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S O U T H  C E N T R A L  R A IL W A Y  

 

P R E F A C E  

 

 T h is  M anua l  is  is sued  fo r  the  gu idance  o f  the  s ta ff  en tru s ted  w ith  the  ta sk  o f  In spec t i ng 

E xecu tive  O ff ices , inc lud ing  f ie ld  un its  and  A ccoun ts  o ff ices . I t  con ta in s  de ta i led  in s truc t ions 

a s  to  the  scope , ex ten t  and  m ethod  o f  In spec t ion . T hese  in s truc t ions  on ly  supp lem en t the  ru les  

con ta ined  in  va r ious  codes , o rde rs  is sued  by  R a ilw ay  B oard  an d  A dm in is tra t ion  f rom  t im e  to  

t im e . A ll  the  s ta ff  o f  the  In spec t ion  S ec tion  a re   expec ted  to  be  conversan t  w ith  the  p rocedu re  

and  in s truc t ions  issued  in  th is  M anua l , w h ich  have  to  be  app lied  in te l l igen tly .  

 O m iss ions  o r  inaccu rac ies  i f  any  no ticed  in  th is  m anua l  m ay  be  b rough t  to  the  no tice of 

the  unders igned  fo r  is sue  o f  co rrec t ion  s l ip s  w here  necessa ry . S ugges t ions  fo r  im provem en ts  

and  a l te ra t ions  a im ed  a t  m ak ing  the  M anua l  m ore  com prehens ive  and  up - to -da te  a re  w e lcom e. 

 

 

 

S ecunderabad  

D a te :  06 -06 -2001 .      F A  &  C A O . 

 

E m ail :   sc rfacao@ yahoo .com ,  

 facao@ scr .ra i lne t .gov .in .  
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C  H  A  P  T  E  R   -  I  

           IN D E X  

O B JE C T S  O F  IN S P E C T IO N S  

101 . i )  T he  ob jec t  o f  loca l  in spec t ion  o f  execu tive  o ff ices  (H eadquar te rs  and  Divisions) 

and  the  subo rd ina tes ' o ff ices  a t tached  the re to , by  A ccoun ts  In spec t ion  team s a t  

pe r iod ica l  in te rva ls  is  p r i m ari ly  to  ensu re  tha t  the  re tu rn s , vouchers  e tc . 

subm itted  by  these  o ff ices  to  the  A ccoun ts  O ff ice  have  been  co rrec t ly  p repared  

w ith  fac ts , and  tha t  a l l  in i t ia l  reco rds  on  w h ich  such  re tu rns , vouchers , e tc ., a re  

based , have  been  m ain ta ined  e ff i c ien t ly  in  such  a  m anner  to  p ro duce  as  a  

re l iab le  ev idence  in  the  C ourt  o f  L aw , shou ld  an  occas ion  a r ise .  I t  is , the re fo re , 

e ssen tia l  tha t  these  in i t ia l  reco rds  w h ich  fo rm  th e  bas is  fo r  the  c la im s , accounts 

re tu rn s  e tc ., subm itted  to  the  A ccoun ts  o ff ice , shou ld  be  sub jec ted  to  a  thorough 

and  c r i t ica l  exam ina tion  du r ing  loca l  in spec t ions  and  l inked  w ith  the  

vouchers /re tu rn s  e tc . to  p rove  the  au then tic i ty  and  co rrec tness  o f  the  la tter.  Any 

de ta i led  check  du r ing  these  in spec t ions  o f  the  docum en ts  and  vouch ers , w h ich  

com es  under  the  no rm al rou tine  check  o f  the  A ccoun ts  O ff ice  shou ld , be  

avo ided  as  i t  w il l  m ean  on ly  an  unnecessa ry  dup lica t ion  o f  w ork .  

 

i i )  S ince  the  in spec t ions  o f  execu tive  o ff ices  w il l  em brace  on ly  a  te s t  check  o f  the  

in i t ia l  reco rds  o f  the  o ff ice  (excep t  cash  and  s to res , w h ich  w il l  be  checked  in  

fu l l) , i t  is  necessa ry  tha t  the  exam ina tion  o f  the  books , reco rds , e tc ., shou ld  be  

conduc ted  tho rough ly  and  ve ry  c r i t i ca l ly , so  tha t  any  de fec ts  in  the  p roce du re  

fo l low ed  in  the  m a in tenance  o f  the  in i t ia l  reco rds  e i the r  th rough  igno rance  o r  

ow ing  to  w rong  app lica t ion  o f  the  ex tan t  o rde rs , o r  de l ibe ra te ly  w h ich  a ffect the 

f inanc ia l  in te res t  o f  the  R a ilw ay  m ay  be  b rough t  t o  l igh t  and  rec t if ied .  T hese  

in spec t ions  a re  a lso  in tended  to  a ffo rd  an  oppo rtun ity  to  the  E xecu tive  to  ge t  

the ir  po in ts  o f  doub t  in  accoun ts  m a tte r  c lea red  on  the  spo t .  W ith  th is  end  in  

v iew , the  in spec t ing  s ta ff  shou ld  p lay  the  ro le  o f  f r iend ly  c r i t ic s  and  shou ld  

consequen tly  avo id  unnecessa ry  and  f r ivo lous  ob jec t ions , concen tra t ing only on 

m ajo r  is sues  and  lapses .  

 

N E C E S S IT Y  F O R  IN S P E C T IO N S :  

102 . i ) . T hough   in   ce r ta in   cases   o r ig ina l   reco rds   a re   subm itted , a   la rge   num ber  o f   
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accoun ts  and  suppo rt ing  docum en ts  subm itted  fo r  in te r na l  check  a re  not original 

reco rds , a s  such  the  in te rna l  check  conduc ted  in  the  A ccoun ts  O ff ice  is  la rge ly  

dependen t  fo r  i ts  e f f ic iency  on  the  deg ree  o f  ca re  exe rc ised  by  depar tm en ta l au -

tho r i t ie s  over   the  accu racy  o f  the  o r i g ina l  reco rds . 

i i ) . I t  is , the re fo re , necessa ry  to  rev iew  the  o r ig ina l  reco rds  a s  subm itted  to  

A ccoun ts  and  a lso  to  te s t  the  deg ree  o f  ca re  exe r c ised  by  the  execu tive  o ff ice rs  

over  the  accu racy  o f  such  reco rds  and  to  see  tha t  they  a re  m a in ta ined  p roperly in 

th e  p resc r ibed  fo rm s.  

i i i ) . O pportun ity  is  a lso  taken  a t  th is  t im e  to  te s t  check  such  A ccoun ts , V ouchers , 

e tc . w h ich  a re  no t  com ing  under  the  pu rv iew  o f  in te rna l  check  o r  canno t  be  

checked  adequa te ly  excep t  a t  a  loca l  in spec t ion .  

iv ) .  T here fo re  in spec t ion  o f  execu tive  o ff ices  a t  H ead  Q uar te rs  and  D iv is ions  

shou ld  ensu re  the  accu racy  and  au then tic i ty  o f  the  t ransac t ions  rendered  by  the  

execu tives . 

 

103 . F or  the  reasons  exp la ined  in  the  p reced ing  pa rag raphs , the  in spec t ion  w ork  is  one  of the 

im portan t  func tions  o f  the  A ccoun t s  O ff ice .  T he  A ccoun ts  O ff ice  is  requ ired to conduct 

in spec t ions  o f :  

i ) . E xecu tive  O ff ices  bo th  a t  H ead  Q uar te rs  and  D iv is ions  inc lud ing  the  o ff ices  

a t tached  to  W orkshop  and  S to res  A ccoun ts , C on s truc t ions  A ccoun ts .  

i i ) . S to res  ba lances  he ld  a t  va r ious  s to res  dep o ts  and  o the r  subo rd ina tes  on  the  

R a ilw ay , O pen  L ine  and  C ons truc t ion .  

i i i ) . S ta t ion  A ccoun ts .  

 

104 . i ) . P hys ica l  ve r if ica t ion  o f  S to res  ( I tem  ( i i )  o f  pa ra  103 )  is  done  by  the  In spec to rs  

o f  S to res  A ccoun ts  and  A ccoun ts  S tock  V erif ie rs  under  the  d irec t ion  o f  F A  &  

C A O  (W S ) o r  F A  &  C A O  (C )  fo r  open  L ine  o r  cons truc t ions  a s  the  case  m ay be. 

 T h is  ve r if i ca t ion  is  ca rr ied  ou t  a s  pe r  the  p rocedu re  p resc r ibed  in  C hap te rs  

X X X II  and  X X III  o f  the  Ind ian  R a ilw ay  C ode  fo r  S to res  D epar tm en t  and  

M anua l  o f  in s truc t ions  fo r  S tock  V er if ica t ion , i f  any , is sued . 

i i )  In spec t ion  o f  S ta t ion  A ccoun ts  ( I tem  ( i i i )  o f  P a ra  103 )  is  ca rr ied  ou t  by  the  

T rave ll ing  In spec to rs  o f  S ta t ion  A ccoun ts  under  the  overa l l  d irec t ion  o f  the  F A  

&  C A O  /T ra ff ic  in  acco rdance  w ith  the  p rocedu re  p resc r ibed  in  the  Ind i an  
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R a ilw ay  C ode  fo r  A ccoun ts  D epar tm en t  -  P a r t -  I I  -  T ra ff ic  A ccoun ts , and  

m anua l  o f  in s truc t ions  fo r  check  o f  S ta t ion  A ccoun ts .  

 

105 . T he  ru les  fo r  the  in spec t ion  o f  E xecu tive  O ff ices  a re  ou t l ined  in  C hap te r  X V II  of Indian 

R a ilw ay  C ode  fo r  A ccoun ts  D epar t m en t  P a r t  I .  T h is  M anua l  w h ich  supp lem en ts  these  

in s truc t ions  is  in tended  fo r  the  gu idance  o f  the  s ta ff  w ho  in spec t  the  E xecu tive  O ff ices  

bo th  open  l ine  and  cons truc t ions .  

 

106 . F or  the  e ffec t ive  im p lem en ta t ion  o f  the  P rog ram m e la id  dow n  fo r  in spec t ions , a  

sepa ra te  In spec t ion  sec t ion  is  func tion ing  in  the  H eadquar te rs  A ccoun ts  O ff ice .  T h is  

sec t ion  is  under  the  cha rge  o f  D Y .C A O  (G enera l)  and  under  the  A dm in is tra t ive  con trol 

o f  F A  &  C A O .  S im ila r ly , the  In spec t ion  S ta ff  o f  C ons truc t ion  A ccoun ts  w il l  w ork  

under  the  A dm in is tra t ive  C on tro l  o f  F A  &  C A O  (C ons truc t ion ) .  T he  D iv is ional/or Unit 

In spec t ion  sec t ions  w il l  w ork  under  the  d irec t  con tro l  o f  S en io r  D iv is iona l  A ccoun ts  

O ff ice r /S en io r  A ccoun ts  O ff ice rs  (C N )/W ork  S hop  A ccoun ts  O ff ice r , (W  &  S ) .  

 

T H E  H E A D Q U A R T E R S  IN S P E C T IO N  S E C T IO N  IS  R E S P O N S IB L E  F O R -  

107 . i )  In spec t ion  o f  O ff ices  under  the  A ccoun ts  C on tro l  o f  H qrs . O ff ices .  

i i )  In spec t ion  o f  U n it  A ccoun ts  O ff ices , D iv is iona l  A ccoun ts  and  W orkshop  

A ccoun ts  O ff ices .  T he  In spec tion  S ta ff  a t tached  to  the  H qrs . cons truc t ion  

sec t ion  w il l  in spec t  the  O ff ices  o f  C ons truc t ion  A ccoun ts .  

N ote :  T he  w orkshop  A ccoun ts  O ff ices  w il l  be  in spec ted  by  the  s ta ff  o f  the  H qrs . 

In spec t ion  sec t ion  bu t  the  repo r t  w il l  be  f ina l ised  by  the  F A  &  C A O  (W ork  S hop  and  

S to res) .  S im ila r ly  the  un its  a t tached  to  the  W ork  S hop  A ccoun ts  O ff ice  w il l  be  

in spec ted  by  the  re spec t ive  W A O 's /A W A O .  

i i i )  C heck  o f  B ook  S ta l l  accoun ts .  

iv )  S ta ff  can teens .  

v )  T ra in ing  cen tres  and  E duca tiona l  In s t i tu t ions  in  the  ju r isd ic t ion  o f  H ead  

Q uar te rs . 

v i)  G enera l  P o licy  m atte rs  on  the  conduc t  o f  A c coun ts  In spec t ion  w ork .  

v i i )  C o-o rd ina t ion  o f  the  in spec t ion  w ork  in  the  D iv is iona l  A ccoun ts  O ff ices  a s  pe r  

p rog ram m e app roved  by  F A  &  C A O .  

v i i i )  E xam ina tion  o f  A nnua l  P rog ram m e o f  In spec t ion  rece ived  f rom  the  
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D iv is ion /U n it  A ccoun ts  O ff ice rs  and  com m unica t ing  the  app rov a l  o f  F A  &  

C A O . 

ix )  C om ple te  check  o f  leave  accoun ts  o f  s ta ff  w ho  w ere  on  the  ve rge  o f  re t i rem en t 

(a t  leas t  tw o  yea rs  be fo re  re t i rem en t) .  

x )  In spec t ion  o f  one  d iv is iona l , sub  d iv is iona l  and  tw o  subo rd i na te  o ff ices  o f  any  

o f  the  d iv is ions . 

x i)  C heck  o f  a t  leas t  o ne  S ta t ic  ca te r ing  un it  in  a  yea r  and  pan try  ca rs  run  by  p r ivate 

ca te re rs . 

