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PREFACE TO THE FIRST EDITION

This Manual is intended to be a guide for the officers and staff of the Outside
Audit Department. All important orders issued upto 28" February, 1950, have been
incorporated in this book. It is published in two volumes: Volume | deals with
constitution, functions and the rules and procedure of the Department and Volume Il
contains instructions regarding the detailed processes of audit of the various offices
and ingtitutions, and compilation of rulings, and important orders issued in this

connection.

2. The Superintendent, Outside Audit Department, will be responsible for
keeping the Manual up-to-date and for seeing that the orders necessitating any
modifications, additions etc., are incorporated in the Manua with care and
promptitude.

The auditors employed in the Outside Audit Department should make

themselves familiar with the procedure contained in this Manual.

3. The manud is not intended for the use of officials of other departments and

Auditors should not quote it as an official reference in their reports.

4. Any errors or omissions and suggestions for improvement should be brought
to the notice of the Examiner, Outside Audit Department, Punjab.

Smla
The 31% March, 1950.

R.C. KHANNA
Accountant General, Punjab, Simla




PREFACE TO THE SECOND EDITION

In this second edition of the Manua of the Outside Audit Department,
Volumel, the material contained in the previous edition has been adopted with such
modifications as have been necessitated by the changes which have taken place after
the publication of the £ Edition in 1950. The latest orders issued by various
authorities have also been incorporated.

2. The Superintendent, O.A.D. (N.C.W.I.) 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 the O.A.D.
are incorporated in the Manual with care and promptitude.

3. Any errors and omissions noticed in this Manual or any suggestions for its
improvement will be appreciated and should be brought to the notice of the
Accountant General through O.A.D. (N.C.W.I.) Section.

SIMLA
The 30" January, 1961.

P.D. SETH
Accountant General, Punjab, Simla




PREFACE TO THE THIRD EDITION

In this third edition of the Manual of Inspection Civil Wing Volume I, the
material contained in the previous edition has been adopted with the modifications
considered necessary on account of the changes which have taken place and orders
issued subsequent to the publication of previous edition in 1961. The latest orders

issued by various authorities have aso been incorporated.

2. Chapters VIl and IX dealing with the audit of Commercial Accounts have
been omitted as the Commercial Audit has since been separated under
Commercia Audit Wing. Chapter X relating to audit of Grant-in-aid has been
re-drafted in order to incorporate the orders of the Comptroller and Auditor
General, regarding Audit of Receipts and Expenditure of Bodies or Authorities
substantially financed by Grants or Loans. A new Chapter on Efficiency-cum-
Performance Audit has been added.

3. The Section Officer Incharge, Inspection Civil Wing Headquarters Section
will be responsible for keeping the Manual up-to-date and for ensuring that the
orders necessitating any modifications, additions, etc., are incorporated in the

Manual with care and promptitude.

4. Any erors or omissions and suggestions for its improvement should be
brought to the notice of the Accountant General through Inspection Civil
Wing.

CHANDIGARH
The 9" January, 1980.

L.P. KHANNA,
Accountant General (Audit)
Punjab, Chandigarh




PREFACE TO THE FOURTH EDITION

This is the fourth edition of the Manual of Inspection Civil Wing (Volume 1),
brought out after the separation of Audit and Accounts functions in the Indian Audit
and Accounts Department with effect from March, 1984. In this edition, the material
contained in the previous edition has been adopted with the modifications considered
necessary on account of the changes which have taken place and orders issued
subsequent to the publication of previous edition in 1980. This edition aso includes
Indian Auditing Standards published by IA&AD in May 1994 and aso incorporates
the latest instructions issued by various authorities from time to time and wherever
possible best International Audit practices consistent with IA&AD mandate. The
instructions contained in this Manual are supplementary to those contained in
Comptroller and Auditor General's Manual of Standing Orders (Audit) Edition 2002.

This Manual has been compiled for use in 1.A.&A.D. only and should not be
guoted as authority in any correspondence with other offices.

The Inspection Civil — 1 wing will be responsible for keeping the Manual up to
date and ensure that al orders affecting changes are incorporated in the Manua with
due care and promptitude.

Suggestions for improvement of this Manual are welcome and should be
brought b the notice of the Principal Accountant General through Inspection Civil
Wing.

SUNIL VERMA
Principal Accountant General (Audit)
Punjab, Chandigarh
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CHAPTER | —GENERAL
CONSTITUTION AND FUNCTION
Constitution and Sanctioned strength
1.1  The Inspection Civil Wing has been constituted for conducting local audit of
the accounts of Civil Departments/Offices of the State and Central Government. The

audit conducted centrally in this office is supplemented by periodical test audit of
initial accounts, documents vouchers etc., with aview to ensure the propriety and the
accuracy of the original data on which the accounts of an office are based and
submitted to this office. Due to increase in the volume of work, the wing is divided in
two partsi.e. Inspection Civil | & I1.

1.2 (a) The organisation chart of the Inspection Civil Wing as on 31-12-2004 was as
under:

Organisation Chart IC-1

Sr.DAG/DAGIGI

[ Sv.AE)-HQ ] [ Sr.AO(IVatmg) ] [ Sr.AIODP ][S‘Ao(o;p;o;mm]

[ Vetting-| ] [ Veting-11 ]

AAO1L SRIAR2

[ AAO-1 ][ SRIAR2 ][ Clerks-1 ]
[ AAO-1 ][ 2 ][ Clerks-1 ]
o

8
3

A

[ Field Parties 19 J

{ . AOIAO17 ]_
[ AAOISO 32+ ]_
[ SRAR 12 ]_

* including one Supervisor




Organisation Chart [C-II

Sr. DAG/DAG (IC-I1)

Sr. AO- Vetting

[ Vettilngl ] [ Vettilngll } [ GIIA ]

SR/AR4 AAO-1

SR/AR6 ]—

— N [

[
[ Clerks2

Clerks1

Typists1

—[ AAO-2

—{ AAO-1

—[ SR/ARS8

_[ SRIARS

—[ Clerks1

—[ Typists1

) )
) )
) Ho)
) (=)

Field Parties 28

)

LT

( S AGRO 2
( PRGSO 3T
{ SRIAR25

* including 2 Supervisors

Headquarters section of Inspection Civil | & Il isthe controlling section and exercises

control over the administration and working of field audit parties.
1.2 (b) The field audit work has been distributed among the following types of field

audit parties:

() Review parties for carrying out efficiency cum performance audit.
(i)  Audits under Sections 14, 15, 19 & 20 conducted locally by scrutiny of

records of the sanctioning authorities and autonomous bodies.

(i)  Field Audit Parties for conducting local audit and inspections of the accounts

of the State and Central Government Offices falling under the jurisdiction of

this Office.

1.3  Thelocal audit party normally consists of one Section Officer/Assistant Audit

Officer and two auditors. However, parties which conduct important audits consist of
two Section Officer/Assistant Audit Officers and one auditor.

1.4 It has been decided by the Comptroller and Auditor Genera that two auditors
for three parties in the field plus one auditor for preparation of programmes and other

miscellaneous work should be posted at Headquarters section and where the number

of field parties is more than 20, one additional auditor may be given.
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(Comptroller and Auditor Generd’s letter no. 1644-Admn. 111/268-80, dated 12th
August, 1960)

15 It has also been decided that the posts of relieving Section Officer/Assistant
Audit Officer may be provided in the Wing at the rate of 15 percent of the total

number of regular field parties subject to availability of Section Officers/Assistant
Audit Officers.

(Comptroller and Auditor General’s Circular No. 47-T.A./1/80 issued vide no. 844-
T.A. 1/102-80, dated 23rd August, 1980 as modified vide circular No. 39-T.A.
1/81/assessed vide Endst. No. 1186/TA 1/102-80, dated 28.9.81)

Functions
1.6  The Inspection Civil Wing is responsible for conducting local audits and
inspections of the accounts of the State and Central Government offices and
departments for the audit of which the Comptroller and Auditor General is statutory
responsible under the Comptroller and Auditor General’s (Duties, Powers and
Conditions of Service) Act, 1971 Annexure | to this Chapter.
Preparation of Tour Programme

1.7 (&) Maintenance of Master Programme Register

“Master Programme Registers should be maintained at the Headquarters
section of Inspection Civil wing district wise to show:

() the name of the office with full address and telephone number, if any to be
inspected.
(i)  periodicity.
(lii)  time alotment and
(iv)  the month and year last audited
The register should contain suitable column to record the dates of audits for
five years after which it should be prepared afresh, after deleting the offices not in
existence and adding newly formed offices. Any additions and alterations in the
existing entries in the register should be made at once quoting full reference to the
relevant orders under the dated initials of the Branch officer. The register should be
put up to Branch Officer on Ist of each month and to Group Officer quarterly on 15th
April, July, October and January.
(b) With the help of the Master Programme Register, quarterly Tour Programme
of the local audit parties should be prepared. No hard and fast rules can be laid down

in this behalf, but the following requirements should be ensured:-
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() The tour programme of the local audit parties should be prepared indicating

(1) Designation of the D.D.O. and name of office, telephone No., if any, (2)
periodicity,(3) period from which an audit is due and (4) time alotment (5) Holidays.
(i)  An office should normally be included in the programme of audit in the month
in which the inspection falls due.

(i)  Asfar as possible all inspections to be carried out in a particular station or area
should be conducted at a single visit in each quarter of the year to ensure maximum
economy in T.A. The programme should be so framed that normally the field parties
follow the shortest and direct routes, and there is no-over-lapping or covering of the
same routes again by the same party or any other party.

(iv)  the dates of inspection of commercial or civil units where proforma accounts
have to be checked and certified, should normally be fixed in such a way that all the
work may be completed in a single visit to that office, sufficiently before the due date
of transmission of proforma accounts to the State Govt./Government of India or the
Accountant General .

(V) To ensure maximum output transit days to the field parties should be allowed
on Sundays and holidays.

1.8 (8) The local audit programme may be organized in such a way as to ensure that
audit of bodies and authorities selected under Section 14 and 15, and the audit of
which is entrusted under Section 19 of the Comptroller and Auditor General
(DP&CS) Act. 1971 and other institutions the audit of which devolves on Comptroller
and Auditor General under any law made by Parliament is completed according to the
Audit Plan drawn out annually before hand. The reviews of schemes selected should
also be completed with the existing staff. The balance of staff may then be deployed
on the normal work and it may be ensured that this is suitably phased so as to
complete it with the available staff. For this purpose, it may be necessary to review
the existing frequency and duration of the inspection of offices coming under the
usual local audit programme of the wing with regard to the importance of the audit of
particular office/institution. For example, the institutions, expenditures of which relate
mainly to salary and allowances and which are not likely to throw up important points
for inclusion in the Audit Report need be given only comparatively low priority in
such programme. The intention is that while all institutions should be covered in the
local audit programme over a period of time, it is not necessary to adhere to fixed

schedules of annual or triennial local audit in respect of institutions, financial
4




transactions of which are more or less of a routine nature and which do not generally

deal with development programme. The old yard-stick of fixed schedules of annual
and triennia local audit in respect of institutions have become obsolete and the
concept of any arrears in local audits should therefore not arise. All institutions
should, however, be covered in local audits over a period of time without any fixity of
schedules,

(Comptroller and Auditor General’s letter N0.1062-BRS/192-74, dated 23rd April,
1975 and N0.380-Codes-1/41-74/Gr.V dated 5th August, 1975)

(b) The programme of audit of accounts in respect of which financial statements
etc., are incorporated in the Appropriation Accounts and Audit Report, should be
arranged in such a manner that all the audits are concluded well in advance of the date
by which material has to be supplied to Appropriation Section.

Undertaking of new Audit
1.9()) If the Accountant Genera is requested by Government or any other authority
to undertake audit which does not pertain to his office or regarding which the
Comptroller and Auditor General has issued no orders, he should refer the matter to
the Comptroller and Auditor General for orders.
(Paral1.1.8 C.A.G.’sM.S.O. (Audit) Edition - 2002
(i)  The Comptroller and Auditor General shal have the authority to audit and
report on the accounts of stores and stock kept in any office or department of the
Union or of a State under Section 17 of Comptroller and Auditor General's (Duties,
Powers and conditions of Service) Act, 1971.

Special Audit

1.10(a) The special audit of an office or institution may be undertaken at the request of
the State Government when a report of fraud, misappropriation or any other serious
financial irregularity is received or when such irregularities are suspected.
(b) Where a special audit of an office/ingtitution is demanded by the Government
for specia reasons, e.g. suspected fraud, misappropriation or any other serious
financial irregularity, the Accountant General should comply even though extra cost is
involved. Before taking up the special audit of any department, the scope and extent
of such audit should be decided in consultation with the department and/or the
Government concerned under orders of the Accountant General. The Comptroller and
Auditor General may aso be informed of the extent and scope of special audit

undertaken at the request of Government. The special audit undertaken for such
5




special reasons at the request of the State Government, will be in pursuance of the

statutory function of the Comptroller and Auditor General and cost thereof will fall on
the Audit Budget, vide rule (iii) of Appendix 3 to Account Code, Volume I, viz., “C-
Other charges-VIII incidence of expenditure involved in audit and keeping of
accounts.”
(© The question of recovery of cost of audit will arise only when the audit of
certain formation/office is not to be the statutory function of the Comptroller and
Auditor General and has been undertaken on consent basis.
(d) In cases where special audit of accounts of guarantee institution is proposed by
the Government on account of suspected irregularities, the audit should be undertaken
with the least possible delay, irrespective of whether the accounts are complete or not.
An audit of even imperfect records would establish, prima facie, the nature of the
irregularities. On conducting this preliminary scrutiny of accounts, the institutions
may be permitted to complete their records after which a second and more conplete
audit may be undertaken.
(e With the departmentalisation of accounts of Central Government it has been
decided that in the case of Centra MinistriesDepartments whenever request for
special audit, investigation of frauds, etc., is received, the ministry/department
concerned should be advised to approach the Pay & Accounts Officer concerned first
for arranging the investigation as a part of interna audit. If in any case P&AO
requires the assistance of audit, only then the special audit may be undertaken.
However, the review should be done in detall of such of the cases of
fraud/embezzlements and other serious irregularities which come to notice during
audit or otherwise and critical review should be conducted, inter alia, of the results
and effectiveness of the internal audit investigation. Accountant General has
however, aright to take up on his own initiative, special audit of any office in which
fraud, etc. had taken place after obtaining the approval of the Comptroller and Auditor
General of India, wherever necessary.
(C.A.G.’sletter no. 285-T.A.1./110-77, dated 18th April, 1978)

Incidence of the cost of the Department
1.11 The cost of the Department is a Central charge and is debited under head
“2016” Audit




Consent Audit
1.12 With the promulgation of the C.A.G's (DP&CS) Act, 1971 the practice of

undertaking audit on “consent” basis ceases and audit undertaken by the C.A.G. hasto

be under one or other section of this Act or any other enactment of Parliament.

1.13 (a) Where the audit is super-imposed on the local body or institution having its

own auditors, i.e. with a view to safeguard government interest and to ensure that the

grants or loans by Government have been utilised for the purpose for ;which they are
given, the Comptroller and Auditor General will be acting in discharge of his statutory
functions and the audit will be at government cost.

(b) The question of recovery of cost of audit will arise only when the audit is not

the statutory function of the Comptroller and Auditor General and is undertaken on a

‘consent’ basis.

Method of Calculation of Audit Fee

1.14 Audit Fee recoverable from bodies and authorities is to be worked out as

detailed below:

() The Daily rates of Audit Fee on party basis as recoverable from non-govt
bodies is calculated by dividing the total of ‘Direct Charges’ and “Indirect
Charges’ for a year by number of working days in a year and is rounded of in
multiples of Rs.5.

(i) Direct charges for the actua cost of the party engaged in loca audit are
worked out by adding together the average cost under F.R. 9(31) and
appropriate allowance thereon. The average cost of the posts should be
worked out from time to time with the revision of scales, etc.

(iii)  The ‘Indirect charges in connection with the gazetted supervision of the local
audit and the work done in audit office are taken to be 125 per cent of the
“Direct Charges’ worked out in (ii) above.

(iv)  The daily rates of Audit Fees should be worked out and approved by the head
of the Department within two months of the revision of the rates of pay and
allowance necessitating the revision of rates. Immediately after the rates are
revised and approved, a copy thereof should be sent to the Comptroller and
Auditor General and its regular submission watched through the Calendar of
Returns of Inspection Civil (Headquarters) Section.

7




v)

(vi)

(vii)

The accuracy of the daily rates of audit fees calculated should be checked
independently by the Internal Test Audit Section before the rates are approved
by the Head of the Department.

The accuracy of the daily rates of Audit Fees approved in each office should
be got checked by the Director of Inspection at the time of inspection of that
office and a report to this effect sent to Comptroller and Auditor Genera after
the inspection is over.

The powers of sanction of daily rates of Audit Fees have been delegated to the
Heads of Department in the Indian Audit and Accounts Department with
effect from the revison of dally rates of Audit Fees due on Ist September

1968, subject to the following condition -

(&) The ‘Direct Charges should be calculated on the basis of average cost of posts

involved; and

(b) The ‘Indirect charges should be computed at 125 percent of the direct charges.

(o) (i) While calculating the Direct charges, the average cost of each category of non
Gazetted post should be calculated first as per instructions contained in Audit
instructions below F.R. 9.31.

(i) By applying the formula prescribed in audit instruction in F.R. 9(31) average cost

of each category posts generally utilised in parties should be as under for the
period 1.1.04 to 30.6.04:

Category | Punjab Offices observing 5 days week

Category Il Punjab Offices observing 6 days week

Category |11 Central Offices observing 5 days week

Category 1V Central Offices observing 6 days week

Period Category AAO SO Sr. Auditor | Auditor
I 2115 1875 1590 1260
[l 1790 1590 1345 1070
11041031304y 2050 1820 | 1540 1220
\Y] 1760 1560 1320 1050

Period Category AAO SO Sr. Auditor | Auditor
I 2270 2010 1710 1360
I 1920 1700 1450 1150
14.0410306.04 Il 2200 1950 1660 1320
\Y] 1885 1670 1420 1130

The figures of average cost would, however, be changed whenever there is

revision of pay.
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(iii)  To the amount of average cost determined in (ii) above, would be added, the

element of DA, ADA, House Rent Allowance, Compensatory allowance etc. based on
the average cost, wherever admissible. The rates of H.R.A. may vary from place to
place. Actual rates of these allowances as applicable may be taken into account.

(iv)  Indirect charges would be calculated at 125% sum total of average cost and
allowances as detailed in (iii) above.

(V) For working out the daily rates, the cost as worked out by adding items (ii),
(iii), and (iv) above has to be multiplied by 12 and divided by actual number of
working days available in a year The daily rates so worked out should be rounded to
the nearest rupee for each post separately.

(Authority : C.A.G.’ circular no. 41-TAI (RUL)T-81 issued vide number 1513-TA | |-
C(RGL)-81 dated 23.11.82)

(viii) In working out the daily rates of Audit Fee, Allowance may be made for
Sundays, Saturdays, casua leave restricted and gazetted holidays and transit
time.

(ix)  The number of working days in a year for calculating Audit Fee is limited to
258 days and 218 days in respect of Government offices observing six days
week and five days week respectively.

(x) On the closing day of audit, the local audit party should serve on the
Authority/Body audited by them, a memo indicating the amount of Audit Fee
recoverable and keep two copies thereof on the Audit and Inspection Report to
be submitted to Head of Office.

(xi)  The amount of Audit Fee is required to be paid by the institutions inspected
under the Head of Account “0070-Other Administrative Services-Fees for
Government Audit.”

(xil)  Recovery of Audit Fee in respect of Government Departments should be
made according to the instructions contained in F.R. 127 and Government of
India decisions there under read with F.R. 9(31) and F.R. 116.

(Comptroller and Auditor Genera’s letter number 151/Codes-1/10-76-Gr. |,
dated 3rd April, 1976).

1.15 The cost of concurrent audit i.e. audit conducted by the Resident Audit Parties
in respect of Government commercial concerns will be worked out according to the

average cost method as laid down in F.R. 127.
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In cases where the immediate gazetted supervision of the audit party is

arranged on a part-time basis, the cost of such supervision will be worked out

proportionately with reference to the approximate time spent on such supervision
while the cost of Headquarter's supervision will be worked out in the same manner as
in the case of local audit.

1.16(a) The redlization of the audit fee is watched by Grant-in-aid Section through the
Register of Audit Fees maintained in Form S.Y. 338 by G.I.A. The amount of Audit
Fee, calculated on the basis of the rates prevalent, during the period when the audit is
conducted, is entered in the register in columns I-11, when the audit Note relating to
Ingtitution from which the fee is recoverable is received. When the ntimation of
credit is received from the Treasury Officer or the Administrator concerned, the fact is
noted in the Register in the remaining columns. A report of the amounts of audit fees
outstanding at the end of each month should be prepared on the 5th of each month and
submitted to the Branch Officer. The register should be submitted to Group Officer
on 15th of April, July, October, January for his information.

(b) Where audit of any body or authority is done as sub auditor on behalf of any
other Accountant General or Principal Director of Audit and Audit Fee is recoverable
from that body or authority, the A.G. auditing the same as sub auditor should prepare
ademand and keep arecord to this effect in their register for making recovery of cost
of audit and for sending a demand to their Principal Audit Officer on whose behalf

the audit of that body or authority is conducted. The Principal Audit Officer will

enter the demand in the requisite register. The recovery of audit fee from the apex
body would then be the responsibility of the Principal Audit Officer.

(Authority: CAG’scircular Number. 36-TAI/83/issued vide CAG’s Number. 15th
TAI/RUL/7-81/vd | dated 1.12.83)

Note 1 Audit fees are leviable for whole days even though only a part of the
day may have been devoted to the Audit work.

Note 2 If a Sunday or holiday is devoted to audit, no audit fee is leviable for
that day unless the auditor actually puts in a full day’s work on such
Sunday or holiday. It does not, however, imply that the local officials
can be compelled to attend to audit on any Sunday or holiday.

1.17 Therecovery of audit fee in the case of local bodies or funds which bank with
treasuries is made by the Treasury Officer by book adjustment out of the funds of the
bodies concerned on receipt from the Audit Party of a requisition to that effect

specifying the amount due for recovery. In cases, where such bodies or funds do not
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bank with the treasuries, the audit fees are credited into the treasury by the
administrator of the funds at the instance of audit.
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ANNEXURE |

(Para 1.6)

Extracts of Section 2.13 to 20 and 24 of the Comptroller and Auditor General’s

Duties, Power s and Conditions of Service Act, 1971

Definitions

2. In this Act, unless the context otherwise requires

@ “Accounts’, in relation to Commercial Undertakings of a Government,
includes trading, manufacturing and profit and loss accounts and balance-
sheets and other subsidiary accounts,

(b) “Appropriation Accounts’ means accounts which relate to the expenditure
brought to account during a financial year, to the several items specified in the
law made in accordance with the provisions of the Constitution or of the
Government of Union Territories Act, 1963 (20 of 1963) for the appropriation
of moneys out of the Consolidated Fund of India or of a State, or of a Union
Territory having alegidative Assembly, as the case may be;

(© “Comptroller and Auditor General” means the Comptroller and Auditor
General of India appointed under article 148 of the Constitution;

(d) “State’ means a State specified in the first schedule to the Congtitution;

(e “Union” includes a Union Territory, whether having a Legidative Assembly

or not.

General provision relating to audit

13.

@

(b)

It shall be the duty of the Comptroller and Auditor General-

to audit all expenditure from the Consolidated Fund of India and of each State
and of each Union Territory having a Legidative Assembly and to ascertain
whether the moneys shown in the accounts as having been disbursed were
legally available for and applicable to the service or purpose to which they
have been applied or charged and whether the expenditure conforms to the
authority which governsit;

to audit all transactions of the Union and of the State relating to Contingency
Funds and Public Accounts;

to audit al trading, manufacturing, profit and loss accounts and balance sheets
and other subsidiary accounts kept in any department of the Union or of a
State and in each case to report on the expenditure, transactions or accounts so
audited by him.
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Audit of receipts and expenditure of bodies or authorities substantially financed
from Union or State Revenues

14(1) Where any body or authority is substantially financed by grants or loans from
the Consolidated Fund of India or of any State or of any Union Territory having a
Legislative Assembly, the Comptroller and Auditor General shall, subject to the
provision of any law for the time being in force applicable to the body or authority, as
the case may be, audit all receipts and expenditure of that body or authority and to
report on the receipts and expenditure audited by him.

Explanation Where the grant or loan to a body or authority from the Consolidated
Fund of India or of any State or of any Union Territory having a
Legidative Assembly in a Financial year is not less than rupees twenty
five lakh and the amount of such grant or loan is not less than seventy
five percent of the total expenditure of the body or authority shall be
deemed, for the purpose of this sub section, to be substantialy
financed by such grants or loans, as the case may be.

2 Notwithstanding anything contained in sub section (1), the Comptroller and
Auditor General may with the previous approval of the President or the Governor of a
State or the Administrator of a Union Territory having a Legidative Assembly, as the
case may be, audit al receipts and expenditure of any body or authority from
Consolidated Fund of India or of any State or of any Union Territory having a
Legidative Assembly, as the case may be, in a financial year is not less than rupees
one crore.

3 Where the receipts and expenditure of any body or authority are by virtue of
the fulfilment of the conditions specified in sub-section (1) or subsection (2) audited
by the Comptroller and Auditor General in a financial year, he shall continue to audit
the receipts and expenditure of that body or authority for a further period of two years
not withstanding that the conditions specified in sub section (1) of sub section (2) are
not fulfilled during any of the two subsequent years.

Functions of Comptroller and Auditor General in the case of grants or loans
given to other authorities or bodies

15.(1) Where any grant or loan is given for any specific purpose from the
Consolidated Fund of India or of any State or of any Union Territory having a
Legidative Assembly to any authority or body, not being a foreign State or
international organisation, the Comptroller and Auditor General shall scrutinize the
procedures by which the sanctioning authority satisfy itself as to the fulfillment of the

condition subject to which such grants or loans were given and shall for this purpose
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have right of access, after giving reasonable previous notice, to the books and
accounts of that authority or body;
Provided that the President, the Governor of a State or the Administrator of a

Union Territory having a Legidative Assembly, as the case may be, may where he is
of opinion that it is necessary so to do in the public interest, by order, relieve the
Comptroller and Auditor General, after consultation with him, from making any such
scrutiny in respect of any body or authority receiving such grant or loan.

2 Except where he is authorised so to do by the President, the Governor of a
State or the Administrator of a Union Territory having a Legidative Assembly as the
case may le, the Comptroller and Auditor General shall not, while exercising the
powers conferred on him by sub section (1) right of access to the books and accounts
of any corporation to which any such grant or loan as is referred to in sub section (1)
is given if the law by or under which such corporation has been established provides
for the audit of the accounts of such corporation by an agency other than the
Comptroller and Auditor Generd;

Provided that no such authorisation shall be made except after consultation
with the Comptroller and Auditor Genera and except after giving the concerned
corporation a reasonable opportunity of making representations with regard to the
proposal to give to the Comptroller and Auditor General right of access to its books
and accounts.

Audit of receipts of Union or of States

16. It shall be the duty of the Comptroller and Auditor General to audit all receipts
which are payable into the Consolidated Fund of India and of each State and of each
Union Territory having Legidative Assembly and to satisfy himself that the rules and
procedures in that behalf are designed to secure and effective check on the
assessment, collection and proper allocation of revenue and are being duly observed
and to make for this purpose such examination of the accounts as he thinks fit and
report thereon.

Audit of accounts of stores and stocks

17.  The Comptroller and Auditor General shall have authority to audit and report
on the accounts of stores kept in any office or department of the Union or of a State.
Powers of Comptroller and Auditor General in connection with audit of accounts
18(1) The Comptroller and Auditor General shall in connection with the

performance of his duties under this Act, have authority-
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@ to inspect any office of accounts under the control of the Union or of a State,

including treasuries and such offices responsible for the keeping of initial or
subsidiary accounts, as submit accounts to him;

(b) to require that any accounts, books, papers and other documents which deal
with or form the basis of or are otherwise relevant to the transactions to which
his duties in respect of audit extend shall be sent to such place as he may
appoint for his inspection;

(© to put such questions or make such observations as he may consider necessary,
to the person in charge of the office and to call for such information as he may
require for the preparation of any account or report which it is his duty to
prepare.

2 The person in charge of any office or department, the accounts of which ;have

to be inspected and audited by the Comptroller and Auditor General, shall afford all

facilities for such inspection and comply with requests for information in as complete
aform as possible and with all reasonable expedition.

Audit of Government Companies and Cor porations

19(1) The duties and powers of the Comptroller and Auditor General in relation to

the audit of the accounts of Government companies shall be performed and exercised

by him in accordance with the provisions of the Companies Act, 1956 (I of 1956).

2 The duties and powers of the Comptroller and Auditor General in relation to

the Audit of the accounts of corporations (not being companies) established by or

under law made by Parliament shall be performed and exercised by him in accordance
with the provisions of the respective legidations.

3 The Governor of State or the Administrator of a Union Territory having a

Legidative Assembly may, where he is of opinion that it is necessary in the public

interest so to do, request the Comptroller and Auditor General to audit the accounts of

Corporation established by law made by Legislature of the State or of the Union

Territory as the case may be, and where such request has been made, the Comptroller

and Auditor General shall audit the accounts of such corporation and shall have, for

the purposes of such audit, right of access to the books and accounts of such

Corporation :

Provided that no such request shall be made except after consultation with the

Comptroller and Auditor General and except after giving reasonable opportunity to

the corporation to make representation with regard to the proposal for such audit.
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Laying of reports in relation to accounts of Government Companies and
Corporation

19A(1) The reports of the Comptroller and Auditor General in relation to the accounts
of a Government company or Corporation referred to in Section 19, shall be submitted
to the Government or Governments concerned.

2 The Central Government shall cause every report received by it under sub-
section (1) to be laid, as soon as may be after it is received, before each House of
Parliament.

3 The State Government shall cause every report received by it under sub
section (1) to be laid, as soon as may be after it is received, before the Legidature of
the State.

Explanation  For the purposes of this Section “Government” or “ State Government”
in relation to Union Territory having a Legidative Assembly , means
the Administrator of the Union Territory.

