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5. The actual strength of the office

: ! : (excluding the divisional accountant)
employed in clerical labour is as follows :—

fidad 2 Monthly
. te o * value
Desoription. seliie, i whaint- Work performed,
ment.
TR PPy g SR i Lo s I R
B8, ns.
A-1. Head clerk 50—2—60 576
Keeps eash-book, general  correspondence regi
super};i'ees records, maintaing sen'i];e bool(m. r;;::::gr:i
i securities, measnrement hook 28 statistic;
BT A cosnmtantis kesiotant 30—2—40 375 ments for Su perintending I:’nz’;l‘x;ﬁl:“it o s
Assists accountant. Vractically d "
C-1. Clork 20—2—30 975 of accounts compilation. R & AR aorcr
D-1. Clerk 20—2—30 976 Mu_mtnin.s records, stamp account, despatches letters,
« lel'n ct_)lpms l(;atfte.rs, compiles travelling allowance bill,
. Compules and fair copi B i
i i el i 3 = " v ey Opies progress reports to Superintend-
Registers letters received, assists in copying 1 i
, : etters ;
au})pos:.d lto t:l:-1 dllltyt as store-keeper, br:it. t.}?ere u:u oull;
a few tools i i
P e o and plant in his charge.
— e e *‘_‘:::_*—-\**:"T;i _ ==
N.B.

—The accountant ig recognised as the head of the office.

o8 The distribution of work, as shown above, appears to be fair ; but on examin-

ation it was found that there was useless duplication, copying that was not required,
bove, such a

and some of the items of work detajleq a s the upkeep of ;
measurement books, &c.’ do not s Bt an bens pkeep of the register of

p a month t i
* reduction of work proposed falls undey the following he nth to write up. The

ads :—

(a) Upkeep of copies of schedule dockets —It was found that this was
done and fur September, October and N
almost all in manuscript, and used up 88
of al?so]utgly no use to the divisional aceoun
be discontinued at once, [Sece also (3)].

(6) Numbering and filing vouchers—Under the present system vouchers are

+  not filed in cash-book orq g :
Gtdir sl Vouche:rh:r as they should be; but in schedule docket

S —

(@) schedule docket number,
(4) cash-book number,

(¢) eentral office number,

Vouchers should be filed in cash-book order, and no central l:{ice number
ass.lgned, the column for that purpose in the form of schedule docket
being used to enter the eash-book number. Any reference from audit
could be traced without difficulty if this is done, and the only reason for

4 the upkee;} o; schedule dockets () will be removed.

c) No_ copies of Treasury o 's balance certificate should be kept,
detail of unpaid chey iest's 4 s ot

¢heques may be entered in the cash-book at the end of
the month at the foo::l of the Zash-book. :

(d) Imprests.— A date should he fixed as far as possible towards the end of

the month for the finel recoupment of imprest charges for the month,

after which no disbursements should be made from Imprests except on
emergent contingencies. This will enable as many of the charges for

the month as possible being brought into the month’s accounts, and will
reduce the correspondence which occasionally arises on this account—
Vide Code (Provisional i

ssue), Vol. II, Chapter I, paragraph 69.

(e) Contractor’s ledger.—~At Present every petty contractor's account is shown
in the ledger, and this means, as nearly all the labour in the division is
petty contract, a condensed abstract of every bill paid. The contractor’s

iedger should only exhibit the transactions of those contractors who

have running accounts. The accounts of a petty worker who is paid up
in full should not find a place in the ledger. The present system is
practically keeping up the old system of detailed petty contract accounts

abolished some time ago, : 4

being
ovember 1893 they were
sheets of foolscap they are

tant, and the practice should
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6 (a to j) means a reduction of 50 pe
divisional office,

