DUTIES OF THE -ESTIMATOR AND DRAUGHTSMAN.

1. He will be responsible that all plans, estimates, specifications, &e.,
are promptly disposed of, according to the detailed instructions of the Executive

Engineer.

2. He will be bound to check all measurements, calculations, quantities,
rates, &c. in Estimates submitted by Sub-Divisional Officers, and bring to the
notice of the Executive Engineer any excess over the ordinary rates of the Division,

and also to prepare such estimates as may be ordered by the Executive Engineer,

3. He will keep two registers, one for estimates, Form No. M 99, and
the other for notifications of sanctions by the Executive Engineer—in dealing with
which, he will be careful not to confuse the Heads and Sub-Heads, to which these

properly belong.

4. He will be responsible that all the Estimates are carefully docketed,
numbered, &e., so as to facilitate reference from the register,

5. He will make himself thoroughly acquainted with the orders in the
Code, Chap. VII, regarding plans and estimates.

6. . When not engaged in his regular duties he will make himself useful in
such other work in the office as the Executive Engineer may direct.

Here enter any detailed instructions regarding particular work
— o —“*'—-———7—.. =




DUTIES OF THE STORE-KEEPER.

1. The Stove-keeper will have nothing to do with the disbursement of cash
or the supply of materials,—his duty being confined

Code XIT, 1592. to the custody, preservation and issue of stores under

, his charge, and to keeping the required returns
relating thereto, separately tor Stock and for Tools and Plant. These returns
will be :— '

(1.) The daily Issue return [Eorm M 127 supported by receipts for
all articles issued. 1f articles are sold by auction, the voucher
for issue from Store will be the account sale receipted by the

Code XIT, 1596. Cashier (Form M 28)

(2.) Statement of Receipts 11 the same form.

(3.) Half-yearly balance return. :

9. He will be held strictly I‘OSpOnslb.lO that all articles shown on the Returns
have actually been received, and are produClble in good order, at any time, when
ordered by the Executive Engineer.

3. Tools in use will be borne on the store-keeper’s books under the head of
«Tools in use with A. B’ or as the case may be.
When no longer required, they will be received back
by the store-keepor, and transferred to the heading
for articles in store. If received back as UIlSt‘l"\"l(:Cable or requiring repair, the fact
must be certified by the subordinate, OF officer in charge, stating the work or
works on which the tools had been use ], or that they were used for general purposes.
The certificate should be accompanied by an order to the store-keeper how to dispose

of them.

Code XII, 1595.

4. Each store-keeper must be required to take stock in presence of the
Executive Engineer, or his Assistant, or a subordi-
Oode XTI, 1591. nate specially deputed, at least once in the year; not
at any fixed period, but whenever the Executive
Ingineer may think proper. Articles found to be unserviceable on these or other
occasions will be reported on as proscribcd in Code, Chap. X, para: 1349. If any
discrepancy he discovered between the books and the stock actually on hand, the
Executive Engineer will immediately cause the books to be corrected by making a
regular entry of ¢ found surplus in store,” or ‘found deficient,” or « transferred to
the head unserviceable,” as the case may be, and will report the circumstances to
the Superintending Engineer. After this the Executive Engineer will take any
steps that may be necessary to trace the cause of the discrepancy, and to punish .(m’y
neglect that may appear on the I'szrt of the :it'nr(‘-keopor.
5. The circumstance of stock having been taken is invariably to be noted on
the first Balance Return sent in after the operation is
Code XII, 1598 completed, and the column headed ¢ Actual ’ is only to
be filled in when the article has been actually counted,
when a Count Certificate in the ]""«"'5'0/'1'[""[ Sform shall be attached o the Balance
Return.
6. Similarly, when articles are lost, stolen, or destroyed, they must
immediately be written off the accounts in the same
Code XTI, 1599. way as if they had been issued; and a report will at
once be made, the requisite enquiry being at the
same time set on foot as required in Code, Chap. X, para. 1360. _ 3
7. The store-keeper should muks himself thoroughlyacquamted with
the rules and forms relating to « gtores,” as laid down in Code, Chap. IX,
1274 to 1363. - A
8. During such time as he may Q"’t be t‘llg‘fig(‘d upon his mgul.;n' d.utles,
he will make himself useful in the Execufive Engineer’s Office in assisting in the

he Stock Accounts or 11 such other manner as the Executive Engineer

pa ras.

compilation of t

mav from time to time direct.

otailed instructions regarding particular work)
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DUTIES OF THE CASHIER.