Audit of accounts of certain authoritiesor bodies
20(1) Save as otherwise provided in section 19, where the audit of the accounts of
any body or authority has not been entrusted to the Comptroller and Auditor General
by or under any law made by Parliament, he shall, if requested so to do by the
President or Governor of a State or the Administrator of a Union Territory having a
Legislative Assembly, as the case may be, undertake the audit of the accounts of such
body or authority on such terms and conditions as may be agreed upon between him
and the concerned Government and shall have, for the purposes of such audit, right of
access to the books and accounts of that body or authority:

Provided that no such request shall be made except after consultation with the
Comptroller and Auditor General
2 The Comptroller and Auditor General may propose to the President or the
Governor of a State or the Administrator of a Union Territory having a Legislative
Assembly, as the case may be, that he may be authorised to undertake the audit of the
accounts of any body or authority, the audit of the accounts of which has not been
entrusted to him by law, if he is of opinion that such audit is necessary because a
substantial amount has been invested in, or advanced to such body or authority by the
Central or State Government or by the Government of a Union Territory having
Legidative Assembly, and on such request being made, the President or the governor
or the Administrator as the case may be, may empower the Comptroller and Auditor

General to undertake the audit of the accounts of such body or authority.
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3 The audit referred to in sub-para (1) or sub section (2) shall not be entrusted to

the Comptroller and Auditor General except where the President or the Governor of a

State or the Administrator of a Union Territory having Legislative Assembly, as the
case may be, is satisfied that it is expedient so to do in the public interest and except
after having a reasonable opportunity to the concerned body or authority to make
representations with regard to the proposal for such audit.

Power s to dispense with detailed audit

24.  The Comptroller and Auditor General is hereby authorised to dispense with,
when circumstances so warrant, any part of detailed audit of any accounts or class of
transactions and to apply such limited check in relation to such accounts or

transactions as he may determine.
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CHAPTER —-11
DUTIESAND POWERS

Duties and power s of the Senior Deputy Accountant General/Deputy Accountant
General (1.C))

2.1  Each Inspection Civil Wing is under the direct charge of the Group Officer
who is responsible for general Administration of the Wing ensuring its smooth and
efficient working. His main duties and powers are given below:-

() General Administration of the Wing.

(i) Personal Supervision of important audits by inspection during the course of
audit; as per requirement of HQ's office.

(i)  Preparation of audit Plan/Programmes/Tour notes of Group Officer

(Authority: PAG/Secy/4091 dated 11-11-2003)

(iv)  Scrutiny, editing and approval of al audit notes.

(v) Active involvement in the review work at every stage as per instructions
conveyed by Sh. P.K. Lahri, Director General (R.S.) vide d.o. letter dated
21.7.1994.

(vi)  Marking of such paragraphs of the Audit and Inspection Reports at the time of
approving the reports, as are of sufficient importance for inclusion in the
Register of Serious Financial Irregularities and in Annual Report of the
department/Government.

(vii)  Scrutiny and approval of the weekly diaries of local audit parties.

(viti) Approva of al extensionsin the time alotments for local audit.

(ix)  Preparation of tour programmes including any deviation of all Gazetted and
Non Gazetted staff of the Inspection Civil Wing for local audit for obtaining
approval of Pr. A.G.

(x) Postings and transfers of all Gazetted and nonGazetted staff to Headquarters
or to various local audit parties within the Inspection Civil Wing after
approval of the Pr. Accountant General.

(xi)  Waiving of objections having monetary value up to the limits prescribed and
subject to the fulfillment of conditions laid down in Para 7.1.16 of the
Comptroller and Auditor General’'s Manual of Standing Orders (Audit) 2
Edition 2002.

(xif)  Granting of regular leaves to Section Officers/Asstt. Audit Officers and
Sr. Audit Officers for periods upto 40 days and Sr. Auditor/Auditors and
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Class1V for periods upto 30 days without substitute. For sanctioning casual

leave he has full powers in respect of the staff working under him.

(Authority: Admn. I/A/70 dated 9-8-2004).
Embezzlement
2.2  When the audit note reveas errors beyond the ordinary he will bring the
matter to the notice of Pr. Accountant General. He will personally deal with all cases
of defalcation or embezzlement, if necessary, by visiting the office in which it is
detected or suspected. Besides the entry in the audit note, he will at the time of
detection separately report all cases of embezzlement to the Pr. Accountant General
and when the case is complete he will submit a second report fully explaining the
case, pointing out the faults in the system of accounts which led to the defalcation and
suggesting remedies to prevent their recurence.
I nspections

2.3(@) The Group Officer is to supervise the field parties more often to meet the laid
down requirement of spending 7 working days in a month in the field. He should
submit the tour note in the prescribed format aongwith his tour progamme for the
following months to Pr. Accountant General’s approval by 25" of the month,
preceeding the month to which it relates. He should not leave headquarters without
the permission of the Pr. Accountant General

The tour programme shall be framed in such a way that the Group Officer is
available at Headquarters on the dates of PAC/COPU meetings

(Comptroller and Auditor Genera’s letter No. 4473-GEIP 31-61, dated 19th
July, 1961 and his D.O. No. 5117-GEI/53-58, dated 31st October, 1958 and PAG No.
PAG/Secy./4091 dated 11-11-03).

(CAG letter No. 1271-0O&M/7-81 V dated 24-9-85)

The Group Officer (IC) shall prepare his tour programmes for local and outstation
units, giving coverage to maximum number of units, rotation of stations, parties and
units so as to avoid deviation at a later stage. However, any deviation from approved
programme in respect of party unit, station (local or outstation) dates of supervision
and transit shall have the prior approval of the PAG.

(Authority: PAG/Secy/4091 dated 11-11-2003)

(b) The Group Officer (I-C) is liable at any time to be recalled from tour by the
Pr. Accountant General for special purpose.
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(© Other annual, biennial etc. audit should be supervised as under-
Supervision

Category A Units have more than Rsone crore expenditure 100%
excluding establishment and will be audited
annually

Category B Units having expenditure between Rs 25 lakhs to  50% by
one crore and will be audited bi-annually Sr. AO/AO

Category C  Units having expenditure less than 25 lakhs and No supervision
will be audited once in three/four years required

Authority: File No. IC-1/HQ/TP/Audit-Plan/2004-2006

In addition to that as far as possible full gazetted supervision should be provided for

the following items of local audit :

() Efficiency-cumPerformance Audit

(i)  Audit under section 14, 15, 19 and 20 of the Comptroller and Auditor
Generd’s (D.P. & C.S) Act, 1971.

(iii)  System audit wherever special audit of specific systems are taken up.

(iv)  Audit of district and higher level offices which deal with development
activities under plan programme.

(V) Special Audits (Frauds, embezzlements).

(vi)  Other annual, biannual etc. audits should be supervised to the extent of 50%
subject to a minimum period of 3 days towards the closing stages of each local
audit.

(Authority- C.A.G. letter number. 974-O&M/7-81/Vol. V dated 30.11.82 and
1271-O&M/7-81-V dated 24.9.85)

Duties of Sr. Audit Officer/ Audit Officer (Headquarters)

24 The Sr. Audit Officers/Audit Officers incharge of Civil audit Wing
Headquarters Section shall be responsible for supervision and efficient working in the
sections under their charge. They will assist the Group Officer (Inspection Civil) in
performance of his duties and in the discharge of the duties enumerated in clauses (iii)
to (vi) in para 2.1 above and will undertake such other items of work as may be
entrusted to them by the Group Officer (Inspection Civil). Sr. Audit Officer/ Audit
Officer (Headquarters) may allow extension in time allotments upto 4 days with the
approval of Group Officer. The Audit Officer /Sr. Audit Officer will have power to

grant casual leave up to 8 days at a time to the staff working under the Assistant Audit
Officer/ Section Officers, when the period exceeds the Assistant Audit Officer’s
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Section Officer’s power of sanction. In addition, he may sanction regular leave with
pay and allowances to the Assistant Audit Officer/ Section Officer, Sr. Auditor/

Auditor working under him up to a maximum period of 30 days at a time provided he
does not require a substitute. Sr. Audit Officer/ Audit Officer may sanction regular
leave upto 30 days to the Auditors working under him.
(Authority: Admn. I/A/70 dated 9-8-2004)
Duties of I nspecting Officer.

25  The Inspecting Officers are responsible for supervision and efficient working
of local audit parties entrusted to their charge. The Inspecting Officers of local audit
parties will have the following duties. :
() The duties and responsibilities assigned to the Inspecting Officer according to
the provisions in Section VI of Manual of Standing Orders (Audit) are sufficiently
exhaustive. Besides performing the coordinating functions to achieve over-dl-
efficiency in performance and seeing that necessary process of audit of the various
documents have been carried out by the staff under him, the Inspecting Officer will do
a certain amount of original work and examine personally with reference to original
documents all important points raised by the staff. He should personally review al
tenders and agreements and also see whether the state of accounts in the office
inspected is satisfactory. He should himself draft the Inspection Report and discuss it
with the head of the office inspected, wherever he is present at the close of the
inspection..

(Annexure to Para 6.1.7 of MSO (Audit) — 2" Edition - 2002
(i) In case of important audits he should ensure that he gets necessary briefing
where required from the Group Officer (Inspection Civil) well in time with regard to
any special point to be examined during such local audit. Likewise in the case of
specia audits he has to ensure that necessary guidelines on which special audit is to
be conducted are obtained from the Headquarters and the period for which the records
are to be examined in detail is also to be ascertained.
(iif)  The Inspecting Officer shall make it a point to cal on the Head of Office
being inspected in the beginning of audit and ascertain from him if he has any
suggestions for looking into any point of importance in greater details. He should
examine such suggestions and also other matters which come to his notice for

deciding upon the lines on which the local audit is to be started.
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(iv)  The Inspecting Officer has to acquaint himself with the system of finance of

the office /institutions, the accounts of which he is inspecting what makes up ts
receipts and how its money is expended. He should then make up his mind as to what
system of accounts is necessary for these receipts and expenditure, what registers are
necessary for internal check purpose and how far the existing system conforms to this
standard. This is the elementary and primary responsibility of the Inspecting Officer
to be discharged at whatever stage he comes in on the inspection.

(v) The Inspecting Officers should guide their staff, do a certain amount of
origina work in respect of important transactions and should personally examine with
reference to the initial documents all important points raised by their staff.

(vi)  The settlement of outstanding paragraph of the earlier inspection reportsis one
of the important duties of an Inspection Officer.

(vii) Heshould try to get al the facts and explanations on the spot by discussing the
points raised during inspection with the Heads of Offices concerned. Wherever the
Inspecting Officer feels that the points raised by him are so important that they may
ultimately find a place in the Audit Report of the Comptroller and Auditor Genera, he
should take particular care to examine all the issues involved, collect al the relevant
information and also take attested copies of those documents which are likely to be
useful in pursuing the matter with higher authorities so that, while editing the draft
paragraphs for the Audit Report, Headquarters should not find themselves at a loss
because of missing links in the facts and arguments set forth necessitating a fresh
reference through the next audit party resulting in avoidable loss of time.

(Comptroller and Auditor General’s D.O. Number. 1307/Admn. 1-388-85 dated 24th
September, 1985)

(viii) It should be recognised as one of the important duties of Inspecting Officer to
report immediately to the Group Officer (Inspection Civil ) anything really serious or
important which comes to light in the course of his inspection without waiting to be
included it in the inspection report.

(ixX) It is essential that in the case of supervised audits, the Inspection Reports
should be drafted and edited by the Sr. Audit Officers/Audit Officers.

(Comptroller and Auditor General’s letter number. 1307-Admn 1/388-55, dated 24th
January, 1955 and Number. 76-Tech-Admn 1-385-65 dated 14th January, 1966)

(x) The Inspecting Officer shall personally attend to the following items of work
during local audit -
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@ Disposal of last Inspection Reports including review of old objections.

(b) Conduct a general review of the cash book and scrutiny of transactions
involving heavy expenditure and receipts of peculiar nature.

(© Examination of system of stores, purchases and genera review of purchases
made.

(xi)  The Inspecting Officer shall approve the distribution of duties between the

members of audit party.

The issue regarding sanction of leave to the members of field parties on a
uniform pattern by all the Groups was examined in the light of the Headquarters letter
number. 766-TA 1/137-80 dated 16.8.1980. Accountant General accordingly ordered
that the procedure underlined below should be followed by all the Groups:

Q Casual leave

All kinds of leave shall be applied for in advance. Assistant Audit Officer/
Section Officer incharge of the field Inspection Party may sanction casual leave upto
5 daysto the Sr. Auditor/ Auditors and other staffs working under them. Similarly Sr.
Audit Officer/ Audit Officer supervising the field party may sanction casual leave to
the Assistant Audit Officer/ Section Officer upto 3 days at atime.

In case of emergency and urgent necessity, the Sr. Audit Officer/ Audit
Officer/ Assistant Audit Officer/ Section Officer may themselves avail of casual leave
not exceeding 2 days at atime. They, shall, however inform the Headguarters Section
telegraphically before proceeding on leave. For further extension of leave, they shall
apply to the Headquarters sections in advance.

2 Regular leave

In al cases applications for regular leave should be sent to the Headquarters
Sections for sanction by the Competent authority i.e. Sr. Audit Officer/ Audit Officer/
Group Officer. However, in case of emergency/urgent necessity when casual leave is
not due to the official/officers, provisions as outlined in sub para | above shall apply.

The leave applications in all cases shall be despatched under Registered cover
on the same day to the concerned Headquarters Section. Headquarters Section in all
the Groups shall maintain the casual leave account and verify the same with weekly
diary reports.

(Authority: Control/11-1/Field Parties/|eave/87-88/2159-62 dated 21.12.87)

23




(xiii)  The Inspecting Officers are required to report important and interesting cases

on the prescribed proforma to the Pr. Accountant Genera every month, demi-
officialy by 5" of the following month with a copy to the Group Officer concerned.
Duties of Headquarters Section/Audit Units and other Sections

26  The Civil Inspection Wing Headquarters Section is responsible for the

following items of work -

() Keeping up to date the list of offices to be locally audited.

(i)  To draw out an audit plan of units to be audited in the next financial year for
approval by the Pr. Accountant General.

(i)  Preparation of tour programmes of audit parties and Inspecting Officers under
the orders of the Group Officer/Sr. Audit Officer/ Audit Officer
(Headquarters).

(iv)  Sending intimations of dates of local audit to the concerned officesin time.

(v) Ensuring that the local audit and inspection are carried out in accordance with
the approved programmes.

(vi)  To get the month/months account selected for detailed audit and intimate the
same to the local audit parties.

(vii)  Toensurethat Audit Note/ Inspection Report of each office, the audit of which
is completed, is received at Headquarters in time and is not detained by the
local audit party beyond the prescribed period.

(viii) To ensurethat al Audit Notes Inspection Reports received are properly and
promptly edited and issued to the concerned offices after approval by the
Group Officer within the framed schedule of time.

(ix)  Scrutinize the annotated copies of Audit and Inspection Notes received from
the Departmental Heads, issue further remarks, if any, or take any further
action on the same until al points raised in the Audit and Inspection Notes are
finally settled.

(x) To review the outstanding paras and the Audit Inspection Notes monthly and
maintain an up-to-date position of outstanding paras/IRs in the Para Registers

(xi)  Maintenance of all prescribed Registers and issue of reminders when due.

(xii)  Supplying the local audit parties with copies of al important orders,
interpretations of rules and books, codes and manuals which are useful for
local audit purposes.

(xiti)  Correspondence with the State/Central Government regarding local audit.
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(xiv) To seethat photo copies of list of payments and schedules of drawls relating to

selected months are promptly supplied to the local audit parties after obtaining
the original from D.C. Sections of the office of A.G. (A&E) Punjab.

(xv)  Furnishing material required by the Report Section for incluson in Audit
Reports.

(xvi) To see that amount of the Audit Fee charged from auditee organisations as
circulated to the local audit parties has been correctly worked out.

(xvii) Ratesof Audit Fees are revised promptly as and when the occasion arises.

(xviii) Examination of the weekly diaries and stamp accounts received from the local
audit parties.

(xix) Checking of movements of the party personnel shown in their T.A. bills with
the sanctioned tour programmes, weekly diaries and casual leave registers,
etc., and passing on the T.A. bills to Administration Section with certificates
regarding verification of dates, etc.

(xx)  Staff requirements of the Inspection Civil Wing for each financial year are
correctly worked out and sanction obtained from the Pr. Accountant General/
Comptroller and Auditor General well in time.

(xxi) Budget Estimates are prepared well in time and sent to Administration Section

(xxii) Seeing that all the local audit work is done punctually and regularly.

(xxiii) Preparation of periodical arrear reports and other returns.

(xxiv) Maintenance of important orders files for guidance of the Headquarters
Sections and local audit parties, and keeping the Manua of Inspection Civil
Wing up to date.

(xxv) Casual leave accounts of the staff of the Inspection Civil Wing and
applications for casual leave of local audit parties and Headquarters
establishment will be kept in Headquarter Sections.

(xxvi) All other miscellaneous and policy matters relating to the Inspection Civil
Wing in connection with local audit/inspection and disposal of Inspection
Reports etc., should be dealt with promptly.

(xxvii) Maintenance of all the prescribed registers shown in Appendix I. These
registers should be examined by the Assistant Audit Officer/ Section Officer
and submitted to the Sr. Audit Officer/ Audit Officer (Headquarters ) and
Group Officer (Inspection Civil) on the due dates given in the Calendar of

Returns maintained as per Appendix |11 of this Manual.
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(xxviii) All other miscellaneous and ancillary items of work as may be entrusted.
Digtribution of Work at Headquarters

2.7  There are 12 sections at the Inspection Civil Headquarters each under the

charge of an Assistant Audit Officer/ Sction Officers. The distribution of work

amongst the Headquarters Sections is as under -

Inspection Civil Headquarters Section (I & 11)

() Genera Administration, Co-ordination and policy matters.

(i) Preparation of Audit Plan, tour programmes and dealing with matters relating
to local audit.

(i)  Preparation of staff requirements and budget estimates.

(iv)  Postings and transfers.

IC-1 Audit Unit |

Genera Administration, Police, Punjab Home Guards, Justice, Revenue,
Finance, Hospitality, Election, Small Savings, Gratuitous Relief, Village & Khadi
Board, Printing & Stationery, BSF, ITBP etc.

IC-l1 Audit Unit 11

Food & Supply, Jails including Central Jails, Central offices, Medical,
Ayurvedic, Homoeopathic, Family Welfare and other Misc. Units viz. Controller of
Stores, Director Colonisation, Government Work Centre Rajpura, Central Medical
Store Patiala, Government Aero Engine Workshop Patiala, Government Central
Workshop Chandigarh, University Text Board

[C-11 Audit Unit |

Industries, Agriculture, Soil Conservation, Cooperation, Economic &
Statistics, Transport, Tourism, Sainik Welfare, Welfare of SC & BC, Planning
Department, Rural Development, Urban Development, Fisheries, Anima Husbandry
and Dairy Development etc., Labour Employment, Social Security and Welfare of
Women and Child Development, PUDA, Punjab Mandi Board.

[C-11 Audit Unit Il

General Education, Technical Education, Sports and Youth Services, Art &
Culture, Public relationg/Information, N.C.C., Language, Library, Archeology and
Museum, Industrial Training Institutes etc., Pension Audit of Banks.

(AG's orders issued vide No. AG/Secy/99-2000/2076 dated 18-6-99 and No.
PAG/Secy/3882 dated 12-1-2003)

G.l.A.

All work related to Audit under Section 14, 15, 19 and 20 of C A.G.’S
(DP&Cs Act) 1971. Preparation of SAR, Externally aided projects, issue of audit
certificates including/maintenance of guard files of World Bank Project.

(Authority: O.O. Insp (c)/HQ/93-94/26 dated 31.3.94
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(Authority:  A.G.s order dated 5.10.87 in CASS | Section file (IC/CASS
I/Portfolio/87-88/Val. I)
Draft Para Section/Port Folio Section

Maintaining port folio files in respect of State and Central Plan and Centrally

sponsored scheme.
Processing of SIRs for finadlisation of Draft Paras and P.A.C. matters
connected with D.Ps.

Central Audit Support Section - |

() Processing of material for Chapter |1 & 11 of Audit Report (C).

(i) Preparation of draft paras in respect of losses and defalcation, write off of
losses etc., utlization of contingency fund.

(i)  Issue of audit certificates in respect of State/Central Plan Schemes, Centrally
Sponsored Schemes.

(iv)  Scrutiny and verification of Finance and Appropriation Accounts as per
C.A.G.’s Office Circular Number. 1378-Rep (s) 59.84 dated 5.3.84 (vide para
5.2 of MICA)

(v)  Vetting of Rules/notifications proposed to be issued by the State Government.

(vi)  Review of five grants and omnibus paras.

Central Audit Support Section ||

() Coordination and framing of audit programmes, deployment of parties, the
audit of compilation Sections (except DC Forest) including RAO Nanga &
Patiala (A& E Sub Offices).

(i)  Vetting, issuance and pursuance of Audit Notes of CAPs.

(i)  Audit of sanctions/Agreements.

(iv)  Scrutiny of material for audit report and its transmission to CASS-.

(Authority : O.O. Number. 103 dated 4.1.1988)

Duties of Assistant Audit Officers/ Section Officers (Headquarters)

28 The Assistant Audit Officers Section Officers at Inspection Civil Wing

Headquarters hold the supervisory charge of the sections and are required:

() to exercise a methodical, complete and clear supervision over the working of
their sections to see that orders are understood and correctly followed, to
maintain discipline and tidiness in the sections, to see that the work of the
section is evenly distributed, to see that standing orders regarding attendance,

leave and general conduct are strictly observed and to bring to the notice of the
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Sr. Audit Officer/Audit Officer, incharge any irregular habit, disorderly

conduct, neglect of duties or insubordination on the part of their staff as
detected by them.

(i)  To maintain a Calendar of Returns showing the due and actual dates of
submission of reports and returns to the various authorities. This should be
submitted for Branch Officer’s review on the 2nd, 8th 15th and 22nd, of each
month. Blank note sheets should be appended to and bound with the Calendar
of Returns for the purpose of submission of the weekly reports in the form
given below. The Assistant Audit Officer/Section Officer should indicate on
them if any return has been delayed. The Branch Officer should record the
result of his scrutiny and his further instructions, if any. The Caendar of
Returns should in addition be submitted every month to the Branch Officer for
signatures at the end in the space provided for along with the monthly report
on the state of work. The timely submission of the calendar of Returns should
be watched through the Calendar itself.

Page ItemNo. Brief Whendue To whom Reasons Probable date by
particulars due for delay which it will be
submitted.

(Para 1.6. of Manual of Office Procedure and General Services and Maintenance

Branch, Vol-I Part- A).

@iii)  To maintain and keep in safe custody the Attendance Register, casua leave
Registers, Register of Financia Irregularities and to submit all reports
(including Diary Reports), Registers, Statements etc. due from the section.

(iv) Toseethat -

@ the old records requisitioned from the records branch are not unnecessarily
retained in the section; and

(b) all correspondence files and other records are duly arranged and delivered to
the Branch when due.

(v) To see that no arrears of any kind accumulate and to submit to the Branch
Officer on the first of each month an arrear report in the prescribed form O.A.
9 (given in Appendix | to this Manual) reflecting the true state of work in the
section.

This report should reach Group Officer (Inspection Civil) by the end of each month.
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(vi)

(vii)

(viii)

(i)

)

(xi)
(xii)

(xiii)

(xiv)

(xv)

to overhaul thoroughly at least once a month all papers on his assistants tables,
racks stools, pigeon holes, drawers, amirahs etc. to see that nothing has
escaped or escapes disposal and that all disposed of papers, vouchers etc., are
regularly and properly filed. The result of overhauling should be reported to
the Gazetted Officer-incharge on the 15th of every month through a Register
which should be submitted quarterly to the Group Officer (Inspection Civil )
on the due date.

to see that all codes and reference books supplied to the Section are kept upto
date and are readily available.

to see that the Sectional Order Book and other files containing office orders,
circulars, government letters, etc., are properly maintained and kept up to date.
to see that the particulars of all documents etc., sent out are noted in the
registers prescribed for the purpose.

to ensure the correctness of all information, facts, figures, communicated to
government departmental authorities other Audit Offices as also to Control
E.C.P.A. and G.I.A. Sections in this office.

to pursue vigoroudly all cases of financial irregularities, losses, etc.

to maintain a note book for recording the various points which he has to watch
but which are not required to be noted in any one of the prescribed registers
and to put it up to the Branch Officer on the 5th of each month. This record
should be handed over to the successor whenever there is a change in
incumbency.

(Para 1.14 of Manual of office procedure and of the Genera Services and
Maintenance Branch)

to sign ordinary, routine and printed letters for the Sr. Audit Officer/ Audit
Officer whether he is on tour or at Headquarters.

to go through carefully the letters received daily through the Diary to mark
specially those letters which require prompt action and reply and to see that no
delay occursin their distribution and disposal.

to see that the disposal of correspondence and bills received through Sectional
Diaries marked under the signatures of Auditor is not only correct but also
complete viz, the case number of the relevant file is given where the disposal
is marked as “Filed”. The Section’s despatch number is given in case reply

has been issued and the number and date of transit register is quoted when a
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(xvi)

(xvii)

(xviii)

(xix)

(xx)

letter is finaly transferred to another section for disposal and for this purpose

to check and initial cent percent the entries of disposal in case of letters from
the Government of India, Punjab Government and the Comptroller and
Auditor General of India and five per cent of other entries and give a
certificate to this effect on the weekly diary reports.

(Office order no. TM-119-1/117, dated 4th February, 1958 read with para
4.4.1 of the Manual of office procedure and General Service and Maintenance
Branch)

to dispose of, himself, as far as possible, after obtaining necessary information
from his assistants al U.O. references and important letters from the
Government of India, State Government and Comptroller and Auditor General
and to see that where necessary a copy is invariably taken of al unofficia

references for inclusion in the office files.

to see that letters and other papers which are of interest to more than one
section of the office as also the ruling and orders of general applications which
are received direct in the section are circulated/communi cated without delay to
other Assistant Audit Officers Section Officers for information and necessary
action.

To pass file orders on al letters, half margin, etc.-except letters from the
Government of India, State Government and Comptroller and Auditor General
of India, which should be filed only under orders of Sr. Audit Officer/Audit
Officer/ Group Officer incharge.

To review the haf-margin and despatch registers periodically and to see that
reminders are issued where necessary in accordance with the instructions laid
down in Para 4.22 of the manual of Genera Office Procedure and General

Services and Maintenance Branch Volume. | Part-A.

To review the Sectional Transit Register at the end of each month to see that
al letters entered therein for transmission to other Sections are duly received
by them under dated initials without undue delay; that effective steps are taken
to dispose of the disputed letters and undelivered letters are shown as
outstanding in the diary report.

(Office order No.-TM/H-7-11/40, dated 4th April, 1957 read with para
4.20(vi) of Manual of office procedure and of General Services Maintenance
Branch Vol-I Part-A)
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(xviii) Following powers have been delegated to the Assistant Audit Officer/ Section

@

(b)

(©

Officers by the Comptroller and Auditor General of India -
Monthly indents of forms and stationery will be signed by the Assistant Audit
Officer/ Section Officers.
The Assistant Audit Officers/Section Officers will be competent to give file
orders on all letters except letters from the Comptroller and Auditor General of
India, the Punjab Government and the Government of India, which should be
filed only under the orders of the Branch Officer/Group Officer.
The Assistant Audit Officer/ Section Officers of the Controlling Sections viz.
Control Section and Inspection Civil Wing (Headquarters) may communicate
important orders received for circulation and orders issued by the
Pr. Accountant General and Deputy Accountant General as the case may be.
The Assistant Audit Officer/ Section Officers may grant casua leave to Sr.
Auditors Auditors etc. working under them up to five days at atime. They
may also condone late attendance of the members of staff for a maximum of
two days in a month. Not-withstanding the aforesaid delegation in favour of
Assistant Audit Officer/ Section Officer, the Attendance Registers may
continue to be submitted to the Sr. Audit Officer/ Audit Officer daily.
(C.A.G.’ S Letter no. F-40SD(P) 73, Volume |1, dated 25th August, 1973).
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CHAPTER I
GENERAL RULES AND PROCEDURE
Applicability of Manual of Office Procedure and of GSM Branch
3.1  TheManual of Office Procedure and of the GSM Branch and orders of genera
application in other Manuals of the office apply also to the staff of Civil Inspection

Wing except to the extent that this Manual specifically authories variations from those
orders. Some of the important provisions of the Manual of Office Procedure and of
GSM Branch are reproduced below -
Conduct Rules

3.2  The standing orders of the Government of India regarding the conduct of all
public servants holding or exercising any civil office (other than a menial office)
under the Government are contained in a gparate pamphlet entitled “The Central
Civil Services (Conduct) Rules, 1964”. The rules are applicable to all members of the
office, including all Gazetted Officer and they should make themselves acquainted
with these.

Hours of Attendance
33 (i) Normal office hours of attendance on all working days are from 9 a.m.
to 530 p.m., with a lunch bresk for half an hour from 1.00 p.m. to 1.30p.m.
However, the Assistant Audit Officers Section Officers have powers to require early
or |late attendance when the work isin arrears or the interest of public service requires
it. In the case of compulsory attendance on holidays, Assistant Audit Officers/
Section Officers should obtain prior sanction of the Branch Officer concerned.

(Government of India, Department of Personnel OM NO.-13/4/85-JCA dated 21.5.85
and O.0.No. Admn./A/3057 dated 12.11.86)

(i) No official should leave office during the day without the permission of his
Assistant Audit Officer/ Section Officer nor should Assistant Audit Officer/ Section
Officer do so without the permission of his Branch Officer.

(iii)  Leave of absence should be given to Muslim employees for a period sufficient
to enable them to attend Juma prayers, provided the time so spent is made up, if
necessary, outside the office hours, on the same or other day of the week.

(iv)  The Comptroller and Auditor General of India in consultation with the
Ministry of Home Affairs has decided that no Government servant should get any
privilege like coming to office late or leaving office early on the ground of his

community or religion alone.
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(C.A.G.’scircular Number. 301-NGE 1/211-66, dated 17th February, 1967).
Attendance Register

34 (i) All assistants are expected to be in their places punctually at 9.00 am.
An Attendance Register in the prescribed form will be maintained in the office and
kept on the table of the Assistant Audit Officer/ Section Officer for marking
attendance by the staff. As each person arrives, he should put his initia in the
attendance register and then commence work.

(i) At 9.10 A.M., the Asstt.Audit Officer/Section officer will make red cross mark
against the names of the absentees under his initials and submit the register to the
Senior Audit Officer/ Audit Officer-incharge. Any member of the staff coming late,
should put down in the red ink the exact time of his attendance below the cross mark
in the presence of the Branch Officer.

(iii)  The nature of the absence should be stated in the case of all absentees. After
the register is seen by the Sr. Audit Officer/Audit Officer incharge, it should be kept
under lock and key by the Asstt. Audit Officer/Section officer.

Note: The names of permanent incumbents making up the sanctioned scale of the
Section should invariably be shown in order of seniority in the Attendance
Register and below them the names of the temporary or officiating clerks
working in the Section in leave or other vacancies.

(Authority: Comptroller and Auditor General letter N0.301-NGE 1/211-66 dated
17.2.67).

