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PREFACE

This Manual is intended to be a guide for the officers and staff of the office of the
Accountant General (Audit), Assam. The material contained in the previous edition of the
erstwhile office of the Principal Accountant General (Audit), Assam Meghalaya etc. has
been adopted with such modifications as have been necessitated by the changes which
have taken place and orders issued subsequent to the publication of previous edition. The
latest orders issued by various authorities have also been incorporated. The Sr. Audit
Office/Audit Officer of the Co-ordination Section will be responsible for keeping the
manual up-to- date and for ensuring that all orders of an important nature which may
affect the practices or procedures followed in this office are incorporated in the manual
with care and promptitude.

Any errors and omissions noticed in this manual or any suggestions for is
improvement will be appreciated and should be brought to the notice of the Accountant

General through Co-ordination Section.

Guwabhati Calvin H Kharshiing

The........... Accountant General (Audit)
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CHAPTER-I
INTRODUCTORY
1. Scope and Application

The Manual of Office Procedure mainly dealing with the Office Procedures and general
matters of Common interest has been compiled and issued under the provisions of Paragraph 2.1
of the C & A.G’s Manual of standing orders (Administrative) Vol-I. The scope and application

of this manual is confined to the office of the Principal Accountant General (Audit) only.
2. General Organisational set up of office

The Primary functional unit of the office of the Principal Accountant General (Audit) is a
“Section” for central audit and an “Inspection Party” for Local Audit. A Section consists of
Auditors and Clerks placed under the immediate charge of a Section head. Generally, an
Inspection Party will comprise of one or two Sr. Auditors/Auditors with one AAO and one Sr.

AO/AO if supervision is required.

3. One or more sections are placed under the charge of a Branch Officer. One or more
inspection parties are supervised by an Inspecting Officer. A number of such branch officers
with the sections under their charge, or Inspecting Officers with Inspection Parties, grouped on a
functional basis (Revenue/Commercial/Civil/
Works/ABs etc.) is placed under the supervisory charge of a Group Officer who function under
the Principal Accountants General. As an exception to this general set up, certain important
sections (Reports, IA, Performance Audit etc.) and their Branch Officers are placed under direct

charge of the Principal Accountant General.
4,

Q) Group Officer denotes DAG/Sr. DAG

(i)  Branch Officer denotes Sr. A.O./AO

(iii)  Inspecting Officer denotes Sr. A.O/A.O.
(IV)  Section Head denotes A.A.O./Supervision
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Group wise distribution of chargeis indicated below:-
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5. Staff Welfare

To look after the Welfare of the staff members of the office, a full time Welfare Officer
(Group A) assisted by one Welfare Assistant is functioning in the Office of the Accountant
General (A&E). He will give personal hearing to individual staff members on their difficulties
and grievances and take steps to secure the help of administration to alleviate the distress of the
individual as far as practicable. He will also render necessary assistance to the extent possible, to
members who suddenly fell ill or chronically sick, to secure admission in hospitals, nursing
homes or other places of treatment. The duties of Welfare Officer have been enumerated, in
detail, in Para
7 (A) of the Record manual of this office.

6. Training

In order to acquire necessary expertise in various branches of work and to improve
standard of performances by staff in day to day work as well as in the examinations conducted

by the Department, several training programmes are conducted by the office.
7. Regional Training Institute

A Regional Training Institute is functioning in the Office of the Principal Director RTI,
Shillong to impart in service training to Sr. Audit Officers, Audit Officers, Assistant Audit
Officers, Supervisor, Sr. Auditors, Auditors, Clerks etc. in Audit offices in NE Region. The
Institute aims at familiarising the participants with modern management technique in
organization and methods, Finance Accounts, Audit and Administration. For this purpose the
Institute conducts Refresher Course, Induction Course, Specialisation Courses to Auditors/Sr.
Auditors, Assistant Audit Officers, Supervisor, Audit Officers/Sr. Audit Officers, Clerks etc.
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In-House Training

8. In order to have more active role in training their own staff by organizing regular in-
house training courses which would meet their own specific training needs and priorities all the
field offices were instructed by H.Qrs to commence in house training. Some of the courses
conducted at RTI, have been transferred to In-house Training. The R.T.I. is free to conduct fewer
but highly value added courses on Audit Methodology & Modern Audit Techniques.
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CHAPTER-II

Office hours, Attendance and Discipline

A) Office Hours: - The hours of working of the office will be from .......... AM to
........ P.M on all working days with lunch interval of half-an-hour from ......P.M to ....... P.M.

The office will remain closed on Saturdays, Sundays and other declared holidays.

The audit parties will observe the working hours, lunch interval and holidays of the offices they
inspect in which they conduct local audit. They should avail holidays as indicated in their Tour

Programme.

B) Attendance Register: - Every employee should enter clearly his initials at the time
of arrival and departure duly noting the time in ink. The Register should be initialed at the
bottom by the Assistant Audit Officer/Supervisor and in his absence by the senior most Assistant
present in token of scrutiny. The register should be sent to the Branch Officer 10 minutes after
the prescribed arrival time. Any person arriving thereafter should record his initials in the Branch

Officer’s room.

C).  Maintenance of Attendance Register: -  The Assistant Audit Officer/
Supervisor who will maintain the Register for staff in sections will see that entries are made
correctly. The Assistant Audit Officer/Supervisor will draw the attention of the Branch Officer to

the names of the persons who are frequently or habitually late without prior permission.

The attendance of personnel staff attached to officers (including MTS), except where
there is a pool of Stenographer or other personal staff working under a Supervisor, will be
controlled by the respective officers.

In the absence of these officers, the personal staff will report to the concerned officer in

charge of administration unless otherwise ordered.

The daily columns in the Register should be carefully gone through and the number of days of
CL/RH availed during the month and the number of CL forfeited for late attendance during the
month should be counted and entered in the columns provided in the right hand page of the

register
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. The adjoining columns provided for the progressive total of CL and RH should also be filled in
for each member of the section and tallied with the CL and RH account. The closing shall be
submitted to the BO with the certificate of agreement with the CL/RH account and details of
condo nation of late attendance. Care should be taken that there is no blank page of unauthorized

absence against any member in the Attendance Register.

D) Recording of non-attendance:- The following abbreviations will be used by
Assistant Audit Officer/Supervisor to denote the reasons of non-attendance:-

1. Compensatory Holidays CH
2. Casual Leave CL
3. Leave of any other kind L

4. Restricted Holidays RH
5. Absent A*

* [This entry should be made in pencil and when leave of any kind is sanctioned, appropriate
abbreviation used]

E) Late Attendance:-

1 Half-a-day’s casual leave should be debited to the casual leave account of a Government
Servant for each late attendance but late attendance up to an hour, on not more than two
occasions in a month, may be condoned if this is due to unavoidable reasons. Suitable
disciplinary action may be taken against the Government Servant concerned in addition to

debiting half-a-day casual leave if he is persistently/ habitually attending late.

2 Administrative Authorities should see to the enforcement of punctuality and supervisory

officers should be very particular in scrutinizing the Attendance Register.

3 Surprise daily checks may be carried out in one or two sections under the direct

supervision of a senior officer.

4 The half an hour time-limit for lunch break must be scrupulously observed not only by
the subordinate staff but also by the supervisory Officers and periodical surprise checks should

be made to ensure this.
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5 It should be ensured that the prescribed working hours in offices are strictly adhered to by all
and the officers and staff do not overstay the prescribed lunch break. Habitual non-observance of
scheduled hours for attending office is highly objectionable and will amount to lack of devotion
to duty, thus attracting Rule 3 (1) (ii) of the Central Civil Services (Conduct) Rules 1964.

[G.l, D.P & AR, O.M N0.28034 /8 / 75- Estt. (A), dated. the 4 July 1975]

6. The case of a Government Servant who leaves office early without permission before the
time for closing of office should also be treated like late attendance and half-a-day’s casual leave

should be debited to the CL account for each such early departure from office.
[G.l, D.P & A.R, O.M N0.28034 / 10/ 75 Estt. (A), dated the 27" August, 1975]

F) When a day can be marked dies non and its effect:- Absence of officials from
duty without proper permission or when on duty in office, leaving office without proper
permission, or while in the office , refusal to perform the duties assigned to them is subversive of
discipline. In cases of such absence from work, the leave sanctioning authority may order that
the days on which work is not performed be treated as dies non i.e. , they will neither count as
service nor be construed as break in service. This will be without prejudice to any other action

that the competent authorities might take against the persons resorting to such practices.

G) No marking of dies non for late-coming:- According to instruction above, the day can

be marked as dies non by the leave sanctioning authority only under three circumstances, viz:-

i) When the official remains absent from duty without prior information;
i) When on duty in office, the official leaves the office without proper permission; and
iii) The official remains in office, but refuses to perform duty assigned to him

From the conditions mentioned above, it is cleared that an official can be marked as dies
non even if he performs duty for a part of the day in case he leaves office without proper
permission or when he refuses to perform duties while remaining in office. But a day on which
an official comes late and works throughout the day during office hours will not be marked as
dies non. It is accordingly clarified that treating the day as dies non for coming late is not
contemplated in the rules. The proper course in such cases would be to debit the casual leave

account of the official as per instructions issued from time to time.

[D.G, P & T’s Letter No0.10-44 / 79- PE.Il, dated the 26" November, 1979]
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No pay and allowance for the day of absence without authority:- An officer who is
absent from duty without any authority shall not be entitled to any pay and allowances during the

period of such absence.

)] Action to be taken for late-coming when no casual leave is at credit:- If an official
who has no casual leave to his credit comes late without sufficient justification and the
administrative authority concerned is not prepared to condone the late coming but does not, at
the same time, propose to take disciplinary action, it may inform the official that it will be treated
as unauthorised absence for the day on which he has come late and leave it to the official himself
either to face the consequence of such unauthorised absence or to apply for earned leave or any
other kind of leave due and admissible for the entire day. The same may be sanctioned by the

competent authority.
[G.l, D.P & A.R, O.M N0.28034 / 3/ 82 — Ests. (A), dated. the 5" March, 1982]
J) Half-a-day’s Casual Leave:-

1. Half-a-day’s casual leave if applied for by a Government Servant, may be granted
to him and the existing practice of allowing a Government Servant to attend the

office late or leave early (with permission) should cease.

2. For the grant of half-a-day’s casual leave, the lunch interval is to be the dividing
line, i.e., a person who takes half-a-day’s casual leave for fore-noon session is
required to come to office after lunch break. Similarly, if a person takes leave for
afternoon session, he can be allowed to leave office at the commencement of the

lunch hour.

3. The balance at credit in the casual leave account of some Government Servants may be in
terms of full days plus half-a-day. In such cases there is no objection to grant of half-a-day’s
casual leave. In conjunction with full day’s casual leave, if so applied for. Likewise, even when
the casual leave at the credit of a Government servant is in terms of full days, there is no
objection to the grant of half-a-day’s casual leave in conjunction with full day’s casual leave.
The existing restriction imposed on the number of days’ casual leave that can normally be
granted at a time, will, however, continue to apply
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K) Compensatory Leave

The staff who are required to perform duty on Saturdays, or on weekly or fortnightly off
days or public holidays for the full prescribed hours of work without the benefits of overtime
allowances will be granted compensatory leave in lieu of the duty performed. In cases where an
employee is required to work for half-a-day or less, two such half-a-days should be taken as
equivalent to one full duty for the purpose of grant of compensatory leave. Where necessary,
half-a-day’s compensatory leave may also be given. Cash Compensation in the form of OT for
duty on such days can be granted only in very exceptional circumstances if the competent

authority certifies that it is not possible to grant compensatory leave.

(Art 308 of Civil Service Regulation Vol-I)

Sanction of Group Officer in charge of Administration should be obtained to engage
MTS staff to work on holidays etc. subject to granting compensatory leave under paragraph (K)

above.

Sanction of the Group office concerned should be obtained to engage staff other than
MTS to work on holidays etc. subject to granting compensatory leave under paragraph (K)
above.

In the cases of staff mentioned above compensatory leave can be availed of with the prior
permission of the authority competent to sanction casual leave. An account should be kept for
such compensatory leave sanctioned/availed of in the following form.

Name of the Date of Date of Sanction Date on which Remarks
Official Holidays of Sr. DAG compensatory
worked (A)/Group Officer | leave was availed

The accumulation of such compensatory leave will not be subject to any limit, but, it
shall be allowed to be availed of by the Government Servant concerned within a month of its
becoming due. This condition may, however, be relaxed by the Principal Accountant General as
the head of the Department, in exceptional circumstances, if he is satisfied that a serious
dislocation of current work would be caused if it is granted to all the staff within a month and
also that not more than two days of such leave is allowed to be availed of at a time.

(GOl MOF  (OE) OM  NO.1501/a/Eii/b/76 ~ DT.  11.08.76)
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Compensatory leave cannot ordinary be carried over to the next calendar year except in respect
of such leave earned towards the end of the year i.e. for the work done during October to

December.

If on a working day, the office is closed after the prescribed opening time but before
prescribed closing time for special reasons, such as demise of a dignitary, it shall be treated as a

holiday only from the time the orders for closing the office reach the office.

If an official is required to work full office hours on such a day he shall be allowed
compensatory leave for full day if the office has been closed at or before 1.00 P.M. and for half-
a-day if the office has been closed after 1.00 PM.

10.  Security Measures
Identity Card

In order to ensure that no unauthorized person secures entry into the office building,
members of this office are provided with Identity cards containing their photographs and
signature. Each member of staff should carry this card with him. This will help them even

outside the office and enable easy identification.

Security staff may require any person whose identification they are not sure about, to
produce the card for perusal. Staff members on demand, should show their Identity cards so that

they are not unnecessarily hindered.

Loss of Identity card should be reported immediately with detail of the circumstances of
the loss to BO. A complaint should be lodged with the local Police Station. A copy of the
complaint lodged with the police and an undertaking to the effect that the lost card if traced later,
will be surrendered to BO should also be furnished. Duplicate cards will be issued on production
of challans for the remittance of a fine of ".10/- at the SBI, 0070-Other Administrative Services-
800 Other Receipts or the cash receipt of cash section along with two copies of stamp size (2.7
cms x 2.2 cms) colour photograph taken at their cost.

Fresh Identity cards will be issued when the original cards damaged or mutilated are
surrendered after collecting ".10 as fees and two copies of stamp size colour photographs.

The Identity card should be surrendered to B.O. on retirement or
resignationdeputation/Foreign Service, failing which a fine of Rs.10 will be collected
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11. Entry into office

As a measure of security, no person will be allowed to enter or remain within the office
premises between 7.30 PM and 8.00 AM on any day. Exceptions will, however, be for
maintenance staff (Gardeners whose duty hours commence at 6.15 AM) watch and ward staff,
officers charged with the duty of surprise inspections and such of the members of the office who
are specially authorized for specific purposes by the Group Officer in charge of administration.

12. Entry by Members of office on working days

Members of office entering the building must produce their identity cards when called
upon to do so by the watch and ward staff at the entrance to the building, failing which they must
otherwise prove their identity and record their names, designation and section legibly in block
letters, indicating the time of arrival in the register kept at the gate for the purpose. They should
also sign in the register after recording particulars.

13. Entry by Members of office on holidays

The members of the office (other than Branch Officers and Group Officers) who intend
working in the office on holidays should seek prior permission of the Group Officer concerned
indicating the nature of work, hours of work, etc. The permission, when granted, should be
communicated, in writing, to the Caretaker/Security on the working day preceeding the holidays.

When they attend office on holidays on official business, they should sign in the register
kept by the security noting therein the name, designation, section and time of arrival. This entry
should be closed by the member by noting the “time out” while leaving the office with his
signature. This register should be closed by the Caretaker and submitted to BO on the next

working day.

14. Admission of outsiders

No outsider will be allowed to enter the office on a working day, except on official
business and with the permission of the Receptionist/Caretaker. The Security at the entrance will
direct every visitor to the Receptionist/Caretaker, who will issue a temporary pass to the visitor,
requesting him to meet the Branch Officer of the Section concerned in this connection. The
visitor has to surrender the pass at the time of leaving the office.

A register of temporary passes will be maintained by the Receptionist/Caretaker with
particulars of each pass entered in it serially. The entries in this register should be tallied at the
close of the day with the passes surrendered in order to ensure that all outsiders who were
permitted to enter the office have left the premises. Cases of non-surrender of pass should be
reported to the BO for necessary action. This Register should be submitted to BO every Monday
and to the Group Officer (Admn.) on the first day of each month.
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As a measure of enforcement of security arrangements, no person is permitted to take office
records or any other article belonging to office outside the office premises. However, in
exceptional cases, where it becomes essential for any member to take documents/records, etc.
outside the office it may be done with the permission of the Group officers on the strength of a
gate pass, in the form given below, made out by the Section Head concerned and signed by the
BO concerned. This gate pass will be made out in duplicate, the original will be given to the
member who has been permitted to take the records out, while the duplicate will be retained by
the BO. The original should be shown to the security staff at the main entrance of the building
and must be surrendered to the BO when the documents taken out are brought back, with a
certificate by the Section Head regarding the safe return of the documents. The BO will then file
both the original and duplicate and hand over to his successor when transferred. However, no
confidential files/records etc. may be allowed to be taken out of the office premises without the

approval of the Principal Accountant General (Audit).
OFFICE OF THE Pr. ACCOUNTANT GENERAL (AUDIT) ASSAM, GUWAHATI
SL.NO. GATE PASS Dated:

Shri/Smt/Kum........................ whose signature is given below, is permitted to

take the following documents/equipment out of office.

1.

Signature of member permitted Branch Officer

Section
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PS: The records have been brought to office in safe conditions.

Date: Section Head

Confidential and secret documents should not be taken out of office by the members of staff.

15. Cleanliness

Members should keep their seats neat and tidy. Files, registers and other records should
not be kept on the floor or allowed to lie in heaps. They should be kept neatly stacked in the side
racks of cupboards provided for the purpose. All old files, registers and records not required for
current work should be transmitted to old records section promptly. All important records and

documents should be kept under lock when the day’s work is over.

Members are expected to desist from making noise in the sections, indulging in idle
gossip and avoid conversing across the tables. Smoking anywhere inside the office building is

strictly prohibited.

Demonstrations, raising of slogans or other disorderly conduct is not permitted within the
office premises. Disciplinary action will be taken against those found indulging in such action
within the office premises. No meetings shall be held within the office premises without specific
written and prior permission of the Group Officer/Admn. who will take orders of Pr. AG/AG
wherever necessary. Members participating in such unauthorized meetings will render

themselves liable to disciplinary action. The term office premises includes office compound also.

All MTS employees and such of those Group ‘C’ employees who are issued uniforms
should wear clean uniforms, while on duty. Failure to turn out in clean uniform is a breach of

discipline for which disciplinary action will be taken.
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The Group Officers, Bos, AAO, Supervisor should ensure that the MTS employees
attached to them sections turn out in proper and clean uniforms. The names of defaulters should

be reported to the BO for necessary action.
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CHAPTER-II

Duties and Responsibilities
16. Constitution of the Gazetted Officers of the Office

The Gazetted officers consist of the Pr. Accountant General, Sr. Deputy Accountant
General/Deputy Accountant General, Assistant Accountant General, Sr. Audit Officer/Audit
Officer, Assistant Audit Officer and Sr. P/A to the Principal Accountant General.

17. Responsibility of Gazetted Officers

It is essential that all Gazetted Officers employed in this office should be appraised of
their responsibility for supervision, as the Comptroller and Auditor General has directed that any
failure of supervision brought to notice in inspection report or otherwise will be investigated and
the responsibility of the Gazetted Officer enforced.

(b) Every Gazetted Officer from the rank of Sr. Audit Officer/Audit Officer should inspect
the sections under his charge at least once a month and the fact of his having done so should be
recorded in the monthly arrear report submitted to the Sr. Principal Accountant General (Audit).

At these inspections it should be perfectly seen:-

@ that the sections are being kept tidy;

(b) that no unnecessary records are being kept on the tables;

(© that all books of reference, and office orders files have been properly maintained.
18. Central Services, Group ‘C’ including Multi Tasking Staff (MTS)

The Central Services, Group ‘C’ of the office consists of Supervisor, Sr.
Auditors/Auditors, Sr. Console Operator, Console Operator, Data Entry Operator, Stenographers,
Clerks/Typists, Staff car driver and MTS.
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19.

()

Note:

Department and Controlling/Co-ordinating Sections

The Office is divided into the following departments/Sections/Groups:-

SI.No Departments Name of
Controlling/Coordinating
Sections
1) ) 3)
1 Central Audit Parties CASS
2 Central Audit Support Sections CASS-I
3 Performance Audit Performance Audit
4 Report Report
5 Outside Audit I.C-1
6 Admn. I, Il, ISW Confidential Cell etc. | Admn. |
7 Record, Estate etc. Record
8 Rev. Audit RAW
9 Commercial Audit CAW
10 | IAB, Report (AB) IAB
11 | Co-ordination Co-ordination
12 | WA-I, WA-II WA-I

Co-ordination Section functions for coordinating between sections within office.
Consolidate various reports/returns for onward transmission to the C&AG of
India/Government of India etc. The section deals with interpretations/implications of
rules and orders etc. issued by the GOI/C&AG of India and other etc. It also deals

with the cases referred to it by other sections of the office.
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2 The section is under the immediate control of a Sr. Audit Officer/Audit Officer.

20.  Charges of Gazetted Officers

The Principal Accountant General (Audit), is in charge of the whole office both in the
administrative and the technical sides. All important cases, and cases involving interpretation of
financial rules, orders of delegation and objections concerning the Governor, the Ministers, high
officials and non-officials should be submitted to the Group Officers concerned who will obtain
the Principal Accountant General’s (Audit) orders wherever necessary, subject to above, the
direct control of the Departments and the sections of each Departments is allotted to the group
officers and other Gazetted Officers according to the administrative convenience as ordered by

the Principal Accountant General (Audit) from time to time.

21. Memo of handing over charge

(@) (i) Every Gazetted officers on transfer of his charge, due to the Officer’s departure from
the office or to his transfer from one gazetted charge to another within the office itself or to his
proceeding on leave, should hand over to his successor all keys, valuables, character rolls and
other confidential documents, if any. He should also draw up for the information of his successor
a memorandum of all points of importance in connection with the working of each section in his
charge and also of any important cases or items of work which are pending and likely to call for
special attention or scrutiny. All serious defects that may exist in the working of the sections
under his charge should be specially mentioned in the memorandum. The memoranda of all
charges other than that of the Group Officers, will be submitted to the respective Group Officers
and Principal Accountant General (Audit). After the Principal Accountant General has persued
the reports, these will be sent to the Controlling sections concerned for scrutiny and for bringing
out any important points. This scrutiny should not take more than two days. After the Principal
Accountant General has seen controlling section’s note the report will be returned to the
Relieving Officer. The Relieving Officer should bring any short-coming etc. to the notice of the
Group Officer/Principal Accountant General within one month of taking over charge. The
memoranda in respect of the charge of the group officers will be submitted to the Principal
Accountant General and action will be taken as in the case of other memorandum. The
memoranda will be diarised and ultimately recorded in the respective controlling sections.

Note:-

In the handing over note, the relieved officer will give details of significant items of work which
are either in arrears or need careful watch and guidance. A copy of each of these handing over
note should be given to the Secretary to the Principal Accountant General for being put up to the

Principal Accountant General (Audit).
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(i) A memorandum as in the case of transfer of charge of Gazetted Officers should be drawn
up when a transfer of charge (including transfer of charge due to his proceeding on leave or
deputation) of an Assistant Audit Officer/Supervisor takes place. This memorandum should be
submitted to the Branch Officer concerned and the Group Officer. After the Group Officer has
perused the report, it will go to the respective controlling section for scrutiny and for bringing
out any important points. This scrutiny should not take place more than two days. After the
group officer has seen the Controlling section’s note, the report will be returned to the section for

diary and record.

(iii)  Whenever an Auditor/Sr. Auditor goes on leave or is transferred to another section
(including outside audit party) or tenders resignation, he should invariably prepare a
memorandum, as indicated below and hand over the same to the substitute posted in his place or
to the AAO/Supervisor before he is relieved from the section. The handing over memo, should

contain the following information as to the state of work:-

1. The items of work that are done in the table.
2. The list of files that are dealt with indicating the number of files:-
@ lying on the table.
(b) sent to other sections, and
(© put up to the A.A.O./Supervisor/B.0O/G.O/Principal Accountant General.

3. Number of pending cases (indicating those received from other sections):-
@ requiring action,
(b) sent to other sections, and

(c) put up to the A.A.0./B.0./G.O./Pr. A.G.
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4, The list of important and pending cases indicating in brief, the action to be taken.
5. The returns/reports to be submitted to other sections and to the outside authorities.

6. Month (s) upto which audit of vouchers has been completed and objection Books, Six
monthly Registers etc. have been closed. The arrears, if any, should be clearly indicated

itemwise.

7. Other important matters requiring special vigilance.

The handing over memo prepared on the above lines should be submitted to the Assistant
Audit Officer/Supervisors of the Section and the Branch Officer, who will pass necessary orders.
The A.A.O./Supervisor should bring the cases of lapse on this score promptly to the notice of the

Branch Officers, who, if necessary, will report the matter to the concerned Group Officer.

(iv)  Whenever a clerk proceeds on leave or is transferred to another section or tenders
resignation, he should invariably prepare a memo indicating therein the number of letters
received from Receipt branch and other sections but not diarised and the list of the Diary
registers, Transit registers, Office Orders files, etc. maintained by him and hand over the same to
the substitute posted in his place or to the A.A.O./Supervisor of the Section before he is relieved

from the section.

(b) A file of charge reports of the Senior Auditors/Auditors/Clerks shall be maintained by the
A.A.O./Supervisor and of the A.A.O./Supervisor by the B.O. who will also keep a file of their
own charge reports.

(© When there is a transfer on charge of a Gazetted officer, he should write up the APAR of
the persons who served under him prior to the change, in accordance with the provisions of
Rules of Esstt. Manual of the office of the Principal Accountant General (Audit), Assam,

Guwahati.
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22. Duty lists

Q) Each section will maintain a register to be called the Register of Allocation of Duties.
The Register is required to keep a record of the various items of work attended to by the different
incumbents in the section from time to time, together with their initials for the purpose of
identity at a future date, if an occasion arises. In this Register, two pages (facing each other)
should be allotted to each seat (including (Assistant Audit Officer/Supervisor). The left hand side
should describe in detail the various items of work done on a seat. The item of work should be
serially numbered and should be signed by the Branch Officer. The right hand side should
contain the details of the incumbents of the seat from time to time in the following form:-

Name of Initials SI.No. of the From To
Person and items of work
Designation attended

(i) If the incumbent of a seat is on leave and his work is distributed amongst the other
members of the section, the names of the members should be mentioned, indicating serial
numbers of the items of work of the seat allotted to them against their respective names and the
periods for which each looked after the items of work. If fresh items are added to the list of
duties on a seat or certain items are transferred from one seat to the other, the new items should
be mentioned below the items of work detailed in the left hand side, indicating the date from
which the items are added. A similar note about deletion of items of work from a seat should be
made. These additions, deductions, etc. of items of work on a seat should be signed by the
Branch Officer and should be done under his orders. Fresh entries in respect of incumbents of
items of work should be made on the right-hand side. The A.A.O./Supervisor should attest all the

entries on the right-hand side of each page from time to time and at the end of the year.

(Authority:- C  &AG’s  confidential letter No. 3930-Admn.l1/419-58  dated
29-12-59)
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(iii)  The currency of the Registers will be three years from the 1% April to the 31% March of
the 3" following year. On the 15" May each year, the Register duly completed should be put up
to the Group Officer concerned. On thel5th May of the 4" year, the Register should be
submitted alongwith the new Registers. After initials by the Group Officer, the previous Register
should be sent by the Branch Officer of Estt-1 section which will arrange to send all such old
Registers to the old Record Section by the 15" June of that year. The period of preservation of
the Register should be 10 years. The Register should have a page to contain the names of the
Branch Officers of the sections. The first page of the Register should be for memo of submission.
The Register should remain in the custody of the Branch Officer, who should hand it over to his

successors whenever there is a change and mention it in his handing over memo.

(Authority:- C & AG’s confidential letter No. 1701-TAI/257-70 dated 18-09-70)

(iv)  The A.A.O./Supervisor should personally obtain the Register from the Branch Officer
every month and complete it. The Register duly completed should be put up to the Branch
Officer on the 15™ of every month with a certificate to the effect that the Register is upto date in
every respect. The submission of the Register to the Branch Officer and Group Officer should be

watched through the Calendar of Returns of the Section.

(v)  The Register of Allocation of Duties should invariably be provided with an Index in the

following proforma at the beginning of each Register:-

“Index of Contents”

SI.No., Name, Designation, Page No. & Remarks
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23. Communication of Residential address to Establishment Sections

The B.Os/A.A.Os/Supervisor should furnish to the Estt.-l Section their residential
addresses and telephone numbers, if any, through which they can be contacted in case of

necessity during holidays.

The A.A.Os/Supervisor should also obtain the residential addresses of the Auditors/Sr.
Auditors, Clerks etc. and incorporate the information in a flyleaf attached to the Attendance
Register. In either case the change in addresses should be intimated to Establishment section or

A.A.O. of the section as the case may be.
24. Periodical transfer of staff from section to section

The Comptroller & Auditor General has deprecated the practice of keeping a man always
in one section of the office. The result is that other man in the office have no opportunity of
learning the work of that section which is apt to lead to trouble when one or more of the few men
who know the work take leave or retire. Arrangement should, therefore, be made for transfer of
men periodically and proposals for transfer should be submitted half-yearly in April and October.

(CG’s No. 584-TA and A, dated the 30" July, 1920,)
25. Continuance of staff in the same section

No member of the clerical staff should be allowed to remain in the same section/wing for
more than five continuous years without the specific approval of the Principal Accountant
General. Also a person having worked in a seat or section for the prescribed period should not be
posted again to the same seat or section after a short interval. Relaxation of these orders should

particularly be avoided during the two years preceding the retirement of a person.

(Authority:- Para 6.5.1 of MSO (Admn) Vol-I)
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It has been observed by the Comptroller and Auditor General that the Assistant Audit Officers in
the various Accountant General’s offices are kept on much too long in one particular section. As
good Assistant Audit Officers will normally be promoted as Audit Officers in course of time, it
is in the interest of the public service as well as in their own interest, it should be seen that they
are not kept on for long in a particular section and that they are given an opportunity to gain
experience of work done in the various branches of the Accountant General’s offices. They
should therefore be posted to sections in various branches by rotation. Hence, necessary
arrangement should be made so that no Assistant Audit Officer normally remain in one particular

section for more than two years.

The Assistant Audit Officer of Establishment-1 Section should, therefore, review the
position annually in October and submit proposals for transfer of AAOs who will be completing

two years in a section.

(C & AG’s letter No. 2099 Admn. 1/512-63 dt.28-08-83)

26.  Absence for more than three days and want of Reservists

Whenever it is anticipated that an Auditor/Sr. Auditor or Clerk will be absent for more
than 3 days and no reservists is likely to be available to take up the work of the absentee, the
matter should be brought to the notice of the Branch Officer, who will pass orders as to the
distributions of the work among others.

27.  Duties and Responsibilities of the Assistant Audit Officer/Supervisor
Q) Assistant Audit Officer/ Supervisor in Section:

(@) Supervision and control of Work: The A.A.O./Supervisor is responsible for the control
and supervision of work in the Section. He should see that the work (in every aspect) in the
Section is carried out smoothly and no item of work falls into arrears except under unavoidable
circumstances. If any item of work lays behind the Schedule and is likely to fall into arrears/or
has fallen into arrears, he should take steps to tackle the situation immediately so as to avoid
accumulation of arrears. He should promptly bring such a situation to the notice of the Branch

Officer for advice/instructions/orders.
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(b) Calendar of Returns and monthly Report: The work in the Section is controlled
through the Calendar of Returns and monthly Report. The A.A.O./Supervisor should
therefore give utmost importance to those two returns. They should be in his personal
custody. He should close them on the due dates and ensure that every member in the section
adheres to the due dates. He is personally responsible for correctness of the entries in the
Calendar of Returns and for the facts and figures in the monthly report.*(Detailed
instruction  in  regard to  these returns are  contained in  Paras
...................................................... ).

(© Punctuality in attendance: He is responsible for enforcing strict punctuality in
attendance on the part of members of the Section. He is personally responsible for the safe
custody of the Attendance Register. He should strictly follow the instructions regarding
marking of late attendance and daily closing of Attendance Register.

(d) Discipline: He should enforce and maintain strict discipline in the section. He
should ensure that members of his section do not absent themselves from their seats
unauthorisedly during office hours except during lunch hour, and scrupulously observe the
prescribed lunch interval. He should bring to the notice of the Group Officer, through his
Branch Officer, promptly, acts of indiscipline, misconduct or disorderly behaviour on the
part of any member of the section.

() Assessment of work and conduct: As a Reporting Officer in regard to Character
Rolls, it is his duty to make an objective assessment of the work and conduct of every
member in the Section, by careful and constant watch all through the year. He should
maintain the “Register of Good and Bad Work” and keep it in his personal custody. He
should report to the Branch Officer/Group Officer instances of good work turned out by
members of section.

()] Library and Books: He is responsible for the safe custody and for keeping upto
date of Books in the Sectional library. He should keep in his personal custody the
‘Memorandum of secret Instructions regarding extent of audit’. Departmental Scrutiny
Instructions, Manual of Standing Orders (Admn.) of C.A.G., Manual of Standing Orders
(Tech.) of the C.A.G.
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(9) Tidiness of Section: He should see that the section presents a neat and tidy
appearance. He should see that records in the section are kept neatly arranged in racks,
cupboards etc. and are not allowed to remain in heaps or disorderly fashion or stream on the
floor. He should see that closed files and cases, old registers, audited vouchers and other
records not current are kept neatly stitched or bound and the records not required to be

retained in the section are weeded out and sent to old records at frequent intervals.

(h) Wearing of Uniforms by MTS: He should report to the Branch Officer (Record)
when the MTS attached to his section fails to turn out in uniform.

Q) Disposal of urgent and important letters: He should go through the inward dak
daily and mark and make note of important communications, letters requiring urgent action

or immediate reply, letters from C.A.G. etc. and keep a special watch over their disposal.

()] Custody of duplicate keys, furniture and office machines in the Section: He is
responsible for the safe custody of the furniture, office machines in the section and duplicate
keys of cupboards and tables. In the event of his relief from the section, by transfer or
otherwise, he should prepare a statement in the form given below and submit it to the
Branch Officer after articles are taken over by the successor. The Branch Officer will set his
initials in the statement. The A.A.O./Supervisor will then forward the statement to Branch
Officer. Transfer of Charge Certificate Report regarding furniture, Office machines and

duplicate keys
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Section:

Name of the A.A.O./Supervisor relieved.
Name of the relieving A.A.O./Supervisor
Date of handing over/taking over charge
Details of

@) Furniture.

(b) Office machines.
(© Duplicate Keys.

(d) Any other items.

Hand Over Taken Over
Signature Signature
A.A.O./Supervisor relieved Relieving A.A.O/Supervisor

Submitted to B.O Initials of A.A.O/ Supervisor

(k) Examination of Sr. Auditors/Auditors/clerks and other officials seats

The Section Head should inspect the seats of at least two members of the section each
week so that the seats of all members of the section are covered in a month and each seat gets

examined at least once a month. The object of the inspection is to see that

a) no letter of communication (inward dak) remains undiarised.

b) no letter etc. has escaped disposal.

C) no letter etc. disposed of remains to be filed and

d) registers, files, cases and other records are kept neatly arranged.

The results of each such inspection should be reported to the Principal Accountant

General through the Monthly Report.

If, for any reason, the inspection could not be done, or considered not necessary, specific

orders of the Group Officer should be obtained for exemption.
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(1) Disbursement of Salary of members of Section

Consequent upon introduction of system of disbursement of salary through Bank account
of individual incumbent, salaries of the officers and staff of this office are being disbursed
through bank.

(m)  Duties and responsibilities in codes and manuals

In addition to the duties and responsibilities mentioned above, A.A.O./Supervisor should
discharge such duties and responsibilities as are enjoined upon him in codes, manuals, office

orders etc.
(n)  Other duties and responsibilities

He should also discharge such duties and responsibilities entrusted to him by the Branch

Officer, Group Officer or the Principal Accountant General.
28. Powers of Assistant Audit Officer/Supervisor

The following are some important powers vested in the A.A.O./Supervisor in the various

offices of the Department.

Q) Power to grant Casual Leave to Sr. Auditor/Auditor/Clerks and MTS and other staff

working under them upto a maximum period of 3 days at a time with station leave permission.

(i)  Condonation of late attendance of the staff under them for a maximum of two days in a

month.

(ili)  Attestation of entries in the Service Books of N.G.Os (except first page of the Service
Book which will be attested by the Branch Officer).

(iv)  Signing of routine acknowledgement and also reminder under their own designations

(except to Headquarters Office).
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(V) Issue of audit notes and also half margin memos conveying routine remarks such as

calling for certificates, receipt schedules and other wanting documents.

(vi)  Scrutiny and acceptance of sanctions issued by authorities subordinate to Government

e.g., Heads of Department etc.

(vii)  The A.A.O./Supervisor has also been vested with the powers for signing monthly inducts
of forms and stationery for expeditious disposal of official business and smooth running of the

office
29. Note Book of A.A.O./Supervisor

The A.A.O./Supervisor of a Section should keep a Note Book with an index prepared in
which all important orders should be noted for guidance and to facilitate reference. The Book

should be submitted on the 5™ of each month to the Branch Officer for information.

30. Observance of tidiness and examination of Registers and the contents of drawers,
boxes etc.

All registers maintained in a section should be carefully and frequently examined by the
A.A.O./Supervisor and not only on the occasions on which they have to be submitted to the
Group Officer in charge. He should also turn out occasionally the contents of every drawer, box
or other receptacle in his/her section and be quite sure that no official papers is irregularly
detained there and that nothing escapes disposal. He/she should further see that the files and
paper relating to the section are neatly arranged in the racks and almirahs allotted to Auditors/Sr.
Auditors and Clerks, that records obtained on requisition have not been unnecessarily detained in
the section, and that no records are lying carelessly on the floor. Untidy habits of assistants
should be strongly condemned and taken serious notice of, if and when persuation fails to effect

an improvement.
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31. Duties & responsibilities of Multi Tasking Staff (MTS)

Consequent upon acceptance of the recommendations of 6 Central Pay Commission, all
erstwhile Group ‘D’ posts viz. Safaiwala, Waterman, Chowkidar, Mali, Farash, Peon, Sr. Peon,
Duftri, Jr. Gestener Operator including Record keeper have been upgraded and renamed as
“Multi Tasking Staff” (MTS). Following duties have been prescribed for M.T.S:

1) General cleanliness& up keep of the section/unit
i) Sanitation work of building/office.
iii)  Cleaning of rooms
iv)  Cleaning of building, fixtures etc
v)  Watch & ward duties
vi)  Opening & closing of rooms
vii)  Up keeping of parks, lawns, potted plants etc.
viii)  Dusting of furniture etc.
ix)  Carrying of files & other papers within the building/office.
X)  Delivering of dak (outside building)
xi)  Physical maintenance of records of the section,
xii)  Stitching and binding of records/files/registers of the section/unit.
xiii)  Photocopying, sending of fax etc.
xiv)  Other non-clerical work in the section/unit
xv)  Assistance in routine office work like diary, dispatch etc. including on computer

xvi)  Maintenance of office equipments/fixture & fittings & providing necessary
assistance for running of such equipments

xvii)  Driving of vehicles, if in possession of valid driving license
xviii)  Any other work assigned by the superior authority,

(Authority:-  Hqgrs. Circular No. 18-NGE/2010, No. 717-NGE (App)/25-2010
dt.28-06-2010)
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(@)
(i)
(i)
(iii)

(iv)

(V)

(vi)

(vii)

(viii)
(ix)
(x)
(xi)

(xii)

In addition to above, the following duties are also entrusted to the MTS:-
General watch of the office buildings as a whole including night watch.
To guard against any unwarranted or unauthorized entry into the office premises.

To see that no official documents or records are removed without the written
permission of a Gazetted Officer.