i A

18t Aprin 1894, No. 1013 W., Pusuic Works. 3

; ;i nection with the registers of letters received and
) R".dwt;,on gelzoﬁ(::e ‘ﬁnroom for reduction in the précis that is made of
zssuﬁ & munication, Instances were noted where almost the whole of
ealc tcomas copied ; and the accountant, as head of the office,. ghould loqk
a :: :lfi:r regisﬁl;)er and see that the subject-matter of letters is entered in
(t)}:e briefest possible manuner consistent with clearness. A e
Register of sanctioned estirnatcs.——"l‘hls is in the old’Madras orm.
@ ciq’fli;z form should be used and will result in the saving of clerical labour
n -—
by ot e ivisi ister of tools and plant is kept
—The divisional register of tools and p p
O Pl(:?ttr?z‘ ,i)ngék ;'Ic‘;rem. The printed forms (India) should be used
= n;gpuscu pose and, in order to save clerical labour, printed slips of
fi; clzsgqg)ﬁctzgion’ of tools and plant may be pasted on to the India form,
ks itional entries. ;

. lcavmg’; ?’acf f;{zgglzggabe prepared Yor works costing Rs. 200 and
(i) Wor "5 por %ﬁ,'thm the ordinary requisition iorm 1({ India) is sufficient, as

under. y ;

to the register of works.
such works a;:g ‘_‘ff‘;';t;fr;?e column called outlay in current year has
() Regzstcr oénfsrin'the register of works. This might be discontinued unless
een opene

the Executive Engineer specially requires it.

reduction of work proposed in paragraph
7. T07i6 ot ihg Sl K0S tha: tcl::xt. of the clerical work now done in the
and should naturally be followed by a reduction in establishment, and

the Tollowing reductions are therefore proposed :—

e Monthly.
i wlu of al Remarks,
Relny appointment
- L et
x8. us. ' : h 4) conld
6 |The clerk on Rs, 20—2—30 (¢ of p
One temporury clerk (¥ of paragraph 4). 1 o8 register the letters reccived. Te Jaw. foole wni

One clerk (v of paragraph 4) ..

nt could be put under the head clerk who would
g{)‘lon er keapl;.tllfe eash-book. ‘The copying _work
eould distr;lbuted to the accountant's assistant
— 4 and the other elevks. = n

20—2-~30 276 | Travelling allowance bill should be compiled by tl;e
=) accountant ; also pro report to Superintend-
ing Engincer. 'The fuir copying of letters should
easily be distributed, the accountant's assistant
Total Folh ] 425 | taking his shave.

8 There would be absolutelj no ditﬁeulty in working the ﬁce with this

reduced staff, and it will give a saving of R“ 510 during the ye.tv.;'.:

»

9. Accounts of eash— 2 Sty R “ ¢ ke e
: t. The column initials of Treasury officer no
(@) Paas-éo:f;—lgsihl;:tlycf;zcﬁm is made. Instead of keeping debits and
g:zdits _OnP different sides of a page _they are kept under each other .and
oceasionally entries made between lines. ellamanchili sub-division. The
onchers are reccived late from the Yellamanchili sub-division,

(2) v"“"l - is explained to be owing to the fact that cheques have to be sent
d,t-t a&r) Teontractors. Attention i invited to note 6 on P.W.D. form 4,
(igxamiher’s circular 2 of 1893, and to the procedure authorised in Pam(i

vaph 179, Chapter I, Volume If, P.W.D. Code, Provisional issue, an
§o"m. 1951 W., dated 27th July 1893. BLY O e ey
C én?erfuils of cheque books over five years °1d Ty .gy e ¢ éque

() Books should be kept in serial order by years. The certificate of count
og cheques should be signed ; it is neither signed nor initialled now by

