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1. Form 80
Monthly Account
A & 3[R &0 &Y R TF & column # ERATAT ST ART | 16T & 3HR & Cash

Balance Report $! ST Helge Y 57y Blitayl

2. Form 46(A)
Schedule of (I) Revenue Realised (II) Refunds of Revenue (III) Receipts & Recoveries

on Capital Account
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1. Amount brought forward from last month
2. Amount pertaining to this month
3. Total to end of the month )
4. Deduct refunds
5.Net up-to-date carried over to the following month
3. Form 79
Schedule Of Deposits
W%&gﬁﬁmaﬁa’rwﬁﬁwwmﬁm T H TR SR U9 79 e e
UP (Part I)- Abstract Account of receipts, adjustments and balance of deposits IR THaT
ST 2 wEfs gRey SIFYUR (Part I)- Detailed Extract From Deposit Register fogq

FTTfRERT column FY THHRT weg &t Sht TIRY:
a. Item No. as per Register

b. Month from which transaction dates
c. Reference to month in which item was last affected



d. Particulars of items (to be grouped by classes of deposits) with name of work in the
case of contractor

€. Opening Balance

f.  Credits during the month

g. Total

h. Debits during the month

i. Closing Balance

j- In respect of each credit during the month, here enter reference to schedule docket in
which the corresponding debit appears, or if it was a cash receipt.

4. Form 64
Schedule of Works Expenditure
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a. Serial No.
b. Minor and detailed heads of classification
¢. Schedule docket No.
d. Name of work (i.e. full name as given in the estimate).
e. Total charges of the month
f. Total Progressive expenditure (Month in which expenditure last appeared)
g. Total charges of the Year
h. Allotment
i. Sanctioned Estimates
j- charges during the year ~charges upto date etc.
5. Form 65
Schedule of Deposit Works
e S RT O w9 65 A FAfe iem &1 et wafsfe 8 &t o <8t &
Detailed Classification of estimate
Name of the Work and Work ID

Name of the Depositor
Schedule Docket No.

Fep o p

Schedule of Debit/Credit to remmittance
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Voucher No, Contractor Name, GST NO., GST IDS, IT TDS, PAN No., Labour Welfare
Fund Cess, Royalty deposit.
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FORM 51
SCHEDULE OF MONTHLY RECONCILIATION WITH
...................... BRANCH OF ......cccccvveveennnee. .. BANK
FOR THE MONTH .......cccccevuvninunnnnn

(Referred to in paragraphs 22.3.1)

Part — I Cash Remitted and acknowledged

Bank
Rs.

1. Opening balance
brought over as per
line 5 of last
month’s memo

2. Cash etc. remitted
during the month

3. TOTAL

4. Amounts
acknowledged by
Bank as per
monthly statement
(Receipt Scrolls)

5. Difference
(line 3 minus 4) as
explained below.
Closing Balance




Analysis of the closing balance as per line 5

DETAILS OF CLOSING BALANCE (PART -1)

Reasons for

Date on which | No. and date of Amount
remitted in to | the challan the outstanding
the Bank balance
1 2 3 4
Rs.




FORM 51 - Contd

PART - 1I - CHEQUES ISSUED AND PAID

Bank
Rs.

1. Opening balance
brought over as per
line 5 of previous
month’s memo

2. Cheques issued
during the month

3. TOTAL

4. Cheques cashed as
per bank’s Payment
Scroll.

5. Difference (line 3
minus 4) as detailed
below
Closing Balance




Details of Closing Balance (Part — II)

PARTICULARS
OF CHEQUES

Amount

PARTICULARS OF

CHEQUES

Amount

PARTICULARS
OF CHEQUES

Amount

No.

Date

No.

Date

No. Date

Uncashed

Cheque

Rs.

Total
Uncashed
Cheque

Deduct—
Total of
cashed
cheques as
per last
column

Rs.

Rs.

