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PREFACE

(1] The Kerale Water Authority was established by the Government of Kerala
with effect from 1st Aprit 1984 under the Kerala Water and Waste Water
Ordinance, 1884, The Ordinance was replaced by the Kerala Water Supply
and Sewerage Act, 19886.

f2] Under Section 29 of the Act, the Authority shall cause to be maintained
such books of account and other books in relation to its accounts and
prepare an Annual Statement of Accounts and Balance Sheet in such form
and in such manner as the regulations made under section 65 of the Act
may require.

(3] As per G.0.(RtiNo. 2401/87/LAD dated 7th August '87. Government
have accorded sanction to the Authority to introduce and implement an
Accrual  Accounting System from the Financial year 1886-87. As
required under section 29 of the Act. the Authority had evolved Accounting
Manuals for the maintenance of the books of accounts and preparation
of financial statements.
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(4] As per G.0O. Rt. No. 4506/82/LAD dt. 17/1/82. Government have conveved

*g‘ its prior approval as required under section B5 of the Kerala Water Supply

: and Sewerage Act, 1886 for the introduction of the Accounting Manuals

< in the Kerala Water Authority as apart of the implementation of the
*%L Accrual Accounting System.,

[B] The objective of the manuals is to establish consistent and effective
policies and procedures in order to ensure uniform practices throughout
the Authority. The palicies and procedures specified in the manuals shall
be followed unless specific exemption is otherwise granted by the Authority.

(B) Every officer of the Authority is expected to be conversant with the
contents of these manuals and follow the procedures and instructions
therein strictly and carefully in discharge of hisiher duties.

(7} The amendments whenever regquired to these manuals will be issued by the
Managing Director from time to time. Any errors and omissions may be
brought to the notice of the Managing Director for necessary action.

\ Thiruvananthapuram sd/-
' 1/4/1993 MANAGING DIRECTOR
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INTRODUCTION

A set of coded chart of accounts has been prepared under the following three groups.

Part
Part
Part

i)

ii)

iii)

| —— Heads of Accounts with Account Codes
! — List of Schemes with Scheme Codes

Il — Name of offices of Kerala Water Authority with Location Codes

Heads of Account : All probable Heads of Account are included and arranged
systematically. Some of the Hsads of Account are applicable only at the time of
preparation of Accounts at the Head Office and/ or to be used exclusively by the
Head Office. Such Heads are shown with an astrick [ * ] mark.

The Account Codes are classified under Nine major classification and Code numbers
from One to Nine are allotted as first digit as given below :

Major Classification Code Nao.

Assets

Liabilities

Expenses

Debt Service Charges
Non-Cash Expenses

Operating Income
Non-operating Income
Memorandum/Control Accounts

O~ PO p OGO =

Similarly, each major classification is further divided into different groups and
finally into individual Heads of Account.

List of Schemes with Scheme Codes : A fist of Schemes is given with a Code for
each Scheme. The Scheme Codes are to be used along with Account Code in the
case of Capital Work-in-Progress only, in order to finally classify them under
different Schemes. For example, if a water treatment plant building is to be booked
to Urban Water Supply Scheme {L ! C], the account code will be "1131-01".

Name of Offices of Kerala Water Authority with Location Codes : A list of offices
of KWA is given with Location Code for each office. This will not be a part of the
Account Code, but all documents should have this code for identification.
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Account
Code
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1011
1012
1013
1014

1021
1022
1023
1024
1025
1028
1027
1028

1031
1032
1033
1034
1035
1036
1037
1038
7038

1041
1042
1043
1044
1045
1046
1047
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PART -1

Head of Account
ASSETS 1
FIXED ASSETS (10)

Land and Land Rights (101

Freehold land

Leasehold land

D=avelopment expenditure on freehold land
Development expenditure on teasehold land

Civil works {excluding buildings) (102}

Headworks - Water

Water storage and purification
Water reservoirs - Overhead
Water raservoirs - Ground
Water distribution system
Sewage puwnping station
Sewage treatment plant
Sewage compost plant

Buildings {1031

Water treatment plant buildings
Water pumping station buildings
Sewage treatment plant buildings
Sewage pumping station buildings
Sewage compost plant buildings
Administrative office builldings
Residentia} colony buildings
Guest house buildings

Other buildings

Pilant & Machinery (104}

Water treatment plant

Flectrical equipments - Water supply
Sewage treatrnent plant

Flectrical eqguipments - Sewage schemes
Compost works

Drilling Equipments

Censtruction Equipments
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1051
1052
1063
1054
1055
1056
1057

1061
1062

1071
1072
1073
1074
1075
1078

1081
1082
1083
1084
1085
1089

1111
1112

1113
1114

1121
1122
1123
1124

2

Mains & Network (105)

Raw water mains

Clear water rnains

Water service connections

Water meters

Sewage transmission mains
Sewage road mains

Sewage service connections,

Roads, Bridges & Culverts (108)

Roads
Bridges, side drains, culverts eto.

Vehicles (107)

Earth moving equipments

Cranes & overhead equipments

Water lorries & sewer lorries

Trucks & bhuses

Jeeps, motor cars and other light commercial vehicles
Other vehicles

Furniture, Fixtures, Office Equipments & Other Assets (108)

Furniture

Fixtures & Fittings
Office eguipments
Air conditioners
Computers

Other office assets

CAPITAL WORK IN PROGRESS (11)

Land & Land Rights {111)

Freehold land
|.easehold land

Development expenditure on freehold land
Development expenditure on leasehold land

Civil Works (112)

Head Works - Water
Water storage & purification
Water reservoirs - Overhead
Water reservoirs - Ground
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1125
1126
1127
1128

1131
1132
1133
1134
1135
1136
1137
1138
1139

1141
1142
1143
1144
1145
1146
1147

1151
11562
1153
1154
1155
1166
1157

1161
1162

1171
1172
1173
1174
1175
1179

3

Water distribution system
Sewage pumping station
Sewagqe treatment plant
Sewage compost plant

{Buildings 113)

Water treatment plant buildings
Water pumping station buildings
Sewage treatment plant buildings
Sewage pumping station buildings
Sewage compost plant buildings
Administrative office buildings
Residential colony buildings

Guest house buildings

Other buildings

Plant & Machinery (114)

Water treatment plant

Elzctrical equipments - Water supply
Sewage treatment plant

Electrical equipments - Sewerage schemes
Compost works

Drilling Equipments

Construction Equipments

Mains & Network (115}

Raw water mains

Clear water mains

Water service connections

Water meters

Sewage transmission mains
Sewage road mains

Sewage service connections

Roads, Bridges & Guiverts (116)

Roads
Bridges, side drains, culverts etc,

Vehicles (117)

Earth moving equipments
Cranes & overhead equipments
Woater lorries & sewer lorries
Trucks & buses

Jeeps, motor cars and other light commercial vehicies
Other vehicles
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1181
1182
1183
1184
11845
11843

1191
1192

1311
1312
1313
1314
1315
1316
1319

1321
1322

1331
1332
1333
1338

1341
1342
1343
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Furniture, Fixtures, Office Equipments & Other Assets (118)

Furniture

Fixtures & Fittings
Office equipments
Air conditioners
Computers

Other office assets

Other Items (119}

Revenue expenditure transferred - Pending allocation
Advance for Capital Expenditure

INVESTMERNTS (12)
Investment of Earmarked Funds (121)
investment of Surplus Funds (122)

Other Investments (129)

INVENTORY (13)

Stock of Stores Items (131)

Stock of steel

Stock of cement

Stock of pipes

Stock of valves

Stock of pumps & motors
Stock of special

Stock of other store items

Stock of Tools & Spares (132)

Stock of tools
Stock of spares

Stock of Consumables (133)

Stock of chemicals
Stock of fuel

Stock of lubricants
(ther consumables

Materials At Site Account - MASA (134)

MASA - Stores
MASA - Tools & Spares
MASA - Cansumables
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1351
1352
1353

1361

1411
1412
1413
1414
1415
1416

1421
1422
1423

1491
1482

1483
1488

1511
1512
1513
1514
1515

1521
18622

1531
1532
1533
1534
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Materials In Transit - MIT (135)

MIT - Stores items
MIT - Tools & Spares
MIT - Consumables

Materials with Fabricators {135)
Scrap stock with Fabricators

SUNDRY DEBTORS t14)
Sundry Debtors-Consumears {(141)

Domestic consumers
Non-Domestic consumers
Dues from Panchayats
Dues from Municipalities
Dues from Corporations
Industrial consumers

LIC Loan repayment due [1423)

LIC loan repayment due from Panchayats
LIC loan repayment due from Municipalities; Townships
LIC Loan repayment due from Corporations

Sundry Debtors - Others {149

Centage charges due
Lecal body dues on O & M water supply

Local body dues on O & M sewerage systems
Dues from others

CASH & BANK BALANCES {15)
Bank Balances {151)

Balance in operating accounts with scheduled banks
Balance in non-operating accounts with scheduled banks
Balance in savings bank accounts with treasuries

Balance in P.D Account with treasuries
Balance in Revenue Coilection Bank

Cheques [n Transit And On Hand {152)

Cheques in transit
Cheques on hand

Cash Balance (153)

Cash on hand

Imprest account balances
Stamps on hand

Cash in Transit
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1611
1612
1613
1614
1815
1616
1617
1618

1625
1626
1627
1628

1631
1635

1641
1642
1643
1648

16851
16862
1653
1654

1661
1662
1G63
1664
1665
1666
1667

6

Deposits with Bank (154)

Short-term Deposits with Bank
Interest Acerued on short-term Deposits with Bank

LOANS & ADVANCES (16)
Laans to Employees (161)

&PF refundable advance

GPF non-refundable advance
NMR PF refundable advance
NMR PF non-refundable advance
House building advance

Motor car advance

Motor cycle/scooter advance
Cycle advance

Interest Accrued on Loans to Emplaoyees (188)
House building advance
Mataor car advance

Motor cycla/scooter advance
Cycle advance

Loans to Others [163)

Other loans due
Interest accrued on other oans

Advances to Employees (164)

Onam advance

Other festival advance
Advance for mosquitoc net
Other advances '

Advance for Expenses (165)

Travelling

Emerdgency purchase

HDFC service charges recoverable
Other advances for expenses

Advances to Sundry Creditors [166]

Advances to contractors

Advances to suppliers

Advances to Director of Municipal Administration
Advances to Director of Panchayats

Advance to KUDP

Advance to Ground Water Department

Advance to Sccio Economic Lnit
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1671
1672
1673
1674
1679

1681
1682
1683

1691

1682
1693

1711
1712

1721

1791
1798

1811

1821
1822

‘I?

Claims Recoverable [167)

Claims recoverable from Government
Claims recoverable from Rallways

Claims recoverable from Public Authorities

Farnily benefit final payment recoverable from Government
Other claims

Prepaid Expenses (1688)

Road tax
Other rates & taxes
insurance premium

Advance Tax Paid (1688]

Advance income tax paid

Advance sales tax paid
Tax deducted at source on income

DEPOSITS (17)
Deposits with KSEB (171)

Contribution deposits
Consumer Deposits

Deposits with PWD (172)
Deposit for road cutting
Deposit with others (179)

Rent Deposit
Deposit with Others

MISCELLANEOUS EXPENDITURE TO THE EXTENT NOT WRITTEN
OFF OR ARJUSTED [18)
lssue Expenses (181)

Debenture/Bond issue expenses
Preliminary Project Expenses (182)

IPD Expenses
Research Expenses

DEFICIT OF INCOME OVER EXPENDITURE (19)
LIABILITIES (2]
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2011

2021

2022
2023

2111
2112
2113
2114
2115
2116

2121
2122
2129

2212
2214

2221
sa22
2223
2004
0025
2226
2227
o028

2231
2232

CAPITAL (20)

Acquired Assets (201)

Net value of assets taken over
Contributions [(202)

Capital contribution from State Government

Donated capital assets
Capital contribution from others

RESERVES (21)
Specific Reserves (211)

Capital reserve

Loan redemption reserve
Tariff adjustment reserve
Investment reserve

Reserve for deposit works
Reserve for leasehold assets

Free Reserves (212)

General reserve

Surplus of income aver expenditure
Other free reserves

DEPRECIATION RESERVE (22)
Leasehold Land (221)
L easehold Land

Development expenditure on Leasehold Land

Civil Works (222)

Head works - water

Water storage & purification
Water reservoirs - Overhead
Water reservoirs - Ground
Water distribution system
Sewage pumping station
Sewage treatment plant
Sewage compost plant

Buildings [223)

Water treatment plant buildings
Water pumping station buildings
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2233
2234
2235
2236
2237
2238
22389

2241
2242
2243
2244
2245
2246
2247

225t
2252

2253

2254
2255
2256
22s7

2261
2262

2271
2272
2273
2274
2275
2279

2281

228
2283
2284
2285
2289
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Sewage treatment plant buildings
Sewage pumping station buildings
Sewage compost plant buildings
Administrative office buildings
Residential colony buildings

Guest house buildings

Other buildings

Plant & Machinery (224)

Water treatment plant

Electrical equipments-Water supply
Sewage treatment plant

Electrical equipments-Sewage schemes
Compost works

Drilling Equipments

Construction Equipments

Mains & Network [225)

Raw water mains

Clear water mains

Water service connections

Water meters

Sewage transmission mains
Sewage road mains

Sewage service connections

Roads, Bridges, & Culverts (226)

Roads
Bridges, side drains, culverts etc,

Vehicles (227)

Earth moving epuipments

Cranes & overhead equipments

Water lorries & sewer lorries

Trucks & buses

Jeeps, motor cars and other light commercial vehicles
Other vehicles

Furniture, Fixtures, Office Equipments & Other Assets (228)

Furniture

Fixtures & Fittings
Office equipments
Air conditioners
Computers

Other office assets
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2511
2512

2521
2522

2571
2579

2581
2582
2583
2584
2585
2589

2611
2621

2681

2711
2712
2713

2721
2722
2723
2724

2729

10
SECURED LOAN (25)
Landing Institutions (251)

Loan from L. I. C. of India
Loan from HUDCO

Bonds/Debentures {(252)

Debentures [252)
Bonds

Other Term Lending Institutions (257}

L_oans from commercial banks
Others

Interest Accruad and Due [(258)

L. I. C. of India
HUDCO
Debentures
Bonds
Commercial banks
QOthers

UNSECURED LOANS (26)

Loans from Governments (261)

Loan from Govt. of Kerala

Loan from Industries for Water Supply Scheme
Interest Accrued and Dus (268)

Loan from Govt. of Kerala

DEPOSITS (27)

Deposits from Local Bodies {271)

Deposits from Panchayats
Deposits from Municipalities
Deposits from Corporations

Security Deposits (272)

Security deposits from contractors

Security deposits from suppliers

Security deposits from employees

Retention money from contractors/suppliers
Other deposits
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2731
2732

2741
2742
2743
2744
2745
2746

2751
27582
2753
2754
2755
2756

2761
2762
2763
2764
2765
2766
2767
2768
2769

2771
2772
2773
2774
2775
2776
2778
2779

2791

11
Earnest Money Deposits-EMD [273)

EMD of contrators
EMD of suppliers

Water Connection Depasits -« WCD (274)

WCO from Domestic consumers
WCD from Non-Domestic consumers
WCD from Panchayats

WCD from Municipalities

WCD from Corporations

WCD from Industries

Sewer Connection Depasits - SCD (279)

SCOD from Domestic consumers
SCD from Non-Domestic consumers
SCD from Panchayats

5CD from Municipalities

SCD from Corporations

SCD from Industries

Deposit Works for Water Supply - DWWS (278)

DWWSES from Domestic consumers

DWWS from Non-Domestic consumers
DWWS from Panchayats

DWWS from Munigcipalities

DWWS from Corporations

DWWS from industries

DWWS from Casual connections

DWWS _from Govt. Departments

DWWS from Govt. Undertakings/Institutions

Deposit Work for Sewage Schemes - DWSS (277)

DWSS from Domestic consumers

DWSS from Non-Domestic consumers
DWSS from Panchayats

DWSS from Municipalities

DWSS from Corporations

DWSS from Industries

DWSS from Govt, Departments

DWSS from Govt. Undertakings/Institutions

Other Deposits (279)
Deposit for special works
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2811
2Bz
2813
2814
2815
2816
2817
2B19

2821
222
2823
2824
2825
2826
2827
eB2s

2831
2832
2833
2839
2834

2841
2843
2842

2851
2852
2853
2854
2859

2891

12
CURRENT LIABILITIES (28}

Sundry Creditors (281)

Sundry creditors - Contractors
Sundry creditors - Suppliers
Sundry creditors - Expenses
Employees unpaid salaries
Employees unpaid wages

Emplovees dues - Salaries & Wages
Employees unpaid pension

Sundry creditors - Others

Statutory Employee Deductians (282)

House rent deductions

GPF subscription

NMR-PF subscription

Family benefit deductions

Insurance premiums deducted
Professional tax deducted

Labour welfare fund

Other statutcry employee deductions

Salas Tax Collections « STH283)

ST on sale of scrap

ST on sale of gunny bags

ST on materials issued to contractors
ST on other sales

ST on Tender sales

Income Tax Deducted At Scource - TDS (284)

TOS from contractors
TOS from Employees
TOS from suppliers

Interest Accruad But Not Due (285)

Interest accrued but not due - LIC of India

Interest accrued but not due - HUDCO

interest accrued but not due - Banks

Interest accrued but not due = Government of Kerala
Interest accrued but not due - Others

Other Current Liabilities (289)

Import duty due
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28892
2883
2894
2895
2889

2911
2912
2913
2914
2915
2916

2921
2822
2923

2931

2941
2942
2943

3111
3112
3113
3114
3115
3118
3119

13

Advances received from Government Agencies
Dues to Gavernment

Dues to Government of Kerala after 1-4-1984
Labour Welfare Fund Recoveries from contractors
Other dues

PROVISIONS (29)

Provision for Doubtful Debts - Consumers (291)

Provision for doubtful debts - Domestic consumers
Pravision for doubtful debts - Non-Domestic consumers
Provision for doubtful debts - Panchayats

Provision for doubtful debts - Municipalities

Provision for doubtful debts - Corporations

Provision for doubtful debts - Industrial consumers

Provision for Other Doubtful Debts (292)

Pravision for doubtful debts - Contractors
Provision for doubtful debts - Suppliers
Provision for doubtful debts - Employees

Tax Provisions (293)
Provision for income tax
Employee Provisions (294)

Provision for bonus
Pravision for gratuity
Provision for pension

Other Provisions (299)

CASH EXPENSES (3)
OPERATING EXPENSES (31
Consumption of Stores Items (311)

Consumption of Stesl
Consumption of cement
Consumption of pipes
Consumption of valves
Consumption of pumps & motors
Consumption of specials
Consumption of other items
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3121
3122

3131
3132
3133
3139

3141

- 3151

3152
3158

3161
3162
3163
3164

317%

3197

3192
3183
3184
3185
3196
3197
3198
3198

321%
3212
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Consumpuion of Tools & Spares (312)

Consumption of tools
Consumption of spares

Consumables (313)

Consumption of chemicals
Consumption of fuel

Consumption of lubricants
Consumption of other consumables

Utilities (314)
Power charges
Purchase of Water [315)

Water purchased from Electricity Board
Water purchased from Irrigation Department
Water purchased from others

Insurance (316}

Stock Insurance

Insurance on assets

Vehicle insurance

Insurance on assets under canstruction

Discount (317)

Discount allowed on water charges
Miscellaneaus Operating Expenses [318)

Water connection expenses

Sewer connection expenses
Investigation and planning expenses
Plant hire charges

Handling charges

Water tanker hire charges

Freight charges

Conversion charges - Fabrication
Other operating expenses

MAINTENANCE EXPENSES (32)
Water Supply - Repairs & Maintenance R & M (321]

A & M of Civil Works
R & M of Buildings
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3213
3214
3215
32186
3217

3218

3221
3222
3223
3224
3225
3226

3229

3231
3232

3311
3312
3313
3314
33156
3316
3317
3318
3318

3321
3322
3323
3324
3325
3326
3327
3328
3328
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R & M of Plant and Machinery

R & M of Water Mains and Network
R & M of Roads, Bridges & Culverts
Metre Survey Station Service Charges
R & M of Furniture, Fixtures, Office
Equipments & Other Assets

Other R & M - Water Supply

Sewerage Schemes Repairs & Maintenance R & M ([322)

R & M of Civil Works

R & M of Buildings

R & M of Plant & Machinery

R & M of Sewer Mains and Netwaork
R & M of Roads, Bridges & Culverts
R & M of Furniture, Fixtures, Office
Equipments & Other Assets

Gther R & M - Sewerage Schemes

Vehicle Maintenance Expenses {323]

Petrol / Diesel Expenses
Repairs & Maintenance of Vehicles

PAYMENTS & PROVISIONS TO EMPLOYEES (33)
Salaries of Employees (331)

Basic salary

Dearness allowance [D. A.)
Dvertime allowance

Adhoc allowance -

City compensatory allowance [CCA]
House rent allowance [HRA)
Surrender leave salary

Bonus

Subsistance and other allowarices -

Wages of NMR Emplovees (332)

Basic salary

Dearness allowance [D. A}
Overtime allowance

Adhoc Aliowance

City compensatory allowance {CCA)
Mouse rent allowance {HRA)
Surrender leave salary

Bonus

Subsistance and other allowances
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3331
3332
3333
3335

3341
3342
3343
3348

3351
3359
3352

3361
3362
3363

3371
3372
aaz7o

3381
3382
3383
3384
3385

3411
3412
3418

3421
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Woelfare Expenses Of Employees [333)

Medical re-imbursement
Staff Welfare

Ex-gratia

Other benefits to employees

Welfare Expenses Of NMR Employees {334}

Medical re-imbursement

Staff Welfare

Ex-gratia

Other benefits to NMR employees

Casual Labourer’s (CLR) Wages {335)

CLR Wages including bonus
Other casual wages
H.R. Wages

Payments To Trainees;Deputationists (336)

Stipend to Trainees
Payment to Deputationists
Payment to Employees on contract Basis

Manageria! Remuneration {337)

Remuneration to Chairman
Remuneration to Managing Director
Remuneration to other Board Members

Gratuity & Pension Paid (338)

Gratuity of employees
Gratuity of NMR employees
Commuted pension

Service pension

Family pensian

OFFICE EXPENSES (34)

Rent {341)

Rent of offices
Godown rent
Other rent

Rates And Taxes (342)

Property tax
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3423
3424
342%

34374
3432
3433
3434

3441
3442
3443

3451

3452
3453
3454
3458

346%
34862

3491
3492
3493

3517
3521
3513
3514
3515
3518

3521
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Vehicle tans
Filing fee

Licence fee
Other taxes

P& T Expenses (343)

Postage and M.O. charges
Telegram

Telephone

Telex

Printing & Stationery Expenses (344)

Printing charges
Stationery expenses
Books & Periodicals

Exhibition & Publicity Expenses (345)

Advertisement for procurement
Advertisement for recruitment

Advertisement for works
Publicity expenses
Other Advertisement

Training & Other Expenses (346)

Training expenses
Seminar & conferance expenses

Other Office Expenses (349}

Electrical charges
Entertainment expenses
Miscellaneous office expenses

TRAVELLING & CONVEYANCE EXPENSES [(35)

inland Travel Expenses (351}

Chairman’s inland travel expenses
Managing Director's inland travel expenses

Other Board Members' inland travel expenses

Officers' inland travel expenses
Staff's inland travel expenses
Inland travel expenses of others

Foreign Travel Expenses (352}

Chairman’s foreign travel expenses
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3522
3523

3524
3525
3528

3531
3532
3539

3611
3612

3621

3622
3623

3631
3632

3633

3639

3641
3642
3643
3648

3651

3691
36898

3711
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Managing Director’s foreign travel expenses
Other Board Members’ foreign-travel expenses
Officers' foreign travel expenses

Staff's foreign travel expenses

Fareign travel expenses of Others

Conveyance Expenses (353)

Conveyance expenses
Hire charges
Other conveyance expenses

ADMINISTRATIVE EXPENSES (38}
Board Expenses (361)

Sitting fees paid to Board Members
Board Meeting expenses

Professional Fees (362)

Legal fees/expenses

Consultancy fees
Consultancy expenses

Payment to Auditors [3683)

Payment for audit fees
Payment for audit expenses
Payment for certification

Other payments & expenses paid to auditors

Bank Charges [364)

Bank charges - Operating accounts
Bank charges - Non-operating accounts
Bank cormmission

Other bank charges

Donations (365)
Donations
Other Administrative Expenses [369)

Guest house expenses
Other administrative expenses

ISSUE EXPENSES (37)

Issue expenses Written off/Charged off (371)

Debenture issue expenses
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3712

arzen
3722

3731
3738

3811
3812
3813
3814
3819

3821
3822
3823

3831
3832
3833
3834
3835
38386
3837

3841
3842
3843
3844
3845
3849

3851
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Bond issue expenses
Discount On Issue [372)

Discount on debenture issue
Discount on bond issue

Pramium On Redemption [373)

Premium on debenture redemption
Premium on bond redemption

PRIOR PERIOD ADJUSTMENT-PPA (38)
PPA of operating expenses - PPA-OE (381)

PPA OE or stores items consumed
PPA OE of tools & spares consumed
PPA OE of consumables consumed
PPA OE of utilities

PPA OE of other operating expenses

PRA of Maintenance expenses - PPA ME (382)

PPA ME of R & M expenses
PPA ME of vehicle expenses
PPA ME of write offs

PPA of paymant & provision to employees - PPA PPE (383)

PPA PPE of salaries of employees

PPA PPE of wages of NMR employees

PPA PPE of welfare expenses of employees

PPA PPE of welfare expennes of NMR employees
PPA PPE of casual labourers wages

PPA PPE of payments to trainess/deputationist
PPA PPE of managerial remuneration

PPA of Office Expenses PPAFE (384)

PPAFE for rent

PPAFE for rates & taxes

PPAFE for P& T

PPAFE for printing & stationery
PPAFE for exhibition and publicity
PPAFE for ather office expenses

PPA Of Travelling & Conveyance PPA TC (385)

PPA TC inland travel expenses
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3852
3853

3861
3862
3863
3864
3865
3866
3868

3911
3912

4111
4112
4113
4118

4121
4122

4211

4291
4292
4283
4239
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PPA TC foreign travel expenses
PPA TC conveyance charges

PPA Of Administrative Expenses - PPA AE (386)

PPA AE of board expenses

PPA AE of professional fees

PPA AE of payments to auditors

PPA AE of bank charges

PPA AE of donations

PPA AE of other administrative expenseas
PPA AE of other general expenses

TRANSFER OF EXPENSES (39)

Transfer of Expenses To Capital (391)

Transfer of Revenue Expenditure to CWIP
Transfer of Revenue Expenditure to Preliminary Project Expenses

OEBT SERVICE CHARGES (4}
INTEREST ON SECURED LOANS (41)

Interest On Secured Loans from Lending Institutions (411)

Interest on secured loans from LIC of india
Interest on secured loans from banks

Interest on * ecured loans from HUDCO

Interest on sacured loans from other institutions

Interest On Debentures/Bonds ete. (412)

Oebentures interest payable
Bonds interest payable

INTEREST ON UNSECURED LOANS [42)
interest on Unsecuraed Loans From Government {(421)

Interest on loans from Government of Kerala

Other Interest Charges (429)

Interest on GPF

Interest on NMR PF

Interest on Pension/Gratuity
Other interest charges
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4311
4312

4411

4811
4812

4821
4822

4831

4911

5112
5114

5121
5122
5123
5124
5125
5126
5127
5128
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GUARANTEE COMMISSION (43)

Guarantee Commission to Institutions {431)

Guarantee commission to Government
Guarantee commission to Banks

SERVICE CHARGES (44)

Service charges to Institutions (441)

Service charges to HUDCO

PRIOR PERIOD ADJUSTMENT - PPA (48)

PPA On interest On Secured Loans PPA ISL (481)

PPA ISL from lending institutions
PPA 1SL on bonds/debentures etc

PPA iInterest on Unsecured Loans - PPA UL (482)
PPA IUL from Government

PPA UL Others

PPA Guarantee Commission PPA GC (483}

PPA GC to institutions

TRANSFER OF EXPENSES (49)
Transfer of Expenses to Capital (491)

Transfer of Revenue Expenditure to CWIP
NON-CASH EXPENSES ([5)

DEPRECIATION CHARGE (51)
Depreciation On Land Rights (511)

Depreciation on leasehold land
Depreciation on leasehold land developement expenditure

Depreciation on Civil Works (512)

Depreciation on head works - Water
Depreciation on water storage & purification
Depreciation on water reservaoirs-Overhead
Depreciation on water reservoirs-Ground
Depreciation on water distribution system
Depreciation on sewage pumping station
Depreciation on sewage treatment plant
Depreciation on sewage compost plant
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5131
5132
5133
5134
5135
5136
5137
5138
5139

5141
5142
5143
5144
5145
5146
5147

5151
5182
5153
5154
5155
5156
5187

51861
5162

5171
5172
5173
5174
5175
5179

5181
5182
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Depreciation On Buildings (513)

Depreciation on water treatment plant buildings
Depreciation on water purnping station buildings
Oepreciation on sewage treatment plant buildings
Depreciation on sewage purnping station buildings
Depreciation on sewage compost plant buildings
Depreciation on administrative office buildings
Bepreciation on residential colonies buildings
Bepreciation on guest house buildings
Depreciation on other buildings

Depreciation On Plant & Machinery - DPM (514)

DOPM - Water treatment plant

DPM - Electrical equipment - Water Supply
DOPM - Sewage treatment piant

DPM - Electrical equipments - Sewage Schemes
DPM - Compost plant works

DPM - Drilling equipments

DPM - Construction equipments

Depreciation on Mains & Network - DMN (515)

DMN - Raw water mains

OMN - Clear water mains

DMN - Water service connections

DOMN - Water meters

DMN - Sewage transmission mains
DMN - Sewage road mains

DMN - Sewage service connections

Depreaciation On Roads, Bridges, Culverts ete. (516)

Depreciation on roads
Depreciation on bridges, side drains, culverts etc.

Depreciation On Vehicles t517)

Depreciation on earthmoving equipments
Depreciation on cranes & overhead equipments
Depreciation on water lorries & sewerage lorries
Depreciation on trucks & buses

Depreciation on jeeps, motor cars and other light commercial vehicles

Depreciation on other vehicles

Depreciation on Furniture, Fixtures, Office Equipments &

Othar Assets {518)

Depreciation on furniture
Depreciation on fixtures & fittings
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5183
5184
5185
5188

5211
5212
5213
5514
5215
5216

5281
5282
52893

5311
5312
5313
5314
5318
5316

5321
5322
5323

5331
5332
5333

5341

5511
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Depreciation on coffice equipment
Depreciation on air conditioners
Depreciation on computers
Depreciation on other office assets

PROVISION FOR DOUBTFUL DEBTS-PFDD (52)
Provision For Doubtful Debts From Consumers-PFDDC (52 1)

PF DDC - Domestic

PF DOC - Non-Oomestic
PF DDC - Panchayats
FE DDC - Municipalities
PF DDC - Carporations
PF DDC - industries

Provision For Doubtful Debts From Others PFDDO - [529)

PFDDO - Contractors
PFDDO - Suppliers
PFDDO - Employees

WRITE OFFS (53)
Debts Written Off - Consumers (531)

Domestic consumer dues written off
Non-domestic consumer dues wrltten off
Panchayat dues written off

Municipality dues written off

Corporation dues written off

Industrial consumers dues written off

Debts Written Off = Others (532)

Contractors’ dues written off
Suppliers’ dues written off
Employee's dues written off

Stocks Written Off {533)

Stores written off
Tools & spares written off
Consumables written off

Losses weritten off {534)
Loss on sale of fixed assets

ASSETS WRITTEN OFF [(54)
OTHER PROVISIONS (55)
Tax Provisions (551)

Income Tax Provisions
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5811
5812
5813
5814
58195
5816
5817
5818

5911

B111
6112
6113
5114
8115

6121
8122
6123

86211
ga212
6213
6214
6215

6221
6222
6223
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PRIOR PERIOD ADJUSTMENTS - PPA (58)
Prior Period Adjustment of Depreciation - PPAD (581)

PPAD on Land

PPAD on Civil Warks

PPAD gn Buildings

PPAD on Plant & Machinery

PPAD on Mains & Network

PPAD on Roads, Bridges, Culverts stc,

PPAD on Vehicles :

PPAD on Furniture, Fixtures, Qffice Equipment and Other Assets

Prior Period Adjustment - Others (589)

TRANSFER OF EXPENSES (59)

Transfer to Capital (591)

Transfer of revenue expenditure to CWIP

OPERATING INCOME (8)

OPERATING INCOME FROM CONSUMERS DOMESTIC (61)
income From Domestic Consumers On Water Supply (611)

Water charges from domestic consumers

Meter testing charges from domestic consumers

Water connection/extension charges from domestic consumers
Repair charges from domestic consumers

Meter hire/service charges

income From Damestic Consumers On Sewage (6812}

Sewage charges from domestic consumers
Sewage connection/extension charges from domestic consumers
Repair charges from domestic consumers

INCOME FROM NON-DOMESTIC CONSUMERS (62)

Income From Non-Domestic Consumers On Water Supply (621)

Water charges fram non-domestic consumers

Meter testing charges from non-domestic consumers
Water connection’extension charges from non-domestic consumers
Repair charges from non-domestic consumers
Meter hire/service charges

Ingcome From Non-Domestic Consumers On Sewage (622)

Sewage charges from non-domestic consumers

Sewage connection/extension charges from non-domestic consumers

Repair charges from non-domestic consumers
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6311
6312
6313

6321
6322
6323

6331
6332
6333

68411
6412
8413
5414
6415

6421
6422
6423

6511
6512
B513
6518

6811
6812
6813
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INCOME FROM LOCAL BODIES (83)
Income From Local Bodies On Water Supply (831)

Water charges from Panchayats
Water charges from Municipalities
Water charges from Corporations

income From Local Bodies On Sewage Charges (§32)

Sewage charges from Panchayats
Sewage charges from Municipalitie s
Sewage charges from Corporations

Income from Local Bodies As Maintenance Charges [633)

Maintenance charges from Panchayats
Maintenance charges from Municipalities
Maintenance charges from Corporations

INCOME FROM INDUSTRIAL CONSUMERS (64)

Income from Industrial Consumers on Water Supply (641)

Water charges from industrial consumers
Meter testing charges from industrial consumers
Water connection/extension charges from industrial consumers

Repair charges from industrial consumers
Meter hire/service charges

Income from Industrial Consumers on Sewage {842)

Sewage charges from industrial consumers
Sewage connection/extension charges from industrial consumers
Sewage repair charges from industrial consumers

OTHER OPERATING INCOME (65)
Other Charges Recovered {651)

Centage charges
Storage charges
Supervision charges
Miscellaneous recoveries

PRIOR PERIOD ADJUSTMENTS PPA (68)

Prior Period Adjustment of Operating Income from
Consumers - PPA Ol (681}
PPA Ol from domestic consurners on water supply

PPA QI from dormestic consumers on sewage
PPA 0! from non-domestic consumers on water supply
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6814
6815
6816
6817
6818
6818

6821
6829

7111
7112
7119

7121
7122
7123

7131
7132

7211
7212
7213
7214
7215
7216

7221

7231
7232
7233
7238

26

PPA Ol from non-domestic consumers on sewage
PPA Ol from local bodies on water supply

FPPA QI from local bodies on sewage

PPA Ol from local bodies as maintenance charges
PPA Ol from industrial consumers on water supply
PPA Of from industrial consumers on sewage

PPA of other Operating Income - PPAQODI (B82]

PPAOQI as centage charges
PPAQDOI as other recoveries

NON-OPERATING INCOME [7)
INTEREST & OTHER INCOME (71)
income From investments {711)

Interest income on investments made
Dividend income on investments made
Other income on investments made

Interest Income COn Loans And Advances (712)

Interest recorded fram contractors
Interest recovered from suppliers
Interest recovered from employees

Interast On Deposits (713)

interest on S.B al/c with Bank/Treasury
Interest on short-term deposits with Banks

OTHER NON-OPERATING INCOME (72)
income As Recoveries [721)

Penalties & fines recovered

Rent recovered

Electricity charges recovered from contractors
Electricity charges recovered from ermnployees
Water charges recovered from contractors
Water charges recovered from employees

Income On Sale Of Assats (T22)

Profit on sale of assets

Claims Recovered {723)

Claims recovered from Government
Claims recovered from Railways

Claims recovered from Public  Authorities
Other claims
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7241
7242
7243
7244
7245
7249

7291
7292
7293
7284
7295
7296
7297
7298
72899

7811
7812

7891
7892
7893
7884
7888

9111
9112
9113

8121
8122
9123
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Grants and Subventions (724)

Grants & Subventions from Goavernment
Grant for Western Ghat Development
Grant for Flood Relief

Grant for Drought relief

Grants from District Council

Grants from others

Other Miscellaneous Income (729)

Sale of tender forms

Sale of scrap

Sale of gunny bags

Sale of agricultural products

Farm receipts

Swimming pool receipts

Scrap stock recovery an Fabrication
Sale of Metor Chamber

Other income

PROVISIONS WRITTEN - BACK (73)

PRIOR PERIOD ADJUSTMENT-NON OPERATING
INCOME - PPA (78)

PPA Of Interest Incaome PPA-Nl (781)

PPA |l on investments
PPA il on other loans & advances

PPA On Other Incomes (789)

PPA on recoveries

PPA on sale of assets

PAA on claims

PPA on grants & subventions

PPA on other miscellaneous income

MEMORANDUM ; CONTROL ACCOUNTS (9)
IRTER OFFICE ACCOUNTS - IDA [91)
IOA - Materials (911)

I0A - Stock of Stores
I0A - Tools & Spares
I0OA - Consumables

I0A - Capital Expenditure & Fixed Assets {(912)

I0A - Plant & Machinery
iDA - Vehicles
I0A - Furniture, Fixtures. Fittings & Office Equipments
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9124
9128

9131
9132
9134

9141
8142
9143

8144

9211
9212
9218

9911
9912

9921
2922
8823
2924

9931

989 A

28
iI0A  IPD Expenses
I0A - Capital expenditure - Others

JOA = Fund Transfers (913)

I0A - Cash
I0OA - Banks/Treasury -~ Drawing A C
I0A - Bank - Non - Operative A/C

I0A - Others (914)

I0A - Other expenses
I0A - Other income
I0A - Other liabilities
IOA - Other assets

CONTROL ACCOUNTS (92)
Control Accounts-Collections and Capital Expenditure (921)

Control Account - Collections
Control Account - Capital expenditure - Materials
Control Account - Capital expenditure - Others

MEMORANDUM ACCOUNTS-QUANTITIVE DETAILS (89)
Production Particulars {(981)

Clear Water Produced
Clear Water Purchased

Units of Water Sold (992)

Units of water soid to Domestic consumers
Units of water sold to Non-domestic consumers
Units of water sold to Local bodies

Units of water sold to Industries

Sewerage Details (893)
Sewage water disposed

Note : The above particulars (88 Codes] are included as a part of
Chart of Accounts to facilitate ascertainment of quanti-
tative details

Cash & Bank Suspense.
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PART I

LIST OF SCHEMES

SCHEME

LUrban Water Supply Scheme-LIC

Urban Water Supply Scheme-IDA (World Bank]

Urban Water Supply Scheme-Hudco LIC

Urban Water Supply Scheme-0thers

Accelerated Rural Water Supply Scheme

Rural Water Supply Scheme-L.IC

Rural Watar Supply Scheme-iDA [World Bank)

Rural Water Supply Scheme-Bilateral [DANIDA)

Rural Water Supply Scheme-8ilateral [NETHERLANDS)
Rural Water Supply Scheme-Bilateral (UNDOP)

Rural Water Supply Scheme benefiting Harijans

Rural Water Supply Scheme benefiting Tribes

Rural Water Supply Scheme-0Others

Urban Sewerage Scheme-LIC

Urban Sewerage Scheme-UNDP-Low Cost Sanitation
Urban Sewerage Scheme-0thers

Rural Sewerage Scheme-UNDP Low Cost Sanitation SCP
Rural Sewerage Scheme-UNDP Low Cost Sanitation TSP
Rural Sewerage Scheme-UNDP Low Cost Sanitation-Others
Rural Sewerage Scheme-0Others

Western Ghat Development Pregramme

Flood Relief Works

Drought Relief Works

Borewell with hand pump

Other Schemes,
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11.

30
PART i
LOCATION CODES

SECRETARY, WATER AUTHORITY, HEAD OFFICE.
THIRUVANANTHAPURAM

CHIEF ENGINEER {SR) THIRUVANANTHAPURAM

PUBLIC HEALTH CIiRCLE THIRUVANANTHAPURAM
P. H; Stock Verification Sub-division, Thiruvananthapuram

Public Heslth Division Thiruvananthapuram
Water Works Sub-division {E] P. T. P. Nagar
Water Works Sub-division [N} Kawdiyar
Water Works Sub-division [S) Chalai

Water Works Sub-division [C) Veilayambalam

Water Supply Division, Thiruvananthapuram

Water Works Sub-division, Aruvikara

Water Supply Augmentation Sub-division Thiruvananthapuram
Water Supply Sub-Division, Neyyattinkara

Drainage Division, Thiruvananthapuram

Drainage Sub-division [South] Kuriyatti

Drainage Sub-division {North) Pattoor

Drainage Project Sub-division Thiruvananthapuram

World Bank Project Division, Thiruvananthapurarm
World Bank Project Sub-division Nedumangad
World Bank Project Sub-division, Attingal

Thiruvananthapuram Interim Augmentation Water Supply
Division Vellayarmbalam
Thiruvananthapuram Augmentation Water Supply Sub-division
1 Thiruvananthapuram
Thiruvananthapuram Interim Augmentation Water Supply
Sub-division | Thiruvananthapuram

WORLD BANK PROJECT CIRCLE KOLLAM

World Bank Project Division No. i Kollam

World Bank Project Sub-division No. | Kollam
Woarld Bank Project Sub-division No. | Kollam
World Bank Project Sub-division Sasthamkottah

Public Health Division, Kollam

P. H. Sub-division, Kollam

P. H. Sub-division, Kottarakkara
P. H. Suh-division, Chavara

1000
2000

2100
2101

2110
2111
2112
2113
2114

2120
2121
2122
2123

2130
2131
2132
2133

2170
2171
2172

2180
2181

2182
2200

2210
2211
2212
2213

2220
2221
2222
2203
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13.

14.
15.

16.

17.

18.

19,

20.
21.

22.

23.

3i

World Bank Project Division Adoor
World Bank Project Sub-division Adoor
World Bank Project Sub-division Kundara

World Bank Project Division No. || Kollam
Water Supply Sub-division, Kollam
Woaorld Bank Project Sub-division Kadakkal

P. H. CIRCLE KOTTAYAM

P. H. Division Pathanamthitta
. H. Sub-division Pathanamthitta
P. H. Sub-division, Ranni

P. H. Division, Thiruvalla

P. H. Sub-division Thiruvalia

P. H. Sub-division Changanacherry
P, H. Sub-division Edathua

Water Supply Project Division, Thiruvalla
Water Supply Project Sub-division No. I, Thiruvalla
Water Suppiy Project Sub-division Na. Il Thiruvalla

P H. Division Alappuzha

P. H. Sub-division Alappuzha

Water Supply Project Sub-division Cherthala
Water Supply Project Sub-division Harippad
Water Supply Project Sub-division Mavelikara

P H. Division Kottayam

Water Works Sub-division Kottayam
Water Supply Project Sub-division Palai
Water Supply Project Sub-division Vaikom
P. H. Sub-division Kadathuruthy

P. H. CIRCLE KQGHI

P. H. DIVISION KQCHI

Water Works Sub-division Kochi

Water Works Sub-division Karuvelipadi Kochi
Water Supply sub-division. Trippunithura

P. H. Sub-Division North Parur

wWorld Bank Project Division Kachi

World Bank Project Sub-division No. | Kochi

World Bank Project Sub-division No. #i Kachi
World Bank Project Sub-division Puthencruz

P. H. Division Aluva

Head Works Sub-division Aluva

P. H. Sub-division Angamaly

Warld Bank Project Sub-division Aluva

2230
2231
a3z

2160
2161
2162

2300

2310
2311
2312

2320
2321
2322
2323

2360
2361
2362

2340
2341
2342
2343
2344

2350
2351
2352
2353
2354

3100

3110
3111
3112
3113
3114

3350
3351
3352
3353

3220
3221
3222
3228
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26.