 

108 . a ) .  T h e  D iv is ion a l  A ccou n ts  O ff ices  w il l  b e  resp on sib le  for :  

i )  In spec t ion  o f  a l l  o ff ices  under  the ir  A ccoun ts  con tro l .  

i i )  In spec t ion  o f  R a ilw ay  S choo ls  w ith in  the ir  ju r isd ic t ion .  

i i i )  In spe c t ion  o f  a l l  ca te r ing  un its  fa l l ing  w ith in  the ir  ju r is d ic t ion . 

iv )  C heck  o f  B ook  S ta l l , P la tfo rm  S ta l ls  a t  s ta t ions .  

v )  C heck  o f  O T /N D A  c la im s  a t  S ta t ions  and  o the r  o ff ices .  

b ).  T he  W orkshop  and  s to res  A ccoun ts  O ff ices  and  cons truc t ion  A ccoun ts  O ff ices  

w il l  be  re spons ib le  fo r :  

In spec t ion  o f  the  E xecu tive  o ff ices  under  the ir  A ccoun ts  con tro l .  

c ) .  L is t  o f  o ff ices  to  be  in spec ted  and  pe r iod ic i ty , sepa ra te ly  fo r  H qs . D iv is iona l  

and  W orkshop  and  S to res , A ccoun ts  O ff ices  is  g iven  a t  A n n exu re  “  A  ” . 

 

P E R IO D IC IT Y  O F  IN S P E C T IO N :  -  

109 . i )  In  te rm s  o f  P a ra  -  1706 -A I the  D is tr ic ts  and  D iv is iona l  o ff ices  shou ld  be  

in spec ted   

once  in  eve ry  tw o  yea rs , bu t  the  in i t ia l  accoun ts  o f  E ng inee r ing  expend itu re , 

bo th  C ons truc t ion  and  O pen  l ine  shou ld  be  in spec ted  once  a  yea r .  T he  f irs t  

in spec t ion  o f  a  cons truc t ion  d iv is ion  shou ld  as  fa r  a s  poss ib le  be  m ade  w ith in  

th ree  m on ths  

 

o f  i ts  fo rm ation .  T he  H eadquar te rs  A dm in is tra t ive  O ff ices  w il l  be  in spec ted  

once  in  tw o  yea rs .  

i i )  W hile  in spec t in g  a  D is tr ic t  o r  D iv is iona l  o ff ice , one  sub -o ff ice  in  the  case  o f  

E ng inee r ing  expend itu re  and  a t leas t  tw o  subo rd i na te  o ff ices  no t  in  cha rge  o f  a  

GIM%20Annex.xls.xls#sheet1!a1
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G aze tted  o ff ice r  shou ld  a lso  be  in spec ted  s im u ltaneous ly .  

i i i )  A s  fa r  a s  poss ib le  a l l  the  sub -d iv is iona l  o ff ice s  in  a  d iv is ion  shou ld  be  inspected 

w ith in  the  cou rse  o f  tw o  yea rs .  

iv )  T he  o ff ices , w here  the re  a re  no t  m any  transac t ions  by  w ay  o f  m isce l laneous  

cash , is sue  o f  passes , P T O s e tc . m ay  be  in spec ted  once  in  3  yea rs .  

 

P R O G R A M M E  O F  IN S P E C T IO N :  

110 . i )  T he  p rog ram m e o f  in spec t ion  to  be  ca rr ied  ou t  in  the  cou rse  o f  the  fo l low ing  

yea r   

shou ld  be  d raw n  up  by  the  H eadquar te rs  In spec t ion  C e ll , D iv is iona l  A ccoun ts  

O ff ices  and  subm itted  fo r  F A  &  C A O 's  app rova l  no t  la te r  than  1 s t  M arch  o f  

each  yea r .  T he  in spec t ion  p rog ram m e o f  W ork  S hop  and  S to res  A ccoun ts  

O ff ices  a s  w e ll  a s  cons truc t ion  A ccoun ts  U n its  shou ld  d raw  the ir  annua l  

in spec t ion  p rog ram m e and  subm it  to  the ir  re spec t ive  F A  &  C A O .   H ow ever , a  

copy  o f  i ts  app roved  p rog ram m e shou ld  be  sen t  to  P H O D  fo r  in fo rm ation .  I n  

re spec t  o f  in spec t ion  p rog ram m e o f  D iv is ions ,  S r . D A O s shou ld  d raw  the  

in spec t ion  p rog ram m e o f  the  D iv is ions  cover ing  a l l  the  U n its  in  the  D iv is ions   

a s  pe r  the  pe r iod ic i ty  o f  in spec t ion .  B efo re  d raw ing  the  p rog ram m e, the num ber 

o f  un its  ava i lab le  in  t he  d iv is ion  fo r  in spec t ion  shou ld  be  upda ted .  S r . D A O s 

can  app rove  the ir  p rog ram m e as  pe r  the  gu ide l ines  issued  by  F A  &  C A O  on  this 

sub jec t .  H ow ever  a  copy  o f  the  app roved  p rog ram m e shou ld  be  sen t  to  G enera l 

In spec t ion  S ec tion  o f  F A  &  C A O ‟s  O ff ice  fo r  th e  in fo rm ation  o f  the FA &  CAO. 

 F A  &  C A O  sha ll  p ick  up  som e  o f  the  U n its  f rom  the  D iv is ions  p rog ram m e to be  

in spec ted  by  H eadquar te rs  In spec t ion  S ec tion .     In  d raw ing  up  the  p rog ram m e, 

due  rega rd  shou ld  be  pa id  to  the  p rog ram m e o f  in spec t ion  by  A ud it  O ff ice  s ta ff  

so  tha t  undue  s tra in  m ay  no t  be  im posed  on  the  execu tive  o ff ices  by  the  

A ccoun ts  and  A ud it  In spec t ions  tak ing  p lace  a t  the  sam e  t im e  o r  w ith in  a  sho r t  

in te rva l .  A s  a  rec ip roca l  bas is  the  o ff ices  in spec ted  by  the  A ud it  D epar tm en t  

w il l  no t  be  in sp ec ted  by  the  A ccoun ts  w ith in  s ix  m on ths .  T he  p rog ram m e o f  

in spec t ion  d raw n  by  the  H ead  Q uar te rs  and  D iv is iona l  A ccoun ts  should show the  

fo l low ing  de ta i ls .  

i )  T he  o ff ices  p roposed  to  be  in spec ted  du r ing  the   yea r ;  

i i )  the  m on th  o f  in spec t ion ;  
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i i i )  the  da te  o f  la s t  In spec t ion ;  

iv )  the  num ber  o f  m an  days  invo lved  and   

v )  In te rva l  o f  in spec t ion .                                  (A n n exu re  “  B  ” )  

 

i i )  A  ce r t i f ica te  tha t  the  p rog ram m e has  been  d raw n  in  acco rdance  w ith  pa ra  1706  

A  I  and  in  consu lta t ion  w ith  A ud it  shou ld  be  inco rpo ra ted  by  the  D iv isional/Unit 

A ccoun ts  O ff ice  w h ile  subm it t ing  the ir  p rog ram m e to  H eadquar te rs .  T he  

com ple t ion  o f  the  p rev ious  yea r 's  p rog ram m e, the  reasons  fo r  a rrea rs  in  

p rog ram m e if  any  and  w hen  i t  can  be  com ple ted  and  pos i t ion  rega rd ing  issue  of 

in spec t ions  repo r ts  e tc . shou ld  be  fu rn ished  as  a  foo t  no te  in  the  p rog ram m e. As 

rega rds  to  the  in spec t ion  p rog ram m e o f  C ons truc t ion  U n its , the  H eadquar te rs /  

C ons truc t ion  A ccoun ts /In spec t ion  C e ll  w il l  sc ru t in ise  t o  see  tha t  the program m e 

covers  the  o ff ices  due  fo r  in spec t ion  and  subm it  the  sam e  to  the  F A  &  C A O /CN 

fo r  app rova l  and  a  copy  o f  the  app roved  p rog ram m e sen t  to  F A  &  C A O /G eneral 

In spec t ion  sec t ion  fo r  the  in fo rm ation  o f  P H O D .  T he  in spec t ion  w ork  should be 

regu la ted  acco rd ing  to  the  app roved  p rog ram m e w h ich  w il l  be  com m unicated to 

the  D iv is iona l  O ff ices  and  the  p rog ram m e shou ld  be  trea ted  as  con f iden tia l  t i l l  

the  no tice  o f  in spec t ion  is  ac tua l ly  issued .  

 

111 . B efo re  the  in spec t ion  o f  an  o ff ice  is  taken  up , the  h ead  o f  the  o ff ice  tha t  is   to  be  

in spec ted  shou ld  be  g iven  a t  leas t  10  days  no tice  f rom  the  p robab le  da te  o f  in spec t ion .  

T h is  w il l  enab le  them  to  co l lec t  necessa ry  docum en ts  and  a lso  ensu re  the  head  o f  the  

o ff ice  to  be  p resen t  a t  h is  H eadquar te rs  to  d iscu ss  the  re su l ts  o f  in spec t ion  w ith  the  

in spec t ing  o ff ic ia l .  

 

 

I t  is  des irab le  tha t  the  G aze tted  O ff ice r  in -charge  o f  the  in spec t ion  sec t ion , bo th  in  the  

H eadquar te rs  and  U n its , a ssoc ia tes  h im se lf  w ith  the  in spec t ion , to  the  m ax im um  extent 

poss ib le .  T he  he ad  o f  the  in spec t ion  team  sha ll  d is tr ibu te  the  i tem s  to  be  in spec ted  to  

the  m em bers  o f  the  team , the  im portan t  i tem s  be ing  kep t  fo r  h im se lf .  

 

112 . P rio r  to  the  depar tu re  fo r /com m encem en t o f  in spec t ion  the  in spec t ion  team  shou ld   

ob ta in  the  fo l low ing :  

GIM%20Annex.xls.xls#sheet2!a1
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i )  M onth  to  w h ich  the  in spec t ion  o f  the  o r ig ina l  reco rds  shou ld  be  app lied .  T h is  

shou ld  be  se lec ted  by  the  G aze tted  O ff ice r  in -charge  o f  the  In spec t ion  sec t ion .  

i i )  A ll  the  o r ig ina l  b i l ls , s ta tem en ts  e tc . subm itted  by  tha t  o ff ice  a re  dea l t  w ith  in  

the  A ccoun ts  O ff ice  fo r  the  spec if ied  m on th  and  a lso  the  pa id  vouchers  o f  the  

spec if ied  m on th  a re  ava i lab le  in  the  A ccoun ts  O ff ice .  

i i i )  F rom  each  o f  the  concerned  sec t ion  o f  the  A ccoun ts  O ff ice  a  m em orandum  

s igned  by  the  S ec t ion  O ff ice r , o f  po in ts  requ ir ing  spec ia l  a t ten t ion  o r  

exam ina tion  on  the  spo t , and  C ases  o f  long  de lay  in  the  c lea rance  o f  any  a rrea rs 

o f  w ork  o f  ou ts tand ing  i tem  in  the  su spense  accoun t  so  tha t  rem arks  o f  the  

execu tive  tow ards  the  d isposa l  o f  the  a rrea rs /c lea rance  o f  the  su spense  i tem  

shou ld  be  ob ta ined .  

iv )  S ca le  ch eck  o f  the  un it  p roposed  fo r  in spec t ion .  

v )  D eta i ls  o f  w orks , ag reem en t pa r t icu la rs  o f  the  w ork  tha t  a re  in  p rog ress  o f  the  

un it  p roposed  fo r  in spec t ion .  

 

113 . A  reg is te r  shou ld  be  m a in ta ined  in  the  In spec t ion  sec t ion  in  w h ich  the  pa r t icu la rs  o f  

o r ig ina l  vouchers  co l lec ted  f rom  the  A ccoun ts  O ff ice  and  checked  w ith  the  in i t ia l  

reco rds  du r ing  the  in spec t ion  shou ld  be  reco rded  under  the  s igna tu re  o f  the  in spec t ing  

o ff ice r .  A  reco rd  o f  i tem s  checked  shou ld  a lso  be  kep t  in  a  sepa ra te  reg is te r .  T h is  w il l  

fac i l i ta te  re spons ib i l i ty  be ing  f ixed  a t  la te r  da te  fo r  neg ligence  in  ca rry ing  ou t  the  

in spec t ion  e ffec t ive ly  re su l t ing  in  the  non -de tec t ion  o f  f rauds  and  m alp rac t ices  in tim e. 

 

114 . T he  in spec t ion  sec t ion  shou ld  f i le  the  adv ice  rece ived  f rom  p r in t ing  p ress  rega rding the 

M o ney  V a lue  B ooks  issued  to  the  va r ious  execu tives , B ook  s ta l l  ag reem en ts , S pec ia l  

sanc t ions  i f  any  e tc .  T he  in spec t ing  o ff ic ia ls  shou ld  ca rry  such  re fe rences , fo rm  e tc ., 

app licab le  to  the  pa r t icu la r  un it  p roposed  fo r  in spec t ion , and  ve r ify  the  ac tua l  pos i t ion, 

co rrec t  accoun ta l  e tc .  

 

115 . T he  in spec t ion  s ta ff  sha l l  conduc t  the  In spec t ion  o f  execu tive  o ff ice  w henever  possible 

headed  by  the  G aze tted  O ff i ce r .  W here  the  o ff ice r  accom pan ies  the  team  from  the  

beg in ing , he  w il l  d is tr ibu te  the  i tem s  to  be  checked  to  the  m em bers  o f  team  and  look  

in to  im portan t  a spec ts  h im se lf .  In  h is  absence  the  sec t ion  o ff ice r  (A ccoun ts )  w il l  

d is tr ibu te  the  i tem s  and  keep  fo r  h im se lf  the  im portan t  i tem s .  T he  check  o f  im pres t  
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cash , se rv ice  s tam p  and  rev iew  o f  im portan t  case  f i le s  reg a rd ing  p rog ress  o f  w orks , 

p rocu rem en t o f  s to res  e tc . and  reg is te r  shou ld  as  fa r  a s  poss ib le  be  checked  by  the  S .O . 