Net
difference

TOTAL

Note : The amount of Banking cash Tax Transaction (BCTT) shown in the payment
scroll will be accounted for by the Pay & Accounts Officer of the Division to the
Head of Account to which the salary and Allowances are debited. Devisional oficer

Divisional Accountant

will show it as difference due to BCTT by making a Note in Part II of this Form.




FORM 61
(P.W.A. 24)
SCHEDULE DOCKET
(Referred to in paragraphs 22.4.2)
Name of work® or Schedule

Month 20

# Classification of Charge

No. of
cash
voucher

No. of
cash
voucher

Amount | Remarks Amount | Remarks Particulars

Amount

Remarks

Rs. Rs.
Brought forward

Cash Charges for
which voucher are not
required in P.A.O
Stock

@Transfer Entry
Debits—

T.E. No.
T.E. No.

T.E. No.

Rs.

TOTAL

Deduct Refund—
Cash receipts—
@Transfer Entry
Credits
T.E. No.
T.E. No.

Total Refunds

Net charges of the
Month

Total Carried
forward

Divisional Accountant®* Divisional Officer




* Full name of work as given in the estimate should be entered here in the case of
each work included in the Schedule of Works Expenditure Form 64 or in the
Schedule of Deposit work, Takavi Works or Debits to Stock, Form 65, 66 and 72.
In all other cases, the name of the Schedule should be given.

# Only such particulars need be entered as are necessary to avoid errors in the Posting
of charges in Schedule Dockets.

@ In the case of Transfer Entry debits the supporting vouchers, if exceeding Rs. 1000
each should also be attached, their particulars being quoted below each entry and
the amount of the petty vouchers, being specified in the column for remarks. In the
case of Transfer Entry Credits, a reference to the Schedule Docket in which the
corresponding debits are shown should be given in the same column.

** The form will not be accepted by the Pay and Accounts Officer in the absence
of initials of Divisional.

Divisional Accountant



FORM 62
(P.W.A. 25)

SCHEDULE DOCKET FOR PERCENTAGE RECOVERIES

(Referred to in paragraph 22.4.3)

Month 20
Name of work PERCENTAGE RECOVERIES
(i.e. full name as Works . Tools | Accounts .
. . . Establish- Pensionary | TOTAL | REMARKS
given in the Expenditure ment & and Charees
estimate) Plant Audit &
Rs. Rs. Rs. Rs.
TOTAL

Divisional Accountant Divisional Officer
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Part Il — Account of Deposit Works not affected during the month of 20__

Step taken to
adjust
Expenditure (i) unexpended
Total debited to Month in balances of
Serial Na.m e of work, deposits Tota}l Miscella- which completed works
with name of expenditure
No. depositor up-to- up-to-date neous P.W. | work was and .
date Advances | completed | (2) expenditure
up-to-date debited to
Miscellaneous
Works Advances.
1 2 3 4 5 6 7
Rs. Rs. Rs.
Total
transferred to
Part -1

Divisional Accountant
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FORM 72
(P.W.A. 28)

SCHEDULE OF DEBITS TO STOCK

(Referred to in paragraphs 22.4.2 and 22.4.8)

If the work
is
*Name of Manufacture or other item of Total completed,
5 expenditure (as given in the estimate) . say so,
5 transactions | Total up to
g of the date (Amount of
S Z N.B. — Sanction to be noted in red ink when a month estimate to
Z | 3 work or item is entered for the first time be filled in
Q) .
% < office copy
= | @« only)
1 2 3 4 5 6
Manufacture Rs. Rs.
Manufactureof . . . . . ... .. ..
Operation . . ... .......
Outturn . . . . . ... ...
Total Manufacture Operation
Total Manufacture Outturn
Land, Kilns, etc
Total Land, Kilns etc.
HANDLING AND OTHER INCIDENTAL CHARGES
TOTAL HANDLING AND OTHER INCIDENTAL
CHARGES
Other Sub-Heads
TOTAL OTHER SUB-HEADS ..............
GRAND TOTAL
Divisional Accountant

* Only those works or item should be entered on which there has been any transaction during
the month and the “operation” and “outturn” transactions of each manufacture should be
shown in two separate lines. In March, all items under the groups ‘“Manufacture” and “Land
Kilns, etc.,” the accounts of which are still open, should invariably be shown.



