whether there <re any trans-
actions or not; but in the case of summaries audited in respect of money orders
paid preceding credit. only those offices which have any transactions should be
multipiied by Z.

Nore 2—The Summary clerks should .maintain Pprogress reports showing
the number of summaries and extracts from summaries received and the number
checked daily by them and the number outstanding. In addition, the number
of items dealt with as per Note 1 should also be noted.

410. The Summary clerk should also see that the total shown in the
Foreign summary agrees with the corresponding total in the Home
summary. Any discrepancy noticed in the course of this verification
should be noted as a plus or minus entry below the total shown in the
Foreign summary and a note of agreement made and signed. by him
against the total. . He need not check the grand tozal by cross-totalling
the columns 2 to 5 but he will see that the grand total of each summary
is agreed with the charge in the Cash Account under the head © Money
orders paid " for the month of issue-concerned. - AR e
5 471, ‘A’cettificate of agregment will, be obtained from the auditor in
- fhe Postal“Accounts. Section 7who awill.mark the grand - -total ‘agreed’

“placing his_ initials below the entry.-:In"cases Agr
. .. aggregate charge in the cash account agrees with the aggregate amount

-:. as exhibited in the summary, the figures of each month of issue as entered
“_ in the-summary, should be posted by.the duditor in the Classified Abstract

irrespective of the amounts. shown; in" the .cash account, .the remarks
« agreedl with the cash - account ! sbeing made’ in the summary under his .-
initials with date. When, however,-there is_a discrepancy  between “the =
aggreégate ‘ampunt as entered in the cash.account and that shown, in the '
summary, the amount of discrepa cy-:-;hguld;{‘hggtalg:éril,'_i.n' the Classified

37

wgases- of disdgreement, .if the -~
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Abstract against the head “Issues of current morth” so thas
A : 3 ¢ the total
amount included in the Classified Abstract on account of money orders
paid during a month may always agree with the total amount charged
in the cash account of the month. In cases of such-discrepancies. the
following note should, however, be made by the auditor in the money
order summary against the total amount relating to the current months’
issues: “taken as Rs..... in the Classified Abstract .
Note—Any difference between the grand total of th i
i-{.;n};r:a;g a]nd the cha{g: F’:re'the é-asi} acc?u.m shouldobe ék::nts::igﬂf: t]a;[oﬂ'::
ircle s 1 inj ;i
il cnhﬁagumresum. gn Circle totals being regarded as having agreed

412. The totals of the Foreign summaries should ‘be entered in a
Register (Form A. G. P. T.-409) and the summaries forwarded within
a week of their receipt to the Foreign Audit Office concerned for audit
and record. An advice of transfer debit will also be sent to the Foreign
Audit Office for the total of the Foreign summaries pertaining 1o that
office, debiting the amount to ‘money order remittance’ and crediting
the Inland money order head (by deduction from debit) for the month
of issue concerned. - * : :

The Foreign summaries received.from the other Audit Office should
Ue checked in the same way as the Home summaries. The amount
wransferred on this account by the Foreign Audit Office by means of an
advice of transfer dehit will be entered in a register (Form No. A. G.,

P.T.-409) and adjusted by credit to ‘ money order remittznce ' and debit‘th-

the Inlarid money order head for the month of issue. Any discrepancy
found on examination of the Foreign summaries wiil be pointed out to
the Postmaster of the Foreign Circle concerned by means. of an objection

statement.

413. An objection statement will be issued to the Postmaster .con- -

cerned for any discrepancy noticed in the audit of summaries and an
enquiry will at the same time be made of the other Audit Office in printed
half-margin memo. (Form No. A. G. P. T.408) as to whether there is a
corresponding, or anv difference in the accounts rendered to that office
When the amount of the discrepancy exceeds Rs. 25, a telegraphic
reference (in Code words) will be made to the other Audit Office. If "
the reply which is also telegraphed (in Code words) does not reveal any
corresponding difference, an objection statement will be issued to the -

Postmaster. ) )

Note l—Differences in the amounts charged for different months of issue
which do not affect the aggregate amount charged in the cash account for all
the months of issue, are not pointed out to the Postmaster, but are adjusted in
the Audit Office. The Summary clerk enters the particulars of the corrections
rendered necessary between different months of issue in a register which will be
totalled monthly. A transfer entry will then be made for the rectification of
classification shown in the cash aecount, as the Postmaster’s totals of the .
summaries corresponding to the several parts of the paid 'list are verified with
the cash_account entries.

Nore 2—See Note under Article 478.

Statistics of Money Orders Paid .

414. For statistical purposes, the figures of Paid summaries (Hom
and Foreign) relating to the total number and value of paid money
orders issued in the Home Circles are entered separately for office and
each Postal Circle of payment, in a register to be maintained in Form
A G. P. T.402, the transactions relating to telegraphic monev orders
being recorded in g separate column, vide Article 503.

-
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Norte.—The fact combining and splitting up pay order, RM.O. and G MO.
lists by the arrangers should be noted by them in the Paid List concerned. for
information of the Reconcilers. this note being indicated simply by a borizontal
line in red ink drawn after the last item of each batch.

(¢) In the case of Sub-Offices, the vouchers should be arranged
according to dates of payment, when the number of money orders paid
in a day is about 50. e

(d) In the case of big Sub-Offices when the number of money
orders paid in a day exceeds 100, the money orders should be arranged
as in clause (a) above.

(e) In the case of Sub-Offices with small number of transactions.
the vouchers relating to the entire period of account should be arranged
in one batch provided the number of money orders for that period is
about 50. If the number exceeds 100, the procedure in clause (a) above
should be followed.

(f) In the case of monev order paid returns relating to Foreign
Audit Circles. the money orders for the whole office (Head and Sub

- Offices combined) should be arranged in one or two batches of about 50

vouchers, necessary care being taken to see that the last money order
of the batch corresponds with the last entry in the Paid List sheet con-

. cerend.

(g) In the case of offices where the number of paid money orders in
a day or-for several davs together does got excexd 100, vide clalises (e)
and (f). the arrangement of money orders in batches of 50 to 100 should
be made with reference to the Abstract of Daily Totals where necessary.

406, In course of arranging, an arranger should—

(i) forward. to the Foreign Audit Office concerned, the Foreign
Circle Monev Orders or bundles thereof. if traced by him as
received without being charged in the Home Audit Paid list;

(ii) issue calls, ordinary and te]egraﬁ}u‘c, in case a part of the paid
- . list or bundle of paid money orders be wanting; .

Note—A pay order or RM.O,, or G.M.O., list should be reckoned as a part
of the paid list for the purpose of this rule.

(iii) issue letters to the Postmasters concerned, noticing irregularities
in the preparation and submission of paid list, paid money
orders, etc. ;

(iv) bring to the notice of the Postmasters concerned or other
higher Postal officials, other irregularities which generally
occur in the preparation and submission of Revenue Money
Orders and lists thereof. g

- 407. When the arranging of the paid money orders is completed,
the arranger should place a slip (Form A. G. P. T.-405), duly filled in,
on each money order bundle containing not more than 1,500 vouchers,
the number of money orders in each bundle being ascertained with
reference to the tota{ number of money .orders entered in the abstract.
of daily totals. . . :

The paid lists and abstracts sho;.lld, after the arrangement is com-
pletzd. be made over to the Distributing Auditor for safe custody so that
the machine operators may not have access to them
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A note should also be recorded in red ink under the initials of the
arrgngers on the back of the last page of the list showing the name of
the ‘office vf payment, the month or months of issue ang payment, the
period or date of account and the number of money orders, thus:—

May &

“Dacca I Period Tume —200. the numerator denoting the month
of issue, and the denominator the month of payment ". =
Totalling by Machine -

408. (a) On receipt of bundles of arranged paid Money Orders,
through the distributing auditor, the machine operators will go on with
totalling the values of paid monev orders. Whenever a separating slip
1s reached or the last batch in a bundle is finished the machine should be
stopped and the totals, as recorded therein, should be noted by dates
or in lump, as the case may be, against each (Head or Sub) Post Office.

on slips or paper of a'convenient size. In case, however. of Head and
Sub-Offices, where the daily transactions run through several pages ‘in
the Paid Lists and the Paid Money Orders of a date are arranged in more
than one batch, a consolidated total for each date should also be cast. by
the operator. Thus the machine operators will prepare an abstract of
-daily totals independently of the totals shown by the Postmasters either
in the paid list or the Abstract of daily totals. : .

(b) Before or after using the machine, the machine operators are -
required to see to the general outlook of the Paid Money Orders as to tHeir
genuineness and to see that there has been no tampering with the dates
of payments of the money orders. They are also required to see that no
money order or a portion thereof has been so badly mutilated as to render

. the money order valueless as documentary. Such Money Orders should
be entered in a register to be maintained in manuscript with suitable
column and brought promptly fo the notice of the Gazetted Officer-in-
cHarge through the Senior Accountant, Money ‘Order Section for orders.
Further action taken should also be noted in the register. -

{c) The following ‘classes of irregularities, which the machine
operators generally come acraess in their work. should be reported by them
to the Postmasters concerned : —
(i) Indistinct impression or-non-impression of oblong money order
stamp on payment. ‘
(ii) Non-detachment of _ackno‘wledgment.portion of money' orders.
(iii) Non-entry of the valué of. the money .order in the ‘amount”
cage. L it el Sea B ARICEE, S
Illegibﬂity-o,r_non-impressia.q-‘_gfﬂoblong order. stamp . QuAsSue s~

of money _ordefs, in which cases telegraphic (:m‘mr_n.:n'_iﬁni ations ,

i are made -to the paying Postmasters to ascertain the g7
2t issue “of .the money orderss T BiITET ; is

i€ =y . i o e 2. oW R e ol
%" Note.—Cases in which memos. of admission of payment are received instead
“of paid money orders and do not contiin the payee’s'signature, should bé brought
to the notice of the reconciler for report, if necessary, to the Head of the Circle
concerned. ‘ g o e St e e B
Crwwmuyd) CIn tﬁe'-'{fer‘narks_.’,po]mn_q;f;‘t‘_ﬂ;e; daily report book the jnachine
< opsrators should noté the g:a‘seqs of misarrangement of money ._o;;;i}glr,s by
et 2 A R v R < b e o
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- the arrangers ' .-
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operators’ mistakes or to wrong totals in the Summary or to short or

‘ excess credits in value or commission. - The discrepancies _should be
reconciled by the Summary clerks by comparing the entries in the
abstracts with the corresponding entries in the Summaries. As no ﬁgu_re_s
relating to telegraphic money. orders appear separziely in the Summaries.
the Consolidated totals relating to them as prepared by-the operator are
not subject to further reccnciliation.

Note 1.—In working out the actual outturn. the number of offices in the
Summaries should be multiplied by 3 irrespective of :ne fact whether there i
any transaction in an office or not.

Note 2--Progress Yeports showing the number of summaries, the number_
checked daily and the number outstanding should be ma:rtained by the Summary
~ Clerks. i

399. Any discrepancy found in the totals of the lists and brought
out in the summary or discovered between the total of the summary and
the credit in the cash account should be brought 1o the notice of the
Head Postmaster in the form of an objection statement for adjustment.

Note 1.—If there is a difference in the credits for value with a correspond-
ing difference in the credits for commission,  no objection statement need be
issued to the Postmaster, as the difference can be adjusted in the Audit Qtﬁce

- betweer value and commission. Such items will be entered in separate register
maintained for the purpose and a single transfer entry made in a month for
each Postal Circle for the net difference.

; Nore 2—See note under Article 478, [ .

Statistics of Money Orders issued 3
400. The figures of the summaries. after they are checked, will be

posted for statistical purposes in the Register of Inland and Telegraphic
money order transactions for the month and Circle concerned (Form
A. G. P. T.-402). The figures relating to telegraphic money orders will
Ye shown separately, »ide Article 503, , ;
Audit of Paid Lists .
401. The paid list contains details of the date of payment, number,
office of issue and amount of each money order, telegraphic and non-
. telegraphic money orders being shown separately under the respeciive
money columns. The money orders accompany the list arranged in the
order of the entries in the list. The money column of the list is totalled
daily and the total is transcribed in the Abstract of daily totals which
2ccompanies the list for each period. The Abstract shows a total for
the period and the total of the first period is carried over to the Abstract
for the second period of the month to arrive at the monthly total. The
monthly totals shown imethe Abstracts for the second period of the month -

in: respect of transactions of the Head Office and its several sub-offices
are then transcribed into the Summary. -

. 402. (a) The examination of the paid lists is conducted in three stagbes
viz, (1) the arranging of the paid money orders, (2) "the totalling, by
machine, of the value of paid money orders, and (3) the reconciliation.
The work in the first and third stages is done by non-machire workers
while the work in the second stage is conducted bv machinists en a
Comptometer. The men employed to work in the three stages are res-
pectively called (1) the arrangers, (2) the machine operators, and (3)
the reconcilers, counters and miscellaneous ‘checkers.
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(d) The short or excess totals by the Postmasters or b,
operators are settled by checking the totals of the Paid Ll)srtsul!e)ym;x‘f:xltrﬁ
process. =
(e) To facnhtate check the reconcilers should see the note made by ;
the arrangers in respect of the arrangement of the Money Orders, in 4
the Paid Lists, Consolidation sheets or Abstracts. The manner of settle-
ment of each discrepancy fiould be noted on the reverse of the relevant
manuscript slip prepared by the machine operators.

408-B. The reconcilers are required to— .

(i) Compare the first period abstracts when dealing with those of
the second period and to check the grand total of the amount
column of the second period abstracts;

{ii) Notice irregularities to the Postmaster on receipt of a currenm’
expired money order along with current money orders;

. (iii) Report to the Head of the Circle (in Form A. G. P, T.404)
cases, pointed out by machine operators, in which memos..of
admission of payment do not contain the payee's sigaature .
unless the Head of the Circle has already intimated orders on
them to the Audit office;

(iv) Forward Foreign Circle monev orders to the RAudit Oﬂice con-
cerned when received without being charged ;

(v) Notice irregularity to the Poslmaster for the Home C:crle
money orders received without being charged and issue enquiry
* memos. relating to the same to the For¥ign Audit Offices; -¢°
{vi) Prepare check slips (Form A. G. P. T.403) for the wanting
money orders and keep them in the proper bundle and call.
for them from the Postmaster by issuing objection statements -
and issue enquiry memos. in Form A.G.P.T.-403(a) relat:ng to
the same to the Foreign Audit Offices ;.
(vii) Notice u’regulantles (Forrn A. G. P. T.400) to the Postmaster
. in case of discrepancies (short or excess charges) in the Paid
list, adjusted by them by addition to or deduction from a
subsequent date’s totals, instead of by charge or credit in 'the
cash account;
(viii) Notice zrregulanf.y statement to the Postmaster Io: other
irregularities in respect of paid money- orders and lists whxch
may be detected m ,course of exammatlon ) .

(ix) Note. on the paxd . money ‘orders . concemed

. actually charged in the paid.list for. the guid
checkers m he case of shurt or excess. - -cha
; < .‘l - -,.).-:qu, <
'd' His av’g audlt ;in-the remaﬂc col
bOOk, ' h ;- + . i
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(b) The Counters are required to—

(i) Count the number of vouchers from the entries in the paid
lists and note the discrepancies, if any, against the corres-
ponding eniries in the abstract by plus and minus entries and
correct the number of money orders shown on the slips (Form

A. G. P. T405) placed at the top of the bundle by the
arrangers ; * S

(i) The Counter will sign below the Arranger's Docket, prescribed
_in Article 407, in token of his having counted the number of
Money Orders in the paid lists. and will put the correct
numbers of Money Orders found by counting and also the
number of bundles despatched to the sorting group;

(iii) The Counter will enter dailv in a Memo. (Form A.G.P. T497)
the number of paid orders to be transferred to the Sorting
Group, a separate memo. being used for each month of issue,
as well as for each month of payment. The distinction
according to month of issue will be apparent from the celour
of the Form used. The entries in the memo. will be made

- from the details on the “Slip” (A. G. P. T.-405) mentioned

in clause (i). The Counter should affix his initials against the
entries made by him.

Miscellaneous checking

4068-D.*The miscellaneous checkers are required to— i

(i) Note in the second period ébstrat_:ts the number and amount
of Telegraphic Money Orders, as shown in the first period ;

(;ii) Fill up tke gaps in the paid list, if any, in respect of the
names of the office of issue of money orders with reference to
the paid money orders;

(iii) Note the number and amount of the Telegraphic Money
Orders in the abstract from the paid list for statistical purposes,
check the grand total of the numbers and cast the grand total
of the number and amount of the Telegraphic Money Orders
in the second period abstracts;

(iv) Issue reference to the Postmasters for wanting lists and other
irregularities in connection thereof ;

(v) Prepare in manuscript wanting paid lists. if any, with
reference to the paid money orders. .

.408-E. The Supervisor of the first and third stages of work in the
Paid List Section will be to advise and help the grrangers and the
reconcilers in their work whenever they experiencd any dificulty.: He
will train any new men posted to these two sections in their work.

Daily he should fully review the work of one reconciler to see that
the checking of the Postmaster’s abstract of daily totals with those
prepared by the machine operators has been correctly done. He should
also check carefully in detail six items of discrepancies noted by the
reconcilers as ' machine operators’ mistakes’, entering the facts of these
daily checks in the diary to be maintained by him. The Diary should
be submitted to the Senior Accountant daily and to the Gazetted Officer
in charge every Wednesday.

-
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At the end of the lday ;'.e \«hfi!l collect from the reconcilers all the
operators’ manuseript slips that have been compl cami .
that the discrepancies noted therein in red iz?ketﬁ:{reﬂaal? :S:ednagguf:g
and a note to that effect together with the manner of adjustment has >
been recorded on the reverse of the slips concerned. In cases of doubt
he should go through the Paid List and Abstracts of daily tctals and {
ascertain whether the particular adjustment has been correctly made 4
He will maintain the forecast register with reference to the rates qf..-
work of the Paid List group. The mistakes of the operators in totalling
the values of paid money orders should also be noted by him daily in the
Error Book of Machine Operators maintained by the Supervisor comp-
tometer group according to clause (b) of Article 393. The entries in
it should be made with reference to the remarks made by the reconcilers
in settlement of the discrepancies in the Operators] slips. For this
purpose he should open separate columns in the Error Book. The
Memorandums of Monev Orders made ever to Sorting Group [see clause
(iii) of Article 408-C] should be collected, totalled and also initialled by
tire Supervisor before their despatch to the Sorting Group every day.

In case the total number of mistakes shown as due to machine operators’
mistakes falls short of 6 items in a day, the actual number available for

the day should be checked in detail
Audit of Summaries of Money Orders paid

409. As stated in the Note to clause (6) of Article 387, the Summaries
of money orders paid, intended for several Audit Offices, are all received
together in the Home Audit Office, separately for each month of issue.
- The Audit of these summaries is conducted in three stages, viz,, (1) Cross-

totalling by the machine of the totals of the several columns of the
Summaries, .(2) machine totalling of the monthly -totals as worked out - 3
in the abstracts for the II period and preparation by the operator of

and No. of money orders; and (3)

e 2=

Consolidated totals of amount

reconciliation.
econd stages is done by the machine

The work in the first and s
rd stage is done by non-machinists

operator while the work In the thi
called the Summary clerks.

.409-A. After getting the certificate of agreement from the Auditor, ..
Postal Audit Section, of the . total with the charge in the Cash .. °_
account as. laid down in Article 411 below, the Summary clerk will make -
over the;FHome summaries to the operators for ‘doing thé first -stage-of -
Summary_. Audit. A cross-total - of ,the""-tetals'-in"-_i:olumnsw::z" 315 sofs thed !
- ]%‘omé“smﬁxarieg; is struck_ bV the machirie “operators and dgreedwith:'
~ the grand total in column 6 thereof-as given‘by the Postmaster. Infthex = .
.~ casé f a°disagreement: the difference should be reconciled bya references:
... tothe figurés for:all the Audit,Offices as shown in the Summary. for: th
- Home Audit Office;and poted as.a plus or minus entry below the respectivi
= {otals-shown by the Postmaster:in the Home  Summary. This reconci
' 4.be effected before the despatch of . the . summaries 10 "
"férgignjf_aud_it,‘ofﬁc_es,_:-.ﬁ[‘%ﬂnumber,.gf items of the” operators’ = -
yrh.should :be_obtained by, actual \.coupt. of | the rnumber, - of *- 7.
_‘zil!;&h,e“s._un_jmaﬁes’d‘ealt with . by himi “and of the ‘namber of~ . -
45 required to agree in the process “of reconciliation. 7
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Sorting of Paid Money Orders
415. The work of sorting paid money orders is done in four stages:—
First stage—sorting according to Head Offices of issue.
i Second stage—sorting according to Sub-Offices of issue.

E ’ Third stage—arranging of the sorted orders under each head or
sub-office according to the serial numbers of the orders.

Fourth and final slag;counting. bundling and labelling.

The sorting of paid money orders should be completed nn the dates
noted below :—

11 period 12th of th: nex: manth.
2nd period 58 “ W 3rd of the s:cond month followag
416. Each bundle of money orders received from the Paid list group
is examined by the Supervisor to see that the number of vouchers shows
on the slip placed on the top of the bundle agrees with the correspona-
ing entry in the Memo. (Form A. G. P. T.-407). The Supervisor shoulc
note against each entry in the Memo. the names of sorters among whom
the_vouchers will be distributed for counting, keeping in view that each

sorfér may get approximately 1000 vouchers. The vouchers will then
be distributed among the sorters for sorting.

4., A progress register for each sorter should be maintained in Form
A G. P. T-410.

\ .. 417. The sorter will verify, by actual A counting, the number of
‘.t Tvouchers noted in the Memo. and then sort the money orders by Head

. .~Offices of issue with reference to the money order name-stamp impressed
. at the top "of each moner order. The sorted bundles will be collected '
"ahy. the distributors from each sorter, and after necessary entries have

‘ been made in the progress register, the sorted orders will be collected

in a receptacle for each Head Office.

Note 1.—At the commencement of a period, there will always be 6 days

. -accumulations of paid money orders. as the interval between the commencement
"of paid list examination and that of sorting for a period is ordinarily 6§ days.

Pt )

NoTte 2.—In brder to aveid the mixing up of money orders issued in ome
month with those issued in another. the sorting in all stages is dobe by sets of
men. If the distribution of work requires the same man to deal with different
months of issue, Breat carc should be taken at every stage of the work to keep
one month's issues apart frcmn another month’s. bundles for one month - beicg
disposed of becfore those of another month are taken up. N

" _418. Each sorter is next allotted a certain number of Head Offices
_“and_is required 'to sort the orders according to the several Sub-Offices
ntrgn%if?ea% jﬁga;lpf_ﬁce and then serially arrange them for each Head
< ox xSub:Office™-of-dssue. -

CEET e e o T O i = s

,T;;_E?sortgd‘bun lles will be detained in the Sorting group and ‘added
%@g‘u_‘é&ﬁq-dayj as the daily despatchesvare ‘received from the Paid -
istgroup,. and the whole list-kept serially arranged until the last despatch
r:the'period ‘concerned has been received. All the bundles will then
nated;into a main bundle, serially arranged. A
tders for each Head Office including its Sub-Offices ‘aiil
nted by hundreds, placed crosswise and bundled, -the -“tolal
each bundle being noted on a slip in Form A. G, P, T. 411
placed at the top and signed by the Head Sorter, showing (1) the Head ©
“ix 5 Office ofiigsug, :(2) the number of paid;orders, (3) the month of-issue; and . ¢
s v-(4)-the month;of payment, with the sorter’s initials.: =~ - i+ e S
e R ;
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420. The number of orders contained in the bundle or bundles for
each Head Office, as shown in the slips. will then be posted bv the Head
Sorter against the names of the respective Head Offices of issue in the
sorting broadsheet [Form- No. A, G. P. T.-412 (a), etc.]. A separate
broadsheet should be used for each month and Postal Circl€ of issue of
money corders. The totals of the Circle broadsheets are consolidated at
foot of that for the “ principal " Circle and the grand total arrived at in
the broadsheet for the principal Circle is compared with the grand total
of all the Paid list broadsheets. The difference between the two totals
15 explained in # separate sheet of paper and a report submitted to the
Gazetted Officer in charge through the Senior Accountant.

Note.--Before the agreemen: of the Sorting Broadsheet is, taken up. the
Head Sorter should sce that the number of money urders extracted for tes: debit
check accerding to Article 429-A. has been noted thereon by tre Acceuniant.
Debit Cheek Group. under his dated initials.

421. The serially arranged bundles for cach Head Office together
with the respective broadsheets for each period of pavment are then
made over to the debit-checking group for audit. The bundles and the
broadsheets are kept distinet for each month of issue. For this purpose,
the broad:heets are maintained in three distinctive colours, riz’ Brown,
Red and Yellcw. 2 .-

421-A. Each of the Head and the Assistant Head Sorters should
maintain a diary to record his daily work. He should also review the
+work of 1wo sorters daily by rotation. The result of the review should
be duly recorded in his diary which will be submitted to the Senior
Accountant daily and to the Gazetted Officer every Wednesday.

~ Nore—The Accountant General may, at his discretion. allow a head sorter

or an Agsistant head sorter to review the work of one sorter only instead of two. .

Money Orders Mis-sorted by the Post Office

B may happen that a money order issued within the ar& of a
Foreign Circle of audit max erroneously be rezeived with the Paid list
The mis-entry of such an order in the Paid list is detected in the course
of sorting or by the debit-checker. If the sorters work properly, such
money orders shouid inevitably be intercepted by them. in which case
the orders should be made over to the Head Sorter. The latter will
enter them in a register and send it along with the vouchers to the Paid
list group for verification of the charge. The Paid list examiner will
record a certificate of verification on the vouchers and make over the
register and the vouchers to the Remittance auditor for transmission to
the Foreign Audit Office concerned with an advice of transfer in Form
A. C. G.-71. The advices of transfer debits for money orders mis-sorted
by the Post Office should be”recorded in a remittance register in Form
A. G. P. T-409 and despatched to the Foreign Audit Office concerned
twite a week. The number and date of the advice of transfer will be
noted in the register of money orders mis-sorted by the Post Office in
Form A. G. P. T.-413 against the entries and the register returned to the
Sorting group. At the end of the month, the remittance register will be
totalled and the total amount adjusted by debit to ‘Money Order
Remittances’ and credit to ‘Inland Money Orders'’ by deduction from
debit.

423. The Audit Office reCEiVih'g the money orders with the advices
of transfer debhit will alsa enter them ir s somitthnes camictos in Tooe

B
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A. G. P. T-409 and at the end of the month will make the necessary
adjustment in its accounts by debit to ‘Inland Money Ordess’ and
credit to ‘Money Order Remittances’. Such money orders will not be
made over to the debit-checkers, but will be dealt with by the specia:
clerk entrustad to receive them. wha will check pavments againct issues
in the Issue list, encircling the entries of amounts and markinz them
with the letter ' D’ (Dacca), or ‘L' (l.ahore), as the case mav " be, 110
indicate the Audit Office from which the money orders were received.
and file the money orders after audit with the respective advices cf
transfer. The accountant in charge of the Remittance group should
record these advices of transfer, after sausfving himself that the money
orders were audited properly.

Misclassified Money Orders

424, If. in the course ot sorung. a money order pertaining to 2
month of issue is found in a bui.dle of monev orders relating to a
different month of issue, the money order will not be removed from
that bundle, out will be placed at the top of that bundle so that 1tre
necessary adjustment may be made by the Debit-checking group.

Nore.—Bogus money orders are also liable to be detected by the sorter it
this stage. If tise numiber assigned tu such an order dnes not fall in the series :n
which the genuinc nioney orders are issued on that date. or the same number
appeats for 1wo money orders lssued on a certain dale. the sorter should at once
take them to the Head Sorter whe should forthw:ith make them over through a
register to-he opened for the purpose to the Supervisor Debii  Check

ction for necessary action. ‘ =
= 3 2 :

Dehit thecking or checking Pavments against Issues
Process of debit-checking

4?5, Each debit-checker wii! be allotted a certain number of offices
for &<oit-check and will receive from the Sorting group the bundles eof
paid mone~ orders relating to his portion, no matter in what monin:
they are issted, and 'sign the corresponding entries in the sorting broad-
shee:s in the column provided for the purpose. As the bundles are tied
up iz. hundreds and kept crosswise, he will count the hundreds and talis
the number with the entry on the slip placed on the top of the bundlc.
If;any discrepancy is discovered, it will be brought to the notice ot 1ne
auditor in charge, who will settie the difference in communication with
the Head Sorter.

"Each debit-checker will be allotted different offices in different

monitks. The selection of offices will rest with the Senior Accountant in

charge of the Section and for this purpose a broadsheet showing the

‘distribution of offices among the debit-checkers during the several months

. shouid be maintained by him. The selection should be so arranged that no

debit-checker may be in a position to have any idea of the offices to be
assigrned to him in a particular month. i ,

Nute- When 'rocui\-in'g a bundle ol sorted orders, the checker should sec
whetrer the months of issup of meney orders agree with the months hoted en
the =ips placed on the bundic. . 3

24, If, in the process of debit-checking, it~ is found that certain
orders have been mis-sorfed as to Head Offices of issue, these will be
transierred to the proper checker by making entries in the plus and
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minus columns of the broadsheet or sheets, as the case may be, his
initials being taken against the plus entries, while the checker, who
transferred such orders, will initial the corresponding minus entries.

427. 1f. in the course of debit-checking of money orders relating to
a month of issué. certain money orders relating to a different month of
issue are found, a note should be made on them of the incorrect month's
bundle with which they were received. They must. after check in the
Issue list (;oncerned. be transferred to the Assistant Auditor for entry in
a register in Form A. G. P, T.-413 and for rectification of the classification
in the Paid lists and of the cash account figures. The entries in the
register will be totalled each month and a transfer entry made by debit-
ing the correct months of issue and crediting (by deduction from debit)
the months of issue under which they were wrongly classified in the
cash account.

Some Money Orders may also be found the credits for which cannot
be traced in the Issue Lists in consequence of incorrect or illegible
entries in them or due to defective or incomplete particulars. Such
money orders which are called miscellanecus money orders are made
over to the Assistant Auditor who wili make an attempt to check those
money orders against issues. If he fzils in his attempts action should be
taken to ubtaili complete particulars of these money orders and then to

debit-check them.
The misclassified money, orders after rectification and the .miscel-

laneous money orders after being debit-checked should be* made into
separate monthly bundles and arranged according to offices of issue.

- 428 The broadsheefs will be retained by the  Auditor in files
arranged according to dates of their receipt. When a month’s accounts
have been finally audited, the broadsheets and money orders relating to
that month will be made over to the Record clerk ; they should be
- destroyed under the Accountant General's orders after the prescribed
period. 3

429. In debit-checking a money order in.the Issue list, the checker
will compare the number of the money order and the amount as entered
by the post office (in figures and in words) with the corresponding
entries in the Issue lists, and mark against the amount in the latter, the
letter of ihe alphabet be assigned to each individual checker with a
coloured pencil in token of having thus debit-checked the monev order.
The entries in the Issue list for money orders paid in different months
(which are received in separate bundles—see Article 419) will be ticked
off in different colours thus—
Blue—indicating payments in the month of issue. -

Green—indicating payments in the next month.

The checker will also note any difference between the amount of
the paid money order and the credit in the Issue list in remarks column
of the list and issue an objection statement to the Head Postmaster
pointing out the short or excess payment. s -

g Note 1}.—Money orders paid in the menth preceding the modth cf credit
will also be debit-checked in blue pencil.

: Nore 2—The debit-checker should take into account any red ink note
made by the Paid list examiner on the money order showing the amount charaed
in the paid list. '

_~
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Norte 3.—When a difference is found between the amount of a money order
and the credit in the Issue list. the debit-checker will, before entering the
- difference In an objection statement, re-check the total of that page of the Issue
W= -~ list to satisfy himself that the incorrect credit entered in the Issue list has been

fnciuded in the total of that page and that the total has been carried over to the
next page. He should also take into consideration any entries that may have
§ been made by the Issue list Examiner on the lisl.
X Nott 4.—In debit-checking. the telegrpphic moncy order reccipts are treai-
ed as ordinary money urgl;rs_

NoTe 5.--Should the debit-checker find any money order pertaining to a
Foreign Circle ol Audit. he will hand it over to the Auditor who will transfer .1
to thc Head Sorter. obtaining his reccipt for the same on the Head Office corting
hroadshect with which it was originaliy received.

429-A. In oider 10 test the accuracy of the work done in the ** Debit-
check ” group. the Accountant should. just after the I stage sorting, wviz.
Head Office Sorting. abstract approximately at the rate of four money
orders for every 1.000 money orders from the receptacle for each Head
Office, so that the number, so abstracted may work up on the aggregate
to .4 per cent. of the total number of the transactions for all the offices .
taken together. He should keep them with him under lock and key
till the issue lists for the period have been debit-checked. For the
purpose of ascertaining that the abstracted monay orders work up to the
required percentage on the aggregate they should be entered in a register
(Form A.G.P.T.4!3-A) maintained for this purpose, and their number
chould be counted and agreed with that arrived at by calculating 4 per
\ thousand on the total number of money orders entered in the Paid list

broadsheet for the period, and a record of this agreement should be made
#* +in, the register of the abstracted money grders below the entries for
the period. The abstracted monev orders should then be debit’checked
and it should be seen whether these moneyv orders appear as unpaid or
not. If any of these money orders is marked by the debit-checker as
paid. the maiter should be brought io the notice ¢f the Gazetted Officer
for n:cessarv disciplinary action. The register of abstracted money
orders should be kept confidentiallv with the Accountant, and submitted
to the Gazetled Officer everv month after the debit-checking of the period
is completed. The mistake: of debit-checkers found out at the time of
test check should be entered in an Error Book maintained for this
purpose. This Error Book should also be utilised by the Ledger Group
for noting the errors and omissions of debit checkers revealed by the

examination of the bundles of paid money orders, referred to in Note 3

to Article 459. The Error Book should be submitted monthly to the

Head of the Office through the Senior Accountant and the Gazetted

- Officer-in-Charge. The auditor in charge of the correspandence . group

will submit fo the Accountant, Debit-Check Group all cases in which a

.-call or reference is received for a particular money order reported as
-z unchecked by the clerk dealing with such calls. .