27.

8.
28.

30.

31.

32.
33.

34.

35.
36.

32

. Division Thodupuzha Idukki
. Sub-division Thodupuzha
Sub-divisinn Pegrumade

. Sub-division Painavu

. Division Perumbavoor
Sub-division Perumbavoor

. Sub-division Moovattupuzha
Sub-division Kothamangalam

. Division Piravam
. Sub-division Piravam

Db UVTVV DTUTDT
II IIITXT IIXIT

Chief Engineer [Northern Region] Kozhikode
Stock Verification Sub-division Kozhikode

P. H. CIRCLE TRICHUR

. Division Trichur

. Sub-division Trichur

. Sub-division Wadakkancherry
. Sub-division Guruvayoor

. Division Irinjalakkuda

. Sub-division Irinjalakkuda
. Sub-division Chalakudy
. Sub-division Mala

. Division Palakkad

. Sub-division Palakkad

. Sub-division Alathur

. Sub-division Mannarghat
. Sub-division Chittur

. Sub-division Shornur
Sub-division Ottappalam

I ITIIT I IIXIIXIII1IX XTXTIIT IIII

.BILATERAL CIRCLE TRICHUR

. Division Nattika, Firka
. Sub-division Nattika, Firka
. Sub-division Vadanappilly

T UUUT B UODDVUVUU VIUDT DVDT

. H Division Pavaratty, Kunnamkulam
Water Supply Project Sub-division Kunnamkulam
P. H. Sub-division, Koottanad

P. H, CIRCLE KOZHIKODE

P. H. Division Kozhikode

Distribution Sub-division No. | Kozhikode
Rural Works Sub-division Kozhikode
Head Works Sub-division Kozhikode
Distribution Sub-division No._ {l Kozhikode

3130
3131
3132
3133

3230
3231
3232
3233

3210
3211

4000
4001

3300

3320
3321
3a3za
3323

3310
3311
3a31e
3313

4310
4311
4312
4313
4314
4315
4316

3200

3330
3331
3332

3340
3341
3342

4100

4110
4111
4112
4113
4114
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37.

38.

39.

40.
41,

42,

43.

44,

45.

46.
47.
48.
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P. H. Division Badagara

P. H. Sub-Division, Quilandy

W. 5. P, Sub-division Badagara

P. H. Sub-division, Perambra

W. S. [Augmentation) Sub-division, Badagara

P. H. Division Malappuram

P. H. Sub-division Manjery

P, H. Sub-division Perinthalmanna

P. H. Sub-division Parappanangadi

P. H. Sub-division Kondotty

Water Supply (Augmentation} Sub-division Malappuram
P. H. Sub-division Malappuram

P. H. Division Edappal

P. H. Sub-division Edappal
P. H. Division Ponnani

P. H. Sub-division Tirur

P. H. CIRCLE KANNUR

P. H. Bivision Kannur

P. H. Sub-division Kannur

P. H. Sub-division Thalassery
P. H. Sub-division Payyannur
P. H Sub-division Keezhallur

P. H. Division Sultan Bathery
P. H. Sub-division Kalpetta
P. H. Sub-division, Sultan Bathery

P. H. Division Kasargode
P. H. Sub-division KKanjangad
Water Supply Project Sub-division Kasargode

Kolachenry Water Supply Project Division Mattannur
Water Supply Project Sub-division Mattannur
Water Supply Project Sub-division Koodali

Water Supply [Augmentation) Division Kannur
Water Supply {Augmentation} Sub-division Kannur
Water Supply (Augmentation) Sub-division Mattannur

CHIEF ENGINEER |. P. D. KOCHI
P.H. 1 P.D. CIRCLE ALUVA
Division, Thiruvananthapuram

L. P.D.
I. P. D. Sub-division Thiruvananthapuram
I. P. D. Sub-division Kollam

4120
4121
4122
4123
4124

4330
4331
4332
4333
4334
4335
4336

4350
4351
4352
4353

4200

4230
4231
4232
4233
4234

4130
4131
4132

4240
4241
4242

4210
4211
4212

4250
4251
4252

3000
3200

2150
2151
2152
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49

50.

51,
852

53

54.

o8,

58,

1. P. B. Division Changanacherry

i. P. D. Sub-division, Changanacherty
I. P. O Sub-division, Thiruvalla

I. P. D. Sub-division, Alappuzha

i. P. D. Division Kochi
i. P. D. Sub-division Kochi-18
L. P, D. Sub-division Thodupuzha

P.H. L P.D. CIRCLE PALAKKAD

l. P. D. Division Thalassery

. P. D. Sub-division Thalassery
I. P. D. Sub-division Kasargode
I. P, D. Sub-division Kalpetta

t. P. D. Division Malappuram
I. P. D. Sub-division Tirur
KUDP Sub-division Kozhikode

l. P. D. Divisian Shornur
I. P. D. Sub-~division Trichur
I P. D. Sub-division Palakkad

P. H. Machanical Division KOCHI

34

P. H. Mechanical Sub-division Alappuzha

Tubewell Sub-division Palakkad

Hrdro Geological Sub-division Kozhikode

HEAD OFFICE FINANCE WING

2330
2331
2332
2333

3120
3121
3122

4300

4220
4221
4222
4223

4340
4341
4342

4320
4321
4322

3360
3361
3362
3363

5000



LIST OF ACCOUNT RENDERING UNITS

Sl. No. Name of Office

1.

—

11.
12
13.
14.
15,
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

O © ® N o o s e

Secretary, Water Authority, Head Office, Thiruvananthapuram

Chief Engineer [SR) Thiruvananthapuram

P. H. Circle Thiruvananthapuram

P. H. Division, Thiruvananthapuram

Water Supply Division, Thiruvananthapuram
Drainage Division. Thiruvananthapuram

l. P. D. Division, Thiruvananthapuram

World Bank Project Division Na. 1! Kollam

World Bank Project Division, Thiruvananthapuram

Thiruvananthapuram interim Augmentation Water Supply
Division, Vellayambalam

Warld Bank Projact Circle Koliam
World Bank Project Divisiont No. | Kollam
P. H. Division, Kollam

World Bank Project Division Adoor

P. H. Circle Kottayam

P. H. Division Pathanamthitta

P. H. Division, Thiruvalla

l. P. D. Division Changanacherry

P. H. Division Alappuzha

. H. Division Kottayam

Water Supply Project Division, Thiruvalla
Chief Engineer I. P. D. Kachi

P. H. Circle Kochi

P. H. Division Kochi

i. P. D. Division Kochi

P. H. Division Thodupuzha ldukki

P.H. |. P. D. Circle Aluva

P. H. Divigion Piravam

L.ocation Code

1000
2000
2100
2110
2120
2130
2180
2180
2170

2180

2200
2210

2220
2230
2300
2310
2320
2330
2340
2380
2360
3060
3100
3110
a12a
3130
3200
3210
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29.
3a.
al.
3a2.
33.

34

35.
36.
37.
a8.
39,
40.

41

a2,
43,
a4.
a5,
46
a7.
a8.
49

50.
51.
52.
53.
54.
55.

56

P. H. Division Aluva

P. H. Division Perumbavoor

P. H. Circle Trichur

P. H. Division irinjalakkudsa

P. H. Division Trichur

P. H. Division Nattika, Firka

P, H Division Pavaratty, Kunnamkulam
World Bank Project Division Kochi

P. H. Mechanical Division Kochi

P. H. Bilaterai Circle Trichur

Chief Engineer (Northern} Region Kozhikode
P. H. Circle Kozhikode

P. H. Division Kazhikode

P H. Division Badagara

P. H. Division Sultan Bathery

P. H. Circle Kannur

Kolanchery Water Suppiy Project Division Mattannur
I. P. 0. Division Thalassery

P. H. Bivision Kannur

P. H. Division Kasargode

Water Supply (Augmentation] Division Kannur
P.H. L P.D. Circle Palakkad

P. H. Division Palakkad

I. P. D. Division Shornur

P. H. Division Malappuram

I. P. D. Division Malappuram

P. H. Division Edappal

. Head Office Finance Wing

3220
3230
3300
3310
3320
3330
3340
3350
3360
3400
4000
4100
4110
4120
4130
4200
4210
4220
4230
4240
4250
4300
4310
4320
4330
4340
4350
5000
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CHAPRTER |
INTRODUCTION

OBJECTIVE

The abjective of tha manual shall be to establish consistent and effective pelicies and
procedures in arder to ansure uniform practices throughout the Authority. The policies
and pracedures spacified in this manual and those specified in Stores Purchase rules of
Government of Kerala shall he follawed unless specific exemption is otherwise granted by
the Authority.

SCOPE

This manual covers the operating systems and procedures and accounting thereof related
to material receipts, issuas, etc., considered relevant.

DEVIATION

Deviation shall not normally be permitted unless backed by a justifiable request for
deviation clearly outiining the following :

Nature of deviation

The reason for deviation

* % #*

The time span for which deviation is required

*  The procedure that would be followed if deviation is approved.

Such request shall be submitted to the Head Office which shall then evaluate the necessity
thereof and accordingly either approve ar reject the same.

USAGE AND CUSTODY

This manual shall be issued to and used only by those persons, the Authority may deem fit
and accordingly authorise. Any such person so authorised, shall preserve the copy under
hisfher confidential custody. Upon transfer/relocation/retirement etc., any such person
shali be obliged to return the copy to the Authority.

CHAPTER
ACCOUNTING POLICIES

TIMING - GENERAL

Accounting shall be in the period in which t1e physical events of material receipts, issues,
etc., take place.

TIMING - R=CEPT

Materia! Receipt shall be accounted for on recognition of acceptance of maserial by the
Authority including any lability therefore towards creditors/suppliers.



TIMING - 1S8SUES

Material issues shall be agccounted for either on movement of materials out of stores or
upon materials being directly received at site.

PRICING - RECEIPTS

Materia! receipts from suppliers shall normally be priced to include the folluwing elements
of cost :

- Basic Price

- lmport Duty [where applicable)
- Excisa Duty

- BSales Tax

- Freight

- Transit Insurance

- Handling charges upto stores

PRICING - 1SSUES

Materials issued from stores shali be valued at relevant pre-determined rates that may be
prescribed by the competent authority (i. e. Executive Engineer). This rate shall be reviewed
from time to time especially in cases where the price varies by more than 20%, in the view
of the authority or as may be considered necessary and accordingly revised. However, in
cases where capital equipments ‘spares are purchased for a particular capital work ‘'scheme
and routed through stores, such issues shall be at the actual cost.

RETURN OF MATERIALS FROM WORKS/CONTRACTORS
Raturn to stores shall be vaiued at the rates at which they were originally issued.
VALUATION - CLOSING STOCK OF STORES

Closing stock of materials shall be valued on “FIRST IN FIRST QUT" [FFO} basis for
purposes of Annual Accounts,

Accordingly, the Priced Stores Ledger {PSL] shall be adjusted, if necessary, to refiect the
aforesaid value at the yzar end. Tha value to be adjusted tharzfor shall be adjusted to the
consumption of stores items, tools and spares and consumables appropriately, as the case
may be.

SALE OF MATERIALS TO OTHER GOVERNMENT AGENCIES/CONTRACTCHS ETC.

Materials sold to other Government Agencies Contractors [only against receipt of money
or agreeing to payment terms for valua therefor) shali be priced to inciude:

- Price at pre-determined rates as may be determined hy the Authority or at market
price whichever is higher;

- Stores handling and supervision charges at the percentage as decided by the Authority
from time to time; and

- Sales Tax at the rates applicabla.
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TRANSFER OF MATERIALS BETWEEN ACCOUNT RENDERING UNITS (ARUS)

Materials transferred between ARUs shall be priced at the applicable pre-determined rates
and shall not include stores handling charges.

OBSOLETE, DAMAGED MATERIALS

The obsolescence of and damage to materials and the residual value thereof shall, only on
the basis of Technical Assessment, be determined as conclusive. The value of such
obsolete;damaged materials shall be charged to Revenue Account in the same period in
which the assessment takes place after obtaining Board Approval.

Such material, if sold, shall be only against receipt of money therefor and such sale value
shall be treated as income relative to such period.

SCRAP

Sale of scrap materials shall be accounted for as income in the period in which such sale
takes place.

CHAPTER M
OPERATING SYSTEMS AND PROCEDURES

A. RECEIPT OF MATERIALS
RECEIPT OF MATERIALS FROM SUPPLIERS

PURCHASE ORDERS

The purchase orders (also called ‘Supply Orders') prepared in Form MA 28 in six copies
shall be distributed in the following manner to facilitate related responsibilities.

1 st copy — The Supplier
2 nd copy — The receiving store/site, as the case may be
3 rd copy — The Divisional Office (Accounts Section] relative to the above
4 th copy — Audit Section, Head Office.
5 th copy — Immediate su-pervising officer
6 th copy — File copy.
INSPECTION

On receipt of materials at stores, the Assistant Enginesr responsible for the stores shall
inspect the materials in ralation to the specifications in the purchase order copy with him,

The inspection may also be carried out either at supplier's waorks or at stores in terms of
the contract. In case of inspection at suppliers works, assistance of a third party usually
agreeable to both parties shall be sought in addition, if necessary and on completion of such
inspection, an ‘inspection report’ shall be sent to the Assistant Engineer of the concerned
stores for taking necassary action at the time of receipt of materials. Such report shall
interalia state the net quantity acceptable and correspondingly identify the relative
materials.

In terms of the aforasaid inspection at stores, if any materials are to be rejected, the
same shall be intimated to the supplier and necessary further action undertaken.
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G0O0DS RECEIVED SHEET [GRS)

Lpon completion of inspection, the Assistant Enginesr shall proceed to prepare Goods
Received Shest [BRS) [in Form MA 1), pre-numbered to have congrol, in triplicate, Thae
completed GRS shall be distributed as follows :

1 st copy - - Divisional Office {Accounts Section)
2 nd copy — Supplier
3 rd copy — Betained in stores for bin card updating and record purposes,

The Measurement Book (MB), maintained by the Assistant Engineer-in-charge of such
stores shall thereafter be updated with details of such receipt including GRS reference.

BIN CARD UPDATING

‘fhe stores shall then enter the quantity accepted as per GRS in the ‘Receipts’ column of
Bin Card (in Form MA 2] for the respective material.

In case of materials received as replacemants for rejected materials, the aforesaid
procedures shall apply.

RECEIPT OF MATERIALS FROM OTHER STORES

The Divisiona! Stores which require the materials (transferee Stores) from central stores
or any other stores (transferor stores) shall obtain necessary proforma invoice for such
materials from the transferor stores and then shall prepare six (B) copias of Stores Indent
{in Form MA 3] duly authorised by the Executive Engineer (EE) of the transferee stores,
The same shall be distributed as follows:

1st copy to the Divisional Office (Accounts Section)

2nd to 5th copies to the Executive Engineer responsible for transferor stores, along
with the cheque {on receipt of the same from Divisional Dffice-Accounts Section) for
the value of materials, who shall forward

- the indent copies duly approved to the stores acknowledging therein the
receipt of cheque for the same

— the chequz to the Accounts Section for banking and accounting purposes.
Bth copy to the transferee stores.

On raceipt of materials with 3rd and 4th copies of indent the procedures as detailed in
paragraphs 1.2 and 1.3 hereinbefore shall be adopted. 3rd copy of such indent shall be

attached to tha GRS copy sent to the D.O. [A.S.]) and 4th copy retained in the stores along
with GRS copy meant for stores.

RETURN CF MATERIALS FROM WORKS CONTRACTORS

On completion of work or otharwise, any material to be returned to stores including by any
contractor after obtaining duz approval from the compatent authority, shall be accompa-
nied by a pre-numbared Material Return Note (MRN) {in Form MA 4] in triplicate. The same
shall be prepared by the Assistant Engineer (AE) or Assistant Executive Engineer (AEE]
related to such warks or by the contrastor who shall obtain the same from such AE AEE
and certified by such AE/AEE.
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Upon receipt of such materials at stores, the related AE-in-charge, shall after necassary
inspection, accept the materials and duly acknowledge the same and thereafter shal
distribute the copies of the MRAN as follows :

_—

1st copy to the person returning the materials
2nd copy to the Divisional Office {Accounts Section)
3rd copy to Stores for Bin Card updating and record purposes.

RECEIPT OF MATERIAL RETRIEVED OUT OF WORK

In respect of receipt of stock such as rocks, rubbles etc. retrieved out of works [say in
blasting etc.), the procedure set out in para 1.2, 1.3 and 1.4 shall be foliowed and these
shall be valued at the rate prescribed by a person authorised by Managing Director [MD) for
Priced Stores Ledger {PSL) purposes only. However, where such materials are used by the
contractors and recoveries are effected from their bills towards such usage, such recover-
ies shall be accounted for under the head “Other Income” (Account code : 7299}

FREE HECEIPT OF MATERIALS

In respect of materials received frea of cost from any agencies, viz. UNICEF, etc. GRS
(Form MA- 1) shall be prepared and distributed as stated in paragraph 1.3 of chapter Il A
and clearly marked “FREE RECEIPT FROM [name of agency])”.

B. ISSUE OF MATERIALS
GENERAL

The procedure stated in this section shall be uniformly applicable uniess stated otherwise
elsewhere. Sub divisional Office, where deemed necessary, shall maintain a paraliel record
of transactions effected at site.

STORES INDENT

Materials shall be issued only against duly authorised, pre-numbered ‘'Stores Indent' (in
Form MA 3}. Indents shall be prepared in six (B) copies; Five (5] copies of which shali be
forwarded to the Executive Engineer (EE) through proper channel for approval and the Bth
copy shall be retained by the indentor for follow-up ta ascertain such approval, by the EE
Upon authorisation by the EE for issue of materials, the indents [5 copies) shall be sent to
tha stores for the purpose.

The Assistant Engineer-in-charge of stores shall upon issue of such material obtain the
acknowledgement of the party in evidence thereof at the appropriate place earmarked for

the purpose (on the reverse side of the indents) in the copies of the indent related to such
issue.

GATE PASS

Such materials moving out of stores premises shall be accompanied by a Gate Pass (in
Form MA 5) prepared in Triplicate by the stores, the distribution whereof shall be as
follows:

1st copy - Gate-keepsr
2nd copy — Indentor
3rd copy — Stores file

The Gate-keeper shall cause to ensure that the materisls moving out of stores premises
are supported by and in accordance with Indent Gate Pass related to such matarials.
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ISSUES TO WORK/SCHEMES (ie. to site)

The AE-in-charge of stores shall issue the materials indented to the authorised person as
per the indent and enter the actual guantity issued, applicable issue rate and obtain
acknowledgement thereof, following the procedures outlined in paragraphs 1.1 and 1.2.
The indents shall then be distributed as follows :

1st & 2nd copies — Divisional Office {Accounts Section)

3rd copy — Indentors along with the materials.

4th copy — To be sent to the Indentors by post.

Sth copy — Stores for updating Bin Card and record purposes

Stores shall on issue of such materials update the Bin. Card [Form MA 2]
ISSUES TO CCNTRACTORS ON COST RECOVERABLE BASIS

issue of materials to contractors shall follow the procedures as aforesaid in paragraphs
1.1 and 1.2 including recording of in the indent related thereto that the ccst of materials
is recoverable and the contractor's name, at the appropriste place earmarked for the
purpose.

ISSUES TO OTHER DIVISIONAL STORES

The Stores on receipt of the four [4] copies (2nd to 5th copy] of indent, as per procedurs
specified in Chapter Il A Paragraph 2.1 shall adopt the procedure for issue of material as
aforesaid in para graph 2 except to the extert the distribution of such indents duly
recorded for such issue, shall be as follows :

2nd copy — Divisional Office [Accounts Section}.

3rd copy — To the transferee Staores.

4th copy —_ To the transferee stores by post.

Sth copy — Stores for updating Bin Card and record purposes.

SALE TO OTHER GOVERNMENT AGENCIES

The Executive Engineer (EE) shall on receipt of application from any Government agency
requesting for purchase of any material from the Authority proceed, if deemed necessary,
to correspond with such agency and obtsin Chegue/Demand Draft etc.. as the case may bs,
towards the price of such materials valued in accordance with the policy as statedin
Chapter |l paragraph 8.

Upon such receipt of monay the EE shall prepare and approve the necessary indent in six
[S Jcopies, the distribution whereof shall be as follows:

1st to Bth copies Divisional Office {Accounts Saction) along with the Cheque/
DD a3 the case may be.

Bth copy — Retained for record purpose.

The Stores =hall on raceipt of 1st to 4th copy of such indent from Divisional Office
{Accounts Section) procead to issue the relative materials in accordance with the procedura
outlined in paragraph 2 hereinbefore along with the 3rd and 4th copies of such indent to
the party and thereafter shall forward the 2nd copy of the same indent to Accounts
Section [for purposes of updating PSL). The 1st copy shall be retained for the purpose of
updating Ein Card and File.
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€ MATERIALS-AT-SITE

RECEIPTS
FROM SUPPLIERS

When materials are directly recsived at site [i. e. without being routed through stores)
from the suppliers, the AE/AEE-in-charge of the site shall prepare a ‘Goods Feceived Sheet’
{GRS) (Form MA 1) in Triplicate and all copies shall be stamped "RECEIVED AT SITE".

The procedure as mentioned for receipt of materials at stores (refer Chapter I A Para-
graphs 1.1 1.2 & 1.3}, That for inspection, measurement book etc, shall be followed
except tc the extent the GRS shall be distributed as follows.

1st & 3rd copies to D.O. {A. 8.) via AEE/EE
2nd copy to the Supplier

The GRS shall, in this case, mention the scheme/waork (capital/revenue including the work
order No. thereof, for which such materials have been purchased.

FROM STORES

When materials are receivad at site from stores the procedure set out in Chapter 1l B
paragraph 2 shall be adopted. As stated therein, the indent copy duly acknowledging the
receipt of materials from stores shall be the document used for evidencing receipt at site.
by the AE AEE, as the case may be.

FROM OTHER DIVISIONAL STORES

The procedures as in paragraph 2 above shall be adopted. On receipt of such indent, the
Division shall follow the procedures specified in Chapter #l A Paragraph 2 in case of
nan-availability of materials. The AE AEE-in-charge of such site shall acknowlaedge the
receipt of such materials directly at site in the copies of the indent (raised by Division as
mentioned in Chapter il A Paragraph 2.1) received along with the materials, Such
acknawledged indent copies shall be sent to the Divisional Stores through Sub-Division for
following the procedures mentioned in Chapter It A paragraph 2.2 and paragraph 1.2 above.

INTER-SITE TRANSFER

in case of materials transferred from one site to arnother within the control of the same
Division a pre-numbered "Materials At Site Transfer Note” {MASTN) (in Form MA B)
shall be prepared in Triplicate by the transferor and duly acknowledged by the transferee
in all copies, which shall be distributed as follows :

1st copy - Tranferee
2nd capy — Divisional Office (Accounts Section)
3rd copy -— Tranferor {through Sub-Division).

Both transferor and transferee shall update the respective ‘Register of Materials at Site
Account’ (Form MA B) on the basis of this document.
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USAGE OF MATERIALS AND RELATED PROCEDURES

Materials shall be strictly reserved-used in accordance for/with the purpose for which it
was received as per indent.

The procedures for controlling the usage of such material be it for Revenue or Capital
Expenditure shall to the extent relevant follow such procedures as detailed in Fixed Assets
Accounting Manual {Volume IV},

The AE/AEE-in-charge of site shall maintain 'Register’ of Materials at Site Account’
(RMASA-in Forrm MA B] in which opening balance, total receipts and issues at the beginning
of the month, all materials received as per paragraph 1 hereinbefore, usage thereof at the

site, total receipts and issues upto the end of the month and closing balance shall be
entered for each month.

At monthly intervals or on completion of work/schemes/etc. (as the case may be)
whichever is earlier, the consumption (usage) particuiars shall be detailed and submitted

work orderwise vide 'MASA STATEMENT' (in Form MA 7)., Section upwards such flow of
information shall be as follows :

— The Section shall prepare the same and forward to the Sub-Division, for nacessary.
verification if sought or otherwise,

The Sub-Division in turn shall after necessary verification consolidate wark
orderwise if need be, and thereafter forward the same co Division, in similar form

— The Division in turn shall further consolidate work orderwise, if need, be and
forward the same $o their Accounts Wing for necessary accounting procedures

and thereafter cause to obtain the same acknowledged that ithas been duly,
accounted.

In case of materials physically transferred from one site to another, but under the control
of different Divisions, the documant creation and flow shall follow the procedures outlined

in Chapter i A, Paragraphs 3.1, 3.2; Chapter Il B, Paragraph 4 and paragraph 1.3 aboveg|
as the case may be.

Issue of materials to the contractors shalt take place, as may be necessary on obtaining

an Unstamped Receipt (in such form and substance, as the Authority may deem fit) from
such contractors.

The physical custody, usage, etc., including the responsibilities therefor, of the materials
shall be as per rules in force from time to time.

NOTE

Sub-Division shall where considered necessary shall maintain parallel record of all
transactions effected at site.

D. OTHERS
OBSOLETE/DAMAGED MATERIALS

Soms matarials may become absolete or may dsteriorate or may become unserviceable dug
to long storage Furthermare, some materials may get damaged. All careg shall be exercised
to prevent or minimise deterioration by proper storage and by timely issues. The Authority
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shall cause to frequently inspect the stores and identify such materials likely to get deteri-
orated, provide them with proper protection and make enquiries with other stores as to
whether these articles would be required for use. If no such demand is forthcoming and if,
in the view of the Authority, it is felt that further storage will cause deterioration the same
shall be reported to the appropriate authority [Chief Engineer} through the Executive
Engineer stating inter-afia therein the book value of such materials if ascertaingble or if
not, the estimated realisable value thereof. The Chief Engineer shall order 8 Technical
Assessment of the damage/obsolescence and on receipt of the Thechnical Assessment,
shall cause to get the Board's approval for charging-off of the value of the materials, a
copy whereof shall be sent to Divisional Office (Accounts Section), and for disposal thereof
including open sale of such materials (following such procedures as may be prescribed by
the Autharity from time to time] at the best available market price.

On sale of such items, the Bin Card shall be updated referring to the approval of the Board,

CHAPTER IV

ACCOUNTING PROCEDURES
A. ACCOUNTING FOR RECEIPTS

RECEIPT OF MATERIALS FROM SUPPLIERS
PURCHASE ORDERS

Upon receipt of relevant copy of the purchase order, the Divisional Office {Accounts
Section) {D.O. {A.S,) ] shall record the supply order in “Register of supply orders placed.

supplies made and payments effected” (SOR) (in form MA 9] to be maintained supplierwise,
materialwise.

ADVANCE PAYMENTS

Any advance payments effected as per aforesaid supply order, shall be appropriately
recorded in the SOR under the relevant place earmarked for the purpose and such payments
shall be duly accounted in the cash book under the head

“Advances to Suppliers” (Account Code 1882

RECEIPT OF MATERIALS

Upon receipt of relevant copy of GRS, the DO. [A.S.) shall value the same in accordance
with the related supply order including the particulars of rate, terms. etc, as specified
therein and match the computed value with the bill, if received from supplier, adjusted if
necessary, for the quantity accepted. The Executive Engineer {EE] shall cauze to verify
such bills received from the supplier, with reference to GRS, Measurement Book, Purchase

D_r'der', Quantity accepted, etc., as may be relevant and shall after duly approving the said
bill forward the same to Accounts Section for accounting/payment.

The matched GRS/bill as aforesaid and or the unmatched GRS (i.e. bill not received) shall
nevertheless be entered in ‘Stock Receipt Register' (Form MA 10) to be maintained Material
Classificationwise as per Chart of Accounts. the abstract whereof, in 'Schedule of Debits
to Stock' (in Form MA 11) shall be prepared in triplicate and the 1st copy forwarded to
Henad Office, 2nd copy to Circle Region Dffice at monthly intervals.
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After recording as aforesaid in Stock Receipt Register the particulars of receipt shall be
entered in the SOR and Priced Stores Ledger (PSL)(in Form MA 12] at the appropriate
places therein earmarked for the purpose.

in cases where the aforesaid procedure shall have been followed and the bill of supplier
received later in point of time, any differences arising from matching of such bills with the
related GRS valued earlier shall be recorded in Form MA 10, Form MA 11, Supply Order
Register and PSL indicating the related GRS reference, as well,

PAYMENT OF BILLS

Lpon complete verification of suppliers bills as aforesaid in paragraph 1.3, the suppliers
bills shall be paid when due as per supply order. In disbursing such final payments the
amount of advance paid, if any, shall be deducted. The details of such final payments shall
be duly accounted in the Cash Book under the head "Sundry Creditors-Suppliers” [(Account
Cade 2812), and recorded in SOR appropriately. The advance adjusted, as aforesaid, if any,
shall be duly accounted in the cash book as follows :

Receipts Side - Under the head “Advance to Suppliers” [Account Code 1662)
Payments Side : Under the head “Sundry Creditors-Suppliers” (Account Code 2812]

The procedures as mentioned in paragraphs 1.3 and 1.4.1 hereinbefore shall be adopted
for bills received if any, from transporters/carriers insurers, in respect of matching the
same with GRS, recording in Form MA 10, FormMA 11, SOR and PSL, as may be necessary
and also the accounting for payment.

RECEIPT OF MATERIALS FROM OTHER STORES

The 0. O. {A. 8.) shall on receipt of the copy of the indent (as referred to in Chapter Ill A,
Paragraph 2.1) prepare a cheque for the value of the materials to be drawn from the
transferor stores and forward the same to the Assistant Engineer-in-charge cf transferee
stores through the Exacutive Engineer of such Division. The details of such payments shall
be entered in “Inward Register of Inter-Office Account-Materials” (in Form MA 13} and the
payment duly accounted for in tha Cash Book under the head "I0A-Materials ([Account Code
9111 to 9113, as the case may he]”.

Upon receipt of the related GRS copy, thz 3RS shall be valuzd at the relative pre-
detzrmined issue rate at which such materials wers transferred by the transferor stores
and the particulars whereof shall be entered appropriately in Form MA 10. PSL and Form
MA 13. A copy whereof similar to Form MA 13, Divisionwise shall be updated at monthly
intervals reflecting payments made to such Divisions, but materials yet to be received and
shall be sent to the Head Office and Circle Region Office at the year end.

RETURN OF MATERIALS FROM WORKS/CONTRACTORS

Upon receipt of the relevant copy of the MRN (Farm MA 4) evidencing return of materials

from works/contractars, D.O. (A.S] shall verify the same and update Form MA 10, PSL
and “Contractors Register” (Form FA 8 for materials returned by contractors-originally
issued on cost recoverable basis) appropriately, as necessary. The difference between the

agreed rate and the issue rate for such returned materials shall be accounted for in the
Cash Book as follows :

Receipt side : Under the head “"Control Account - Capital Expenditure Materials” (Account
Code - 9212}, if such materials are returned from capital works.
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Under the head “Consumption of Stores Items, Consumption of Tools and Spares;
Consumption of Consumables” [Account Code - 3111 to 3139, as the case may be), if
such materials are returned from revenue works".

Payment side : Under the head “Stock of Stores items; Stock of Tools and Spares; Stock
of Consumables [Account Codes 1311 to 1339, as the case may be).

FREE RECEIPT OF MATERIALS

Upon receipt of copy of GRS marked FREE RECEIPT FROM... , the same shali be valued by
D.0. [AS)at relevant market rate and recorded in Form MA-10 [Column No.9), Form
MA-11 (Column No. 3} and Form MA-12 as may be necessary.

ACCOUNTING AT HEAD OFFICE

On the basis of Form MA 11, the Head Office shall debit stock of stores items, Tools &

Spares, Consumables, appropriately (Account Codes 1311 to 1339, as the case may
be] for ;

— Receipt of materials from suppliers; crediting “Sundry Creditors - Suppliers”
(Account Code 2B12).

— Receipt of materials from other Divisions, Crediting “Inter-Office Account-Materials”
{Account Code 9111 to0 9113, as the case may be).

-— Beturn of materials from capital works crediting "Control Account-Capital Expen-
diture-Materials” (Account Code 92 12),

— Return of materials from revenue works crediting “Consumption of stores items,

Consumption of Tools and Spares, Consumption of Consumabies” [Account Codes
3111 to 3138, as the case may be).

— Return of materials from contractors [cost recoverable), if any; crediting "Advan-
ces to Contractors” [Account Code 1661).

— Free receipt of materials crediting “Oonated Capital Assets” [Account Code 2022,
to the extent specified in column 9.

ACCOUNTING FOR ISSUES
GENERAL

Upon receipt of relevant copy of the indent evidencing issue of related materials D.O
[A.S.]) shall

— Update the Priced Stores Ledger (PSL)(Form MA 12] for such issues, at the
applicable pre-determined rates.

In addition, the procedures outlined hereinafter relative to such transactions shall also be
appilcable.

ISSUES TO WORK /| SCHEMES (i. e. to site)

Upon receipt of the relevant copy of the indent, evidencing issue of related materials to
site the D.Q. [A.E.]) shall

— record details of such issue in the “Aegister of Issues to Site” to be maintained
work orderwise (as per specimen in Form MA 14]) the monthly abstract [for the
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month) whereof shall be included at the appropriate place in “Detailed Account of
Issues” Form MA 15]) which shall be prepared in triplicate and the 1st copy
submitted to Head Office, 2nd copy to Circle/Region Office at monthly intervals.

ISSUES TO CONTRACTORS ON COST RECOVERABLE BASIS

Upon receipt of the relevant copy of the indent evidencing issue of related materials’
the D.0. (A.S.) shali record details of such issues in the "Contractor Register” (Specimen
as per Form FA 8 of Fixed Assets Accounting Manual) at the appropriate place earmarked
for the purpose.

such transactions shall be accounted thereafter in the Cash Baok as follows -

For issues from Stores :

Payments Side : Under the head "Advances to Centractors™ [Account Code 1661) to
the extent of value of such materials priced in accordance with the

Accounting Policy (Chapter || Paragraph 8) and or terms between the,
contractor and the Authority.

Under the head “"Control Account - Capital Expenditure - Materialg”
{Account Code 9212] if issued for capital works; or Consumption of
Stores items; Consumption of Tools and Spares, Consumption of
Consumables (Account Code 3111 to 3139, as the case may be) if
issued for revenue works: to the extent of difference, if any, between
the predetermined issue rate and the rate agreed with the contractor’

Receipts Side : Under the retevant head of Inventory {Account Codes' 1311 to 1339
as the case may be) to the extent of pre-determined issue ratss
applicable.

For issues from Site:

Payments side  : Under the head “"Advances to Contractors” (Account code 1B861) to
the extent of value of such materials priced in accordance with the
accounting policy [Chapter i, Paragraph 8) and'or terms between the
contractor and the Authority.

Raceipt Side : Under the head "Control Account - Capital Expenditure - Materials’
(Account Code 8212} if issued for capital works; or under the head
“Consumption of stores items; Consumption of Tools and Spares;
Consumption of Consumables” [Account Code 3111 to 3139, as the
case may be), if issued for revenue works.

ISSUES TO OTHER DIVISIONAL STORES

Upon receipt of relevant copies of indent, prior to issue of related materisls, along with the

cheque for value of such materials, the D.0. (A. 8.) shall duly record the details of such
receipt in the “Outward Register of Inter-Office Account - Materials” specified here in

after and shall account for such receipts in the Cash Book under the head inter-office
account - materials [Account Codes 8111, 9112, 8113 appropriately, as the case maybe).
The D.O. (A. S.) shall forward the copies of indent to the Executive Engineer for onward
transmission to stores for the issue of materials related to such indents Thereafter, the D.
0. [A.5)) shall bank such cheques received in the non-operative account.
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Upon receipt of the relevant copy of thz indent evidencing issue of related materials, the
D.0. (A. S.) shall record the details of such issue in

—  “Register of materials issued to other Divisions™ (Form MA 18) to be maintained
Inventory Categorywise the abstract whereof shall be included at the appropriate
place in Form MA 15 to be submitted to Head Office and Circle Region Office at
Manthly intervals.

— “DOutward Register of inter-Office Account-Materials” to be maintained Division-
wise (specimen as per Form MA 17] copy whereof ina similar form shall be
updated at monthly intervals and submitted to Head Office and Circle,Region
Office at year end, specifying details of money received but materials remaining
yet to be issued.

SALE-OTHER GOVERNMENT AGENCIES

Upon receipt of the relevant copies of the indent along with the Chegue/Demand Draft.
etc., as the case may be, for value of related materials the 0.0. (A.S.) shall appropriately
account for such Cheques/Demand Drafts received in the receipt side of the cash book
undar the head “Advances received from Government Agencies” [Account code 28392} and
proceed to bank such Cheque BD in the non-operative account. An invoice [in Form MA-23]}
shall also be issued to such Agency buying the materials.

The D.0. (A.S.) shall then forward the relevant copies of the indent through the Executive
Engineer to the stores for issue of related materials.

Upon receipt of the relevant copy of the indent evidencing issue of related materials the
D.0. {A.S.) shall regularisz thz aforesaid treatment of accounting such money receipt as
follows:

Payment side of —- Under the head “Advances Received from Government Agencies”

Cash Book fAccount Code 2882] to the full extent of money received hitherto
hefore.

Receipt side of — Under the relevent head of Inventory (Account Codes 1311 to

Cash Book 1339. as the case may be) to the extent of pre-determined issue

rates applicable.

— Under the head “Storage Charges” {Account Code §512) to the
extent of such charges leviable.

— Under the head “Sales Tax Collection-Others” {Account Code
©839) to the extent sales tax is collectable.

—  Under the head “Miscellaneous income - Others” (Account Code
7299) to the extent of differences, if any, between the total of
money received from the Government Agency and sum of aforesaid
guantum to be treated under various heads in the receipt side of
the cashbook.

ACCOUNTING AT HEAD OFFICE

The Head Office shall
{a] Upon receipt of Form MA 15 at monthly intervais do the following :
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— Debit ‘consumption of stores items ;tools and spares. consumables’ {Account
cades 3111 to 3138), as the case may be in respect of materials issued for
Repairs and Maintenance; ‘control account - capital expenditure - material
{Account Code 9212} in respect of materials issued for capital works and ‘inter-
office Account - Materials’. [Account Codes 9111 to 9113) as the case may be
in respect of materials issued to ather divisions, specified in such form.

— Credit Inventory Classification Codes with the amount specified against such codes
in such form [Account Codes 1311 to 1338 as the case may be)]

(b} Upon receipt of abstract of Forms MA 13 & MA 17 at year end do the following:

— match each such abstracts corresponding to the transactions between one
division and another to identify and ascertain the value of materials-in-transit,
cheques-in-transit and account accordingly, the entries whereof being dealt
with in the compilation of Accounts Manual.

¢ ACCOUNTING FOR MATERIALS-AY-SITE
RECEIPTS
FROM SUPPLIERS

The procedures spelt out in Chapter IV A Paragraphs 1.1 and 1.4 shall be applicable save

to the extent as shali not be contrary to those applicable in addition and set out herein
after.

Upon receipt of two copies of the relevant GRS, the D.O (A.S.) shall proceed to value the
same as per procedure in earlier sections referred to hereinhefore and verify with the bil|
of the supplier. One copy of the said GRS shall be returned to site for their purposes. The
details of such receipt at site shall be duly recorded in Forms MA 10, MA 14, S0OR and
shall not be recorded in PSL. Any differences arising out of matching GRS with bills also
shall be entered in these registers and forms and informed to the site.

FROM STOHES

Upon receipt of the relevant indent evidencing issue of related materials, the D.0. [A.S.}
shall follow the procedures spelt out in Chapter |V B Paragraph 2.

FROM OTHER DIVISIONAL STORES

The procedures to be followed in order shall be as follows :
{a) Refer Chapter IV A. Paragraph 2.
{b) Refer Chapter iV B, Paragraph 2.

INTER-SITE TRANSFER

Upon receipt of the relevant copy of MASTN (Form MA B}, the D. O. {A. S.) shall duly adjust
the "Register of Issue to site” (Form MA 14) to reflect such transfers.

The details of materials used in maintenance shall be entered in the respective folio for the
schemes in Form RA-35 under retevant Account Heads (three digit codes).
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D. OTHERS

ACCOUNTING FOR OBSOLETE DAMAGED MATERIALS AND SALE THEREOF

Upon receipt of ralevant copy of the approval for write-off of obsolete/damaged materials,
the D. 0. {A. S.) shall deduct the quantity and the book value of such materials as approved.
from the PSL, referring to the approval by the Board and shall intimate the Head office
the amount of such charge-off along with a copy of such approval (in Form MA 20).
Form MA 20 shall be prepared in triplicate and 1st copy forwarded to the Head Officer
2nd copy to Circle Region Office. An invoice (in Form MA-23] shali be issued to the party
buying such materials.

On receipt of the sale value of materials sold, the same shall be duly accounted for in
the cash book as follows:

Receipt Side — Under the head “Other Income” {Account Code 7293} to the extent
of money received towards the value of such materials as aforesaid.

— Under the head "Sales Tax Coliections - Qthers” [Account Code 2839j)
to the extent of sales tax coliected, if any, on the value of such
materials as aforesaid.

The Head Office, on receipt of Form MA 20, shall pass the necessary accounting entry
in tha folowing manner:

— Debit “Stores written-off-stores, Tools & Spares, Consumables (Account Codes
5331 to 5333. as the case may be)

_. Credit “Stock of Stores, Tools & Spares, Consumables [Account Codes 1311 to
4339 as the case may be)

with the amount relating to such charge-off specified in such form.
ACCOUNTING FOR SALE OF SCRAP

After obtaining due approval from the appropriate suthority, when scrap materials are
sold (following such procedures, as may be prescribed by the Authority, from time to time)
at the best available market price, an Invoice in Form MA 23 shall be raised and the details
of sale value thereof shall be entered in "Register of Scrap Sold” (in Form MA 21) which
shall be summarised and sent to Head Office and Circle/Region Office in similar form.

On receipt of the money towards such sale value by Chequz'Dzmand Draft/Cash the same
shall be deposited into the Bank and duly accounted on the receipt side of the Cash Book
under the “Sundry Debtors - Others - Dues from others” (Account Code 14989).

The Head Office on receipt of Form MA 21 shall pass the following entry:

— Debit “Sundry Debtors - Others - Dues from Othars” [Account Code 14389)
to the extent of value of scrap and sales tax thereon.

— Credit “Sale of Scrap” (Account code 7292) to the extent o¢ the value of such
scrap.

"Sales Tax Collections on sale of scrap” (Account Code 2831) to the
extent of sales tax collection on the value of such scrap.
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VALUATION OF CLOSING STOCK

At the year end, closing stock shall be valued on “First In First Out” {FIFO) basis. The

procedure adopted shall be to ascertain the buildup of the closing balance quantity relatable
in order of the latest receipts.

For example, if the closing balance guantity of an itemis 100 Nos. and value thereof
Rs. 10,000/- as per PSL as on 31-3- 1986 and the latest receipts for such item as per
PSL are as follows:

GRS No. Date Qty. (Nos) Value (Rs.)
1212/25-3-86 50 4,900.00
1220/ 26-3-86 25 2.600.00
1225/27-3-86 20 2.500.00
1227/28-3-86 25 3.000.00
then the closing balance quantity and value thereof shall be computed as detailed below:
GRS No./Date Bty. (Nos) Value [Rs.)
Quantity of:
1227/28-3-86 25 3.000.00
1225/27-3-86 20 2,500.00
1220/26-3-86 25 2,600.00
1212 25-3-86 30 2,840.00
Closing balance 160 11.040.00
* 50 Nos. value = Rs. 4.900

30 MNos. value = Rs. 4,900 x 30

= Rs. 2,940.00
50 —_

The vatue of closing stock warked out as above is Rs. 11,040.00 and this shall be the
closing stock value at the year end i.e, as on 31-3-86 However, the PSL balance will be
As. 10,000/- To adjust the difference, Rs. 1,040/- [i. e. the difference, between Rs,
11,040;- and Rs. 10,000/-) shall be taken as “Pius” adjustment in the value column cf

closing balance.

If the situation were to be vice-versa the same shall be taken as “minus™.

The adjustmants, as above, shall be summarised in Form MA 20 and sent to the Head
Office and Circle Region Office at the year end.

