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Proceedings of the Madras Government, Financial Department,
27th June 1873.

o

No. 187 Read the following circular from H. A. MANGLES, Esq., Officiati ng

Comptroller-General, to all Accountants-General, dated Calcutta, 1st
June 1873, No. 148 :—

The Transfer Book consists of three parts—the Index, the Entries, and the
Ledger—for all of which Forms should be printed on quarto Foolscap after the
patterns annexed, That of Provincial Services will be kept on precisely the same
plan, but apart from Imperial; its Forms will be printed in blue.

It must be clearly understood that on no pretence may a single Transfer Book, common to the
two branches, be kept. It is true that many entries may be made in the Provincial Services
Transfer Book which will affect the Imperial Accounts, but these all g0 to the head *“ Imperial
Receipts " in the Provincial Accounts, and will be unfolded in the Imperial by a single entry,
which may be in the form prescribed for the abstract (paragraph 6), and which will give the net
addition to, or deduction from, every Imperial detailed head, The explanation of details will be
obtained whenever necessary from the Provincial Book.

2. Transfers should be made as soon as the necessity for them is discovered.
An entry may be prepared by any division of the office, and after being signed by
the head thereof, will be taken to the Book Division. If full particulars are given,
and there is nothing unusual or objectionable in the entry, the Superintendent of
the Book Division will sign it ; if he take exception, he will return the entry in
order that the Superintendent who passed it may obtain the instructions of g
- gazetted Officer. Any delay by the Book Division in taking over an entry should
be reported. If it be thought desirable to keep any record of transfers in the _
division making the transfer, each entry may bear a number and date in the
departmental series in the right-hand-bottom corner, and be recorded in a
divisional index in the same form as the general index ; it is not thought that such
separate record can be of any real value,

In some offices the Transfer Book is kept in the Compilation Division ; in such cases, the word
Compilation should be read for the word Book. \

3. Not only musf the details of a transfer entry be clearly stated, but on one side one ledger
head only may be concerned, being debited for credit to sundry heads or vice versa; debits may
not be taken against sundry heads by credit to sundry heads. For instance, the whole of an Aceount
Current which contains several debits and also sesaral credits cannot be adjusted by a single entry,
for if one entry deals with the debits another will be wanted for the credits. 4 Jortiori, the same
paper may not contain independent correetions of two ledger heads ; it may not debit A by credit
to B, and again C by credit to D.

4. After procuring the signature of a gazetted Officer or of the Superinten-
dent of the Book Division, the messenger of the division making the transfer will
hand the entry to the Transfer Bookkeeper, who on the authority of that signature
will proceed to bring it en his Register. First, he will fill up number and date in
the heading, make the requisite entries in the index, and take the initials of the
clerk who brought the transfer in the last column of the index ; the division
making the transfer is only cleared of its responsibility when its messenger has
initialled the index. The Book Division should refuse to receive vouchers or other
documents supporting a transfer entry ; their proper place is with the records of
the division responsible for the entry, while their presence in the file of transfer
entries would cause inconvenience when these come to be bound. Nor should the
Book Division ever on any pretext allow an entry, whether of its own or of
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il ai ntries on the receipt side, with the add entries on
00’“!:!1 m“ai;l.:nb:zi::eth?t::dztor one will contain the added receipts audlthe
or c( ?irgc;a ’ It will not be necessary to bring together all of each of t ese
d;:::e:° all rtg::headings of receipts, and thex.x all of .chargea, m:;‘_v,;l ap::r in
thei ’rial order whether addition or deduction be necessary. ea mf:t,
m gin'g closed and proved, should be laid before the :&ecoununt-(}enez:, with
th file of original ontries  after being passed by him, it should e gl ok
to the Detailed Book posters, and Whet.l m.'in‘med sbo?ld. be paate 1m” e
transfer entries after the last entry which m‘molufled mf it ,da t;g)nfx;l:ilimte ﬁum
to its edge and bearing the name of the month will be foun L

refgrence. \ .
: \ th should be closed at the same time as
incial Services Transfer Book for each mon ;
that Tol;‘ehf\;:iz?&rvim, although the classified abstracts have not made the same progress.