1. Where a Cashier is appointed to the Division he will be entrusted
with the Cash of the Division, and will keep the
Executive Engineer’s Cash Book, being responsible
that no entry 18 made without proper vouchers, or
at any other time than that at which the bond fide transactions take place, and
that the vouchers are numbered in the order of the Cash Book entries and carefully

filed so as to be producible readily whenever required.

9. THis sole account shall consist of his Cash Book, which will be

submitted to the Executive Engineer, accompanied
Code XIT, 1589. by the original order and vouchers on which the
payments were made. No order will be held to be a
good voucher for payment for articles purchased, unless there be endorsed on it the
receipt of the Departmental Officer for the articles delivered, as well as the receipt
of the vendor for the sum paid. This restriction however is not to be held appli-
cable to payments for petty articles purchased from the bazaar, and duly entered

in the Work Abstracts.
3., He will make no payment without a written order from the Executive
T Engineer, Or Assistant Engineer, or subordinate, who
Code XII, 1587. may be authorized to draw on him.

Code XII, 1585.

4, When the Cashier has made the
s : ! , payments
Uaso JAhy LS8, he is not to compile or check the Work Abstragts. ’

5. On receipt of the audited salary or travelling allowance bills, he
will obtain the orders of the Executive Entri];eer

Code X111, 1732. and .make the disbursements accordingly, obﬁiining,

' acquittances properly stamped. No salaries or
travelling allowances should be disbursed before audit, except as provided in Code
Chap. XIII, Paras. 1730 and 1731. g

6. He will be held responsible that all payments are made into the
Treasury, on or before the 27th day of each month, and that proper consolidated
receipts are obtained for all remittances made during the month.

7. He will be responsible that the Cash Book is balanced monthly
?I‘mtl Compal'et(_iﬁ\vlth the Cash in chest, and with the

Code X1I, 1590. reasury certificates, after which he wi i '
ol 0y g ch he will fill in Forms

8. He will be bound to see that the Treasury Pass-Books are written
up to date, will check the Treasury Officer’s entries with his own Cash Book
and will draw up the consolidated receipt for cheques paid at the Treasury Fort
No. M 43. Any differences must be at once brought to notice. :

9. THe will be responsible for the submission to the Examiner’s Office,
of the application for letters of credit before the 10th of each month, for that
immediately succeeding, and that no more credit is applied for than will be neces-
sary to meet the requirements of the ensuing month leaving a small margin for
unforeseen contingencies.

10. In any doubtful points, the Cashier will apply for orders, through
the Accountant, who 1s invariably to be considered the Manager of the Executive
Engineer’s Office.

The Cashier should make himself thoroughly acquainted with the
« Eash” as laid down in Code, Chap. X, Paras. 1205

34:
rules and forms relating to

to 1273.




DUTIES OF THE SUB-DIVISIONAL CLERK.

1. The Sub-Divisional Clerk will be responsible for the punctual submission
of the Sub-Divisional Returns, in correct form and supported by all necessary
vouchers.

9. On receipt of the Nominal Muster Roll and Daily Report from the work,
he will check the totals and see that they agree, and that the quantity of work done
is reasonable for the charges, before entry in the Work Abstract. Should these,
however, reach him initialled by the Sub-Divisional Officer, he may insert the entries

in the Work Abstracts, without further orders.
3. 'Will endorse on all vouchers distinetly : —
1. The name of the work to which the charge refers.
9. The total amount payable or paid.
3. The number which is to be referred to in the Imprest Cash Book.

4. He will be responsible that all the Work Abstracts of the Sub-Division
are at once written up on receipt of the Daily or Ten-day Reports.

5. Will be responsible that the entries in Forms 9, 10 & 11, submitted
monthly by the Sub-Divisional Officer, agree, so far as stock is concerned, with the
materials account of the different works, and also that all stock transactions are shown
therein. Form 11, geparately for “Tools and Plant” and for ¢8tock,” is to be
submitted monthly. All papers should be initialled or signed by the Sub-Divisional
Officer, before the Clerk compiles the monthly records.

6. These duties in no way relieve the Sub-Divisional Officer of his respon-
sibility for all that goes on in his Sub-Division.

7. The Sub-Divisional Clerk should make himself thoroughly acquainted
with the rules relating to Sub-Divisional accounts as laid down in Chapter XII, and
more particularly the portions from para. 1542 to 1584.