Sag N-t-rrl-: 1.—In ths work of the test debit-checking the Accou}xla.nt n{ay have
<+ .. the help of an auditor but abstraction and debt-checking (30 money orders per
2 . day) by way of supervision should be done by the Accountant himself,

Note 2.—The Accountant, Debit Check group. should note the total number
of money ordurs estracied in the Sorting Broadsheet for the period and attest
the same with his dated initials. * - .

430. The conversion of sterling value into rupee currency in respect
of Foreign sterling money orders is checked by the Examiner of the Foreign
money order list. vide Articles 522 and 533. The debit-checker should
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take into consideration any note or correction mads by the Examiner of
Foreign money order lists either on the outward money order or in the
inward money order list and issue an objection statement, if necessary.
The conversion of the sterling value should, of course, be checked by
the Auditor and the Accountant when the objection statement is passed.
If no note or corfection appears on an outward sterling moneyv order, the

amount of value in rupses as noted,bv the Postmaster will be compared
with the entry in the Issue list.

431. It happens that the credit for a Telegraphic money order can-
not be traced in the Issue list in consequence of incorrect or illegible
entry of the name of the cffice of issue on the Telegraphic money order
receipt. Before issuing an objection statemen: for the non-credit of the
Telegraphic money order, the auditor 1o whom such Telegraphic money
orders will be made over by the debit-checker. will make an attempt to
find out the correct office of issue by a reference to the Telegraphic
money order requisitions. ¥f he fails in his attempts, he will issue a
telegram in Code words “ Graeca " in cases of Rs. 100 and above and half-
margin references marked “urgent” in other cases, asking the office of
pavment (sub-postmasters being addressed direci instead of through the
Head Office) to intimate the correct office of issue by referring to the
postal confirmation of the Telegraphic money order advice. Ir the reply-
is not satisfactory, the postal confirmation itself should Be ecalled for.
If the correct office of issue showing the credit for the Telegraphic money

vrder cannot even then be found our. the charge for the money order

should ke disallowed in-auditand the item placed under objection.

Nore.—The cost of telegrams issued in this connection is recoverable from
the Post Office officials at fault and the Audit Office should address the aprro-
priate punishing authority. viz., the Divisional Superintendent or first class Post-
‘masters, as the case may be, tu determine whether recovery should be enforced
or not. ; TR e s
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Setilement of Discrepancies
z Ly S a0 o 8
; 432. Care should be taken to see that in cases of discrepancies, the
ohjection statement is issued to the Head Postmaster of the office of issue
or payment, as the case may be. When a discrepancy is noticed between
the credit and charge for a money order. the remitter’s entrv on the money
order as to the amount of remittance should be relied upon. If the
amount entered by the remitter agrees with the credit, then it should
be assumed that the amount paid is incorrect, i.e., the case should be
treated as one of short or excess payment, as the case may be, and the
objection statement issued to the Head Postmaster of the office of pay-
ment of the money order. If, on the other hand, the amount entered
by the remitter on the money order agrees with ¥Re amount paid, then
it-shouid be assumed that thé credit afforded in the Issue list is incorrect
and the case should be dealt with as one of short or excess credit of
money’ erder and the Head rostmaster of the office of issue addressea
to settle the objection. In the case of Telegraphic monev orders, the
l'elegraphic money order requisitions should be consulted for the correct
amount of remittance. In the case of Value Payable money orders.
hewever, the Head Postmaster of the office of issue of the money order
will b2 addressed for recovery from. or refund to, the addressee of the
Value Payable article, as the sender oi ithe Vaulue Payable article is

entitled to the amount noted by him for recovery on the article.
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& 133, Sometimes on receipt of complaiat from the remitter or pe
payee of a money order, Postmasters take action for the recovery or
- refind of the excess or short payment and adjust the amount in their
accounts, sending an inlimation to the Audit Office. .In such cases, the
A credit or charge will be verified and the fact noted in the Issu> list bv
X the Auditor. Debit<checking group. against the money order concerned,
<o as to altract the attention of the Debit-checker in the course of hkis
debit-che-king. No objection statement will be issued to the Postmaster

in such cases. but a ‘ not to issie’ objection statement will be prepared.

Adjustment of small diffcrences

134, Differences in the monev order accounts of sums not ‘exceeding
two annas on account of over credits and short credits of vzlue and
commission or short payments and cver-payments on value of money
orders (except in the case of Revenue money orders) need not be included
in the Objection Books and objection statements. Over-credits of value
and commission or short payment on money orders not exceeding two

5 annas should be noted in a register in Ferm A. G. P. T.-414 for each Postal
Circle and the total amount adjusted by monthly transfer entries lo tte
credit of * Fees and other receipis—Oth=r jtems” under Abstract B-lI—
Miscellaneous Revenue, by debit to ‘Inland Money Orders—month of
issue ’ or * Money Order Commission’. Short credits of value and com-
mission or over-payments on value of money orders should be noted in
a separate register in Form No. S. Y.-265. The total amount will be

5 adjusted monthly by debit to *“ Abstract J V—Miscellaneous Posial

E Expenses—Losses, etc.. written off—Irrecoverable over-pajyments™ and
crodit to * Inland Monev Orders—month of issue ' or ‘ Money Order Corm-

~ * mission '~ The two registers shouid be submitted monthly to the Gazeited
Officer in charge through the Senior Accountant for review. If these
mistakes occur Irequently in the accounts of any one Post Office. ire
Postmaster’s special attention should be drawn to them and a report
should ke made to the Head of the Circle requesting him to take suitadle
notica of the Postmaster's carelessness.

Nore 1 — In some cases, pies are included by mistake .in foreign rupee
money orders and the postmaster of the office of exchange directs the postmaster
of the office of issue of the money orders. to refund the pies to the remitter.
These caces should be included in the Objection Books and objection statements
should be issued. :

NoTE ? —Wher a ‘case of difference not exceeding two annas noticed during
audi* of Revenue Munev orders. has been brought to the notice of the party
.concerned and it is found that the party does not chouse to take any action in
the matter. the objection may be withdrawn in the inanner contemplated in
Article 477,

: ‘ Time allowed for checking Paid Orders )
-, 435. Checkers receive money orders in fortnightly bundles from the
Sorting group. and a iortnight is allowed for the disposal of the batch.
. 'The number - received by each checker and his daily outturn as well as
{ < - -the balance in hand are daily recorded in a progress report bock in
-+ Form A. G, P. T.-415 (see Article 512). ;
The debit-checking of the paid money orders should be compieted
on the dates shown below:—
Paid money orders reczived with the first Bi-monthly List of -
money orders Paid - ... 3rd of thz sxcond ‘month
: following.
Paid money orders recenved with the second Bi-monthly List 3
of moncy orders Paid "

. 20th of th: szcond month
- follewing.
B |
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Errors and Omissions

438, Errors or irregularities discovered in checking the id
will be noted in coloured pencil on the money order ancgl issuepfilst. gsrd&r;
case may require, and. will be communicated to Postmasters . in the
manner prescribed in ‘Chapter 20 of the Posts and Telegraphs Audit
Code, Volume I.

Recording paid orders.

437. A= the chacker complietes the check of the paid money orders,
hie will record the bundles of money orders appertaining to each head
and sub-office of issue and month of issue and Payment in the fortnightly
bundles as raceived from the Sorting group (see Article 421). If an
objection statement is issued pointing out discrepancy between the
credit and the charge on accourt of a money order, the money order
will be stitched or securely fastened to the objection statement as an
enclosure, a check slip (Form No. A, G. P. T.-403) being prepared and
signed by the Auditor in charge and placed in the bundle Such monex
orders, on their return, will be filed with the case relating. to the
objection statement. In place of evory money order removed from the
tundle ¢! recorded vouchers, 2 check slip must be prepared by the person
who wants it 10 be removed. The checkers will be held personally
responsible for any money order found missing from a bundle jn their
charge, without a check-slip being placed in licu thereof. R

Transfer of vouchers and Issue lis(s to L=dger group

438. After the issue lists have besn fully checked, -the recorded
bundles of vouchers and the issu= lists will be transferred to the Ledge:
greup for the picking out of unchecked items. It should "be clearly

-understoed by the checicers that after the vouchers and issue lists have

once passed out of their hands, no further cBecking or alteration saould
be made by them in the issue lists. If necegsity for this should arise,
the vouchers should be made over for disposal to the Ledger group by
the zuditer in charge of the debit-checking group in which the vouchers
are received. :

Review

38-A. The work of each debit-checker should be reviewed thrice a
menth by the Auditor and the Accauntant, Money Order Section. The
Auditor and the Accountant for the purpose of this review, will test-check
dailv. from each debit-checker's work, a cerlain‘number of items which
shquid be so fixed bv the Head-of the office that the total number of items
checked is not less than 430 a day. .

Duplicate Monzy Orders

39. When an intimation is received of the issue of a duplicate order
in !i:;go} ahn o;ginal order lost before payment, the clerk who req:x_vesl
such intimation will refer to the issue list, and see that the e:]mgl;a
order has not been noted us paid. If he finds that the original order
has been paid.he will at once - telegraph to the office of payment or

ok
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send an express letter in Form AGPT-43. 25 may appear Tmecessary
stopping payment of the duplicate. If it has not been paid, he will note -
* the fact of the issue of a duplicate in rd ink against the entry in the
fssue list. Should the original order be found afterwards in the course
of debit check. the checker will transfer it after check to the clerk who
deals with cases relating to intimations of issue of dupiicates far ench
action as may bo nzcessary.

Note L—Intimations of issuc of duplicate money nrders will be indexed by
the clerk concerned 1n a separate register which wili also show the final disposal
of the intimations. These intimations should invariably be dealt with as urgent
correspondence,

NoTE 2.—A statement of irvegularities in  the issye of duplicate money
orders should be sernt to the Head of the Circle every month. b

Void Money Orders

440. A *Void money order” is a money order not paid wiihin the

period of its currercy. i.e., on or before the last day of the month follow-
Ing the month of its issue. ; ) :

Lists of Void Money Orders

411 Void lisis (Form No. NI 0-19) are prepared only oy Head
Offices of issue and include such 'unpaid void money orders as were issued
either by the Head Oflice or anv of its sub-offices Voidemoney order®
relating to the fSsues of other Head Offices are returned to the . Head
Ofices of issue to be included in their void lists. Thus each Head Office
submits only one void list to its own Audit Office, and the money orders
appear in the list in serial order. The void lists are due for submission
to the Audit Office on the 16th of each month. and include money orders
treated as void at the end of the month following that of issue. Separate
void lists are submitted of the money orders issued in each month (also
see Article 443). Void money orders received direct from offices of pav-
rent under Rules 289 (4) and. 300 (4) of the Posts and Telegraphs‘
Manual, Volume VI. should be entered in"the list of void money orders
concerned.

442. Void lists are dealt with in the Miscellaneous group of the
Money Order Section where they are first examined with’ the  void
money orders that are received therewith. If any money order entered
in the list is missing or if a money order be received in excess, the fact
should be brought to the notice of the Postmaster. An explanation of
the absence of an order should be called for, unless accounted for hv a
remark in the void list. The examination of the void lists should ne
- completed within one week of their receipt.

Note.-—Should a void monev order of a Foreign Circle of Audit be errone-
ously~included in the Home Circle void list, it will be struck out therefrom and
such void money order will be forwarded to the Audit Office concerned, where
its efitry will be supplied in the appropriate void list and it will then be dealt

with in the ordinary course. The error should also be pointed out to the Post-
master concerned. S

443, Credit in respect of each void money order should then be
verified with the entry in the Issue list. The letter ‘R ' should be marked
in red pencil against the amount of the order in the Issue list to indicate
that the money order has been received in the Audit Office as unpaid
void.
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No account adjustment will be necessary for the unpaid void money
orders and their amounts will continue to remain under the Inlan

Order head for the month of issue. d Money

.

The unpaid void orders will, after check, be kept arranged in bundles
of convenient size for each month of issue according to Head Offices of

issue in alphabetical orders so tfat they can be easily traced for re-issue
when payment is claimed.

444. Ali the items not checked in the Issue list will be entered in the
list of unpaid items. After the preparation of the list of unpaid items
for a Circle is completed, the void list and the list of unpaid items will
be arranged alphabetically according to Head Offices and bound together
to constitute the “ Register of unpaid money orders”. There will thus
be a2 separate monthly volume for each Circle. )

N.B.—Care should be taken to sec that ne item in the void list is entered

sagain in the list of unpaid items. The Accountant in charge of money order
ledger should excrcise thiz ~heck.

Note.—The procedure for the preparation of the list of wunpaid items is |,

laid down in Article 439.

445. Void unpaid money orders received by the Postmaster of the
Office of issue after the submission of the void list will be forwarded
to the Audit Office with covering letters. These money orders should
be entered in the Void lists and checked in. the register of unpaid
money orders or Issue list according as the preparation of list of unpaid
items from the Issue list is completed or not. ' After check. they should
be filed in the proper place in the bundles of void unpaid orders.

Payment of Void Money Orders

" 146. Although a money order is technically “void " if not paid within
currency, there is no bar to its being paid. if payment is possible. In
such cases, the payment is treated in the Post{ Office accounts, not as
a monev order payment, but as an unclassified payment and is debited
in the accounts by the Postal Accounts Sectior to the *Inland Money
Order ™ head in respect of Home Audit Office issues and to “ Money
Order remittance” in respect of Forcign Audit Office issues. The
classification is advised by the Money Order Section, before the posting
of the Classified Abstract. .

447. On receipt of the schedule of void money orders paid with the
paid money orders, the sub-auditor in the Money Order Section will—

(2a) see that the particulars of the money orders agree with the

entries in the schedule and then tigk off-each entry. in .the
schedule; - :

(b) verify whether each entiry in the list is supported by a money

order and if a voucher be found wanting make a reference .

to the postmaster calling for the voucner, keeping the amount
under ‘items awailing clearance ' in the Objection Book and
preparing & check lip in lieu of the money ovder-znd placing
1t in the bundle ; B

{c) check the totals of the schedule ; :

(d) if any money order issued from a Foreign Audit Circle be .
' wrongly entered in the Home Circle scnedule or vice versa, -

-

a

-
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correct the entry by scoring out the item
schedule and inserting it in the proper on
totals of the schedules; ‘

from the wrong
e and recast the

(e) compare the totals of the Foreign Audit Circle schedulss with

the entries in the Home Audit Circle schedules. marx the
total ‘agreed’ and initial the eniry ;

(f) forward the Foreign Audit Circle schedules to the Foreign
Audit Office concerned together with the paid money orders
and relative advices of transfer, number and date of the advice -
of transfer being noted against the respective entrv in the
column “Remarks " of the register in  form A G. P: T-416,
vide clause (i) of this Article. ;

(g) sort the paid monev orders of each head office in respect of
Home Audit Office schedule according to months of issue and
serially. and prepare an abstract in red ink at the bottom of
the last sheet of the schedule showing the number and amaunt
of money orders according to different months of issue ;

(h

—

send the void schedule for each period with the classification
noted on its back to the auditor of the Postal Accounts Section
who will initial the total of the schedule marking it " asrsed "
-after verifying with the charge in the corresponding schedule
of unclassified payments and return the void schedule to the
Monev Order Section. The auditor of the Postal Accounts
Section should note on the back of the schedule of unclassified
payments, the classification given on the void schedule for
each period and incorporate the same in the Classified
Abstract for the month concerned : = .

(i) post the total for each month or vear of issue and for each
Foreign Audit Office against the head office in the Register in
Form A. G. P. T.-416. The register should be submitted to

the Gazetted Officer “for review through the Accountant every
month ; 4

3
(3) resort the paid void monev orders for each period according
to Head office and Sub-office of issue and arrange them serially

* and debit-check them in the Issue list. Paid void | money
orders of any month of issue received after the register of
unpaid money orders has been prepared should, however, be
debitcheckeq in the register and not in the Issue list. Each
“item so checked either in the Issue list or in the register should
be marked with the letter ‘V’ in blue pencil. For items
debit-checked in the register of unpaid money orders, a note

of payment should also be made in the column provided for

the nurpose; -

(k) place the paid monev orders, after debit-check, in separate
bundles for each Head Office and each month of issue,
irrespective bf the date of payment.

Nore.—Any mis-classification between months of issue found in the course
of debit-check should be rectified.
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Paid Void Orders received from thc Foreign Audit Office

448 On receipt of void orders from the Forei Audi
with an advice of transfer debit, the sub-auditor wilgln c:r;lggre ?}fﬁerr?
with the schedules acccmpanying them, check the totals of the schedules
sort the money ordeP according to Head Office and month of issue, and
classifv the amount tor each month or year of issue and record them
in a Register in Form' A. G. P. T.417. This register will consolidate for

each month of adjustment the total amoints debited bv the Forej
Audit Office and responded to by the Home Audit Office. Thee arﬁgﬁfg
debited should be adjusted by credit to “Money Order Remittances "

and debit to *Inland Money Orders—month of issue” in the accounts
of the principal Circle of the Home Audit Office, and an acceptance of the
debit sent to the Foreign Audit Office concerned, a note of the number
and date of acceptance being made in the register. The register should
be submitted to the Gazetted Officer through the Accountant for review
every month.

449. The -sub-auditor will then re-sort the paid orders according to
Head Office and Sub-office, of issue, arrange them serially and debit check
th> orders in the Issue list or in the register of unpaid orders. if the
latter has already been prepared, marking against the entry the initial
letter of the name of the Audit Office and the month of adjustment in
the Home Audit Office thus: :

; M June "27.
For items debitchecked in the register of unpaid money orders, a
, note of pavment should aiso be recorded jn the column provided itherein.

The instructiors in clause (k) of Article +47 and the note thereunder
will also apply in the case of these money orders.

Recoveries from Wrong Payees and payments to Right Payees of
Money Orders

450. Credits and debits appearing in the schedules of unclassified
receipts and pavments on account of recoveries from wrong pavees of
-money orders and their subsequent pavments to the right payees should
be taken to the detailed head ' Recoveries of wrong money order pay-
ments " under the head * Deposits” in tho Postal Accounts Section.
That Section wil! znter the amounts in a register of deposits (Form
A. G. P. T.-70). ard watch their subsequent adjustments as inn the case
of “ other deposits ". The total credits and debits posted in this register
will be agreed with the Detail Book. )

‘'NoTE L.—As payments to the right pavees are generally made after recoveries
of the amounts from the wrong payees, credits will, as a rule, precede the debits

in such cases. If. however, a payment is made to the correct party under orders

of the competent authority before recovery of the amount from the wrong pavee,

"“the charge should be held in the Objection Book:of the Postal Accounts Section

under " Advances Recoverable—Other Accounts™.. e :

° Nore 2.—If payment to the right payee is made by an office under the
jurisdiction of the Foreign_Audit Office the charge should be transferred by thar
office. through the head " Post Office Remittance” to the Audit Office in which
the credit appears. an advice of transfer being sent in Form No. ‘A. C. G.-TT.

Transfer of balance from Inland -ABI_oiiéy Orders. lo_"Forireiter]

Mcnzy Orders ..: 2§ - n

451. The head “Inland money - orders” relating to a particular
financial vear will be kept open in the books for three official years and

‘... the balance (i.e.. the excess of actuai receipts over payments) .u'_n,c_ie_r the

o el 4T e b sar wald
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head will, thereafter, be transferred direct to a revenue head—" Forfeited
money orders ” at the end of the third vear of issue by a iransfer ent:v
thus :

Dr. h
Rs. Inland money orders (vear of issuc). Ct:
XIX—Posts and Telegraphs —Absiract B —
* Receipts on account of Money Orders, and British Pos:al Orders. eic. -

Forfsited Moniey Orders. .vciviveiniiinevosnon Rs.
Amount of money orders of (vear of issue) outsianding at the
Erid Or A SRR G it e Bl s i lapsed to Govern-

ment.

Thnis arrangement does not preclude the subsequen: pavment of
the money orders. should claims arise on a later date. The items <o
transierred should be entered in a Register of Forfeited Money Orders
(Form No. A, 'G. P. T478) wherein a column is provided to record
subsecuent payments. The total of the items entered in the Register
should be attested by the Accountant. The monthly head - Inland
mone: order " should be kept aper in the bocks onlv auring the financial
year in which the monev order was issued and the first month ‘of the
following vear. From the accounts for May unwards each vear. charges
on account of pavment of Inland monev orders issued during the previous
financial years will be posted in the Classified Abstract ard Detail Boog
agains: the annual heads for the years of issub (e.g..™ Total ‘Inlan

oney Orders 1927-28"). The balance outstanding at the end of the
second year following the year of issue will be transferred to the head
“Forfeited money qrders™.  The amount credited to the head * Forfeited
money orders” and the amount of unexplained difference in the money
order—accounts should be reported by each Audit Office to the ' Office
of the Auditor-General of Pakistan immediately after the March Supple-
mentary Accounts (lst Batch) is clesed.

NoTe.—When payvment of a Forfeited Money Order is authorised. the
Registe~ of Forfeited Money Orders (Form A. G. P. T.-478) should be submitted

to the Gazetted Officer aleng with the pavment order for attestation of the entry
in the register. .

Re-issue of Void Money Orders

432Z. On receipt of an application in an Audit Office for the re-issue
of a void money order, it should be seen that the void money order is
one tkat was issued within that Cirele of Audit and if not, the application
should be transferred to the Audit Office concerngd. A reference will
then be made to the register of unpaid money orders (see Article 444)
to see if the money order is still outstanding as ‘“void” or “ forfeited to
Government . If the register shows an entry which corresponds with
the particulars given in the application and it is found that the original
void money order was received, the money order will be re-issued in
favour of the person named in the application, whether he be the remitter
or the payee or a person named by either of them.

453. Should the particulars given in" the application disagree with
those recorded in the register of unpaid money orders, the Postmaster
will be asked in a letter in Form No. A, G. P. T.419 to explain the
difference. A note of the number and date of this reference will he Kept
in the register of unpaid money orders.
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454 If the money order. the re-issue of which is requested, has been
paid within or after the period of currency, or if authority for repayment
to the remitter in a foreign country has been communicated to the office
of exchange or if it has been re-issued already, the facts as known should
be communicated to the Postmaster.

135, (a) Foreign inward money orders held as void should not, as a
rule. be re-issued in favour of arf¥ person other than the pavees without
the assent of the Pakistan office of exchange through which they were
origigally advised. In no case a Foreign inward money order can be re-
issueg six months after its issue. In such cases. the Postmaster should be
asked to obtain the assent of the Pakistan Office of Exchange.

(b) Applications for the re-issue of void monev orders will ordinarilv
be received through Postmasters (vide Rule 301 of the Posts and Tele.
graphs Manual. Volume VI). Applications made by remitters or payees
direct to an Audit Office should be forwarded to the Postmaster of the
qffices of issue of the money orders for necessary action. A money order
will not be re-issued in favour of the heir of deceased remitter or payee

unless the claim is acknowledged by the competent authority (or by the -

original payee or remitter, if surviving). )

(¢) Void money orders sent out on requisition will not bs re-
issued until they are received back. ®

{ds When the pavee or remitter o a void inland monev order
applies for its pavment to him in” a country or place outside
Paxistan with which money orders can be exchanzed. ths man=v order
will be re-issued by the Audit Office on the Pakistan Office of Exchange
concerned. with instructions to that offica to cash the order and after
deducting from the amount a fresh commission at the rates applicable
to inland money orders or outward foreign sterling money orders. as the

case mav b>. to advise a fresh order for the balance to ‘the country or ~

place of payvment. - 8

436."On the acceptance of an application for the re-issue of a void
money order. the void money order is re-issued by making an endorse-
ment on it. or on a separate sitp (Form A. G. P. T.-420), pasted 1o it
Re-issued orders are numbered in an annual series and entered in a
register (Farm No: A G. P. T.421). the fac: of re-issue being also
recorded in the register oi unpaid money orders against each original
monev order, 2

The re-issued money orders will be examined by the Senior
Accountant or an Accountant of the Money Order Section, and after
being passed by him will be placed before the Gazetted Officer for
signature. Re-issued money orders will be transmitted to the office of

payment in registered covers without . any -forwarding Jetters. * An:-

.infimation in Form No. A”G. P T.-419 should ‘be sent to the Officer

applving for the re-issue, should he:not be the Postmaster of the Office -

of payment.

157. Re-issued money orders, if paid, are.not accounted-for in the .

ordinary lists of money orders paid. but in the schedule of void money
orders paid referred to in Arucie 447. The void money order clerk, on

réceipt ‘of such lists, will note the payments of the re-issued orders .in -

the void list and transfer the vouchers to the Re-issue, clerk who will
note the pavments in the register "of re-issued money orders (Fuarm
~A.G.P.T-421).'and record the vouchers, ‘

[

‘s
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Re-issued orders. if not paid. are returned 10 the Audit Office whe:e
they ars held as void. A letter in Form No. A. G. P. T.422 should be
issued 10 the Oce of pavment regarding the disposal of re-issued
money orders ne: received as paid or void. *

Consolidaiion, o rransfer entries mady in the rarious groups of the
Morey Order Secrion

458. All adjustments made in the Aloneyv Order

Section  will  Le
posted in the C.mbined Transfer

Ledger and  Abstract (Form No
. Pl A, CA375.8) by a special clerk attached to the ledger group.
For this purpose. the various registers. e.g.. the register of Fees and Petiv
receipts. the reg:siers of writesoff, misclassification. ete.. will al] ke
totalled and maiz over to the clerk in charge of the Combined Transfer
Ledger and Abs:-act by the respective groups with a hote of adjustment
made below the sotal. The clerk after noting the entries in the Combined
Transfer Ledger and Abstract will return the registers with a note of
the pages in wrich the entries are posted. The Combined Transfer
Ledger and Abs:ract wil] be totalled and made over to the ledger cierk
The remittance sroup adjustments will. kowever. all be directly posted
in tne Combuinea Transfer Ledger and Abstract from the register of
remittances. Ox the 12th of the following month. the total for each
detailed nead aprearing in the Combined Trangfer Ledger and Abstract
Wwill be eopied ir an abstract of Transfer entries which will be séni to
the Booking Sec:ion for incorporation in the accounts.

“-  Review of unchecked items

152. The Meisv Order Ledger group reviews the lssue Hsts with a
View to picking cul the entries which remain unchecked in either green,
red or blue penc:i and posts the amouwuts ef such entries in the remarks
column of the Isjue list for * Items unaccounted for”. A statement of
these items is prepared in Form No. A. G P 7-423 and checked by &
reference to the bundles of checked monev-orders. If any money-ordes
entered in the s:atement be found in these Lundles, the entrics in wne
statement are sir.ick out and the date of payment noted in the remarks
column of the siaiement. After this. the issue list chould be treated as
closed and the en'ries in the siatement copied in tha list of unpaid items
(Form 1. 0.-19 void Register). Any remark made in the issue iis:
against these iteras will z2lso be copied in ihe “remarks " column of this,

list.

Note |—If it :s found necessary to remove
treated as clused »wing to the réteipt of the Void Money Order or for any other
cause. the corresp ing entry in the statement or in the register of unpaid
Money Orders (if *2c statement is already copied but the register for the month
is not clusedt should be scored out with suitable remarks under the dated ipirials

of the Accountant. The corresponding item in the issue list need not be checked.
In cases of doubt . rly, the Issue List is referred to. : ;

any item after the issue list is

; Note 2.—The “wark u!"picking out--unchecked items should corr—lmen-ct‘ in
‘the fourth week « e third month following the month of issue and should L«
completed belure iR+ cnd of the fourth month following the month of issue.

¥ NOTE 3.—Any unchecked money orders found in the bundl
orders should be . red against the checker: responsible for
I':El‘rr-;' Book menticr=j in Article 420-A by o
the pupose, .

es of paid money -
F ! the mistake in the
pering a scparate column in it fer




110

460—4€4) MONEY ORDERS [Chap. 6

Neore 1—Great care should be taken in preparing. the lists of ‘heck
money orders as the money orders outstanding as .unpsid by m:ci‘;:: of tf,de
third tear of issue are entered in the Register of Forfeited Money Orders which
is kept as a permanent record for admitting future payments, ¥

460. The total of the register of unpaid money orders referred to in
Article 444 will represent the amount of unpaid orders outstanding.
Before arriving at the total amount of cutstandings at the end of anv
month. care should be taken to see that all the money orders charged for
in the accounts up to and including that month are debit-checked. The
amount adjusted and the month of adjustment will be “entered in - the
columns provided for the purpose. The total amount adjusted in a
month will be compiled separately and entered at the end of the register,
A broadsheet will be maintained showing the amount of unpaid orders,
the amount adjusted and the outstanding balance at the end of each
month for each Circle. In the broadsheet for the principal Postal Circle,
the balanc>s of other circles will be transcribed so as to arrive at the total
balance of unpaid orders for the whole Audit Office. This amount will
be entered in column 5 of the extract of the Money Order ledger referred
to in Article 468, " . 2 5 A

The register relating to the current period together with the broad-
sheet should be submitted to the Gazetted Officer through the Accountant
in charge for review every month by the 10th of the 5tk month following
the month- of issue. : ° iy

Compilation e 8
461. The totals of the Summaries of Money Orders issued and peid &
are compiled according to Postal .Circles in Forms 4.G.P.T.-424 and
A G. P. T-4%. The figures il column 5 of thest forms are verified
with the corresponding figures in the Detail Books.” Form A. G. P. T.425
provides for deductions to be made for payments on account of issue. of
Foreign Audit Circles and these figures are verified from the Remittance ;. .
register (see Article 412) : both Forms A. G. P. T.-424 "and 425 Als
provide for a compilation of the differences between Summary and cash
-account figures. ) A
Nore—In compiling these statements any “ Errors in accounting” shb"n:'i;.‘at
the foot of the Summarics should be aerified with the Objection Books or other
registers threugh which thexv have been adjusted. - PR
4E2. The payments or account of Home Circle issues communicated
in the axtracts from Paid Summaries received from other Audit Offices
are separately compiled in Form A. G P. T-426 and the figure entered -
in coiumn 5 of these forms should be verified with the” Remittance
. _register (see Article 412). _ : TR T
. ... NoTe—The provisions of the Note to Article 461 “ppl.,".h‘;’;f, g_ﬂ;&.“

‘ ___- ,-462: Abstracts of mis;sorted money orders relatfx{’gfo_the’ -

Hssue in’ hand sent to, and received from, other ‘Atudit-Offices”
s préepared from the advices of transfer (see Articles; and::

back ‘and adjustments bemg duly noted.”” ..
464..A statement of actual short-payments ands;over:p:
monev orders as well as of mis-sorted monev “ordefs. advised
.. Foreign Audit-Office is also prepared in Form A. G. P..T.-428 from the
. Issue lists for.verification of the adjustments mad their account with
: otic ooks -or_other registers throu :

i,
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465. An abstract of adjustments on account of difterences shown m
Forms A. G. P. T.-424, 425 and 426 and in the statement of actual short-
payments or over-navments on individual money orders picked ‘out from-
the Issue list should be prepared, and incorporated in a general statemert
of differences and adjustments whick will be verified with the adjust-
ments previously made by the several Audit groups. 3

TA Money Order Ledger

466. The Detaii Book fizares under the Inland Money Order head
will be communicated by the Bock Section  through a statement for
veriGcation and agreement with the severai compilations and statements
mentioned in articies 447 (i), 448, 461 and 465. After verification and
agreement. a consolidation of the totals under Inland Money Grders for
all the Postal Circles under the jurisdiction of the Audit Ottice should
ke made by opening two columns in the statement 1tsell.

487. A money order ledger for the Audit Gffice will be maintained
in Form A. G. P. T.-429. The horizontal lines in this ledger will represent
the months of issue, and the vertical columns, the months of account.
There will »lso be 2 horizontal line tn indicat~ the progressive total up
to any month. The figures in tnis ledger will be posted from the
statement of ronsclidation of Inland money order figures refzrred to in
Article 466. The progressive totals of debits and credits for the Inland
Money Orders up to any month of adjustment will thus be readily
transcribed into the extract of the Money Order ledger referred to in
Ar@i;:le 468. £ = ‘

- .

468. An extract from the Money Order Ledger for each official year
is also prepared-comparing the pook balance under the Inland Money
Order head at the end of anv month of account with the register balance
(Form A. G. P. T.-430) and forwarded to the Auditor-General, on the
12th of the 5th month following the month of issue. The extract sheet
shows in column 1 the months of issue and in columns 4 and, 5 total
credits and debits vhich are posted from the Money Order Ledger

-reterred to in Articie 467. The balance is struck in column 6 and this

is comnared with the balarce shown in the broadsheet for the register of
unpaid rhoney orders for the whole Audit Office, vide Article 460, the
latter being also entered in column 7. The difference between columns
6 and 7 which is termed “ uanexplained difference” is entered in column
8. The balance in column 6 should agree with the total of the entries
in columns 7 and 8.

