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PREFACE

1. The Office of the Accountant General (A&E) Uttarakhand was established at
Dehradun in May, 2002.The Administrative Control of the office was under Office of the
Accountant General (A&E) U.P, Allahabad. The Office was bifurcated on 01.06.2006 from
Office of the Accountant General (A&E) U.P, Allahabad. The office of the Accountant
General (A&E), Uttarakhand, Dehradun is in existence w.e.f. June 2006.

2. Every possible effort has been made to make the Manual up-to-date by incorporating
therein the latest orders of the Government of India and Comptroller & Auditor General. An
attempt has also been made to incorporate in it the important office orders with a view to
make the Manual helpful to the officers and staff. Besides, the provisions which have become
obsolete have been deleted.

3. This Manual contains instructions for the proper conduct of office work in general as
well as the detailed procedure of working in the Administration and Personal Claims
Sections.

4. The provisions made in this Manual should be taken as supplementary to rules in

authorized Codes and Manuals and should be read in conjunction therewith. Paras of this
Manual should not be quoted or referred to as an authority in any correspondence outside the
office.

5. Every member of the staff of this office is expected to fully conversant with the rules
and procedure laid down herein. Ignorance of orders will not be accepted as an excuse for
departing from the provisions of the Manual or for omitting to carry out its directions.

6. Any defect or omission in this compilation as also any suggestion to improve the
existing rules or procedure should be brought to the notice of Sr. Deputy Accountant General
(Admn.)

(ASHOK SINHA)
ACCOUNTANT GENERAL
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CHAPTER |

GENERAL CONSTITUTION OF THE OFFICE
PARA-1: BRIEF HISTORY

We are the inheritor of the ACCOUNTANT GENERAL, NORTH WESTERN PROVINCES AND
OUDH, AGRA,; which came into existence on 1% May, 1858. In October, 1862, the office was shifted to
ALLAHABAD. On 1% April, 1926 first phase of separation of Audit and Accounts work took place. Director of
Audit of the United Provinces was nomenclatured and assigned the Audit work; whereas the Chief Accounts
Officer of the provincial Government took over the accounting responsibility. On 24" January, 1927 separate
cadre of Pay & Accounts Officers, under Central Pay & Accounts Office, was formed for Central Government
Accounting controlled by Finance Department of Government of India. Again the Accountant General, United
Provinces came into being on 1% November, 1931. After independence of India, United Provinces was converted
into Uttar Pradesh, from 30" January, 1950. On 1%t November, 1971 the office was bifurcated into that of
Accountant General, | & Accountant General Il, on functional basis. Next reorganization took place on 1%
February, 1977 due to rapid expansion in Revenue Audit and phenomenal growth in expenditure. The offices of
the Indian Audit & Accounts Department were restructured into separate Audit and Accounts & Entitlement
offices with effect from March 01, 1984. The offices of the Accountant General (Accounts & Entitlement)-I and
Accountant General (Accounts & Entitlement)-I1, thus, came into existence from that date. The office of the
Accountant General (Audit)-1 was also co-located with the Accounts & Entitlement offices in the old premises.
Principal Accountant General headed the (Accounts & Entitlement)-I office from 9™ September, 1985 to 8%
December, 2002, thereafter the post of Principal Accountant General was shifted to the Audit-1 Office. The
office of Accountant General (A&E)-1 was again upgraded as office of the Principal Accountant General
(A&E)-1 on 2™ August, 2010. This was again renamed as office of the Accountant General on 15th June 2011.
The offices are mainly housed in a monumental building of grandeur, which was originally the abode of the
High Court of Judicature. An engineering marvel designed by Lord Peele in1872, it is one of the four identical
mansions, in a cluster. The Audit Offices were shifted to “Satyanishtha Bhawan” in January 1996.with the
creation of separate state of Uttarakhand and office of the Accountant General in that state the work relating to
preparation of accounts and maintenance of GPF etc. pertaining to that state was transferred to office of the

Accountant General Uttarakhand.

Office of the Accountant General Uttarakhand came into existence w.e.f. 09.05.2002 and the cadre of
office of the Accountant General (A&E) Uttarakhand, Dehradun was separated w.e.f. 01.06.2006. Before
separation, the cadre controlling authority was office of the A.G. (A&E)-I U.P., Allahabad.

PARA-2: OFFICE OF THE PR. ACCOUNTANT GENERAL (A&E):
m ADMINISTRATION WING:

Consists of Pr. Accountant General’s Secretariat, Deputy Accountant General(Admin. & A/cs) Cell,
Administration sections | to IV, ITA, Welfare, Legal Cell, Hindi cell, General Department, Pay & Accounts
Sections, Dak & Dispatch, and Information Technology Support Group (ITSG).

Administration Sections: This section deals with cadre controlling work, e.g. appointments,
promotions, Gradation list, inter-offices and inter co-ordination transfers, disciplinary cases, Budget

controlling, Right to information cases, Court cases filed by serving/retired government servant of
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IA&AD working in Accounts & Entitlement Office, maintenance of rosters for appointments and
promotions, correspondence with other offices, sending returns and information to the Office of the
Comptroller & Auditor General of India (Hgrs’ office) as and when required. Notwithstanding, SAS

(Civil Audit) passed candidate- regarding Deputation and permanent absorption.

Pr. Accountant General’s Secretariat: Secretarial and confidential work of the Pr. Accountant

General is performed in this Secretariat.

Deputy Accountant General (Administration) Cell: This Cell assists Deputy Accountant General

(Administration) in confidential work

Internal Test Audit Section: Periodical check of working of each Section/sphere of work is conducted
as per provisions contained in ITA Manual and results thereof directly submitted to the Principal
Accountant General. Further, at the time of Inspection of the Office by Director General/Inspection of
the Hqgrs. Office, ITA Section acts as a pool between this Office and Director General/Inspection and

his/her team.
WELFARE SECTION:

It consists of one Section, namely Welfare Section under charge of Sr. A.O. Main work of this
wing is Welfare activities, Organization of various cultural and sports activities, matters relating to
Benevolent Fund, liasoning with Recreation Club and looking after about general welfare of the
officers and the staff. This wing works for both the Accounts and Entitlement Offices. The Welfare
Section has one Welfare Assistant. The matters are routed through Deputy Accountant General
(Administration) to be submitted to the Accountant General (A&E).

Hindi Cell: The section deals with matters relating to use of Rajbhasha (Hindi) in A&E office and

reporting thereon.

Pay & Accounts Office: It maintains initial accounts thereof, passes bills received from Personal
Claims Sections routed through respective Cash Branches, issues cheques against them, maintains
individual Provident Fund accounts of Officers and staff of those offices, issues Pension related

authorities in respect of them.

Information Technology Support Group (ITSG): An integrated Core Group for looking into
problems of Hardwares, Softwares, and Biometric attendance system has been formed, namely

Information Technology Support Group (ITSG).

General Department: Deals with procurement of Hardwares and Softwares, materials, stationery, etc.,
necessary for upkeep of the A&E Office. Inward Dak and Outward Despatch letters are monitored.
This Branch is also responsible for Reception, maintenance of office premises and liasoning with
Central Public Works Department in this regard; maintenance of Library, getting typed outgoing letters

either with the help of computers or manual type writers, etc..

Personal Claims Sections and Cash Section: This section deals with matters relating to personal
claims, Pension cases and issuance of CGHS cards and other related matters of Central Government
Health Scheme, making entries in service books of all cadres, maintenance of leave of non gazetted
staff pertaining to A&E-I staff and Officers. Cash Section deals with Cash transactions incurring

through Cash/Cheques.
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Examination Section: The section deals with examinations, prescribed by Hgrs. office for promotional

avenues of officers and staff of A&E offices.

Training, to A&E Office-officers and staff, prescribed for Departmental Examinations and In-
House training requirements to improve the working standards of the offices. Other, namely, EDP
Training Section deals with Computer based EDP training requirements of the Officers/staff members
of the Offices.

Organization & Methods (O&M) Section: The section deals with updating of Manuals and conduct
of systems and procedure studies with a view to achieve optimum level of efficiency. O&M
Techniques include Organizational Analysis (the objectives of an Organization, the functions of the
components of the Organization, the duties & responsibilities of the individuals working therein, Inter-
relationship between the functions and individuals), Method Study (a systematic and analytical
approach to problems which enables all the relevant factors to be evaluated so that decisions may be
made), and Work Management (Time Study, Activity Sampling, Pre-determined Motion Time
Systems, Synthesis and Analytical Estimating). The section also prepares annual Administrative Report
- as well as monthly updates on it - depicting state of work of office to be finally hosted on office
website. The section also assesses higher level training needs of officer and staff of office of AG
(A&E)-1 and sponsors them for various training programme at RTIs, iCISA BPST etc.