The Head Office, on receipt of Form MA 20, shall pass the following entry to account for
“plus™ adjustment :

— Debit “Stock of Stores, Tools 8& Spares, Consumables” {Account Codes 1311
to 1339, as the case may be)
— Credit “Cansumption of Stores ltems. Taols & Spares, Consumables” [Account

codes 3111 to 3139 as the case maybe]

to the extent of amounts specified against relevant account codes and vice-versa for
“minus” adjustments.
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RAILWAY AND OTHER CLA!IMS

The Authority shalt cause to verify the materials received through Railways/Roadways
prior to taking delivery of such materials. in case, any shortage/damage/non-delivery of
goods by the carriers is noticed, suitabie action shall be caused to be undertaken to obtain
shortage / damage certificate from the carriers. The ciaim shall then be preferred
appropriately in the form prescribed by the carriers. if any, or suitably. otherwise. Mani-
toring such claim and/or follow up including complying with procedural formalities as may
be prescribed/requested by the carriers shall be undertaken by the Authority provided the
onus of such action vests with the Authority as contracted between the related supplier
and the Authority. Claims as preferred by the Authority shall be duly recorded in ‘Claims
Register' (Form MA 22] copy whereof in similar form shall be forwarded to D. Q. (A. 5.).

The D .0. {A. S.) shall upon receipt of copy Form MA 22 consolidate and forward in similar
form to the Head Office for necessary accounting and to Circle/Region Office.

Upon receipt of money from the carriers in settlement of such claims preferred referred
to hereinbefore, the same shall be duly accounted in the receipt side of the Cash Book
under the hsad “Claims Recoverable” (Account code 1672, 1679 as the case may be).

The D. 0. {A. S.) shall cause to ensure upan such receipt of money as to whether any money
aiready paid to Sundry Creditors either as advance or otherwise related to such quantum
of materials for which claim was preferred is recoverable and if ascertained in the negative
from the appropriate authority. shall duly account to such extent as follows:

Receipts side of — Under the head "Sundry Creditors” [Account Code 2812} or
Cash Book Advances to Suppliers” (Account code 1662} as the case may be
Payments side of — Under the head ‘claims received' (Account Code 7232. 723%8 as
Cash Book the case may be). -

and also update SCOR, accordingly.
The Head Office shall upon receipt of Form MA 22, pass the following entries:

i)  When claim if preferred:
—- Debit “Claims Recoverable” [Account Code 1672, 1679 as the case may be)
—  Credit “Other Liabilities" [Account Code 2889) to the extent of aforesaid value.

i) When money is received from carriers:
— Debit “"Other Liabilities” {Account Code 2899}
— Credit “Claims Received” [Account Codes 7232, 7238 as the case may be}.

CHAPTER V
INTERNAL CONTROL
ARU's shall adhere to the following control measures :
CONTROL OVER RECEIPT/ISSUE DOCUMENTS

Separate folios/registers (in Form MA 25) shall be maintained for Booklets of :
— (Boods Received Sheets {[GRS)
— Stores indents
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— Material Beturn Notes (MRBN]
—  Material-at-site transfer Notes [MASTN)
— (Gate Pass

The respective columns of which shail be filied 'up on issue of these booklets and
signature of the officer to whom they are issued shall be obtained.

CONTROL OVER BIN CARDS

A Register of Bin Cards [in Form MA 24] shall be maintained, the respective columns
except the column of Name of material {Column 3] of which shall be filied upon issue of the
cards and sighature of the officer to whom they are issued shall be obtained. On completion
of a Bin Card. the same shall be returned to the D,0 (A, S)and D. O (A. S) shall record the
return in the Register.

CANCELLATION OF DOCUMENTS

If any set of pre-numbered documents (Viz. GRS, Stores Indent MRN, MASTN & Gate Pass)
is cancelled the document set shall be scored out with "CANCELLED" seal and all copies
filled.

FILLING OF DOCUMENTS

All documents including cancelled documents shall be filed in serial order.

CUT-0OFF PROCEDURES

Cut-off procedures to be followed by stores shall be to note down the last document
numbers as at the end of an accounting period for GRS, MRAN and Stores Indent and
intimate the same to the D.0. [A.S.) to ensure proper accounting of transactions within the
period in which the transactions take place. The last number of MASTN shall be intimated
by the respective AE/AEE-in charge of such site.

RECONCILIATION OF PRICED STORES LEDGER WITH BIN CARD

Since both PSL and Bin Card contain Quantitative recording of materials transaction. it is
important that these records reflect the same guantities as balances for each such item
of material. Hence reconciliation of these two records shall be done periodically to
correspond with the time the physical verification of such items take place.

A certificate to the effect that the Bin Card has been reconciled with priced stores ledger
shall be recorded in the PSL after such reconciliation, duly initialled as well by the stock
verification unit as mentioned in paragraph hereinafter.

PHYSICAL VERIFICATION OF STOCKS

Periodical physical verification of stores is absolutely essential which shali be done by
“Sgock Verification Unit™ of the Authority, duly authorised to perform such verification,
and also by the Executive Engineer of the concerned Division, in such a way that such
verification covers all stores of the Authorityin a Financial Year. This periodical
verification shall also cover the verification of postings and accounts of afl transactions
which have taken place since the last such verification. Such periodical verification shall
also be aimed at, to the extent considered necessary, in ensuring that the stock of items
at such places, in particular at various sites arein accordance with the stock limits
prescribed for such items by the Authority from time to0 time.
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When once the verification of the physical balance of any item of store is taken up, it shall
be ensured that normsally there is no transaction of such material until the physical
verification of that material is completed. In exceptional circumstances, the transaction
may be allowed to take place, in which case the physical balance shall be arrived at by
adjusting the receipts and issues during such period. The physical balance shall be
compared with the Bin Card and PSL balances after providing for corrections against
erroneous entries, if any.

Any excess/shortage between such physical verification and the appropriate book figure
shall be analysed and book figures adjusted, as necessary, Necessary preventive/corrective
and { or disciplinary action shall be caused to be undertaken by the Authaority if any such
shortage as aforesaid is proved to be attributed to theft/pilferage and the like committed
by and/or by the wilful negligence of the custodian in-charge of such stocks.

The Executive Engineer, responsible for such stores shall take necessary steps to get

approval through proper channel from appropriate authority at the Head Office for adjust-
ing the recaords on account of excess/shortage.

On receipt of such approval, the Bin Card and PSL shall be adjusted for such excess/

shortage of such material and value thereof in PSL, at the latest Heceipt/issue rate as the
case may be.

The D.O. (A8 shall, on such adjustment, submit a report in form MA 20 to the Head
Office and to Circle/Region Office.

The Head Office on receipt of such Form MA 20 pass the following entries to account for
adjustment of Excess/Shortage of stock.

Excess . — Debit “Stock of stores items; Tools & Spares and Consumables’,
(Account Codes 1311 to 1339 as the case may be)

— Credit ‘Consumption of stores items; Tools & Spares and Consumables’
(Account Codes 3111 to 3138 as the case may be).

Shortage . _— Debit “Consumption of Stores items; Tools & Spares and Consumables’
{Account Codes 3111 to 3139 as the case may be)

— Credit “Stock of storesitems; Tools & Spares and Consumables”
Account Codes 1311 to 1339, as the case may be).

RECONCILIATION

The Head office shall intimate the respective Divisional office [Accounts Section]) at
periodic intervals, the balances in "Sundry Creditors - suppliers” (Account Code 2812];
“Advances to Suppliers” (Account code 1B62); “Stock of Stores items. Tools & Spares
and Consumables” (Account Codes 1311 to 1338} which shall be reconciled by the
respective Divisions with SOR and PSL.

SITE TRANSACTIONS

Where considered necessary, the sub-division shall maintain a parallel record of all site
transactions.
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CHAPTER VI

INFORMATION SYSTEM

The forms summearised in the following Table shall form part of the Information System from the
Divisions to the Head Office, Region and Circle Offices.

Sl Description of Form Form No. Periodicity
No.
1 Schedule of Debits to stock MA 11 Monthly

2 List of payments made to other Divisions, but
materials yet to be received. Abstract of
inward Register of Inter-Office Account-
Materisals. MA 13 Annual

3 Detailed Account of Issues MA 15 Maonthly

4 List of payments received from other Divisions,
but materials yet to be issued (Abstract of
Outward Register of Inter-Office Account-

Materials) MA 17 Annual

5 Statement of Excess/Shortage of materials, Maonthly (As and when
obsolete/damaged materials, closing stock adjustments are made)
adjustments. MA 20 and Annual

Monthly [As and when
6 Details of scrap sold (Abstract of Register of transactions take

scrap sold) MA 27 place).

Monthly (As and when
7 Datails of claims (Abstrast of “Claims transactions take

Register”) MA 22 place).
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LIST OF FORMS & FORMATS

Sk No. Description of Forms & Formats Form No.
1 Goods Received Sheet (GRS) MA 1
2 Bin Card MA 2
3 Stores indent MA 3
4 Material Return Note [MRAN) MA 4
5 (Gate Pass MA b5
B8 Register of Materials-at-site Account

(RMASA) MA B
7 MASA Statement MA 7
B8 Materials-at-site Transfer Note [MASTN] MA 8
9 Register of supply orders placed supplies MA QO

made and payments effected (SOR] MA 10

10 Stock Receipt Register MA 11

11 Scheduie of Debits to Stock MA 12

12 Priced Stores Ledger (PSL} MA 13

13 Inward Register of Inter-Office Account-

Materials MA 14
14 Register of Issues to Site MA 15
15 Detailed Account of Issues
16 Register of Materials |ssued to other MA 16
Divisions

17 Outward Register of inter-Office Account MA 17
-Materials

18 Statement of Excess/Shortage of materials MA 20
cbsolete ‘damaged materials, closing stock
adjustments

19 Register of Scrap sold MA 21

20 Claims Register MA 22

21 Invoice MA 23

22 Register of Bin Cards MA 24

23 Stock Register of Blank Records and Forms MA 25

24 Purchase Order MA 286
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Form No, MA 1} KERALA WATER AUTHORITY 1st copy — Divisional Office
(Ref. Chapter Il A Para 1.3 GOODS RECEIVED SHEET (GRS) [Accounts section]
2nd copy -— Supplier
3rd copy — Stores
Baok No.
Division Serial No.
Location Code Name of the supplier @ ........... Date
; Purchase/ i Quantity : ,
g1, | nvoice/ 1 gipply order | Description of Material I Accepted| Mt of | Rate | Amount | Bin } PSL
R.R. No./ |[————— .- Code | Recei- ; measu- ard | folio | Remarks
No. materials N d | on ing- N M
L. R. No. No. Date 0. ve pection rement Rs. As. 0. 0.
B 2 3 4 5 8 7 8 g 10 11 12 13 14
|
(P.TO)

Dated Signature of Store Keeper

Dated Signature of the Asst. Engineer.
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FORM No. MA-1 (Contd..)
PARTICULARS OF RATE IN COLUMN 10
Basic .Excise Sub- . Insur- Handling Grand
ﬁl‘ Description of Material Price Duty Total | SelesTax| Freight ance Charges Total
o.
Rs. P. Rs. P. As. P. Rs. P As. P. Rs. P. Rs. P. Rs. P.




Form No. MA 2

(Ref. Chapter ll A Para 1.4]
Division

l.ocation Code

Material Description
Material Code No.

Unit of Measurement

KERALA WATER AUTHORITY

BIN CARD

ISSUE RATE:

Date of fixation

Bin Card No.

From .. ... To
Maximum Stock
Minitnum Stock

Re-order Level

Document

Quantity

Date Ref. No.

Receipts

lssues

Balance

Initials of
store-keeper

Initial of
Assistant Engineer

Remarks




Form No. MA 3

KERALA WATER AUTHORITY

STORES INDENT

To site

+f

To Qther Stores

[Ref. Chapter !l A Para 2.1 1st Copy D.O. [A.8.) D.0.(AS]
Name of work [Transferee)
and Chapter 1ll B Para 1) Work Order No. 2nd Copy D.O. (A8] D.O.(AS])
Agreement No. {Transferor]
Division : Name of Contractor 3rd Copy Indentors  indentors
Ty e . 4th Copy By Post to By Post to
L.ocation Code : :’Vhether‘brfust ’ ?(es_-l';lo [Slt'”kl(:sel out which-ever Indentors Indentors
ecoverabie is not applicable) . 5th Copy Stores Stores
Indent on «vvv--ee.. Division stores [Transferee)
Sale to aneieermens 6th Copy File File
Description of | Material Quantity Indented Guantity Issued Unit of Rate ‘ Value | Gate pass M
material code No. | InFigures | In words in fig. | Inwords |measurement| Rs. Rs. No. & Date emarks
1 2 3 i 4 5 ‘ B } 7 ' g 9 10 11




FORM No. MA-3 (Continued)
Please deliver_the materials to the person whose specimen signature is given below

Name and address of the person ta whom the materials are to be delivered:

Dated signature of the indentor

Designation: _____

Passed for issue of materials

- Dated signature of the Executive

Engineer
Specimen signature of the above person:
fssued on [Date) and entered Received the materials as per column B Posted in Priced stores Ledger
in Bin Card No. o [ Folio No.

Dated signature of the Ledger

ted signature of Store Keeper/Assistant Engineer Dated signature of authorised person P
Dated sig R per/ g 9 P keeper / Divisional Accountant




} 4 . 3
Form MA 4 KERALA WATER AUTHORITY ist copy - Acknowledged file copy
{Ref. Chapter Il A Para 3.1) MATERIAL RETURN NOTE (MRN]) 2nd copy - Divisional office
(Accounts)
Division : Location Code ; 3rd copy - Stores
Sub-division : Location Code :
) Book No.
Section
Name of work : Serial No.
Name of contractor :
If returned from contractor, Work order No. : Date
whether issued originally on 2 :
cost recoverable basis Agreement No. :
MASTN No./ ; Rate at
Sl Description of Materijal Original Unit of | Quantity | which ’Amount (BX7) Bin PSL
No. materials code indent No./ mﬁ!gﬁ:e- returned | issued Rs. Card No. | folio No. Remarks
GRS No. & Date Rs.
1 2 3 4 5 B 7 8 9 10 11
Dated signature of Dated signature of Asst. Engineer: Asst. Executive Engineer- Bated signature of Assistant Engineer-

the contractor in-charge of work in-charge of stores.



" k! ‘

4 4
Form No. MA B KERALA WATER AUTHORITY 1st Copy - Gate Keeper
(Ref. Chapter It B Para 1.2) 2nd Copy - Indentor
Division - GATE PASS 3rd Copy - Stores
Book No.
Location Coda : Serial No.
Date :
Description of Materia! Unit of Quantity lssued I Indent .
Si. No. M ial Code measurement | No.& Vehicle No.
aterials In figures In words J Date
Checked at the Gate and passed. Dated Signature of Assistant
Signature of the Gate-keeper Engineer-in-charge of stores,
Time :

Date :



4 s : ﬂ ¥
Form No. MA 6 KERALA WATER AUTHORITY
(Refer Chapter Hi {c] ]
Register of Materials at Site Account Name of work
o i WO Number
DiVISION o evrasaneninsaasses eaveasteverenpetaians LoCAtion COO...iiiuinresvaracannssnss Estimated Quantity
SUD DIVISION v cevaveeneseerraravasrrsnssserscansaes LOCALION COUBuvenrn e ersresnnsrrnisansorsss . Material
Material
SECLION cvve seresosenssvsnsrarasracerss (In Quantity) Material
. Document M. Book Rate Cpening Closing
Particulars i
No. and Date Ref. Balance Receipts Issues Stock Remarks
Hs. Ps.
1 2 3 4 5 B 7 B8 a
Materials :
Checked : Checked :

Asgst. Engineer

Asst. Executive Engineer

Executive Engineer




e
.
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Form No, MA-7 KERALA WATER AUTHORITY

(Refer Chapter Il (C)

DHVISION  secsnmresresssssnsanrrecsassananrs snsans LocAation cOde .. ceiscsiamisrrsrsressesssnssass
Sub DiviSI0N.eerrsrsrsasrs srecmcs srrenrsinrens LoCAtion COOB.. cevamseartiesarssrsncnsons vasoes

(In Quantity)
SEOEION aevervorrtaiornns mesanspmasnrossancrononnss

o o Unit Issue Opening Recei c . Closing
gscription i Rate Balance eceipts gnsumption Balance Remarks
i 1 2 3 4 5 B 7 8
Stores ltems
1. Steel
2. Cement
Prepared by : Verified by : Approved by:

Asst. Engineer Asst. Executive Engineer Executive Engineer



4 4 g a
Form No. MA B KERALA WATER AUTHORITY 1st Copy - Transferee
A 2nd Copy - Divistonal Office
(Refer Chapter Il C Para 1.4) (Account Section)
MATERIALS-AT-SITE TRANSFER NOTE (MASTN) 3rd Copy - Transferor
Book No;
Serial No:
Division LOC Code.veresrarsmeeeeres Date:
Description of Transferred from Transferred to Unit Quanticy Rate Value Reference No.
Materials work order No. work order No. Transferred Rs. Rs. of authorisation
1 2 i 3 I 4 | 5 | 5] 7 | 8

tssued the materials as above.

Dated signature of the Assistant Engineer/
Assistant Executive Engineer-in-charge of

Transferor site.

Received the materials as above.

Dated signature of the Assistant Engineer/
Assistant Executive Engineer-in-charge
of transferee site.



Form No. MA 9

(Ref Chapter IV A Para 1.1)

Name of the firm: ..o e

TIL LR

SEdRtR naan BRaw

o4

KERALA WATER AUTHORITY
REGISTER OF SUPPLY ORDERS PLACED. SUPPLIEES MADE AND
PAYMENTS EFFECTED (SOR)

Description of materials ! ..o .cieiniea

Division

Location code

tame maaEy

Details of Advance pay- Details of supplies Details of Final Payment

. X Balance
supply order ments rmade received adjustment
S . 2 : Gty.
E Quantity o | | 4 | Quantity Q . pending ~ |y 5
@ E g . o W o g } Supply <+ |28
® 5 |2 |2 5 5 | O S |3 = |e=¢
1= pd . i) Z o | {E@Dd°
o 5] 5 o 2| o kY3 < a2 G = a3 e e E>~5
> o £ |3 5| 2 8| 8 S 28 | 28 5 €t |g<c
o O . Iy [E 3 =] o : o Z a O o | : o O~ 'D
Bl 8zl 8 38|25lse BIEBIBIc 2|95 |82 |88 | ¢ % £ 8 44 824
21815 2| & |586ajgd<|® | 53|z |2 |B ] xd S |55 &< |5z | <2 668
1 o 314| 516171818 0 111112113} 14 | 15 | 16 | 17 1181 19 20 | 21




Form No. MA - 9 [{Contd.)
Particulars of Rate in Column 5
o . Basic Excise [Sub-Totall Sales Freight | Insura- | Handling | Grand
sl Description of Material Price Duty Tax e charges ol
| No- Rs Ps | Rs. Ps |Rs. Ps.|Rs. Ps.|Rs. Ps.|Rs. Ps.(Rs. Ps.|Rs. Ps.




£ A % A Y

FORM No. MA - 10 KERALA WATER AUTHORITY Month ;

{Refer Chapter IV [A)

Paragraph 1.3) STOCK RECEIPT REGISTER

(Classification of Inventory as per

DD iVISIOM s an.anarnsasnentvssanse ssnerarronressonnns tavss
Chart of Accounts)
L 0cAtion COde .coiieiiirarrrsrrnsianarsensssases Account Code:
Sl GRS No./ Date Materials Received Mater'lials Free Remarks
directly recei- | receipt
No. | MRN No. ) :
From From Returns from ;"E"d at site of
Suppliers | Other from suppliers| maceri-
Divisions Warks Contractors
Capi- | Reve-
Capital | Revenue tal nue
works | works
As. P. | Rs. P,/Rs. P./Rs. P. Hs. P. _Hs. P.[Rs. P.iRs. P.
1 2 3 4 5 Ba 6b 7 Ba 8b 9 10
TOTAL

NOTE: Returns from contractors column (column No. 7) shall be used only when returns are out of materials issued on

cost recoverable basis.
Divisional Accountant Executive Enginger



A A it
FORM No. MA - 11 KERALA WATER AUTHORITY 1st copy : Head Office
(Refer Chapter IV (A} 2nd copy : Circle/Region Office
Paragraph 1.3) SCHEDULE OF DEBITS TO STOCK 3rd copy : File
DiVISION e rseersarsrremmarssasrnsansansnsns
Location Code ..vveeeieiremsnniiacninses 11% (o] £] ¥ 1 JE
Particulars of Stock Account Materials Received Tota! Materials| Free Grand
Code (3+4+ |directly Receipt | Total
From From Returns from Sa + 5b |received | of ma- 7+8+9]
Suppliers| Other + 6) at site | terials
Divisions Works Contrac- from:
tors suppliers
Capital | Revenue
Rs. P.[| Rs. P.[Rs. | Bs. P.| Re. P.| RBs. P. Ps.| Rs. Rs. P.
1 2 3 q Sa 5h g 7 8 9 10
A. STOCK OF STORES ITEMS
Steel 1311
Cement 1312
Pipes 1313
‘Valves 1314
Pumps and Motors 1315
Specials 1316
Others 1319
Sub-total (A)
2. STOCK OF TOOLS&SPARES
Tools 1321
Spares 1322 )
Sub-total (B)
lc. sSTOCK OF CONSUMABLES o -
Chemicals 1331
Fuel 1332
Lubricants 1333
Others 1338

Sub-total (C)
Grand Total [A)+{B)+ (C}

Divisional Accountant

Executive Engineer



K " “ it
Form No. MA 12 KERALA WATER AUTHORITY Folio No. :
[Ref. Chapter IV A PARA 1.3] and Material :
Chapter |V B Para 1} PRICED STORES LEDGER Code No. :
Unit
{ssue rate :
Date of fixation ;
. GRS/ GRS/ RECEIPTS ISSUES BALANCE
Date From when received! | |ndent/ | Indent/ nitisls | Remark
a To whom i d. MRN MRN ] ' e s
whom fssue Ref. 1{Io. Date Quantity VS;’E Quantity VF?LL.‘B Quantity Vslstfe
] 2 3 4 5 B 7 8 g l 10 11 12




Form MNo. MA 13

[Refer Chapter IV A Para 2)

INWARD REGISTER - OF INTER OFFICE ACCOUNT - MATERIALS
[To be maintained Division - wise)

KERALA WATER AUTHORITY

o

Division

Location Code :

1,’

Name of transferor Stores ........

Stores Description | Account |y . Rate | Amount | Cheque | GRS | Quantity | Amount | Balance
Indent No. | of Materials code Unit | Quantity Rs. paid No. & No. |[received As. if any Remarks
& Date Rs. Date Hs.
1 i 2 3 4 | 5 1 6 | 7 B g | 10 I 11 | 12 ( i3

Divisional Accountant

Executive Engineer




FORM No. MA-14

[Refer Chapter IV (B)
Paragraph 2)

DiVISION vevr crns vennemsamrcneinississamsonas aon
Sub DIVISION vviiviiviernrivieernrtesssismnsis
SBOEION v cvvrine wemerinrrnreans srassacaransnsas

Location code ... v icevvieevecrenranenns

Location Code . c..cv vv ceied arens

%

KERALA WATER AUTHORITY

REGISTER OF ISSUES TO SITE
{To be Maintained Work Order-wise]

Name of work
Work Order No.:

Month :

Stock of Stores ltems

Stock of Tools

Stock of Consumables

indent/GRS
Ce-
No. & Date Steel | mant
1 | 2 | 8 |

and spares

Chemi- Lubri-
Tools |Spares| cgig Fuel | cants |Others
9 110 1 11 | 12 | 13 |

Opening Balance

Total for the
month

Total upto the
month

Consumption as
per bills

Return;Transfer
[MA-4/MA-B8]

Closing Balance

Divisional Accountant

Executive Engineer




FORM No. MA-15 KERALA WATER AUTHORITY 1st Copy : Head Office

[Refer Chapter IV (B) DETAILED ACCOUNT OF ISSUES 2nd Copy : Circle/Region Office
Paragraph 2} _ 3rd Copy : File

DiVESION . e evevrrrrasrstcanaisansrassroastartasinns Location Code....cccoeveiaimnranns Month

...........................................

Issues to Site
Particulars Account Issues to other

code Capital Works Revenue Works division stores Total
1 2 38 3b 4 5
A STOCK OF STORES ITEMS
Steel 1311
Cement 1312
Pipes 1313
Valves 1314
Pumps and Motors 1315
Specials 1316
Others 1318

Sub-total (A)

B. STOCK OF TOOLS & SPARES
Tools 1321
Spares 1322

Sub-total (B} -

C. STOCK OF CONSUMABLES

Chemicals 1331
Fuel 1332
Lubricants 1333
Others 1339

Sub-total {C) S

Grand total (A) + (B} + (C)

Divisional Accountant Executive Engineer



Form No. MA 18

{Ref. Chapter IV B Para 4)

KERALA WATER AUTHORITY
REGISTER OF MATERIALS ISSUED TO
OTHER DIVISIONS

Stock of Stores ltems Stuclégér'ggols & Stock of Consumables °
Ilgdegt ] Pumps & ) ) | Lubri- T B
DU' Steel | Cement | Pipes | Valves| Mators | Specials | Others| Tools | Spares Chemicals Fuel cants |Others| £
ate | Rg, Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. =
1 i 2 | 3 4 | 5 | B 7 | 8 | 9 10 | 11 2 13 1 14 | 1 5
; .
I
Taotal

Divisional Accountant.

Executive Engineer



Form No. MA 17

{Ref. Chapter IV B Para 4]

KERALA WATER AUTHORITY

(To be maintained Division-wise]

QUTWARD REGISTER OF INTER OFFICE ACCOUNT - MATERIALS

Division

k|

Location Code

Name of the transferee Stores:.......cocceceeninnian,
Stor‘egléndent Description of | Account ~ lguan- | Rate | Amount | Cheque Quantity | Amount Balance,
: Unit \ ! Received { No. & ) if any. | Remarks
(of transferee Materials code tity : Rs. As. Date issued Hs. Rs.
s }
Division) I
1 o 3 { 4 | 5 | B 7 | 8 =] 10 11 | 12




! 4 B!
Form No MA 18 KERALA WATER AUTHORITY
Bef. Chapter IV C Para 2
(Ret. Chap a2l MASA CONSUMPTION REGISTER
Civision . (To be maintained work order wisej
Sub-division Location code :
Section : Location code : Name of the work : Work order No
A Year CONSUMPTION VALUE IN RS.
Particulars of stock Gnﬁ;o_ Begi- - Total
culars ol stoc cuode aning  |Aprii|May [June| July | Aug | Sept| Oct Nov |Dec | Jan | Feb |Mar| upto
Hs. year end
[A) Stock of Stores items : IL i |
Steel 1311 !
Cement 1312
Pipes 1313 ;
Valves 1314 I
Pumps & Motors 1315
Specials 1316 ‘
Others 1319 i
Sub-total [A) i
{B) Stock of Tools & Spares:
Tools 1321
Spares 1322
Sub-total {B)
{C) Stock of consumables :
Chemicals 1331
Fuel 1332
Lubricants 1333
Others 1339
Sub-total {C)
Grand Total (A + B + C)]
CUM TOTAL UPTO THE MONTH
Initials i
I




¥

form MA 19 1st Copy : Head Office
(Refer Chapter 1V (c) Para 2] 2nd Copy : Circle/Region
3rd Copy : File

KERALA WATER AUTHORITY

MATERIALS CONSUMPTION STATEMENT

For the Month........ocovane 19..0ceaen
Division : Location Code tiiiaiieiviiscsnnnanes
CWIP 8 & M CONSUMPTION Total
Stock ltem Acc Code ota
8212 Account Value CWIP &R&M
{A} STORES
Steel DR 3111
Cement DR 3112
Pipes ' OR 3113
Valves DR 3114
Purmps &
Motors DR 23115
Specials DR 3116
. Others bR 3118
Sub Totai {A) CR 1341
; i
(B) Tools & Spares |
Tools DR 3121
Spares DR 3122
Sub Total [B) CR 1342
(C) CONSUMABLES
Chemicals \ DR 3131
Fuel DR 3132
Lubricants PR 3133
Others OR 3138
Sub Tota! (C) CR 1343
D) GRAND TOTAL
(A 4B+ () DR 82.12

DIVISIONAL ACCOUNTANT EXEC. ENGINEER




Form No. MA 20 KERALA WATER AUTHORITY 1st copy-Head Office

(Ref. Chapter IV D Para 18 3 STATEMENT QF EXCESS/SHORTAGE OF MATERIALS, 2nd copy-Circle/Region Office
and Chapter V Para 7) OBSOLETE / DAMAGED MATERIALS CLOSING STOCK ADJUSTMENTS 3rd copy-File

Division H

Location Code :

Excess Shortage | Obsolete/ Closing Stock Reference
) Account of of damaged adjustment toH. 0.
Particulars of Stock code Materials | Materials | materials | Plus Minus approval Remarks
Rs. As. Rs. As. Rs. (attach copy)

o 1 |2 | 3 1 4 | 5 [ 6 | 7 | 8 | 9
A. STOCKS OF STORE ITEMS: | I

Steel 1311 '

Cement 1312

Pipes 1313

Valves 1314

Pumps & Motors 1315

Specials 1316

QOthers 1318

Sub-total (A)
B. STOCK OF TOOLS & SPARS:

Tools 1321

Spares 1322

Sub-total (B ~
C. STOCK OF CONSUMABLES

Chemicals 1331

Fuel 1332

Lubricant 1333

Others 1339

Sub-tatat (C)

Grand Total (A + B + C]

Divisional Accountant Executive Engineer



Form No. MA 21
(Ref. Chapter 1V D Para 2)

KERALA WATER AUTHORITY
REGISTER OF SCRAP SOLD

Division
Location Code :

Sl. Nature of Amount Amount | Balance
Party's Name Unit | Quantity ——| Received if any. Initials | Remarks
No. Scrap sold Value Sales Tax Total Rs. Rs. :
Rs. Rs. Rs.
1| 2 3 | 4 | 5 | 6 7 a8 | g | 10 | 11 | 12
]

Divisional Accountant

Executive Engineer




Eorm No. MA 22

(Ref. Chapter IV D Para 4]

il

'

KERALA WATER AUTHORITY

CLAIMS REGISTER

k54

Division

Location Cade :

Manth :
. Gty. Recei- Shortage/ . . Value | Clai
SI. | Name of tS_Upphfer‘f SOR.|  vable Qty. | _Damaged Cialm[ prefarred Claim | Gty.as | as per amount
escription o . ——5 - on(Carrier ef. ) ; :
No. material Ref. 'g.sclie;. Received Qty. Val;le Name) Date |Per claim Cll:?::ﬂ I‘eazl.ved

Divisional Accountant

Executive Enginser
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FORM MA 23 Original : To Purchaser

{(Refer Chapter IV (D) Para 2) Duplicate : Office Copy
Triplicate : With Carrier

KERALA WATER AUTHORITY

N crcreireursnranriorrons
To INVOICE Dt sieriecriaarsansas vessase
Tender Ref. Number
e . Unit of .
S. No. ltem/Specification MSM Quantity Rate Amount
Sub-Total
Sales Tax @
Freight/Packing
Transit Insurance
SUB-TOTAL
Advance
Balance
Carrier Ref :

SCRAP/OTHER SALES Authorised Qfficer




" o » “
form No. MA 24 KERALA WATER AUTHORITY Divislon :
(Ref. Chapter V Para 2)
in Card Name of th Code | Name and Designa- Signature of the Date of Inisisls
Date of | Bin Car Bme o ial ® I\T tion of the Officer Officer to whom return to of DAJ/EE/
lssue No. Materia 0. to whom issued issued Division Office Remarks
1 | 2 i 3 | 4 | 5 | =) | 7 | 8




Y A, y
Form No, MA 25 KERALA WATER AUTHORITY
(Refer Chapter V Para 1) STOCK REGISTER OF BLANK RECORDS/FORMS
Division/ | Sanction Receipt Book No. | Ng of | gpening | Receipt of No.of | 28 | ©
Date Name Sub-Division/ | o . books | 5., books/parti- | books | B85 | 8
er. To lssued | D81@NC8 | cujars/ref. |received | 88 | E

Section

From




£

A

Form No. MA 28
(Ref. Chapter 1li [A} Para 1.1]

1st Copy - Supplier

2nd Copy - Stores

3rd Copy - D. 0. [A.S.)

4th Copy - Audit Section (H. O.)
5th Copy - Immediate superior
Bth Copy - File

KERALA WATER AUTHORITY

PURCHASE ORDER No,
Date :
Ref :
Date of Delivery:
Delivery Terms :Mode : Road/Rail
Place of Delivery
Sl. No. ltem/Specifications Quantity Value Remark

Other Terms & Conditions ;

DNDOAOD S

Excise Duty Not applicable/applicable (a)
Sales Tax + Not applicable/applicable (a)
Freight : Not applicable/applicable (a)
Packing NI ceirieerrans veenermarbenmannan
Transit Insurance D eterevetmesusthrsasaseemiabsteninte
Advance D eeseseses eranirnevees vernsensn RN

Retention Money
Other Terms

Competeant Authoriti}
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LEGEND

Authority : Kerala Water Authority

Board : Board of Kerala Water Authority
HQO. : Office of the Managing Director
FM & CAO : Finance Manager and Chief Accounts Qfficer
CE. : Chief Engineer

Dy. CE. : Deputy Chief Engineer

GE : Superintending Engineer

EE. : Exacutive Engineer

AEE. : Assistant Executive Engineer

F.0. : Finance Officers

AE, . Assistant Engineer

D.0 (AS) : Divisional Office (Accounts Section).
D.A. : Divisional Accountant

5.5. ; Senior Superintendent

J.S5. : Junior Superintendent

Cashier : Authorised persan handling Cash

ARUs : Account Rendering Units



CHAPTER |

INTRODUCTION
OBJECTIVE
The objective of the manual is to establish consistent and effective policies and procedures

in order to ensure uniform practices throughout the Authority. The policies and procedures

specified in the manual shall be followed unjess specific exemption is otherwise granted by
the Authority.

SCOPE
This manual covers operating systems and procedures and accounting thereof related to
connection/re-connection/disconnection, billing and coliection.

DEVIATION

Deviation shall not normally be permitted unless backed by a justifiable reqguest for
deviation clearly outlining the following :

* Nature of Deviation
* The reason for Deviation

*= The time span for which the deviation is required
* The procedure that would be followed if deviation is approved,

Such request shall be submitted through proper channels to the Head Office which shall
then evaluate the necessity thereof and accordingly either approve or reject the same.

USAGE AND CUSTODY

This manual shall be issued to and used only by those persons the Authority may deem fit
and accordingly authorise. Any such person so authorised shall preserve the copy under
his/her confidential custody, Upon transfer/relocation/retirement/etc, any such person
shall be obliged to return the copy to the Authority.

CHAPTER I
ACCOUNTING POLICIES
RECOGNITION OF RENENUE

Revenue shall b recognised immediately on raising of bills and necessary provisional income
shall be included in respect of water supplied and ascertained but remaining unbilled.

WATER SEWER TAX BY LOCAL BODIES

Water, Sewer tax chargeable by the local bodies and due to the Authority in a particular
accounting period shall be considered as income of the Authority in such period. Where
such sum due is not quantifiable before closing of accounts, an assessment of such income
shail be made and duly considered as income



TREATMENT OF DEPOSITS FOR WORK

Deposits received against Water/Sewer Deposit Works shall on effective completion of

such works be considered as incame where assets created out of such deposits are not
handed over to the depositors.

i] Fully, where such sum in each case is less than ona lakh rupees,

ii} At a specified percentage of such deposit as the Authority shall determine in other
CAasSEes.

PENALTIES & FINES

Penalties and fines shall normally be considered as income, as and when collected except
in situations as stated in Chapter IV (E]) Paragraph 3.

GRANTS AND SUBVENSIONS

Subsidies, Grants/Subvensions received towards meeting operation and maintenance
expenditura shall he considered as income pertaining to the period such receipts, relate.

PROVISION FOR DOUBTFUL DEBTS

In accordance with the norms/guidelines determined by the Board from time to time,
extent of debts considered doubtful shall be duly provided for.

WRITE-OFFS

Dzbts considered bad and so approved by the Board shall be written off in the period so
approved.

CHAPTER IH

CLASSIFICATION OF CONSUMERS
NEED FOR CLASSIFICATION

Consumers shall be classified on the basis of tariff scheduies, to facilitate billing and
collection.

CONSUMER CLASSIFICATION
Accordingly, the consumers shall be classified as follows :

[a) Domestic Consumers !

This shall include household consumers where the end use is for domestic purpose
only. For eg, Household consumers utilising water for construction purposes shall not
be classified as domestic consumers.

(h] Non-domestic Consumers :

This shali inciude supply of water to commercial establishments such as shops. cinema
theatres, offices, etc, In addition, it shall include supply of water to

(a] household consumers, where the end use is not for domestic purpose. viz. for
construction of hause etc.



o

(b] Government.
{c} Industrial Consumers :

This shall include supply of water for Industrial purposes,
{d] Local Bodies :

This shall include supply of water to

— Panchayats

— Municipalities/ Townships

— Corporations

CHAPTER 1V

OPERATING SYSTEMS AND PROCEDURES

tA) CONNECTION
SALE OF APPLICATION

Application in Form RA-1 {pre-numbered to have control over receipts} shall be given to
consumers desirous of having new connections. The cashier of the relevant sub-division

(hereinafter cashier) on receipt of cash for the cost of application form shall handover the
application form and the receipt therefor to the party.

RECEIPT OF COMPLETED APPLICATION

Such applications duly completed shall be received by the concerned sub-division along
with the following :

— Approval of the concerned local body wherever required and

—-  Plan and the estimate of internal pipe laying (i.e. inwards from the metering point)
prepared by a plumber licensed by the Authority for the purpose,

AEE concerned shall verify the completeness of the applications. \Where such applications
are not found to be in order or for other reasons cannot be entertained prima-facie {eg
areas where, connections cannot be effected), the party shall be advised accordingly.
Where the application is in order, the party shall be asked to pay the estimate fee to the
cashier and produce cash receipt to the AEE. The AEE after noting the receipt number on
the application, shall returnthe cash receipt to the party and shall forward such
application to the AE concerned for processing.

NOTICE OF ESTIMATE

AE shall prepare in triplicate an estimate notice (Form RA-5) for providing connection and
shall forward in duplicate through AEE to the applicant, intimating him to deposit the
estimated cost of connection from the nearest road main including the applicable centage
charges on such cost of connection and supervision charges on the estimated cost of

internal pipe laying, in accordance with the tariff rules of the Authority for the time being
in force.

SPECIAL DEPOSITS

Where the rules of the Authority in force require special deposits including refundable
deposits to be coliected from the prospactive consumers eg. industrial consumers, loca|
bodies etc., the concerned AEE shall include in the notice (Farm RA-5), the amount of such
deposits to be paid along with the estimated cost of connection,



1"!.

10

4

COLLECTION OF ESTIMATED COST & DEPOSIT

The applicant shall be raquired to pay the astimated cost of connection to the Cashier and
produce to the concernad AEE the copies of notice [Form RA-5) sent to him, along with
the receipt of having paid the estimated cost. Such receipt shall be returned to the
applicant, after noting the receipt number and initialling the notice (Form RA-5) in evidence
thereof.

WORK ORDER

AEE concerned shall then prepare a work arder in Form RA-B in guadruplicate and intimate
the applicant and the concerned licensad plumber of the approval of plan. A copy of such
approval shall be sent ta

— Applicant

— Licenced plumber

— AF concerned, for execution of work along withacopy of Form RA-5 duly approved.

— Accounts Section along with a copy of Form RA-5 duly approved, to enable opening
up of a folio in Deposit Work Register (RA-7} and note the details of special
deposits in DEPOSIT REGISTER (form RA-8).

COMPLETION ADVICE

Soon after the completion of works (example pipe laying upto the metering point in case of
water supply} the concerned AE shall prepare in triplicate the COMPLETION ADVICE in
Form RA-9 and issue in duplicate along with the MASA statement in Form MA-7 to the
accounts section.

ACTUAL COST OF CONNECTION

The accounts section shall then prepare in Form RA-10, where applicable, in duplicate, the
details of cost of connection including applicable centage and supervision charges from the
Deposit Work Ragister (Form RA-7) and thus shall work-out excess of cost of connection

from the road main over the estimated deposit made by the party or surplus of estimated
depasit over the connection cost incurred from the road main. However, in case where

the cost of connection is based on area of warks done, the same shall be reckoned in
computing the aforesaid cost. The compietion advice of AE (Form RA-8} and Form RA-10
in duplicate shall then bz forwarded after due verification to the concerned AEE.

INTIMATION OF COMPLETION OF WORK

The AEE concerned shail then forward to the party, where applicable Form RA-10in
duplicate, about the complztion of work and request him to pay for the excess cost of
connection from the road main over the estimated deposit made by him or to collect the
surplus of deposit over connection cost from the road main.

REFUND OF SURPLUS DEPOSIT

The party shall be repaid the surplus of estimated deposit made over the cost of connection
from the road main on production of advice received from the AEE (Form RA-10} to the
Cashier, A receipt shall be obtained from the party in the same form.
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FINAL PAYMENT FOR CONNECTION

The party shall be required to pay the excess cost of connection as mentioned in paragraph
9, and obtain receipt thereof and to present to the Clerk-in-charge of Deposit Work
Register [Form RA-7), the same along with the duplicate copies of advises sent by the AEE
(Form RA-10). Such receipt shall be returned to the party after noting the receipt number
on the copies of Form RA-10 and initialling in evidence theresf. The Clerk-in-charge shall
update the Deposit Work Register, and thereafter forward a copy of Form RA-10 through
Superintendent, to the AEE,

EFFECTING CONNECTION

The AEE shall then prepare Form RA-12 in duplicate for effecting connection, a copy
whereof shall be sent each to AE along with a copy of Form RA-89 and RA-10 for the
purpose; and to the accounts section to open-up a folio in the Cansumer Personal Ledger
[CPL), {Form RA-24). The AE concerned after effecting connection, shall issue to the
consurner in case of water supply, a CONSUMER's METER CARD in Form RA-14, either
to the consumer in person or through meter readers during the course of meter reading.
Simultaneously, corresponding Meter Reading Card (Form RA-15} shall be prepared by AE
and forwarded to the Accounts Superintendent of the relevant SectionsSub-division as the
case may be.

RE-CONNECTION

An application [(which shall be pre-numbered to have control over receipts) in form RA-2
shal! be issued by the Cashier along with the receipt to the party desirous of having re-
connection. The procedure of preparation of estimate, the payment of estimate and the
final dues and effecting connection shall be similar to that of new connection to the extent
applicable in individual cases, except that before processing application for re-connection
the party shall be asked to also pay for

* Discannection charges, where it is not paid aiready.
* Qutstanding dues for water sewer service, if any,

METER TESTING

An application in Form RA-3 shall be issued by the cashier along with the receipt to the
party desirous of having its meter tested. The applicant shall be required to pay the
meter testing charges along with Form RA-3 duly completed to the cashier who shall after
tssuing necessary receipt therefor to the party forward the application to the AE
concerned, through AEE. The AE concerned, shall arrange to test the meter A reserve
meter shall be fixed during the course of meter testing.

(B) DISCONNECTION

TYPES OF DISCONNECTION
Disconnection of water supply shall be made either on

(i) request from the party [or])

(i) d=fault of contragtual obligation by the party.



REQUEST FOR DISCONNECTION

Where a consumer requests the Authority to disconnect the water supply, an application
shall be made by him to the AEE concerned (Form RA-4].

DISCONNECTION BY DEFAULT

Where the consumer defaults any of the conditions or rules on which connection is made
and negligent of doing so after repeated warnings. the AEE concerned, after obtaining
prior approval of the Municipality;Corporations/Panchayats;Other Local Autharities where
such approval is required under the bye-laws of the local bodies or otherwise shall proceed
with disconnection.

DISCONNECTION ADVICE

In either case, the AEE shall issue two copies of disconnection advice to the AE concerned
and one copy to the consumer concernad, in Form RA-13.

NOTING IN CONSUMER PERSONAL LEDGER

AE concerned after receiving the disconnection advice, shali disconnect the supply of water
and record the fact on the disconnection advice. A copy of such advice shall be forwarded
to the accounts section, who shall then record the details of disconnection in the consumer

personal ledger. Steps should be taken in the meanwhile to collect the dues from the
CONSUMer.