~ 469. The extract contains two additional columns 7 and 8 which are
not embodied in the Ledger. Column 7 shows the total amount of unpaid

items for each month of issue that remains outstanding in the register

of .unpaid money orders and represent$ the liabilities of the Government
in respect.of .money orders which are pavaple when -claims arise
Theoretically, theretore, the book balance shown in column ‘6 should
exactly equal the figure exhibited in column 7. but, as a matter of fact
this 1s never the case. -Due to mistakes in the several stages of audit,
etc, tnere is always some difference which is technically termed ‘urr
explained difference’ and the ficure shown in column 8 represénts this
anexplained difference.: If the figure in column 7 is more than that in
column 6 it.means that the liability of the Department is more than what
the accounts actually indicate. Every endeavour should in_ this case be
L5AG - La T &
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- made to reduce the amount of unpaid items by overhauling the adjust-
ments made and tracing the charges of the unpaid money orders in the
- Paid lists. The latter method should invariably be adopted at least in
respect of Telegraphic and other money orders for amounts exceeding
Rs. 100. It is not uncommon that some money orders charged in the
Paid list are lost or mislaid 1n the course of transmission and these are
left unchecked in the Iss:e list. Another cauce is that a wanting monev
order may have escaped the notice of the Paid list examiner and in this
case also the money order goes unchecked. If charges are traced in the
Paid list, the items should be adjusted in the register of unpaid monevx
orders with a suitable note against them. The unexplained difference
will consequently go down. The Accountant in charge cof the Sectiorn
should alwavs be on the alert to sce that the unexplained difference is
not very high in any mcnth and should take steps 1o keep down the
difference to a minimum

470. A general report not necessitating any account adjustment but
"giving the unexplained differcnce in the money order accounts and the
amount credited to the kead “ Forfeited money orders” and a general
scrutiny cof the figures in comparison with the corresponding figures of
previous years should be made to-the Auditor General every vear by
each Accountant General -

: Results of Audit

471. The general rules and principles laid down in Chapter-20 of the
Posts and Telegraphs. Audit Code, Volume i, should be followed in
raising, communicating and watching audit cbjections. The maintenance
of a separate register in Form S. Y.-15 referred to in Article 472 of the
Posts and Telegraphs Audit Code, Volume I, is however not necessary
to watch the return of Objection Statements relating to money order

transactions as this should be done through the Objection Books. “The .

more detailed procedure applicable in the case of money order objections
is described in Articles 472 to 485. )
. ' Errors found in Audit

472. The following errors are found in the course of audit of money
orders : —

(1) Erroneous payments (i.e., short-payments or over-payments)
on account of money orders, and short or excess credits - on
account of commission.

(2) Differences between the summation of details and totals of
the issue and the paid lists or summaries.

(3) Differences between abstracts and summaries.

_ (4) Difference between total of list of summary and cash account -

figures. .
—_The term *“over-payment” includes cvery payment which is in
ex:ces.zI g?thle' cid?t of value given in the Issue list. It includes therefore— :
(a) a payment in excess of the credit whether the credit is correct or
erroneous ; - b
(b) a double payment (in this case the second payment should be shown
as an error in accounting) ; : T I 5
ayment, the corresponding credit for wluch is omitted from the
fe) & ﬁsﬂ? list through fraud or error. ) ) : .
2. —The term “ short-payment - includes every case in which the pay-
memhtig';r‘;: short of the credit in the Issue list.
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Intimation of errors

473. Whenever any difference which falis under one of the classes
referred to in Article 472 is discovered or whenever it is necessary to
order the recovery or the refund of an erroneous payment, or to intimate
short or excess credit on account of commission to the Postmaster, an
objection statement in Form A. G. P. T.431 will be prepared and issued
in duplicate, particulars of the difference between summation of detais
and total of list and summary being noted, when necessary, in Form
A. G P. T.-432. The amounts of overpayments should be taken to the
head " Advances Recoverable—Money Order overpavments' and the
amounts of short payments, to the head “ Deposits—Money Order shart-

pavmen:s

Note.—In urgent cases or in cases of suspicious payments. telegraphic
Intimatiors arc issued in advance of the objection statement prescribed in this
Aricle.

174. Objection statements are sent out to enable the Postmaster to
take prompt measures for the recovery of money overpaid (or short
collected) from the party concerned, or from the person at fault (as the
case may require), or the refund of money short paid (or overcollected)
to the person to whom il is due, or for the submission of any wanting

voucher, etc, and it is most important that they should be issued without
delay.

Recoveries and refunds

475. In issuing the objection statements, the Postmasters should be

definitels; instructed to show the receipts and chagges' (on account, of 3

recoveries and refunds) in the schedules of unclassified receipts and pay-
ments raspectivelv. 1f any item of recovery or refunds is shown in the
list of money orders issued or paid, the money order auditor should
cancel the entry in the money order list 'and alter the total of the
summary, making an explanatory note at foot of the summary for the
guidance of the auditor of the Postal Accounts Section, who should
correct tha cash account accordingly and enter the amount in the register
of recoveries and refunds referred to in Article 492.

476. Each objection statement should be carefull)} scrutinized before
it is issued. In the following cases, as also in other cases in which it
may be thought necessary, copies of objection statements should be sent

to the Heads of Circles or their special attention should be drawn to

them : — ;
(a) Overpayments exceeding Rs. 10 on account of money orders.
(b) '£Short credits exceeding Rs. 10 on accbunt of money orders.
(c) ‘Absence of .credits for money orders.

" (d) Wrong totals of money order issue and paid lists when the
., difference exceeds Rs. 10.

Nore—All cases of doubie payments of money orders arising out of the
jssue of duplicate money orders or otherwise, or of overpayments on_ money
orders, or o? short credits in the total of money order issue lists or of excess
charges in the total of paid lists inivolving Rs. 50 or more, should be investigated
thoroughly by Audit, to see that adequate disciplinary action has been taken
against the officials responsible for the irregularity and that there has been no

attempt at fraud. Cases,’in which there is indication of an attempt at fraud, -

<should be fully investigated irrespective of the amount involved. - ¢

.
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477. Items of objection on account of short credits or overpayments
of sums exceeding two annas but not exceeding Re. 1 in respect of either
value or conmission should be waived when the correspondence thereon
tends to become protracted, and the items do not indicate any wilful
neglect of dutv on the part of any Postal official and do not form one of
a series pointing to systematic fraud. Items exceeding Re. 1 but not
exceeding Rs. 5 may also be waived hy the Deputy Accountant Ceneral,
if after correspondence with the executive officers enncerned, it is found
that the recoverv is practically impossible and that there is not sufficient
reason to press for serious disciplinary action. The items waived should
be entered in a register (Form S. Y>265) and the amounts should be
totalled and adjusted montnly by transfer entry. The - entries in the
register should be attested bv the Accountant in charge of the section
and reviewed by the Gazetted Officer monthly. Excess credits in value
or commission or short payments on money orders of sums exceeding
1wo annas mav he adjusted under the orders of the Gazetted Officer to
the revenue head “ Fees and other receipts ”, if it is found, after corres-
pondence, that the Posimaster could not effect payment of the sum to the

party concerned. There is no bar to payment of the amount when

claimed suhsequently.

478. The difference between the figures of the summary of money
orders and the cash account will not be known to the Money Order
Section until the summary is returned by the auditor of the Postal
Accounts Section, who will note. on it, in red ink. the difference (if any)
between the total of the summary and the credit or dehit in®the cash
account (ride Articles 398 and 4l1). The Money Order Sectien will
take this difference against the manuscript heading “ Errors in account-
ing " to be introduced in the summary to make the.summary agree with
the cash accourt. The adjustment of the difference taken against
«Errors in accounting 7 will rest with the Money Order Section, which
should take it to “ Advances Recoverable—money order overpayments”™
or “ Deposits—maoney order short payments”, and, take steps to have the
amount recovered or refunded, as the case may require.

Nore—Difference on 2 particular Summary of sums not exceeding 2 annas
will be adjusted in the manner indicated in Article 434

Objection Book

479. The Objection Rook will be maintained in Form No. A. G. P.
T -433 separately for dealing with the issues of different moaths and
cach Circle should have its' own set of books. As each head office
objection statement jor a period is ready for despatch, it will be copied
into the Objection Book. _When all the objection statements of a Circle
have been so, copied, the Objection Book will be closed by pasting a
“Zlosing Entry Ship (Form No. A. G. P. T-435) at the bottom of the last

page for the month.

Note 1.—In offices where the number of items under objection is not large
+he Accouniant General may, if he finds it more convenient, authorise the main-
tenance of only one book in form A. G. P. T.-433 with a separate column in
manuscript for the entry of the month of issue in respect of each item of objection.

Norte 2—As from May onwards, the year of issue and not the month of
jssue is the account unit of Money Order issues of the previous financisl year, a
separate Objection Book will° be maintained in the Money Order Section In
respect of objections relating to the issues of the previous year. But after all

§
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the monthly Objection Books upto June Accounts are closed, unadjusted items
of the previous vear will be copied into the yearly Objection Book referred -to
above and adjustments in respect of those items recorded therein.

480. To close Money Order Objection Books, two transfer: entries
must be prepared for each Circle. in respect of the monthly totals of the
first two money columns. clearing the head “Inland Money -Orders—
Issues of (month) " by debit and credit, respectively, to the heads.

‘“Advances Recoverable—Money Order over-payments ”, ard " Deposits—
Money Order short-payments .

481. Except in the case of adjustment of amounts shown as “errors
in accounting” in the Summaries of monev orders issued (vide Article
478). all adjustments which affect the head “Inland Money Orders™

must. as 2 general rule. be made tv an addition to, or deduction from,
the head on the pavment side.

Note.—When it is discovered that the Postmaster's credit on account of the
valuc 2rd commissior. of Value Payable or other money orders is short or excess
under one head. and vice versa under the other, the adjustment of this mistake

should be made in the same manner as in the case of the exception referred to
in this Article. ; 3

Adjustment Register

482. An adjustment register will be maintained in Form A. G. P.
T.-434. g .

The total pf the money columns of each month's adjustment register
will be deducted from the total balance of the amounts under objection.

It is therefore necessary that the adjustment register should be closed
simultanedusly with the Objection Book. *
Abstract of Objections
483. An abs.iact of objecticns will be kept in Form No. A T.M.-131.
A general abstract of all Objection Books should be prepared in
order to bring together the total amount under—
.(1) Objected to during the month.
(2) Adjusted during the month.
(3) Balance under objection.

Broadsheet of Balances |

484. A broadsheet of the debits and credits to *“ Advances Recover-
able—monev order overpayments” and of “Deposits—money order
short payments "—will be maintained in Forms Nos. T. T. M.-129 and
A.T.C.-64 respectively, as laid down in Articles 483 and 289 of the Posts
and Telegraphs Audit Code, Volume I. _._ . o, i

.. 485. Deleted. :

Appropriation Accounts and Report 2

486. Detailed instructions on this subject will be found in Chapter
22 of the Posts and Telegraphs Audit Code, Volume I. All cases of money
order fravds and embezzlements, wrong payments and double.payments
involving Rs. 100 and above, etc., will be included in the register referred
1o in Article 509 ibid. : i :

487. Nil
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Cash Account entries and Audit .Objectian-s

488. The Cash Account of each Head Fost Office shows the following
entries on account of money orders, viz., under Receipts (1) “ Money
Orders xssue‘fi ", (3) “Commission on money orders”, and under Pay-
ments, (3) “Money Orllers paid”. The figures for money orders paid
will also be distributed and exhibited in the inner column separately, for
the thiee months of issue, ie., for the previous month, the carrent month
and the following month All items will be posted against the corres-
ponding heads in the Classified Abstract (but see Article 483).

Note.—The commission on Field Service money orders is not included im
31'.3; credit in the Cash Account, but is adjusted in the Audit Office, vi;e Article

489. As the amount appearing in the Cash account against “ Money
Orders paid " includes payments on account of issues of Foreign Audit
Circles, an adjustment will be necessary to separate (i) the payments
on account of Home Circle issues from (ii) payments on account of issues
of each Foreign Audit Circle. the figures being taken from the Register
mentioned in Article 412. The adjustment will be made in the Money
Order Section monthly by a transfer entry in the following form for
each Postal Circle:—

Dr.
Money Ortier Remittances,
B Transfer 0. ...o.coeeeimivennn. Audit Office.
To
Inland Money Orders - Cr:

(Deduct from debit).

490. The amounts uf the Foreign summaries received from other
the Audit Office will be adjusted monthly in the Detail Book of the
principal Postal Circle in the receiving Audit Office, by the - following
transfer entry, the figures being obtained from the register mentioned
in Article 412. i

Dr.

Inland Money Orders

To

Money Order Remittances Cr.
Transfer 0. . oomimramamnss Audit Office.

491. Besides the entries in the body of the cash account referred to
in Afticle 488, there may be sundry entries under unclassified receipts:
or unclassified payments in rectification of over-payments or short-pay-
ments of money orders, and the auditor of the Postal Accounts Section
will carefully examipne the schedules with a view to tracing out such
eredits or debits and deal with them under the following rules :—

' {a) Recoveries of over-payments should be credited to “ Advances
Recoverable—Money Order over-payments ".
“(b) Charges on account of short payments should be debited to
“ Deposits—Money Order short-payments”. .

oo
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(¢) Charges on account of void orders should be debited to the
“ [nland Money Order " head.

(d) Adjustments on account of short and excess credits of com-
mission should be credited to “ Commission on Money Orders™,
and debited to “Refunds—Morey Order Commission " res-
pectively. v ;

492 The auditor of the Postal Accoun:s Section will classify tre
entries referred to in Article 481 oa the assumption that they adjust.
outstandings under the heads named. and furnish tie Money Order
Section with full details of items (2). (b) and (d) in a register in Form
A. G. P. T.-£36. The register should be sent to the Money Order Section
twice 2 month, after the receipt of the accounts for each period. The
Money Order Section will adjust the items in the respective objection
books. In case any of the items of credits and debits referred to in
clauses (a) and (b) of Article 491 appearing in the accounts of one circle
are adjustable in the objection book of another circle, inter-circle adjust-
ments through the head “Posts and Telegraphs Remittances—same
Aadit Office” should be made monthly for each circle 1o clear off tke
excess creditz or debits in the accounts of one circle with reference to
the corresponding difference in the other. These adjustments should
be carried out simultaneously in both the circles concerned.

The items relating to the Foreign Audit Office should be classified as
“ Money Crder Remittances” by the auditor of the Postal Accounts
Section who will send a statement of recoveries and refunds (Form
A. G. P. T-437) to the Foreign Audit Office through the Money Order
Section. This statement should go out by the 13th of the month follow-
ing the month of account.

493. The Mopey Order Seciion Will take prompt _measures to note
the adjustments referred to in Ariicles 491 and 492 against the corres-
ponding items in the Objection Books. If no such items exist, a provi-
sional adjustment will be made to clear the outstandings by credit or
debit to “Fees and other reczipts—other items” under Abstract B-II—
Miscellaneocus Revenue. The' items will not, however, be allowed to
rest finally under this head. The reason for each credit or charge should
be ascertained bv a reference tu the money order concerned. If the
money order referred to does not disclose any discrepancy, the Post-
master should be addressed as to the cause of recovery c- payment. If
correct particulars of the money order are furnished, and the money
order shaws'a discrepancy. 2 ‘not to issue’ objection statement will be
prepared and the head “Fees and other Receipts—other items” will be
cleared by transfer of the credit or debit to the proper head. If the paid
money order has not come under audit, a note will be made in the Issue
list with instructions to the debit-checker to prepare a ‘not to issue’
objection statement for tne amount of the money order when ,debit-

. checked. “If,; on the other hand,:the paid money order does noi reveal

any difference, and the correspondence with the Postmaster bécomes
protracted without any result, the amount may resi finally under the
head “Fees and other receipts”. In the case of charges, however, the
jtems mav be waived up to the limit of Rs. 5 provided that the conditions
specified in Article 477 are satisfied. If the amount exceeds Rs. 5, the
case should be reported to the Auditor General if it cannot be sattied
with executive officers. No action need be taken for sums of two annas
and less, which may be allowed to remain finally under the revenue
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head. A note should, however, be made in the Register of amounts
waived (Form No. S. Y.-265) in the column provided for the purnose, of
recovery of items, however small, which were already waived. Suitable
notes of action taken in respect of provisionally adjusted items and of -
the final adjustment of ‘these items should be recorded in the register of
refunds ard recoveries for the month against the items concerned. A
summary detailing the adjustment of the total figure in the,register of
rerunds and recoveries under each head of account will also be given

at foot of the register below the las: entries. .

Nore—Outstanding items of recoveries and refunds under the head “ Money
Order Commission™ in the register of refunds and recoveries, are allowed to
remain uncder that head and are naot transferred to the head “Fees and other
receipts—other items '™ under Abstract B-II—Miccellancous Revenue. In the case
of outstanding items of recoveries the items will be finally admitted without any
investigation. As regards outstanding items of refunds of money order com-
missich no action need be taken for sums of two annas and less. Each item
exceeding annas two should be fully investigated. The final clearance of the
items of refunds should be watched through the Broadsheet mentioned in Article
494. In everv case a note of refund should be kept in the Issue List in the
proper place 10 guard against double pavment.

%
1
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494. To enable the Accountant and the Gazetted Officer to see
whether all the items in the refund and recovery regisier which were S
.provisionally adjusted to “Fees and Other Receipts™ in a month have ¥
subsequently been finally adjusted to the proper heads. a broadsheet in
the Form of abstract of objections (A.T.M.-131) should be maintained
in the Objection Book group shoping the amount proyisionally adjusted . s
in a month and the subsequen: final adjustments in different months {1
against it. The Broadsheet and the Refund and recovery Register should i
be submitted to the Gazetted Offizer for review monthly on the due
dates prescribed in Appendix B.

"

Note.—If, however, it is found that any of the items represents a recovery
of an overcayment or reiund of a short charge on a monev order issued by a
Postal Circle unde~ another Audit Office, the item will be transferred to that
o>ffice by a transfai entry. An intimation of the adjustment should, at the same
ume, be sent to the other Audit Office which will bring the item on to its books
by a respording entry.

495. A separate sub-schedule of void money orders paid is received
in the Money Order. Section, Miscellaneous group. The amounts are
classified in that group and communicated to the Postal Accounts Section
for incorporation in the Classified Abstract, vide Article 447.

Reconciliation of Trznsfers

496. A statement of remittances made to the Foreign Audit Office
(Form A.G. P. T.-438) should be prepared in duplicate by carbonic
process at the end of each month, from the register mentioned in this —m
chdpter ard from the counterfoils of advices of transfer, and after the 4
total of ezch Circle brolght out therein has been checked with the total .,1?
of the respective Detail Book, the statement shoulu be forwarded tc the ke
Foreign Audit Office concerned. - The latter will return one copy of the » « |
statement, after noting on it the month of adjustment by reference to i
- its registers and files of _advices received, and retain the other copy in =
‘which the total amount adjusted in that month on account of advices i
received irom the remitting Audit Office in that month or in a previous ¢ Ty
month and other sources will be worked out for agreement with the
- & :
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497. The copy of. the statement of remittances referred to in Article
496 returned to the remitting Audit Office will be treated as a register of
Temittances made to the Foreign Audit Office and pasted in a guard-file.
The copy retained by the receiving office will be treated as a register of
remittauces received, and filed similar!y. . .

428. The registers of remittances referred to in Article 497 should
show no outstandings at the close ot a year after the final accounts for
that year have been prepared; but should there be any, full details
thereof should be communicated to the Office of the Auditor General in
the prescribed form (A. G. P. T. No. 563). :

499. In order to exercise a careful watch -over the outstandings at
the close o! a year, a broadsheet in Form No. AT.M.-131 should be kept
showing the amounts debited each month by the Foreign Audit Office

. as ascertained from the remittancs statement of that office. The credits
afforded each month in the Home Audit Office will be posted against the
corresponding debits: The brdadsheet will thus show at anyv time the
unadjusted debits for -each month and prompt -action should be taken to
adjust the outstanding debits before the close of the year. ;

-500. Care should- be taken to see that after the close of March Final
accournts debits are not ordinary raised against an Audit Ofice under the
head “Money Order Remittances”. The advices of transfer debits (as
also the statement of -recoveries and refunds) should reach the ‘other
Audit Office in such time as to enable it to respond in the March Final
accownts. The statement of remittances for March*Final should be des-
patched so as to reach the Foreign Audit Office, by the 20th July.

501. It should be distinctly understood that an advice of iransfer
should invariably be: responded to in full by the receiving office. If the
whole amount of the' advice, or any part of it, cannot be accepted, the
rejected amount should be written back by a separate advice of transfer
in which full particulars of the item rejected and the original advice in
which it was included, should be given. " -

502, Statement of money order recoveries and refunds received from
the Foreign Audit Office should also be adjusted in ful in cne month.
If any items shown therein are not traceable in the Objection Books, the
amounts will be provisionally adjusted to “Fees and Other Receipts”
by clearing the remittance head and action taken for their final clearance
as in the case of such items appearing in the register of refunds and
Tecoveries, vide Article 493. : -

L : e Statistics . 5
'503. A register (Form'A. G. P. T.-402) will be maintained for each

Postal Circle showing. in respect of each Head- Post Office in the Circle-

the gross number, value and commission of Inland money orders issued
and -the gross number.and value of Inland money orders paid durin?
-each month of the year, as also the number,- v, and commission o
telegraphic money orders issued and the numbér and value of tele-
graphic money orders paid. The figures should be posted monthly and
the monthly totals will be transcribed into the abstract page at the end
of the register... The. register will be submitted to the Gazetted Officer
for review every month, :At the end of the year the register will be
totalled and a statement prepared therefrom and sent to the Office of

._’_.

the Auditor General by the 10th July, together with the statistics of-

Foreign money orders referred to in Article 583. Separate statements
in Forms Nos. A. G. P.-T.-439 and 439-A will also be sent to the Dffice
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of the Auditor General at the close of the year for the purpose of verifi-

" cation of the amounts of money orders issued and paid in each Circle

-

with the Genera! Books.

Forms A. G. P. T.439 and 433-A will also be’ posted monthly and:
submitted te the Gazetted Officer for review.

, 504. Nil.

Money Orders sent out

505. Letters or telegrams of enquiry regarding disposal of money"
orders and requisitions for paid money orders are dealt with in a separate-
group called the Money order sent out” group. They should be
indexed in a separate register (Form A. G. P. T.440) and disposed of with
great promptitude.

Note—Paid monéy orders may be forwarded to Head Postmasters, Sub--
stmasters in the Selection Grade, Inspectors gnd Superintendents of Post Offices:
and higher authorities of the Department, if they so desire. Unpaid void money
orders should not, however, be forwarded to Inspectors and Postmasters sub-
ordinate to Superintendents. In making requisitions for veoid money orders, the

Superintendents ar first class Postmasters should state the circumstances in which

they are required (See Rule 220 of the Posts and Telegraphs Manual, Volume. *

v, and Article 77 of the Posts and Telegraphs Initial Account Code, Volume I.)

506. For each money order referred to in the lettef or requisition,'
a check slip in printed Form No. A. G. P. T.-403 will be prepared showing
the particulars of the money order as well as the number and date of
the reference.

507. If the money order relates to 2 period for which the .records
have already been .destroyed, a reference should be made to the Void’

- List or the register of unpaid items to ascertain tne fate of the money

order.. If it is not traceable in any of the registers, the presumption is’
that the moneéy order has been paid within currency and destroved after

the ordinary period of preservation. The fact as ascertained chould be -
intimated in reply in printed Form No. A. G. P. T.441.

508.' If the issue list which appertains to the Money Order has not.
been destroyed, and closed under ‘Article 459, the list will be referred to
and if the money order is found debit checked therein, the check slip- _
should be placed in the bundle concerned in lieu of the money order ans
the Money Order removed. If the list is closed but not destroyed. the:
Issue List and both the statements and Register of unpaid items should
be referred to. The auditor will then intimate the disposal of the money"
order, filing the money order with the case, or send the money order in

a registered cover with a forwarding letter, as the case may be (::_idg;‘ -

Form No. A. G. P. T_-‘l—ﬂ.). -

in red pencil, indicating that it bas been received as void, the unpaid
void money order should not be removed from the bundle of void orders.-
The fact that it has been received as void .with :the: void list may be
intimated. If the woid money .order is, however, Tequired for.purposes
of enquiry, it may be sent with instructions. that:ijt should not be paid
pefore it is formally re-issued by the Audit Office. - A check slip should |
be placed in lieu of the money order in the bundle of .unpaid void money
ordeid =t Sim, T MW slee s o s o s e N e,

fos ¥

© .. 509.If the iSsue list shows that the moiiey. order Tias been checked: . -

1

-~
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510. If the money order remains unchecked in the issue list and the
money orders relating to the issues of the month concerned have not
been completely debit-checked, no definite information regarding the
disposal of the money order can, at this stage, be furnished. A reply
should in this case be sent in printed Form No. A. G. P. T.44! stating
that the money order has not come under audit. When the money
orders relating to the month of issue of the monev order requisitioned
for have been completely debit-checked and it is found by refereace to
the Issue List and statements and register of unpaid items that the
money order was not checked or scored out as paid the reply should also
be sent in printed Form No. A. G. P. T.-44] stating that the money order
has not been received as paid or void. No subsequent communication
on the subject should be promised in the reply and the case treated as
closed for the time being.

Nore.—If, however, with the part:iculars supplied in the requisition, the
Money Orders can be traced even before debit checking it should be so traced
and the procedure outlined in Article 508 generally followed.

511. No information as to the disposal of a money order should
ordinarily be furnished to a member of the public, even if he be the
remitter or the payee. Letters of enquiry, when received, will be °
returned to the party with the request that he may address the Post-
master or the Supervising Postal Officer concerned. Complaints regard-
ing non-payment of money orders received direct in the Audit Office:
should also be similarly dispesed of. Requisitions for paid money orders
received from officers other than Departmental Posta! officers; and
Judicial and Police officers, should not be complied with. Those offcers
should be asked to address the Head of the Circle concerned.

Note 1.—-Money orders sent out to Departmental Officers will not be received
back, but will be recorded by them with the cases concerned. Money Orders-
forwarded to Judicial or Police officers should. however, be called back and
recorded in the Audit Office along with the cases pertaining to them. J

Note 2.—The “ Money-order sent out” Register (Form No. A. G. P. T.-440)

* will be treated as the despatch register also for the cases dealt with in the

“money order sent out” group. The despatch number will be the index number
with the letter (a) added to it. The distinctive mark "M. O. S.’ may form the
numerator and the despatch number the denominator. The note of disposal will
be made in the register against the index number concerned in the column pro-
vided for the purpose. Telegrams will be entered in red ink. ’

Progress Reports

512. Each sub-auditor and machine operator employed in any of the-
groups of the Money Order Section except Void and other groups for:
which daily rates of out-turn cannot be enforced should maintain a pro-
gress report in the prescribed form (Form A. G. P. T.-415 or 442) and
fill up the out-turn for each day and make it over to the Auditor or the-
supervisor concerned on the morning of the following day. Particulars
of the lists and other items of work done should be mentioned in the
report.

513. The daily rates for the different kinds of work *in the Money
Order Section are prescribed from time to time by the Auditor General..

Note 1.—In the case of groups for which daily rates of outturn are not:
prescribed, the due dates fixed for the submission of various documents and for

audit should be strictly observed.

Nore 2.—Any shortage in outturn should be made up on the following day
or before the audit for the period is completed.
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NoTe 3.—So long 2s the work is current, the prescribed rates should be
maintained. When the work is in arrears, the Accountant General may enhance
the rates up to 10 per cent. at . his discretion. Except in individual cases, no
reduction of the rates is permissible. )

Note 4.—A consolidated register showing the receipt and disposal and the
earliest date of receipt of undisposed of letters in each group of the Money Order
Section should be prepared and submitted daily to the Senior Accountant and
weekly to the Gazetted Officer in charge.

514. The Auditors or the Supervisors in charge of the groups should
check these reports and each of them should submit a consolidated
report showing the names of persons and the work turned out by each
on each day to the Accountani, who after proper scrutihy will send on
the consolidated reports to the Senior Accountant in charge of the Money
Order Section. The latter should check them and submit them io the
Gazetted Officer every Wednesday for review. The consolidated report
gives an idea of how the work in each group stands and whether the
work will be completed within the prescribed period. It is the duty of
the Senior Accountant in charge of the section to see that the work in
-any group does not fall into arrears and he should, therefore, keep an eye
on the due date fixed for each kind of work and so arrange the staff as

to complete the work in all stages on the due dates. If the work is not -

finished by the due dates, the matter should be brought to the notice of
the Gazetted Officer for increase in the daily rate of outturn or transfer
of men from other sections, or grant of overtime allowanges if admissible.

515. The auditors in charge of Paid list and Issue list groups should,
after completion of the examination of the lists for a period, compile the
total dezily outturn of the' sub-auditors who checxed the lists for the
period and agree the totdl outturn for the peried with the number of-
money orders entered in the Paid List group broadsheets and that ob-
taired from the Issue abstracts to see that the outturn has been correctly
shown. by the sub-auditors and transcribed into the consolidated report.
_An agreement of the outturn given by the machine operators with the
total of the abstracts should also be made by the Supervisor of the
Comptometer group or by the Auditor in charge of Paid list and Issue list
grouos as ordered by the Accountant General. in the agreement memo-

randum of the respective groups. This agreement memorandum should -
be submitted to the Senior Accountant in charge through the Accountant -

of the group concerned, who should verify :ihe figures. Any difference
indicates unreliability of the reports submitted by the sub-auditors and
anyv one found guilty of wilful submission of false reports should be
reported to the Gazetted Officer for disciplinary action.

516. Each auditor in charge of a group who is required to conduct a

.

.daily review should keep a Diary in Form No. A. G. P. T.444 for the = .

purpose. The diary should be submitted to the Senior Accountant daily’
and to the Gazetted Officer in charge every Wednesday.

~  317. The auditor in cha'rge of a check group should review at ieast" w

5 sheefs of Head and Sub-Office lists daily, noting in his Diary the name
-of the sub-auditor and the names of the offices the sheets of which have
been examined and the period of account. He should sign the sheets
.examined by him. . : J

518. The Accountant in charge of the check groups of the Money
«Order Section should also maintain a Diary in Form A. G. P. T.-444 show-

_ing the review done by, him of the different kinds'of work turned out by
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the men under his charge. He should check at least 3 sheats of Head and
Subk-Office lists daily so that each man's work may com2 under his
scrutiny by rotation. His review should not be confined merely to
checking the work of the groups under his charge. A review of the
work of tha miscellaneous group. riz., Void. Ledger. Remittance, Objec-
tion Book, ete., should also be occasionally exercised by him. Any
carelessness or irregularities poticed will be wriilen up in the diary
which will be submitied to 'the Senior Accountant daily and to the
Gazetted Officer in charge, every Wednesday.

A general Error Book will be maintained in manuscript by the
Senior Accountant who should note therein all mistakes commiited by
officials other than those for whom senarate Error Books are maintained
(see Articles 393, 408-E. and 429-A). The Error Book should be sub-
mitted to the Head of the Office through the Gazetted Oificer-in-charge
on the th of every month.

NOTE—A svstematic test check at the rate of 3 per cent should be con-
Gueted on the list of unchecked items by the auditors of the miscellaneous groups
A review of the conversion of sterling values of Foreign Moncy Order at the
rate of 20 items a day should also be conducted in the Foreign Money Order
Section. The Auditor, Foreign Money Orders Group. should do alternately, the
test ‘check and the review work mentioned here.

SECTION il.—FOREIGN MONEY ORDERE

Introductory . = ' v

519. * Foreign Money Orders” are morey orders which originate in
or are ultimaielv paid by the Postal Administration of a Country, or
Colony outside the jurisdiction of the Pakistan Posts and Telegraphs
Department. Arficles 520 to 589 prescribe the procedure to be followed
in the auditing and 2ccounting of these transaciions.

The term “OQutward money orders” refers to money orders which
originate at a Pakistan Post Office and are sent outside he jurisdiction
of the Pakistan Pos: Office for payment, while the term “ Inward money
orders ” refers to money orders which- originate outside the jurisdictjon
of the Pakistan Post Office and come into it for payment or for onward
tran:mission to another Country or Colony.

Note 1.—For definitions of the terms ‘“Foreign sterling moneyorders ” and

« Foreign rupee money orders”, see Rule 311 of the Posts and Telegraphs Manual,
Volume VI,

Note 2—The names of the foreign countries with which Pakistan exchanges
money orders, and the names of the Pakistan offices of exchange for those
countries and colonies, will be found in the Foreign Post Directory of the Post
and Telegraph Guide.

Nove 3.—The Director General of Posts and Telegraphs is reguired to fix
the rates of conversion . for sterling Money Orders and British Postal Orders
according to article 344 of the P. & T. Account Code. Whenever there is a
change in the market gquotations for sterling exchanges, the Director General will
furnish the Auditor General with a copy of the quotations together with his
office notes and orders and the Office of the Auditor General will scrutinise
whether the necessity for any change in the rates has been correctly examined
ty the Director General and the rates changad suitably, if necessary.

Once a month the Office of the Auditor General should examine the records
to see if changes in the rates of Postal remittances have been intimated by the
Director_ General and examined by the office. If no intimations were received
an enquiry should be made of the Director General to confirm whether there has
been no change in the market quotations. The review should be made on the
15th of each month and a watch of it kept through the calendar of returns.
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1—Outward Sterling Orders
Account grrangements

520. Outward sterling money orders are not accounted for in separate
issue lisis but-are ncluded in the ordinary lists of money orders issued,
the entries being distinguished by the letter *S” prefixed to the number.
So far as the audit of these entries in the issue lists is concerned, no
special procedure is necessary. The money orders being payable out ot
India, the offices of exchange merely submit periodical lists of the money
orders advised to foreign couninies accompanied by the money orders
which are regarded as paid.