T he  G aze tted  O ff ice r  i f  he  is  unab le  to  accom pany  the  team  cou ld  jo in  them  la te r , he  

shou ld  then  exam ine  the  p re l im inary  repo r t , se lec t  im por tan t  i tem s  fo r  personal scrutiny 

and  d iscuss  the  repo r t  w ith  the  H ead  o f  the  o ff ice  in spec ted .  T he  G aze tted  O ff ice r  and  

in  h is  absence  the  S .O .(A ) shou ld  ensu re  tha t  the   i tem s  tha t  a re  requ ired  to  be exam ined 

have  been  fu l ly  covered  and  ac tua l ly  checked  by  the  s ta ff .  F o r  th is  pu rpose , the  various 

i tem s  o f  reco rds  to  be  exam ined  in  each  o ff ice  a re  ind ica ted  separa te ly , in  chap te r  I I  

(P a ra  202 ) .  T hese  i tem s  shou ld  be  inc luded  in  reg is te r  re fe rred  to  in  pa ra  113 .  

 

116 . A ll  i r regu la r i t ie s  and  ob jec t ions  no ticed  du r ing  the  cou rse  o f  in spec t ion  shou ld be noted 

dow n  m ethod ica l ly , quo ting  the  ru les  and  o rde rs  in  suppo rt  o f  the  ob jec t ion .  E rro rs  o f  

p r inc ip les , e r ro rs  in  pos t ings  and  o the r  in s tances  and  cases  o f  f rauds  and  lo sses  shou ld  

be  b rough t  ou t  c lea r ly .  T he  n o tes  m ade  ou t  by  the  s ta ff  shou ld  be  handed  over  to  the  

head  o f  the  team .  H e  shou ld  exam ine  the  po in ts  and  w here  necessa ry  ob ta in  a l l  relevant 

fac ts  in  connec tion  w ith  each  case  and  ve r ify  f rom  o r ig ina l  reco rd  on  the  spo t  so  tha t  

each  i tem  cou ld  be  p resen ted  com ple te  in  a l l  re spec ts .  A ll  im portan t  po in ts  shou ld  be  

pe rsona lly  b rough t  to  the  no tice  o f  the  o ff ice r  w hose  o ff ice  is  in spec ted  fo r  su i tab le  

ac t ion .  

 

117 . D uring  the  in spec t ion  o f  an  o ff ice , bes ides  check ing  the  accoun ts  o f  cash  and  s to res  the 

fo l low in g  shou ld  a lso  be  done .  

i )  A  de ta i led  exam ina tion  to  ensu re  tha t  a l l  the  re tu rn s , b i l ls , s ta tem en ts  and  

accoun ts  o f  the  one  m on th  se lec ted  fo r  check , subm itted  to  the  A ccoun ts  O ff ice 

ag ree  w ith  the  books  and  o r ig i na l  reco rds  kep t  loca l ly .  

i i )  A  tes t  check  shou ld  be  m ade  o f  the  o r ig ina l  reco rd  no t  subm itted  to  the  

A ccoun ts  O ff ice  and  o f  the  accoun ts  re tu rn s , vouchers , e tc , w h ich  a re  no t  

checked  in  the  A ccoun ts  O ff ice  o r  w h ich  canno t  be  checked  adequa te ly  excep t  

loca l ly  s ince  the  la s t  in spec t ion  e i the r  by  A ccoun ts  o r  by  A ud it ;  

i i i )  A  genera l  rev iew  o f  the  p rocedu re  re la t ing  to  in i t ia l  ac coun ts  o f  rece ip ts  and  

expend itu re  o f  cash  and  s to res  w ith  a  v iew  to  m ak ing  he lp fu l  sugges t ions  

tow ards  the  e l im ina tion  o f  u se less  re tu rn s , redundancy  o f  any  k ind  and  w asteful 

m e thods . 
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iv )  T o  ass is t  the  depar tm en ta l  o ff ice rs  in  the  m a tte rs  a ffec t ing  accoun ts , budge t  o r  

the  f inanc ia l  regu la r i ty  o f  t ransac t ions .  

 

118 . T he  in spec t ing  s ta ff  shou ld  in i t ia l  w ith  da te  on  a l l  reg is te rs , docum en ts  e tc . (E xcep t  

se rv ice  ca rd s)  exam ined  by  them  as  a  token  o f  the ir  check . 

 

119 . A fte r  the  in spec t ion  is  over , a l l  i r regu la r i t ie s  and  ob jec t ions  w h ich  a re  no ted  dow n  

shou ld  be  gone  th rough  by  the  in spec t ing  o ff ice r  and  im portan t  po in ts  taken  up  fo r  

d iscuss ions  w ith  the  H ead  o f  the  O ff ice  in spec ted  as  fa r  a s  poss ib le  on  the  spo t .  T h is  

d iscuss ion  is  in tended  to  enab le  the  re spec t ive  o ff ice rs  to  unders tand  and  pe rsuade each 

o the rs  po in ts  o f  v iew  on  every  i tem  o f  i r regu la r i ty  o r  ob jec t ion  b rough t  to  l igh t  and  

shou ld , the re fo re , be  f ree  and  f rank .  I f  sa t is fac to ry  exp lana t ions  a re  fo r thcom ing  as  a  

re su l t  o f  d iscuss ion , the  i tem s  o f  ob jec t ions  shou ld  be  d ropped  and  shou ld  no t  f ind  a  

p lace  in  the  in spec t ion  repo r t .  T he  ob jec t ions , w h ich  cou ld  no t  be  d ropped , a s  a  re su l t  

o f  d iscuss ion  w il l  be  issued  in  the  fo rm  o f  in spec t ion  r epo r t  p repared  in  tw o  pa r ts .  T he  

f irs t   pa r t  shou ld  con ta in  po in ts  o f  m a jo r  im portance  and  issued  as  P a r t  I , a l l  o ther item s 

be ing  regu la ted  to  pa r t  I I .  

 

120 . T he  in spec t ion  sec t ion  bes ides  conduc ting  the  loca l  in spec t ions  and  dea l ing  w ith  the  

repo r ts  the reo n  shou ld  a lso  dea l  w ith  the  A ud it  In spec t ions  R epo rt  P a r t  I  and  pa r t  II and 

the  spec ia l  le t te rs  tha t  a re  rece ived  in  th is  sec t ion .  T he  A ud it  In spec t ions  R eport special  

le t te rs  shou ld  be  fo rw arded  to  the  execu tive  o ff ice rs  im m ed ia te ly  on  rece ip t  fo r  

rem ark s .  T he  P ar t  I I , I tem s  on  w h ich  ac t ion  is  com ple te  cou ld  be  trea ted  as  c lo sed .  

R em arks  o f  the  execu tive  on  P ar t  I  In spec t ion  R eport  and  spec ia l  le t te rs  shou ld  be  

cons ide red  w here  necessa ry  in  consu lta t ion  w ith  the  in te rna l  check  sec t ions , and  f ina l  

rem ark s  com m unica ted  to  A ud it .  

 

N o te :   T he  sec t ion  w h ich  shou ld  dea l  the  A ud it  ob jec t ions , S pec ia l  le t te rs , D ra f t  pa ras  

e tc . is  pu re ly  the  d isc re t ion  o f  F A & C A O  in  H ead  Q uar te rs  and  S r . D A O ‟s  concerned  in  

the ir  Ju r isd ic t ion   

 

121 . T he  In spec tion  sec t ions  shou ld  fu rn is h  de ta i ls  o f  A ud it  in spec t ion  R eport  and  spec ia l  

le t te rs  ou ts tand ing  a t  the  end  o f  each  m on th  be fo re  10 th  o f  the  fo l low ing  m on th  to  the  
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E ff ic iency  S ec tion  fo r  the  pu rpose  o f  d iscuss ion  a t  the  m ee ting  o f  H O D s w ith  the  

G enera l  M anager .  

 

T H E  IN S P E C T IO N  S E C T IO N  S H O U L D  M A IN T A IN  T H E  FO LLO W ING  REG IS -

T E R S :  

122 . i )  R eg is te r  to  w a tch  the  rece ip ts  and  d isposa ls  o f  In spec t ion  repo r ts  by  A ud it  and   

A ccoun ts  and  S pec ia l  le t te rs  f rom  A ud it .  

i )  R eg is te r  o f  se r ious  ir regu la r i t ie s .  

i i )  R eg is te r  show ing  recover ie s  m ade  and  the  recover ie s  fo rgone , a s  a  re su l t  o f  

accoun ts  in spec t ion .  

i i i )  R eg is te r  show ing  the  ou ts tand ing  pos i t ion  o f  R a ilw ay  B oard  In spec tion Reports.  

iv )  R eg is te r  show ing  the  recover ie s  m ade  a t  the  in s tance  o f  A ud it .  

v )  R eg is te r  fo r  reco rd ing  the  pa r t icu la rs  o f  the  o r ig ina l  vouch ers  co l lec ted  fo r  

check  in  the  in i t ia l  reco rds .  

v i)  C alendar  o f  re tu rn s .  

T hese  reg is te rs  shou ld  be  subm itted  to  the  G aze tted  o ff ice r  in -charge  o f  the  sec t ion  fo r 

rev iew  every  m on th .  

 

123 . In  add it ion  to  the  reg is te rs  m en tioned  above , the  In spec t ion  sec t ions  bo th  in  

H eadq uar te rs  o ff ice  and  U n its  shou ld  m ain ta in  a  R eg is te r  show ing  the  p rog ress  o f  

In spec t ions  in  the  fo rm  as  a t  A n n exu re  “  C  ” .   T h is  reg is te r  shou ld  be  pe rused  by  the  

G aze tted  O ff ice r  in  cha rge  o f  in spec t ion  sec t ion  eve ry  m on th  and  subm itted  to  D y . 

C A O / S r . D A O .  T he  un it  accoun ts  O ff ice rs  shou ld  ind ica te  the  pos i t ion  o f  in spection in 

the ir  m on th ly  p rog ress  repo r t  fo r  the  in fo rm ation  o f  F A  &  C A O .  

 

124 . In spec t ion  shou ld  inc lude  on ly  a  te s t  check  o f  the  in i t ia l  reco rds  m a in ta ined  in  the  

execu tive  o ff ices .  A par t  f rom  the  rev iew  o f  the  f inanc ia l  reco rds  and  transac t ions  

th rough  te s t  checks  the  in spec t ing  team  shou ld  rev iew  on  a  se lec t ive  bas is ;  

a )   A  se lec ted  i tem  o f  ac t iv i ty  such  as  the  fo l low ing  in  i ts  en t ire ty  and  check  a l l  

a spec ts  o f  a  pa r t icu la r  t ransac t ions  ho r izo n ta l ly :  -  

i )  P urchase  and  u se  o f  m a te r ia ls .  

i i )  R epa irs  o f  equ ipm en t, and   

i i i )  O pera t ion  p rac t ices  fo r  the  pu rpose  o f  de te rm in ing  w he the r  spec if ic  

ac t iv i t ie s  m igh t  be  caus ing  lo ss  to  the  R a ilw ay , and  check  up  w he the r  
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the  "In te rna l  con tro ls" la id  dow n  by  the  E xecu tive  O ff ice rs  them se lves    

    a re  be ing  e ffec t ive ly  exe rc ised .  

b )       R ev iew  o f  the  p rog ress  o f  w orks  in  the  ju r isd ic t ion  o f  un it  p roposed  fo r  

in spec t ion . 

 

125 . T he  In spec tion  sec t ion  shou ld  concen tra te  on  in spec t ion  o f  w orks  and  s to res , w h ich  

p rov ide  am p le  oppo rtu n it ie s  fo r  m a lp rac t ices .  E xper ience  has  show n  tha t  num erous  

ir regu la r i t ie s  a re  com m itted  in  the  s to res  accoun ts  and  accoun ts  o f  w orks  ( fo r  exam ple 

excess  consum ption  o f  s to res , excess  issue  o f  s to res  fo r  w h ich  con trac to r  is  no t  charged 

and  c lo s ing  a  w ork  ha lf -w ay  and  em p loy ing  the  sam e  agency  in  the  nex t  yea r  fo r  the  

ba lance  o f  w ork  a t  enhanced  ra te  e tc .)  w h ich  can  be  th row n  up  by  an  in te l l igen t  exercise 

o f  the  in spec t ion  func tions . M ate r ia ls  and  s to res  fo rm  a  ve ry  h igh  pe rcen tage  o f railway 

expend itu re  a nd  the re fo re , eve ry  e ffo r t  shou ld  be  m ade  to  iden tify  a reas  where econom y 

can  be  ach ieved .  M anpow er  rev iew  is  one  o f  the  im portan t  a reas  o f  check .  T he  

in spec t ing  o ff ic ia ls  shou ld  rev iew  the  s ta ff  pos i t ion  and  iden tify  the  su rp lu s  labou r  i f  

any , du r ing  in spec t ion . 