(C) METER READING
PLANNING AND PROGRAMME OF METER READING

The planning for meter reading shall be done by AE atleast every quarter. The meter
reading programme shall be prepared in triplicate by AE, of which one copy sha_ll be
forwarded to the meter reader and one copy shall be forwarded to the accounts section.

SUPPLY OF METER READING CARDS

Superintendent of the accounts section, shall on receiving copy of such programme, pick-up
the relevant ‘"Meter Reading Cards' which shall be in form RA-15 (a card similar to that of
consumer’s meter reading card} and hand over the relevant cards to the meter readers
every evening in respect of next day's programme,

METER READING PROCEDURE

Meter readers shall then proceed to read the meters in accordance with the programme.
The meter readings shall be recorded on

METER READING CARD {Form RA-15] available with the meter reader
CONSUMERS METER CARD (Form RA-14) available with the consumer.

in the presence of consumer. The consumer's meter card shall be returned to the
consumer. Where during the course of meter-reading it is found that meter is not
working or where the meter is not accessible for some reason or other (such as locked
house), the meter reader shall write on the meter reading card as “METER NOT WORKING”
or "METER NOT ACCESSIBLE", as the case may be. The cards shall be returned to the
Superintendent every evening.
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(D BILING
BILLING PERICD

Biling process shall commence:

[a] In case of consumer whose billing is based on quantity of water consumad (hersinafter
called metered consurmers) immediately after meter reading.

(b} In casz of others at billing intervals as may be prescribed by the Authority.

BILLING PROCESS

In case of metered consumers, the concerned Superintendent, on rzaceipt of completed
meter reading cards, shail distribute them to the concerned Clerks for billing. The
completed bill in triplicate [Form RA- 16]) except for the details of arrears shall be forwarded
to the Clerk-in-charge of CONSUMER PERSONAL LEDGER [CPL) (Form RA-24.) The Clerk-
in-charge of CPL shali, after updating tha ledger and noting the details of arrears on the bills,
return the completed biils to the Superintendent. The Superintendent who shail be

responsible for the accuracy in billing shall, arrange to despatch send bills [in duplicate)
to the consumers,

In case of other consumers, the billing clerk shall bill the consumszr at prascribad billing
intervals and in case of local bodies, billing of maintenance chargas shall bea based on
“Register of Maintenance Charges”, which shall be in Form RA-33. (which shall contain
inter-alia all elements to arrive hill value and its basis). Forward the bill [Form RA-16) in
triplicate to the Clerk-in-charge of CPL, who shall after updating consumer personal
ledger and detailing arrears on bill return the completed bills to the Superintendent, as
aforesaid who shall send the hills in duplicate to the consumers. An abstract of Form
RA-35 shall be sent to the respective circle, region and Head Office on monthiy basis,
showing scheme-wise expenditure, in similar form.

BILLING OF TAX COLLECTED BY THE LOCAL BODIES

Water, Sewer tax chargeable by the local bodies and dua to tha Autharity in a particuiar

accounting period shall be billed in accordance with the terms of statute or agresmeant
batween the Local Bodies and the Authority

BILLING FOR MAINTENANCE

Detaiis of all maintenance work undertaken from the distribution main uptc the metering
point shall be reported by AE to the accounts saction in R & M ADVICZ (Form RA-11].
Accounts section shall then bil! the consumer in the next billing pericd, by noting’/marking
on the Remarks colurmn of METER READING CARD [Form RA-15).

BILLING ADJUSTMENT VOUCHER

On receipt of consumer corplaints relating to billing. the concerned AE shail after verifying
the facts, issue an adjustment voucher in form RA- 17 in duplicate to the consumer after
effecting necessary adjustment in the Consumer Personal Ledger (Form RA-24}.

BILLING CERTIFICATE

In between billing cycles if the consumers represent that the bills have been lost and or
not received then upon such request, two copies of ‘Billing Certificate' in Form RBA-18
shall be issued to such consumers. In no case duplicate bill shall be issued.



i

8

(E) COLLECTION

AUTHORITY FOR COLLECTION

Revenue shall be collected only at the authorised collection centre of the section/sub-

division, as the case may be, by persons specified to do such acts namely, cashier /Sill
Collector.

MODE QF COLLECTION

The collection shall only be either by cash in person or by demand drafts/cheques either in
person and/or by post or by Money Order. In addition, in case of consumers other than

Damestic and Non-Institutional non-domestic on a selective basis cheques may be accepted
in person or by post

COLLECTION PROCEDURE

Revenue shall be coilected as aforesaid along with the following save in case of receipt by
money order.

— copy of the bill sent to the consumer {(Form RA-18) or
— certificate of billing (Form RA-18} and/or
— Billing adjustment voucher (Form RA-17).

However, for all revenue collected, receipt shall be prepared in Form RA-13 and shall be
handed over to the consumers when they come in person.

The cheques/demand drafts received by mail shall be routed through Superintendent along
with the bilt or certificate of billing where relevant to Cashier/Bill Collector, The Cashier/
Bill Collector shall obtain the billjcertificate of billing from the Superintendent related to
receipt of money order. This shall be necessary to facilitate preparation of receipt as
stated abave.

Where the paymeant for the bill is recsived after maximum period prescribed by the
Authority, by cash, the Cashier/Bill Collector shail normally accept the remittance including
the gquantum of fines and panalties leviable at that time as ascertained and recorded by the
billing clerk on the bill.

Where the payment for bill is received by Chegques/Demand Drafts in person/by post and
by money order, the Cashier/Bill Collector shall ensure that the quantum of penalties and
fines is caused to be included in the Meter Reading Card to enable it being billed in the next
cycle.

CHAPTER V
ACCOUNTING PROCEDURES

tA) GENERAL

RECEIPT PROCEDURES
A receipt

(i) in Form RA-19 for all revenue callections

(i) in Form RA-20 for all other collections.
shall be issued by the Cashier/Bi!l Collector for all cash/cheque/demand drafts collections,
A revenue stamp shall be affixed and duly signed on all receipts exceeding twenty rupees.
The receipt shall then be handed over to the party/consumer tendering cash chequesdernand
draft.
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tB) CONNECTION
MISCELLANEOUS RECEIPTS

Money received towards
— sale of application forms and
— estimate fee

shall be accounted as Miscellaneous Income-0thers {Account Code 7299).
RECE/PT OF DEPOSIT FOR ESTIMATED COST

Money received against Form RA-5 shall be accounted as follows ;

Deposit for cost of connection 27681 to 2779
Centage Charges 6511
Supervision Charges 6513

Special Deposits (Refundable) 2741 to 2756
- and against Form RA-10 as follows :

Final settlement 2761to0 2779
Centage charges 6511

DEPOSIT WORK REGISTER (Form RA-7)

The relevant accounts section shall

1. DOnreceiving Form BA-5 open u» a folio and shall enter datails of estimated

cost of connection, including applicable centage and
supervision charges.

2. On receiving Form RA-9 record the details of actual cost of connection
along with MA-7
3. 0On receiving Form RA-10 update the folio

after final payment/receipt

METER TESTING CHARGES

Money received towards mater testing charges along with Form RA-3 shall be accounted
under the head “Meter Testing Charges from domestic consumers/non-domestic
consumers industrial consumers” (Account Code 6112/6212/6412 as applicable).

TRANSFER OF DEPOSITS TO RESERVE

in relation to the accounting palicy on ‘treatment for deposits for work’ (Refer Chapter
para 3) the sub-division shall periodically report to the division, details of work completed
in Form BA-29. The division in turn shall consolidate the sama in Form RA-29 and forward
them to the Maad QOffice. Th= Ha2ad Office shall, on receiving such Form RA-29, record the
details in DEPOSIT WORK RESERVE REGISTER in Form RA-27 as follows :

* in colurhn 5A the total of actual cost of connection which are less than one lakh

rupees in each case.

in column 5J, the actual cost of cannection which are greater than or equal to one
lakh rupees in each case.

*

The Haad Office in addition, shall pass journal entries crediting “Reserve for Deposit

Work” [Account Code 2115) and debiting appropriate Deposit Work Account (Code
27681-2779).
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TRANSFER OF RESERVE TO INCOME

Head Office shall thereafter
* total up each column of ‘deposit work reserve register’ {Form RA-27]

* divide each column by the number of years specified in it (i.e. the number of years

for which reserve shall be carried over), This would be the amount to be credited
to appropriate income account by debiting the reserve for deposit work (account
code 2115] by a journal entry.

transfer the balance {i.e. total minus amount transferred to income) in ‘Nth* column
of old register to '{N-1]) th’ column of new register viz.,, amount in 6 vear column of
the old registar to 5 yaar column in tha new register and so on.

DEPOSIT WORK ON BEHALF OF OTHERS

Where the deposit work is undertaken on behalf of the party and hence have to be handed
nver to him on completion, the details of Assets to be handed over (including the cost of
assets) shall be reported by the Division to Head Office in Form RA-36, immediately on
completion of work as mentioned in works and fixed assets accounting manual (Volume IV
Chapter Wl B para 4}.

Head Office shall upon receipt of details of completed Deposit Woarks of Others in Form
RA-36 pass the journal entry by debiting appropriate deposit account and crediting

appropriate capital work-in-progress account  (Account Cades ~111 to 1189. as
applicable),

(C) BILLING AND COLLECTION

CONSWUMER PERSONAL LEDGER (CPL)

The relevant accounts section shall

1, on receipt of Form RA-12 open up a folio

o on receipt of bill [Form RA-18] in update CPL with charges
triplicate

3. on receipt of money update CPL with collection

4. on dishonour of cheques update CPL with details of dishanour

5. on receipt of write-off order Whrite off balances in CPL to the extent
Form RA-26 authorised

6. on receipt of Disconnection Record the fact in CPL and close the same
Advice RA-13 after adjusting for final dues.

7. on receipt of Billing Adjustment update CPL with + /- adjustment amount
Voucher [Form RA-17) only.

ANALYSIS

The relevant accounts section shall periodically analyse the aforesaid CPL to furnish ona
monthly basis information detailed in Form RA-25. The Division shall cause to ensure
monthly collection of the same from sub-divisions for consolidation purposes and reporting
of the same to Head Office for necessary accounting. Such information flow from section
to Sub-division to Division and thereafter as aforesaid shall be in the same Form RA-25,
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RECEIPT OF CHEQUES/DD's

Cheques/Demand Drafts received shall be properly recorded in the cheque register in

Form RA-21 before forwarding to the Cashier (for receipt preparation) and thereafter for
banking purposes to ensure control.

GRANTS AND SUBVENSIONS

Grants and Subvensions received shall be properly accounted under appropriste account
head (codes 7241 to 7245),

CASH VERIFICATION

The Superintendent shall verify the cash on hand with reference to the grand total of the

cash scroll [Form RA-22). He shall cross-verify the grand total with reference to tha
total of receipts issued.

Where cash on hand is found to be in excess or deficit. then the receipt book shall be
verified with reference to the paid bills ‘billing adjustment voucher,billing certificate as the
case may be. The surplus/deficit still unresolved shall be recorded ina SURPLUS DEFICIT
REGISTER which shalibe in Form RA-23, Surplus Deficit of cash shall be adjusted in
accordance with the rules of the Authority [Refer Cash & Bank Manual).

Aftar verification of cash, as per aforesaid procedure, the Superintendent shall collect from
the cashier the paid bills, and distribute the same to the concerned Ledger Clerks.

The collection centre shall forward the cash, chegque/DD's along with the coliection summary
in Form RA-34 (in duplicate) to the sub-division for banking purposes.

ACCOUNTING IN SUB-DIVISION

The sub-division shall acknowledge the receipt of cash, cheques/DD's in the duplicate copy

of such collection summary. Such receipts shall be accounted in the cash book in control
account-collection [account code-9211).

ACCOUNTING OF DIRECT COLLECTION

The procedure outlined in the preceding paragraph shall be adopted in the casa of direct
collection by sub-division themselves as well.

RETURN/DISHONOUR OF CHEGUES

In case any cheque is returnad or dishonoured for any reason, the sub-division shall arrange
to send back such chegques whare relevant to the section collection centre. whare from
it was initiatlly received. after accounting in the cash bodk {(Account Code 9211).

The concerned collection centre shall note the details of cheque returned in the remarks
colurmnn of Consumer Persanal Ledger and then shall once again write the details of billing
and charges of the relevant bill, under charges colurmn.
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tD) DEBTORS
FEATURE OF ACCOUNTING

Accounting for debtors shall be done at Head Office. The division shall account the receipts
as collections in the cash book. However, all records and registers shall ba maintained at
the sub-division/saction.

MAINTENANCE OF CONSUMER PERSONAL LEDGER

The Consumer Personal Ledger shall be updated based on bills raisad and receipt, by the
Section/Sub-division.

HEAD OFFICE ACCOUNTING

Head Office shall on receipt of Demand, Collection, Balance Form RA-25 shall pass the
journal entry.

* Debiting Sundry Debtors [account codes (|l 1y- {h{8) and crediting appropriate
income codes {account codes 6111 to 6423) in respect of billing.

* Debiting Control Account - Collection account code 821 1) and crediting appropriate
Sundry Debtors [account codes 1411-1416]) and Penalties and Fines recovered
(account code 721 1) to the extant of amount spacifizd in charges and Penalties
and Fines column raspectively.

*+ Debiting Sundry Debtors Account [Account Code 1411-1416) and crediting
Control Account - collection {Code 9211} in respect of cheques dishonoured.

in specific, all the journal entries to be passed at H2ad Office, including the above, have
been detailed and summarised in the Final Accounts Manual, and shall, if need be, referred
accordingly,

RECONCILIATION OF CONSUMER PERSONAL LEDGER

The balances in the consumer personal ledger shall be periodically extracted and shall be
reconciled with the balance as per general ledger account codewise. in order to check the
accuracy of accounting at Head Office as well as divisional/sub-divisional levei.

ACCOUNTING FOR PROVISIONS

The provision for doubtful debtars shali be made at the Head Office as per the norms
prescribed by th2 Board. The relevant journal entry shall be passed at Head Office under
the instruction of proper authority as prescribed by the Board.

WRITE-OFF ACCOUNTING

The write-off instruction (Form RA-26] shall be issuad only by a person/official authorised
hy the Board. Such write-off shall be as per the norms prescribed by the Authority.
The authorised p=rson shall periodically review the position of bad and doubtful debts

details of which shall b2 pariadically s2nt by the Divisions Sub-divisions for further action to
be taken. :
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UPDATING CONSUMER PERSONAL LEDGER WITH WRITE-OFF

The Division/Sub-division, on receipt of write off order in form RA-2B6 shall enter in the
consumer personal ledger the details of write offs. To that extent. the balance in the
consumers’ account shall be reducead.

PROVISION FOR UNBILLED INCOME

At the year end, all sub-divisions shall send the value of water supplied/sewage disposed
for which bills are yet to be raised [such details to be obtained from sections and
consolidated) in Form RA-37, to the Division, where the same shall be consalidated for the
entire Division in similar form and sent to the Head Office.

CHAPTER VI

INTERNAL CONTROL MEASURES

AREAS OF INTERNAL CONTROL

Internal Control measure pertaining to the revenue accounting including connection/
disconnection procedure, shall primarily cover the

i) Authorisation of work-order for new connection
ii} Billing, and

iiij Collection
CONTROL ON WORK

Cantral over the authorisation of work order is most impartant as it involves capital cost.
It is therefore essential that in no case the estimate advice (Form RA-5) be forwarded by
the cashier after receiving cash/cheque/DD to the AEE but the party personally hands it
over to the AEE along with origina! cash receipt (which shall be returned immeadiately to the
party after noting and verifying the receipt particulars]. Simifarly, excess of cost of
connection over the estimated deposit shall be paid to the cashier but in no case the advice
(Form RA-10)jbe forwarded by the cashier to AEE. Instead the party shall personally
handover such advice along with original recaipt (waich shall bz returaed imm zdiately after
noting the receipt particulars on the advice). In absence of any pre-audit, this procedure
shall ensure that no work-order is issued without receiving the estimated deposit or no
connection is effected without receiving the differential cost due from the party.

ISSUE OF MATERIALS

issue of materials to AE in connection with a work order shall be authorised by AEE with
reference to the work order and technical needs. Material requisition (indent) in excess
of the estimate shall properly be justified by the AE concerned, which shall be checked
personally by the AEE concerned.
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FINAL DUES

Computation of final dues on the completion advice [Form RA-10) shall be verified by the
Supervisor, before forwarding it to AEE concerned,

CONTROL OVER BILLING

Contral over billing includes control over mater reading. The jurisdiction of meter readers
shall frequently be changed. In addition, the following control shall be observed:

i)

ii)

iii)

billing is done by a person other than meter reader, ledger clerk (he shall atleast
be not responsible for maintenance of ledgers of the account to be billed) and
Cashier.

Cashier/Bill Collector shall not have any access to the CPL.

The computation of bills shall be verified by the Supervisor, before issue to the
consumer.

iv] Time lag between meter reading and billing being constantly moanitored.
v]  Again, time lag between hilling and entry in the ledger being constantly manitored.
GENERAL

i) Number of persans handling Cash,;Cheques/DD" s shall be restricted.

i)  The responsibilities shall be clearly defined.

il  Cashier/Bill Collector shall not open any incoming mail.

iv] There shall be a register for noting the details of incoming mails and the contents.

v]  Cashier/Bill Collector shall tender proper security or shall extend a fidelity bond or
otherwise as the Board may prescribe from time to time.

vi) Superintendent shall physically verify the cash at the end of the day with the totaj
as per cash scrollk

vii) There shall be periodic surprise cash counts.

viii] Cash/Cheques/DD’ s collected shall be paid immediately into the non-operative
account.

ix) Bank pay-in-slips shall normally be made bya person other than Cashier/Bill
Collector.

x] Payments into bank shall normally be made by a person other than whaois
responsible far preparing bank pay-in-slips.

xi} Bank accounts shall be regularly recanciled with the books.

xii} There shall be periodic review of outstanding balance in the Consumer Personal
Ledger.

xiii) Proper security arrangements and insurance shall be effected to cover cash on

hand at premises. The adequacy of such insurance shall be periodically reviewed.
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CHAPTER VI

INFORMATION SYSTEM

The forms summarised in the following Table shall form part of the [nformation System
from the Divisions to the Head Qffice Region and Circle Offices.

ﬁl. Description of Form Form No, Periadicity

o.
1. Demand, Collection, Balance RA 25 Manthly
2. Water/Sewer connection work order |ssue Report RA 28 Monthly
3. Water;Sewer connection work completion Report RA 29 Maonthly
4. Connections statistics RA 30 Monthly
5. Status of Meter Reading,Billing etc. RA 31 Monthly
6. Age Analysis of Sundry Debtors RA 32 Guarterly
7. Bad and Doubtful Debts report RA 33 Monthly
8 Abstract of Register of maintenance charges RA 35 Monthly
9. Statement of completed Deposit work of others RA 3B Monthly
10, Detaiis of unbilled income at the year end Ra 37 Annual
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FORMS AND FORMATS

Sl No. TITLE

CONOOH DN

Application for connection

Application for re-connection

Application for meter testing

Application for disconnection

Provisional approval notice

Water/Sewer connection work order
Deposit Work Register

Deposit Register

Water; Sewer connection completion advice
Water/Sewer connection compietion notice
Repair and maintenance advice

Connection Order

Disconnection Advice

Consumer’s meter card

Meter Reading Card

Bill

Billing Adjustment Voucher

Certificate of Billing

Receipt [Revenue)

Receipt (Others}

Cheqgue Register

Revenue Collection Scroll

Surplus/Deficit Register

Consumer Personal Ledger {CPL)

Demand Collection balance

Write-off Order

Deposit Work Reserve Register
Water/Sewer connection work order issue report
Works Compiletion Report

Connection Statistics

Status of meter reading/billing etc.

Age Analysis of Sundry Debtors

Bad and Doubtful Debts report

Collection Summary

Register of Maintenance Charges
Statement of completed Deposit Work of Others
Details of unbilled income at the year end

No

RA
RA
RA
RA
RA
RA
RA
RA
RA
RA 10
RA 11
RA 12
RA 13
RA 14
RA 15
RA 16
RA 17
RA 18
RA 19
RA 20
RA 21
RA 22
RA 23
RA 24
RA 25
RA 26
RA 27
RA 28
RA 29
RA 30
RA 31
RA 32
RA 33
RA 34
RA 35
RA 36
RA 37

CONOMbWN 2
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FORM RA 1

Refer Chapter IV (A) Para 1
KERALA WATER AUTHORITY

WATER
APPLICATION FOR gpwEg PEAMANENT CASUAL NEW CONNECTION

Name
Address :
House No:

Details of Licenced Plumber
for Internal Pipe laying.

a) Name:
b) Address :

P wn =

c] Licence No:
5. Consumer category : DOMESTIC/NON DOMESTIC

INDUSTRIAL (PANCHAYAT/
MUNICIPALITY /
CORPORATION/
6. Division
Sub-Division

7. Other Particulars

| here by agree to the rules and conditions of Authority
for connection.

Date Signature.

APPROVAL OF LOCAL BODY

Above application may be consijered
Subject to

Date Signature/Seal
of Local Body

INTIMATION TO THE APPLICANT

Kindly pay estimate fee of Rs.
to the Cashier and submit this application to the undersigned along with receipt.

Date Assistant Executive Engineer

For Office Use only

1. Estimate Fee : BS.  ser ceriieirineen . Recaipt ND. cooiie ccevciemmianer GbL weiciinnis cevans

2. Estimated Deposit BS  vco covemvveenveeans BECEIPE NO. s cnciinnnn B v ven s e
3. Special Deposit BS. sivereriecrerrinnne. RECEIPE NOL v ie see ivirinians Qb ceviiieiiiin s
4. Final Payment RS.  aee coave vecereenres FECEIPE NO. ciirie corvncnseaees QB cieiveniennieininiinsn
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FORM RA-2

Refer Chapter IV (A) Para 13
KERALA WATER AUTHORITY

No
APPLICATION FOR SEWER / WATER RECONNECTION
DOMESTIC/NON DOMESTIC/INDUSTRIAL/PANCHAYAT; MUNICIPALITY CORPORATION

1. Name

Address :

2
3. HouseNo:
4

Details of Previous Connection

5. Details of Licenced Plumber for Internal pipe laying

a] Name

b) Address

c] Licence Number

6. Division

Sub-Division

7. DOther Particulars

| here by agree to the rules and conditions of the Autho-

rity for connectian.
Date Signature

NTIMATION TO THE APPLICANT

Kindly pay estimate fee of Rs _____to the cashier and submit this application
to the undersigned along with receipt.
Date ASST. EXECUTIVE ENGINEER
FOR OFFICE USE ONLY
1. Estimate Fee of Rs. Receipt No dt. _
2. Estimated Deposit Rs. Receipt No. dt.
3. Special Deposit As. Receipt No. dt.
4. Final Payment Hs. Receipt No. dt.
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FORM RA-3

Refer Chapter IV (A) Para 14

KERALA WATER AUTHORITY

APPLICATION FOR METER TESTING

1. Name Consumer Class:

Address

Number:

Meter Number

Consumer Number

o A @ P

Division

Sub Division

B. Meter testing feepaid Rs.

7. Reason for request

8. Other Particulars

Signature of

Date Applicant
FOR OFFICE USE ONLY

Forwarded to AE for meter testing

Date ASST. EXECUTIVE ENGINEER

Reserve Meter No fixed on

with reading

Date ___ ASST: ENGINEER

Meter tested and found working‘other reasons

Date

ASST. ENGINEER
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FORM RA-4

{Refer Chapter IV [B) Para 2)

L]

KERALA WATER AUTHORITY
Number

APPLICATION FOR DISCONNECTION

1. Name

2. Address
<

3. Consumer No. ___ Meter No.

4, Consumer Class

5. Division

Sub Division

6. Reasons for Request _ -

7. Other Particulars

Date | — SIGNATURE

INTIMATION TO THE APPLICANT
Kindly pay Disconnection fee of Rs. to the

= Cashier & submit this application to the undersigned along

with receipt.

Date = Asst: Executive Engineer

Paid vide Receipt No. Dt.

FOR OFFICE USE ONLY
Forwarded to AE for effecting disconnection

Date Asst: Executive Engineer

- Disconnection effected on

Date Assistant Engineer




J
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FORM RA-S [CRIGINAL / DUPLICATE] Party
(Refer Chapter IV (A] Para 3 to 6) TRIPLICATE-File copy

KERALA WATER AUTHORITY
PROVISIONAL APPROVAL NOTICE

AT st rnvraiaivas s st ascsusbrasnsnnstncesensinsantone svesrteansonsrs seorassosasontesrronss LJALE tvreurasnssnssrien

AOAPESS tarniciarerasinrsmsaseinrns it aaestbbta es e e rarame cxdeas ammoe cen tarene $4d mn hae i rnnoan nes st meeaegaas

With reference to your application number.. dt. ....... ..... .. for permanent/
casual water/sewer connection, you are requested to rermt t:o thls office during office
hours on any working day, the foliowing estimated amount. Latest by ...........along with

both the copies of this notice failing which the approval shall stand cancelled.

Rs. Ps.

1. Materiat Cost
2. Labour for laying & jointing pipes & fittings
3. Cutting & making good
4. Masonry work
5. Erecting charges
TOTAL ..o oe. .
B. Centage charges
7. TOTAL
-—B. Length of Line ms.
8.
10.

11. Supervision charges
12. Deposit {Refundable]
13. Total amount to be remitted

Please note that this is only as estimate and that actual cost of pipe laying will be
charged to you and necessary adjustments will be made on completion of work.

Yaurs, faithfuily
ASSISTANT EXECUTIVE ENGINEER

FOR OFFICE USE ONLY

Receipt Na. Date ..ovvecwereranee AmMount Bso.,



W
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FORM RA-B

Refer Chapter IV [A) Para 6

22

ORIGINAL TO AE

DUPLICATE TQ ACCOUNTS SECTION
TRIPLICATE TO LICENCED PLUMBER
QUADRUPLICATE TO PARTY

KERALA WATER AUTHORITY

WATER / SEWER CONNECTION WORK ORDER

NOecrerieinrons

B BITIE s tivattarramens vetnessmesennrsnerastarecan versartsh oeoensnssnsransrenstnrsnns

AOrEES verereersnssisisensares rrrarassesrorescrasmn sarransrrsrmnsenvarardasnsss

ApplicationNO. i iciseeccnienvrinee.o... Dated ... Crbevensareserarnras

It is informed that above application for permanent / casua
water/sewer connection is approved and the work may be
executed accordingly.

Dateurniaiirmmeraranisrn ooare Asst: Executive Engineer

BB K S vaaeesiersnmrreraetaetentoartnse mranretrantansnantnsn: srhosisnraresse son

LIRS LR N L L LR L T T e e E R R T R IR S R RSN Il E R LY

R BTN R AT R R R e e R R A RN AR AR A e EE A AN RAR R A AP PRI AR AT by




FORM RA-7

[Chapter IV (A)Para 6. B & 11)

KERALA WATER AUTHORITY

DEPOSIT WORK REGISTER

Division

Waork Order Number

Sub Division

Estimated Cost

Name _ Estimated Centage
Address
Date of commencement Completion
Date Particulars REF AMOUNT DATE RECEIPT No. AMOUNT
1
MATERIAL
LABOUR
CENTAGE
TOTAL

TOTAL

Balance Due From Party Balance Due to Party

Received vide Receipt No. Dt Paid vide VR No Dt.




FORM RA-8

{Refer Chapter 1V [A] Para 6)

KERALA WATER AUTHORITY

DEPOSIT REGISTER

ACCOUNT CODE:

TYPE OF_DEPOSIT

e

Junowy

Jaquinn ‘g ‘g
anbayn

‘aN JA
juswihed

8y uoi1oueg

CLLTg|

A43[0
JO e

'SH Ul Junowy

87e(]/JaquINN
jdianay

{932 Jaquinpn
Jauinsuon
se yang) jad

Name

ON I8




f

FORM RA-S

(ORIGINAL DUPLICATE]) Accounts

[Refer Chapter 1V (A] Para 7) TRIPLICATE-File Copy

KERALA WATER AUTHORITY

Water ! Sewer Connection Completion advice
WOrk order NO. . coviairivarverascaresrsensnd DBEBcriiisinriineiosinas

Name..coovinenes

CONSUMEE NOue.icriisesartars sttrsnsrraesasinrorsrsrusnsrasssssancinaraans
it is informed that above work-order issued by the Assistant
Executive ENGINEer DM .. .ncicnmienrnansas betvsreraaearesnanionasis

has been completed on.....covvvvinnes artaeseadrerpennnierearnarressern

and the cost of labour worksto RS ....ccccvvinanenne

ASSISTANT  ENGINEER



¢
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FORM RA-10 (ORIGINAL / DUPLICATE] Party
(Refer Chapter IV [A] Para 8, 11) TRIPLICATE FILE COPY

KERALA WATER AUTHORITY
WATER / SEWER CONNECTION WORK COMPLETION NOTICE

\VF= o = T U PPN Mreerens Date...ciierarrrrecniasnans
FaN G P | ==L T TP RPN
VP OP OO N O e ten ittt ir v et vrerteienstacs o tmetiaeiessatsettareesriassnrasssariosinrssns raenrrsenssss
SO S UMIET UM e e e vt iee e mresrransara e iaeram s trserrasasrtaesarrtsnsstotsatiaceortaiierasivernarisstnts
RO BT B T G e MUITII BT -+ et e etsvesnramersasasrsnstnirarrasrasnsssocsocnnronsneseastonsassushssnonsassacsnsanrtabsqasnennes

This has reference to your application NO.....c.ce..co.e dated......cceveinieniinn in connection
with permanent / casual water / sewer connection and your subseguent deposit of
BS.terearirarrarnaceens vide receipt number.........cooiveeee for connection. The work now stands
completed and the actual cost of connection amounts to BS......ccnenns is detailed below

including the amount due from/to vou.

Sl No. Actual cost Armount

Material

Labour for laying and joining pipes and fittings

Cutting and making good

Masonary work

Erection charges

TOTAL

Centage charges

TOTAL COST OF CONNECTION
9. Length of Line

DINOA R D)=

12. Estimated deposit made
13. Balance due from you
14. Balance due to you

The balance may be remitted / collected from this office on any working day, latest
BYarciiianen along with both copies of this advice.

SUPERVISOR ASST. EXE. ENGINEER EXE. ENGINEER

FOR OFFICE USE ONLY

Paid BS..viivirrarrarnnrnnns Vide receipt NO.cviiceciei e, Dateg..c.vivriinrinnieriiaraarean,
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FORM RA-11 ' ORIGINAL ACCOUNTS
= (Refer Chapter 1V {D} Para 4] . DUPLICATE FILE COPY
No : I |
KERALA WATER AUTHORITY
DivISION.  vee e vreieaaas Sub DIvisioN...coovciiiceiii e
R& M ADVICE
Name... oo ertretaneretanraseetasreire i House NO......ccoovviinnnen
s BN ES S e e i eeeereevnenariareeasaerasneerans erere Con. NO...coeeeeeiien.
Domestic / Non - Domestic / Industrial / Local Body /
Brief Details............. ienrenes e eeveraaate et tianiaiterinetnetanvannerartantasanaen
Si. No. Particulars Amount
Material | Quantity | Rate
by
i
i
-
Labour
Total
Centage Charges
Amount to be Billed
-

Billing Clerk Supdt Assistant Engineer




l-».

A

FORM RA-12

Refer Chapter |V (A} Para 12

28

CORIGINAL TO AE

DUPLICATE TO ACCOUNTS SECTION

KERALA WATER AUTHORITY

CONNECTION ORDER

Ref :
Water supply may be effected to Sri/SmME/MISS....ina
...................................................... AL etetinriirarreir e arreran it tracarrasaarairarreriehs
................................................................................. bearing work order No
................................................ and CONSUMEE NO....viieiaeiisinsisinmisirraanainaaraiaes
Date Asst. Executive Engineer




i}

FORM RA - 13 Original To AE
(Refer Chapter 1V (B) Para 4] Duplicate To Consumer
Triplicate To Accounts Section

KERALA WATER AUTHORITY
DISCONNECTION ADVICE

Ref:

It is informed that disconnection of water supply may be effected to the consumer,

[\ [=T1 1 1= PO wesaseartersarererranas sattateerennsranrrens rereitaitennas cranas R
Address........ verarenann ieimeeatrarsesnasnarnnn asminvsasrasratraarstrstmierans
Consumer NO...cocvevniinienns rreecren veraran ierieersernaraaren ravenravsansanre

For the following reasons

Date Asst. Executive Engineer

Approval of local body
{wherever applicable)

Date: Signature and Seal of local body



H

FORM RA 14

[Refer Chapter IV [A) Para 12
Chapter IV [C) Para 3

KERALA WATER AUTHORITY
CONSUMER'S METER CARD

CONSLIMER NO.uiciiierirreirecnscaresiisisnsorarsarsasnssnans HOUSE N, eeeiveisrerrimrintsssensssssssrossostassasnons
Name...oovivarmns aresrerarreenets esussarrarrasrnserarnen MEEEP INO s iiciiiiivicriseerartaerscearsassaranrrarscesnon

BUOrEES e vreiivinrsrnrnarremtariariotictsastarnassnssnrinss Initial Reading...c.ccicieirimcrsnirarerareornss

Date Of CONNECTION. . irerrretertastsisarsrrrarinsraiirstursraranssrrasnsragsensinrasrears

Date
Meter
Reading

Consumption
in KL
Initials of
Meter Reader
Remarks &
Initial of Inspe-
cting Officer

Water Works Inspector

Waork Supdt. ASSISTANT ENGINEER



FORM RA-15

3

Chapter IV (C] Para

(Refer Chapter IV [A) Para 12

KERALA WATER AUTHORITY

METER READING CARD

eus

HOUSE INO,cicermmeimeiviaarearonstnssrns

Pravdanasang

Consumer Now o civiieriaia

L L Y Y A R Ry

Meter Number......

NAME...eerieramrsosnase

Initial Reading............

Aavaarn

AdArESS. v rvierisnarinns

..KL/P.M

Free allowance......

Date of CONNECLION. .caveueenaenaes

J30140
Guioadsui
40 |B1IY|
7 jJewsy

JopEaY JBIBN
10 |eniu|

8|qIS8300Y
10N Je18WN

BunjJsowm
10N 4318

AU
uoIdwnsuoy

|6umpeay Ja39y

ajeq

J20U40
uc_uomam:_ joie
-1Hul R JBway

Japeay 48181y
40 (etaluf

3|qISS300Y
10U JBI8N

BuIjJ0A
108 Je1aN

T Ul
uordwinsuol)

Buipeay o9

a1eq

Assistant Engineer



FORM RA 16 Original To Party
(Refer Chapter IV (D) Para 2) Duplicate To Party
Triplicate Office Copy

KERALA WATER AUTHORITY

BILL No. Date:
Name......... reeditamesieseeraertnrtatrsrnandnt ararrteurerans wanestresrasense Meter No........ vavran
Address. .. rererrevennnan veresiearesssnrnantan entnerratresrnssasiens rereeniersansansansensaeaes eesarasienreansasnasnasnasens

Consumer Class Domestic / Non - Domestic / Industrial / Local Body
Consumer Number

| | 1

Free Allowance per month KL

Period of Billing From To

|  Present Reading
Previous Reading

Quantity Consumed KL
Free allowance, if any KL
Chargeable Quantity KL

I METER NOT WORKING
METER NOT ACCESSIBLE

Period for which average Billing is done
Average Chargeable Quantity KL

DETAILS OF AMOUNT TO BE REMITTED

s,

KL
fmonth

Water Charges
Service Charges
Water Tax

Sewer Charges
Sewer Tax
Maintenance Charges
Other Charges

Total Bill

Arrears Due (period.....corvericcniiicninnns E0u carmiarrarrorassnsisasnsnninrenes
Total Charges Due

Penalty & Fine

Amount To be Remitted

CEORORORE)

I
l
l
Jmonth L 1‘
I
|

vl T T T

Biling Clerk Ledger Clerk Cashier / Bill Collector Essistant Enginear.
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FORM RA-17
(Refer Chapter IV (D) Para 5]

Original  to Consumer
Duplicate to Consumer
Triplicate Office Copy

Name
Address

Bill No. Ref:

KERALA WATER AUTHORITY

BILLING ADJUSTMENT VOUCHER

No:

Consumer No. Dt:

DOMESTIC / NON-DOMESTIC / INDUSTRIAL / LOCAL BODY

1. Quantity Billed

actual / average

2. Quantity to be Billed actual / average

3. Excess / Under charge Qty.

DETAILS OF AMOUNT TO BE REMITTED

Whater Charges

AMOUNT BILLED

ADJUSTMENT

CORRECT BILLING

Service Charges

Water Tax )

Sewer Charges

Sewer Tax

Maintenance Charges

Qther Charges

Arrears (Period—To—])

Penalties & Fines

Amount to be Hemitted

Clerk Supt.

Cashier
Bill collector

Asst. Exe Engineer



.‘1

FORM RA-18
{Refer Chapter |V (D} Para B)

KERALATWATER AUTHORITY

b -

CERTIFICATE OF BIiLLINC

Original To Consumer
Duplicate To Consumer

Date:
Ref; No.
Name Consumer No.
Address
Period of Billing From ___ To
Domestic / Non-Domestic / industrial / Local Body
Bill No. lssued Ref: Dt
| (1} Present reading
(2] Previous reading
(3] Guantity consumed KL
(4] Free Allowance _ KL
(8) Chargeable Quantity KL
il Meter Not Working / Meter Not Accessible
Period for which average billing is done
Average chargeable quantity KL
DETAILS OF AMOUNT TO BE REMITTED
| o AMOUNT __Bs. Ps.

Water charges @ /KL

Service charge p.m.

Water Tax

Sewer charge @ p._m.

Sewer Tax

Maintenance charges

Qther charges

Arrears

Jotal Charges due

£ | lties

Amount to be remitted

Ledger Clerk

Supt:

Cashier/Bill Collector

Asst. Exe. Engineer



- FORM RA-18 Original To Consurner
- Refer Chapter V [A) Para 1 Duplicate Office Copy

KERALA WATER AUTHORITY

RECEIPT [ 1o SO
> (For Water / Sewer / Maintenance charges only]

Received with thanks FrOm Sri/Omt. /IS .. e i iccicciir ittt a s rrs s s aa s rt s s asn e rars s aasarsnast
Consumer NO....oiviecairansateirssnaresns BUPEES..c.civiiircemriianiactinraaans (N WOrdS...ooviiviiiiininireniearrenen
............................................................................................................... ] in cash ! by cheque |
Oemand DPoft N v eveccererssrsiersaasressiarserrairsissinrnsises APEWN DNt enrrsmimeiiaisrrrancararsasnsssonrersaseers
e B ANK v ee s eesesenerererrersorscnrentartasersaanrassarivanannarenrears branch towards water ; sewer | maintenance
charges agaiNst Bill NO. [S)eeierrreerraierreiimierr s b s s b s e

Revenue

Stamp

X
Date Cashier

Bill Collector




L
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FORM RA-20
Refer Chapter V {A) Para 1

Origina! To Party
Duplicate Office Copy

KERALA WATER AUTHORITY

RECEIPT
NO.cvverrrarenrens
Received with thanks from M/s./ Sri./ Smt. / Miss......... freartehenarestursesnornrnbadnisrannrne veeerarrane
RUPBES..coccoriiscrerrerreisnrses B WOPS: e eevreeerrsarrarssrsarsasraraitsiosresss PO PP
in cash / by chegque / Demand Draft No ..o, Arawn Ofle..ceciveeremsisines ferrerbearerrerratn
TP UOPIIN Bank reraeneasenBranch
towards......... . v canr ‘e
D Fieve';.r'me
* »
atep-lltloutillio IFERNERE R RLY ] Stamp
" Cashier




FORM RA - 21
(Refer Chapter V [C] Para 3]

KERALA WATER AUTHORITY

CHEQUE REGISTER FOLIO:

= - @ Particulars of Initials of °

< 6 o Remittance . o
w Q@ @ - — @ [ .74
- 3 D B e P w BT
=] 2 @ 0 B 5 3G B O
2l el ® g5 a g Ch 2 — ¥ i 3 L
. | & 25 £ 3 ¢ E Bank Equ“E No. £ T g B 5 S Eg
| a| Ed Z < £ & t < =0 @ | 8@t | O&E
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FORM RA-22

Refer Chapter V (C) Para {5]

KERALA WATER AUTHORITY

REVENUE COLLECTION SCROLL

Date...correrrrinriasens

Sl. No.

Name

Consumer Number

Bill Ref.

Receipt Number

Amount

Remarks

Verified by Superintendent

Cashier / Bill Collector




FORM RA-23

(Refer Chapter V (C) Para 5)

KERALA WATER AUTHORITY

SURPLUS/DEFICIT OF CASH COLLECTION REGISTER

JUapUAIULI
-adns jo ufig

syJeulsy

Jajysen
140%08)|00 |8
ay) 4o sweN

191480

snidang

yseo |enioe
4O UN0Y)

syoog Jad sy

|sadieoay |e10)

ol

Wwodd

Receipt Number

aleQq

ONIS

b




s o
FORM RA 24 KERALA WATER AUTHORITY Meater Number
[(Refer Chapter IV (D)
Paragraph 2) CONSUMER PERSONAL LEDGER Consumer Class
Consumer No. : '
Na ) Date of Connection : Domestic/Non-Domestic/Iindustry
me : L 4
Add ) Panchayat/Municipality/Corporation
ress : Free Allowance
Opening Reading
> other details 0| % 5 |eel o w Collection | Unbilled
v |5E - . | (including the | & 0|8 ol - |G+ & 2 DL 85 E .| Balance | ginag
2 | 85 [ Quantity | Bill , 2ol 12| c |58|e2|2D2 =3 ,
8 | & 8 |consumed] No. detailsof OG5/ 25i @ |38/ 0 35|22 58, °¢ Recei- | Amo- collec-
p average billing [2 ¢ [2E£ | & S|l 2 |EQ|EF|loslF Date unt d
o g GISE 05| 8 [P0 5 [Sel|Cl 05| <« pt n te
and the basis) 2 ® |Sao| & No. |Rs. P.|Rs P.[Rs. P.
11271 3 | 4] 5 |6 ] 7 B9 [10[11112[13| 14 15 | 16 [ 17 | 18 1} 19




-:_t ,j'] ( - _ (i'.'}

FORM RA-25 Original : Division/Circle
(Refer Chapter V (C} Para 2] Duplicate . Region/Head Qffice
Triplicate : FM & CAD in advance

of monthly accounts
Quadruplicate : File Copy

KERALA WATER AUTHORITY

Pering : FrOMuu e vievctennsarermrrissransionsrs B I« TOUTR U DT UO PR PR
Billing Collecti .

Consumer Class | g4 n w n ] | n oliection g 3 o B i 2
c cwi Ra L © @ Of I i) w2 o TES e
EQ g 2o o« So |5 el -} £ L o _— i 2 & c @ @ e
EE |uc| BC e oo 1 2 tos| ®wW | @<L @ g50 =& 208y
o0 |wao| £ @ a % Zd |Tx|ge@®| T | £ 2 Charges ootn| 88 jBoc=
oo g.l: [T Bu: [ QO O oL Co = [=} calg 2o (== =]
om Ol ®o - | WG |- |2c0)| a . OL | + Oroce | Om [3En o

. i

Domestic

Non-Domestic

Industrial

Panchayat

Municipality

Corporation 4

TOTAL

Details of other charges by billing (Account Gode wise)

1}

2] __ -

3) . Superintendent/

4} Divisional Accountant




FORM RA-26 Original to H.0.