PARA-3 CHANGE IN STAFF

The sanctioned strength of each control/department is fixed with reference to their respective
function, sanction for which is received from Headquarters’ office from time to time. Changes of
personnel between different controls require approval by Group Officer in charge of Administration

and Principal Accountant General for non-gazetted staff and Gazetted Officers respectively.

PARA-4 LIMITATIONS ON CHANGE IN STAFF BY GAZETTED OFFICERS WITH IN A
GROUP

Increase in the working strength of any section can be done only with the prior approval of the
Pr. Accountant General. Any interchange between Staff/Officers of different sections within a Group
should not be carried-out without the prior approval of the Group Deputy Accountant General. In all
cases where inter change is permitted by the Group Officer, the relevant papers should be sent to the

Administration Section for information and record.
PARA-5 INCUMBENCY REGISTER:

Each Assistant Accounts Officer shall maintain an “Incumbency Register” in respect of all the
groups in his section in the following form. The Register will remain in his personal custody and he

will make it over to his successor as and when any change takes place.
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. Initials of Sign. Of the
Grou_p & Name of Erom To Sign. Of the the Gagetted
Duties Incumbent Incumbent -
Incumbent Officer
1 2 3 4 5 6 7

PARA-6(A)

PARA-6 (B)

Separate pages should be allotted to each group in section. In addition, the incumbency of the Assistant
Accounts Officer should also be shown on a separate page in the register. The Assistant Accounts
Officer will ensure that the duty lists are properly drawn in this register and that the continuous record
of the incumbents with their specimen signatures and initials and their duties with dates is properly
maintained. The Incumbency Register should be submitted to the Gazetted Officer-in-charge of the
section on 3rd of every month and to Group Deputy Accountant General on the 5th of April, July,
October and January each year. A note to this effect should be kept in the sectional Calendar of

Returns.

PROPOSALS FOR THE CREATION/CONTINUANCE OF TEMPORARY POSTS IN
VARIOUS GRADES ETC.

The Comptroller and Auditor General has ordered that while asking for creation/continuance
of temporary posts in the 1A & AS, Accounts Officers and other grades, a consolidated
reference should not be made for posts in various grades. Separate references are necessary to
be made regarding (i) I.A. & A.S. posts. (ii) Accounts Officers post and (iii) other posts as
action in respect of IA&AS, Accounts Officer’s and other posts is taken separately by

different sections in his office.
ACCURACY OF STATISTICS

The Statistics collected in an A&E Office for report to higher or outside authorities should be accurate,
especially when the decision regarding the requirement of staff in an Accounts Office depends on these
statistics. The Comptroller & Auditor General has prescribed the following procedure to secure the

accuracy of statistics prepared by Accounts Office:-

(i) In future when request for additional establishment are made on the basis of statistics of
works, the statistics should be thoroughly checked by a responsible person say Sectional In-charge in
the Internal Test Audit Section who has nothing to do with the revision of establishment and then
reviewed by the Branch Officer in-charge of ITA Section who should satisfy himself that the statistics

prepared are prima facie correct.

(i) Both the preparer and the examiner of these statistics should set their initials with names

in this statement in token of their having done so.

(iii) All papers (including the detailed statements) leading to these statistics in connection

with the revision of establishment should be prepared permanently.
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CHAPTER II

GENERAL OFFICE PROCEDURE AND SYSTEM OF CORRESPONDENCE
SECTION A - GENERAL OFFICE PROCEDURE
Para-7(A) GENERAL INSTRUCTIONS FOR ATTENDANCE:

The regular hours of attendance of the Officers and employees are from 9.00 A.M. to 5.30
P.M. with half an hour lunch break on all working days from 1.00 to 1.30 P.M. but when the work is in
arrears or in the interests of public service require these hours may be extended and the officials who
is/are required to work on non-working hours or on holidays must do so as part of his/their regular
duties. It is the duty of the Assistant Accounts Officer to prevent the accumulation of arrears and they
are authorized to require the attendance of their subordinates before and after the usual office hours and
on holidays, if necessary to bring the work upto date. In the General Department the Head
Despatcher/Daftari whenever required to sit late beyond office hours may be allowed to attend office

late the next working day to the extent they had to sit late hours for carrying late speed post, dak etc.

Late attendance upto one hour, on not more than two occasions in a month may be condoned
by the competent Officer, if he\she is satisfied with the explanation by the individual. For each
occasion of late attendance not condoned, a half day Casual Leave should be forfeited and debited to
the casual leave account in the Casual Leave Register. Similarly, half day Casual Leave is to be

deducted for leaving office before specified time.

PARA-7(B) PUNCTUALITY IN ATTENDING OFFICE AND PENALTY FOR LATE
ATTENDANCE UNDER OLD SYSTEM

(@) The members of the staff are expected to attend office punctually at 9.00 A.M. and sign the

attendance register kept in the section.

The attendance register will be initialed by the Assistant Accounts officer of the section and
submitted immediately to the officer in-charge of the section by 9.10 AM. (i.e. within ten

minutes of the official hour of opening.)
In this connection the following instructions should be carefully followed:
(M Each Assistant Accounts Officer will close the attendance register at 9.10 A.M. sharp.

(i) A red circle will be marked by the Assistant Accounts Officer against all those who have
failed to turn up by 9.10 A.M.

(iii) The Assistant Accounts Officer will ensure delivery of the attendance register, after closing, to
his Branch Officer latest by 9.15 A.M.

(iv) All late comers coming upto 10.00 A.M. will sign their attendance in Branch Officer’s room

duly recording the time of their attendance.

(v) Each Branch Officer will close the register further after marking letter ‘A’ in the red circle in

respect of all those who have not turned up till 10.00 A.M.

(vi) The Branch Officer will thereafter get the attendance register delivered to his Group officer at
10.00 A.M.
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(vii)

(viii)

(ix)

)

(xi)

(xii)

(xiii)

Late comers arriving between 10.00 and 1.30 P.M. will sign the attendance register in the

Group Officer’s room duly recording the time of attendance.

The Group Officer will add another ‘A’ in red circle for those who do not turn up till 1.30
P.M..

The Group Officer will return the registers to the B.O.’s concerned at any time between 2.30
P.M. and 5.00 P.M. with direction to have the attendance taken in the sections immediately
thereafter. Thus, each member of staff will record his attendance twice every day-once in the

forenoon and again in the afternoon.

The late attendance with double 'A' (AA") in red circle will count as a ‘casual leave' provided
the person concerned puts in an application for its ex-post-facto sanction, failing which it will

be treated as unauthorized absence from duty and dealt with as such.

Each red circle with or without letter 'A" will be treated as half casual leave, provided that red
circles, without letter ‘A" upto a maximum of two in a month, may be condoned by Assistant

Accounts Officer in case of not-habitual 'late comers’, at his sole discretion.

Each Assistant Accounts Officer will prepare a summary of attendance at the end of each
month and submit it to his Branch Officer/Group Officer by the 5th of the following month

for review.

For regulating the movement of staff during working hours a “Date —Wise Record of
Movement” in the following proforma would be maintained. Entry will be made by each

member of the section before leaving the section.

DATE-WISE RECORD OF MOVEMNET

Date

with Permission(P) or

Time of leaving Time of return purpose without(W)

Note:- Only absence of more than 15 minutes will be recorded in the Register.

(xiv)

(xv)

In so far as Group 'D'/MTS employees are concerned, their attendance will be taken at 8.45
A.M. every day in the General Department and closed at 9.00 A.M. For this an Accountant
will be deputed, by Brach Officer/General Department from General Department Section by
weekly rotation to reach office at 8.45 A.M. who will be permitted to leave office half an hour
earlier during the week i.e. by 5.00 P.M.. The Accountant will also conduct an inspection of
Group 'D'/MTS uniform to ensure that the entitled categories wear the prescribed uniforms.
Group 'D/MTS employees not present in full uniform will not be allowed sign their
attendance, apart from any other administrative action that may be taken against them. They

will also have to sign their attendance in their respective sections at 9.00 A.M daily.

Each Group Officer/Branch Officer shall also conduct surprise inspections from time to time
to ensure that the above instructions are being faithfully complied with by all the concerned

staff and each Section Officer is maintaining the 'Register of Movement' as well as a strict
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PARA-8

PARA-9

PARA-1

PARA-1

control on the attendance in his section. Any remissness in this regard should be viewed

seriously.