{Here enter any further particular instructions the Executive Engineer may consider n :
ar j ’
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DUTIES OF THE HEAD OLFRK.
Perform all the duties connected with the Corre-
spondence PBranch; thatis, on receiving drafts initialled by the Executive Engineer or
Accountant, read them carefully over; after which he will distribute them tz such of
the copyists as may <oonest be able 0 dispose of them. Upon these documents being
faired, he will check them, to prove {heir correctness with the drafts, and if correct,

he will attach his initials in token that he has found them so.
that all letters and papers, &c., received and

9. e will be responsible
P ystgns rrectly nnmbef?:d, registered and handed for record. The
writing addresses, &ec., may be executed by one

ecting enclosures,
but the clerk will be responsible for checking the numbering
¥

&c., before final despatch from the Office.

1. The Tead Clerk will

despat
rough work of coll

of the copyists;

addresses, enclosures,
m the general duties of Record-keeper, and be

5, e will also perfo
isters and records are written up to date, neatly kept
2

responsible
ly labelled.

!
and proper ‘
4. The Clerk ghould make

&c., as laid down in
special pooks, &c., may be entered here, if required.]

pimself thoroughly acquainted with the rules
for correspondence, the Code, Chap. VL. :
[Any particulars regarding

/—
roLD OFF AS ASSISTANT TO THE
ACCOUNTANT.

1. One of the (Clerks will be generaﬂy the Assistant of the et
nsible for such work as he accepts. )

will, however be respo
charges of the Register of Works and Contractor’s

9. He is to have special
r,—ifor the correctness and neatness of Which, he, as well as g Abcoanintt; 8
)

Tedge
held strictly responsible.

pUTIES OF CLERK

who
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DUTIES OF THE DIVISIONAL ACCOUNTANT

- Th a1 ai
Barey Chae iccountant ::i}nt haxd the ]E.:ec;ltive Engineer in the ila
O 1, pars. 406, e accounts of the Divisi e compilation
g xur, for the accuracy of al sl o Do s
accounts ; but the re gt o e in the
s e trmglont he D 8 2 et
p ads, and also for the safe custody of all the t%i)zbugegtoaccumtely to
¢ Stores attached

to it, will rest with the Executive Engineer
9. He will check the Sub-Divi :
; . ' visional Accoun :
ig;qtﬁ:get(;icgl actou;aox, comparing the entries in the é:sﬁnBrecelpt,. il L v
erent detailed accounts of works, &c., and the vo‘ﬁi Wltht s
ers attached, and

bring to the notice of the Executi i i
light in scrutinizing the aaccountas.u ive Heli oy inpguluriGies Kus ey oo
3. Ho will complete the Work Abstracts and Stock A
ccounts, by

inserting_the values and totals, for such materials as may have b 1
een paid for from

the Divisional Office and received and
used on the several
works, or brought on
to -

Stock, the quantities of which should i

W reviousl

Divisional Officer or Storekeeper, and l)he wil{r l%ﬁzﬁ bceae]&yenfﬁzedsbg Dthe Sub-
ub-Divisional

Accounts through the Executive Engineer’
: gineer’s Books, as directed 1 XI
4, He is held responsible for the punctual submil:sisll:ag;eih ]lii ‘
e Monthly

and Half-Yearly Accounts to the Examiner’s
Office ; and it will
be his dut
Af

when he sees any causes of retardation eithe

& o 9§ ) r

Sul?ordmabes of the Division, or other ::ircunlsta%nhggugh neglect of duty by the

notice of the Executive Engineer. s, to bring the same to tho

xpected to supervise the Office generally, and see that
every

5. Heise
man does his OWD duty properly ; -and that all b
3} ook
to date and carefully filed, distinet labels bﬁgd:’tta%ﬁé?d e
ready

written up

reference to
6. Heis bound to

of the Office, a8 well as

Examiner. :
7. He is held responsible for making himself thoroughly acquainted
uainte

with all the requirements of the Code, all deviations
from which it is hi
s duty to

bring to the notice 0 the Executive Engineer.
8, An Accountant chould be methodical in hi

attempt to make any enfry in his accounts till he feels s work ; he should never
and when he makes it, it should be clear and distinet ce,’i‘tli:;n what he has to do ;
down are Suc ntries follm_v directly from oné Look accounts forms lai (i
and do not intermediate calenlations, exce tO for form to another
for which it will be well to have a rough Waste I.;Jook P Oh.a minor Chara,cter’
instead of using separate slips of paper; a8 by this means t‘}‘; STich  to eiler Lk
and verified. ey can always be trace d

file-boards, books, &c.
make himself acquainted with all the correspondenc
e

{he ‘circulars received from the Chief Engineer and

. The efficiency of a Divisional Aooonniaht s ;
the fewness of the remarks necessary to be made in thewﬁliaigfﬂx be judged by
With a careful Accountant guch c.alls for explanation are almost e: Ift,Audlt Notes.
gary, AS d with the accounts, or a note u;}ythl??: e