To receive urgent official messages, etc., (including telegrams and telephonic calls)
beyond office hours and on Sundays and Holidays on behalf of the office and

arrange to send/communicate them to the proper officer without delay.

To open the rooms on every working day at 8.45 AM sharp in the presence of the
respective sectional MTS. To close the doors and windows, switch off the lights
and heater and lock up the rooms immediately after the office closes. It is also his
responsibility to have the rooms properly swept every morning by the MTS
engaged on sweeping duty
To start the initial extinguishing measures in case of fire and to inform the officer
concerned in the absence of the Care Taker/Assistant Caretaker.

The duty hours of MTS on watch & ward duty will be regulated by a roster,
prepared monthly by the Record Section.
Seeing that stationery racks of Gazetted Officers are adequately filled with forms,
flag slips, etc.
Opening of important dak before the head of the office;
Stitching of files, closing of bags and sealing of parcels, bags and letters of an
important/confidential nature, etc.

Attending to Gazetted Officers and looking after the general requirements of the
office; and

Attending to any other item of the normal work which the Section-in-charge of the
Record Section may require him to do.

MTS must attend immediately to all calls from the officers or section to whom or to
which they are attached, dust the furniture and records regularly, (and) supply
drinking water, etc. whenever called upon to do so. MTS attached to Sections
should not leave office without permission until the last Sr. Auditor/Auditor in the

Section leaves office.
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(xii) MTS must attend immediately to all calls from the officers or section to whom or to
which they are attached, dust the furniture and records regularly, (and) supply
drinking water, etc. whenever called upon to do so. MTS attached to Sections should
not leave office without permission until the last Sr. Auditor/Auditor in the Section
leaves office. Before leaving office every evening the sectional MTS should get the
doors of the rooms, for which they are responsible, locked up by the MTS on watch
& ward duty. The sectional MTS should attend office at 8.45 a.m. and have the
respective rooms opened by the MTS on watch & ward duty in their presence. The
Sr. Audit Officer/Audit Officer and the AAO in-charge of Record section should pay
surprise visit and see that these orders are strictly carried out.

In addition to normal duties, some additional duties should be performed by the
MTS without any claim for any extra remuneration.

(xiii) MTS attached to Gazetted Officers are responsible for the cleanliness of the rooms to
which they are attached. They should get the doors of the rooms locked up every
evening by the MTS on watch & ward duty before they leave office and ensure next
morning, after the rooms are opened in their presence by the MTS that nothing is lost
or has been tampered with.

(xiv) The MTS on sweeping duty should come to office at 7 a.m. and remain till 11 a.m.
and should be present again from 2 p.m. to 6 p.m.

Note —1. The MTS engazed in dusting the office should thoroughly understand that if the
office is not found clean they will be penalized. The Caretaker/Assistant Care Taker will
supervise the work of the MTS and submit report to the Sr. D.A.G. (Admn.)/DAG (Admn)
through the Sr. Audit Officer/Audit Officer-in-charge of Record, formal written complaints
about any cases of refusal to carry out his instructions.

Note- 2. The MTS engazed for sweeping work & cleaning of gardens, lawns etc and not
borne on regular establishment are paid from office contingencies.

32. Duties of other staff & Officers are as under:

The duties towards the staff welfare, housekeeping, recreational & cultural activities, etc.
are discharged by the staff of Record Section under proper instruction of Sr. DAG (Admn)/DAG
(Admn) and Supervisor of Sr. A.O/A.O/AAO of Record Section and guidance of the Welfare
Officer of the Office of the Accountant General (A&E), Assam, Guwahati who is overall in-
charge of both Audit & Accounts Offices for such activities. The duties which are discharged by
the Welfare Officer are categorically mentioned in paragraph 7 (A) of the Record Manual of this
office.
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The duties discharged by the MTS in relation to security arrangement, maintenance & upkeep of
office buildings of both Audit & Accounts Offices and general supervision of the work of proper
sanitation, neatness & cleanliness of office lawns/premises and gardens, etc. are, however,
presently looked after by the Assistant Care Taker of the Office of the Accountant General
(A&E), Assam until an alternative arrangement by filling up the post of Care Taker/Assistant
Care Taker either by appointment or otherwise is made in this office.

The Welfare Officer will function under the Administrative Control of AG (A&E),
Assam and will submit files to AG (A&E), Assam and Pr. A.G/AG (Audit), Assam respectively

depending upon the office to which the proposal relates.
33. (A)  Duties of Welfare Officer are enumerated below:-

m Staff Welfare.

@ Giving personal hearing to individual members of staff regarding their difficulties

or grievances.

(b)  Assistance to staff suddenly taken ill or those chronically ill. Helping in securing

admission in places of treatment.
(© Maintenance of first aid box.

(d) Helping in cases of need, in securing admission of children in Schools, Colleges
and other educational institutions.

(e Assisting, in case of need, families of persons on protracted tours.

()] Supply of liveries to Multi Tasking Staff.

(9) To function as co-coordinating officer between the CGHs dispensary and its
beneficiaries regarding complaints from either side.

(h) To serve on the CGHs Area Advisory Committee for considering suggestions for
the improvement of service & facilities.

0] To investigate all cases of neighborly disputes referred to him by the office and
furnish report on the basis of which action can be taken by the Estate Officer for shifting
the referring party to another locality.
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Housekeeping.

@ Cleanliness of office buildings, premises and bathrooms including adequacy of
water supply.

(b) Cleanliness of office canteen and kitchen.

(© Cleanliness of premises of Staff colony, if any, and security arrangements

therefore.

(d) Neatness of work place, including proper maintenance of furniture, removal of

unwanted records, elimination of congestion in sections, adequacy of lighting and

ventilation.

(e Adequacy of drinking water facilities.

()] Timely provision of hot and cold weather arrangements.

(@)  Arrangement through CPWD for lighting inside office building, streetlights both

staff quarter at Maidamgaon, Staff colony at Borsojai and Officers colony at Jatia or any

other colony that might be added in future.

() Parking lots for cycles, scooters, motor cars and ensuring their safety and

protection against sun and rain.
Recreational and Cultural activities:
@ Arrangement for celebration of Republic day & Independence day.

(b) Encouragement to players for participation in games, (etc.) arrangements for
matches and tournaments.

(© Encouragement to persons possessing talent in music, dramatics, arts, literary and
other cultural activities, and participation in the arrangements for variety entertainments,
dramatic performances, art exhibitions, Kavi Sammelans, Debates and publication of

office magazine, etc.

(© Arrangement for ‘get-togethers’ and picnics.

(d) Liaison with Recreation Club, Co-operative Stores, Co-operative banks, House
Building Society, etc.

(e) Any other duty as may be assigned by the Pr. AG and AG in the interest of Public

service.

43



(@) ST GgH
FETOT ATAFTET F THTE H Teh FeATT TZIAF GHIT | T FHEATIT SATEHTLN T FHd A7 (HA18 Fed |
IThT TETAAT FLAT 2 |
34 . 9EEF ATHLESF &

(i) @ H ®E@T f T T T@-vg g9t =@ § F 9 § @@ gu 947 .. uH, 1w
T R ST = 3T | ag T 3T i RS ST R AT U SR T F
AET T T @-v |adl ST 9¢ d919 UH. 1. TH . 3% 999 92 3T Faea &9 7 =T
T FT TG Bl | TS F1E U, UH., JUAT SET I¥ AqIRIT T@ar g, al 39 o9 98 § U Ah
FT L@ il TFEIT FAT AT |

(ii) g Ag AT FHT o HIATAT o0l SHIT o TAL FIT I FTA AT TR 37 S8 -3
Taeft § et ot sTaifera sTorar ToTfeha =af<h &l Ta9T Tl AqAfd 7 4 |

FIE AT ARG ST HATAT TRET H T FIAT AT ¢ 59 UH.ET.TH. FRT FRIAT 6 916 o
SITAT ST ATRT | Afe Tad T TR &t wfeATs g7, ar Uq. 37, Uq. 9g1aF HAaTgs o el
TAAT T ST ARI-TEY & Y FA@TIreT Al /aamairar atewrr (RaE) it zq6 an #
g FA | e ST 2, 1 ST aS A@rrET AtawEy/Aaiar gt (RE) 7 oft
TFTH FT THaT 8 |
(iii) g ATReAT Haeft SaedT FT TAT R ST T8 FATHT w00 & =7 amar § &

ST TATH ARreAA I QU 0 g Siw ag off gEtea wor & § gaem Grarsfie sraear 7 21 &
ST T ©g AeMl # (3T ¥ TFaT A7 UgaAl 9Tg) S F T GHI-THT I¢ 9 AT &f |
TEEAT FAaTgsd aig qE@rairer Aty /qamdear afgwy  (RE) F® JfRw = wgmt
(SaLr, A9, AT ST qFeav)

H UF I Y IT AETAETRIT (FT. ) /3T AETAGTHRIT (T, ) Tl ATHHT SAGEAT HY AT
afefRafaat & a § ua Rae g&qa 3 | 39 fdeE Fi aeqa e a2 fEie Tgan & [awoft g=t %
ST Rt =T SOt |

ANT o T FFedT H, 9g AUHT Fael YRITT F:1d F Feh wraw fove, qfo| o,

T HE@THT /AN IT Agle@rmie (9T, ) /ST HGA@HT (T9T.) , ALS A@TITEAT SATerHT
/ETarar Afgwey (RFE) & ga & o 70 A SIoThId HT TTaT Aa9TF Hars |

T3 75 AETAF FTAATEH & H1d AT & qIgL (F JAATAT) graT g, o Sl 9T J4T19 UH. 7. 1.

Y BRre, qfem O, T aEeEh /ais ST Ao e (V9T. ) /ST AT (F9IT.)
T B 9T TR TAAT AT ATRT |

44



(B)  Welfare Assistant

There would be one Welfare Assistant under the charge of Welfare Officer. He is to assist
the Welfare Officer in discharge of his duties.

34. Duties of Assistant Care Taker

Q) He will keep a general watch and control over the entire MTS engazed in watch
and ward duty of this office. He will see that the MTS on watch & ward duty are
performing their duties punctually and regularly, according to the approved roster
prepared by the Record Section. In case a MTS remains absent on duty he should arrange
for his substitute.

(i) He will ensure that the MTS on watch & ward duty deputed at the entrance of the
office building do not allow any unwarranted or unauthorized person to enter the office
premises.

Any visitor who wants to enter the office premises should be taken by the MTS to the
Receptionist. If there is any difficulty, the MTS will report to the Assistant Care Taker
who in turn will inform the Sr. Audit Officer/ Audit Officer (Record). If necessary, the
Receptionist may also contact the Sr. Audit Officer/Audit Officer (Record).

(iii)  He will be in charge of the fire fighting arrangement and ensure that necessary
and adequate fire fighting equipments are provided in the buildings and that these are
always in working orders and are got tested every six months (first week of April and
October) and refilled periodically. The Assistant Care Taker will submit a report about
the satisfactory conditions of the fire fighting arrangement to Sr. Deputy Accountant
General (Admn.)/Deputy Accountant General (Admn.) once in three months (first week
of January, April, July and October) through Sr. Audit Officer/Audit Officer (Record).
The submission of the reports will be watched through the Calendar of Returns of Record
Section. In case of an outbreak of fire, he will start the initial extinguishing operations
and at once ring up or taken necessary steps to inform the Fire Brigade, Police Station,
Principal Accountant General/Sr. Deputy Accountant General (Admn.)/ Deputy
Accountant General (Admn.), Sr. Audit Officer/Audit Officer (Record).

In case it happens beyond the duty hours of the Assistant Care Taker, the MTS on
duty should inform the Fire Brigade, Police Station, Principal Accountant General/Sr.
Deputy Accountant General (Admn.)/ Deputy Accountant General (Admn.) over phone.
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( iv) He will supervise the work of the MTS engazed in sweeping job and will be

responsible for proper sanitation, neatness and cleanliness of office premises.

(V) He will make surprise visits to the office building at night to see that the MTS on
duty are performing their duties conscientiously and honestly, that the watch and ward
arrangements are adequate and that there is no danger to the buildings, the records or any
other property.

(vi)  He will supervise the work of the MTS looking after the gardens, lawns etc and
will ensure that they perform their duties punctually and earnestly and take keen interest
in the proper upkeep and maintenance of the office lawns and gardens. He will also
ensure that the flowers in the flower vases in the room specified by Sr. Audit
Officer/Audit Officer(R), changed by MTS regularly.

(vii)  He will receive any urgent official message, etc. (including telegrams, telephonic
calls) beyond office hours and on Saturdays/Sundays/Holidays and arrange to
send/communicate the same to the officers concerned without delay through a MTS. A

record of telephonic messages should be kept.

(viii) In case of any emergency, the Assistant Care Taker will contact the Principal
Accountant General/Sr. Deputy Accountant General (Admn.)/Deputy Accountant
General (Admn.) or Sr. Audit Officer/Audit Officer (Record) immediately and report the

matter to them.
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(ixX)  The duty hours of the Assistant Care taker will be as follows or as fixed by the

authority from time to time.

From 8.30am. to 1.00 p.m.
on all days

From 2.30 p.m. to 7.00 p.m.
The surprise or normal night/day rounds will be in addition to the above duty hours.

The Assistant Care Taker will maintain the Attendance Register of the following
categories of MTS and submit to the Gazetted Officer-in-charge of Record Section at 9.30 A.M.

every morning:

@) MTS on watch & ward duty

(b) MTS engaged for sweeping & cleaning job

(© MTS engaged for cleaning gardens, lawns, premises etc.

He will also be responsible for attendance of other MTS, subject to specific instructions

issued from time to time.

(x) He will keep a general watch over the condition of the building of the office
including the fittings relating to water supply, lighting, cooling, etc. and will report to Sr.
Audit Officer/Audit Officer (Record) any repair necessary to any of the buildings so that
the same may be arranged immediately.

(xi)  He will be responsible for hoisting etc., of the National Flag in front of the Office
building daily.

(xii)  He will obtain the torch-cells, whistles and the wooden battons from Record
Section and distribute them to all the MTS on watch & ward duty and will also
periodically conduct physical verification thereof. He will submit a report on the 1% day
of every month to Sr. Audit Officer/Audit Officer, Record about proper supply of torch-
cells, battons and whistles, etc. to MTS. The report should be submitted to the Sr. DAG
(Admn.)/DAG(Admn.) quarterly in the month of January, April, July and October. The
submission of the report will be watched through the Calendar of Returns of Record
Section.
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35.  Surprise checks by Sr. A.O./A.O. (Record) and other Gazetted Officers

The security arrangement, in liaison with Estate Cell, of the office will be under the direct
control of Sr. A.O./A.O. (Record) and the Care taker, Asstt. Care taker and MTS on watch &
ward duty will discharge their duties allotted to them by the Sr. A.O./A.O. (Record).

With a view to ensuring that the watch and ward arrangements are functioning properly,
the Sr. AO/AO, Record will pay surprise visits to different buildings at least once a month
beyond office hours or on holidays. In addition to the checks exercised by the Sr. A.O./A.O,
Record every month, surprise checks of security arrangement by other two Gazetted Officers will
be conducted in the various buildings on holidays and after office hours, one during day time on
one of the holidays and another during the night hours (after 9 P.M.). The report of the surprise
checks should be submitted to the Principal Accountant General through the Sr. Deputy
Accountant General (Admn.)/Dy. Accountant General (Admn.) on the day following the day of

surprise check.

Record Section shall maintain a Register regarding selection of Round Officers to be
submitted to the Principal Accountant General on the 2" of each month which should be

watched through the sectional Calendar of Returns.

36.  Old Record Group

The duty of the MTS in-charge of old records (under Assistant Audit Officer, Record
Section) is to receive records sent by other sections for preservation, to arrange them in proper
order, to supply them to the sections concerned as and when required and to destroy them after

the prescribed period of preservation is over.
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Duties and Responsibilities of Auditors/Sr. Auditors
37. (i) Knowledge of Rules and orders

Every Auditor and Sr. Auditor should possess, a fairly good degree of knowledge of the
working of the office as a whole and a thorough knowledge of the work in particular
Group/Section in which he is working. He should be thoroughly conversant with all orders,
Rules, codes and manuals pertaining to the work in his section/group. In the event of transfer
from one group to another he should first make himself conversant with the Rules, Codes,
Manuals, Branch orders etc. of that section/group to acquire a good working knowledge of the
group. He should endeavour to keep his knowledge of Rules, Codes and Manuals etc. always

upto date.

(i) Auditors/Sr. Auditors in sections

(@) Purport Register: He should maintain the purport Register of his unit properly. He
should acknowledge promptly in the register the letters etc. diarised therein and handed over to
him by the clerk of the section. He should dispose of promptly without undue delay, letters etc.
and close the purport register on the due dates, in accordance with the instructions.

He should also note in the common purport Register, the particulars of disposal etc. of
letters diarised therein and received and disposed of by him, should also get attestation of

A.A.O./Supervisor in the Register for such entries.

He is responsible for the transfer to the other section of letters etc. which are to be so
transferred in the course of its disposal, should not treat it as cleared until acknowledgement is

obtained in the Register.

(b) Filling: He should keep his seat neat and tidy, should keep registers, files, cases and other
records in the racks, cupboards etc. neatly arranged and should not allow to remain on floor any
record. He is responsible for the safe custody of all records pertaining to his seat and remaining

in the section.

(c) Tidiness: He should keep his seat neat and tidy, should keep registers, files, cases, and
other records in the racks, cupboards etc. neatly arranged and should not allow to remain on floor
any record. He is responsible for safe custody of all records pertaining to his seat and remaining

in the section.
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(d)  Other prescribed returns and Registers: He should maintain properly and close/submit
on the due dates other registers and returns prescribed/required to be maintained in his unit.

(e) Due dates: He should strictly adhere to due dates prescribed.

()] Old Records: He should weed out promptly records not required to be kept in the section
and arrange to transmit them to old record. He should ensure that records obtained by him from

old records for reference are returned to that section, immediately after use.

(9) Other prescribed or assigned duties: He should discharge any duty or responsibility
specifically assigned to him (a) in the Duty Register (b) in any provision of any code/manual
(local or otherwise) Office order, Branch Order (c) by the Section Head/Branch Officer/any
higher authority.

Note: The duties and responsibilities mentioned above do not apply to Auditors in fair
Copy/Despatch Sections and in isolated posts like Manager, Assistant Manager, caretaker, etc.

where they are responsible for specific duties assigned to them.
38. Duties and responsibilities of Auditor/Sr. Auditors in Inspection Parties

1) Should discharge duties and responsibilities (in local audit) assigned to him (a) in the
allocation of work ordered by A.A.O./A.O./Sr. Audit Officer (b) in the codes and manuals like
MIR/OAD Manual etc (c) in office Branch Orders.

2) Should take steps to obtain records/documents required for audit scrutiny from the office
being inspected and arrange for safe return of all such records/documents.

3) Should arrange to deliver, to office Inspected Requisition slips and audit slips,

information slips and closely watch their prompt return with reply.

49



4. IH YU TNEET, Afaw w0 gadt owr @ e u=, e R g9y gEaras anfe
% JTOT 9T AT <47 AR |

5. I HEATAT ATATT T Aol T TEITAST ol HUT FHIA 3T AGTILEAT T g I ITah!
FTIEHT T SHFET FIAT ATRT |

6. I HEATAT ATANT &l AS(T ST AT XA1e /FEaweft (F9T-997 9% a7 =020T) AR
FA Irg AT FHLAT AT |

7. 39 RF-gafed % ITTNT & o0 STEdt @ Gt siT ®iF &7 T2iF W@t JTe’ 3T 9
F9ft oft STEAT 81 Trg, TT A il TFEIT HLAT AT T |

8. U WIATAT AT/ ATET AR /TRTAT AT T T2&ieh /FT BIEel L@l AT |

9. I Qe THT e o e, gigaret oY MawgEast it 9@ @ w1 |
T.A. 9., /99987 il qgal HLAl ATy |

10. H.9.9.37/AE. . AT ATART AT T Tl IgaT TN GIRT ST AR
a7 etia w1 % 9+ gl ARl T FTATead AT AR |

39. forfost & Fd o oy

1. TG FAT: T aqamr & forfus &1 gafeq TRmedid Sve T IHT 06 S 3T W
A el TRres & TR 39 FAN & forw [Faq (afswa)  stiaftas =1 91| FT ey
1S¥ AT oo T Jerme Age@rae & af=a & YT o0 T & 97 3T @ I, omEr
STARTLT GIT &V ITH AT T TG AT = Rl T &d & TTH L 97 AT ST
T ST AT ATRT | IH Tg AT HAT AT Toh el T ST FHT 9517 0l IHT & sreram
21 STl FY G| 9T ST &l 10 | 3H Tg AT AT HAT AT 6 ST 0 0 o
ST T =T 3R Frdfaay % Hafad saraiieqshl /a1, A@Teehiersnl gIeT TR hU ATd ¢ |
T TRt T 0T F Fil T U | SATQT (&4[ & [T q9e Toree § Fiahd g Jrar g, dar
IH TH AIHNT TLTeT & &A1 § AT AT |

50



4) Should maintain despatch register, Service stamps Account, and attend to despatch of

letters, Inspection Reports documents etc.

(5) Should arrange for collection of documents sent by Headquarters section and for their

return on completion of audit.

(6) Should prepare reports/returns (periodical or otherwise) due to be sent to Headquarters
section and despatch them.

(7) Should maintain stock of Stationery articles and forms required for day to day use and

arrange to replenish whenever necessary.
(8) Should maintain stock/files of office orders/Branch orders/Circulars etc.

9) Should help the A.A.O./Supervisor in proper maintenance of the collection of books,
codes and manuals by pasting correction slips etc.

(10)  Should carry out any other items of work assigned or instruction issued by the

A.A.0./1.0, Headquarters section or any other higher authority.
39. Duties and Responsibilities of Clerks

1) Diarizing: The Clerk of a section should receive the inward dak intended for the section
through dak and other transit registers by acknowledging them in the respective registers. He
should diarise these letters and other letters etc. received from the Secretary to Principal
Accountant General, D.O. letters etc. received direct by the Branch Officer and all other inward
dak received from any other source without any delay. He should ensure that all letters received
on a day are diarised on the same day or the very next working day. He should also ensure that
letters diarised are acknowledged by the auditors/Sr. Auditors concerned the same day or the
next working day. If due to any reason any letters remain in the purport Register
unacknowledged for more than one day, he/she should bring it to the notice of the Section Head.
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2 Dak Slips: He should ensure that the ‘dak’ slips and other transit registers of the

respective sections are returned promptly.

3) Common Purport Register

He should maintain the common purport Register properly. He should ensure that when
letters diarised therein are disposed off by Auditors/Sr. Auditors, details of disposal, file No.,
etc., are noted by the Auditor/Sr. Auditors concerned in the respective columns in the register

and got attested by the A.A.O. He should prepare monthly Statement on un-answered references’

(4)  Office Copies of Drafts

He should collect daily from the despatch section office copies of drafts and letters issued

from the sections and distribute them to concerned auditors immediately.

(5) Indent for stationery and forms

He should prepare the monthly indent of stationery and forms for the section, in the prescribed
form and send it to stationery section by the 10" of each month after approval by
A.A.O./Supervisor, supplementary indents/special indent for the stationery articles should also

be prepared by him.

(6) Knowledge of typing being a pre-condition for appointment to the post of clerks, and as

such, any clerk may at any time be called upon to do typing work.
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40. Interviewing the Principal Accountant General (Audit)

It has been brought to the notice that members of this office are approaching the Principal
Accountant General direct for submission of representation regarding transfer, deputations, etc.
The correct procedure would be to make such representations in writing through proper channel
and then, if necessary, see the Deputy Accountant General/(Admn.) after obtaining permission
from the Branch Officer. If it is necessary to meet the Principal Accountant general after that,
written permission should be sought for, from the Principal Accountant General for the
interview, stating the reasons for seeking such an interview and whether any written
representation has already been submitted, etc. and this should be forwarded to the Principal
Accountant General through proper channel. If the Principal Accountant General considers the

interview necessary, the time and date fixed will be communicated to the applicant.

In no case should Branch Officers and A.A.O./Supervisor withhold such applications.

Authority: C & AG’s letter No. 2622-NGE.| 295-60 dt.27-12-60.

52



JEqIA-IV
ggl, srFfeaT g S}k Fawrer, S

41. 9T
1. 99 &9 ¥ gafgq f@fee f@r o usl F oo A S0 9w a9l (FHETr) &6
TEl Y& AT qHT-9HF 9T TAT HAlgd Fard Fad g&ar (gen) FEemEer, 1972 g
IERIEGEE A A

TEl A ATFR F A & *T § FET Agl (HAT AT THaT gl G @6 qar 6
AfFaTgar it SEeq g oar, qEH GrawRr T fF 9w T gEr 39 " TASE w J9ar =9
T W AFAT §, AT ag AIEERr - #LHET.uE. (gEh) FReEmmEer, 1972 e, 7.(1)
AT 7(2) F TEq TALHNT FHART & IEd TUAT F AATAT T FGAT AeaT il T2 el &
Waﬁmﬁ%ﬁqw:@'@w

S a9 @i F9w 8 % d'ad gl & U oAemeEd & A g ud o swr BT
S A B b B ) O 2 - B v B R o L e R T M A B I E R 1 s
ERIECIRERIBSIEIE]

42. gEr fi qwEr ad

i. TE ATR-AMEL gMT AMRY & FA@T F7 UAT T GG ST d99 3§ AgHRT & [Afee

aqed & AT =& (F) ¥ aquitad wEar g, 91 98 UAT o4 SIeH 9 Fdr g 98
THHI FEOdT gl FL HHAT g [ A A AQUEATT H AW (W TET @A) & g

Tl H5@ FT of SF(n FaEEr gEr T AT I3 H T gEl F SAed ad TH 9
FIEAT AR

ii. SOETE oIqAfddt, a1 Qe & U=t TIHrad fit TATem & =L § squieafa, ©F
T S\ AT TeeAT & FET AHad aqr A ST gwar g, ar 99 d% "Sr qgl A Srr
g 9 % UAT #XT ¥ FHAN! & O =& § IURRYd geT SERied SUar Aedglid gl
gl UH wer # UHT gEr S AT @, I THA EeTEHAr Al Hel dgd AL WL A ST
TaFdT 2l

iii. o7 ATHAT § FEFEIAT S A THFA TH TR AT T AEHAT g TR FEART H e
9T & U et = H Sufedd Ygd fT §ta ® T " oSmeT df ST "gwdr g e o
fo=m &t STHaret ST HSZ AT SHdaTel gel w1 e ITH FAT aeTd 7, ua Sew 39
g fenafs ag UAT g0 #ar g, Afhd HSET A YAt H A9 Sl " dArasdE w7 o
FqUead grar g, dr SH Al Ald Tg THAAT A0 6 IH g F @AT squitead gv
THAT MU 3T IR Fag A Sl

53



41.

CHAPTER-IV
Leave, Casual Leave and Holildays etc.
General

The grant of leave to Central Government Servants appointed to the Civil Services and
posts in connection with the affairs of the Union are governed by the Central Civil
Services (Leave) Rules, 1972 as amended from time to time.

Leave can not be claimed as a matter of right. When the exigencies of public service so

required, leave of any kind may be refused or revoked by the authority competent to grant it, but

it shall not be open to that authority to alter the kind of leave due and applied for except at the
written request of the Govt. Servant vide Rule 7 (1) and 7 (2) of the CCS (leave) Rules, 1972.

A Govt. Servant’s claim to leave is regulated by the rules in force at the time the leave is

applied for and granted vide Rules 8 ibid.

42,

i),

ii).

General conditions of leave

It must be understood that any member of the office who absence himself from duty
without definite approval of his superior officer does so at his own risk. He cannot
assume that leave will be sanctioned to cover his absence as a matter of course. Leave

should as a rule be applied for and got sanctioned before it is availed of.

Absence from duty in anticipation of formal permission, or of the formal grant of leave,
may be necessitated by serious illness or accident which renders it unsafe or
impracticable for the employee to attend duty until sanction is accorded. In such cases
such leave as is admissible may be sanctioned on production of proper evidence of its
necessity.

In other cases the nature of the indisposition etc. may be such that an employee can

reasonably be expected to continue to attend his duty for the short time necessary to enable his
application for leave to be considered and be sanctioned and for his relief to be arranged. If he
does not do this, but absents himself unnecessarily from duty in anticipation of sanction, he must
clearly understand that he is liable to be treated as absent without leave and to be dealt with
accordingly.
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iv).

It must be remembered that leave cannot be claimed as a matter of right and that the

possession of a medical certificate does not in itself confer any right to leave.

V).

vi).

43.

ii).

Leave sanctioned should always be described in terms of month and / or days and not

weeks.

Unless the authority competent to grant leave extends the leave, a Govt. Servant who
remains absent after the end of the leave is entitled to no leave salary for the period of
such absence and that period shall be debited against his leave account as though it were
half pay leave, to the extent such leave is due, the period in excess of such leave due
being treated as extraordinarily leave. Wilful absence from duty after the expiry of leave
renders a Govt. Servant liable to disciplinary action [vide Rule 25 of CCS (leave) Rules
72].

Powers of sanction and procedure.

Senior Audit Officers / Audit officers may sanction leave with pay and allowances i.e.
Earned Leave, Half-Pay leave and commuted leave upto 30 days subject to the condition
that they do not ask for a substitute, to all the staff members working under them except
AAOs. In respect of Supervisors/ Welfare Astt. the power to grant such leave is upto 15

days only.

In case a substitute is required for the period of leave mentioned in sub-para (i).above and
in case of any further period of leave with pay irrespective of the fact whether a substitute
is required or not, the leave may be sanctioned by the respective Group Officers duly

processed through the Branch concerned from where the applicant proceeds on leave.

As regards leave of any other kind not specified in sub-paras (i) and (ii) above, the case
may be forwarded to Establishment —I Section through respective Branch Officers for

necessary action.

The certificate of continued officiation where required would be issued by the Senior

Deputy Accountant General (Admn.)
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v).

44,
(a).

(b).

(©).

(d).

(e).

Earned leave, half-pay leave and commuted leave not exceeding 90 days in respect of Sr.
Audit Officers / Audit Officers / Asstt. Audit Officers will be sanction by their respective
Group Officers provided the leave does not extend beyond the period of posting of such
officers in their Groups. In case of such leave beyond 90 days and leave of any other kind
not specified above will be processed in Establishment-I Section for sanction of the A.G.
[ Pr. A.G.

The following procedure are adopted for compliance by all concerned:-

Leave Admissibility report will be furnished by Establishment-I Section only once in a
day. All the leave application requiring admissibility report received in Establishment-I
Section during the day will be processed at the close of the day and with the admissibility
report recorded thereon, to be sent to the sections concerned in the first hour of the next

working day.

The processing of issuing admissibility report will also be supported by the respective
leave charts where the details of the leave certified in respect of the particular official
indicating also the name of the section to which he / she is attached would be entered
with serial number assigned to each official. The serial number as entered in the leave
chart would simultaneously be indicated in the respective leave application.

As the drawal and disbursement of leave salary and allowances depend mainly on the
sanction of leave, it would be the sole responsibility of the sanction concerned dealing
with the leave cases to ensure that the leave papers duly sanctioned and completed in all
respects are sent to Establishment-I Section without delay so that the officials concerned

may not suffer due to non-receipt of leave salary in time.

In case of necessity of leave admissibility report of any extended period of leave, the
sections concerned should ensure that the earlier leave papers, if not already sent to
Establishment-1 section, are properly linked up while sending second or subsequent

application praying for extension of leave by the officials.

All sections should ensure that the members of staff proceeding on leave other than
casual leave must report for duties in Establishment-1 sections invariably on expiry of

their leave.
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45.  All concerned are impressed upon to adhere to the following instructions:-
(@. A Govt. Servant on return from leave should submit joining report in proper from to

Establishment-1 Section.

(b).  When leave admissibility report furnished by Establishment-I section, but the leave is not
availed of by concerned Govt. Servant or the leave is deferred, the fact should be brought
to the notice of Establishment-1 Section forthwith to avoid inconvenience to the

concerned official.

(c). It should be ensured that address during leave is given in the leave application by each
applicant before these are sent to Establishment-1 Section for furnishing leave
admissibility report.

(d). In case no formal application for leave has been furnished intime and the official
proceeds on leave, the fact may immediately be brought to the notice of Establishment-I
Section to note the name of such absentee. Further, the fact of availing leave may also be

intimated to Establishment-1 Section in time.

(e).  The cases of maternity leave of lady Govt. servants will be processed in Establishment-I
Section on receipt of such leave application supported by M.C and details of surviving
children for sanction of DAG (A) / A.G./ Pr. A.G.

46. Earned leave not to be denied to an employee in the last 10 years of his service.

In the light of recommendation of the Fourth Pay Commission regarding increase in
ceiling on earned leave accumulation from 180 days to 240 days, the position has been reviewed
by the Govt. While accepting the recommendation, the Cabinet have also observed that earned
leave should not ordinarily be denied to any employees, especially in the last ten years of his
careers, so that earned leave accumulation beyond 180 days normally do not take place. The
leave sanctioning authorities are, therefore, requested to ensure that the earned leave is not

ordinarily denied to an employee.
[Authority:- G.l Min. Personnel, P.G and Pension, Deptt. of Personnel and

Training, O.M NO.14028 / 19 / 86-Estt. (L) dated.29.9.86 received with CAG’s
endorsement No.722-Audit-1 /89-86 / 111-86 (121) dated.13.10.1986]

56



47. HEATOT QAT ISAT

| i i Aty famr w6 i o F G off geer g g a8t "
AT T THAT SATATT &F AT, AT IH I TTEHRT 6 THeT Gal 6 I 97 Tl Teqd
FIAT ATRUN THT AHEAF G T T FEr e I sags qearad €29 e &l
TEATS <AT 8, SHh AT Gal & [T THT AT H AT § dTgd 9 & Td F 2T Aaad o
fer@T gET AT u| UH Tt ot =xf<r fSEaht S 98 § Siaha gl il &g & I gearad
TIO BIEA T ToT BT, IH S Ggrdsh AGTIL e Tiashe/ amat Afawrdt/ g wratad
T SAAAT TAT F T AT TSI AT G HAT AT 01 IT Id | ST o0l TR FT T8 gl
THAT g, I 18 Fr=a AT wam =7 =g ul

48. S F AVIUFA AUATA AT Gl o SATHF AT T T4 F (T FIATS
T T s fa @emera & womet ae Rt fot oo T 8-

(F) ST Fle TEATS AR FHATRT o |41 09 (Feh) e, 1972 i F=@w g, 32
& Tgq et AT & o(fe® ger aar g o Ffa affeaaat STamamor gr v, ger Joadl
STrerRTT g7 foy ey & o=reel % |91 & Sf8e T &ir gat T e &1 = foram v
T Bl

(F) ST Tl TEATS TLHIT FHAT TETIOT el 6l Heifaq J9r & st gef & o
TG HTAT g ST GEr AT TTTErTT S e U< el o 1< 8, o0 i gt off 12 ¢
I AT F HAE Al 2l &, ST AT &l T8 SFATIT FEOT (ALTX) FET SA1ar g, ar
el TEEa Al T ST Fehe | TH 7T § geart #aar 7 ARy arfe & fiae s e
T T F o O q=T ST AR UHAT AEF FA U SH AT FATE AT F R
AT SO Ratta st & fiae w1 - % & g7 FTT F AR hil SATTHTAAT FLAT
|t . ue (|7 TL) FEEEe 1965 % dgd AT wATs F B AT T=aT AT
=T F07 gl Afe ag Pfgfa aie s s R e T o s aaryg, T ST gar |
TR & arae forar ST e € =i srquteafa &t 39 srafe 0 gt § Fa7 Tg1 fFar Sar g, ™
Tl | AT 0T T TgAT THAT STAT ¢ 3 O 92 et § ATersF a8y & a9 ¥ gafdq
TR FHTLATS i STUA

57



47. Leaving Headquarters station.

No member of the staff should leave the head quarters without the permission of the
competent authority. When permitted, he should furnish his leave address to the said authority.
In all applications for leave, including casual leave or compensatory leave during which the
applicant proposes to leave the head quarters station, the fact should be stated in the application
with the outstation address. Any person who wished to leave the headquarters station during the
period of leave already granted to him should notify his intension together with his address to his
Asstt. Audit Officer / Branch Officer/Head of Office. Any change in that address which may
occur thereafter should also be communicated.

48.  Action for unauthorized absence from duty of overstayl of leave.

The following decisions have been taken in consultation with Department of Personnel

and the Ministry of Finance:-

(@. When a temporary Govt. Servant asks for leave in excess of limits prescribed under
Rule 32 of the CCS (Leave) Rules, 1972 and if the circumstances are exceptional, a
decision could be taken by the leave sanctioning authority to grant further leave in

excess of the limit in consultation with the Ministry of Finance.

(b).  When a temporary Govt. Servant applies for leave beyond the prescribed limit of
extraordinary leave and the leave sanctioning authority is not satisfied with the
genuineness of the ground on which further leave has been asked for, nor does it
consider the grounds as exceptional, the leave cannot be granted. In such a case the
Govt. Servant should be asked to rejoin duty within a specified date failing which he
would render himself liable for disciplinary action---- Disobedience of orders to
rejoin duty within specified period would afford good and sufficient reasons for
initiating disciplinary action under CCS (C.C.A) Rules 1965. If he rejoins duty by the
stipulated date, he may be taken back to service and the period of absence not covered
by leave be treated as overstayal of leave and dealt with in accordance with the orders

regarding regularization of overstayal of leave.
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(C).

(d).

(€).

If the Govt. servant does not join duty by the stipulated date it would be open to the
disciplinary authority to institute disciplinary proceedings against him. If during the
course of disciplinary proceeding he comes for rejoining duty, he should be allowed
to do so without prejudice to the disciplinary action already initiated against him
(unless he is placed under suspension) and the disciplinary action concluded as
quickly as possible. The question of regularization of the period of overstayal of leave

be left over for consideration till the finalization of the disciplinary proceedings.

If a Govt. Servant absents himself abruptly or applies for leave which is refused in
exigencies of service and still he happens to absent himself from duty, he should be
told of the consequences, viz, that the entire period of absence would be treated as
unauthorized absence entailing loss of pay for the period in question under proviso to
FR 17, thereby resulting in break in service. If, however, he reports for duty before or
after initiation of disciplinary proceedings, he may be taken back for duty because he
has not been placed under suspension. The disciplinary action may be concluded and
the period of absence treated as unauthorized resulting in loss in pay and allowances
for the period of absence under proviso to FR 17 (1) and thus a break in service. The
question whether the break should be condoned or not and treated as dies non should
be considered only after conclusion of the disciplinary proceeding and that too after

the Govt. Servant represents in this regard.

It is made clear that a Govt. servant who remains absent unauthorisedly without
proper permission should be proceeded against immediately and this should not be
put off till the absence exceeds the limit prescribed in Rule 32 (2) (a) of the C.C.S
(leave) Rules 1972. However, the disciplinary authority should consider the grounds
adduced by the Govt. Servant for his unauthorized absence before initiating
disciplinary proceedings. If the disciplinary authority is satisfied that the grounds
adduced for unauthorized absence are justified, the leave for the kind applied for and

due and admissible may be granted to him.

[Authority:- G.I decision No.3 below Rule 25 of the CCS (Leave) Rule, 1972]
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49,

Casual Leave

Casual leave is a concession granted to a Govt. Servant to enable him to stay away from
office for short period on account of illness, or to enable him to attend to urgent private
matters. Casual leave is not a recognized form of leave. A Govt. servant who avails
casual leave is not treated as absent from duty nor is his pay intermitted.

Casual leave available for employees with disabilities should be 12 days as against 8 days
for other employees and it has been decided that the additional benefit of 4 days leave
shall be granted in the form of Special Casual Leave. Central Government employees
with disabilities as defined in the persons with Disabilities (Equal Opportunities,
Protection of Right and Full participation ) Act, 1995 may be granted Special Casual
Leave for 4 (four) days in a calendar year for specific requirement relating to the

disability of the official.

[Authority:- GOI, Deptt. of Personnel and Training O.M No0.25011 / 1 / 2008-Estt. (A)
dated.19.11.2008]

ii).