(Authority: Office order No. Admn. 1V/1-4/Misc. Order/2586 dated 12.02.1971 and 2606
dated 03.03.1971)

OFFICE ORDERS

Office orders should be issued on important subject e.g. general office procedure, and audit
procedure etc. All other matters should be communicated in the form of office memos. A particular
office order should be prepared in the section where the case relating to it arises and got approved by
the Group Officer/ Accountant General. It should thereafter, be entered in the office order register and a
serial number assigned to it. The brief subject and the case file number should invariably be given in

the office order itself as well as in the register.
DIARISING OF OFFICE ORDERS

Office orders should be diarised in the sectional diaries and thereafter delivered to and
received by assistant or the diarist (for whom they are marked by the AAO of the section for disposal).
Like letters, the office orders will be received under their dated initials. In the diary they should be
shown as disposed of after the AAO has seen that proper action has been taken thereon. Separate files
may be opened each year for filing office orders received from different controls.(Authority
No0.TM/5578/11-33 dated 03.02.1967)

0 GUARD FILES OF OFFICE ORDERS

For proper functioning of the office and control over it, Para 2.42 of Comptroller & Auditor
General’s Manual of Standing Orders (Administrative)-Volume I lays down for maintenance of “Guard
Files” containing copies of important orders for consultation by all officers and subordinates. Further,
files should be maintained according to individual cases governed by these orders and should be files in
a compact file containing all current orders on a particular subject even if they are issued in different
years. For above purpose an index of the General Files is required to be opened and kept in each
section. At the time of transfer of charge every Gazetted Officer should hand over to his successor
complete guard file of Office orders inviting his attention to important ones on which action is not

complete or has yet to be taken.
1 INCORPORATION OF OFFICE ORDERS IN MANUALS

As soon as a procedure incorporated in an office order has sufficiently crystallized, it should
be incorporated in the relevant Manual by the Section concerned. The following due date are prescribed
for the annual review and for the submission of the certificates by the sections and Gazetted Officers

and should be noted in the Calendar of returns of the Sections concerned.

) ) ) Work to commence on 1% May and to be
Annual review of file of Office orders
completed on 15" May

Completion Certificates to be furnished by Iy
une
the sections and Gazetted Officers
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PARA-12 DEPARTMENTAL ORDER BOOK

A general office order book will be maintained by each section and will contain all
instructions issued by the Branch Officer to his subordinates from time to time. All important orders
and rulings which have any bearing on the working of the department concerned should be noted in this
order book each entry being approved and signed by the Asstt. Accounts Officer. When a gazetted
officer has occasion to lay down a ruling for the guidance of his section which may affect other section,
he should before doing so discuss the matter with the Gazetted Officers of the sections concerned, and
any difference of opinion arising there from should be submitted to the Principal Accountant General
through the Deputy Accountant General concerned for final orders. All such decisions of the Principal
Accountant General and also his decision on questions arising out of an article of the prescribed rules
or codes or of some rule or order of Government which are not issued in the form of office orders,

should be entered in the Departmental Order Book.
PARA-13 NOTE BOOK OF ACCOUNTANTS

A note book in suitable from should be maintained by each auditor for keeping notes of all
points which have to be kept in mind as requiring action to be taken thereon, but which cannot be noted
in any of the Sectional Registers The note-book should be reviewed monthly by the Assistant

Accounts Officer.
PARA-14 GENERAL DUTIES OF ASSISTANT ACCOUNTS OFFICER

0] The Assistant Accounts Officer is responsible for the work of his section and is expected to
see to the regular and efficient discharge of it. He is required to see that system and discipline are
maintained and that the work at all times fairly and judiciously distributed, each member of the section
being efficiently trained and fully occupied. He should bring to notice any tendency to redundancy or
duplication of work and in causes of absence of auditors or pressure of work should make proper

arrangements for prompt disposal of business making redistribution.

(i) He/she should see that the codes and regulations are correctly applied and strictly observed,
and should on no account, allow any departure from any prescribed procedure without the express

orders of superior authority.

(iii) He/she is also responsible for seeing that no undue delay occurs in the disposal of any
document, that all returns due from the branch are rendered on due date, and that facts and results in all

figured statements are correctly stated.

(iv) He/she is required to undertake personally the disposal of important cases, unofficial
references and all other important work including notes, reminders, etc. from other sections. He marks
and gives ‘file orders' on all letters except letters from the Government and the Comptroller and Auditor

General which will be filed under the orders of the Branch Officer.

(v) The Assistant Accounts Officer is also responsible to see that all the disposals are made
strictly in accordance with the rules and orders applicable to the cases concerned. He should put up all

doubtful points for orders.
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(vi) The Assistant Accounts Officer is also required to see that the furniture and records of the
sections are arranged in the most convenient possible way and that strictest economy is always

observed in the use of forms and stationery.
PARA-15 REPORT ON STATE OF WORK

The Assistant Accounts Officer is personally responsible for drawing up report on the state of
work in his section as it actually stands on the last day of each month in the form prescribed by the
Principal Accountant General from time to time. He should see that no item of work is omitted from
the statement and a certificate referred to in Note 2 to Para 21 of the Comptroller and Auditor General’s
Manual of standing orders is recorded thereon. The items should be arranged in definite order as may

be prescribed.

This report after final approval by the Group Officer (Senior Deputy Accountant General/
Deputy Accountant General) concerned should be made over to the respective control sections for
consolidation and submission to the Principal Accountant General/ Accountant General on the 10th of

each month.
PARA-16 QUARTERLY ARREAR REPORT

A report in the form of a descriptive memorandum reviewing very briefly, but critically the
state of affairs in respect of all the different sections or group of sections in his office, should be
submitted by the Accountant General quarterly to the Comptroller and Auditor General showing the
state of work as on 31st March, 30th June, 30th September and 31st December, so to reach the
Headquarters Office before the 15th of April, July, October and January respectively. As far as
possible the arrears should be computed in terms of mandays and the overall increase or decrease
indicated in a separate paragraph of the report. All important measures, penal and others, taken or
proposed to be taken to remove the arrears and defects, and expectations as to when they would be

removed should invariably be indicated in the report.
PARA-17 POWERS OF MAKING REFERENCE TO OTHER SECTIONS

Assistant Accounts Officer of different sections may make reference to one another for
information on questions of facts. On questions of opinion no reference should in any case be made to
the Branch Officer in-charge of another section except by the Branch Officer-in-charge of the Section
which makes the reference. This does not apply to cases when references are made to another section as

a matter of current procedure.
PARA-18 TAKING WORK HOME

Taking away office files, wvouchers, etc. by the Assistant Accounts Officer/Sr.
Accountants/Accountants and Clerks when leaving office is strictly prohibited. If anyone has extra
work which cannot be completed in ordinary course during office hours he should attend office early

and stay late in the evening.
PARA-19 RESPONSIBILITIES ON TAKING AND MAKING OVER CHARGES

The following procedure should be observed whenever transfer of a Branch Officer takes

place in this office:
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(@) Every Branch Officer on transfer of his/her charge due to the Officer’s departure from the
office or to his transfer from one gazetted charge to another within office itself should hand over to his
successor all Keys, valuables and other confidential documents, if any, and report the fact to the Group
officer through his successor of his having done so. He should also draw up, for the information of his
successor a memorandum of points of importance in connection with the working of the charge and of
any important cases or types of work which are pending and likely to call for his special attention or
scrutiny. Any serious defects that may exist in the working of any of the sections comprising the charge
should be specifically mentioned in the memorandum. A list of all arrears whether of audit or other
items of work should be appended to the memorandum. If any review of the audit of accounts allotted

to the relieved officer has not been completed the same should also be mentioned.

The charge report of Branch Officer drawn up in accordance with the foregoing instructions should be
put up to the Accountant General through the Senior Deputy Accountant General/ Deputy Accountant

General concerned with his/her remarks, if any.

(b) The above memorandum should be drawn separately for the sections under each group. The
portion relating to each group should be sent by the relieving officer to the Senior Deputy Accountant
General/Deputy Accountant General concerned for information and orders on any points raised therein.
The Senior Deputy Accountant General/ Deputy Accountant General will, then, call for a report of the
relieving officer on all points requiring action and also on the clearance of arrears, if any, in

consultation with the group Co-ordination section.

(© Where the charge transferred is that of a Senior Deputy Accountant General/ Deputy
Accountant General, the memorandum should contain information required in paragraph (a) above both
in respect of the direct and the supervisory charges and will be submitted to the Accountant General for

information and orders.

(d) Whenever there is a change in the charge of Assistant Accounts Officer, Senior
Accountant/Accountant a regular charge report should be prepared and signed by the outgoing

Assistant Accounts Officer/Senior Accountant or Accountant as the case may be.

(e) Every Assistant Accounts Officer/Sr. Accountant/Accountant/Clerk when taking over charge
of his/her duties from another, even temporarily, is expected to ascertain whether the work is absolutely
up-to-date, and to report at once to his immediate superior any arrears or irregularities he may notice, in
order that prompt action may be taken. If no such report is submitted the officer assuming charge
remains responsible for the state of work under his charge including any arrears or irregularities which
may exist. The Assistant Accounts Officer is also responsible to see that the furniture and various

codes and books of reference as per list kept; in the section exist.