@ A&f;‘:;??&?ﬁmé? o mprM'?mm‘*Dnu' should be by works—s.o, 73,

' part %r. :i ‘:“;,mkeg;ﬁbﬁ t:T‘lj:!ﬁId be traceable item by item into cash

(e) C“gl;o; :,3? Mm!h ould be entered—7Vide s.0. 134, IV edition,

part 1, forms, P.W.D. : gt - -
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(f'j B. Venkatarangaswamy, Sub-overseer, 3rd grade (temporary 2nd- 3
overseer receives full salary of Rs. 35 per mensém. p’l‘l?igym?x‘xi] ﬁm(}:;:x?tll)-
 does not know English. “The progress report (said to be) subr}r)xli)tted by
1(1'1l;n 1€e 111I Telugu, alr:d is translated in the sub-division office— Vide (‘odi
hlisagayl: yparagraph 15. The necessary deductions should be made from

10, Aceounts of works—

(a) Measurement books in order. In one or two cases it i
* entries were not crossed off, and the abstract of entries v:va:s Iilu?tliid '1that
(b) Purchase of European stores charged (o works.—20 tins silicate ail?t cé . d
in September 1893 from Messrs. Borham Brothers for jailp at I?:; ot
p;u'%m and Sub-registrar’s office at Bobbili. The paint is an '::;,?(:]‘;
of European manuf: 3 anetion s stull ok
pumhase[.) a Lxhctum, and sanction should be applied for for its
(¢) Works abstracts are prepared for all works (except those performed b
- contractor) in the divisional office. The registers of works are x): )0 I;e
! _ date. Rates are not, however, always struck, nor is the work sli %() %
- used. Several cases were noticed, in which there were excessels_: 01:131
sub-heads, which should have apparently been brought to the notine‘ ué
the Superintending Engineer. 'The register of works should h <
charges for petty supervision separately. b, “IHA%
(d) Materials at gite account.—The total value of materials at site could not b
ascertained as mo accounts of materials at site are submitted, and s 'l(i
materials are not, shown separately for works costing Rs. 5 000 ucd
under in the register of works. TFor works costing over Rs 5,000 atl]]
value of materials at site is Rs. 4,449-11-0, which have b(ae;l (;utst,unzie

Pl

g:;-- ing since April and May 1893. The details are—
f:
ff Materials at site. Ontstanding since.
l RB. | Ai-P,.
K'. A%iitions and alterations, Hill Jail at
S arvatipuram e e 2468 0 0 Apn
B Extension of Koppiea anicut ... wee . REBL 1Y) a?l 118}:.)%3'
~é sl 1
= Total ... 4,449 11 0
|

within the last few dayé a few forms 7 F  materials at site ?
been received. These should be submitted regularly. o~
(e) Security is not taken from contractors except in a few instances ; for pett

workers the system is to pay a certain amount less than the rate I})iecny
work is paid up in full. Rs. 1,522-8-0 dueto contractor K amarjm; Pantul :
has been adjusted by reducing rates; but the contractor (whose work s
still in progress) has not accepted this reduction formally. There is 5
agreement with him. e

11. Tools and Plant.—{ Vide also paragraph § (1) . The returns kept up in con-
nection with these are—

(¢) Form no. 9 for divisional office.

(4) Form no. 12 submitted by sub-divisions.

(¢) Abstract of form no. 13 for divisional office, and form no, 12,
(d) Form mno. 13 for divisional office.

(¢) Form no. 13 for sub.divisions.

(1) Form 42-A for the division.

The procedure is to post form no. 9 into form no. 13 for the divisi
* into gn abstract sub-diV}s!opal form no. 12 and divisional form Iigfl, 1a'?:ld tP(‘xmcolliqt
42-A is posted. Sub-divisions are, however, required to submit half yea;l fOr:;l this
13 in full detail. As the compilation work is done completely in the divisional o?‘ﬁl:;z.
-

sub-divisions need mot be called upon to submit copies of no. 13 in full detail, but
1y » ;
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merely to send in book and actual count balances, and the brief explanations that are

: required to explain petty differences. Tt
may be noted that the divisional * office
half-yearly return of tools and plant for

half-year ending 31st December 1893 was blank.