{Refer Chapter V (D] Para B) Duplicate to HO.
Triplicate to Sub Division/Section

o
KERALA WATER AUTHORITY
WRITE OFF ORDER
Board Approval NO....veuiiiimererer et e
DVISION . e vessiirsinnriersieaneanacaniaines SUD=DIVISION. et viviraranresriastsevarsantssnasnarsnns
¥ 81, No, | Consumer number | Consurmer class Name A%%%";nt Amount
-
™
T
b Y

Date : AUTHORISED OFFICER & SEAL



W

£

ORM RA-27
{Refer Chapter V (B) Para 9)

KERALA WATER AUTHORITY

DEPOSIT WORK RESERVE REGISTER

s)yueway

S

o

uxe| L sy
ueys Jaiesdb
51 U0}108UU0D
10 1800 ay3
aJaym aJsy
Jajug JedA N

Jeapa B

S5J

SBBA £

JEBA O

JeaA g

JBSA {7

J28A £

Jeaa g

Amount of reserve to be appropriated over

58 5C 5D 5E 5SF 5BbG S5H

Wie| 8uQ 'sH
ueysy ssaj

S UOIJI8UUCD
10 1500 8y)
aJaym sJay
199u] JBBA |

SA

uQ 9ng "AIg

qJ40daJ JO pohied

jJ40day
uona|dwon o4

ON 18

-




FORM RA-28

{Refer Chapter - VIl Para 2)

Original ]
Duplicate) to H. O.
Triplicate to Division

KERALA WATER AUTHORITY

WATER CONNECTION WORK - ORDER ISSUE REPORT
SEweR CONNECT - E
SUD DVISION. . evseenseremrreasrvoarnonrarneromes DIVISIOM it
PErIO FrOM..eeieeeseeeiiersmorsranrssrseross TQuniienimmmnnmmersiurnesran st
Sl. No. Work Order No. Estimated Cost
Date : Executive Engineer

Asst. Executive Engineer




¥ o o “ A\
FORM RA- 29 Criginal to Division/HQO account
(Refer Chapter Vil Para 3) Duplicate to Division /HO
Triplicate File Copy
KERALA WATER AUTHORITY
WATER SEWER WORKS COMPLETION RERPORT
S DiVIiSIOM . ciicirsrrirarirrarearinranscarsansass I TV =TT o T
PEriod FrOmMu. e cereirreirietrirsiratasencstnrsnceareans I T
© 2 ACTUAL COST OF CONNECTION
£ g g __ .
T = e = &
< 9 g B Less than one lakh rupees Greater than one lakh rupess 5
E 2z 5 £ 2 2 2
2 FE ]
2 59 £ 8 g |25 3 - - = p
73] = 9] = 5| 5 5] = = 5 8 c
5 & 3 s || EI 2|/ 8is (5| E|8|z|&|¢8 855]S 5
2 = m z @ a T £ o Q i} 0 & E o (=] £ E o 8 q
s ” g |8 |Els|218|S1&8|5|sl25]|5]8 55| <
2 = al3|l£id|&1S8lalz|lejdl2|o |bad] >
1 2 3 4 5 =] 7 8 9 10 11 12 13 14 15 16 17 18 19

Asst Executive Engineer
Date Exacutive Engineer



ot o o ’ W
FORM RA-30 KERALA WATER AUTHORITY Original ) Division/Circle/Regicn/
(Refer Chapter Vil Para 4] Duplicate ) Head Office
CONNECTIONS STATISTICS Triplicate File Copy
Sub DiviSION.cieiierrarinsirasrasne DiVISION. et varervstircnsirnannne SLatistics 85 ONuiivernriecrenienirans
Water Sewer |
@ w 0 0 o @ o
w C c ! c c C ! e =
=) =] O e S 0 0T
Consumer Class ;g 2| 5g | ¢ 55 {9: 2|5y 2 55 g
| = o—
£22e | 28 | S5g | BER 5228 | 28 1 Sp | BEE i3
5559 | §2 | 25 S5 sS552 | 62 | 25 s5o
20 ©m Oc | OB Z0 @ ZO8m | oW | 85 20
Domestic il |
) [
Non-Domestic ‘

Industrial \

Panchayat | \

Municipality

Total

Corporations l

Executive Engineer
Assistant Executive Engineer

Date :
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FORM BA-31 Dr‘igi.nal to Divi_si_oplCircle,’F!egion HO
(Refer Chapter VH Para 5) ?:‘lizlllizaal;;z to E;;;IS&!;TO
KERALA WATER AUTHORITY
STATUS OF METER READING/ BILLING ETC.
SUD DHVISION . cvvririierirsirecrareasrssrsesnarnnss DIVISIOM e i sanases
Period From.......cccrcimisiariinmcaraaes T it iinriierasits st arransraraiserarsnasivns
1. Total Number of cennection
2. Number of Meters Read
3. Bills not raised at the end of previous period in respect
of Meters Read
4. Number of Bills Raised
5. Number of Bills to be raised (2+ 3—4])
6. Number of Accounts not up Dated in respect of Bills raised
7. Number of Bills not issued to consumer as at the end of
previous periods
8. Number of Bills issued tao the consumer
9. Number of Biils to be issued to the consumer (4 + 7—8)
10. Maximum Time lag between previous Meter reading &

current period

__Executive Engineer

Asst Exsecutive Engineer

DAt cricirreivisornss



*

FORM RA-32 Original to Division/Circle region HO

Refer Chapter Vll Para (6} Duplicate to Division/HO
Triplicate HO Accounts

KERALA WATER AUTHORITY
AGE ANALYSIS OF SUNDRY DEBTORS

SUD DiViSION e rveeienietneoraarsacnrarsceionerses DiVIS 0N cviivenreearrarsnrenvenssusenonneaons
B S Dleiniresitirisesssnsasssrnerassotsnstnssnssssnsesssnsrasasasanssantnsissnnssnssnssnionsanssnsssnn
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FORM RA-33

Refer Chapter VIl Para 7

Original

Duplicate H. 0.
Triplicate H. Q.

Board Copy

Quadruplicate Return to Div/Sub-Division

Bad and doubtful debts report period as on

KERALA WATER AUTHORITY

Sub Division Division
Amount
Consu- ief Action | Amount approved
ﬁlo Ngg:%u.?rt-t;pe mer f%l;‘lgalrt‘iﬁgsggd taken | outstan- Remarks by the
' Number thereof ding Board to
write off
0121 7= SR . _
Executive Engineer
Ref:. - . Asst. Executive Engineer

Head Office correspondence:




_ FORM RA-34 Original to Sub Division
X fRefer Chapter V [C]) Para 5 Duplicate for acknowledgement

KERALA WATER AUTHORITY
Division.......- weeesramrenns reeerensanen Sub DiviSION..o..cevevaraererarrimnainss .

COLLECTION SUMMARY

Refivresereincrreconcones Date..eiceracees veenesesesen
Section / Collection Centre,.......cccivercimaicnniinan
x
Total revenue collections for the day is RS,
(Receipt Nos. From......... rereanan TR L 1+ DU PP R )
remitted as follows.
X 100 =
X 50 =
X 20 =
X 10 =
> X 5 =
X 2 -
X 1 -
Coins -
Cheques & D. D's {As per
statement attached)
TOTAL
[In wards)
Kindly acknewledge the receipt in the duplicate copy.
- .
Superintendent Cashier/bill Collector
Received RS..c..ccceiimnnicnnan, (in words ]
in cash & RBs........ cerenissiraanens {In words )
by Cheques & D. Ds.
Date Cashier (Sub Division)
™

Accounted in cash book folio...c.cccvvvenee. rramreasnrass
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FORM RA-35
(Refer Ghapger IV (D) Para 2)
KERALA WATER AUTHORITY
BEGISTER OF MAINTENANCE CHARGES
GCNBITIE ceaqrrtraresaronssaranssesresnsssnnasesesy 1Y, [0 a] {3 /OO
Account Heads and Amount
sl Particulars of expenditure Basis of Total
No. m)t':'her":ece:f:er‘ence of voucher allocation
Hs, Hs. Rs. Hs, Rs. Bs. Rs. Rs.
Total
Claimable from Local Basis of Billing Amount Bil No & Date
Bodles: Rs. Junior Superintendent/

Name of Local Body Divisional Accountant
1 e erearavaanes rreneane veratraevarn
2 U, eersesiaere

3] orerrreereaesariosnearansrassans

Total

Asst: Executive Engineer/
Executive Engineer




FORM RA-36 Original to Head Office

(Refer Chapter V (B) Para 7) Duplicate to CirclefRegion Office
Triplicate as File Copy

KERALA WATER AUTHORITY

TRIVANDRUM

Statement of completed deposit works of others

DIVISION . verenrrartomsarsannsss LoC Code...cciiecaereeraaraene 2 SUb DiVISION. cesienveiacracniensnsLOC COUEcivcrunrreeserane
WOPK. i crimrrarsrnsmiransans W. 0. NOustassisrseraeres eeeneraes NAMmMe of Party...... eetaeeairarserrars eversmisenrasast
Aeference........ tertasrereseabaesnasensirtbatastrainas avavsstssensearasrminrs srreseine veremserns rrenseenves vereavenen eersersnracnes

(Account code to which the deposit was originally credited etc.)

Asset
Sl No. Amount. Remarks
Classification Account Code




ORM RA-37 Division / Sub Division:
(Refer Chapter V (D) Para 8) Location code:
KERALA WATER AUTHORITY

DETAILS OF UNBILLED INCOME AT THE YEAR END

Sl Consumer Water Service Water Sewar Sewer | Maintenance Other
No. Class Charges Charges Tax Charge Tax Charges Charges Total

1. BDomestic ‘

2 Non-Domestic ‘

3. Industrial

4. Panchayat

5. Municipality

B. Corporation

TOTAL

Details of other charges (Account code wise)

1.

Superintendent / Divisional Acecount
2.

Assistant Exa: Engineer / Exe: Engineer
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1.1

CHAPTER 1
INTRODUCTION

OBJECTIVE

The objective of the manual shall be to establish consistent and effective policies and
procedures in order to ensure uniform practices throughout the Authority. The policies
and procedures specified in this manual shall be followed unless specific exemption is
otherwise granted by the Authority.

SCOPE

This manual covers operating systems and procedures and accounting thereaf related to
capital expenditure on schemes ‘works, acquisition’ creation of fixed assets etc.

DEVIATION

Deviation shall not normally be permitted unless backed by a justifiable request for
deviation clearly outlining the following :

*  Nature of deviation

* The reason for deviation

*  The time span for which deviation is reguired

* The procedure that would be followed if deviation is approved.

Such requests shall be submitted to Head Office which shall then evaluate the necessity
thereof and accordingly either approve or reject the same

USAGE AND CUSTODY

This manual shall be issued to and used only by those persons the Authority may deem fit
and accordingly authorise, Any such person so authorised shall preserve the copy under
his 'her confidential cusody. Upon transfer relocation retirement etc, any such person
shall be obliged to return the copy to the Authority.

CHPTER
ACCOUNTING POLICIES

DISCLOSURE AT HISTORICAL COST

The Fixed Assets of the Authority shall be recorded in Books of Account at Historical cost,
and so disclosed in annual accounts, Revaluation of assets shalt not be permissible to
restate asset cost atits replacement/current cost value, unless felt necessary and
accordingly approved by the Board explicitly each time However, net depreciation to be
charged to income and Expenditure Account in such cases shall, not include depreciation
on incremental cost attributed to such revaluation. Furthermore, in case af revaluation,
suitable disclosure in the annual accounts by way of a footnote shall be necessary,
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Such explicit _appr‘oual as aforesaid shall not be necessary in situations. Outlined in paragraph
3.12, wherein the asset shall be recorded and depreciated thereafter according to the
policy stated in such paragraph.

INVESTIGATIOGN AND PLANNING (IP) EXPENDITURE ON PROJECTS

Identification/Survey/Feasibility expenditure incurred for a project shall be accumulated in
Account Head provided for the purpose (Account Code 1821). Incase such project is
sanctioned or rejected the related IP expenditure so accumulated shall be capitalised
appropriately or charged to revenue (Account Code 3192] respectively.

COST OF CAPITAL AGSETS

Cost of capital asset shal! include all "ACTUAL COSTS” incurred to prepare the asset for
use subject to the exceptions and the bases of determining such costs recommended in
paragraphs 3.10 to 3.12. Such actual cost shall include tothe extent applicable all
material costs, labour costs, contractors charges, other direct expenses and project
overheads chargeable to capital

Actual cost cf an asset may exceed the ‘true value’ of the asset at the time of commissi-
gning of the asset. Long delays in completing a project, errors of judgement in purchase
esc, may lead to the Authority incurring an excessive cost. No adjustment shall be made
in such cases and full st of tha assat shall b2 accounted for as the cost of the asset.

Similarly, there may be situations where the Authority could acquire construct an asset at
an actual cost lower than its valua. Factors such as quantity rebates earned on large
purchases, purchasing in an auction, in house construction to eliminate contractor's profits
etc., may result in a fower cost of the asset as compared to its value or as compared to
its purchase price under normal circumstances In such cases alsa no adjustment shall be

made to the “actual cost™ of the asset.

Some losses may he involved in execution of capital projects for example irrecoverable
advances to contractors. loss of assets or damage to assets at construction stage and
shortage observed upon physical verification of stores at construction divisions. No part
of any loss shall be capitalised and included in the cost of assets.

Some income may be earned by the Authority during the course of a capital project for
examble, interest on advances to contractors, rentals recovered from contractors for
use of Authority Quarters/equipments, sale of scrap etc. No income shali be capitalised
and reduced from the cost of any asset. Even in cases where the income is identifiable to
one or more specific assets, no capitalisation of such income shall be done.

However, in c2rtain casss, the cost accounted for in respsct of an asset may be
subsequently increased or decreased for reasons such as:

{a) Correction of errors in bill passing

(h) Cerrection of errors in cost allocation

(c] Correction of errors in accounting

[d} Granting an escalation claims of suppliers/contractors

(e) Difference between a provision made for bills not passed by the time of closure of a
project and the final amount for which the bili is subsequently passed.

(f) Rebate granted by supplier.
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All subsequent increase or decrease in capital expenditure as aforesaid. shali
be indentified to relevant assets and the cost accounted for eariier for that asset shall be
changed accordingly.

Any subsequent increase or decrease in the project overheads expenses chergeable to
capital shall be charged to capital if done within the year.

Exceptional situations referred toin paragraph 3.1 shall be as detailed hsreinafter in
paragraph 3.10 to 3.12.

An asset received as donation shall ba accountead at its fair market valuz. The fair market
value shall be debited as the cost of the asset and credited to “Donated Capital Assets
Account” {Account Code 2022). Donated assets which are subject to certain conditions
shall nevertheless be treated as fixed assets but be disciosed by way of a foot note
indicating value of such assets Assets receivad as grant shall also be accounted for in
the same manner as donated assets.

Lease premium payable on acquiring lease rights for assets shall be treated as the cost of
leasehold assets. Depreciation shalt be charged on such cost in the manner prescribed
for Depreciation on Leasehold Assets. Periodic rentals payable on leasehold assets shal)
charged to revenue expenditure in the year in which the rentals accrue. If the Authority
acquires leasehold rights for an asset with no or negligible lease premium, the fair market
value of the asset shall be determined and the amount required so state the asset at its
fair market value shall be debit to the asset and credited to an account “Reserve for
leasehold Assets” (Acccunt Code 2116). The fair market value of the leasehold assets
shall be depreciated over the iease period. Simultaneously, extinguishment of a
proportionate amount of reserve set up in the books shall also be effected. By the end of
the lease period the liability in accounts would have been fully extinguished and a provision
for depreciation equal to the amount of fair market value booked as cost would have been
created. Onreturning the assets to lessor, the provision shall be set off against the
amount of cost of the asset so as to close the two accounts.,

Fixed Assets taken over from the Public Health Engineering Department [PHED) by the
Authority upan its formation or if similarly from any Local Body after such formation or in
future shall be stated as per chart of accounts classification at the value to be assessed
for the purpose and depreciated thereafter over the remaining useful life if any, of such
assets estimated for the purpose. The value assessed for such assets shall be debited to
relevant category of Fixed Assats and credited to the Account Head.

“Net value of assets taken over” [Account Code 2011). Notwithstanding anything to the
contrary contained hereinbefore/hereinafter to this paragraph, the treatment of cost/
depreciation etc, relating to assets taken over by the Authority upon its formation shall be
in accordance with the terms outlined in this paragraph.

In accordance with the aforesaid norms describing “actual cost™
A. LAND AND LAND RIGHTS

Cost of Land and Land Rights [Account Code 101 1) shall include:
-— Acquisition price of land including land survey expanses.
~  Compensation paid for the same, if any.
— Cost of usufructs surrendered by the seller (such as trees’crop on acquired fand).
— HRegistration charges including stamp duty, Legal charges, etc.
— Land Acquisition expenses
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in case of Leasehold Land (Account Code 1012) such cost shall include:

Lease premium payable/paid or fair market value where noor negligible iease
premium is payable in accordance with such policy as stated in paragraph 3.11.

Cost of Development Expenditure on Land (Account Code 1013, 1014) shall includ:

Cost of clearing usufructs, if any.

Cost of site development including levelling charges, filling etc.

Cost of demolishing useless structures on acguired land as reduced by sale
proceeds arising out of sale of scrap thereof.

Cost of land scaping, gardening and any of such like improvements to such land.

B. CiVIL WORKS (EXCLUDING BUILDINGS)

Cost of Civil Works [can only be constructed and no acquired} shall include:

Ali material cost (refer paragraph 3.14).
Ali labour and contract charges [refer paragraph 3.15)
All project overheads [refer paragraph 3.16}

C. BUILDINGS

If any building is purchasad “actual cost” of such building shall include:

acguisition price

compensation paid for same, if any

Cost of obtaining sasement rights (eg. tenancy rights).

Registration charges including stamp duty, legal charges, etc,

Cost of improvements to render the building usable {including all material/labour
costs and expenses chargeable to such activity).

Cost of any other expenses to render the building usable (eg. any architect's fee
paid for the purpose).

If any building is constructer. “actual cost” of such building shall include-

cost of such construction including all material!/labour costs and all expenses
charageable allocable for the purpose.
cost of survey and sanctions/permits easement rights etc, as may be necessary,

Architect’'s Fees

D. PLANT AND MACHINERY

Cost of Plant and Machinery shaii include;

Cost of all capital equipments and spares purchased and used for the purpose
including customs duty thereon in case of imported equipments/spares.

All expenses incurred in bringing the equipments and spares to site and til.
commissioning thereof including port charges/clearing charges, if applicablel
inland freight, equipment storage/transit insurance till commissioning, etc.

All material costs consumed in capital works/schemes (refer paragraph 3.14}.
All labour and contract charges [refer paragraph 3.15).
All project overheads (refer paragraph 3.16].
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E. MAINS AND NETWORKS

Cost of Mains and Networks shall include:

— All material costs [refer paragraph 3.14).
— All labour and contract charges (refer paragraph 3.15}
— All project overheads (refer paragraph 3.16].

f. ROADS, BRIDGES AND CULVERTS

Cost of Roads, Bridges and Culverts shall comprise of cost components as specified in
paragraph (E} of this paragraph.

G VEHICLES
Cost of vehicles shall include:

— Purchase price
— BRegistration charges
—  Fabrication charges in addition, if applicable.

H. FURNITURES, FIXTURES, OFFICE EQUIPMENTS & OTHERS
Cost of such assets shall include:

— Purchase price
— Installation charges in addition, if applicable.

MATERIAL COSTS

Material cost shall be defined to include cost of all items of stares, spares, capital
equipments and consumables, consumed on any capital works/schemes. The mode of
pricing such matarials hava basn daalt with in “val. 11", “Materials Accounting Manual.”

LABQUR AND CONTRACT CHARGES

All labour and cantract charges incurred on capital works/schemes shall be included as
part of actual cost relating to such capital works.

PAOJECT OVERHEADS

Project overhsad [towards salaries etc.. and Administrative charges] shall be charged to
cost of assets on such basis as the Authority may deem fit.

POINT OF CAPITALISATION

An asset shall be capitalised when it is first commissioned (i. e. put to usa). The conclusive
evidence of such commissioning shall, being a technical matter, be settled by a project
campletion certificate or any other certificate as the case may be, issued to such effect
by the relevant technical authority competent to do such acts as the Authority may from
time to time datermine. Al costs incurred upto such point of time appropriately reckoned
in accordance with paragraph 3 above. shall be the value when capitalised as aforesaid.
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IMPROVEMENTS

Any major alterations, improvements, renovations, etc, in any year to existing assets
involving sizeable expenditure and resulting in extending the useful estimated life by much
and/or Increasing capacity of such assets, shall be capitalised in such ysar. Cost of existing
assets, shall be capitalised in such year. Cost of existing assets destroyed if any during
such improvements shall be treated as assets written off in accordance with policy as per
paragraph 8. However. rearrangement/relocation expenditure in this process or otherwise
shall not be capitalised and treated as part of revenue.

DEPRECIATION

Atleast Ninety [90) percent of the cost of an asset (other than leasehold assets) shall ba
depreciated on an annual basis, on a straight-line method over the estimated useful life of
the asset. Such useful life shall ba as the Authority may have to adopt either onits own/
statutorily/Covernment prescribed years or otherwise as may be applicable. In adopting
such useful life, the balance useful life remaining in case of functionally homogeneous and
integrated group of assets shall be applicable to individual assets constituting such group.

In case of leasehold assets. 100°% of cost of such assets shall be depreciated, over the
lease period [excluding any future renewal period) or estimated useful adopted whichever
is less.

Such aforesaid depreciation shall cease to be charged either from the time when S0x/
100°% of such cost of assets as the case may be has already been depreciated or the
asset becomes defunct and cannot be used, whichever is earlier,

GAIN OR LOSS ON SALE OF ASSETS

Gain or loss arising on account of sale of an asset in any year shall be treated as a revenue
item and accordingly accounted in such year. Such gain if any shall to the extent of accu-
mulated decrepiation be reckoned as revenue and excess if any treatcd as part of Capital
Reserve. In case of sale of such assets the extent of cost of such assets and accumu-
lated depreciation thereon shall be reversed.

WRITE-QFF

Whrite-off of any asset shall have prior concurrence of the Board of the Authority except in
case of all small and low value assets each costing Rs. 5,000/- or less and not consti-
tuting an item of project expenditure. However, such exception shall exclude:

- assets created by service connections
- furnitures, fixtures and office equipments.

INTEREST CAPITALISATION

Interest paid/payable, on borrowed funds earmarked for acquisition/creation of asseets and
s0 utilised. shali upto the time of commissioning of assets be capitalised accordingly.
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CHAPYER Mt

OPERATING SYSTEMS AND PROCEDURES

tA) ESTIMATION & TENDERING FOR CAPITAL EXPENDITURE

INVESTIGATION. PLANNING AND DESIGN (IPD)

Usually prior to embarking on any capital expenditure (i e. project] the Investigation and
Planning Division [IPD) shall undertake examining the feasibility of such activity and upon
evaluating the technical necessity for such capital works/schemes shall accordingly through
proper channels submit a detailed evaluated proposal for obtaining the Board Approval
sangtioning such activities and duly provided for in the Annual Budget. Such proposals
shall inter-alia state the equipments required, materials necessary, cost of labour and
contractors assistance sought, and the extent of other expenses that are required to be
incurred and the time span within which the project would be commissioned. Such
sanctions if accorded shall outline the extent approved and or the variance to such pro-
posals sanctioned. The copies of the proposal and the budget sanction therefor shall be
forwarded to amongst others the Division to undertake such capital works/schemes. In
addition, if such proposals are generated during the year, the same procedure shall be
followed seeking additional budget sanctions.

OTHER DIVISIONS

Similarly, any Division desirous of undertaking capital work shall follow the procedure
aforesaid in paragraph. |

The Head Office {HQO)] shall forward the sanctioned proposals along with the details of ex-
penses incurred by IP division {which HO shall cause to obtain if not available already] to EE
of the concerned Division. Upon such receipt of sanctioned proposals, the same shall be
forwarded by the Executive Engineer (EE) of the Division via the Divisional Office (Accounts
Section) [D.0. [A.5]] to the congcerned subdivision'section as the case may be, to enable
opening up of a folio folios in the WORK REGISTER which shall be in form FA 1.

The Divisional Office [EE) shall take necessary steps to cause to execute the work, in this
regard, the EE shall in consultation either with sub-division/section or higher authorities
(if asked or otherwise) as may be necessary, arrange toissue tenders or obtain competitive
quotation based on quantum of work criteria as the Authority may from time to time
determine. Such tender forms shall be sold against receipt of moaney therefor and for warded
to D. 0. (A.S.) far accounting and enabling to be recorded in Tender Forms Sales Register
in Form FA 2.

In case of such tenders EE shall, if any earnest moaney deposit is collectable. ensurereceipt
of the same and forward such cheques DDs as the case may be to D. O. (A. 8.) who shall
account accordingly and record all such receipts in Register of Earnest Money Deposit in
form FA 3.

The evaluaticn of tender terms shall thereafter be undertaken and the details of final
verdict choosing the supplier/contractor as the casemay be shall be recaordad in the Tender
Register (Form FA 4]. Any Tender Earnest money Deposit repayable to thz tenderers
rajected shall whzn due be paid as per procedure therefor.
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EE shall then award such contracts accordingly to the contractors/suppliers as the case
may be and an agreemant to such effect detailing the terms and conditions shall be duly
entered into. Upon such awarding and priar to cormmencement of work, the EE shall cause
to obtain if required as per contract any security deposit and/or bank!guarantee as the case
may be, such instructions shall be forwarded to D. Q. (A S} for accounting/recording.

B. EXECUTION OF SCHEMES/WORKS

ELEMENTS AND COST THEREOF
MATERIAL

The Division shall approve the cost of materials including equipment cost/purchase cost
etc. incurred on any scheme work with reference to the MASA statement. Measurement
Books (to be maintained in such form as the Authority may deem fit] etc., in accordance
with the terms of schemas/work sanctioned. However, details of materials received at
site (as recorded in MA-B6/MA-14 of materials accounting records) shall be analysed
further in terms of relating to utility of such receipts to assets, classified as per chart of
accounts, the details of which shall be forwarded on a monthly basis till the scheme/work
is completed work orderwise toD O [A.S] through Sub Divisions. Details of materials
returned to stores or transferred to other work or to other units, the balance of stock
lying at site on completion of work/schemes shall be analysed further in terms of relating
such materials to the assets classified as per chart of accounts, the details of which shall
be forwarded, work orderwise to D. O [A. S) through Sub-Divisions.

In cases where any Account Rendering Unit (ARU's) other than Divisions engaged in
operations procure any asset [e g. furnitures and fixtures, computer or air-conditioner
etc., by say Circle Office, Region Office or Head Office etc.) the details of such asset
acquired including cost therefor shall ba verified approvad with reference to purchase order/
terms of contract etc, and duly forwarded to respective Accounts Section for payment/
accounting.

LABOUR

The Section/Sub-Division Division shall cause to ensure that labour resource utilised for
purposes of capital works'schemes are used for the purpose. The mode of payments t0
such labourers and accounting thereof (including for CLR, HR and others) shall be as
datailed in Vol. Vi “Personnel Cost Accounting Manual”. However, the abstract of such
iabour chargas at manthly interva's shall be consolidated work orderwise and forwarded
to Division (vidz2 Form No.PA 24). The Division {EE) shall approve tha same, upon satisfying
himself about the veracity of figures contained therein and forward it thereafter to D. Q.
(A. S.) for necessary accounting.

CONTRACTOR ASSISTANCE

The Division shall be ultimately responsible for the supervising controlling contractors,
maonitoring the progress of work and maintaining their accounts. However, the sub-divi-
sion acting under the jurisdiction of the Division shall monitor such acts on a day to day
basis.

Contractors shall be requisitioned in any of the following manner:
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- Material-cum-iabour Basis
- Labour contracts alone
Others

in accordance with the procedure specified in paragraph 4 to 6 of Section A,

The EE shall if necessary and inaccordance with the terms of contract entered into provide
such assistance to the contractor as may be required in the form of any or of advance
payment, secured advance {against value of materials evidenced to bereceived at site and
priced either at 75% or such other rate as the Authority may from time to time determine)
and materials issued on a cost recoverable basis. Any such claims preferred by the con-
tractor shall be approved by EE and forwarded to D.O [A.S.] Sub-Division for necessar-y
action as the case may be

The EE shall cause to obtain at the prescribed intervals or as may be deemed fit the Bills
of the Contractor {running/final). Such Bills shall inter-alia contain in substance the details
as set out in moeule, vide Form FA 9. The EE AEE shall verify such Bills with reference to
Maasuremant Books, MASA and other records information as may be deemed necessary
and approveif found correct. The said bills shall then be forwarded vo D.O. (A S) for
necessary recording/accounting/payment.

QTHER DIRECT ELEMENTS

The EE shall verify all other direct capital activity and expenses thereof and so identifiable
duly approve the same and forward to D.O. [A.S.) for recording/accounting. Such type of
expenses for example shall be Stamp Duty on Land purchase, Architects Fees on Buildings,
Cost of easement rights and the like.

MONTHLY REPORTING ON CWIP

The Division shall send every month to Head Office, Circle and Region Offices work order-
wise the physical progress report along with Abstract of work register Form FA 11.

COMMISSIONING (LE. PUTTING TGO USE)

The EE shali cause to ensure that after suitably verifying whether any works/scheme/
asset is technically usable completion certificate is issued therefor, a copy of which shall
be sent amongst others to D.O. (A.S), Regionr and Circle Offices. Furthermore, on
commissioning the asset'works/scheme as the case may be [i.e. putting it to use), the EE
shall cause to issue a commissioning certificate evidencing that such assets can be
capitalised. The distribution of such certificate shall inter-alia be as aforesaid in the case
of complaetion certificicate Such certificate shall contain in substance, as per Form FA
12 or in any other form as may be deemed fit

DEPOSIT WORKS

The procedures to be adopted for Deposit Works shall follow the procedures for
- materials as mentioned in Materials Accounting Manual [Volume ),
- issue of Work Order, maintenance of Work Register (FA-l}, Abstract of Work
Register (FA-l) as mentioned in this manual.

as shall be maintained for Authority’'s own works. However, cn completion of such works
and handing over of the assets created to the Depositor, the expenses recorded against
this in the Work Register {FA-I} shall be abstracted in "Statement of Completed Deposit
Works of Others” in form No.RA 38 (Refer Ravenue Accounting Manual-Volume II1).
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DETAILS OF MAINTENANCE WORK CONTRACT CHARGES

Details of contract charges for maintenance work shall be recorded in REGISTER OF
MAINTENANCE CONTRACT CHARGES (Form FA-19] under relevant column of account
codewise classification of Repairs and Maintenance Expenses on check measuring mainte-
nance contract works. Monthly abstract of the same showing account codewise totals of
R&M contract charges shall be sent to D.O (A.S] by the Sub-Divisions. The D.O. (A.5) shal]
consolidate the same and send it 50 Head Office alongwith monthiy accounts.

CHAPTER IV

ACCOUNTING PROCEDURES

A. ESTIMATION & TENDERING

On receipt of sanctioned proposal, the D. O. [A. 8] shall record the estimate details in
“Work Register’ (Form FA 1) and arrange to send such sanctioned proposals to the
concerned Sub-Division/Section. Also the details of expenses incurred by Investigation
Planning and Design (IPD} shall be appropriately recorded in the ‘“Work Register' [in Form
FA 1)

The D. O. {A. S.) shall account the receipt on sale of tender forms in the receipt side of
cash book under the head “sale of Tender Forms” {Account Code 7291) Detaiis of such
receipts shall be recorded in ‘Tender Forms Sales Register’ (Form FA 2).

The D. 0. [A.S] on receipt of cash’cheques’DDs in respect of Tender deposit, shall account
the same in the receipt side of the Cash Book under the head “EMD of Contractors/
Suppliers” [(Account Code 2731/2 732, as the case may be] and record such details in
in Form FA 3. Upon receipt of advice from EE, after duly recording in the Tender Register
in Form EA 4, the details of tendars rejectsd and accordingly when EMD is repaid to the
rejected party such repayments shall be accounted in the payment side of the Cash Book
under the same head. Details of such rapayments shall be recorded in “Register of Earnest

Money Deposit” (Form FA 31

The D. O. (A.S.) on receipt of any Security Deposit shall account such receipts in the
receipt side of cash book under the head “Security Deposit from Contractors” {Account
Code 2721} and record the datails inthe “"REGISTER OF SECURITY DEPOSITS"inForm FA S,

Details of any bank guarantees or other non-cash securities shall be recorded in REGISTER
OF SECURITIES/BANK GUARANTEES in form FA B

Upon receipt of advice from EE to release such security, the D. 0. (A. 5,) shall duly account
for the security deposit when paid in the payment side af the cash book under the relevant
aforesaid head of account and update Form FA 5 or FA B as the case may he.
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B. EXECUTION OF SCHEME /WORK

ELEMENTS AND COST THEREOF
MATERIALS

D. 0. (A.S.) shall in respect of materials received at site (analysed as per asset classi-
fication) record the destails in Work Register (WIP Register) (Form FA-1) appropriately
under materials column. On completion of scheme/work, tha balance of materials at site
fanalysed as per asset classification) shall be adjusted in the Work Register {Form FA-1}
appropriately under the materials column. Similarly, details of materials returned to stores
or transferred to aother works.or to other units shall also be adjutsted.

The relevant eccounts section shall upon receipt of duly verified and approved details of
asset procured by Account, Rendering Units [ARU's] [Such as purchase of Furniture eto.)
Shall account such transaction under the head "Control Account-Capital Expenditure
(Others)” (Account Code 9219). Details of such purchase shall be forwarded to Head
Office in "“DETAILS OF ASSET PURCHASED” {in form FA 7) on a monthly basis.

LABOLUR CHARGES

D. 0. (A. S.) on receipt of abstract of labour charges work orderwise (in form PA 24) duly
appraved by EE shall cause to record such cost in relevant work order in WORK REGISTER
in form FA 1 by apportioning to individual heads on an advalorem basis [preferably on the

basis of material cost. If not on estimated cost of work order or otherwise) as may be
deemed fit under the circumstances.

CONTRACTOR ASSISTANCE

D. 0. [A. 5.) upon receipt of approved Advice from EE in respect of materials issued to
contractors shall follow the procedure prescribed in Material Accounting Manual,

Similarky all payments made in the ntaure of Advance payments secured advances, duly
approved by EE shall - be accounted in the payment side of Cash Book under the head
“Advances to Contractors” (Account Code 1661) Where such payment is effected by
the Sub-Division, the details shall be furnished to D. 0. (A. 8.) with clear reference, after-
accounting in the cash book as aforesaid.

in either case D. 0. {A. 8] shall update the ‘'CONTRACTORS REGISTER' in form FA 8 under
appropriate colurmn earmarked for such transactions.

D.0. [A. 5.] upon receipt of approved bills {which shall inyer-alia set out details as in module
FA 9] update the Contractors Register FA 8 in the columns earrmarked for the purpose as

recoveries and amount payable. Details of recoveries shall be accounted in the Cash Book
as follows:

* (On the paymant side under tha head “Sundry Creditors-Contractors”.

{Account Code 2811) the total of all recovaries.

* On the receipt side, under the relevant account head as faollows:
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PARTICULARS

UNDER THE HEAD ACCOUNT CODE

(a)

(b]

Recovery of advance payment,
secured advance and material cost.

i} Recovery for non-std.
consumption

Recovery for unused and
unreturned materials issued
originally on Cost Recoverable
basis.

i)

x

*

To the extent of agreed rate

To the extent of difference,

if any, batween predaetermined
issue rate and agreed rate

* To the extent of difference,
if any, between market rate
and pre-determined issue rate

*

iii)

To the extent of sales'pur-
chase tax recoveries

To the extent of storage
charges

Regcovery for unused and un-
returned materials issued
aotherwise than on cost reco-
verahle basis

To the extent of pre-deter-
mined isg.ue rate

To the extent of differance,
if any, between predetermined
issue rate and market rate

To the extent of sales/pur-
chase tax recoveries

To the extent of storage
charges

“Advances payable to Contractor™ 1661
“Other Miscellaneous income” 72959
Advances to contractor 1861

Control Account-Capital Expenditure-
Materials [in case of capital works) gz212

"Consumption of stores 3111 ta
items; Tocls & Spares; 3139 [as
Consumables” {in case of revenue workslapplicable)

"Cther Miscellaneous income 72499

*S5.T. on materials issued to
contractors 2833

"Storage Charges” 6512

"Control Account-capital expenditure-
Materials [in case of capital works] g212

“"Consurmption of stores 3111 to
items; Tools & Spares: 3139 (as
consumables” (in case of appli-
revenue works] cable}
“Other Miscellaneous income” 72899

S.T on materials issue to contractors 2833

"Storage Charges™ 8512
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(e) Recovery of Sacurity D2posit ‘Security Deposit from Contractor”

{'and upto date Form FA 5) 2721
[d) Retention of Money “Retantion Money from Contractors/

Suppliers” (and record in Register of

Retention Money (Form FA 10) 2724
(e] LTD.S. “TDS from Contractors” 2821
(f1 Hire Charges “Other Miscellaneous Income” 7299
fa] Rent “Rent recovered" 7212
{h) Eilectricity “Electricity charges recovered

from Contractors” 7213
{i] Water Charges “Water Charges recovered from

Contractors® 7215
{j) Penalty & Fine “Penalty & Fines recovered” 7211
(k) Interest onloans & Advances “Interest recoverable from

Contractor” 7121

1.3.3

1.3.4

1.4

1.4.1

1.5

151

The D.0. (A.S ) shall while disbursing tha net payable amount ss per bill, account the same
in the payment side of cash book under the head “Sundry Creditors-Contractors” (Account
Code 2811). Details of such payments shall be recorded in the Contractors Register FA 8
Where the Sub-Division disbures such payment, in shall inform details of same to D:0,
[A.S) to facilitate updating of contractors Register FA 8.

D.0.{A.S.] shall upon receipt of any such aforesaid bill from the Contractor record the
details in the work Register FA 1 under appropriate columns earmarked for the purposes,
asset classification-wise (including in case of Plant and Machinery, where such details
shall be identified over individual components or apportioned on an advaloram basis as may
be deemed fit, if not so identifiable).

OTHER DIRECT ELEMENTS

D.0. [A.5.) shall upon receipt of other capital expenses payable [such as architect fee etc.]
duly passed by Executive Engineer appropriately record such details in work Register in
Form FA 1: Asset classification-wise such payments when made by Division or Sub-
Division shall be acccunted in payment side of cash baok under the haad “Control Account-
Capital Expenditure-Others” Account Code 9212]

MONTHLY ABSTRACT OF WORK REGISTER [WIP LEDGER) [WH)

The D. 0. (A. S.) shall on a monthly basis, extract the abstract of the “WR" and forward to
Head Office, Circle and Region Offices in form FA 11, work orderwise and also consolidate
in similar form for individual schemes. Furthermore, on receipt of Commissioning
Certificate (Form FA 12) the D O. (A.S) shall forward to Head Office the details of such
waorks 'scheme to be capitalised as “Capital Work Cost Analysis” in Form FA 13. Care shall
be taken to ensure that in the month in which Form FA 13 is forwarded to Head Office
the said details therein shall also be appropriately included in Form FA 11 to be submitted
for that month.
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Where any capital expenditure is incurred by an unit (hereinafter cajled project unit: such
as mechanical division) on behalf of other unit (hereinafter called banefitting unit), the
project unit shall send a copy of work register in Form FA 1 to the benefitting unit. Also
Abstract of wark register in Form FA 11 shall be sent to the benafitting unit, apart from
Head Office clearly indicating therein “IOA -~ Capital Expenditure”,

The benefitting unit shall transfar necessary funds to the project unit for the same,
These shall be accounted under the head “IOA - Capital Expenditure-Others” (Account Code
g9129).

IPD EXPENSES

Details of IPD Expenses shall be identified and recorded in IPD REGISTER (Form FA-20)
workwise and summary of the same shall be furnished to Head Office monthly in similar
form workwise.

ACCOUNTING FOR MAINTENANCE WORK CONTRACT CHARGES

At the time of payment of contractors' bill, record in the cash book as follows:

PAYMENT SIOE : Under the head Sundry Creditors-Contractors’ {Account Code 2811}
with gross amount of bill.

RECEIPT SIDE . Under the relevant head of recoveries as mentioned in paragraph
1.3.2 of Chapter IV-B.

SALE OF ASSET

The unit receiving amounts against sale of any asset shall account the same in the receipt
side of the Cash Book under the Head ‘I0A-other Liabilities' [Account Code 9143), deposit
such proceeds in Non-operative account and send the particulars of the sale in Form FA
16 to the Head Office.

C. ACCOUNTING AT HEAD OFFICE

WORK -IN-PROGRESS-ACCOUNTING

Upon receipt of ‘Abstract of Work Register’' (Form FA 11] from the Divisions, Head Office
shall pass the following entry:

Dr. Capital Work-in-progress [Account codes from 1111 to 1188, as the case may be)

Cr. Control Account-Capital Expenditure {Materials Account Code 9212)-to the extent
of material component as per aforasaid form

Cr. Sundry Creditors - Contractors {Account Code 2811) to the extent of contract
charges as per aforesaid form

Cr. Casual Labour Wages (Account Codes 3351, 3365283359/ -) to the extent of Labour
Charges as are summarised in such form.

Cr. Cantrol Account - Capital Expenditure [Others) (Account Code g9219j - to the extent
of such charges specified in the aforesaid form.
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12 {a) At the yser end project overheads (towards salaries etc. and administrative charges
- etc.) shall be transferred to “Revenue expenses transferred pending Allocation”
- (Account Code 4191) by debiting it and by crediting “Transfer of Revenue expenses
to Capital Work-in-progress” (Account Codes 3911 & 5911} .
(b) Interest expenses, if not directly identifiable shall be apportioned and transferred to
‘Revenue expenses transferred pending allocation’ (Account Code 1191) by passing
the following journal entry: -
Dr. ‘Revenue expenses transferred pending allocation’ (Account Code 1191).
Dr. “Transfer of Revenue axpenditure to Capital work-in-prograss”  [Account
Code 4811)
> Such details shall be recorded in ‘Register of Interest pending Allocation’ [Form FA 14).
‘ 1.3 In respect of abstract of work register, Form FA 11 marked “IOA-Capital Expenditure”
the following journal ghall be passed ip addition
IN THE BOOKS OF PROJECT UNIT
Dr. IQA-Capital Expenditure-0Others (Account Code 8129)
Cr. Capital work-in-progress [Account Codes 1111 to 1188. as the case may be).
iN THE BOOKS OF BENEFITTING UNIT
Dr. Capital work-in-progress (Account Codes 1111 to 1189, as the case may be}
-~ Cr. 10A-Capital Expenditure-Others [{Account Code g1283).

1.4 Head Office upon receipt of Abstract of IPD Register {Form FA-20) shall pass the following
journal entries:

a) Inthe hooks of concerned IPD Divisions

i) Dr. - \PD Expenses {Account Code 1821)

Cr - Transfer of Ravenue Expenditure to Priliminary Project Expenses {Account
Code 3912) to the extent of expenditure incurred on IPD work for the month

i) Dr. - inter-office Account-IPD Expenses (Account code 9124}

- Cr. - IPD Expense {Account code 1821) to the extent of cumulative IPD Expenses.
incurred on Projects approved and execution taken up,

i) Dr - Investigation and Planning Expenses (Account code 3133).

Cr. - IPD Expenses (Account code 1821} to the extent of cumulative IPD expensas
becoming infructous due to abandoning of such works,

b} Inthe books of concerned divisions taking up works

Dr. - Control Account - Capital Expenditure - Others [Account code 8213}

Cr - Inter-office Account-IPD Expenses (Account code-9124) to the extent of cumu-
| lating IPD expenses incurred on  projects approved and executions taken up by
- the division.

Such amount shall also be intimated to the Division taking up the work for necessary up
dating of Work Register (WIP Register) {Form FA-1) under 'Other Charges' column,
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CAPITALISATION

On receipt of ‘Capital Work Cost Analysis' [Form FA 13) from the Divisions, the Head
office shall aggregate cost including project overheads/interest allocated (gathered from
Register of interest pending allocation Form FA 14] and such amount shall be transferred
to Fixed Assets Account by passing the following journal entry:

Dr. Fixed Asset Account [Account Codes 1011 to 1089, as the case may be)

Cr. Capital work-in-progress (Account Codes 1111 to 11889, as the case may he}
Cr. Ravenue expanses transferred panding allocation [Account Code 1191}

‘Register of interest pending Allocation’ shall be marked suitably, for such transfer.

The details of assets capitalised shall bz racardad in ‘FIXED ASSETS REGISTER' (as per
Form FA 15}

H.0. shail upon receipt of Form FA-7, pass the following journal entry:
Dr. - Fixed Asset Account {Account Codes 1011 to 1088)] as the case may be.

Cr. - Control Account - Capital Expenditure - Others [Account code S219) to the extent
of amounts specified in such form.