8. Thus when the grand total of cash trans?cmm on t:;cl; he:l&dl;; nbei:

e the Detail Book, from this abstract will be posted, for ;

s e the case may be, under the various heads concerned, the outcome o

dﬁd n;i':::dzut;oncte 80 z;mt ::he Detail Books will include monthly all transactions
all o ents,

: : d payments that will eventually
. ture connected with Fecoipis And a1 :
:;;’):;:t::f;: :}eneral Books. The closing totals of each month will thus be—

Total of District Transactions ... ... .. ... ..
ymen Receipts) at Presidency Bank ...
4. I “g‘mﬁ“aﬁtw-
Total of Cash Transactions ... |
m LRl l.‘C e LA L B L N

uct

Adjustments. {

'Gl'lnd To e
Add Payments (or Receipts) in previous months ..,

Progressive total from 1st April S

9. In the oase of debt or remittatice heads, which!iav’e’ Ph_swe;in'g acoo‘m‘xt;
l:h ides of the books, these corrections mhﬂﬂ al_\rays bemadeby adfhtwu
s ol ide of the Detail Book; a mvioe'headl which in the- current year
R debited in excess will be relieved by deduction ; shns,. t:or
WIMMn c“dm:ar:r of .revenue charges, which is to be borne by thg Jndxfnal
’D!pm rh mﬁ;u bo transferred by & mits entry utider “ Collsctors and Establish- '
7 d:dt plns entry under * Magistrates and Eltablidieaelff.” s
Mf;o From the abstract of transfer e‘nﬁdeh, cor'mcﬁngentr‘ifs w:ll be mm:ie in
: tail ks without reference to the amount of the month’s transactions
cokainis Bmfle(l head concerned. Under a detailed head, therefore, the result
oot detax ntry which will pass in red ink into the general abstract, and
e vt ef the minor head. If, however, the minus entry under a detailed
S to exceed the gross actual transactions of the month on the
oy htrse n:: deduction to be made on the minor head should appear as a
::::; ?‘ujt;y ‘:nder the same heading, at the foot of the other side of the general
5 ‘
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accounts should be given at foot. Inlike manner, when an adjusting transfer brings
in an item on the authority ofan Account Current or other original document, the
number of the transfer entry should be noted across the item in that original
document, but this does not do away with the necessity of noting on an Account

Current also the date of that containing the answering entry.

14. No alteration will be made in the Detail Books after they have been
closed. When errors are discovered in the same year involving the transfer of

" amounts from one detailed column to another under the same head, or from one head

to another, they should be noted in the Transfer Book, and the necessary correc-
tions should be made in the next monthly entry in the Detail Books in the manner
above described. But no correcting transfers can be made after submission of the
final account for March; if any error be detected, report should be made to the
Comptroller-General, and his instructions asked.

15, Ifareceipt or charge has been wrongly adjusted in any year under a debt
instead of a service head, or vice versa, the error may be corrected in any later year,
by debit to Refunds if eredit has been given wrongly to a revenue head, by debit
to the service head if debt has been wrongly charged, by credit to the appropriate
head of receipts if it has to receive from a debt account,

16. Salt which has paid duty in one province crosses tho frontier line to another ;  sugges.
tion was made that the salt revenue of the latter should have the benefit of part of the duty levied,
and sccordingly transfer adjustments were proposed. The proposal was rejected.

P.8.—The following circulars, or parts of circulars, are superseded :—
No. 8, dated 3rd August 18G5, paras, 30 (all but first sendence), 32 to 34,
w 14, 4, 23rd September 1865, para. 27.
» 32, ,, 23rd June 1866, whole.
»w 05, ,, 18th ,, 1867, whole.
» 83, ,, 13th November 1868, whole.
» 960 " 22nd sepmb‘r 1869. paras. 4t09.
» 108, ,, 14th April 1870, paras. 7 to 9.
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Copy forwarded to the Secretary to Government of Madras for information.
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14th June 1873,

No. 188.

Exd. J. Wright.

igned G. FITZGERALD,
o 0fg. Deputy Comptroller-General,
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10. From the abstract of transfer entries, correcting
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n:l';:ﬂh. on the two detailed heads, have been but Rs. 2,000
to g nr 000 the latter will be turned by the correeting transfer
b:t minus entry of Rs. 3,000, Thus the entries in the classified
abstract, (a) in the current column will show against the Bill
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made “qtmn as the necessity for them is discovered,
y adjustments periodically recurring, a list
should be kept in order to ensure that they are neither

1, however, the minus entry under -
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neglected nor postponed. These should, as a rule, be
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