Examination o; Exchange Office Outwavd lists

521. Each office of exchange submits to the Audit Offices lists of

money orders advised by each mail to each foreign country on account.

of issues by Post Offices within their respective Circles of audit. These
lists in Form No. F. M. O.-2 which are termed “ Exchange Office Outward

Lists ”, show—
(a) the number of the moneyv order,
(b) the date of the money order,
{c) the head or sub office of issue. <
(d) the sterling value of the money order, '

(e) its equivalent in Rupees converted at the rate prevalent on
the date_of issue of the money order, and

(f) ccmmission bn the money order.

All these particulars should be verified by -the sub-auditor with
. yeference tc the money orders accompanying the list, and the initial

a

letters of the Postal Circles as given below should be noted against the

entries in the-list .in’ order to facilitate the compilation of statistics for
statement 1 prescribed in Article 583. In the case of ‘through’ money
orders, the letier ‘F’ will be noted against the entry.

Circle Initial letter
East Benyal Circle - s s .
Punjab and North-West Frontier Circle L
Sind and Baluchistan Circle s sy 8P

592, The sub-auditor will also see—

(a) that commission on each order has been correctly noted in the ;

__ outward list § ! e i3
~(b) that the rupee equivalent of each sterling. mgney order shown

in the list is correct with reference to the rate of conversion
in force on the date of issue of the money order, as intimated:
by the Director-General, Posts and Telegraphs, from’time-to :
time. Any discrepancy in rupee equivalents will be ‘enfered.;
in red ink as a plus or minus entry below the Postmaster’s:
entry of amount in the rupee column and the totals corrected ..

accordingly ; the correct rupee equivalent should also be noted

for further action by the debit-checker ;

on the money order under the dated initials of the examiner.

. >

. g . > 7SI S T D R ISR =l
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(c) that the money orders relating to issues of different months
are correctly charged in the respective outward lists:

Note.—If he detects any mistake, he must strike out the entrv of the money
order from this outward list in which it was wrongly charged. and make a'{resh
entry for the same in the proper list (if received) or in a scparzie portion of
the same list, under a distinct headirg in red ink. He will correct the totals of
the lis's accordingly and embody the corrections in the cunscidated totais given
at the foot of the outward list ;

(d) that in the case of a wanting money order, the action pres-
cribed in item (vi) of Article 408-B .

(e) that postage stamps of the value of three annas on account of
fee for obtaining “advice of payment” have been affixed to
the ouiward foreign sterling money orders (pavable in the
countries from which advices of payment are obtained.,vide
Manual, Volume VI). on which the words '* Advice of pay-
ment” have been wriiten in red ink.

Note 1.—Foreign outward sterling money orders are issued by offices of

exchange in lieu ‘of telegraphic fcreign money orders, and against the entries of
such money orders in the outward lists no commission will be noted.

NotE 2—In the case of telegraphic money orders. the requisition should be
examined to see if stamps on account of fee for “ advice of payment™ have bren
affixed to it

NotE 3.—The instructions in clause (e) will not be applicable in the case
of through money orders, as the postage stamps realised will be affiyed to the
money ordérs in the country of origin. %

523. When the examination of an exchange officé outward list
received in an Audit- Office has been completed, the sub-auditor wili
verify the totals of the number and amount of the money orders (both
sterling and rupee columns) and of the commission entéred therein
Any discrepancy in the totals of the sterling value should be intimated
to the office of exchange for subsequent adjustment. Ii the Audit Office

- Js not the Audit Office of the principal office cf exchange, it 'will intima:e
. the figures to the iatter in Form A. G. P. T.-445. This intirnation wil} b=
prepared in duplicate by carbon process, the pencil copy being retained
as office copy and the carbonised copy sent to the Audit Office concerned.
The total of each week for each country of exchange will be posted in
a register (Form A. G. P. T.446 in which separate pages will be allotted
for each Audit Office. The issues of the current month should be enter-
ed in black ink while those of the previous months should be entered in
Ted ink. At the end of the month the register will be totalled, and the

. grand total of the rupee amount, shown in the register, will be adjusted
.by the following transfer entry io be made in the accounts of the princt-

" “"7pal Postal Circle under the audit of the Audit Office—

g b

"Inland money orders (month of issue).
To Money Order Remittances. Cr.

Transfers—Audit Office a'in,

Total =

524. In the Audit Office of the principal office of exchange, after the
consolidated totals shown at foot of the outward lists received by it have
ibeen proved with the figures furnished by the other Audit Offirs tha
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figures for each Audit Office will be entered.in a register in Form

A. G. P. T-447, in which separate pages are allotted for each country of
exchapge to record transactions for the whole year 'relating to all the
Pakistan offices of exchange. The monthly totai of the rapse amount,
showr therein, should be adjusted & below in “the accounts of the
principa! Postal Cirtle for the month following the month to which the X
list; relate, advice of the remittance (Form A. C: G.-77) .being sent to

the other Audit Office :— ‘ S

Dr.  Rs Inland money orders (month of issue).

{Amount of Home Circle outward list) ~
Rs. Money Order Kemittances .
Transfer—Audiz Office.

3 To

) Foreign Monev Orders. Cr.
N Great Britain and Northern Ireiand w, -~ Bs s
Newzealand % - o i e
&c. : . - .- S E .,
Norte l.—Errors in thke amount of commission shown in the outward list
will be corrected by thé examiner in red ink, and the corrected total uni-

cated in Form No. A. G. P. T.-#45 to the Audit Office of the principal office of
exchange. The latter will accept the figures thus intimated as correct, although
they may not agree with those shown in the consolidated totals at foot of the

uutv.-asd list*received in that office. ik
‘Note 2—The exarination.of the outward lists® will be completed within 3
bae week of their receipt. * . . : "

Norte 3~—For purposes of adjustment, a register in Form A. G. P. T.-448
shruld be maimtained showing for each couniry oi exchange the amounts to be
adjusted under various heads of account. under Money Order Remitiances and
Inland Maney Orders. The total amount under each head of account in this
register, e adjusted monthly by credit to * Foreign Money Orders™. :

¥ Sorting of Outwzrd Sterling Orders ;

525, 'I'he':outwa:rd foreign sterling mioney orders are, after examina-:

tion, made over by the foreign iist examiner through a Memo. in Form

No. A. G. P. T-407 to the Sorting group, where they are sortea along. -
with the ordinary money orders.

Repayment to Remitters in Pakistan

526. (a) On receipt of the list of repaid orders (vide Rule 322 of the.. ... ..

Posts and Telegraphs Manual, Volume VI .in the Money Order Sectipn, &4 .
the totais will be checked and the number and date of each listH

foreign country authorising the payment together with the -ambunf

that lis® will be . recorded in a register in Form No.:A. G, P.I\=

_ separate pages being allotted for each foreign country. . The. total amqin
-of the repaid orders in a mionth will then be.struck Aandjﬁdjusted in‘the:

accounts of the month to which the repaid lists relate; byZa .transfer: é
‘entry, thus :—. o . SV o L e e -
- Dr. . i . IR LTES
Rs. 10,000 Foreign money orders (United Kingdom).
St Do. ... 14 Vorih I;om.eo

15,008
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; (tj The paid orders will be sorted in the usual way and-debit
Y checked in the repaid order list. G b .
(c) On receipt of the exchange account, the entry in the register::
- referred to in clause (a) wil] be compared with the amount shown 3
credit of Pakistan in the list of repaid and veid orders attached td the. -
3 exchange account, and a note made in the register showing against the”

Any discrepancy or any undue delay in claiming credit in the exchange.
account will be noticed and settled in communication with the Postmaster, -
of the princival office of exchange. . : Sy
527. In the case of repayment to a remitter of a “through ” money - -
order, the procedure prescribed in Article 526 js not followed, but the
value of the money order is credited to the country of issue By debit to-
the country of payment through the respective exchange accounts. . If
the exchange accounts with both the countries are submitted to the same
Audit Office, the credit in the one and the charge in the other will be
adjusted by a single transfer eniry on receipt of the twao accounts ; but
when the exchange accounts are submitted to two different Audit Offices, .-
the procedure to be observed will be as exemplified below :— =
A money order issued in England for payment in the country “X -
is to be repaid to the remitter. The amount is debited (i.e.. shown to the
credit of Pakistan in the Dacca G. P. O. exchange account with -X*»
and credited (ie., shown ‘o the credit of England) in the Karachi ex-
change account with Great Britain and Northern Ireland.:. The debit and
credit will be adjusle:d by transfer entries thus— o BTN
d $ ¥ In the Decca Audit-Ofice * - - ?

Dr.
Foreign Money Orders.
Country “X», “ o
. A
To 3 : g o
Money Order Remittances from Lahore Audit Office" Cr.

~

i . In the Lahore Audit Office

L. &
Money Order Remittances to Dacca Audit Office.
To :
+: Foreign Money Orders.
* (Great Britain and Northern Ireland) .. il s BE
~ An advice of the adjustment (Form No, A C.G-77) made in the

ahore Aud;t Office should be sent to the Dacca Audit Office,

528.:In the case of an outward sterling money order intercepted by

- remitter before it has bheen advised to the couniry of payment, the
tgtual 'sum ‘in Tupee currency, and not the commission realised from the
Zemitter, should be refunded to him. The amount will be charged in

e list of money orders paid; supported by the money order which will
¢ debit-checked in the usual way. )

529. Nil."
AG. V-

LS§

B S e e e
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3 H —Inward Sterling Orders “"
o Explanation .
«-=¥ 530, In the case of inward sterling money orders, the Pakistan office ' -

.. of exchange represents the office of issue. IL receives periodically a list
" of money orders advised by the foreign country, converts the sterling
, amount of each money order into rupee currency at the rate in orce on ;.
_the date of advice of the money order by the foreign country (as inti- )
. mated by the Director General, Posts and Telegraphs, from time to time).
and prepares corresponding money orders in a special form prescribed
- for inward sterling orders. which are in the ordinary course forwarded
to the office of payment.

~ 331 Money orders advised by Great Britain and Northern Ireland
form an exception to the procedure prescribed in Article 530 in that the
conversion for such money orders is made by the London Post Office-to
the nearest anna at a rate fixed by the Postmaster which is duly noted
“on the advice lists and the rupee equivalents are communicated in the
lists advised by him. The money orders are issued fur these amounts

- by the offices of exchange. . .
" woTf.—Th= rat= of exchange is also noted st the 1Cp of each list by the office of exchang:.
Audit of Exchange Office Inward lists - =
532. A periodical list in Form No. F. M. O.-3 of inward steriing money
. orders issuedis submitted by the pffice of exchange to the Home Audit ¢-
Office with the following particulars :—
(a) the number of money order;
) (b)' 't..rl;e_*date of the money order ;
(c)y thé head or sub office of payment ;
: (-d)gghe*;werli.ng value of the money order;
(€) - tbe rupee equivalent; and
(f) the -gonimission on “through money orders”.
In this list, there is also a column for noting, in the Audit Office, the
initial letter of the Postal Circle of payment, vide Article 521.

533. The list of inward sterling money orders issued is divided into
sections corresponding to drawings by the different foreign countries-and
headed with the numbers and dates of the respective inward lists . re-
ceived from those countries. These lists are audited as follows:— -

'

(i) The sequence of numbers is examined. iy e A

(ii) The conversion of the sterling amount into rupee equivalent "

- ig verified item by item, any wrong calculatior®™being corrected * .
in red ink and the total altered accordingly under the initials -
of the auditor. The error should be pointed out to the office - -
of exchange. . 2 W s :

(iii) The commission on through money orders is checked with
reference to the rates given in Appendix C to the Posts and
Telegraphs Manual, Volume VI.

(iv) The totals are checked (any corrections that may be found®

. necessary being made and intimated to the office of exchange); .

and &
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(v) The figures ara finally posted, week by week, for each inward
list in a register in Form A. G. P. T-447 for the purpose of
monthly adjustment by a transfer entry, thus :—

Dr.
Foreign money orders (couniry of exchange).

frupee equivalent), &

To
Cr.
Inland money orders (month of issue) g - s

Commission on money orders—
(through money orders).

N.B.—The figures for the lists bearing dates of the previous morths are
posted scparately and in red ink. :

(vi) The initial letters of the Circles of payment are entered in the
column provided for the purpose. In the case of ‘through’
money orders the letter F will be assigned.

The examination of the lists should be completed within one week
of their receipt, and then made over to the checker for debit-checking.

NoTe—The transfer entries should be made in the accounts of the month

following the month to which the lists relate. "

- & - |

534. If the office of exchange from which the inward list has been
received is not the principal office of exchange, and the latter is situated
within the area of the other Audit Office, the debit in the transfer entry
referred to in Article 533 wili be taken to the “ Remittance " head and an
advice of transfer issued to the other Audit Office concerned detailing
the total number, amount, and commission on through money orders
entered in the list, with particulars of the period thereof, for the pur-
Pose of raising the debit in the list, under the head “Foreign money
orders (country of exchange) ” by credit to the head “ Remittance .
The figures thus communicated to :he Audit Office of the principal cffica
of exchange should be entered in the register of inward orders main-
. taihed by that office (separately for each country and office of exchange)
. below the figures of the offices of exchange under its own Circle of audit,
" while in the remitting Audit Office they should be posted in a separate
2 part of the register of inward orders.

- MLB—In the advices of transfer the details of the lists bearing dates of the
;z.greviot:s _months. should be entered in red ink.for necessary action being taken
.- by the'receiving Audit Office.

s - . Audit and check of payments

535. The inward sterling money orders, when paid, are included in
** the ordinary lists of money orders paid, and are distinguished by the
.. letter S placed before their numbers. They are sorted as ordinary

money orders.and dealt with by the checker in the ordinary manner, see
- Articles 425 to 434, ) o

Wasas .
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Repayments to remitters and void orders

536. Inward money orders repaid to their remitters during currency
wiil be received with forwarding letters from the office of exchange in~
which the repayments are intimated. Suitable notes will be made in
the Inward lists and the money orders entered in a register in Form
A G. P. T450. Their adjustment in the money order exchange
“ accounts should be watched through the same register (A. G. P. T.-430),
all correspondence in connection with such repayments being treated
as closed. The register should be reviewed monthly by the Senior
Accountant and quarterly by the Gazetted Officer in charge.

537. If an inward sterling money order is not paid within the period
of currency. it is accounted for as void. Should its repayment be
applied for by the office of exchange on behalf of the remitter, it will,
after note in the void list, be duly a:ithorised by the Audit Office con-
cerned. which will, on receipt from the office of exchange of the intima-
tion of the advice of repayment to the foreign country, enter the money
order in the register in Form No. A. G. P. T30 or communicate it to
the Audit Office of the principal office of exchange, as the case may be,
see Article 540. If. however, no application for the repayment is’
received, the void orders will be communicated by the Audit Office in
Form A. G. P. T.-451 or in Form A. G. P. T.-433, as the case may ve, to
the office of exchange on the expiry of six months Irom the date of
receipt in Pakistan, to be written back to the credit of the foreign
country of issue in the next exchange account, where the repayments
“to remitters will also appear, see Afticle 560. ' :

The above procedure should not, however, be followec in the case
of void inward value-payable: money orders -issued from Ceylon,
Somaliland Protectorate, etc. The value of such orders should be
transferred to the head “ Forfeited money orders” in the manner indi-
cated in Article 451, : =

538 In the case of Irag, all inward orders not paid in Pakistan
should be placed to the credit of that Administration direct and shown
in the exchange account as repaid orders. Lists of repayments are
<ent to the Audit Office by the office of exchange along with the money
orders for which repayments are sanctioned. On receipt of the lists,
suitable notes are made in the Inward list, or the register of unpaid
money orders. The totals of the lists are then entered in the register
of repayments (Form A. G. P. T.-450) and the lists are kept on record
On receipt of exchange accounts, these lists are referred to for the
particulars of the money orders shown therein and the amounts
adjusted. . e

539. Thedetails of inward money orders readvised for repayment

_.to a foreign country are entered in the Repaid Register (Form Na
A. G. P. T-450) on receipt of information from the Foreign Audit Office
‘or the principal office of exchange. : e

540. The authorisation for repayment to remitters of inward orders
and the communications of void inward orders as prescribed in Articles
536 to 539, if addressed to an office of exchange other than the principal
office of exchange, and in case the latter be within the audit area of
another Audit Office, should also ‘be advised in Forms A. G. P. T.-452

and 431 to that Audit Office in order that it may be in a position to-

wutch the adjustments appearing in the exchange accounts through the
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- register in Form No. A. G. P. T 4% maintaincd by it. When such

adjustments are traced, the Audit Office of the principal office of ex-

“~ change will verify the items f{rom the register maintained by it and
" adjust the amount as follows :— .

: Dr.
¢ " Money Order Remi‘tances.
To
: Cr.
Foreign Money Orders 5 - - a

(country of exchange).

An advice of transfer should also be issued, at the same time, to
the other Audit Office concerned where the necessary note
will be made in its register of void orders and a transfer
entrv prepared as follows .(— X

- Dr.
Inland Money Orders( month of issue).- ‘
.%o y '
' Cr:
Money Order Remittances Y e

IL—Outward Rupee Oxrders
Introductory .
541. Ouiwgrd rus)ee orders are drawn on foreign countries ‘by

* Pakistan and" one-hal per cent. commission on the aggregate amount of
the drawings is credited by Pakistan to.the foreign countries.
Audit Arrangementis !

542. The money orders are included in the lists of money orders
issued, but are distinguished from inland orders by the letter F noted
before the .number in the lists, and the audit of the value and com-
mission is performed under the rules for inland money orders (vide
Articles 389--396). :

Note.—Outwurd foreign maney orders are nct. as a rule, issu:d on “ Pos:al S=rvice ™.

543. Deleted.

544. The offices of exchange subhit periodically lists of money
orders advised, accompanied by the money orders entered = thercin,

except in the case of Burma for which original money orders -are sent -
out of Pakisian. These are audited in the same manner-as the ex<""

~.change office lists for sterling money orders advised, and transfer entries
| “areysimilarly prepared through the registers in Form Nos. A. G. P, T.-

incorporating the figures'in the monthly accounts (see Article 523).

...obtaining ‘advice of payment will be affixed to the outward rupee money orcers
-:"as’in the case of outward sterling fnoney orders. [Also"see Note 2 to Article
...922 (e).l . This rule does not apply to the case of outward money orders for
_'Burma 35 payee’s acknowledgements are exchanged with that country.

5‘4‘4-A.‘ The audit procedure prerg‘i:ribe'd for foreign "oi;f.warci mor!ey,i_' d

.,orders is generally followed in the case of Burma also. 7As the extract

e
B2 Fo LS A ik

'

““446.ahd. 447 for. each foreign country -of excliange. for “'the purpese of ==

-‘“Nore.—Postage stamps to the value “of three annas on account of fee for .

from ‘the lists of ‘money orders advised by each mail to Burma , by the
3y St 2 5. i ey i e gl S T R o ¥ ise
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Karachi and the Dacca offices of Exchange is not accompanied by the
original money orders as in the case of money orders exchanged with _
other Foreign Countries a check slip is prepared by the Audit Office, in
respect of each entry in the extract from the lists and checking pay-
ments against issue is conducted by means of these check slips. The
extracts received in the Audit Office will be audited in the same manner

other exchange office outward lists and accounts adjustments will
also be similarly made.

-
TP

TR
eV ETENT b.78

545. The money orders or the check slips prepared as in Article
544-A are then made over to the Sorting group where they are sorted
according to offices of issue, and their amounts checked with a coloured
pencicli- against the entries in the corresponding lists of money oraers
issi.e

o v fiy el A L

Note 1 —The rules in Section I of this Chapter are generally applicable to
this class of money orders.

Note 2—The payments to remitters of the outward rupee money orders,
the payment of which is authorised or which are communicated as void, are
made in the manner prescribed in Articles 526 to 528. The outward money
orders returned from Burma for repayment are, before being sent out to the
Post Offices of issue in Pakistan, impressed by the Karachi and Dacca Offices of .
Exchange with the ‘R. P. O." Stamp and fresh serial number and date entered 2
thereon. 3

IV.—Inward Rupee Orders :
. . . o .
. .

L Lo

Explanation

546. Inward rupee money orders are drawn by. forefgn countries
on Pakistan and one-half per cent commission on the total amount of
* the drawings is credited to Pakistan by the foreign countries.

Aulit arrangements

5i7. The offices of exchangr submit periodically lists of inward
rupee money orders issued which are audited in the same manner as’ ]
the exchange office lists of sterling money orders issued and necessary 1j
adjustments are noted in the Transfer Entry book (Form A. G. P. T.-
574) for the puipose of incorporating the figures in the monthly accounts
(see Article 533). The lists are then made over, under receipt, to the
ordinary money order checker. .

Note—The claims of the Pakistan Post Office from the Malaya Adminis-
tration and wice versa on all accounts, other than the money order exchange
account, are adjusted by means of * Postal Service” money orders which are
exempt from all charges for commission. ;

. 548. The inward rupee mmoney orders, when paid, are included in
the ordinary lists of money orders paid, being distinguished from inland -
orders hy the letter F placed before the numbers. They are sorted- =
along with the inland money orders, and debii-checked in the ordinary
way. : . G (o

549. The treatment of void inward rupee money orders drawn. by
foreign countries other than Burma and their repayments to the
_remitters are governed by the rules prescribed in Articles 536 to 540.

Nore.—The repayment of inward ru money orders within currency is
gaverned hv the nrocedura nrecoribnd in Artiels 534
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.

519-A. Money Orders from Burma which for any reason cannot be
paid are not senty to the Audit Office but are kept in- deposit in the Dacra
and Karachi Offices of exchange for further disposal pending receipt of
instructions from the remitters in Burma. Such orders are disposed of
by the Dacca and Karachi Offices of exchange ex'{.her by -payment in
Pakistan or return to Burma for repayment to remilter there through
repayment lists. Copies of repayment lists are sent by the Dacca and
Karachi Bffices of exchange to the home audit office (Dacca and Lahare
as the orders are re-advised. :

On receipt of the lists suitable notes should be made in the Inward
lists or the registers of unpaid money orders as the case may be. The
adjustment of these money orders is made by a transier entry prepared

as follows : —
Dr. Inland Money Orders (month of issue).
To Foreign Money Orders—Burma................ Cr.

. On receipt of the exchange account, the amount shown therein as
inward orders repaid should be verified with the totals of the repay-
ment lists. A :

V.—Trade charge Money Orders

3 " C. 0. D. outward lists

550- On receipt of the outwsrd lists with Value-payable money
orders in the respective Audit Offices {vide Note 3 to Rule 3, Appendix
B to the Posfs and Telegraphs Manual, Volume VI), the money orders
are examined as ordinary foreign money orders and made over to the
Sorting group where they are sorted along with other inland paid orders
and sent to the Debit-checking group in which they are debit-checked
along with other monev orders. The'tétals of these outward lists are
rosted in a register in Form No. A. G. P. T.-449 and the following adjust-
ment is made :— \

.- Dr‘.'
Inland monex orders—-month of issue. :
To : ; :

: ; - €r,
. - Suspense Account—Trade Charge Mgney.Orders (Name.of Country).
- 4y NOTE I—The entries in the C. 0. D, ‘outward ‘lists‘and the Value Payable
+ ~-Money -Qrders advised to ¢he United Kingdom, Eife or -Ireland amd“ Zangibar
18 » bear speécial serial numbers assigned by - the Karachi Office of exchange
. advising the-Money Orders. The serial numbers will run consecutively com-
" mencing with No. 1 for each month : and for each: audit office and will aléo be

4% 'shown on the relative Trade Charze Money Orders’ -
B Note 2—~The C. O. D. outward list examiner will carelulljr}s‘sekamine whether
< any mis-sorted C. O. D. money order has-been wrongly -included in the C. O. D.
list. The mis-sorted money orders when traced, snould not be sent to the Sort-
.. ing grpup but should be forwarded to the gther Audit Office with a forwarding
_ - Dole, necessary- corfection-being made in the total vf:the C. 0. D lists and an =~
- Intimation"of ithe” correction sent td.the Audif Ofce:as *we " Paki )
Officeé of Exchange concerned ,...- ~i%., + Ry
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London Trade Charge Account

* s

S5L (a) This account is prepared by the London Post Office and sent
to the Karachi office- of exchange, by which it is submitted to the Lahore
Audir Office with the receipted Trade charge money orders.

~ (b) On receipt of the' Trade Charge Account with the relative Trade
Charge Money Orders, the orders are sorted in the Lahore Audit Office
according to the Audit Offices of the different offices of issue-and listed
separately fc- each Audit Office in Form A. G. P. T-173 in which are
shown—

(1) the special serial number aﬁsigned by the Office of Exchange.

(2) the sterling value of the Trade Charge Monev Order and its
equivalent in rupee currency. The lists for the Lahore Audit
Office will be in singles. Those for the Dacca Audit Office will
be prepared in duplicate and totalled and reconciliation of the
sterling value alone with the total shown in the London Trade
Charge Account prepared in sterling currencr will be effected
in the Lahore Audit Office. The total amousnt of the lists in
{rupees) for the Dacca Audit Office is deied to that Audit
©OfFce through an Advice of Transfer, the lists #nd vouchers
being sent as enclosures.

NoTE—Any, difference in the rupee agount due either to clerical érrors in

compiling the extracts or to short or excess charge in the ovtward lists will be
detected in the cowsse of detailed audit in the Audit Office concerned.

{c)} The Home Audit Office money orders are sorted according to the
month of advice and the special serial: number assigned to thém by the
Office of exchange (vide Note 1 below Article 550), and debit-checked in
the outward lists with which the identical Value-payable money orders
were received A .

(d) The followng adjustment of the gross amount (;f the a~count is
made in the Lahore Audit Office. . ; g
Dr.
Money Order Remittance-—Dacca Audit Office.
Suspense Account.—Trade charge money orders—(name of country).
To
Foreigr money orders—Great Britain and Northern Ireland .. Cr.

(e) The sterling value deducted from the total of the Trade Charge
Account on account of one-half per cent. commission is converted into
rupee currency at the flat ratg of exchange The following adjustment
is then made— .

Dr.

Foreign money orders—Great DBritain and Northern Treland
. (deduct from credit).

To _

Commission on Money Orders. y T Cr.

(f) On receipt of th#%e monev orders with the advice of transfer in

“the Dacca A:dit Office, the correctness of the amount debited is verified
>y comparing the entries in the lists with those on the vouchers. Thev

~

tt

(2
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are sorfed according to the month of advice and the special senal number
-and then debit checked against the entries in the outward lists and there-
after the o'lowing adjustment is made.

Dr. =
Suspense Aécount —Trade Charge Money Ordoers (name of country). -
To '
Meoney Order Remittances—
Lanore Audit Office. Ck.

Note.—The initial letters of the Postal Circle should be noted against each
entry in trhe extracts with reference to the Trade Charge Money Orders to
{acilitate compilation of statistics «vide Note to Article 383).

551-A. The Trade Charge Accounts with Eire or Ireland and Zanzibar
are received in the Lahore Audit Office and deal: with in the same manner
as Trade Charge Account with London. The only difference is that the
amounts of the former accounts both inward and outward are adjusted
through the Money Order exchange accounts under “special items".

§52. Deleted.

X List of unpaid iiems
533. After all the money orders are debit-checked in the outward
lists, the items not debitchecked in the outward lists are compiled in a
statement called the-list of unpaid items in Form No. A G. P. T-474.
These money orders, when received as paid with subsequent Trade Charge
Account, are debit-checked in the list of unpaid items. G = 1B

554 Deleted. .

C. 0. D. Inward lists

555. These lists are received from the offices of exchange which are
authorised to deal with C. O, D. money orders and are audited as other
Inward listz. At the end of the month, the amounts of these lists are
posted in the Inward register (Form No. A. G. P. T.-449) and the follow-
ing adjustment is made:—

Dy
Suspense Account—Trade Charge Money Orders—(name of
couniry). 4
To 57 :
: Inland Money Orders (month of issue) a RS -

—In addition to the above adjustment, the following adjustment is made
in respect of commission calcwlated at one and a half per cent. on the

total amount of the lists :— * -
Dr.
Sale of ordinary stamps. ¢
To ) -"

Maanasicalomm = VT ~
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Inward Trade Charge Accounts

356. These accounts are prepared by the Principal Offices of Exchange
from the Certificates of payments received from tge Post Offices of pay-
aent of C. O. D. Inward Orders. The accounts relating to Malaya, Great
Britain and Northern Ireland, Eire or Ireland and Zanzibar are submitted
to the Lahore Audit Office. On receipt of these accounts their totals are
checked. The amount of one ha'f per cent. commission shown therein is
also checked. The money orders, shown therein are verified in the in-
ward lists concerned noting against the entries the month-of the Inward
Trade Charge account in which the orders are claimed

The following adjustments are then made :—

Adjustment cf the Gross tora) of the Aa:oum._ Adjustment of the one half per ceot. com-
mission deducted.

Dr. Dr 5
Forqi'gn money orders {Nam= of coun- | Commission 0n money orders. -
try). . : :
o - To i A
e Cr. e
Suspense Account-Trade Charge Money Foreign money orders (Name of country
Orders. - (deduct from dzbit). i

2l e e e é

‘The outstandings in the Inwsrd lists, ie., the inward money order
not claiméd in'the Account, ire compiled in a statement called the state-
ment of ‘unpaid items (Form No.'A. G. P..T.-474), When these outstand-
ing money ordeérs are claimea in the subsequent .accounts, they! are
removed from the above statement. . g

I » f

LI ot

Broad sheet of Inward and Outward Trade Charge Moncy Orders

537. The amounts of Inward and. Qutward lists temporarily . placed
under. the héad " Suspense Account—Trade Charge Money Orders” are
posied in a broadsheet in Form No. A. G. P. T.-469. The amount claimed
in the respective Trade Charge Accounts are also posted in the-broad-
sheet in order to clear the amount placed under the head * Suspense
Account—Trade Charge Money Orders”. The difference between these
two amounts represents the amount of the outstanding items in the list of
unpzid items. The Broadsheet serves the purpose of not only exercising - -,
a check over the outstanding items but also of reconciling the credits and *
debits under the head “Suspense Account Trade Charge Money Ordérs”
“with the ‘corresponding figures in the Detai: Book andis submitted -to the

Vet AR RO ! IBuenatn ot Ly o L0 s et
. Trade cha’i-gg Money: Order {ransactions.with the Colony and Protectorate:
" - of Kenya, Uganda Protectorate and the ‘langanyika ferritory: .z

558, In-the -Case of trade charge Money Order transactions with’ the’-
Coiony and Protectorate of Kenya, Uganda Protectorate_and the :Tang-
itory,;tBe’claim on account of Inward;and:QOutward "C.O.D. :

Hirgnsactions: is based not on ‘the acfisl=pjyments efected - -
20; ctions-with the United Kingdom, Eire or” '
(M TR L 1

B M YRS Y B e

|
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Treland, etc., but on the total amount advised by the' Exchange Office in
the outward and Inward Lists. In view of this, the head * Suspense
Account—Trade Charge Money Orders” is not operated upon. The total
amounts of Outward ard Inward Lists are directly adjusted to the head
“ Foreign Money Orders” as in the case of ordinary Foreign Money
Order transactions. o

C. 0. D. Outward Lists—The Qutward Lists and the Money Crders
will show both the sterling and rupee equivalent. On receipt of the
lists with the V. P. Money Orders in the respective Audi: Offices from
1he Karachi Office of Exchange, the Money Orders are examined with
reference to the entries in the lists and the totals of the lists checked and
further action is taken as laid down in Articles 523 and 524 with the
exception of Note 1 under the latter Article.

C. O. D. Inward Lists—Inward Lists are received in the Lahore
Audit Office from the Karachi Office of Exchange and are audited as
other Iaward Lists. The amounts of these lists are posted in a Register
in Form No. A. G. P. T.-447 and the foliowing adjustments made .:—~

Debit.—Foreign Money Orders—Colony and Protectorate of Kenya,
Uganda Protectorate and the Tanganyika Territory.

To Inland Monev Orders (Month of Issue)—credi:. )

In addition, commission at 14 per cent. worked out on the total of the
lists is also adjusted as under :—

bebit Sale of ordinary stamps.

To XIX Posts and Telegraphs—Abstract B—Miscellaneous Revenue—
I—Postal Receipts—(a) 1—Commission on Money Orders...... Credit.”
*  539.3Statement of Trade Charge Money Orders.—Statements of Trade
Charge Money Orders are, received monthly in the Lahore Audit Office
and contain the.following particulars :—

i. Total amount advised during a thonth. with particulars of each

- ot

fist.
2. Less 4 per cent. commission. : S
3. Net amount due.
The figures shown in the statement are verified with the entries in the
Register referred to in Article 558. The commission is checked and
adjusted as shown below - —
Debit.—Foreign Money Orders—Colony and Protectorate of Kenya,
Uganda Protectorate and the Tanganyika Territory.
; {Deduct from Credit.)
and credit ;
to XIX Posts and Telegraphs—Abstract B—Miscellaneous Revenu
Il—Postal Receipts—(a) 1—Commission on Money Orders—in the tase
of outward crders and Debit XIX Posts and Telegraphs—Abstract B—
Miscellaneous Revenue—II—Postal Receipts (a) 1—Commission on Money
Orders. 2 NI R ;
Credit to Foreign Money Orders—Colony and Protectorate of Kenya,
{Uganda Protectorate and the Tanganyika Territory
in respect of Inward orders. (Deduct from Debit.)
The net amounts shown in the statement are verified with the claims
shown in the Monev Order Exchange Account.
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VI.—Periodical settlement of Accounts

Exchange Aé;ounis

560. The money order transactions between Pakistan and the several
countries of exchange ‘are settled periodically by means of exchange
accounts which show, on one side, the total amount of each outward List,
the internaticnal commission thereon calculated at one-half per cent.,
the amount of inward orders repaid to remitters or written back to the
country of issue as void (see Articles 537 and 549), remittance on account,
special items and balance from preceding account. On the other side,
the exchange accounts show, the total amount of each inward list, the
international commission thereon at one-half per cent, outward orders
repaid to remitters or written back to Pakistan as wvoid, remittance on
accownt and special items. The two sides of the accounts are squared by
showing the difference as * balance due to or by Pakistan”. - y

Nore—For sterl&g exchanges the account is expressed in sterling money ;
for rupee exchanges the
-CUrrency.