12. Suspense accounts— .
(1) Deposits of contractors not paid into savings bank expeditiously ; deposits

* Head-quarter sub-division.

have been outstanding in the account from September 1890, September 1891 and

October 1892. .
2) Ru 9200 deposited by Subiah and Narasiah not traceable in the regis-
ter of cgnzmﬁ?m Rs. 100 from Ch. Mutyaliah and Rs. 178-3-0 from same man.
(8) The following deposits (work finished) should be returned to contractors,

- Amount, Date of deposit.

RS.
(a) Garuda Narasish 50 10th Oct. 1888
(bg Negumahanty Kunniah o 40 6th Deo. 1892
(¢c) P g:bbinh and Namsiah i .. 200 4th Oct, 1889

(4) Ch. Mutyaliah Rt . .. 100 September 1890

13. There isa printed register of buildings (bears no date) ; but there are
many buildings noted therein, to which no value has been assigned. There is no

land register. :
14. Generally the office may be said to be in fair order; but, as already pointed
out, there is a lot of redundant work, and it is overmanned.

W ALTAIR, 8. K. LEVETT-YEATS, |
11th January 1894. Dy. Examiner, P, W. Accounts, Madras.

ey e

Onppn—dated 18th April 1894, No. 1013 W., Public Works.

Communteated to the Superintending Engineer, L Circle, for the information and :

guidance of the Executive Engineer, Vizagapatam Division, whose special attention
should be drawn to the remarks in the Examiner’s covering note.

9. The Superintending Engineer will submit his views on the subject of para-
graphs 6 and 7 of the inspection report relative to proposed reduction of clerical work
and office establishment in the division office. » Ty

3. Explanation should be afforded as t0 why the sub-overseer named in para-
graph 9 (/) has been allowed the full pay of his'grade in contravention of paragraph
15, chapter I, Public Works Code, if he 1s unable to submit his reports in English,

(True Extract.)

Under Secy, to Govt., P.W.D.

. ’

To tk» Su 'ntendin_gEn ing y I Circle.

,» ol er Superin tending Engineers.
,» the Consglting Architect to Government.

" the Superintendent of Works, Periy4r Project. ; .
» the Ex];eminar, Pub]io work‘ AOBOuntl.

Exd. 0. A, Munisawmy.
8£un Oop‘ru %

-

LT M AT eV

s b

iy bE
AR aa Ay

o



v PP I
vy A I
. AL}






e T T . -

Vouchers should be filed in cash-book order, and 70 centr, l office number
assigned, the column for that purpose in the form of schyedule docket
being used to enter the cash-book number. Any reference\ from audit
could be traced without difficulty if this is done, and the on] reason for
the upkeep of schedule dockets () will be removed.

(¢) No copies of Treasury officer’s balance certificate should be
detail of unpaid cheques may be entered in the cash-book at {
the month at the foot of the cash-book.

(d) Imprests.—A date should be fixed as far as possible towards thi end of
the month for the final recoupment of imprest charges for the month,
after which no disbursements should be made from imprests extept on
emergent contingencies. - This will enable as many of the charges for
the month as possible being brought into the month’s accounts, anoti will
reduce the correspondence which occasionally arises on this accoutyf—
Vide Code (Provisional issue), Vol. IT, Chapter I, paragraph 69. |

(e) Contractor’s ledger.—At present every petty contractor's account is shiywy
in the ledger, and this means, as nearly all the labour in the division jg
petty contract, a condensed abstract of every bill paid. The contractoi.g
ledger should only exhibit the transactions of those contractors wl
have running accounts. The accounts of a petty worker who is paid ux
in full should not figd a place in the ledger. The present system it
practically keeping up the old system of detailed petty contract accounts|
abolished some time ago. . ‘