Penalty for Late Attendance

3.5  The Government of India have, with a view to ensuring the observance of
punctuality and efficiency in the transaction of work in Central Government Offices,
decided to discontinue the practice of allowing a government servant to attend office
late, and have laid down the following instructions:-

() Half a day's casual leave should be debited to the C.L. Account of a
Government servant for each late attendance but late attendance upto one hour on not
more than two occasions in a month may be condoned by the Sr. Audit Officer/Audit
officer if he is satisfied that it is due to unavoidable reasons like illness in the family,
cycle puncture, late running of buses/trains etc. In case such a course does not ensure
punctual attendance of Government servant, suitable disciplinary action may be taken
against him in addition to debiting ¥~ day's casual leave to his casual leave account, on

each occasion of such late attendance.
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(Comptroller and Auditor General letter N0.3186-NGE 1/12-73 Dated 12.9.75 filed in
Admn. 1V/punctuality 75-76).

(i) Half a days causal leave for the first half or second half may be granted if

applied for by a Government servant to attend to some urgent private work which
does not require a full days casual leave e.g., when one has to go to Railway Station
or Bus Stand to receive a guest or afriend or to go to a dispensary to have himself or a
member of his family treated.
(i)  For the grant of %2 day's casual leave, as mentioned in sub-para (ii) above, the
lunch break will be dividing line, e.g., a person who takes Y2 days casual |leave for the
forenoon session, is required to come to office at 1.30 P.M.. Similarly, if a person
takes leave for the afternoon session he can be allowed to leave office at 1.00 P.M.
(iv)  Inview of the decisions contained in the preceding paragraphs, the balance at
credit in the casual leave account of government servants can be in terms of full day
or half day. In such casesthereis no objection to the grant of ¥z day’s casual leave in
conjunction with full day or day’s casual leaw, 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 %2 day’s casual leave in conjunction with full day
or days 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.
(v) In the case of a government servant who having exhausted his casual leave
attends office late upto one hour at a time for unavoidable reason mentioned in para
() above such late attendance may be condoned on not more than two occasions in a
month. If however, he attends office late on subsequent occasion (s), in a month,
disciplinary action may be taken against him.
(vi)  As no orders regarding punctua attendance would be fully effective unless
strict measures are taken for their enforcement, the supervisory staff should be very
particular in scrutinizing the Attendance Register. The lunch break must be
scrupulously observed even by the supervisory staff. Surprise daily check must be
carried out in one or two sections by the Branch Officer.

Combination of half casual leave with Regular leave.
36 (i) In case where a Government servant has got, only %2 day’s casual leave
due in his casua leave account and avails of the same after the lunch break, and is
unable to resume duty on the next day due to unexpected iliness or some unforeseen

compelling grounds, he may as an exception to the genera rule be permitted to
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continue half a day’s casua leave with regular leave. Those who have only half

casua 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 absence for that
working day and for subsequent days, if any) should not be allowed the last half a
day’s casud leave for the afternoon.
(i) 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 objectionto the
grant of % a day’s casua leave in combination with regular leave, if the other
conditions mentioned in the last sentence of sub-para (i) above are satisfied. In such a
case it has been held by the C.A.G. of India that, since the casual leave does not
constitute absence from duty and the pay is not intermitted, the Government servant
should hand over charge on the afternoon of the date of commencement of casual
leave. In the case of non-gazetted officers, the officer concerned would be deemed to
have been relieved from the afternoon of the date of the commencement of casual
leave.
(i) At the end of each month, the Assistant Audit Officer/ Section Officer will see
that the abstract (last 4 columns) in the Attendance Register of his section is complete
and then have number of days on which each Auditor/Clerk attended late, entered in
the casual |eave Register. The deduction for casua leave forfeited for |late attendance,
during December of any year or when no casual leave be at credit, will be made from
account of casual leave ordinarily admissible during the next year, unless the period is
treated as regular leave. The abstract should be submitted to the Sr. Audit
Officer/Audit Officer-incharge in the first week of the following month.
Sitting late hours

3.7 If intheinterest of the office work, it becomes absolutely necessary for some
members of the staff to sit after 7 p.m., they should obtain the prior permission of the
Group Officer concerned and communicate it to Administration Section concerred for
information.

Attendance on Holidays
3.8 It has come to notice that some assistants attend office on Sundays and
holidays even when their Assistant Audit Officer/ Section Officer do not attend the
office and experience inconvenience when the chowkidars refuse to open the section

for them. In such cases the Assistants should obtain written permission from the
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Branch Officer/Group Officer to the effect that they will attend office on holidays
without their Assistant Audit Officer/ Section Officer.
(Office order no. B/44, dated 10" August, 1950)

Absence without leave

39  Staying away from office without leave renders a person liable to dismissal,

except when the cause is sudden illness, or unforeseen circumstances of a pressing

nature. In every case of absence without prior sanction, the reason of absence should

be communicated at once and, if it is due to illness, a medical certificate should be

produced, if so directed by the Branch Officer/Group Officer concerned.
Arrangement of work when Group Officer on tour

3.10 When Group Officer (Inspection Civil) is on tour, al letters on which orders

are required to be passed by him which are to go to Pr. Accountant General through

him should be got approved from the Group Officer who may be looking after the
work of the wing in the absence of Group Officer (Inspection Civil). During this
period if any delay in the disposal of a reference is apprehended, the matter should at
once be brought to the notice of the Group Officer by the Assistant Audit Officer/
Section Officer explaining the reason for the delay.
Sectional duty lists

3.11 With a view to facilitating fixation of responsibility against any of the
Auditors and Assistant Audit Officer/ Section Officer at fault, it has been decided by
the CAG of India that the Sectional Duty lists showing the details of work allotted to
each Auditor in the Section, may be properly drawn up and that continuous record of
incumbents with specimen of their signatures and initials with dates should be
carefully maintained. To give effect to this decision the following instructions are
issued for strict compliance by all concerned -

() Statements showing the detailed particulars of duties on which each member
of the office establishment is employed, duty approved by the Group Officer,
having the supervisory charge should be drawn up and kept up-to-date in each
section of the office.

(i)  The statements referred to in sub-para (i) above should be formally got seen
by each individual concerned and his dated signatures and initials obtained on
the relevant duty lists.

(iii)  Whenever a person in a section is transferred to another section or office or

relieved to proceed on leave, etc., the Assistant Audit Officer/ Section Officer
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should obtain the dated signatures and initials of the relieved and relieving Sr.
Auditord Auditors on the relevant duty list and submit the duty list to the

branch Officer concerned in the following manner -

Made over Taken over
Dated signatures of the relieved Sr. Auditor/ | Dated signatures  of the relieving
Auditor Sr. Auditor/ Auditor
(Dated initials) (Dated initials)

Dated signatures of the Assistant Audit
Officer/ Section Officer.

(Dated initidls )

Sr. Audit Officer/ Audit Officer

Besides the relieved Auditor may aso be required to submit a detailed charge
report as at present, showing the state of work on his seat to his Branch Officer
through the Assistant Audit Officer/Section Officer at the time of his transfer. The
Assistant Audit Officer/ Section Officer may also submit such a report to the Group
Officer concerned through his Branch Officer at the time of his transfer.

Note:- The specific form of notes to be submitted by Assistant Audit Officer/ Section
Officer and Sr. Auditors/ Auditors on the eve of their transfer or proceeding on
leave is given in para 1.2.2 to 1.2.6 of the Manual of office procedure and of
the Genera Services and Maintenance Branch Vol. | Part A.

(iv)  The detailed duty lists may be kept in the personal custody of the Assistant
Audit Officer/ Section Officer and a specific mention to the effect that the duty lists
have been made over o the successor, Assistant Audit Officer/Section Officer should
invariably be made in charge reports of the Assistant Audit Officer/Section Officer,
whenever necessary.

(Office Order no. Admn I/A/342, dated 16" January, 1960)

Verification of Sanctioned Strength

3.12 The Administration Branch circulates a statement showing the sanctioned
strength of each section both permanent and temporary as on 1% April and 1% October
each year. The controlling sections are required to confirm the strength shown therein
within 15 days of the issue of the statement otherwise it will be presumed by the
Adminigtration Branch that the sanctioned strength shown in the statement has been
accepted as correct.
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Skeleton Register
313 (i) The Skeleton Registers containing the sectional dak should first be
submitted to the respective Branch Officers so that they can avail themselves of the

earliest opportunity of perusing the sectional dak and recording thereon such
instructions as they may consider necessary. With a view to expediting disposal of
inward dak, the Branch Officer should also give proper guidance and indication for
suitable disposal, wherever possible, on the letters received before passing them to the
section. The Skeleton Register should then be passed on to the section concerned.
The Assistant Audit Officer/ Section Officer should examine the letters, etc., received
in dak of the section and after initialing each letter, etc., mark them to the respective
Sr. Auditors/ Auditors. The Assistant Audit Officer/ Section Officer should also
record such instructions on the letters as may be necessary for their disposal.
(A.G. s orders dated 11'" November, 1963, File Admn. I/Misc./63-94)
(i)  While doing so, the Assistant Audit Officer/ Section Officer should keep a
note of al important and urgent letters received in the section either on his
engagement pad or in separate note-book to be started for the purpose. The diarist of
the section will check up the letters entered in the Skeleton Register, give
acknowledgement in this register and enter the dak in the sectiona diary (Form
SY 318A). The first seven columns of the diary as also the subject-matter of the
letters received in the section will be duly written up by him. He will make over the
letters to the Sr. Auditors/ Auditors concerned promptly after taking their initias in
the diary. The Sr. Auditors/ Auditors should similarly keep a note-book through
which the receipt, disposal and movement of the letters should be watched. Letters
not pertaining to the section and marked as such under the dated initials of the
Assistant Audit Officer/Section Officer will be passed on to the section concerned or
in case of letters entered in the general/registered diary, G.S.M. Section for further
disposal.

Marking of Sectional Dairy
314 (i) In respect of the documents received from other branches of the office
all columns of the sectional diary will be written up by the diarist of the section
receiving them. The disposa of letters should be noted in the diary under the full
signatures of the Sr. Auditors/Auditors concerned and in case of reply sent out, the
sectional despatch number of the letter forwarding the reply should be noted. Where

no reply is necessary, the letter ‘F will indicate ‘Filed’. The case number of the
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relevant file should be given against it. If aletter istransferred to a section other than

G.S.M. for disposal, the fact will be entered in the column how disposed of’ and the
particulars of the letter will be entered in the transit register. In order to ensure the
correctness of the entries of disposal recorded by the Sr. Auditors/Auditors concerned,
the Assistant Audit Officer/Section Officer should check cent percent the entries of
disposal in the case of the letters received from the Government of India, Punjab
Government and Comptroller and Auditor General of India and 5 percent of other
entries and record full signatures in the diary in token of this check and give
certificate to this effect in the weekly reports on the disposal of inward |etters.

(Orders of the Accountant General, dated the 6" July, 1955 on page 2 of the
file TA/2-3/and D.A.G. (Sr.)’s note NO. TA/2-3/17, dated the 31% December, 1955)
(i)  The Assistant Audit Officer/Section Officer should personally verify that all
the outstanding letters against which disposal has not been marked in the diary
register have been included in the list of outstanding and append a certificate to this
effect in the report of the outstanding.
(Authority: Orders of Accountant General, dated the 18" February, 1956)

Report of pending cases.

315 (3 Pending cases are of two kinds, viz.

() cases which are held up awaiting a reply to a reference outside the
office, or the receipt of a document.

(i) cases in which definite orders have been passed by the Branch
Officer/Group Officer In charge to hold over.
(b) () A register of pending cases should be kept in al sections in Form.
S.22, where number of pending cases is usualy large (say 10 in number) and a seria
number should be given to the items. The remarks column should be used to show
the date of removal of the item from the register and this entry should be made and
attested by the Assistant Audit Officer/Section Officer.

(i)  The sections in which the number of pending cases is usualy small
(less than 10 in number), the maintenance of separate register of such cases may be
dispensed with. A systematic record of such cases should, however, be kept and a
report on them drawn up and recorded in the Sectional Diary below the weekly Report
on outstanding letters.
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(@iii) It should invariably be ensured that timely reminders are issued in

pending cases and that correct certificates are recorded in the despatch registersin this
behalf.
(A.G.’s orders, dated 9" August, 1961).
(© A report on the pending cases should be submitted to the Branch Officer In
charge weekly and to the Group Officer concerned twice a month along with the
report on outstanding letters prescribed in paragraph 4.3.4 of the Manual of Office
Procedure and of the General Services and Maintenance Branch Vol. | Part A.
(d) When an item has been removed from the register either because it has been
finally cleared, or because a reply has been received to an outward reference which
transforms the case into a current one, the Assistant Audit Officer/Section Officer
should indicate the fact (in addition to attesting the date in the last column) by striking
out the remarks in the ‘subject’ column by a diagonal line in red ink.
(e When replies from more than one officer are awaited to an outward reference,
the designation of each officer should be given as separate subsidiary item, in the
Pending Register in the ‘subject’ column. As each reply is received, the date of receipt
should be noted against the entry and immediately the last reply is received, the
Assistant Audit Officer/Section Officer should deal with the case as indicated in
clause (d) above.
® All ad interim replies received in connection with pending cases should also
be entered in the Pending Register so that effective watch over the progress of
disposal of such cases may be ensured.
Remarks on Letters

3.16 No remarks or orders should be written on letters, etc. received in the office
except ‘File order’ or other prescribed orders.

Report of outstanding letters
317 (3@ Every Tuesday morning, each section will prepare in the prescribed
form the report on the unanswered correspondence. This report is intended to show
all letters etc. received upto the Friday of the 2" preceding week, i.e., for example, all
|etters received up to Friday, the 12" March, 2004 and not disposed of by 19" March,
2004 must be shown in the report drawn up on Tuesday, the 23'4 March, 2004. The
list for the week under report should start with an abstract in totals thus -
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Balance as shown in Last Report

Cases retransferred from pending Register
Receipt of the period under report

Total :
Cases disposed of in period under report

Cases transferred to Register of Cases Pending
Total Deduction :

Balance outstanding :

The balance outstanding at the end of the week as worked out above should be
analysed and shown as below-

Details of Balance

@ L etters more than 3 weeks old :

S.No. | Name of | Diary Date of | Brief subject | From Section Officer/Assistant  Audit
Asstt. No. office stamp whom Officer’s explanation for delay in
received | disposal (in Section

Officer’ s/Assistant Audit

Officer’s own handwriting).

2 3 4 5 6 7

(b) Letters less than 3 weeks old:

Name of | Diary No. Date of | Subject Section Officer/Assistant Audit Officer's
Asstt. office explanation for delay in disposal in cases
stamp of receipt over a week old (in Section
Officer’' s/Assistant Audit Officer’'s own

handwriting).

1 2 3 4 5
Diarist Section Officer/Assistant Branch Officer Group Officer

Audit Officer (Inspection Civil )

Notel Urgent diary letters received upto Thursday of the preceding week may be
taken into consideration at the time of preparation of report of thisdiary.

(D.O. No. TM 1/9/61-62/1119 Dated 28" August, 1961).

(Authority Note | under para 4.3.4 of Manua of office Procedure and of Genera
services and Maintenance Branch Vol. | Part A (Office Procedure).

Notell All letters received from the Government of India, Punjab Government and
the Comptroller & Auditor General of Indiawhich are not disposed of within
3 weeks from the date of receipt should be separately shown in the monthly

41




report on the state of work and the monthly arrears consolidated reports
submitted to the Accountant General by Control Section.

(Orders of the Accountant General, dated the 3" July, 1955, in file T.A./2-3 and
D.A.G. (Sr.)’s note No. T.A./2-3/21, dated the 31% December, 1955).

(b) Such reports will be submitted to the Branch Officer weekly and to the Group
Officer concerned twice a month, viz. on the second and fourth Tuesday, in each
month. Branch Officers are required to guard against the tendency to treat letter
‘disposed of’” when only an interim reply has been sent, or to give as an explanation
for delay, that the letter has been sent to some other section. A full and satisfactory
explanation should be insisted upon whenever letters remain outstanding for an
unreasonable period. When the fault lies on another office, a strongly worded letter
addressed to the officer by name and signed by the Pr. Accountant General may
sometimes be effective. Similarly by running their eyes over the entries for the past
week, Branch Officers will in amost all cases be able to tell from their own
knowledge, whether any letter has been wrongly shown as disposed of. A section
must show as outstanding against itself all letters which have to be finally disposed of
by it even if such letters be not with it a the time the abstract is prepared and the
report submitted.

(© The monthly report of outstanding pending diary letters in respect of the entire
office should be put up to the Pr. Accountant General by the Control Section on
receipt of reports from the co-ordinating sections every month. All the co-ordinating
sections in the office should, therefore, send a report to Control Section concerned in
the Proforma given below on the last Tuesday of every month.

These reports should exhibit the position in respect of all the letters
“pertaining to Urgent diary, Ordinary diary and other diaries’. The reports will also
incorporate the position in respect of letters received from the Comptroller and
Auditor General of India. The co-ordinating Sections will also submit separately a
weekly report of outstanding and pending letters received from the Comptroller and
Auditor General to the Pr. Accountant General through their Group Officers in a
consolidated form in respect of sections under the group officer concerned. The
reasons for increase in pending letters as compared to previous month, should also be
clearly indicated.

The Assistant Audit Officer/ Section Officer and the Branch Officer should

ensure that the reports are sent to co-ordinating/Control Section on due date and if any

42




Branch Officer is unable to send the report to co-ordinating/Control Section on that

date he should obtain extension of time from Accountant General through the
respective Group Officer and co-ordinating/Control Section should be informed
accordingly.

Form of Report
Name of Section

Monthly Report of Ordinary/Urgent Diary for the period from to
Sr. No. Of letters Number of Total Number of letters Total balance Remarks
No. outstanding as letters received disposed of during outstanding
per last report during the month the month
1 2 3 4 5 6 7

Branch Officer

Note: - In remarks column brief reasons for increase in the number of letters
outstanding at the end of the month as compared to the number outstanding in
the last report, may be stated.

(d) All complaints received in the office should be diarised in a separate register
to be maintained by each section in the same form as other diaries and the reports of
the disposal of complaints should be submitted to the Branch Officer every Tuesday
as in the case of ordinary letters and to the Group Officer of the wing concerned on
second and fourth Tuesday of the month. The respective co-ordinating sections of the
various wings will, in turn submit through the respective Group Officer, the
consolidated fortnightly report of all the sections in their wings to the Accountant
General for his information.

(A.G.sorder a page 9/c and 16/N on the file Admn. 1/Misc./CS 65-68).

Note - Where letters are outstanding for more than one month and two months,
individual details of these complete reasons for their non-disposal and the
stage at which these letters are pending should be given in the report of
outstanding letters. The Branch Officer should also particularly investigate
into the reasons for each of the outstanding letters and take immediate action
to dispose them quickly. The Pr. Accountant General has further desired that
wherever possible the concerned coordinating/Control Section should conduct
a review of the letters outstanding for more than two months, shown
outstanding in monthly report, and bring out any special points for his
information while submitting the consolidated report.

(Office order No..2170/Dy.Report/67-68/639 dated 24.7.1967)
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Sending out of letters and memoranda received from the Comptroller and
Auditor General

3.18 Sending out to Government and other authorities copies of letters and

memoranda received from the Comptroller and Auditor General, is strictly forbidden.
There is, however, no objection to communicating where necessary the substance of
such letters to Government or other authorities or in some cases to mentioning in
these communications that they represent the views or orders of the Comptroller and
Auditor General.

(Para 4.5.3 of the Manua of Office Procedure and of the General Services and
Maintenance Branch, Office Procedure Vol.l Part A).

Signing of Letters and Statementsto be sent to the Comptroller and Auditor
General, Government of India and State Governments

3.19 (a) All letters to the Comptroller and Auditor General of India other than on
routine matters, should ordinarily be issued under the signatures of the Pr. Accountant
General. Whenever, Comptroller and Auditor General is required under a statutory
provision to certify any figures and they are based upon the figures furnished by the
Pr. Accountant General, the latter should personally sign the statements and certify
thelr correctness.

(b) All important communications should be issued to the Comptroller and
Auditor General office with the full knowledge of the Pr. Accountant General
particularly in respect of cases involving errors or delays, etc. so that Headquarters
office may know that in al such cases suitable action has been taken and remedial
measures adopted by the Pr. Accountant General, whenever necessary. Whenever, an
important communication is issued by a Group Officer, or other officer, with the
concurrence of the Pr. A.G. the fact should be indicated in the letter itself.

(© Normally, al important communications emanating from this office be issued
after obtaining the approval of the Pr. A.G. or Group Officer particularly when a
Department or an officer indicate to this office clearly their views as to the manner in
which a particular cases should be dealt with. The Pr. A.G. has, therefore, ordered that
in future in al cases where reply/reference is issued under the orders of a Branch
Officer to a department/an officer stating that their views are not accepted in audit and
if the officer/department reiterate their views giving reasons therefore, the case must
be submitted to the Group Officer for ordersif the Branch Officer does not propose to

accept the view/clarifications given by the officer/Department. In cases where the
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initial reference is issued after obtaining the orders of the Group Officer, the reply of

the department should also be submitted to him for further orders.
(d) The Comptroller and Auditor General has no objection to the Pr. Accountant
Generd's authorising the Branch Officers to sign acknowledgements of receipt of
C.A.G's letters.
(e All communications addressed to the Comptroller and Auditor General will
require to be forwarded ultimately to Centrad Government or other authority (for
example applications for revision of pay, for increased establishment, for extra grants,
etc.) should be submitted in duplicate.
® Confidential papers should be placed in double covers, the inner cover being
marked Confidential and superscribed with the name only of the addressee, the outer
cover being addressed to him by his officia designation without the addition of his
name.
Issue of Telegrams

3.20 Telegrams should not be sent in cases where letters would serve the same
purpose equally well. In cases where the stations to be addressed are within a day’s
reach by post and there is no special necessity that the communication should reach in
less than 24 hours, letters should be issued instead of telegrams.

Disposal of unofficial references
3.21 The unofficia reference from the Government of India and also of C.A.G. of
India should be dealt with on priority basis. If for any reasons, it is not possible to
give final reply, the nonofficial papers should be returned without delay with an
interim reply and related copies retained for necessary action.

(Sr. D.A.G. Order on C.A.G. Letter no. 916-(AC)/192-65 KW dated 20th September,
1965)

(Authority : Para 4.13 and Note 2 of Manual of Office Procedure and of the General
Services and Maintaince Branch Volume — | Part A (Office Procedure) ).

Complaints
3.22 The complaint letters received in the Inspection Civil Wing shall be submitted
direct to Group officer (I-C) trandated into English, if these are in vernacular (along
with the original letters) and the Group Officer(l.C) shall use his discretion in dealing
with them .The information contained therein shall not be made use of by any

member of the office except as directed by the Group Officer.
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Anonymous or Pseudonymous L etters

3.23 It has been decided that the following procedure may be adopted in case of

anonymous and pseudonymous complaints:-

@ It is not incumbent on any Ministry or Department to take any notice of
anonymous and pseudonymous complaints as these are to be filed in
accordance with government instructions.

(b) Even if any administrative authority chooses to investigate into such an
anonymous or pseudonymous complaints under the impression that it is
genuine signed complaint or for any reason, Central Vigilance Commission
need not be consulted, if it is found that the allegations are without any
substance. But if the preliminary investigation indicates that prima-facie there
is some substance in the alegation then the Central Vigilance Commission
should be consulted as to the future course of action to be taken.

(Para 4.15 of Manual of Office Procedure and of the Genera Services and
Maintenance Branch Vol. | Part A (Office Procedure) ).

Issue of Reminders

324 (a) Ordinarily not more than one reminder should be issued and sufficient
time should be allowed for a reply according to the nature of the case. If no reply is
received, a telegram may be issued in important cases or a specia letter addressed to
the officer concerned and a reply asked for within a reasonable but definite period.
The issue of several routine reminders is ordinarily a mere waste of time. If the
specia or the telegraphic reminder, again proves fruitless, no further time should be
wasted on the officer concerned and a formal report should at once be made by
official letter to the next higher authority who may be Commissioner of the Division,
the Head of the Department, the Superintending Engineer etc. A reasonable time for
investigation and necessary action must be alowed and report asked for of the action
taken to remove the objection etc. Should this also prove to be unsatisfactory, there
will be no alternative but to report the matter fully by special letter to Government
and to ask that the due notice may be taken of the matter and the result communicated
to this office.

(b) In the case of Half Margins, their returns will be watched and reminder issued

through the Half Margin Registers, which contain necessary columns for the purpose.
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(© When a reminder is received in this office it should be submitted immediately

with a brief not explaining the delay even if the case has been submitted to the Group
Officer in the meantime.

Annotated reply of Inspection Reports
325 (i) Annotated reply to an inspection report is due to be received within
four weeks of its issue, otherwise, a printed reminder should issue.
(i) In addition, a list of the inspection reports, for which first replies have not
been received within four weeks from the dates of issue of Inspection Reports should
be prepared separately (Form enclosed) for offices under each Head of the
Department and reminder sent demi-officially under the signatures of the Group
Officer (Inspection Civil) to the appropriate heads of the departments with copies to
the Administrative Secretaries and Finance Secretary by the 5th of each month and
they should be asked to furnish progress reports in regard to the disposal of the
Inspection Reports within a month. The covering letter should also indicate how
many reports have remained unreplied for over six months, over one year and over
two years.
(iii)  Where replies have been received, but objections have not been finally settled,
for more than 6 months, a list of such objections for the various offices under a
particular Administrative department/Ministry should be prepared every half year,
showing the name of the office which has failed to clear the audit objection with a
yearwise analysis of objections, and indicating the nature of the objection in brief,
money value if any and particulars of the latest refererce, if any, in chronological
order. The list should be sent to the appropriate department/ministry and they should
be asked to furnish progress report in regard to settlement of objections. For this
purpose, the following dates should be observed:-

Sr. No. Particulars Audit objections contained in report issued between.

1 Half-yearly return due from the Audit | 15th June next 15th December next
Office to the  Administrative
Department/Ministry

2. Half-yearly return showing progressin | 15th September next 15th March next
settlement due from the Administrative
Department/Ministry to Audit Office.
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Opening and Maintenance of Files
3.26 (i) The subject netter should be recorded on the cover of each file. It

should be as brief as possible, but should give at glance sufficient indication of the

contents of a file. Additions and aterations in the file should be made as and when

required.

(i)  When the main file is under submission, a skeleton or keep with (K.W.) file

should be started to dispose of the papers. Subsequently this file should be merged

with the main file after renumbering the pages of notes and correspondence sides of
the skeleton file and also correcting internal references.

3.27 The importance of filing papers properly and submitting them in proper order

cannot be overemphasized. It does not only lead to greater efficiency but it also saves

time all round. The more important points are enumerated below for the guidance of
all concerned -

@ a separate file should be opened for each important subject;

(b) all matter which do not justify the opening of a separate file should be dealt
with in a miscellaneous file;

(© aub-files should be opened as and when necessary to deal with important
subjects subordinate to a main subject;

(d) al files and sub-files should be entered in a register of cases which is
supposed to be maintained in each section. Section Officers/ Assistant Audit
Officers are expected to e that thisisinvariably done;

(e each file and sub-file will be maintained in two separate parts the
correspondence side and the note side;

® the papers should be so filed that these can be read as in the case of a book;

(9) al the pages both in the correspondence side and the note side should be
numbered;

(h) every page whether it is blank or written will carry a number;

() the obverse side of each page will bear “odd” numbers and reverse side “even”
number;

()] the number should be indicated on the right hand corner of each page in ink;

(k) whenever a reference is received from outside or another section in this office
it should first be placed in the file and properly page numbered;

() if itisin reply to any reference from his office or section the words “reply at

PAOE ..o " should be recorded on the said references;
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(r

©)

©
()

v)

x)

v)

before dealing with the P.U.C. it should be properly referenced and every

letter should be referenced by indicating the page and file number;

if the referenceisin the samefile it is not necessary to quote the file number;
on the note side the disposal should start by quoting the letter number and the
date alongwith the designation of the authority from whom it has been
received.

In the margin, the page number at which the P.U.C. can be found should only
be quoted;

all documents referred in the notes should be duly referred by quoting the page
number and the file at which these could be found;

notes should be brief and informative, these should not reproduce the
substance of the paper under disposdl;

Assistant Audit Officers/Section Officers and Branch Officers need not
reproduce the arguments already recorded by the section. In important cases,
however, it may be necessary to give self-contained precise but that should be
an exception rather than the rule;

all notes should be signed in full by the persons writing the same;

if the signatures are illegible the name should be given below the signaturesin
block letters;

wherever a reply is to issue, the Assistant Audit Officer/ Section Officer
should ensure that the draft reply is submitted for approval along with the
notes;

similarly when the case is submitted to the Group Officer/A.G., the draft
should be submitted alongwith the notes according to the views expressed
therein. It will avoid re-submission of the file and save time. If the higher
authority does not agree with the views, the draft can be amended. In very
rare cases where decision of the Group Officer/A.G. is absolutely necessary, a
note should be submitted first and the draft put up afterwards;

Assistant Audit Officer/ Section Officers will examine the drafts approved by
higher officer and point out any factual mistakes. After the draft has been
approved and issued it should be placed in the proper file and page numbered;
the words “reply at page ......c.ccocevernenee. " should be noted on the letter to
which it isareply;



(4] when dealing with the case it is normally not necessary to reproduce the

previous notes. It should suffice, excepting in a few important cases, to refer

to the previous noting.

The above instructions are not intended to be comprehensive. The idea is to
ensure that the papers are dealt with in a manner which would enable any one to study
the case without difficulty. This procedure, if properly followed, should eliminate the
use of “flags’.

(Office Order No. AG/PA/125, dated 10th June, 1960).

Transfer of casesto other sections
3.28 Cases referred to other sections should pass through Branch Officer except in
case of purely-routine matters, e.g., when some information is only to be obtained.
The Branch Officer should see that consultation with other sections is confined to the
minimum required for the efficient working of the Section.

(O.0. 625, dated the 24th June, 1938)

Closing of filesand cases

3.29 Casesin which correspondence is going on or in which further matter is likely
to be included, should not be closed at the end of the financial year unless they have
become bulky. Apart from this, where it is convenient to keep the papers relating to
different financial years separately, cases should be closed when they are complete for
the financial year. All other cases except those dealt with in clause (b) should be
closed at the end of the financial year. Whenever a case is closed the year proposed
for its destruction should be recorded prominently on the outer cover over the dated
initials of the Assistant Audit Officer/ Section Officer. Every section will be
responsible for the custody of its files and cases whether closed or not till they are
sent to Record Section. Record Keeper will acknowledge their receipt in the Case
Register of the section under each file heading.

(Para 9.4 of Manual of Office Procedure and of the General Services and
Maintenance Branch Vol.l Part B ).