Receipt and Audit of Exchange Accounts
561. Tre exchange accounts with the several foreign countries and
«colonies are prepared periodically as shown in Appendix B to the Posts

and Telegraphs Manual. Volume VI. These accounts are received in the
Anpdit Office from the principal offices of exchange, R

562. The exchange accounts will be received by the Home Audit
‘Office of the principal office of exchange and will be dea’t with by.the
Monev Order Section. The total of the outward and inward lists will he

verified, the itnernational commission checked, the amount shown as =°

inward orders repaid or void examined with the eorresponding entries
in the void list and the register of repaid order (Form A. G. P, T.-430),
and the total of the list of repaid orders verified with the amount shown
in the exchange accouut, discrepancies being noticed in Form A, G. P. T-

455. -Finaily, due note will be taken of the entries adjusting errors in. -
previous accounts aand of any special items: the cost of the bill of ex-
change for remittance of the balance or procseds of that received in-
settlement of the balance as communicated by the Postal Accounts Sec- - -~

tion will be checked with the balance of the exchange account.- The
following transfers will be made, on receipt of exchange accounts, -in
order to adjust the commission and other receipts or charges shown
the money order exchange account :— e ¥
e B o e

differenée in" ih'f{a?' as

(a) Credit or debit commission for the net_

~ tional commission., ..., ¥ . v oo
(b) Credit or debit #Exchange an - Remittance Accounts—Posfal
and Money Order transaction ™ for difference of exchange”or
for premium’ %a’id‘ for” “purchase ~ of "drafts ~ in .settlement:of:
balances due-by India for Fupee money order tra

‘:'F‘o i T S

< < (c) dret.li:t-'or de.ﬁi't"
 vand: (b)) i

form of account is similar. but the figures are in rupee .
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(d) Debit “Inland money orders—month of issue ” in case of Home
Circle money orders or “Moneyv order remittance ” in case of
other money orders by credit to “ Foreign money orders' in
respect of repayment of inward orders.

563. The balances of the money order exchange accounts should no:
be carried over to the next account, but should be settled by cash remit-
tances or remittances through the High Commissioner for . Pakistan in

London or through the London General Account, unless otherwise pro-
vided for in any particular case.

A register in Form A. G. P. T.456 should be kept for walchiﬁg the
credits and debits in seitlement of the balances of the exchange accounts

On receipt of the exchange accounts, the balance shown therein is
noted in this register and a note of adjustment in settlement of the balance
is recorded in the column provided for the purpose. The iiems, if any,
oulstanding in this Register at the cloe of the aceounts for March Final

are transferced to the next year's Register under the attestation of the
Accountant.

Noie.—The examination of the exchange accounts should be  completed
within 15 days of their receipt. -

- 563-A. Watch o interest on balances of money -order exrchange
accounts outstanding for more than 6 months.—The amount shownin an
Exchange Account as remaining due from one Administration to the
other, shall op the expiration of six months following the period covered
by the relative Exchange Account, be subject to interest at tha rate
agreed upon. The interest shall be carried to the debit of the Adminis-
tration in arrear in the following account “under special items . With
a view to watch’ the adjustment of interest on balances outstanding for
more than 6 months, necessary notes regarding interest should be made
in the last column of the Register in form A. G. P. T-436 and its adjust-
ment watched. The Kegister should be submitted for review to the
Gazetted Officer through the Superintendent on the last day of every
quarter. The register for the previous vear should also be submitted
along with the register for current year for the Gazetted Officer’s review

through the Superintendent at the end of the 1st quarter ending the 30th
June. ] : .

The amount of interest appearing in the Exchange Account should
be adjusted under the head “B. Miscellaneous Revenue—Postal—Fees
and other receipts—other items”. In the case of sterling accounts the

amount shown in sterling currency should be converted into Rupees at
-the flat rate of Re. 1 = 2s.—1 28324, 3

- Nove.—The Interest shall be calculated on the number of Calendar montks,
the remaining number of days in 2 month being treated as a fraction of 2 month.

7" 564. Advance remittances due to, or from. foreign countries are
watched through a register in Form A. G. P. T.-457. This r&_:igister is
posted once a week (Saturday) and is reviewed by the Gazetted Officer
on the Znd of every month. Calls should be made for remittances after
one month and three weeks from the daf on which they fall duc.

565. The exchange account for money order transactions with Great
Britain and Northern Ireland is obmbined with the leiter and. parcel
Postage account and termed the “ General Account with the London Post
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Office . The balance of exchange account with the British- Postal
Agencies in -Persian Gulf is also adjusted through this Account,

The General account is received in duplicate in the Lahore Audit
Officc from the Superintendent, Foreign Post, Karachi, by the 3rd of the
second month following. The Lahore Audit Office adjusts the sterling
amounts relating to (1) Foreign Money Orders (2) Share of Commission
(3) Repaid and Void Money Orders (4) Trade Charge Money Orders and
(5) Balance of Money Order transactions with foreign countries settled
through the General Account. The actual rupee values in respect of
items (1), (3), (4) and (3) above are ascertained from thé various regis-
ters and subsidiary accounts maintained in the Lahore Audit Office.
The net adjustments to the head ‘Foreign Money Orders—United King-
dom’ made on receipt of the London and the Inward Trade Charge
accounts, are taken for the sterling amounts against Trade Charge Money
Orders in the General Account. The actual rupee values thus ascertained
are adjusted by debit or credit to “Foreitn Money Orders—
(Country) ". The Remittance head “ Account with the High Commis-
sicner for Pakistan in U.K.—Items adjustable in England is, however,
credited or debited with the rupee equivalents of the sterling amounts
converted at the flat rate (2s. 1 2932d. per rupee) and ahy difference
between the two rupee figures is adjusted under “ Exchange on Remittance
Account”. The commission on Foreign Money Orders and Trade Charge
Money Orders s also adjusted at the flat rate of exchange [vide Article
551 (e)]. The Money Order Section of the Lahcre Audit Office will then
make over both the copies of the General Account to the Account Current
Section. The latter after adjusting the remaining items will forward
one copy to the Office of the Auditor General, so as to reach that office
by the 10th of the month. The Office oi the Auditor General Will send
- it to U.K. after check by the, first Mail day, vide Article 100 of the Posts
and Telegrapns Account Code.

, No1e—A schedule of debits and credits relating to the Accounts between
England and Pakistan should be sent to the Office of the Auditor General by the
Lahore Audit Office in respect of the adjustments made in that Office.

566. As alreadv stated in Article 531, the amounts advised by the
London Post Office are shown in the relative inward lists in rupee
currency. In the Karachi General Account, particulars of these lists,
viz.,, number of list, date of list, monthly numbers, amount of orders in
Tupees. etc., are entered to the credit of Pakistan in the spaze provided for
theipurpose. The tota! ainount of orders in rupees for the month plus
the commission at one-half per cent. will be converted into sterling at
the mean of the market rates for drafts current during the month. A
statement showing the mean of the rates (Karachi on London) will be
forwarded to the Karachi office at the close of each month. Pakistan
_cannot, therefore, claim frgm England the toial sterling value of the

" “fnward lists for a month as in the case. of other sterling countries, but ™

-only the sterling value arrived at by conversion of the total amount of
shown in the inward lists at the mean of the market rates for
drafts (Karachi on London) prevailing in the course of the month.

Note 1.—In the case of sterling countries, the'tota! rupee equivalent adjusted
in each month is noted in red ink in the Money Order Exchange Account against

“." “the particulars shown in the list. The month of adjustment is also noted therein.
-~ A reference is made in the last column of the register of outward orders to the

° exchange account in which the lists are accounted for.

R
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Nore 2.—The manth of exchange account in which void inward orders are
shown as repaid to the foreign country is noted in the void list and the amounts
of such orders shown in.1lne column “~month of adjustment’. Suitable notes
should also be made in the register of repaid orders and in the statement of void
orders communicated to the forign country as void In the case of inward orders
repaid witnin currency, the particulars of the exchange account and the month
of adjustment should be noted prominently against the money orders in the
Inward list or in the register of unpaid money orders if the items Rave 2lready
been picked out as unpaid money orders. In the latter case the cclumn 'munth
-of adjustment” will also be filled in.

567. In the case of the following countries, the settlement of balancass
due to Pakistan in the money Oraer Exchangs Account will be made by
remittances through the Chief Accounts Officer to the High Commissioner
for Pakistan in London.

1. Nyasaland Protectorate. 2. British Guiana. 3. Colony and protez-
torate 0. Kenya., Uganda Protectorate and the Tanganyika Territory.
4. Egypt. 5. Malta. 6. Trinidad. 7. Commonwealth of Australia.
8. NewZealand. 9. Zanzibar. 10. Saudi Arabia. 11. Aden. 12. Switzer-
land, and 13. Iraq.

Intimations of the remittances made by the abov2 countries are sent
by them to the Accountant General, Pakitar. Revenues. Karachi. who
forwards them in original to the Lahore Audit Office for watching credits
afforded through the London Accounts and for note in the register of
remittances (Form A.G.P.T.-456).as well as in the register for watching
advance remittances (Form A.G'P.T.-457). When ecredits for the remit-
tances appear in the London Accounts extracts from the schedule of credits
are sent to the Lahore Audit Office by the Accountant Genenral, Pakistan
Revenues, Karachi, "for purposes of adjustment and verification of the
credits with the intimations of remittances already sent. Thev are
adjusted as below and particulars of adjustment are cor-mnunicdiea 10
the Office of the Auditor General—

Dr.
(1 ‘Account’ with the High Commissioner for Pakistan in U.K.
Postal and Money Order transactions.
(b) With Colonial Administrations.
(2) Exchange on Remittance Accounts.
Postal and Money Order transactions.
To
_Foriegn Money Orders............ (name of country).......... Cr.

Dr.

Account between England and India—Postal and Mdney Order,
transactions.

(b) With Colonial Adminisirations.
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To
* (1) Foreign Money Orders—(Name of the Country).
(2) Exchange on Remittance Accounts. -
4

Postal and Money Order transactions...... .. S———— Cr.

The rate of conversion adopted for the remittance in sterling is the
same as that for inward orders in force on the date of the remittance.
The difference between the amount in rupees converted at this rate and
the conventional rate of Re. 1 = 2s. 1 2932d. will be debited or credited
as the case may be, to “ Exchange on Remittance Account ",

Note.—In the case of Aden. money orders are exchanged in rupee currency.
If the balance of the monthly Money Order Exchange Account is in favour of
Pakistan, the Postal Administration of Aden shall at the same time that it returns
an accepted copy of the Account to Pakistan adjust the balance either by means
ol a sterling draft at the current market rate drawn by Agents for the colonies . .
in London in favour of the Chief Accounts Officer to the High Commission .
for Pakistan in London or by means of a rupce draft drawn in favour of the
Superintendent, Foreign Post. Karachi, as may be convenient to that Adminis-
tration. The adjustment of the amount of the sterling draft will be effected in

the manner indicated above fcr other countries.
5 .

. 558. The balances in favour of Pakistan in respect of exchange
accounts with colonial and other administrations are adjusted throug
the London Account, while the balances due ov Pakistan are cettled by
drafts on'London purcHased ir the market. The amount paid inirupees
ior the purchase of the draft will be charged in the cash account and %
debited to “ Foreign Money Orders—country of exchange .

569. The balance of the nslf-vearly parcel account between Pakistan'
and the Kenya, Iraq, Australia. and New Zealand is adjusted through
the monev order account between the two administrations by entry
against the head ** Specizal items detailed in the anrexure”. TFe balance
of letter mail transit charges and balances of Air Mail Accounts between
Pakistan and Colony and Protectorate of Kenva, Uganda Protectorate
and Tanganyika Territory are aiso adjusted similarly. No meoney order
commissions is pavable on the bzlances thus included in the money order
account. The adjustment is effected by credit to the head “ Absiract
A-TI—Posta] Receipts (b) Receipts from other Postal Administrations or
(c) Deduct Payments to other Postal Administrations ” as the case may

+ 310 The balances of the half-vearly accounts relating to both insured. ..
and urinsured parcels-exchangéd between Pakistan and the Common=" 4
wealth of Australia, viz., the Colonies of New South Wales, Queensland, 't"
South ‘Australia. Tasmania Victoria and Western Australia are included ‘
in the money order accounts between Pakistan and those Colonies. Care it R
should be taken to see that no money order commission is charged on
such items. These balances, when they appear in the general account of
money. orders with the Commonwealth, will be adjusted in the manner
indicated in Article 569 in the accounts of the months in which the . =
balances of the money order accounts are settled. The land and séa

transit charge are also similarly adjusted. - ¥

. - - - v * . el 7 _—
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571 Deleted.

" 571-A. The balances due to Pakistan on account of money orders
exchanged between Pakistan and Ceylon, are settled by Bank drafts
‘drawn in favour of the Postmaster, Karachi, and the balances due to
Ceylan are settled by means of bills of Exchange on Colombo.

accounts with Malaya and the Colony and Protectorate of Kenya,

" .« Uganda, Protectorate, and the Tanganyika Territory the adjustment on
- " account of Savings Bank transfers appears to the credit of Pakistan or
the Foreign Administration. A schedule of Savings Bank accounts
transferred between the countries concerned is appended to the rnoney

- order exchange account. The adjustment in respect of such Savings
.Bank transfers is made in the course of audit of the money order_.ex-

1 change account by debiting or crediting the head “ P—Deposits and
r Advances—Accounts Current with Foreign Governments—Account with
\the country concerned—Savings Bank Transfers” and by erediting or
b -debiting (deducting from credit) the head “Foreign money orders ™.
L._ ~The schedule of Savings Bank accounts is then forwarded to the Savings .
: Bank Section for final disposal in respect of transfers relating to Malava

i.
!:. " 572. Under the head “special items"” in the money order exchange
E

Mi}cellaneous Items

573. Amounts due to or by the Pakistan Posts and Telegraphs De-
pargment on account, of the conveyance - of Jetter mails .over the .
Dhanushkodi Talaimanner service, Natal Line and Pakistan and South
African Lines are settled through the Annual Liquidation Account of the
International Bureau at Berne and are generally adjusted as described
in Article 369-A, Posts and Telegraphs Audit Code, Volume I In the
case of Great Britain and Northern Ireland, however, the final adjust-
ment of the amount as included in the Liquidation Account is effected
through the General Account between Great Britain and Northern Ireland
and Pakistan the credits and debits being adjusted in the same heads of
account as indicated in article 369-A ibid. ;

4 Adjustment of Exchange

. " 574. As the Government of Pakistan have adopted the rate of Re. 1=
" 2. 1-29132d. as the conventional ‘rate in the “public “accounts,” and as
different rates are fixed by the Director General, -Posts ‘and Telegraphs,
from time to time, for the ctonversion of foreign “outward - and -fiward

ster 2 7 :

at-thé official rate and that converted -at- the ‘rate fixed by the Director-
General, Posts and Telegraphs, has to be adjusted to the head © Exchange
n Remittance Account—Postal and Money Order transactions”. .

Tl .

.~ 575. After the examination of the exchange account is completed, all
‘the adjustments made in respect of the fransactions shown in  the  ex-

-7~ change- account under the head “Foreign Money Orders” ‘are collected

. % .under the credit and the debit sides of that head in a broadsheet in Form |
.~ No. A’ G. P. T.-458. and - a_reconciliation of the two sides’is attempted.

The two sides will ordinarily agree in the case of “rupeet ‘countries. In -~
L5AG . ' - iy ST SUgER
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the case of sterling countries, however the sterling value on the two
sides of the exchange account will agree, but there will always be a
differenge in the rupee value due to the adoption of different rates of |
conversion for the adjustment of remittances from the foreign country.
This difference will be adjusted to the credit or debit of “Exchange on-
Remittance Account—Postal and Money Order transactions” and the
two.sides of tha head “Foreign Money Orders” reconciled. &
576. In the Detail Books, the major head “ Foreign Money Order " is
divided into as many sub-heads as there are countries or colonies with
which Pakistan has direct exchanges of money orderS. Great care
should be taken to adjust the transactions relating to each exchange
under the proper head of account. :

Ezception—The money order trancactions with the several States of the
Commonwealth of Australia are adjusted in the books under a single head
“ Commonwealth of Australia™.

57177 -
1 57§ %—Deiered.

-+

57
580. }

VIL— Exchange of Telegraphic money orders with Foreign Countries.

581. Telegraphic Money Orders exchanged between Pakistan and
Foreign [ountries are included in Inward and Outward lists of Tele- ]
graphic Money Orders. These lists (both inward and outward) bear the ;
same number and date as those of Ordinary lists. As no separate ex- A
change account is maintained in respect of these transactions, the total &
_ of the Telegraphic Money Order lists is for the purposes of accounts,

included in that of ordinary Inward or Outward lists as the case may
be. . Advance copy of lists of Telegraphic Money Orders is received in
Audit Offices from the offices of Exchange = The advance list contains
the following particulars :— : : ;

(1) Number of the Money Order. .'
{2) Date of the Money Order.
{3) Head or Sub Office of payment.
(4) Value of the Money Order.

In the case of Telegraphic Money Orders originating from Sterling
Countries other than Great Britain and Northern Ireland only the Sterl-
ing amount is shown in the Advance list whereas in the case of Tele- - <
graphic Money Orders originating in Great Britain and Northern Ireland
onl-lly the Rupee equivalent issehown. The Advance list is audited as
follows :— 3 '

(1) Seguence of numbers is examined. ‘ e

-

(2) Totals ‘are checked (any corrections found necessary being”
- made and intimated to the office of exchange). '

(3) Initial letters of Postal Circles are noted against the entriés in

the list to facilitate compilation of statistics. In addition the
rupee equivalent of the sterling value (in the case of sterling” = -
‘countries other than Great Britain and Northern Ireland) is
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Verification of Balarnces

588, The balance under the head * Foreign Mcney . Urders com-
prises the balance of the exchange accounts remaining unsettled at the
close of the year, excluding the inward money orders advised in, March
but accounted for in the issue list for April prepared by the office of ex-
change. With a view to bring out this result, the net international com-
mission of the unsettled exchange accounts and the amounts of inwarde
orders shown therein as repaid or void are adjusted by transfer entries in
the accounts of March (final), or by journal entries if the exchange
accounts are received too late to admit of the adjustments being made in
March (final). The items which make up the annual balance are noted
in full detail in the remarks column of the breadsheet referred 1o in
Article 587 and a statement showing the verification of the register
balances with the Detail Book balances in Form No. A. G. P. T..363
pared in detail of each foreign country is submitted to the Office of the
Auditor General soon after the March (final) accounts are closzd.

A similar report should be sent after the closure of each batch of
Jeournal Entry.

Note.—It should be borne in mind that, besides the amount of inward
money orders advised in March but accounted for in foreign money ordar issues
list for April, the items that cause difference between the balance as worked
out in the broadsheet and that shown in the unadjusted exchange account are
{@) remittances received during the vear in partial settlement of the unadjusted
exchange account. and (b) advance remittances received in March in respect of

the transactions for April. Al these items should be described fullv in the
broadshee!. A

Veritication 6f balance “ under Suspense Account-—Trade Cherge
Money Orders ”

585. After the March (final) accounts, of a year are closad, the
balance under this Suspense account as per . register of unpaid items
should be verified with the book balance and a report for each country
siowing the register and book balances at the end of each vear and the
difference (with the month of adjustment noted against the difference)
should be sent to the Postal Accounts Sectica. for consolidation and
submission to the Office of the Auditor Gerneral. Similar statements

should be sent after the accounts of the yeat for rach baich of Journal
Entry are closed.
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converted and posted against the relative entries in the list
for adjustment purposes. The figures are finally posted in a
register in Form A. G. P. T.-447 for the purpose of monthly
adjustment. The entries in the list are debit checked with
the paid Telegraphic Money Order receipts prepzred by the
office of payment. No audit is exercised on the coimpleted
copy of the list beyond seeing that the number and date of the
~  Foreign Office Inward list are filled in the Advance copy and
the totals of the completed copy of the list are posted sepa-
% rately in the register mentioned above in the manner indicated
in the “N.B."” under Article 533. With a view to check the
correctness of the claim from the foreign countries, a verifica-
tion is made of the figures included in the Advance list with
those accounted for in the Foreign office Inward list. As only
the rupee equivalent is shown in the Advance list from Great
Britain and Northern Ireland the sterling value as per the
Inward list, is entered against the relative entries in the
Advance list and its correctness checked. Any discrepancy
should be settled either on receipt of the Exchange Accounts
or in communication with the office of Exchange. )

PP LY
“a

e

Outward Telegraphic Money Orders

These Money Orders are - accounted for in outward ksts of Tele-
graphic Money Orders prepared by the Pakistan Office of Exchange.
Lists received in audit are accompanied by copies of the Telegraphic
Money Order advices, on which they are based but without any other
voucher. Check slips should be prepared for th& purpose of debit check-
ing. In the case of sterling Money Orders rupee values should also be
noted on slips to facilitate debit check. The check slips along with the
copies of the relevant Telegraphic Monex Crder advices pasted to them
are then treated as paid vouchers and checked with the relative entries
in the outward lists. The lists-and the check slips are thus dealt with in
the same way as ordinary outward lists and orders. 2 )

-

Pak-Burma Telegraphic Money Orders

581-A. The audit procedure prescribed for telegraphic money, orders
exchanged between Pakistan and foreign countries is generally followed
with the exception that no advance copy of Telegraphic™ M. 6 Lists is

' received in the Audit Office. - = . "l S e ol

: .4 - . adr.ie o wewang. 2, TR
. i taehy $re- - "
.. - A duplicate of all outward and inward Telegraphic Money Order '
7. lists prepared by .the exchange ‘office ‘of “the country ‘of ‘issue will -be"
; forwarded ‘by the Karachi and Dacca Offices of -exthange to:the:Audit- -
“Office_at _the time of forwarding the lists to Burma or on receipt from
_-Burma, " The outward lists received from the Karachi and Dacda offices .
¥ % of exchange will be accompanied by the copies of the felegraphic money .
% =i order advices. Check slips are préepared ‘and pasted to the’ advic‘igs",'j{é{hiég g
' are treated -as paid vouchers. ..The audit of these inward and  outward
lists is conducted in the same manner as the exchange ‘office lists ‘of - -
Tupee money orders issued and outward orders -advised ‘to Burma. /The -™

% - inward lists will be prepared by the Rangoon Office of ' Exchange “sepa- -

12
%  rately for each of the three Frontier Telegraph Offices : (viz., ‘Rangoon,

L z . o iy ooaw 2y . ey . . . 2 RO ) .'_.‘.:.‘v 5
S RS 0B S PG T P TR, T A Fod SR
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Akyab and Mancialay) showing monthly serial numbers arranged con- |

secutivaly with the distinetive initial letters (viz, R. A. and M.) assigned
by the three frontier Telegraph Offices in Burma. These numbers and

letters will be shown in the Telegraphic money order receipts made out’

by the offices of payment in Pakistan. Thé checker will debit check
these T. M. O. receipts and also examine the - sequence of the serial
numbers and point out any irregularity noticed in the course of exami-
nation to the exchange office. “
58Z. Telegraphic Money Orders are also exchanged with the follow-
ing covntries :(— '
(1) Great Britain and Northern Ireland.
(2) Colony and Protectorate of Kenya, Uganda Protectorate and
the Tanganyika Territory.
(3) Nyasaland Protectorate.
(4) Zanzibar. .
(5) Malaya.
(5) Burma.®
(7) Ceylon~
(3) Aden. : &
VIII.—Miscellaneouns

Statistics of. Foreign Mcney Orders 5

583. The following statements should be prepared by the Money
Order Section of each Audit Office and sent to the Office of the Auditor
General not later than the 10th July of each ygar : —

Staiement I (Form No. A. G. P. T.-462) —Showing the number, value
and commission on the following three classes of foreign money orders
issued during the year just closed, classified according to the Circles of
issue, viz :— i ) o ’

(a) Foreign sterling money orders. :
(b) Foreign rupee money orders. -

Statement II (Form No. A. G. P. T.463)—Showing the number and
value of the foreign money orders paid during the year, classified
according to the Circles of payment. :

Nore.—Statements I- and II should exclude the value and pumber of
“ through " money orders issued or paid as they do not represent the issues or
payments of Pakistan. . 3

Statement III (Form A. G. P. T-464) —Showing the money order
transartions with each country or colony dealing with sterling or rupee
money orders. :

Statement v (Form No. A. G. P. T.-465) Showing the number,
value (i1 Pakistan currency) and commission on outward foreign money
orders for each lmonth of the year just closed.

Statement V- (Form No. A. G. P. T.-466)—Showing the number and
value (in Pakistan currency) of inward foreign money orders for the
year just closed: . ° p - ;

-

-—

.
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a Statement VI (Form No. A. G. P. 'I‘f.-{m)-—ihowingt the .m.:';x:d:mrl and

" val inward foreign money orders for each country and colony.
5 :lﬂa:s:eﬂgs according tgn the Ci;cles in which the Pakistan Offices of ex-
;* ” change are situated. -

;E
Statement VII (Form No. A. G. P. T.-468) —Showing the number and
. _value of inward foreign money orders for each country and colony,
classified according to Circles in which the Pakistan offices of exchange
are situated. ? %

Statement I will be compiled by classifying the entries in the ex-
: change office outward list. The compilation will be taken up immediate-
", ly after the examlnation of each list has been completed. The total of
] the classification will be proved with the total of the weekly (or period-
ical) list and the mont!By total of the classification will be made by
the end of the second month following that to. which the outward lists
relate. This classification will be posted in a register in Form A G."P.
T.-459 which will be submitted to the Gazetted Officer for review.
~Telegraphic money orders will be posted in the register separately.

Statement II will be compiled by classifying the entries in the ex-
change office inward list. The compilation will ‘be made in the manner
indicated above and completed by the end of the second month follow-
% ing that to which the inward lists relate. The classification will be post-
4 ed in a register in Form A. G. P. T460 which will be submitted to the
5 Gazetted Officer for review. Telegraphic money order statistics will be
a .recorded on a separate page for each class. ;

- A

Statement IIT wﬂl be compiled as fcuﬁivs —_—

". The total number, amount (sterling and r:a.:pee) and commission on
outward orders to each country of exchange will be posted in the regis-

;-‘ ter in Form No. A. G. P. T.470 against each month and the annual total
i struck. For inward orders, the figures will be com iled from a register
£ in Form A. G. P. T-471. Figures for repaid and void orders will be com-
i piled from the exchange accounts for each month in a register in Form
I.?I‘ C;I !P. T.-472 and.the annual figures will be copied in Statement
: o. IIL ‘ s St .
- - MSstatement IV will be compiled from the register in Form A. G. P.
‘ g .Stater_nenf V will be compiled from the register in_ FormA: G, P.
k. . T.471.which will be posted from the register .in Form_A,, G..P. T, 447. .
Lhrsiin o B comello el T RV S e SRR R
Ry Stgtemmt V1. will :be;,compiled from the register. i’ﬁ”.'["orm, A°G. P
5 ;Z-:J.f.gélﬂ'-and_‘§tgte?ent VII -irom.the register in . Form A  G. P. T 471.
IRt S AT N Wb ke Pin e T e e A emg 5
. :mu.The registers in Forms A. G. P. T.-470, 471 and 472 ‘should e posted
%+ ~—monthly and submitted to the Gazetted Officer for revigw.. _~ = = .
. 350 Nore—Statistics' for trade’ charge money orders ‘will .be  compiled. in :forn
: _-‘ﬁgisiarmt& el;;oosfdgrescnbeg 3 fo{o égrgv:lign To{\ey ordders alu:nre:.:'-c:.:f!l i mﬁ:gn:i
L 8- according- to- i ; il c i ;
2 : from the respective Trade éhga.r e atl;o::t: altsds“:otanimm .Eeegﬁﬂdb&amﬁﬂﬁ =
5+ ' lists. In the ‘case of Trade ‘Charge Money Order ‘transactions*with *the -Colony
% 2nd Protectorate of Kenya, ‘Uganda Protectorate and-the Tahganyika:Territory
... the statistics will be compiled from the Outward -and Inwardildsts sz @it & -
Wy v o i 5. e s T R
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. 584. A statement showing -separately, the amounts received and paid
in Pakistan on account of Money Orders transactions (excluding Remit-
tances) with the several foreign countries which settle their accounts
through London, for each year, is submitted to the Auditor General, by
the 25th April for communication to the Department of Commercial
Intellipence and Statistics, by the first week of May.

. - n
"=~ Anocther statement showing the figures upto March Supplémentary
Account is alsa submitted to the Office of the Auditor General not later
than the l;,..Sth July for transmission to the same officer by the end of
that month.

Reconciliation of Foreign Money Order figures with the Detail Book

« _ 585, The figures under the head “ Foreign. Money Orders™ are veri-
fied, separately for each foreign country of exchange, by means of a
register in Form A. G. P. T.-461, one page. being used for the credit and
ancther for the debit in which the differences are clearly explained.

All differences with the Detail Book are adjusted before the accounts are .

finally closed, so that the total figures for the year in.the column “ Figures
as per Detai’. Book " agree arithmetically with those in the column
“Figures as per Foreign Money Order Register". .

586. In order to enable the Money Order Section to effect the recon-
ciliation prescribed in Article 585, the Detail Book figures for -each
month relating to “ Foreign Money Orders™ are supplied to that Section

by the Postal Accounts Section not later than the 5th of the second”

month following that tc which the accounts relate, and the figures are
verified by the Money Order Section within 15 days of receipt of the
Detail Book figures, the register being submitted to the Gazetted Offiver
for review on the 22nd of the month, through'the Senior Accountant.

Broadsheet of Foreign Money Orders =

587. A broadsheet is maintained, in Form A. G. P. T.-458, of the
total credits and debits under the head “Foreign Money Orders”. A
separate agreement is secured for each foreign country, one page being
used for credit and another for debit. The Booking Section figures for
each month, when thev relate to only one exchange account, are posted
in the appropriate column against the month to which they relate, but
when the figures include amounts relating to more than one exchange
account, they are split up and the amounts relating to each exchange
acccunt are posted against the particular month as shown in column 1.
In respect of the exchange accounts which are prepared quarterly, half-
vearly or yearly, the figures 2r¥ posted against the last month of the

““quarter, half-year or year, as the case may be, the months being bracket-
ed together. The horizontal total against each month of the exchange
account is struck only when the exchange account is adjusted by a remit-
tance, as it is then only that an agreement between the total credit and
the total debit can be secured. This agreement cannot be effected in
respect of the exchange accounts which are left unadjusted during the

- year, and the differences between the credits and debits in these cases
make up the annual balance. The broadsheet is submitted to the
Gazetted Officer for review through the Senior Accountant on the 22nd
of the second month followding that to which the accounts relate.

-
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CHAPTER 8.—PAKISTAN POSTAL ORDERS
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of Pakistan Postal Orders ... 620
Disposal of the ‘Spoilt” and 'Un-
claimed’ Pakistan Postal Orders Audit of. tbe Memorandum of
received from Postmasters. etc. 630 unsold Pakistan Pos:al Orders. - 635
e
Introductory =

606. The Auditor Genera! of Pakistan is responsible for the Stock,
Custody and issue of the Pakistan Postal Orders and also for the audit
of all transactions relating to them. The rules for indent, sale and pay-
ment cf the Pakistan. Postal Orders in Post Offices as well as those relat-
ing to the maintenance of the initial actounts and submission of account
returns of Pakistan Postal Order transactions to Audit Offices will be
found in Part V of Chapter 7 of the Posts and Telegraphs Manual. Volume
VI =

607. The Accountant General, Punjab. Posts and Telegraphs Branch,
Lahore, acting on behalf of the Auditor General is responsible to arrange
for the direct annual supply of the Pakistun Pustal Orders to the Dacca
Audit Office. In addition to the annual supply received for his office, he
also holds a Central Reserve Stock to meet occasional demands arising
from his or the other Audit Office. y




_---udirect. to, the twordudit-offices early in:.January .each ‘year according to

.
-
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Stock

Procedure for obtaining the supply of Pakistan Posidl Orders

608. The suplply of Pakistan Postal Orders is obtained through the
Director General of Posts and Telegraphs by yearly indents on the Con-
troller of Stamps. It should be so calculated as to supplement the exist-
ing stoek of each denomination to meet the requirements of twelve months
from the following January.

For this purpose yearly indents in the following form should be sent
by the Dacca Audit Office to the Accountant General, Punjab, Posts and
Telegraphs Branch, Lahore, so as to reach his office on or before the
10th August each year. The quantity required should be shown against
those denominations only which need replenishing. A similar indent
shougd also be prepared by the Lahore Audit Office showing its require-
men

An yearly consolidated indent should be prepared -accordingly (in
auadruplicate) and issued over the signature of the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore, showing separately under
each denomination of Pakistan Postal Orders the requirement of each
Audit Office as well as of the Central Reserve Stock and. the mode of
despatch of the Pakistan Postal Orders direct to them: - :

The total quantities of each denomination of Pakistan Postal Orders
required to be printed should be determined with due regard to the
sliding scale of manufacturifg rates so that the ‘printing of each deno-

_mination may be done in one Yot, thereby avoiding .small printing runs
involving increased manufacturing-cost to the Department. It should
also be clearly-noted in the-indent for the guidance of the Press whether
the supply of Postal Orders of any particular denomination is required
in advance. . . =5

Three copies of the indent should be -forwarded to the Director
General of Posts and Telegraphs on or before the 20th August each
vear and the quadruplicate copy filed in a guard file as office record.