‘ cu-

A hort memorandum submitted
ment, explanatory diserepancy, will facilitate the work of o
or the

of any apparent

(lentral Office, and probubly avoid the necessity for a refer :

Executive Engineer. & erence back to the
10. An Accountant shou!d ipltlﬂ every document pre

Gode XI1T, 1761 by him 10 t;ikeri that he has gouﬁﬁrei% ur: apgnted

. 5 _ correotiort 2t d be made with neatne accurate, all

important correction made In & ('iocument_ should be brought to th ss, and every

Txecutive Engineer and his initials gbtalnefl thereto.  Alterations e notice of the

nt of money ghould be avqlded; if it should become nec in vouchers for

t of a bill or receipt, it Will always be preferable to hmfbssary to correct

be done without much inconvenience e the document

this can
peing submitted affer the dates prescribed

11, In all cases of returns
lanation of the causes Of delay should accompany the ret

for them, an exp
precede it if the delay 18 likely to be greals
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written out again when
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GOVERNMENT OF MADRAS.

PUBLIC WORKS DEPARTMENT.

S

11th March 1881, No. 642 W.

, k General.
& : B Establishment.
P ﬁ . Read the following paper :— ’
s B | No. 27. From the Officiating Examiner of Public Works Accounts, dated Madras
L 5 & 1st March 1881, No. 222 W. ‘ ‘
£ g ¥ :
: !,", e Y T e e
f ‘No. 28. Ogpig Tegiox, 1118 March 1881, No. 642 W.
“ v . ‘ * * * * * * *
] . - a8 E | * * * g s * * *
Jv"E': iy ‘ * - * T * * i
“n' ' i1 . . P i g
o . i 4, The Govgrnment agree With the Examiner that 1t 18 impossible for the
R 1 accounts work of the department: to be pl_'0per1y executed if Accountants are
" Bt employed upon other than their leg}tlma‘te duties, and Superintending Fngineers and
_Superintendents of Works will qpecmllj inform themselves when inspecting executive
, offices Wl_let_her any such practice exists, and take prompt measures for stopping 1t
where existing.
('I‘rue' Extract.)
(Signed)  R. TL SANKEY, Colonel, R.F,
Secretary to Govt., P.W.D.
3 :
To the Superintending Engineers, First and Second Circles. '
To Superintendents of Works.
To the Consulting Acrchiteet.
. ‘ Superintendent, Madras Harbour Works.
2 1 b General Superintendent, Public Works Stores,
J' g'
¥l L &
r 1
21
4 :':H
-:‘J ¢
o |
: ! ]
|

" e Esd. E. C Shunker.
‘4 g Spare Copies
1
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4. The average of cash in the office is very trifling, about ten rupees o 3
Olerk does Cashier’s duties, but :10&5 not keep the Cnshg Book. This isp donen]gy.' ﬂ'll;th :1:!0 :Nt
Aoeo%nta.nt, wh? also keeps the Cash Abstract Book, the Works Registers, the Ad i ustxixent Bu‘nll);
and Contractors Ledger Aceounts ; in fact his hand was noticed in almost every thin 'l'h"
man, P. Veradara]ul‘u Naidu, is very highly spoken of by the Executive Engineer as B%('ominm
very smart and useful. He could, if the necessity arose, mo doubt officiate at any t'm{e ,mﬁ

almost for any period, for the Accountant i spok ) 3
{ y period, 2 Ace . who is also spoken well of b ¢ ngi
as working the office very satisfactorily. Sy ik s

5. The sub-divisional Cash Book at Tiruyallar is not so well kept as it might be

care should be .en]omed.m making the entries in it, which are notphulf expl%nntnr'yuz‘rlumm}‘e
One entry for instance in the case of a cheque jssued in liew of another cheque cancelled ﬁa‘s
000&850116(1 mud} co;'re.“pondfenr:e and more than one mistake in the aceounts. Every enﬁ rr
the (Jash'Book (particularly in the sub-divisional (ash Book) should rather err on the side of 0)‘-,».,_
gil;}j‘;‘:??g‘:ﬁhml Other‘WS&L Tlglj \Eas referred in in the last report on this office ( pnmgmph 3)

¥ e above remarks the Cas ! AVETY 1 ddiarv i ; &
order and tolerably well cared for. RS v ovary i MO BRI S

6. Attention has been paid to paragraphs 6 and 7 of the last inspection report, and with
reference to paragraph 8 the schedule of rates is now said to correspond in phraseology with
estimates. Materials at site were said to haye been verified within the last month.