 

126 . I f , in  the  cou rse  o f  in spec t ion  an  e rro r , w h ich  is  com m on  to , m ore  than  one  o ff ice  is  

de tec ted , i t  shou ld  no t  be  dea l t  w ith  a s  an  o rd ina ry  i tem  o f  the  In spec t ion  repo r t .  I t  

shou ld  be  de le ted  f rom  the  repo r t  and  spec ia l  co rrespondence  in i t ia ted  to  avo id  

recu rrence  o f  th is  m is take  in  o the r  o ff ices .  A  re fe rence  o f  such  co rrespondence  shou ld 

be  m ade  aga in s t  the  de le ted  i tem s  o f  In spec t ion  repo r t .  T he  In spec ting  O ff ice r  shou ld  

pe rsona lly  exam ine  som e  im portan t  in i t ia l  reco rds  and  sa t is fy  to  the  p ro cedu re  o f  

accoun ting  o f  cash  and  s to res .  W hile  in spec t ing  a  new ly  fo rm ed  o ff ice , fo r  the  f i rs t  

t im e , the  In spec t ing  O ff ice r  shou ld  ca re fu l ly  sc ru t in ise  the  p rocedu res , adop ted  fo r  

dea l ing  w ith  the  check  o f  rece ip t , cu s tody  and  d isposa l  o f  cash  and  s to res  e tc . 

 

127 . D uring  the  cou rse  o f  in spec t ion  se r ious  ir regu la r i t ie s  no ticed  v iz ., dev ia t ion  in  po licy , 

w rong  in te rp re ta t ion  o f  ru les  re su l t ing  in  the  lo ss  o f  revenue , inc rease  in  expend itu re  

due  to  w rong  app lica t ion  o f  ru les , o r  e ff ic ien t  pe rfo rm ance  o f  w ork  ca r r ied  ou t  in  one  

pa r t icu la r  un it  w h ich  can  be  in troduced  by  o the r  un its  e tc . shou ld  be  c ircu la ted  to  o the r 

accoun ting  un its  and  execu tives  fo r  in fo rm ation  and  necessa ry  ac t ion .  
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T he  in spec t ing  o ff ic ia ls  sha l l  no t  on ly  po in t  ou t  the  m is takes  and  ir regu la r i t i e s  bu t  a lso 

b r ing  ou t  in  the  repo r t  any  aspec ts  o f  w ork ing  w h ich  m eri ts  app rec ia t ion  and  if  

necessa ry  p repare  a  no te  separa te ly  and  pu t  up  to  F A  &  C A O  v iz ., com pu te r isa t ion  o f  

ce r ta in  a spec t  o f  w ork  w h ich  has  re su l ted  in  sav ings  in  m anpow er  and  im proved  

e f f ic iency . 

 

T he  In spec ting  o ff ic ia ls  du r ing  the  cou rse  o f  in spec t ion  o f  accoun ts  o ff ice , in  pa rticular 

no ticed  if  d if fe ren t  p rocedu res  a re  be ing  fo l low ed  in  d if fe ren t  accoun ting  un its , can  

sugges t  in  the ir  In spec t ion  repo r t  the  un ifo rm  p rocedu re  to  be  fo l l ow ed  by  a l l  un i ts .  

 

F IE L D  IN S P E C T IO N ;  

128 . In spec t ion  o f  f ie ld  un its  v iz ., S E /W orks , S E  (P .W ay) , C T X R /O ff ice , L oco  S hed , 

F ue ll ing  po in ts , G oods  ya rds  e tc . is  one  o f  the  im portan t  ac t iv i t ie s  to  be  pe rfo rm ed  by  

O ff ice rs .  T he  in spec t ion  o f  f ie ld  un its  is  an  im por tan t  channe l  o f  com m un ica t ion  

be tw een  the  O ff ice rs  a t  H ead  Q uar te rs  and  D iv is ion  w ith  the  s ta ff  a t  roo t  leve l .  F ie ld  

in spec t ion  can  enab le  the  o ff ice rs  to  have  the  f i rs t  hand  know ledge  o f  the  p reva il ing  

cond it ions  in  w h ich  they  have  to  ca rry  ou t  the ir  day  to  day  w ork , l im ita t ions  i f  any  to  

im p lem en t the  R a ilw ay  B oard 's  o rde rs , H ead  Q uar te rs  in s truc t ions , w he the r  they  have  

co rrec t ly  unders tood  the  po lic ie s , p rog ram m es  and  gu ide l ines  issued  f rom  H ead  

Q uar te rs  and  im p lem en ted  e tc .  T here fo re , f ie ld  in spec t ion   a im s  a t  ;  

i )  T o  know  the  p reva il ing  cond it ion  in  w h ich  o f  the  f ie ld  s ta ff  have  to  ca rry  ou t  

the ir  day  to  day  w ork .  

i i )  L im ita t ions , d if f icu l t ie s  i f  any  in  im p lem en ting  R a ilw ay  B oard  o rde rs , po lic ies 

and  in s truc t ions  issued  f rom  t im e  to  t im e .  

i i i )  W hether  the  c ircu l a rs  is sued , f rom  H ead  Q uar te rs  have  been  rece ived , 

unders tood  and  p roper ly  im p lem en ted .  

iv )  A ssis tance  requ ired  if  any  f rom  H ead  Q uar te rs  to  ca rryou t  the ir  day  to day work.  

v )  T o  convey  the  p r io r i t ie s  and  ob jec t ives  o f  the  R a ilw ay  M anagem en t w ith  a view 

to  reduce  the  m anpow er  and  to  b r ing  abou t  cos t  e f fec t iveness  in  the ir  w ork .  

 

K eep ing  in  v iew  the  above  ob jec t ives , R a ilw ay  B oard  has  d irec ted  a l l  the  o ff ice rs  to  

ca rryou t  regu la r  f ie ld  in spec t ions .  A s  fa r  a s  the  A ccoun ts  O ff ice rs  a re  concerned , 

F inance  C om m iss ion er , R a ilw ay  B oard  has  d irec ted  a l l  'S A ' and  'JA ' G rade  o ff ice rs  to  
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conduc t  a t  leas t  one  in spec t ion  in  a  m on th .  G roup  'B ' o ff ice rs  a re  a lso  requ ired  to  

conduc t  in spec t ions  regu la r ly .  A  repo r t  on  f ie ld  in spec t ion  ca rr ied  ou t  by  'S A ' and  'JA ' 

G rade  o ff ice rs  has  to  be  com piled  as  pe r  A n n exu re  “D ”  and  sen t  to  R a ilw ay  B oard  

eve ry  Q uar te r .  T he  im portan t  a spec ts  no ticed  du r ing  in spec t ions  w ith  m oney  va lue  ( if  

any )  shou ld  be  ind ica ted  in  the  repo r t .  In  re spec t  o f  'S A ' G rade  O ff ice rs , cop ies  o f  the  

in spec t ion  no tes  shou ld  a lso  be  sen t  a long  w ith  the  repo r t .  

 

S im ila r ly   a  repo r t  on  in spec t ions  conduc ted  by  A ccoun ts  O ff ice rs  has  to  be  p repared  

and  sen t  to  G M 's  o ff ice  eve ry  Q uar te r .  T h is  repo r t  has  to  be  com piled  by  G enera l  E ff i -

c iency  sec t ion , o f  F A  &  C A O 's  o ff ice .  

 

C O M P U T E R S  A N D  IN S P E C T IO N ;  

129 . T he  R a ilw ay  accoun ts  have  been  com pu te r ised  in  m any  f ie ld s  l ike  s to res  accoun ts , 

revenue  accoun ting , pay  ro l l  accoun ting , p rov i den t  fund  accoun ting  e tc .  T here fo re , the 

in spec t ing  o ff ic ia ls  shou ld  fam il ia r ise  them se lves  w ith  co m pu te rs  so  tha t  the inspection 

o f  H ead  Q uar te rs , D iv is ion  and  f ie ld  un it  w il l  be  e ffec t ive .  T here  a re  tw o  w ays  o f  

conduc ting  in spec t ion  o f  the  com pu te r ised  accoun ts , v iz .  

( i )  In spec t ion  th rough  the  com pu te r  and   

( i i )  In spec t ion  a round  the  com pu te r .  

In  the  fo rm er  case , in spec t ion  team  w il l  have  to  run  pa ra l le l  p rog ram m es  th rough  the  

com pu te r  l ike  the  one  aud it  is  conduc ting  v iz ., “ IT ”  A ud it .  In  the  la t te r  case , the  

in spec t ion  team  have  to  check  the  pe r iphera ls , bas ic  da ta  and  end  resu lts .  T he  accuracy 

o f  these  do cum en ts  w ou ld  be  ve r if ied  and  sa t is f ied  by  the  in spec t ion  team .  T he  

in spec t ion  team  can  fo l low  the  second  m ethod .  

 

130 . T here fo re  the  s ta ff  d raw n  fo r  conduc ting  in spec t ion  shou ld  have  adequa te  knowledge in 

com pu te r  w ork ing .  D uring  in spec t ion , the  fo l low ing  a spec ts  shou ld  be  looked  in to  

w herever  com pu te r ised  m ethod  o f  w ork ing  has  been  in troduced .  

 

131 . i ) . D ocum en ta t ion  o f  the  changes  m ade  f rom  the  m anua l  sy s tem  to  com pu te r ised   

sy s tem  to  ensu re  tha t  the re  is  no  dev ia t ion  to  the  ex is t ing  bas ic  ru les  and  

p rocedu res . 

i i ) . T he  changes , m od if ica t ions  done  if  any  to  su i t  the  end  u se r  needs  have  been  
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done  ca re fu l ly  and  the  sam e  a re  au tho r ised .  

i i i ) . T he  sy s tem  shou ld  have  p roper  secu r i ty  po licy  and  p roce du res . 

iv ) . P roper  B ack  up  p rog ram m e and  da ta  tapes  s to red  e ff ic ien t ly . 

v ) . T es t  check  has  to  be  exe rc ised  on  the  da ta  en tr ie s , and  o the r  reco rds  e .g . a  te s t  

check  o f  the  open ing  ba lance  o f  P .F . subsc r ibe rs  shou ld  be  done  to  see  tha t  the  

ba lances  a re  co rrec t  and  the re  is  no  ir regu la r  ba lance .  N o  advance  is  sanc t ioned 

w ith ou t  su ff ic ien t  c red it  ba lances  e tc .  

v i) . E xcep tiona l  repo r ts  a re  genera ted  on  va r ious  phases  o f  w ork  v iz ., su spense  

ba lances , pens ion , P .F . accoun ting , p rog ress  o f  w ork  e tc . fo r  rev iew .  

 

132 . T he  in spec t ion  team  shou ld  ana ly se  and  rev iew  var ious  phases  o f  w orks  tha t  a re  be ing  

pe rfo rm ed  th rough  com pu te rs  and  sugges t  the  scope  and  ex ten t  o f  in te rna l  check  

requ ired  to  be  ca rr ied  ou t  in  the  A ccoun ts  O ff ice  a s  a  re su l t  o f  com pu te r isa t ion . T he  

in troduc tion  o f  com pu te r isa t ion  shou ld  a lso  re su l t  in  sav ings  in  M anpow er .  T he  ex tent 

o f  sav ings  shou ld  be  rev iew ed  du r ing  in spec t ions  o f  H ead  Q uar te rs  and  D iv is iona l  

O ff ices . 

 

 

C  H  A  P  T  E  R  –  II 

      IN D E X  

201 . S C O P E  O F  IN S P E C T IO N :      

T he  im portan t  i tem s  genera l ly  app licab le  to  a l l  o ff ices  to  be  in spec ted  and  the  po in ts  

requ ired  to  be  seen  a re  g iven  be low : A ny  o the r  i tem s  though  no t  m en tioned  in  the  l is t  

m ay  a lso  be  sub jec ted  to  s im ila r  check  as  pe r  ex tan t  ru les  and  o rde rs .  W hile  in specting 

an  o ff ice , i tem s  espec ia l ly  app licab le  to  tha t  o ff ice  a long  w i th  the  i tem s  m en tioned  in  

the  l is t  shou ld  be  checked .  

 

202 . L IS T  O F  IT E M S  C O M M O N  T O  A L L  O F F IC E S   N O N -P E R S O N N E L .     

1 ) . Im pres t  cash  inc lud ing  S p l . Im pres t  A ccoun t .  

2 ) . P osta l  s tam ps  accoun t .  

3 ) . F rank ing  M ach ine  A ccoun t .  

4 ) . M isc . cash  rece ip ts  and  rem it tances .  

5 ) . P ay  o rde rs .  
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6 ) . M oney  va lue  books  and  m ach ine  num bered  books .  

7 ) . R eg is te r  o f  A greem en ts , and  rev iew  o f  T enders  and  con trac ts .  

8 ) . R ev iew  o f  A greem en ts .  

9 ) . S ta t ionery  books  and  fo rm s.  

10 ) . C onsum ab le  S to res  A ccoun t .  

11 ) . C lo th ing  A ccoun t .  

12 ) . D ead  S tock  and  T oo ls  and  P lan ts .  

13 ) . R .M .C /C red it  N o tes  iss ued  fo r  ca rr iage  o f  R ly . M ate r ia ls .  

14 ) . H is to ry  B ook  o f  veh ic les , typew rite rs  e tc .  

15 ) . R ev iew  o f  In spec t ion  N o tes  o f  P H O D s/ H O D s.  

16 ) . R ev iew  o f  O u ts tand ing  A ud it  and  A ccoun ts  In spec t ion  R eports .  

17 ) . R ev iew  o f  B il ls  R eg is te r .  

18 ) . R ev iew  o f  T e lephone  b i l ls .  

19 ) . R ev iew  o f  L og  B ook . 

20 ) . R ev iew  o f  M on th ly  P rog ress  repo r t /P C D O  to  R ly . B d . e tc .  

21 ) . R ev iew  o f  S to res  ledger .  

22 ) . R ev iew  o f  P rog ress  o f  expend itu re .  

23 ) . W rite -o ff  and  sanc tions .  

24 ) . R eg is te r  o f  L ib ra ry  B ooks , R ece ip ts , A ccoun ta l  and  issues .  

25 ) . R ev iew  o f  Im p lem en ta t ion  o f  R ly . B d 's  o rde rs .  