On receipt of the three copies of the indent, the Director General
of Posts and Telegraphs, after his counter-signature, will forward two
copies to the Coniroller.of Stamps so as to reach his office by the Ist of

September.each year.. o T T
5i8% wuvhi o i o on B T . o Y
“Supplies. will normally be despatched by the Controller. of Stamps

[

their ‘requirements. as’ shown in the"indent.”,  _ °3
S x 2 D e

. Supplies to the Dacca Audit Office will be accompained by an invoice
in ‘quadruplicate showing the total quantity.of ..each : denomination of -
‘Postal’ Orders with their serial numbers. "~ Original copy of.the invoice
should.be retained by-the receiving .officer,.the .2nd and ‘the 3rd copies
returned -after, acknowledgment to”.the Controller:of Stamps and the
quadruplicate copy-sent to the Lahore Audit Office duly-acknowledged.

In the case of the Lahore Audit Office;oply 'vﬂn_'g_e.,, piesof- the invoice
will, accompany .the supply for disposal 1 boiw"é'm‘ginne;. ol

Zak
Lo d St
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Yearly indent for Pakistan Postal Orders

. : | Additions !
Issuesin required (in
previous . hundreds) to

" ! 12months Stockon3le makeup 12 | Remarks

Denomination i (as detailed July months demands | ;
on . ~olumn 3, when :

the reverse) | tess deducted !

i from column 2

1 5 3 4

Eight Annas
Re. 1 0
Rs. 1

x
i
(]

ol
»
~
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Rs.
_Rs. 10
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o °©O o o
s
i
L

t

see “ee e I » L

" NoTE—If the number in column (3) exceeds that in column (2) the word ** Nil * should be .
written in column (4) and no indent will be necessary. e

Custody of the Stock

- 6809. The Stock of the Pakistan Postal Orders is kept by the Cashier
attached to each Audit Office. The Stock is secured in a safe with douible
locks- in the jeint custody af the Gazetted Officer in charge of the Cash
Branch and the Cashier, each of these officers keeping his keys in his
personal custody. : A e : :



610—613] PAKISTAN POSTAL ORDERS [Chap. 8 -

€10. On receipt of the orders from the Controller of Stamps in the
Lahore Audit Office the total number of the orders su plied as shown in
the invoice should be compared with the total numger shown against
Lahore Audit Office and under Reserve Stock in the office copy of the a
indent znd in the case of the Dacg:a Audit Office with the total num-
ber shown in the office copy of the yearly indent referred to in Article
608 and variations, if any, noted against the denomination concerned in .
the latter. The orders are supplied by the Controller of Stamps in small
packets of 100 each. The number of packets as well as the number of
the Pakistan Postal Orders contained in each packet should be counted
in detail. The total number of orders received should be noted under
the respective denominations in the Stock Resiister (Form A. G. P. T-
480). Entries made in the Stock Register should be attested by the
cashier as well as by the Gazetted Officer-in-Charge of the Cash Branch.
The acknowledgment for the orders should also be prepared and initjal-
led by the cashier, and despatched under the signature of the Account-
ant General, Punjab, Posts and Telegraphs Branch, or the Gazetted
Officer-in-Charge in the manner laid down in Article 608.

-~

issued to him by the Accountant General, Punjab, Posts and Telegraphs, Branch, .
I_s.:gore. in the Reserve Stock Register, on receipt of the acknowledged copies .
of the invoices as required umdr Article 608. T

611. The stock in the Audit Offices is ordinarily replepished annually
by direct supply received from the Controller of Stamps in January
each year as laid down in Article 608,

Indents for supplementary requirements may, however, be made to . - &
the Accountant General, Punyab, Posts and Telegraphs Branch, Lahore, . L
for supply from the Cerltral Reserve Stock when necessary.

Issues from the Stock

612. The indents received from the Post Offices, or the indents for .
supplementary requirements received in the Lahore Audit Office from .
the Dacca Audit Office are submitted by the cashier to the Gazetted
Officer-in-Charge and when orders for supply have peen passed by him, -
the requisite number of orders is taken out of the Stock, entered in the . .-
Stock Register (Form No. A. G. P, T-480) and checked both by the
Gazetted Officer and the Cashier, and the latter then issues them with an
invoice prepared in Form No. A. G. P. T.-303 (in duplicate) signed by
the Gazetted Officer. .

The original copy of the invoice issued by the Cashier, is received .. -
back from the Audit Office concerned or from the Post Office concerned,-
duly signed as an acknowledgment, and is filed in 2 Guard | File.. The':
Cashier should see that he receives an acknowledgment for the Pakistans
Postal_Orders supplied within a reasonable time, issue reminders_ for the

--same,;when necessary,and-bring cases of unusual delay to the notice HfL
the Gazetted Officer. ~ = ry- e R T i
Stock Register E

613. The stock registerjin Form A.-G. P..T.-480 maintained by each
Audit Office, -is-posted assrégards receipts,.from the invoices .Teceived .-
from the Controller of Stamps and.as regards. issues, from :the invoices

" issued by.it to.the Fostmasters. . In.regard.tc the supplies received. from
the Central Resgrvé.j'Stock.-.:the posting in_this register is made from the:

L

R P AINE S LU - LI o5
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invoice received from the Lahore Audit Office which will also make
an entry of issues in its Reserve Stock Register when issuing the invoice.

Note—Pakistan Postal Orders received from the Controller of Stamps or
from the Central Reserve Stock of the Accountant General, Punjab, Posts and

Telegraphs Branch, Lahore, should be counted by the cashier in the presence of
the Gazetted Officer, who will conduct a test check of the counting,

Issues to the Postmasters

614 Pakistan Postal Orders are issued to Head Post Offices on indents
received from the Postmasters. These Indents (whether by telegram
or otherwise) are entered in the appropriate columns of the Stock Re-
gister. Cases in which indents for Pakistan Postal Orders are made by
telegram should be reported to the Head of the Circle when it appears

that such telegram could have been avoided by the exercize of proper
foresight.

615. The indents received from the Postmasters are. in the first
place, sent to the Audit Section concerned for verification of the figures
as to balance and sale noted by the Postmasters. They are then sub-
mitted to the Gazetted Officer-in-Charge and when orders for suppiv
have been passed, the required number of Pakistan Postal Orders are
taken out from the safe and an invoice prepared in triplicate b+ cartunic
process, in Form No. A. G. P. T.-303. The serial and consecutive -num-
bers of each denomination of orders issued, are detailed in the invoice:

Noge—The stock should .be kept so arranged that the' orders issued may
always ‘be from the earliest supply.

616. Triplicate copy of the invoice is kept as office copy duly filed
with the indent apd the other two sent to the Postmaster with the Pakis-
tan Postal Orders detailed therein, under registered cover. One of these
(i.e., the original copy) is received back with the Postmaster’s acknow-
ledgment and pasted into a guard file after verification with the entry

.made by the Audit Section concerned in the column provided in the
Stock Register. : .

Nore—Remainder should be duly issued in cases in which the acknowledg-
ment is not received within a reasonable time.

Refurns

Returns of Pakistan Postal Orders received in the Audit Offices

617. The following monthly returns of Pakistan Postal Orders are
received in the Audit Offices from Head Post Offices (vide Article 372
of the Posts and Telegraphs Initial Account Code, Volume I)—

(1) List of Pakistan Postal Orders. sold.
(2) Abstract of payments of Pakistan Postal Orders with the
- paid orders.
(3) Memorandum of unsold Pakistan Postal Orders in stock.

Scon after the. first April of each year, a detailed list showinz the
serial numbers of Pakistan Postal Orders in stock is received from Post
3gices (vide Rule 402[12 of the Pos_,ts and Telegraphs Manual, Volume
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It should be examined to see whether the Pakistan Postal ¢

denom‘nation and whether the total agrees with the closing balance
under each denomination as shown in the Memo. of Unsol istal
Postal Orders in stock for the month of March. The list should then be
filed with the Memo. :

Note—If the list of Pakistan Postal Orders sold or the Abstract of Pay-
ments of Pakistan Postal Orders for any month is not received in sufficient time
to admit of their being audited before the preparation of the Classified Abs

> Abstracts,
the crecits or debits appearing in the Cash Account should be taken to the -

suspense head “Credits suspended” or “ Debit suspended ”, as the case may be.
, Audit
Audit of the list of Pakistan Postal Orders sold

618 On receipt of each list, the total should be checked with the
credit fforded in the monthly cash account of the Head Postmaster and

the calculation of the value of each class of orders sold should. be veri-.

fied. The value and the commission should be classified under “Pakis-

tan Postal Orders” and “commission on Pakistan Postal Orders”., The -

former head is opened under “Deposits” while the latter is opened in

Abstract ‘B—Miscellaneous Revenues’ under *Postal Receipts—Re-

ceipts ¢n account of Money Orders, British Postal Orders, ete.” . -

619. Short or excess credits ‘exceeding annas two in the cash account,

of the value of Pakistan Postal Orders sold should be held under objec-:
tion anc'_ adjusted thus :(— "

The correct’value should®be credited to the proper head and (a) the
amount short realised debited to “Advances Recoverable” in the
= accounts, (b) the amount realised in excess should be éredited to “ Fees

and Other Receipts—Other -items” in- Abstract “ B.II—Miscellaneous :

Revenue ” and entered in the inner column of the Objection Book. The
items should be removed from the Objection Book on' credits on account
of (a), znd debits on account of (b) being traced. In case of (b), if a
refund cannot be made within a reasonable time, the amount will be

removec from the Objection Book with the remarks *“ Removed,

purchaser not traceable ”.

Differences in the Pakistan Postal Orders accounts of sums not ex-
ceeding two annas on account of over-credits and short-credits or short-

payments and over-payments should be treated in the manner laid .-

down under the head “Objections ", vide Article 626,
. Audit of the .};_t_;;t_:-am of Payments of Pakistan Postal Orders’
620. The paid lists or abstracts’ of payments sHB‘dfc{:-l" bé examined o
-t S8E Te. i et et Tl e o o e T gk g G

% a %

*t g gonr

o) SR ‘ S AL e A
~  (a’ that every entry in the Abstract of Payments -is supported by
paid orders to that value. If a paid arder. is :notareceived
With ‘the'list and its absence is not explained ‘against .
-entryin the' list it should “immediatelyibe’
telegraimis oc.c G5 -y L 2 PRy

t .of Payments’s

QPrders -
as detailed therein correctly work up to the total shown under each

.“
At
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total value of any individual order including the value
- 48 th:ft tt:c? P%ki.-:mn Pustage) stamps affixed to the order does nat
g exceed Rs. 10 ) . '
(d) that the totul value of the Pakistan postage stamps affixed g
the orders for making up broken amounts, agrees with the
? total shown in the abstract of Payments ; and 7
(e) that the total amount paid as per Abs‘ract, agrees with the
charge in the monthly cash accout;t. . "
— Pakistan postage stam or less than an anna affixed
to Pall\clios.::n gg:m\:agx:d:'[sa is r:ol pr:?:ablse (ridchule 30218 of the Posts and
Telegraphs Manual, Volume VL)

621. The paid orders should be further examined in detail in the
following manner : —

(a) If the amount is baid to a person other than the pavee named
in the Pakistan Postal Order, the sanction of the competent
authority [the Postmaster-Genera] or the Superintendent of
Post Office, as the case may be, vide Rule 52 I(I) and Rule
127 (B) (1) of the Posts and Telegraphs Manual, Volume
VIII) for payment, should invariably accompany the order

and the number and date of sanction should be quoted on
the paid order. .

(b) If the order is not genuine, or if the amount has been altereq,

. or if it has beepn cut, defaced, mutilated or bears erasures or

) alterations or otherwise irregular, the amount therecf

¢ should be placed under objection under “ Advances Recover-

o ——— e

% .the party at fault; the order should not be included in the =
return of Pakistan Pos:al Orders paid to be submitted 10 the
Lahore. Audit Office. If it Wwas payable at another office, it
bears ‘the endorsement “Payee known to me " signed by the
Postmaster.

(c) In case the extra commission be.not realised on ap order paid
" after three months or if realised by short charge in the list
of Pakistan Postal Orders paid. the order should be returr.
ed to the Postmaster with instructions to have Pakistap
postage stamps for the amount equivalent to the commission
afixed on the back of the order and to re-submiz it to the
Audit Office. In such cases the full amount of the order

s!l;ou]:i be placed under objection as * Advances Recover
able ", e i

(d) 'I‘he_stafnps affixed for making up broken amounts should-iie_ Wl
defaced in the Audit Office, and if they. are aﬁ'ixed:else-_r_"-

i .+ 4u .+ Postméster concerned.: . - : s R TR
o NOTE—Theé procedure for dealing with the short payments or Over-payments
© . excééding two anpas or not cxceeding two annas has been outlined jn Articles

-- 619 and 626 Tespettively. : Rk

S Pai:isi’éhl Postal Orders repaid to the purchaser are '&éai'téd in B
€ same way as orders paid to the bPayee and gare included -j the=." .

623 If the arﬁ_duhfof _‘or"der's:i)‘ai
gxstha :Sghedul:f.*;o{,_unc_lassi{ime;gl payr
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s - ——

Abstract of Payments of Pakistan Postal Orders and the irregularity
pointed out to the Postmasier concerned.

In the case of Pakistan Postal Order lost after payment, a certificale
of payment by the payin Postmaster in the form preseribed in Rule
402/24 of the Posts and Telegraphs Manual, Volume VI. together with
* the Postmaster General's letter of authority for its issue should Qe

accepted as a paid order.

§24. The total amount of Pakistan Postal Orders paid (less the
amount placed under objection and also less the value of the Pakistan
Postage Stamps affixed to the Pakistan Postal Orders) should be classi-
fied under the head ‘* Deposits—Pakistan Postal Orders ", the total vaiue
of the Pakistan Postage Siamps affixed to the Pakistan Postal Orders
being debited to the head Deduct—Value of stamps affixed to Pakistan
Postal Orders” under “Il—Joint Receipts (Postal and Telegraphs) " in
Abstract A—Postage and Message Revenue.

Audit of the Memorandum of unsold Pakistan Postal Orders

625. The memorancum of unsold Pakistan Postal Orders in stock in
Pust Orices received with the monthly lists of saies, should be checked

by the auditor to see that the opening balance correspohds with the
closing balance of the previous month. He should also see that—

(i) the ‘supply received: if any, agrees with the entries. in the
Stock Register (vide Article 613), he will then fill in the
column provided for “ Entries to be made by the Audit Sec-
tion ” in the register; .

(ii) the sales agree with the corresponding entries in the list of
Pakistan Postal Orders sold ;

(iiiy the balance of orders shown as in steck under each denomi-
nation agrees with the total of the numbers shown against
the heads “ Orders unsoid in Head Office” and “ Orders un-
sold in Sub-offices ” under that denomination.

After an arithmetical check, the memorandum together with the
sale list should be filed witn ihe cash account.

Objections

:§26. The procedure for raising, communicating and adjusting objec-
tions detected in the course of audit and maintenance of objection books,
ete., is the same as laid down in Chapter 20 of Posts and Telegraphs
Audit Code, Volume I (General Audit Code).

Differences in the Pakistan Postal Order accounts of sums not ex-
ceeding two annas on account of over-credits and short-credits or short-
payments and over-payments need not be included in the Objection
Book. They should nevertheless be included in the Objection Statement
with a warning to the Postmaster to avoid such irregularities in future
Over-credits or short-payments on Pakistan Postal Ocders not exceeding’
{wo annas should be noted in a register in Form A. G. P. T--414 for each
Postal Circle and the total amount adjusted by monthly transier entries
to the credit of ‘“Fees and other receipts—other items” in Abstract

-B_Miscellaneous Revenue by debit to ‘Deposits—Pakistan Postal
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Orders'. Short-credits or over-payments on Pakistan Postal Orders
should be noted in a separate register in Form S. Y.-265. The total
amount should be adjusted monthly by debit to * Abstract J—V.—Ldliscel-
laneous Postal Expenses, Losses, etc., written off—Irrecoverable Over-
payments’ and credit to ‘Deposits—Pakistan Postal Orders’. Ths twe
registers should be submitted monthly to the Gazetted Officer-in-charge
through tHe Senior Accountant for review. If these mistakes - occur
frequently in the accounts of any one Post Office, the Postmaster’s
special attention should be drawn to them and a report should be made

to the Head of the Circle requesting him to take suitable notice of the
Postmaster’s carelessness.

= Miscellaneous .
Pakistan Postal Orders lost or stolen from the stock of a Post Ogfice

627. On receipt of reports of loss or theft of Pakistan Postal Orders
in the Lahore Audit Office from Postmasters (vide Rule 402/13 of the
Posts. and Telegraphs Manual, Volume VI) or from an Audit Office, the
bundles of the Pakistan Postal Orders paid should be examined to see
whether the ‘missing orders have been paid or received as spoilt or
unclaimed. If not, the fact should be brought toghe notice of the Heads

of the Circles so that the latter may issue instructions to all Postmasters
prohibiting their payment. : A :

628. If payment of anyv such missing order or orders is traced, the
order' or orders should be examined and forwarded to the Head cf the
Circle for an investigation of the fraudulent payment, placing the amount
under * Adyances Recoverable ¥ in the Objection Book,

629. Sums reeovered from the postal official responsible for the loss
of the missing orders are credited by Postmasters as “unclassified
receipts “ and should be brought to account under * Fees and other
Receipts—other items” in Abstract B. II—Miscellaneous Revenue—
Missing Pakistan Postal Orders should continue to be shown in the stock
until the Head of the Circle concerned after making necessary enquiry
and being satisfied about the loss of orders, forwards a final report to
the Home Audit Office, which will then direct the Postmaster concerned
to remove the orders from hic stock, by an entry in red ink in his list of
Pakistan Postal Orders sold without including the value of the crders
in the total of the lists. No write-off of value is necessary.

Disposal of the “Spoilt” and ‘Unclaimed’ Pakistan Postal Orders
received from Postmasters, etc. .

630. Spoilt and unc]air_ned Pakistan Postal Orders when received in |
the ‘Audit Office, either from Postmasters or from any other source, must
treated as “valuables” and made over fo the section -concerned

* through the register of valuables kept in the Record Section. - {They

should reach the Audit Office in separate registered covers marked
“1important” in red ink, and when this is not the case, the irreguiarity
should be brought to the notice of the sender.) . o

- 631 If the serial and consecutive numbers of the orders returned
by Postmasters are detailed in the letier accompanying them or in a
separate” invoice, the orders should be checked with the -entries:in the
tetter or-the invoice and an acknowledgment (in the pres‘cﬁbed:‘g;fom).

T e .-"'-‘;-.'-.-','!'11';
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signed by the Gazetted Officer-in-Charge, sent to the Postmaster. L no -
details.are given in the letter or no invoice is received, a suitable list
'should be prepared in manuscript and the omission pointed out 1o the™ e
Postmaster. i 2

. 632. Spoilt Orders received either with the list of orders soid or
otherwise should be entered in a manuscript register in the form pres-
cribed below which should be submitted to the Gazetted Officer for
orders and attestation of the entries made therein. If the reasons stated
by the Postmaster for treating the orders as 'spoilt’ are found by the
Gazetted Officer to be satisfactory, the orders should be forwarded to the
Lahore Audit Office with a covering memorandum which should be
enclosed in a separate service envelope,” registered and superscribed
“Important” in red ink, the number and date of the forwarding memo-
randum being cited in the last column of the register referred to above.
. Cases which reveal carelessness or -ough handiing of orders in Post
Office or where the explanation of Postmasters treating the orders as
“Spoilt’ is not satisfactory, should be repcrted {o the Head of the Circle
concerned. ; :

-

Registéd of Spoilt Pakistan Postal Orders

» i a1 Na, and
" i date of
- Serial No. - : : " Memo.
Date * From (with How Account-  Gazetted  forward- 4
of whom . index No. Spoilt . Value ant's Officer’s | ing the
receipt  received - and letter) ! remsarks orders . order
3 3 of Orders- ' ¢ 1o the
i i = ; , Labore
! C AL

I
: U
i 8 o : |
|
. ' L

1
|
|
|

. §33. The spoilt orders when received in the Lahore Audit Office are
entered in the register of valuables kept in the Record Section and made -
over to the Pakistan Postal Order clerk under his initials. The Pakistan
Postal Order clerk then enters them in a manuscript register in the
following form and places them in their proper places in the bundles of
paid orders. The date on which orders have been so placed shouid be
" noted against the respective serial numbers in column 5 of the register.
The Register should be submitted to the Gazetted Officer for review

every Monday.
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Register of Spoilt Pakistan Postal Orders

« P | . H Placed 'n paid bundles
. | : : by me on i
- No. and date’ Serial b S H
: ofthe ! . No.(with l
i memoran- index : ) Initials |
Jum From number of the i
with which whom and Values P.P.O. : Date | Remarks
the Pakistan . reccived letter) i clerk :
Postal ‘ of the 1
Orders ¢ ; order : ; !
received | . . :
1 2 3 3 5 6 7

i

634. Unclaimed orders received in the Audit Office should also be
entered in a manuscript register in the following form and submitted to the
Gazetted Officer along with a forwarding memorandum addressed to the
Accountant General, Punjab, Posts and Telegraphs Branch. Lzhore
duly kept in the register. The Gazetted Officer will attest the entry in
the register and sign the memorandum which along with the unclaimed
orders should be despatched to the Lahore Audit Office in a service en-

¢, 'velope, registered and superscribed * Imporiant ” in red ink. The number
\ and date of the forwarding memorandum should be noted in the *Re-
marks ""column of thd register. . EEUL

Register of Unciaimec Pakisian Postal Orders
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¢ 635. Unclaimed orders received in the Lahore Audit Office from the

v - Dacca Audit Office as well as from the Head Post Offices, etc., under its
own jurisdiction are. entered in the manuscript register. in the following
form and submitted to the Gazetted Officer for attestation of the entries
in the register. The orders are kept in the safe for Pakistan Postal .-
Orders in stock separately for each denomination in separate bundles -
according to the months of issue for twelve _months, ‘counting from the -
‘last date of the month of issue and then placed in . their . proper places _

-

- R e LS S
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in the bundles of paid orders if not claimed during this period, the fact
being noted in the register referred to above under the initials of the

Pakistan Postal Order clerk. The orders should be conspicuously marked - [ -

in red ink “Unclaimed forfeited to Government” under the initials of
the Gazetted Officer ahd: the following adjustment made by a monthly
transfer entry :—

Dr. “Deposits—Fakistan Postal Orders . ' i
To “Abstract ‘B’—Miscellaneous Revenues—II—Postal receipts—
Fees and Other receipts—other items”. - ;

Regist.e*r of unclaimed Pakistan Orders
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Disposal of the unpaid balance of Pakistan Postal Orders

635-A. The head ‘Pakistan Postal Orders’ relating to.a particular
financial yeax is kept open in the books for two financial years and the
balance, i.e., the excess of actual receipts over payments, under this head
will lapse to Government at the close of the 2nd financial year and be
transferred to the revenue head “Forfeited Pakistan Postal Orders .

Monthly statemerits of Pakistan Postal Orders in stock, sold and paid

63%. The Audit Section concerned in each Audit Office should com-
pile for each circle separately, a statement of Pakistan Postal Orders
paid ir Form No. A. G. P. T.-483 and make it over to the statement group
of the office together with the paid orders classified under the head-

_ “Pakistan Postal Orders paid” duly arranged according to the serial
numker of each series and for each denomination separately. Before

4

+
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_ Chap. 8] " PAKISTAN POSTAL ORDERS. [636—633

making over the statemenit to the statement group, the total of the state-
ment must be proved by the Accountant in charge of the Audit Sectimn
55 who should see that the total value of payments (excluding the wvalue
X of postage stamps affixed to the Pakistan Postal Orders) is correct with
reference to the face value of the total number of the Pakistan Postal
Orders paid ; and agrees with the booked figures and mark the statement

: “ agreed with Detail Book " under his initials. 2

636-A. The Audit section concerned in each Audit Office should com-
pile for each postal circle separately, two statements of Pakistan Postal
Orders sold and in stock in each month in form A. G. P. T.-483 and for-
ward them to the Lahore Audit Office on the 25th of the month following
that to which the statements relate. Before sending the statement of
Pakistan Postal Orders sold the total of the statement must be proved
by the Accountant-in<charge of the Postal Audit Section who should see
that the total value of the Pakistan Postal Orders sold is_correct with
reference to the face value of the total No. of Pakistan Postal Orders
sold and agrees with the detail boock figures and mark the statement
“ Agreed with Detail Book " under his initials. :

The commission realised on Pakistan Postal Orders sold should also
be checked with reference to the total No. of Pakistan Postal Orders
sold and agreed with the Detail Book figures monthly for statistical
purposes. 2

The figures of Pakistan Postal Orders in stock should be shown

. separately in form A G. P. T.-483, under each denomination separately
Yy in respect of the following:—
S + - Opening balance— . .
Supplies from—
- (i) A. G., Punjab, P. & T. Branch, Lahore.
' (ii) Controller of Stamps.
Deduct :(—
(a) Sales
_(b) Spoilt P.P.Os. sent to Lahore Audit Office vide No.  dated
(¢) P.P.Os written off. .
(d) Returned to Lahore A.O. vide invoice No.
Ciosing Balance.

637 The Statement group should prepare a consolidated statement
(in Form A. G. P. T.-483) showing the total value of Pakistan Postal
Orders paid for all the Postal Circles under the jurisdiction of the Audit
Office and arrange the paid orders for all the postal circles together ac-
~_cording to the serial numbers and index number and letter of each series
> for' each denomination separately. The statement together with .the
¢ - arranged paid orders should, after effecting agreement of the figures in
o the former with ‘the debits in the detail book; be despatched to the
Lahore Audit Office on the 27th of the month following that to which

the statement relates. f ;

638. The Audit Office should be careful to see th-at every paid order
the value of which is included in the statement is sent to the Lahore
Audit Office. When it is found absolutely necessary to detain a paid order
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on any-account, its amount should not bte inciuded in the statement of
paid orders until the order is actually despatched. The amount of the
order so‘detained should be placed under ‘objection under “ Advances
Recoverable ™. When the value of the order is subsequently inciuded
in the statement and attually despatched, its face value should be debit-
ed to the head “Deposits—Pakistan Postal Orders” and the value of
the Pakistan postage stamps (if any) affixed theréto to the Head © Deduct
—value of stamps affixed to Pakistan Postal Orders” under “I—Joint
Receipts  (P. & T.) ” in Abstract A.—Fostage and Message Revenue, by
credit to the head “ Advances Recoverable . =

639. In the Lahore Audit Office, the statements received from the
Audit Cffices should be entered in the register of valuables kept in the
Record Section and made over to the Pakistan Postal Order clerk to-
gether with the Paid Orders. The Pakistan Postal Order clerk should
count the paid orders and tick off the numbers entered in the state
ment uncer each denomination. The statement should be marked
“checked " under the initials of the Pakistan Postal Order clerk and filed
under the orders of the Gazetted Officer.

640. The paid orders received from the Dacca Audit Office and those
aid by Post Offices in the jurisdiction of the Delhi Audit Office should
ge arranged together for the whole of Pakistan accotding to the serial
aumbers of each series of the.index number and letter for each deno-
mination separately. This work should be completed by the end of the
second month following the month.to which the.Fakistan Posfal Orders
paid relate. The paid orders should then be kept in an Almirah in
-separate bundles for each denomination serially arrangad irrespective of
the month of payment. )

641. Soon after the Pakistan Postal Orders paid during March have
been arranged in bundles in the manner indicated in Article 640, each
bundle should be examined by the Pakistan Postal Order clerk and the
Pakistan. Postal Orders running in unbroken consecutive numbers. segre-
gated in separate bundles for edch denomination for destruction after
one yéar, e.g., the bundle of Re. 1 denomination contains paid orders
trom 1.to 1206, 1210 to 1599, 1620 to 1650 and so on. The paid orders from
1 to 1205 should be separated for destruction and as soon as the wanting
paid orders, wviz., 1207 to 1209 are received the paid orders up to 1598
should ke transferred to the bundle prepared for destruction, Before
destroying the Pakistan Postal Orders they should be entered in a register
in the following form and orders for destruction obtained from the
Accountant General. L

Serial Number .  Date of Destruction glnit.ialsol'G. 0.

Denomination

~ .

]
|

|
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Verification of stock )
Central Stock

641-A. The Central Stock of Pakistan Postal Orders chould be veri-
fied annually by a Gazetted Officer of the Office of the Accountant
General, Punjab, Posts and Telegraphs Branch. Lahore, who is not con-
nected with the work relating to the stock of Pekistan Postal Orders
with the help of 3 or 4 auditors. This verification will generally be done
in July when the balance is at its lowest, '

A certificate of the verifying officer for completion of the verification
should be sent to the Auditor General, within a week after the verifi-
cation. The office of the Auditor General should watch that the cecti-
fcates showing no discrepancies should be filed immediately while those
showing discrepancies should be filed only after the discrepancies are

scttled.
Audit Office Stock

€42. On the last day of each month, the stock of Pakistan Fostal
Orders in the Audit Office should be verified by the Gazett2d OfFice, ir
charge with the balance shown in the Stock Register which wiil be
initialled by him.

643. In addition ‘to the usual monthly verification, an independént
verification of the stock of Pakistan Postal Orders in the Audit Office
should also be carried out annually on the 31st March each year either
by the Accountant General himself or by one of his Gazetted Officers
other than the Gazetted Officer in charge. of the stock and a certificate
of the verifying officer to that effect forwarded to the Auditor General
$0 as to reach his office by the first week of April. The office of the Auditor
Genera! should watch that the certificates are received by the due
date. Certificates showing no discrepancies should be filed immediately
while those showing discrepancies should be filed only after the discre~
pancies are settled. ; ; 3

Stock in Post Offices

641 At the time of inspection, Superintendents and Inspectors of
Post Offices are required to send’ to the Audit Office a memorandum
showing the balance at the end of the month preceding his visit, sub-
sequent receipts and sales up to the date of visit, and the balance in stock
on that date, with a certificate that the stock and accounts were found
%.agree, vide clause (4/1) to Rule 239 of the Posts and Telegraphs

anual, Volume VIIL. The memorandum should be checked with the
return of the corresponding period received from the Post Office, any
discrepancy being reported to the Head of the Circle.

Verification of balances

614-A. The Posts and Telegraphs Audit Office, Lahore, will main-
tain the foliowing three broadsheets in manuseript in the subjoined
forms A, B and C for verifying the balances of stock of Pakistan Postal
Orders and effecting an agreement with the ledger balance when the
accounts of the year are closed :—
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(1) A broad sheet showing the number under each denominatior
and value of—

(i) Pakistan Postal Orders received from the Controller of Stamps. -

" (ii) Pakistan Postal Orders issued to Audit Offices, and -
(iii) Pakistan.Postal Orders in stock in Lahore Audit Office. ‘

(Central Stock)—This broadsheet will be posied from the stock
register of Pakistan Postal Orders and the monthly balances worked
out therein will be agreed with the balances shown in the stock register.

(2) A broadsheet showing the number under each denomination
and value of—

(i) Pakistan Postal Orders issued to the Posts and Telegraphs
Audit Offices,

(ii) Pakistan Postal Orders sold (including speilt and written off),
. and

(iii) Pakistan Postal Orders in stock in Audit and Post Offices
The number of Pakistan Postal Orders issued will be
posted in the Broadsheet from the stock register of Pakis--
tan Postal Orders. Their value will also be posted therein
after calculation. The number and value of Pakistan Postdl
Orders sold will be posted from the statement of Pakistan
Postal Orders sold, received monthly from the Posts and
Telegraphs Audit Offices, vide Article 636-A. The balance ¥
worked out in this broadsheet should be agreed with the ‘
balance in stock shown in the statements of Pakistan Postal’ ‘
Orders in stock received from the Audit Offices (vide
Article 636-A). s

(3) A broadsheet showing the number under each denomination
and value of— ’

(i) Pakistan Postal Orders sold,
(ii) Pakistan Postal Orders paid, and

(iii) Pakistan Postal Orders remaining unpaid. The number and
value of Pakistan Postal Orders sold and paid will be
posted in the broadsheet from the statements of Pakistan
Postal Orders sold and paid received from the Branch
Audit Offices (vide Articles 636 and 636-A). The value of
Pakistan Postal Orders sold and paid in each circle as
posted in this broadsheet should be agreed with the
figures of monthly credits and debits on account of Pakis'..
tan Postal-Oxders intimated on the 25th,of the 2nd month

following, to the Lahore Audit Office by the office of the
Auditor General and the discrepancies, if any, reconciled
in communication with the Audit Office concerned.

The broadsheets “_:s-_}iﬁlﬂd' after completion be submitted to the
Gazetted Officer before the end of the 2nd month following the month of
account. 3 il e : Baa = < o)
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CHAPTER 9.—CUSTOMS DUTY ON POSTAL PARCELS, ETC.