The maximum period of casual leave for Central Government Employees have been
reduced from 12 days to 8 days in a calendar year w.e.f 1.1.98. It is also clarified that the
entitlement of 8 days casual leave in a calendar year is subject to the condition that not
more than 5 days casual leave may be allowed at any time.

Casual leave can be obtained with Special casual leave but not with any other kind of

leave or joining time. However, half-a-day’s casual leave can be allowed to be combined with

regular leave, if the official has no further casual leave at his credit and his absence on the next

working day was due to sickness or other compelling reasons.

iv).

V).

vi).
vii).

Sundays / Public Holidays / restricted holidays / weekly offs can be prefixed / suffixed to
casual leave. Sundays and holidays falling during a period of casual leave are not counted
as part of casual leave.

Casual leave can be availed of while on tour, but no daily allowance will be admissible
for that period of casual leave.

Casual leave can be taken for half-a-day also.
Leave travel concession can be availed during casual leave.

viii). Officials joining during the middle of a year may avail casual leave proportionately or the

full  period at the discretion of the Head of the office.
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50. Powers to sanction casual leave.

It has been decided that with the reduction in entitlement of casual leave in a year, there
should be a corresponding reduction in the number of days of casual leave to be sanctioned at a
time by the supervisory officer. Accordingly, the Branch Officers would now have the powers to
sanction casual leave to the staff working under them up to a maximum of 5 days at a time and
that for AAOs would be 3 days at a time.

[Authority:- C&AG’s office letter No.1046-NGE (App) 96-97 dated.12..10.2000]

The AAOs/Sr. AOs/AOs may allow the staff working under them to avail restricted
holiday. When such holiday is required in continuation with casual leave, it should not be taken
into account for computing the limit of 3/5 days up to which the AAOs / AOs / Sr. AOs are

competent to sanction casual leave.
Following powers have also been delegated to the AAOs

a). Condonation of late attendance of the staff under them for a maximum of two days in a

month.

b). To grant permission to the staff to leave headquarters upto the period they are empowered
to grant casual leave.

51.  Combination of Half Casual leave with Regular leave

) In cases where a Govt. servant has got only half day due in his casual leave account and
avails of the same after the lunch break, and is unable to resume duty on the next day due
to unexpected illness or some unforeseen compelling grounds he may as an exception to
the general principle be permitted to combine half a day casual leave with regular leave.
Those who have only half day causal leave due to them and will not attend office on the
next working day (having already applied for the leave of kind due and admissible to
cover their absences for that working day and for subsequent days, if any) should not be

allowed the half day casual leave for the afternoon.
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ii).

In cases where an official has casual leave at his credit but not sufficient enough to cover
the period of leave applied for, there should be no objection to the grant of half day
casual leave in combination with regular leave, if the other conditions mentioned above,
are satisfied , in such a case it has been held by the CAG of India that, since the causal
leave does not constitute absence from duty and the pay is not intermitted, the Gowt.
servant should hand over charge on the afternoon of the date of commencement of casual
leave. In the case of non-gazetted officers, it should be taken that the officers concerned
has been deemed to have been relieved from the afternoon of the commencement of

casual leave.

Authority :- GIMHA OM No.60/17/64-Estt(A) dated 4.5.63 and No. 60-45/65-Estt(A)
dated 4.2.66 received with CAG’s Nos. 1940-NGE-1/194-65 dated 11.2.65 and
No0.386-NGE-1/194-65 dated 11.2.66 & No. 1911-NGE-1/194-65 dated 8.8.66

The case of a Govt. servant, who departs from office early before the time closing
of office without permission, should also be treated like late attendance and in that case
also, half a day casual leave should be debited to the Casual Leave Account for each such
early departure from office.

Authority:-(G.l. Deptt. of Personal and Admn Reforms Memo No0.28034/10/75-
Estt(A) dated 27.8.1975.)

If an official who has no casual leave to his credit comes late without sufficient
justification and administrative authority concerned is not prepared to condone the late
attendance, but does not, at the same time , proposed to take disciplinary action, it may
inform the official concerned that he will be treated as on unauthorized absence for the
day on which he has come late, and leave it to the official himself either to face the
consequence of such unauthorized absence or to apply for earned leave or any other kind
of leave due and admissible for that day, as he may choose. If he applies for E.L of any
other kind leave due and admissible for entire day, the same day may be sanctioned by

the competent authority.

Authority :- (GIMHA (Deptt. Pers & Admn Reform Memo No0.28034/3/82-Estt.(A)
dated 5.3.1982)
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53. arwfeds ger ol Worex

THH T a9 i AT qY, FAATT A<l 6 Ugel w1 (@aq 9T, FATAT 6 TAH
T A7 ST # seRfeae get gadl UF e @i ST ATfg vl

S TF AT TS ATHIECHT Gel Fl T o0 & T A Ens ger w1 Wiiaefier T0r gae

o [enN
[ARTAT STTET AT

T He ol THIE 9T H. . T, 37, /THAET il IHh AN & ITTeqq qaeff Thoreex
it S FwAT AMRY Y B G o ofus /aamadias/ak. aamaiyas G o
SUTeAT gU € Il T AT TH ATHEAT go! dadl Toeed ST 919 & a1 39 3297 § 98
ST FITHT | T e IHeh GTd H STed o0l ST ATAT ATHTEHE Gl 2l TOTAT a0l ST AT

[gifE#r- H.u.sft. gsiEad.  613- TA.SH.E.  1/20-60 wm- Ifediw
25.3.60]

AT TTRT I¥ AT Tk TIorees T@T AT AU THRT ATTHATT T8 & T 0 &
FIATT § Tl FHATRAT & [0 99 942 % T Faer U g I8 1 STIANT /A1 ST F118 T,
S| ardiE & [T 2T TR STeA® gal AT TAaied AaR1T Af STl § SHT e o drae
HaTerd wiaw § It=q e oo S =7 3 T RAifeha sramee & ATed® & dsiadl sTeammr
T SfafE &1 gia gariad fhar ST =R
[gTAFRT- dF.w.Sft. ggiFAd. 3687. UA. 3/88-85 feAT® 18.10.85 & W
ART GEHR [EHATAT FT. AT. §. 46/3/61 -TT(F) RAF17.7.61.]
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52.  Combination of Casual leave with other kinds of leave:-

As a general rule it is open to the competent authority to grant casual leave in
combination with special casual leave, but in cases where it is permissible to grant regular leave
in combination with special casual leave, casual leave should not be granted in combination with

both special casual leave and regular leave.
Authority :- (GIMHA Memo No. 46/8/67-Estt-A dated 22.7.67)

Casual leave which is not recognized as leave under the CCS (leave) Rules, 1972 shall
not be combined with any other kind of leave admissible under the rules, vide explanation below
rule 11 of CCS (leave) rules, 1972.

53. Register of Casual leave.
At the commencement of each calendar year, i.e. on the first working day of January, a
casual leave register should be opened in each department or section of the office

The progressive total of the CL granted should always be worked out to show the casual

leave enjoyed up to date.

At the end of each month AAO/Supervisor should examine the attendance register of his
section and have the number of days on which each Clerk/Auditor/Sr.Auditor has attended late
entered in the casual leave register, as well as in the final columns provided for the purpose and

work out the CL to be forfeited on his account.
Authority :- CAG’s endorsement No.613-NGE-1/20-60 Pt-1 dated 25.3.60

A register based on the revised from should be maintained. The intention is that only one
page should be used for a whole year for all the employees in one section, appropriate indication
being given in the relevant column against the date on which casual leave or restricted holiday is
availed of by an individual and the entry should be attested by the sanctioning officer promptly

by means of dated initials.

Authority :- GIMHA OM No. 46/3/61-Estt(A) dated 17.7.61 received with CAG’s
endorsement No. 3687-N.3/88-85 dated 18.10.85
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54. TR ®EET & @ sawer & foe
g Hifa:- (1) FT a9 FEET FoeT a9 H 17 ATH9 F @40 FT G FHOM

(2) BT 17 FFHT & AT ¥ T 14 srmwar & f’RA 03 wEE srEewrer  (uraAfeEw,
AAAIead 3T HgreqT Wt T seufead) ¥ "eafad g osiv Mwfofag 11 sEad &1 qmeW
T W § R srom-

A=t/ FEaa=HT
fagr/FamEl /arEst /aEntag /ATt /ST /T ALFAT /Adr=ie /e s al

VAEFSIEEREVEIE

-
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\54.

).

©)

Holidays for Government office

General Policy:- (1) Central Government offices will observe 17 holidays in a Calendar
Year.

Of these 17 holidays 14 holidays consisting of 3 National Holidays (Republic Day,
Independence Day and Mahatma Gandhi’s Birthday) and the following 11 occasions
will be compulsorily observed throughout India:-

(@). Buddha Purnima.

(b) Christmas Day

(c). Diwali

(). Dussehra (Vijaya Dasami)
(e). Good Friday

(. Guru Nanak’s Birthday
). Idul Fitr

(h). Idu’l Zuha

(). Mahabir Jayanti

). Muharram

(k). Prophet Mohammad’s Birthday (Id-e-Milad)

The three remaining holidays may be chosen out of the following festivals on year to
year basis:-

An additional day for Dussehra

Holi

Janmashtami

Ram Navami

Maha Shivratri

Ganesh Chaturthi / Vinayaka Chaturthi
Rath Yatra

Onam

Pongal

Sripanchami / Vasant Panchami/Vishu / Vaisakhi / Vaisakhadi / Bohag Bihu /
Meshadi / Ugadi / Chaitra Sukladi / Cheti Chand / Gudi Padava / 1% Nabratra
/ Nauraj

Makara Sankranti
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TIT (3) # e smar & 9 9 asfcus sqawer & &9 99 F 912 99 99 9 JFEw
TS Tad STaehTel =l g1 H oo o STosr, fSEH ST 48cd & o T saa< ot e gl
TR 21 FHATL Tk A< a9 § &7 Tda (8d STARTer o Tahd 2l

faeett /a2 oot & Fod FETadl & 999 § HHE T TTEia e &FaT T &liw
fReett & ITET F FTATAA F Had § hg LRI HodT07 =T Ao gILT a7 FH=rr gfafafer
& IS X FATAT TLTET GIT AR o (oAl it GAT STTERgf=ray it STt

[wfasr:-  #7.  sRw.qg.fRwmdwr.ar. €. 9/37/82 - w.d@r.w. fREiw
11.11.1982 3f<&FT.9T. §. 12/32/84 -N."r.w. feAi® 13.3.1985TdT.AT.9T.
12/20/87 - w.#r.w. R’A7% 19.5.88]

55. SYIRIMEHIRAS I aeHa@ERIa A i aag Tl
Tt Tt it gog & 7T )
1). P fmagafa S g e g, 39 & 9 & a4t Faiey 85 &6, &7

2) . &faw g F o
(F) T % THT FATAT 98 T8H,
(F) STl SATaH HEhTL ZIAT & I SNTg T¥ hald HEhTT 6 AN TAaSH 98 Tei, 3%

) AT TE Tg | HTHRET ATHA Aol 2l df, i dAfaH e g1 &, I SHe T [
W@WWWW 1881 & dgd TR FaaTer w7 fae =rfva &

SO
(3) ST-Tgufa: ST-Tgafa it gog it Fufa o [FF g+t st a3 =M
) T * &7 I AT & oY
(F) SIfaH §&h1T & o ore e & o o sig W sifdw ssve gar g, a8l &

(4) TETAHA:- TTAAAT 0 g AT Forfa §, gy & &7 v 97 g v sifaw e & fam
AT & THT HATAT 58 T

5. €9 HEAHSH & GAL: 99 "OEEEA & 751 0 g 77, [ Sgi & waies 691 wIa-
) Taoelt 7 ey faq & forw, &l
g) TR AT HEhTe fGoedl o gL gl g, df JTaH TR aTell S8 9% e T o feru|
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The remaining nine occasions after choosing the three optional holidays out of the festivals
indicated in (3) above, will be included in the list of Restricted Holidays which may also include
other occasions of local importance. Employees can avail of two Restricted Holidays in a
Calendar Year.

The list of holidays will be notified by the Department of Personnel and Administrative
Reforms in respect of offices located in Delhi/New Delhi and in respect of offices outside Delhi
by the Central Government Welfare Co-ordination Committee wherever they exist or by Heads
of offices in consultation with the employee representative.

[Authority:- D.P & AR O.M No0.9/37 / 82-JCA Dt.11.11.1982 and OM No.12/32 /
84-JCA dated.13.3.1985 and OM No.12/20 / 87-JCA Dtd.19.5.88]

55.  Closure of Government offices in the event of death of high dignitaries.
President:- In the event of death of the President.
(1).  All offices will be closed throughout India on the day on which death occurs, and

(2). onthe day of the funeral:-
(@). All offices will be closed throughout India,

(b). Industrial Establishment of the Central Govt. will be closed at the place
where the funeral takes place; and

(©). a public holiday under the Negotiable Instruments Act, 1881 will be
declared by Home Ministry at the place where the funeral takes place, if it is not
already a public holiday.

3) Vice President:- In the event of death of the Vice-President all offices will be

closed.

(@). throughout India on the day of death, and

(b). at the place where the funeral takes place, for half-a-day on the day of
funeral.

(4).  Prime Minister:- In the event of death of the Prime Minister, all offices will be
closed throughout India on the day of death and also on the day of funeral.

(5).  Union Cabinet Ministers:- In the event of death of Union Cabinet
Ministers, office will be closed ---
(a). for half-a-day in Delhi, and
(b). if the funeral takes place outside Delhi, for half-a-day at the place of
funeral
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(6) & F HAT TRRuT F TAX GTEAT - T F T[T HAT AT IT WA At g A1 Pafa & w1 & veae
AT AT AT AT FHATAT a2 Tl -

(F) feoett § oy e o forw, &iw

(F) ITe fEeetl & AT Sifad HehT graT s, of SiTdd HehlT ATl SIWTg 9% ey fae o form)
(7) el s 3 e/ g i g it Rufy § Femgam wmta @7 @i-

(F) T T ATTT 1 & o Hafaq 1T it TSrem=1 | ey f& o forw)

(&) Al ITHT G T T AT & ATZL g al, a1 37 SW1e 92 A7 oy fay & forw, ud

(1) T ITHT AT FERE TT T TASTATAT % qTEL (hell g T2 AT &, dT 39 ST a¥ e faq
form)

56. 9y sraer (M)

(1) Tgafd/IT-TgAT/TaEEAT it G & a1 TE 24 9%, I HATAT TS LA & Haid
Harera o framnt i gl wm swEer A YRA o greds # off st S i srosth S S
TR/ WA & SreraT qEer AR YR/ gie e 9% TR & o7 off uger 21, Tt gue et g,
I q9T | FEATAT 92 FL QU 1031, A3 78 w3 7a9 & Fmar g@0 Fis &7 g, ar a7 aref &
T FEATAT a2 e | AT FATAT FHT 6 A AT (aorvd § THA! AT HeAdt g, qf arenr a fad
F o0 ey a5 w3, At afs 39 fad 19 = 7 srfers a9 & o st 9 w3 i aemaHr 1
g, Tl FATAT [g HATAT % (a9 I2 397l fa o7 98 w57, 9ot &t ag fav 1 fkgw gn

(2) o HATHES HAT T gog it Rufa #, [ FATAT @AW ey &7 A 94 F a7 § g wem SE
o faeett oY W "ehTe aTet ST 58 Tl

(3) & F T WAL/IT /AT 7 gy v euafa #,  gatea waAvery v fwmr Faw swer o i gt v
o T o fam a1 Jgisrelt 3 StqaT W gehe § ofier g & forw faeeft &1 wratery
ST SifaH HER aTet SRTE a7 | TeT Tormah srorar qT w1 A7 7 Arfed =9 F gH AT 0 g
#r oot , A/ Tated s AT T3 THS HIATAT Bl 9% L@ Al [F0T o Tl gl UH T7T 9T
3 AT Q9T % THY % AR HATAT A5l 9% L2
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(6). Other members of the Council of Ministers of the Union --- In the event of death
of a Minister of State or Deputy Minister of the Union, office under the direct charge
of the Minister will be closed:-

@). for half-a-day in Delhi, and
(b). if the funeral takes place outside Delhi, for half-a-day at the place of
funeral

(7).  Governor or Chief Minister of a State:- In the event of death of a Governor /

Chief Minister of a State, offices will be closed

@). for half-a-day in the Capital of the State concerned on the day of death and
funeral.
(b). if the death is at a place outside the State Capital, also for half-a-day at

that place; and

(©). if the funeral takes place at a place outside the State Capital for half-a-day
at that place.

56.  Special Instructions.

(1).  On receipt of intimation of the death of the President / Vice-President / Prime
Minister, the Home Ministry will inform the Central Ministries, Departments, State
Govts. The all India Radio and Doordarshan will also make an announcement.
Offices can be closed as soon as intimation is received from the Department /
Ministry or over All India Radio / Doordarshan whichever is earlier. If intimation of
death is received after office hours, offices will be closed on the following day, if it is
otherwise a working day. If intimation is received during office hours late in the
afternoon, offices will be closed for the rest of the day; but if it is not possible to close
the offices for more than three hours on the day, offices will be closed on the
following day also if it is otherwise a working day on the instructions of the Home

Ministry.

(2). Inthe event of death of the Union Cabinet Minister, Home Ministry will intimate the
particular half day on which the offices at Delhi and the place of funeral will remain
closed.

(3). In the event of death of a Union Minister of State / Deputy Minister , the concerned
Ministry or Department will determine the particular half day on which the office at
Delhi and at the place of funeral will remain closed to pay homage to the deceased or
to attend the funeral.

In the event of death of an Administrator or Chief Minister or other Minister of a Union
Territory, the Government / Administration of the Union Territory concerned may take its own
decision for closure of its offices. Other Central Government Offices in the Union Territories
will not be closed on such occasions.
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(4) ToFET TT5T & TrsTdTe /qEAEAT i g gl et § S e srer fGm & wriery 9w
TR IEET RY 57 99 & o 9=a & TIHeT 9T ST A Jeqe g A

ST
[arfaeTd- St 4. Usu. . FT.HT. §. 12/15/82 wA.Hr.u. feAiF 15.5.1982]

57. ArwaATr/Tsa e gar dyer @i [ F gAe F oG9y § wEied §9
g

ST TN MU FATF & o H FATAT 9 @q & (o0 Safataa fRemfager Feaifa
[EAURILE

(i) . 06 TAT ATAT T [AETHHAT & AH TGN H FATAT 92 T2

(ii) . W% Tq7/TT A 97 F 3T 19 & qae § A7 gaiaq Rarag-a= § qarerdt
(YTHTTO) HAQTAT g Hhad Svel FHATAT H AAS| & [od 0w swwfeas ggr ar S
AT I HHATL AT ST [AAT SRTeHaH FEr af S0 ST qremora: et Hatae e &1 Qe
g 3T TF AT & qIC 9T S(Fd g oA ag HAATT A0 /3T A1 a1 ([Hai= &7 & a8
oo ForelT g Tl |95/ SRR ST (Wiaee) | [ 2

(iii) =TI/ /Ae-rersRT S99 T A % gEEl F g9 #, 98 g9l
FHATL ST FETAT TARTAT § 3 ST FATTEHRTL T TIRT FIAT AR &, Ivg IT AT HATAT §
e | T 7 FETAT F T8 ST 7 39 (a7 seqraty & o srqofera grae aar et
AT ATAATRIAT % AL 9T I GagT a1 AT AT 0]

SAFIA AT T Ag<h FHATRAT &1 AART 6 [ ST qTF g a7 TEr A7 ™ 39 9 Ay
TAFAT ST A 6 (0 S 00 ST qhelt &, IH TN HLA o (o107 SA9TF [T 0 ITehl A
ST H g T A egaia < S

[T - TREEY, HIH RS EWEHT. &7, §. 12/14/99 - I.9(.U.
e 10 AFEEL, 2001]
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(4).

In the event of death of Governor / Chief Minister of a State the particular half day on
which the offices will remain closed will be determined by the Heads of the local

offices in consultation with the Chief Secretary of the State Government.

[Authority:- D.P & A.R O.M No0.12/15/82-L CA dated.15.5.1982]

S7.

Closure of office in connection with elections to Lok — Sabha/State Assembly or
Local Bodies.

The following guidelines are prescribed for closing of office in connection with the

elections indicated above.

i),

if).

The office shall remain closed in general elections to Lok - Sabha or State Legislative
Assembly.

In connection with bye-election to Lok-Sabha / State Assembly, only such of the
employees who are bona fide voters in the relevant constituency should be granted
special casual leave on the day of polling. Special Casual Leave may also be granted to
an employee who is ordinarily a resident of a constituency and register as a voter but
employed in any Central Government Organization / Industrial Establishment located
outside the constituency having a general / bye-election.

In connection with local body elections, viz. Panchayat / Corporation / Municipality, the
Government employees who are bona fide voters and desire to exercise their franchise
should be offered reasonable facility, subject to normal exigencies of services, either by

coming late to office or being allowed to leave office early or a short absence on that day.

The employees detailed on election duty may also be permitted to remained away from

their normal duties on polling day (s) as also on the days required for performing journeys which

might be undertaken in order to perform such election duty.

[Authority:- G.I, Dept. Per & Trg, OM No.12/14/99-JCA- dated the 10" October, 2001]
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58. FHT v & et & &t IF T T AqF T

U FHAT Sl FaThTe § Y@ & | Jo o STl §, STHId: Sl ol 9T
FATAT a2 BIA & AF-TITE TG ATOIAT | TEHT T35 T AGMAETRT / AETAQTRE AT TAL
g st it sregerar # gt AT i Sra# st =T Feteant A9z g AR |
[mfger:-ft g wesft. ¥ 9w g, 2227-UA.S1.¥-1/99-67  (1).
fai%8.10.1968]

59. 3¢ TRTEHIRAT — TUHTT) AR it T T ST T AT & T T FHTAT STET

Aforied 37 — TRTTEERTTAT AT — 1=h i (o gi4 &l Bdfd § 39 3g TaTeahT
T g % T TouF MIa® gl 9% TS &l SATeT AT S0 |

qaTfersTr oI
TTgufa THEq ATaay §
IO - ~HHTT -
EEIEEET ~HHT-
ATREAT TeTeT faeett
AT & T ATATATeT qHTA-
oo e F w=Y feeett T 7o it Tt
T & TSTHAT AT9T IUHAT faeett
TSI AT THeq 1T § Q4T g 7T 20 &
3T — TSI
EikGREREED
ToReT g emTrarasaer o qeawsi- HE T THET ST | AT g AT T=9r |
T FEaTrF qrue faest
EGIRGRER I E iR e Tt T FiT ToraTHr §

1. I e & qug T 37 uarfewr i g it gEar Hedr g, v TEE eas &
SALE q9Ts 5 SWTg AT Sl 9% 9T 6T faq & o gapmar sroar,  aerq &6 sffaw
HEhE 39 o o1 FFaa A qgar T 37 |
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58. Condolence meeting on the death of a member of staff.

Condolence meetings for those employees who die while in service should normally be held
towards the close of the office hours. Such meetings should be attended by officers and staff and presided
over by the Principal Accountant General / Accountant General or other senior officer.

[Authority:- CAG?’s letter No.2227-NGE-I / 99-67 (1) dated.8.10.1968]
59. Half masting of National Flag on death of High dignitaries.

In the event of death of the following dignitaries the National Flag shall be half-masted at the
places indicated against each on the day of the death of the dignitary.

Dignitary Place or Places
President Through out India
Vice President -do-
Prime Minister -do-
Speaker of the Lok Sabha Delhi
Chief Justice of India -do-
Union Cabinet Minister Delhi and state capitals

Minister of state

or Delhi
Deputy Minister of the Union

Governor Throughout the State or Union Territory

concerned

Lt. Governor

Chief Minister of a State

Chief Minister of a Union Territory Throughout the State or Union Territory
concerned

Chief Executive Councilor Delhi

Cabinet Minister in a State Capital of the state concerned.

1. If the intimation of the death of any dignitary is received in the afternoon, the Flag shall be half-
masted on the following day also at the place or places indicated above, provided the funeral has

not taken place before sunrise on that day.
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2.  IULRE TRET 3g TRTEERET & oW 96h & fad 9%, gl sifaw @& grar g, a8l
REIREEEEIPIECIRIE Il

3. FfS FRET I TR il Jo 9% 1T 9 JATAT S1aT &, df 9 & 37 @Rl &
AT | 9T ! I STater o (o0 O A § i Tohelt TS Sror@ET sheg onTiera 9aeT & 39
TRTTEERT o AT | Gafad O TST STAAT e AT T § TTHT €aST FHTAT STTUAT |

4. Tl 3g vartesry it o 9T TP &asT AT STeT FR1AT ST 3T @i SI&ed al, g
T[T 9T &7 9Tl Tohu ST 7 TRt &t o forer srqaent gy Fetee o smoen &
FRET (ATT-ATH)  HATHAT | g TATAT F AT gl

5. S TP a9 & o b ge Rufy § qgerar ovar &, v 29 v e % oo forew &
FELAT AT &, 9 39 d18 = el Fhl g2 AaeqT § FHMAT A1 8, oA 39 fad
F forw Trdi At T A T Uger , =9 forEe a¥ R | 3o ST |

6. TSI &S T AT FHIT ST T 372 7 g o6 of ¥ ofiT M- A=A (quy-line) & &=
T T U ST A FHATAT F o1 TT- AT sl ARt § TET €asT 1 /e’

AT ST |

60. o T FfAET wrAGAT ¥ HY.UT U.SH. 9T g gHerd & T2 U9, U, U,
THAT, @raes & fou fFaniT e oher, 9.9.9.9. & Ow e aaradier geet
gaeT T AE.U. U9 U.Ug. F forw fFenta o0 S9 et w1 F uw 97 usitaeEe
Tt & o ooy fom Mgihea o St 8, a7 39 T &l I 99 g SaTHE SAaFTer &l
o =fua fRaT STar 8, S s 98t O ST =meu afea 59 4@t 50 (i) T
FTAFATTATE HATerd oo ST AR u) aie sy g & gl STIEaTl i1 39 seen & a1
H =it a8 | gi=a o T ST =T |
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(6)

On the day of the funeral of a dignitary mentioned above, the Flag shall be half-masted at

the place where the funeral takes place.

If state mourning is to be observed on the death of any dignitary, the Flags shall be half-
masted throughout the period of the mourning throughout India in the case of the Union
dignitaries and throughout the state or Union Territory concerned in the case of a state or
Union Territory dignitary.

Half masting of Flags and, where necessary, observance of state mourning on the death of
foreign dignitaries will be governed by special instructions which will issue from the

Ministry of Home Affairs in individual cases.

When flown at half-mast, the Flag shall be hoisted to the peak for an instant, then
lowered to the half-mast position, but before lowering the Flag for the day, it shall be
raised again to the peak.

By half-mast is meant down the Flag to one half of the distance between the top and the

guy-line and in the absence of guy-line, half of the staff.

60.

When a particular day fixed for one or more papers of the Departmental Examination viz

the S.A.S. Examination, the Departmental Confirmatory Examination for Auditors, the Revenue

Audit Examinations for A.A.Os and the Departmental Examination for I.A. & A.S. Probationers

conducted by the C&AG of India in the offices subordinate to him is suddenly declared as a

holiday by the Government of India or by any State Government the examination scheduled for

that day should not be postponed but should be conducted according to schedule at all the

centers. These orders should also be communicated to the candidates well before the

commencement of each examination.
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ALY -V

61. A T AGGI

(F) (L)  THF ATATT Al HISET AATH ToTEel & TATAT TF Gl TTHT Toreed @]
FAMEW | Tg H. . T. 37, /THAETF Hl AT ATHLEAT § TH gifore Toree &l T@T ST | 59
TH ST 3T ST Tl FeA o (01U H18d qIE I IMIgL 12 aof dah ST (i AN H (T
ST | Ffe TH oaqeEnT | gatgq uw.E.uw. T R squfaq wgar g, ar
T.0. 9. 37/T09eq% WAhie ATART F IHT & ST IoTH #hl AqAT Gx ol AGEAT FT | gifore
e e & aTae I i3 9% Y& AqATRT &7 G909, 97, /q99de0F [Qdi1ha ey aied
IS TIATT GT 98 STHT TTATS &l e & Ieh STHTL (AT a7, o Fe T %l Tl e& 19
T AR T T I ATANT & AT AGTIAF /TS A@TILEAF ATAT TAL AARN HT qT6
T SO 3T SO TATT THA TUY BT ¥ AGAIET & (U IV 7T o AfawTy # =T
TITeeT & 979 Teg, TEqd FohaT SITUATT |

(ii) oTTET ATIFET & ST 9799 o 9%, .. 9., /THaeq% =9 T Al 39 IfoT &0 g9
T, ST RIS STATT & ST Toreel | SHT &91 (ohaT A7 § 9 Qa1 7 931 o fAf9er aunt @i
AT T FIEHAT FT TATIT FIA 6 q1E S TS H1 I ATAN & ATHT Aafe doreedt §
TTILFHA HAT ST ST ToTEeT § AT TTHH & QA1 STATEAT TTH FleA o FHeaTd Trg darerd
@IS/ A, d@red A fEaa w3 o | Ffw dErdidd a7 ai.  Eries®
FAIAT TgaT g, of foffds q.o0. T, 7. /TIAeF o6 el ol | THL ATART | Ha(&d T el
o = & Sfvw [fsra 917 97 arue a9 o Sroe 'L 9L T 3/ a0 qed st i % e % o

o
AT HT ST T TET |

Rogoft:ame w1 a5t & Rue fr g &, 5o 90 ot g9 31, STIATT &7 95 I FA F Ig
SITET SATAFTRAT T ST e Hd TG0, T F ST M9 & forw a1 (ormar stferaprfat
F) Al AR 37 fFder 3 =R |

[T - Ht.de.u.Sft. #ig6 §. 2955-TUT-I/604-60 foAT®H 26.12.60]
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CHAPTER-V
61. Inward Correspondence

(@) (i) Each section should maintain a small Transit Register in addition to the existing
Inward Registers. This transit register will remain in the personal custody of the
A.A.O./Supervisor. It will be sent to the Record Section daily by 12 noon positively for
collecting the daily DAK through it. In case the MTS attached to the section is absent on any
day, the A.A.O./Supervisor will make their own arrangements to lift the DAK on the same day
from Record Section. On receiving back the transit register the A.A.O./Supervisor of each
section will acknowledge receipt of the numbers of the various categories of letters as entered
therein by Record Section with dated initial, mark the letters for the auditors/Sr. Auditors
concerned or for other sections, if the letters do not relate to his section and then submit the
letters alongwith the DAK Register to the Branch Officer on the same day positively for his

perusal.

(i) On receiving back the DAK from the Branch Officer, the A.A.O./Supervisor will hand
over the letters to the Clerk who will diarise the letters etc., in the various Inward Registers of the
section after verifying the correctness of the numbers of various categories of letters as noted in
the Dak Registers by Record Section and distribute them to the Auditors/Sr. Auditors concerned
after obtaining dated initials of each receipient in Dairy Register. If the Auditor/Sr. Auditor is
absent the Clerk will obtain orders of the A.A.O./Supervisor. The letters meant for other section
will be returned through the DAK Register positively next day. The A.A.O./Supervisor will keep
the DAK Register with himself for next day’s business.

Note: With a view to expediting disposal of cases, the Branch Officers should, wherever
possible, give proper guidance and indication for suitable disposal on the letters themselves when

the Dak is put up to them before passing on the letters to the sections.

[Authority: C&AG’s letter No. 2955-Admn-1/604-60 dt.26-12-60]
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(iii)  Before sending the Dak to the Branch Officer, the A.A.O./Supervisor will prepare a
memo in the Transit Register for Dak in the following from in respect of the Dak received

previous day and put his initial under it:-

0] No. of letters diarised in the Inward Registers:-

(@)
(b)
(©)

(i) No. of letters marked for other sections and returned to Record Section.
The total of the memo must agree with the total number of letters sent by the Record Section.

Note: Whenever the Record Section will find difficulty in marking telegrams or other documents,
they will consult the controlling sections who will mark these to the proper sections. The
telegrams/fax or other documents so marked, should in no circumstances be refused by the
sections for insufficient details or for other reasons. They should receive the documents and
initiate correspondence for disposal of the telegrams/fax or other papers, if necessary and if
subsequently, it is found that these relate to some other section, all such papers should be

transferred to that section under the orders of the Branch Officers.

In the case of controlling sections also no paper including telegrams, fax, letters etc.
should be transferred from one section to another without the orders of the Branch Officer.

(iv)  The clerk should particularly see that the transfer of any paper is acknowledged by the
receiving section. It will be the duty of the clerk of any section which receives such a paper by

transfer from any other section to enter it in the Diary Register of his own section promptly.

(v)  As each letter is disposed of and proper file order obtained, the disposal should be noted
against each letter in the sectional Diary Register under the dated initials of the auditor
concerned. The Auditor/Sr. Auditor concerned will be held personally responsible, if any
correspondence is shown as disposed of until the proper file order has been obtained. If a letter is
kept pending the letter ‘P’ should be noted against the entry concerned in Diary Register and its
further  disposal be  watched through the  Registers of Pending cases.
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(b) (i) Record Section will number all the ordinary letters (other than
Registered/L.Gs/G.I./CAG/U.O. references, etc. which are diarised in Record Section and
allotted numbers from their Central Diaries) in a separate series for each section with the
numbering machine or otherwise. The serial numbers of the ordinary letters should be entered
daily in the Dak Registers received from the section for collection of Dak indicating at the same
time the total number of letters sent on a particular day. The numbering of letters on the next day
by the Record Section should start with the serial number next to the last serial number entered
in the dak Register on the previous day. The serial number will start with a fresh series of serial
number from 1% April of every year for each section and will continue upto 31 March of the

next year.

(i) The section should diarise the ordinary letters in their Inward Register for ordinary letters
according to the numbers put up by the Record Section. For example, an ordinary letter bearing
serial No. 1 should be assigned the same number in the Inward Register of the section. In no
case, the number put by the Record Section on an ordinary letter can be changed by the
concerned section. If any letter/paper is received from other sections, they should diarise them by

putting ‘A’, ‘B’, ‘C’, ‘D’ etc. after the last serial number of that day’s Inward number.

(iii)  For all Registered/Local Govt./Govt. of India/C&AG.’s letters which are centrally
diarised in Record Section, a separate Inward Register should be maintained in each section, and
such letters should be diarised therein by entering the serial number of the diary below the

central diary number given by the Record Section.

(iv)  If any letter has been numbered, by machine or otherwise by Record Section like
ordinary letters, but is required to be entered in a separate Diary Register, it should first be
diarised in the ordinary Diary Register like other ordinary letters and then transferred to the
separate Diary Register wherein it should be diarised again by entering the SI.No. of that diary
below the number allotted by Record Section. The fact of this transfer should be indicated clearly

in the Inward Diary Register against the relevant serial number.

(v)  All ordinary letter received from the Record Section are to be diarised in the sectional
Inward Diary Register, no letter should be returned to the Record Section; instead the letters
wrongly marked to a particular section should, if already diarised in the Inward Register, be
transferred to the concerned section, through Transit Register. If there is any doubt as to the
section to which a particular letter relates the existing procedure of seeking advice of concerned

controlling sections may be followed.
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But if the wrong marking of any letter is detected in the dak stages, before it is diarised in the
sectional Inward Diary Register, the same may be returned to the Record Section, the next day
alongwith the Dak Register after keeping a clear indication in the Dak register against the
particular serial number of the letter to the effect that the same has been returned to Record
Section over the signature of the A.A.O./Supervisor. The Record Section will receive the letter
back and mark for the concerned section and assign a fresh serial number appropriate for that

section after canceling the previous Sl. No. assigned to it.

(vi)  The above procedure does not relieve the A.A.O./Supervisor, Record Section of marking
the letters correctly. He should follow the provisions of the Record Deptt. Manual scrupulously
and exercise utmost care in marking papers to the concerned sections. He should specially follow
the existing procedure of the Record Department Manual, that if in any case a doubt arises as to
whether any particular section has any concern with any particular letter, it would be better to
consult the sections beforehand rather than wrongly marking that letter for that section. On no

account should the marking and distributing of letters be put off till the next day.

61.  The Diary Register may be maintained by Departments or Major heads of accounts wise
according to the convenience of the section. Each Diary Register should have its distinguishing
mark which should be noted alongwith the diary number on the relevant letters below the index
mark and numbered under the initial of the auditor concerned. At the time of diarizing letters the
diary number of an inward letter received with reference to an outward letter issued from this
office should invariably be quoted in the Outward Register against the number concerned in the

column ‘forward reference’.

This will indicate that reply has been received to the particular outward letter.
62.  Separate Diary Register should be maintained for:-

(1) U.O. References;

(i1) Telegram/FAX and D.O. letters etc;

(iii) Reminder letters;
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(iv) Confidential letters;
(v) Un-diarised documents;
(vi) Half Margin Memo.

The procedure prescribed in para 61 (a) for diarizing and distribution of letters should be

followed in these cases also.

Note: The disposal of confidential and D.O. letters addressed to the Principal Accountant
General (Audit)/Deputy Accountant General (A), should be reported to the respective stenos,

alongwith the number and file in which the letters has been filed.
63. Receipt and Disposal of Draft Audit Notes

When a draft Inspection Report is received in a section from Outside Audit Department,
it should be immediately diarised in that section and disposed of as early as possible. The Branch
Officer and the A.A.O./Supervisor should see that delay in the disposal of the draft audit notes is

avoided.
64. Indexing of Secret letters

Secret and confidential letters should remain in the custody of a responsible officer. As
soon as a secret or a confidential communication is received, the section concerned should be
notified by the officer. This should be done by issuing a memorandum in the following form and

the fact of issue of the memorandum noted on the secret or confidential communications itself.

.............................. ). Please note and diarise.

Sr. A.O./AAG. DAG/Sr. DAG Pr. AG./A.G.
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This memorandum should be pasted chronologically in a guard file in the section in which these
are received and a suitable index also recorded on the guard file cover. This file should be
reviewed by the A.A.O./Supervisor frequently to keep himself acquinted with the orders in
regard to which he has to invite a reference whenever cases to which these orders relate are put
up. This guard file should be submitted on the 5 of each month, to the Branch Officer, in charge
who will see that this is maintained properly. This date should be noted in the sectional calendar

of Returns.

65. Inter-state secret and immediate communications should be made through the Central
Cypher Bureau which has established in all capital cities of States and important towns like
Allahabad, Nasik Road, etc.

66.  Urgent letters/FAX and telegrams etc.

On receipt, Urgent/FAX, letters and telegrams should be diarised in the Section and

treated for the purpose of disposal and file in the same way as urgent letters.
67. Procedure for sending cases to Co-ordination

The following procedure should be followed in sending cases to Co-ordination for

advise:-

(1) The A.A.O./Supervisor of the section transferring the case will first record his

opinion and submit the cases to the Branch Officer.

(2)  If the Branch Officer considers it necessary to send the case to Co-ordination

he will submit the same to the Group Officer with his remarks.

(3) The Group Officer will decide whether the case should be sent to

Co-ordination or not.

(4)  When a case is sent to Co-ordination, it should be sent with complete papers.
If in any case, it is not possible to put all papers, the reasons for the inability

to do so should be explained in a brief note.
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Note-1: Cases which are sent to Co-ordination for advise are accounted for in a separate register
maintained in that section. This register should be submitted to the Group Officer on the 5™ and

20" of each month for his review.

Note-2: In case in which Co-ordination is consulted the order passed should be shown to that

section even if they do not concern it directly.
68. Transfer of cases to Performance Audit

Cases that are required to be reported to the Performance Audit Section for special
investigation under the provision of the C&AG’s Manual of Standing Orders (Technical) Vol-I
should be sent to that section only if the cases are marked by the Group Officer
concerned/Principal Accountant General (Audit). Only really important cases that require
research work should be sent to that section. The section or Branch Officer initiating the case
should also record a definite and reasoned opinion as to the particular aspect of the case which
cannot conveniently be examined in ordinary audit. All cases referred to should be submitted to
the Principal Accountant General (Audit) through the Group Officer concerned.