 

203 . P O IN T S  R E Q U IR E D  T O  B E  S E E N  O N  E A C H  O F  T H E  A B O VE Q UO TED ITEM S 

A R E  G IV E N  B E L O W :  

1 . IM P R E S T  C A S H :   

i ) . T he  cash  ba lance  on  hand  to  be  ve r if ied  by  ac tua l  coun t  and  ta l l ied  w ith  

the  book  ba lance , C er t if ica te  to  th is  e ffec t  shou ld  be  reco rded  in  the  

im pres t  reg is te r  under  t he  in i t ia l  o f  the  in spec t ing  o ff ic ia l .  

i i ) . P roper  a rrangem en ts  ex is t  fo r  the  sa fe  cus tody  o f  the  cash .  

i i i ) . P resc r ibed  im pres t  reg is te r  is  m a in ta ined  in  the  p resc r ibed  fo rm , and the 

am oun ts  spen t  a re  reco rded  co rrec t ly .  

iv ) . R ecoupm en ts  a re  m ade  pe r iod ica l ly .  

v ) . T he  Im pre s t  A ccoun t  is  ba lanced  and  c lo sed  da i ly .  

v i) . A m oun t spen t  f rom  im pres t  a re  co rrec t ly  payab le  and  au tho r ised  by  the  

G aze tted  O ff ice r .  
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v i i ) . T he  sanc tioned  am oun t is  no t  in  excess  o f  requ irem en t, and  

ju s t if ica t ions  ex is ts .  In  case  recoupm en ts  a re  m ade  occa s iona lly , 

reduc tion  o f  im pres t  is  to  be  sugges ted .  

v i i i ) . S pec ia l  Im pres t  sanc t ioned  fo r  a  spec if ic  pu rposes  a re  c lo sed  

im m ed ia te ly  du ly  su rrender ing  the  ba lance  am oun t a f te r  the  spe c ia l  

even t  is  ove r . 

ix ) . A m oun t spen t  f rom  spec ia l  im pres t  a re  spen t  on ly  fo r  the  spec if ic  

pu rp ose  fo r  w h ich  i t  w as  sanc tioned .  

x ) . S epara te  im pres t  A ccoun t  is  m a in ta ined  and  no t  m ixed  w ith  gener a l  

im pres t , i f  the  im pres t  is  sanc t ioned  fo r  spec ia l  pu rpose .  

 

2 . P O S T A L  S T A M P S  A C C O U N T : 

i ) . S erv ice  s tam ps  on  hand  to  be  ve r if ied  by  ac tua l  coun t  and  ta l ly  the  s am e 

w ith  the  ba lance  as  pe r  R eg is te r  o f  S tam p  A ccoun t .  

 

i i ) . I t  shou ld  be  seen  tha t  o rd ina ry  pos ta l  s tam ps  a re  no t  u sed  and  on ly  

se rv ice  s tam ps  a re  u sed .  

i i i ) . R ecoupm en t o f  se rv ice  s tam ps  a re  p roper ly  accoun ted  in  the  pos ta l  

s tam ps  accoun t .  

iv ) . F u ll  pa r t icu la rs  a re  g ive n  in  the  pos ta l  accoun t  reg is te r  fo r  the  u sage  o f  

se rv ice  s tam ps .   

v ) . T he  pos ta l  s tam p  accoun t  is  ba lanced  da i ly /pe r iod ica l ly , and  in i t ia l  o f  

the  incharge /superv iso r  is  ob ta ined  in  the  R es is te r  o f  S tam ps  A ccoun t .  

v i) . I f  the  pos ta l   s tam ps  a re  u sed  fo r  R eg is te red  a r t ic le s  e tc ., necessa ry  

acknow ledgem en t ob ta ined  f rom  the  pos ta l  au tho r i t ie s  a re  pas ted  in  the  

P os ta l  S tam ps  R eg is te r .  

v i i ) . T est  check  o f  the  en tr ie s  in  the  reg is te r  is  m ade  to  ensu re  tha t  the  stam ps 

have  been  u sed  fo r  o ff ice  u se  on ly .  

 

3 . F R A N K IN G  M A C H IN E  A C C O U N T :     

i ) . P roper  sea l ing  o f  F rank ing  M ach ine  is  to  be  checked .  

i i ) . O pen ing  and  c lo s ing  N os . a re  en te red  in  the  s tam ps  reg is te r .  

i i i ) . P roper  accoun t  fo r  u sage  o f  s tam ps  f rom  the  F rank ing  M ach ine  is  
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reco rded  in  the  s tam ps  reg is te r .  

iv ) . W hen  s tam ps  a re  recouped  f rom  P os ta l  D epar tm en t , necessa ry  en tr ie s  

a re  m ade  in  the  reg is te r  (open ing  and  c lo s ing  num bers)   

v ) . R eba te  @  3%  fo r  the  u sage  o f  F rank ing  M ach ine  is  c la im ed  from  the  

P os ta l  D epar tm en t  pe r iod ica l ly , and  the  am oun t rea l ised  is  accounted for 

in  the  R a ilw ay 's  accoun t .  

 

4 .   M IS C E L L A N E O U S  C A S H  R E C E IP T  A N D  R E M IT T A N C E S : 

i ) . T he  o ff ice  is  au tho r ised  to  rece ive  the  cash , and  p roper  rece ip t  is  is sued  

fo r  a l l  rece ip ts  o f  cash .  

i i ) . T he  rece ip t  books  have  been  kep t  under  lock  and  key  in  the  pe rsonne l  

cus tody  o f  the  o ff ic ia l  re spons ib le .  

 

i i i ) . T he  am oun t rece ived  is  rem it ted  to  the  cash  o ff ice  o r  to  the  nea res t  

s ta t ion  w ithou t  any  avo idab le  de lay  and   the  am oun t is  rem it ted  

co rrec t ly . 

iv ) . P roper  A cknow ledgm en t is  ob ta ined  and  pas ted  to  the  coun te r  fo i l .  

v ) . P roper  accoun t  is  m a in ta ined  fo r  the  rece ip t  and  dep os i t  o f  cash . 

v i) . N ecessa ry  re tu rn s  a re  subm itted  to  the  A ccoun ts  O ff ice  m on th ly . 

v i i ) . C orrec t  a l loca t ion  is  fu rn ished  on  a l l  the  vouchers .  

 

5 .   P A Y  O R D E R S : 

i ) . T he  P ay  O rders  is sued  by  the  o ff ice  a re   checked  to  see  tha t  the  d raw al 

o f  am oun t is  ju s t i f ied  and  sanc tion  o f  the  com pe ten t  au tho r i ty  is  

ob ta ined . 

i i ) . P ay  o rde r  book  is  p roper ly  m a in ta ined  and  necessa ry  ce r t i f i ca te  is  

reco rded   to  the  e ffec t  tha t  a l l  the  fo l io s  a re  checked  and  found  co rrec t .  

i i i ) . A ll  the  pay  o rde rs  a re  s tam ped  w ith  sea l  o f  the  o ff ice .  

iv ) . P ay  o rde r  books  a re  kep t  under  lock  and  key .  

v ) . S epara te  reg is te r  is  m a in ta ined  fo r  is sue  o f  pay  o rde rs .  

v i) . A fte r  the  am oun t is  d raw n , necessa ry  vouchers  a re  sen t  to  the  A ccoun ts  

O ff ice  in  t im e . 

v i i ) . A m oun t d raw n  th rough  pay  o rde r  is  spen t  im m ed ia te ly  and  on ly  fo r  the  



 

 22  

pu rpose  fo r  w h ich  i t  is  d raw n . 

 

6 .   M O N E Y  V A L U E  B O O K S  A N D  M A C H IN E  N U M B E R E D  B O O K S :  

i ) . P roper  A ccoun ta l  and  rece ip t  o f  the  books  is  to  be  checked  w ith  the  

m em os  issued  by  the  P ress /F o rm s D epo t .  

i i ) . P roper  a rrangem en ts  ex is t  fo r  sa fe  cus tody  o f  the  books .  

i i i ) . T he  num ber  o f  unused  books  ag ree  w ith  the  en tr ie s  in  the  s tock  reg is te r. 

iv ) . A ll  is sues  a re  p roper ly  acknow ledged .  

v ) . O bso le te  o r  excess  to  requ irem en ts  a re  no t  s tocked .  

v i) . P rom pt ac t ion  is  taken  in  the  even t  o f  lo ss / the f t  o f  m oney  va lue  books/or 

fo l io s , v iz . G aze tted  no tif ica t ion , repo r t  to  the  P o lice , e tc . to  avo id  

f raudu len t  u sage  o f  the  M oney  V a lue  B ooks .  

 

7 .   (a )        R E G IS T E R  O F  A G R E E M E N T S : 

i ) . A  R eg is te r  is  m a in ta ined  in  the  p resc r ibed  fo rm .  

i i ) . A ll  ag reem en ts  en te red  in to  w ith  the  con trac to rs  a re  en te red  in  the  

reg is te r . 

i i i ) . C om ple te  de ta i ls  v iz . n am e  o f  the  w ork , A g t. N o ., and  da te , le t te r  o f  

accep tance  o f  the  ag reem en t, to ta l  va lue  o f  the  A g t./con trac t , D a te  o f  

com m encem en t, due  d t . fo r  com ple t ion , pa r t icu la rs  o f  E M D /S D , 

ex tens ion  g ran ted  if  any , spec ia l  rem arks  if  any  e tc ., a re  fu rn ished .  

iv ) . T he  reg is te r  is  pe r iod ica l ly  rev iew ed  and  in i t ia l led  in  the  in spec t ion  

shee t . 

 

(b )         T E N D E R S  A N D  C O N T R A C T : 

i ) . T enders  have  been  ca l led  fo r  w ith  the  sanc tion  o f  the  com pe ten t  

au tho r i ty . 

i i ) . A ccoun ts  concu rrence  is  ob ta ined  be fo re  ca l l ing  fo r  T enders  ( in  the case 

o f  S ing le , L im ited  and  S pec ia l . L im ited  T enders  and  a l l  o the r  cases  

w here  necessa ry ) .  

i i i ) . T enders  have  been  ca l led  fo r ,  on ly  a f te r  p repara t ion  o f  E s t i m a te , 

sanc t ion  o f  Inden ts  (F o r  supp ly ) , d raw ings  and  p lans  e tc .,  

iv ) . A  reg is te r  is  m a in ta ined  show ing  a l l  pa r t icu la rs  o f  tenders  rece ived .  
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v ) . In  case  o f  sa le  o f  T ender  F o rm s, p roper  accoun t  is  m a in ta ined  fo r  

rece ip t , accoun ta l  and  rem it tance  o f  cash .  

v i) . T enders  have  been  ca l led  fo r  w e ll  in  advance  o f  the  da te  o f  

com m encem en t o f  w ork .  

v i i ) . A ll  re levan t  ru les  and  p rocedu res  have  been  fo l low ed  fo r  ca l l ing , 

open ing , and  f ina l isa t ion  o f  tenders .  

v i i i ) . T erm s and  cond it ions  s t ipu la ted  in  the  A greem en t/C on trac t  a re  a s  pe r  

ex tan t  o rde rs . 

ix ) . T C P  has  been  fo rm ed  as  pe r  the  p rov is ions  o f  S .O .P ./R ly .B d . 

in s truc t ions . 

x ) . T here  is  no  dev ia t ion  f rom  the  s tandard  cond it ions , spec ia l  cond itions, if 

any , and  have  the  p r io r  app rova l  o f  the  com pe ten t  au tho r i ty .  

x i) . T he  low es t  tenders  on ly  have  been  accep ted .  

x i i ) . N ego tia t ions  i f  conduc ted  a re  a s  pe r  la te s t  in s truc t ions  on  th is  sub ject i.e. 

on ly  w ith  the  low es t  T endere r  e tc ., 

8 .  R E V IE W  O F  A G R E E M E N T S : 

i ) . A greem en ts  R eg is te r  shou ld  be  checked  to  ensu re  tha t  a l l  de ta i ls  a re  

fu rn ished  

i i ) . S om e o f  the  ag reem en ts  shou ld  be  checked  w ith  re fe rence  to  

a ) . P rog ress  o f  the  w ork ,  

b ) . S upp ly  o f  S tee l , C em en t a re  a s  pe r  the  A g t./S chedu les .  

c ) . T est  ch eck  the  m easu rem en ts  reco rded  and  b i l ls  c la im ed .  

d ) . T here  is  no  de lay  in  p rog ress  o f  the  w ork /supp ly .  

e ) . P roper  ac t ion  has  been  taken  aga in s t  the  A gency  in  case  o f  delay.  

f ) . F ina l  B il ls  a re  p repared  w ithou t  de lay  on  com ple t ion  o f  the work 

and  f ina l  M easu rem en ts  a re  taken .  I f  the re  is  undue  de lay  in  

p re fe rr ing  f ina l  b i l ls , the  reasons  fo r  the  de lay  shou ld  be  

ana ly sed . 

g ) . A ll  reco rds  connec ted  w ith  execu tion  o f  the  w ork  a re  m a in tained 

co rrec t ly . 

h ) . T he  c la im s  p re fe rred  a re  on ly  to  the  ex ten t  the  w orks  a re  

execu ted /supp lie s  m ade . 

i ) . V aria t ions  to  the  execu tion  o f  w ork  o r  supp ly  o f  i tem s  a re  
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regu la r ised  w ith  the  sanc tions  o f  the  com pe ten t  au tho r i ty  a s  pe r  

ru les . 

j ) . C R  is  d raw n  a t  the  ea r l ie s t , book ing  the  necessa ry  expend itu re  

tow ards  m a te r ia l  &  es tab lishm en t.  