The Sectional copy of the charge report should - after Deputy Accountant General’s or Accountant

General’s perusal be filed in the section concerned in a case cover neatly tagged.

(j)] Whenever an Accountant/clerk makes over charge to another he must take a receipt in detail
for all papers he hands over, and the Assistant Accounts Officer of the section must see this receipt
before he allows the auditor/clerk to leave his section. In case where no charge is made or taken over
owing to the absence on grounds of illness or otherwise, the Assistant Accounts Officer should

overhaul the absentee’s table and make out a list of the papers found. The list should then be sent to
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the absentee and he may be asked to state whether there were any papers with him other than those
mentioned in the list and if so, to communicate their whereabouts. The absentee will be held

responsible for the loss of any paper which was received by him but has not been accounted for.
PARA-20 GENERAL INSTRUCTIONS ON ADMINISTRATIVE AND OTHER MATTERS

A Branch Officer may not, without the prior sanction of Senior Deputy Accountant General/
Deputy Accountant General under whose direct control he/she is working or the Accountant General,

reverse any deliberate orders of an important nature passed by his predecessor.
PARA-21 CALENDAR OF RETURNS

Every Assistant Accounts Officer will maintain a Calendar of returns in Form S.Y. 264
showing all statements, returns, accounts, etc. due from his section with the dates fixed for their
dispatch or submission as they are weekly, bi-weekly, fortnightly, monthly, quarterly, half-yearly or
annually, arranged according to date, i.e. all those 'monthly' returns which are due on the first of each
month should be entered first and then those due on subsequent dates. In the case of delay in the

submission of any return an explanation should be given in the last column.
PARA-22 DETAILS OF CALENDAR OF RETURNS

As the Calendar of returns is an important control document it should be submitted by the
Assistant Accounts Officer of each section to the Branch Officer every week on Monday. Branch

Officer may ensure:-

0] that the calendar of Returns is used as a control mechanism and that its submission is not left

to the whims of the staff working under them.

(ii) that all the returns (both inward and outward) are included in Calendar of Returns and the

same is certified by the Branch Officers.

(iii) that the Calendar of Returns is submitted to the Branch Officer at prescribed interval and

punctually so that its submission does not degenerate into a meaningless ritual.

(iv) that the Assistant Accounts Officer remains personally responsible to make entries of dates in

the Calendar of Returns.

(v) that the Calendar of Returns is received once a week by the Branch Officer in-charge for

review and the results of the review are recorded in the Calendar of Returns.

The Branch Officers should test-check the dates at the time of every submission of the Calendar of
Returns in such a manner that each item of the Calendar of Returns comes under test check once in a

year.

The Calendar of Returns should also be submitted monthly for review to Deputy Accountant
General/Senior Deputy Accountant General and Accountant General and test checked periodically by

Internal Test Audit Section.
PARA-23 DELAY IN SUBMISSION OF RETURNS

Assistant Accounts Officers are expected to let the Branch Officer know in good time

whenever there is any apprehension that a return is likely to be delayed; and the Branch Officer when
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he receives such a report is expected to make special arrangements to secure its punctual submission
When the Branch Officer finds it impossible to make such arrangements the matter should be reported

to the Group Deputy Accountant General/Accountant General in advance.

PARA-24 (A) ADDITION/DISCONTINUANCE OF PRESCRIBED RETURNS, ETC. IN
CALENDAR OF RETURNS

Any addition or deletion in Calendar of Returns must be made only under the orders of Group
Officer. Returns etc. which have been prescribed by the Accountant General must not be discontinued

without express orders of the Accountant General obtained in writing.
PARA- 24 (B) DISCONTINUANCE/ALTERATION OF PROCEDURE ETC.

No Sectional in-charge has authority to discontinue or alter a procedure prescribed by the
Accountant General or Officer in-charge without express orders issued by the Accountant General or

the Officer in-charge as the case may be.

PARA-25(A) STRICT OBSERVANCE OF PROCEDURE PRESCRIBED IN THE OFFICE
MANUALS

Assistant Accounts Officers are responsible for seeing that the procedure allowed in their
departments is that prescribed in codes and manuals and no departure therefrom should be allowed

without special orders
PARA-25(B) CHANGE IN PROCEDURE

Whenever a new code or manual issued by the Government of India, Comptroller and Auditor
General of India or the State Government is received in this office, the concerned recipient of the code
or manual should obtain orders whenever a subsequent change in codes/manuals of this office seem
necessary. A report of completion of such examination should be submitted by the concerned Sectional
in-charge to Organization & Methods (O&M) Section within a month of receipt of the Codes/Manuals,
Any general changes in procedure concerning more than one Section should be brought to the notice of

the coordinating Sections.
PARA-26 OLD PRACTICE AND PROCEDURE

It must be clearly understood that the "old practice of the office"” is no authority for a departure
from the instructions contained in the various manuals. If any such variation of procedure comes to the
notice of an accountant he should bring it to the notice of his Assistant Accounts Officer with
suggestions, if any, in writing. Cases of departure from the procedure prescribed in the manuals,
coming to the notice of Assistant Accounts Officer must without fail be reported to the Branch Officer-
in-charge with a reasoned recommendation that the instruction in the manual be mended to confirm
with the practice or unauthorized practice be discontinued and the procedure laid down in the manual
concerned be strictly adhered to in future. When a member of the staff persistently disregards rules or

instructions the matter should be brought to the notice of his superior authority.
PARA-27 EXAMINATION OF FAIR COPIES

Fair copies prepared in the Sections, as also fair copies of the ‘Out today’ letters and figured

statements forming enclosures to outgoing letters are to be compared and initialed, as prescribed in the
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General Department (GD) Manual, in the office copy by dealing person of the concerned matter in the

Section concerned.
PARA-28 DATING INITIALS:

Whenever it is necessary for any staff member to initial any document, register, calculation,

draft letter, etc., the initials must invariably be dated.
PARA-29 CALLS FOR PAPERS BY GAZETTED OFFICERS

When an officer makes calls for papers and references or queries to a Section, the Sectional
in-charge is to ensure that the call is obeyed atonce. In case, if reply cannot be furnished within 03 days
an ad-interim reply must be submitted. He/she must examine the information or papers before
submission to see that nothing is wanting and to report to the officer concerned (through proper

channel) the reasons for any delay.
PARA-30 RETURN OF DOCUMENTS

As a general rule, documents once received in this Office should never be allowed to be
returned. Original documents should never be returned unless it is absolutely necessary to do so, e.g. as

evidence in a case, to verify signatures, etc., otherwise only details required should be given.
PARA-31 PERSONAL INTERVIEWS WITH THE ACCOUNTANT GENERAL

Any member of the office establishment may seek personal interview with the Accountant

General in accordance with the orders in force.

SECTION B- SYSTEM OF CORRESPONDENCE

PARA-32 RECEIPT OF LETTERS AND OTHER DOCUMENTS AND OPENING OF DAK

All letters, Secret Covers, parcels and other documents, whether registered or not, addressed
to the Accountant General or any other Group Officer by name, should not be opened but placed before
him/her who after opening passes them on to his/her secretary for entering in the register of
confidential and secret letters kept for the purpose. All covers received from Government of India and
State Government addressed by designation should be opened in Dak Section and sent to the Branch
Officers concerned through Dak Pads. The covers from the Comptroller and Auditor General are
received directly in the AG’s Secretariat where these are seen and specific orders, if any, marked on
them by AG. After diarizing in the AG’s Secretariat these are sent to the Group Officers concerned for

transmitting the same to the Branch Officer of the Section.
PARA-33 DIARISING OF INWARD LETTERS AND OTHER DOCUMENTS

On receipt of inward letters from General Department through the Branch Officer, the
sectional diarist will check the letters with the number noted in the transit register of General
Department and put them up before the Assistant Accounts Officer He/she will note the name of the
Accountants concerned on Assistant Accounts Officer will be personally responsible for seeing that

such action is taken.

The diarist should diarize the letters received from General Department (Dak) section without

break under the date on which General Department. (Dak) enters them in its dak register even if he/she
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diaries those on a later date. If a section wants to transfer letters (mismarked and wrongly sent to it) to
another section, the Assistant Accounts Officer of the sections should under their dated initials, make
necessary addition to or deductions from the total number of letters marked by him on the top of the

page of the sectional diary.

The diarist should note on his diary the serial number of letters received from General
Department (Dak). Letters received from sources other than General Department (Dak) e.g. those
received through the transit registers of other sections should not be mixed up with those received from
General Department (Dak). The former should be diarized (together) immediately below the Dak
register letters. The full number and date of the outward letter should be noted against the file which
contains the inward register (so that the file which contains the disposal of the inward can easily be

traced.