FORM 73
(P.W.A. 29)

STOCK ACCOUNT *
(Referred to in paragraph 22.4.9)

Month 20

PART I - CLASSIFIED ACCOUNT OF RECEIPTS, ISSUES AND BALANCES

ltem Sub-Heads Balance | Receipts | Total | Issues | Balance Sanctioned Remarks
Reserve

Rs. Rs. Rs. Rs. Rs.

1. @ Manufacture

2. Land, Kilns etc.

3. Handling and
other incidental
charges

4. Other Sub-Heads

3. TOTAL

q Certified that entries in lines 1, 2, 3 and 5 of this account agree with the corresponding
entries in the suspense Register (Stock)

Divisional Accountant DIVISIONAL OFFICER



PART Il - DETAILED ACCOUNT OF ISSUES

* For details see Schedule of Debits to Stock, Form 72.

+ To be used only when contingent charges are not drawn by bills presented direct at treasuries.

q If the balances includes the value of any stores in transit within the division, the certificate should be
amplified to state the value of such stores and the steps taken to adjust it.

@ If the closing balance of “Manufacture” includes any items which are not chargeable against the

Reserved limit, they should be detailed in the column for remarks.

Schedule Schedule Schedule Reference to
Docket Amount Docket Amount Docket Amount Particulars Amount
Schedule etc.
No. No. No.
Rs. Rs. Rs. Line I (Part I)— Rs.
Manufacture 72
Credits for outturn
Line 2—Lead, Kilns
etc.
T.E. No. S.D. No.
T.E. No. S.D. No.
TOTAL
Line 3 Handling &
other incidental
charges
Line 4—other Sub- Previous
Heads column
Issues to works etc.
+ Issues to
contingencies
Cash Credits to stock Consolidated
contingent
Bill
Sale Account
20
Sale Account
20
TOTAL
Line 5
Total Issues
Divisional Accountant




FORM 74
(P.W.A.74)

CLASSIFIED ABSTRACT OF EXPENDITURE
(Referred to in paragraph 22.4.11 of CPWA Code)

Name of Division..........c.ocooiiiiiiinan, Month.....................
Head of Account Expenditure upto | Expenditure during | Progressive Remarks
the previous the month expenditure
month during the year
1 2 3 4 5
Note :- (The Major/Minor
/Sub/Detailed/Object

Heads may be opened as
required)

Major/Sub-Major Heads

2059

2216

2701

2702
and so on

4059

4026
and so on

(as are required in day to
day work)




FORM 76—(A)

(Referred to in paragraphs 22.4.4 and 22.4.10 and 22.4.16 of CPWA Code)

DivisSion......ooovvvviiiiiiiiinniiin... Month.....................
Item | Particulars Name of | Opening | Debits Total Credits | Closing | Remarks
No. responding | Balance | during (Col. 4&5) | during | Balance

Division the the
month month [(Col. 6—7)
1 2 3 4 5 6 7 8 9
Rs. Rs. Rs. Rs. Rs.
Certified that the claims have been sent to the Divisions concerned.
Divisional Accountant

..... Division




FORM 76
(P.W.A. 40)

DEBITS
SCHEDULE OF —— TO MISCELLANEOUS HEAD OF ACCOUNTS
CREDITS

(Referred to in paragraphs 16.3.2, 22.4.4 and 22.4.5 of CPWA Code)

Month 20
Item No. | Head of Account Particulars Authority Amount *Remarks
1 2 3 4 5 6
Rs.
Total

* In the Schedule of Credits, items representing cash receipts should be so described
in this column, and against all other items should be given a reference to the Schedule
docket wherein the corresponding debit appears.