Dictionary of references
3.30 A Dictionary of References should be started in Form Number SY 256 which
should contain a gist of all important orders, rulings or decisions of Group Officer and
Accountant General on Audit and Accounts matters. It will ensure uniformity of
interpretation and practice.
(©.0. No.79/TM, dated the 3rd March, 1949)
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Monthly Reports

331 (i) Headquarters section of Inspection Civil Wing will prepare a statement

showing the state of work in the section in Form O.A. 9 given in Appendix |

incorporating inter-alia, the reports received from the Assistant Audit Officer/ Section

Officer in pursuance of para 4.13 supra. The consolidated report on the state of

affairs in the Inspection Civil Wing will be submitted monthly by the Assistant Audit

Officer/ Section Officer, Inspection Civil Wing, Headquarters to the Group Officer (I-

C) through Branch Officer (Headquarters) by the 5th of every month. The report isto

be submitted to the Pr. Accountant General quarterly through Control Section.

(i) In the preparation of quarterly arrears reports, it should be seen in particular,

among other things that--

@ the arrears on account of the inspections scheduled but not carried out during
the year are shown in the quarterly report for the period ending 31st March.
The same is, however, not to be carried over to the subsequent quarterly
reports.

(b) The time taken in specia audits not provided in the regular programme is
shown separately in the arrear reports and is not deduced from the arrears of
inspection scheduled but not carried.

Note- Group Officer (I-C) will state if he is satisfied with the state of affairs
indicated in the report and if not, he will suggest the steps necessary to
improve them.

(Authority:- Comptroller and Auditor General Order No. 1095-Admn.|1-286-62, dated
the 19th/21st June, 1963 in file OA/NCW/1/1-17/1963-64).

Calendar of Returns
3.32 (&) A cdendar of returns in Form No. SY.264 showing the due and actual
dates of completion of various items of work shall be maintained at the headquarters
Section. Blank note sheets should be appended to and bound with the Calendar of
Returns for the purpose of the submission of weekly reports in the following form to

the Branch Officer on the 2", 8", 15", and 22" of each month.

Page Item No. Brief When Towhom Reasons Probable date by which it
Particulars due due for delay will be submitted
1 2 3 4 5 6 7
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Asstt. Audit Officer/ Section Officer will be responsible for seeing that the
sectional Calendar of Returnsis at al times complete and kept up to date.
(b) (i) The Calendar of return will be maintained in form SY.264 and should be kept

in four different sections as indicated below-

Section | All returns of a permanent or recurring nature due to authorities
outside this office.

Section Il All reports, objection books register etc. of a permanent or recurring
nature due for submission to Branch Officer or other sections within
the office.

Section 111 All returns, reports, registers etc. of a permanent or recurring nature
due either from outside authority or from other sections of the office.

Section IV Unforeseen entries, which a section is required to make in the calendar
of return in respect of matters to be taken up for disposal in or about a
given date on or in respect of occasional matters on which information
or reports are expected from outside offices or office sections.

Entries in this section should be made as soon as the occasion for doing so arises.

(i) Section I, Il and 111 should be sub-divided into (A) Annual (B) Half yearly (C)
Quarterly (D) Monthly (E) Fortnightly and (F) Weekly. Enteries in each of
these sub-sections should be arranged in the order of dates on which they are
due, Sufficient spaces should be alowed after each sub-division for new
enteries occurring during the year.

(@iii)  The first 5 columns of the calendar viz. (1) Serial No. (2) Name of return (3)
To whom due or from whom due in case of Section Il (4) When due; and (5)
authority, should be entered at the beginning of each official year from the
previous year's calendar, the enteries being re-arranged as necessary. The
Asstt. Audit Officer/ Section Officer will check al the enteries and record a
certificate on the fixed page of the calendar.

Any addition due to orders received in the couse of the year should be made
a the end of the sub-division concerned without altering serial number of
existing items.

(iv)  Section Officers/ Assistant Audit Officers will be responsible for seeing that
thelr respective sectional calendars are at all times complete and kept upto
date. Separate enteries in respect of each unit or each Auditor should be made

in calendar in case of items like Half Margin register, Auditor's Note Book
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etc. which are to be submitted by the different Auditors in the section and

which may not always be submitted or despatched in respect of all units or
Auditors on the same day.

(Authority: Para No. 1.6.2(i) of Manual of Office Procedure and of Genera
Services and Maintenance Branch Vol. | Part A (Office Procedure First
Edition 1987).

(C)  Alist of various returns indicating the due dates of their submission /receipt is
at Appendix I11.

Failure of Audit

3.33 A separate report of every serious case of failure of audit as soon as it comes
to light including those pointed out by the Director of Inspection, if any, irrespective
of any report which may be required for other purposes should be submitted to the
Pr. Accountant General through the Group Officer. The report should explain the
manner in which the failure occurred and mention the names of the persons
responsible and the disciplinary action taken or recommended.
(Para47 of C.A.G.’s Manual of Standing Orders (Admn.), Val. II).

Register of Serious Financial Irregularities
334 () A register of Serious Financia Irregularities in Form SY-276-A is
maintained in the Inspection Civil Wing for recording serious financia irregularities
noticed during the local audit. This register is intended to furnish the material which
merits inclusion in the Audit Reports.
(i)  The Asstt. Audit Officers Section Officers while submitting Audit and
Inspection Notes to the Headquarters should indicate in the covering Title Sheet, the
important paras which in their opinion merit inclusion in the Audit Report. After the
approval of the editing note by the Group Officer (1-C), these paras will be transferred
to the Draft Para Section for recording in the S.1.R. for further processing.

Reports of the Register of Serious Irregularities shall be submitted on 5™ of the
month to the Group Officer ard on 10" of the month to the Pr. Accountant General.
This Register should be kept in the personal custody of the Asstt. Audit
Officer/Section Officer, who shall be personally responsible for properly recording
the progress of each case therein and for keeping it up to date.

(O.0. No. Control/10-1/93-94/5 dated 29.12.1993 Authority- AG's orders
dated 28.12.1993 in file Control/362/AR/93-94)
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Co-ordination between Central Audit and Local Audit
3.35 The audit conducted in the Audit Office is supplemented by periodical test

audit of initial accounts and such other accounts, vouchers, etc., as are not rendered to
the Audit Office or as cannot be checked adequately except during local audit. It is of
the utmost importance that close co-ordination should exist between Central and
Local Audits and that the system should be viewed as a whole and not in separate
compartments. It is essential that the two wings of audit should function as they are
intended to do, that is to say, one supplementing the other and not independently.

The following instructions are, therefore, laid down for careful and strict
observance by the Central Audit Support Sections and the Inspection Civil
Headquarter's Sections.

1) Co-ordination of Audit arrangements for new schemes or institutions:-

() As soon as a hew scheme comes to the notice of the Central Audit Support
Section concerned either through the E.C.P.A. Section or from an examination of the
Budget Estimates or on receipt of a sanction to establishment, grant of loan, subsidy
or other grant etc., relating to a new scheme, detailed enquiries shall be made
immediately by the Central Audit Support Section concerned from the departmental
authorities to secure full particulars and detailed literature relating to the scheme, so
that timely action may be taken in this office for laying down a suitable procedure for
the audit and accounting of the transactions of the scheme. All relevant orders of the
Government of India bearing on the financial and other arrangements relating to the
execution of the schemes shall also be obtained.

In making these enquiries special emphasis shall be laid on the urgency of
drafting an adequate system of initial accounts for the scheme by the Government in
consultation with this office, and, as far as possible, issuing it for the guidance of al
concerned before the actual execution of the scheme is taken up by the departmental
authorities.

(i)  When the necessary information is received, it should be supplied to the
Inspection Civil Headquarter Section corcerned immediately to enable them to
include the scheme in the local audit programme and to examine other arrangements
for local audit side by side with the scrutiny of the scheme in Central Audit. On
receipt of particulars of the scheme from the Central Audit Support Section,

concerned Inspection Civil Headquarter. Section shall consider the arrangement for its
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local audit and shall call for from the departmental authorities direct such further

information as is not available from the Central Audit Support Section and is

necessary to evolve a proper system of local audit. It should be seen whether;

@ Adequate procedure, rules and account forms suited to the activities of, and
transactions involved in the scheme have been laid down for the maintenance
of initial accounts.

(b) Proper financial powers have been delegated to the authorities responsible for
the execution of the scheme and that the responsibility of the various
authorities in regard to the maintenance of the accounts have been specified
fully and in a clear cut manner.

(© All the necessary accounts and returns which should be submitted to audit
office have been duly prescribed in the rules relating to the scheme.

(iii)  Inthelight of the above examination a suitable audit procedure shall then be

drafted by the Central Audit Support Section in consultation with Inspection Civil

Headquarter Section concerned and if necessary, also E.C.P.A. and orders of the

Pr. Accountant General obtained thereon through the Group Officer.

(iv) A copy of the audit procedure relating to the scheme, as approved by the

Group Officer shall be supplied by the Central Audit Support Section to Inspection

Civil Headquarter Section concerned without any delay. On receipt thereof, the

concerned Section at Inspection Civil Headquarter shall review and finaly settle al

the detailed arrangements regarding the local audit of the accounts, e.g. the quantum
and frequency of audit, any specia checks to be applied during local audit, etc.

2 Selection of points or cases by CGentral Audit Support Section for detailed
investigation or settlement through Local Audit -

() Each Central Audit Support Section should carefully review each month the
audit conducted by it (with reference to Objection Books, Audit Register etc.) of
ingtitutions which are locally audited by the Inspection Civil audit parties. Any
important cases or points in regard to which a detailed or further scrutiny in local
audit is desirable, should invariably be communicated to the concerned Headquarter
Section and a report obtained and dealt with in the Central Audit Support Section in
the normal course. The points referred to the concerned Headquarter Section should
include important objections in respect of which satisfactory replies are not being
furnished by the departmental authorities to Central Audit Support Sections or those
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relating to delay in the submission of vouchers, detailed accounts, etc. in support of

expenditure incurred by the ingtitutions concerned.
(i)  The visits of the Inspection Civil audit parties may further be utilized by the
Central Audit Support Sections in getting points settled not only in relation to that
particular institution which is visited by them according to their local audit
programme but also of other offices or any other departmental offices where
objections which can best be settled by personal discussion have remained unsettied
for along time inspite of the exchange or considerable correspondence.
(iii)(a) Besides the objections taken in Central Audit on individual tramsactions, it
may at times be considered desirable by a Central Audit Support Section, in view of
heavy expenditure or imperfect control exercised by Disbursing and Controlling
Officers, or again, as a result of general extravagance in particular office or
department, that the accounts of that office should be subjected to a special
examination in local audit. The Sr.A.O./A.O. (CASS) has been assigned a target for
indicating, as a result of scrutiny of sanctions, suggesting at least 5 specific points
each quarter, for detailed examination during local audit.

(A.G.sorders No. A.G Sectt/CAG’ s Inspection/94-95/378-80 dated 6.8.1994)
(b) A proper and complete record of important points or cases noticed in Central
Audit requiring further investigation in local audit should be personally maintained by
the Asstt. Audit Officer/ Section Officer of each Central Audit Support Section. This
register should be scrutinised by the Branch Officer each month to ensure that all
important points, cases, etc., which can be geedily and more appropriately settled
through local audit are duly noted in the register and communicated to the concerned
Headquarter Section. The Central Audit Support Section shall keep a watch, through
this register, over the receipt of reports from the concerned Headquarter Section on
the points referred to the latter for investigation in local audit.
(© All the Central Audit Support Sections should furnish a report to the
Inspection Civil Headquarters on the 5th of each month containing the following
information:-

() The names of new schemes undertaken or proposed to be undertaken
by the Government.

(i) Full particulars regarding these schemes when received from the

departmental authorities.

56




@iii)  Important points and cases requiring further investigation and intensive

scrutiny in local audit.
The above report, even though nil, must be furnished to the Headquarters
Section by the prescribed date.

(Office Order No. TM/II-1/Insp.-1077, dated the 7th July, 1954 read with
office order No. OAD/C/1375, dated the 23rd June, 1955).

(iv)  With aview to securing the speedy settlement of outstanding objectionsin co-
ordination with local audit, the following procedure should be followed-

@ The Asstt. Audit Officers/Section Officers (field) shall call from Central Audit
Support Section, the statements of the outstanding audit objections in respect of the
particular office, audit of which is to be conducted by them at least 15 days in
advance of the date of audit. The Central Audit Support Sections concerned shall
furnish these statements in duplicate within three days of the receipt of the requisition
of the Asstt. Audit Officers/Section Officer (field) clearly indicating the action
required to be taken by him in respect of each objection. The objections pertaining to
the last three months preceding the month in which the local audit is scheduled to be
conducted need not be included in these statements unless any specified points

requires immediate local investigation or discussion.

(b) After the objections have been discussed with the departmental authorities, the
Asstt. Audit Officer/ Section Officer (field) will record his findings on the statement
and send one copy of it to the Branch Officer in charge of the Central Audit Support
Section concerned and the other to the concerned headquarters Section along with his
Inspection Note, diary etc. in justification of the additional time, if any, taken by him.
The Centra Audit Support Section will then take further necessary action towards
settlement of the objections on the basis of the remarks offered by the Asstt. Audit
Officer/ Section Officer (field).

(Comptroller and Auditor General’s No. 2585-Admn.1/195-55, dated the 19
December, 1955 and Office Order No. TM/9-62/Genl/3415, dated the 10" February,
1956).

3 Points or irregularities detected in local audit requiring further investigation
in Central Audit:-

() While conducting local audit, the Inspection Civil Audit parties should keep a
vigilant eye for selecting any points or irregularities (including those relating to
persona claims) in respect of which it may be desirable that the Central Audit

Support Sections should conduct a more comprehensive or general examination of the
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complete accounts of an office or institution or in regard to a group of offices. If

during local audits, it is found that the audit of any particular expenditure requires
closer scrutiny than can be given during a periodical test audit, the work should be
entrusted to the Central Audit Support Section concerned provided it is otherwise
susceptible of such treatment. To enable the Central Audit Support Section to acquire
a general idea regarding the state of accounts of any particular office or institution, as
brought out during local audit a copy of each Audit and Inspection Note shall be
furnished to the Central Audit Support Section concerned. The points and
irregularities mentioned in the Audit and Inspection Note which require to be
scrutinised in detail and pursued in Central Audit and any special points with
reference to which examination in Central Audit is to be conducted should invariably
be specified clearly.

(i) In regard to important objections or irregularities taken up in the Audit and
Inspection Notes as a result of local audit of the initial accounts of an office or
ingtitution, the Audit Unit concerned shall be responsible for pursuing with the Head
of the Departments of Government all such important objections or irregularities in
order to develop them into paras for inclusion in the Audit Report. However, such
irregularities or objections as figure in the accounts rendered by the office or
institution to the Audit office and require a genera scrutiny of the bills, vouchers and
other documents rendered to the Audit office over a certain continuous period shall be
pursued with the departmental authorities or Government by the Central Audit
Support Section concerned. The concerned Headquarter section shall pass on to the
CASS section concerned any further information which they may receive in such
cases. Information in regard to the settlement of any objections which are raised in
local audit, but are finally settled in Central Audit will be furnished immediately by
the Central Audit Support Section concerned to the Audit Unit concerned to enable
them to keep a note against the original objections in the audit notes.

4, Intimation regarding termination of a scheme or closure of an office or
ingtitution: -

As soon as any particular scheme, office or institution is terminated/closed, an
intimation thereof shall be sent by the Central Audit Support Section to the Inspection
Civil Headquarters Section concerned promptly so as to enable them to make such

changes in the local audit programme as may become necessary on this account.
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(Office order No. T.M./II —I/Inspection/1077, dated the 7" July, 1954 read with office
order No. O.A./N.C.W./I1, dated the 3" February, 1958).

Note: - The Assistant Audit Officer /Section Officer (field) should pay proper
attention to the settlement of Central Audit Objection during local audit. The
list of such objections should not be left with the departmental authorities but
the Head of Party should see that the wanting information is collected and
forwarded to the concerned Central Audit Support Section as soon as the audit
is concluded.

(O.A./I1-35/772, dated 26" May, 1960)
Making available Departmental filesto Audit

336 (a During the course of local or Central Audit, the production of files of
the Administrative offices should not ordinarily be required unless they are absolutely
necessary for the investigation or settlement of an objection. Files which have not
been shown by the Heads of Offices when their audit was conducted may be
requisitioned by an officer not below the rank of a Deputy Accountant General, who
would mention in the requisition that the Accountant General’ s approval was obtained
to call for the files. Objections raised as a result of scrutiny of such files should be
issued only at a level not below that of the Deputy Accountant General. Further, if
any part of the objections required production of the notings in the file, it should be
done only after discussion with a senior officer of the department concerned.

(Office order No. B. 163, dated the 27" June, 1955, and Comptroller and
Auditor General’s letter no. 1447-Rep./209-58, dated the 12" July, 1958 filed in file
no. W.M.I. 14-1-Misc.)

(b) In this connection, the instructions issued by the Punjab Government to al the
Heads of the Departments are reproduced below: -

| am directed to address you on the subject noted above and to state that
Government have decided that in future office files which have not been shown when
the audit was conducted in the various offices, should, ordinarily, be made available
to the Pr. Accountant General, Punjab, on request. The R. Accountant General,
Punjab, on his part will ensure that the files are sent for in case of absolute necessity
and that these are seen by officers of the rank of Deputy Accountant General and
above only. Further, if any part of the noting will be required it will be only after
discussion with the Senior Officers of the department concerned.

(Punjab Government letter No. 3551-P-55/14284, dated the 30" May, 1955,
from the Chief Secretary to Government, Punjab to all Heads of the Departments,
etc.)
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L oss of Accountsrecords having financial implications.
3.37 The Comptroller and Auditor General of India has decided that the loss of

records having financial implications does not require write off.

It was further laid down that in order to meet the requirements of audit in such
cases, normally the records which had been lost, should be reconstructed, as far as
possible. Where, however, it is not possible to reconstruct them it would suffice if a
certificate covering the following points is furnished by the head of office duly
countersigned by some responsible superior authority -

I That it is not possible to reconstruct the lost record,

Il. That the loss was accidental; and

I1l.  That al the transactions (both receipt and issue, payment/consumption
etc.) for the relevart period required to be accounted for in it were duly
entered in it and that expenditure etc. accounted for in it was incurred
in the public interest in accordance with the relevant rules and orders.

Accountant General, can ask for such additional information and certificate as
he may consider necessary in individual cases depending upon the nature of the
record.

Notwithstanding the above certificates, any case of loss of accounts records,
where audit is not satisfied with the certificate or where it is felt that the loss involves
grave financia implications meriting notice of the Finance Department, should be
brought to the notice of the Government in the Finance Department

The above ingtructions of the Comptroller and Auditor General of India, must
be kept in view by all, while dealing with cases of loss of records.

(Letter No. OA/NCW/, 1/6-15/3092 dated 22" September, 1960)

Check Register of Weekly Diaries of Local Auditors
338 (a While checking the weekly diaries (Form S.Y. 324) received from the

local audit partiesit should be seen: -

() that the work done by each auditor is shown in sufficient detail.

(i)  that the certificate regarding spending of holidays and Sundays in camp is
recorded.

(i)  that leave applications are received, where necessary.
(b) A check register of weekly diaries should be maintained in Form S.Y. 325 to

watch the receipt of diaries.

This register should be posted from the weekly diaries of auditors on each

Wednesday morning. It will be put up to the Senior Audit Officer/Audit Officer
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(Headquarters) on that day alongwith the weekly diaries which have been scrutinised

in the office, any deviation from the approved programme, waste of time, either in
regular audit or in transit being brought to the notice of the Senior Audit Officer/Audit
Officer (Headquarters). He will also see whether the details of the work done
represent afull day’s work.

The diaries should, thereafter, be carefully filed for each party in
chronological order and preserved for the prescribed period for reference.

L eave other than Casual Leave
3.39 Procedure regarding grant of leave contained in the Manual of Office
Procedure and of the G.S.M. Branch applies to Inspection Civil Wing as well.
Casual Leave

340 All kinds of Leave shal be applied for in advance, Assistat Audit
Officer/Section Officer incharge of the field Inspection Party may sanction casual
leave upto 5 (five) days to the Sr. Auditors/Auditors and other staff working under
them. Similarly, Sr. Audit Officer/Audit Officer supervising the field party may
sanction casual leave to the Assistant Audit Officer/Section Officer upto 3 (three)
days at atime provided that no deviation in the approved tour programme is caused as
aresult of grant of such leave.

In case of emergency and urgent necessity, the Sr. Audit Officers/Audit
Officerg/Assistant Audit Officer/Section Officers may themselves avail of casual
leave not exceeding 2 (two) days a a time. They shal, however, inform the
Headquarters Section telegraphically before proceeding on leave. For further
extension of leave they shall apply to the Headquarters Sections in advance.

The leave applications in all cases shall be despatched under registered cover
on the same day to the concerned Headquarters Section. Headquarters Sections shall
maintain casual leave accounts and verify the same with weekly diary reports.

(Control/11-1/Field Parties/87-88/2159 dated 18.12.1987).

Compensation L eave
341 Compulsory attendance except for clearing arrears on Sundays or other public
holidays under the Negotiation I nstrument Act entitles a person to compensation leave
for the number of days he attends. Assistant Audit Officer/Section Officers will put
up a memorandum to the Sr. Audit Officer/Audit Officer (Headquarters) for their Sr.
Auditors/ Auditors, with their nmonthly reports, stating the holidays in the month that
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they attended office and orders requiring them to attend. The number of days of

compensation leave allowed will be entered in red ink in the casual leave register
against the name of the person concerned.

Travelling Allowance
342 (a) The Travelling Allowance bills of the inspecting staff of Inspection
Civil Wing are received in Headquarters sections. After applying checks as laid down
in clause (d) below they may be sent to the Administration branch for further action.

(b) The members of the Inspection Civil Wing are paid travelling
alowance for journeys and halts in accordance with the Government of India
Supplementary Rules.

(© The field staff should submit their travelling alowance bills in
duplicate to the Headquarters section by the 4™ of every month.

(d) The bills should be checked with the approved tour programmes and
weekly diaries of the AAOS/SOY/Sr. Auditors/Auditors and casual leave register.

(e Casua leave or compensation leave enjoyed by the officers/officials
should in all cases be noted in the margin of travelling allowance hills, as they are
solely responsible for dates and correct charges in accordance with rules. Daily
allowance is not admissible for holidays and Sundays unless the claimants are actually
and constructively remained in camp on those days.

® No daily alowance will be drawn during casua leave, whether an
auditor is remained in camp or not.

(9) Hotel receipt should be pasted on the fair copy of the T.A. hills. 1t may
be ensured that the Room No. of the hotel is indicated in the cash receipt.

(Office order No. Admn. 11/TA/78-79/239, dated 23" February, 1979).

Drawal and disbursement of Pay
343 The pay is drawn along with the main office staff for both the Head Office as
well asthe field staff.
Attachment of Pay

344 (a The rules relating to the attachment of pay contained in Rules 225 to
229 of the Centra Treasury Rules, Volume I, are applicable to all members of staff
both Gazetted Officers and Non-Gazetted Officials of the Audit Department.

(b) The Comptroller and Auditor General has disapproved of an employee's
standing surety to another and has observed that the heavy indebtedness arising out of
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a Government servants standing surety for another is by itself an imprudent act not

due to circumstances beyond his control.

(Ar. Genera’s letter No. 1972, NGE/292-3-6 dated 17th December, 1937)

Note: - The above instructions have been relaxed by the Comptroller and Auditor
Generd in case of co-operative credit societies in the various Audit Offices.

Pre-requisitesin connection with production of official documentsin a court of
law

345 In order to expedite the fulfillment of pre-requisites in connection with the
production of official documents in a court of law, the Pr. Accountant Genera has
ordered that on receipt of summons from a court in this office, the following
procedure should be observed: -

@ All the summons will, in the first instance be received in the concerned
sections/officials concerned through their respective Branch Officers. Summons
requiring the attendance of the official in their private capacities will, however,
continue to be received by them direct without intervention of office.

(b) On receipt of the summons in the section concerned, the Assistant
Audit Officer /Section Officer will immediately examine its requirements and if the
attendance is not in the private capacity of the government servants, he will submit a
detailed report to the Group Officer/Pr. Accountant General through his Branch
Officer. The case should be expedited at all stages and should reach the Group
Officer as early as possible and in any case within two days of the receipt of summons
in this office. When asking for the sanction of the State Government or Central
Government as the case may be, it should be mentioned that the Court has been
informed that the sanction of the authority concerned is being obtained. The
confidential orders issued by the Ministry of Home AffairsComptroller and Auditor
General from time to time on the subject may aso be referred to as and when
necessary.

(Para 5.6 of Manual of Office Procedure and of the General Services and Maintenance
Branch, Volume | Part A (Office Procedure) ).

Officerecords
3.46 Therecords of the Inspection Civil Wing are preserved for the period specified
in Appendix I1.

Scrutiny of Rulesand Orders
3.47 Inrelation to audit of expenditure against regularity, it is the duty of Audit to

examine all financial rules and orders affecting expenditure and other tramsactions
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subjected to audit issued by the Executive authorities, to see that rules, etc. are

themselves interavires and that the audit of transactions which they govern may be
effectively conducted against them.
(Para2.2.26 of C.A.G.’sM.S.0. (Audit) — 11" Edition 2002).

3.48 All genera rules and orders of afinancial character (including those relating to
conditions of services) issued by the President are scrutinised by the Comptroller and
Auditor General himself. Other rules and orders of afinancial character issued by the
President, which are not of a general nature but are applicable exclusively to specified
departments, and all rules and orders of a financial character issued by authorities
subordinate to the President are scrutinised by the Accountant General concerned but
when such rules and orders concern more than one Accountant General, the following
procedure should be followed: -

() The Principal Director of Audit, Economic and Services Ministries will
scrutinise all rules and orders which affect him and one or more of the State

Accountant General but not the Director General of Audit, Central Revenues.

(i)  The Director General of Audit, Central Revenue will scrutinise other rules and
orders.

The Director General of Audit, Central Revenues and the Principal Director of
Audit, Economics and Services Ministries may consult other Accountants General

concerned where necessary.

Notel: In the case of delegation of powers to the Comptroller and Auditor General, no
scrutiny by the Indian Audit and Accounts Department is necessary as such
delegation are made by the Union Government after consultation with
Comptroller and Auditor General.

Note2: Rules and orders issued by the Comptroller and Auditor General of India
himself are not subject to the scrutiny of any officer subordinate to him.

Note3: The Accountants General will act on the assumption that such rules and orders
have been scrutinised by the Director General of Audit, Central
Revenues/Principal Director of Audit, Economic and Service Ministries and
have been accepted in audit. However, the Accountants General may, if they
so wish, bring to the latter's notice any specific constitutional or legal infirmity
in the rules and orders.

(Para2.2.5 of C.A.G.’sM.S.O. (Audit) — 2" Edition 2002).
349 All rules and standing orders of a financia character issued by State
Governments or by authorities subordinate to State Governments should be

scrutinised finally by the Accountant General of the State concerned.
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(Para2.2.7 of C.A.G.’sM.S.0. (Audit) — 2" Edition 2002)
Correctionsto the Inspection (Civil) Manual
350 (a Instructions and decisions of a permanent nature relating to the

Inspection Civil Wing should be incorporated in this Manua with reference to the
number and date of the letter, the case etc. Draft correction dlips, if it involves mere
incorporation of the orders issued by the Government, Comptroller and Auditor
General or the Accountant General will finally be approved by the Group Officer (I-
C) while in other cases the draft correction dips should be submitted to the
Accountant General for approval. After approval, each correction slip should be
pasted in the register of correction dlips in serial order of issue. The Assistant Audit
Officer/Section Officer (Headquarters) is personally responsible that this is done
regularly and the Manual is kept up-to-date. The register of Correction Slip should be
submitted to the Group Officer (I-C) on 15" of each month and quarterly to the
Accountant General on 10" of April, July, October and January each year. The
approved correction dlips for each quarter should be sent to G.S.M. Branch for
printing on the 15 of April, July, October and January.

(b) Whenever it is possible or necessary to issue a correction dlip an office order
should not be issued, but the copies of the correction dlips should be circul ated.
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CHAPTER -1V
RULES OF PROCEDURE FOR THE LOCAL INSPECTION STAFF
General Duties of the I nspection staff

41 The inspection saff is responsible for carrying out the actual
audits/inspections, drafting of the audit reports and despatching of such reports to the
concerned auditee units at Headquarters of the Inspection Civil Wing alongwith all
necessary documents. All the remaining work of the Wing is carried out by the unit
concerned. The inspection staff should, however, draw the attention of the
Headquarters Section by separate notes to the defects in this Manua and should
scrutinise at each inspection the relevant portion of the Manua to see whether it
requires amendment in any respect.
Strength of Local Audit Parties

4.2  Ordinarily one Section Officer/Assistant Audit Officer, one or two
Auditors/Senior Auditors are attached to each local audit party. The Auditors/Senior
Auditors work under the supervision of the Section Officer/Assistart Audit Officer.

Where there are two Assistant. Audit Officers/Section Officersin alocal audit
party, the Senior Assistant Audit Officer/Section Officer will be the incharge of the
party.

Time allotment
4.3  Thetime alotment for each account is fixed in terms of (single) mandays after
taking into consideration the quantum of work in each account and past experience of
the same account as well as additional work, if any, to be done during local audit.
Extension in time allotment

4.4 (@ The time alotment for the audit of an office/unit should not be
exceeded except for very specia reason and with the previous sanction of the Group
Officer (Inspection Civil). The local audit parties should take care to send the request
for extensions well in advance so that the orders of the Group Officer (Inspection
Civil) in this regard are communicated to them before the time originally allotted
expires. In no case may an extension be availed of before it is actually sanctioned.
(b) While submitting request for extension in time alotment for any audit, full
particulars of the additional work involved i.e. No. of vouchers, amount of
expenditure vis-avis figures for months selected in the previous audit and other
information concerning the accounts necessitating such extension should invariably

be given to justify the request for extension in time allotment.
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Time allotment for Important/Long duration Audits
45  Ordinarily, the period of local audit should never exceed 50 days. The
composition of local audit party should be determined keeping in view the nature and

complexity of the work of the organisation to be inspected. The composition of the
party can be varied, particularly in respect of mgor and important local audits. For
really important local audits, even 3 or 4 Assistant Audit Officers/Section Officers
can be deputed with one or two Auditors and full time gazetted supervision provided
with a view to improve the quality of local audit and cutting down its duration. It is
also imperative to ensure that before garting the local audit the party undertakes a
detailed and in-depth study at the Headquarters of the functions, nature and extent of
activities and magnitude of its financia transactions of the office or organisation to be
inspected. The Inspecting Officer should himself undertake some important and
original work and a brief description of the work done by each member of the
inspection party should be kept on record.

Detailed planning of the work should, from its very inception be the personal
responsibility of the supervisory officer at the level of the Group Officer, who should
ensure effective supervision of inspection work and provide necessary guidance.
Their close supervision would be required particularly in the second half of inspection
of major department offices and organisations. It is also necessary to ensure that the
personnel of local audit party particularly Assistant Audit Officers/Section Officers
and Audit Officers/Sr. Audit Officers are not changed in the midst of inspection. In
all cases in which it is considered necessary to allow local audit party more than 50
days, full facts of the case with detailed justification should be reported to the
Comptroller and Auditor General’s Office. A register for this purpose should be
maintained by Inspection Civil (Headquarters).