pt. The
he end of

(f) RBeduction of work in connection with the registers of lelters received and

ussued.—Here there is room for reduction in the préeis that is made of
each communication., 'Instances were noted where almost the whole of
a letter was copied ; and the accountant, as head of the office, should look
over this register and see that the subject-matter of letters is entered in
the briefest possible manner consistent with clearness.
(9) Register of sanctioned estimates.—This is in the old Madras form. The
India form should be used and will result in the saving of clerical labour
by one half. 1
(k) Tools and plant returns.—The divisional register of tools and plant is kept
in manuseript in book form. The printed forms (India) should be used
for this purpose, and, in order to save clerical labour, printed slips of
the 91&881ﬁcation of tools and plant may be pasted on to the India form,
leaving space for additional entries.
(i) Works abstract.—Need not be prepared for works costing Rs. 200 and
.under. For these the ordinary requisition form ( [ndia) is sufficient, as
such works are not posted into the register of works.
{») Register of works.—A separate column called outlay in current year has
been opened in the register of works. This might be discontinued unless
the Executive Engineer specially requires it. '

7. It is not too much to say that the reduction of work proposed in paragraph
6 (a toj) means a reduction of 50 per cent. of the clerical work now done in the
divisional office, and should naturally be followed by a reduction in establishment, and
the following reductions are therefore proposed :—

Monthl
Balary. value 0 Remarks,
appointment,
clusk (ich RS, RS,
One temporary clerk (x of paragraph 4). 16 16 | The elerk on Rs. 20—2—380 (c of paragraph 4) could
. rogister the letters received. 'Ft':e ?g‘v tools and
plant could be put under the head clerk who would
no longer koep the cash-book. "The copying work
t cm;l(éh 0 (iiatri})utad to the aceountant’s assistant
and the other clorks.

One clerk (v of paragraph 4) ., .. |20—g3.30 276 |Travelling allowance bill shonld be cbmspi]ud by the
; : accountant ; also progress report to SBuperintend-
ing Lngineer. Tge ﬁr copying of letters should
— £ ensily distributed, the accountant's assistant

Total ., 7 426 | taking hisshure, ;

3

S 5 would be absolutely no diﬂicylty in_working the office with this
A, and it will give a saving of Rs, 810 during the year.
(counts of cash— -
) Pass-book.—Not neatly kept. The column initials of Treasury officer not
/" used except where a correction is made. Instead of keeping debits and

/ ' credits on different sides of a page they are kept under each other and

/ occasionally entries made between lines. . o
! (b) Vouchers are received late from the Yellamanchili sub-division. The

/ delay is explained to be owing to the fact that cheques have to be sent

out fo contractors. Attention is invited to note 6 on P.W.D. form 4,
Examiner’s circular 2 of 1893, and to the procedure authorised in para-
graph 179, Chapter I, Volume LI, P.W.D. Code, Provisional issue, and
g.0., no. 1951 W., dated 27th July 1893. - |

(¢) Counterfoils of cheque books over five years old may be destroyed. Cheque
books should be kept in serial order by years. The certificate of count
of cheques should be signed ; it is neither signed nor initialled now by
Executive Engineer. . S

(d) Abstracts of imprest on imprest accounts should be by works—s.o0. 73,

part 1, of the 1V edition forms, P.W.D, . s ;
(e) Cash abstract book postings should be traceable item by item into cash

book and group totals should be entered— Vide s.o. 134, IV edition, .

part 1, forms, P.W.D. « pased

() B. Venkatarangaswamy, Sub-overseer, 3rd grade (temporary 2nd-grade Sub-
overseer receives full salary of Rs. 35 per mensem. This man apparently
does not know English. ‘I'he progress report (said to be) submitted by
him i3 in Telugu, and is translated in the sub-division office— Vide Code
(hapter I, paragraph 15. - The necessary deductions should be made from
his pay. I8 b, :

10. Accounts of works— ' o

(a) Measurement :books in order. In ome or two cases it was noticed that
entries were not erossed off, and the abstract of entries was in pencil.