69. Letters concerning more than one section

Letters requiring independent action by more than one section need not ordinary be
passed from one section to another, but each section may take action on sectional spare copies,
when they are received alongwith the original. But when no spare copies are received or when
the number received is not sufficient, Record Section may, with the approval of the Branch
Officer, be asked to type or roneo copies. The responsibility for supplying typed or roneoed
copies should rest with the section to which the letter in question is marked. Where necessary, a

short note showing what is required may be circulated alongwith the typed or roneoed copy.
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70. Letters for circulation

Letters of general nature or interest which it is considered necessary to circulate to other
sections may be circulated by the Section received the original copy of the letter. Letters should
be marked for circulation with utmost caution and to those sections only which actually require
them.

71.  Sections proposing circulation should paste on to the letters in question typed slips,
showing the names of the various sections to which circulation is needed.

72. No letter under circulation should, without the approval of the Gazetted Officer in charge,
be detained in any section beyond 48 hours. The Record Department should, on the first opening
day of each week, submit a report to the Principal Accountant General (Audit) through other
Gazetted Officers showing the number of cases in which the provisions was infringed by

different sections in the preceding week.

73. In cases in which a letter under circulation is urgently required to be put up in connection
with another letter, the letter may be removed from the circulation Register and a photo copy
circulated in lieu thereof. The photo copy after circulation should be filed alongwith the original.

74. Transfer of letters to sections

Letters, which cannot conveniently be circulated through the Circulation Register or
action on which cannot conveniently be taken on spare copies, may be made over to the section
concerned through a Transit Register maintained specially for the purpose. All such letters
should, in the receiving section, be accounted for in a register containing the following
particulars:-

1) Index and Diary No.
(2)  Subject.

3) Date of receipt in the Section.
(4) Initials of dealing auditor.
(5) Date of return to the Section to which the letters belong.

(6) Initials of the clerk of the section referring the letter.
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Letters etc. sent from other sections through messenger should promptly be received in the
section marked if it relates to the section and should on no account be returned on the grounds of
absence of the A.A.O./Supervisor or other Auditor/Sr. Auditor.

75.  When a letter has to be circulated to other sections through the Circulation Register, the
initials C.R. with the date should be recorded in the remarks column of the Inward Register.
Similarly, when a letter has to be sent to another section the initials of the section with the date
should be noted in the Register. Such letters should at the end of each day, be sorted and entered
in the relevant Transit Register for transmission to the section concerned. When a letter has been

in a section for more than a week a reminder should be sent for its return.

76.  A.A.O.s/Supervisors of sections should take utmost caution in transferring letters to other
sections and should not mark a letter for transfer, unless they are personally satisfied that other
sections have really some action to take. In case of doubt, they should take orders from their

Gazetted Officers or consult the A.A.O./Supervisor of the section concerned.

77.  Spare copies of Inward letters

Spare copies of Inward letters should, alongwith their originals, be sent by the Records
Department to the section to which the letters in question have been marked. The index and diary
number of the original should be noted on spare copies but in order to avoid confusion, the index
number should, in such cases be prefixed by the abbreviation “SC”. It will rest with the receiving
section to distribute the copies to other sections through the sectional transit register, care being
taken to supply copies only to the sections which require them. Spare copies should, immediately
on receipt be re-diarised in the Sectional diary register and treated for the purpose of disposal in
the same way as original letters, but they should be filed in separate files of their own. One file
should be assigned to letters from the Govt. of India, second to letters from the Assam Govt. a
third to letters from the C&AG., and the Reserve Bank of India and a fourth to letters from other

sources. Each file should be paged and be prefixed by an index indicating the following

particulars:-
€)) Dy. No.
(b) Brief Subject.
(©) Page.
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78. A new file for spare copies should be opened every year. Notes and correspondence,
based on copies in the spare copy file, need not be filed in the spare copy file, along with the
relevant spare copy, but in order to facilitate referencing the Dy. No. of the letter and the page of
the relevant file should be quoted in notes and correspondence. When, however, notes and
correspondence develop issues of a general nature, they may be filed with the approval of the

Branch Officer, in the bundle of the section disposing of the original.

79.  The Original letters need not again be circulated to the section to which spare copies have
been supplied, unless there are notes and orders of importance attached to the originals, which

need be seen by the other sections.
80. Un-Official References

Copies of all un-official references received from other offices should be kept on the
relevant file when necessary.
81.  When un-official references to the Principal Accountant General (Audit) are received
from Under Secretaries or Superintendents of Heads of Departments, it must be assumed that the

reference is made under the orders of the Secretary or the Heads of the Department, and the reply
should be addressed to the Secretary or the Heads of the Department concerned.

82.  Register of Pending letters
Letters and other communications, which cannot immediately be disposed of:

either (i) on account of a promise made for the supply of information in a subsequent

communications;

Or (i) on account of a reply awaiting to a reference made on the subject to a third
party do not appear in the list of outstandings in the weekly letter report.
They are deducted from the total receipts in the same way as
communications disposed of and are included in the number exhibited in the
report under the head “Deduct number of letters disposed of””. Their disposal
is watched through a register, containing the following columns, in which
they are entered under the initials of the A.A.O./Supervisor. The register is

maintained in two parts, one for each of the two categories mentioned above:
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Serial No.

1) Diary No.

2 From whom received.

3) Subject.

4) Why kept pending.

(5) Period for which kept pending.

(6) Date of disposal.

(7) Remarks.
83.  Communications of the first, category, i.e. those which cannot be disposed of on account
of insufficient information, should not be filed until action is taken on them but those of the
second category, i.e. those in connection with which a reference has been made to a third party,
may be filed citing the action taken.

84.  The Register of Pending letters should be submitted to the Gazetted Officer in charge
once a month alongwith the first weekly letter Report. In order that the prompt disposal of the
communications entered in the register may not be overlooked, the register should be
periodically reviewed by the Group Officer in charge and a certificate recorded therein under his

initials on the last day of each month in the following terms:-

“I certify that | have examined all letters kept pending upto the 20" of this month, and I am

satisfied that there is no letter which admits of further action at present”.

85.  Papers required for disposal of half-margin memoranda, un-official references etc.

Papers required for the disposal of half margin memoranda, un-official references and
other inward correspondence which are not diarised in the section should be obtained on

requisition by the Auditor/Sr. Auditor concerned.

86.  Disposal of letters and half-margin

No remarks should be written on inward letters except such as are required for permanent
record thereon, and such papers must not be defaced by notes or queries by Auditors/Sr.
Auditors, or A.A.Os/Supervisors. The order “put up papers”, “File”, “make up case”, or any
other short direction must not be entered on such letters. These directions should be entered on

the slip appended to each letter by the clerk.
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87. Letters and documents sent to this office for transmission elsewhere should not bear any

marks of notes, direction or orders.

88. (i) All letters, half margin, etc., received by an Auditor/Sr. Auditor should be disposed of
within a week except with the special permission of the A.A.O./Supervisor of the section. It must
be clearly understood, however, that this must not interfere with the proper disposal of their other
duties. If any clerk finds that the other duties are falling into arrears, he must work extra hours to

bring them upto date.

(i)  The un-official references, Demi-official letters, telegrams, Fax and letters of authority

from other A.Gs. etc., should be disposed of within three days from the date of receipt in section.

(iii)  In respect of un-official references received from the C&A.G. which are pending for
more than 3 days, the concerned Section should explain detailed reasons for remaining the
letter/Pending together the indication regarding the period likely to be taken for their final
disposal and submit the same to the Principal Accountant General (Audit) for orders while

submitting the pending report.

In the case of the un-official references which require collection of information/data
either from various section or from outside authorities and consequently cannot be disposed of
within the prescribed time limit, the section concerned should always issue an ad-interim reply
giving reasons for non disposal of the case and also indicate a likely date by which a final reply

is expected to be sent.
(C. &A.G.’s letter No. 1472-Audit 11/341-60 dated 09-11-60).

89. (i) Inward letters, etc., should, when disposal is taken up, be put into their proper case and
pages numbered, all pins being removed. All papers in a case must be kept in chronological order
and should be fully referenced by quoting the page numbers. Pins and flags should rarely be
used. Notes must be kept separate from correspondence and pages numbered separately. Drafts
should also be put up in the proper case and the page numbered in the correspondence side when

it is taken out and sent for photocopy a note in pencil should be kept.
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(i) If the action to be taken is obvious, the Auditor/Sr. Auditor concerned should merely put
up the necessary draft letters or endorsement making any observation he may have to make in the
margin of the draft. A note may be put up only when orders of higher authority are necessary
before action can be taken.

(iii) It must be remembered that every official who will deal with the note will read the paper
under consideration (PUC). A note should, therefore, never repeat the contents of the paper
under consideration. The only exception to this is when it is, necessary, to abstract the gist of a

number of letters or mass of enclosures.

(iv)  The note should deal with the points on which orders are required. The note should be as
brief as possible and deal with relevant points only. It should be written in numbered paragraphs
and each paragraphs should deal with a definite point, to enable the Gazetted Officer to pass
definite orders on each point. The note should be free from personal remarks and must be written

in a temperate language.

(V) When a note is submitted to the A.A.O./Supervisor, he should not repeat what has been
written by the Auditor/Sr. Auditor. If he agrees with the Auditor/Sr. Auditor, he will simply
initial the note and submit to the Gazetted Officer for orders. If he does not agree with the
Auditors/Sr. Auditor either entirely or on specific paragraph of his note, he should state the
reasons for his disagreement without repeating the subject matter but by merely referring to the

specific paragraph of the auditor’s note.

90.  Letters marked “Early” or “Urgent” are to be disposed of and submitted to the Gazetted
Officer in charge of the sections within 48 hours of their receipt.

91. Queries of Gazetted Officers on letters and other communications

All questions and references made by Gazetted Officers on letters received in the dak
must be answered within 24 hours. If it is impossible to collect papers to put up a final answer

within that time, the letter should be put up within that time with an ad-interim answer.
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92. Filling of Diarised Correspondence

After all necessary action has been taken on a letter, it will be filed unless it has been
previously marked for another section, or unless the A.A.O./Supervisor thinks that further action
is necessary by any other section, when he will mark the letter for that section.

93. Inward correspondence is ordinarily filed under the orders of the Sr. A.O/A.O. under his
initials, but letters from the Government of India, State Governments and the Comptroller and
Auditor General should not be filed without taking the orders of the Principal Accountant
General/Sr. Deputy Accountant General/Deputy Accountant General as the case may be.

94, In marking a case or document for file, the period of preservation prescribed in respect of
documents mentioned in Annexure to Chapter XII of the Comptroller and Auditor General’s

Manual of Standing Orders should be strictly adhered to.

95. Letters should ordinarily be filed in the section in which they are diarised. If, however, it
is found necessary to file a letter in another section, an intimation to that effect, quoting the new
diary number should be sent to the first section in order that necessary note may be kept in the
Diary Register.

96.  Custody of Inward Diarised Correspondence

All inward diarised correspondence after file is kept in the custody of the Sectional
Auditor/Sr. Auditor concerned except when the letters are filed in bundles already transferred to
the care of old Records.

97.  Outward Correspondence — General Rules of Correspondence.

Besides instructions issued on the subject from time to time, following further
instructions may be carefully observed.

@) The tone of letters, half margins and objection statements should always be as temperate
and polite as possible. Nothing is gained, rather the reverse, by imperative orders which can

generally be conveyed in the form of requests.
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(b) No letters conveying censure. In however, slight a degree may go out except under the Pr.
A.G. (Audit)’s signature

(© In any case, in which there is any reason for doubt, no final order should be passed
without obtaining the Principal Accountant General’s (Audit) approval. All doubtful cases
should be laid before the Principal Accountant General (Audit) and whenever the ruling of the
office is disputed by anyone, or the opinion of this office is not agreed to, the case should

invariably be submitted for the Principal Accountant General’s Orders.

(d) If a letter is to be approved by the Principal Accountant General (Audit) before dispatch,
even if it does not issue under his signature, it should be marked Principal Accountant General
for Approval’ in colored pencil. If it is for his signature it should have Principal Accountant

General prominently noted at foot and the initial of the Gazetted Officer towards the left margin.

(e) In forwarding applications to the State Governments, the code rule or other reference

bearing on the case should invariably be quoted in the endorsement.

()] As each draft is passed by the A.A.O./A.O/Sr. A.O, he must note clearly on the top left
hand corner whether a reminder is required and in that case the period after which it should be

issued.

) If a letter is really urgent, the word ‘urgent’ in red ink should be prominently written
across the top or an urgent slip pasted thereon: otherwise the use of such phrases as ‘an early
reply 1is solicited” or ‘at your earliest convenience’ in the text hardly attracts the required

attention.

Particulars of any enclosures to be sent should be carefully inserted in red ink in the place
provided for the purpose when a letter to be dispatched under registered covers, the word

“registered” should be prominently written in red ink in the blank space at the head of the draft.

(h) In petty routine matters, no acknowledgement of the receipt of any document sent need

be obtained from the Officer concerned as it causes unnecessary increase of work.
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(C&AG’s No. 104 Code 116—28, dated the 13" December, 1928

Q) Abbreviations of work, designations and names of Districts and places should not be used
in drafts by Sr. Auditors/Auditors and A.A.Os.

() No demi-official letters or telegram received from the Government of India or the State
Government may be quoted in any official paper of publication without the previous consent of
the department from which the letter or telegram emanated. The same rule applies generally to
all un-official correspondence.

(k) Forwarding copies of voluminous correspondence to other offices, instead of a compact
and self-contained summary of such correspondences, stating the case, the decision reached, and
where necessary the action to be taken by receiver should be avoided as far as possible. The
preparation of such a summary should not prove difficult for the dealing section who must
necessarily have studied and digested the matter. Even, when it is essential to forward actual
copies of correspondence, the covering letter or office memorandum should still contain such a

summary and indication of the action to be taken, if any.

() The medium of the External Affairs Ministry should be utilized for despatching any

secret communications in sealed covered to officers in foreign territories.

(m) It has been decided by the G.1., that all official letters whether addressed to officials or to
member of the Public should end with the words “Yours faithfully”.

(n) When an officer is to be addressed by name, particular care should be taken to, spell the
name correctly to use the correct ceremonious mode of address and to add letter indicating
educational qualifications, membership of particular services to which the officer belongs, etc.
The Department from which a draft issues will be responsible for seeing that this is correctly

done.

(0) The Government of India have decided that with the exception of hereditary title awards
for acts of gallantry conferred upon Armed Forces personnel, no reference should be made in
official documents to title against the names of any Indians.
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(p) As the practice of following subordinate service officers to correspond with this office
direct, leads to an unnecessary increase of correspondence, all such communications should be
returned to the officer from whom the communication was received for submission through the
Head of the Department with his remarks or opinion thereon. The returning memo should
invariably be signed by the Gazetted Officer in charge.

(a) Indiscriminate scribbing on the margins of the drafts should be avoided, as also much
writing between the lines. If it be necessary to revise a draft to any great extent, then to write
between the lines, when there are too many corrections in a draft, it should be recopied before

submitted to the officer.

(9] The subject matter of an official or un-official letter should invariably be written above

the next of the letter with a view to facilitate registration of Correspondence.

(s) The C.&A.G. desires that all D.O. correspondence should be addressed to the Deputy
Comptroller & Auditor General or Asstt. Comptroller & Auditor General (Personnel) as the case

may be instead of to him directly by name.

98.  Special Rules for conducting correspondence in Audit matters

The following instructions are laid down for the guidance of all members of this office
employed on audit duties to avoid unnecessary friction between this office and the officers

concerned. BOS and A.A.Os/Supervisors should give the matter their personal attention:-

@ The language of all documents should be polite. Half-margin memoranda,

however, need not be made verbose in an effort to strive at politeness.
(b) All documents should be neatly and legibly written.

(© Except under special orders of Gazetted Officers or Principal Accountant
General (Audit), no objection should be raised which cannot be supported by a
clear rule or established practice.

(d) Changes of procedure should not, unless specially ordered by the Principal
Accountant General (Audit) (or by the Gazetted Officer in charge in minor
matters) be authorized in Audit Notes/IRs and objection statements; nor should
new interpretation of rules be enforced through these documents.
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(e)

(f)

(8)

(h)

(i)

99.

Language of remarks which have to be made in Audit Notes/IRs and other
documents for the information of the Officers, and the final settlement
whereof does not rest with this office in any form, should make it clear
that the irregularity or the transaction, is brought to their notice for such
action as they may consider necessary. Paragraph dealing with matters
which are only brought to notice should appear together in a separate
section of the Audit Note/IR under a suitable heading.

Auditors/Sr. Auditors and others should clearly understand that their
capacity as Auditor/Sr. Auditor will not be judged by the number of
remarks in their objection statements but by the results of the review on
their work.

It is better for this office to write as if the officer did not understand the
rule, and explain the principles involved, so as to convince him, if possible,
than to irritate him unnecessarily.

When an officer, after being informed courteously that he has acted
against a rule, persists intentionally in doing so afterwards, his controlling
officer or in bad cases, the Government concerned may be addressed
pointing out the repeated breaches of rule, and a copy to the officer in
fault.

By this of correspondence, the power and influence of this office though
asserted less, will really be raised.

Dating initials

When it is necessary for anyone to initial any documents or register, the initials must

invariably be dated.

This order, however, does not refer to the initialling required by the Reviewing Officers

or to similar case.

Gazetted Officers may at all times use their discretion as to when it is necessary to date
their initials, but should be careful to see that the order is strictly observed by their

subordinates.
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100. Correspondence taken up at the instance of the C&AG

In cases in which this office in its capacity as Principal Auditor has to address local
authorities, no mention should be made in the correspondence that an enquiry has been
instituted or an objection has been raised at the instance of the C&AG., even though action has
been taken on his suggestion.
101. Communications from non-official bodies or individuals

Communications addressed by non-official bodies or individuals which call for reply,
should invariably be acknowledged on receipt and subsequent replies couched in polite
language.
[G.l. 0.0. No. 26 (M) forwarded under G.I.M.F. No. F (159)-E 1/58, dated the 9" November
1948]

102. Ruling on references made by Government

In all cases when the Audit Officer/Sr. Audit Officer is consulted by the State
Government or the Government of India regarding the necessity for the sanction of the higher
authority to a proposal, a reasoned Statement should be given in support of the view expressed
in the manner shown in the Auditor General’s summary of Audit Decisions.
(C.G. 1030-A and A-439-14 dated the 9" October, 1914
103. Communication of Correspondence

Copies of Correspondence between the State Government and the Government of
India, which concern no officer personally, should not be communicated to him without special
orders. As a rule, only the substance of a decision should be communicated to the officer
concerned with such statement of the Groups upon which it is based, as may be necessary for
the information of the officer, and may be considered expedient, having regard to the
circumstances of the cases.
104. References for Interpretation of Rules for declaring doubt in account matter or office

procedure

(a) In cases in which the interpretation of a rule is in doubt, a reference should be made to
Comptroller and Auditor General, but when the doubt is in respect of accounting matters or
office procedure, a reference may be made to other Audit Offices for ascertaining the practice
followed by them. In such cases the advice of the Director of Inspection may also properly be
sought.

(b) Clarifications regarding application of the provisions of the Government of India orders
to the Staff of this office should not be sought direct from the Ministries of the Government of
India. In such administrative matters, references should invariably be made to the Comptroller
and Auditor General.

(C&AG’s letter No. 608-NGE-1/28-66 dated 23-03-66)
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105. Form of correspondence

Correspondence, issuing from this office, is either in memorandum or letter form. To
keep down clerical work and to facilitate the quick issue of calls for information printed forms
and half-margins are used very conveniently and without the need of any assistance from the
copying section. Half margins should invariably be used for putting questions relating to
particular items or other matters under examination, which cannot be settled until further
information has been obtained, but they should never be used to convey orders which relate to
anything beyond the immediate item involved or which are intended to be lasting. Half margins
should not be sent to Government or high Controlling Officers. The printed forms for calling for
or sending papers and acknowledging receipt may be used for communications addressed to all
officers except Government.
106.  Half margins should be neatly written, as they are issued in original. They are separately
numbered in the sectional half margin number books or in the combined Objection Book and
Half-margin Register, and the substance of the memoranda, as briefly as possible, should be
entered in the Number Book or in the Combined Objection Book and Half-margin Register, as
the case may be, in such details as may be required for the clear understanding of the subject
matter, in case of memorandum is miscarried.

107. Drafting

(@) A draft should be written neatly and legibly, noting the subject briefly and marking
the enclosures clearly in the space provided for the purpose. It may be divided into paragraphs
and each paragraph being devoted to a new statement or a fresh argument.

It should bear the dated initials of the drafter and the A.A.O./Supervisor
(b) A draft is not be a recapitulation of the letter under reply prefaced with such expressions
as “you state that” or “you point out that” and so on. It is the duty of a drafter to inform the
correspondent, what the case is or how an order should be interpreted, and not to tell him what he
himself stated or already knows. The subject of the letter should always be mentioned but “you
point out” and “you state” will not be allowed except when some remark or order has to be
passed with reference to such statements. Communications to subordinate officers and authorities
should not be arguments leading upto a conclusion nor should they be more crisp unreasoned
orders. They should express the view the Principal Accountant General (Audit) takes and should
in this way show on what grounds the order is based.
(© A draft should be complete, clear and brief; complete so as to be in itself sufficiently
intelligible without reference to other papers, clear, that is free from any ambiguities which may
cloud its meaning or necessitate further references which might easily have been avoided, brief
in order that its reading may occupy the least possible time.

(d)  When a letter is a reply to or bears direct reference to a letter received, the draft’s reply
should commence with the expression “with reference to your letters” or “in reply to your letter.”

(e) When a letter is in continuation of a series of correspondence and the last one received
was from the person to be addressed, the phrase “with reference to the correspondence ending
with your letter” should be employed. On the other hand, if the last letter was one issued by this
office, the phrase, “In continuation of this office (or my) letter” is proper and should be used.
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()] Figures and references should, as far as possible, be embodied in the text but when it
becomes necessary to make a marginal note, the use or asterisk will generally be found sufficient
to obviate the need of such expression as “quoted”, “cited”, “quoted in the margin” and “detailed

in the margin”

(9) In writing to officers who are not supplied with a copy of the Audit or the Account Code,

no reference to articles in those volumes should be made.
108. Discontinuance of the use of term “Vernacular”

The term “Vernacular” should not in future be used in official publications and
correspondence. Instead, the actual name of the language referred to should be substituted, or, if
that is inappropriate some such term as “Modern Indian Language” should be used, as may be

suitable in each case.
109. Draft Demi-official letters

Draft replies to demi-official letters should be put up on the ordinary draft form for
official correspondence, and after being passed by the Principal Accountant General (Audit) or
the Gazetted Officer who is to sign the demi-official letter, should be copied in the demi-official

letter form, the passed draft copy being carefully filed by the section that dealt with the case.
110. Correspondence by telegrams/Fax

Telegrams/Fax should be drafted in the ordinary draft form. After approval by the Gazetted
Officer, they should be neatly copied by the section concerned and both the office copy and the
fair copy should be sent to the Despatcher through the Sectional Despatch Register for despatch.
The despatcher should return the office copy to section concerned duly signed as a token of
receipt of the Fax/Telegram and the concerned Sr. Auditor of the section should file the office

copy in the concerned file under intimation to section head.
111. Abbreviated telegraphic address of the A.G. (Audit)

The abbreviated telegraphic address of the Principal Accountant General (Audit) Assam
is ‘“AGAUDIT’. Any change in this address should be immediately reported to C&AG.
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112. Correspondence with Comptroller and Auditor General for increase of Staff

As cases concerning gazetted officers and non-gazetted establishment are dealt with in
two different sections in the office of the Comptroller and Auditor General, proposals regarding
gazetted and non-gazetted establishments should be submitted to the Comptroller and Auditor
General in separate letters. If it happens that the proposals are correlative, the letter should
contain cross references to each other.

113. Draft prepared by Gazetted Officers

When the Principal Accountant General or any gazetted officer drafts a letter himself it
must be understood that the A.A.O./Supervisor of the section concerned is responsible for the
correctness of any facts, the Principal Accountant General or the Gazetted Officer may state, just
as if the letter were drafted by the A.A.O. himself. A.A.O. is also responsible for bringing to
notice any orders of the Government or other authority when the principal Accountant General or
the Gazetted Officer may have accidentally overlooked. Any draft which is ordered by the
Principal Accountant General will invariably be returned to the Section to which it belongs

before it is typed out.
114.  Communications sent out in Original

Communications other than those issued in the form of half-margin Memoranda, when
required to be sent out in original, should be made over to the Despatcher through the Half-
margin Register. In order to facilitate the issue of reminders in cases in which this is necessary,
suitable notes maybe kept against the relevant entries in the register, indicating in which cases a
reply is required.

115. Letters to the Comptroller and Auditor General of India, the GOI, the State
Government and the Union Territories.
Q) All Correspondence with Headquarters office should be undertaken at the level of the

Head of the office i.e. Principal Accountant General/Accountant General/Principal Director of
Audit. Invariably, such Communications, when signed by the Sr. DAG/DAG/Director, indicate
to the effect that the Communication has been issued with the approval of the Principal

Accountant General/ Accountant General/Principal Director.

(Authority:- C&AG’s letter No. 58 Audit (PPU)/14-2008 dtd. 21-07-2009)
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(i) Letters addressed to the Comptroller and Auditor General during the absence of the
Principal Accountant General/Accountant General from Headquarters should be signed as “For
Principal Accountant General/ Accountant General. Such a letters should clearly indicate the fact
of the Principal Accountant General/Accountant General being on tour or absent otherwise and

also that the case will be shown to him on his return to headquarters.

@iii)  All communications to the central and State Government and also to the Union
Territories should similarly be issued over the signature of the Principal Accountant General
himself except the routine letters and references to those authorities, official or unofficial, may
issued over the signature of the Sr. DAG/DAG.

Whenever the CAG is required under constitutional provisions to certify any figures or
statements or present any report, based on the figures, statements or report furnished by the local
Principal Accountant general, then the Principal Accountant general should personally signed the

statements and certify their correctness.

(iv)  Audit objection, statements and half-margin Memoranda on routine matters, such as
requisition for information of copies of letters, periodical returns and reports other than important
reports, such as review on the working of the treasuries, the Audit Report may issue over the

signature of the officer in charge of the section concerned.

(v)  While the letters and communications to the other authorities under the direct
supervisions of a gazetted officer will issue ordinarily over his signature, though they are
stamped as emanating from the A.G. it must be strictly observed that no communications
implying dissatisfaction or censure or containing any interpretation of a rule should issue except
over the signature of the Principal Accountant General himself.
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116. Reference to other Audit Officer

Reference to the other Audit Officer may issue under the signature of the Gazetted
Officers concerned but in important cases the Principal A.G’s approval should be obtained to

the draft references.

117. Documents which may issue under the signature of the Branch Officer and Asstt. Audit
Officer

(a) Branch Officer

Letters relating to sections and subjects under the direct supervisions of branch Officer
are issued over the signature and designation of the Branch Officer, though they are stamped
as emanating from the Accountant General and issued in letters heads bearing the inscription

of the name of the office.
(Para (C) below Para 2.17.4.2 of MSO (Admn))

Communications of the following type may be approved by and issued over the

signature of the Branch Officers.

(1) Letters acknowledging receipt of documents etc. from State Government.

(2) Letters giving mere facts and figures but not containing any expression of opinion.
(b) Asstt. Audit Officer

Printed routine letters and documents on which the objection is raised may be sent out
by section in charge on behalf of the BO in charge of section. The inclusion in these letters of
additional matters which do not bring any major question should not by itself be regarded as

disabling the section in charge from signing such letters and documents.

(Para (d) below Para 2.17.4.2 of MSO (Admn.) Vol. I)
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118. Signature to True copies

“True copies” of papers forming enclosures to outward references should be signed by
the A.A.O./Supervisor of the section concerned after satisfying that the correct enclosures have
been copied. Enclosures accompanying letters to the C&AG should, however, be signed by the

Group Officer concerned.
119. Legibility of Signature

All Gazetted Officers and A.A.O. should sign their names legibly in the documents
issued over their signatures. If, however, a Gazetted Officer can not sign his name legibly he
may instruct to type his name below his signature in documents which are typed and issued over
his signature. In other documents his name should be put in block letters below the signature.
Similarly, if an A.A.O. cannot sign his name legibly he should put his name in block letters

below his signature in all documents which are issued over his signature.

In case of U.O. notes, the name, designation and the telephone number of the Gazetted

Officer signing such a note should be typed or rubber stamped under his signature.
120. Issue of reminders to Outward letters

Every auditor putting up a draft must indicate in the corner whether a reply is necessary
or not. Except in special cases, where it may be necessary to issue reminders at shorter intervals,

the following are the intervals after which and the manner in which reminders should be issued:
1) First reminder in printed form signed by the A.A.O. after a month of issue.
2 Second reminder as above after 2 months of issue.

3) Third and subsequent reminders by a special letter signed by the Gazetted Officer. In
important cases and cases of long delay the special letters should issue over the signature of the

Sr. Deputy Accountant General/Deputy Accountant General or Principal Accountant General.
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(4) Reminders to the Comptroller and Auditor General of India and to the
Government of India should always issue in the form of letter after two

months of issue.

(5) The above procedure applies also to half-margin, objection statements and

IRs unless otherwise provided elsewhere.

Each Auditor/Sr. Auditor as he numbers the drafts in the Outward Register should note
the letter F (Final) in the remarks column, if no reply is necessary, in other cases he should note
P (Pending) in the remarks column and the approximate date by which a reminder should issue

in the column “whether a reply is necessary”.

In order that reminders are issued regularly, the Reference Clerk should scrutinize the
Outward Register carefully once a week, and submit the register to the Gazetted Officer every
Wednesday with a certificate that all reminders due have issued except ................ The Clerk
should also see that office copies of drafts are promptly returned by the Despatcher and

received by the Auditors/Sr. Auditors.

The A.A.O./Supervisor will check 10 percent of the entries in regard to replies received
and noted against outward letter by the Auditors/Sr. Auditors. He will record a certificate in the

following form at the time of the outstanding report is prepared:
“Certified that | have checked 10 per cent of the disposal marked which | have initialed.”
121. Despatch of letters, etc. through Record Department

The following procedure will be adopted for dispatch of letters, etc., through Record
Department:-

Letters and other materials for despatch will be sent to Record through the Sectional
Despatch/Docket Registers and will be received by one particular despatcher entrusted with
the work. He will receive all the documents for despatch and release the Despatch/Docket
Registers. He will then note all the documents received in a separate register, through which he
will distribute them among the various dispatchers, including himself. Every despatcher finally

receiving the matters for dispatch will acknowledge receipt by initialing in that register.
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e a9 % forT 3T ATHET (7)) TR @it ST 2 | v I8 T w99 15 99 9% aF
FohaT ST ATRT HI-AT [T ATHAT a9 o 1 ST T@T ST AT 80 | i Thorees
ST A RAT 6 AT 71 99 % e Toreed § 39 ATAAT Dl TaH T8 &9 3T ST
TR ¥ a9 & F Giel T U JTAT F1 99 99 H 391 (7 T AT F TETT GTeAr

o > o o o
Al qle] ded] sl Si4dl =AllgY |

95



122. Responsibility of clerks for papers sent to Despatcher

The clerk in each section should see Outward Registers in which all auditors have to

make entries are sent to Dispatch regularly and are received back daily.
123. System of filing correspondence

(a) A file register in Form No. S.Y. 255 should be maintained by each section. The file
headings indicate general and broad subjects dealt with in a section. These headings with the
number allotted to each should be treated as permanent and should not be altered except in
special circumstances with the specific order of a Gazetted Officer. The columns in the file
register are self-explanatory. As each case is opened, the first three columns of the register
should be written up and attested by the A.A.O./Supervisor when a case is closed it should be
sent to the Old Record through this register, the initials of the Old Record Section being

obtained in the relevant column of this Register.

(b) Under each file, cases may be opened as often as required to record correspondence
and notes. Separate cases should be opened for all important matters. There should be a
separate case under each file heading to deal with Routine or unimportant matters. Thus all
papers must go into a case of some sort. The case files with which each auditor is concerned

should be kept by him by his side while the file register will be kept by the clerk.

(c) Cases in which correspondence is going on, or in which further matter is likely to be
included should not be closed at the end of a financial year unless they have become bulky. All
other cases should be closed at the end of a financial year and sent to the Old Record in the

manner prescribed in Clause (a) above.

(d) It should be decided by the 15t April each year, when new case register for the year
should be opened, which old cases should be continued during the year. These cases should be
entered up first in the new year’s case register with the remarks “continued from the Old
Register” and new cases opened during the year should be allotted numbers left blank after the

cases continued from the previous year have been entered up.
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124.

125.

FT 9THAT & Hid 6T ST =10 & T3® a9 9 | AT qrar Toree &
HATEAT & I ATHAG AANT | ATHRAT (19 o JNF Tigd AT qTdAT Toreed §
&1 T foh SO | 978 ATHe &l QO AT AATT H§ 9971 F 98l 98 FT o a9 a7
3o ATE FAT T Y@ T § AT T ATRY Y S U HEIE A@TILrEm
AT/ TATAT T ARG Tigd A=A /T TET AR | T FeA o a9 &l TANT

AT Fohe TRree § "efad ATae § |qrae off ot ST 9 iR |

AT Torees Joa® faaTel 15 999, JAT1s, AFeay e JIqa<l & [0 & fow
TSI TATT SATEERTL &l STEqA AT STET AU | 26 3297 # forg ua fewqoft Faweft
S H & ST A0 | o9 =d ATSRET T Tg @7 ATigy (o Toreed &l 59 w@r
STAT & 3T FHHT-FHT BT TTAT AIHA Tl Tg <@ 6 (o0 HRT Tohel g 1o F9T 31 & T@T

TATE |

T SR S AT

AATT TET ATerg (9T % [0 Ao Fed § w9 0 oft 7=, ®re 3w S &
TETTd @TIreAT ATIRET Td9eq® g0 Tidgearaiid B |96l UHE.a7.301
SATTATI T T BT o] [T &l A@ i AT ST 2|

STE 95 AT F2 B [ ETe Fed H T@T ST AT g ad Sared d@raiieasm/as
AETILNEAT TH HIT T I UTH T e 39 79 o1 #°7 Ieerg fFhar ST 3mfeu e
AT TH Yoqd (hTT ST AT ¢ | 36 ATk o ATH, TSEah! w0 &1+ &0 10 ¢ &
S ATANT & 917, Sree ag gafea g it 9= FErSrar & €09 9% wed § @l SHr

ATRT | FRSTT ATIH STH BI T T TA1 I (A AT A Terd Tar S[rav
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(e) Closed cases should be laced up and sent to Old Record through the sectional Case
Register in April every year, the dated initials of the receiving Clerk in the Old Record section
being obtained in the case register itself. Before the closed cases are sent to the Old Record the
year of destruction should be noted prominently on the outer cover over the dated initials of the
A.A.O./Supervisor. The year of destruction should also be recorded in the sectional register of

cases against the case concerned.

()] The case register should be submitted to the Gazetted Officers in charge for inspection
every quarter on the 15™ April, July, October and January. A note for this purpose should be kept
in the sectional Calendar of Returns. The Gazetted Officer should see how the register is

maintained and may occasionally call for a file or a case in order to see if they are kept properly.

124.  Supply of Letters and Bundles

No letters, files and bundles kept in the section or in the Old Record of the Record
Department are supplied to any one except on a formal requisition in Form No. S.Y. 301

countersigned by the A.A.O./Supervisor.

125.  When the letter or bundle to be put up happens to be in the Old Record Room, the dealing
Auditor/Sr. Auditor will obtain it on a requisition in which mention should be made of the
particular letter alongwith which it is required to be put up. A slip containing the name of the
person to whom the papers have been supplied and the name of the section to which he belongs
should be kept in the place of the papers concerned, in the file. The requisitions are preserved

carefully till the papers are returned.
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126.

127.

(i)

FRC LU LR P b b R S LG 0 RS

ST FlE Agedqul ATHAG STH AT Goil, SAT Tl TIaT J9oT- 957 24T
T HISA I A B AT IHeh ITo1d EAT & ZeTAT SA1AT &, AT I Tgd AaLTF &
o TR affRafaat & w8 g2 AT 8 Sl UF fewuuft &7 Soorg farre & o s
AT | TEIHTL GT ATSAT TSiHT hl GEATAT deh THE €9 H WA FTAET T & €I I¢
AT AT | arie 3T 2T+ &7 TS T a7 AT AU | ST Hafard wnrsra
T FHET T 9 7199 @7 3>7T S0 a1 9= 1 &1 98 77 S /112w |

(== AgeETTdes F7 aTE 21.06.86 FT IS 96T 1181 T9IT./19-49)

R TATATE T THR1T

AT TATAT o TRTM o Hael | Aot Fawt w1 sSra|qm 3w 1 912 0;

AT T3 | TTH SATAT AT T3l ST 97 a9 aF qrasias et o ffafa &
AT TLHIT Al ATATT o (6T ATEATa® & H AT A 6 TT H qal (ohAT ST AT T
ST T o ATET TR | 95 SHAgIY o T 378 I &l foaeor & forw f=rfema B
S AT ST ST o ToTT=T § Tgel § gf TT19d 7 7 Qa7 T v |
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126. Counterparts for important documents removed

When an important record like a character Roll, Insurance Policy or Declaration Form or
a Confidential file is removed from the parent file or its proper place, it is very essential that a
note of the circumstances in which the removal took place should at once be placed on record.
Accordingly, the removing agency should put a signed, prominently coloured counterpart in the
place of the original, stating therein the date & purpose of removal. The slip should only be

destroyed when the paper concerned is put back in the proper place.
(C.A.G’s endorsement No. 1181-Admn/19-49 dated 21-06-86
127.  Publication of Official Correspondence

The following rules should be adopted in regard to the publication of official

correspondence: -

(1) Communications from the Government of India, or issued to the Government of India,
should in no case be made public either in the actual form in which they were issued or in the
form of an abstract, without the sanction of the Government of India, unless in the case of
communications from the Government of India, they have been marked for distribution to the
press or have been already published in the Gazette of India.
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(i)

(iii)

(iv)

IR HHART GRT I WABRT DI 31YaT I UMIDRT GRT TR HHART Bl
TG B3 IRBRI TF Tl a6 (TSR WSRT gRT Iy aRkfufdt & a9 9%
UHIRId ol fobdl ST 91T oid b fob U b1 U Uit =1 81 S} o uRfRufaa ol
39 U g UHTRM AT 81 <l Y1 dR gRT & S =1y SR W1 g gxdrasn bl
3icia¥g o IR H U & S ST 3y | At dTahifcidh a=adhal & drEd J 34
U Hl H ¥ fHdl Th &I UM 3R™iYd § ol WSIHR0 & Wy gRiRufaar o
RNt AT O & Al ST e |

YR WBR 3R WBR & fodl 1ff Tgg & fodt off kiRl o 9= wiieRt
Al & 91 T gxardell & UaR &t 3A 61 & ST a1feT, o 3o TRt
& SR AT T IHhdT 81, AR I WMAGRY & 3SR 3YdT HRATS W Ufded
fewfORs & IR A § O &1 it DI Tgrar Tel & Il 3neu |

Y AT AT T S T I59 MBR SR YR WBHR & o1 TR & a8 B
SMYR ST 77 B, Fuias MideR & Ude arHd & WY ¥0 I I0d HRAT I8
o (@) Fa1 fofg & R &1 Gafda SifieRt o Jud fosar ST =1 Siyar (@) an
D 3(ATAT, T 3MYR TR TH HYA S 37 W AR § SHYIT TAER BT 3§, 3R
I V1 8 1 I 3% P! IHH ¥ § WO frar s anfae |

(HETAGTHEIT & TG 2 il 1921 & UF G&IT1213-T 3V T397-21 & TTY e
YT FVPIY UL S BT TNIG 7 7121 BT GT F&AT1540)
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(i) No official communication addressed by a subordinate to a superior
authority, or vice versa, should in normal circumstances be published by the
addressing authority until the addressee has received it when circumstances
render earlier publication should be made by telegram; the contents of the
documents being indicated to the addressee at the same time. If in rare cases
of exigency, it should be impossible to adopt either of these courses,
telegraphic intimation of the circumstances, with an explanation, should be

sent to the addressee.