7. Among the balances due to contractors in the ledger accounts were noticed the
following :—

Name of Contractor. i Amonnt. Since what date due to Contractor.
N SRR
Atl_nsasmh 9 0 0 | March 1881
Rajagopaul Moodaliar ... 071300 Ly, 1879,
L -89 409 :
L { )| 2
P. €. Ramasawmy Naidu L 19 4 0§t 1882,
‘ 3 ( ]H 0 0y
Veerasawmy Moodaliar SO T A 5
(. P. Balakistna Naidu M ”
Moonesawmy Moodaliar Vg Bo (1 QS IR DR 9
0 0 |July 5

Y Booheamanish Moodubiar wr . e oany 10

"The Executive Enginm:r’s overhaul of these 18 p!‘ﬁ)ﬂliﬂed. with the view of llih‘p( L‘iillg of. Ehten
under Code, pamgmph'ltii—)‘.?. But if, as would appear pmbablg, some of the above items can be
altogether cleared of the accounts and eredited to Revenue, it wxll.s:we the unnecessary trouble of
acconnting for them every mooth. In one or two cases of this sort it was noticed that the
contractors’ account has merely been closed and nothing further .don(}, but this is obviously
wrong. The debit in the contractors’ account must be accompanied by a credit elsewhere in
this case to Revenue.

8. Bills for compensation in lieu of quarters, also Barrack Master’s requisitions, still give
enormous extra work, which recent orders will no doubt lm_ve the effect of reducing considerably
but the correspondence in the office is in the meanwhile quite double what it should be. a

9. The register of buildings was said to be incompl_ete,.the Government Farm buildings,
some churches, and cemeteries being not yet entered. This will be done, it was explained‘cug
soon &s possible, it being taken in hand at once.

10. The only item of rent recoverable is in the case of Conductor Hann of the Commis-
sariat Department, who is now at Rangoon. The Military authqritics advised some time ago
having taken action, but a reminder is due about it and was promised.

11. In the register of works there is a work account for Government House (Guindy)
furniture. - The charges to this account are, it appears, advised once a year by the Presidency
Division, no voucher or reference accompanying the advice.

12. The Tools and Plant register was apparently rather too full of old implements, both
scientific and other descriptions. The Executive Engineer promised a careful overhaul of these,
with & view to reducing the stock to a bare sufficiency, 18 communication with the Saperintend-
ing Engineer.

13. The stock balance regarding building materials, Rs. 1,397-3-0, comprises stone only—
a lot of which is.at Sholinghur, N orth Arcot, and some at Bhimavaram. The Executive Engineer
promised to take steps to verify this stock very short ly. It al_)pxu'enlly has not been verified for
a considerable time, and doubt was expressed regarding the existence of a large portion of it.
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g NERERT Mw*w;:m-t { o ctook in this division, but what stock there is will
od limit of Teser
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There is Do ganction

soon apparently be cleared Oﬁ'_ Jeto for all employés.
Survice books are said 0 be comp
14. Service ; ¢ liahilities kept:

15. There is no register Zd P gestions made in last report have been well

: d the sug
16. The office is-in g° bserv’a?ixtl)ns-
attended to, gubject to preceding ©

No. 80 9981 W., Public Works.

Ox&nnn-—dated. 13th ST g gineer, Fiith Circle, who Wi]lgl dir((aict the
(‘ommumcatcd to the B?n neer, Chi Jeput DIVIS}OI],'tO the remarks and sug-

attention of the Executiy t(a) o g; - d the Examiner of Public Works Accounts.

gestions of the i ¢ th guperintending Engineer is called to the
a9 The particular -ve 10 contractors’ dues and the Tools and Plant
g on mne A

remarks in the foregoins

register. (True Exttact.)

: R. H. SANKEY, Colonel, R.E.
(Slgned) Secretary to Gov’t., P.W.D.

November 1882, No.

] oo Engineers Fifth Circle.
o A supeniﬁi:;ngf‘ nlgublif ‘Works Accounts.

R
' Exam N

Exd. C. Howarth.
Spare (\leit-:‘
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