(Deputy Comptroller and Auditor General’s D.O. letter No. 673-TAI/ID (TA)/75
dated 5" August 1976).

Note 1. The time alotted in tour programmes includes the time for writing of the audit
notes, but excludes time taken on journeys and Sundays and holidays on
which work cannot be done. It should be understood that auditors are liable to
have their dailly alowance stopped if they exceed the time alotted in the
programmes of work.

Note 2.Local holidays and any other holidays declared by the State Government
should be observed by the Auditors only if the office in which they work is
actually closed. A copy of the orders in support thereof should be submitted
to Head office alongwith the relevant weekly diary.
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Note 3.1f any audit or work for a part of any working day, it should be considered as
full day for the calculation of time allotment.

Exception: - These orders have been waived in the case of accounts the time allotment
for which it is not more than two days.

Note 4.1f transit from one station to another falls on a holiday such a day should be
utilised for transit and not availed of as holiday.

Note 5.The auditors will not be allowed a day or as a part of a day during working
hours for looking for accommodation or atending to papers received from the
Head Office. Auditorsarriving at a station before 12 noon are expected to put
in at least half a day’s work.

Note 6. The time alotted for loca audits also includes time for the disposal of old
objections. Disposal of Dak should be done after office hours.

Review of Time allotment
4.6 A review of time allotments should be carried out every third year in order to
see that the time allowed for the local audit of various types of offices is adequate and
not more than adequate.

(Comptroller and Auditor General’s Confidential letter No. 380-Admn. [11/517-61,
dated 5" March, 1962)

Programme
4.7  No variation is alowed from the prescribed programme without the previous
permission of the Group Officer (Inspection Civil).

Note 1.The accounts allotted to a Section Officer/Assistant Audit Officer at the
station at which he may be working should be audited by him before leaving
that station. If for any reason any account can not be audited before leaving
that station, previous orders of the Group Officer (Inspection Civil), should be
obtained. A note of such orders having been obtained should always be given
in the weekly diaries. The tour programme should aso be arranged in such a
manner that journey to the same side is not undertaken more than once.

Note 2 In some cases weekly diaries indicate several accounts in hand; audits once
commenced should be completed before another one is taken up and
suspension of audits without adequate reasons is strictly prohibited. Where,
however, due to unavoidable circumstances and pressing reasons an audit has
to be suspended the reasons for doing the same should promptly be brought to
the notice of the Group Officer.

(Office Order No. OA/1-53/1960-61/1188 dated 14" June 1960).

Telegrams
4.8 When atelegram is sent by the Group Officer (Inspection Civil) to a Section
Officer/Assistant Audit Officer/Inspecting Officer for any specific purpose it s receipt
should at once be acknowledged by post. Similarly, when a telegram is sent by a
Section Officer/Assistant Audit Officer/Inspecting Officer to the Group Officer
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(Inspection Civil), a copy of the same should be sent on the same day to the Head
Office by post.

Weekly Diaries

49 (@ Preparation and Submission of Weekly Diaries — Each auditor is
supplied with a bound diary. The entries of work done by him should be made in the
diary each day or on the morning of the next day. Once aweek (on Friday afternoon)
the week’s entries should be copied into the diary extract in Form SY 324. Section
Officer/Assistant Audit Officer incharge of the party should not omit to fill in the
reverse of the Form. Weekly diaries of the auditors should be countersigned by the
Section Officer/Assistant Audit Officers who should also record a certificate to the
effect that the work of auditor was reviewed and found satisfactory or otherwise as the
case may be.

Weekly diaries should be forwarded to the Headquarters on the last working
day of the week or on the morning of the next working day.

Where duration of local audit exceeds seven working days, weekly diary
report forwarded by the Inspecting Officer should be scrutinized by the Audit
Officer/Sr. Audit Officer (Headquarters) and submitted to the Group Officer. The
other weekly diary reports should be finalised by the Audit Officer/Sr. Audit Officer
(Headquarters).

(Comptroller and Auditor Genera’s letter No. 173-OLM/12-75/1 dated the 24
September 1975).

If on any day alocal holiday or haf-holiday is observed it should be stated in

the diary that the office where the auditor was working was actually closed.

(b) Review of the work done by the auditors during Local Audit by the
Supervisory Staff

() At present the supervisory staff conduct only a general review of the work
done by the auditors during local audit. No record of the items of work specifically
reviewed, the extent and the result of such a review is kept in any register or return.
With a view to ensuring that the items of work attached to the audit or have been
checked adequately during the loca audit, it has been decided that the Section
Officer/Asstt. .Audit Officer incharge of the party (senior most among them in case
there are more than one Section Officer/Asstt. Audit Officer) should conduct a test
check of the work done by the auditor including the check of totals expected to be

made by the latter. While recording a certificate of the general review the Section
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Officer/Asstt. Audit Officer should also specify the items test checked by him. The
guantum of test check in this regard may be fixed by the Accountant General,

according to local needs.

(Comptroller and Auditor General letter No. 48-T.A.%2-79, dated 17" January, 1979
filed in Pilot File).

(i)  The Section Officer/Assistant Audit Officer field should carry out the
following quantum of test check of the work done by the auditors: -

() If there is one auditor, 10% of each item checked by the auditor.

(i) If there are more than one auditor, 5% each item checked by the auditors.

The detalls of the items checked by the Section Officer/Assistant Audit
Officer should be given in his weekly diary reports as well as in the duty list attached
with the Audit and Inspection Note. The Section Officer/Assistant Audit Officer at
the time of his transfer should specifically bring these orders to the notice of successor
Section Officer/Assistant Audit Officer.

The Inspecting Officer while countersigning the diary reports should ensure
that the requisite details are given by the Section Officer/Assistant Audit Officer.
(Circular No. OAD/C/78-79/5830 dated 25 February 1979).

Period covered by L ocal Audit

410 (a) As far as practicable, every local audit or inspection should cover
transactions from the date upto which the account was last audited to the month
preceding the month in which inspection takes place. The Cash book should,
however, be checked upto date. The local audits and inspections should be complete
and thorough in respect of the transactions covered by them. There have been cases
in which local audit by our staff failed to bring to light serious irregularities and even
defalcations, which were later discovered by other agencies. It is needless to point out
that even single instance of this kind brings the whole Audit Department into
disrepute. The inspecting staff should be very careful in this regard and ensure that no
such case goes undetected.

(Comptroller and Auditor General’s D.O. letter No. 1307/Admn. 1/388-55, dated 26"
April, 1955).

(b) In case of accounts in respect of which an audit certificate is required to be
issued by this office i.e. Family Planning, Sainik Welfare Department, World Bank
Schemes etc. period of audit would be upto end of the last financial year. As regards
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half yearly accounts, the period of audit would be upto the end of preceeding half-

year.
Quantum of Gazetted Supervision

411 (@ Asfar as possible full gazetted supervision at the level of Audit
Officer/Sr. Audit Officer, should be provided for the following items of local
audit: -

) Efficiency cum performance audit.

(i)  Audit under Section 14, 15, 19 and 20 of the Comptroller and Auditor
Generd’s (DP&CS) Act, 1971.

(i)  System audit wherever specia audit of specific system are taken up.

(iv)  Audit of district and higher level offices which deal with development
activities under Plan Programme and

(v) Special audits (frauds, embezzlements etc.)

(Authority CAG letter No. 1271-O& M/7-81 V dated 24-09-1985).

(b) Other annual, biennial etc. audits should be supervised as under -

Supervision

Category A Units having more than Rs one crore 100%
expenditure excluding establishment
expenditure and will be audited annually

Category B Units having expenditure between Rs 25 | 50% by Audit Officers/Sr.

lakh to one crore and will be audited Audit Officers
biennially

Category C Units having expenditure less than No supervision required
Rs 25 lakh and will be audited oncein
three/four years

(Authority: File No. IC-1/HQ/TP/Audit Plan/2004-2006)
Intimation of dates of audit and Inspection

412 (i) Before an audit is taken up, an intimation of the date of inspection
should be sent to the Head of Office to be inspected in Form SY 330 a week or 10
days in advance of the actual date of commencement of audit of the concerned office
SO as to permit any representations from the officers concerned for the postponement
of the audit, being received before the local audit party leaves the station where they
are working and that request for postponement could be considered and resultant
adjustments made without much disturbance in the approved programme.

(i) Immediately after the programme of local audit for an audit party is approved,

a copy thereof should be sent to the Sections (audit units) concerned so that these
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sections may take necessary steps to keep their records ready for being sent to the

local audit parties.

(iii)  Copies of the approved programmes of local audit parties and Inspecting
Officers as well as subsequent amendments made therein should also be supplied to
the respective Inspecting Officers Section Officers/ Asstt. Audit Officers for their
guidance.

(iv)  Intimation regarding change of dates of audit of any office consequent upon
grant of extension/ postponement or otherwise should be sent to the Head of Office
concerned immediately.

Note: - The Codes and Manuals provide for suitable notice to be given before an
ingpection is taken up. This rotice is provided for on practical considerations
so that the required books/records may be kept ready for audit as otherwise the
time of audit party might be wasted. A surprise inspection when temporary
misappropriation is suspected is, however, a different matter.  Such
ingpections should not be undertaken too frequently or frivolously but only on
reasonable suspicion of temporary misappropriation. Such inspections may, in
view of absence of notice of regular inspection, have to be confined to the
limited purpose of verification of cash and of the books relevant to that
purpose. The verification should be undertaken as soon as the necessity for
the same is felt and this should preferably be done at a time when the officer-
incharge is present.

(Comptroller and Auditor General’s confidential D.O. to the Accountant General,
Madhya Pradesh, Nagpur No. 70 Admn 1-54 dated 26™ July 1954 and copy endorsed
to all Accountant Generals and Comptrollers. (Original letter filed in case TM-4A/
1954-55).

Accommodation
4.13 If Auditors wish to enlist help from local authorities to secure suitable
accommodation for themselves or for their assistants at any place of work, they
should write privately to the person concerned. They are not entitled to address the
Head of Offices on this subject officially.

Intimation to the Head Office and Monthly Reports

414 (@ Before an Auditor leaves a station and as soon as he arrives at a new
station he should send intimation in form SY 342 to the Head Office. The office will
put it up to the Audit Officers/ Sr. Audit Officer (Headquarters) before it isfiled.

(b) When the audit of an account has been taken up, intimation should be sent to
the Head Office promptly in the Form No. OA 5 given in Appendix |I. The office
should verify the period of audit and months selected for test audit before making
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necessary entries in the progress registers (Form SY 326). Where selected months

differ from those approved by the Group Officer (Inspection Civil), the deviation
should be brought to his rotice.

(© Sections Officers should maintain a calendar of Returns and note therein all
the returns required to be submitted to the Head Office to avoid any delay in the
submission of any return and for the guidance of their successors also. The register
should be submitted to the Audit Officer/Senior Deputy Accountant General
(Inspection Civil) whenever any of them happens to visit the party. Calendar of

Returnsis given in Annexure | to this Chapter for guidance.
(OA/M.C.W. 1/19 dated 10" February, 1959).
Working hours and Pattern of Holidays

415 (a) The local audit parties will observe the working hours and the pattern
of holidays of the office/department visited by them. Every Saturday and Sunday,

however, will continue as full closed holidays for Central Government Offices.

While every endeavour should be made to observe the above instructions as
far as practicable, there would be no objection to minor adjustments being made in
working hours or pattern of holidays in case of such parties to suit administrative

convenience.

(Comptroller and Audit General’s letter No. 2492-NGE 1/295-65 |1, dated 24"
September 1966 and No. 208/NGE 1/295-65 |1 dated 2" Februar y 1967).

(b) The Punjab Government observes the working hours from 9 am. to 5 p.m.
with half-an-hour break and every Saturday closed in the Punjab State.

(© The local audit parties should observe these working hours.

Attendance

416 (@ All the members of local audit party must attend the office which they
inspect during the regular hours.

(b) Each local audit party should maintain an Attendance Register in which each
member of the party shall mark his attendance. The attendance register should be
closed in accordance with the instructions laid down in the Manua of Office
Procedure and of the General Services and Maintenance Branch and para 3.6 (iii) of
this Manual. The attendance register should be submitted to the Inspecting Officer at

the time of his visits to supervise the work of the party.
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Calling of lists of paymentsfor local audit

4.17 In partial modification of the existing procedure regarding collecting of the
original paid vouchers for check with reference to the records of auditee organization,
a revised procedure for sending a copy of list of payments and also schedule of
drawals for the selected month to the field parties is laid down for verification during
the course of audit of an auditee organization. Accordingly the requisition for list of
payments etc. will be sent to the concerned D. C. Section of the office of the
Accountant General (A&E) in time by Inspection Civil (Headquarters). After receipt
of documents from the office of the Accountant General (A&E), the Inspection Civil
(HQ) will photocopy them as required and send them to the field parties in accordance
with the programme. The original list of payments etc. will be sent to D.C. Section
thereafter.

In cases where documents are not received by the field parties at the
commencement of audit they should prepare the list of drawals receipts from the
treasury for verification of transactions with the records of DDO viz cash book etc.

(Authority: - Comptroller and Auditor Genera’s letter no. 642-Audit 11/ 87-87 (ii),
dated 27.5.92 circulated vide Insp (c) HQ/C.Slip /92-93/1854 dated nil).

Distribution of work on Inspections

4.18 It is always convenient in the matter of practical results to entrust the
more mechanical and routine portion of the work to the Auditors and the Section
Officer/ AAO doing the more important work and pursuing other complicated
investigations. Distribution of duties amongst the members of Audit party should be
approved by the Inspecting Officer in case of supervised audit. The broad line of the
distribution of work as laid down in annexure appended to para 6.1.7 of Comptroller
& Auditor General's Manual of Standing Orders (Audit) 2" Edition should be kept in
view (Annexure |l of Manual)

Defalcations and Frauds
419 (9 In the event of Auditors finding anything likely to lead to the discovery
of a defalcation or fraud or any serious irregularity, the circumstances should be
communicated to the Group Officer (Inspection Civil) at once and daily reports
should be sent of the progress made in the investigations. Such reports must not be
postponed to the following day. When defalcation is of an important nature and in the
auditor's mind beyond doubt, intimation should be sent to the Group Officer
(Inspection Civil) by wire.
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(b) In cases where frauds are suspected during the course of local audit, local

Audit Party should take note of the detailed particulars of the documents on the basis
of which the fraud is likely to be established and bring the matter promptly to the
notice of Inspection Civil Headquarters by means of special D.O. letter to the Audit
Officer/ Sr. Audit Officer (Headquarters) with a copy to the Head of the Office.

Inspection Civil headquarter should bring them to the notice of the next superior
authority of the department and, if necessary, to the Head of the Department. It would
not be necessary for inspecting parties to bring the documents to headquarters for
taking photostat copies. Inspection Civil Headquarters should maintain a register in
this behalf where details of the cases are kept on record and action taken by the
departmental offices are watched in the usual manner. This register should be put up
to the Group Officer (Inspection Civil) once every month on the 10

(Comptroller and Auditor General’'s Secret D.O. No. 684/TA-1/164-175 dated 2"
August 1976).

(© As per instructions contained in Headquarters letter No. 843-Rep(S)/40-2001
dated 31.8.2001, cases of fraud and corruption appearing in the Audit Report which
warrant vigilance investigation are to be communicated by the Accountant General
(Audit) to the Chief Secretary/Administrative Secretary to the State Government for
taking up the matters with State Vigilance Authority. It was further clarified in
Headquarters letter No. 932-Rep(S)/187-2003 dated 30.6.2003 that such cases should
be forwarded for obtaining prior approval of the Headquarters only after the Audit
Report has been approved.

In order to streamline and regulate the process, it has now been decided that
all Group Officers, while approving an Inspection Report should identify and submit
to the Principal Accountant General/Accountant General the cases of suspected fraud,
malafide and corruption warranting vigilance investigation. Accountant General
would examine the cases and record speaking orders before forwarding the extracts of
Inspection Report paras to the Administrative Secretaries of the Department
concerned demi-officialy in strict confidentiality, highlighting the need of making
vigilance investigation under intimation to the ADAI. The matter would be followed
up with the Government till finality. Meanwhile, in case the matter is proposed for
inclusion in the Audit Report, the fact of having intimated the State Government for
taking urgent action on the matters may also be mentioned in the final Audit Para.
(CAG's office DO No. 1149-Rep(s)/187-2003 dated 28-8-2003)
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Guidelinesfor detection of defalcationsand frauds
4.20 The efficacy of local audit depends largely on the intelligence, thoroughness

and resourcefulness which are brought to bear on it. Even an apparently minor defect
or irregularity might conceal a potential fraud or misappropriation which may come
out through intelligent probe. The inspecting staff should be alive to this and exercise
the checks intelligently and not in a mechanica way. An illustrative list of
irregularities which are likely to conceal potential fraudsis given below for guidance:-

() Erasures, over-writings, interpolations, alterations and un-attested corrections
in figures, pass orders etc. in account books and registers, bills presented at
treasuries, invoices, sales bills, receipts etc.

(i) Removal of pages from account books and registers.

(i) ~ Tamperings in totals and carry forward of totals, specially in cash books and
stock books.

(iv)  Errorsin totaing in bills

(v) Errorsin carry over figures from subsidiary registers to main registers

(vi) Delay in disbursement of money drawn from treasury to payees (including
moneys recovered against court attachment, undisbursed salaries etc.)

(vit)  Non availability of chalansin support of remittance entries in cash book.

(viii) Tampering of figuresin challans.

Note: Fictitious entries of remittance in Cash book will be brought to light during the
verification of credits for remittances for selected month/months direct from
the books of the Treasury.

(ixX)  Persistent delay in submission of payee stamped receipts, suppliers invoices
and counter signed detailed bills to audit.

Note: For this purpose alist of such items should be furnished by the Audit unitsto
the Inspection Civil Wing along with the vouchers and other documents for
check in local audit.

(x) Payments made on duplicate invoices, absence of proper reference in invoices
to entry in stock books.

(xi)  Issuein stock accounts not supported by proper indents and acknowledgement
issued on free transfer bills not acknowledged by the recipients.

(xit)  Failureto cancel sub vouchers or paid vouchers.

(xiii)  Bills presented at the treasury without entry in the Bill Register, interpolations
and alterations of entriesin the Bill Register.
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(xiv) Items of stores, works, etc. paid for in bills and not being traceable in the

relevant registers, viz., stock accounts, works registers measurement books,
etc.

(xv)  Signing office copies of bills in full, difference between the entries in the
office copies and fair copies of the hills.

(xvi) Persistent failure to conduct physical verification of stores or to take action on
the verification reports.

(xvii) Entries in important records like Cash Book stock accounts, etc, not being
attested.

(xviii) Absence of proper periodical scrutiny of cash book, stock books, contingent
registers by the Head of Office or the authorized Gazetted Government
Servant.

(xix)  Non reconciliation of departmental figures with those of Treasury.

(xx)  Non accountal of cheques drawn from the treasury in DDO's Cash Book.
Necessary guidelines for dealing with frauds and corruption cases as issued by

ASOSAI and INTOSAI's auditing standards i.e., General Principals, General

Standards, Field Standards and Reporting Standards may also be kept in view during

audit of records of any organisation/office.

Conduct of Local Audit

4.21 Before taking up the audit of a Government office or body/authority, the Asstt.

Audit Officer/Section Officer/Inspecting Officer should -

() study the documents in Inspection Civil Headquarters relating to the office and
make themselves conversant with its set up, i.e. if a government office, whether
it is an attached or subordinate office and if a body or authority whether it has
been set up under an Act of Parliament or a Registered Society, etc., its
Governing body and Genera body, the functions entrusted to it and the system
of finance obtaining in the office, i.e., what makes up its receipt and how its
money is expended, what system of account is being followed, what accounts
books are prescribed and what are the details of its budget etc. The Act of
Parliament, Memorandum and Article of Association, Regulations, Rules etc.
relating to the body or authority, the Annual Administrative Reports, the
Departmental Manuals, Delegation of Financial Powers relating to the office or
any other publications or Evaluation Reports should also be examined in

addition to Inspection Reports of previous years.
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(i)  Study the Comptroller and Auditor General's Secret Memorandum of

Instructions where in some of the important matters to which attention should
be given by the local audit party and the Inspecting Officer are indicated. (Para
6.1.25 of the Comptroller and Auditor General's Manual of Standing Orders
(Audit) Second Edition 2002).

(i)  Ensure that the records which are required to be received from the Inspection
Civil Headquarters/Audit Units concerned have been received.

(iv) Cal onthe Head of the Office, the accounts of which are about to be audited at
the very commencement of audit and seek his assistance in settlement of old
objections, supply of records and information for the current audit and
provision of office accommodation and facilities for the conduct of audit. The
officials directly concerned with audit, namely Drawing and Disbursing
Officer, Administrative Officer, Accounts Officer etc. should also be met.

(v)  Obtaininwriting from the Head of office an exhaustive list of various fields of
activities and the records maintained so as to ensure that all fields of activities
of the office inspected and al financial records maintained in the office are
covered during local audit.

(vi) Ensure that distribution of work among the members of local audit party has
duly been made. It should also be ensured that full details regarding the nature
of work allocated to each member of the party is attached to the Inspection
Report.

(Comptroller and Auditor General’s letter No. 3010/Admn 1/463-60 dated 2"
November 1962)

Note: The auditors in the course of their audits should not express independent
opinions on their own authority connected with the interpretation of various
Act or Rule nor give rulings of doubtful points or procedure etc.

Organising local audit work of important/long duration audit inspections
4.22 Theloca audit arrangement should be organised with a view to ensuring that
in every important/long duration local audit, the local audit parties go reasonably
prepared and briefed from the Headquarter’s office and that the supervision is closed.
With a view to having an effective, purposeful and result oriented audit, briefing
should be done at the level of senior officers. It has been decided that before an Audit
party proceeds to a particular Ministry/Department for conducting important/long
duration audit, all members of the party should be briefed by a Senior Audit

Officer/Group Officer at the Inspection Civil wing Headquarters about the functions,
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nature and extent of the activities and the magnitude of the financial transactions of

the offices/organisations to be inspected. The inspection staff may also be provided
with suitable guidelines on the salient points to be examined during such audits.

(Comptroller and Auditor General’s D.O. letter No. 673-T.A. I/JDD(TA)/75 dated 5"
August 1976 and D.O. No. 184-TA-1/13-80 dated 6 March 1980)

Postponement and suspension of Local audit

4.23 Reguests for postponement of audit are considered only in exceptional
circumstances. All cases of postponement should have approval of the Group Officer
(Inspection Civil). In cases whose requests for postponement of audit were not
received through the Head of the Office/Department and the departmental office fails
to produce the records on the scheduled date of audit, the Section Officers/Assistant
Audit Officer of the field audit parties should ascertain the reasons for non production
of records in writing from the Head of the office. The position should be brought to
the notice of the Inspection Civil Wing Headquarters before taking up next audit in
the programme.

Where due to non production/non availability of prescribed account records of
vital importance an audit party is unable to proceed with the audit of an office, a
detailed note indicating reasons for non production/nonavailability of records
alongwith the remarks of the Head of the office inspected may be sent by the Section
Officers/Assistant Audit Officer/Inspecting Officer of the audit party to Inspection
Civil Wing (Headquarters) seeking suspension of audit. Such note, if any, received
from any party shall be accorded priority and orders thereon shall be obtained from
the Group Officer (Inspection Civil). No audit should, however, be suspended
without his prior permission.

Where any audit is ordered to be suspended the reasons for suspension of audit
shal immediately be intimated to the next higher authority of the office inspected
with arequest to trace/re-construct the concerned records for facility of audit.

Attitude of Auditors
4.24 The Auditors should be careful to see that no grounds are afforded for
complaint from local authorities against the manner in which Inspection and Audits
are conducted or in regard to the tone or the substance of their inspection reports. If
the work of inspection of audit is to be of any value it should be conducted with tact
and discretion and in a manner to avoid as far as possible al irritation to the local
officers. They should also bear in mind that unnecessary meticulous or badly
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expressed objections not only bring discredit on audit and give rise to reasonable

irritation but also cause an increase of work in both the Audit and the local offices.
4.25 Auditors, while yielding in nothing they consider to be part of their officia
duty should be careful to avoid friction with any of the officials with whom they come
in contact. If they convince the officers by the manner in which they go about their
work that they are there not to complicate procedure but to simplify it not merely to
criticise but to assist they will meet with little difficulty in this direction. They should
assist the local authorities with advice and may show by means of practical example,
if necessary, how account registers should be posted and how a proper check is
exercised, in order that there may be ro possibility of mistake or omission due to
ignorance on the part of the local officials. It is much better to prevent mistakes that
in procedure than to discover such mistakes after they have been committed.
4.26 The Inspection staff is strictly prohibited from being in any way under the
obligation of any member of an office whose accounts are being or will be inspected
by them and should not ask for, or obtain free any supply or service which has a
definite financial implication. In the matter of house accommodation, outside help
may be enlisted but it should be strictly on payment of rent and other charges by the
members of the inspection party themselves. The use of the transport pertaining to
any local departmental office for private purpose is definitely prohibited. The
reputation of the office regarding honesty and efficiency depends to a large extent on
the behavior of the Inspecting staff. Any breach of these instructions should be
reported forthwith by the Section Officers/Assistant Audit Officer/Audit Officer/Sr.
Audit Officer to the Group Officer (Inspection Civil) confidentially.

General Audit Instructions
4.27 For an intelligent and efficient audit or inspection of accounts it is hecessary
that the local Auditors should have an intimate acqueintance with the various Acts,
Codes and Manuals relating thereto, and they should also be conversant with the
subsidiary rules and orders issued from time to time. Loca Auditors will be supplied
with copies of al Acts Codes and Manuals required and they should also keep a note
book in which they should record briefly important decisions contained in
Government orders and in the orders issued from the department or in the papers sent
for circulation. The formal rules for audit should be strictly complied with. Many of
these rules represent in concise form the experience of many years and their value can

not be overlooked. Only they must not be converted into a fetish and applied in a
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rigid spirit or considered as all sufficing under circumstances where they are

obvioudy inadequate. But when anything less is done than is laid down in them, the
Auditors must bring the fact to the Audit officer’s notice. Ordinarily they must be
taken as the minimum of a good audit.

4.28 The value of an audit depends largely on the intelligence and thoroughness
with which the work is done. Sometime some informality, some irregular payment or
some slight discrepancy is detected in the course of audit. The tendency is to embody
this in a formal objection statement, which in course of time is replied to the
requirements of the Audit Department. These are complied within the particular case
in question and there the matter ends. But that is where it should not end. Small
circumstances like these if taken up may lead to the detection of larger irregularities
or a defect of system liable to lead to fraud, and their value as such must be borne in
mind. The Section Officers/Assistant Audit Officer should look at everything in a
fresh and original way, and when he realizes thet he had touched on a matter which
may repay investigation, he should go into it with an exhaustiveness which will leave
no detail undiscovered. He must take nothing for granted. It is not, however, the
function of an Auditor, except under special orders, to undertake such duties as
enquiry into alleged oppression, the taking down of statements of witness, the
examination of books of traders, the taking or checking of stock. If there are
suspicious circumstances in the accounts, the Auditor should report the fact to the
Group Officer (Inspection Civil). It is not the business of the Auditor but that of the
executive to undertake an enquiry.

4.29 As the object of the account is to present a true financial picture, intelligent
and proper audit requires the visualising of all financial transactions in their proper
perspective as a whole and not merely the examination of the details of the
transactions which work to the final result. The Auditors should, therefore, prior to
taking up the audit of the accounts of any particular institution, consult the printed
administrative report of any other Government publications where the accounts of
income and expenditure of the institution appear, so that they may obtain a correct
perspective of the financial side of the institution and make their audit both intelligent
and useful instead of allowing it to become merely a process of checking registersin a
disconnected and mechanical way.

(CAG's letter No. 57/Admn-1/135-34 dated the 28" January 1935).
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4.30 Itismost undesirable in local inspections that the check of initial records such

as the cash books should be neglected in favour of material which may provide cases
for “Higher Audit’. The Comptroller and Auditor General of India has emphasised
that the primary duty of the Indian Audit Department is to secure the correctness of
accounts and not criticism of a higher audit character of the executive work of a
department.

(Comptroller and Auditor General’s letter No. 31 Admn.-1/205-36 dated 15" January
1937).

4.31 No auditor is competent to undertake any investigation which is not strictly
within the scope of the test audit whether such an investigation results in extra time
being taken or not. If anything is noticed in the course of an audit, the Section
Officer, Asstt Audit Officer and Senior Auditor should bring it specialy to the notice
of Group officer. In no case can Senior Auditors undertake any special investigation
work of any kind at the instance of administrative authorities without the Group
Officer’ s sanction.

4.32 Auditors should confine themselves to facts which have a bearing on accounts
and finances and matters not falling strictly within the scope of audit should not be
touched by them.

4.33 Auditors must cal in writing for al registers and accounts of the offices
inspected, required for audit purposes.

Note: Section Officer/Assistant Audit Officer must examine all records required for
audit and if any records can not be produced they should make sure of the
reasons for its non production and bring such failure, to the notice of the Head
of the Office etc. The production of this record at the following audit should
also be insisted upon.

4.34 In auditing accounts all entries checked should be ticked by the Auditors and
all vouchers, registers etc. examined should be initialled by them. For this purpose
specia audit pencils should be used. Assistant Audit Officer/Section Officer/Auditors
should not make notes, corrections or remarks in any of the registers or documents of
the office which they may audit.

4.35 The State Government has permitted the Audit Officers to make use of the
unsolicited information which comes to their hand in the course of Audit.

Note: For procedure in connection with anonymous letters received, see para 3.23 of
the Manual.

4.36  Auditors should not apply merely mechanical checks to payment vouchers e.g.

seeing that there is a proper acquittance in support of payments, that amounts charged
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are arithmetically correct and that the rates are in accordance with the schedule of

rates. In the interest of thorough audit it is necessary to see that the charges in the bill
are not extravagant and if doubt arises, the prevailing market rates may be ascertained
through the District Officer. Cases of different rates paid for the same aticles
observed in auditing the accounts of two or more offices in the same locality should
be investigated and the auditors should find out carefully the causes of such
difference. In such cases, however, no hard and fast rules can be laid down as it
demands the exercise of great care on the part of the Section Officer/AAO. Such
cases should generaly be reported to the Group Officer (Inspection Civil) for orders.
Check of Cash

4.37 The Inspecting Officers are not required to verify by count the cash balance of
the office inspected. It is, however, not the intention that an Inspecting Officer is
debarred from verifying the cash of an office if the circumstances in any case warrant
this. In such a case, the verification should be undertaken as soon as the necessity of
the same is felt, and this should preferably be done at a time when the officer incharge
IS present.