(iii) No Government of India, and no member of Government should in any
circumstances give publicity to documents which might seem to reflect
upon a superior authority without first obtaining the later’s consent, and no
assistance must ever be given to the Press in formulating adverse comments

upon the orders or actions of a superior authority.

(iv) In personal cases which have formed the subject of correspondence between
a State Government and the Government of India the deciding authority
should in every case clearly indicate (a) whether only the substance of the
decision should be communicated to the officer concerned or (b) whether,
in addition, a statement of the grounds upon which it is based or portions of
the correspondences, and if so, which portions should be similarly

communicated.

(G.I1. H.D. No. 1540 dated the7th June, 1921 received with Auditor General’s letter No. 1213-
A and A.397-21 dated the 2™ July, 1921
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128.

129.

HISAT 3T TEATASL T @1

S FIE B AAAT AT TS T JTAT & aF HIH Hl Haread Tgras adr
T TSR/ TH A FIT QTET AT #hl ST § ATAT ST AT T qrieh graTr
e g7 SaTacd Maita e s F o Saeadt #1iars U< A9 @1 99 37
TS ATT9TF BT AT SH T (8d THg ATAFRT shl SITARTLT § AT 7o |

et Raie =ik RerrT —-Raoft swd

TAF ATATT il Tk (Gaeoil ST AT Suterg g s e & @aof (i)
ST A T AT A ST aTEdtas aTE ST TET ARl 1 Hr @rar s
faraeor TR rfe Teqa e it [T i areafas arg q90is ATl & | FelveT T
AIHATT T THIEAT & o0 omaT TRy w Y&qd ohaT Se1 A1 u | SHeht darer a1
TRUTH T 3T A< @reft Aie offe # forfea § &5 o sar =fe e S gaw G
ST AR 377 & 37 T & forg fFeeolt s & S[E1 eMT 7w | Gaweft s
T ATAh AT ATR T Y F AT RATT  Faer | ATTEE 1S % |12 ATaET ATTRHET
3 Hafaa F3g ATIFIET F T4F ATg T&qq 0t st Arey | Eaweft == & 997 7

T il T HeUST o HIETH & A5 L@l ST A1 0 |

foraoft st & =T =T a1 gt fFEeer 1 artes awEr e § <HEft
T ¥ At wai/fAae et & gae § awmEr offis & sfaeia q9iar ST Frey | =
TqT T THIOT-9 & TET ATAFRET 6 gedTeAT & dgd AIeeh TahrdT A § awf
[ERISSICIEC e

H SO FATTH SRR S o & |qrer ag oo #ar g 6 oo fear |

FTTT FRTAT HTAT DT BIEHT ATART HT H13 ST ¢ |

T TAd =T ST T9qE AT THAT HAT A TGHIHT FHLh G907 w6 o
FTaT THEHT % o7 3T I ATg &r 15 e O T AZTETHRTC (@1 TET) i
TEQA A o (0 THA AT T ST T |
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128. Loss of files and documents

When any file or document is found missing, the matter should be brought to the notice
of the B.O. by the A.A.O./Supervisor concerned, so that the former may keep an eye on the
subsequent action to be taken to fix responsibility and, if necessary, bring it to the notice of the

Group Officer concerned.

129. Periodical Reports and Returns — Calendar of Returns

Each section is required to maintain a calendar showing the due and actual date of (i)
despatch of returns due from the section and (ii) the submission to the Branch Officers of all
accounts, objection statement, register, etc. Calendar should be submitted for the Branch
Officer’s review every Monday. The result of his scrutiny and his instructions should be
recorded in writing on blank note sheets which should be appended to and bound with the
Calendar of Returns for this purpose. The Calendar of Returns should be in addition, submitted
every month to the Branch Officer and the concerned Group Officer alongwith the monthly
report on the state of work. The punctual submission of the Calendar of Returns be watched

through the Calendar itself.

Full details of arrears as in the Calendar of Returns should be exhibited in the monthly
arrear report under the heading “Arrears in respect of various items/returns in the Calendar of
Returns not separately shown in the monthly arrear report”. A certificate as prescribed below

should be recorded on the monthly arrear report under the signature of the Branch Officer.

“| certify to the best of my knowledge and belief that with the exception of the arrears

detailed and explained above, the work of the section is upto date”.

The concerned controlling section will consolidate the group wise arrears and forward
the same to the Coordination section for final consolidation for the whole office and submission

to the Principal Accountant General (Audit) by the 15™ of each month.
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feroauft: SramareT stamT F frEeer s § onfier i st areft s wet Y v =
qefereE-| § T2 2 | 37 TG & AATAT STTAT ol G (eI STTAN F AT 77T Agea ol Hal i
Fu=T FEawoft STy # o AT g |

130. fEEwer e &1 o= At s § = [AfEe e T s @ s e -

FIATT (1): FTELT TTTARTIAT 3 0T AT &= il faaofr

ATATT (2): FIITAT o WAL TSTITT TR TAAT AT FTTATT &l T
T o ToTT SRTAT @T ILTeAT ST Jal, Troreadl ATt #hi a9T

< |

ATATT (3) T TTAT FHIATAT o T AT F FwraT Tt Frafor, |,
T «fe |

SFIATT (4): AT STt ST fAawoft § AT st & o srafera g |

ATATT (5): AT TR ST AATEF THTATSIT

AATT 1, 2 37T 3 T (F) AT (F) ATRT (1) TAATRT () AT &7 (3.) ArarTes
statsat § Su-fararier BT ST AR T | T ST SAGARI 6l TE2dt il 39 ariral &
FH § Ay Far ST Jeu 59 e & 6@ § | a9 & S g ATt a5
THafeat & o T ST-31qTT & 978 T €479 {337 S AR | Feve & T I
FIAH &I S (1) 7 FE&AT (2) Fawott &1 9 (3) Treer 33 g (3T9aT AT (3) & JrHT
H FE® 3, FF 37 3T (5) TIEEHT (IS a9 & FelveT § T Gy a9 & A H,
TS TR T ST FA1RT | TETEAT SEeasharqaTe &l SITUIt | a9 o I Sael STH g &
LT Tl ATTIh TTATE ITLH TATT I il AT ATMRT | THH FH AT o6 TETT q97
FHTTHATE &, G TS T TART 63T ST ATRT |

feoquft:- et et s=qa F3 F7 JTIE sttt g awHter F fov FAufhia =

H e fohaT ST AR |
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Note: A list of common items to be included in the Calendar of Returns of the Audit Section is
given in Appendix-1. In addition to these items the sections will have to include in their Calendar

of Returns other important items pertaining to the sections concerned.

130. The Calendar of Returns should be maintained in five different sections as indicated

below: -

Section (1): Returns of recurring nature due to outside authorities.

Section (2): All items of audit objection book, registers, etc., due for
submission to the Gazetted Officer or other section within the
office

Section (3): All returns, accounts, registers, etc., due either from outside or
other sections of the office

Section (4): Unforeseen entries which a section is required to make in the
calendar

Section (5): Inter-Governmental and Periodical Adjustments.

Section 1, 2 and 3 should be sub-divided into (a) Annual, (b) Half-Yearly, (c) Quarterly,
(d) Monthly and (e) Weekly entries. Entries in each of these sub-sections should be arranged in
order of dates on which they are due. Sufficient space should be allowed after each sub-division
for new entries occurring during the year. The first five columns of the Calendar, viz. (1) Serial
Number, (2) Name of return, (3) To whom due [or from whom due in the case of section (3)].
When due and (5) Authority should be entered at the beginning of each officials year from the
previous year’s calendar, the entries being rearranged as necessary. Any additions due to receipt
of order in course of the year should be made at the proper place by using the alphabets A, B,

etc., after serial numbers.

Note: The memo of submission of the Calendar of Returns for review by officers should be in

the following form:-
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g A9y | gwrET | R AT

AT EET | € j;r'(:_; q.90.9.90. | ar.¥. | . IHA/IHA T.9.9

131.

132.

133.

Tg <@ & o0 sieavd ArEgmT aeadt gy & Fod aat &1 aEgeigas daadiaT ar
T | 3 foe & srferen facis 1 Soorg faory w7 & wrfees fret § B s =nfau |

T AT ST TeF qY 3T o 0% H SH a9 sl [t ST T hr et Jrfe v | o
U F T (FeAve) T ATEAT &7 FTHT F2AT AR | T FErafor, Torwes afs, S o foeer
ot ot & ofq & srerra ofF, &7 AraeTh g Sen Rt ST AR S <t a s 20-
20 <fTe & sfeaeiq 42 feraeoflt T ¥ SeT-oa T O § &9 FohaT ST FA1fe 0 S ST Teqa
T 3T U7 9 AT [Aa<or ST F ATeAH § A9 T AT AT U]

qraTE® o= e

TAF THTE & ATdH F1d fGaq o FAAT GIEd T T8l TAF ATANT FT (o (F) foser
AT & Afad w1 fGaq T Aqam & I 9= 9% UF RO G F:3am g g 39 & 9w
e 7 70 9= i v RO 9T AT 8 AT a9 95 7 i 20 T T THTE 6 |
UTH U & TEq HIE & 27 A T dF AR el Agl a7 AT | 39 ara &1 a1 R &
FHTAT o T | @ ST | ag ROre T F87g & Saw w13 faag 6l Iafedi & a7 S
H g1 g & AT 2 | 3| e & o uw gy Rww e R s g | R Retetea
TR | FATC FT I E -

To=ett RATE & ShTaT 91 il §eaT 10
TATE % oTeliT FHTE & I AT 937 sl §&AT [ SIS 200

e 210
eTT 7T 9= Fit Heq T gerd 205
Tl (A9eTT gIRT A9 97 i} HeAT 5
fergroro:-
TATE % T UF TaTg & ATee T T
#¥ TEAT (1,3,5 § AT S8 Miey v s |
RO F qga oA 9

e 5
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Date of | Number of the Why Action taken Initials of
submission particular outstanding | for clearance
item AAO. | B.O. | Sr.D.A.G/ Pr.
outstanding DAG AG
131. Great care should be taken to see that due dates are carefully observed. Delay for more

than 3 days should be specially mentioned in the monthly reports.

132.

Early in April every year each section should prepare Calendar of Returns for that year,

copying out the entries from the previous year’s calendar. All returns, registers etc., which were
in arrear at the end of the previous financial year should be carefully sorted out and entered on
separate sheets in the new Calendar of Returns under the heading “Arrears of the previous year
20 —20,” and their submission and despatch watched through the current calendar of Return.

133.  Weekly Letter Report

Before leaving the office on the last working day of each week, the clerk of each section
prepares a report on letters received in the section upto the last working day of the previous week
but remaining undisposed of on the day the report is prepared e.g. all letters received up to the
week during on 20" of the month, but not disposed of by the 27" of the month, will be shown as
outstanding in the report prepared on that date. This report is prepared in the Diary itself after the
entries of the last working day of each week. One page should be left blank for this purpose. The

report is prepared in the following way:-

Number of letters outstanding in the previous report 10
Add number received during the week under report 200
Total 210
Deduct number of letters disposal of 205
Balance remaining undisposed of 5
Analysis:-
Number of letters older than the week under report (to be
indicated in red ink 1,3,5) Letters of the week under report
Total 5
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Tt THF Aoaren & o SaeErl AErie /Aty dErIaE F 99 F Auee T U aw
Tl AT Haet T et &:-

134.

e 1 I T FAE. 1,3

fra FH. 5,

i<zt g &

oquff- 1 . ST AT i gel a1 al [Xare il 3ol F14 f&ad &7 ST ohaT e A
TR U FHTE o Ugel qI (&1 | GieAT ATt g a1 FXAIe $uTet |HaTe i ST Y
ST Tt g |

foroquft-2 ;o= s1ef FTTRAT (I /TSI AT =fe T 396 ITH 811 9 IE@aTe & dae
e siTe 9= AfqeT gt SITar g |

f2oquff -3 . U eI ¥ SATSF TR qh AT TAT il G Ad AT AH/AS
AGTILIE o Gael H AT ATal & IATIT AT A1 0 |

AT AGTILEH/ANE daraies® & gafed =T 61(v) § g9 70 a8+ g1 fvee &
o feoqur foraet AR =Y araTes KA TIR Fi3 | 9ga 9918 & faw wrd Gae
T AT Q1T AT A0 | U 77 Rare 39 e 7wy oo 7 ugar i fogeh R
& ST FIAT AT 3T T I@HAT AT o6 F6AT TAT § | i AT [HOerdT gan feamr
TAT g 3T I8 FATHd O o 39 Muem w7 39(3) § MegiRa ades & @

qEh/ATS @T TLreqs gy R 1T g |

T HHTg & Tgol FTd (Qad il qag Aglaeh AATIreAT ATHRTL/TIAeAT F a7
ST Rgiia AT & ogan T &t 15 RO wwqa &t ST Jrfeu | 3= fdre #if
HTALTAT TaF ST HLAT AMQU | T TATE & AT THT T T o6 9T § <47 & forw
Hferd faewor &5t < oY Meterterd sHor-o &:-
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The report then details the letters remaining un-disposed of with names of

the Auditors/Sr. Auditors responsible for their disposal as under:

Mr. A . . Serial Nos. 1,3
Mr.B . . Serial Nos. 5,
Mr.C .
Mr.D .

and so on.

Note-1: When Monday is holiday, the report should be submitted on the next working day but
when the first three days of a week are holidays the report may be submitted on the next

Monday.

Note-2: Letters, half-margin, memoranda, etc. are treated as overdue when they are not disposed

of within a fortnight of their receipt.

Note-3: Letters outstanding for more than one month should be indicated in red ink against the

Auditor/Sr. Auditor concerned.

134. Each Auditor/Senior Auditor should do the noting of disposal in the manner indicated in
paragraph 61 (v) every day and should complete the noting before the preparation of the weekly
report is taken up on the last working day of each week. In preparing a letter report the Clerk
should first examine the previous report and see which of the outstanding letters are shown as
disposed off and will verify that their disposal has been noted by the Auditor/Sr. Auditor in the
manner prescribed in paragraph 39 (3).

The report completed in accordance with the procedure prescribed above should be
placed before the A.A.O./Supervisor on the morning of the first working day of each week. He
should examine the report carefully, record brief explanation for the delay in the disposal of

letters for more than a week and accord the following certificate:
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“qwTiord AT STt & ST ROTE 5 g qeATda A 15 @ ST 2 gy oA & qqan

135.

136

137.

(1)

(i1)
(iii)
(iv)

138.

TTe” |

AT fFar Smar 8 & 89 S # o 8 ST g ' s e
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S I ST # Rema @ Srar g |

TeUsh AT TH-aT [STATRT &l THTE % 20 (HI5F Agre@ra<ied, qd qeaT 3T
ST AL AT <F FAawoit i TAT TedF LHATT DI 5 Tl I Toqd T, e Joor
&1 arire [Afde gRft siw e i Rafa & fBea % w1 2w @i Joor £ g9
arg [Afee grft | foee 1 ey So <ot a Jame 981 aa T s g e
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ST ATRT | 96T JqATT qdfHa ROE da 9T 3T =3 Ha & 37

TETETR/ANE 3T AgT@HY & AIeqH 8 TLTH Aglc@hT (F@ra<rer) & T&qd
FAT |

2 amfes fae

et & Auem gait R T 9Hma & JeeaiaarT fi arEr At o7
TELT ol ST AR

e 3T AT ITEhT T I
STLTENT (TL3M.) §aH

HTEAT
LIEEIRE]

RTe 837-95 ® 71 Meifa fa & q3me &t St A1 T |
qrfers feae

TaeT =Tt foraT gam aearast sfiT ot gferT Aot & Hver dast R amar sfeepr
T ITTerh e ol ST T AT« |
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“Certified that the above report has been verified by me and to the best of my belief is correct”.

“Certified that I have checked and initialled the disposal of all letters received from the
G.I. and the C&AG and 5 percent of other which I have initialled”.

135.  For letters belonging to other sections which do not appear in the Diary Register of the
section to which they are transferred, a report should be prepared separately in the register in

which are accounted for in the receiving section.

136. Each section will submit to the Co-ordination Section by 5 P.M. every Friday, list of
return due to the C&AG, Government of India and the State Government during the week
indicating the dates of despatch and in case of delay details of the causes of delay and the
probable date of despatch. The explanation of delay such as “not yet ready”, “being prepared”
etc., are not sufficient. The submission of this report should be watched by keeping suitable note
in the Calendar of Return. The Co-ordination Section will prepare a consolidated report and
submit it to the Principal Accountant General (Audit) through the D.A.G./Sr. DAG (Admn.) on

Monday.
137. Bi-weekly Report

The report on the disposal of the following should be submitted to the Branch Officer on

every Monday and Thursday:

Q) Fax and D.O. letters.
(i) U.O. References.

(ili)  Reminders
(iv)  Confidential letters.
The report should be prepared in the same manner as prescribed in Para 95.

138. Fortnightly Report

The report on the disposal of undiarised documents and half-margin memos should be

submitted fortnightly to the Branch Officer.
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139. Monthly Arrear Report
@ A monthly arrear report showing the state of work in the previous month of a section
should be prepared and submitted by the sections to their respective controlling sections after the
monthly arrear report has been approved by the respective Branch Officers and the Group
Officers concerned on the 2" working day of each month. The report should include all items of
works such as disposal of correspondence, audit and review of vouchers, closing of objection
books etc. which may be in arrears on the last day of the previous month. For the purpose of this
report, letters, half-margin memos, undiarised documents received on or before 20" and U.O.
references, fax and D.O. letters, Confidential letters and Reminders received up to 27" and not
disposed off by the last day of the previous month are treated as arrears. Each section has its
prescribed form of report.

The following sections shall act as Controlling Section in respect of the sections noted

against each.

1 CASS-I All CASS/CAP

2 Estt. -1 Section,Estt. -1, 11 & Confidential Cell, ISW, Hindi Cell etc.
3 Record — | Section Record I, Estate

4 Performance Audit  P/Audit

5 I.A. B 1AB & Report (AB)

6 1A 1A

7 CAW CAW (HQ) & Report

8 ITRA ITRA

9 CERA CERA

10 RAW (State) RAW (State and Report)

11 IC-1  IC-I, IC-II, Editing Cel (Civil), DP Cell (Civil)
12 Report Civil  Report (Civil)

13 WA-I WA-I, WA-II, DP Cell (Works) Works

14 Co-ordination Co-ordination

104



(i)

(i)

(iii)

(iv)

(v)

)
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(b) The following statement should be appended to the arrear report:-

(1)  Separate statements showing letters outstanding for more than one month,
two months and three months. These statements will contain date of receipt,
from whom received, subject, name of dealing Auditor/Sr. Auditor and

reasons for remaining outstanding.

(i)  Statement showing amounts of outstanding objections of more than 6

months old.

(iii)  Auditor-wise statement of arrears giving the names of the Auditor/Sr.

Auditors, items of work in arrears and reasons for accumulation of arrear.

(iv)  Statement of Potential arrears, i.e., items of work which should have been
done in the previous month(s) but could not be cleared due to non-receipt of

vouchers, returns and other audit requirements, etc., from other offices.

(© Each item of arrear should be computed in terms of Mandays. In order to maintain
uniformity, standard rates for each item of work as contained in the C& AG’s Manual of

Standing Orders (Admn.) Vol.-1 read with provisions of MICA may be followed.
140. Consolidation of monthly arrear report

The concerned controlling sections will consolidate the group-wise arrears and forward
the same to Co-ordination section for final consolidation for the whole office. On receipt of the
consolidated monthly arrear reports from the controlling sections, Co-ordination section will
prepare a final consolidated report, exhibiting the position of arrears for the office as a whole for
submission to the Principal Accountant General (Audit) by the 15" of each month. After the final
consolidated arrear report is passed by the Principal Accountant General (Audit), “Remarks”,
“Queries” or “Orders”, if any, passed by the Principal Accountant General (Audit) against
individual sections should be communicated promptly by Co-ordination section to the Branch

Officers/Group Officers concerned for necessary action.
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CHAPTER-VI

141. Rules for Printing, Binding and Stationery

The rules laid down by the Government of India regarding printing, supply of forms,
binding and for supply and use of stationery stores, namely ‘Rules for Printing and Binding’ and

“Central Stationery Rules’ should be strictly observed.

142. Standard forms

Certain forms have been standardized for printing for use in Civil Audit and Accounts
Offices. These are obtained in accordance with instructions issued by the Chief Controller of
Printing and Stationery, from the Manager of the Government of India Forms Stores, Kolkata.

Other forms are printed as special forms.

All suggestions for the standardization and printing of new forms as special forms and for
the alteration or cancellation of existing standardized or special forms should be made to the
Comptroller and Auditor General in the first instance. If the proposal is for the standardization or
printing of a new form as a special form the anticipated annual consumption should also be

mentioned.

The Book of Account Forms contains samples of all forms not included in any prescribed
code, the printing of which centrally for use by officers subordinate to the Central Government
has been authorized. The Comptroller and Auditor General’s Manual of Standing Orders and
Account Codes indicate which of the forms mentioned therein have been standardized and which

can be printed as special forms.

The printed forms used by Audit and Accounts and Entitlement Offices for issue of
authorities for payments, which are issued in bound books duly machine-numbered, should be
kept in the safe custody of responsible officials to ensure their use only for bonafide purposes
and the instructions laid down for their use strictly followed.

106



143.

144.

PIGELES
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143. Restrictions

All printing works required for this office should be done at the Government of India
Press, Kolkata, unless an exception is specially authorized by the Controller of Printing and
Stationery. For Rules about printing in the State Government Presses see Rules for Printing and
Binding.
Exception — Urgent and secret jobs not exceeding 25 foolscap pages of typed matter and 1,000
copies in number may be printed at the Government Press, Guwahati. The job in question should
be accompanied by a proper requisition when sending to the press and a copy of the requisition
should be sent to the Controller of Printing and Stationery.
Note: Printing of forms is not an urgent or secret job, requisition for which should in all cases be

sent to the Controller of Printing and Stationery.
144. Preparation of the Copy for the Press

All the reports, letters etc. that prepared for Press should be written on one side of the
paper only and A.A.O.s and Auditors/Sr. Auditors in charge of sections should be particularly
careful to see that this is done when the papers have not to be copied in Branch. When printing is
required in any particular style clear instructions should be given. If the work required is to be
uniform with that printed previously a printed copy of it should be sent for inspection. The
number of copies required should also be stated. Abbreviations must never be used in manuscript
sent to be printed.
(Auditor General’s letter No. Rec. 222/26-24 dated the 17" October, 1924,)

Any maps required to be inserted in any Publication sent to the Printing and Stationery
Department, Government of India, for printing should be got approved by the Director, Map
Publication, Survey of India, Dehra Dun, before sending the same to that office. A certificate to

this effect may also be recorded on the requisition.

G.l1. Printing & Stationery Department Memo No. 5/35/60-P dated 25-5-60 forwarded with
C&AG’s letter No. 993-Admn 11/186-60 dt.08-06-60.
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145.  General Principle for submission of printing works to Press

The following principles should be followed as neatly as possible in the submission of
printing work to the Government Presses:

1) No work should be sent to the press until it has been passed by the
Principal Accountant General (Audit)

2) Except in very exceptional cases, no work should be sent to be printed
except in finished and final form, as the resetting of type consequently on
corrections increases expenditure to a very large extent.

3 Matters should not be printed, unless absolutely essential.

4) Proofs should be passed as speedily as possible to avoid laying up large
quantities of type, and

(5) Number of copies required should be scrutinized closely and limited to
the smallest possible number with a view to prevent the waste of paper
due to printing copies that are not actually required.

(G.1. Department of India Memo No. A354, dated the 16" May, 1921, received with
Auditor General’s No. 2384, E/651-21, dated 10" June, 1921, & No. 3368-E/651-21 dt. 1%t
July, 1921.)

6) In the requisitions for printing work to the Controller of Printing and
Stationery in connection with Manuals or corrections thereto, the actual
size must be stated, a sample copy should be sent as no record of the size
of any particular item of work is kept in the press.

(7 The copy for press should, as far as possible, be prepared on paper the
size of which is not larger than foolscap, i.e. 17" x 13'4" as the copy
holders on the composing machines cannot hold paper larger in size than
foolscap.

146.  Custody of Forms in the Section

All forms received from the Record Section should be in charge of the A.A.O./Supervisor
of the section concerned. The Clerk should be put in immediate charge of these and should
maintain a proper account of their receipt and issue, which should be checked by the
A.A.O./Supervisor every month. The forms should be kept in a locked almirah in each section.
The clerk will be solely responsible for any loss. Where there is no clerk, the forms and
stationery will be in charge of the Auditor/Sr. Auditor entrusted with record and reference work.
Losses, if any, should immediately, be brought to the notice of he Branch Officer concerned.
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147. Economy in the use of Forms

In order to avoid wastage of Forms, A.A.Os/Supervisor of sections should scrutinize in July
every year all old Registers in the section before they are laid aside and see that the unused
sheets are detached where possible and bound into new registers for future use.

148. Publication issued by the Principal Accountant General (Audit) - List of
Publications

List of recurring Publications issued by this office is given in Appendix- I1.

149.  Office Manuals

The A.A.O./Supervisor of each section must see that the procedure laid down in the
relevant office Manual(s) is followed in actual practice in his section. Any departure from the
authorized and prescribed procedure must either be checked or justified by reference to relevant
orders and, where necessary, Manual(s) should be corrected with the approval of the Principal
Accountant General (Audit).

150. All instructions and decisions of permanent nature not included in codes and other
publications used in this office should be incorporated in one or other of the office Manual(s) by
means of correction slips. The names of sections responsible for the upkeep of the office
Manual(s) are indicated in the preface to each Manual(s) but for the sake of convenience a list is
given in Appendix -1l. A register of corrections for each manual should be maintained by the
section responsible for keeping it upto date. Typed copies of duly approved correction slips
should be parted in this register and a duplicate typed copy of each correction slip should be kept

by the section responsible and sent to the press
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AT FATAT H TATH SATANT AT T F1F ¢, T[S TH g % FATe % ([T gl J1am &
ST HE TR T SIATT T THHT GAAT &F ST

ST BT ToReT e & araer § aTieer AT &1 agie =9 7 "gerrterd (Preeetiaad)
ToFaT STaT €, 99 BT T8 HETSd SAART ZIT &30 98 [Fa® § TTHe 63T ST A1l
S FEATAT 6 AR T AGIAETRE (TATILEAT) ATAT S 3T AGE@THR/ 3T
HETAGTHRTL (AGTTLTEAT) o ALHIEH & fore seqe 6 S €, aer srgeamr & forw sreqa &
ST 8, TF ATATT 6 TETae oI@T ATIRE/ THaeh FIT Gaerd (MaH Tedeh 6 qLqrel at
ArFeTFRAT T AT o= T ST AR U ST s edsh 21 FTaTerd siaell & HATaT qigd
T FETET TEd (AT ST AR Ul

R oft, TaTrer ST 9T o Sgre @radteT sttershrl/ Taers = fet vE afadad
& fore gaama srRtaa T St srgwa &t 32 | sremat aRFufaat § aiad g & wrr
ATFLTF ST ITIH TTIT ST
e oft, U e qeas &t a9g-997 9% gt w7 & o sy {aa-geas &
STV AT HTT HI9 T FTTANT FT T FdoF NI 31T Tg AT BT [ (FFTH7 & 6
TTAET Tal & T THH FTe NI Fed 6T ATeARAT 57 g1 Vet qHiear w7 T 7
foaTer § it ST =Ry siw Aeferfaa smfiser gerrea o=t & Tower § a1 v
ST AT

“qeTioTa fohaT SITaT g o &+ straer $iw s ST Fem w s & w9 ° a9

FIAT ATALTF ¢ ATedd § FIH [Fq & € H AT AT TAT g AT A&l HaH-7eaq® §

FTE ST FLAT AFLTF A1 217

TS TN GIT ATET ATARTT o ATEAH & THg ATHLT I qaied AT § THIET
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151. The responsibility for proposing corrections to a Manual does not however rest
exclusively with the Section maintaining the Manual. It is the business of each Section in the
office dealing with any case to propose corrections to any Manual in the office, if such a

correction is called for, and bring it to notice of the relevant section concerned.

As soon as a procedure incorporated in an office order has sufficiently crystallized it
should be incorporated in the relevant Manual by the Section concerned. When office orders
are submitted for the approval of the Principal Accountant General (Audit) or the Sr. Dy.
A.G./DAG (Audit), A.A.O./Supervisor of the Sections should also consider the necessity of
corrections to the manuals concerned and put up draft corrections, where necessary, alongwith

the draft office orders.

The A.A.O./Supervisor of different sections are however, invited to suggest any changes
that may be found necessary or advisable in the light of experience or due to alternation in

circumstances.

152. It will, however be the duty of Sections entrusted with the maintenance of office
Manuals to review such Manuals periodically and ensure that the provisions of the Manuals are
correct and do not need any modification. Such review should be done atleast quarterly and

the following certification should be recorded on the body of the Register of correction slip.

“Certified that all orders and instructions which need to be manualised have actually

been so manualised and that the existing Manual do not need any modification.”

153. The dealing section should submit a draft correction in the case concerned through the
Branch Officer to the Group Officer. The draft corrections should generally follow the style of
corrections of the Code except that corrections other than those relating to the Table of
contents or Index should quote in brackets at the end one number and date of orders of
authorities on which the correction is based and also the number of the subject case from

which the correction emanates.
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154. The section responsible for drafting correction slips will also be responsible for getting
the necessary number of copies of the duly approved corrections typed for inclusion in the
register of correction slips and for issue to the Press as well as where necessary, for distribution.
These copies should be typed on one side of the paper only. Copies for distribution to other
Sections and officers will be required when the subject matter is of such urgency and importance
that the issue of the printed correction slips cannot be awaited. Where the section responsible for
the up-keep of the Manual, the former section will send to the latter one typed copy for the
register and one typed copy for the Press but will itself arrange for the distribution of other

copies, where such distribution is necessary.

155.  The register of correction slip will be submitted to the Group Officer concerned on the
last working day of each quarter. The section, responsible for the up-keep of the Manual will
incorporate in the office copies any changes ordered by the Principal Accountant General (Audit)
and send them to the Press for print by the 15" of April, July, October and January. The above
due dates should be noted in the Calendar of Returns of the section concerned.

156. When the register of correction is submitted to the concerned Group Officer it should
contain a statement showing the progress made in the printing of earlier set of correction slips,
i.e., the date on which copies were sent to the Press, the date on which proofs were received for
examination, if proofs were called for, date on which proofs were sent out after correction and

the date on which the final copies were received from the Press.

157. The printed correction slips sent by the press will be received by the Record Department
who will send them to the sections and the Gazetted Officers of the Office immediately on
receipt. On receipt of a set of correction slips, the A.A.O./Supervisor of each section will see
whether any changes in the working of his section have been introduced and if so he will take

steps to give effect to the changes.
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158. Revision of Office Manuals

In order to avoid the long delay which takes place in preparing a revised edition, each

section will keep a corrected copy of its manual pasted on open double foolscape size.
159.  Priced Publications of the Assam and other State Government

Q) It has been decided that the C.& A.G. and the heads of offices Subordinate to him are
entitled to the supply, free of charge, of the annual Budget Estimates of the State Governments
and any other publications (including correction slips) issued by them which may be required for
purposes connected with the C. & A.G.’s audit functions. The number of publications required

for audit purposes should, however, be within reasonable limits.

(i)  The C &A.G. has held that the term “Audit functions” should be interpreted as audit
functions in relation to the transactions of the Government or Department concerned.
Consequently a Government or a Department is not bound to Supply to an Audit Officer free of
charge copies of publications issued by it, if such publications are required by the Audit Officer

for audit functions unconnected with the Government or Department.

(iii)  The priced publications of the different State Governments other than those of the
Government of Assam, will not, therefore, ordinary be supplied to this office free of charge and
shall, if actually required, continue to be obtained on payment, in accordance with the rules of

the State Government concerned.

Note-1: The Posts and Telegraphs compilation of the Fundamental Rules and Government of
India Supplementary Rules shall continue to be obtained on payment.

Note-2: Copies of fare and time tables of States Railways shall continue to be obtained on

payment.

(Auditor General’s letter No. T 906-Admn. 11-112-37, dated the 9" August 1937, and
No. 71-Admn. 11-112-37, dated 17" February, 1938.)
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161.

oogoff 3 . At sfera g1 ar Toa aTe g J 15T 14 A€ T 7T g Th1ee
fafae ggremmRr &1 90w v B smoT FrfEe smmarar sty oy
oI & Gatad T@TILreAT AT & (70 IFehT HIFT TTH FT Tahd 2|

(AGTAGTFIR F7 TG 5 F7a1 1939 F7 97 €47 531 F97a7 1/112-37 & T
FAAT FIRT GIHIT o7 [F9TT T TG 16 TT%7T 1938 7T 97 =47 183 )

bR I B 2 ) I s e 1 s T s s e L

AT TRl AT TH gAI, S F9H G W5 Ud Agro@riiieas e
AETA@TIIe® Fl TFT TG Fid 6 (o0 qgqq g, TAAL -1 || § qiaaq g1 aehri 96
29T o JATEY srferarTr, & (e Ud agreanasred & Toae €9 9 i auie aqamt
& T " ST A1 [HHTor FanT a9e ST a7 UF e O T&T HT H7 adaer T
TAT Z| ST TLHRTE F AT TR H T TeAF hl T Ti, ST HH7F Ud qgre@mdaiier® &
T smfera €, stfvera (Rare) foramT g s it STt =R & S i & STt
Tt st (RaTe) foramT it I9eh a9 R0 70 TehrermT  Heer # 2= v ggreEn
LT o HIATAT il T T=AT % U T &l [HIHT T T A H & foru =Ferm

[N
T {GAT ATg U

(AETAGTI%TF FT ARG 29 ST 1937 FT 97 A€4T516 9167 11, F. 5. 112-37)
AGTIOEAT HrATA BT TEAT AT 3 wehrere i sy fd

A= Ua AT e A SUET AT g (o6 Ay #§ Mo sreaeard 39+
T e FTATAATEREAT il TEAT T o THTAAT 20T ST o (7T il ST AT T

F) His[Er HaedTy, fSrae g gradt [te & gated e Gant & ywreEt & [
Td AgTe@Ta<ler® & ATeaH § qoq i Agrea@rsT & i % Sl 8, gHar
FHTT TEHT AR

T) AT [F9TT F 97 TH1eHT o Gae § Tg FAGedT gl A0 & A= =t s
AT, ST SAQTIT & B 8 T0d G99 ggrearaes gy Il fh s ara
TERTITT TR &, F A ST 1At ST, S5 STaT SHaedTsh | Haiard TehTerdi il ar
ST Seds Forfae Sr@masreT STt & Y@ H T &I 0l ST AT g0l T
ot agrer@ R it AT 87 AT 6 T T TFT T&IT FHT ol HGeAqT il S|
Frieu| e sramareT stfert g Tufera =0 YahTeEi &l die Afdh Iid 396
ETXT STAT e 9% ITH %l (A1 A0

113



Note-3: The State Railway Codes and other priced publications issued by the Railway Board will
be supplied free of cost to the Civil Accountants General if and when required. The Civil
Audit Officers may obtain their requirements for audit functions connected with the
Railway Department.

(G.1. Railway Department, letter No. 182.G. dated the 16" November 1938 forwarded
with Auditor General’s letter No. 531. Admn.-11/112-37, dated the 5" January 1939.)
160. List of Assam Government Publication supplied free

A list of the priced publications which the Government of Assam, agreed to supply to the
C. & AG and to the AG. Assam free of charge is printed in
Appendix — 1. The Officer in charge, Government Book Depot, has been instructed to supply,
free of charge direct to the C & A.G., three sets of the Civil Budget Estimates and one set of the
P.W. Department Budget Estimate. One copy each of the remaining publication of the
Government of Assam, which the C & A.G. requires, should be obtained by the Record
Department and supplied to him. The Record Department should take particular care to supply
regularly one set of correction slips to the C & A.G.’s Office in respect of the publications
supplied to him.

(Auditor General’s letter No. 516 Admn.-11 K.W. 112-37 dated 29" October, 1937.)

161. Supply of Defence Department Publications to the Audit Office

The C & A.G. desires that in future the following arrangements should be made for the

supply of Defence Department Publications to the heads of offices subordinate to him:-

@ The existing arrangements whereby the Defence Department Publications relating to
Cantonment Funds are supplied to the Civil Accountants General free through the C.&
A.G. should be allowed to continue.
(b) As regards other publications of the Defence Department, it should be arranged that two
copies of the publications containing financial rules and orders which effect receipts, expenditure
or arrangements within the scope of Audit (including the Publications to be issued by the
Military A.G. should be supplied free to each of the heads of Civil Audit Officers. Arrangements
should also be made for supplying free one copy of the Indian Army list to each of the Civil
Accountants General. Any extra copies of these publications required by a Civil Audit Officer

should be obtained by him on payment.
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In respect of publications already issued, the existing arrangements whereby copies of those
publications (including corrections thereto) have been or are being supplied to the Accountant
General (Audit) free in individual cases should be allowed to stand, in other cases the A.G.

(Audit), should obtain copies on payment, if necessary.

(Auditor general’s letter No. 528-Admn-11-112-37. dated the 5" January, 1939)

162.  Supply of Codes and Manuals
It has been decided that

1) Every Gazetted Officer should be supplied with a complete set of all

financial audit and account codes.
2 One complete set should be supplied to every A.A.O./Supervisor

3) Two complete sets should be kept in the Office Library and one set in

each Sectional Library.

4) In addition, each Auditor/Sr. Auditor should be supplied with copies of
codes and manuals which he has to use frequently in course of his work.

163. Return of Codes and Manuals supplied to clerks when going on or quitting service

Clerks/Auditors/Sr. Auditor going on leave or quitting the service should if they are not
entitled to books as personal copies, leave their books with their A.A.O./Supervisor who may
distribute them to their substitutes or return them to the Record, if not required in the Section.
Clerks/Auditors/Sr. Auditors transferred from one Section to another should ordinarily leave
their books to the Sections from which they have been transferred, but in cases in which both the
relieving and relieved clerks/Auditors/Sr. Auditors have got copies of the same books, they may
be allowed to take their own books to the respective sections if they require them there.
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Note-1: No exception will be allowed to the above rule unless there are special circumstances

justifying it. In such cases the orders of the Gazetted Officer should be obtained.

Note-2: Copies returned to Record by any section under the above rule should be shown as fresh
receipts, but as separate items, in the Distribution Register under the initials of the
A.A.O./Supervisor Record Section.

164. Examination of Codes and manuals by Asstt. Audit Officers/Supervisor

Each Asstt. Audit Officer/Supervisor should examine the copies of the codes and
manuals supplied to his section and see with reference to the Distribution Register maintained in
the Section that the books are kept corrected upto date and that they are used by those who have
been supplied with them. He will on the 1% of April, July, October and January submit a report
on the state of the codes and manuals to the Branch Officer, in charge who will bring any case of
gross neglect to the notice of the Principal Accountant General (Audit). The report may be made

on a blank sheet of paper attached to the Sectional Distribution Register.
165. Observance of Procedure Detailed in Codes and Manuals

Every official is expected to be conversant with the provisions of Codes and Manuals and
other standing orders of the branch to which he is attached. Scrupulous care should be taken to
ensure that the work is being done according to his notice, he should promptly bring it to the

notice of higher authorities.

No explanation, that the deviation was allowed to continue as it had been followed by

them can be admitted.
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166.

CHAPTER-VII

Procedure for obtaining files from Secretariat

Requisitions for office files of the State Governments/Central Administrations should be

very carefully scrutinized and the request should issue at a level not lower than that of D.A.G.

167.

(C. & A.G’s Secret D.O. No. 353-Admn.-11/185-54/Pt.1l dt.11-03-55.)

Medical Attendance on the Treatment of Central Government Servants and their
families

The concessions admissible to the central Government servants of this office and their

families are contained in the Central Services (Medical Attendance) Rules, and the relevant

orders of the government of India issued from time to time. The Government of India, Ministry

of Health, Publishes booklet titled “Compilation of Medical Attendance Rules and Orders (with

Government of India decisions and explanatory notes)”.

168.

All references to the Ministry of Health for reimbursement of medical claims in

relaxation of the C.S (MA) Rules may be routed through the C. & A.G. of India.