Divisional Accountant
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FORM 79

(P.W.A. 35)
SCHEDULE OF DEPOSITS
(Referred to in Paragraph 15.5.3)
Month............. 200 e Division
Part I Abstract Account of receipts, adjustments and balances of deposits
Classes of Deposit Opening Credits during Total Debits during the | Closing
Balance the month (2+3) month Balance
(4-5)
1 2 3 4 5 6
Rs. Rs. Rs. Rs. Rs.

[—Cash deposits of
subordinates as security

II—Cash deposits of
contractors as security

[II—Deposits for works to
be done

IV—Sums due to
contractors on closed
accounts

V—Miscellaneous deposits

TOTAL




FORM 79—Contd.

PART II - DETAILED EXTRACT FROM DEPOSIT REGISTER, FORM 67

Item No. | Month | Reference | Particulars of | Opening | Credits Total | Debits | Closing | How (In respect of
as per from to month | items (to be | Balance | during (5+6) | during | Balance | adjusted | each credit
Register which in which | grouped by the the (7—38) during the
trans- item was | classes of month month month, here
action | last deposits) enter
dates* | affected | with name of reference to
work in the schedule
case of docket in
contractor which the
corresponding
debit appears,
or if it was a
cash receipt,
say so)
1 2 3 4 5% 6$ 7$ 8% 9% 10@ 11
Rs. Rs. Rs. Rs. Rs.
Certified that, with the exceptions noted below, all the interest bearing securities as per time or their

acknowledgements by the authorized custodians, have been received and lodged in a chest in the custody of the
Divisional Officer.

Exceptions (with reasons)

Divisional Accountant

To be indicated thus — ‘New’ for items appearing for first time, “12/65” for December 1965, “1/66 for
January 1966 and so on.

$ Columns 5,7,9 should not be totalled. The Cols. 6 and 8 should be tallied separately for each class of deposit.

@ Column 10—*“A” Repaid in cash “B” Adjusted by transfer entry “C” Converted into an interest bearing
security and entered in the Register of Securities. The letter A,B,C etc. should be entered in the column “How
Adjusted”. If necessary, additional letters (D,E etc.) should be entered with explanation at foot.




FORM 80
(P.W.A. 42)
MONTHLY ACCOUNT
(Referred to in Paragraph 22.4.12 and 22.4.13)

Division Month

FOR USE IN PAY & ACCOUNTS OFFICES

............... SECTION

Totals and classifications checked and may be passed onto ...........cooevviiiiiiiiiiinnann...
SECtION....uveiiii i for passing.

Branch Officer
Section

Passed for Rs. . Branch Officer




Division

Item No.

Name of Major Head, Heads of
account etc.

Schedule

Receipts
Rs.

Disbursements
Rs.

(a) Revenue

0059 Public Works A
0216 Housing

0700 Major Irrigation >

0701 Medium Irrigation

0702 Minor Irrigation  /

(b) Expenditure
(Revenue Account)

2059 Public Works
Major Work
Minor Work
Stock
M.P.W.A.

2216 Housing
2221 Broadcasting
3054 Roads and Bridges

2700 Major Irrigation
2701 Medium Irrigation

2702 Minor Irrigation

Expenditure

(Capital Account)

4059 Capital Outlay on
Public Works

4216 Capital Outlay on
Housing

4221 Capital Outlay on
Broadcasting

5054 Capital Outlay on
Roads and Bridges
4700 Major Irrigation

4701 Medium Irrigation
4702 Minor Irrigation

Form No. 46

Form No. 74




Note: The heads given above
are for specimen purposes and
more heads can be added as
per requirements.