In this connection it may be borne in mind that if in any case the cash balance
pertaining to a cash book is counted, a ssimultaneous count of all cash balances (with
relevant accounts) in the charge of the disbursing officer or other custodian of the
cash chest is desirable.

The same consideration applies in respect of surprise inspections.

Wherever cash is verified it should be seen that the cash book is written up to
date and all entries should be vouched to the date of verification. It should also be
seen in audit that the cash chest contains nothing but the Government money and
Government valuables.

Depreciation
4.38 Depreciation should be shown as an item in the Stores Accounts only when
there is a definite policy of writing down stores values by such means. Where there is
no such policy actual writes off of surplus, unserviceable or lost stores should be
shown or losses on revaluation. This principle will apply both to Commercial as well
as non-commercial department. These instructions should be carefully borne in mind
when auditing the stores accounts.

(Comptroller and Auditor General of India’s letter No. 235 RS 95.36, dated
the 29™" October, 1936)
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4.39 The following criteria may be kept in view, while checking prices fixed by

Government for various commodities-

a Where Government or Government owned or controlled institutions are
monopolistic producers of the commodities, it should be seen that a policy has been
lad down by the authority competent to do so and that the policy is properly
implemented. For instance, if the policy is that prices should be based on cogt, it
should be ensured that cost data are properly collected and prices are actually based
thereon. It is not for us to comment on the merits of the policy but our view should
bring out the financia results of the policy adopted we should then leave it to P.A.C.
to make comments, if any.

b) Where the Government owned or controlled institutions are not monopolistic
producers but their production form a significant proportion of the total production of
the article consumed and the price of the article is fixed under orders of Governments,
the duties of audit are more or less the same as in (@) above. Where, however, the
Government fixed prices on the recommendations of Tariff Commission and the
Commission has recommended the prices for a certain period only and has also
recommended their revision on the basis of certain variations in the cost data and the
Government have agreed to such review or to an escalation on a certain basis it should
be seen that these are actually implemented.

) Where Government or Government owned or Government controlled
institutions are not producers or do not produce any significant portion of the total
production and the Government (&) are not major consumers of such commodities (b)
may consume a significant portion of the total production, it may be more desirable
not to embark upon the scrutiny of the fixation of prices. It is a matter which may be
left to the executive to be controlled by Parliament and unless we are specifically
requested to look into a particular price fixation case by Government, we need not get
ourselves involved in this matter. Cost is certainly one of the important factors taken
into account in fixation of prices. But it is not the only factor, there are so many
considerations involved in fixing controlled prices that we should not question them
unless some thing looks very patently wrong.

(Authority- Comptroller and Auditor General’s letter No. 515-Tech Admn. 1/167-64
dated the 3" March 1964 filed in CW-8-9/X-page 227/C.)
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Raising and pur suance of objections
440 (&) The Section Officer/Asstt. Audit Officer in the course of audit should use

the following forms:

(i) SY.322-A

(i) SY.327

(i) SY.335

All points on which any information is required or are important enough to go
into the audit note should be noted in Form SY 327. Urgent and important
information should, however, be obtained on Form SY 322-A. Any remarks for note
and guidance should be written on Form SY- 335, which after being noted by the
local authorities will be filed after scrutiny. These will be sent to the Section Officers
conducting the next audit for verification.

(b) All memos/other documents issued during the local inspection should bear the
dated signatures of the issuing officers.

(AG'sorders dated 8.12.1992)

(c) Replies to memoranda in Form SY 322-A and SY 327 should be carefully
scrutnised by the SO/AAO. An attempt should be made to remove as many
objections as possible during the course of audit. The items settled should be struck
off and initialled by the SO/AAOQ.

Before the close of the audit the objection memos should be received back
from the officer incharge. The efficiency of an Auditor will be judged partly by his
success in having the objection cleared before he leaves.

(d) At the end of the audit the Auditor will remove such of the objections as can
be removed in the light of the explanation given by the officials and divide the
remaining items into two categories
0] Those that are fit for inclusion in the Audit Report and (ii) those that are to go
in the Test Audit Notes (Form SY-348). He will then draft the audit note and submit
it to the Group officer (Inspection Civil) according to the instructions in Chapter 6 of
this Manual. The minor items that remain will be classified and abstracted on Form
SY 348. In doing so, the Auditors concerned will in the light of the explanation given
proceed to draft the objections in the final form and these final objections alone will
be incorporated in the Test Audit Notes. The Test Audit Notes should also be drafted
according to the instructions given in Chapter 6 of the Manual in duplicate. One copy

of the Test Audit Note should be issued on the spot to the Head of the Office
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inspecting after obtaining acknowledgement. Duplicate copy of the Test Audit Note
should be sent to Head Office alongwith the draft Audit and Inspection Report.

Note 1. Section Officer/Assistant Audit officer should see that the requisitions and
memos are promptly dealt with during audit and except in very exceptional
circumstances which should be reported to the Group Officer (Inspection
Civil) these must not be left with the local officials after the Auditors
departure from the place of audit.

Note 2: If in any circumstances any of the objections finally included in the list of
unsettled objections have not been made over to the officer whose accounts
have been audited a note to that effect should be made at the foot of the last
sheet of the Test Audit Notes.

Note 3: Auditors should omit from the Test Audit Notes, al individual items where
the sum involved is less than one rupee. Where there are many petty items of
similar nature and the total involved is more than one rupee they can be
grouped together in the Test Audit Notes and one remark made against the lot.
When individual items are omitted from the Test Audit Notes under this order,
the Auditor should make a query mark with the audit pencil against the
particular items in order that the Group Officer (Inspection Civil) may see,
when inspecting, that the Auditor have noticed discrepancy.

Note 4: In the case of Government Institutions all small irregular, payment should be
specially reported so that the Branch officer (Headquarters), the Group officer
(Inspection Civil) or the Accountant General may waive the recovery thereof
under para 7.1.16 of the Comptroller and Auditor General’s Manua of
Standing Orders (Audit) 2" Edition 2002.

A walver register is kept in the Central Office for this purpose. The
amount proposed to be waived under para 7.1.16 of Comptroller and Auditor
Genera’s Manual of Standing Orders (Audit) 2'¢ Edition 2002 together with
the nature of the payments and the reasons for the proposed waiver, should be
listed and submitted for orders along with each audit note.

Note 5. When objections can be settled at the time of audit there is no need of
incorporating them in the Test Audit Notes (Form SY 348) snt to the local
office.

Note 6: It should be understood that only replies enabling an objections to be totally
withdrawn, can be accepted. Replies such as ‘noted’, ‘will be done’, etc. and
partial answers to objections are of no value.

Note 7: When in any case a Test Audit Note is blank the Auditor will/make a note of
the fact in the Audit Note as well as in the forwarding memo.

Note 8: The fair copy of the Test Audit Notes should be prepared by the Assistant or
Assistants who are working with the Section Officer/Assistant Audit officer at
the time the draft Audit Note is despatched by them to the Head office. The
list of unsettled objections should not contain the original objections and the
reply recorded at the preliminary stage but each objection should be drafted
afresh after taking into account the reply of the local officials. In fact each
item of the list of unsettled objection should be a self contained paragraph
drafted after due considerations of the reply and not merely a verbatim copy of
the original objection issued at the preliminary stage.
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441 The Section Officer/Assistant Audit Officer should invariably record a
specific objection in the Audit and Inspection Note in respect of al vouchers,

documents or other relevant records as are not produced by an office at the time of
local audit but are promised to be shown later on. These objections could
subsequently be dropped when vouchers are made available either before conclusion
of audit or at the time of next audit.

(Authority- Accountant General’s order dated 30th December 1953 on P-22/N of File
0O.A./12-6/ Conf. 28 of 1957-58-59).

4.42 Ora orders and explanation should not be given by Auditors. When oral
instructions are given the same should always be repeated in the objection memos.
Settlement of old objections

443 (a) Settlement of outstanding paras of the earlier Inspection Report is one
of the important duties of an Inspecting Officer and should be given adequate
attention. The Ingpecting Officer should take up the work relating to discussion of
outstanding paras of previous Inspection Reports with the Head of Office and other
concerned authorities soon after the audit commences and follow up the discussion
with actual settlement of objections on the spot. This aspect of the Inspecting
Officer’s work is important and the Inspecting Officer should devote considerable
portion of his time and attention to this work. The discussion and settlement of such
items of objections in respect of office situated at a station visited by the Inspection
party but which are actually inspected by that party should normally be done by the
Inspecting Officer himself.

Settlement of outstanding objections/paras ultimately depends on the merits of

each case and should be dealt with extreme care and caution. However, the following
guidelines may be kept in view for settlement of objections/paras which are
outstanding in the old reports-
() The Inspecting Officers before treating objectiong/paras in the previous
Inspection Reports as settled should ensure thet the office concerned has furnished
written reply/explanation for each objection so settled and their reply is placed on
record. Based on replies/discussion with the authorities he should also record brief
justification for dropping the objection in the original Inspection Report. In no case
an outstanding objection/para should be treated as settled merely by recording
“discussed and dropped”.
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(i) Paras which are instructive in nature may be dropped provided the instructions

are noted in writing by the department concerned.

(iii)  Paras on non-completion of minor records may be dropped, if their completion
has been made and got verified in audit.

(iv)  Paras on procedural matters like non-maintenance of a record, non-obtaining
of a certificate relating to personal matters, non-attestation of some entries, etc., may
be settled when complied with. When such type of procedural objections/paras are
outstanding in one or more previous Inspection Reports and the irregularity has
continued during current audit, the outstanding objections/paras in the previous
reports may be dropped and a para included in the current report mentioning it that it
was pointed out in earlier Inspection Reports.

(v) Paras which are more administrative in nature may be dropped subject to the
noting of the correct procedure by the departmental authorities.

(vi)  Recoveries of petty amounts falling within the powers of the waiver under
para 7.1.16 of the Comptroller and Auditor Genera’s Manua of Standing Orders
(Audit) 2" Edition 2002 nay be waived by the Inspecting Officer or proposed for
waiver by the Group Officer/Pr. Accountant General, after issuing suitable
instructions to the officers concerned.

(b) It is an important part of the duties of the field staff to see that the defects
reported in previous Audit and Inspection Notes/Test Audit Notes have been
remedied and old objections are settled after review. There is a general tendency on
the part of the field staff, to leave the review of old objections on the plea either that
the annotated replies to the Audit and Inspection Notes have not been prepared by the
office concerned or these have been submitted to Headquarters Section and further
comments thereon are awaited. Leaving the review of old objections uncovered or
making a half hearted approach to this work does not help in reducing the number of
old objection but also defeats the purpose of audit as it gives an impression to the
office/ department concerned that we are not serious about the pursuit and settlement
of the objections raised by the previous audit parties. It may also be possible to
develop certain points into draft paras, if their latest position is ascertained and
incorporated in the Audit and Inspection Notes. The Comptroller and Auditor
Generd is also laying great emphasis on the settlement of old outstanding paras and

I nspection reports.
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All Section Officers Assistant Audit Officer (Field) and Inspecting Officers
are, therefore, directed that this item of work should be taken up in al seriousness.

Immediately on reaching the office to be inspected, the Head of the Office should be

requested for preparation of annotated replies to previous objections if not already
sent to Central Audit. Specid attention should be paid to settle maximum number of
old objections (including those for which reply has been sent to Central Audit) by the
discussion with the Heads of Offices and obtaining information on the spot.

(Office Order no. OA/PB/Civil/Arrear Reports/78-79/44-51 dated 13" December,
1978)

(© It has been decided by the Comptroller and Auditor Genera of India that the
objections remaining outstanding for more than eighteen months from the date of
issue, may be reviewed and a joint meeting of the concerned departmental officers,
with the Audit Officers and Section Officers’AAOs of the respective Audit Units of
Inspection Civil Wing may be arranged for linking of record/papers sent by the
former, for discussion and settlement. The objections remaining outstanding even
thereafter may be taken up at the Group Officer’s level and those which would be
really important may be proposed for inclusion in the Audit Reports.

The following proforma has been prescribed for reporting the results of
reviews of outstanding paras which should be adopted and included in the audit and

inspection not properly filled in.

SH Number and Year of |Parano. |Gistof para |Latest Recommendation of |Orders of
No. |Inspection Report position |Inspecting Officer |D.A.G./Sr.DAG

All the Inspecting Officers/Section Officers/Assistant Audit Officers should
incorporate the latest position of the outstanding paras including the reasons as to why
these are outstanding and their recommendations as a result of the discussion which
they have with the departmental officers in the above proforma.

(Office order no. OA/C/79-80/Review of old objections/6038 dated 31st October,
1979).

(d) It has been decided by the Comptroller and Auditor General of Indiathat:-
State Level Audit Committees may be activated to ensure that fruitful
meetings are organised on continuing basis. The meeting should be carefully

organised in order to elicit written replies during the meeting and on the basis of the

89




discussions and minutes drawn, objections should be treated as settled wherever

compliance is satisfactory.
() The inspection party should compulsorily hold discussions with the Executive
on the outstanding audit objections in the field and draw up minutes of the discussions
for the settlement of audit objections which should subsequently be approved by the
Group Officer. The ingpection report should not contain objections of more than 3 to
5 years old and all efforts should be made by the inspecting parties either to settle the
objections through discussion or transfer the old objection to the new inspection
report by updating them and dropping these from the old inspection reports.
(i)  The Group Officer should draw up an Action Plan for holding discussions on
outstanding Inspection Reports and objections with the Executive either at
Headquarters (AG office or department) or during his inspection to the field offices.
Detailed minutes should be drawn up indicating the compliance reports/replies and
settle the objections on the spot on the basis of compliance.
(iii)  Accountant General may bring the matter of outstanding audit objections to
the notice of Finance Secretary/Chief Secretary during periodical meetings with them.
(CAG letter DO No. 27 Audit (AP)/34-2001 dated 4-6-2002).
(e Objections for more than 10 years old which are of routine nature i.e. petty
recoveries, non reconciliation with treasury, excess expenditure over budget
allotment, recoveries from other Government Departments etc. may be transferred to
the respective Administrative Departments with a copy to the Finance Department for
follow up of the objections departmentally. These objections will however, be
watched through quarterly returns by the respective wings/sections but these will not
be shown as arrears. The department wise list of outstanding paras showing the
period, nature of objection, para number and brief gist along with all relevant papers
may be forwarded demi officialy to Government after approval of Principa
Accountant General.
® Objections which have aready become a part of Audit Report but are under
discussion in PAC/COPU shall continue to be pursued till final settlement of
objections by PAC but these will not form part of arrears.
(Authority: ECPA/Audit Committee/2002-03/1054-58 dated 29-11-2002)

Report on failure of Audit
4.44  The Civil Accountant General should submit to the Comptroller and Auditor

General a separate report of every serious case of failure of audit as soon as it comes
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to light (including those pointed out by the Director of Inspection, if any) irrespective

of any report which may be required for other purposes. The report should explain
the manner in which the failure occurred, and mention the names of the persons
responsible and the disciplinary action taken or recommended.

(Para 47 of the Comptroller and Auditor General’s Manual of Standing Orders
(Admn.) Volume 1).

Fixation of responsibility for failure of audit

445 With aview to facilitating fixation of responsibility for failure of audit against
any of the Auditors and Section Officers/ Assistant Audit Officersit has been ordered
by the Comptroller and Auditor General of India that proper records bearing the
signature of each Auditor indicating work done by him should be maintained.

Accordingly a proforma in the form given in Annexure Il to this Chapter
indicating duties allotted and work done by each auditor, bearing dated signature of
the Auditor concerned should be appended with each audit and inspection note.

(O.A./1-53/NCW!1/5507 dated 9th March, 1980)
4.46 Each Section Officer/Asstt. Audit Officer should ascertain whether the Group
Officer (Inspection Civil) has issued any notes on the inspection of any of the
accounts and see that the defects have been remedied.
Certificatesto Government servants of officesinspected
4.47 Auditors are forbidden from giving certificates of any kind to the Government
servants of the offices inspected by them.
Matter dealt with by Auditorsto be kept confidential

448 Auditors should note that matters with which they have to deal are
confidential. The audit is intended to be for the assistance of local officers and the

Audit Department is not justified in permitting their shortcomings to become public.
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Annexurel
to be maintained by the Local Audit Parties.
(Vide Para4.14 (C) of the Manual)

Caendar of returns

S. Name of Return or report When due Towhom Authority
No due
1 2 3 4 5
Weekly
1 Weekly Diaries accompanied by the|By Wednesday | Head CW/1-47/855
following documents. following  the| Office dated 28.5.58
Saturday to
which the diary
pertains.
(@) |Review certificate on Auditors work.
(b) |Reportsof letters outstanding.
Monthly

1 Monthly Arrear Report By thelast of the| --do-- --do--
month

2 Pay addresses By the 25" of | --do-- --do--
each month

3 T.A. Bills of the party By the 3° of | --do- --do--
each month

4 Intimations:-

i) of taking up and completion of audit Immediately --do- [(Para 4.14 of the
after the Manuad)
occasion

i) of change of address -do- -do- (Para4.15 of the

Manual)

5 Audit Notes and Test Audit Notes Within 3 days of --do-- CW/1-47/855
the completion dated 28.5.58
of audit.

Quarterly
Certificates of possesson of Secret |31¥ March --do-- |0.0./1-53/New
memo of Instructions 30the June 5689, dated
30™ September 21.3.60
31* December
Half yearly
Progress report of audit of grants-in-aid. | Ist April --do-- |OA/Misc/37-12/
Ist October 372 dated 18.11.59
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Annexurell to Para 4.45
PROFORMA
Office of the Pr. Accountant General (Audit) Punjab, Chandigarh

Proforma showing work done by members of field parties.
(Referred to in Para 4.45)

S. No. Name/Designation Duties allotted Signatures
1. 2. 3. 4.

Signature of Section Officer/

Assistant Audit Officer
Place:
Dated:
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CHAPTER -V
CENTRAL AUDIT
5.1  Central audit is conducted by the Central Audit Parties (CAPs) of this officein
the office of A.G.(A&E) every month and by the Central Audit Support Section
(CASS).

Instructions relating to Central Audit are contained in C.A.G.”s Manual of
Instructions for Central Audit and Chapter | of Section-11l of C. A.G.’sM.S.O. (Audit)
2" Edition 2002. Important instructions are reproduced below:

5.2  Central audit of vouchers pertaining to a month should as a genera rule be
conducted as soon as the monthly accounts are closed and the posting of vouchers in
the registers prescribed is completed by the Accountant General (A&E) Punjab. This
general instruction may be departed from only in specia circumstances and with the
express sanction of the Pr. Accountant General (Audit).

Central Audit Parties
5.3  The Central Audit work is carried out every month by Central Audit Parties of
the Audit Office in the Office of A.G. (A&E) Punjab. Central Audit Support Section
of this office coordinate and pursue the work of Central Audit Parties and carry out all
supporting functions like drawing up audit programmes of the parties, auditing
sanctions and follow-up work like maintaining objection books, selecting potential
material for audit reports etc. Generally, each Central Audit Support Section will be
under the charge of an Audit Officer/ Sr. Audit Officer while two Central Audit
Parties will be under the charge of one Assistant Audit Officer.

The Checks required to be exercised by Central audit parties and Central Audit
Support Section are incorporated in Annexure | to 1V to this Chapter.

54  The duties and responsihilities of various members of the Central Audit
Support Sections and Central Audit Parties are broadly indicated in Annexure | and I1.
It is open to the Pr. Accountant General (Audit) to entrust any other item of work to
any member of the section or party to authorize the Group Officer, Audit Officer/Sr.
Audit Officer incharge of Central Audit Support Section or the Assistant Audit
Officer incharge of the Central Audit Party to make such changes as may be necessary
from time to time in the distribution of work, considering the persons available and
thelir suitability for particular types of work. Such changes should be made in writing

keeping in view the need for clear demarcation of duties for personnel in the
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section/party to ensure accountability and identification of performance in execution

of work.
55  Each member of the Central Audit Party including the Assistant Audit Officer
will be individually responsible for the duties entrusted to him. Normally Sr.
Auditors Auditors shoud be able to finalise audit memos on their own, but on
important or doubtful questions they may seek the guidance of the Assistant Audit
Officer.

Note- The Assistant Audit Officer should determine the extent of independent action
to be alowed to each member of the party with reference to his experience,
quality and capacity to act independently. Final audit memo will be sent to the
Central Audit Support Section vide Para 5.8 below only after they are vetted
by the Assistant Audit Officer.

5.6  Assstant Audit Officer incharge of the Central Audit Party will ensure that all
members of the party perform their duties promptly, regularly and efficiently. He
will be responsible for the audit as a whole, guiding the staff under him and always
keeping himself posted with the progress of audit. Selection of vouchers and records
to be audited and reviewed will be made by the Assistant Audit Officer of the party on
the spot.

5.7 The audit enfacement on the voucher vide paragraphs 3.1.21. of CAG's
M.S.0. (Audit) 2" Edition 2002 should indicate the amount admitted/objected to in
audit. Current review of vouchers audited by the auditors will be conducted
immediately after the audit is over to the prescribed extent by the Assistant Audit
Officer, who, as he passes each voucher will place distinct mark (either his initial or
some shorter distinctive mark) below the enfacement on the voucher.

5.8  After audit and review is over, the Central Audit party will forward the
Selection Register, the Completion Certificate and the Audit NotessMemos (in
triplicate) to the relevant Central Audit Support Section.

5.9 Inregard to objections of an accounting nature, such as want of D.C. Bills,
want of vouchers, want of payee’s receipts, errors in treasury/divisional accounts etc.,
which are required to be watched by the Accountant General (A&E), the system,
procedure and effectiveness of pursuance of the objections will be watched by the
Pr. Accountant General (Audit). He will audit these documents as and when they are
received to the prescribed extent as per provision of paragraphs 3.1.24 of CA.G.’s
M.S.O. (Audit) 2" Edition 2002.
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Central Audit Support Section
5.10 Central Audit Support Sections will coordinate and pursue the work of CAPs.

After scrutiny and editing of the audit rote/memos where necessary, CASS will send

them in convenient batches every month to the departments concerned, with a copy to
the Accountant General (A&E) Punjab. CASS will deal with all connected
correspondence there after upto finality. CASS will also carry out supporting
functions like drawing up audit programme of CAPs and auditing sanctions, and
follow-up work like maintaining objection books, selecting potential material for
audit reports and co-ordination work generally Each CASS will normally comprise
one Sr. Audit officer/Audit officer, two Assistant Audit officers/Section officers, eight
Auditors /Sr. Auditors and two clerks. The duties of Central Audit Support Section
are broadly indicated in Annexure I.

511 (@) Copies of sanctions issued by the Central/State Government and
subordinate authorities will be received by the concerned Central Audit Support
Section where they will be examined in accordance with the provisions of Paragraphs
2.2.27 to 2.2.45 of C.A.G.’s Manua of Standing Orders (Audit) 2" Edition 2002.
Arrangements for receipts/scrutiny and processing of sanctions and maintenance of
files/folders in a regular and systematic manner will be made by the Pr. Accountant
Genera (Audit). Objections arising out of audit of sanctions should be communicated
by Central Audit Support Section to concerned department with a copy to the
Accountant General (A&E) and their settlement closely watched.

(b) In addition, it has been ordered by the Pr. Accountant General that henceforth
each CASS Section in Inspection Civil Wing shall also submit all sanctions for and
above Rs.10 lakhs to the Group Officer in suitable lots. Out of these, the sanctions of
Rs.25 lakhs and above shall be submitted for further perusal by the Pr. Accountant
General.

The Sr. Audit Officer (CASS) would be assigned a target for indicating, as a
result of the scrutiny of sanctions, suggesting at least 5 specific points each quarter,
for detailed examination during local audit. Besides targets for contributing tentative
draft paras annually would aso be allocated to the CASS Section.

(No. AG Sectt/C.A.G.’ s Inspection/94-95/378-80 dated 6 June, 1994).
(© The above procedure will, however, not absolve the concerned officers of their

responsibilities prescribed for conducting proper scrutiny of such sanctions.
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(Office Order No. Control/0.0/1 dated 22.4.93 issued by endorsement No. Control/2-
4/MICA/93-94/42-46 dated 22.4.93)

5.12 There should be close coordination between each Central Audit Support
Section and concerned Central Audit Parties. The results of scrutiny of all sanctions
should be made readily available to the latter before actual central audit of the
transactions concerned takes place. It is the duty of the concerned Central Audit

Support Section to supply the relevant sanctions files along with important points to
the Central Audit Parties when such parties take-up audit.
5.13 Audit of vouchers in Loan Sections, Book Sections, Deposit Sections and
Account Current Sections in the Accounts Office will be done by a Centra Audit
Support Section. The Finance Accounts and Appropriation Accounts prepared by the
Accountant General (A&E) will also be checked by a Central Audit Support Section.
Quantum of Central Audit & Review
5.14 The quantum of central audit to be followed will be the same as was in force
prior to the reorganisation of offices, except to the extent indicated in the Manual of
Ingtructions for Central Audit. The quantum has been increased by the A.G. vide
orders dated 30-4-98 (Annexure V).
5.15 Current review is limited to 10% of each Auditors work by Assistant Audit
Officer. Post review is discontinued. The relevant provisions of the Comptroller and
Auditor General’s Secret Memorandum of Instructions regarding the extent of Audit

stand modified accordingly.
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Annexure-|

(vide para5.3)
Duties of members of Central Audit Support Section

a) Audit Officer/Sr. Audit Officer

() Coordination and General Supervision.

Framing of audit programme, deployment of audit parties and watching
completion of audit/audit performance.

(i)  Audit of sanctions exceeding Rs.50,000 other than those relating to
entitlement.

Audit of sanctions of general nature relating to entitlement.

(i) Audit of guarantees.

(iv)  Audit of contract agreements.

(v) Review of files containing objection memos issued to entitlement/accounting
sections.

(vi) Review of Portfolio files, Central, Centrally sponsored and State plan
schemes.

(vii)  Scrutiny of materials for audit reports.

Audit of Appropriation Accounts and Finance Accounts.

(viii) Preparation of quarterly report in the working of each department with
reference to the material collected, objection memos received from Audit
teams etc.

(ix)  Examination of rules and regulations proposed/issued by Government.

(x) Report regarding failure of Audit.

b) Assistant Audit Officer

() Audit of sanctions to expenditure upto Rs.50,000/- other than those relating to
entitlement.

(i) Disposal of reference seeking clarifications and alied correspondence.

(i)  Review of files containing objection memos issued to departmental officers.

(iv)  Check of consolidation of statistics.

(v) General check of objection book and approving the closing.

(vi)  Processing materials for audit reports

(vii)  Scrutiny and pursuance of cases of losses, frauds, embezzlement etc.

(viii) Check of reports/returns.
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(i)

(xi)

(xii)

(xiii)

(xiv)

(xv)

()

(i1)

(iii)

(iv)
v)

(Vi)
(vi)
(viii)
(ix)

()
(i1)

(iii)
(iv)

Quarterly review of broadsheets of PAO (Suspense) and R.D. Suspense
(Headquarters) in Account Current Sections.

Genera scrutiny of accounts of loans by Centra Government to State
Government.

Quarterly review of broadsheets of loans and advances by Central Government
to State Government.

Quarterly review of adjustment register for inward accounts in A.C. Sections
to see that there is no undue time lag in adjustment.

Quarterly review of outward claims register in A.C. Sections to see that timely
action is taken for adjustment.

Quarterly review of the register of valuables.

Quarterly review of the position of outstanding differences under the head
“875-R.D. deposits’ as per the figures of A.G. and Reserve Bank of India.
Senior Auditors

Audit of loan and deposit vouchers.

Maintenance of portfolio files-Central, Centrally sponsored and State Plan
Schemes, which are susceptible of performance appraisal.

Issue and pursuance of objection memos with accounting/entitlement sanction
and with departmental officers.

Maintenance of register of important points for local audit.

Compilation and consolidation of statistics including those for calculation of
Staff requirements.

Preparation and consolidation of reports/returns.

Half yearly report of digest of important and interesting cases.

Quarterly review of broadsheets of loans and advances granted by the State
Government.

Preparation of audit certificates on plan schemes; World Bank Projects etc.
Auditors

Maintenance of objection book and closing.

Providing assistance in Administrative work like posting and transfers, leave
etc.

Other routine work not specifically listed, or other work entrusted by the
Audit Officer/Sr. Audit Officer.

Quarterly review of departmental figures with account figures.
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A)
0)
(i)
(iii)
(iv)
B)
0]
(i)
(iii)
(iv)
v)
(Vi)
®)
0]
(i)
(iii)
(iv)

Annexure—11

(vide para5.3)

Duties of the Members of the Central Audit Parties
Assistant Audit Officer
Over all supervision and co-ordination of work of audit parties.
Selection of vouchers for audit and review.
Audit of contingent vouchers over Rs.50,000.
Review of vouchers audited by Sr. Auditors/ Auditors.
Sr. Auditors
Audit of T.A. Billsincluding L.T.C. Bills of Nongazetted Officers.
Audit of contingent bill upto Rs.50,000/-
Audit of medical bills of nongazetted officers.
Audit of grantsin aid vouchers.
Audit of P.W. and forest cheques
Audit of other miscellaneous vouchers.
Auditors
Listing of vouchers for selection of audit and review.
Audit of establishment vouchers of non-gazetted officers.
Audit of vouchersin respect of advances to Government servants.
Any other routine work or other work entrusted by Assistant Audit Officer.
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Annexure—111
(See Para 5.3)

Duties and responsibilities of the members of CAP’'s

S Assistant Audit Officer/Sr. Auditors/ Auditors Periodicity/due dates givenin

No. brackets/sectionsinvolved.

1 Register of O.B. Suspense
To see that in case of wanting vouchers proper | 33 1/3 % of the register maintained

. . . every month.

and timely action had been taken to obtain the (492 to be completed by
wanting documents. 15.7.92)

2. Combined transfer ledger Annual
See that all the adjustments necessitated due to | All D.C. Sections to be selectively
misclassification or otherwise in previous| covered in a year. Compilation
month(s) had been incorporated and the mode of | and Book Sections.
adjustments adopted was correct. (31st July)

3. | Check of action taken on Reconciliation Annual
statements
See that all the adjustments necessitated due to | All D.C. Sections to be selectively
misclassification or otherwise in the previous| covered in year. Compilation and
month(s) had been incorporated and the mode of | Book Sections. (31st July).
adjustment adopted was correct.

4 Monthly checks/check of Classification

To see that full classification as per ‘Budget’ has

been recorded; where any amount is

provisionaly classified under “other

receipts/other expenditure” on the basis of
insufficient/incomplete classification;

follow up action has been taken to get the

proper

particulars from the D.D.O.s.

The check will be carried out as
per provisions in para 2.3.1 of
MSO (Audit) and para Il of Secret
Memorandum of Instructions and
para 2.4 read with Annexure 2.4.1
of MICA (Appendix 23 of MICA)
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The classification of ‘loans should receive
special attention to see that al the repayments

have been booked properly.