Where however, a letter is filed without any reply from us, the file number in which it has
been filed should be noted in the inward diary. The practice of noting "Filed with case" "(F.W.C.)"

(without file number) against the inward letter should be discontinued.
PARA-34 DESPATCH NUMBER

Similarly, in the case letters sent out from this office, the sectional letter, case and file
numbers should be added before the running dispatch number. The first three will be noted on the draft
by the dealing assistant and the last one will be added by the dispatcher. This will enable the diarist to

deliver the letter of reply to the Assistant concerned for being dealt with in the proper file

PARA-35 PROMPT DISPOSAL OF LETTERS RECEIVED FROM COMPTROLLER AND
AUDITOR GENERAL AND GOVERNMENT OF INDIA, MINISTRY OF FINANCE
or MARKED “VERY URGENT”

All reference from the office of the Comptroller and Auditor General should ordinarily be
marked “urgent/very urgent” be disposed of within a week or ten days of their receipt. References
received from the Government of India, Ministry of Finance are to be disposed of within a fortnight, of
their receipt. The time limit should be strictly observed in the disposal of U.O. references from the

Comptroller and Auditor General and any failure in this regard will be viewed seriously.

Since dak from Comptroller & Auditor General’s office is seen by the Principal Accountant
General before it is passed on to the sections, the secretary to the Principal Accountant General should
send the acknowledgement with indication on the letter that acknowledgement has been issued in letter

no. Date before the letter is passed on the

sections. Demi Official letters requiring acknowledgement may be acknowledged by D.O. replies.

(Authority :Para. 68 of C&A.G.>’s M.SO & C.A.G.’s letter No. 225-O&M/13-72 dated
21st April, 1972.)

PARA-36 RESPONSIBILITY FOR THE DISPOSAL OF URGENT LETTERS

If for any reason a letter or return marked "Very urgent" or "urgent" cannot be disposed of
within the time referred to above the matter should be represented in writing to the Branch Officer in-
charge and his orders obtained. Unless sanction has been given to an extension of the time fixed the

Assistant Accounts Officer will be held personally answerable for any delay that may occur. The
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Senior Accountants, Accountants,, Assistant Accounts Officers should not leave office if any urgent
cases have been sent to the Branch Officer which require immediate disposal, unless the cases have

come back from the officer or they have ascertained from the Officer that their presence would not be

required.
PARA-37 UNSIGNED, INCOMPLETE AND MISSENT LETTERS
(1) On such a letter being referred to him/her the Assistant Accounts Officer will examine it

carefully in order (1) to make sure that it is not for his section and (2) if possible, form an idea as to the
section to which it relates. He/she will then, if he can do mark on the letter "probably for---------------
section™ and send it at once to General Department such letters are not to be delayed in sections before

being returned to General Department.

2) If any document is received unsigned or incomplete in any respect, or is not required by this
office the section concerned should take necessary action on it and not the General Department. It is
only in cases in which a letter or paper has been wrongly delivered to this office or when a reminder is
received to a letter which is not traceable that the General Department should at once send the letter or

paper to the proper office, or call for a copy of the letter to which attention has been drawn.
PARA-38 LETTERS FOR TRANSMISSION TO OTHER OFFICE

Letters and documents sent to this office for transmission elsewhere especially those intended
for the Local Government, Government of India or the Comptroller and Auditor General which are
forwarded through this office should always be kept clean and should not bear any marks of notes,
direction or orders except the office stamp which should be affixed in the margin. The diary number of

any such letter should be entered on a slip of paper attached to the inward letter.
PARA-39 DISPOSAL OF INWARD CORRESPONDENCE

All letters not needing a reply must be disposed of within four days from the date of their

receipt in the office. Ordinary letters needing a reply must be disposed of within a week.
PARA-40 PRELIMINARY STAGES IN DISPOSAL

If a case has to be circulated for opinion, or old papers have to be searched for, or the orders of
a Gazetted Officer or of the Accountant General have to be taken, the Accountant dealing with the case
must take the initial step, i.e. call for the papers or write his note immediately and all these preliminary

stages must be completed, except in very exceptional circumstances, within a week.

PARA-41 TREATMENT OF INWARD LETTERS ON WHICH INTERMEDIATE ACTION IS
REQUIRED BEFORE FINAL DISPOSAL

Letters falling under the following two classes should be treated as pending:-

1) When for the disposal of an inward letter, information is required which is not available in the

office and a reference is made to another office.

2 When it is essential for the disposal of an inward letter to be deferred pending a certain

occurrence.
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PARA-42

(1)

)

3)

PARA-43

The intermediate action taken for the disposal of a letter should not be treated as final
disposal of letter and the number and date of the outward letter should not be entered in
column 8 of the letter receipt diary. A note in red ink should, however, be made of the
intermediate action taken in the remarks column of the diary. The inward letter should be
promptly brought on to the "File pending register" where one is maintained and should be

brought forward regularly in the weekly report until finally disposed of.
INWARD DOCUMENTS RELATING TO MORE THAN ONE CO ORDINATION

Letters, etc. which concern more than one co ordination should be dealt with in the following

manner:-

The General Department will mark such a letter to the Administration Section which has to
issue orders or to take urgent action on it and send it through the sectional transit register of
that section. The section to which the letter is sent will, after taking action on the points with
which it is concerned send the letter through its transit register in Form No. Sy 314 (not the
sectional inward diary register) with a covering circulation slip in Form No. Sy 243 in which
should be noted the name or names of the section or sections to which the letter is sent

together with the date of issue shown distinctly after the printed text.

In cases of urgency the supply of a copy of such a letter to each of the section concerned by
the original section will facilitate the disposal of it, but in such cases the order of the Branch
Officers must be obtained before the letter is sent to the General Department for striking "type

copies”.

Letters which are concerned with another section even remotely should be shown to that
section before final action is taken and no section should deal with a letter relating to a matter

or subject which clearly pertains to another section.
COLLECTION OF INFORMATION FROM OTHER SECTION

When information is required to be collected from other sections for the disposal of a letter,

the letter with a note will be circulated to the sections concerned. Such letters should be treated as

urgent and no delay should be allowed in furnishing the requisite information.

PARA-44 (A)

GENERAL SANCTIONS OF A FINANCIAL NATURE

A copy of General sanctions of financial nature affecting various departments is to be supplied

by General Department to Administration section for submission to Principal Accountant General\

Accountant General explaining the financial implications and cognate matters. The Audit will be done
by the Central Audit Sections.

PARA-44 (B)

REMINDERS

Reminders received from the Government should be entered in a “Reminder Register” which

should be maintained in every Section. The Register is to be submitted to the Brach Officer on every

Monday and Thursday, so that he/she may see to the early disposal of the outstanding cases. A second

and third reminder should invariably be submitted to the Group Officer and Accountant General

respectively with the register and the original case within two days of their receipt. A note should be

(16)



kept in the Sectional Calendar of Returns. (Comptroller & Auditor General’s letter no. 13-Adm/383-48
Bt.5149, Office Order no. TM/XX-1/1112 dated 05.02.1949.)

PARA-45 NOTES

Orders of Branch Officers should invariably be obtained on doubtful points through brief
office notes. Brief notes of facts and relevant rules are to be written on the regular office notes.
Sometimes the sections go on summarizing or even repeating the facts of Paper(s) under consideration
("P.U.C.") in the notes. This is not necessary. Only such salient points of Paper(s) under consideration
on which the section wants to offer comments should be brought out in the notes categorically and
briefly. Notes must always be kept separate from correspondence. Page reference or slips should be

given in the margin and not in the body of the notes.
PARA-46 METHOD OF WRITING OFFICE NOTES

All office notes should be written on both sides of the paper, a quarter margins being left
blank for the record of the orders passed by the officer to whom the note is submitted. They should be
temporarily and courteously expressed and written, if possible in the third person and should be broken
up into numbered paragraphs. It may be assumed that the paper under consideration will be read by the
officer to whom it is submitted and that no paraphrase or reproduction or verbatim extracts of it are
ordinarily necessary in the notes. A précis of its contents need be made only when the paper is of great

length and complexity.
When a note is submitted, it should as far as possible confine itself to:-
1. The question at issue.
2. Circumstances leading upto if, necessary.
3. Rules and precedents bearing upon it
4. Suggestions for action.

The raising of relevant side-issue is not prohibited but it will usually be found convenient to
start a new file for such matters. In some cases, the perusal of the papers under consideration will be

sufficient and nothing will be required beyond a brief suggestion for action.