 

9 . S T A T IO N E R Y  B O O K S  A N D  F O R M S : 

i ) . N ecessa ry  R eg is te rs  a re  m a in ta ined  p roper ly  fo r  rece ip ts  and  issues .  

i i ) . T here  a re  no  abno rm al issues .  

i i i ) . Issue  o f  "X erox" paper  e tc . p roper  accoun t  is  m a in ta ined  separa te ly .  

iv ) . S ta t ionery  pu rchased  loca l ly  in  case  o f  u rgen t  need  a re  done  a f te r  

ob ta in ing  p ro per  sanc tion  and  as  pe r  p rov is ions  o f  S O P .  

v ) . C om pu te r  S ta t ionery  is  pu rchased  on ly  a f te r   necessa ry  sanc tion  is  

ob ta ined  f rom  the  com pe ten t  au tho r i ty , and  the  pu rchase  is  m ade  as  pe r  

the  p rov is ions  o f  S O P  (P ar t  'C ‟)  and  ex tan t  ru les  on  th is  sub jec t .  

10 . C O N S U M A B L E  S T O R E S  A C C O U N T : 

i ) . R eg is te r  is  m a in ta ined  to  reco rd  the  rece ip t  o f  consum ab le  s to res .  

i i ) . „E m pties ‟  a re  checked  w ith  Issue  N o tes .  

i i i ) . Issues  a re  a s  pe r  the  p resc r ibed  sca les .  

iv ) . B alances  have  been  a t te s ted  pe r iod ica l ly  by  a  re spons ib le  o ff ic ia l .  

 

11 . C L O T H IN G  A C C O U N T : 

i ) . R equ is i t ions  a re  p repared  in  acco rdance  w ith  d ress  regu la t ions . 

i i ) . P roper  reco rds  a re  m a in ta ined  fo r  a l l  rece ip ts  and  issues  and  issues  a re  

m ade  w ith  c lea r  s igna tu re /acknow ledgm en t.  

i i i ) . T he  rece ip ts  a re  checked  w ith  Issue  N o tes .  

iv ) . W inte r  un ifo rm s a re  issued  as  pe r  t he  e l ig ib i l i ty  c r i te r ia , and  as  pe r  

pe r iod ic i ty . 

 

12 . D E A D  S T O C K  -  T O O L S  A N D  P L A N T : 

i ) . T he  D ead  S tock  R eg is te r  is  m a in ta ined  in  p resc r ibed  fo rm  show ing  the  

pu rchase  re fe rence , P .O . N o . e tc .,  

i i ) . T he  rece ip ts , Issues  and  ba lances  a re  co rrec t ly  pos ted .  

i i i ) . R ece ip ts  shou ld  be  checked  w ith  the  f i rm s  Invo ice , Issue  N o tes  e tc .  
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iv ) . T he  D ay  B ook  o f  R ece ip ts  shou ld  be  checked  to  see  tha t  a l l  T oo ls  and  

P lan ts  rece ived  have  been  accoun ted  fo r  in  the  T oo ls  and  P lan t  R eg is ter.  

v ) . P roper  a rrangem en ts  ex is t  fo r  accoun ta l  and  sa fe  cus tody  o f  th e  D ead  

S tock  i tem s  kep t  in  s tock .  

v i) . A ll  i tem s  ava ilab le /rece ived  a re  p roper ly  and  co rrec t ly  taken  in the Dead 

S tock  A ccoun t . 

v i i ) . P roper  nom enc la tu re , p r ice  l is t  N o , m easu rem en ts  e tc . a re  ind ica ted  

aga in s t  each  i tem . 

v i i i ) . S epara te  F o lio s  a re  kep t  d is t inc t ly  fo r  i tem s  l ike , P C s , V C R , T V s, 

C am eras , A ud io  V isua l  equ ipm en ts , F r idge  e tc .  

ix ) . D epartm en ta l  S tock  ve r if ica t ion  has  been  done  pe r iod ica l ly  and  

ce r t i f ica te  reco rded  aga in s t  each  i tem .  

x ) . U n -se rv iceab le  T oo ls  and  P lan t  a re  condem ned  under  p roper  au tho r i ty  

and  sen t  to  s to re s  D epo t . exped it ious ly .  

x i) . S u itab le  re fe rence  fu rn ished  in  the  D ead  S tock  R eg is te r  fo r  the  A rt ic le s  

sen t  to  sc rap  D epo t , T ransfe r  to  o the r  un its  e tc .  

 

13 . R M C  N O T E S  A N D  C R E D IT  N O T E S :  

i ) . R M C  N otes  a re  issued  on ly  fo r  the  t ranspo r t  o f  R a ilw ay  M ate r i a ls  and  

the  m a te r ia ls  a re  fo r   a  bonaf ide  R ly . P u rpose .  

i i ) . C red it  N o tes  a re  issued  on ly  w hen  f re igh t  cha rges  a re  requ ired  to  be  

bo rne  by  the  R a ilw ay  as  pe r  the  pu rchase  o rde r .  

i i i ) . W here  c red it  no tes  a re  issued  tow ards  w harfage  o r  dem urrage  charges, it 

shou ld  be  seen  the  c ircum sta nces  under  w h ich  the  cha rges  incu rred  and  

sanc tion  o f  the  com pe ten t  au tho r i ty  is  ob ta ined  fo r  is sue  o f  c red it  no tes.  

iv ) . I f  the  cha rges  a re  incu rred  due  to  de lay  in  un load ing , w an t  o f  s ta ff , 

neg ligence  o f  s ta ff  e tc ., the  m a tte r  shou ld  be  repo r ted  to  the  concer ned  

respons ib le  o ff ic ia l  fo r  ac t ion  aga in s t  the  s ta ff .  

 

14 . H IS T O R Y  B O O K S  O F  V E H IC L E S , T Y P E W R IT E R S  E T C  :  -  

i ) . C om ple te  H is to ry  o f  the  V eh ic le , v iz . f i rm  nam e , cos t  o f  the  

veh ic le / i tem , da te  o f  pu rchase , m ode l  e tc . a re  fu rn ished  in  the  R eg is te r .  

i i ) . D eta i ls  o f  spa re  p a r ts  supp lied , f ree  guaran tee  pe r iod  e tc . is  ind ica ted .  
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i i i ) . E xpend itu re  incu rred  fo r  repa irs , ove rhau ls  and  spa re  pa r ts  a re  pos ted   

co rrec t ly  in  the  reg is te r  and  the  m one ta ry  l im it  p resc r ibed  fo r  va r ious  

fac to rs  a re  no t  inc reased .  

iv ) . In  the  case  o f  new  m ach ines , f ree  se rv ic ing  if  any  ag reed  to  by  the  

supp lie rs  is  ava i led  o f .  

v ) . R eleased  unse rv iceab le  spa re  pa r ts  a f te r  repa ir  a re  accoun ted  and  sent to 

the  sc rap  depo t  under  D S 8 .  

 

 

 

15 . R E V IE W  O F  IN S P E C T IO N  N O T E S  O F  G M /P H O D /R L Y . B D . 

O F F IC IA L S :  

 

i ) . N ecessa ry  reg is te r  is  m a in ta ined  to  w a tch  the  f ina l isa t ion  o f  the  

obse rva t ions  m ade  in  the  In spec t ion  N o tes .  

i i ) . O bserva tion /O b jec t ions  po in ted  ou t  have  been  p roper ly  a t tended  to .  

i i i ) . A ll  the  In spec t ion  N o tes  have  been  pu rsued  p roper ly .  

 

16 . R E V IE W  O F  O U T S T A N D IN G  A U D IT  A N D  A C C O U N T S  IN S P E C T IO N  

R E P O R T S : 

 

i ) . O uts tand ing  A ud it  and  A ccoun ts  in spec t ion  R eports  a re  p roper ly  

a t tended  to  and  the  m is takes / ir regu la r i t ie s  have  been  rec t if ied .  

i i ) . In  the  case  o f  P t . I I  A ccoun ts  R epo rts , the  f ina l i ty  o f  the  ac t ion  res ts  

w ith  the  E xecu tive  U n its  w here  the  in spec t ion  w as  ca rr ied  ou t .  A c tion  

taken  on  the  P a r t .I I  repo r ts  shou ld  be  re v iew ed  du r ing  in spec t ion .  

i i i ) . In  the  case  o f  S tock  V erif ica t ion  repo r ts  and  T IA s  repo r ts , i t  is  to  be  

seen  and  repo r ted  tha t  any  D A R  case  is  pend ing  aga in s t  any  em p loyee or 

aga in s t  the  un it  du e  to  S tock  V erif ica t ion  R eports  o r  T IA s  repo r ts .  

iv ) . I t  is  to  be  enqu ired  and  repo r ted  tha t , is  the re  any  v ig i lance  enqu ir ie s  

dea l ing  w ith  f inanc ia l  m a tte rs  is  pend ing .  

 

17 . R E V IE W  O F  B IL L S  R E G IS T E R : 

i ) . A  reg is te r  to  reco rd  the  b i l ls  rece ived  in  the  o ff ice  is  m a in ta i ned  and  

pos t ings  m ade  co rrec t ly .  
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i i ) . P ostings  a re  m ade  as  and  w hen  they  a re  rece ived .  

i i i ) . B ills  have  been  passed  exped it ious ly  and  the  ou ts tand ing  on  hand  is  no t  

heavy . 

iv ) . P a id  b i l ls  fo r  the  m on th  se lec ted  shou ld  be  traced  in  the  b i l ls  reg is te r , 

and  checked . 

v ) . T he  reg is te r  is  pu t  up  to  the  con tro l l ing  o ff ice r  pe r iod ica l ly  fo r  rev iew .  

 

 

18 . R E V IE W  O F   T E L E H P O N E   B IL L S :  

i ) . A  separa te  R eg is te r  is  m a in ta ined  to  ind ica te  the  rece ip t  o f  T e lephone  

b i l ls  w ith  separa te  fo l io s  fo r  o ff ice  and  res iden tia l  phones .  

i i ) . A ll  the  B il ls  passed  a re  p roper ly  en te red , the re  is  no  unusua l/abno rm al 

cha rges  passed  fo r  paym en t.  In  such  case , the  reasons  fo r  such  paym ent 

shou ld  be  rev iew ed . 

i i i ) . In  the  case  o f  re s iden tia l  D O T  phones , the  pe rm iss ib le  ca l ls  p resc r ibed  

by  R ly . B oard  fo r  B i -m on th ly  is  l im ited  to  65 0  ca l ls . T he  O ff ice rs  

shou ld  pay  exceed ing  th is  l im it  them se lves  o r  in  the  case  o f  o ff icial calls  

the  sam e  has  to  be  condoned  by  P H O D /A G M . T h is  a spec t  has  to  be  

checked . 

iv ) . C harges  fo r  P r iva te  C a lls  (T runk  C a lls )  e tc . have  been  recov ered  f rom  

the  o ff ice r  con cerned . 

 

19 . R E V IE W  O F  L O G  B O O K : 

i ) . A  genera l  rev iew  o f  the  L og  B ook  pe r ta in ing  to  a l l  depar tm en t  veh ic les  

w ith  re fe rence  to  the  m ovem en t o f  the  4  w hee le rs  and  2  w hee le rs  (R P F ) 

and  en tr ie s  m ade  the re in .  

i i ) . W hether , the  jou rneys  pe rfo rm ed  a re  sy s tem atica l ly  and  co r rec t ly  

reco rded  w ith  t im e , da te , km s. t rave l led , and  s igna tu re  o f  the  o ff ice r  

t rave l led . 

i i i ) . In  case  o f  p r iva te  t r ip , i t  h as  to  be  checked  w he the r  necessa ry  cha rges  

have  been  b i l led  and  co llec ted .  

iv ) . C onsum ption  o f  pe tro l  to   com m ensu ra te  w ith  the  km s. reco rded  in  the  

L og  B ook . 
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v ) . P e tro l  and  o the r  consum ab le  o i l  d raw n  a re  reco rded  in  the  L O G  B ook  

sys tem atica l ly . 

 

20 . R E V IE W  O F  M O N T H L Y  P R O G R E S S  R E P O R T  -  M P R /P C D O : 

i ) . I t  has  to  be  seen  w he the r , the  ac t iv i t ie s /  p rog ress  ind ica ted  in  the  repo r t  

a re  co rrec t . 

i i ) . A rrea rs  i f  any  re f lec t ed  in  the  repo r t  a re  fac tua l ly  co rrec t .  

i i i ) . R easons  fo r  no t  ach iev ing  the  ta rge t  a re  fac tua l  and  co rrec t .  

iv ) . In  case  o f  M P R  on  execu tion  o f  w orks , te s t  check  o f  som e  o f  the  i tem s , 

ind ica ted  in  the  repo r t  shou ld  be  rev iew ed  w ith  the  connec ted  reco rds .  

 

21 . R E V IE W  O F  S T O R E S  L E D G E R : 

i ) . S epara te  ledgers  a re  m a in ta ined  fo r  C l . I , C l . I I  consum ab le  s to res , 

em p ties  e tc .,  

i i ) . P ostings  a re  up  to  da te  and  te s t  checked  w ith  connec ted  reco rds  l ike  

D M T R  e tc . to  ensu re  the  co rrec tness  o f  the  pos t ings .  

i i i ) . P roper  reco rds  a re  m a in ta ined  fo r  re ce ip t  and  issues .  

iv ) . B alances  a re  a rr ived  co rrec t ly .  

v ) . S tocks  a re  no t  he ld  unnecessa r i ly .  

v i) . In  case  o f  overs tock  i tem s , p roper  ac t ion  is  taken  fo r  d ispos a l . 