169.

(a)
(b)
(c)
(d)
(e)

(Authority: C. & A.G’s letter No. 1685-N.G.E.1/21-67 dt.09-08-85)

Precaution against Fire

Following precautions should be taken against fires:

None but safety matches should be used in any part of the building.
Matches must not be thrown on the floor after use.

Temporary lights must not be obtained by means of paper.

The buckets should remain filled with water invariably in the stand.

Should any fixure impede the extinction of fire it should be immediately broken away.

On the out-break of fire, alarm should at once be given and information sent to the nearest

Police Station and to the Fire Brigade.
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170. Intimation of addresses of Private Residence and Telephones

The residential address of the Principal Accountant General (Audit) with the number of
his residential and Office phones should be intimated to the C. & A.G. of India. Any change in
the address or telephones number either due to change of incumbents or otherwise should be

promptly intimated to him.

(Ar. GI’s No. 2281-G.B.E./348-47, dated the 11" July, 1947))

171.  Communications of Orders of the Principal Accountant General (Audit) to the
Branch Officers

All cases passed by the Principal Accountant General (Audit) are sent to the Sr. Deputy
Accountant General/Deputy Accountant General (Audit) for perusal. Thereafter the cases are
sent to the Branch Officers concerned who after perusal will pass them on to the sections

concerned for further necessary action.

172. Line of action to be taken by the Principal Accountant General in conducting
Negotiations with the State Government which may lead to important innovations in
matters of audit procedure.

In cases of this kind the Principal Accountant General (Audit) is expected to consult the

C. & A.G. before committing himself to the advocacy of a definite line of action. By no other

method can co-ordination of method in the various accounts offices throughout India be assured.

Any important development in connection with the accounts or audit for which Civil

Accountants General are responsible, should be reported promptly to the C. & A.G. and he kept

informed of all matters of moment bearing upon the statutory responsibilities.
173. Difference of opinion between successive Accountants General

The C.& A.G. has decided that whenever there is a difference of opinion on any
important question between any two A.G. officiating or permanent, who have before them the
same relevant facts and orders the final decision should rest with the C. & A.G. himself, and
without his permission, any deliberate or important orders passed by one’s predecessor cannot be

reversed
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174.

175.

S HATAE % TR T AET A A@TIeET

st a2 =0 wrtas F a9 Tat T g AT ® U0, YA T
T ST 1 AGH, . T, AT, F FETAT TAT T TLTT HETAGTHRIT (IGT U gHaTLY)
& FTITAT o 9 U G ATAR 6l ST § AT hIT 1T 2|
SATARI, TATIAT 3 FIATAT SR

Aeer A g T Frae § gt J@raiieAshl/ Iy AGTIeasi Hw 396 HraTad
FASAT T TATTET FF arer T 2= sfi7 39w sweent | swetr9ita grf=a war o)
T G § GHT- 9T 9T AT T THTT 90 FT U H@ierg |J7¢ a3 &ar e

AT T ST A= & T2 TOHAT & FTTATE FIATAT H TRATAT 63T ST AT 0

1) Fad TF ATANT o HTET AT SATANNT SR o ToTeey § T STATIT 9T
TTH H HETerd STHNT G ST (ohT ST

2) TH FATAT & Tod® ATIHILN/ FHA dl el il o1 qaT=gid s & gaiaq
T ST TATIAT TN G AT 70 ST €, “FTIAT STRer” & 776 & g9 A5 U 37
TAET &1 Tt # Efend oA ST =T Ul U 9ia F8E &9 & TS B2 § q9Ts Sl
ATRT 3T TN T F A =af<r & AT B2 | TS AT+ AT

3) T ATHANT | SATer ATAN ol TATTAT HeA AT AT THeAT/ TATIAT STATI FIT
ST T30 SO S THRT “HTATAT ST FET SATUIT| AT FiHE & F T
ToFIT SO SHeht U 9T S6 SAATT ¥ TS RIS § o91Ts SITUIT S g i o
AT ST TSI SATeRTAT T faafa &t st

eogoft 1: Trsrat=a stteraRtiat sfiw s A it qradt o= 9= | off St

TR T S ST T o |1 T FI2A | TS AT AT U

f2ogoft 2: Fratas sraert St wtoat Bfaer @y @9 (waiEes) s e gt
Fal A HISE af, I | Fs(l ST AT
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174. Audit and Account of charges of this office

All charges of this office, including advances, are audited by the Chief Auditor, N.F.
Railway. Charges relating to Salaries, T.A., O.E. etc., are accounted for in the books of the Pay
and Accounts Officer of the Office of the Principal Accountant General (A & E).

175. Sectional, Establishment and Office Orders

In order that all Auditors/Sr. Auditors in the office may be kept fully acquinted with all
local and special orders affecting their office duties, a brief abstract of all general orders issued
from time to time should be prepared, and circulated in the Office according to the procedure

indicated below: -

(1)  Instructions concerning one section only will be issued by the Section
concerned in the form of “Sectional Orders” recorded in the Register of

Sectional Orders.

(2)  Orders regarding the grant of leave, retirement etc., of the members of
this office individually, which are issued by the Establishment Section,
should be termed “Establishment Orders” and be typed in duplicate, one
copy being pasted in a guard file serially and the other tagged in the

personal file of the person concerned.

(3)  General instructions affecting more than one section will be issued by Co-
ordination/Establishment Sections and called “Office Orders”. They will be
numbered serially. One copy thereof being filed in that Section in a guard
file and other copies being distributed to other sections and Gazetted
Officers.

Note-1: The acknowledgement of the Gazetted Officers and the different sections should be
taken in circulation slip which should be filed alongwith a copy thereof pasted in the
guard file.

Note-2: Copies of Office orders may also be supplied to the Civil Accounts Association and in

Library wherever it exists.
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176. (F)  FATAT % QAT 3T ATANNT AT F O % qag § Aot srgaert &7 srqaras

177.

o [enN
(YT SIAT ATl U -

1) FTATAT FT SATGLT SAAT TTATIT TS TTH B IT ATHANT o HGTAF A@TILEAT TR/
THIAF FT AR F Tqag H U ferovft & el =AiRw B s wriars w7 oA 8 sear
FTEATS FEA T &A1 2

2) ST TH ATT F G FAA 6 91 (o6 TATH TLAT 6T T2 8, TEIAF A@TILEAT ATerhry/
T T T UH Teh ATR9T M B § 7 o &of [T SIT|T AT gl

3) ATReT T TS EBISAT § 9 T B AT AT AR

4) FTATAT F AN, AT AT FT TS FISAT AT ATET SATEHTAT FTT AT SATLTT
T AT Rt ST =R U 9T T2 Fw AT F7 Ieorg qriee g fdret § A S
Sl

(FTITAT 9T, TR ATt 7 wrger Fear a1 offda 7 477 183 T 39)

T) T 9TET AT F AT FTATAT QAT hT FiHF T H AGRAT TS BIEAL I @]
STANT 81 THH Ig 3@ | Hag [Hodr g & aeft Frie sreer ™ed frars sferd g, 398
3T U | FEER F FEITALT & GHA, TAT ATET ATIRET H 3T Tgeaqul Ae9M Hi A
AT ITLMAFHILN AT €T SHUT Hd gU HATAT QLT I T TS RIS I8 F1T IAT
=10 5| o FaTe T 981 g2 € A1 SAHT Fars ol STl gl

HEAYU A@TIOET =1 e fAofy -

STE HTHTT AGTILEAT Sl & &1 s @G0T 35dT g A9 [t 1 =7qmeam 1 89 &
3T I @I it 3T F AqANT H ROerr T w1 TAAE AT 39 A0 | AT A ST
FTAT Tt § gt Srowm "ifafas Femt £ e +3 F oo g srfera e gfoveror e
ST U ferd g 3T ooy g aisdig ¢ T o qiierhl/ aivs o qirerhl #1 T ST gt
AT o =TT FT TATAT Fee ATeT A i o smen 9 foram 7 81 9 & [ vd
HETA@T TLTEF FRT ST A@TIeT el gaeft Faw 1qa & 757 % ai=a g 947 qad
LA T ST wfaqud AT it AT F Hafaa et gMH 6| Agea 0l d@raiier 941 i
ot & gafera Are To AT gy A Rt § gt Us au SAred st v OTiH T F
o G T ST =R u) AT di 97 At AT R oroar 9t & areer i T ATt
U T Aty F forw =« Frtey § A0 & TS g v =7 aE & A Hl ([H9e & o uF qre

AT FHTAT FIAHS gl

TSt AFAFTRAT F7 39 AT Hag § qqah AT A0 o uw 3ta &= F == 1
(FTLATS) T AT THcAT § AT T HETAGTRT (FETILNEAT) Tl HHIET Al TE&IT 63T AT AT
T AIe § AT 61 qeF Fawar 1 q2 Tomaaa gierg § a7 S =71y i e ot
FILATS & Gael | HILOT AT FqTAT AT AR
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176. (a) The following instructions should also be observed regarding the disposal of Office
Orders and Sectional Orders:-

(1) On receipt of an office order. or a Sectional Order the A.A.O./Supervisor of
the Section should record a note on the order showing that action he has
taken or propose to take.

(2) After satisfying himself that adequate action has been taken, the
A.A.O./Supervisor should record a file order on each such order.

(3) The orders should be serially filed in guard files.

(4) The guard files containing Office Orders, Sectional orders should be
inspected by the Branch Officers at their monthly inspections. Any
shortcoming noticed should be mentioned in the monthly arrear reports.

(Also see paragraph 183 titled Filing of office orders, circulars etc.)

(b) It is useful to have a serially arranged guard file of office orders with every Branch
Officer. It enables him to see that all Office orders in which action is required have come to his
notice. At the time of transfer of charge, every Branch Officer should make over to his successor
a complete guard file of office orders inviting his attention to important ones on which action is
not complete or has yet to be taken.

177. Important Audit Discussions and Decisions

Iltems for inclusion in this Category will materialise when any topic of general audit
interest arises such as the scope of interpretation of rules and interesting cases dealt with in a
section from a higher audit point of view. The interpretation of statutory rules is a subject
which required some special training and it is desirable that Auditors/Sr. Auditors should be
appraised of the lines of reasoning on which particular decisions affecting the interpretation of
rules are arrived at. The Manual of Audit Instructions issued by the C. & A.G. of India contains
orders relating to the interpretations of certain rules issued by the Secretary of State or by the
Government of India. Notes relating to “Important Audit discussions and decisions” should be
drawn up for incorporation of similar interpretations relating to rules issued by the State
Government. In general also where a wrong interpretation of a financial rule or order of
Government has been in force in the office for a considerable period it will be found
advantageous to draw up a note on the case for similar treatment.

Gazetted Officers should be on the look out for items which may be suitably taken up
and should propose draft notes to the Principal Accountant General (Audit). Each note should
give as briefly as possible a summary of the salient feature of the case and a reasoned
exposition as regards the interpretation or treatment.
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178.

GIHAT FT eI

TA® Tgiddh @Il AT/ THaed® f7 Ig <@dT Fded g o FdT Fgaaqol saer

179.

180.

R steram Aoty &7 ge9t & aeawrer & forw 3w g f=fema T 8l
TSI SATErRTRAT T AT Fee o forw fomrieer &7 STt g, S AT 92 2id b
FITSITA I FHeT T (U ST T T AT qTe17 3 Toh 39 92 forw 10 ot 529
% QTSI | TS1 (ohU ST AT | He TS TZTaT A@TILTeAT TR/ TAAeTF /T Tg
TG HT FAeT g o AT T EAa<0r aTel a9 & oreaanlel ¥ "aterd of s afza
=T T TSt At S g steey g oY s s i w2
TTETT T THAT AN il FS(T ST ATGU| HIH 6 eIl HI THIAT o (o0
T |Tg i 5 AT il TATL TSTAT ST hl T (R AT ST ATl

TH FATAT & 9| [eash § artae i & Rar Bl qgaqor sreer st [
T HaW % el | faefua agr T ST ARy F=itE aeahier § Igygd |99
AT & H&H F GigdT (A1) srr@Er [Fawi enfe it FwT a=q & sw=9m e gera+
U T YT STAT ST HhdT ¢ ST 7 f U (FIT F T § T ATGA1T ¢ 1o STANT
JAT ST AT 317 U 70 srer srorar Aoty v 529t & deahiar § a9
T o1 (AT STTAT ATRT T TF TLTT HSTAGTRIT (F@TILNEAT) FIRT ATHITST T FY
o ST

TSEARTET T BT UH AT5 256 H @1 10T ored Referied 4 fiaq gia s

1) I 6% (F7 q9)
2) faur
3) wrfereRTr

4) Hag

Tg AeAT g % T g9 orex 9 orex g e A wre off st wem
oo ax [t & forw STt 9§ @RI IO ATAT 9 6 TS 6 (o0
TR FHATAT 7 a7 Gaeft Ao anfieeor & forg F st e am=r 99 &
T 27 o STl ot Her o SITuaT| = 9Teal | AT 9% &7 9Teal | ATeh e
el gId g T T&AT § T T STer® Aal g T ATgu| oo 7§87 # ofiT =75 &7 9
FATAT ST ATRT 3T THH T AL AT T I TEIA Aol (AT AT ATR T
FITh 9T HaWT o0 g, ot & forw a8t Iiesrdy &7 TA1edia ea 99T
T e U HEreraTaie®, U S, anfe S oft fRufa 21, % w7 § 999 § oo
TohaT ST ATRUI| §19 % FiAd § I ATHA i H6AT aqTs AT AU fored o
ERIRIR L]
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178. Dictionary of References

It will be the duty of each A.A.O./Supervisor to see that all important orders, rulings or
decisions arrived at are marked by him for the Dictionary of references. Gazetted Officers are
also recommended to do the same when such papers come before them as soon as the case is
closed and it is desired that the decisions arrived at should be recorded in the Dictionary of
references. It will be the duty of the A.A.O./Supervisor concerned to see that a slip with headings
corresponding with those of the Dictionary of references, containing particulars of the case, is
written up and approved by the Gazetted Officer in charge and the Group Officer. The slip
should then be sent to the Coordination Section. The Dictionary of references should be
submitted to the Gazetted Officer in Charge on the 5th of each month for review.

179. No important ruling or decision, with the exception of those incorporated in a Manual of
this office, should be omitted from the Dictionary of references as a reference to the relevant
case quoted in the Dictionary may often throw light on an otherwise obscure correction to a Code
or body of rules etc. Nor is it desirable, as a rule, that a ruling or decision given by a Gazetted
Officer in Charge of a Section should be recorded in the Dictionary of references until it has
been approved by the Principal Accountant General (Audit).

180. The Dictionary will be maintained in Form SY 256 which contains the following 4
columns:-

1) Catch word,
2 Subject,

3) Authority, and
4) Reference.

It is desirable that the catchwords used must be those under which one would naturally
look for a ruling on the subject in question; for example a decision relating to the classification
of Government servants for purposes of travelling allowances would be inserted both under the
letter ‘C’ for classification and under ‘T’ for travelling allowance. Catchwords should ordinarily
contain not more than two words each and be not more than two in number. The subject must be
brief and clearly stated and should not be reproduced the ruling or decision in full: as the
Dictionary is one of references and not rulings, the Authority should be stated concisely as G.I.
& CAG,, L.G,, etc., as the case may be. In the column of “Reference” should be stated the
number of the case in which the decision is filed.
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181.  TATSIS STANI & 9TH gId &f AT I ANHATHTL H AATEAT HIHTT BISA H AT
STTUAT| AHeAT SATATRT § JATE TIAAT 0 IHhT TohTT F HIer=T ST STRaT § THREIdr aq10
TG o oI Sl (AT it AT 3T ST & (o7 SUUE BIed & 9694 § SH AT 6 g9f
FAATN [T € § 0T ATANT § T &7 F G979 o S Frfgul

182. HTHT AIe TF ST TZTAT AGTILIEAT SATHIL/ THAETH 3T A@TILN e/ AT o@ET
afers &l 7l I

T ATANT H U AT A1 I L@ A1 AT 0 forad ve it sraert, ==t
S ATt &1 &t foraT ST =Ry, ome q@adi st & YradTi & o7 977 U 61T 6
TSERIET | QTTHE Al [T AT 8| TH FIe T HI [AATel &9 § TSII1=1d ATAFRE Tl T&q 6T
STHT ATR TN

T8 T @1 T g o SrETare T e § sAfereha? T adt FHAT § aiadd &
FTLOT ZIAT B 37 TREAAT 0 FLA o (o7 (997 va wgrer@maiies 7§ 98 oy o 8 &
T HgTaeh A@TIAT TTART/ THTqF oY AGTILreq/ S A@TINeAT  Fl 39 (Sg30 &l
RaTe TaT FTfeu 5 % 39 7 @At g i e et et o # e o s
Futera Agl gl =6 TS &y Ittt &1 &9 g7 ST A2 w) S« w47 T2 § afadq
CARLEN

183.  FTATAF F AT, TIXTAT TS T FI2A § TGAT

T ATANT 1 38 HIATAT G S TR, AT T3 A HATAT ST T
AT HUGY TEHAT AT U| HEST HEH & (1T Tcddh B Hl THI1oha AT SITHT AT AT FIEA

& T H TF SATHATIRT (1) gt Aa 0 orad fRefertera e g
1) FHEET

2) OO, THTT 97 a7 RIATAT ARl i §&q7 3T a g

3y fauw

4) = U FOTS, Sl (S 6 (o7 92

5 1=
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181. The slips when received from the different sections will be filed in Co-ordination in a
general file arranged strictly in alphabetical order. The slips prepared in Co-ordination Section
will be similarly dealt with. The aforesaid file should be consulted freely by all Sections of this
office, particularly Co-ordination Section, in order to maintain uniformity in procedure and in

interpretation and application of rules.

182. General Note Books and A.A.O.’s/Supervisors & Auditor’s/Sr. Auditors Note Books

Each section should maintain a General Note Book in which should be recorded all
orders, rulings and decisions, etc., which are not included in the Dictionary of References
maintained under provisions of the foregoing paras. This Note book should be submitted to the
Gazetted Officer quarterly.

It has also been noticed that a large number of mistakes in Audit Offices are due to the
effect of changes in staff. In order to minimize the effect of these changes the C. & A.G. has
decided that each A.A.O./Supwervisor and Auditor/Sr. Auditor should maintain a record of
points he has to watch but which are not required to be noted in any one of the prescribed
register. This record should be handed over to the successors whenever there is a change in

incumbency.

183.  Filing of Office orders, Circulars, etc.

Each section should have an up to date collection of circulars, general letters and Office
orders issued by this office. In order to facilitate referencing, each file should be paged and have
an index at the beginning containing the following particulars:-

1) Serial number.

2 Number and date of circular, General letter or office order.
3) Subject.

4 Reference to connected papers, bundles etc.

5) Page.
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184. TRUAT, ATHTT T, FIATAT ATGLT T T=1 f ATdh TfAaT dl w2 oqm@r TAT
ATIFTT T TAF ATg 0 5 TG T Te(d il AT ATNGT ST TG T@T o Trg qH=d €T H
TG SAT4T Bl

185. AT AT T TRAAT il A TSl

F)  HHET AT EATIAT-| TN § [oferiaa GEwort & a9 a7 g3 & 96 (TF 36 9oi
FIITAT AT o To70 3T FELT TA dSit IO & orw) T AT A8

1)  FErE sree & o gt s afw=t % for wwer
2) dRE

3)  Hfers faww

4) AT STAAT TTIART-TAT T HaH

5)  SIWIT & ATH & wreo ofitF &7 §a
6)  srvgfRaEm

e feoaofy:  afe 1 wrate sreer sreraT R e FraierT eer roar IR & @
AT LT | T 6T ST € a7 s I qa ARh Ftad # fou s =iz u)

q) AT/ TTIAT-| SGANT & STATaT gHY TN § ST AT Saen T aia=i &t
TS <@ AT UL/ THAE & AT o d19 Ga Usil § o1 (AT ST AT 0
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184. Files of circulars, general letters, Office orders and spare copies of letters should, on the
5th of each month, be submitted to the Branch Officer in charge who will see they are

maintained properly.

185. Index Register of Office Orders and Circular letters

@ Co-ordination and Establishment-1 Sections should maintain two Index Registers (one

for Office Orders and the other for Circular letters) with the following particulars:-
1) ‘Serial Number’ for Office orders and ‘Number’ for circulars.

2 Date.

3) Brief subject.

4) Reference to orders or authority.

(5) Reference to file heading with the name of the Section.

(6) Remarks.

N.B.: If any office order or circular is issued in cancellation or in modification of a previous

office order or circular, necessary cross reference should be made in the column for remarks.

(b) Office Orders and circulars issued from sections other than Co-ordination /Establishment-
| should be recorded in the Index Register with the attestation of the A.A.O./Supervisor

concerned.
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186. SN H ATHI@] &l T@AT:

srfsrerat T ATt Srael i I gEaE (Tamee) g2-| | [fEy safe F ow aganr &
QT STUAT|

187. U 9T WA TR0 0 StfSroral &7 gerar SIreT:

TZ U GTHT [T % T § @47 AU [ TE B, TS AT I T S B 00 0
TGN/ FRTSTAL &l ST Al HLAT AT HH T ATHL I TEATASA 1/ FIETSTT (A1
TATSAT o (10 ST g1 Johd § T3 A1 140 a9l T HSTs o SATATAT (3T ST AT Ul

F) ()  THRETAT F L6 gIO A e -

AT A@TILEAT o o700 T AT/ Al SATAT T TEATASAT ol HGTAGTRI (T
Ud gHATLN) o HaTad @l AN F &1 T ST e FIT 7T 6l ST AU AT gt
Tt UF ol Saw! T siaTe e "taaeor srfaerrdt g frw o aeft srgeont Y ue et
T oo g1 oY S § |@term e fagr S /1w aorsTa sar ug |@iEar stewr
BT SMERA T 7 Sire T SR 3w spwramey =t o stie & e fonan srowm) aersma
AT Al TG T HIAqOT ATAFIE o ATHATT [AEATSIT AT ST AR U 3T T, T
TETHTL T AT o o0 U 31T hies< § T@T ST ATRT| 3aTT Ue Hfaaeor stferepm &
Tatarg adt ars=aw & <o UF &1 19 fadi § 3 FRAT STuar i &7 vt uer. .y i
ST JTUAT i< ua g Rere & forw <t smusf

(i)  TA.T Y. F T AT AT GadT Torees ST I ATIH TTH HLA AT T ATAFTHT
(ST UF ZHaTLN) & @l ATANT H aT3=<] il et da el Toreed &l §ad BTH § gared e
FT TET ST AR T THET ALY AGTILNEAT AT/ A-TILNEAT AL AT -| (ATA)
T {ITHE T AT SIHT AR T &Y (AR 998 AT &l o qa AT ST AUl
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186. Retention of records in the Section

The records may be retained in the Section for the periods noted in the MSO (Admn)
Vol-I.

187. Removal of records once filed

It should be observed as a general principle that the records/papers once filed in guard
file, bundle etc., should not be detached. On the following occasions documents/papers may be

required for specific purposes but the instructions noted below should be strictly followed: -

@ Q) Local inspection by the Staff of this office-

The vouchers/cheques or other documents selected for local audit should be requisitioned by the
OAD unit from the concerned accounting section of the Accountant General (A&E). All such
transactions listed out in the list of payments should be abstracted in a separate compilation sheet
listing and totaling all drawals made by each D.D.O. Then drawals by D.D.Os may be totalled
and agreed with totals of list of payments. The vouchers should then be segregated according to
the D.D.Os and kept in a separate folders for sending to L.A. parties. A covering sheet of all
vouchers relating to D.D.O. may be prepared in triplicate and two copies sent to LAP, one copy

kept for record.

(i) A register for sending vouchers to LAPs and its receipt back from them and for
return of the vouchers to Accounting section of the Principal Accountant General (A&E) should
be kept by unit concerned in the enclosed form and the same should be put up monthly to the Sr.
Audit Officer/Audit Officers in-charge of IC-I1 (HQ) and quarterly to the Group Officer.
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JAMT AT | GAT & o0 | I A T | arsae i e TA. T f. | qEr e
FIATM &1 | a0 T THETL I
HT 9357 ATIAL ATSHAL ATTH
ST A ATIH FLA | LA T
¥ ae fae | g

5

8

9

10

124




Register for watching Supply of vouchers to LAPs their receipt back and return to AG (A&E)

Sl. Name of | Head/Head | Months Date of issue of Date of Date of supply of Date of Date of return of Remarks, if
Treasury s of selected requisition to receipt of vouchers to LAPs return of | vouchers to A&E any
No Accounts for sections for list of | documents | alongwith abstract vouchers Office by Audit
detailed | payments/voucher from of compilation sheet | by LAPs to unit
check s Sections Audit unit
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
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(i)  TA.T. Y. FT ARG AGTILEAT AT/ TETTF AGT TATL ATEHTET (T T ) T T
AGTILEAT THTO-9F T (1707 feoquft 78 Ieerd Fed gu T FeAl A1 0 o ars=a< Jearad
q 9T g0 o 37 Fawmaet & orefi Str= &t ST oTuferd )| s@ma<reat « forw s ars=<f &t
SATALIT FAT il Tah T AT A@TITeAT [Eoquit o 7§09 Sl S0

(= WETerETa<rers &7 airg 21.05.85 &1 97 AT 794 SA=@TILT 11/284-85)

g)  HTHS T S (o7 =TT G ST erd warerst [Ma=h a9 WgTei@raiiers i et
Araer 9o\ e & |9 9XRITE o SAATY HIATs ol ST AT Ul TTE TeATaST il T&qd Hed
T o o SITaT § a7 6 S WIed & ONT hAT ST FhaT g g aEdrasil #hf araEt q%
ATATIT AT d TTEeT F AR F T TEAT AU F o ATHAT FTaLT T g 3 aeft
TATAATSAT o 7T ZEeAT FIAT GIAT § SHAU ATATAT H T T ST qTeT SUTerd FEamarst sl
HIEEEE Tid gHAT TET STHT AT Ul

M) ST HAT TR G o TE, g AT & TS T aearest Teqd F3 6 (o0 =1/
7T WITERTAT | THA/ AR/ A0 36 HATAT § TTH 21 & T 36 bl aH=aT ATAT |
Safea T ST AR, ST 9HT-80 9% S0 999 § ST T a9l 6 TqaTe el oY
STAT FILATE LA o (o0 THE ATHTL  THT ATHAT T HT

AT, T AT 6 THET TEA [0 ST AT TATUTETT THT TEATAS THE ATHET (AT
ATATT TATLY) T ATHLEAT H TeohTol AT FohT ST AT T ST T HETA@TH Y/ HETA@THhTY
FT AR H Trg TTG HT| THAAT TANT T Gaterd TTTeRT AT il =7 TSl I Teqd
LA/ HITOT A o oI SRreft Frdars i ST

188. =TATAT § T HHATET T&IA HLAT:

T T A8t & Fae § o qEIET A@rairer e Teqa wed & o AT 6
AL & Fag | A I@T AT & o6 ot werar et off 938 & IIfegd Tgi 9191 ST 90’ g 3
Tg AT AT g7 TohaT g TAT TT ~ATATAT I Hag g [ ATad o | g a7q T9d & Hag &
T QTIH T T2 g a7 SHAT ST TSATe e o (o0 A@TIreAT a7 Teh! ST Ig8dqrd
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(iii)  The Sr. AO/AO./A.A.O in-charge of the LAP should furnish a certificate with the Audit
and Inspection Note stating that vouchers etc., were received from Headquarters and subjected to
check as required under Rules. One copy of the covering list of vouchers received for audit may
also be appended with the Inspection/Audit Note alongwith certificate of audit.

(C&A.G’s No. 794-Audit 11/284-85 dt.21-05-85.)

(b) Documents required by a Court of Law for investigation of a case — Action should be
taken in accordance with relevant paragraph of the C & A.G’s Manual of Standing Orders. If the
production of a documents is decided upon, it may be detached from the relevant file but the
return of the documents should be watched through the Sectional Pending Register. As a matter
of precaution and to provide for all eventualities, a Photostat copy of the document required to be
produced in a court, should always be kept.

(© Whenever summon/requisitions/requests from Court/other authorities for production of
original connected with defalcation, loss etc. of Government money are received in this office,
this should at once be transferred to Co-ordination Section which will put up the case to the
Group Officer for orders and take further action according to the secret instructions issued

thereon from time to time.

All documents so required to be produced before court, Police etc., should immediately
be transferred to the custody of the Group Officer (in-charge Co-ordination section) who will
impound them on behalf of the Principal Accountant General/ Accountant General. Co-
ordination Section will take further action for production/transmission of these documents to the

authorities concerned.
188.  Production of original Draft in a Court

In connection with the request of a Court for the production of original draft audit notes
on the accounts of a certain local funds it has been observed that an original draft can in no sense

be authoritative and might even be misleading and that
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FIA o [oTT @I FTATAT T FHgl ST TRl gl THT (AT ATer@maiieqs® § AT Gy
H AT | 7g i rar 8 & a9 7ael § 9o "9ia & (o7 [EerTieshTe 7 arar AT S
ElEL

(AT 9 S 1939 FT HETAGTILN AT FT HEAT &I 347 TATHA -1/72-39)

189. FTATAT T FTEAT AT HT =TT

ATIALT 3T AGTIALAT Toreel HqIgd FIATAT o FHITSTT hl et o qiereafa § agras «ar
AT/ THaeA® S @I aies JTaTIedl g0 9% 90 o S 6l SqATd dai adl
AU Tl T AT FHATL GIXT ST 2T ST FT Hael § Seg 2h @ ST & gaer o
TgfaaTia® SUTT % ®T § FATAT H FHNSTGT A RISl FT T g1 foogd agr g1 78 Faw
ST AT STE A 31T 6l oL o forT et Sael e 0o § Fated Sursdl 9% |l an]
AT g1 Hefad =AE T T &9 G w2 & a7, U Tt STl H TITIAT 9@ &
AT o T H R AT AT AT ST AT HaT Hsil TIRT & o0 SEdHTT qgl

STET AT R

190.  STELT ARRAT Fl FAAT 3T

et off seerataa sfeedl, afiy JEmadreas A9aT d@TIie® o T Agle@rhy (@l
TLIAT) FF TFA & FET FEATAT F AT H ST Rl GAAT AT HATAT RIS o0l
ST I AT AT qol 2IdT § ST T & IH FEATAAT ATHAT & qag H FReT 6= 97 A
9T TEATT TAAT HIE TATATT FIA 0l ATHATT 21T g1 THT T T ATET I[F a1 ATeaaT
& ITSLT T AT AR AT STAT 2

T T ITF SUaer FhET AT 99T § 999 951 7@l gl SaTe & (ou ATeauar ot g &
e 9= ATAT ATAFHET T AT AT2AT ¢ o6 ag G901 & forg &ar it For safe w1 gqrtad
T T FohaeiT gt of FehaT g STaT AT T HTHAT HIAT @ o6 ST shl TATHAT Al T4
T o [olT ST AT & STAgT T 91 T8 TTH 21| ATRRET T T8 T Tl & & Fg Iaent
ELE]

126



if a Court suspect that something has been wrongfully included in a final issue it is always open
to it to ask the audit office to investigate. The C & A.G. has therefore, decided with the
concurrence of the Government of India the privilege should be claimed for original drafts in all

cases.
(Ar. Genl’s No. T. 347-Admn.-1/72-39 dated the 9th June 1939.)

189. Taking out files etc., from office

Office papers including vouchers and audit Registers, should in no circumstances be
permitted to be taken home by A.A.Os/Supervisor and Auditors/Sr. Auditors, Clerks etc. This
non removal of papers and files from he office is absolute so far as their removal by non-
gazetted staff is concerned as a measure of precaution against their loss. This rule also applies
to papers relating to personal matters, such as applications for leave for the grant of allowances
etc. All such papers should, after the persons concerned have been informed of the order
passed, be filed as records of Establishment Branch and must on no account be taken away for
private use.

190. Information to Outsiders

No Gazetted Officers, Sr. Auditor or Auditor is permitted to give any information
connected with office matter or copies of office papers without the sanction of the Principal
Accountant General (Audit) nor is he permitted to communicate or correspond with any
newspaper on official matters. Attention of all is called to the provisions of the ‘Official Secrets
Act.’

The above provision does not, however, relate to any information whatsoever. For
example, an officer nearing the age of superannuation wishes to know how much leave he may
take without affecting the total period of service for pension, or an officer wishes to have an
extract of his history of service to check up the correctness of the record. Again, an officer may
ask when his pay slip or leave salary certificate is likely to be passed and so on. It has been held
by the C.A.G. that the cases mentioned above do not come under the category of supply of
information to outsiders, but relate to normal official correspondence with the official

concerned and cannot be treated as
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THT STTAT Gl A THI-9 A1 ST FI ol HATAAT g | AWM THT d%g 3 GAAT ITH HLAT
ATedT & A e Agrerar e grr ag ot forar wam 2 & Swle A argdt safeat &
AT AT FA hr A0 o AT Al A g qfodh Tg TATSd HHATL o T AT TR
TATATE H HaTdd g 3T THH Il ATHAT ST TH FHATAT & FA o Ga(9d Al g, H AT
AT I AT FHAT ST ThaT 2

THET AT Tg ¢ 1o AT T TEqTASIT | AT Fls AT AT ¥ Bfaaeaaq Gl 18 | J69a3
TAAT FTg<l ARRAT &l Al &f SATHT ATZUI UHT FAAT AR Fl 2l, Aal af ST ATMQU, T gf
TH T 9L AT 7 2l T T8 aa & faers Fire qrar [Aiga 8§ T0ar 9 & 3deH
ITH FLAT

(= HgTeraT gdieqsh &7 e 27 ey 1954 T 957 H&ar 1831-9mH+-1/131-54)

191. fIeTHE AT ATEIETHE §SAT & HIEd! il AT ITASE FHIAT:

TE T AGTAGTHRE (FETINEAT) g @l g o GAAT & § FIS AT qel § al [Sg=aed &
STAAT ATEIGTAS TS 6 H&eT il AT AGTILEAT [T % AT5e STMaT H1d a1 9905 &
g H AT T T GIAAT &t 1 Gt gl e AT Ffe UET w2 FeqT FwrddriersnT e
TeTE T SEeAT il AAFAT Fd gU (@ar g ql IH T FgdT AU o T HETAGTHIT
(TETIEEAT) T HAAEATAT o Hael § AT FlA o (o7 GTeAT Agl g, F1eh qg Ik [T (Fa5h
AETAETIe® & Iid STverdy 8 et &g oft srvamaas garfad & =T =3mfeul a1e &
AT | 99m=TE i I et agcaqel A=mdie 92 & s § e agrearaiieas o Il
ST ATRTN TH TG T Al AT TATATL TLTT FTA@THRIT (AGTILEAT) F THET Toqad 6T T
SH G T AT STET AT Ul

(AT 15.4.1934 FT 3T AGT@THTL T FTLIATHRT T3 H&AT 1060 —STT.HT. 5T, /2833)

192. 34T H= I 7 TET il ST ATAT r@rarer [RAre

YT HSTA@THT (ETTLEAT) ST TR HT (G HEA & T T AGTIAT TET F3A &
g H T&dl § qATg <A1 ATQU o (VT & SAeT 6 Tqzeg 151 % TeiT T&qa aaraiier
ERICERE I

(AT 7 FEa<T 1939 FT AT@TILI&T T ATIT T&AT 78- T9IT.- 1/121-39)
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giving information to the outsiders not connected with the official function of the office as it is.

The intention is that no information derived from official documents and not connected
with the legitimate official business should be supplied to outsiders. Such information if any,
even if it cannot on the fact of it involve a claim against Government or embarrass Government

should not be supplied.

(C&A.G’s letter No. 1831-Admn.-1/131-54 dated the 27" September, 1954.)
191.  Furnishing information to members of Legislature or of a Communal Organization

A member of legislature or of a Communal Organization asking for information on a
point or work or Organization of the Indian Audit Department may be given the information if
the principal Accountant General (Audit) sees no objection. If, however, such a member writes
criticizing the executive or administrative arrangements, he should be told that the Principal
Accountant General (Audit) is not at library to discuss these arrangements as he is responsible
for them to the C. & A.G. to whom any representation should be addressed. In the latter case, a
copy of the correspondence should be sent to the C. & A.G. of the point under discussion is of
any importance. Any correspondence of this nature should be put up to and passed by the

Principal Accountant General (Audit).
(Dy. Ar. Genl’s D.O. No. 1060-G.B.E./2833 dated 15-4-1934).
192.  Audit report not for presentation to Legislature

Principal Accountant General (Audit) should advise Government very strongly against
laying an audit report on the table of the legislature (other than those submitted under Article 151

of the constitution of India).

(Ar. Genl’s memo No. 78-Admn.-1/21-39, dated the 7" February, 1939).
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193.  fafer wamery it gerrg "ot g=T:
fafer et g & f w2 feeuforat & sfaat siw &t sifemrfat & o7 &1 59 g3« $it
TgATT ST T ot U Setg et T € waTiad SRRl TET AT GEhTl SARRAT Al dgl
2 SATHT AR FAIF T 39 FaTerd/ 9 wravers & fRemtaasr & oo srefa 8 S| vy
qoATg Far T "t g1 fAfdr wevers grr &Y T qerg dA9ar T B LT Ao g7 A
ST AT T T U et STTerarTT &7 Jgi &f ST AT g U ST eTaieS &9 8§ 26 719§ gaterd
Tei gl fhe off, =afe et e wmwer § @g "@&faa safe & @fer w=mes £ gt & i s
ATTTF gl AT AT Tk HITH A TG Tahe oh0 faT a1 ST F19hat § T 7 fAter w=mer & o
gl UHT Tl TAAT ST F | Tgef ATHA Tl QLN 6 (T HHTed THE AT o6 187 |
LT AT@ TR (T@TILNEAT) &l T (h AT ST AT 0
(ITTERT: =T AT I iers &7 arire 12.4.66 T IIAT I GE&AT 441- F@TI1eA1/ 48-66
F ATT JUTT TTLT TR & (A1 FATAT FT TG 23.3.66 FT AT FHTITAT FATI9 H0 TH
18(1)/65 FTATAX 3T ATIA)
194, ¥HE T ST AT HEA | IS1T MU 7 6 Fael § FAAT T HLAT:
TS T | Hatdq AT [Fa=F Ua Ggre@na<lerd g0 ol Sd 94T & &f ST 180,
Sq T Fe fafAfae 7 gn o gfadi #§ 392 F 9 gEAr AR & o gEe i uE g9fa
AT HaaF Ud Agro@raes (UF) & 919 & sl 11 A0l

Rerferfea = fore wrea s g 9l T 55417
i) T (AT 2o § I3TU T T57 7 3L o
i) TR T §9<T W F7 ST a9 & U FR T aE & FEaE Ud qgearaiied® &
HTEAH & Tg TAAT qF aF 7 Al ST T qh 1o ATHAT AT A@T S A@Tarer &anT &
TITE AT & HATSd 7 g ST FHT UHT GAAT AT T ST FT TE=dqd gl ad Ha=h 0

HAETA@TIIe &1 4 AqHIEH (o AT ST ATgul
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193.  Advice of the Ministry of Law — Communication of

Copies of notes recorded by the ministry of law and of the opinions of law Officers
should not be communicated to private individuals or to persons affected by such advice or
opinions without obtaining that Ministry’s consent as these are intended for the guidance of the
Ministry/Departments/Office seeking such advice or opinion. Advice or opinion given by the
Ministry of Law should be given security classification and should not be communicated to any
authority who is not administratively connected with the matter. However, if in any special case
it becomes necessary to communicate the views of the Ministry of Law to the individual
concerned, a short substance thereof may be conveyed without disclosing that they are the view
of the Ministry of Law. Before furnishing any such information, the matter should be put up to

the Principal Accountant General (Audit) through the respective Group Officer for orders.

(Authority: Confdl. O.M. No. F 18(1)/65-O&M dated 23-3-66 from the Government of India,
Ministry of Law forwarded with C & A. G’s confidential No. 441-Audit/48-66 dated 12-4-66).

194.  Supply of information in connection with questions raised in the Parliament and State

legislatures.