DEPRECIATION

Depreciation in accardance with the policy shall be computed and recorded assetwise in
the ‘Asset Register’ (in Form FA 15). The total of such depreciation (asset classification-
wise) shall be aggregated ond the following entry shall be passed:

Dr. Depreciation charge {Account codes 51 12 to 5189 as the case may be)
Cr. Depreciation Reserve [Account Codes 2212 to 2289 as the case may be),

LEASEHOLD ASSETS

in respect of leasehold assets acquired with no or negligible lease premium, the fair market
value of premium notionally credited to the account head “Reserve for leasehold assets”
{Account Gode 21 18) shall be adjusted ajainst ths depreciation charged on these assets
Accordingly, the following entry shall be passed every year end.

Dr. Rasarve for Leasehold Asset (Account Code 2116)
Cr. Depreciation Charge {Account Code 5112 to 5189 as the case may he),

SALE OF ASSET

Upon sale of asset, the ‘Asset Register’ {in Form FA 15) shall bz appropriately updated
and the following journal entries shall bhe passed:

i} Dr Depreciation Reserve [Account Codes 2212 to 2288, as ths case may bel.
Cr. Fixed Asset {Account Codes 1011 to 1088, as the case may bel.
—  to thz extent of accumulated depreciation on such asset.
i) Dr. Intter-Office Account (Account Code 8143])
Dr. Loss on Sale of Fixed Assets {Account Code 5341)
— to the extent of such loss
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Cr. Profit on Sale of Fixed Assets (Account Code 7221).
Profit realised upto the extent of Accumulated depreciation provided.

Cr. Capital Reserve (Account Code 2111) Profit exceeding accumulated depreciation
Cr. Fixed Asset (Account Codes 1011 to 10889, as the case may bej
— to the extent of written down value of such asset.

SCRAPPING OF ASSET

Upon scrapping of an asset. in accordance with the norms of the Authority, the units shall
send the particulars in "PARTICULARS OF SCRAPPED ASSET” inForm FA 16 to Head
office based on which the ‘Asset Register' (Form FA 15) shall be apprapriately updated and
the following journal entry shall be paseed:

i) Dr. Depreciation Reserve (Account Codes 221 2 tp 2289, as the case may bej

Cr. Fixed Assets {Account Codes 1011 to 1089, as the case may be])
to the extent of accumulated Depreciation an such asset.
ii) Dr. Assets weritten off (Account Code 5411 to 54B39 as the case may be)
Dr. Reserve for leasehold assets (Account Code 2116])
Cr. Fixed Assets (Account Codes 1011 to 1089, as the case may be]
— to the extent of written down value.
and the Register of Damaged Scrapped Asset Form FA 17 shall be updated accordingly.

TRANSFER OF ASSET

In respect of transfer of assets from one unit to another, the ‘ASSET TRANSFER NQTE'
in Form FA 18 prepared by the transferor unit shall be duly authorised and two copies
forwarded to transferee unit. The transferee unit upon transfer of an asset from one
unit to another, forward a copy of such note Form FA 18 to Head Office based on which
the ‘Asset Register’ (Form FA 15} shall be appropriately updated and the following journal
entry shall be passed:

i) IN THE BOOKS OF TRANSFEROR UNIT

Dr. Inter Office Account - Capital Expenditure & Fixed Assets (Account Codes 8121 to
9123, as the case may be) :

Cr. Fixed Assets {Account Codes 1011 to 1089, as the case may be).

i) IN THE BOOKS OF TRANSFEREE UNIT
Dr. Fixed Assets [Account Code 1011 to 1088, as the case may be).

Cr. Inter-Office Account - Capital Expenditure & Fixed Assets [Account Codes 8121 to
9123, as the case may be).

ACCOUNTING FOR MAINTENANCE CONTRACT CHARGES

Head Office shall upon receipt of ABSTRACT OF MAINTENANCE CONTRACT CHARGES
{Farm FA-18) alongwith monthly account pass the following journal entry:

Dr. — Maintenance expanses . Repairs and Maintenance : Water Supply/sewage (Account
Code 3211 to 3228 as applicable).

Cr. — Sundry Creditars - Contractors {Account Code 2811).
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CHAPTER V

INFORMATION SYSTEM

=
The forms summarised in the following Table shall form part of the information system
from the Divisions, to the Circle Office, Region Office and the Head Office.
SNa. Description of Form Form No. Periodicity
1 Details of Assets Purchased FA 7 Monthly or as and when
purchased
> 2  Abstract cf Work Register FA 11 Monthly
3 Capital Work Cost Analysis FA 13 On completion of work
along with completion
certificate in Form FA 12
4  Particulars of Scrapped/Damaged FA 16 Meanthly or on such scr-
Assets apping or damage,
5  Abstract of Register of Maintenance
_ Contract charges FA 19 Monthly
T 6  Abstract of IPD Register FA 20 Monthly

f*f
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CHAPTER VI

INTERNAL CONTROL MEASURES

Budgst sanction for Capital Expenditure shall be approved by the Board.
Approved budgets shall be communicated to the relevant divisions and variations from the
hudgets shall be constantly monitored.

There shall be written authorisation for incurring Capital Expenditure for items includea
in the Budget.

Authority for incurring Capital Expenditure shall be restricted to competent officers.

All capital work shall be constantly monitored to ensure that amount spent does not
exceed the authorised Budget.

Supplemental authorisations shall de reguired for expenditures exceeding original
authorisations.

Appointment of contractors etc. shall be done by authorised persons oniy, after verifying
about the competence, capacity and other factors of contractor.

Completion of work shall be physically verified by competent officials as regards to its
standards, completeness etc., who shall so certify the same in Form FA 11.

There shall be written authority for screpping or selling of any fixed assets; such authority
shal! be restricted to few competent officials.

Procedure for transfer of assets from one location to another shall be in accordance with
the established procedure in force prescribed by the Authority.

All transactions regarding sale of an asset, scrapping of an asset or transfer of an asset
from one location to another shall be intimated to Head Office, who shall update the Fixed
Asset Ragister immediately.

Competent official shall periodically ensure that all expenses whether revenue or capital iS
properly allocated to respective works and approtioned in accordance with the Aurhority's

accounting policy.

Capital Work Cost Analysis (Form FA 13] shall be properly verified by a competent official
before sending to Head Office.

Fixed Asset Register (Form FA 15) shall be properly updated and the individual balance
shall be tallied with balance in the General Ledger.

There shall be a record, listing all title deeds. security [including the securities lodged by
bidders and contractors) of properties.

Such Securities. title deeds shall be kept in proper custody.

Fixed Assets shall bz ajequately insured; value and type of insurance shall be properly
decided 'authorised by a competent official.

Fixed Assets shall be physically verified periodically

Report on such verification shalt set out details of irregularities, conditions of fixed assets
damaged obsolete assets etc. '

Damaged/Obsolete assets, after proper appraval, shall be removed from Asset Register
and financial recerds.

Fixed Asset shall be written off only on proper authorisation of Board of the Authority.
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FORMS & FORMATS

Sl No. Particulars Form No.
1. Work Register FA 1
2. Tender Forms Sales Register FA 2
3. Register of Emd FA 3
4, Tender Register FA 4

- 5. Register of Security Deposits FA B
6. Register of Security/Bank Guarantees FA 6
7. Details of Asset Purchased FA 7
8. Contractor Register FA B8
9. Bill Modute FA S

10, Retention Money Register FA 10
11.  Abstract of Work Order Register FA 11
12. Work Compietion / Commissioning Certificate FA 12
13.  Capital Work Cost Analysis FA 13
14, Register of Interest Pending Allocation FA 14
15.  Asset Register FA 15
16.  Particulars of Scrapped / Damaged Assets FA 16
17.  Register of Damaged/ Scrapped Assets FA 17
18.  Assets Transfer Note FA 18
18.  Register of Maintenance Contract Charges FA 18
20. IPD Register FA 20
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FORM FA 1
(Refer Chapter [l (A} Para 3)
KERALA WATER AUTHORITY ESTIMATE o
WORK REGISTER (W | P REGISTER) 1
Scheme :
Waoark Work Order No.
Date of Commencement Classification
Completion Account Code
Reference
Date e ticulors (such 5] M O N T Cum Months | M © N T HNI| o .
Bill No./ Total |5 To(N-1) Total Reiarks

VR No.Etc,)




FORM FA 2
(Refer Chapter Il A Para 4]
KERALA WATER AUTHORITY

TENDER FORMS SALES REGISTER

Division

Sub-Division

Location Code

S No, . Amount Receipt
o} To whom soid Tender No. | No. of forms sold as . No. & Date Hamarks
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FORM FA 3
[Refer Chapter IV [A) Para 3)

AEGISTER OF EARNEST MONEY DEPOSIT

Name of Contract

------------------------------

5L
No.

Name of work

Mode of receipt

Nature of
amount received

Now Adijusted

Vr. No.

Date

Amount
Rs.




KERALA WATER AUTHORITY Division / Sub-Division

FORM FA 4
(Refer Chapter Ili [A) Parsff)
TENDER REGISTER Location Code
Total No. of
Name of Wark tenders received :
Estimated amount Date :
of the Contract : Rs. '

Whether registered contrac- ¢ g Orders of the
=] tor or not and if registered, Signature o Recommendations | authority compe-
ra _?lgr?;grc;fr the serial No. in the Register Pezggg‘tagge Ag;%‘g;?tgf Bidders/ of the Executive | tent [if higher
| T of Consractors or SOR Tenderer Engineer than EE} to accept

Reference tender




FORM FA 5

(Refer Chapter |V [A] Para 4 &
Chapter |V [B) Para 1.3.2)

REGISTER OF SECURITY DEPOSITS

Name of Contractor :

Address :

Receipt of Security Deposit | Payment of Security Deposit

St | Work Order : Balance'
No | Reference Vr. No. | Bill No. & Amount Date Vr. No. | Amount Remarks

, Date As. Rs




A 2 g o !
FORM FA B KERALA WATER AUTHORITY Division / Sub-Division
( Refer Chapter IV (A}Para 4) REGISTER OF SECURITIES / BANK GUARANTEES Location Code
Purpose Reference i ; Rel Particul Acknowledge-
Sl. | Date of Nag;;r'e viz. Earnest to Issued S‘ignmt-:"t;lgy Amount Per;ofd of elease Farticuiars ment by
No. | Receipt | Security of Contract/ by name of Rs. |Currency| Sanction Release | Contractor/
Security Work Order | No. & Date Date Supplier
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FORM FA B

(Refer Chapter IV (B) Para 1.3.1)

KERALA WATER AUTHORITY

Name .....

iV,

Sub Diveeoccvveenninns

Ref ......

Address .......

CONTRACTOR REGISTER

SAHYNIY

Balance

asusApB
paJnoes

1$00) [e1J81B A

sjuswied
IoUBADY

ajeQ
ON HA

s|qgeied
Junowe JaN

li'g $0
UNOWY $S0J5

wiolL

Recoveries

'sad’li

J1sodap
Alungeg

Aauowy
uojjualay

S8[4aA008d
Jaylo pue
sebueyo auH

saueape
paJnoag

1800 |e1agew

JuswAhed
82UBADY

No.

Ref.

4

UeO| PaJnoeg

1500 "Je

pied soueapy

VR | Advance Paid | W.0. | Bill

No.

Sanc-

tion
Ref.
W.0.
No

Date




EROM FA 7 Origiral : Head Dffice
(Refer Chapter IV (B) Para 1.1.2) Duplicate : File Copy

KERALA WATER AUTHORITY

P. 0O, Work [C.VR. No.
L | Commissioni

S ommissioning W.o Scheme
No. Date Ref. Ref.

Asset Classification Account

Part (Component-wise in case of | Amount
Date y Plant & Machinery) Cade |ROMarks
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FORM FA 9 KERALA WATER AUTHORITY
(Refer Chapter IV B
Peragraph 1.3.2] BILL MODULE

Name of the Contractor Date of Commencement, Bill No.

Description of the work Date of Completion with reference

Work Order No. Agreement No. & Date to the work

Estimate No. & Date Estimate Amount Rs. Date

PART | - ACCOUNT OF WORK EXECUTED

As per agreement

sl As per Estimate No Unit | Descri- [ Reference to | Quantities of work { Value'at agreement
No. : ption of | Measurement | done or supplies rate of work done
work Book made or supplies made
Rate | Number, Hate |Number, done or
Quantity Quantity supplies - )
or or made Book | Paae Upto Since Upto Since
Weight Weight 9 Date last Date | last bill
No. No. bill
Rs. P Rs. P. As. Rs. P.
al | 2 1 3 | a4 5 5 7 8 [
o |
Upto date amount of work done as above Signature
Less; Gross value of work done upto previous bill
Value of work covered by this bill Designation
Deduction as per Part il
Date

Net amount payable




¢
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PART |i - CERTIFICATE

Certified that the detailed measurements were made By ME 0N v iivirriirioriionisrersras .and
are recorded on page NOS............ccecvininans of measurement book NO.........cociivniinniinine. and that the
work done upto dete has been executed satisfactorily in accordance with drawings and specifica-
tions including authorised additions and alterations thereof.

The vaiue of work done uptodate is Rs............... berrerrtenns ....which is in confirmity with the
terms of the contractors agreement No............... dated..ccoiiiiiiiininiininns and that the bill as claimed
above represents a correct account of contractors' claims and liability.,

Signature .
Designation :

Date :

Remarks of Inspecting Officer (s} :
(i) Nature of inspection

(i) Results of inspection

Signature : Signatura :
Designation : Designation :
Date: Date ;

Checked the calculations and verified the rates against the contract schedule, quantities against
estimate provision and raceipts and issues of materials against estimate.

Clerk. Divisional Accountant.
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PART I

STATEMENT OF RECOVERIES

ANNEXURE - A - ADVANCE PAYMENTS

Perticulars Amount
1. Advance upto the Month Rs.
2. Advences Received
CV No. Date Amount
o As.
Total
3. Amount Recovered
4. Balance to be Adjusted
Annexure D Hire Charges & Other Recoveries
. Current Period
ﬁ'{) Particulars AGCOUNt Code ng;? Am;;nt
1 Hire charges 7298
2 Rent 7212
3 Electricity 7213
4 Water charges | 7215
5 Panalties and fines 7211
6 Interest on loans and advances 7121

Signature
Designation

Date
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KERALA WATER AUTHORITY
PART IlI-STATEMENT RECOVERIES
of (FORM FA 9}
ANNEXURE B - MATERIAL COST RECOVERABLE
' 2 120 g 2 Since i Balance on hand
. c 5 I -l'crﬁ g | %2 § g ’ mnce lssues.
Sl Description of e} a E . E bt e co | .= |Valeas Transfe-1 = @ |c 85 | With
No. Materials 5182 |y K= — % | 89 |perrate S o ISP, - Section/
o |28 T T 8g |2 linCol 4| rred/ | S5 |Z255]| gub-
< | Oy g < °©> |85 Returned| — 2 5 ivisi
© i3 - @ Rs. P. 3 Division
1] 2 | 3| 4 | 5 | 6 I 7 | 8 9 | 10 | 1] 12 | 13
i
}
Signature
Designation

Date
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ANNEXURE~—C

SECURED ADVANCES ON MATERIALS BROUGHT BY THE CONTBACTOR TO THE SITE
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Signature

Designation
Dste
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PART I

STATEMENT OF RECOVERIES

ANNEXURE E - SECURITY DEPOSIT RECOVERABLE Amount
Work done upto this bill
Security deposit recoverable at......ccecerineinnann %
Security Depaosit already
recovered through
Bill No. N 0 7-] o = TR
Bill No. & Date..cccorviinvrvmenans
Amount to be recoverad through this bill
Signature ;
Designation :
Date :
Annexure F - Income Tax Recoverable Amount
Work done upto this bill
Income tax recoverable ab...o.c sovciiiiiiniina. teivareareaes ey
E«Ireadﬁ;du-c“t;&__ﬁhrough T
Bili No & DatE..ceiirieritriinienns
Bill No. S Date.ivcniiniiainan
Account to be recovered through this bill
Signature :
Designation :
Date :
Annexure G - Hetention Money Armount

Work done upto this bill

Retention Maney recoverable at.......cocciiienieniiaa o/
Alrgady deducted through
8ill No. & Date.vcvieiriaes o aen

Bill No. & Datl.eana

Amount to be recovered through this bill

Signature .
Designation :

Date :
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FORM FA 10
(Refer Chapter IV B Para 1.3.2}
KERALA WATER AUTHORITY
RETENTION MONEY REGISTER
Details of Retention Details of Release
Contrac-; Waork 3
Sl. | Name & Address tor re. Order ‘ CRNo | Amount Amount Sanc. c
No.| of Contractor | ference | Number | Bill No. ~VAaNg | of work |retained | L vion vr N Amount [ 5
Date Date. Comple- | or depo- Bef - NO Paid m
ted sited




1

J 0 i s
FORM FA 11 Original : Head Office
{Refer Chapter IV (B) Para 1.5 Duplicate : Circle/Region
Triplicate : File Copy
Scheme
Scheme Cade @ i, KERALA WATER AUTHDRITY C
Division......c.icviavieiiine
Name of WOPK T coiiiirecriirrinierssersrsarsavearacssars ABSTRACT OF WORK REGISTER
Work Order NO. & cici it rima e MORER e e o,
. Cum Total
Classificati A Cum-total at | Material and | Contractor Other Total for
assitication ccount Code the Beginning | Equipment Charges Labour Charges | the month “Rjgnttme

Date :

EXECUTIVE ENGINEER
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FORM FA 12 Original: DO (AS]
Refer Chapter lil B Para 3 Duplicate: Circle/Region
Chapter IV B Para 1.5 Triplicate : File Copy

KERALA WATER AUTHORITY
DiviSIoN..cocsvverrenneninanen [\ [ S

WORK COMPLETION / COMMISSIONING CERTIFICATE

Name of WOrK....ooveiiiiieevsnceansnssnsas COMMENCeMENt...ccmeres sasainaes
Date of CompPlEtiDN . cuvecssiiniraainarreriaes
W. 0. Reference....ccccevceieviecviasnsinnasinns COMMISSIONING.-.ccverrareerremmecsons
Eﬁg’? ated Actual cost Variance Reasons
Material
Lobour

Contract Charges

Other Direct
Expense

TOTAL

CERTIFICATE
Certified that work has been completed and commissioned in accordance with contract
and plans in a satisfactory manner.

EE/SE/CE {as the case may be SITE INCHARGE
[Signature) {Signature)

Date...covenrennne rrees DAt renrenreirans
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FORM FA 13 KERALA WATER AUTHORITY Original — Head Office
(Refer Chapter 10-B Para 1.5] . Duplicate —- Circle/Region
Division Triplicate -— File Copy
Location Code
CAPITAL WORK COST ANALYSIS
SCheME/VWVOPK . iiviiiiiciiciiar i e rinrerarseieaansas WO ND..ocoiiiiieiiaieans WIP Ref. i iiirecmeiiinenennens
Date of ComMPIELioN.....ciiuiiiiiiici e
L O At O e+ v e meemesemesetnssanssennesnesssasasasnasegssnssanrninssnsrnnrnnns
| A
l st J ACEOUNt Dgtailed spec[fica_ Total For Head Office Use
No, | Asset Classification Cod tion of Materials/ | Qty. Cost Total
N ® Assets 08 Share Debit| Interest
i
Remarks
Date

Use seperate sheets where necessary

Executive Engineer




FORM FA 14
(Refer Chapter 1V [C] Para 1.2 [b] ]
KERALA WATER AUTHORITY
D VISION. e it inrsierivsinsinsns REGISTER OF INTEREST PENDING ALLOCATION b 5= | U
Value . L Plant Mains -~
W. Q. CTJ?;;;— Particulars of work | ¢l cvil Buildings and & ROB;:SBE:d
Number | cement Comple- Works Machi- Net Culverts.
ted nery Work

Rs. Rs. Rs. Rs. Rs. Rs. As.




FORM FA 15
(Refer Chapter IV (C} Para 2 & 3)

3

2l

Broad Classification :

KERALA WATER AUTHORITY

ASSET REGISTER *

{Viz: Plant & Machinery Etc))
Component {Viz: Pump & Motors Etc)

Asset Classification ; {Elect. Equip: Water Supply Etc)
Account Code

..........................................

Sl
No

o ) Estima- Annual Depreciation
gg,:fn-ﬁf Locati WO Ref| JV atv| cost 10, of | 907, of ted Icharge of °p !Hemarks
Seiomng ocation [TH/iP Ref | Ref.| Ot cost cost us'l,_?ful de;g['eci- 1 o | wii | it
ife ation
Year

E 4

Note: This shall be maintained asset classification-wise {i.e. account code wise) and component wise, wherever reguired.
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FORM FA - 18 Original : Head Office
[Refer Chapter IV [C Para 6} Duplicats : Authorising Official

Triplicate : File

8.

KERALA WATER AUTHORITY TRIWANDRUM
PARTICULARS OF SCRAPPED/DAMAGE/DSOLD ASSETS

Location Location Code
Asset Classification

Asset Code

Particulars of Asset

WO /WIP Ref:

Date of Commencement

Cost

Present condition’
Brief Particulars

Particulars of Receipt

Date Authorised Signatory Executive Engineer

TO BE FILLED BY HEAD OFFICE

Asset Register Folio

Cost JV No., Date :
Accum. Dep.

wDv

TR. JV. No. : Date .
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FORM FA 17
(Refer Chapter IV Para B)
KERALA WATER AUTHORITY
TRIVANDRUM
REGISTER OF DAMAGED/SCRAPPED ASSETS
Details of Asset W.0.Ref | pate of | Date of Brief Reasons { Mode )

iL Damaged! Loca- Ars:aset Commi- | Darmege Cost [ 22U wov :aor EEmaEefSc- D-Df VDE;lsu~e Profit/| ¢

. Scrapped tion Fle%. ssioning | Scrap Dep. P valoNo?pm- ;5;3'0‘ posed | Loss | 5
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FORM FA 18 Original : Transferee
(Refer Chapter |V Para7) Duplicate : Head Office
Triplicate : Transferor

Quadruplicate : Competent Officer

KERALA WATER AUTHORITY
TRIVANDRUM

ASSET TRANSFER NOTE

1. Particulars of Asset
2. Asset Ciassification
3. Account Code
4. W.O0./WIP Ref
5. Transfer From

6. Transfer To

7. Brief Reasons for Request

Date: Signature of
Transferor Unit

The above transfer is authorised

Signature, Seal of
Authorising Official

TO BE FILED BY TRANSFEREE
W.0./WIP Ref
Date of Commissioning
Cost {In Rs.} in Form FA 12
Mode of Transfer

B WP~

TO BE FILLED BY HEAD OFFICE

Cost in Rs. JV No. bt.
Accum. Dep. Rs. Transfer JV No.  Dt.

3. WDW Rs. Initial

n -



FORM FA 18
(Refer Chapter lil - B Para 5)

REGISTER OF MAINTENANCE CONTRACT CHARGES

K

KERALA WATER AUTHORITY

(1Y [aTat 1 o TP
101 o A PR Location Code.....cemvicrireiieniincnens
Sub-DiVISION v veeriiniriacare i renans Location Code......vceeeveiriiniininninns
sl Account Code
No. Particulars Bl et 13014/ | 3212/ | 3213/ | 3214/ 8215/ | amqg | 8217/ | 3219/ | STk
3221 3222 3223 3224 3220 3226 3229




FORM FA 20
(Refer Chapter 10 - B Para 1.6)

KERALA WATER AUTHORITY

IPD REGISTER

Maonth :
Division,.....covvievreerinicnnireancans Locaticn Code...vcvivrmrariaininie.s
SUD-DiVISION . eeeeeevveereeiisiriireesns Location Cogde..ccverieinrrenenns
Completed Works
Cumuiative Expenditure Cumulative Continuing : -
. . : Cumulative Cumulative
St Expenditure for the Expenditure waoarks , g
No. Name of Work at the month month upto the Cumulative ‘ E’Lpe%d'tuge Egpenmtuae Remarks
begining manth end Expenditure &'DEE: 53;‘3"(’:
1 2 ! (Rs.) {Rs.} {Rs.) (Rs.) {Rs.}] (Rs.] 9
3 4 S B 7 =]

Note : Cumulative expenditure under column No. (8] only need to be carried forward to the next month.
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CHAPTER |

INTRODUCTION

OBJECTIVE

The objective of the manual is to establish consistent and effective policies and procedurzs
in order to ensure uniform practices throughout the Authority. The policies and procedures
specified in the manual shall be followed unless specific exemption is otherwise granted by
the Authority.

SCOPE

This manual covers operating systermns and procedures and accounting thereof related to
Cash’Bank receipts and paymanss including abstracting of manthly receints and payments

DEVIATION

Deviation shall net normally be parmitted unlass backed by a justifiable request for deviation
clearly outlining the following ;

*  Nature of Deviation

* Reason for Deviation

* Time span for which deviation is required

*  The procedures that would be followed if deviation is approved.

Such requast shall be submitted through propar channels to the Hz2ad Office which shall
then evaluate the necessity thereof and accordingly either approve or reject the sama.

USAGE & CUSTODY

This manuat shall be issued to and used anly by thass psrsons tha Authority may deem fit
and accordingly authorise. Any such parson so authorisad shall preserve the copy under
his/her confidential custody. Upon transfer/relocation/retrenchment etc, such person
shall be obliged to return the copy to the Authority.

CHAPTER U

OPERATING SYSTEMS AND PROCEDURES
tA} GENERAL

ISSUE OF RECEIPT BOOKS

Raceipt books (Form CB 1 & CB 2] shall be issuad only to the authorised Division/Sub-
divisions/Sections, which in turn shall issue such books only to the authorised cashier,/Bill
collector. Details of issue of such books shall be recorded in Receipt Book, Stock Register
in form CB 34 Bill collector shall be issued receipt book relating to revenue collections
only (i.e] CB 1 only.
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CUSTODY OF CHEGUE BOOKS

Chegue books shall be issued only to the Authorised Officer of the Head Office/Division/
Sub-division, who shall be responsible for the custody of cheques.

CASH DEALING PERSON

Only authorised persons shall be allowed to deal with cash on behalf of the Authority: such
authorised person shall include reserve persons who shall act as Cashier/Bill Collector in
the absence of Cashier/Bill Collector.

RESTRICTION OF ACCESS TO CASH BOOK

Dn!y authorised persons shall have access to the cash book; staff dealing with the cash or
writing cash book shall not have access to any other registers ledgers,

VOUCHERS TO SUPPORT PAYMENTS

Cashier shall not make any payment without a voucher in Form CB 3, which are duly
passed by an appropriate Officer in accordance with the powers delegatad by the Authority-

RECEIPTS

A receipt [form CB 1 or CB 2) shall be issued by the Cashier/Bill Collector for ali cashy
cheque/Demand Draft/Money Order receipts.

CANCELLED/SPOILED RECEIPTS.CHEQUES

All cancelled/spoiled receipts or cheques shall not be destroyed but shall be clipped with
copy of receipt or counter foil of cheques as the case may be.

CASH BOOK

Cash Book in form CB 8 shall be maintained at all Account Rendering Units (ARUSs) and
Sub-divisions.

(B} RECEIPT

FORWARDING OF CHEQUES/DD RECEIVED BY MAIL

Details of all cheques/DD’s contained in mail shall be recorded in Mail Inward Register; the
cheques/DD’s shall be crossed, if not already crossed. The details of cheques/DDs shall
be recorded in CHEQUE REGISTER in form CB 4 and shall be forwarded to the Cashier
through Superintendent for receipt preparation and thereafter for banking purposes.

REVENUE RECEIPT PREPARATION

Bill Collector shall prepare raceipt in Form CB 1 in respact of receipt qf_ WatgrfSewer
charges etc. along with duplicate copy of hills/certificate of Billing and/or Billing adjustment
voucher.

RECEIPT PREPARATION

Cashier shall prepare receipt in Form CB 2 in respect of all other receipts. Such recgipt
shall contain complete details of receipts, with all relevant detasils to facilitate accounting,
Cashier shall ciarify all doubts before issuing receipts.
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SUPPORTING PAPERS WITH RECEIPT

Cash_iem‘Bill Collector shall accept cash only with requisite supporting documents, wherever.
required, [For e.g. receipt of water/sewer charges, shall be collected only along with dupli-
cate copy of bill certificate of billing and/or billing adjustment voucher),

DETAILING OF RECEIPT

In case of revenue collection. Cashier/Bill Coilector shall record the details of revenue
collections in Revenue Collection Scrall (Form CB 5] Nature of receipt and the details of
adjustment (such as TDS}in case of all other receipts shall be written with reference to
the supporting documents in the receipts and payments scroll (Form CB 6). Where there
are no supporting documents for receipts (such as for sale of applicatien forms), Cashier
shall record appropriate details in the cash receipt and in the Receipts and Payments scroll.

(C) PAYMENTS

ATTESTING THE SIGNATURE OF CLAIMANT

The bill submitted by the claimant shall contain signature and official seal wherever,
required: such signature shall be attested by an official authorised by the Authority.
Such bills shall be forwarded to the Superintendent/Divisional Accountant [D. A] of the
accounts section.

PREPARATION OF VOUCHERS

The Superintendent/D. A. shall on receipt of such bills. prepare a voucher in form CB 3
containing details of Gross amount adjustments and hence net smount of payment with
relevant account codes. Such bills shall be entered in ‘Bill passing and payment register’
{Form CB-35) and sent to the appropriate authority alongwith necessary supporting
documents for approval.

PASSING OF_VOUCHERS

Such vouchers along with bilt shall then be sent depanding upon value of voucher through
proper channels to the relevant competent persen so empowered by the Board to pass
such vouchers for necessary verification and approval

CHEQUE / DD PAYMENTS

Where the payment to be made exceeds Rs. 2,500,- or where the claimant desires for
cheque payment or where the payment has to be made by a Demand Draft such passed
vouchers along with bills shaill be forwarded to the Superintendent:D. A. concerned. Other
vouchers along with hills shall be forwarded to the cashier for making payment.

CHEQUE PREPARATION

The Superintendent/D.A. on receipt of passed vouchers for an amount exceeding Rs
2,500/~ where the claimant has desired cheque payment, shall prepare a cheque duly
crossed and shall record the details of cheque issued in the CHEQUE ISSUE REGISTER
which shall be in Form CB 5.
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CHEQUE SIGNING

Such cheques along with passed vouchers and the cheque issue register shall be forwarded
to the authorised signatory, empowerad by the Board of the Authority to sign such
cheques.

The authorised signatory, after verifying that the bill is duly passed and that the cheque is
prepared for an amount not exceeding the amount passed shall sign the cheques and also
the cheque issue register {form CB 9) as a record of having signed the cheques. The
authorised signatory shall after crossing all cheques, if not already crossed. forward the
passed voucher with biils, the signed cheques along with cheque issue register {Form CB 9]
to the cashier for making payment. The cashier shall acknowledge the receipt of signed
cheques, by signing in the cheque issue register.

PROCEDURE FOR OBTAINING D.O.

The Superintendent on receipt of passed vouchers, in respect of payments to be made by
a Demand Oraft, shall prepare a cheque favouring ‘Bank’' duly crossed and reco:d the details
in cheque issue register. Such cheques shall be forwarded to the authorised signatory for
the purpose who shall thereafter. forward to the cashier as stated in paragraph 6 above.
Where Demand Drafts cannot be so cbtained for any reason {for e.g. amount with treasury.
which does not issue Demand Draft], the passed vouchers shall be forwarded to the
cashier by the passing authority. In either case, cashier shall arrange to obtain Demand
Draft through the person-in-charge of banking by handing over to him chegue necessary
cash for obtaining Demand Draft. The cashier shall get the acknowledgement of cheque/
cash handed over to such aforesaid person in the Banking Register (in form CB 10). The
person handing over the demand draft shall ensure that same is acknowledged by the
Cashier in the Banking Register (Form CB 10}

DISBURSEMENT TQ CLAIMANT ONLY

Payments shall be made only to the Claimant or to his representative with a proper
authorisation which shalt be verified by the competent official authorised by the Board.

RECEIPT FROM PAYEE

Cashier shall make the payment after

— obtaining receipt from the party or where party does not have his own receipt, a
receipt shall be obtained in the voucher and

-— verifying the signature in the receipt with signature in the bill or authorisation
which has been verified by the compatent official.

Cashier shall insist for a revenue stamp on all receipts exceeding Rs. 20; where such
stamp is not affixed, revenue stamp shall be affixed by the cashier and the cost of revenue
stamp shall be recovered from the party.

PAYMENTS BY MAIL

Where the cheques/D.Ds are to b2 sent by past, they shall be, after accounting in the
Cash Book, forwarded to the Superintendent D.A., who shall arrange to mail them along
with a covering letter in Form CB 11, Superintendent D.A. shall mail any such letter
through mailing clerk, if any. or through head of the division/sub-division section who shall
verify
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*  whether all cheques/D Ds are properly crossed
*  whether mail is addressed to right person.

Details shall be recorded in Outward Mail Register and then shail be despatched.

RECEIPT FOR PAYMENT BY MAIL

Superintedent/D.A. shall constantly monitor whether receipts (whether proper receipt of
the payee or perforated receipt in the covering letter) are received promptly in respect of
all payments by post  He shall constantly send reminders to the partiss, who do not send
receipts and shall endavour to obtain such receipts. Such receipts, wherever obtained
shall be clipped along with relevent voucher,

DEFACING

Cashier shall deface all the supporting documents with voucher by marking it with rubber
stamp as 'PAID ON ....cvveciiiiiniiinins by Cash/Cheque NO. ...covcimeeiniiaanees OF  cornvneiinnnnnid !
or by crossing all the supporting docurmnents.

NUMBERING VOUCHER

Cashier shall number the voucher serially, in respect of all payments made and shall
record such details in receipts and payment scroll (Form CB 8).

ACCOUNTING

D.A./Superintendent shall cause to record the details of all the payments made with ralevant
account code and the voucher number in the cash book properly.

VERIFICATION

The Superintendent D A shall at the end of the day verify all vouchers with the entry in the
Receipts and Payments Scroll. He shall in addition verify that all the appropriate registers
wherever required are updated more particularlyin case of capital payment/repayments.

(D} TEMPORARY ADVANCE;,IMPREST

TEMPORARY ADVANCE/IMPREST CLAIM

Eligible officials shall lodge a claim for Temporary Advance/lmprest in TEMPORARY
ADVANCE IMPREST CLAIM SETTLEMENT in form CB 12 with the Superintendent/D.A.
This shall in additicn be accompanied with supporting bills for expenditure incurred in case
of recoupment of imprest or settlement of Temporary Advance/Imprest.

PASSING OF TEMPORARY ADVANCE/IMPREST

D.A./Superintendent shall, after verifying the geniuneness of claim prima-facie, arithmetical
accuracy, nature of expenditure stated in Temporary Advance/imprest Claim settlement
{Form CB 12)and forward such form CB 12) =along with supporting bills, in case of
settlemant/ra-coupment, to tha passing officer, who is authorised by the Boardto
approve the voucher, The Imprest Claim/Settlement Form No. CB 12 and the supporting
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hills wherever attached shall be approved for payment by the Passing Officer by signing
an the form and shall be forwarded thereafter to the cashier for payment.

(E) BANKING

AUTHORITY

All Banking transactions shall be operated by the officials authorised by the Board for the
purpose. Such officials shall be responsible for all banking and related (for eg. custody of
cheque books etc) transactions.

CHEGQUE RECEIPTS/ISSUES

All receipts of cheque whether by post or in person or from sections/collection centers
shall be entered in the ‘Cheque Register' (form CB 4] and shall be forwarded to the cashier,
where relevant for preparation of receipt and subsequent banking purposes. Similarly,
details of all chaques issuad shall be recorded in cheque issue register (Form CB 8]. Cashier
shall record the details of all such cheques received/payments made in receipts and
payments scroll. (Form CB 6) to facilitate subsequent accounting in cash book.

PREPARING PAY-IN-SLIPS

ldeally Bank Pay-in-slips shall be prepared by a person other than cashier and the persaon
doing banking. This shall be verified by the D.A./Superintendent.

TRANSACTING

ideally person other than cashier and the person responsible for preparation of bank pay-
in-slips shali do banking. He shall be given the amount of cash to he barnked and all the
cheques with pay in slips that requires to be banked. Necessary cash/cheque for obtaining
of Damand Draft ‘withdrawal of cash shall be given to him. Details of cash/cheque so
handed over ta him for banking shall be got acknowledged in Banking Register in FormGB 10.
Such parson shall after transacting, handover all the acknowladged Pay-in-slips to the
Superintendent who shall acknowladge the fact in the Banking Register. In case of cash
withdrawal/DD's mada, th2 parsan daing banking shall handover the cash/DD to the
cashier, who shall acknowledge the receipt in the Banking Register {Form CB 10}

RESTRICTION ON DEPOSIT INTO DRAWING ACCOUNT

Division/Sub-division shall deposit in the drawing account only such receipts which are

authorised by the Board to be so deposited; other receipts be banked only in non-operative
account.

CONTROL REGISTER-NON OPERATIVE ACCOUNT

Division 'Sub-division shall maintain a ‘CONTROL REGISTER'-NON OPERATING ACCOUNT' in
form CB 14 wherein the datails of deposits into non-operative account shall be recorded’
Also, the details of transfers effected to the Head Office shall be recorded, based on
advices recevied from bank.
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CHEQUE DISHONOUR/RETURN

Sub-divisions shall arrange to send back the returned/dishonoured cheques to the Section/s
Collection centers where relevant where from it was initially received, along with 8 CHEQUE
RETURN NOTE in form CB 15. Division/Sub-divisions shall update the cash book in respect
of all chegues returned/dishonoured by accounting them in payment side of the cash book
under the relevant account heads.

(F} FUND TRANSFER

FUND REQUISITION

The Sub-division shall initiate a requisition for all its fund requirements which shall after
careful scrutiny be consolidated into one by the Divisions and shall be sent to Head Office
[in such form as may be prescribed by the Authority) for necessary action.

EFFECTING TRANSFER

Head Office (Finance Wing) shall verify for the eligibility of fund and FM & CAQ may
authorise the transfer of fund if eligible depending upon the availability of funds. The banks
shall be advised to transfer the funds to the units in ‘Fund Transfer Advice' form CB 29
and a copy of the same shall be forwarded to the requesting unit for necessary followup.
The 'Fund Transfer Register’ in form CB 30 shall be updated immediately. Also, '‘Budget
Control Register’ in form CB 3 1 shall be updated.

NON-OPERATIVE ACCOUNT

Chellans prescribed by the Authority shall be used by the Units in respect of deposit of
funds into non-operative account. A copy of such challan for each transfer along with the
schedule of transfers effected during the month, shall be sent by the units to the Head
Office along with monthly Accounts.

Head Dffice shal! on receipt of such Schedule, record the details of transfers effected in
Non-operative Transfer Register in form CB 32. Details of funds transferred {i.e. utilised)
shall also be recorded in that register and hence the balance shall be ascertained.

INTER UNIT PAYMENT

In respect of fund transferred between the units towards transfer of material, Capital
Assets, Liability, income and expenditure or otherwise, the transferor unit shall prepare a
payment slip in form CB 33 in triplicate and send two copies to the transferee unit on
effecting such transfer; and one copy to Head Office (Finance Wing) along with monthty
accounts. The transferae Unit shall upon receipt of funds, acknowledge one copy of the
said Payment Slip [Form C8 33} and return the same to the transferar unit.



Y
1
2
&
3
=
4
5
e 3
6
7
2

8

CHAPTER - Nl

ACCOUNTING PROCEDURES
tA) GENERAL

REVENUE COLLECTION SCROLL

Cashier/Bill Collector shal! record the details of revenue collections in the REVENUE
COLLECTION SCROLL in form CB 5.

RECEIPTS AND PAYMENTS SCROLL

Cashier shall record the details of other collections/payments in the RECEIPTS AND
PAYMENTS SCROLL inltha form CB 6. All payments/receipts shall be recorded in the scroll
in the sequence of receipts and payments; and the vouchers shall be numbered accordinaly.

CASH VERIFICATION
Superintendent/Divisional Accountant shall verify the cash on hand with reference to the

¢« Grand total of revenue collection scroll [Form CB 5),

* Balance in the receipts and payment scroll (Form CB B).

He shall cross verify the individual entries in the scroll with copies of receipts and paid
vouchers,

SURPLUS/DEFICIT OF CASH

Where cash is found to be in excess or deficit, then the scroll shall be verified with
individual copy of receipt and payment voucher. The Surplus Deficic still unresolved shalj
be recorded in a SURPLUS DEFICIT REGISTER which shall be in form CB 17. such Surplus
ar Deficit of cash shall be adjusted in accordance with the rules of the Authority.

DETAILS IN CASH BOOK

Cash Book in form CB 8 shall contain upto date receipts and payments detailing the nature
of transactions. account codes of the transactions, amount under cash/relevant bank
column and the vousher number/receipt number, where relevant.

ORDER OF ENTRIES

Entry in the cash book shall be recorded serially, receipt number-wise/voucher number-
wise, where relevant.

ADJUSTMENTS

All adjustments of receipts and payment (such as adjusting advances made before making
final payment etc ) shail be made by recording the dstails of adjustments in the payments
and receipt side of cash book respectively, correspondingly the other side shall contain the
gross amount of receipt/payment.
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For eg. adjustment of advance payment to contractor (say Rs. 100] from the final bill
(say Rs. 220 before making adjustment) shall ba recorded in the Cash Book as follows:

*  Amount of gross bill i.e., final bill amount without making any adjustment (Rs. 220
here) shall be recorded in the payment side of cash bock (Though actual payment
would be Bs 120 only ie, Rs. 220-Rs. 100).

*»  Amount adjusted as advance payment (of Rs. 100 here] shall be recorded in the
receipt side of Cash book.

CAPITAL RECEIPTS/PAYMENTS

Divisional Accountant;Superintendent shall cause to record the details of receipts/
payments of capital nature(i.e., transactions bearing account codes upto 2999] in addition.
in appropriate registers, prescribed for the purpose. An illustrative list of registers not
covered in other manuals is given below :

iy OTHER DEPOSIT REGISTER in form CB 18.
i) REGISTER OF DEPOSITS MADE in form CB 15.
i) REGISTER OF LOANS AND ADYVANCES in form CB 20.
iv] SALES TAX REGISTER in form CB 21.
v} REGISTER OF ITDS in form CB 22.
vi) OTHER CLAIMS REGISTER in form CB 23.
vii) INVESTMENT REGISTER in form CB 24 at Head Office.

(B) RECEIPTS

REVENUE COLLECTIONS

The Sub-division shall record in the receipt side of Cash Book, all revenue col!ec!;ionA (based
on collection Summary-Form CB8 7) under the head ‘Control Account-Collection, (Account
code 9211).

in respect of revenue collections effected through collection accounts with Banks, the
same shall be accounted based on the scroll provided by the respective B‘ank. in the receipt
side of ‘COLLECTION BANK BOOK' [Form CB-BA under the head ‘Control Account-
Collections Account’ code 921 1).

OTHER COLLECTIONS

All other receipts shall be accounted in the receipt side of Cash Book, serially number-wise,
in cash column in case of cash collection and relevant bank column in case of relevant
cheque/DD collections and shall contain appropriate account codes.

UPDATING REGISTERS

Divisional Accountant/Superintendent shall ensure that ali registers wherever relevant are
updated for all receipts, more particularly in case of capital receipts.

POST RECONCILIATION ENTRY

Any interest [other than interest on specific deposits] credited by Bank, shall be accounted
in the receipt side of cash book under the drawing hank account column.
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(C} PAYMENTS

PRIMARY RECORDING OF PAYMENT

Cashier shall on receipt of passed payment vouchers pay the cash to the claimant or his
authorised representative. Details of such payments shall be recorded in RECEIPTS &
PAYMENT SCROLL in Form CB B.

-— in the cash column in case of cash payments
— in the cheque column in case of cheque/D.D. payments.

He shall serially number the voucher in the sequence of payments.
ACCOUNTING IN CASH BOOK

All payments shall be entered in the cash book serially, voucher number-wise

— in the cash colum in case of cash payments
— in the drawing bank account column in case of cheque/DD payments.

All sransanction shall bear account codes as stated in the voucher-
UPDATING REGISTERS

Divisional Accountant/Superintendent shall ensure that all registers wherever relevant are
updated, more particularly in case of payments of capital in nature.