(Department Compilation Section)
The
checked by the Assistant Audit
not be subject to
review by the A.O. or any higher

sentence Classification

Officer will

officer in para B(a) of Appendix
23 page 77 of MICA requires
modification. Now 20 percent of
the vouchers checked by the
A.A.O. will be reviewed by the
A.O. The group officer can also
undertake  test check of
classification from time to time at

his discretion.

Broadsheet  of
Accounts Suspense

Departmental  Adjusting

to ensure that all the transactions which are
required to be accounted for have been

accounted for.

Item in respect of vouchers actually received

but not compiled are not transferred to O.B.
Suspense.

33 1/3 percent of the Broadsheets
maintained every month.

All suspense dips have been received from

various sections and incorporated in the

accounts.

(Departmental
section)
(e.g. 15th July for April)

Compilation

All *Suspense Slips which were to be issued
had actually been issued.
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AnnexurelV toPara5.3

Duties and responsibilities of Appropriation Accounts and Finance Accounts
parties (CASSH)

Assistant Audit Officer

Periodicity/due dates
brackets/Sections involved.

given

in

Register of loans and grants from Government
of India

To see that loans and grants released from
Government of India were promptly adjusted, in
case where Government of India sanctions were
found wanting immediate action was taken for

obtaining the same.

Monthly
(15th of each month)
(Loan and Book Section)

Adjustments

to see that all adjustments relating to ways and
means advances, shortfalls in cash balances,
overdrafts cash balances investment accounts

were promptly carried out.

Monthly
(15th of each month)
(Book Section)

Inward/Outward Claim register

to see that al outward claims were preferred
against the concerned accounting authorities
promptly and al inward claims were promptly
examined and to the extent the claims were
found acceptable necessary action was initiated

for adjustment and payment of claims.

Quarterly.
(15th Jduly, October, January & April)
(Account Current Section)

Adjustment Register

to see that the suspense dips in respect of
adjustments affecting revenue and service heads
were promptly prepared and sent to the
concerned  compilation  section  for in

corporation.

Quarterly.
(15th Jduly, October, January & April)
(Account Current Section)

Objection  book/broadsheet
unclassified suspense

relating to

to see that adeguate action was taken for
obtaining wanting particulars’documents from
the concerned accounting authority, clearance of

items placed under the head was made promptly

Quarterly.
(15th Jduly, October, January & April)
(Account Current Section)
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on receipt of wanting particulars/documents.

Broadsheet of R.B. suspense PAO suspense

to see that timely and effective action was taken
for clearance of balances under these heads in
respect of clams referred against outside
authorities awaiting reimbursement, a proper

pursuance was made.

Quarterly.
(15th Jduly, October, January & April)
(Account Current Section)

Broadsheet of R.B. Deposits (CAO and
Headquarters)

to see that broadsheets had been maintained
properly and difference between A.G.’s figures
and RBI’s figures were properly analysed and
suitable action was taken for settlement of

differences.

Quarterly.

(15th Jduly, October, January & April)
(Book Section and Account Current
Section)

Register of Valuablesin A.C. sections

to see that Bank Drafts received from outside
accounting circles in reimbursement of claims
were promptly deposited in the Bank for Credit
to Government account and the Bank Drafts
obtained in reimbursement of inward claims

were promptly despatched.

Quarterly.
(15th Jduly, October, January & April)
(Account Current Section)

Adverse Balances

to see that cases of adverse balances noticed on
annual closing of accounts were promptly
brought to the notice of concerned groups for

investigation and initiating rectificatory action.

Annual
To be checked at the time of annual
closing of accounts along with the other
checks already prescribed.

(Book Section)

Classified Abstracts/Consolidated Abstracts

to check whether these had been maintained
properly/timely.

3rd & 4th quarter to be checked full
(Departmental compilation sections)
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AnnexureV to Para 5.14

Sr. Nomenclature of vouchers | %age to be audited by | %age to be reviewed
No. Adr/Sr. Adr. by the AAO
1. Pay 8] 10
2. TA. 8t 10
3. Medical 80 10
4. Scholarships 80 10
5. Returns 80 10
6. Contingency vouchers
Upto Rs 1000 8 10
Rs 1001 to 5000 80 10
Rs 5001 to 10000 25 10
Rs 10001 to 50000 100 10
Above Rs50000 100 10
7. Grants in aid voucher
Upto Rs 50000/- 25 10
Above Rs50000/- 100 100
8. Loans and Advances 100 100
9. Transfer Entries 100 100

Accountant General (Audit) vide orders dated 30-4-98 ordered to triple the quantum
and scope of audit.
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CHAPTER-VI
AUDIT REPORTS
Collection of information, copies of documentsin support of objections, etc.
61 (a All objections detected during the course of local audit should be
communicated to the Head of the office inspected through Audit Memoranda/Half-

Margin issued over the signature of the Inspecting Officer/ Assistant Audit Officer/
Section Officer. The Audit Memoranda/Half-Margin should be brief, precise and to
the point. They should only seek confirmation/ information and not suggest any
conclusion or pre-disposition on the part of the local audit party. Wherever possible,
the return of these Audit Memoranda/Half margins within three days from the date of
issue should be insisted upon and cases of delay should be brought to the notice of the
head of the office by the Inspecting Officer/ Assistant Audit Officer/ Section Officer
promptly. Paras for the Audit and Inspection Report should be prepared after
considering the information/arguments advanced in the replies to Audit
Memoranda/Half-Margin. Where no replies are received, the para should be prepared
on the information gathered from records.

(b) The Inspecting Officer and the audit party should try to get al information
through accounts and other connected records and obtain explanations on the spot by
persona discussion so that Audit Memoranda/Half-Margins are reduced to the
minimum. The issue of Audit Memoranda/Half-Margins should mostly be confined
to confirmation of objections.

(© The finalisation of material on each objections should not be postponed till the
final stages of local audit as this is likely to lead to accumulation of unverified data
and it may not be possible to include these objections in the Draft Inspection Report
due to shortage of time towards the close of Audit.

(d) The Inspecting Officer/ Assistant Audit Officer/ Section Officer should ensure
that the paras which merit inclusion in the Comptroller and Auditor General’s Report
are fully supported by attested copies of all the documents referred to in the paras, the
view of the Department on the paras and other relevant facts and arguments so that
there is no difficulty in the Inspection Civil Wing Headquarters in processing and
finalisation of the paras for the Audit Report.

(e The full financial implications of each objection, or approximate value thereof,
caculated from the data in hand should be brought out in the Inspection Report to

stress the significance and gravity of the audit objection.
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® The amount of overpayments or other irregular payments which have to be

kept under objection should be worked out to the extent feasible during the inspection
itself and not left to be calculated by the office inspected and intimated to Audit later
on.
(9) Where important initial records e.g. cash book, pass books, security registers,
etc., are not maintained properly, the Inspecting Officer and the audit party, besides
mentioning the technical defects and shortcomings in keeping these records should
make a probe to see if the defective maintenance or non maintenance indicates any
misappropriation, etc.
6.2 In the case of audits of longer duration, advance copies of the paragraphs
proposed to be included in the draft Inspection Report should be issued to the Head of
the Office from time to time so that discussion of the draft Inspection Report is not
postponed by the Head of the Office on the ground that he requires time for studying
the Report prior to discussion.

Compilation of results of Audit.
6.3  The results of local audit by the Inspection staff are communicated through
Audit and Inspection Reports and Test Audit Notes in Form SY. 203. Audit and
Inspection Reports should include only important points and cases of serious financial
irregularities. Test Audit Notes should contain minor irregularities to which should
be attached a schedule of items settled on the spot. The procedural irregularities in
respect of which the head of the office has held out assurances about following the
correct procedure in future should be noted in the Schedule.

(Comptroller and Auditor Generd’s letter no. 1647-Admn. 111/268-60, dated 16th
August, 1960)

The Audit and Inspection Report alongwith Test Audit Note should be
submitted by the local audit parties to the Headquarters duly attached with a Title
Sheet in Form No. OA 8 given in Appendix I.

64 (d The Audit and Inspection Report should be drawn upon in the
following pattern:-
Part | — Introduction
This part is divided into the following three parts-

@ Introduction

(b) Review of old objections

(© Schedule of Persistent Irregularities.
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(b) In Part- 1(a) (i) (Introduction) brief introductory remarks about the office/body

audited giving broad financia position main source/sources of receipts of money and

the purpose of expenditure and activities in which the department/Institution is
engaged should be mentioned. Further, the period of audit and the date of
commencement and completion of local audit as well as the name of the Section
Officer/ Assistant Audit Officer who headed the audit party which conducted the local
audit should be given. The name of the Inspecting Officer in case the audit was
supervised by him may aso be mentioned in this part of the report.

The amount of Audit fee in cases where recoverable should also be indicated
together with the details of calculations either in the sub-paraitself or in an Annexure
to be attached with the Report.

Part- 1(a) (ii) Non production of records.

(Comptroller and Auditor General’s letter no. 1647-Admn.l11/268-60, dated 16th
August, 1960).

Part |-(B)-Review of old objections
(© In part I(b) the latest position of the outstanding objections/paras from the
previous Audit and Inspection Report and the action till to be taken by the
Department should be incorporated.
Part | -C- Schedule of persistent irregularities
(d) Part 1(c) will contain irregularities which are being pointed out from time to
time but which continue to persist although the Department/Office may, at the time of
earlier inspection have noted the observations for future compliance.
Part Il Present Audit

(e In Part Il of the Audit and Inspection Report are incorporated importart
irregularities, i.e. irregularities involving recoveries, questions of principle or losses,
etc., which are likely to materialize into draft paragraphs for Audit Reports.

The Part - 1l of the Audit and Inspection Reports should be sub divided into
Section ‘A’ and ‘B’ as under-
Section A-  Consisting of magjor and important irregularities which are likely to
materialize into draft paragraphs for the Audit Report.
Section B Consisting of irregularities which though not maor but are to be
brought to the notice of higher authorities and followed up by the Pr. Accountant
General. Broadly speaking, all cases where the Head of the office inspected has to
approach higher authority for obtaining orders of rectification/regularisation/
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condonation/write off should figure in Part 11-B. Besides cases of financial

irregularities such as extra expenditure, avoidable expenditure, infructuous
expenditure, losses, etc., should find place in this part. Where final action to settle a
point of objection rests at the level of office inspected such points may be included in
Part - I1l - Test Audit Note unless the defects pointed out reflect lapses of a serious
nature.

(Comptroller and Auditor Genera’s letter no. 1647-Admn. 111/268-60, dated 16th
August, 1960 and N0.2583-Admn.111/KW 268-60, dated 2nd January, 1961)

Part I11-Test Audit Note

® In this part a mention of the issue of Test Audit Note to the head of the office
inspected, containing minor and procedural objections not settled on the spot, should
be made, indicating the no. and date of the forwarding letter. In case no Test Audit
Note was issued and minor and procedural objections were settled on the spot, the fact
should be mentioned as such.

Instructionsfor drafting of Audit and Inspection Report.
6.5 (i) Audit Notes should be entirely in the handwriting of the Sr. Audit
Officer/ Audit Officer in respect of the units supervised by him. Where, however, no
supervision has been provided, the audit note should be written by the Assistant Audit
Officer/ Section Officer.
(i)  Audit Notes should be in alegible hand prepared on one side of the paper only
and in half margin with sufficient space for corrections. The pages must be serially
numbered. All headings of paragraphs should be written on the top of each
paragraph.
(@iii)  Audit Notes should be written in a clear and concise manner, the value of a
report is not to be judged by its length or number of paras, though every point worthy
of notice must be included by the Auditor who should give special attention to all
matters which cannot be covered by a set of forma audit rules. Reports must be
clearly expressed so that there can be no doubt as to the meaning of the point at issue.
(iv)  In view of the necessity of treating the percentage of audit in the case of
statutory audit as secret, the Comptroller and Auditor General had decided that, in the
Audit Notes/ Inspection Report issued, it should be sufficient to state in the opening
paragraph that a test audit was conducted without specifying the months for which the

accounts were subjected to detailed check or other quantum of audit checks applied.
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In the office file, however, a note should be kept as to month’s accounts which were
subjected to detailed audit.

(Comptroller and Auditor General’s letter no. 12/Admn.11/1954, dated 6th February,
1954).

(v) Each paragraph should first explain the transaction objected to, narrating the
order of their occurrence, next the rules or orders infringed and then the nature of the
irregularity with its likely results and lastly the action suggested/required to be taken
for removing the objection.

(vi)  The Audit and Inspection Reports should contain only such cases/objections as
are really important and likely to be eventually developed into draft paras for the
Audit Reports. These should be very carefully drafted as potential draft paras and
should invariably include dates (at least 1 month) of various events or stages involved,
e.g., in respect of drawal of amounts from the Treasury, date(s) of supplier bills,
date(s) of payments and receipts of suppliers, date(s) of relevant sanctions or orders,
particular financial rules or departmental requirements or orders infringed. The
financial implications in respect of overpayments, irregular expenditure, non
accountal or short recoveries, losses and shortages etc., should always be mentioned,
the full money value involved being assessed or worked out together with
person(s)/Official(s)/Officer(s) involved or held responsible.

(vii)  Thedraft paras should be drafted in a detached and dispassionate language and
should be factually correct, brief and include all relevant information and financial
aspects and dates, and emphasis should be laid on the exact point to be brought out,
and only really essential comments which obvioudy follow may be added as
statements or observations without qualifying words “Audit thinks that” or “ The audit
comments, etc. are’”. Copies of relevant correspondence/notings from the
departmental files or the origina files should also be sent along with the Draft
Paragraphs.

(viii)  All cases of minor irregularities and audit objections pertaining to procedura
defects in initial accounts and records, nonproduction thereof in audit, and other
minor objections and contravention of rules, etc. shall be relegated to Test Audit Note.
(ix)  All corrections of minor erors or compliance of financia rules and
requirements should be got rectified and attended to and dropped during audit after
discussions locally with Heads of Offices. Serious efforts should be made to have as
many items as possible settled on the spot by giving proper guidance to the
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accounting staff, holding discussion with the Heads of Offices and ensuring as far as

possible, the rectification of the irregularities during the pendency of audit or at leas
by obtaining commitments to that effect on the rough sheets.

(x) When an Auditor feels doubtful whether to include a certain objection in the
Audit Note or in the Test Audit Note, he should include it in the former.

(xi)  Details of facts should, as far as practicable, except in serious cases, be shown
in separate statements attached as Annexure to the Audit Note. This makes it more
effective and easier to handle.

(xit)  The Report should be couched in polite language. Offensive or strong words,
sarcastic language, etc should always be avoided.

(xiii) Mention of the names of officials should be avoided except in the case of
personal claims, etc. However, the names of the officials responsible for the
irregularities should be kept on record in the Rough Notes n all cases of serious
irregularities.

(xiv) No suppositions, assumptions or alegations should be included in the Report.
Only facts should be mentioned and inevitable conclusions drawn. There should be
no reference to responshbility being fixed for any irregularity. It is for the
administrative authority to take action in this respect.

(xv)  No abbreviations should be used. If a set of words, for which an abbreviation
is commonly used in the Office locally audited, occurs repeatedly in the Report, the
words in full should be used on the first occasion, with the abbreviation in brackets,
and thereafter only the abbreviation may be written.

Note 1.The State Government desires that the Audit Officer should not merely
examine accounts and point out defects, but also convey some assurance to the
administration that the accounts are satisfactorily maintained and that there are
no indications of dishonesty. All Auditors should, therefore, add a general
paragraph in sufficient detail in their draft audit notes indicating the genera
state of accounts and bringing to notice serious cases of failure in duty and of
financia irregularities and likely and actual cases of embezzlement, in a
concise form quoting reference to the paragraphs in the report.

Note 2. Serious notice will be taken if any serious defects or irregularities omitted are
subsequently discovered.

Note 3.If in any case, complete account records are not available of an individual item
or head of accounts it will ordinarily be sufficient, to comment on it in the
audit note and mention it in the general remarks. In cases, however, where the
amount involved is considerable or where the completeness of the records and
information supplied effect the general system of accounts the matter should
be promptly brought to the notice of the Group Officer (Inspection Civil)
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setting forth full facts for deciding if the audit should be suspended. Till
orders are passed the Auditor will continue to check the items for which
papers are available.

Note 4.In the draft audit notes relating to the accounts of Jails, names of the Deputy
Superintendents incharge during the period under audit should be specified.

(xvi)  When higher sanction for any charge or practice is called for; the rule under
which the authority sanctioning the charge in the first instance is not competent must
be distinctly stated and the authority whose sanction is necessary specially named.

Terms like “this appears to require higher sanction” or “the sanction of competent
authority, is needed” only shows the inefficiency of the Auditor.

(xvii) Auditors will avoid repetition of what has already been said, but it will be
open to them to bring fresh criticism on the accounts.

(xviii) Auditors should quote freely in the audit notes the rules in the various codes
and rules and sections of the Acts to which reference has been made. When a letter or
a Government order is quoted, a copy should be attached to the audit note unless there
isacopy in the central office.

(xixX) When an Auditor finds clear evidence or mal-practice or dishonesty on the
part of the member of a Board, he should privately bring it to the notice of the
President and report the facts to the Group Officer (Inspection Civil). Remarks
reflecting on the conduct of a member of a Board must not be made in published
notes.

(xxX)  When Auditors come across cases of shortages in Government stores or
defalcation of public money, they should report the case in detail separately alongwith
the draft audit and inspection note for transmission to the main office for necessary
action under Rule 2.34 read with Annexure B of Chapter Il of Punjab Financial Rules
Volume | and Para 7.1.28 M.S.O. (Audit) 2' Edition 2002. If such cases have not
already been reported to that office by the departmental officers as required by these
rules, the omission to do so should be specialy mentioned in Assistant Audit Officer/
Section Officer’s report. The shortages as usual will have to be commented upon in
the audit notes.

(xxi)  When an Auditor comes across cases where an alowance is being paid to a
Government Servant and Government sanction has not been obtained to the allowance
he should report the case to the Group Officer (Inspection Civil) who will inform the
CASS concerned.
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(xxii) When any irregularity is noticed, which occurred during or which related to,

periods covered by earlier inspections, the Inspecting Officer should specifically
indicate, in a covering letter addressed to the Group Officer (Inspection Civil), his
definite opinion whether the irregularity, in question, could have been noticed in the
earlier ingpection or inspections, and what in his opinion were the circumstances in
which this was not noticed earlier. It will be the duty of the Headquarters Section
editing the report to verify the previous inspection reports, find out whether this
irregularity or any aspect of it was actually noticed and to get the circumstances of
any omissions investigated fully. Where necessary, explanations of previous
inspection staff and officers should be called for under the orders of the Group
Officer.
(Authority-D.A.G.’s order File no.1-19).

Language and tone of the audit and inspection reports.
66 (a Paras in the draft Inspection Report should be self contained and
written in simple language so that it is intelligible to one, not familiar with the details
of the working of the office locally audited and not fully conversant with audit
language.
(b) In order to bring about uniformity in the style of reporting “ Style Guide” for
Audit Reports has been issued by the CAG of India vide No. 138-Audit (AP)/6-2003
dated 29-9-2003 for adoption which seek to encourage the use of plain ssimple English
- short words, short sentences and short paragraphs.

Discussion of Audit and Inspection Reports

6.7 (a The Draft Inspection Report should be discussed with the Head of the
Office inspected on the last day of the audit. The discussion should not be postponed
and the Inspecting Officer should have prior arrangements with the Head of Office or
in his absence his Deputy. The Report should be finalised on the last day of audit
after discussion. In cases where no supervision at the level of Sr. Audit Officer/ Audit
Officer has been provided, the Draft Inspection Report should be discussed and
finalised by the Assistant Audit Officer/Section Officer himself. Where there is
difference of opinion, the views of the Head of the Office should be fully recorded
againgt the relevant paras.
(b) After discussion the Head of the office should be asked to record on the last
page of the Audit and Inspection Report “Seen, discussed and facts verified” over his

dated signatures in token of his acceptance of the facts.
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Test Audit Notes
6.8 (a A Test Audit Note is issued in Form S.Y. 203. All minor points

should, asfar as possible, be settled on the spot and only those which are not possible
of such settlement should find a place in Part-111 of the Audit and Inspection Note (i.e.
Test Audit Note). The procedura irregularities in respect of which the Head of the
Office had held out assurances about following correct procedure and objectiors
where final action to settle a point of objections rests at the level of office inspected
should be included in the Test Audit Note. Persistent omissions and defects and those
which remain unrectified for many years should be specially discussed with the Head
of Office and commented upon in the Audit and Inspection Report.

The Test Audit Note (Part I11 of Audit and Inspection Report) should be issued
on the spot to the Head of the Office inspected, over the signatures of the Inspecting
Officer in the case of supervised audit and the Assistant Audit Officer/ Section
Officer in other cases for necessary action and verification at the subsequent audit. A
copy of the Test Audit Note should be sent to the Headquarters alongwith the draft
Inspection Report.

(Comptroller and Auditor General’s letter N0.2374-Technica-Admn./367-65, dated
7th August, 1965).

(b) In case no Test Audit Note is issued by the local audit party, the fact should be
mentioned in Part 111 of the Audit and Inspection Report.
Submission of Audit and Inspection Reports

69 (d The draft Audit and Inspection Reports after having been discussed
with the Department/Office concerned together with the duplicate copy of Test Audit
Note and where possible tentative draft-paras, should invariably be despatched to the
Inspection Civil Headquarters within three days from the date of completion of an
audit. The responsibility for securing back the objection/audit memos from the Head
of Office concerned and preparing tentative draft paras devolves entirely on the
Assistant Audit Officer/ Section Officers and any delay in this regard will not be
accepted as an excuse for delay in the submission of Audit and Inspection
Reports/Tentative Draft Paras to the Headquarters.

(b) The Headquarters Section should ersure that the Audit and Inspection Reports
are received within three days from the date of completion of an audit. Whenever the
submission of the Audit and Inspection Reports is delayed by an Assistant Audit
Officer/ Section Officer by more than 3 days, an express reminder should be issued by
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the Headquarters for securing early submission of the reports to Headquarters. The

cases of delay in submission of Audit and Inspection Reports by the local audit parties

without adequate reasons should be brought to the notice of the Group Officer

(Inspection Civil).

Documents to be appended with the Audit and I nspection Reports

6.10 The following document should invariably accompany a Draft Audit and
Inspection Report submitted to Head Office-
() Forwarding Memo. in form No. O.A. 6 given in Appendix |, which should be

properly filled in.

(i)  Title sheet in Form No.O.A.8 given in Appendix | duly completed in al
respects and signed by ;the Assistant Audit Officer/ Section Officer.
(i)  Four spare copies of all the Appendix/Annexures attached to the Inspection

Report.

(iv)  Duty List showing the distribution of work among the members of local audit

party in the proforma given below duly approved by the Assistant Audit

Officer/ Section Officer and by the Inspecting Officer where supervision is
provided, should be attached with the Draft Audit and Inspection Report. This

duty list should aso indicate the work done by each member of the party

under his dated signature.

Pro-forma

Proforma showing the work done by Members of field parties.

Serial No. Name/Designation

DutiesAllotted

Signatures

Place:

(Authority-O.A./I--53-NCWI/5507, dated 9th March, 1960).
(V) List of Service Books checked alongwith the list of Service Books in respect

of the persons who are likely to retire during the next five years.
(vi) A copy of Test Audit note as issued to the office audited.

(vii)  Certificates prescribed from time to time to be furnished by the Local Audit
Party. A list of certificates is given in Annexure | to this Chapter.
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(viii)  Where Audit Fee is recoverable from the Institution/Office inspected, a copy
of the Audit Fee Memo served on the Institution/Office.

Procedure for dealing with draft Audit and I nspection Reports
in the Head Office

6.11 Watching the receipt of Audit and Inspection Reports- A Register for

watching the receipt and issue of Audit and Inspection Reports is maintained in Form

S.Y. 336 in the head office. Columns 1 to 5 of this register are filled in from the

weekly diaries of the local audit parties on each Wednesday. On receipt of the Audit

and Inspection Report, columns 6 and 12 of this register should be filled in. The
remaining columns are to be filled in after the issue of the Audit and Inspection

Report.

The register shall be reviewed from time to time to ensure that al the Audit
and Inspection Reports are received within three days from the last day of audit.
Where the Audit and Inspection Reports are not so received, reasons thereof should be
ascertained by reference to the Assistant Audit Officer/ Section Officer concerned and
steps taken to secure early submission of the Reports to Headquarters. The register
shall be submitted to the Sr. Audit Officer/ Audit Officer on the Ist of each month
with areport indicating the number of Audit and Inspection Reports outstanding at the
beginning of the previous month, the number of accounts audited upto 20th of the
previous month, the number of reports issued during the month and details of Audit
and Inspection Reports which have not been issued finaly indicating the stage at
which the various Audit and Inspection Reports stand in the process of issue.

The register should be submitted to the Group Officer for his review quarterly
on 15th April, July, October and January.

Preliminary Check

6.12 After the Audit and Inspection Reports is diariesed it shall be subjected to

preliminary examination to see that -

() Local audit has been carried out to the extent prescribed.

(i)  All columns of the Title Sheet have properly been filled in and the Assistant
Audit Officer/ Section Officer has signed at all places provided for in the title
sheet.

(i)  All statements, certificates and proformas, etc required as per title sheet and
paras of the Audit and Inspection Report have been received.

(iv)  The Audit and Inspection Report has been discussed with the Head of Office.
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(v) Test Audit Note containing minor objections, has been issued where necessary

to the office inspected and acknowledgement thereof exists.

(vi)  Where Audit Fee is recoverable a copy of the Audit Fee Memo issued to the

Ingtitution is attached.

(vii)  There are no blank's and omissions of any data etc.
(viii) The endorsements made on the forwarding memo of Audit and Inspection

Report are correct.

Vetting of Audit and Inspection Reports

6.13 In the case of local audit/inspections supervised by Sr. Audit Officer/ Audit
Officers, the Inspection Reports should be drafted and edited by the Sr. Audit Officer/
Audit Officers themselves. Scrutiny and vetting of these Inspection/Local Audit
Reports drafted by the Inspecting Officers by another Sr. Audit Officer/ Audit Officer
or Assistant Audit Officer/ Section Officer at the Headquarters will take away the
initiative of the Officers supervising the local audit/Inspection and is likely to lessen
their responsibility in careful drafting and vetting of the Reports. These reports
should be vetted only by the Group Officer (Inspection Civil) who may be assisted by
the Sr. Audit Officer/ Audit Officer of Audit Units in verifying the facts in the
Reports of the inspections supervised by Inspecting Officers.

Sr. Audit Officers/ Audit Officer (Headquarters) should be entrusted with the
work of vetting the reports of Inspections/local audits supervised by Section Officers/
Assistant Audit Officers, finalising and issuing them at their level unless there are
important points to be brought to the notice of the Group Officer (Inspection Civil).

(Comptroller and Auditor General’s letter No.76-Tech. Admn 1/385-65, dated 14th
January, 1966).

I ssue of Audit and Inspection Reports

6.14 (a) The important paras which in the opinion of Assistant Audit Officer/
Section Officer merit inclusion in the Audit Report of the Comptroller and Auditor
Genera should be transferred to the Draft Para Section dealing with Draft Paras cases
who will process them into draft paras on the lines given in Chapter VIII of this
Manual.

(b) On receipt of the draft report, duly approved by the Group Officer/Sr. Audit
Officer/ Audit Officer (Inspection Civil), his orders, if any, should be complied with
and after noting the date of return of the report from the Group Officer/Sr. Audit
Officer/ Audit Officer (Inspection Civil) in the Register for watching the receipt and
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issue of Inspection Reports, the report should be handed over to the Typist and his

dated acknowledgement taken in the register.

The typists should prepare the requisite number of copies of the Inspection
Report according to the endorsement given on the Forwarding Memo and return the
report alongwith fair copies to the auditor concerned through a Transit Register and
obtain dated acknowledgement of the recipient.

Fair copies of Inspection Report should be compared by auditors by mutual
co-operation and the persons comparing the fair copies are responsible to see that all
errors and mistakes are duly corrected in al the copies.

In order to ensure that there is no undue delay in the comparison and issue of
the Audit Reports, the Auditors should indicate the date of receipt of typed copy by
them and the date of comparison on the office copy of the Inspection Report itself at
the time of submission of fair copy for signature. Cases of delay on the part of
Auditors, in this regard, should be brought to the notice of the Branch Officer.

(© After necessary action has been taken as indicated above, the Audit and
Inspection Report should be submitted to the Sr. Audit Officer/ Audit Officer
(Vetting).

Time Schedule for issue of Audit and Inspection Reports
6.15 The Audit and Inspection Reports should be issued within one month from the
date of completion of the inspection.

(Comptroller and Auditor General’s letter No. 799-TAI/83-83 dated 16-7-83).

The following Time Schedule has been prescribed in order to observe these
orders-

() The Audit and Inspection Report should reach Inspection Civil Wing

Headquarters within 5 working days of completion of audit.

(i)  The Audit and Inspection Report should be put up to the Branch Officer or

Group Officer (Inspection Civil) within 5 working days of its receipt from

Audit party.

(iii)  The Group Officer (Inspection Civil)/Branch Officer will take 4 working days
to pass the report.
(iv)  The Report as finally goproved should be typed, compared and issued within

10 working days of its approval. Any departure from this time schedule

should be brought to the notice of the Group Officer (Inspection Civil) and his

orders obtained.
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In the cases in which the Audit and Inspection Reports have been received but

have not been vetted, typed out, compared and issued within one month from the date
of completion of the inspection, the concerned Auditors/typists should be reminded
and such cases of delay brought to the notice of the Group Officer (Inspection Civil).
Delay in issue of Inspection Reports upto one month may be condoned by the Group
Officer after satisfying himself about genuineness of reasons. The audit and
Inspection Reports which are not issued within one morth of the date of the
completion of audit should be shown in arrears and the delay should be got condoned
from the Pr. Accountant General.

Office order No. Control (ITA) 24, dated 28.11.88 circulated vide endst. No. Control
(ITA)/5-7/88-89/1684 dated 28.11.88 and CAG letter No0.799-TAI/83-83 dated
16-7-83).

6.16 In case of supervised audits, the Audit and Inspection Report will be approved
by the Inspecting Officer either in camp or a Headquarters if the audit is not
concluded in his presence. This approved copy will be typed in the Headquarters
office and will be signed in full over the name and signatures of the Sr. Audit Officer/
Audit Officer (Headquarters) irrespective of the fact that the office copy has been
approved by any other officer. In the case of unsupervised audit also, even though the
office copies of the report will be signed by the Assistant Audit Officer/ Section
Officer on field inspection duty, the fair copy of the report will be signed over the
name and signatures in full of the Sr. Audit Officer/ Audit Officer (Headquarters).
These reports after signatures by the Sr. Audit Officer/ Audit Officer (Headquarters)
will be sent with a forwarding letter in Form No. OAG6 to the parties concerned. The
Assistant Audit Officer/ Section Officer should send the draft forwarding letter with
the Audit and Inspection Reports instead of making endorsements on the Report itself.