Information regarding Parliamentary questions should be furnished to the Government of
India only through the Comptroller and Auditor General, unless otherwise specified. A copy of
the communication calling for the information together with the reply in triplicate should be sent
to the Assistant Comptroller and Auditor General (N) by name.

Information called for by the State Government for: -
Q) replying a question raised in the State legislature or

(i) supplying it to the Central Government for replying to a Parliamentary question need not,
however be routed through the Comptroller and Auditor General, unless the matter pertains to
administration etc. of the Indian Audit and Accounts Department. Whenever such information is

proposed to be refused, prior approval of the Comptroller and Auditor general should be taken.
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195.  SAT¥re=rh (V€Y FIT &1 aEaTast ITHe SraT Jequ:

1) 97 @R | e GEr g & af® afvess 8 g g=ar &1 aforme, e ar
STTAERTIAT ol SITSTEAT | &l qeardst qMH a7 aeq aUe AhaT Higarl & T Rt S
TEATA ST TEEATT STAT 7T FAAT! & TAST 6 (o0 uferq g ar 3 |fgar i oy 95 #
Steafea stwar &1 srqures AT smoam)

2)  TUE YTHAT HigdT il 977 5 g TIATAT § o 7 hddl ALAT TU€ Higdl & T TI0d 3
Ffes foreT o= fafer & srefir sty ot oot 3

3)  SUAT TUTerd STURTEN o WA § ATHa=a (HHY) Hafdd (GanT &l a1 ST HT $liY
SHET q9F 38 gua A0 [ TEqES a6 qaT [Fareeg a5 & 697 g7 a9 a6 @l
STTUATT ST O T [T & I8 a7 g1 S0 36 386 A9 e aaqrd a7 6T 9167 &
&9 H TN HA AT T 2

4) =i IR T I THIHF ¢ af 3U€ HigdT i 1T 95 F 1= ~Armerd & siaer e
TRIT ST AT T 3T ST AT TTTARTIAT I T&qd (AT ST AT Ul

T T 9T § g=A1 I 9 9 SUATh AT AR SRl TEQd AT
STTUAT SI¥ HEY TEqTaST, TTE a7 F& ST qIL STTARTAT Tl AT Q3T qTieh STl T
FATET ST qT1eh Ih AT T ST AT AT 6 STTTARTAT G AqATAT (oh T ST HeFl

(FET@THRT & ariE 13.2.24 % T §&AT 87 ¥ T € 14-42 % Jefi9 sfuq wwa
LT, TAT TTATT &7 I 16.1.42 T 957 |1 393 1. M8.)
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195. Documents, parcels or things held up by the censor

1) The Government of India have directed that if as a result of information received from a
Censor, any document, parcel or thing in the custody of the Postal and Telegraph authorities is
wanted for the purpose of any investigation, inquiry trial or other proceeding under Criminal
Procedure Code, the procedure outlined in Section 95 of that code, be followed.

2 Section 5 of the Criminal Procedure Code shows that not only offences under the Indian

penal Code, but also offences under any other Law are covered.

3 In the case of the offences contemplated above, the censor will pass the information to
the Department concerned and at the same time inform them that the documents, parcel or thing
in question will be held by the censor until it has been ascertained from the Department whether

it is proposed to make it the basis of or use it as evidence in a prosecution.

4) If the reply of the Department is in the affirmative, an order under Section 95 of the
Criminal Procedure Code should be procured from the Court and produced to the Postal and

Telegraph authorities.

On receipt of information from the Posts and Telegraphs that the above Court orders has
been produced to them the Censor will return the document, parcel or thing to the Postal or
Telegraph authorities, in order to enable the Postal or Telegraph authorities to comply with the

said order.

(G.1. Defence Deptt. No. 393-D.I. dated 16-1-42, forwarded under Ar. Genl’s No. 87,
Rec. 14-42 dated 13-2-24).
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196. HIFH & T [Hfee ars F3 % [
FAGTIAT faamT & e s Fy S a1 91 F qrH ®, 92 F gag § foaar e o
FIAT AferEt (RATa=w) &t gi=a o ST =R i sy &ty anr & e == %
1 o STETE TRl HILATS il ST AT U
ferferer wfenar wfEar &t gy 80 F sreftar aveter it T2 g7 Artew fafae are Fawraet & Faw
37 % el AT TSy, |e & A AfEy i ST =g
ST GEATE o HaTea/ TaT Fa FHART T o7 e S oS U 3% U | "96{9q T 8, aral/
TTdaTar & T § AT & FI7T% U Agre@T Ieid/ AgIA@Thld Ta@raier Maerd 9 Taam
AT & TorT e gadt qmaer 97 At =/ gemEtaE fdwont F 9= & g fAEe
are/ fre Tt/ srae F-FT w1 T@E 99 31 7414, 30 4, 30 fHaeaw =iw 31
faea &1 UF AT & Rafa gaia gu [Aumer Eewr FEss ua agrear 93ie® w1 S ST
ELEL
(o St € "@ear 56/ UA Sft £/1986 F srefiw giR=iera aira 18.7.86 FT fAE Ua wyTe@T
qreT T 97 |0 405- U H1/71-86)
197.  FIIHAT TATE TTH FIA 01 TTAT ST TATT HLA Al AT AT ATRT T ATHITS

ST ST AETAFTHRIT AT FIATAT H IS g o7 Fa Framr & wafera arer a
FILAT A AAT SAAATF THAAT § O I 39 [T FHIGAT T ITH HA o 70 T[T T+
O @TT & 98§ | QAT AUl Ifs el 718 § 39 AATEa9T® a9dr g AT AT
ST 9=ar g a1 ag |iel FAT T oA AT 0, AGTAaTahiT VAT FT a7 g 93q 3 [ foamr
T IHT AT A rod HLAT AT 1o dg F9T FL gl gl Tg AT Tg TT FA 6 o0 e
§ T UH T ATHAT § TT AT I FIAAT T il ANIT qg HLeAT gl

198. HTHAT ®atd A< faamT & gaterd g af Saferd Tgreidrhy/ T Haerh, dTaradiar, &
TETET TemaaE FAd/ AR % A7eqw F FET TAqT AT €T H oA AU AATTLTH
AT § a8 UHT HILATS L TRl g ST I ATT9TF o
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196. Rules for the conduct of Civil Suits against Government

In the event of a suit being filed against the Audit Department, the fact should be
reported to the Legal Remembrancer, Assam, without delay and prompt action taken in
accordance with rules of the Assam Law Department Manual.

A notice served under Section 80 of the Civil Procedure Code, should also be

referred to the Legal Remembrancer, Assam under Rule 37 of the Civil Suit Rules.

The serving/retired State Government employees and other persons not
belonging to IA & A sometimes file civil suits/writ petitions/applications before various
courts/Benches of Administrative Tribunals on service matters impleading Comptroller
& Auditor General of India/Accountant General/Director of Audit as one of the
defendants/respondents. Quarterly Statement showing the position of such cases as on
31st march, 30th June, 30th September and 31st December every year should be sent to
the C& AG.

(C & A.G's No. 405-LC/71-86 dt.18-7-86 circulated under NGE No.
56/NGE/1986).
197. Procedure for obtaining legal advice and arrangements for the defence and

prosecution of suits.

When a State Accountant General considers it necessary to have a legal opinion
on a case arising in his office but concerning State Finances, he should ordinarily ask the
Finance Department of the State Government to obtain legal opinion for him. If in any
case it seems for reasons or urgency, that the legal opinion should be taken direct, the
Accountant General may do so but should at the same time inform the Finance
Department, of what he is doing. This procedure is laid down to make it clear that in all
such cases the State Government must bear the cost of legal opinion
198. If the case concerns Central finances, the Accountant General/Principal Director
of Audit concerned should ordinarily obtain legal advice through the Administrative
Ministry/Department concerned. In urgent cases, he may take such action as appears to
be necessary but simultanceously inform the Administrative Ministry/Department
concerned and the Comptroller and Auditor General of the action he has taken
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T THh AIT-ATT

Hetad germefes #orera/ AT T MH=T Agrerar uiies o 9 IH Fars i gad]
T ATRT AT FATS S 6T g1 TATIAT F Faterd qrHeA |, HIHA F q2q7 3f¥ T A qTeAt
TEAT AT HATS HgT@hY T (M35 U HgT@Tai a1 &l |sil ST+ T ATig vl

199. HETAETHTY/ TeITH fHeereh, Saradiers, g7 ®ed o0 S & forw srofera et are-a=r
T - T FT FAT T AEIGT (AT FATAT K TUHI H, Tl Fgl AaeqF g, =6 0

HETAETILEF T AT ST AT
200. HEME TLEHET FHATRAT & [GATE HTAT HIAATET o (70 TR %0l TF ST

AT ¥R 9 910 | 9g9d g T UE qieafaat g1 g&dl & S8 Fauld
LR FHAT T FTHRATET TIAT I (ATE T=AT FAATET FLA | gl LA Tl TId1
AT AL o ST TS 6 03 AT ITH FIAT g 15T GEhE & o0 99 Tol af dahdl
g 3T ST TSAT § gt AT o SATARTAT Al hald GLRET FHATAT F Faterd AT § SHh!
ST H T §HT qEMIAT Sl qgA0T a7 AUl

(AT ALY, 3 FamT 60 #1-217-40-24 UH UH/ To 18 (@), T 24 Frdaw 1945)
201  EEJT T ATHTT THET F L0 i T(A9T AT -

forfaer SEmadeT |9vAT, 9, w G EET & Ul Areen i Tfadr TamEea SSir ST
FTRY (TS oF TUAAT A5l g ST AL TSTar=ra/ TSI HHATL/ ATERTAT T qAT a0l oraqt il
TATIAT L gf Alg Jg TLTH AgTel@TahTL (A@TILNEAT) G STIaT 3g AT T STt T
2l

(AT 25 AT, 1949 FT T@TRIE & 99 §&T 811- UA. ST, £./94-39 3f¥ arii@ 18 3,
1949 =T 95 H& 1903 TA.SM.5./ & =7 62-49)
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. In the cases relating to his own establishment, the facts of the case and the action proposed to
be taken should be referred by the Accountant General to the Comptroller and Auditor General

for orders.

199. The draft of any plaints, affidavits, and other statements required to be filed by the
Accountant General/Principal Director of Audit should be sent to the Comptroller and Auditor

General for vetting in consultation with the Ministry of Law wherever necessary.
200. Prior sanction of Government to legal proceeding against central Government Servants

The Government of India agree that there might be circumstances in which it may not be
possible for the State Government to obtain the prior sanctions of the Government of India or the
local representative of the Government of India before they arrest a Central Government Servant
or otherwise proceed against him and that the central Government Officers in states must extend
to the State Police all possible assistance and co-operation in their investigations in cases

involving Central Government Servants.

(Govt. of India War Department No. C-217-40-24-SS/W/8 (b), dated the 24th Sept.
1945).

201. Supply of Copies of orders of a General nature to the Association

The Civil Audit Association, Assam, should be supplied, as far as possible, with copies of
all orders of a general nature (if they are not confidential, affecting the conditions of service of
the non-gazetted/gazetted staff/officers whether issued by the Pr. A.G. (Audit) or by higher

authorities).

(Ar. Genl’s letter No. 811-NGE/94-39, dated the 25th July, 1949, and No. 1903 NGE/KW-
62-49 dated the 18th June, 1949)
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202. ST ALEHNET FHAT & G187 TG FA 6 TASE 6 (o0 qEhiT TEarasl T6qd &3 & o0
STATAT T FATAT STAT & SH THT ATATS ST ATAT TTHAT:

AUATS ST ATt TERaT weeft g sraer =t smaer Fae qeqs (Fermee) @< -1 %
7241 F ko w )

203.  SATITAT § IR HqIET AT -

AT ATeT ATIHIH T a7 64 3T 65 F o1efiH, 37 Afaaw # Iheataa sRFafaat & fEm
LA TEATAS ol (AT GAT o6 € § WG G187 T dal gl T T TR FHATT AT F
AT W 1T a7 § af ATAad Rdl 99T geareas At 3w T= & 9 § 7 0@ 9%aT gl
TR TS0 T it TARTAAT o Herel H a9 ATTRT ISTUIT A ATHTIAAT s AT =TIy UHT
Aot & e Ao 781 < 9har g1 98 a9 sEarasil 9 AR gaT ¢ ATg A1e T stearfea| v g 123
AT 124 % T T & TIAT Tl

Tfe AT ATe7 I a1l ALRTT FHATRT § LA Saa= aar § IHH! G99 aTHal 92 79 0 90 &
qT T I 1T & AN FHAAUTIEERTT & IET FT GFhaT & o g TEdTasil 9167 g1 T&qd dal H i
THH FHT THATATT AT G| UH ATHAT § TLRIT FHATS Dl K& AT Teqrasit q1ed AT qre3
afafaay, & amT 124 F T AT 1 16T Fd 6 o0 49 Tl o quferd a9 9 951
AT BT 98 FIS+H & HIEAH F ITYH T F AIAT FATq a7 ThalT 3 ST AT @9 T al A1
H 9T ITH FTA 6 for0 SIq2g T qhaT 2

(ITFErRTY = Ua AETer@Tadets 7 arerg 4.8.59 T 97 H&AT 222 TeITH= 1/608-55 1)
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202. Procedure to be followed when a Government Servant is summoned by a Court to

produce Official documents for the purpose of giving evidence.

The detailed instructions regarding the procedure to be followed will be found in Para
2.41.1 of MSO (Admn) Vol-I.

203. Giving of oral evidence in a Court of Law

Under Section 64 and 65 of the Indian Evidence Act, Oral evidence is not admissible as
to the contents of a Public document except under the circumstances mentioned in that Act. If,
therefore, a Government Servant giving Oral evidence before a Court is asked questions about
the contents of any Public documents, the counsel for the Government will raise the necessary
objection as to the admissibility of the question and normally no Court of Law is likely to
overrule such objection. This applies to all documents whether or not they come under Sections
123 and 124 of the Evidence Act.

Where a Government servant giving Oral evidence is asked questions on matters
communicated to him in official confidence, he can claim priviledge under that Section is not
confined to documentary evidence alone and it covers all communication. Oral or documentary
as in such cases the Government servant will not be in possession of the requisite affidavit from
the Competent authority for claiming priviledge under section 124 of the Indian Evidence Act,
he may explain the position to the Court suitably through the counsel, and, if necessary request

the court to give him time to obtain instructions.

(Authority: C&AG’s letter No. 222-Admn. 1/608-55 11 dated 4-8-59)
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ST -V

FATAT o FAT TZEAT T Tg A9 T AT g 76 7 Sty [=rfaer gar (sw=mon) Femmastt 19647
o U= g1/ Maamast! & Fg Tgcaqul U aTHT AT & forw Aot demmt 7 o
TT &1 FEEAT T A0 HAATEST F a7 § A AT hl qeATg of ATt g o6 Seht o | foefy
AT AT FHL0T A& F AT [MIHATAAT & ST T IeA =T g7 STIAT Al |

204. €T
T fofae #aT (sm=eon) FemmEet, 1964 Fa9-3 & Aqa a9t a3 FHERT g7 99T
& H qAMEY, FAAIAN T AT AT FHE HA Agl HOT AT TR FHAART 6 0

FLTTIATT 2T
205. HTEHNT FHATT FRT 94 FAAT & Hagd § T@a=ar e Heqear a=am0 @ &t

SIEERERIN

Tg HATAT & aTrE 23.4.55 &l FIATATT AT |0 41/2/55/1| TAT.(F) H TR
FHATRAT T AEFITHAT IL I o & (o7 e T v 7w o, oo =7 8 fFeam s
SR a1 98 &T207 X a7l GRS FHAT J99 FAAT & [Hagd | 7 Had SHHEEIT AT
Aoaer 72 afew T =0 forg fema o g AR U [g #omerd § ST SUdh STaen il ggard
THT TH 91d 9T IA: 9 (37 TAT 3 o TChrd FHART &l [=o0et ST AT 0 3T 96T F1t &
Raga & S qi=a Te9Tq a7 ATIAT Al 29T AR IS ALHET FHATRT T 96T
STETT FT TEIANT HIAT gAT TAT SATAT & 3T A= TAT T FAT § TG Fd g AT
HIATIATT ad g4 | IT7 SI7aT 8 a7 a8 hatd fafae qar (=) Aaamast 1964 % = 3 &t
AT T o [0 SAIATHAE FATS & (70 T3 IALETAT T

T LT FTHE @A . fF S sfiw 1 (F19e war wfereror foramn) &1 arie
06.10.93 T FATYT H&AT 11013/10/93 ¥T0 (F) i< == UF Agrer@mI<iers &1 airg 08.11.93

T TR F&AT 517/ F@Ta<raT 1/15-93/111-93 (78)
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CHAPTER-VIII

All members of the office are expected to be conversant with “The Central Civil Service
(Conduct) Rules, 1964”. Some important provisions in the Rules are given in the following
paragraphs for general information. Members are advised to go through the Conduct Rules to
know whether any act of omission or commission on their part would contravene the provisions

of Conduct Rules.
204. General

Rule 3 of the CCS (Conduct) Rules, 1964, enjoins on all Government servants to
maintain, at all times, absolute integrity, devotion to duty and to do nothing which is unbecoming

of a Government servant.

205. Need to maintain independence and impartiality by Government Servants in the

discharge of their duties

In the Min of Home Affairs OM No. 41/2/55/11 Est. (A) dt.23.4.55, instruction were
issued emphasizing the need of Government Servants, specially where holding positions of trust
and responsibility remaining not only honest and impartial in the discharge of their duties but
also having the reputation of being so. While reiterating the instructions issued in the Ministry of
Home Affairs referred to above it is again stressed that a Government Servant must be impartial
and must not show undue favour or ill-will in his official dealings. If a Government servant is
found misusing his official position or to abet and connive improper and illegal acts, he would
render himself liable for disciplinary action for violation of Rule 3 of the CCS (Conduct) Rule,
1964.

(GOI, Min. of Personnel, PPG&D (Deptt. Of P&T) OM. 11013/10/93-Estt. (A) dt.06.10.93
and CAG’s Endt. No. 517/Audit 1/15-93/111-93 (78) dtd.08.11.93.
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206.  9reTe ¥ ANy TaTe #T A

e Tofeer Far (sr=won) Raamadt 1964 & H9w 22 % A 9l 9T I1a et g
TATh | g STl TTa IT AT TATAT o T H s AT AN ¢ qf 9g ST gedl & qTed
FAT| ATAT ST o QT 9T AT ALTAT AT T HAT Al FHT A SH AT FT LT AT
TEATT o 09 10 92 T T T91a 9 921 9 TRt off arasiie eoe 9¥ 9aw0a 97 Tefielt gara
T AT AT Agl T ST AT €I I 79T T Ad § IUAT Al g Tl 37 Iqael § |
et ST T IS FHLAT LR FHATL & (AT AT AT FILATS H & (70 3= T
TIATH LT JTHT SATUAT

AT : TH 3 & AIET qTasi (= € HT ATHITT Rt off UF w01 a7 S0 (qTe ot
ATTH §) | & STET SANT TF << AT 99 g1 ATd -7 21|

(=T RmTaet @1 R 22 i Gtdee at=aEre wrtds Sramr 1 g 28.11.75 T
FTITAT FATIH G&AT 11013/17/75-F4T F)

207.  THYOT o I AT AL ATAF HT T -

AT FHAT | TG AUEAT o0l SATAT g T ag o9+ st sfias § Sever @ st sr=er
FATT T ST O LA | AT AT I FgT 7 6| 5 araat # et aeal FHant &
Terer | FOTe e 21 T 38 U gy FHATT i IiAeT F Ay e w1 v g ar
o [rfaer far (anfteeor, fFa=r s srdter) et & Fag-0 F e 3o fBeg # A
FLA o TorT sff=re 380 &7 98 U 3T=a 3T 9978 FTor §TAT1 S|

208. faaTE -

e ot Tar (sr=eon) Rauamadt 1964 FT Haw-21 8 e aa1 g o & off awr
FHAT FheT U =f~e & faarg 81 w0 a7 f5arg & ™ a994aE Tgl g St ggdr stiad
areft ST STrfera 21 sfiT s oft A<t A=A et sfiaw areft shfaq g et ser = &
Ty Al w4 a7 fEarg F o 7=+ a3 981 grml

oY T I AT FHAT &l UAT Fils (daTg e AT [@aTg & o0 a=9qdg gid &l qaid &
Tl gl Qa8 =0 q19 & HqE 3l ST T TH AR HHATLL A< (AaTg FA % Togah gL 98
U AT g1 ATl T 1T I F v AT &aTg Hie i SIqATd g 3T UHT e & dieg g
FTEOT AT Bl

T3 FrE TEl FHART Rl sl & f&arg 3 T1 8 I1 FLar ¢ af 98 =0 a1 § JLhe &l
AT &
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206. Consumption of intoxicating drinks and drugs

According to Rule 22 of the CCS (Conduct) Rules 1964, a Government servant shall
strictly abide by any law relating to intoxicating drinks or drugs in force in any area in which he
may happen to be for the time being and shall not be under the influence of any intoxicating
drink or drug during the course of his duty and shall take due care that the performance of his
duties at any time is not affected in any way by the influence of such drink or drug. He shall also
refrain from consuming any intoxicating drink or drug in a public place and from appearing in a
public place in a state of intoxication. Violation of any of these provisions would constitute a
good and sufficient reason for taking disciplinary action against the Government servant.

Explanation — For the purpose of this rule, ‘Public place’ means any place or premises
(including a conveyance) to which the Public have, or are permitted to have access, whether on
payment or otherwise.

(Rule 22 of Conduct Rules and C.S Department of Personnel OM No. 11013/17/75-Estt. (A)
dt.28-11-75)

207  Maintenance of reasonable and decent standard of conduct

A Government servant is expected to maintain a reasonable and decent standard of
conduct in his private life and not bring discredit to his service by his misdemeanours. In cases
where a Government servant is reported to have acted in a manner unbecoming of a Government
Servant may be regarded as a good and sufficient reason to justify action being taken against him
under Rule 11 of the Central Civil Services (Classification Control and Appeal) Rules.

208. Marriage

Rule 21 of the Central Civil Services (Conduct) Rules 1964, enjoins that no Government
Servant shall enter into or contract a marriage with a person who has a spouse living and no
Government servant, having a spouse living, shall enter into or contract a marriage with any
person.

The Government may, however, permit a Government Servant to enter into or contract
any such marriage if it is satisfied that such a marriage is permissible under the personal law
applicable to such Government servant and the other party to the marriage and there are other
grounds for so doing.

A Government servant who marries or has married a person other than of Indian
Nationality shall forthwith intimate the fact to Government
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TSt TTauey AT, 1961 % T 21 & TLHTT FHATAT I 7 AT Igo adAT g TTAT AT
FTET ST T &F Tgof & AT oI o o7 AT AT ATV Ivg A< T e, STET ST ATHAT g,
HTAT-TIAT IT HIEAHT T T AT TAT T § g WY Agl AT A0

srferfarae % Saaet & & Y ey 7 Ioeree FAT VAT FIAT FrATE ST Aferfaem F et
% T 00 ST TRl &, o SAATAT HEHTET HHAT o [A&€g AATHAE FILATS HA & (70
ST &Y 93T w1 gl

T TeT ZTT gAY 967 [ [aTg o 907 Tha, A0, T 7 T+ FEq3l & &9 § (47 70 3T
T TH TASI o (70 TgT Al AT ST ST T (o6 Sve (9aTg o o7 Sfawet & &9 § 7 F10
ST

Far ffae #ar (=) Faemast 1964 #1 Fa9 13 & 3T 9= 996, g §31aT &7

I 30.8.65 FT 1Y H&AT 25/37/65 TATIAT (F)

209. FATE H AN o1

Tt it qaT (=) FEamEet 1964 % Faw-5 % S, Fis @ aewrd FEarr
et Torerme o sreraT s 9 § ATl & o0 T Tl T AT ST=020T geatedd Aol
FIT AT FAATAT o6 G H AT THTS T TANT Aol T AT Relt FA1a § T Al o 1T T T
UH FYRTT FHATS & G99 § UF Tol § S UH AT § TG o & (70 0T ¢ | 98 AT 7d o
& ATEHRTT T TART FH THAT § T T1< a8 A <dT g Al 39 G99 § g I LT 6T il T
el <aT g SO a8 A% 39 FT TAET 1@l g J947 399 742 (a7 3 |

= o # 9w FHARET A A9 o forw T ST A &l J&=qriad wer

FAAT FHAT FLAT AT HAGTT ATHFAT o T § FTF FeAT T8 &9 F [z & Fi0F 05 F:7 v

AT H T AT 9T STTEAT |

(AT TLHTL, T HATAT T FHIATAT FATIA F&AT 25/59/52 TAT. (F) aT<r@ 30/4/55 )
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With the coming into force of the Dowry Prohibition Act, 1961, Government servants should
not, give or take, or abet the giving or taking of dowry. They should not also demand directly or

indirectly from the parents or guardian of a bride or bridegroom as the case may be.

Any violation of the provisions of the Act would constitute a good and sufficient reason
for instituting disciplinary proceedings against the Government servant in addition to such legal

action as may be taken in accordance with the provisions of the Act.

Presents in the form of cash, ornaments, clothes or other articles made at the time of
marriage by one party to other party shall not be deemed to be dowry for this purpose, unless

they are made as considerations for the marriage.

(Rule 13A of CCS (Conduct) Rules 1964 and Govt. of India M.H.A.O.M. No. 25/37/65-Est. (A)
dt.30.8.65)

209. Taking Part in Election

According to Rule 5 of the Central Civil Service (Conduct) Rules 1964 a Government
Servant should not canvass or otherwise interfere with or use his influence in connection with or
take part in any election to a legislature or local body. There is, however, no bar against a
Government Servant who is qualified to vote at such election, exercising his right to vote,
provided that, if he does so, he does not give any indication of the manner in which he proposes

to vote or has voted.

The Rule clearly prohibits a Government servant from proposing or seconding a
candidate for election or acting as a polling agent as such action would constitute taking part in

election.

(GOI MHA Memo No. 25/59/52 Ests (A)/dt.30.4.55)
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210. TS § WHT AT

Tt it 3T (=) FEEmEet 1964 % F79-5 & srefie, wie o aewrt
FHAT TRt off TroA T a7 T G Agl g7 T TSTH T | AT o aTer TRelT T AT &5
& TT T o777 Toh1E & Ha3 el g N or2raT et T sfeaiae T Tiafafea § ST Jai
ST, IH TETAATS FaT A1 T AT ITehT TRt off 3T TohTe & FETaT Aai e |

Fls LRI FHAT TRl UHT HEAT T TEET Tgl a7 AT qgl adT TGIT Torereh
29T AT AIATATETT T il T T A@USAT AT ATAS (e HTEAT AT AT wdT & TTdEA 2l |
g Tag B4 TT o T&AT TAAT TS i AATATEAT § TR o F =T

FRaTaet & TS FT ATAAAT goll § FIATAT o TIEIT [ ATET STTARTLT (FATE)
T ATAFRT (TTET) TS 4T AR |

(Fra=re Siix AgTeETICes ST AT 25.2.91 &7 iR §&4T 57-U 2/24-91)

211. =9 i} gt

=T fRawTaedy, 1964 F Faw-7 F oredfiq, g 7 gy = T U e ®
AT Tl <, ST AT =t ST AT T@edT, 397 i qedT, et & #=iqet da4t, arasi+s
FAET, AT AT ATAhaT o [FId gl T S, =TT FT STTHIT gl 37 ST Hea1eqh 2l
et STO=Ter T SRTaT THAT g1 SreraT U1 T A7 Torell o777 TahT<T HHATL &l HaT & JTHeT
& Fag H a TN AT &k TART Hd U T g1 0 T Aol T AT 39 [l THIT Aol

SHETUT |

ST ORI FRHATL ‘BT H AT g HTd o9& i T 9gIl odT g, 396
fareg sematas F1iars it STueft | weedw s siatafaet ardstiae srae F afw g i
SH STORTE A & (1T ST HTAT STATTA TALT (SITT SIH TUSHIT STqTe SITTHe ST LIee
& off BUIq g 3l ARied & (o0 givae g oY ATQ TLRTT HHATL A0 AT odT g qT I
A= e SIq=d g | TATU 39 9 i fofere e (anfienor, RE=rr siw o)
fATeTa=tt, 1965 FT [M9H-11 AR] FXF w1 AT 37T =T FHTLOT SR AT Hah g (0 T0 29
T o FedT T THILAT Ta (A=< waT ST
(T8 HATAT & TG 13.4.67 FT FIATAT ATIT G&AT 2567/11/67 (TITYT) (F))
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210. Taking Part in Politics

Under Rule 5 ibid, no Government servant shall be a member of or be otherwise associated with
any political party or any organization which takes part in politics. He shall not also take part in,

subscribe in aid of or assist in any manner, any political movement or activity.

No Government servant shall join or continue to be a member of an association, the
objects of which are prejudicial to the interests of the sovereignty and integrity of India, or public
order or morality. (Rule 6 of Conduct Rules, 1964). In cases of doubt whether participation in the
activities of an association or organization involved/would involve infringement of the
provisions of Conduct Rules, the members of the office should consult Branch Officer

(Administration)/Group Officer (Administration).
(CAG’s Circular No.57-N 2/24-91 dt.25.2.91)
211. Demonstration and Strike

Under Rule 7 of the Conduct Rules, 1964, no government servant shall engage himself or
participate in any demonstration which is prejudicial to the interests of the sovereignty and
integrity of India, the security of the State, friendly relations with foreign states, public order
decency, or morality or which involves contempt of court, defamation or incitement to an
offence or resort to or in any way abet any form of strike or coercion or physical duress in
connection with any matter pertaining to his service or the service of any other government

servant.

Government servants who resort to cessation of work by indulging in “strike” are liable
for disciplinary action. Demonstrations and activities are prejudicial to public order and also
involve criminal offences like criminal trespass, or incitement to commit offences. They are also
subversive of discipline and harmful to public interest, and participation in them by government
servants tantamounts to conduct wholly unbecoming of government servants and would
constitute good and sufficient reason within the meaning of Rule 11 of the Central Civil Service
(classification control and appeal) Rules 1965. Serious view will be taken of such acts on the part

of public servants.

(MHA O.M No. 2567/11/67(Ests(A) dt.13.4.67)
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212. &= =1 dugor

A=LOT FRrHTaet MW 12 9 78 et g & e f g sH= A
STTEERTT 2l T4 STHI o [oFT s =&l Al HNEIT AT THIRTE Agl HT AT el AT 3297 |
fAfer Tt T oTraT Ahal A7 aE & ®F H AT AT HA F TIAT T[T Tl &7 |

(AT HET (S 9T AT THgT HTAT)

#7213 T (TAIT) F T2 G5 o6 FHedT0 GadlT FARATIL 6 (70 TTH H F&T THgT HT
Tl 8 | AT Irg AGEAT T B FGT SHeT HLAT & a1 36 o | SATHT o o0l SATHAT Tl |
T = T TN T STAAT AT €T F AT | %0l ST g1 AT TH T AT AR |

STet ot 5o ® forelt UF araer a2 wis foare g1 s |99 & qe@edi & B AiRd g1 e
T o (AT o ST w9 A e 39 9o a¥ == A ST Tl gl 69 6 GaET 99 gH
TEedt 9 39 e yaee & foru fAfeet v e § forw sma T § |

T8 TATTT FT TG 10/8/1955 FT FIITAT F7TIT GCIT 24/20/55 ST (T)
214 I AT A | HATC AAAT Hae

=T fAgaTaett & faw-8 % A Fi W FYRIT FHAT LRI i Q@A (o1
ToET quier: sreraT ifers =0 & et FHT=e-9=7 A7 177 II5aT &1 A1l Tal gl qahdT T 36
TS AT TG H AN Al of GhdT AT SAHAT GATAT A5l HT GhdT | g TATTATT To10 faeT 2T
AT AT e GEIadd (Hdgd & sarar
(i) T =T FoRET TohTere o ATETH | hle haTd TRTTAT Ael FLATUIT T2 aT Rt Foharer a7 o
& Hehod | STIAT G gl &7 AT
(ii) TorefT TR o THTEOT § ATRT A8l oI AT Rt AHT=Te-0 STaT It | 1o 919 AT
TAATH TIET TR Ffead T8 AT BT 57 F1=F % 919 | Fils o I7 &l o+F 97 Tg1
foreT:-

R oft fs TET Y19 AT TRIET, TER0T QUi AT cd® HdATcaeE AT ATHF Th1T AT
BT ST ThTeT o ATEAH & TR g AT TATHIT oI i ATATHAT qal g |
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212. Collection of funds

Rule 12 of Conduct Rules lays down that no Government Servant shall except with the
previous sanction of prescribed authority, ask for or accept contributions to or otherwise
associate himself with the raising of any funds or other collections in cash or in kind in

pursuance of any object whatsoever.
Exception: Flag day collections

213.  The members of a Union can collect subscriptions among themselves for welfare
activities of the Union. So long as their appeal is confined to members, no permission is
necessary. If any approach to the public is made, whether directly or indirectly permission should
be obtained. Where a matter affecting the general interests of the members of the Union is in
dispute and the rules of the union permit spending its fund over such matter, its members are free
to collect funds for that special purpose from amongst its members.

(MHA O.M No. 24/20/55 - Ests (B) dt.10.8.55)
214. Communication or connection with Press/Radio

According to Rule 8 of the Conduct rules no Government Servant shall, except with
previous sanction of Government, own wholly or in part, or conduct or participate in the editing
or management of any newspaper or periodical. He shall not also, except with prior sanction or

in the bonafide discharge of his official duties.

i. Publish a book himself or through a publisher, or contribute an article to a

book or compilation of articles.

ii. Participate in radio broadcast, contribute an article, write a letter to a
newspaper or periodical either in his own name or anonymously or

pseudonymously or in the name of any other person.

However, no such prior sanction would be necessary, if such publication, contribution, broadcast

is of purely literary, artistic and scientific character and published through a publisher
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215 TR A =T

F1E A TR FH=TL T R THRr § AT S A AT THATH FHfedd W
T FoRet 3= =< o AT | WO TRt o AT I R 97 0 TR 9o AT Rt At

AT | Tohegl UF T2AT T HAT 7 F AT FIAT 7T o Gag § VAT e Thed 7 &, [ored-

FATT TR IT TRHET TST FEHTL 0 AAATT T T il A T FILATS 0l TTqehed ATAT=AT 21|

(i) ST e RT3 ForelY o7 |eante orqat fAeeft 9 o i a9 ga0a 77 aTel gl

HYFIE: =TT AT T ITehT F1U T HTAT o TEIF (Fo91eq § Fh0 70 g 97 =27 o g
IEEIEl

(sm=ror fRgwTaett &1 fFEwm-9)

LRI FHATL A0 [HIHTaet, 1964 & Fa9-11 § 7g Ayt g & e §f 9wt #Har
LA 6 ToheT ATHTT ST A sraer o orefir =1 S T8 2T T Tgraqa® Hagd Hed &

SAATAT SAAAT Tl T TLHILT TEATAS T SHHT Fls AT AT IS GAAT & AT ATTT T
ToReT T AT &l AT o] VR 37 =F 0 Agl <7 STl a8 3<h qedrast AT FAAT o

= for e et 2

217 O G (2d | TANT o o0 ST SThrd SATHTEAT § qLahtil FHATT g il
TEATAST TAAT FAAT TEAT: IITELI o (10 HaATerd TTTERTAT 3l TEQA ST¥ATAET ST ST gl
T T AT A a1 AT, 1923 Ft &1T-5 % el STo<rer gf |

FTHFHT - FHATL ZIT FrATAATede, fArammensy Trgata sfe &1 forg 117
FvaTaed ¥ T U8 =, aRaer at st strae A Ry uET wreer i feoafore | sger 3,
ST T FHATL ol TgAT SATerahd | gl AT o g 3T ITH AT (q A <hITd SIS F 7@ &
o wrfera 7 21 =0 99w & o1 % sfeauiq sATreshd &9 & AT <47 J97 S0 |
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215. Criticism of Government

No Government servant shall in any radio broadcast or in any document published in his
own name or anonymously or pseudonymously or in the name of any other person or in any

communication to the press or in any public utterance, make any statement of fact or opinion.

Q) Which has the effect of an adverse criticism of any current or recent policy or
action of the Central or State Government.

(i) Which is capable of embarrassing the relations between the Central Government
and any State Government or the Government of any foreign state.

Exception: Statements made or views expressed in official capacity or in due performance of

duties assigned to him.
(Rule 9 of Conduct Rule)
216. Unauthorized communication of information.

Rule 11 of the Government servants Conduct Rules, 1964 lays down that no Government
Servant shall except in accordance with any general or special order of Government or in the
performance in good faith, of the duties assigned to him, communicate, directly or indirectly, any
official document or any part thereof, or information to any Government servant or any other

person to whom he is not authorized to communicate such document or information.

217. Retention of any document or information by Government servant in his personal custody
for use in furtherance of his personal interest, for instance in making representations to
authorities concerned is objectionable and constitutes an offence under Section 5 of the Official
Secrets Act 1923.

Explanation:- Quotation by a Government servant in his representation to the Head of Office,
Head of the Department, President etc. of or from, any letter, office memorandum, Circular, or
from notes on any file to which he is not authorized to have access, or which he is not authorized
to have in his personal custody, shall also amount to unauthorised communication of

information, within the meaning of this rule.
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218. |AT ¥ WIHET ¥ TSATaF THTT 3 a2 o919

Far Frfaer T (sr=n) ffemmaet & Faa-20 F defie g F#9=r F forg
AL o T STOAT AT | TS ATHAL o6 Heel H I (8 o o0 I F TG TTIFRET 9T

HIE TSI THTE FTIEAT AT Mgl TATT STAAT H UG g | TIETHT FHIATAT o TG&d| il
TRTT HTHAL o Farel § ST ST IRTa [OTRTIAl i oTohe HHal (e o 916 STHT STqatord g |

Feg FHATRAT 1 T Tqehedl § B i dadi/@umasi soar a9 3
TRTTEERTIAT & HTEaH & ST fTTd TgaTd § T 39 I AGIaqa s [a=re AT SITuar | 6
TR o AT F FTH-20 FT Ieea grar g aA7 Fa|-11 ff 7 grar g FA1T T Tar e 8
LR HHATL il SAAAT TET AT § T o6 S ATH GAAT G- AT Dl THe &l
STt @ SY SHICrT UHT X § FHAT 6 (66g AqTHIAH HEATS il ST Fohel T B |

219. IYER ITH FAT T E 1T FAT

et fofee Tar (sr=eon) Rawmast 1964 & Fa7 14 F e+, Fls TRl FHAT @il
ATAvad AT [HaTS THRIL Agl FT T FHls THIT-T7 TR T HT AT 36 AT FhHT 5+
LT FHATL o GEATH H ATATOTT T a5 | AT ThTT FIAFH | 10 qai g | {6 off,
T & FEEAl § HATHGT & G997 ITGIT TR HLA | Fls AT Agl & q90d 1o T
AATFRATTATE TLHT F TA SATATT T 2 |

220. S AT SrEET ASHE

=0T fATHTaet & MaH-15 # 7g Aide g & fis o Gl FHAT G of d

AT o TaT ToTet I7 Tcqel €9 | FHils AT T AGHT o (o0 GHHAT Tl HT 7 s

I TS Al M |
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218. Political influence and outside influence in service matters.

Rule 20 of the CCS (Conduct) Rules, 1964 strictly prohibits Government Servants from
bringing any political or other outside influence to bear upon any superior authority to further his
interest in respect of matters pertaining to his service under Government. Accordingly, members
of the office are forbidden from approaching Members of Parliament and Legislature with a view

to have their individual grievances made the subject matter of interpelations.

Some employees are under the misapprehension that their grievances would receive
sympathetic consideration only if they are taken up through Members of Parliament of
Legislatures or other high dignitaries. Such a course of action apart from resulting in
infringement of Rule 20, constitutes breach of Rule 11 also, as it usually entails disclosure to
non-official persons, of information, which the Government servant has come into possession in
the course of his official duties, and the employee therefore, renders himself liable for

disciplinary action.
219. Receiving and Accepting Gifts

Rule 14 of the Central Civil Service (Conduct) Rules, 1964, prohibits Government
servants from receiving any complimentary or valedictory address or accept any testimonial or
attend any meeting or entertainment held in honour or in honour of any other Government
Servant. There is, however, no objection to his accepting gifts at the time of his retirement from

the members of staff, subject to prior permission of Government where necessary.