To facilitate the rapid disposal of cases and especially urgent cases, personal discussion be
freely resorted to. A draft letter or telegram, as the case may be, should be prepared at any stage of a
case, if it appears that the consideration and disposal of the case would be facilitated by submitting it in
the form of a draft. Assistant Accounts Officers of the sections should not overlook the fact that there
may be a case which either by its intricate nature or being urgent can be dealt by its intricate nature of
being urgent can be dealt with adequately by the Branch Officer. In such cases, the papers should be

submitted immediately "for orders." It is not essential that notes be written on all cases.

In important cases on which an officer has passed orders, either by approving the suggestions
made in the notes or by a note of his/her own but has not actually suggested the phraseology to be

employed, the draft should invariably be submitted to the officer before issue.

The section last dealing with an office note should see that there is at least one blank page

attached on which the officer can record his remarks.
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PARA-47 FILING OF LETTERS FROM COMPTROLLER AND AUDITOR GENERAL OR
GOVERNMENT OF INDIA

Letters of the Comptroller & Auditor General or Government of India should not be filed by

the section concerned without the orders of the Branch Officer-in-charge.

PARA-48 RECORD OF IMPORTANT CIRCULARS ISSUED BY THE COMPTROLLER AND
AUDITOR GENERAL

The Comptroller and Auditor General has directed that the attention of Accountant General as
well as of other officers, on return from leave, should be drawn to circular letters of general interest

which may have been issued by the Comptroller & Auditor General during their absence on leave etc.

PARA-49 CORRECTION TO MANUALS ON ORDERS OF THE GOVERNMENT OF INDIA
ETC.

Letters containing the orders of the Government of India, Comptroller and Auditor General or
the Local Government which require corrections to be issued to the office Manuals, should be disposed
of promptly. The corrections should be issued as early as possible. Only copies (renewed) should be
supplied to the sections concerned for information and guidance instead of distributing copies of the
orders. If any section wants to see the original orders it can refer to the section which received and
circulated the orders. (Office Order no. TM/1096/60 dated 18.02.1939)

PARA-50 UNOFFICIAL FILES TREATED URGENT

Unofficial references should always be treated as urgent and Gazetted officers and Assistant
Accounts Officer should see that such references are disposed of as soon as possible, and that on no
account are they detained beyond a week. The sections concerned will put up along with the register of
Un-Official references the particular files which have been delayed for more than a month from the

date of receipt together with a brief note showing the reasons for the delay.
PARA-51 COPIES OF UNOFFICIAL NOTES TO BE RETAINED

All unofficial communications from this office to the Government of India, Comptroller and
Auditor General, Local Government and Broad of Revenue should be typed and office copies thereof
retained. Copies of relevant portions of unofficial notes from officers making such references should

also be kept in the case of important references such as interpretation of Rule etc.

PARA-52 DEMI-OFFICIAL AND OTHER CORRESPONDENCE ADDRESSED TO THE
ACCOUNTANT GENERAL

All demi-official and other letters addressed to the Accountant General by name will be
entered in register (s) maintained by Accountant General’s Secretariat and sent with the register to the
Gazetted Officer or Assistant Accounts Officer of the department concerned to whom they are marked
by the Accountant General It shall be the responsibility of the officer concerned to acknowledge their
receipt personally in the register. Calls for copies of documents should not be too freely indulged in; in
many cases, the required documents are already in the office, possibly with the writer himself/herself,

and instances are not unknown in which executive officers have complained that copies of documents,
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already in this office, have been called for, not once, but several times. No copies of documents should
therefore be called for unless it is established that its original has not been received and that a copy is
essentially required. For this purpose, drafts of letters calling for copies of sanctions should be attested

by the diary clerk of the section and in the case of important receipts by the General sections also.
PARA-53 AD INTERIM REPLIES

Demi-official letters etc. should be disposed of within three days of their receipt in the
sections. If it is not possible to dispose of a Demi Official letter within that time an interim reply
acknowledging the Demi Official letter and stating the position (e.g. that the matter is receiving

attention in the office) should be issued.

For other correspondence also, it is necessary that persons addressing this office should not be
kept waiting for a reply for an unduly long time. If it is not possible to deal with such references, say
within a fortnight an ad interim reply should be sent in such cases also and the writer should be kept
informed of the position at regular intervals. In no case should the office sit on reminders, but and ad

interim reply should be issued immediately on the day of receiving a reminder.
PARA-54 (A) TOP SECRET AND SECRET DOCUMENTS

Extracts from the memorandum of Instructions regarding the treatment and safeguarding of

top secret and secret information and papers are reproduced below for information.

"Secret papers are intended only for the perusal of the officer to whom they are addressed and
of a limited number of reliable persons whose duty it is to deal with them. Papers marked secret should,

as far as possible, be addressed to an officer by name only."
PARA-54 (B) RECEIPT OF SECRET AND CONFIDENTIAL LETTERS

Covers containing secret and confidential documents addressed to the Accountant General by

designation should be opened personally by themselves.

Secret covers addressed to the Accountant General by name are to be placed before him/her who after
opening, passes onto his/her Secretary for entering in the register of Confidential and add Secret letters
kept for the purpose and will send the same to the Group Officer concerned for necessary
action.(Authority :Para 163 0f the General Department Manual 2" edition,1981)

PARA-54 (C) INDEXING OF REALLY SECRET LETTERS

Custody of really secret and confidential letters presents some difficulty in offices. The letters
of course remain in the custody of a responsible Officer. At the same time office should be aware of the
existence of such a confidential letter on a particular subject so that Sectional in-charge may be
responsible for inviting reference to the confidential/secret letters, in question, whenever a case to
which the orders therein relate is put up. As soon as the secret & confidential letter is received, the
Section concerned should be notified by the officer. This may be done by issuing a memo in the

following form and the fact of issue of the memo noted on the secret & confidential communication

itself.
Secret/Confidential letter no. Dated from the on the subject-----------
-is in the personal custody of------------------ (filed in -----m-m--m--- )
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Please note and diarize.
Sr. A.0O./A.O. Sr. D.A.G./D.A.G. P.A.G./A.G./

These memoranda should be pasted in the chronological order in the guard file in the section
in which these are received and a suitable index also recorded on the guard file cover. This file should
be reviewed by the sectional in-charge frequently to keep himself acquainted with the orders in regard
to which he/she has to invite a reference whenever cases to these orders relate are put up.(Extract of
instructions contained in Comptroller & Auditor General’s letter no. 50-RS/4-51 dated 15" February,
1952)

PARA-55 DESPATCH OF PAPERS BY POST

Top secret and secret papers when sent by post must invariably be enclosed in double covers,
the inner cover being marked top secret or secret as the case may be and addressed to the officer for
whom it is intended, while the outer cover should bear only the usual official address and the
designation of the dispatching officer. Letters or packets containing Top Secret or Secret papers when
sent by post should invariably be registered/ insured and should be sent "acknowledgement due".
Dispatch section should not accept any inner cover handed over to them if the inner cover is not in
accordance with above instructions. In no case, outer cover should be marked secret/confidential. The

dispatch number marked on it should also not contain any such indication.

PARA-56 FORM OF ADDRESS

The form of address to Government, to the Comptroller and Auditor General and to heads of
departments should as a rule be ‘I am to request’. "'l am to invite a reference” |1 am to forward™ etc. The
letters should begin with salutation "Sir" and terminate with subscription "Yours faithfully" followed

by signature and designation of the person signing the letter.

PARA-57 MODE OF ADDRESSING

Following procedure should normally be followed with regard to the issue of outward

communications.

Nature of communications received from | To be replied at the level of

By Branch Officer with the approval of Deputy
Accountant General. Communication to Government
on important matters of principle policy or
professional opinion would be issued with the
approval of Deputy Accountant General or in his
absence by the Deputy Accountant General

1. Official letters from Secretary to
Government of the state or Union
Government.

2. Demi Official letters from Secretary, Joint
Secretary, =~ Commissioner ~ of  State
Government & Officers of the rank of Joint
Secretary & above of Government of India. | pepyty Accountant General

3. Demi Official Letters from Heads of
Departments of State and Central
Governments

Important communication to Comptroller & Auditor
General of India by a Deputy Accountant General or
4. Comptroller & Auditor General of India. other Officer with the concurrence of the Accountant
General and the fact should be indicated on the letter
itself.
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PARA-58 RESPONSIBILITY FOR FACTS AND FIGURES

All information prepared in the departments of the office for Government or for controlling
offices, must invariably be tested and vouched for by the Assistant Accounts Officer or the assistant in
charge of the department supplying it. This includes all facts and figures which find a place in drafts
and reports, as well as regular statements or statistical returns, Assistant Accounts Officers of the
assistants in charge are not permitted to leave to their subordinates the duty of checking or bearing

responsibility for results which have to issue under the name of Gazetted officer.