Artickes Articles
Introductory ... 645 | Check of Recoveries against debits 69
i i ; 97
Tnward Forsign Mail Articles 616 J! Misclassification of recoreries &
i Untraced receipts and memos. * ... 638
Returns due and dates for their
subistion to audit ... 830 Review of Unchecked Debits an =
Issuc of Search Bills ... 01
Due dates for completion of audit... 651 |
| Results of audit 710
Audit of Parcel Bills, L~zier Mail Re- U B 33
gisters... Suatement of denained . Objevtion Book ” ?
articles, Abstracts and Customs :
Buls 632 | Adjustment Regsster ... TIT
| -k &
Audit of Schedules of Customs Duty 633 | Abstract of Objections ... 713
' | Broadshect of Balances ... b |

Arranging of Parcel receipts  and

assessment mMemMos. 661 | o wcoverics and refunds ... & .t
Totalling by machine ... 663 | Consolidation of Transier Entries
L . made in the Customs Duty Section , 72
Reconciliation ... -~ -
s . s Verification of Balances ... 723
Sorting of Parcel Receiptrand assess- - | parcel R and A
menl memos. 675 Mcmos. sent out e 736
Audit of the Statement of writes-ba Progress and Review Reports 739
. of Customs duty 681
: Error book " g 742
Check of Duty Prepaid Parcel Bills
and detailed Statements 68+ | Outward parcels (Duty Prepaid) ... 743
Introductory

645. The rules for the assessment and realisation of customs duty on
Postai parcels and letters (both inward and outward) will be found in
Chapter I of the Posts and Telegraphs Manual, Volume VI. The rules for
the accounting of customs duty realised at Post Offices are given in
Chapter 8 of the Posts and Telegraphs Initial Account Code, Volume L

Inward Foreign Mail Articles

646. Letter Mail articles and postal parcles are received for delivery
in Pakistan from foreign countries with which arrangements exist for
their exchange. These articles and parcles are called inward foreign
mail articles and inward foreign parcles They are received only through
certain offices called the offices of Exchange, which are located at Tor-
Khan (Peshawar), Lahore, Mirjawa (Quetta), Karachi, Dacca -and
Chittagong. .
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647. As the inward foreign parcels and articles of Letter mail may
contain dutiable articles, their contents are examined by the Customs
Department before they are transmitted by the offices of Exchange tw
their destination. In the matter of the clearance of articles through the
Customs and the realisation of the amount of Customs duty from the
addressees, the Pakistan Post Office acts as an agent of the Customs
Department and receives as fee for its services a commission of 8 per
cent. calculated on the total customs duty realised through the Post Oftice
vide Article 297 of the P. & T. Account Code. The department also gets
commission at the rate of 3 per cent on the net sale proceeds of aban-
doned inward foreign parcels returned by the offices of exchange to
Customs Department. The percentage rates are subject to revision as
may be done by the Government from time to time.

The rules governing the procedure relating to the assessment of
articles to Customs Duty are contained in the Foreign Post Manuals,
Velumes [ and IIL

648. The audit and accounting work in connection with Customs
Duty and other charges realised by the Post Offices on inward foreign
arcels and articles of Letter mail has been centralised and is conducted
Ey the Accountant General, Punjab, Posts and Telegraphs Branch,
Lahore, or: behalf of the Auditor General. The amount of Customs Duty
and other charges are recovered in cash on delivery of parcles,and articles
and eredifed in the accounts of the Post Office under the head “ Customs
duty receipts™. In the case, however, of Pakistan States which have
-been authorised to use Service Postage stamps, and of all Government
officials. the practice hitherto followed of paying Customs Duiy by means
of Service Postage stamps has been allowed to continue.

649. The amount of Customs Duty levied on dutiable articles is
claimed by the Civil Department on the basis of the amount assessed by
the Custemns authorities and not on the actual amount realised by the
Post Office on delivery of the articles. The duty of zudit consists, there-
fore, in seeing that rot only the Customs duty assessed on each article
is_correctly recoverec from the addressees and accounted for by the
offices of delivery but also that the P. & T. Department gets a write back
of customns duty from the Civil Department in respect cf :— 2

(i) articles assessed to duty but suhéequéntly redirected out of

India or returned as undelivered ;

(ii) articles intercepted and destroyed by the Postal authorities
owing to prohibition of their transmission by inland post ;

(iii) articles assessed to duty but subsequently revised "before
’ delivery io the addressees; .. , s -

(iv) articles assessed to duty but su.ibséi;uéri_tly found fo be un-
deliverable and treated as abandoned on receipt of instruc-.
tions from the senders. . e n e Weial
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Chap. 9] CUSTOMS DUTY ON POSTAL PARCELS, ETC. {650—652

Relums due and dates for their submmlou to Audit

650. The following accounts of Customs Duty {tran:zactions are
rendered to the audit oMice.

1
Whether submt-

Description of retum By whom rendered ted weeh Dy or Date ¢f satmission
J ' monthh
{@) Parcel Bills .. O%ceof Exchange | Weekly o Beothe e= of the vorres-

pondine week of the
monih ‘olowing that

i 1o which the hills relawe,
(A Letter Mail Register Do. Deo. WA Do
() Customs Bills i1with Do. .+ Monthly o 25th oof e menth follow-
statement of adijust- - : ing tha: to which the
ments  and  write- | bills relzce.
back lists). t
: i
() Schedulkes of Cusioms  Hzad Office wusi Do. ... 1dth of the month follow-
Duty with  Parcel i :ne tha: ic which the
Receints and Assess- ; ~heduhs refate.
ment Memos i -

Due dates for completion of Audit

651. The due dates for corupletion of the, audit of Parcel Bills,
schedules, etc., are as follows :—

ltsm of Works When due for completion

(@) Audit of Parce] Bills, Letter Mail Register and Customs Bills  25th of the second month

following.

(8) Audit of Schedules of Customs Duty ... ... 10th of the second month

: i * following. h

() Credit check ... 25th of the third month fol-
lowing.

{«f) Check of write-hack lists . 25th of the suond month
following.

(¢) Check of Duty Prepaid Parcel Bills and detailed state- » Do.

ments.
'

Audit of the Parcel Bills, Letter Mail Registers, Statement of
..seDetained articles, Abstracts and Customs Bills
. 652. The inward Foreign Parcel Bills and Letter Mail Registers, etc,,

are received in the Record Section and made over to the Customs Duty
Section through a transit register. These bills and registers show among

- other particulars required for the purpose of assessment :—

(i) The name and address of the addressee,
(ii). Local Number,
(iii) Amocunt of Customs Duty.
The total of each pa%e of the Parcel Bills and Letter Mail Registers

shown on the bills as well as in an abstract in Form No. F. P.-29, which is
prepared separately and submitted with the Parcel Bills, etc.
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653. On receipt of the Parcel Bills, etc, in the section, they should
be made over to the machine operator who should check the totals given
in each page and agree the same with the amount chown in the abstract,
the total of which should, in its turn, be also checked. - The operator
should note down the errors in the totals in a register showing the irre-
gularities detected by-the machine operator and mark the bills as checked
under his initials with date.

-

After this work is completed, the documents should be made over to
the Parcel Biil clerk who should verify in lump the total of the abstract
with the total gross amount claimed in the Customs Bill. 1f in the course
of agreement any discrepancy is noticed, the Parcel Bill clerk should locate
the difference and issue a communication in Form No. A. G. P. T.479 to
the Postmaster. An objection statement should be issued only when 1t is
found on receipt of a reply to the communication that the mistake affects
the amcunt claimed in the Customs Bill. The fact of agreement should
be recorded on both the documents under the initials of the Parcel Bill
clerk with date.

654. After the audit is over; the Parcel Bills, etc., should be arranged
accordin to the serial order of the Local Numbers and stitched together
in parts of convenient size inside a wrapper and docketed. The docket
should show the name of the office of Exchange, the month of assessment,
the number of the volume and the first and last local Number. The cor-

rectness of the last local number of the month should be verified by .

reference to the Number shown by the Offices of Exchange on the first
- page of the Parcel Bill of the following month. There should be nosbreak
in the series of numbers. If there is a break, the irregularity should be
- pointed to the office of Exchange through the half-margin Memorandum
of Customs Duty irregularities in Form A. G. P. T.479. The checker
should sce that the date stamp of the office of Exchange is impressed on
the right hand corner of the Parcel Bills and that the Parcels and articles
assessed to duty in a different month are not included in the Parcel Bills.
etc., under check. The checker should mark the document as checked

under his initials with date.

655. The Customs Bill shows the total amount of "Customs Duty
_assessed during the month as shown in the Parcel Bills, Letter Mail
Registers, etc, 1n addition, it also contains “deduct” and *add” adjust-
ments on account of the discrepancies of the previous month, the writes-
back of the debits of Customs Duty and the customs duty assessed .on

! els and Letter Mail articles of the previous months which ‘were
detained for later customs examinations. The net amount.of the Customs
Bill is debited to the Post Office in the Exchange Account with the Civil

Accountznt General of the Province in which the office of, Exchange is !

situated. .

" The Customs Bills are adjusted as follows :—

Recoverable Customs Duty on Inward Foreign mail Articles” and credit~
JAng_(a] ~

= |

tween.

2
L8
= . 4
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The net amount of the Bills are adjusted by " debiting ' Advances __
ZExchange:Accounts between Civil and Posts and Telegraphs™ .
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Chap. 2] CUSTOMS DUTY ON POSTAL PARCELS, ETC. [655—658
(i) Accountant General, Pumjab. ; In the case of Cu.\mmé Bills of l-_;:-,-.m:
Civil, Labore and the A, G. P. Otfive of Exchange.

& T. Branch, Lahore—liems
adjusiable by P. & T. Miscell-
ancous of Office of ¢xchange. % )
(ii) A. G.. P. R.. Kzrachi, and the In the case of Customs Bilh of Karachi
A.G.P. & T. Branch. i.abors and Mirjuwaa (Queitar.
Items adjustable by P. & T. J -
Misceilancoys.
Gii) Comptrofler, N. W. F. P, In the case of Customs Bl of Tosk -an
Peshawar, and the A. G., tPeshawar).
P. & T. Branch. Lahore—
Items adjustable by P.&T.
Miscellancous.,
and (b) *Posts andl Telegraphs Remittances Dacca Audit Office ” in :
case of the Customs Bills of Dacca and Chittagong Offices of Exchange.

Note.—Tke Parcel Bills of the Chittagong office and ihe letter Mail Rogisters
of Dacca Office of Exchange are received monthly,

The amounts deducted from the Customs Bills en account of writes-
back of debits of Customs Duty are adjusted by debiting * Advances
Recoverable Customs Duty on Inward Foreign Mail Articies™ and cve-
diting ** Deposits—Refund of Customs Duty on Inward Foreign Mail
Articies” and the writes-back lists msde over to the audiicr in charze
of write-back staterncri and his acknowledgment obtained. The amoun's
added to or deducted from the Customs Bill on account of discrepancies
should be adjusted to the adjusting heads of account, vi:.. ~ Depesiis—
Short Debit or Excess recovery on account aof Customs Duty Realisation™
and " Advances Recoverable—Excess Debit or Short recovery on account
of Customs Duty Realisation”, The Adjustment sheets should be made
over to the objection Book Auditor under receipt for further action.

656. After the completion of the audit of the Parcel Bills, Letter Mait
Registers, etc., and the Customs Bills, the totals of the Parcel . Biils,
Letter Mail Registers, Statements of Detained Parcels and articles and
the amount of Customs Rills should be entered separately for each office
of Exchange in a register showing the reconciliation of Parcel Bills, etc.
with Customs Bills. The action taken for the difference if any, should be
noted in the register. The register should be submitted to the Gazetted
Officer through the Accountant for review on the 25th of every month.

657. The gross amount of the Customs Bill, amount of writes-back
of Customs Duty and the net amount claimed by the Customs Depar:-
ment should be entered in a register and the month in which the Cus-
toms Bill is adjusted should be noted in the column provided for the
purpose in the register. This register should be submitied to the
Gazetted Officer through the Accountant for review on the last day of

each month.
Audit of Schedules of Customs Duty

658. Each Head Post Office will submit to the Lahore Audit Office
direct -a schedule in form No. A.'C. G. 90 called “ Schedule of Customs
Duty and other charges realised in cash on inward foreign parcels and
articles of letter mail”. All the schedules are due to be received on or
before the 10th of every month. Even when there are no recoveries of
Customs Duty, etc., in a month “nil” schedules will be received. The
schedules when received will be transferred by the Record Section to
the Customs Duty section through a transit register under receipt, In
‘case the schedules are not received in time, the auditor, Schedule Check
Group should issue telegraphic calls for the same.

-
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653. The Schedule contains details of thé date of the récovery of -
Customs duty, the local number, the name of the addressee, the amount -
of Customs duty. etc. The money columns of the Schedule are totalled -
daily and the total is transcribed in the Abstract of daily totals which
accompanies the schedule. The parcel receipts and assessment memos. ac-
company the schedules arranged in the order of the entries in the sche-

dules and according to the month of assessment to which they relate. 4
660. The examination of the Schedules is eenducted in three stages,
namelv—

(i) the arranging of parcel receipts and assessient memos. in
suitable batches,

(i) the totalling, by machine, of the amount of Customs Duty as
shown on the parcel receipts and assessment memos., and

(iii) the reconciliation in lump of the totals of the schedules with
total of parcel receipts and assessment means as cbtained
on the machine. y "~

2 Arranging of Parcel receipts and assessment memos

661. On receipt in the section, the auditor will make over the sche-
dule with bundles of Parcel receipls and assessment memos, and Abstracts -
to the arranger through a distribution register under receipt. The arran-
ger shculd arrange the Schedules and the bundles of the Post Offices in a
Postal Circle alphabetically and then separate the schedules and the
Eundle of receipts and memos. of the different months of assessment. He

should in the course of arrangement issue calls for wanting schedules or t
bundles of receipts and memos. He should group the receipts and 7
memos. in gonvenient batches of hundreds each, separating. slips bejng = 4+

used to prevent the different'batches being mixed up. . Any irregularities
noticed by him in the preparation of schedules and.receipts and memos.

= shou!d be communicated to the Postmaster through the printed Half
Margin in use—Form No. A. G. P. T.-479,

662. When the arranging of receipts and memos. is completed the
arranger should place a slip (Form No. A. G. P. T.-489) showing the office - -
of delivery, montn of assessment. month of recovery and the number of

1,000 vouchers, the number of receipts and memos. in each bundle being
ascertained by actual count. The-schedules and abstracts should be made
over to the auditor for safe custody so that the machine operator may
not have access to them. The arranger should prepare a consolidated
statement showing the number of Parcel receipts - and Assessment
memos. in each bundle for each circle. A separate statement should be =
prepared for each month of assessment. The entries in the memo, :will = »
be made from the details on the slips kept.on the top.of. the bundles. The . -
bundle of receipts and memos. should then be made over to the machinist.

O -+ Totalling .by machine -.: * ; 2
T 663.7On receipt of bundles of arranged regeipt * and " memos. - the
machine Operator ill proceed 1o total the amount,of. Customs™ duty -as
shown’on"the receipts and memos. enever a separating-slip is reached
or the last batch in a bundle is finished the machine shoul -be ‘stopped
and the'totals as recorded therein should 'be noted on .a piece ‘of paper of
convenient size. . The local number.borne by:.the. first and last receipt or - - ;
iemo: 'l'should be noted “against the_total to -facilitate referencé. by the -
reconciler: - - . - R e e TR A
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§64. The Machine operator should bring to the notice of the auditer
all eases in which the month stamp of assessment is absent. memoraz-
dum of Customs Duty realised on outward foreign parcel has been m:s-
directed, there is defective and incomplete preparation of duplicate
receipts and memos. and disarrangement of receipts and memos. by tng
arranger.

665. The auditor should notice these irregularities to the offices ce=-
cerred using the printed Half Margin Memoranda Form (No. A G. 7.
T.-479)

The obundles of receipts and memos. with the slips containing ike
machine totals should then be made over to the reconciler.

RECONCILIATION

666. On receipt of bundles of receipts and memos. together wi:h tre
s!ips showing machine. totals, the reconciler should first compare these
totals with tne totals shown by the Postmasters in the Abstracts ard noze
the discrepancy, if any, in red ink in the slips prepared by the operaior.
Tbe}i’ter}r\\s that are recenciled should be ticked off in the Abstract ir. token
of check. ’

667. The reconciler will-then seitle the discrepancies betwesn tre
operator’s total and the Abstract total which are generally due io tze
reasons noted below —

(i) Excess totals by the operator over the Postmaster's totals are due
to— )

(a) Payment of Customs Duty, etc, by affixing postage stamos
instead of in cash: In these cases the operator will inclu2e
the amourts in his totals while there will be no cérrespondirg
credit in the schedule. :

{b) Inclusion in the machine total by the operator of certain
receipts and memos. though received along with the sche-
dules do not relate to the month of recovery under audit.

(¢) Short credit in the schedules in respect of any particular
receipt or memo. s )

(d) Mistakes in totals made by the Posimasters in the Schedules.

(e) Mistakes in the total made by the machine operator. This
may be due to bad operation or to indistinct or illegible
figures or to mistakes in singling out the amount of Customs
Duty from other items of recoveries shown on the receipis
and memos.

(f) Wrong posting by the Postmasters of the amount of Customs
Duty in the column for postage, etc.

(i) Shortage in operator’s totals are due to—

(a) Wanting receipts or memos. .

(b) Adjusment of short realisation of Customs Duty in the Sche-
dules instead of showing it as an item of unclassified receipt.

(c) Mistakes in totals made by the Postmasters.

(d) Mistakes in totals made by operator. :

(e) Excess credit in the Schedules in respect of any particular
receipt or memo. . . o il

o
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(f) Wrong posting by the Postmasters of the amount of postage,
etc., in the column for Customs Duty recoveries.

(iiiy Discrepancies, short or excess, may also occur on account of
mis-arrangement of receipts and memos. by the arranger. Such
discrepancies are generally settled with the corresponding
excess or short total in some other batch or batches.

668. After nothing the discrepancies the reconciler should locate the
mustake, ascertain its nawure and then compars the entries in the Sche-
dules with the relevant receipts and memos. in respect of the batch in
which there is a discrepancy. In this way the discrepancies should be
scttled. The short or excess totals by the Postmasters or by the machine
operator can be settled by checking the totals of the schedules by mental
process. The manner of settlement of each discrepancy should be noted
on the reverse of the relevant manuscript slip prepared by the operator.

669. In addition to reconciling the discrepancies. the reconciler is re-

quired to— ;

(a) prepare check slips. for wanting receipts or memos. and issue
calls for the same; ’

(b) notice erroneous addfticn of amount of Customs Duty in the

Schedules of Customs Duty in adjustment of discrepancies ;

(c) note in cases of excess or short credit on the parcel receipt or
memo. concerned, the actual amount credited in the schedules
for the guidance.of the credit checker; and - -

{d) make over receipts and memos. bearing postage stamps in pay- -

ment of Customs Duty to the auditor for purposes of making
necessary account adjustment, receive them back and keep
them in the bundle. ’

€70. The auditor should fully review the work of reconciliation. He
should also check in detail the discrepancies, if any, noted by the recon-
ciler and record the result in the review register.kept by him.

671. After the Abstracts have been agreed with the operator’s slips
as detailed above, the reconciler should consolidate the figures of all
post offices in each Postal Circle in Form No. A. G. P. T.-486, classified
according to different month of assessment. The auditor should record
a certificate of agreement. of the figures of each circle with the amount
actually credited in the accounts. In the case of Home postal Circles,
the Pos:al Accounts Sections of the office will send to the Customs Duty
Section on the 25th of every month, statements showing the amount of
Customs Duty and other charges credited in the_cash Accounts. In the
case of the Foreign Postal Circle, similar statements will be received
from the Dacca Postal Audit Office by the 30th of the month followin

that o which the recoveries relate. :

§72. As all the transactions relating to the realisation of customs duty

and other charges are adjusted in the books of the Punjab and N. W. F..

Circle, the auditor should make the following clearins transfer entries
monthly in regard to the recoveries effected in the Sind and Baluchistan
Circle as communicated by the Postal Account Sections.

Dr.

Transfers within the Postal and Telegraphs Circles under the juris-
diction of the same Audit Office.

P |
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(1) Posts and Telegraphs Remittances

To

d Cr.
Advances Recoverable—Customs Duty on inward foreign Mail
Articles,

He should make the following adjustments in respect of the state-
ment of recoveries received from other audit offices. L

Dr.

Transfers to Postal and Telegraphs Circles under the jurisdiction of
the other audit office.

Posts and Telegraphs Remittances (Dacca).

Cr.
To

Advances Recoverable Customs Duty on inward foreign Mail Articles.

The amount realised on delivery of parcels and Letter Mail articles
not only represents Customs Duty but also includes other postal fees. It
will therefore be necessary to transfer the credits on account of postal
fees to the heads (i) “ Abstract A—Posta%e and Message Revenue II—
Postal Receipts (a)—Postage realised in Cash”, in respect of Postage,
Redirection and Insurance fees and (ii) Abstract B—Miscellaneous Reve-
nues—II—Postal Receipts, (b) Fees and other receipt—other items” in
tespect of Postal fees, delivery fee, ware-housing and demurrage charges,
etc, from _the. head “ Advances Recovegable—customs duty, etc. ™, to
which they were originally taken. These miscellaneous postal receipts
are not audited Bat collected in the Register of classification of credits
and accounted for separately.

673. Objection statements, wher@ necessary. should be issued by the
auditor, schedule check group in respect of discrepancies noticed between
the audited Abstract figures and the amount credited in the cash Account.

674. The register showing the classification of recoveries of Customs
Duty according to different months of assessment should be posted by
the auditor, Schedule check Group from the agreed circle compilation
sheet mentioned in Article 671. The register should be closed monthly
and submitted to the Gazetted Officer in Charge for review through the
Acountant on the 25th of the second month following that to which the
recoveries reldte.

Sorting of Postal Receipts and Assessment Memos.
-6-7,5.-Th'gwork of sorting receipts and memos. is done in five stages.
- First "Stag}e.—Counting receipts and memos. _ E
" Second Stage.—Sorting them according to offices of Fxchange.

Third Stage—Sorting according to thousand serials.

Fourth Stage.—Arranging according to serial Local Number of

receipts and memos.
Fifth. S;age.—-Counting, bundling and labelling.

"
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§76. On receipt of the bundles of Parcel Receipts and Assessment
memos. with the memo. showing the number made over to the Sorting
Group the senior sorter should verify the number shown on the slip
placed on the top of each bundle with the corresponding entry in the
memo. Form No. A. G. P. T-487. The sorter should venfv by actual
count the number of raceipts and memos. noted on the slips. The sorter
should then proceed to sort the receipts and memos. in the order men-
tioned abov=.

677. Af-er the several stages of sorting indicated above have been
gone through. the serially sorted receipts and memos. relating to each
office of Exchange and for each month of assessment will finally be
counted bv huncreds, placed crosswise and bundled, the total number in
each bund’e being noted on a slip.in Form (A. G. P,T.-490) placed at the
top which (zhe Form) will show (i). the name of the office of Exchange,
{(i1) the mor:h of assessment, (iii) the number of receipts or memos. (iv)
the month of delivery, and (v) the initials of the sorter.

678. Thre total number of receipts or memos. relating to each office
of Exchanzes. as shown on the bundle slips, will then be posted by the
Senior sorter in a broadsheet. A separate broadsheet should be used for

each month of assessment.

The serially arranged bundles for each office of Exchange together
with the respective broadsheets will then be made over to the credit
checking Group for audit. The Sorting work should be completgd by the
10th of the third month following that to which the receipts and memos.

relate. .

§79. In order to ensure that all the receipts and memos. originally
raceived in the Sorting Group have been made over to the Credit Check-
ing Group. the auditor in charge of the Sorting group will compare the
number of receipts transferred and entered in the Sorting. Broadsheet
with the number entered previously . in the memo. received from the
Schedule Check Group. The difference between the two figures will be
explained in a separate sheet of paper and submitted to the Gazetted
Officer in charge for review through the Accouritant on the 12th of the
third month following the month of account. :

680, A progress Report in Form (A G. P. T.484) should be main-
tained for the work done by the sorters. The report should be filled in
daily by them at the close of the day’s work

Audit of the Statement-of Writes-back of Customs Duty

681. The Customs Duty assessed on Inward Foreign parcels and
.Letter Mail articles which have been redirected out of Pakistan or re-
turnec to the senders as undeliverable are written back by the Customs

Department. For this purpose, the offices of Exchange prepare monthly

statements showing details of such parcels and articles and forward
them ‘o the Collector of Customs for sanctioning the write-back of duty.
The credits due to the Post Office on account of reassessment of duty
before delivery of the articles to the addressees are also included in the
above statements. The Collector of Customs after examining the state-
ments sanctions the write-back of duty on the articles included in . the
staternents and returns them to the Offices of .Exchange. The Offices

£
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¢ Fxchange include the total amounts of these statements in the Register
gf Writes—%ack of Customs Duty allowed on Postal Parcels and Letters
and forward the same along with the statements and the write-back
orders sanctioned by the Collector of Customs as vouchers in support of
the claim of the Post Office against the Customs House for abatemént of
duty to the extent of the total “writes-back " granted in the month, The
Collector of Customs affords credit for these amounts by deducting them
from the tota! amount of the customs Bill {i.e.) writes-back the Customs
Duty previously debited to the Post Office. .

These statements are cailed “Stalements of w.rite-back of Customs
Duty " and are received along with the Customs Bill by the 25th of the
month following that to which the statements relate.

682. On receipt of the statement, the Auditor should check and marx
the items in the respective Parcel Bills, Letter Mail Registers and the
statement of detained articles or the Search Bill Registers (Register of
Unchecked Items) with the letters “ W. B. (month of the statement)”
indicating thereby that credit has been aforded by write-back of the
debit of Customs Duty. The corresponding entries in the statement should
also be ticked off in coloured pencil. If in the course of check any dis-
crepancy is noticed between the debit and the credit, it should be settled
either by correspondence with the Office of Exchange concerned or by
the issué of an audit memo. An abstract of the credits classified accord-
ing to different months of assessment should be prepared on the back
of the Statement relating to each Office of Exchange. When the state-
ments of all the offices of Exchange are completely checked in the manner
detailed above, the, abstracts should be -posted in a register showing the
adjustment- of write-back of Customs Duty classified according to months
of assessment and totalied. The regicter should be closed and the follow-
ing adjustment miade to clear the amount which was originally credited
to the head “ Deposits—Refund of Customs Duty on Inward Foreign
Mail Articles™. "

Dr. {

Deposits.—Refund of Customs Duty on inward foi'eign mail articles.
{ ¢ Cr.

(i) Advances Recoverable.—Customs Duty on Inward Foreign Mail

Articles.

(ii) Advances Recoverable.—Excess Debit or short recovery on
account of Customs Duty Realisation.

(iii) Abstract J.V.—Losses, elc, written off.

(iv) Abstract B.-II—Fees and Other receipts—Other Items. °

The register should be closed and submitted to the Gazetted Officer
through the Accountant -for--review by the 25th - of the second month
following that to which the statements relate. )

683. A register of deposits is maintained in Form No. A. G. P. T-70

“in which the credits are shown for each office of Exchange with sufficient

particulars. The debits as subsequently adjusted should be posted
against the items concerned in the columns for the months in which the
debits were adjusted. A broadsheet should also be maintained through
which the total credits and debits should be verified with the booked
figures every month; the diffierence between the two sets of figures, if




246
683 €88 CUSTOMS DUTY ON POSTAL PARCELS, ETC. {Chap. 9,

any, being explained below. The register and the Broadsheet should
be closed on the Tth of the second montn following the month of account
and submitted to the Gazetted Officer through the Accountant for re-
view. - The items outstanding in the register for more than three months
should be shown with full particulars of action taken for their adjust-

ment.

Check of Duty prepaid Parcel Bills and Detailed Statements

634. The offices of exchange prepare monthly separate Parcel Bills
for Inward Foreign Parcels. the Customs Duty in respect of which has
been prepaid in the United Kingdom and forward them to the Audit
Office by the end of the month following that to which the bills relate.
The total of these bills should be checked on the comptometer and com-
pared with the amount shown in the abstracts and Customs Bills.

685. A detailed monthly statement showing among other particulars
the lecal number, month of assessment, date of receipt of the parcel in
Pakistan, the amount of customs Duty in rupee and sterling currency

and the rate of conversion ‘of the Duty Prepaid Parcels is prepared by -

each Office of Exchange and sent to the Superintendent, Foreisn Post,
Karachi, for claiming the amount shown thirein the United Kingdom,
General Account. The Superintendent, Foreign Post, Karachi, forwards
these statements to the Audit Office after claiming the amount in United,
Kingdom General Account. On receipt of the statement in the Account
. Current Seetion with the General Accouynt, the total of the stbkrling
amounts of the statement is converted into rTupee currency at the flat rate
of 2s. 1 29:32d. a rupee and credited to the head “ Advances Recove-
able—Customs Duty on Inward Foreign Mail Articles” and the statement
made over to the Customs Duty Section for totalling and audit.

683. On receipt of the statement in the Customs Duty Section the
total of the amounts in rupee currency will be chocked by the Compto-
meter Operator after which the Auditor of the Write-back Statement
should see that the Customs Duty and Postal fee of each parcel shown
in rupee currency have correctly been converted into sterling equiva-
lent at the rate of exchange applicable to the payment of Inward Foreign
money orders on the date of receipt of the parcels in Pakistan and that
the amount claimed in the General Account, is correct

$87. The amount of Customs Duty shown in the statement in rupee
currency, in respect of each parcel, should be checked with the amount
of Customs Duty shown in the Duty Prepaid Parcel Bill and the diffe-
rence, if any, reconciled.

688. Any difference between the total amount of the Duty Prepaid
Parcel Bill and the amount previously credited by the Account Curreat
Section to the head “ Advances Recovérable—Customs Duty on Inward
Foreign Mail Articles” should be adjusted as follows:—

It short-credited, an adjustment should be made by debiting “Ex-
chang= on Remittance Account” and crediting " Advances Recoverable
Customs Duty on Inward Foreign Mail Articles”.

. If excess-credited, the head “ Advances Recoverable—Customs Duty
on Inward Foreign Mail Articles ” should be debited by deduction from
credit and the head *“ Exchange on Remittance Account” credited.

-~
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With regard to the adjustment of Postal fees, the total of which has
been credited to the head “Advances Recoverable—Customs Duty,
ete.,”, the following transfer entry should be made in the Customs Duty

Section.

Dr.
+ Advances—Recoverable—Customs Duty, etc.”
(deduct from credit)
Cr:

“ (I) Abstract A—Postage and Message Revenue—IT—Postal Receipts
(a) Postage realised in Cash” in respect of Postage. redirection and
Insurance fees shown in column 10 of the form A.C.G.-80 and

“ (II) Abstract B—Miscellaneous Revenue 1I—Postal receipts (b}
Fees and other receipts—other items” in respect of Postal fee, delivery
fee, warehousing and demurrage charges, etc,, shown in column 9 of the
form A.C.G. 90. 2

689. An abstract of the credits classified according to the different
months of assessment should be prepared on the back of the statement
relating to each Office of Exchange. When the audit of the statements
relating to all the Offices of Exchange for a month is completed, the
classified abstracts should be posted in a register showing the adjust-
ment of the amount included in the Duty Prepaid statements.  The
register should be closed and submitted to the Gazetted Officer through
the Accountant for review by the 25th of the second month following

. that to which it nelates.
@ - *

690. It sometimes happens that the credit for Customs Duty on a
Duty Prepaid Parcel is erroneousiy afforded twice, ie, it is included in
the Duty Prepaid statement and again recovered in cash by the Post
Office of delivery. In such cases, intimation of double recovery is sent
to the Offices of Exchange for arranging the refund of Customs Duty.
erroneously recovered from the addressee, if after scrutiny, it is found
admis:ible. If, however, the amount does not exceed Re. 1, it should be
adjusted to the Revenue head “ Abstract—B.Il—Fees and Other receipts
—Other items”. There is, however, no bar to the payment of the amount
when claimed subsequently. :

Short or excess credit of Customs Duty not exceeding Re. 1 noticed
in the course of check of these statements are waived in the Audit Office
and taken to the head “ Abstract J. V.—Losses, etc., written off ” and
“Fees and Petty receipts” respectively. :

691. After completion of audit, these statements for a month are

filed in a guard file.

Check of Recoveries against Debits

692. The checker will receive the bundles of parcel receipts and
memos. from the Sorting Group after initialling the corresponding en-

‘tries in the Sortings broadsheet in the column provided for the purpose.

1 .
693. In‘checkiniethe receipts and memos., the checker should com-
pare the local number of the article, the amount of Customs Duty and
the month stamp of assessment as exhibited on the receipts or memos.

‘with the corresponding ‘emries‘in the Parcel Bill or Letter Mail'Register
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and mark against the amounts in the latter, the letter of the alphabet
assigned to him with a coloured pencil in token of having credit-checked
the receipts or memos The entries in the Parcel Bills, ete., will be
ckecked 1n different colours thus :(— :

Blue.—Indicating recoveries effected in the month of assessment.

Red.—Indicating recoveries effected in the first month following
the month of assessment. . ’

Green.—Indicating recoveries effected in the 2nd month follow-
ing the month of assessmesnt.