POST RECONCILIATION ENTRIES

Details of cheques dishonoured/bank charges Commission after ascertaining the same,
shall be accounted in the payment side of cash book under relevant bank column under the
appropriate account head.

ENTRIES IN THE REGISTER OF MAINTENANCE CHARGES {FORM-RA 35}

All maintenance related expenses, as and when incurred, shall be entered in respective
folio for the schemes under the concerned Account Heads (three digit codes).

(D) IMPREST
PAYMENT TO CLAIMANT

Cashier shall make the payment to the claimant on receipt of passed payment vouchers
alongwith TEMPORARY ADVANCE/IMPREST CLAIM/SETTLEMENT in form CB 12.

RECOUPMENT OF IMPREST

Recoupment of imprest shall be accounted in the payment side of cash book, detailing the
the expenditure specified in the imprest claim, account code-wise.

OTHER IMPREST PAYMENT

Any other payment of imprest {whether temporary or permanent} shall be aceounted in the
payment side of cash book under the head “Imprest account balances” (account code
1532) or appropriate Temporary Advance code,
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ADJUSTMENT/SETTLEMENT OF TEMPORARY ADVANCE/IMPREST

Any adjustment/settlement of imprest shall be accounted in the cash book.

* By showing in the payment side of cash book, the amount of expenditure specified

in the Temporary Advance/Imprest claim/settlement {form CB 12).

* By showing the amount of Temporary Advance/Imprest adjusted/settled in the

receipt side of cash book under the accoutt head “Imprest account balances”
(account code 1532) or appropriate Temporary Advance code.

IMPREST REGISTER

Divisional Accountant,Superintendent shall cause to record the details of such imprest
payment andits subsequent adjustment/settlement in the IMPREST REGISTER in form
CB 13. Any recoupment shall be recorded appropriately against the original imprest

details and the recoupment shall be entered in the imprest register along with balance of
imprest.

TEMPDRARY ADVANCE REGISTER

Details of Temporary Advances made and settled shall be recorded in ‘Register of Loans
and Advances' in form CB 20.

(E) BANKING

RECEIPT OF CHEQUE/DD

Accounting section shsll cause to ensure that all receipts of cheques/DD recorded in
cheque register {Form CB 4) are properly recorded in the receipt side of Cash Book under
relevant bank column-in the non-operative account columnin case of all non-operative
receipts; and in the drawing account column in case of others. Ali receipts termed by the
Board of the Authority as non-operative receipts shall only be deposited in non-operative
bank account,

PAYMENT BY CHEQUE,DD

Similarly. all payments by cheque, recorded in cheque issue register [Form CB 9] shall be
recorded in the payment side of cash book under drawing account column,

NON-OPERATIVE ACCOUNT

Transfer from non-operative account to Head QOffice shall be recorded in the payment side
of cash book in non-operative bank column under the head “I0A-Bank non-operative
account” [Account code 8134). Similarly. Head Office shall account such receipts, under
the same hesad in the receipt side of cash book.

CASH DRAWAL/DEPOSIT

Any withdrawsl of cash shall be shown in the payment side of cash book In the drawing
account column and in the receipt side of cash book in the cash column. Similarly, deposit
of fund into bank shall be shown in the payment side of cash book in the cash column and in

the receipt side of cash book in the refevant bank column. :
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CHEQUES DISHONOURED/RETURNED

Cheques reaturned/dishonoured shall be accounted in the payment side of cash book in the
relevant bank column under the account head in which it had initially booked.

BANK RECONCILIATION

Bank Reconciliations shall be done on a monthly basis. Such reconciliations shall be based
on bank statement [s)/pass book. Such reconciliation shall comprise of tracing of entries
in the cash book vis-a-vis bank statement/pass book in respect of

{a] cheques issued for which bank has not debited.

{(b) cheques deposited, for which bank has not given credit.

(c] amount credited by bank tut not recorded in cash book.

{d] amount debited by bank [such as for dishonour of chegues} but not recorded in cash
book.

{e) amount credited by bank as interest but not recorded in cash book and
(f) amount debited by bank as interest/bank char-'ges!commission etc. details of which are
not recorded in the cash book.

Such reconciliation shall be prepared in form CB 25, by a person other than cashier/person
doing banking.

POST RECONCILIATION ENTRIES

Cash book shall be rectified properly in respect of transaction in para 6 [¢), (d), (e) and (f)
as follows :

* Details of amount credited by bank be ascertained and accounted in the receipt side
of the cash book.

* Details of cheques dishonoured but not racorded in the Cash Baok shall be rectified
by showing in the payments side of cash book.

* Details of interest credited shall be recorded in the recejpt side of cash book.

Details of interest d bited, charges commission debited shall be recordedin the
payment side of cash book.

Such reconciliation in form CB 25 and post-reconciliation entries shali be verified by DA/
Superintendent,

t{F) FUNDS TRANSFER

INTER OFFICE ACCOUNT

Inter Office Account (IDA) shall be opsrated for all regeipts and paymenis betwaen
Divisions,; Sub-divisions and Head Office. An {DA Register in Farm CB-16 shall be main-
tained for all such transactions.
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DRAWING ACCOUNT

Any transfer of fund from Head Office to Division/Sub-division and from Division to Sub-
division in the drawing account shall be accounted in the Cash Book {Receipt side in case
of Division/Sub-divisions and payment side in case of Head Office) under the the head |0A
Cash/Bank drawing account/treasury account [Account codes 8131/8132/8133 as the
case may bel.

'Fund Transfer Register’ (form CB 30) snd ‘Budget Contro! Register’ [form CB 31)
shall in addition be updated by the Head Office (Finance Wing) on transferring funds to
units.

NON-OPERATIVE ACCOUNT

Transfer of fund from Sub-division/Divisions to Head Office through Non-operative Bank
account shall be accounted in the cash book (payment side in the Divisions/Sub-divisions
book and receipt side in the Head Office books) under the head IC0A - Banks Non operative
[Account Code 9134).

In addition, units shall update ‘Control Register-Non-gperative Account’ (Form CB 14) and
Head Office (Finance Wing) shall update Non-operative Transfer Register (form CB 32)
based on schedule of transfer along with a copy of challan received from the units in
respect of transfers into non-operative account.

Details of funds tranferred from collection accounts with Banks to the non-operative
account shall be recorded in the payment side of collections bank book [form CB-BA}) and
correspondingly in the receipt side of the cash book [Form CB-8) under non-operative

column

OTHER ACCOUNTS

Any receipt/payments relating to material transfer/Fixed asset transfer/liability transfer/
transfer of expenditure or income incurred between the Divisions/Sub-divisions sha!l‘ba
accounted in the cash book (in the receipt side where received and in the payment side
where paid) under the appropriate inter office account [account codes 9111 to 9113,

9121 to 5123, 9141 to 9143 as the case may be).

The ARUs shail submit the details of cash and other transactions with other offices
[including sub-divisions in case of divisions) on a monthly basis to Head Office alongwith
monthly accounts in Form CB-36. The Head Office shall periodically reconcile the details
received from ARUs and take necessary action on issues arising therefrom.
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CHAPTER - IV

MONTHLY ABSTRACT

MONTHLY ABSTRACT OF CASH BOOK

The sub-division shall send on a monthly basis on abstract of cash book in form CB-27 and
Abstract of callection bank book in Form CB-27A {containing account code-wise summary
of cash transaction)to the Division, which in turn shall consolidate such abstract along
with its own abstract into one and shall send the same to the Head Office.

PRCOCEDURE FOR PREPARATION

Such “monthly abstract of cash book;’ and ’abstract of collection bank book shall be pre-
pared as follows:

*+ Separate abstract sheet (in form CB 28) shall be used for each account code
operated in the cashbook, separately for receipts and payment.

* Write the reference of voucher number/receipt number and the amount in the
relevant column of the abstract sent bearing the same account code.

* Complete the process for all the entries in the cash book for the month,

* Total up each abstract sheet.

* Write up the total in each abstrect sheet. against the relevant account code of
the monthly abstract of cash book in the appropriate column.

* \Write the details of opening balance, cash deposited into, withdrawal from bank
and the closing balance.

* Total up the abstract.

* In case, total of receipts side and the payment side does not tally, any error in the
above process shall be ascertained and rectified.

if the ARUs commit any mistakes/errors in the monthly accounts and the same 1S noticed

after submission of monthly accounts to Head Office, they shall report such mistak_es,-‘
errors together with necessary particulars as specified in Form CB-37 to Ifhe Head Office,
who shall take necessary rectification action by passing journal entries, as may be

necessary.
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CHAPTER V

INTERNAL CONTROL MEASURES

1 GENERAL

i)
i)
itij
iv}

v)
vi)
vii)

viii)

Number of persons handling cash/cheques/DDs shall be restricted.
The responsibilities shall be clearty defined,
Duties shall be divided between recording and custody.

There shall be periodic cash verification with reference to cash book by the
Superintendent/DA.

There shall be periodic surprise cash count.
All payments into bank shail be made at the earliest oppartunity.
Rules regarding the size of cash floats shall be clearly spelt out.

Proper security arrangements and insurance shall bz effected to cover cash on hand
at premises. Adeguacy of such insurance shall be periodically reviewed.

2 CONTROL OVER RECEIPTS

i)
i}
iii)
iv]

Cashier/Bill Collector shall not open any incoming mail.

There shall be a register for noting the details of incoming mails and the contents.
Al Cheques;/DDs shall be crossed, if not already crossed.

Superintendent/Divisional Accountant shall ensure that details of cheques/DDs

received are caused to be recorded in the cheque register and receipts in appropriat®
form is issued for the same.

3 CONTROL OVER PAYMENTS

i)
i)

if)

iv}

vi)

No payments shall be made without a voucher which shall be duly passed by an
officer authorised by the Authority,

Safeguards shall additionally be ensured so that payments cannot be n}ade twic_e:
for eg. by marking all extra copies of bills as “EXTRA COPY”, by marking all paid

vouchers as "PAID".

Cheques shall be issued to and shall be in the custady of persons authorised by the
Authority.

All chegues payments shall be recorded in cheque issue register.

All cheque payments exceeding Rs. 2.500/- and other cheques were required shall be
crossed.

Al such cheques shall be despatched soon to caution against interception.
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BANKING

v)

vi)

Bank pay-in-slips shall be prepsred by a person other than cashier and the person
daing banking.

Banking shall normally be done by a person other than one who is responsible for
preparing bank pay-in-slips and the cashier.

Details of Cash/Cheques DDs handed over to the person doing banking shall be
recorded in the BANKING REGISTER (Form CB 10) and got acknowledged from him.

Person doing banking shall ensure that Superintendent. D.A. acknowledges the cashy/
DDs handed over to him, by signing in the Banking Register.

Bank accounts shall be regularly reconciled with books in form CB 25. by a person
other than person doing banking and cashier.

Special care shall be taken in identifying long standing unpresented cheques, cheques
not deposited, stop payments, dishonours etc.
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11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
232,
23.
24.
25.
26.

26A.

27.
28
29,
30.
31.
32.
33.
34.
35.
36.

A.

LIST OF FORMS

TITLE

Receipt - Revenue Collection
Receipt - Others

Voucher

Cheque Register

Revenue Collection Scrall
Receipts and Payments Scroli
Collection Summary

Cash Book

Collection Bank Book

Cheque Issue Register

Banking Register

Covering Letter for Payment
Imprest Claim Settlement
Imprest Register

Contral Register - Non-Operative Acccount
Cheque Return Note

|0 A Reagister

Surplus/Deficit Register

Deposit Register

Deposit Made Register

Register of Loans and Advances
Sales Tax Register

Register of ITOS

Claims Rengister

Investment Register

Bank Reconciliation

Monthly Abstract of Cash Book
Abstract of Collection Bank Book
Abstract Sheet

Fund Transfer Advice

Fund Transfer Register

Budget Control Register
Non-Operative Transfer Register
Payment Advice

Stock Register of Blark Records & Forms
Bill Passing and Payment Register

Monthly Details of inter-Oftice Transactions

Advice for Correction of Mistakes in

Monthly Accounts Already Submitted to Head Office

FORM No.

ce
LB
LB
cB
LB
LB
B
B
CB
cB
B
cB
CB
B
£B
B
CB
CB
B
cB
CB
B
B
£B
£B
B
CB
£B
B
CB
iCB
B
cB
cB
cB
B
CB
B

Do~ DN hH e s

A

11
12
13
14
15
16
17
8
19
20
21
22
23
24
2s
27
27A
28
239
3G
31
3z
a3
34
35
36
37



FORM CB-1

Refer Chapter ! (A) Para 1

Chapter 11 (B) Para 2

QOriginal to Consumer
Duplicate Office Copy

Date

Received with thanks from Sri./ Smt. / Miss.

Consumer No.

RECEIPT

Rupees

KERALA WATER AUTHORITY

(For Water [ Sewer / Maintenance charges only) No.

{In words

} in cash/by cheque;

Demand Draft No.

drawn on

bank

charges against bill No. {s}.

branch towards water/sewer maintenance

Revenue
Stamp

CASHIER
BILL COLLECTOR
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FORM CB-2 Original to Part
Duplicate Office Copy

Ref Chapter Il [A) Para 1
Chapter I (B) Para 3

KERALA WATER AUTHORITY

RECEIPT Nao.

Received with thanks from M/s./Sri./Smt./Miss

Rupees in words
in cash / by cheque / Demand Draft No: _ drawn on
Bank _ Branch
towards
|
Revenue |
Stamp
Cashier

Date
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FORM CB 3

Refer Chapter | [A) Para 5
Chapter il (C) Para 2

KERALA WATER AUTHORITY

VOUCHER
NO. i cirieremraanenss
Ref (I ] -
Please pay _ -
Rs. ) (In words
j towards biil
No. dated as follows:
sl No Details Account Amount
' [Account Head-wise) Code |
PAYMENT SIDE
TOTAL
RECEIPT SIDE ADJUSTMENTS —_—
- TOTAL ADJUSTMENTS
NET AMOUNT PAYABLE
"SUPERINTENDENT CASHIER "PASSING RECEIVER '
Revenue
OFFICER Stamp

SCROLL REF

CASH BOOK FOLIO i




FORM CB-4
[Refer Chapter Il (B) Para 1)

e

KERALA WATER AUTHORITY

CHEQUE REGISTER Eolio :
Particulars of Amount Initials of
remittance
) [

(= = Q
2 % In'{vard Name & Pur'p'ose of Cheque o g 3
= 0 Mail Ref. Address Remittance |Bank|—=—F— No. 5 -8 (o5
0 0 0 o C = il
) . Qo D.E

T| 8| 8= |8E3¢

i Bs. 2| ®| Omo |Qcto




FORM CB-5
Refer Chapter I} (A} Para 1

‘.

KERALA WATER AUTHORITY

REVENUE COLLECTION SCROLL

........................

Sl No. Name

Consumer Number

Bill Ref

Receipt Number

Amount
Rs.

Hemarks

ERIFIED BY SUPERINTENDENT

CAEHIER / BILL COLLECTCR



.

FORM CB-B
Refer Chapter Il (B) Para 5

Yy

KERALA WATER AUTHORITY

Sub Divisian Division
Receipts & Payments Scroll DAte...covueernneresrrsenain
i) = FE]
Sl Details of | & g 2 _ |a. Cash Cheques I Account
No Name Receipt 2z | 58 | 32 . Code Remarks
: &) S 3 Receipt |Payment | Receipt |Payment |

DATE

SUPERINTENCENT/ D. A.
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FORM CB-7 Original to i.yb Division
Refer Chapter i [B) Para 1 . Duplicete for Acknowledgemsnt

KERALA WATER AUTHORITY

DIVISION et enrevrnereivenraasararans Sub DEVISION. ..viiieeirevriiiecerarinaes

Section / ColleCtion Centre...vcvr e errreeirerrenerenraesnns

Total revenue collection for the day is RS,

(Receipt NOS. FPOM.. . coirereiiiarnar s 0+ T U PP PO ]
remitted as follows:

X 100 =
b 50 =
X 20 =
e 10 -
¥ 5 =
X 2 =
X 1 =
Coins ==
Cheques & D.D's
{As per statement
attached)
TOTAL
(in words)
Kindiy acknowledge the receipt in the duplicate copy.
SUPERINTENDENT CASHIER / BILL COLLECTOR
Received RS...ocrii s {In words ]
iNCAsh RS.....ooiiiiiiii s {In words )

by cheques & 0.D's

DATE CASHIER (SUB-DIV}

Accounted iN CASH BOOK FOHO ettt st et vt et ratan e eaarsnranrsaeanranrnrnasnas
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(Refer Chapter I} [A)

FORM CB-8
Paragraph 8)

KERALA WATER AUTHORITY

Sub-DivisSion v.cvecnienireicrieirien

Division .....

CASH BOOK

PAYMENT

AJnsead]

uUNoooY
Suimeag

BANK

WUN0JaY
Al
-eJsadQ-uopN

yseq

Sp0S) JUNOSOY

‘oN anbayg

sJejno|jJed

‘ON

a3

RECEIPT

Adnsead|

JUNQo0Y
BuimeJdg

BANK

IUNOSDY
anlg
-BJad()-uop]

ysen

apon) uNo2dY

sJBIN913Jed

ON =D

ajeq
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FORM CB-BA Name and address
{Ref: Chapter Il B

Para 1 and Chapter
Il F Para 3) Account No.

of Collecting Bank :

KERALA WATER AUTHORITY

COLLECTION BANK BOOK

RECEIPTS PAYMENTS

Account Code : 9211

Account code : "Contra’ [Transfer to
Non-operative account)

Date Scroli Amount Date Fund Transfer
Reference Rs. Ps. Reference

Amount

Rs.

Ps.
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FORM CB-8

KERALA WATER AUTHORITY

Refer Chapter Il (C] Para 5

SUb-DIVISION. ..o e cerienaierannens

Division..c..ocvevns

CHEQUE ISSUE REGISTER

s)Jewlay

Jaiyseq
}0 sjeIY]

Agojeubis
pesiJoyiny
J0 aJsnieubig

va
40 aunjeubls

1pdng
J0 aumieubig

unowy 4
soueleg o

Junowy 2

Rs.

asoddng

awep

yueg

‘oN anbayn

ajeq

ON 1S




SNJELSY

Jabuassa
10 aunjeubig

Jajysen
40 aunjeubig

oN T'Q
sy
WUNOLWY

D.D.

‘ON
anbayg

Jalyseq Jo
aunjeublg

%
KERALA WATER AUTHORITY
BANKING REGISTER

i{i'

"'i

I

Refer Chapter | (E] Para 4

FORM CB 10

_mm
unowy

oN
anbayn

Withdrawals

g P
40 aanjeufig

ue/D.D.
RAs.

Amount
of Cheq-

Deposits
No. of
Chegue:
DD

Cash
Rs

JUaS LUOLM
yBnouya
UosJad

aleq
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FORM CB 11
Refer Chapter Il (C] Para 10

KERALA WATER AUTHORITY

DVISION. e iseiiririrariairsrcaronrotnannis SUb DiIViSION. . i itiraircianrr et asrsanaes

Date :
Ref

To

Dear Sir (s),

Please find enclosed cheques/Demand Drafts NOS. ..o
o 1= ] LT o PP APBWIL  Of cevrenerinsersiarenaoarmstssrssrenniettarstssanistturserotnasstansisarsarasienes
Branch.....co.coieciic i s FOP FIUPEES . cecnnerrrrararrinessssisioanranintireraaststsare s irar st es s
(I WWOP DS areeeeaerrmersrarrrereersasosraarsnreises by s e ds Ereas s so v e aEE b S aSad T £ ee s E LSS TSR R Ty R N

towards as foliows:-

Bill No. Particulars Amount Bs.
1.
2.
3.
4.
Total

Kindly acknow!edge the receipt of the above by sending us the perforated portion of this letter
duly signed.

Yours faithfully,

[beearemmrnnnnssaeraronmsnrnnrsasarsssnnnanenasnnssons |
Received the sum of RS [IN Words...coiiviiiiiiiei e e s a e rea e
.................................................................................................................. by cheque / Demand
Draft NO...ocvrvrieermcn i, OPEWN Olisersreernenrimeiresnactsssaniarsas BAMK. . veieieinirairenerioseracnacssonas
D ENCR OWAR TS .+ eeeersasssirersessrennsassassssrarsasrussasstrssnsiesasnsssamenetensnstastosnastactariostertorsarnsnnaiarstassassess
from Kerala Water Authority.....ooiviniiiiisinres

Revenue !
DAte .. iviirraarenriarnceroanean Stamp i

SIGNATURE [SEAL}




FORM CB-12
Refer Chapter Il {D) Para 1

Division

" J <) ‘

KERALA WATER AUTHORITY
................................. SuUb-DIVISION..virv i sveevearrecraneaes

TEMPORARY ADVANCE /IMPREST /CLAIM SETTLEMENT
First Claim / Recoupment / Settlement

BB I . e cvravrseranarrranvrrininssrnnsvarnrsnrssssaas Previous Claim/Claim Preferred/Settlement for Designation......coe.ecciveiverriiinreecncnies
Ref. No, for Rs. Rs.
Account Head Bill No Amount A ¢ God
. i .
Sl. No. Particulars Receipts | Payment coount Lode
Rs Rs.
Opening Balance
Closing Balance
Total
Brief reasons for claim
DATE SIGNATURE
FOR OFFICE USE ONLY
Sl. No. Passed for Rs. Please pay Rs.
SUPERINTENDENT CASHIER PASSING OFFICER
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FORM €CB-13

Refer Chapter Il (D} Para 5

KERALA WATER AUTHORITY

Sub=-DiviSion. ....ov vt as

T o 2 TR

IMPREST REGISTER

SyIeway

|12

‘1dng/va
jo ubig

s|ieaap
w_.__w_..__..__..m_uuwm
Jajsued]
aouejeg

11

10

aouejeg

Hs.

unowy

Hs.

384 A

[e30]

Rs.

pawie|o
{padnooad
unouly

Hs.

aouejeg
Buuadg

RHs.

uasJa4
ay3 JO BWeN

aleq

ON IS
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FORM CB-14
Refer Chapter |l {E) Para 6
KERALA WATER AUTHORITY
[ITLY7 =11 o]y PO Sub; DHVISION. e s
CONTROL REGISTER - NON - OPERATIVE ACCOUNT
E Particulars of Deposit E g E B
2 E|l2_5(£8
o2 Cheques & DD's 20T 2| s
Date Particulars & § 4 % 8z “6? P g“D- 2
o & Cash | Total | S |8 |52 lewiol
£% No. of Amount <4 | Sec (58|a8| o
c T Cheques/ = E% gT |82 8
m 0. Bs. Rs. | Rs. m <5 |<8|d3| E
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Refer Chapter Il (E) Para 7

KERALA WATER AUTHORITY

As.

DiViSIOMa e i rrarrerrerrarrscrsersnansa Sub: DiviSion..cc v i e
CHEQUE RETURN NOTE
Receipt]Ref. (Such Account
Sl. as%gllecti[on Cheque Amount | Code (to be
No Date Party Reference Sumnmary No. filled up by Rermarks
‘ reference) Supdt. of
Section)

|




FORM CB 16

Refer Chapter Il {F} Para 1

Division

Name of IO A

KERALA WATER AUTHORITY

.......................................

..................

........................

Sub: Division

...............

...........

.....................

...................

Date

Particulars

CR No.

Cheque / D.0. Nao.

VR No.

Bank AdviceiNo.

Amount paid
with reference
to Youcher No.

Rs.

Amount received
with reference to
CRR No.

Rs.

Balance

Rs.

Initials
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FORM CB-17

Refer Chapter Il (A) Para 4

KERALA WATER AUTHORITY

SURPLUS/DEFICIT OF CASH COLLECTION REGISTER
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FORM CB 18
Refer Chapter i (A) Para B

KERALA WATER AUTHORITY

OTHER DEPOSIT REGISTER

Account code

Type of Deposit.....c.ocevveiiiinninnriinns

Ref.’[Such as | Receipt e i o

Sl Name Consumer | Number A_rnount Initial Date Sanction | Payment | Chegque | Amount | §
No. No.etc.) | Date | 'nAs. | of Clerk Ref. Vr. No. | DD No. R =
~ 1=




FORM CB-19
Refer Chapter lll (A) Para 7

o
P

KERALA WATER AUTHORITY

DEPOSIT MADE REGISTER

Type of DepPOoSit....cvuiiiicirimrerivirsisienriniienaan Account Code .. cccociiniiiiiiiiinaiiirrirrrrernrres

Voucher g % ‘ Initials Bef

i e +
Sl. Sanction | O o C | Amount of Date Such a Receipt | Amount | &
Name | 35 | Clerk ( S ©
No. Ref, gz in Rs. recovery No in Bs. | E
Date £ ! advise etc. =

0 = i Supt.

1] 2 { 3 | a4 | 5 | B | 7 | 8 | 9 0 | 11 |12




FORM CB-20
Refer Chapter Il (A) Para B

-
e

KERALA WATER AUTHORITY
REGISTER OF LOANS/ ADVANCES

Type of Loan/Advances Account Code:
Name Approval No. :
Address : Interest : Hate

Terms of Repayment

% Simple

Compoaund

Initials of Supt

Amount Amount
CR No. Particul Cheque | paid WRT | received
Date | ~VRNo. articulars DO No | VR No. | WRTCR.
Rs. No. Rs.
1 | 2 | 3 ) |4 | 5 | 8 |

Balsnce outstanding

Closed:/ TRF to Folio___




FORM CB 21
Refer Chapter Il (A} Para 8
KERALA WATER AUTHORITY
DAVISION .. teesreearienrneianscriaanins SUB-THVISION. . cciarvrreeise v rrranras
SALES TAX REGISTER
.| Amount Sales Tax - 5 | Balance | £
S Name = 3| of Bill/ Total 2 % {:'jo ég %J-an I Amount | Qutstan- ?‘ﬁ
3 @ | Recsipt | 4%, 1 6% | 8% |..-% EL 0|32 |83({£29 | ding E
Rs. |Rs.|Rs. | Rs. |Rs. Rs. > o |  Rs Rs. |




FORM CB-22

Refer Chapter Il [A) Para 8

KERALA WATER AUTHORITY

REGISTER OF 1TDS

Nature of 1TDS: Salary/Contractor Payment/Others (Specify)

o o))
S vr. Na. w o 2 L]
o 5 in WhiCh Amount :E z - Cheque Amount _[_u .g
g Name 8 [deduction ‘ s Date X Particulars | ~5'5 N, |
= on made b = -

& Rs. i Rs. Rs.
1 | 2 | 3 4 5 | 6 7 8 | 2] 10 ] 11 | 12 ] 13
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Refer Chapter lli (A) Para 8
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FORM CB 24
Refer Chapter Il (A) Para 8
KERALA WATER AUTHORITY
INVESTMENT REGISTER
NAtUre Of INVESEMENE.c.vr i aririin srerearysiata s e e anasnna
Government;Company Name...c.oiviivrirerer i earane
Special INSEPUCTIONS. . .ui i e an
TERMS OF INVESTMENT : INTEREST ..cavenniiiiniiiais O OTHER. .veiiinriannans
2 3 Investment
c 9 % g Numbers Total Numbfrs Amount interest
o c . . — 0 | - -
Date . E g 2 S 2 | _ Paid Received Bonus Initials
G % = 2 LT Purchased | Soid | W tO w. T, to
B @ @ 8 From 1 To Vr. No. Cr. No.
o ! Rs. [ Rs.' Rs.




FORM CB-25
Refer Chapter lll [E) Para B

KERALA WATER AUTHORITY

SUD DIVISION. v eet v iveiimerrrrmmsairaiarearareaas DIVISHON . vt veiererimeasiariaasinicarenns

BANK RECONCILIATION STATEMENT
AS ON.eiiinnnen eresrarieieanians

NAME OF BANK TREABURY ..covmovssersecosceveseomersessrseisnssnssnsosssssesssssassessensesssassasoass

Particulars Amount Rs. Amount Rs.

Balance as per bank statement / pass book

Amount deposited but not credited by bank as per list A",

Non operative receipts not banked as per list B’

Amount credited by bank but not accounted In Cash Book
as per list 'C'

Cheques issued but not presented for paymsnt as per list ‘0.

Transfer from non-operative account not recorded in cash
book as per list 'E',

Interest credited by bank

Bank charges/interest debited by bank

BALANCE AS PER CASH 800K

POST RECONCILIATION ENTRIES ON..ivievriiirnrmeirriraemasn s araasrmrrers s sisss st sanansane

Prepared by Verified by
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FORM CB8-25 {Contd.}

LIST ‘A

Deposit , . Amount Date of subsequent
Date of Cheque;D. D Received from Rs. credit
Total
LIST B
Date of '
entry of Particulars ‘ Cheque/O D. No. Amount Date of subsequent
- Rs. deposit
Cash book |
| |
‘ Total g
LIST C
Data of ; ; : Amount Date of adjustment
oredit Bank advice No. | Details as given by bank Rs. in Cash
Total
LIST 'O’
Chegue Amount Date of subsequent
No. Date Issued to Rs. payment
Total
LIST °F
Date of ; ; ; Amount Date of subsequent
transfer Bank advice number | Details as given by bank Rs. entry in Cash Book

Total




FORM CB-27
Refer Chapter IV Para 1

KERALA WATER AUTHORITY

MONTHLY ABSTRACT
(OF CASH BOOK]

RECEIPTS PAYMENTS
Account Head of Account Non T N
. Drawing | ¢ on Drawin L
Code Cash Operative Accnungé g ; Cash Operative Accoun?: E §
Bank = @ Bank ! (s
Rs. Rs. Rs. |Rs.| Rs. Rs. | Rs. R

Opening Balance

t‘ Closing Balance

Grand Total
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FORM CB 27 A
[Refer Chapter 1V Para 1)

KERALA WATER AUTHORITY
ABSTRACT OF COLLECTION BANK BOOK

. Payment
Receipt
Account Code Head of Account {Transfer to NOP A/C)
Amount Amount
Rs. p. Rs. p.

Opening Balance
8211 Control Account
Collections

Fund transfer to
Contra Non-operative
Agcount

Closing Balance

TOTAL
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FORM CB 28
Refer Chapter IV Para 2

KERALA WATER AUTHORITY
ABSTRACT SHEET
RECEIPT / PAYMENT

Voucher No./ Cash Bank Treasury

Receipt No. iNon-Operative Drawing
Rs. | Rs. Rs. Rs.

SI. No.

Total C/f




LK}

FORM C8-29 Qriginal to Bank

Refer Chapter il (F) Para 1 Duplicate to Transferee
Triplicate File

KERALA WATER AUTHORITY

TRIVANDRUM
No.
FUND TRANSFER ADVICE
To:
...................................................... {Bank)
Dear Sir (5}
Kindly transfer a sum of Rupees...........cccviiniiniiees [IN WOPAS..ovivivieriireieirieiresany areineriarannsins
................................................ )} from our account NUMDBER.....cviviiiiiiniiriiiriineearane.. £0 the bank
account of our unit detailed below :
Name of the Bank
Address af the bank branch
Account Number
Name of the Unit
Type of Transfer : TTIMT s [specify]

Kindly ensure immediate credit to our unit.
Yours faithfully,

DATE CLERK AUTHORISED SIGNATORY
WITH SEAL

CLASSIFICATION {ONLY IN DUPLICATE & TRIPLICATE COPY]

, ' Revenue | Capital [Reimbur-| Total
Sl. No. Particulars Reference sement

Rs, Rs. As. Rs.
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FORM CB-30

Refer Chapter |l [F) Para 2

KERALA WATER AUTHORITY

TRIVANDRUM

FUND TRANSFER REGISTER
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FORM CB-31
Refer Chapter |l (F) Para 2
KERALA WATER AUTHORITY (Iln Rs.]
TRIVANDRUM Budget | Revised
BUDGET CONTROL REGISTER Capital Budget
Name of URit....ccoveerenmnnerens oo reerte s etnaareann LOCALION GO0 ceeiviinieiireievensneaens Revenue
I
Monthly
Incidence
§ I Amount | & Amount _ | Amount l Adjustment/Reim- | Net Budget =
o o C w o W bursement transfer o W 0 o
Q o — e -2 — [ oz o oy —_ v o S 3
el ds (2lz'88 |2lzlE %98 2% 28]z . . 2| 8%
2| £ Q0 iga 21 @ ol | T | £ | @ | Capital REV  |Capital | REV - £ g
T | g le =% (] c's c a | o
2 4] 6w ] 1 S5 5 @ @ o ] §=
= Q 188G O T g 1 oT | O 5 c | @
[N Rs. | Rs. |F¥% [ Rs. | Rs. Rs. | Rs. Rs. Rs. Rs. Rs. F Rs.

|
‘
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FOBM CB 32
Refer Chapter Il i(F) Para 3
KERALA WATER AUTHORITY
TRIVANDRUM
NON-OPERATIVE TBANSFER BEGISTER
Locati Particulars Reference ! Amount | Transfers Bal 9
. ocatlon {including . ' trans- | to drawing | Balance o L
Date Location Name Code | TRFs to dra- (incl. ‘flbor- :;“”d . ferred account Initials £
wing Account] utilised) | Rs. Re. As. T
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FORM CB 33 Original to Transferee
Refer Chapter 1l (F) Para 4 Duplicate Back to Transferor
Triplicate H. O.
KERALA WATER AUTHORITY
TRIVANDRUM
No.
PAYMENT ADVICE
Reference :
Paying Location Code
Receiving Location Code
Particulars of Payment
Made of Payment Chaque{ 0D/ TT/MT
Amount [Rs.}
In Words
Date Clerk/D.A. Authorised Signatory
Seal
Only in Duplicate
ACKNOWLEDGEMENT

Received @ sum of BS....covviiiiiniciinniciieineas (IR WOPHS.eenceireirviiniisinsarmressansasrstnerrainesasinosiaanons Jon

........................................

Date

Authorised Signatory
Seal
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FORM CB 34
KERALA WATER AUTHORITY
STOCK REGISTER OF BLANK RECORDS / FORMS
Division/ . Receipt Bock Nos | No. of . Receipt of No. of 28 | o
3 Name Sub-Division/ | 3anction books Opening a&?gﬁgr o | books %_@ =
= Section Ref. From To issued | balance (P rof. |received| 58 | E
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FORM CB-35
(Refer Chapter li-C Para 2
KERALA WATER AUTHORITY
BILL PASSING AND PAYMENT REGISTER
DIVISION. v eer v evicreirasraennreannns e LoCation Code..cveeivacsrerarcenncaevanrans
SUb-DIVISION. v ie i Location Cogde...c.ociviiirmacriernmnnennennnns
Name of Party:
Particulars ! Bill No. & | Amount of | Amount l Voucher Amount Balance Remarks
Si.No.| Date of purchase! Bill Passed for | Paid p_ayable Initials )
Date No. & Date if an if any
exXpenses y
i As. P. Hs. P, Rs. P. Hs. P.




FORM CB-36 KERALA WATER AUTHORITY Division/Circle/Region :
(Refer Chapter |l (F}
paragraph 5) MONTHLY DETAILS OF INTER-OFFICE TRBANSACTIONS Location Code
Sl Particulars of transactions Name of office with Account code under which Amount
No including whether paid/issued/ which the transaction Accounted /to be accoun- Remarks
: received took place ted (*) by Head Office Rs. P.

[*] Indicate ‘** for items to be accounted by Head Qffice)

Divisional Accountant/ Executive Engineer/

Accounts Officer! Superintending Engineer/

Finance Officer Chief Engineer.



FORM CB-37
{Refer Chapter iV
Paragraph 3)

KERALA WATER AUTHORITY

Advice for correction of mistakes in monthy Accounts
already submitted to Head Office

Division/
Circle/
Region/
Location Code

_ Account Code _ Indicate
Sl. Particulars Month of Accounts Amount Column/Form | Rernarks
No. As accounted | Correct Code | Rs. P. Nao.

Divisional Accountant/

Accounts Officer/
Finance QOfficer

Executive Engineer/
Superintending Engineer/
Chief Engineer
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LEGEND

Authority : Kerala Water Authority

Board : Board of Kerala Water Authority
ARU's :  Account Rendering Units

H.QO. : Dffice of the Managing Director

FM & CAO : Finance Manager & Chief Accounts Officer
CE ; Chief Engineer

Dy. CE. : Deputy Chief Engineer

SE. : Superintending Engineer

EE. : Executive Engineer

AEE, : Assistant Executive Engineer

AE. : Assistant Engineer

D.0. (AS) :  Divisional Office [Accounts Section)
D.A. : Divisional Accountant

S.5. : Senior Superintendent

J.S. : Junior Superintendent

Cashiet : Authorised persen handling cash
ARUs : Account Rendering Units
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CHAPTER - 1

INTRODULCTION
OBJECTIVE

The objective of the manual shall be to establish consistent and effective policies and
procedures to ensure uniform practices throughout the Authority. The policies and
procedures specified in this manual shall be followed unless specific exemption is otherwisa
granted by the Authority.

SCOPE

This manual covers the operating systems and procedures and accounting thereof related
to Personnel Cost, congsidered relevant.

DEVIATION

Deviation shall not normally be permitted unless backed by a justifiable request for deviation
clearly outlining the foliowing.
* nature of deviation

* the reason for deviation
* the time span for which deviation is required
* the procedure that would be followed, if deviation is spproved.

Such request shall be submitted to the Head Office which shall then evaluate the necessity
thereof and accordingly either spprove or reject the same.

USAGE AND CUSTODY

This manual shall be issued to and used only by those persons the Authority may deem
fit and accordingly authorise. Any such person so authorised, shall preserve the copy
under his/her confidential custody. Upon transfer/relocation/retirement, stc, any such
person shall be obliged to return the copy to the Authority.

CHAPTER N

ACCOUNTING POLICIES

SALARIES, WAGES AND BONUS

Liability towards salaries, wages and bonus, if any, shall be provided for in the period in
which such charges accrue.

INTEREST ON GENERAL PROVIDENT FUND

Liabilit\f towards interest on General Provident Fund maintained with the Authority shall be
recognised at the end of every financial year and accountad accordingly.

GRATUITY AND PENSION

Provisign f:.:or gratuity and pension liability accrued shall be made in the accounts of the
Authority. in such manner as may be deemed appropriate by the Authority.
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1.1
1.1.1

1.1.2

OTHER PERSONNEL COSTS

Certain other personnel costs such as medical reimbursement, encashment of earned leave,
etc., the incidence and quantum of which cannot be astimated with certainity shall be
accounted for as and when such payments are made.

INTEREST INCOME ON LOANS AND ADVANCES

Interest income on loans and advances given to employeas shall be treated as income in tha
period in which such interest accrues, whether due for recovery or not.

CHAPTER - Il

OPERATING SYSTEMS AND PROCEDURES

A. CATEGORIES OF EMPLOYEES AND ESTABLISHMENT SECTION

Employeas in the Autharity can be broadly classified to:
i) Regular cadre employees
ti) other cadre employees
ti) MNominal Muster Roll {NMA] employees

iv] Trainees/Apprentices

Establishment Section shall be responsible for all personnel related activities such as
maintenance of all personnel records, perparation of pay bill and checking of claims made
by Personnel with reference to the personnel records and Authority’s guidelines and rules
applicable from time to time.

B. ESTAELISHMENT PROCEDURES

REGULAR CADRE AND OTHER CADRE
APPOINTMENT AND JOINING DUTY

On an "Appointment Order’ {in such form and substance, the Authority may deem fit] being
issued by the competent authority, a copy of such appointment order shall be forwarded to
the office where the appointee is posted.

On joining duty, the employee shall prepare a ‘Joining Report' in Triplicate which shall
contain details such as Name and permanent address, family (dependent] particulars,
previous office of posting [in case of transfers), Appointment/Transfer Order Reference
No.. Date of relinquishment of charge Forenoon/Afterncon [FN/AN] (in case of transfers),
Date of reporting [FN'AN} and submit such report to the Head of the Office. After
necessary endorsement by the Head of the Office, such report shall be distributed as

follows :

1st copy - Appeinting/Transfering Authority
2nd copy - Retained in the Establishment Section
3rd copy - Employee joining duty.
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1.1.4

1.1.56

1.2
1.2.1
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1.3

1.3.1

3

On the basis of the copy of appointment order and the joining report, ‘Incumbancy Register’,
which shall contain details of name of the post, the name of the employee, period of
incumbancy, place of posting, referance to appointment/transfer order, etc., shall be
updated. The progressive total of incumbants shall be checked with ‘Sanctioned Strength
Register’ which shall contain details of name of post, No. of posts sanctioned, sanction
No. and date etc to ensure that the total strength does not exceed the sanctioned
strength.

A ‘Service Book’ (in such form the Awuthority may deem fit] shall be opened [for new
employees joining duty] which shall contain Employee’s particulars, pay record, [eave
record and major loans and advances availed by the employee and the movemnents therecf.
Such book being a confidential document, shall be under the custody of the Head of the
Office.

A service record (in such form as the - Authority may deem fit) shall be opened at Head
Office in case of new officers joined, which shall contain atieast the details set out for
“Service Book™

Pay fixation, revision and increment

Pay fixation/revision, as may be necessary as per relevant rules appiicable from time to
time, shall be authorised by the appropriate authorities and the relevant orders raised for
pay fixation/revision etc, shall clearly specify the present pay, scale of pay, date of last
increment, date of promotion and post to which promoted [in case of promotions}, pay
fixed/revised on the promoted post, ete.

‘Increment Control Register' {in Fortm No. PA 1) shall be maintained wherein the details of
increment shall be recorded and such register shall be updated as and when necessary,
such as on an employee inining,_.transferred. promoted, etc.

Transfers, Promotions, Resignations, Dismissals, Retirement and Death.
Appropriate authority shall communicate orders of transfers, promotions, acceptance of
resignations, dismissals and retirement to the establishment section.

Transfers

On transfer of an employee, a relieving arder (in such form and substance, the Authority
may deem fit) shall be prepared and signed by the appropriate authority copies whereof
shall be distributed to the transferee office, employee transferred, the transferring
authority and a copy retained in the transferor office.

The fact of transfer shall be recorded in Pay Bill Register [maintained in Form No.PA 3],
Service Book, Increment Centrol Register and Incumbancy Begister, as may be necessary.

The following documents shall be sent to the transferee office:

— l.ast Pay Certificate (in Form No. PA 2]

(prepared in triplicate ane copy whereof being for the transferee office, one Copy
for the Head Office alongwith the monthly accounts and one copy for the records
of the transferor office).

— Service Bock of the transferred employee, if applicable.

— GPF Pass Book, Insurance premium deduction book, etc. (maintained as per the
relevant rules).
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1.3.4

1.3.5
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At the transferee office, the transferred employee shall submit copy of the relieving order,
jolning report/Certificate of Transfer of charge [in such form as may be deemed fit by the
Authority) as the case may be. Certificate of Transfer of Charge shall be prepared in
Triplicate by the employee which shall be given to the establishment section at the new
location who shall distribute the copies to transferor office, authority transferring the
employes, and retain one copy.

On issue of promaotion order, (in such form and substance as the Authority may deem fit] a
copy shall be sent to the office where the employee is working {in case of promotion-cums-
transfer, a copy of such order shall be sent to the new location also).

The details of promotion shall be recorded in Service Book, Increment Control Register,
Pay Bill Register, Incumbancy Register, etc., as may be necessary.

On acceptance of resignation by the competent authority, the same shall be communiceted
to the concerned establishment seection for updating the relevant personnel records
mentioned in paragraph 1.3.2.

Retirement shall be communicated to the respective employee so as to proceed with
Superannuating the employee,

Suspension and Dismissal orders shall be issued by the competent authorities after
following the necessary procedures, applicable from time to time, under the refevant rules
and such order copies shall be forwarded to the establishment section concerned.

The Death Certificate Enquiry Certificate of Executive Engineer/Succession/Heirship
Certificate, etc. (s may be necessary under the relevant rules, applicable from time to
time) shall have to be produced by the nominee/heirs of the deceased employee for claiming
the terminal benefits. :

NOMINAL MUSTER ROLL [NMR) EMPLOYEES

Procedures for engagement of NMR Employees in respect of issue of departmental order,
maintenance of personnel records including service book. increment control register, leave
register, etc., shall be governed by the rules and guidelines framed by the Authority from
time to time.

CASUAL LABOUR AND SEASONAL LABOUR [CLR/SLR]

The employment of CLR/SLR categories shall be guided by attendance depending on
availability of work, on day to day basis and sanction therefor.