PARA-59 ASSISTANT ACCOUNTS OFFICERS’ RESPONSIBILITY FOR DRAFTS WRITTEN
BY HIGHER OFFICERS

When the Accountant General or another higher Gazetted Officer drafts a letter himself, it
must be understood that the Assistant Accounts Officers of the section/department concerned is
responsible for the correctness of any facts or figures the Accountant General or higher Gazetted
Officer may state, just as if the letter was drafted by the Assistant Accounts Officer himself/herself.
Assistant Accounts Officers are also responsible for bringing to notice any order of the Government or
other authority which the Accountant General or higher Gazetted Officer may have accidentally
overlooked. The drafts, after being passed by the Accountant General or higher Gazetted officer should

invariably be returned to the Assistant Accounts Officer of the Section to which they belong.

PARA-60 METHOD OF PUTTING FILES/PAPERS TO THE ACCOUNTANT
GENERAL/GROUP OFFICERS.

The following procedure should generally be observed whenever an ‘office Note' or 'draft' is

submitted to the Accountant General/Group officer for consideration and approval:-
1. ARRANGEMENT OF PAPERS

The two main parts of a file are (a) Notes and (b) Correspondence. The following

instructions/arrangement of papers should normally be observed in the files:-

Notes portion should be placed on the left side and the Correspondence portion to the right
side.

The notes side should contain notes recorded on papers under consideration (PUC) and the
correspondence side communications received (PUC) and office copies of outgoing
communications. All the files/cases containing Dak, the back papers (previous reference) on

the subject and referred to in the draft and/or Note should then be placed beneath these papers.

Every page in each part of the file should be consecutively numbered in separate series.
Correspondence should be arranged in chronological order and page numbered from bottom to

top. On the notes side page numbers should be from top to bottom.

Every communication, whether receipt or issue kept in correspondence side should be given a
Serial Number (preferably in red ink) on the top. The first communication will be marked

‘Serial No.1' and the subsequent ones Serial Nos. 2, 3, and so on.
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2 REFERENCING
2.1 GENERAL PROCEDURE:

To the Draft should be attached by a flag D.F.A. (Draft for approval). To the Inward Dak
should be attached a flag PUC (Paper under Consideration). If more than one Inward Dak/
Communications be involved in the disposal, the main communication shall be marked PUC-I, others
PUC-II, PUC-1II and so on. To the back papers referred to in the PUC, DFA and Note and contained in
the files/cases, should be attached slips with different alphabets. The flag should be attached covering
the entire width of the file/cases in such a way that all the flags are visible. All the back papers should
then be referenced by noting in the margin of the PUC/DFA/Note, in pencil, the alphabet of the flag
attached to the page number and case number/file number of the back paper should also be noted in

pencil below the alphabet of the flag.
2.2 NEED FOR PAGE REFERENCING:
The page reference of back papers is necessary as:-

a) Slips/Flag are not permanent identification as these are to be removed after disposal of the
PUC.

b) Slips/Flag may fall out in transit from one place to another.

c) To facilitate the location of previous references (back paper) at a later date after the flags/slips

fall out/are removed.
3. LABELLING

Disposals demanding immediate attention should be labeled "Immediate™” or "Urgent". The papers/files

of confidential nature should be labeled as 'Confidential’, 'Secret' or 'Top-Secret' as the case may be.
4, OFFICE NOTE

When prepared: An office note is prepared to analyze or discuss the issue and for obtaining orders or

directions of the appropriate authority, such as:
i issues arising in the course of audit and in the discharge of other day to day work;
ii. issues proposed by Departmental officers for advice or/and ruling.

iii. issues involving interpretation of rules and/or orders arising in the process of disposal or

Inward Dak.
PARA-61 DESPATCH OF VALUABLE DOCUMENTS

The Assistant Accounts Officer of the Section which issues a draft letter with which a valuable
document is to be sent will be responsible for seeing that the receipt of the dispatcher is obtained on the
sectional register of outward letter. It is essential that in such cases the valuable documents should pass through
as few hands as possible and the Assistant Accounts Officer should therefore take special precaution in this

respect.
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PARA-62 COMMUNICATION OF DECISIONS

Decision communicated by this office should always be supported by rules. If there are not
clear rules or orders on any point, the decision on it must issue with the approval of the Accountant
General/Group Officer as the case may be. No reference to Comptroller and Auditor General's Manual
of Standing Orders (A&E) I, Manual of Standing Orders (Administration) and Accountant Code, etc.,
should, however, be made in communications addressed to officers who are not supplied with a copy of

these volumes.
PARA-63 SIGNATURES OF DOCUMENTS

Letters relating to the sections and subjects under the direct supervision of a Gazetted officer

issue ordinarily on his signature though they are stamped as emanating from the Accountant General.
The name of the officer signing any letter should invariably be typed below his signature.

Provided that no communications of the following nature should issue except with the

previous approval of the Accountant General or of his Deputy.
(1) Letters implying dissatisfaction or censure and
(2) Letters to Government, State of Union.
a) bearing on important question of audit or accounting
b) challenging decision or orders.
c) questioning the validity of any sanctions otherwise than for merely technical grounds and
d) containing proposals for writing off or waving recovery of over payments.

Such Communications should ordinarily be signed either by the Accountant General himself
or by his deputy. In the alternative, letter should bear sufficient indication that it is being issued under

the direction of the Accountant General.

Further, all letters to Comptroller and Auditor General other than on routine matter should
ordinarily be issued under the signature of the Accountant General. If communications are issued to his
office by a Deputy Accountant General or other officer with the concurrence of the Accountant

General, the fact should be indicated in the letter.

In case where under the constitution or any other enactment, the Comptroller and Auditor
General, is required to certify the figures based on the figures furnished by the Accountant General etc.

the later should personally sign the statements and certify their correctness.

(Authority: Note to para 70 of the Comptroller & Auditor General’s M.S.O & C.S. to
para 34 of the Comptroller & Auditor General’s M.SO)

PARA-64 REPORT ON OUTSTANDING INWARD LETTERS

All Sections will prepare a weekly report of outstanding inward correspondence which must
be submitted to the Branch Officer/Incharge on each Monday. This report will include all letters more
than a week old which were not disposed of by the preceding Friday. Sectional reports of outstanding

letters should be submitted to the Group Deputy Accountant General once a month.
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The report should be prepared in the sectional diary itself, suitable space being left therein for

the purpose. The report should be in the following form:-

Date of weekly report

Receipts upto

Last letter diary no.

Current Pending
Opening Balance
Receipts
Total
Disposals
Closing Balance
Assistant Accounts Officer Sr. Accounts Officer/Accounts Officer

In these reports original letters to this office must not be considered as disposed of by
subsequent reminders sent to this office. In such cases the original letter and its reminder or reminders
should be enumerated as one letter but they should be separately specified and bracketed together with
dates if more than one month old, in the detailed list of outstanding. An inward letter should not be

shown as disposed of until the draft reply is received by the General department for dispatch.
PARA-65 OUTSTANDING CASE OVER A MONTH OLD
All cases over a month old not finally disposed of should be mentioned in the weekly report.

PARA-66 PROCEDURE TO DEAL WITH QUESTIONS IN THE PARLIAMENT OR STATE
LEGISLATURE

All requests from the Government of India, the State Government or the Comptroller and
Auditor General for information etc. in connection with questions in the Parliament or State Legislature
should be dealt with as immediate by everyone concerned. General Department will arrange to enter
them in the Special Dak book that they maintain for the Communications received from these
authorities mentioned and put them up to the Accountant General for perusal before sending them to

the sections concerned.

The Branch Officer of the section will examine the terms of communications closely in
consultation with the Assistant Accounts Officer of the section so as to ascertain the nature and amount
of work involved in supplying the information. If there are any doubtful points or doubtful aspects the
matter should be referred through the Deputy Accountant General for such instruction etc. as may be

necessary.
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PARA-67 OUTSTANDING PERIOD OF LETTERS AND OTHER DOCUMENTS RECEIVED
FROM ANOTHER SECTION

Outstanding period of letters transferred from one section to another should be taken to
commence from the date of the office stamp borne by them and the letters should be entered in the
diary of the receiving section with a note of the exact date as shown by the date stamp of the office and

attention of the Branch Officer drawn to it, when submitting letter reports.

PARA-68 (A) REMINDERS ISSUED ON PENDING LETTERS

In the column of "Pending Register" "why kept pending" it will not be sufficient to merely
enter "kept pending till such and such date" or a similar remark which conveys no useful information
but the reason why the final disposal is delayed should invariably be noted. In the remarks column of
the register should be noted the dates of issue by this office of reminders sent in connection with letters

of enquiry.
PARA-68 (B) REMINDERS RECEIVED ON PENDING LETTERS

Reminders received in connection with the original letter borne on the Pending Register
should not be noted as a separate item in the register, but as an entry supplementary to and below the

entry of the original letter so as to show at a glance the exact position in respect of each pending letter.
PARA-68 (C) DISPOSAL OF PENDING CASES

When the necessary information is collected and the inward letter shown in the register is
finally disposed of the number and date of the outward letter representing the final disposal should be

entered in the diary.