694. Tne checker should note any difference discovered by him
between the receipts or memos. and the debit in the Parcel Bill, etc.. in
either of the two columns provided for the purpose, in the form of the
Parcel Bil!, etc.. and settle the discrepancies in the manner indicated
below —

Fer differences in Customs Duty amounts exceeding Re. 1 on account
of short or excess realisation of Customs Duty an objection statement
should be issued to the offices of Exchange pointing out the discrepancies~

Objection statements need not be issued for differences in Customs
Duty amounts not exceeding Re. 1. Short realisation of Customs Duty
should be recorded in-a register in form .No.«S. Y.-265 (Registar of
"amounts under objection waived or written' off) and the total amount
adjusted monthly by debit to “ Abstract J. V. Miscellaneous Postal Ex-

nses—Losses, eic.,, written off—Irrecoverable overpayments ” and credit

“ Advances Recoverable—Customs Duty on Inward Foreign Mail
Articles”. Excess realisations 'of Customs Duty should be entered in a
register in Form No. A. G. P. T.-414 Register of items transferred to Fees
and Other receipts. The total amount should be-adjusted monthly by
-credit to the head * Abstract B—Miscellaneous Revenue—II Postal
Receipts (b) Fees and Other receipts—Other items” and debit to “ Ad-
vances recoverable Customs Duty on Inward Foreign Mail Articles” (by
deduction from credit). The two registers should be submitted to the
Gazetted Officer in-charge through the Accountant on the 25th of every-

month

695. Before issuing objections, the credit-checker should take into
consideration .any note previously made by the office against the entries
either in the Parcel Bill or Letter Mail Register or on the receipts and
memos. He should-also refer to the latest Write-back statements, the
Advance copies of write-back lists, the Register of Recoveries and Re-
funds (vide Article 721) and the statements of Adjustments to see whe-
ther an adjustment of the difference noticed by him has already been
eifected. .

696. If the difference has not been adjusted.in the documents refer-
red to above an objection statement in Form (A. G. P. T.-491) should
issue for each item of discrepamcy, separately pointing out the difference
between tne debit in the Parcel Bill or Letter Mail Register and the re-
covery as shown on the Parcel receipt or the assessment memo. The
Parcel receipt or the assessment memo, should be farwarded along with
the objection statement, a check slip in Form (No. A. G. P. T.-488) being
prepared and signed by the auditor and kept in the bundle.

L]
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Misclassification of Recoveries

697. In the course of check of recoveries, the credit-checker may
find receipts or memos. of a different month of assessment mixed up
with the receipts or memos. under check. In such cases, the chzcker
chould remove the receipts or memos. from the bundle and note on them
the month's bundle with which they were received. These redeipts and
memos. should be checked in the Parcel Bill and Letter Mail Register
concerned and after check should be entered in a register showing the
misclassification of recoveries of Customs Duty. The register chould be
totalled monthly and the totals incorporated in the Customs Ledger.
The register should be submitted to the Gazetted Officer in charge
through the Acccuntant for review on the last day of every monti.

Untraced Receipts and Memos.

698. In some cases. the particulars furnished on the receipts ané
memos. are either defective or incomplete. The checker will not there-
fore be in a position to trace the corresponding debits in the Parcel Bills
and Letter Mail Register without a reference to the Office of delivery or
to the ofices of Exchange. Such receipts and memos. should be made

ver to the auditer for disposal. The auditor should issue references in
all cases to elicit' further information. On receipt of replics siips shoulc
be taken to trate the debits and remove the ilems from the register of
untraced items through which their clearance is watched. The register
should be closed monthly and submitied torthe Gazetted -Officer in Caarge
for reviéw on the last day cf every month

699. The Broadsheets (received from the Sorting Group—t:idé Article
678) will be retained by the auditor. and filed according to the dates of
their feceipt after the credit check for ti.e month is completed.

_ - 700. The work of each credit checker should be reviewed by the
auditor daily. He should review the credit check of 5 sheets of parcel
Bills or Letter Mail Register noting in his diary any mistakes detectesd
by him and initial the sheets checked by him. .

Review of Unchecked Debits and Issue of Search Bills

701. By the end of the fourth month following the month of assess-
ment of Customs Duty on inward foreign parcels and Letter Mail articles,
the Parcel Bills, Lefter Mail Register and the Statement of detained
Parcels and Letter Mail articles relating thereto are examined with a
view to picking ocut the entries which remain unchecked. The amounts
of such entries are posted in the column provided. in the Parcel Bilis
and Letter Mail Registers for “ Unchecked Items”. These entries will
then be copied in the register of unchecked items in Torm (A. G. P. T-
493). Any remark made in the Parcel Bills, Letter Mail Register, etc.
against these items should also be copied in the register. These items are
checked by a reference to the bundles of checked parcel receipts ana
assessment memos. If any receipt relating to the entries copied in the
register is found in the bundles. the corresponding entry should be check-
ed by coloured pencil representing the.month of credit and then neatly
scored out in red ink. Great care should be taken in copying the
unchecked items in the register as subsequent to its preparation augit of
recoveries and adjustment of Customs Duty in respect of these items
will be conducted in this Register and not in the main Parcel Tills, -
Letter Mail Registers, etc. . 1 ;
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702. Search Bills in Form (A.G.P.T.-494) will be issued to the offices
of delivery or to the offices of Exchange, in case the office of delivery has
not been shown in the Parcel Bills, etc, to intimate the disposal of the
parcels or the Letter Mail articles included in the register. In order to
reduce the number of Search Bills to be issued, the following documents’
should be examined and acticn taken accordingly before their issue.

(i) The latest write-back statement received in the Office should be
audited to avoid the issue of Search Bills for the items shown in these
statemeqts.

(ii) Advance copies of statements showing details of parcels and
letter Mail Articles assessed to Customs Duty but redirected out of
Pakistan, statements of undeliverable parcels, etc, and statements of
reassessment of Customs Duty for which necessary writes-back have
been applied for from the Customs Department are received from the
offices of Exchange. These statements should be examined and Search
Rills should not be issued for the items traceable therein, but 2 note
“ write-back applied for " should be made against the entry in the register
of unchecked items as the amounts would eventually be ‘adjusted on
receipt of the “ writes-back " statements of Customs Duty from the Cus- -
toms Department.

(iii) The register of untraced items should be examjned to see whe-
ther any credit can be traced in that register for the items for which

. search bills are to be issued.

(iv) The latest schedules of Customs Duty should be examined to
see whether any credits are traceable for the items included in the regis-
ter. Search Biils should not be issued for such items but a note of
recovery should be made in the register against the items concerned.

703. Search Bills are not issued for items of Re. 1 and below. These
items will be allowed to continue in the register for a period of 18
monthe on expiry of which, they will be written off the books, if remain-
ing outstanding, under the orders of the Deputy Accountant General.

704. Search Bills should then be issued only for the remaining items
in the register. The date of issue of the Search Bills should be shown
in the column provided for the purpose. The despatcher should initial, °
in token of despatch, the items in the register, for which search Bills
nave been issued. ; )

705. The register will then be totalled. The total will represent the
amount of Customs Duty outstanding for that month. :

706. The Search Bills as they are received back witk' the repliés
should be disposed of promptly and brief notes of, or references to, “all
correspondence or other action taken towards cleararice of the items

should be kept in the column *“Note of subsequent reference” of the

register when the items are adjusted, the amounts will be shown in the .
columns of the month in which they are adjusted. The adjustments in3
a month are totalled and compiled separately for each month at the end
of the register. - o 2 a A A >
707. A consolidation of the debits outstanding for each month of

assessment should be worked out in the register and submitted to the .
Gazetted Officer for review through the Accountant on the 10th of the

5th month following the month of assessment. b
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708. Items outstanding in the Register of unchecked items for more
than six months should be extracted and entered in a separate register
. The auditor should take special action for their settiement. This register
should be submitted to the Gazetted Officer-in-Charge for review through
the Accountant on the 10th of each month.

709. The recorded cases should be filed seriallv and bund[t.;d.
Results of_.-\udil

710. The general rules and principles laid down in Chapter 20 of the
Posts and Telegraphs Audit Code. Volume I, should be followed in
. raising, communicating and watching audit objection. The more detailed
gr?cedure aprlicable in the case of Customs Duty objections is described
elow : —

711. In the course of audit of Customs Duty accounts the foliowing
discrepancies are noticed.

(i) Short or excess debit of Customs Duty due to errors in totalling
of parcel Bills and Letter Mail Register.

(ii) Short or excess realisation of Customs Duty on delivery of
articles.

(iii) Short or excess credits in writes-back granted by ti.e Customs
Department.

(iv) Short or excess adjustment of credits on account of Iiward
Foreign Duty prepaid Parcels in‘the Urited Kingdom*General Aczount.

(v) Short or excess credits due to erroneous summation of details
in the Schedules of Customs Duty. ]

712. Whenever a difference falling under any one of the classes re-
ferred to above is noticed an objection statement in Form (A. G. P. T
491) should be prepared and issued in duplicate to the office of Exchange
in the case of items (i) to (iv) and to the office of delivery in the -ase ot
item (v) in Form A. G. P. T.-492. The amount of difference should be
shown in the appropriate column of the objection statement.

Objection Book

713. As the entire transactions relating to Customs accounts are
brought to account in the Lahore Circle one Objection Book will be main-
tained in Form No. A..G. P. T.-433. The objection statement when ready
for despatch should be copied into the Objection Book and despatched,
the Objection Book itself serving as a despatch register as well. - The
record clerk should initial in the Objection Book in token of having des-
patched the objection Statement. A watch over the return of objection
statements should be kept througlh the Objection Book and reminders
issued whenever their return is delayed. ;

--. 714. Items of objection on account of short or excess credits or debits
of Customns Duty not exceeding Rs. 5 may be waived by the Deputy
* Accountant General when the correspondence thereon tends to become
protracted and the recovery is not possible. Sanction of the Director
General or the Postmaster-General will, however, be required for the

write off of such items of objection exceeding Rs. 3 in each case.
. T15. After all the objection statements 1n a month have been copied,
the Objection Book should be closed by pasting a closing Entrzy slip
(Formi No. A. G. P. T.-435) at the bottom of the last page for the 1nonth,

.

.
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=16. To close the Objection Book, two transfer entries shouid be pre-
pared in respect of the totals of the first two money columns clearing the
head * Advances Recoverable—Customs Duty on Inward Foreign Mail
Articles” by debit and credit, respectively, to the heads “ Advances Re-
coverable— Excess debit or short recovery on account of Customs Duty
Realisation " and™“ Deposits—short debit or excess recovery on account
of Cussums Duty Realisation”.

In addition to the objections mentioned above, calls are also issued
te the ofices of delivery for parcel receipts and assessment memos. not
received with the * Schedules of Customs Duty, etc,; realised in Cash”.
I~ these cases, an objection statement in Form (A. G. P. T.-92) should
be issued,

Adjustment Register

717. Bach entrv of adjustment made in the Objection Book should
also be oosted in the corresponding column of the Adjustment Register
(Form No. A. G. P. T-434) and each entry in the Objection Book and in

. ¢he Adjustment Register should be checked and attested by the Account-
ant. The total of the money columns of each month's Adjustment’ Regis-
ter will be deducted from the total balance of the amounts under objec-
tion. It is, therefore, necessary that the Adjustment Register should be
closed simultaneously with the Objection Book. .

Abstract of Objections

718. An abstract of Objections will be kept in Form A.TAL-131 in
order tc bring together the lotal amount? . .

(1) Objected to during the month.
{2) Adjusted during the month.
(3) Balance under Objection.

719. The Objection Book -together with the three monthly and six
monthly registers should be submitted to the Gazetted Officer in charge
ior review through the Accountant on the 28th of every month.

Broadsheet of Balances

720. A broadsheet of the debits and credits booked under the. head
« Advances Recoverable—Excess debit or short recovery on account of
Customs Duty realisations” and * Deposits-Short debit or excess recovery
an account of Customs Duty realisations  should be maintained in Forms
~Nos. AT.M.-129 and A.T.C.-64 respectively. >

The amounts of credits and debits on account of “ Advances re;over-'
2ble ” and “ Deposits ” shown in the Objection Book should be reconciied
with th= amounts appea'r‘in§ in the Detail Book. brief explanation. of the
difference being given in the broadsheets. The balances under tnese
1wo heads are also worked out month by month in the broadsheéts “ Ad-
vances Recoverable ” and “ Deposits” which are submitted to the Gazet-
sed Officer for review on the 25th of every month. A register in form
No. S. ¥. 285 showing the half-vearly ‘analysis of the balances outstand-
ing in the Broad sheet under the head “ Advances Recoverable—Excess
debit or short recovery on account of customs duty realisation” should
be maintained and submitted to Gazetted Officer for review as laid dowa
in ‘Article 483 of tne Posts and Telegraphs Audit Code, Volume L

s e i — .
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Recoveries and Refrnds

721. Racoveries and refunds effected by the Postmasters either on’
their own initiative or at the instance of the Offices of Exchange are
shown by them in the Schedule of Unclassified Receipts and Payments.
The Postal Account Section (Lahore Circle) will classify all such items
to the head “ Advances Recoverable—Excess debit or short recovery on
account of Customs Duty Realisation” and * Deposits—Short debit <=
excess recovery on account of Customs Duty Realisation ” on the assump-
tion that thev adjust outstandings under the above heads and furnish the
Customs Duty Section with details of such items in a register in Form
No. A. G. P. T.-436. In the case-of Other Postal Circles, the credits and
debits will be passed on through the head " Posts and Telegraphs Remit-
tances ", by the lst week of the 2nd month following the month to which
the recoveries or refund reiate. The auditor, Objection Book should nocie
the adjustments against the corresponding items in the Objection Boox.
If no such item exists in the Objection Book, the auditor should ascertain
the reason of the credit or charge by a reference to the receipts or the
memos. and the Parcel Bill or Letter Mail Register or by a reference 10
the office of Exchange and the office of delivery. The register should te
closed month!y, detailing the items which have been outstanding for
over three menths and submitted to the Gazetted Officer in Charge for
review on ihe 25th of every month.

Consolidation of ‘the Transfer Entries made in thg Cu_sto-:us Duty Section

722. All adjustments. in the Customs Duty Section should be record-
ed in the Adjustment Book (Form No. P. W. A -54), with full particulars,
initialled by tne auditor and passed by the Accountant or the Gazetted
Officer. The book™should be closed on the 15th of each month by totalling
the entries on both the debit and credit sides. Below ‘'the closing totals
of the month, all items of adjustment should be abstracted under the
respective heads of account and the abstract totalled. After the agree-

_ment of the totals of the debits and credits with the monthly totais al-
ready arrived at, a copy of the abstract should be made out in Form No.
A. G. P. T.-519 duly signed by the Accountant and sent to the Book Sec-
tion on the 16th of each month.

Verification of Balances

723. The final stage of work connected with the audit and accounting
of Customs Duty transactions is the monthly verification of balinces
under the head “ Advances Recoverable—Customs Duty, etc ™.

724. After all the recoveries in cash effected by the Postmasters on
delivery of the parcels and articles and the “ writes back ” of debit made
by the Customs Department and the adjustments of credits on account
of Duty prepaid items have been linked with the corresponding debits
and the remaining outstanding debits in the Parcel Bills and Letter Mail
register, etc., at the 'end of the fourth month following the month of
assessment have been extracted, the process of verification of balances
should then be taken up and completed by the end of the fifth month
following the month of assessment,

725. The ‘debits raised by the Civil Department on account of Cus-
toms Duty assessed on Inward Foreign Parcels and articles of Letter
" Mail are booked under the head “ Advances Recoverable—Customs
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Duty, etc.” The recoveries of Customs Duty effected by the Péstmasters
on delivery of articles as accounted for in their schedules of Customs
Duty, the ‘writes back’ of debit made by the Customs Department and
the adjustment of credits appearing in the United Kingdom General Ac-
count on account of inward foreign Duty prepaid parcels are also brought
to account undet the same head. The agreement of this book balance
with the total outstandings as extracted in the Register of unchecked
debits is called the verification of balances.

726, As the proving of balances is done on a monthly basis accord-
ing to months of assessment and as no heads of account- for different
months of assessment have been provided for in the books it will be neces-
sary to classify the debits and credits booked in a particular month un-
der the head “ Advances Recoverable—Customs Duty, etc.”, according
to different months of assessment.

727. Before this, however, the auditor should verify the various
compilations with reference to the Detail Book figures under the head
“ Advan-és - Recoverable—Customs Duty, etc.”. communicated by the
Book Section. :

728. The auditor should classify the debits and credits according te
months of assessment. For this purpose two registers should be main-
tained in manuscript (i.e.) one for debit and the other for credit. The
classified figures should be posted in these registers, totalled and agreed
with the total Detail Book figures for the month.

729. The compiled and classified figures as per above registers snould
then be posted in 2 ledger called tha Customs Duty Ledger and the
balances for each, month of assessment worked out therein.

730. Ordinarily the balances for a month of assessment as arrived at
-in the ledger should agree with the total amount of outstanding debits
for that month- But invariably this is not so and a difference is the
result. This difference will be mostly due to mistakes committed in the
various <tages of work. If the difference is large steps should be taken
to overh-ul the varicus adjustments with a view to reduce it as indicated
below :— ‘

{(a, The total amount of Customs Duty shown in the Parcel Bills
and Letter Mail Registars, etc., and claimed in the Customs
Bills, arg posted in the Register showing the reconciliation
of Parcel Bills, etc., with. the customs bills. This register
should be examined to see whether all the debits have been
incorporated in the books. e

(b) The register showing the recoveries of Customs Duty cllaSSi.-:-'
fied according to months of assessment should be examined -
to see whether_all the adjustments of credits ‘have been & -

carried out. i

(c) A statement of actual short and excess relation of _ Customs

Duty, short or excess debits due to errors in totalling Parcel .

Bills and Letter Mail Registers and “ Write back ” posted in
the bills and registers, should be prepared from the Parcel

bills and Letter Mail Registers and verified with the objec-:
tion book and other. registers through which they have been- -

adjusted.
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(d) The register showing the misclassification of recoveries of
Customs Duty should aiso be scrutinised to see whether the
entries of rectification have correctly been done.

(e) The Parcel Bills and letter Mail Registers should be reviewed
to see whether the work of picking of the unchecked items
have been done properly. '

731. The Ledger together with the two registers shoving the classi-
fication of debits and credits according to months of assessment should
be submitted to the Gazetied Officer for review on the last day of evers
month.

732. An extract from the 1e&ger should also be prepared and forward-
ed to the Auditor General on the Tth of the sixth month following the
month of assessment.

733. After all the debits on account of inward Customs Duty relatinz
to a year have been cleared, the residual difference. if any, represents
the amount of difference between the total debits and the total credits
for that year which cannot be reconciled. If the difference is a plus
figure. it indicates that the balance according to Books is more than tha:
in the register of unchecked debit. If however, the difference is a minus
one it means an excess aJjustment of credits. Special and effective
steps should be taken to keep down the difference to a minumum and a
special investigation made when the differente is so large as to reflect
laxity in the process of check.

- -

' 734. Soon after the outstanding debits for which search bills were
issued, have been completely adjusted, the net amount of unexplained
difference for the year as it then stands should be reported to the Auditor
General for the removal of the difference from the Books. The total
amount of unexplained difference in the Customs duty ledger for a year
as communicated by the Lahore Audit Office should, as an exception to
the general principle enunciated in the second semience of Article 22 of
the Account Code, be transferred by the Accountant General, Punjab,
Posts and Telegraphs Branch, Lahore, under the orders of the Auditor
General to the head “Losses etc. written off —Irrecoverable advances™
. in Abstract *“J-V-Miscellaneous”, if the difference represents a debit

balance and to Abstract B—" Miscellaneous Revenue” of the Depart-
ment, if it is a credit balance, in the books of the Lahore Postal Circle.
The Director General of Posts and Telegraphs should. however, be asked
by the Auditor General before authorising the adjustment, to make
necessary provision of funds to cover the write off under “ Losses etc.
ayritten off”. A report should also be sent by the Accountant General,
Punjab, Posts and Telegraphs Branch, Lahore, to the Auditor General
after the adjustment is completed. ¥

135. Deleted.

Parcel Receipts and Assessment Memos. sent out

736. Requisitions for Parcel Teceipts anr Assessment Memos. are
received from Departmental Officers and Collectors of Customs. Such
letters should be indexed in a separate register in Form No. A. G. P. T.-
440 with suitable modifications and disposed of expeditiously. In respect
of receipts or memos, called for, a reference should be made to the Parcal
Bills or Letter Mail Register and the Schedule of Customs Duty to see if
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they have been received in audil. If traced, a check slip in printed form’

No. A. G. P. T.-488 should be prepared and substituted in place of the -
receipt or memo. sent out. The despatch of these receipts and memos.
should be aoted in the index register itself. If the receipts or memos - ..
have not been received in audit or are in the sorting stage and cannot
therefore conveniently be isolated and removed or have been destroyed

in the usual course a reply in printed Form No. A. G. P. T.-485 should be '

sent.

737. Parcel receipts and Assessment memos. sent to Departmental
Officers will not be returned but will be filed by them along with the
relative cases. In the case of receipts sent to the Colléctors of Customs
their return should be watched through the index register.

738. The regisier should be reviewed by the Accountant weekly and
submitted 1o the Gazetted Cfficer on the last day of every month.

. Progress and Review Reports
739. Each sub auditor of the Section should record the work or out-
+urn done by him for each day in a progress report maintained for his
group in the prescribed form. The auditor should check these reports
and submit them to the Accountant daily for review. A consolidated
report for the item work of the Sertionas a whole should also be prepared
by the auditer Schedule Check Group and submitted to the Accountant
dailv. The Accouniant should check these reports daily but will sub-
mit them to the Gezetted Officer on every Monday. ;g

740. The auditors, Schedule and Credit Checking groups shpuld®’ 1h
maintain a separate diary in Form No. A. G. P. T.-444  They should E
record therein the result of the review conducted by them and submit
the diary to the Accountant daily. and to Gazetted Officer on every
Monday.

741. The Accountant should also maintain a diary in Form No. A. G.
P. T.-+4% showing the review done by him of the different kinds of work
He should check daily ai least three sheets of Parcel Bills and Letter .
AMazil Registers and examine in detail three items of. discrepancies noted
by the reconciler as mistakes in machine operator's totals. The review
should not be confined merely to a check of the above but should extend
10 all other items of work done in the Section. The diaries should be
submitted to the Gazetted Officer on every Monday.

Error Book

742. An error book will be kept in manuscript by the Accountant who
should note therin all mistakes committed by the Checkers and other sudb
auditors. )

: Outward Parcels (duty prepaid)

743. On. receipt of the memorandum of customs duty prepaid with
the sender’s agreements from the Post Office (vide Rules 149 to 151 ‘of
the Posts and Telegraphs Manual, Volume VI) it should be examined to’
see generally, (1) whether the parcel is intended for 2 country with which
the duty-prepayment system is in vogue, (2) whether the amount shown
in the memorandum agrees with that in the agreement, and (3) whether.
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i g ; to the
ordinary stamps to the value of that amount have been affixed .
form ort:’ragrecr?\ent. any discrepancy noticed being settled in comn unica-
tion with the Postmaster of the office of posting or the office of exchange.
as the case may require.

The total amount of all the memoranda in respect of a Postal
Circle should then be consolidated (Customs duty and Postal fee being
shown separately) and adjusted by debit to the head " Deduct—value
of stamps used for realising customs duty" and credit to the proper
detailed head under “ Deposits™ in recpect of the amount realised on
account of customs duty and to the head “Fees and other receipts—
other items " in respect of the amount realised on account of Postal fee.

Note.—The check of the defaced stamps affixed to the sendurs’ agreements
should be exercised to the extent of 50 per cent. every month. the selertion of
the agreements being so made that every office comes under audit in irregular
rotation once in two months.

744. The statements of parcels despaiched to Great Britair and
Northern Ireland etc., received from the offices of exchange every week
(or month) should be compared with the corresponding memorari.da 10
see whether all the parcels specified in the latter have been despztched
and incidentally, whether any parcels despatched were omitted to be en-
tered in the memorandum. = Such discrepancies should be settlad in
communication with the office of exchange or the office of posting, as the
case may be,

745. When the Franking Notice shoving the claim of the countries
mentioned in Article 744, in respect of each parcel is received from the
office of exchange, the sterling amount should sbe convertedinto rupee
currendy at’the rate of Exchange for the issue of Foreign Sterling Money
Orders in Pakistair currency on the date of posting of the parcei and the
difference exceeding Re. 1. between the amount thus obtained and that
criginally realised by the Postmaster should be recovered from, or re-
fundea to, the party concerned through a statement in Form No. 4. G.
P. T.-476. The amounts to be recovered or refunded should also be noted
in the columns provided for the purpose in the memorandum of customs
duty prepaid. -

Recovery and refund orders need not be issued for differences in
customs duty not exceeding Re. 1. Such short or excess deposits shot 1d be
waived in the audit office by the gazetted officer incharge of the Section.
Short deposit of customs duty should be recorded in the register in' form
No. SY. 265 (Register of amounts under objection waived or written off)
and the total amount adjusted monthly by debit to “ Abstract J..V.—
Miscellaneous Postal Expenses, Losses, etc. written off—Irrecoverable
overpayments ” and credit to ® Deposit—Customs Duty on Foreign parcels
despatched to United Kingdom. ete,” Excess deposit of customs dutv
should be entered in a register in Form No. A. G. P. T-414 (Regisier .of
items transferred to fees and other receipts). The total amount saould
be adjusted monthly by credit to the head *“ Abstract B-II—Fostal
receipts—Fees and other receipts—Other items " and debit to Deposit—
Customs duty on foreign parcels despatched to United Kingdom, etc.”

. NotE.—In the case of the Egyptian and other Postal Adminj i o1
which the duty pre-payment system is jn Vogue, the Egvl;nu‘:zﬁra(tloﬁizé;?
curreney should first be converted into ‘sterling’ at the prescribed rate of ex-
change, before action as indicated above can be taken. y
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746. “The memorandum of customs duty realised by the Post Office,
Form No. R. P-13 (c). should be collected together for each Circle and
be used in the Audit Office’ as the remster of customs duty. The columns
for use in the Audit Oce should be filled in on receipt of the franking
notices from the offices of exchange and the monthly statement from the
Accoimu.\ingt General, Punjab, Posts and Telegraphs, Branch, Lahore, vide
Article 749. *

A register in Form No. A. G. P. T-477 (Register of credits and debits
under Deposits—Customs Duty—United Kingdom) should also be opened
in which the total for each Head Office should be compiled and the total
for each Circle arrived at. In this Register should be posted each month
the total credits and debits as collected from the memorandum of customs
duty (columns 6, 17, 18. 19 and 20 are concerned) and the figures agreed
with the detail book ficures including adjustments commiunicated by the
Accountant General, Punjab, Posts and Telegraphs Branch, Lahore.
through the Remittance head. This register will thus include the debits
and credits appearing in the cash accounts on account of recoveries and
refuncs of customs duty authorised by the Audit Office, which are taken
to the Head “ Deposits—customs dutv"” and will also serve the purpose
of a broadsheet as opening and closing balances are entered therein.

The register should be maintained by the customs duty auditors who
smld note the particulars of each recovery and refund in the proper
* column of the memérandum of customs duty prepaid and idstitute fur-
ther correspondence in respect of the items remaining unsettled. The
register should be submitted to the Gazetted Officer for review on the

. 20th of.the second month following that to which the accounts relate.

747. No separate objection book need be maintained by the customs
duty auditor. Items of objection not exceeding Rs. 5 may be waived by the
Deputy Accountant General when the correspondence thereon tends to be-
come protracted and the recovery is not possible. Amounts exceeding
Rs. 5 which cannot be recovered should be written. off by the Directer
General or the Postmaster General as the case may be. A watch over
the items to be recovered or refunded should be kept through the memo-
randum of customs duty prepaid, the number and date of the reference
made being noted in the * remarks” column against the item concerned.
The memorandum should .be submitted (aiter objections have been
entered in it) every month to the Accountant who should' see that pro-
per steps are taken in each case and bring to the notice of the Gazetted
Officer all cases remaining unsettled for over six months.

Nore—In cases in which refunds cannot be made, the amount should be
credited to “ Abstract B-Miscellaneous Revenue—Fees and Other Receipts—Other
items ” by debit to the detailed head undege*” Deposits™. In cases in which
-recovery cannot be made and the amounts are ultimately written off by the Deputy
Accountant General, by the Director General or the Postmaster General, the

amount should be adjusted by credit to the head “ Deposits i "
etc., written off ” in * Abstract J.” e

748. On receipt of the monthly General Account from the Superin- '

tendent, Foreign Post, Karachi, through which credit is afforded to the
United Kingdom, the Accountant General, Punjab, Posts and Telegraphs
Brarch, ore, should make an adjustment debiting the proper head
under “ Deposits” in respect of Customs Duty relating to the Lahore
Audit office and Remittances—Posts and Telegraphs remittance in rese
pect of Customs duty relating to the-Dacca Postal Audit Office, and

,
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crediting the head “ Accounts with the High Commissioner for Pakistan
in UK.". In making this adjustment, the sterling amount claimed by
the United Kingdom should be converted into rupee currency at the
rate of Re. 1=2s. 1 29{32.d. i

The amount debited to other Postal Audit Offices through the head
“ Remittance—Post and Telegraphs remittance ", should be communicat-
ed through an advice of transfer and the amount so transferred chould
be adjusted by debiting the proper head undé& * Deposits” and crediting
the head “ Remittances—Post and Telegraph Remittance”, by the other
Postal Audit Offices concerned.

Note.—Credits on this account due to the Egyptian and other Postal Admi-
nistrations are also afforded through the General Account received from the
Superintendent, Foreign Post, Karachi and the same adjustment as above should
be made in those cases (See also Note to Article 743). .

749. A monthly statement of customs duty adjusied through the
General Account received from the Superintendent, Foreign Post, Kara-
chi, should be forwarded by the Accountant General, Punjab, Posts and
Telegraphs Branch, Lahore, to the Dacca Audit Office. Each item in the
statement should be compared and verified in the Audit Office w.th the
corresponding Franking Notice. The amount actually recoverzble in
rupees in respect of each item as worked out on the Franking Notice
(vide Article 745), should alsc be noted against the item in the statement
The difference between the total sterling amount converted at the rate of
Re. 1=2s. 1 29'32d. and the amount actually recoverable should th
be adjusted by debit to the proper head under * Deposits” and per
contra credit or debit to the head *“Exchange on Remittance
Account—>\iscellaneous.” The amount debited to. * customs dutyr” should
be noted int column 19 and the difference in column 20 of the Memoran-
dum_of customs duty realised by Post Offices on Foreign Parcels [Form
No. R.P. 13(0)].

750. When a parcel, sent from Pakistan to anv of the countries men-
tioned in Article 744, is returned undeliverable, or intimation is received
that it has been lost in transit or destroyed in the country of its destina-
tion on sanitary grounds with the consent of the addressee, the office of
exchange will communicate the fact to the Postal Audit Office concerned,
citing the number and office of posting of the parcel and the date of the
weekly statement in which its despatch to the foreign country was shown
and in the case of return of the parcel, forward it with a Refund Notice
(addressed to the sender) to the Postmaster of the office at which the
parcel was posted. The order for refund to the sender of the amount
deposited will then be issued by the Audit Office to the office of posting.
The charge when traced should be classified to the proper head under
“ Deposists ”.

NotE 1.—Should credit for the amount of the charges assased in the country
of destination have already been afforded. the Karachi Office will {ake credit for

‘the amount in the next General Account, on receipt of which adjusfinents counter

to those mentioned in Articles 748 and 749 shouid be made.

NoTe 2—The postal fce of four annas will in no case be refunded. But
when & mistake occurs through the fault of a Post Office official it is always
open to the Postmasters Gencral concerned to recover the amount of the fee
from the official at fault and to refund the same to the sender. -
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751] CUSTOMS DUTY ON POSTAL PARCELS, ETC. [Chap. 9

751."1'he due dates for the completion of audit and adjustment work
;'elating to customs duty prepaid on Foreign Qutward p:r?els are as fol-,
ows :— _ '

Particulars of items of work Reierence 10 Rule ' Approved due dates

(1) Audit of the memos. of cus- Art. 743, P.I& T. Audit Code, 20th of the month (oflowing

toms duty prepaid and adjust- Volume I1. i the mooth
x::o ;.‘r the toal " amoun: ~ which m%ﬂﬂi_ "
(] s;g:::;- gﬂr:h;}_mcmmos.camtzf Do. 15th of!;'hc m?mh following the
S v ” mon ol actou
;c:dilo.?’n:r for percentage _ which the memos. relnztst:_ =

(3) Audit of statements of parcels Art, 744, P. & T. Audit Code,.| 10th of the i
despaiched 1o foreign coun- Volume I1. ‘ . the molm.h':?'t,c'g:i;? 2!0“:;:
tements,

ines. sta

@) Audin o/ Franking nofices. Art 45, P. & T, Audit Code, - 1 ;

N issue of recovery and refund Volume 11. l 4 i 8::::“@0?:11“0'}& ﬂ":"%’[
orders and adjustment  of . frankiog notices 4
short 1ad excess deposits Vs H . S = i

«+ of custc ms dury not exceeding ' !

v . L. '

(%) Despatcs” of the monthly Art. 49, P. & T. Audit Code,

~ sutement of customs duty Yolume (1, . 3
by the Account Current Sec- -
tion of the Lahore Audit
Office to— J
(i) Customs Duty Section of . (i) 10th of +

the Lihore Audit Office. | . . 9 e?d’thc !.?'xmgi?u:{:lmig:
. count. =
= : i
(i) Dacca Audit Office i ¢ (i) 29th of the month of re-
ceipt of the UK. General
Account,

(6) Disposal of the monthly Do.
siatemens of customs duty
and adjustment of the differ- ¢
ences urder the head * Ex-
change on Remittance Ac-
count— 4iscellaneous *, ; i
(i) By tae customs duty ' v : x
_ tion i:- the Lahore .ﬁf:‘n = e i:,t:t ﬂ%m‘,’("“ci’;,
~ Office f Account.

ing the month of receipt
of the monthly staiements

G0 Dacza Audit Office ... | i (i) 29th of the month foliow-
: from the Lahore AQ

@
'
i
]
$
3
1
3
L
>
-
3

g