 

22 . R E V IE W  O F  P R O G R E S S  O F  E X P E N D IT U R E : 

i ) . P roper  reco rds  a re  m a in ta ined  fo r  the  incu rrence  o f  expend i tu re . 

i i ) . E xp end itu re  incu rred  is   sanc t ioned  and  sam e  is  a s  pe r  the  p rov is ions  

m ade  in  the  B udge t .  

i i i ) . D eb it /C red it  re la t ing  to  the  yea r  a re  booked  in  the  sam e  yea r 's  accoun t .  

iv ) . A dequa te  ac t ion  is  taken  to  ob ta in  a l l  D r ./C r . and  to  accoun t  fo r  in  the  

sam e  yea r . 

v ) . A ll  ad ju s tm e n ts , A M s, T ransfe rs  a re  accoun ted   w ithou t  de lay .  

v i) . A ll  expend itu re  a re  p roper ly  a l loca ted  and  b rough t  in to  the  A ccoun t .  

 

23 . W R IT E -O F F /S A N C T IO N S : 

i ) . P roper  reco rds  a re  m a in ta ined  fo r  a l l  sanc t ions  and  w ri te -o ff . 

i i ) . W rite -o ff  sanc t ions  have  been  ob ta ined  as  pe r  the  p r ov is ions  o f  S O P , 
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C oda l  p rov is ions  e tc .  

i i i ) . F inance  concu rrence  has  been  ob ta ined , w herever  necessa ry .            

iv ) . S ta ff  re spons ib i l i ty  has  been  f ixed , fo r  the  w ri te -o ff  p roposa ls  involving 

lo ss  fo r  w h ich  R ly . E m ployees  a re  re spons i b le . 

 

v ) . P reven tive  m easu res  a r e  taken  to  avo id  recu rrence  o f  lo ss / the f t  e tc ., fo r  

w h ich  w ri te -o ff  p roposa l  is  ob ta ined .  

 

24 . L IB R A R Y  B O O K S :      

i ) . A  reg is te r  is  m a in ta ined  fo r  rece ip t  and  issues .  

i i ) . P roper  accoun ta l  o f  the  books  is  checked  w ith  re fe rence  to  rece ip t  

vouchers . 

i i i ) . B ooks  issued  to  the  o ff ic ia ls  a re  re tu rned  w ith in  the  p re sc r ibed  t im e . 

iv ) . B ooks  pu rchased  fo r  the  l ib ra ry  a re  a s  pe r  the  requ irem en t, and  gu ide  

l ines  issued  by  R a ilw ay  B oard .  

v ) . B ooks , w h ich  a re  no t  requ ired  fo r  day  to  day  func tion ing , a re  no t  

pu rchased . 

v i) . B ooks  pu rchased  fo r  l ib ra ry  a re  a s  pe r  the  m one ta ry  l im its  p resc r ibed  

and  had  the  sanc tion .  

v i i ) . In  case  o f  books  lo s t /no t  re tu rned , p roper  ac t ion  is  taken  to  recover  the  

cos t  e tc . 

 

25 . R E V IE W  O F  IM P L E M E N T A T IO N  O F  R A IL W A Y  B O A R D  O R D E R S ,  

IN S T R U C T IO N S  E T C :  

 

D u ring  in spec t ions , the  in spec t ing  o ff ic ia ls  shou ld  te s t  check  and  see  w he the r  

the  im portan t  R a ilw ay  B oard  O rders , c ircu la rs  e tc . a re  p roper ly  and  co rrec t ly  

im p lem en ted , the  in s truc t ions  i f  any  have  been  co rrec t ly  unders tood  and there is 

no  dev ia t ion . 

 

204 . L IS T  O F  IT E M S  C O M M O N  T O  A L L  O F F IC E S  (P E R S O N N E L ) A N D  P O IN T S  

R E Q U IR E D  T O  B E  S E E N  O N  E A C H :   

1 . A T T E N D A N C E  R E G IS T E R :  

2 . P resc r ibed  R eg is te r  is  m a in ta ined , w ith  nam es  and  des igna tions  reco rded  



 

 30  

co rrec t ly . 

 

i ) . S ta ff  have  s igned  in  the  a t tendance  R eg is te r  a t  the  p re sc r ibed  t im e  and  

coun te r  s igned  by  the  C o n tro l l ing  O ff ice r .  

 

i i ) . S ta ff  a t tend ing  la te  have  s igned  on ly  in  the  la te  a t tendance  and  no t  in the 

regu la r  a t tendance  R eg is te r .  

i i i ) . A ll  the  absen tee ism ‟s  a re  p roper ly  regu la r ised .  

iv ) . L ate  a t tendance  is  p roper ly  rev iew ed  and  su i tab le  ac t ion  taken  fo r  

condona tion /deb i t ing  casua l  leave . 

v ) . N o s ta ff  rem ains  unau tho r ised  absence  fo r  long  pe r iod  and  if  any  such  

cases , p roper  ac t ion  is  in i t ia ted  aga in s t  the  em p loyee .                

v i) . A ttendance  R eg is te r  is  te s t  checked  w ith  leave  accoun t , C .L . ca rd  e tc . to 

ve r ify  the  co rrec tnes s  o f  pos t ings  o f  leave /leave  ava iled .  

v i i ) . T est  checked  w ith  sa la ry  b i l ls  to  ensu re  tha t  w ages  a re  d raw n  on ly  fo r  

the  du ty  pe r iod , and  absence  du r ing  assum ed  a t tendance  a re  regu la r ised 

p roper ly . 

 

3 . S C A L E  C H E C K ; 

i ) . P roper  R eg is te r /R eco rd  is  m a in ta ined  to  ind ica te  the  sanc tioned  pos ts , 

ca tego ry  w ise  

i i ) . C hecked  w ith  A ttendance , P ay  B il ls  e tc . to  see  tha t  the  pos ts  opera ted  

a re  a s  pe r  the  sanc tion  s treng th  

i i i ) . B ook  o f  sanc tion  re fe rence  is  ind ica ted  aga in s t  each  D epar tm en t  against 

the  pos ts  sanc tioned .  

iv ) . N o pos ts  a re  opera ted  in   excess  to  the  sanc tioned  s treng th  o r  w ithou t  

sanc tion  

v ) . In  case  o f  excess  opera t ion , ac t ion  has  been  taken  to  regu la r ise  the posts.  

 

4 . L IM IT E D  C U R R E N C Y  R E G IS T E R :  

i ) . P roper  R eg is te r  is  m a in ta ined  and  com ple te  de ta i ls  v iz . ca te go ry , period 

o f  sanc tion  e tc . a re  r eco rded .   

i i ) . T he  da te /da tes  f rom  w h ich  the  pos ts  a re  be ing  opera ted  to  be   ind ica ted  
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c lea r ly . 

i i i ) . N o pos ts  a re  opera ted  beyond  the  pe r iod  o f  cu rrency  un less  i t  is  

ex tended  by  the  com pe ten t  au tho r i ty .  

5 . S E R V IC E  R E G IS T E R S : 

i ) . S erv ice  R eg is te rs  have  been  opened  fo r  a l l  the  em p loyees  w ithou t  de lay 

and  necessa ry  M ed ica l  C er t if ica te  a t tached .  

i i ) . A ll  requ ired  de ta i ls  have  been  f i l led  co rrec t ly .  

i i i ) . N ecessa ry  T hum b  im press ions  have  been  ob ta ined  and  ce r t i f ied  by  

F P E /R espons ib le  o ff ic ia l .  

iv ) . S erv ice  reco rds  a re  kep t  in  sa fe  cus tody .  

v ) . T he  D a te  o f  B ir th  reco rded  in  the  S .R . ag rees  w ith  M ed ica l  C er t if ica te , 

S choo l  C er t if ica te  e tc .  

v i) . A ll  necessa ry  en tr ie s  v iz ., inc rem en t, t ransfe r , p rom otion , f ixa t ion  o f  

pay , op tion  fo rm s  fo r  P F , C G IS , sanc tion  re fe rence  o f  H B A , S coo te r  

A dvance  e tc . a re  reco rde d  co rrec t ly  and  a t te s ted  by  G aze tted  O ff ic ia l .  

v i i ) . Q ualify ing  se rv ice  is  reco rded  every  yea r  and  pe r iod  no t  qua lif ied  fo r  

pens ionab le  se rv ice  is  reco rded  co rrec t ly .  

v i i i ) . In  case  o f  em p loyees , fo r  w hom  D A R  ac tion  have  been  in i t ia ted, suitable 

en tr ie s  in  the  S .R . du ly  ind ica t ing  the  pun ishm en t pena lty , su spens ion  

e tc . en te red  c lea r ly  and  du ly  quo ting  the  o rde rs  o f  the  com pe ten t  

au tho r i ty . 

ix ) . T ha t  the  S e rv ice  R eco rds  a re  pe r iod ica l ly  rev iew ed , by  the  con tro l l ing  

o ff ic ia ls . 

x ) . In  re spec t  o f  S C , S T  and  B C  cand ida tes  au then tic a ted  docum entary proof 

shou ld  be  ava i lab le  in  the  S R /P ersona l  F i le  o f  the  em p loyees  concerned.  

 

6 . C A S U A L  L E A V E  A N D  S P E C IA L  C A S U A L  L E A V E  :  

i ) . C .L . ca rd s  a re  m a in ta ined  p roper ly  and  C .L ./R .H . a re  sanc tioned  by  the  

au tho r ised  o ff ic ia l .  

i i ) . S anc tioned  C .L . o r  R .H . is  co rrec t ly  reco rded  in  the  a t tend ance  R eg ister. 

i i i ) . C .L ./R .H . a re  ava i led  w ith in  the  p resc r ibed  l im it .  T h is  shou ld  be  te s t  

checked  w ith  A ttendance /M uste r .  

iv ) . S epara te  R eg is te r  is  m a in ta ined  fo r  the  pu rpose  o f  ava i l ing  spec ia l  
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C asua l  L eave  du ly  ind ica t ing  ind iv i dua l  em p loyee  nam e  w ise .  

v ) . P roper  sanc tion  ex is ts  fo r   ava i l ing  spec ia l  casua l  leave .  

v i) . F or  G ran t  o f  S pec ia l  C asua l  leave  on  S po rts  A ccoun t , the  p resc r ibed  

l im it , fo r  rep resen ting  Z ona l , N a tiona l , In te rna t iona l  even ts  a re correctly 

fo l low ed  and  necessa ry  sanc t ion  ex is t  fo r  ava i l ing  the  sp l . C .L .  

 

7 . C O M P E N S A T O R Y  L E A V E  A C C O U N T : 

i ) . A  R eg is te r  is  m a in ta ined  to  w a tch  tha t  the  com pensa to ry  leave  is  

sanc t ioned  fo r  hav ing  w orked  on  ho liday  and  the  s ta ff  has  been  booked  

by  the  o ff ice . 

i i ) . T he  com pensa to ry  leave  is  ava i led  w ith i n  a  reasonab le  pe r iod .  

i i i ) . S uperv iso ry  s ta ff  a re  no t  sanc tioned  com pensa to ry  res t .  

iv ) . In  the  case  o f  s ta ff  governed  by  „F ac to r ie s  A c t‟  and  the  H O E R  the  res t  

g iven  is  in  acco rdance  w ith  the  p rov is ions  o f  the  sa id  s ta tu tes .  

 

8 . L E A V E  A C C O U N T :  

i ) . L eave  accoun t  is  m a in ta in ed  co rrec t ly  fo r  a l l  the  s ta ff  on  R o lls , and  

governed  by  the  leave  ru les  the  em p loyee  is  governed .  

i i ) . A dvance  c red it ing  o f  L A P /L H A P  a re  m ade  co rrec t ly  tak ing  in to  account 

the  d t . o f  jo in ing , pe r iod  o f  leave  w ithou t  pay  e tc .  

i i i ) . E very  leave  pos t ing  in  leave  accoun t  (D eb it)  is  suppo rted  by  leave  

app lica t ion , and  sanc tioned  by  the  com pe ten t  au tho r i ty .  

iv ) . In  the  case  o f  com m uted  leave  em p loyee 's  spec if ic  reques t  is  

fo r thcom ing  and  the  pe r iod  o f  absence  is  covered  by  M ed ica l  

C er t if ica te . 

v ) . P ropo rt iona te  reduc tion  in  the  L A P  @  ra te  o f  1 /10  fo r  the  pe r iod of LW P 

( if  any )  is  done  be fo re  a ffo rd ing  advance  c red it  eve ry  ha lf  yea r .  

v i) . In  the  case  o f  „L N D ‟, ex trao rd ina ry  leave  e tc , the  leave  pe r iod  is covered 

as  pe r  the  ex tan t  ru les .  

v i i ) . In  the  case  o f  „L H A P ‟ -  L eave  sa la ry  is  d raw n  co rrec t ly . 

v i i i ) . L W P  per iod  a re  reco rded  co rrec t ly  in  the  S .R . and  no  w ages  a re  d raw n .  

ix ) . N o leave  is  sanc t ioned /ava iled  w ithou t  su ff ic ien t  leave  ba l ance . 

x ) . P ostings  o f  leave  accoun t  a re  te s t  checked  w ith  re fe rence  to  
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M uste r /A ttendance  reg is te r  e tc . and  L eave  ba lance  is  b rough t  fo rw ard  

co rrec t ly  on  eve ry  page  o f  the  leave  accoun t  w ithou t  any  over  o r  under  

cas t ing  o f  leave . 

x i) . L eave  accoun ts  a re  p roper ly  a t te s ted  by  the  re spons ib le  o ff ic ia l  

pe r iod ica l ly . 

x i i ) . P a te rn i ty  leave  is  ava i led  by  the  m a le  em p loyee  w ith in  the  p resc r ibed  

t im e . 

x i i i ) . M atern ity  leave  is  ava i led  fo r  the  f i rs t  tw o  l iv ing  ch ild ren  and  necessary 

en tr ie s  abou t  ava i l ing  the  leave  m en tioned  in  the  leave  reco rd .  