NOTE: In the case of Sections where the number of pending letters is not considerable it is not
necessary to maintain a separate pending Register as the necessary details can be for all

practical purposes be kept in the weekly diary report.
PARA-69 MAINTENANCE OF REGISTER OF PENDING CASES

The Sections which have considerable number of pending letters may maintain a separate

pending letters register in a blank book with the following columns:

(1) Serial No.(2) Diary No.(3) Date of receipt (4) From whom received (5) subject (6) With whom (7)
Why kept pending (reasons to be given) (8) Intermediate actions (9)Date of disposal (10) Remarks.

In order that there may be room for noting details of intermediate action, adequate space

should be left after each entry.
PARA-70 TRANSFER OF PAPERS FROM ONE SECTION TO ANOTHER

Assistant Accounts Officers must give their special attention to the matter and the following
instructions regarding the maintenance of transit registers through which papers pass from one section to another

should be strictly carried out by all concerned.

No letters should be taken out of the transit register by the Assistant Accounts Officer or the

diarist without giving a receipt in the latter and on no account should the peon bringing letters for
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delivery be unnecessarily detained by them. All memos received in the sections should be diarized in

the sectional diary and their prompt disposal watched like other letters.

No accountant should hand over to or receive from another section any document except through
his/her Assistant Accounts Officer and then only after the letter has noted the necessary order on the
documents above his initials. Transfers unsupported by such notes are prohibited. When an accountant
receives verbal orders of higher authority as to disposal of treatment of a document he should
immediately record these orders to the best of his ability.

PARA-71 TRANSIT REGISTER OF LETTERS

All correspondence required to be sent to other sections or branches must invariably be
entered in the transit register which should show in each case the actual date of transfer. The Assistant
Accounts Officer of the receiving section will note at once on the letters the name of the clerk who
should take action on them and pass on the letters with the register to his diarist to receive them. No
letters should be taken out of the transit register by the Assistant Accounts Officer or the diarist without
giving a receipt and on no account should the peon bringing letters for delivery be unnecessarily
detained by them. All memos received in the sections should be diarised in the sectional diary and their

prompt disposal watched like other letters.
PARA-72 (A) PROMPT RECEIPT OF PAPERS TRANSFERRED

Any papers sent through Transit Register should first be taken to the Assistant Accounts
Officer or in his/her absence to the Sr. Accountant/Accountant present. Under no circumstances the
letter should be returned to the sending section because the clerk concerned is not there to receive it. If
no action is required to be taken on the letters sent to his section the Assistant Accounts Officer should
note the fact on the letter itself.

PARA-72 (B) REMINDERS TO OUTWARD CORRESPONDENCE

The following rules are prescribed for issuing reminders except in the case of letters issued to
the Government of India, Comptroller and Auditor General and the State Government and special
attention of the Assistant Accounts Officer is invited for their proper observance, particularly in regard
to items held under objection:-

i First reminder after a fortnight of the issue of letter.
ii. Second reminder after a fortnight of first reminder.
iii. Third reminder after a fortnight of second reminder.
iv. Special personal letter after a fortnight of third reminder.
V. Reminder after a fortnight of special letter.
Vi. Report to superior officer after a fortnight of reminder.
PARA-73 FILING OF MISCELLANCEOUS AND UNIMPORTANT PAPERS

Miscellaneous and other un-important correspondence e.g. objection statements, half margin

objection memoranda, covering letters forwarding sub-vouchers, notes and correspondence by letters of

a purely ephemeral interest, and other similar correspondence, a record of which is either kept on the

documents on which objections are raised or in the objection book should be kept loose but neatly tied
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in pads after obtaining orders of the Assistant Accounts Officer of the section for filling them in this
manner. These papers may, subject to any other rules in existence on the subject, be destroyed after
one complete year.

PARA-74 COMPOSITION OF FILES

The unit for recording correspondence is the "File". All letters received from outside or issued
from this office, as well as all office notes thereon, must form part of some file or the other. All notes
and correspondence bearing on one subject will be incorporated in one "File" which should be given a
suitable heading. Each section should have an approved exhaustive list of file headings based on
experience, and no additions or alterations should be allowed in this list, without the approval of the
Branch Officer, so that the diarist should have no difficulty in locating the case in which a particular

letter is to be dealt with. File and cases subordinate to a file should each be serially numbered.

PARA-75 FILE HEADING
The file heading should indicate subject in brief and general terms, and should not be altered except in
very special circumstances. The cases subordinate to a file may, however, be opened at any time as
required. The subject of the case should be concise but comprehensive.

PARA-76 NUMBER OF FILES

The file number and title should be recorded at the outside top of the cover and in the space
for “subject” respectively. The financial year in which it is opened is indicated by recording underneath
the file number the calendar year in which the financial year commences (e.g. “2011” represents

financial year 2011-12) under this again comes the authorized initials of the section.
PARA-77 NUMBERING OF PAGES

All pins should be removed when papers are put into a case or file. However, insert a paper in
a case, give it a page number and also enter page numbers of previous pages if this is necessary.
Officers do not, however, record page numbers and it is the duty of the Accountant dealing with the
case to complete them in this respect. In numbering the pages of a case both sides of a sheet of paper
should be counted, whether there is any writing on page or not though it is generally sufficient to write
down only the alternate numbers thus 1,3,5,7 etc. the other sides of the sheets being understood to be

numbers will run for the notes portion an correspondence portion respectively.
PARA-78 "KEEP WITH" CASE

Routine correspondence of an ephemeral nature, e.g. reminders and interim replies should be
kept in a "keep with" case along with the main case. This will reduce the size of the main case and

facilitate future handling and reference.
PARA-79 CLOSING OF AFILE

As soon as a file or a part of a file is closed, the flags and waste papers should be removed.
The tag should also be removed and the file should be stitched, if necessary, with a fresh cover along
the whole length of the left hand side.
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PARA-80 DESTRUCTION OF FILES

On the 15th July each year, each section should go through all the files, cases and papers in its
section and prepare lists of those which do not seem to be required further. Those files proposed for
destruction with covering lists should be submitted to the Branch officer for his orders. The Branch
officer should use his own discretion in the matter. Certain cases which contain a few orders of
importance and much that is unimportant should be weeded out to retain only the important papers and
the notes. Papers ordered for destruction should then be removed and requisite entries made in the
register of cases, under the dated initials of Assistant Accounts Officers against these files and cases so
removed.

PARA-81 USE OF HINDI IN OFFICIAL WORK

As provided in article 343 of the constitution of India, Hindi has become the official Language
of the Union with effect from 26th January, 1950. Provisions have however, been made for the
continued use of English in addition to Hindi even after that date. English should be used for purpose
of communications between the Union and such States as have not adopted Hindi as their official

language.

Where Hindi or English is used for purposes of communication between one Central

Department and another, a translation thereof in English or Hindi as the case may be, is to be provided.

Communications received in Hindi from members of the Public or from Government servants
should be replied to in Hindi. Where reply is sent in English for reasons of convenience or other

reasons a Hindi translation should be furnished.

Hindi should be used in addition to English language for purpose of press communicates,
advertisements and public notices issued. All circulars and orders intimated for general information
should be issued both in Hindi and English. All circulars regarding staff welfare programme should be
issued both in Hindi as well as in English. All entries in the service Books of Group "C" and "MTS”
employees working in Central Government Offices located in Hindi speaking area should be made in
Hindi.

Hindi name plates of officers/offices should be used in addition to the existing ones in

English.

The use of Hindi is also permitted for noting on files where feasible. In using the terminology,

clarity, precision and simplicity should be primarily aimed at.

International terminology may be adopted in suitable cases
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CHAPTER 11
DISCIPLINE
PARA-82 ABSENCE DURING OFFICE HOURS

No Group "C" staff should leave office during the day without Assistant Accounts Officer’s
permission. Absence beyond a quarter of an hour in the case of an Assistant Accounts Officers well as
of assistants requires the sanction of the Gazetted officer-in-charge. Assistant Accounts Officer should
see that Senior Accountant/Accountant and Clerks and other staff do not leave office before their
proper time and that they are fully engaged on official work during working hours. Private work during

office hours is strictly prohibited.

No person should leave his seat without the prior permission of Assistant Accounts Officer By
"leaving the seat" is meant leaving the section without leaving the office to take tea or to go on an

official work to another part of the office.
PARA-83 LUNCH RECESS

Thirty min