(Comptroller and Auditor General’s Secret letter no. 418-Admn. 1/165-57, dated the
9th February, 1959 and office order no. NCW-1/20, dated the 23rd February, 1959).

Record of objectionsin the objection Book
6.17 As required under Note 1 below para 7.2.7 of Comptroller and Auditor
Genera’s Manual of Standing Orders (Audit) 2" Edition 2002, all objections arising
out of local audit as embodied in the audit and inspection reports should be registered
in Objection Books with the exception of those objection raised in local audit which
cannot be expressed in money values. Necessary action to note the objections in the

objection books should be taken after the draft audit and inspection reports have been
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approved by the Group Officer. The No. and month of the item of objection books

should be noted against each item in the Audit and Inspection Report.

(Authority- Comptroller and Auditor Genera’s letter no. 40-Admnl/684-54 dated the
10th January, 1955).

Note 1: The Comptroller and Auditor General has decided that following categories of
objections should also be noted in the objection Books maintained at the
Headquarters section:

1 Outstanding dues to Government on account of credit sales for which accounts
are kept by the departments for the purpose of effecting recoveries.

2. Advances made by departmental Agencies pending recovery in respect of
which accounts are kept either in the Depatment or by the Pr. Accountant
General.

3. Short or nonrecovery of departmental receipts noticed during the course of
audit of initial accounts in the departmental office.

4, Cases of shortages in department balances of stock and difference between
book balances of stock and counted balances noticed by Departmental
authorities.

5. Discrepancy or shortage arising out of local audit in the initial accounts of
stores and of a department the audit of which has not been entrusted to the
Pr. Accountant General by the Government

(Authority- Comptroller and Auditor General’ s endorsement N0.2666 Admn./385-60,
dated 28th August, 1960, File OA/1-28).

Before marking any item for keeping in objection book of Headquarters it
should be ensured that-

() Where credit sales are a normal feature of the activities of a concern, only
delayed recoveries, which need to be pursued specialy with the department
are marked for keeping in Objection Book.

(i)  Where detailed records to watch recovery of a particular item are aready kept
in the various sections (such as D.C., Loan) of the office of the Accountant
General (A&E) (for example advance of pay and alowances, house building
and conveyance advances etc.) the items need not be kept in Objection Books
of Inspection Civil Sections.

(iii)  The items to be kept in Objection Book should invariably be specified on the
titled sheet of the Audit and Inspection Report by the Assistant Audit Officer/

Section Officer. The approving officer should also pass orders on the items
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finally approved by him for keeping them in Objection Books of Headquarters
sections.
(Authority-OA/NCW-1/1-38/4933- 35, Dated 17th February 1961).

6.18 In addition to the copy or copies sent to the head of the Government office or

institution inspected, a copy of the ingpection report of non commercial accounts is
also sent smultaneoudly to the next higher authority and his attention is invited
specialy to important items or serious irregularities or other points requiring his
specia attention. If the next higher authority happens to be an officer other than the
Administrative Ministry/Department of Government, it is for this officer to consider
the necessity of forwarding a copy of the Inspection Report to the Ministry or
Department in whole or in part.

Necessary endorsements to this effect should invariably be recorded by the
Auditors on the forwarding memos, attached to the audit note.

(Comptroller and Auditor General’s letter N0.2205-Admn 11/608-Admn. 1/58, dated
the 11th September 1959).

In cases of offices, where the copies of Irspection Report of non-commercial
accounts are at present, endorsed to two or three next higher authorities other than the
Administrative Ministry/Department of Government for instance schools, sub-judges
etc. the endorsements may continue to be made to more than one authority upto Head
of the Department only. The endorsement to Section Officer/ Assistant Audit Officer
concerned may aso continue to be made as usual. Endorsements to the
Administrative Ministry/ Department should not be made unless they happen to be the
next higher authority.

(Office Order No. OA/NCW 1/3385, dated the 28" October 1959).

Audit of entertainment and other allowances of President/Governors
6.19 The local audit of the account of Entertainment and other allowances of the
Governor will be supervised by the Group Officer (Inspection Civil). All preliminary
objection memos will be issued over the signature of that officer to ensure that
frivolous and petty objections are avoided.

(Authority: Comptroller and Auditor General’s letter no. 939-Admn.1/21-56(11), dated
28th April, 1962).

Note: The audit of Punjab Vidhan Sabha will aso be supervised by the Group
Officer. The guidelines for conducting audit of the accounts/records etc. of
the Governor and the Punjab Vidhan Sabha stand framed and should be
collected by the Audit parties before conducting audit of these offices.
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Auditsundertaken on behalf of other Accountants General;

6.20 In the case of local audit of Government Departments/Autonomous bodies

conducted on behalf of the other Accountants General, the Inspection Reports and
Audit Comments etc., should be forwarded to the main Audit Officer viz., the
Accountant General concerned on whose behalf the audit had been entrusted who will
issue the Report and pursue the same to finality.

(Authority: ~ Comptroller & Auditor Genera letter No. 1836-Admn. I/Admn. [11-
138/62, dated the 28" July, 1962)

Progress Register of Settlement of Audit and I nspection Reports

6.21 A register in Form SY-328 to watch the progress in the settlement of
inspection reports should be maintained. Separate pages may be allotted to each unit.
At the time of issue of the inspection report, it should be entered in the particular page
giving number of paras contained in it. The old paras existing in the old reports
already entered in the register should be scored by drawing a pen indicating the month
of settlement. This register will be concise one depicting the position of inspection
reports/paras outstanding at any given time or for more than six months old.

A report of the register should be submitted to Branch Officer on the Ist of
each month as laid down in Para 6.11. The register should be put up to Group Officer
for his review quarterly on 15™ April, July, October and January.

Production of Audit and Inspection Notein a Court of Law.

6.22 It has been decided by the Comptroller & Auditor General that once the
inspection report has been made available to the Head of the Office inspected in its
final form, the question whether or not a privilege should be clamed for its
production in a court of law should be decided by the Pr. Accountant General in
consultation with the departmental authorities concerned, and Audit need not claim
any privilege for a report aready issued if the departmental authorities do rot wish
themselves to claim any privilege to produce in a court the audit office record, only
the finally approved office copy should be produced and not the original notes or
drafts.

Note: The audit notes should be put up to the Pr. Accountant General for perusal, if

there are any important points, which in the opinion of the Group Officer
(Inspection Civil) should be specialy brought to his notice.

(Accountant General’ s orders dated the 11" January, 1940, case OA/3-1, Volume 1)
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Advance Audit Comments

6.23 It will be open to the Audit Department to bring at once (i.e. even in advance
of the ordinary report) to the notice of the higher authority irregularities which may be
held to be so serious as to justify this course.
Annotated Copies

6.24 The receipt of annotated copies is watched through register in form SY-328 as
described in para 6.21 above. After the issue of the audit and inspection report, al the
subsequent correspondence regarding the audit note is to be noted in the relevant
columns of the register. In the remarks column of the register should be indicated
individual No. of paras outstanding after six months of issue of the report. Paras
which are subsequently settled should be circled and cross reference, to the letter No.
etc. with which sttled as per column 13 of the register, be given. Parasin respect of
which the explanation etc. given by the department has been accepted, subject to
verification at the time of next local audit, should be treated as settled for the purpose
of the report of the register to be prepared monthly. A report of the register should be
prepared on the Ist of each month and submitted to the Senior Audit Officer/Audit
Officer (Headquarters). The report should detail cases in which annotated copies
were due by the end of the preceeding month have not been received. Cases of
outstanding Inspection Reports for over six months should be indicated separately.

The total number of paras outstanding after six months of the issue of the
Inspection Report should also be indicated in the report.

[Comptroller & Auditor Genera’s letter No. 1656-Admn.Il1/152-60, dated 16
August, 1960. (File/l-Misc./R)]
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ANNEXURE | to Para 6.10 (vii)
CERTIFICATE TO BE ATTACHED WITH AUDIT NOTES
1. Certificate of verification of credits paid into the Treasury/Bank.
Certified that the credits as shown in the books of the Office of the

for the months selected for detailed audit and such other items as came to notice

during the genera review of accounts for the period from to or

as a result of disposal of old and current Audit Objections were duly verified by

Sh. member of audit party with reference to the record of Try./Sub-

Division Treasury/Bank concerned/except which have been commented upon in the

Audit and Inspection Report.

Signature of the Section Officer/AAO
person certifying the
credits
2. Certificate of time allotment.
Certified that the time alotted for this audit was adequate or inadequate.

Note - In case the time alotment is considered inadequate full justification supported
by facts and figures to be attached.

Section Officer/AAO
3. Certificate of Check of record.

Certified that the records were checked and test checked in accordance with
the Ruled/ingtructions issued from time to time and the irregularities noticed have
been brought out in the Audit and Inspection Note/Test Audit Note or got settled at
spot.

Section Officer/AAO
4. Certificate of Service Books and L eave Accounts
() Certified that the Service Books and Leave Accounts to the extent of
prescribed percentage have been checked and the audit certificate in the prescribed
form recorded in the Service Books under the full dated signature of the Section
Officer/Asstt. Audit Officer subject to the remarks in the Test Audit Note.

(i) It is certified that the total No. of responsible personnel whose service books

are required to be checked in the Office of and out of this
Service Books and Leave Accounts have been checked by consuming time
allotment of party days/no extratime allotted.

124



Sr. Auditor Section Officer/AAO

Audit Party (IC)
Dated
Countersigned

5. Certificate regarding check of totals of cash book.

Certified that the total of cash book for payments and receipt side for the

month of and have been checked to the extent of
100% by Shri under my supervision.

Signature of Auditor Asstt. Audit Officer/

in token of check Section Officer

6. Certificate regarding check of receipt side of Cash Book
Certified that the receipt side of the cash book has been checked with

reference to the counterfoils of the receipt books to the extent of 100 per cent.

Section Officer/AAO
7. Certificate regarding check of GPF and CDS Accounts.
Certified that the GPF and CDS A ccounts have been checked.

Section Officer/AAO
8. Certificate regarding Calling of Records
Certified that the records were called for from the Main Office and returned
after verification as under:
a) No. and date vide which records called for.
b) Whether records were received.

C) No. and date, vide which the records were returned to Audit Unit.

Section Officer/AAO
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CHAPTER - VII
MATERIAL FOR AUDIT REPORT
7.1  The Inspection Civil Wing Headquarters is required to furnish the under-

mentioned material for inclusion in the Audit Reports in respect of Central and State
Government to Report Section, on the dates prescribed from time to time=-
A - General
(@) Draft Paragraph relating to financial and other irregularities of the kind
mentioned in Chapter 3 of Section VII of the Comptroller & Auditor Genera’s
Manual of Standing Orders (Audit) 2™ Edition 2002.
2 A review of the working of the Inspection Civil Wing covering typica
irregularities noticed in local audit of the offices concerned, to be included under
“Other topics of Interest”.
3 Accounts and review of Government concerns (other than Commercial) under
the audit of Inspection Civil Wing.
4 Information regarding the number of Civil Offices test-audited during the
course of the year and comments on the results of such audits.
B-Returnsrelating to Audit Report of Punjab State
The revised returns due to Report Section are mentioned below:

Sr. Name of return Fromwhom Due date latest by
No. due
1 Material for the Report including reviews Inspection 31% May every year
selected by ECPA Section’ Civil
2. Withdrawval of funds in advance of -do- -do-
requirements
3. Financial assistance to local bodies and others, -do- -do-

audits under section 14, 15, 19 and 20 of the
C.A.G'sD.P.C.SAct, 1971

4, Results of review of outstanding Audit -do- -do-
observations of selected departments etc. as per
C.A.G's letter No. 1204/Rep (s)/76-82 dated
30.7.82, copy supplied vide Report Section d.o.
letter No. Rep-l/I-5/Inst-1V/Vol.11/82-83/994-
98 dated 18.1.1983

" For reviews selected by the Headquarters, dates are those as fixed by the Headquarters. The Wings
should send the reviews to Report-l Section 20-25 days in advance of the scheduled date(s) fixed by
Headquarters
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10.

11

14.

15.

16.

17.

18.

19.

Results of review of outstanding inspection
reports of selected departments (as per C.A.G
letter No. 222-Rep(s)/89-87, dated 26.2.88,
copy supplied vide Repl Section No. Rep
1/Ingp/407-4/Chap. 111, 1V, V/83-88/418-21
dated 16.3.88) issued upto 31* December and
remaining outstanding on 30" June of the
following year.

Grant and their utilisation
Write off of losses revenue etc.

Misappropriations, defalcation etc.

Para on non-receipt of replies to paras/reviews
from Government (for this para, it would be
necessary for the wings to report the delay in
receipt of replies to the Administrative
Secretary and Chief Secretary, demi-officially
in a concerned manner. only if, no reply is still
received, this para should be attempted).

Copy of draft Finance Accounts duly checked

Copy of draft Appropriation Accounts duly
checked.

Paragraph on excess over Budget grants still
awaited regularisation

Shortfall/excess in recoveries

Rush of expenditure towards the end of the
financial year in the proforma supplied vided
Rep-1/i-5/1-574 dated 2.3.1981

Draft Paraon ‘New Services .
Irregular utilisation of Contingency Fund.

Para on non-reconciliation of figures by the
departments with AG(A&E) as per instruction
contaned in CA.G's of India circular 19-
Audit-11/85 issued vide No. 753-Audit 11/120-
85, dated 25.5.1985

Preparation of Chapter | as modified vide
C.A.G's office D.O. No. 491-Rep(s)/134-90,
dated 12.4.91.

Comment on delay in rendering of initia
accounts by State Government  for
incorporation in Chap-l as per C.A.G. of India
Circular No. 7 Rep(s)/90 issued vide No.
526/Rep(s)/67/90, dated 17.5.90 (copy
supplied vide No. Rep-1/407-2/Imp Chap 11/75-
76 dated 19.6.90).
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-do-

IC-II
(GIA)

Inspection
Civil Wing
-do-
-do-

Inspection
Civil

15" duly every year

31* May every year

5" October every
year

15™ October every
year

15" October every
year

-do-



20. Preparation of Chapter 1l on the pattern -do- 20" October every

intimated vide No. Rep-I/5/Inst 11/84-85/241 year
dated 16.8.84.

21 Review of 5 to 10 grants as per C.A.G of India -do- 20" October every
Circular No. 3/85 issued vide No. 212-Rep(s) year

59-84/K-I1/dated 25.2.85 copy supplied vide
No. Rep-1/407-2/Inst/Chap-11/84-85/394, dated
6.3.85

22. Any other material of interest meriting All Sections 15" June every year
inclusion in the report

23. Pararegarding delay in reconciliation of united Inspection 5" October every
accounts of State Government for incluson in  Civil Wing  year

Audit Report
Authority : Report 1/405-1/Return/Audit/92-93/904, dated 23.3.93
24.  Caseslikely to be developed as draft Paras. -do- 10 to 25" each
month
Authority : Report 1/405-1/Return/Audit/86-87/1534, dated 12.3.1987
25. Programme of local audit conducted under the -do- 10" April every
supervision of Audit Officers year
Authority: Insp(C) No. OA(C)/H/110/599-604, dated 10.6.87
26. Information regarding number of civil offices -do- 30" July every year
and ingtitution test audited during the course of
year and comments on the results of such audit
Authority : Insp(C)/HQ/Misc/833, dated 15.6.93
27. Copy of draft finance accounts duly checked -do- 5" November every
year
Authority : CAG /74-AC-1/1986 issued vide No. 1377- AC-1/217-86, dated 17.12.86
28. Copies of draft appropriation accounts duly -do- 25" November
checked every year

Authority : CAG /74-AC-1/1986 issued vide No. 1377- AC-1/217-86, dated 17.12.86
29. Paragraphs on excess over Budget grants still  Inspection 25" November

awaiting regularisation CivilWing  every year
Authority : CAG /74-AC-1/1986 issued vide No. 1377- AC-1/217-86, dated 17.12.86

30 Short fall/excess in recoveries -do- 15" November
every year

Authority : CAG /74-AC-1/1986 issued vide No. 1377- AC-1/217-86, dated 17.12.86

The manner in which the above material should be prepared is laid down from
time to time but the important instructions and aders contained in the succeeding

paragraphs should aso be borne in mind.
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Selection of Material
7.2  ltisdifficult to lay down any hard and fast rule in regard to the choice of the

material to be included in the Audit Report. Audit Officers will keep in view the

following points in selecting material for comment in the Report:-

@ Cases involving transgression of statutory provisions, rules or orders and other
cases which have led to or are likely to lead to substantial loss of public
money may be mentioned individually. Common defects in financial control
or administration may be commented upon collectively. Normally, however,
such irregularities should not be considered for comment, if adequate remedial
action has been taken by the administration. The importance of an irregularity
or a case of loss should be judged in the context of size of a scheme or project
and the condition in which the work has been executed.

(b) Cases which are Sub-judice will not be mentioned in such a way as to
prejudice the claim or defence in a court. Similarly, caution should be
exercised in referring to cases which though decided in alower court are likely
to be taken to a higher court on appeal.

(© The Audit Report should not normally include very old cases. Exceptions
may be nmade only where the cases could not, have come to notice of audit
earlier and some questions of principle is involved. Cases where there has
been lack of response to constructive suggestions made by Audit for the
rectification of defects in financia or accounts control may be commented
upon, if the continuance of the unsatisfactory features is fraught with risk of
fraud or loss to Government.

(d) Cases on which Government are taking or have promised reasonably adequate
action should not ordinarily be included in the Audit Report] unless in any
case there are any specia features to be brought of the notice of the
legislature. See also para 7.3.2.3 of M.S.O (Audit) 2" Edition 2002 in regard
to the inclusion of such cases in the Audit Report on Revenue Receipts.

(e It is difficult to question on grounds of financial matters which are
predominantly administrative or technical in character, if it is considered
necessary to draw attention to any such case in the Audit Report, the
Pr. Accountant General should assure himself that he has properly
apprehended the facts and that the raising of the question would serve some

practical purpose from the financial point of view. In all such cases,
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discussion between the Pr. Accountant General and the Administrative

Department and if necessary, the Finance Ministry/Department of the
Government concerned, must be the first step and drafting a paragraph for the
Report amost the last. It is inadvisable to initiate a controversy by making a
premature mention in the Audit Report of cases involving administrative or
technical issues which have not been finally considered in consultation with
Government

® While Audit is not precluded from drawing attention to the adequacy or
otherwise of the disciplinary action taken in any case, Audit should not as a
normal rule criticise the decision of the Administrative authorities in regard to
the nature of quantum of punishment imposed. On the other hand, Audit
would be in order in offering comments, for example, when in a series of cases
occurring more or less continuoudly, the disciplinary action taken has been
obviously and extremely lenient. Similarly if a marked difference is noticed in
the standards of disciplinary action observed by different departments of
Government, this feature may be brought to notice through the Audit Report
with adequate supporting evidence.

Critical comments regarding the adequacy of disciplinary action taken should
not, however, be conveyed to Government without the approva of the
Comptroller & Auditor General.

(9) Some of the important points which can form the subject matter of comment
in Audit Reports are indicated in Annexure |; this list is only illustrative and
not exhaustive.

(h) M easur ement of effectiveness of audit
While sending materia for audit report, the following instructions received

from CAG on Audit Effectiveness may be kept in view.

2. Measurement of effectiveness of audit could be for two purposes:

a) for external dissemination of the contribution made by us towards the larger
end of improved governance and to meet public expectations and

b) for internal evaluation so that performance could be assessed and benchmarks
could be set for enhancing results in the future. Such internal evaluation
would take into account the different circumstances in which offices function
and comparisons of performance would necessarily be inter temporal rather

than inter state.
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The Coverage

3. The Committee recognise that the impact of audit cannot be assessed only
from the limited stand point of Audit Reports placed before the Legidature. A
considerable part of the audit effort stands reflected in Inspection Reports that are
issued to auditee units. Other SAls also take into account audit impact generated
through management letters i.e. Inspection Reports.  Such recommendations/
observations included in IRs which have been accepted by auditee units or where
remedial action has been taken could also be reported in an omnibus parain the Audit
Report. This is suggested since it will not be possible to report al findings contained
in Inspection Reports to the Legidature.
External dissemination
4, The Committee considers that it is time that we communicate more effectively
with the society at large in order to disseminate knowledge of the impact of audit and
the role played by us in promoting effective governance and in improving the
management of public finances. Currently, the Audit Reports are perhaps our only
instruments of communication. These are not able to highlight the impact of audit
because of the time lag involved in follow up on audit findings/recommendations.
5. The following could be included in developing a document to be periodically
released for external dissemination
(&) Recoveries of public monies carried out at the instance of audit;
(b) Audit observations/'recommendations accepted by Government and the
financial implications thereof;
(c) Changes in law, procedures or schemes attributable to observations by Audit
and financia implications thereof;
(d) Recommendations made by the Public Accounts Committees that are accepted
by Government and the Financia implication thereof;
(e) Acceptance of audit observations/details of remedial action taken through
Action Taken Notes of audit paras not discussed by the PAC.
6. It is emphasized that the impact of audit, for the purpose of exterral
dissemination, will be reported in a year irrespective of the audit cycle in which the
actual observation arose. In order to reflect the results of audit comprehensively
findings contained in the Audit Reports presented during the period should also be
incorporated in such dissemination. It would be possible to quantify, with a

reasonable degree of accuracy, the financial impact of the audit effort in comparison
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to overall costs of the Department. For the purpose of enhanced readability and

professioral presentation, it is suggested that the preparation of the document of audit
impact be outsourced.
Internal evaluation
7. The Committee also considered the development of appropriate criteriafor the
purpose of internal evaluation of the audit effort. Separate criteria are suggested for
Revenue Audit and Financial Audit (expenditure audit). These criteria are indicative
and not exhaustive. They could be developed further if required. Developing criteria
for expenditure audit is more complex in comparison to revenue audit. In some cases,
like schematic reviews and All India Reviews, it is difficult to quantify impact since
such reviews are largely directed towards examining the overall achievement of
scheme objectives. Similarly, the audit effort of offices like DGACR and PDSAESM
which examine Central Ministries has to be viewed in the context of resource
transfers to the States (where expenditure is audited by the State Accountant General).
Desirability-Acceptance matrix
8. The criteria developed for revenue and expenditure audit are contained in the
enclosed matrices (Annexure ). While developing the criteria, the Committee has
taken into account the kind of findings that audit has reported in the past. The
findings have been categorized and arranged hierarchically i.e. greater emphasis is
placed on audit findings that would lead to enhanced impact. The hierarchy of paras
will need to be tempered by an acceptability index since the impact of audit would be
greatly enhanced if audit observations were responded to/accepted by the concerned
management. This would increase credibility of audit findings. Weights have been
assigned relying on both the criteria. Each bond copy will need to be accompanied by
aweighted aggregation of money values as shown in Annexure 1.
Beyond the matrix
9. Adoption of the matrix will result in the following benefits:

(& more efforts will be made to obtain Government's responses to audit

findings.
(b) increased emphasis would be placed on raising material issues and making
sound recommendations and
(c) the focus of audit planning, execution and reporting will correspond to the

para hierarchy leading to an overal improvement in the Audit Reports.
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Caveat

10.  The Committee recognized that the criteria developed could not be uniformly
applicable. For example, the audit/certification of the accounts of companies of
Autonomous Bodies are a distinctive type of audit. A considerable part of our audit
effort is deployed in thisarea. This effort would need to be separately evaluated. For
example, recasting/revision of corporate accounts at our instance/modification of
Annua Accounts based on the previous year's audit comment would constitute a
significant contribution of audit to the integrity and accuracy of the entity's financial
statement. Similarly, there could be other distinctive areas of audit that may need to
be separately evaluated.

Annexure |

ALLOTMENT OF WEIGHTS
ON THE
DESIRABILITY — ACCEPTABILITY MATRIX

EXPENDITURE AUDIT REPORTS

Acceptability Index/Para Recovered | Accepted | Not accepted by | No reply
Desirability Index by the|the Dept/Govt | from
Dept./ but  effectively | Dept or
Gowt. rebutted by audit | Govt.
Fraud/misappropriation/ Al A2 A3 A4
embezzlement/losses detected in 5 4 2 @
audit
Recoveries at the instance of audit Bl
©
Overpayments detected in audit C1 Cc2 C3 c4
(4) 3 (2 €Y
Violation of contractual D1 D2 D3 D4
obligations, undue favour to @ (3 2 @
Contractors
Avoidable/excess expenditure E2 E3 E4
@ @ (075
Waste/infructous expenditure F2 F3 F4
2 @) (0.75)
Regularity issues Gl G2 G3 4
)] (1.50) (@) (0.75)
Idle investments/idle H2 H3 H4
establishment/Blockade of funds @ (0.75) (0.50)
Delaysin commissioning 12 13 14
equipment @ (0.75) (0.50)
Non achievement of objectives J2 J3 JA
(@) (0.50) (0.25)
Miscellaneous K2 K3 K4
(@) (0.50) (0.25)

Note: Weights in brackets
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RECEIPT AUDIT REPORTS

Acceptability Index/Para Recovered | Accepted | Not accepted by | No reply
Desirability Index by the|the Dept/Govt | from
Dept./ but  effectively | Dept or
Gowt. rebutted by audit | Govt.
Non compliance to law, rules etc. R1 R2 R3 R4
© 4 @ @
Lacunain law/procedure, policy Y 3 A
2 @) (0.75)
Control Weakness T1 T2 T3 T4
(1.50) (@) (0.75) (0.50)

Note: Weights in brackets
Annexurell
WEIGHTED AGGREGATE OF MONEY VALUE

(AUDIT REPORT)
(FOR THE YEAR ENDING)

Para | Financial | Money | Premium | Matrix | Matrix | Weighted | Contributing
No. period value for identify | weight | money office
timeliness value
4.2 (2001-02) | (50 (551a&kh) | (H4) (0.50) (27.50
lakh) lakh)
Total
Note 1 : Money value of paras pertaining to transactions of preceding two years will
be enhanced by 10 percent.

Note 2 : The last column needs to be filled up only for the reports for which material
is contributed by more than one office.

Figuresin bracket are shown as illustration.

(CAG letter No. 745-RECA (D) Audit effectiveness dated 9-9-2003)

() In addition, the following points may be kept in view while finalising material
for Audit Report.

The HQ's office has made the following suggestions for improving the quality of

Audit Reports

1 An Audit para should present a complete picture and wherever necessary
different wings i.e. Works and Commercial should be integrated so that a
complete picture is presented.

2. Paras which are repetition of earlier audit findings and are awaiting discussion
by Public Accounts Committee should not be included in the Audit Reports
(with change of department and amount).

3. Reviews should not be based on response to questionnaires issued to the

departmental officers without adequate scrutiny.
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4, Non performance or short performance in any area should be analysed by the

audit parties on the basis of available records and reasons given by the
departments should be cross checked.

5. Wherever audit parties had an opportunity to detect a mistake, but failed to
and a subsequent party detected it, responsibility should be fixed. This would
firm up audit and keep audit parties fit.

(Authority: CAG letter No. 745 REC A(D) Audit Effectiveness dated 9-8-2003)

Procedurefor preparation of draft parasfor inclusion in the Audit Report

73 (@ Whenever any case of financia irregularity, fraud, embezzlement, loss

etc.,, comes to notice, the section concerned should expeditiously call for from the

departmental authorities concerned by special letters (as per specimen given in

Annexure 1l to this Chapter) such further information as may be necessary on the

subject for the examination of the case in accordance with the instructions contained

in para 7.1.2 of MSO (Audit) 2" Edition 2002. On receipt of the complete
information, the case should be submitted for orders of the Pr. Accountant General as
to whether or not it is a fit case to be brought to the notice of the Legisature/Public

Accounts Committee through the Audit Report. If it is decided to do so; a report

should be made to the Administrative Department and the Finance department

according to the procedure in para 7.1.8 of M.S.O. (Audit) 2" Edition 2002, it being
specifically mentioned in the report that the case has been registered provisionally for
inclusion in the next Audit Report. A note of the case should also be made in the

Register of Draft Paras for the Audit Report on the Appropriation Accounts which

should be reviewed fortnightly by the Branch Officer and action at higher level taken

in respect of al outstanding cases. The result of review should also be submitted
quarterly to the Pr. Accountant General for orders.

(b)  After the comments of Government have been received, a draft paragraph

along with a detailed key should be prepared and submitted to the Accountant General

for approval together with a forwarding letter to Government in the Administrative

Department (with a copy to the Finance Department) requesting for the acceptance of

the facts stated therein. A model draft of the forwarding letter, which may be adopted

by Audit in the case of the draft paras relating to the Punjab Government, is given in

Annexure l1l. In the case of Central Government and in other peculiar cases, the draft

of this forwarding letter may be suitably modified according to requirements.
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(© The draft para should be brief but should contain al the important points
relating to the case as laid down in Chapter 3, Section VIl of M.S.O. (Audit) 2
Edition 2002 including disciplinary action taken by the Government against the
officialg(s) at fault.

(d)  The office and fair copies of the draft para should be annotated in the margin

with full particulars (not merely flag or page numbers but with full references). A
copy of the forwarding letter with two attested copies of the draft para and key
together with a copy of the relevant correspondence referred to in the key, should also
be sent to the Report Section for keeping a consolidated record of al the draft paras
sent to the Government.

(e) If the Administrative Department/Government have no comments to offer, the
draft para aready prepared should be treated as final after obtaining the approval of
the Pr. Accountant General. The copies thereof with a copy of the letter containing
the acceptance of the Administrative Department/Government should then be sent to
the Report Section. |f any comments necessitating a change in the original para are
received from the Administrative Department/Government, orders of the
Pr. Accountant Genera in the matter should be obtained and copies of the para, as
finally adopted sent to the Administrative and Finance Department as also the Report
Section (in duplicate). A copy of the correspondence which is exchanged with the
Government/Department should also be sent to the Report Section.

)] If any abnormal delay is apprehended in any individual case, the paragraph
should be finalized making it factualy correct. According to the instructions
contained in the Punjab Government Finance Department Circular letter No. 7755-8-
50/6016, dated the 30" November, 1950 and Government of India, Finance
Department Office Memorandum No. F.11(8) F 11/46, dated the 25" April, 1946, the
departments are required to see that the draft paras received from the Pr. Accountant
General are returned to him as early as possible and in any case within a period of six
weeks failing which Audit is at liberty to consider the draft para as final.

(9) A register of Draft Paragraph should be maintained in Form given in
Annexure 1V to this Chapter to show the number of Draft Paragraphs issued, cases in
which acceptance or comments have been received, action taken in the remaining
cases and draft paragraphs finalized and sent to Report Section. A monthly report of
this register should be submitted to the Audit Officer/Sr. Audit Officer on 5" of every

month D.P. Section should submit a monthly report of this Register to the
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