220. Private Trade or Employment

Rule 15 of the Conduct Rules lays down that no Government servant shall, except with
the previous sanction of the Government engage directly or indirectly in any trade or business or

negotiate for or undertake any other employment.
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221. Private Work

Honorary work of social or charitable nature in occasional work of a literary, artistic or
scientific character may be undertaken by an officer without the special permission of the CAG
who should however he consulted before any very important or onerous unpaid duties are
assumed.

Canvassing by a Government servant in support of the business of insurance, agency,
commission agency, etc. owned or managed by his wife or any other member of his family shall
be deemed to be a breach of this rule.

No Government servant shall accept any fee for any work done by him for any public
body or private person without the sanction of prescribed authority.

Acceptance by Government servants, or regular part time employment in other
government, quasi-government or private institutions is contrary to the principle embodied in
Rule 15 of the Central Civil Services (Conduct) Rules 1964, even if such employment is outside
office hours. If he does part-time work outside office hours in addition to his full working hours
in his office, he may not get sufficient time for rest and recreation and will, therefore, be unable
to give undivided attention to his official duties. Thus while a government servant may be
permitted under SR 11 to undertake work of casual or occasional character, no such permission
can be granted for regular part time work, even if it be outside office hours.

Participation of Government servants in competitions/events orgainsed by private companies etc.
with the objective of promoting their products.

The social events and competitions promoted by various private companies can be put
into different categories:

Q) where the social events are organized purely with an intention to promote the
business interests of the company and the competitiveness against the participants is not relevant.

Q) where the competition by way of games and sports are sponsored by private
companies and the spirit of the competitiveness amongst the participants is
very much evident.
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The nature of events referred in item (i) above are quite distinct from those referred to in item (ii)
as in the later case it is the competition of the event which remains in the forefront and not the
sponsored and as such the involvement of the private companies as sponsors cannot be taken as
solely for the purpose of promotion of their business interests.

The Government servants are advised not to take part in any competition or social event
referred to in item (i) above organized by private companies or organizations, the primary
objective of which is only to promote their business activities or their products without the prior
sanction of the Government. Such a participation without the previous sanction is liable to be
constructed as a violation of the provisions of Rule 15 of the Conduct Rules — However the
participation in the events referred in the (ii) above does not require any previous sanction of the

Government.

(GOI Ministry of Personnel, PG & Pensions (DP & T) OM 11013/2/89/Est. (A) dt.28.3.89 and
CAG’s Endt. No. 312 Audit 1/128-85/1-89(45) dt.5.5.89)

222. Contesting in election to Sport bodies etc.

Previous sanction of the Government is required as per Rule 15(1) or the CCS (Conduct)
Rules 1964 for a Government servant to hold an elective office, in any body, whether
incorporated or not. The following principles should be followed while considering requests
from Government servants for seeking elections to or holding elective offices in sports

federations associations.

Q) No Government Servant should be allowed to hold elective office in any sport

association/federation for a term of more than 4 years or for one term whichever is less.

(i) While seeking office (for which prior permission of Government should be
obtained) or supporting the candidature of any person for election to sports bodies, a

Government servant should not indulge in conduct unbecoming of a Government servant.

141



(i) TCTET FHAT &l Tohelt off Tq¢ I TA%E il TETAT & 6 o0 TLRIET AT T-TThET
At & ffer vser w2 § g9 A7 |

(iv) et e Fo/EET o A AT ST AA ST % Hqae | Faer M0 | 98 9 a8 o
TATIHIE T AT GT | THT SIqATd o T9T TR ] JTAT, AT T 57T GHAT 6 [T
TTer o ST T Sool@ HEAT AT T 3T S IH (FQ9T ITAT 0l SATAIT (7 ST qT 3 Tg Fd
T T TR Gl AT HIAT AT T |

(TR TR, FIHF, TF FIFTIT S TT FATTT (FTRF S Frr97 (3377) 97 i

22.4.94 FT FATT 7797 @ 11013/9/93 SIT9T (%) S [A97% Fgrararades o7 arie

1.6.94 #T g5iHT G&T 170-@T THET (RTATaH)) 16-94 (27)

223. @rett gaa ¥ e e & forg srqafa e s=it spfeat s <t S o e wrear

STH 5aTd &Y

AT gvar « a8 i o g & el ot e gefa § Rl 1 w34

FT SIATT TF T 7 &F S0 ST qh T SeTeh ITE {TAAT ST eigar 7 g1 | ™o =t & o=

e rfercaT g § 9aaT ST Stgar & T9T Sgl 39 Usd AIaT 69 ST &7 H qN] &30

FTIA o AT TSI g, v Iral &l 39 Taid # ferfercar Fe &ir SAATT & STusiT |

TrATRITETeT (TATT T AT @ TR /AR T@TR1Y) U SIqA ] < Ohd & J9d 1o ag f=iehear

T QUi AT g, @Telt a87F § TR ST oY Saferd aeanrd FUATT & Gl w1 § argh

T

(T8 TATTT FT TG 29/2/64 FT FI(GTT FTTI7 G€IT 25/4/64 TITTT (7))
224. STEAT MY AHT AU 9T et # FHrienear & dshisor & forg g 2 1 9 g
q FEATLT FHATL, ST G TS TS 0 6997 [ater & erefie fefehear g1 greareft wgfa & s
& BT H UGS g, I =iehedT wrd (STed) F2d St SIqAtd & ST G [ & ol gf SHeh 916
HT=IAT TH ST2al Aal &, q90d [ ag f=iehcar w1 qurd: g\l gl, @Tet 997 § /a1 ST 3w

AT 1A H T2 7 27 |

gRAveT GfaaraT, F1lHF [@STT F7 1T 22/3/77 7T FIITT T797 G&IT
11013/3/7 75197 (%)

142



(iii) A Government servant must refrain from raising of funds or other collections

from official as well as non-official sources for the promotion of sports at any level.

(iv) Prior clearance from the Government of India must be obtained for any travels
abroad in connection with the works or others activities of any sports
federation/association. While seeking such clearance the officers must indicate the
source of funding and other expenses and when permitted to go he must do so by

availing of leave due admissible to him.

(GOI Min of Personnel & Public Grievances & Pensions (Department of P&T) OMF
11013/9/93 Est.(A) dt.22.4.94 and C&AG Endt. No 170 — Audit (Rules) 16-94(27) dt.1.6.94.)

223. Permission for medical practice during spare time to be given only to those holding

recognized qualification

The Government of India decided that permission to undertake practice in any system of
medicine should not be granted unless they hold recognized qualifications. Only persons holding
recognized qualifications in any system of medicine, and registered under the relevant law in
force in the state or Union Territory concerned should be allowed to undertake such practice.
Heads of Departments (i.e. The Principal Accountant General/Accountant General) may grant
the required permission provided that the practice is undertaken during spare time, on a purely
charitable basis and without detriment to the official duties of the Government Servant

concerned.
(MHA OM No. 25/4/64-Esttst (A) dt.29.2.64)

224. There is provision for registration of practitioners in Homeopathy on qualifications as
well as on experience basis. In view of this a Government servant who has registered as a
practitioner in Homeopathic system of medicine under the relevant law of the state concerned
may be granted permission to practice, even though he does not possess recognized qualification,
subject to the condition that the practice is done during spare time, on charitable basis and

without detriment to official duties.

(C.S. Dept. of Personnel O.M. No. 11013/3/77 — Ests (A) dt.22.3.77)
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225. Investments, lending and borrowing
Rule 16 of the CCS (Conduct) Rules, 1964 lays down that-
1) No Government servant shall speculate in any stock, share or other investment:

Provided that a nothing in this sub-rule shall apply to occasional investments made
through stock brokers of other persons duly authorized and licensed or who have obtained a

certificate of registration under the relevant law.

Explanation - Frequent purchase or sale or both, of shares, securities or other investments shall

be deemed to be speculation within the meaning of this sub-rule.

2 No Government servant shall make, or permit any member of his family or any person
acting on his behalf to make, any investment which is likely to embarrass or influence him in the
discharge of his official duties. For this purpose, any purchase of shares out of the quotas
reserved for Directors of Companies or their friends and associates shall be deemed to be an

investment which is likely to embarrass the Government servant.

3) If any question arises whether any transaction is of the nature referred to in sub-rule (1) or

sub-rule (2), the decision of the Government thereon shall be final.

4) (i) No Government servant shall, save in the ordinary course of business with a Bank or a
public limited company, either himself or through any member of his family or any other person

acting on his behalf;-
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@ lend or borrow or deposit money, as a principal or an agent to, or from or with,
any person or firm or private limited company within the local limits of his
authority or with whom he is likely to have official dealings or other-wise place
himself under any pecuniary obligation to such person or firm or private limited

company; or

(b) lend money to any person at interest or in a manner whereby return in money or in

kind is charged or paid:

Provided that a Government servant may give to, or accept from a relative or a personal
friend a purely temporary loan of a small amount free of interest, or operate credit account with a

bonafide tradesman or make an advance of pay to his private employee:

Provided further that nothing in this sub-rule shall apply in respect of any transaction

entered into by a Government servant with the previous sanction of the Government.

(i)  When a Government servant is appointed or transferred to a post of such nature as would
involve him in the breach of any of the provisions of sub-rule (2) or sub-rule (4), he shall
forthwith report the circumstances to the prescribed authority and shall thereafter act in

accordance with such order as may be made by such authority.
226. Insolvency and habitual indebtedness
In terms of Rule 17 of C.C.S (Conduct) Rules,

A Government servant shall so manage his private affairs as to avoid habitual
indebtedness or insolvency. A Government servant, against whom any legal proceeding is
instituted for the recovery of any debt due from him or for adjudging him as an insolvent, shall

forthwith report the full facts of the legal proceedings to the Government.

Note:- The burden of proving that the insolvency or indebtedness was the result of circumstances
which, with the exercise of ordinary diligence, the Government servant could not have foreseen,
or over which he had no control, and had not proceeded from extravagant or dissipated habits,

shall be upon the Government servant.

144



227. A FSEEL 3K SUR A F A § RO seqa wAn
o fRrfae Jar (=) awmadt 1964 % =W 16 siw 17 § 7g e & fF awwrdy

FHATT 39 =t & sfeafed avRafagt F et & sraae wteret a1 farferamas siw sra =7 s
TRETe % TEEAl & JTC H T AT HT GAAT TERTE FT GAT GRIT | ALRTET FHATL T THT AT 37T
AraS ALY AT T ST ATRT ST SH ATHT q1EA9 & 39

ITFARTEY o OTR ST, ST 6 |t FHAT 0 94T F g2 AT ae@Ted Fed § 9277 g1 o
AT | T TTIERTET T 319 g ATTARTRAT T AT AT TISTR0 ST9TF 2l Svg BISH 3T
HATHAT § AT TITIFRTT 3% NATE 92 o= w1 oiie 3= siraer STy 3 | Ffe Jhl FHET &)
FE e T ST 2 a1 Feia e e (@, A 6 srfie) Femmae & Feiha sefaty
FIATAT BT |

(T 71T #1 a1 22,02, 1956 T FITTT FTT7 FEIT 25/40/56-9TTT () |
228. S ATHAT § GEHTT FHATT F Aa9 T 70 F fory Aiae gt fr s g ar Mae arad &
STE AT T Fohi 0l TS AT I 1T 30T o 0l TTs & Foreenl | qrfeataat § a7 & offes a9 &
TETT AT &F AT UET Rt ol 91 a9 1 T2 AU 3T g T a8 1@ Fsiail il g 3T Sau
St T ALRIET AT § FAT0 T@AT AT T qgl T | UF ATHAT § HTea1eTe] T Harerd Areahrr
2w afvs i 1 a8 Fder g 3 Saar sRoft & wort it @ sIE=T 9T FAT A1R ¢ ey = g
e aTat &7 Sead wed gU e 3T i ST AT g T:-
(1) T STATa & 07 T Jaq9 & FHET 2 307 7T SA1 T AT 99 6 &7 H F0i 6T T87adT1 &l
FH AT ST FHaT |
(2) AT Tl FT Rafa swerey g s

(3) AT IHHI I (AT T I¥ FATT TEAT AT HLHRT % Jefie TRl 92 9% T9T0 T T aig+iT 2 |

ST FHATRT ST ATEAH F ITLTH GUE & o ATQLT 6 (70 UL TTTEHTL o6 TTH TELT ol S
TR, AfS 1 A TTferaRr 39 fEarteraT a1 oft stferery F7 IUIH 30 AT & a7 39 g0

FHATE! TF fAUers ST AR |
(71 5k &, A% geas, #71[R97 197 sk 198 @=- 111)

145



227.  Submission of reports in matters relating to habitual indebtedness and borrowings - Rules
16 and 17 of the CCS (Conduct) Rules, 1964, lay down that a Government servant shall make a
report to Government of habitual indebtedness or insolvency and certain facts regarding himself
or members of his family in the circumstances specified in those rules. Such report should be
submitted by the Government servant to his immediate superior who should forward it through
the normal channels to the authority competent to remove or dismiss him from service. Except
where such authority requires guidance or clarifications from a higher authority, it shall consider
the report and pass appropriate orders on it. If any penalty is to be imposed on the Government
servant, the procedure prescribed in the Central Civil Service (Classification, Control and

Appeal) Rules will have to be followed.
[G.1., M.H.A., O.M. No. 25/40/55-Ests. (A), dated the 22" February, 1956]

228. Cases where salary of a Government servant is consistently being attached for debt, or
has been continuously under attachment for more than two years, or is attached for a sum which,
under ordinary circumstances, it will require more than two years to repay, have been declared
by the Government of India to constitute such a state of indebtedness as to render it undesirable
that the debtor should be retained in the public service. In such cases, it is the duty of the Head of
the Office or the authority immediately superior to the official concerned to obtain a full

schedule of the latter’s debts and to draw up a report dealing specially with the following points:-

(1)  what proportion the debts bear to the pay and to what extent they detract from the

debtor’s efficiency as a public servant;
(2)  whether the debtor’s position is irretrievable; and

(3)  whether it is desirable to retain him in the particular post he occupies or in any

position under Government.

The proceedings referred to above should be submitted for orders of the appropriate
punishing authority through the usual official channel. In case the authority immediately superior
to the insolvent or indebted officer is himself the appropriate punishing authority, the

proceedings should be disposed of by him.

[Rules 197 and 198 of P. & T. Mannual, Volume-I11.]
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229. Movable, immovable and valuable property

According to Rule 18 of CCS (Conduct) Rules, every Government servant shall
on his first appointment to any service or post submit a return of his assets and liabilities,
in such form as may be prescribed by the Government, giving the full particulars
regarding-

@) the immovable property inherited by him, or owned or acquired by him or held by
him on lease or mortgage, either in his own name or in the name of any member
of his family or in the name of any other person;

(b) shares, debentures and cash including bank deposits inherited by him or similarly
owned, acquired, or held by him;

(©) other movable property inherited by him or similarly owned, acquired or held by
him; and

(d) debts and other liabilities incurred by him directly or indirectly.

This shall not ordinarily apply to MTS but the Government may direct that it shall apply

to any such Government servant or class of such Government servants.

Every Government servant belonging to any service or holding any post included in
Group ‘A’ and Group ‘B’ shall submit an annual return in such form as may be prescribed by the
Government in this regard giving full particulars regarding the immovable property inherited by
him or owned or acquired by him or held by him on lease or mortgage either in his own name or

in the name of any member of his family or in the name of any other person.
No Government servant shall, except with the previous knowledge of the prescribed

authority, acquire or dispose of any immovable property by lease, mortgage, purchase, sale, gift

or otherwise either in his own name or in the name of any member of his family:
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Provided that the previous sanction of the prescribed authority shall be obtained by the

Government servant if any such transaction is with a person having official dealings with him.

Where a Government servant enters into a transaction in respect of movable property
either in his own name or in the name of the member of his family, he shall, within one month
from the date of such transaction, report the same to the prescribed authority, if the value of such
property exceeds .15,000 in the case of a Government servant holding any Class | or Class Il

post or ".10,000 in the case of Government servant holding any Class 111 or MTS post.

Provided that the previous sanction of the prescribed authority shall be obtained by the

Government servant if any such transaction is with a person having official dealings with him.

Where a Government servant enters into a transaction in respect of moveable property
either in his own name or in the name of the member of his family he shall within one month
from the date of such transaction, report the same to prescribed authority, if the value of such
property exceeds = 15,000/- in the case of a government servant holding any class-I or class-II

post or ~ 10,000/- in the case of government servant holding any class-111 or MTS posts.

The Government or the prescribed authority may, at any time, by general or special order,
require a Government servant to furnish, within a period specified in the order, a full and
complete statement of such movable or immovable property held or acquired by him or on his
behalf or by any member of his family as may be specified in the order. Such statement shall, if
so required by the Government or by the prescribed authority, included the details of the means

by which, or the source from which, property was acquired.

The Government may exempt any category of Government servants belonging to Class
Il or MTS from any of the provisions of this rule except sub-rule (4). No such exemption shall,
however, be made without the concurrence of the cabinet Secretariat (Department of Personnel).
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230. Declaration of Immovable Property.

. Rule 18 (2) of the Central Civil Service (Conduct) Rules, 1964, which requires that every
Government servant (including officers of the Indian Audit and Accounts Service) must make to
Government through the usual channel, a declaration of all immovable property which may from
time to time be acquired or disposed of by him or his wife or by any member of his family living
with or in any way dependant upon him should be strictly complied with.

(Auditors General’s No.2960-GBE / 436-30, dated the 11" September’1930, Dy C.G 319 with
Rule 15 ibid)

231.  Annual Property returns, by 315t January.

Rule 18 (1) (i) & GID (16) of CCS (Conduct) Rules.

232. Loitering and talking in the Corridors etc.
233.  Smoking and Spitting.
234. Government Stationery for private use..
235. Misconduct of staff.
For standing order regarding the investigation of charges of misconduct against
Government servants (see classification Control & Appeal Rules, 1965).
236. Intimation of arrest to be sent promptly.

It shall be the duty of a member of the office staff who may be arrested for any reason to intimate
the fact of his arrest and the circumstances connected therewith to the Principal Accountant
General promptly even though he might have subsequently been released on bail. On receipt of
the information from the person concerned or from any other source the Principal Accountant

General will decide whether the facts and circumstances leading to the arrest of person call for
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suspension. Failure on the part of a member of the office staff to so inform the Principal
Accountant General will be regarded as supression of material information and will render him
liable to disciplinary action on this ground also, apart from the action that may be called for on
the outcome of the police case against him.

GOl MHA OM No.39/59

237. Following are some important tips for central Government employees for Dos and
don’t’s

Do’s.-

1. Maintain absolute integrity at all times.

2. Maintain absolute devotion to duty at all times.
3. Those holding responsible posts — maintain independence and impartiality in the
discharge of duties.

4. Maintain a responsible and decent standard of conduct in private life.

5. Render prompt and courteous service to the public.

6. Observe proper decorum during lunch break.

7. Report to superiors the fact of your arrest or conviction in a Criminal Court and

the circumstances connected therewith, as soon as it is possible to do so.

8. Keep away from demonstrations organized by political parties in the
vicinity/neighbourhood of Government offices.

9. Maintain political neutrality.

10. Manage private affairs in such a way as to avoid habitual indebtedness or
insolvency.

11. If any legal proceedings are instituted for the recovery of any debt due from you
or for adjudging you as an insolvent, report the full facts of such proceedings to the Competent
Authority.

12.  Act in accordance with Government policies.

13. Observe courtesy and consideration to Members of Parliament and State
Legislatures.

14. In performance of duties in good faith, communicate information to a person in
accordance with the ‘Right to Information Act, 2005’ (22 of 2005) and the rules made
thereunder.
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Don’t’s.-

1. Do not make joint representations in matters of common interest.
2. Do not indulge in acts unbecoming of a Government servant.
3. Do not be discourteous, dishonest and partial.

4. Do not adopt dilatory tactics in your dealings with the public.

5. Do not convey oral instructions to subordinates. (If done for unavoidable reasons,
confirm them in writing as soon as possible.)

6. Do not practice untouchability.
7. Do not associate yourself with any banned organizations.
8. Do not join any association or demonstration whose objects or activities are

prejudicial to the interest of the sovereignty and integrity of India, public order or morality.

9. Do not give expression to views on Indian or foreign affairs, while visiting
foreign countries.

10. Do not get involved in unauthorized communication of any official document or
any part thereof or classified information to any Government servant or any other persons to
whom you are not authorized to communicate such document or classified information.

11. Do not join or support any illegal strike.

12. Do not enter into any private correspondence with Foreign Embassies or
Missions/High Commissions.

13. Do not accept lavish or frequent hospitality from any individual, industrial or
commercial firms, organizations etc. having official dealings with you.

14. Do not accept any offer of the cost of passage to foreign countries or hospitality
by way of free board and lodging there, if such offers are from foreign firms contracting with
Government.

15. Do not accept invitations to you and members of your family for free inaugural
flights offered by Air India, Indian Airlines Corporation or Foreign Airliners.

16. Do not give or take or abet giving or taking of dowry or demand any dowry
directly or indirectly from the parent or guardian of bride or bridegroom.
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17. Do not accept any gift from any foreign firm which is having official dealings.

18. Do not engage yourself in canvassing business of Life Insurance Agency, Commission

Agency or Advertising Agency owned or managed by the members of your family.

19. Do not lend money to or borrow money from or deposit money as a member or agent,
with any person, firm or private company with whom you are likely to have official dealings. Do
not otherwise place yourself under pecuniary obligation with such person, firm or private

company.

20. Do not approach your subordinates for standing surety for loans taken from private

sources either by you/your relations/friends.
21. Do not undertake private consultancy work.
22. Do not speculate in any stock, share or other investment.

23. Do not purchase shares out of the quota reserved for friends and associates of Directors

of Companies.

24, Do not bid at any auction of property where such auction is arranged by your own

officers.
25. Do not stay as guest with Foreign Diplomats or foreign nationals in India.
26. Do not invite any Foreign Diplomat to stay with you as your guest in India.

27. Do not accept or permit your wife or dependants to accept passage money or free air

transport from a Foreign Mission/Government or Organization.

28. Do not bring any political influence in matters pertaining to your service.

29. Do not consume any intoxicating drinks or drugs while on duty.

30. Do not appear in public place in a state of intoxication.

31. Do notindulge in any act of sexual harassment of any woman at her work place.
32. Do not employ children below 14 years of age.

33. Do not accept award of monetary benefits instituted by Private Trusts/Foundations, etc
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238.Acts, conduct and commissions which amount to misconduct

The following acts, conduct and commissions of a Government servant amount to

misconduct;: -

1. If the act or conduct is prejudicial or likely to be prejudicial to the interest of the master

or to the reputation of the master.

2. If the act or conduct is inconsistent or incompatible with the due or peaceful discharge of

his duty to his master.

3. If the act or conduct of a servant makes it unsafe for the employer to retain him in
service.
4. If the act or conduct of the servant is so grossly immoral that all reasonable men will say

that the employee cannot be trusted.

5. If the act or conduct of the employee is such that the master cannot rely on the

faithfulness of his employee.

6. If the act or conduct of the employee is such as to open before him temptations for not

discharging his duties properly.
7. If the servant is abusive or if he disturbs the peace at the place of his employment.

8. If he is insulting and insubordinate to such a degree as to be incompatible with the

continuance of the relation of master and servant.
9. If the servant is habitually negligent in respect of the duties for which he is engaged.
10. If the neglect of the servant, though isolated, tends to cause serious consequences.

11. Wilful insubordination or disobedience, whether alone or in combination with others, to

any lawful and reasonable order of a superior
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12.

13.

14.

15.

16.
17.

18.
19.

Infidelity, unfaithfulness, dishonesty, untrustworthiness, theft and fraud, or
dishonesty in connection with the employer’s business or property.

Strike’ picketing, gherao, striking work or inciting others to strike work in
contravention of the provisions of any law, or rule having the force of law.

Gross moral misconduct, acts subversive of discipline, riotous or disorderly
behaviour during working hours at the establishment or any act subversive of
discipline.

Riotous and disorderly behaviour during and after the office hours or in office
premises.

Habitual late attendance.

Negligence or neglect of work or duty amounting to misconduct - Habitual
negligence or neglect of work.

Habitual absence without permission and overstaying leave.

Conviction by a Criminal Court.

Note:- The terms ‘servant’ and ‘master’ have been used in Court judgments to indicate the

relationship between a subordinate Government servant and his superiors in the hierarchy of all
Central Government Offices.- Rule 3, GID (23).

239.  Activities requiring permission/sanction

Prior permission/sanction of the prescribed authority is necessary-

1.

o o~ w D

To join educational institution or course of studies for University degree.- Rule 3,
GID (4).

To join Civil Defence Service.- Rule 3, GID (7).

To enroll as member of St. John Ambulance Brigade.- Rule 3, GID (8).

To join Territorial Army.-Rule 3, GID (10).

To join Home Guards Organization.- Rule 3, GID (9).

To join foreign language classes conducted by Indo-Foreign Cultural
Organization.-Rule 5, GID (14).

To own wholly or in part or conduct or participate in the editing or management

of any newspaper or other periodical publication or electronic media. — Rule 8 (1).
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8. To give evidence in connection with any enquiry conducted by any person,
committee or authority.
Exception-

(i) Giving evidence at an enquiry before an authority appointed by Government,

Parliament or a State legislature; or

(i) Giving evidence in any judicial enquiry; or

(i) Giving evidence at any departmental enquiry ordered by authority’s subordinate
to the Government. - Rule 10 (1) & (3).

9. To ask for or accept contributions to or otherwise associate himself in the raising
of any funds or other collections in cash or in kind in pursuance of any object
whatsoever. - Rule 12.

10.  To accept gifts from near relatives and personal friends, when the value exceeds
prescribed limits. - Rule 13 (2), (3) & (4).

11.  To accept membership of Book Clubs run by Foreign Agencies. - Rule 13, GID
(8).

12.  To receive any complimentary or valedictory address or accept any testimonial or
attend any meeting or entertainment held in his honour or in the honour of any
other Government servant.

Exception-

Q) To take part in informal farewell entertainment held on occasions like retirement
or transfer.

(i)  To attend and speak at functions and ceremonies performed by others I in respect
of purely non-political or cultural institutions. - Rule 14, GID (1).

13.  To accept International awards. - Rule 14, GID (3).

14.  To engage directly or indirectly in any trade or business or hold an elective office,
or canvass for a candidate for an elective office, in any body, or canvass in
support any business of insurance agency, commission agency, etc., owned or
managed by any member of his family. - Rule 15 (1).

15.  To accept fee for work done for any private or public body or person. — Rule 15

(4).
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16.

17.

18.

19.

20.

21.

22.

23.

24,
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16.

17.

18.

19.

20.

21.

22.

23.

24,

Acceptance of a part-time lecturership in an educational institution which is in the

nature of a regular remunerative occupation.- Rule 15, GID (2).

To enroll himself as an Advocate with the Bar Association (subject to the

condition that the Government servant does not engage himself in the legal

profession so long as he continues in Government service).- Rule 15, GID (12).

To accept remuneration for services rendered regularly to co-operative societies.-

Rule 15, GID (4).

To undertake medical practice during spare time on purely charitable basis, if

registered as a practitioner in any system of medicine.- Rule 15, GIDs (9) & (13).

To enter into negotiations with private firms to secure commercial employment

even while in service.- Rule 15, GID (10).

To hold an elective office in Co-operative Societies and other bodies.- Rule 15,

GID (16).

To acquire or dispose of any immovable property, either directly or through

Power of Attorney by lease, mortgage, purchase, sale, gift or otherwise either in

his own name or in the name of any member of his family, if the above

transaction is with a person having official dealings with the Government

servant.- Rule 18 (2) and Rule 18, GID (29).

To enter into transactions in movable property, if its value exceeds prescribed

limits and if the transaction is with a person having official dealings with the

Government servant.- Rule 18 (3).

@ To acquire by purchase, mortgage, lease, gift or otherwise, either in his
own name or in the name of any member of his family any immovable
property situated outside India.

(b) To dispose of, by sale, mortgage, gift or otherwise or grant any lease in
respect of any immovable property situated outside India which was
acquired or held by him either in his own name or in the name of any
member of his family.

(©) To enter into any transaction with any foreigner, foreign Government,

foreign organization or concern
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25.

26.

Q) For the acquisition, by purchase, mortgage, lease, gift or otherwise, either
in his own name or in the name of any member of his family of any

immovable property.

(i) For the disposal of, by sale, mortgage, gift or otherwise, or the grant of
any lease in respect of immovable property which was acquired or is held
by him either in his own name or in the name of any member of his
family.- (Rule 18-A.)

To have recourse to any Court or to the press for the vindication of any
official act which has been the subject-matter of adverse criticism or an attack
of a defamatory character.- Rule 19 (1).

In the case of pensioners who, immediately before retirement, were Group ‘A’
Officers, to accept any commercial employment before the expiry of one year
from the date of retirement.- (Rule 10 (1), CCS (Pension) Rules.)

In the case of Items 22, 23, 24 and 25 above, if the permission sought for is not refused

within the time-limit specified below, a Government servant is free to assume that the permission

sought for has been granted.

Item No. Time-limit
22,23 30 days.
24 60 days.- Rule 8, GID.
25 3 months.- Rule 19 (1).

240  Activities not requiring permission/sanction

In the following cases, permission of the prescribed authority is not necessary:-

1.

To seek redress in Courts of law or in Central Administrative Tribunals of
grievances arising out of employment or conditions of service.- Rule 3, GID (11).
To participate during spare time in ‘Shramdhan’ organized by Government
Departments or Bharat Sewak Samaj.- Rule 3, GID (6).
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3. To become members of Samyuktha Sadhachar Samithi.- Rule 5, GID (13).
4. To publish a book himself or through a publisher, in the bona fide discharge of his
duties.- Rule 8 (2).
5. To submit Memoranda before Pay Commissions by individual Government
servants in their individual capacity (individual grievances should not be put to
the Commission). Rule 10, GIDs (3) and (4).
6. To participate in Flag Day Collections on a voluntary basis.- Rule 12, GID (2).

7. To participate in the fund raising efforts of the “National Foundation for
Communal Harmony”.- Rule 12, GID (5).

8. To undertake honorary work of a social or charitable nature.- Rule 15 (2).

9. To undertake occasional work of a literary, artistic or scientific character.- Rule
15 (2).

10.  To participate in sports activities as an amateur.- Rule 15 (2).

11.  To take part in the registration, promotion or management (not involving the
holding of an elective office) of a literary, scientific or charitable society or of a
club or similar organization or a co-operative society substantially for the benefit

of Government servants.- Rule 15 (2).

241  Procedure for obtaining legal advice and arrangements for the defence and

prosecution of suits.

When a State Accountant General considers it necessary to have a legal opinion on a case
arising in his office but concerning State Finances, he should ordinarily ask the Finance
Department of the State Government to obtain legal opinion for him. If in any case it seems for
reasons or urgency, that legal opinion should be taken direct, the Accountant General may do so
but should at the same time inform the Finance Department, of what he is doing. This procedure
is laid down to make it clear that in all such cases the State Government must bear the cost of
legal opinion.
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If the case concerns Central Finances, the Accountant General/Principal Director of Audit
concerned should ordinarily obtain legal advice through the Administrative Ministry/Department
concerned. In urgent cases, he may take such action as appears to be necessary but
simultaneously inform the Administrative Ministry/Department concerned and the Comptroller
and Auditor General of the auction he has taken. In the cases relating to his own establishment,
the facts of the case and the action proposed to be taken should be referred by the Accountant

General/Principal Director of Audit to the Comptroller and Auditor General for orders.
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APPENDIX-I
(Referred to in para 129
List showing returns/reports etc. common to some sections and are required to be in the
Sectional Calendar of Returns of Audit Sections.

ANNUAL
SI.No Name of return To whom due When Authority
1 | Allocation of duties Pr. AG/DAG 15”?l|\1/(leay -
every
year
2 | Annual Performance Sr. DAG/DAG 315t July | Hgrs’ office letter No. 151-
Assessment Reports (Admn) NGE(Disc)142-200 dated
(APARS) 8.3.10
3 Materials for Administrative | Co-ordn Section April HQr letter No. 12 Audit
Report every (JMT & AR) 214-2004
year dtd.22-01-09 and No.
470/RSCS/Co-ordn/Perf
Rep/07-08/2008/154 dtd.
16-04-08
4 | Collection of Statistics to Cordn Section 20 -
serve as fair Index of the August
volume of work done
5 Materials for C&AG’s Audit | Report May ---
Report (Civil) for the year every
ended 31° March every year year
6 System of assessment of DAI/ADI/DG/(Audit) | 31t may | 32 Audit(PPU)/14-2008
performance of audit office headquarters’ office | every dated 8.5.09
year
7 | Transfer of Old Records Old record July -
every
year
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Half Yearly

Report on fraud & Corruption | HQr office 10" April | HQrs No. 763/RSCS/Co-
th
through Co-ordn §3er§/)Ct ordn/F&C/2006 and No.23
year Audit(PPU) 230-45
dtd.17-03-09
Quarterly
Qtly Statement showing the HQr office 7" April | HQr office letter No.
position of Civil suits/writ through Co- ‘(ng:?;nOCt 56/NGE/986 dtd 18-01-1986
petitions/Applications filed by | ordn. every & Co-ordn No. 14-1/5/85/704
serving/retired govt. employees year dtd. 04-10-2006
ATN Report on DI’s Inspection | HQr office 2" April | NO. 1A/13-33/Vol-111/2010-
Report through & 1A ‘g?;gd 11/198-214 dtd.09-12-10
Section

Qtly Progress Report on Hindi | Admn | April, -

July Oct

& Jan

every

year
Report on updating/revision of | DG Audit (Hgrs | 15" of Hgrs No. 1300-OM/153-84
Codes & Manuals Office) ﬁﬁgloa dtd.01-01-85 & No. 1529/0M

& Jan 153-84 dtd. 04-09-86

every

year

160




ATt

1. ATk ST Tforeex 9T TeAF /g T 5
A srfersTdY e
(& .3)
2. | ardf. o, faEariShEa/efe e/ 9., Tl
ATt STAT Thoreex
3. | wer Sfsh amg =Ty TR 9T, -AET-
4. | e S e e T T 9TT.3. Tl
ThoreeY
5. AT ATATT T ST Thoreex 9T -Fel-
6. | ST ST T 9.3 -Fl-
7. TIET TIoTeeT T Areed ) QIT. 3. T AT il 15
GIRSEC)
8. | faawft sty 3.9 . TAF /g T 5 FITAT TORAT
(| SIRSEC] o =a #7191
EEIRIRERIC 129
= 9T)
9. | =wrd e it wrfew Rafa THA/ARY | TedE ATE A 2 ENRIER M IED I
SHAASIAAT qrE [ERER e AR
139
10. | &9 &9 Q. 3T, T HIE *f 5 FATAT TT0AT
IRAEC] e qFae #7 wT
178
11. e T /AT T Torey 9T.3T. TR ATATGH FATAT TTHAT
o fdre F Ay | A gEaw # ae
84
12. | gaq.9. & A O AT TAFAZ RIS | FrAET TR
IRAEC] e gFae #7 wT
29
13. | srafey =y 9. a2l -
14. | 99MESH dglIREE 9T kel
15. T J@TIeT § 970 T0 g ot 9T, EEl
farrgatl daelt T
16. | e i fAaw qeaht dadt T 9TH. 541

161




Monthly

1 | Inward Dy Register \ | BO 5t of every
month
2 DO/Exp/Regr/Speed Post/FAX | | BO do
etc. Dy Register
3 LG/GI Dy Register BO do
4 C&AG’s Dy Register BO do
5 Other Section’s Dy Register BO do
6 Outward Diary Register ) | BO do
7 | Allocation of Duty Register BO 15" of ever -
month
8 Calendar of Return DAG 51 of every Para 129 of
(alongwith month OPM
monthly arrear
report)
9 Monthly State of work Report PAG/Sr. 2" of every Para 139, OPM
DAG/DAG month
10 | Dictionary of Reference BO 51 of every Para 178, OPM
month
11 | Register of Pending letters/cases | BO Along with Para 84, OPM
first weekly
letter report
12 | AAO’s Note Book BO 5t of every Para 29 of
month OPM
13 | Objection Book BO Do -
14 | Adjustment Book/Register BO Do -
15 | Register of important points to BO Do -
be seen in local audit
16 | Register of codes & Manuals BO 5th -
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APPENDIX- 11
(Referred to in para 148)

List of various manual published in this office.

SI.No. Name of Manual Name of section | Periodicity
responsible for | of printing
its upkeep
1 OAD (Civil) Manual I.C. ()
2 Record Manual Record
3 Revenue Audit Manual on Assam State Excise RAW
4 Revenue Audit Manual on Assam Forest RAW
5 Manual on Assam Stamp Duty & Registration RAW
6 Revenue Audit Manual on the Assam Amusement & RAW
Belting Tax
7 Revenue Audit manual on Assam Electricity Duty Act. RAW
1964 When
8 | Revenue Audit Manual on the Assam, Profession, Trade, RAW addition
Calling and Employments Tax, etc. and
9 Revenue of the Motor Vehicle Tax and Assam RAW alterations
Passengers and Good Tax are so
10 | Manual of the Motor Vehicle Tax and Assam Passengers RAW NUMErous
and Good Tax. as to
11 Manual of the Agricultural Income Tax RAW necessitate
12 | Revenue Audit Manual on Assam Value Added tax. RAW rg?r'v\mgr']g
13 | Manual of the Works Audit Department Works the stock is
14 | Commercial Audit Manual CAW requgr:d 0
15 | Local Body Audit L.B.AA. replenished
16 | O.P Manual Estt. |
17 | Estt. Manual Estt. |
18 | CASS Manual CASS
19 | LA Wing Manual lLA.
20 | P.A Manual P.A.
21 | Govt. of Assam, Audit Reports - annual
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APPENDIX-111
(Referred to in para...160)

List of priced publication of Govt. of Assam (including correction slips) supplied to the Pr.

Accountant General Assam, Guwahati, for supply to Comptroller and Auditor General of India,

and for use in his office.

Part-1
SI.No. Name of Publications Total numbers of copies to be
supplied by the officer in
charge of the Govt. Book Depot
and to be received by Record
1. Assam Gazette
2. Assam Excise Manual
3. Assam Executive Manual
4. Assam Land Revenue Manual (all volumes)
5. Assam Local Self-Government Manual
6. Assam Financial Rules
7. Delegation of Financial Powers Rules, Assam
8. Assam Treasury Rules and Subsidiary Orders made
there under.
9. Assam Fundamental Rules and Subsidiary Rules
10. Assam Jail Manual (All volumes)
11. Assam Police Manual (all volumes)
12. Assam Pension Manual
13. Assam Public Works Department Code
14. Assam Engineering Service Regulations
15. Assam Education Department Rules and Orders
16. Assam Contingency Manual
17. Assam Budget Manual
18. Contributory Provident Fund Rules (Assam)
19. General Provident Fund Rules Assam
20. Assam Forest Manual (All Valumes)
21. Assam Civil Budget Estimates
22. Assam Municipal Manual
23. Law Department Manual (Assam)
24, Assam Loans Manual
25. Assam Stamp Manual
26. Assam Mineral Concessions Manual
217. Assam Rural Self-Government Manual
28. Assam land Acquisition Manual
29. Assam Government Servants Conduct Rules,1937
30. All other Codes, Rules, Regulations, and Orders

published/ issued from time to time by the Govt. of
Assam
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Part-11

SI.No. Name of Publications Total numbers of copies
to be supplied by the
officer in charge of the
Govt. Book Depot and
to be received by
Record
1. Report on the land Revenue Administration, Assam
2. Report on the Admininistration of Excise Department
3. Report on the Survey and Settlement Operation in Assam
4. Report on the Working of the Co-operative Societies in
Assam
5. Administrative Report of the Assam Public Works
Department
6. Annual Reports of the Medical Colleges of Assam
7. Report on the Annual Stamps Statistics
8. Annual Report of the Various Departments
9. Annual Report on the Civil Hospitals and Dispensaries
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