Division........cooovviiiiiiiiiiiii Month............ooooii
Item No. Name of Major Head, Heads of Schedule Receipts Disbursements
account etc. Rs. Rs.
(¢) Other Heads
0021 Taxes on Income other
than Corporation Tax— | Form No. 76
Income Tax
0049 Interest receipts Form No. 76
0210 Medical & Public Health
— CGHS Contribution Form No. 76
7610 Loans to Govt. Servants Form No. 76
etc.
8009 State Provident Fund — Form No. 76
GPF etc.
8011 Insurance & Pension Form No. 76
Fund -- CGEGIS
8443 Civil Deposits (PWD Form No. 79
Deposits [ to V)
8658 Suspense Account Form No. 69
(CSSA, MPSSA) & 76-A
8671 Departmental Balances*
8672 Permanent Cash Imprest
Form No. 77

8782

Cash Remmittances and
adjustment between
officers sending Account
to same A.O.

* Cash Balance

Opening Balance
# Closing Balance

Details of Closing Balance

* If the Closing Cash Balance is less than the Opening Balance the difference will appear in the Receipt
column; but if the balance has increased during the month, the difference will fall in the Disbursement

Column.




Memo of Miscellaneous Cash Receipts paid into Bank

Balance from last account

Receipt during the month

Rs.

TOTAL

Paid into Bank:

Balance remaining to be paid as explained below:

Certificate of Cash Balance

Certified (i) that the closing cash balance in the account agree with total of the balance recorded in
the several cash balance reports form 5 (ii) that no single officer holds an imprest of more than Rs. 5000/-
(ii1) that all imprest holders who have to furnish security under the rules have either furnished the security or
have been exempted by competent authority and (iv) that with the exceptions noted below, temporary
advance outstanding in cash accounts of the second preceding month have since been cleared.

Name Particulars of | Amount
Advance Rs.

Dates on which the
Advance were first
made.

Remarks explaining the
delay in clearance.

Divisional Accountant

See foot note overleaf prefixed by

Divisional Officer
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FORM 83
(P.W.A. 44)
LIST OF SCHEDULE SUBMITTED TO PAY & ACCOUNTS OFFICER
(Referred to in Paragraph 22.4.15 and 22.4.18)

Form No. Name of Document No. of Remarks
Documents
1 2 3 4
80 Monthly Account
46—A Schedule of Revenue Realised

Refund of Revenue

Receipts and Recoveries on
Capital Accounts

74 Classified Abstract of Expenditure
64 Schedules of Works Expenditure
GAR 31 Consolidated Contingent Bill (with

necessary vouchers.

61 Schedule Dockets (with necessary
vouchers transfer entry orders survey
reports, and sale accounts attached to
each).

Schedule Docket of Percentage

62 Recoveries

79 Schedule of Debits to Stock.

73 Stock Account (With Sale Accounts in
support of the Cash Credits to Stock)

69 Abstract Account of Credits, Debits and
Balances of the M.P.S.S.A. (supported by
a list of credits to the Suspense head)
M.P.S.S.A. showing references to the
Transfer Entry Orders aggregating to the
figure shown in the Classified Abstract of

70 Expenditure.
Schedule of Miscellaneous Works

Local form Advance

Schedule of Work Shop Suspense




Form No. Name of Document No. of Remarks
Documents
1 2 3
76 Schedule of Credits to Miscellaneous
Heads of Accounts
76—A Schedule of Transactions adjusted under
the Head ‘Cash Settlement Suspense
Accont’
77 Schedule of Credits to Remittances
51 Schedule to Monthly Reconciliation of
Cheques and Remittances
77 Schedule of Debits to Remittances
79 Schedule of Deposits
65 Schedule of Deposit Works
66 Schedule of Takavi Works
13& 14 Copies of Tools and Plant Received

Sheets and Tools and Plant Indents, in
respect of Special Tools and Plant (with
supporting survey report of stores, Sale
Accounts and Acknowledgements of
officers concerned in the case of articles
transferred to other PW  Divisions
including the Divisions of other
Governments).




The vouchers enumerated below do not accompany for the reasons stated against each :

Reference to Schedule Voucher No. Amount Reasons for non- | Probable
Docket or Contingent Bill submission date of
Rs. submission
1 2 3 4 5

Forwarded to the Pay & Accounts Office

Divisional Accountant

Divisional Officer