(b) Purchase of European stoves charged lo works.—20 tins silicate paint ordered
in September 1893 from Messrs. Borham Brothers for jail at Pdrvatf-
puram and Sub-registrar’s office at Bobbili. The paint is an article
of European manufacture, and sanction should be applied for for its

urchase. - . , , L% e

(¢) Works abstracts are prepared for all works (except those performed by one
contractor) in the divisional office. The registers of works are up to
date. Rates are not, however, always struck, nor is the work slip form
used. Several cases were noticed, in which there,were excesses over
sub-heads, which should have apparently been brought to the notice of
the Superintending Engineer. The register of works should show
charges for petty supervision separately. -~ - ;

(d) Materials at site account.—The total value of materials at site could not be
ascertained as no accounts of materials at site are submitted, and such
materials are not shown separately for works costing Rs. 5,000 and
under in the register of works. For works costing over Rs. 5,000, the
value of materials at site is Rs. 4,449-11-0, which have been outstand-
ing since April and May 1893. The details are— ,

Materials at site. Outstanding since.

: RS A
iti nd alterati Hill Jail at {
Adﬁix?;légum 0118’ e 1V B 2’468 o 0 A ril 1893.

Extension of Koppica anionij. we e 198191 0 y 1893.

Total ... 4,449 11 0

ithin the last few days a few forms 7 F ‘ materials at site account’ have
;é:lrllinreeeived. Thesg should be submitted regularly.




g 4
(e) Security is not taken from econtractors except in a few instapl
workers the system is to pay a certain amount less than th L office number
work is paid up in full. Rs. 1,522-8-0 dueto contractor K amgrecule docket
has been adjusted by reducing rates; but the contractor (wp) from audit
still in progress) has not accepted this reduction formally, nf veason for
agreement with him., ot T

11. Tools and Plant.—{ Vide also paragraph 8 (i)]. The returns kept Wl 'end of
nection with these are— : x

(ag Form no. 9 for divisional office. 5 end of
(&

() Abstract of form no. 13 for divisional office, and form no. 12, . bept on
(d) Form no. 13 for divisional office. . ges f¢'
(¢) Form no. 13 for sub.divisions. 1w

(f) Form 42-A for the division. .

1

The procedure is to post form no. 9 into form no. 18 for the division, and to collge
into an abstract sub-divisional form no. 12 and inisional for.m no. 13. From this
42-A is posted. Sub-divisions are, however, required to submlp half yearly forms ng,
13 in full detail. As the compilation work is done completely in the divisional office,
sub-divisions need not be called upon to submit copies of 10. 13 in full detail, but
merely to send in book and actual count balances, and the brief explanations that are
_ > required to explain petty differences, It

* Head-quarter sub-division. may be noted that the divisional * office
half-yearly return of tools and plant for

half-year ending 31st December 1893 was blank.

12. Suspense accounts— . ' g
(1) Deposits of contractors not paid into savings bank expeditiously ; deposits
have been outstanding in the account from September 1890, September 1891 and
October 1892, ‘
.. (2) Rupees 200 deposited by Subiah and Narasiah not traceable in the regis-
ter of contracts, so also Rs. 100 from Ch, Mutyaliah and Rs. 178-3-0 from same man.
(3) The following deposits (work finished) should be returned to contractors,

Amount. Date of deposit,
RS.

(a; Garuda Narasiah i 50 10th Oct. 1888
(* Negumahmty Kunniah . 40  6th Dec. 1892
\(o; P. Subbiah and Narasiah .. , 200  4th Oct. 1889
(d) Ch. Mutyaliah sov. 1 100  September 1890
13-, There is a printed register éf buildings (bears no date); but there are
many buildings noted therein, to which no value has been assigned. ‘There is no
land register. A :
14. Generally the office may be said to be in fair order ; but, as already pointed
out, there is a lot of redundant work, and it is overmanned. _

Warzarz, 8. K. LEVETT-YEATS,
11tk January 1894, Dy. Ezaminer, P, W. Accounts, Madras.

-

Form no. 12 submitted by sub-divisions. ‘month, /
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