TRAINEES/APPRENTICES
Engagement

Trainaes/Apprentices Shall he basically engaged for providing training for fixed time periods
on fixed manthly stipend.

Record

Details of stipend paid shall be recorded in the “Stipend Register” which shall be in Form
PA 2B separately for apprentices and trainees.
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C. PAYBILL AND RELATED PROCEDURES

LEAVE

A stipulated number of days under the different categories of leave for different categories
of employees, shall be credited to Employees’ leave records, as per the respective rules
applicable from time to time. Leave availed under different categories shall be set-off
against the respective categories of leave.

The leave record in the Service Book and the Casual Leave Register {in Form No PA 4)

shall be updated with leave earned, leave availed and the balance struck. Balance leave
shall he carried forward to the next year after confirming the related expiry clauses.

Ail leave applications {in such form as prescribed under thz relevant leave rules) shall be
forwarded to the appropriate authority through the establishment section where the
availability or otherwise of the leave under specific category of leave applied for shall be
checked for and confirmed. On receipt of the sanctioned leave application, the establishment
section shall update the leave record in the service book/casual leave register, as the case
may be.

In case of insufficiency of leave available or where leave is not sanctioned, either the same
be regularised later or the establishment section may defer the salary.

ATTENDANCE

Attendance Register maintained (in such form and manner the Authority may deem fit)
shall inter-alia, contain the following information :

-~ No. of days present

— No. of days of leave under different categories (i. e, earned leave, leave with
half-pay, leave without pay, casual leave]

— Tota! no. of working days for the period

— Initials/Signature of the employee.

EXTRA HOURS

All extra hours working shall have prior approval of the appropriate authorities in 'Extra
hours Authorisation Slip’ [EAS) (in form No. PA 7), wherein the initial sanction and actual
extra hours worked shall be recorded, and confirmed by the supervisors responsible for the
work site. After such confirmation and necessary sanction, the EAS shall be sent to the
Establishment Section at monthly intervals along with the attendance particulars.

On receipt of such sanctioned EAS, ‘Extra hours Register’ (in Form No. PA 8] shall be
updated, wherein a folio shall be maintained for each month and employeewise details
recarded.

PAY BILL PREPARATION

On receipt of certificate details of attendance where applicable in such form as the
Authority may deem fit, establishment section shall check the details provided in such
form with reference to leave applications/records, as may be necessary and thereafter
compute pay in the ‘Pay Bill Register’in Form No. PA 3) and prepare 'Pay Bill’ {in Form
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No, PA 9] separately for each category of ermployees. The sources of information in
respect of components of gross pay shall be:

— Service Book

— Increment Control Register

— Head Office Orders in respect of allowances like Dearnass Allowance, etc.

Deductiuons shall have to be made on account of various loans and advances, funds, court
attachment, etc.

The sources of information for such deductions shall be :
— subscription to General Provident Fund [GPF] at the percentage stipulated by the
Authority or as per letter of authorisation from the employee concerned
— subseription to Family Benefit Scheme [FBS) as per rules applicable
— ESI as per the Employees State insurance Act and related rules

-— LIC Premium, State insurance premium, CTD payments, etc., as per the letter of
authorisation from the employee concerned

— repayment of loans and advances as per relevant rules and/or sanction orders, as
the case may be

— ¢ourt attachment - court directives
— Income-tax as per the provisions of the Income-tax Act, 1961,

— QOthers {the documents and sources of information depends upon the nature of
deduction].

In preparing the Pay Bill, the establishment section shall take note of the maximum
permissible deductions under the relevant rules.

The Pay Bill shall be authorised and passed for payment by the appropriate suthorities
after applying such checks, as may be necessary.

CASUAL LABOUR ROLL

For casual labour employed as per rules in force from time to time, Casual Labour Roll
(in Form PA-29) shall be prepared and the samz shall be approved/authorised as may be
necessary.

PAY DISBURSEMENT

After such authorisation of the appropriate authorities as mentioned in paragraph 4.3
hereinbefore, payment to the Officers shall be made by cheque and others by cash,
normally on the 1st working day of the following month or as per the directives of the
Authority under special circumstances, by the establishmant section.

If an employes is absent on the appointed day of pay disbursement, such employee can
authorise in writing any other employee to coliect the pay and give valid discharge thereof.
The disbursement shall be evidenced by the individual employees signing on revenue stamp
in the Acquittance Register in the appropriate place earmarked for the purpose [Form No
PA 27
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At the end of the appointed day for disbursement, if any salaries and wages rermain unpaid,
the details of such salaries and wages shall be entered in ‘unpaid salaries register’ in
Form No, PA 10} and such amount shall be deposited with the cashier. Thereafter, if any
disbursements of salaries and wages are to be effected, such disbursements shall be
effected by the cashier after obtaining such identification, as may be necessary and
acquittance thereof in the Acquittance Register as mentioned in paragraph 5. 1 hereinbefore,

PAYMENT OF DEDUCTIONS

Payment of deductions in respect of insurance premium, Income-tax etc., to outside
Agencies shall be accompanied by such forms as prescribed by such agencies, containing
ernployee-wise deductions.

Deductions such as General Provident Fund (GPF) subscription, Repayment of GPF advance:
Repayment of House Building Advance and interest thereon, Repayment of Conveyance
Purchase Advance snd interest thereon, etc., shall be remitted to the Head Office through
non-operative account.

Remittance of deductions effected whether through non operative account or to outside
agencies shall be made before 5th of the month in which salary is due for payment.

Schedules for the above mentioned deductions shall be preparedin forms as detailad
hereinafter and sent to the Head Qffice at monthly intervals.

General Provident Fund Schedule (Recoveries) (Form No. PA 11)

General Provident Fund Schedule (Payment of Advances) (Form No. PA 12)
Housz Building Advance Schedule (Form No. PA 13}

Conveyance Purchase Advance Schedule [Form No. PA 14)

On receipt of Form Nos. PA 11, PA 12, PA 13 and PA 14, HO. shall update the relevant
records maintained as per rules.

ARREARS OF SALARIES AND WAGES

As and when arrears of salaries and wages need to be paid, a staterment of computation
of arrears shall be prepared for individual employees which shall contain |

i} Amount payable as per the revised scale of pay showing computation under each head
of gross earnings and deductions.
ii) Amount already psid to the employee as per ‘Pay Bill Register’ under each head of gross
earning and deductions.
i} Difference between (i) & {ii) above on an item by item basis.

The difference as in {iii} above shall then be plotted in the Pay Bili and Pay Bill Aegister and
thereafter the procedures mentioned in paragraph 5 hereinbefore shall be followed for
disbursement.

PART PAYMENT OF SALARIES

If an employee is transferred during a pay period, the transferor unit shall make payment
of salaries for the period upto which the employee has worked in such unit and for the rest
of the period, the transferee unit shall pay the salary after coliecting the necessary
service details of such transferred employee from the transfercr unit, in case the
transferred employee opts for such part payment of salaries.
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— employee is eligible for the same .
— the No. of days leave as stated in the spplication are available for encashment, etg’

The establishment section shall thereafter forward such application to the appropriate
authority for approval. After such approval of the appropriate authority. the leave record.
in the service book shall be updated, encashment computed and payment effected to the
employee, following the procedures mentioned in Chapter - Il C paragraphs 4 and 5, to the
extent necessary,

CESSATION OF EMPLOYMENT

On cessation of employment, the establishment section {s] where the employee has worked
last before ceasing to be an employee shall cause to issue a ‘Liability Certificate’ {in Form
No. PA 17] to the Head Office, as per relevant rules, alongwith the 'Service Book'

On receipt of Form No. PA 17, Haad Office shall prepare a ‘Final Settlement Account.
(in Form No. PA 18) and obtain necessary sanction, for paymant of final dues to the former
employee concerned, from the appropriate authority. On obtaining necessary sanction
therefor, intimation shall be sent to the Office from where the payment has tobe effected
which shall make the payment and obtain necessary acknowledgement/acquittance from
the former employee concerned as per relevant rules.

After due appraval fram the appropriate authorities, the leave which can be encashed shall
also be encashed and paid to the employee following the procedures mentioned in paragraph
3 above to the extent relevant. Any recoveries to be effected from such amount shall
also be effected.

The fact of cessation of employmant and paymant of terminal benefits shall be recorded in
the ‘Pay Bill Register’, Incumbancy Register, Increment Control Register and Service Book
which shall be marked 'Closed'.

Recurring payment of pension shall be made to the former employees eligible for such
payment under the relevant rules from such office as may be authorised by the Authority
to make such paymants. in order to ensure that p2nsion is paid to the former employees
only till they are alive, a certificate i.e.. Life Certificate to the effect that the employee is
alive shall be obtained at periodic intervals, as may be necessary under the relevant rules|

E. LOANS AND ADVANCES

LOANS AND ADVANCES NOT BEARING INTEREST

This category of Loans and Advances shall include :
— Onam Advance
— Other Festival Advance
— GPF Advance {Refundable and Non-Refundable}

— Pay Advance
— Mosguito Net Advance, etc.
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OVERTIME PAYMENTS

Along with the pay, extra hours payments where applicable shall also be made which shall
be computed with reference to the extra hours register, and passed for payment by the
appropriate authorities.

A ‘Casual Labour Register’ [in Form No. PA 24) shall be maintained at the sub-divisions and
an abstract whereof shall be forwarded in similar form to the Division on a monthly basis.
for CLR and other [SLR] Wages.

At the year end (i.e. March], salaries and wages pertaining to March shall be reported to
Head Office (in Form No. PA 26]).

MAINTENANCE OF RECORDS FOR PROVIDENT FUND, GRATUITY AND PENSION AT
HEAD OFFICE

The Head Office shall maintain relevant records and registers for Provident Fund, Gratuity
and Pension, as may be necessary under relevant rules.

ENTRIES IN 'REGISTER OF MAINTENANCE CHARGES' (FORM RA-35]

All personnel related expenses incurred on maintenance shall be allocated to the individual
schemes on an appropriate basis and entered in the pespective schemeas under the Account

Heads (three digit codes)

D. OTHER PERSONNEL PAYMENTS
BONUS

ARU's shall send at the year end, the details of gross earnings (to mean Basic Salary +
DA only) and earnings eligible for bonus (as per the provisions of the Bonus Act] for each
of the employees, in ‘Bonus Calculation Sheet’ (Form PA 15), a copy of the same shall be
retained at the Unit.

Details of actual bonus shall be worked out in the sams form PA 15 on declaring bonus and
thereafter the procedures stipulated for regular paybill preparation and disbursement
thereof in Chapter W1 C paragraphs 4 and 5 shall be followed.

MEDICAL REIMBURSEMENT

Claims for Medical Reimbursement (to bz preferred in such form a3 prescribed in the
relevant rules) shall be supported by such documents/vouchers as may be necessary
under the rules of the Authority. On receipt of such claims, the gstablishment section
shall ensure arithmetical accuracy of the claim and supporting, vouchers, admissibility of
the claim including any limit thereof with reference to the ‘Medical Reimbursement
Register’ [in Form No.PA 18) to be maintained employee-wise and thereafter forward the
claim to the appropriate authorities for approval. After such approval by the sppropriate
authorities, the amount of claim approved shall be paid to the employee and appropriately
recorded in "‘Meadical Reimbursemznt Register’.

ENCASHMENT OF EARNED LEAVE

Application for encashment of earned leave {in such form as prescribed under the relevant
rules) shall bz routed througa th2 establishmant section who shall ensure that the.
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tC} PAYMENTS

PRIMARY RECORDING OF PAYMENT

Cashier shaill on receipt of passed payment vouchers pay the cash to the claimant or his
authorised representative. Details of such payments shall he recorded in RECEIPTS &
PAYMENT SCROLL in Form CB B.

— in the cash column in case of cash payments
— in the cheque column in case of cheque/D.D. payments,

He shall serially number the voucher in the sequence of payments.
ACCOUNTING tN CASH BOOK

All payments shall be entered in the cash book serially, voucher number-wise

— in the cash colum in case of cash payments
— in the drawing bank account column in case of cheque/DD payments,
Adl transanction shali bear account codes as stated in the voucher-

UPDATING REGISTERS

Divisional Accountant/Superintendent shall ensure that all registers wherever relevant are
updated, more particularly in case of payments of capital in nature.

POST RECONCILIATION ENTRIES

Details of chegues dishonoured/bank charges Commission after ascertaining the same,
shall be accounted in the payment side of cash book under relevant bank column under the
appropriate account head.

ENTRIES IN THE REGISTER OF MAINTENANCE CHARGES (FORM-RA 35}

All maintenance related expenses, as and when incurred, shall be entered in respective
folio for the schemes under the concerned Account Heads {three digit codes).

(D) IMPREST
PAYMENT TO CLAIMANT

Cashier shall make the payment to the claimant on receipt of passed payment vouchers
alongwith TEMPORARY ADVANCE/IMPREST CLAIM/SETTLEMENT in form CB 12.

RECOUPMENT OF IMPREST

Recoupment of imprest shall be accounted in the payment side of cash book, detailing the
the expenditure specified in the imprest claim. account code-wise.

OTHER IMPREST PAYMENT

Any other payment of imprest {whether temporary or permanent) shall be accounted in the
payment side of cash book under the head “Imprest account balances" [account code
1532) or appropriate Temporary Advance code.
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An "Application for Tour Sanction and Advance”. {Form PA 22) shall be made to the
appropriate authority for the purpose of necessary sanction of tour and payment of
advance, through the establishment section where the particulars provided in such
application shall be checked. On receipt of approved application, the advance approved as
per rutes in force, shall be paid and the detsils shall be entered in ‘Travelling Allowance
Advance-cum-Bill Register’ (in Form PA 25).

On compietion of the journey, the employee who had undertaken such journey shall submit
“Travelling Allowance Bill' (in Form No. PA 23] to the establishment section who shall check
the particulars as per applicabie rules including adjustment of advance taken by the
employee and thereafter forward the same to the appropriate authority for approval

After such approval, the employee concerned shall be paid or shall be asked to deposit the
net amount due to or due from such employee respectively The details of the bill also
shali be entered in the ‘Travelling Allowance Advance-cumn-Bill Register’ (in Form No.PA 25.
and the details updated in the register.

CHAPTER - IV

ACCOUNTING PROCEDURES

A. ACCOUNTING AT ACCOUNT RENDERING UNITS

PAYBILL AND RECOVERIES
Payment of salaries and wages shall be accounted for in the Cash Book as follows:

Payment Side: i) Under the head “Salaries of Employees, wages of NMR Employees
[Account Codes 3311 to 3328, as the case may be) with the gross
amounts of salaries and wages paid.

i) Under the head "Casual Labourers’ wages" {Account Codes 3351 to
3359, as the case may bejwith the gross amaiunt of such wages paid.

Receipt side i} Under the head “Statutory Employee deductions” [Account Codes 2821

to 28249, as the case may be] to the extent of such deductions;

i) As mentioned in paragraph 6.2 hereinafter.

When deductions are deposited with outside agencies, such payments shall be accounted
for in the Cash Book as follows:

Payment Side: Under the heads “Family Benefit Scheme” or “Insurance Pramiums
deducted” or "Others" {Account Codes 2B824/2825/2828, as the
case may be) to the extent of such deductions deposited with outside
agencies,

UNPAID SALARIES AND WAGES

At the end of the appointed day of dishursement, if any salaries and wages remain unpaid,
such amounts shall be accounted for in the Cash Book as per procedure mentioned in
paragraph 1.1 hereinbefore and in addition on the receipt side of the Cash Book under
the head “Employeas unpaid salaries'wajas” (Accoauit Cadas 2814/28185, as the case
may be} to the axtent of "Net pay” of such unpaid salaries and wages,
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When such unpaid salaries and wages are paid subsequently, such paymants shall be
accounted for in the Cash Book as follows:

Payment Side:  Under the head “Employees unpaid salaries/wages" [Account Code 2814/
2815, as the case may be), with the net amount of pay.

BONUS

On Paymen_r. of Bonus, such payments shall be accounted for in the Cash Book as follows:
Payment Side: Under the head “Bonus” [Account Code 3318/3328, as the case may be)
to the extent of such payments.

MEDICAL REIMBURSEMENT
Payment of Medical Reimbursement shall be accounted for in the Cash Book as follows:

Payment Side: Under the head “Medical Reimbursement - Permanent Employees;
Temporary Employees - NMR” [Account Code 3331/3341, as the case
may be) to the extent of such amount paid.

FINAL SETTLEMENT

On final settlement being made and terminal benefits being paid, such payments shall be
accounted for in the Cash Book as follows:

Payment Side: Under the head “Provision for Gratuity / Provision for Pension” [Account
Code 2942 or 2943 as the case may be) to the extent of such amount
paid. Under the head GPF subscription/NMR PF  subscription {Account
Code 2822 or 2823, as the case may be] to the extent of such amount

paid.
If certain amounts are deducted towards Loans and Advances, and/or [nterest thereon
from the amount of gratuity paid, such deductions shall be accounted in the Cash Book as
follows:

Payment Side: Under the head “Provision for Gratuity/Provision for Pension” (Account
Code 2942/2943 as the case may be) to the extent of such amounts

deducted.

Receipt Side.  "Loans to Employees” or “Advances to Employees” {Account Codes 1611
to 1617 or 1641 to 1649, as the case may bel.

OR

“interest accrued on Loans to Employees” (Accaunt Codes 1625 to 1627
as the case may be) to the extent of such deductions made.

LOANS AND ADVANCES

When loans and advances are disbursed, such disbursaments shall be accounted for in the
Cash Book as follows:

Payment Side: Under the head "Loans to Employees; Advances to Employees” (Account
Codes 1611 to 1618; 1641 to 1649, as the case may be) to the exteng

of such advances paid.
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When recoveries are made through pay bill towards principal amount of loans and advances

and interest thereon, such recoveries shall be accounted for in the Cash Book as follows:

Receipt Side: i) Under the head "Loans to Employees; Advances to Employees” [Account
Code 16811 to 1618; 1641 to 1649, as the case may be) with the
amount of such recoveries towards principal amount of loans and
Advances.

ii] Under the head “Interest accrued on Loans to Employees” (Account
Code 1625 to 1628, as the case may be) to the extent of recoveries
made towards interest on loans.

TRAVELLING ALLOWANCE ADVANCE AND BILL

When travelling allowance advance is paid, such payment shall be accounted for in the
Cash Book as foilows:

Payment Side: Under the head “Advance for expense-Travelling” (Account Code 1851} to
the extent of such advance.

On receipt of bill, approval and settlement thereof, the transaction shall be accounted for
in the Cash Book as follows:

Payment Side: Under the head "Travelling and Conveyance Expanses” [Account Code 3511
to 3529, as the case may be) to the extent of net amount of the bill paid

FOR ADJUSTMENT OF ADVANCE

Receipt Side:  Under the head "Advance for Expenses-Travelling” (Account Code 1651)
to the extent of advance adjusted against such bill.

Payment Side: Under the head “Travelling and Conveyance expenses” (Account Code
3511 to 3529) to the extent of advance adjusted.

B. ACCOUNTING AT HEAD OFFICE

On receipt of Form No. PA 26 at the year end, the following entry shall be passed:

Dr. Salaries of Employees and Wages of NMR Employees (Account Code 3311 to 3329, as
the case may be)

Dr. “Casual Labourer's Wages” (Account Code 3351 to 33583, as the case may bej

Cr. “Statutery Employee deductions” {Account Code 2821 to 2B29, ss the case may be)

Cr. “"Loans to Employees” (Account Code 1611 to 1618, as the case may be)

Cr. “Interest accrued on Loans to Employees” (Account Code 1625 to 1628, as the case
may be]

Cr. Advances to Employees” (Account Code 1641 5o 16849, as the case may be)
with the amounts specified against such codes.

Cr. Employee dues-Salaries and Wages” {Account Code 2818) with the amount of net
salaries and wages payabla.

Since the Account Rendering Units (ARUs) shall account the salaries and wages as

mentioned in Chapter |V A. paragraph 1, the above entry shallbe written back in April
Accounts of the following year.



.

4

14

Provision for Bonus shall be created at such percentage, as may be determined by the
Authority at the year end based on Bonus calculation sheet [Form PA-15] received from
ARUs by passing the following entry:

Dr. Bonus- {Account Code 3318/3328, as the case may be)

Cr. “Provision for Bonus” [Account Code 294 1) to the extent of such amount determined
by the Authority.

Such provision shall be written back in April Accounts of the following year since the

Account Rendering Units [ARUs} shail account the Bonus as mentioned in chapter IV-A-

paragraph 3.

Interest accrued for the year on loans to Employees calculated and entered in Form No'
PA 21 as mentioned in Chapter /Il E. paragraph 2.3, shall be accumulated and accounted
for at the year end by passing the following entry:

Dr. “Interest accrued on loans to Employees” (Account Code 1625 or 1628. as the case
may be)

Cr. "Interest recoverable from Employeas” (Account Code 7123)
with the amount of such interest accrued.

Interest accrued for the year on General Provident Fund; Provident Fund-NMR; etc., shall
he accounted for at the year end by passing the following entry:

Dr. Interest on GPF/Interest on NMA-PF" [Account Code 428 174292, as the case rmay be)

Cr. "GPF deduction’/NMR-PF deduction” {Account Code 0822/2823, as the case may be]
to the extent of such interest accrued on General Provident Fund and Provident
Fund-NMR.

On receipt of copy of last pay certificate (Form PA-2]) H.O. shall pass tha following journal
entries:

In the books of transferor office:
Dr. Inter-office account-other assets {Account code 9144)

Cr. Loans to Emplayees (Account code 1611 to 1618)/Interest accrued on loans tO
Employees [Account code 1625 to 1628)'Advances to Employees {Account code
1641 to 1649) as the case may be, with the amounts specified as recoverable from
the transferred Employee in such form.

In the books of transferee office:

Dr. Loans to Employees [Account code 1611 to 1618)' Interest accruzd on loans to
Employees (Account code 1625 to 1628) Advances to Employees {Account code
1641 to 1649) as the case may be.

Cr. Inter-office account-other assets (Account code 9144) with the amounts specified as
recaverable from the transferred Employee in such form.

in relation to accounting policy no. 3 (chapter ll) on Gratuity and Pension, HO. shall

determine the accrued liability on account of gratuity and pension for tha year and pass

the following journal entry at year end,

Dr. Gratuity of employees/NMR-employees [Account code 3389 1/33B2) commuted/service/
family pension {Account code 3383/3384/3385).

Cr. Provision for gratuity (Account code 2842) Provision for pension (Account code
2943] as the case may be with the amount of such accrued lability,
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CHAPTER - V
INTERNAL CONTROL

Incumbancy Register, Sanctioned Strength Register, Increment Control Register, Service
Book, Pay Bill Begister etc.. shall be updated regularly and shail be kept under custody of a
responsible official.

Loans and Advances shall be sanctioned within the budget limits.

Pay Bili Register and Pay Bill shall be checked by a person independent of the gerson
preparing the Pay Bill Register/Pay Bill.

Attendance records shall be periodically verified by officers.

Unpaid salaries shail be subsequently paid only on proper identification and necessary
acquittance obtained. The unpaid Salaries Register also shall be updated.

Unpaid salaries amount shall be verified by a responsible officer at the end of appointed day
of disbursement,

Verification of 'Register for Watching Recovery of Advances’ shall be made before
preparation of pay bill.

A responsible officer shall check the 'Travelling Allowance Advance-cum-Bili Register’ ta
ensure that Advances have besn adjusted properly and without delay. Such checking shall
also cover the Budget allocation viz-a-viz Actual Expenditure,

Checks shall be carried out by a responsible official to ensure that engagement of labour/
temporary employees is within the sanctioned limits.
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CHAPTER - Vi
INFORMATION SYSTEM

The forms eontained in the Table below shall form part of the information system for
Account Rendering Units ta Mead Office:

Sl No. Description of Form Form No. Periodicity

1. Last Pay Certificate PA 2 As and
when an
employee is
transferred

2. GPF Schedule [Recoveries) PA 11 Monthty

a. GPF Schedule {Payments) PA 12 Monthly

4. House Building Advance Schedule PA 13 Montily

5. Motor Conveyance Advance Schedule PA 14 Manthly

B. Liability Certificate PA 17 As and
when an
employee
retires

7 Salaries & Wages outstanding for March PA 26 Annual
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LIST OF FORMS AND FORMATS

Sl No. Description of Forms & Formats Form No.
1. Increment controi Register PA 1
2. Last pay certificate [LPC) PA 2
3. Pay Bill Register PA 3
4. Casusal leave Register PA 4
5. Overtime Authorisation Slip PA 7
6. Overtime Register PA B
7. Pay Bifl PA 9
8 Unpaid Salaries Register PA 10
9. General Provident fund schedule [Recoveries) PA 11

10 General Providedt fund schedule (Payment of Advances) PA 12

11. House Building Advance schedule PA 13

i2. Motor conveyance advance schedule PA 14

13, Bonus calculation sheet PA 15

14. Medical Reimbursement Register PA 1B

15, Liability Certificate PA 17

16. Final Settierment Account PA 18

17, Register for watching recovery of advances PA 19

18. Loan Application-Cum-Allotment Register PA 20

19. Register of House Building Advance/Motor Conveyance Advanca PA 21

20. Application for Tour sanction advarice paA 22

21, Travelling allowance bill PA 23

29 Work kabour and other charge analysis book PA 24

23. Travelling allowance Advance-Cum-Bill Register PA 25

24, Statement of Salaries & Wages outstanding far March PA 2B

25, Acquittance Register PA 27

26. Stipend Register PA 2B

27, Casual Labour Roll PA 29



FORM No. PA-1 Division Sub Division :
Refer Chapter lll B Para 1.2.2 Location Code
KERALA WATER AUTHORITY
INCREMENT CONTROL REGISTER
wn
Zo' Employee’s Date of last | Present Pay Date of next | Rate of Eggagfi';?, Initialfs of san- E
“ gan}e and increment Pay Scale increment increment | i crement ctioning £
w esignation Rs authority | @
Rs. Hs, Rs. . o
1] 2 3 4 | 5 | 6 | 7 8 | ) | 10




FORM Na. PA-2

Refer Chapter |l B Para 1.3.1
KERALA WATER AUTHORITY

LAST PAY CERTIFICATE

Division/Sub-Division : Date :
Location Code
Sri/Smt.
Proceeding on .
to join appointment of :
Substantive appointment
Acting appointment, if any
Substantive pay
Acting allowance :
Other allowance {Specify) : 1]
2)
3)
4)
2)
Nature and Date of commsncement
of the present leave
Rate of leave allowances
Date upto which pay and allowances have been disbursed :
Date of handing over charge : (Forenoon/Afternoon)
Nature and amount of Deductions/recoveries from pay per month
To be remitted to Head Office:

Nature No. Rate of Balance to | Balance
. recovery be recoveraed | instalment

GPF Subscription ~ fAs.

GPF Loan

House Loan*

Conveyance Loan*

* Specify the their recovery is towards principal or interest
To be remitted to outside agencies :

LIC

State Insurance

Income-Tax

Court Attachment

e YT L LT R R PR L L R L LR i

Other smounts owed by/to the employee Signature and Designation of the
Officer granting the Certificate

Date of ioining duty
at the naw office : {Forenoon/Afternoon)



FORM No. PA 3 KERALA WATER AUTHORITY
Refer Chapter Il B Para 1.3.1
.G Para 4.1 PAY BILL REGISTER
, . . Opening bal
Name and Designation Previous PBR No. a';‘*:;"fm Aareh
Scale of pay Service verified G. P. P. Credit
Date of Joining Honorarium drawn if any
Date of completion of probation
Marital Status No. and Instalments
Date of Increment Advances Date of bill Amount D.S. Date of Draway| Ini
Government Residence occupied, No. No. Rate s. C.
Date Occupied | Date vacated Rs. Ps. Rs. Ps.
G.P.F. Non-
G.P.F. Alc. No. Refundable
G. P. F.
F. B. 3. No. Refundable
LUPLI FOnamAdvance
LIC/SLI/PLI No. Festival Advance
Officiating | Temporary Hous&%ﬂldmg
Others
Month & | Basic | Special [O Interim | A CityCom-| House | | Con= Total GPF | GPF | Famiy| E
?':ar S:Isalfy p::;a :I‘:Ln:fs nDe.:I.“ of"Ig:;s. p::‘;soa‘;r-v An:\l:lvt- Se;::?y vnron\z? Bonus Dzeas Subscri- | advance bt:eanﬂe-lfli:Ir hd
ance ance ance ance (Gross) | ption scheme §
o
Rs. p.| Rs. p.| Rs. p.| Rs. p.| Rs. p.| Rs. p.| Rs. p.| Rs. p. | Rs. Rs. p. | Rs. p.| Rs. p.| Rs. p.| Rs. p- | Rs. p. | T
1 |213|415]6]7|8|9 10 | " | 12| 13 | 14 | 15 [16




;% ‘; ﬂ q
KERALA WATER AUTHORITY {(Form PA 3 Contd.}
Balance at Contribution during Withdrawal during | Total recovery against Total amount of Total at close PBR N
March the year the year G P.F. advance interest credited of the vear -6.R. No.
Initials of tnitials of Contribution
Drawal S. 0/ Balance B/F S. 0. recovered Number of Instalments Recovered Balance
Drawing on 31st March Drawing during the C/F
Officer Otficer year 12345086 7 891011 12 | Total
Family House [LIC/SLI/| Profe- House crnc:::r_ Festval | Cycle Mos- Gram ’ Gther Totai Net Bill No. w b
benefit Rent LI/ ssional | Buiiding ancg Advance , Advance | Quitonet | advance Advances| Deduct- | Payabie Date = 'E
scheme Premium tax sdvance advance advance jons ‘é‘ g
- [rs
Rs. p.| As. p.| As, p. | Rs. p. [ Rs. p. | Rs, p. | Rs. p. Fs, p.| Rs. p.| As. p. | As Rs., p.| As p. | Rs. p. | Rs. p. | Fs, p.
16 | 6 | 17 | 18 | 19 | 20 | 21 | 22 | 23 | 24 | 25 | 26 | 27 | 28 | 29 | 30 |31 ]32
!




FORM No PA 4

Refer Chapter il C Para 1.2

KERALA WATER AUTHORITY
CASUAL LEAVE REGISTER

Narme and Designation of the employee:

ol

Division/Sub: Division
Location Code

Year :

No. of Days

Date

Eligible

Availed

Balance

Initials

Remarks




¥ W Y s 4
FORM No. PA-7 Division/Sub-Division:
Refer Chapter Il C Para 3.1 Location Code:
KERALA WATER AUTHORITY
EXTRAHOURS AUTHORISATION SLIP
- Initial Sanction Actual extra hours = "
1o = — [ E 5 & 5
g @ 5|56 ® BE | <2 | B2 | ¢
2 o ! g £ =, cc o X
& oo 2| % « 1 0O oL 2o =5 <
a £ b | B From | To | No. of hours From | To | No.of hours | &% be | 228 £
£ o o | o 9 2 e [T 23 ]
w2 a|Z = we o i £wm (o
1] 2 131 4 | 5| B | 7| 8 g | 10| 11 j 12 | 13 | 14 | 15

1. Signature of Authorising Authority :
2. Recommended by:

Sanctioned by:




,,._4.

Division / Sub-Division

Location Code

FORM No. PA-B

(Refer Chapter Il C Para 3.2)

KERALA WATER AUTHORITY

EXTRA HOURS REGISTER
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-

Division Sub-Division :

Location Code

KERALA WATER AUTHORITY

FORM No. PA-S

PAY BILL

Refer Chapter ill C Para 4.1

Manth:

SyJeway

Recoveries

ajgehed 1aN

Rs.

je1cl

As.

(Ay10ad3g) 40430

Hs.

Xg ] ~8Wwooy|

Hs.

Approved by:
(Head of Dffice)
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FORM No. PA-10
Refer Chapter il C Para 5.2

ko

Division/Sub-Division :
Location Code

KERALA WATER AUTHORITY

UNPAID SALARIES REGISTER

Payment particulars

oI N Employee's Name Period_ct':%;rhich Amount Vouch Date of | A . Initials of a .
. No. o unpai ary oucher | Date o moun . emarks
and Designation relates Rs. As. Payment Rs. Officer
1 z 3 | 4 5§ | 8 | 7 8 )




FORM No. PA-11 Division/Sub-Division :
Refer Chapter Wl C Para 6.4 Location Code
Month ;

KERALA WATER AUTHORITY
GENERAL PROVIDENT FUND SCHEDULE [RECOVERIES)

§ i . Salary/pay as Details of Recovery o

3 - g at 31st R - 8

3] B 2 ate of 'No.of in-| Total © ¢
61 S 3 g March Subscription | Subscrip-|Refund ofig4 - 1nants! amount & L é
2 u . E2 tion [ Advance of (6+7) g g £

[w] -

| 83 Z 3 Rs. Rs. Rs. recovery Rs. 3z £ i
] 2 | 3 | 4 5 8 | 7 | 8 | 9 | 10 | 1 1




Division/Sub-Division :
Location Code :

FORM No. PA 12
Refer Chapter il C Para 6.4
tMonth :
KERALA WATER AUTHORITY
BENERAL PROVIDENT FUND SCHEDULE (PAYMENT OF ADVANCE]
. ’ o
Salargﬁaz as Advances paid o | Advance :_C_’ )
g | GPF Account Name of the on 31s , 0. of instal- " R
z No subscriber Mareh Refunda-- Non- | ments of sa%cet;g:eggger 55 | &
@ : ble refundable ;. recovery No. & Date § £
As. Rs. Rs. } ~
1 | 2 3 4 | 5 = | 7 I 8 | 9 |10
i ]




:

Division/Dub-Division :
Location Code

FORM No. PA 13

Refer Chapter 1l C Para 6.4

Month :

KERALA WATER AUTHORITY

HOUSE BUILDING ADVANCE SCHEDULE
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Division/Dub-Division :

Location Code

FORM No. PA 14

Rafer Chapter Il C Para 6.4

Month :

KERALA WATER AUTHORITY

n .. DVANCE SQHE E'

‘ON "J24
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FORM No. PA 15 Original to H. 0.

Refer Chapter D Para 1 Duplicate as File Copy

KERALA WATER AUTHORITY

BONUS CALCULATION SHEET FOR THE YEAR.....covceririninnns

Division’/Sub-Division : Location Code....cieareen

) Gross (Basic + DA) 8| B3
g1 Name & Earnings Enigicle Rupess I g‘%é % Eé
No. Designation Month [Month lMonth Month | Month | Month | Month | Month [Month ’ FL§ | a4y

1 2 3 4 5-8 g9 10 11 12 Rs. Rs.
1
2
3
a4
5
Grand Total of Eligible Earnings
Provision for Bonus @ Ya J. V. No,
Actual Bonus @ % J. V. No.

Diff. Between Provision and Actual




FORM No. PA 16 Name and Designation
[Refer Chapter Il D Para 2) KERALA WATER AUTHORITY fo the employee
Division/Sub-Division : MEDICAL REIMBURSEMENT REGISTER
Location Code
Total Amount of eligibility for the year Rs. Year :
E " g T Eo_ | 2
s 3 3 E u,§|§3 8 u & g e85 | 2 ¢ 8
P “ 3@ o8 | o ! 88 | 5% £ a2 1 © 9 5
< o S © § 0 | € S ® SES | »E £
g X 5| 8% |87 | 8 | B g5 4
o | Rs. Rs. Rs. L=
1 | 2 [ 3 | 4 | 5 | 6 | Z | 8 | 8 | 10 | M
Y




FORM No. PA 17 Division;Sub-Division :
Refer Chapter Il D Para 4.1 Location Code :

KERALA WATER AUTHORITY

LIABILITY CERTIFICATE*
NON - LIABILITY CERTIFICATE *

Certified that non liabilities * the following liabilities » to the Authority are outstanding

against Shri

{Name and Designation of the Officer at the time of retirement/ )

who has retired from service / died while in service on *

* The liabilities may be recovered from his/her Death-Cum Retirement Gratuity and
credited to the head of Accounts indicated against each:

Sl. No, Nature of Liability Amount of Liability Head of Account to which
it is to be credited
1 2 3 4

Certified that no other liabilities to the Authority are outstanding against him/her.

Place "

Date

SIGNATURE AND DESIGNATION OF
ISSUING AUTHORITY

¥ Strh& whichever is not applicable,




¥

i

R

FORM Ne. PA 1B
Refer Chapter Il D Para 4.2

1)

2)

3]

4)

5}

6]

7)

8)

KERALA WATER AUTHORITY

FINAL SETTLEMENT ACCOUNT

Name and Address of Employee

Name and Address of Nominee/Heir
{in case of deceased employee)

Amount of Gratuity and its computation

Amount of Pension/Family Pension and its computation :

Any other amount payable to the employee (specify)
Sub-Total (n

Amount of Loans and Advance and interest thereon
to be recovered

Any other amount to be recovered {specify}
Sub-Total (i
Net amount [{-H)
Add :

Amount of Provident Fund including interest

Total amount

Prepared By:

Armount
As.

Sanctioned By:



FORM No. PA 19 Division/Sub-Division :
Refer Chapter Il E Para 1 Location Code

KERALA WATER AUTHORITY
REGISTER FOR WATCHING RECOVERIES OF

................................. ADVANCE

- Recoveries Balance to

S Name of the Opening | _ Amount of Total Total be carried

S Designation | Balance Fresh Advance forward
Employee April March

2 @ pril....... arc

[

>0 Rs. Rs. Rs. As. Rs. Rs.




l:‘“

Type of Loan :

Year :

FORM No. PA 20

Refer Chapter Il E Para 2.1

Budget Sanction : Rs.

KERALA WATER AUTHORITY

LOAN APPLICATION-CUM-ALLOTMENT REGISTER

(Separate rsgisters shall be maintained for each type of Loan)
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FORM No. PA 21

Broad Sheet No.

Refer Chapter |l E Para 2.2

KERALA WATER AUTHORITY

TRIVANDRUM

REGISTER OF HOUSE BUILDING ADVANCE

MOTOR CONVEYANCE ADVANCE

SyJeway

9s8491IUI JO
soueleg |9 O

JBaf O}
panuzoy U @

sngeaded
goueeg Qg @

w0
o

Total

Recoveries
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FORM No. PA 22

Refer Chapter Ill E Para 3.1

Divisian/Sub-Division :
Location Code

Date :

KERALA WATER AUTHORITY

APPLICATION FOR TOUR SANCTION & ADVANCE

1 Name 5 | Amount of advance required
2 Daesignation Rs.

3 Head Quarters & | Details of previous advance

* | pending adjustment
4 Purpose of
Journey
Journay
Date Places Period of Stay Remarks

Signature of employee

Signature of authorising official

Date :




Division/Sub-Division....c.ceve.-.
Location Code......cceveiimeivironrnesns

KERALA WATER AUTHORITY
TRAVELLING ALLOWANCE BILL

(Refer Chapter Il E Para 3.2)

FORM PA 23

Aaudnop
40 8sodund

| 18

(81-5| ) adueape |
Buiasnipe Jagyeq|iq 2
JO junowy 18N

17

usxe] adueApy

(PL+82L + o
vl riL)eloL &

Asuunof JoJ
sjqissiupe g'g

Rs.

(jred) pajanred]
yowym Aq ssej)

sasuadx]
{eauapiay|

aouemo|e

afies|i 40 o

aJg} Jig/Jaweslg
flied/sng

¥’ uonednp jieH

pa||ared |
aouelsi(

gouefaauo]
30 8PON

o1

Place

0.4

(BALLIY

[i2b| 13 14 15| 16|

Certified correct
Approved for payment :

12a

| 9 1 10 11|

| 8

7

6

Date and
Time

adnijdedsg

5

Aeg jo 8leosg

| 4|

fed

uoeubisag

‘ON IS

gignature of Employee

Date
Journey approval Ref




e 4
ka
w

) [ 2
FORM Na PA 24 Division Location Code........occavivniiinennn
Refer Chapter Il C Para 10 Sub Division Location Code..cccceivviinniairiiannnns
KERALA WATER AUTHORITY
TRIVANDRUM
CASUAL LABOUR REGISTER
Name of wark/ Rate/day No. of days Amount
81. No. Name of Employee Category W.0O No. worked

Hs. Rs.




FORM No. PA 25 Division] Sub-~Division :

Rafer Chapter Il E Para 3.1 Location Code
KERALA WATER AUTHORITY

TRAVELLING ALLOWANCE ADVANCE-CUM-BILL REGISTER

= =) S o o g c s £ ] @
] =] = e -0 Grossamount | ¢ Net amount of| 6 1532|830
S B s o |SEE lof claim admi-| @ o bill after 2% |2csjcec ) B
c c o 52>0 : o : . = JE_ | @5 =
= Name 5 o 32 Zo| ttedinthe | 3@ adjusting 35 |Ee= |58t 2
0 @ p-3 0 1ER final bill ‘0 ladvance(8-5)| 88 | 38%Ima—| E
{ -2 e Op
o > =
Rs Rs. | Rs. Rs Rs. Rs.
1 | 2 | 3 4 | 5 | 68 | 7 | 8 | 9 | 10 | 11 | 12 |13




FORM No. PA 28 Division/Sub-Division
Refer Chapter lll {D) Para 11 Lecation Code ;

U KERALA WATER AUTHORITY

STATEMENT OF SALARIES & WAGES DUTSTANDING FOR MARCH

Particulars Account Code An;;‘unt Remarks:
- .
I, a311:/3321
Basic Salary 3312/3322 __
Dearness Allowance 3313:3323
Interim D. A, 3314:/3324 i
Arrears of D. A 3315/3325 ;
City Compensatory Allowance 3316/3326 i
House Rent Allowance 33173327 )
Leave Salary {Remaining unpaid
during the year) 3318/3328
Subsistance and other allowances 3319/3328
Casual Labourer's Wages [specify) 3351 to 3359
Total |
. s
House Rent
Deduction 2891
GPF Deductions ngoo
NMRB-PF Deductions 2823
Family Benefit Deductians 2824
LIC Premium Deductions 2825 :
Others 2829 i
: Loans & Advances 1611 to 1627 :
; Recovered [specify) 1641 to 1649 :
Total
Net Pay (-1l
|
i JUNIOR SUPERINTENDENT/ .' ‘i ASSISTANT EXECUTIVE ENGINEER
_ﬁ DIVISIONAL ACCOUNTANT ' EXECUTIVE ENGINEER

S i
o i

Note : Use separate forms for permanent employees, temporary — NMR smgloyees and casual
labourer's wages. ]

i
P

T




(S R . - ' e I
FORM No. PA 27
[Refer Chapter Il C Para B)
Location code
KEBALA WATER AUTHORITY
TRIVANDRUM
Office / Division / Sub-Division
ACQUITTANCE BEGISTER '
Month...ccvcieeieciiiinnnan
Name & Designation Salary (Net) Due Sgg‘;ay Rev. Stamp & Ref. No. in unpaid
Signature salary Register

Rs. Rs.

Sl. Nao.




Hamsh

FORM PA 28
(Refer Chapter Il B Para 4)

KERALA WATER AUTHORITY
STIPEND REGISTER

TRAINEES/APPRENTICES *

[ 1IVET=1 10 s PR LOC COOB.viriiriintamranarnranns SECTION......... per e riraneasitansanaans
SUD DiVieeiinsrirvaranianrssiannsas LOC COOB eererieriinnananesinmee  eiresresensrataerereieensarasanaey
Lol o= L Il s R AT =L - TR OO PPPPPOTLUOT SRR PPTTTS SR SOPRT PP PP
. F []
Si. No. Name Discipline/Trade AMT oFf{SStIpend Signature Remarks

#* Srrike off whichever is not applicable




FORM PA 289 Division/Sub-Division/Section......covvrvrivinniininnne..
Refer Chapter Hl ([C} Para 4.4) LOGCALION COOB. . iiiieiieirvierersermremrerissansissasnisnnssara

KERALA WATER AUTHORITY

CASUAL LABOUR ROLL

Casual Labour Roll of labour employed on the (Here enter name of work)
From To

c & I

Sy 3 o 25 @ | Signature or _ 0
88 | 8 ) 4 3 Rate | Amount | & 2§ | thumb impre- | Dated initiats g
0 @ 5 = £y ssion of the | of the paying £
Qe | O & o & 25% labourer Officer @
a° T < 223 | with date o

> Rs. P.| Rs P.1 ;
i Total i
Total amount paid [in words) . Signature

Certified that the above payments were made by me.

Disbursing Officer. Officer-in-charge