 

9 . E X T R A C T  O F  M U S T E R  /A B S E N T E E  L IS T : 

i ) . E xtrac t  o f  m us te r  sen t  to  the  pe rsonne l  depar tm en t  a re  te s t  checked  with 

a t tend ance  reg is te r /m uste r  ro l l  and  to  ensu re  tha t  the  ex trac t ions  a re  

co rrec t ly  done . 

i i ) . L eave  pa r t icu la rs  show n  in  the  A bsen tee  l is t  ag ree  w ith  the  A ttendance  

R eg is te r . 

 

10 . T R A V E L IN G  A L L O W A N C E  A N D  C O N V E Y A N C E  A L L O W A N C E : 

i ) . T he  T .A . B il ls  a re  co rrec t ly  p repared , s igned  b y  the  con tro l l ing  o fficials. 

i i ) . T he  m ovem en t show n  in  the  Jou rna l  ag rees  w ith  A ttendance /M uste r  

R o lls . 

i i i ) . T he  am oun t o f  T .A . c la im ed  a re  a s  pe r  the  e l ig ib i l i ty  c r i te r ia  based  on  

the ir  P ay  and  C lass  o f  C ity .  

iv ) . T he  m ovem en t show n  in  the  Jou rna l  a re  te s t  checked  w i th  T ra in  T im e  

T ab le  to  ensu re  tha t  the  c la im s  a re  co rrec t .  

v ) . C onveyance  a l low ance  c la im ed  by  the  em p loyee  is  adm iss ib le  a s  pe r  

ru les  and  ra te  pe r  km . c la im ed  a re  a s  pe r  p resc r ibed  ra te s .  

 

 

11 . N A T IO N A L  H O L ID A Y  A L L O W A N C E : 

i ) . T he  a l low ance  is  c la im ed  on ly  fo r  those  n on -gaze t ted  o ff ic ia l , w ho  a re  

e ssen tia l ly  requ ired  to  w ork  on  N a tiona l  H o lidays  and  the  book ing  o f  

s ta ff  on  N a tiona l  H o lidays  had  the  sanc tion  o f  the  com pe ten t  au tho r i ty  
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i .e . D R M /A D R M  e tc .  

 

i i ) . T he  s ta ff  in  w hose  favou r  the  a l low ance  is  d raw n  has  ac tua l ly  w ork ed on 

tha t  day  as  pe r  the  a t tendance  reg is te r .  

i i i ) . T he  ra tes  o f  a l low ance  c la im ed  a re  in  acco rdance  w ith  the  ra te s  

fu rn ished  by  the  R a ilw ay  B oard  f rom  t im e  to  t im e .  

 

12 . O V E R  T IM E  A L L O W A N C E : 

i ) . N ecessa ry  R eg is te rs  a re  m a in ta ined  to  reco rd  the  over t im e  w orked  and  

en tr ie s  a t te s ted  by  the  G aze tted  O ff ic ia l .  

i i ) . N ecess i ty  fo r  w ork ing  over t im e  shou ld  be  c lo se ly  sc ru t in ized .  

i i i ) . T he  ra te  o f  a l low ance  is  co rrec t .  

iv ) . T he  ac tua l  O .T . w orked  and  a l low ance  c la im ed  is  in  acco rdance  w ith the 

sanc tion . 

v ) . T he  en tr ie s  in  the  R eg is te r  and  O .T . s l i p s  have  no t  been  a l te red  w ithou t  

p roper  a t te s ta t ion .  

v i) . T he  to ta l  O .T . a l low ance  c la im ed  ag rees  w ith  the  O .T . R eg is te r . 

v i i ) . C lass if ica t ion  o f  s ta ff  is  done , a s  pe r  H O E R  and  tha t  the  ca lcu la t ion  o f  

O .T . is  co rrec t .  

 

13 . R E N T  R O L L S : 

i ) . R en t R o lls  a re  p repared  co rrec t ly  i nc lud ing  a l l  the  em p loyee 's  who are in 

R ly . Q uar te rs . 

i i ) . R en t, w a te r , conse rvancy  charges  show n  in  the  s ta tem en t a re  co rrec t ly  

recoverab le  f rom  the  s ta ff .  

i i i ) . E lec tr ica l  ene rgy  charges  a re  recovered  co rrec t ly  f rom  a l l  the  s ta ff  in  

occupa tion  o f  R ly . Q uar te rs .  

 

14 . B U IL D IN G  R E G IS T E R : 

i ) . N ecessa ry  B u ild ing  R eg is te rs  a re  requ ired  to  be  m a in ta ined  by  the Engg. 

S ubo rd ina tes  and  a  copy  o f  the  sam e  is  ava i lab le  in  the  P e rsonnel Branch  

fo r  fo rc ing  co rrec t  recover ie s .  
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i i ) . C om ple te  de ta i ls  v iz ., P l in th  a rea , type  o f  the  bu ild ing , e le c tr ica l  

in s ta l la t ions  e tc . a re  ind ica ted  bo th  fo r  se rv ice  and  res iden tia l  bu ildings.  

i i i ) . T he  R eg is te r  is  upda ted  eve ry  t im e  w hen  bu ild ings  a re  con -

s truc ted /d ism an tled .  

iv ) . T he  R eg is te r  is  pe r iod ica l ly  rev iew ed  to  ensu re  tha t  a l l  the  B u ild ings  in  

tha t  pa r t icu la r  ju r isd ic t ion  a re  b rough t  in to  the  R eg is te r .  

 

15 . L O A N S  A N D  A D V A N C E S  (R E C O V E R Y  R E G IS T E R ) :  

i ) . D eta i ls  o f  va r ious  advances  sanc tioned  to  the  em p loyees  a re  reco rded  

co rrec t ly  and  the  recover ie s  m ade  a re  pos ted  co rrec t ly  ind iv idua l  

em p loyee  w ise . 

i i ) . C ond it ions  s t ipu la ted  f o r  g ran t  o f  va r ious  advances  a re  sa t is f ied . 

i i i ) . B alances  o f  advances  a re  s truck  co rrec t ly  eve ry  m on th  and  i t  is  en su red  

tha t  the  advances  a re  recovered  w ith in  the  pe rm iss ib le  in s ta lm en ts .  

iv ) . In  the  case  o f  in te res t  bea r ing  advances , the  recovery  o f  in te res t  is  

ce r t i f ied  w e ll  in  advance  and  recovery  tow ards  in te r es t  com m enced  

im m ed ia te ly  on  com ple t ion  o f  p r inc ipa l  am oun t.  

v ) . In  the  case  o f  s ta ff  t ransfe rred  f rom  o the r  un its , the  recovery  o f  loan  

am oun t a re  co rrec t ly  b rough t  in to  the  R eg is te r  and  checked  w ith  the  

L P C .  S im ila r ly  in  the  case  o f  t ransfe r  o f  em p loyee 's  to  o the r  un its , the  

L P C  re f lec t  the  co rrec t  am oun t o f  loan  due  fo r  recovery .  

v i) . T he  R eg is te r  is  rev iew ed  by  the  re spons ib le  o ff ic ia l  pe r iod i ca l ly . 

 

16 . F E S T IV A L  A D V A N C E : 

i ) . F es t iva l  A dvance  is  sanc t ioned  to  the  e l i g ib le  em p loyees  based  on  the ir  

bas ic  pay . 

i i ) . R ecovery  R eg is te r  is  m a in ta ined  a l lo t t ing  separa te  fo l io s  fo r  each  

fes t iva l . 

i i i ) . R ecover ies  a re  com m enced  in  t im e  and  com ple ted  w ith in  10  

in s ta lm en ts . 

iv ) . In  the  case  o f  t ransfe r , the  am oun t due  fo r  recovery  is  co rrec t ly  i ndicated 

in  the  L P C . 
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v ) . In  the  case  o f  s ta ff  t ransfe rred  f rom  o the r  un its , the  am oun ts  due  as  

ind ica ted  in  the  L P C  a re  recovered  co rrec t ly  and  recover ie s  pos ted  

acco rd ing ly . 

 

N O T E :  S ince , the  expend itu re  on  F es t iva l  advance  is  cha rged  to  the  sa la ry head 

and  no  su spense  A ccoun t  is  m a in ta ined , a  com ple te  check  o f  recovery  is  to  be  

ensu red  du r ing  in spec t ion .  

 

17 . D IE T  C H A R G E S : 

i ) . D ie t  cha rges  s ta tem en ts  a re  co rrec t ly  rece ived  and  de ta i ls  a re  pos ted  in  

the  recovery  R eg is te r .  

i i ) . R ecover ies  tow ards  D ie t  C harges  a re  m ade  as  pe r  the  d ie t  cha rges  

s ta tem en t. 

i i i ) . T he  d ie t  cha rges  b i l led  by  the  M ed ica l  D epar tm en t  a re  te s t  checked  to  

see  tha t  they  a re  co rrec t  a s  pe r  the  p resc r ibed  ra te s .  

iv ) . O uts tand ing  as  pe r  the  reg is te r  shou ld  be  rev iew ed  and  adv ised  fo r  

p roper  ac t ion  fo r  recovery .  

 

18 . R E C O V E R Y  O F  R E N T : 

i ) . R en t and  conse rvancy  charges  a re  recovered  f rom  a l l  those  em p loyee 's  

w ho  a re  in  occupa tion  o f  R ly . Q uar te rs .  

i i ) . R en t has  been  recovered  acco rd ing  to  p l in th  a rea  and  type  o f  the  quarter.  

i i i ) . W ater  cha rges  a re  recovered  f rom  a l l  the  quar te rs  occup ied  by  G aze tted 

O ff ice rs , acco rd ing  to  the  type  o f  the  R ly . Q uar te rs , a t  the  p resc r ibed  

ra te s . 

iv ) . I t  has  to  be  checked  tha t  R en t  is  recovered  f rom  the  em p loy ees , w ho  

have  been  a l lo t ted  quar te r  and  no t  occup ied /de lay  in  occupa tion  beyond 

7  days  e tc . 

v ) . D am aged  ren t /spec ia l  l icence  fee  fo r  unau tho r ised  occupa tion  a re  

co rrec t ly  recovered  as  pe r  ex tan t  ru les  t i l l  the  quar te r  is  vaca ted /evicted.  

 

19 . R E IM B U R S E M E N T  O F  T U IT IO N  F E E S  A N D  E D U C A T IO N A L  

A S S IS T A N C E :  

i ) . N ecessa ry  R eg is te r  is  m a in ta ined  to  reco rd  the  rece ip t  o f  c la im s ,  c la im s 
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adm it ted  and  re jec ted .  

i i ) . T he  c la im s  adm itted  a re  co rrec t  and  suppo rted  by  au then tica ted  

docum en ts . 

 

20 . P A S S E S /P T O S :      

i ) . S tock  o f  passes , P T O  books  and  B lank  ca rd  passes  is  no t  in  excess  to  the 

requ irem en t. 

i i ) . P ass /P T O  books  ava i lab le  in  s tock  a re  co rrec t l y  en te red  in  the  S tock  

R eg is te r . 

i i i ) . C on tinu ity  o f  the  B ooks  (P ass  and  P T O ) a re  checked  and  ce r t i f ied . 

iv ) . P asses  and  P T O s a re  issued  as  pe r  the  R u les  and  as  pe r  the  e l ig ib i l i ty  o f  

each  em p loyee . 

v ) . N ecessa ry  R eg is te r 's  a re  m a in ta ined  ca lendar  yea r  w ise  and  a l l  is su e  o f  

P ass  and  P T O 's  a re  co rrec t ly  en te red  aga in s t  each  em p loyee 's  accoun t .  

v i) . P asses  a re  issued  on  co rrec t  rou te , inc lu s ion  o f  dependen t  in  the  pass , 

va l id i ty  pe r iod  e tc . a re  te s t  checked  f rom  the  coun te r  fo i ls .  

v i i ) . F am ily  dec la ra t ions  a re  ob ta ined  f rom  a l l  the  em p loyee‟s  a t  regu la r  

in te rva ls .  

v i i i ) . S epara te  A ccoun ts  a re  m a in ta ined  fo r  is sue  o f  pass  on  S choo l  A ccoun t , 

com plim en ta ry  passes  on  re t i rem en t A ccoun t . e tc .  

ix ) . U sed  passes  a re  ob ta ined  f rom  the  em p loyees  and  pas ted  to  the  

coun te rfo i ls .  

x ) . T he  issue  o f  E m ergen t  D u ty  P asses  a re  a s  pe r  the  ru les  and  no t  is sued for 

m ore  than  7  days .  

x i) . A ll  the  pass  books  &  P T O s a re  kep t  under  sa fe  cus tody .  

x i i ) . R esiden tia l  ca rd  passes  a re  issued  as  pe r  ru les  and  separa te  ledger  is  

m a in ta ined  fo r  th is  pu rpose .  I t  shou ld  be  ensu red  tha t  R C P 's  a re  no t  

is sued  fo r  em p loyees  those  w ho  a re  ava i l ing  T rans po r t  a l low ance .  

N ecessa ry  dec la ra t ion  is  ob ta ined  fo r  is sue  o f  re s iden tia l  ca rd  pass .  

21 . R E C O V E R Y  O F  E L E C T R IC A L  E N E R G Y  C H A R G E S   

i ) . A dvice  f rom  the  D E E  a re  be ing  rece ived  fo r  a l l  the  em p loyee 's  w ho  a re  

in  oc cupa tion  o f  R ly . Q uar te rs  fo r  recovery  o f  E lec tr ica l  E nergy  

C harges . 
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i i ) . R ecover ies  a re  m ade  co rrec t ly .  

i i i ) . U nder  cha rges /over  cha rges   i f  any , a re  ad ju s ted /and  recover ie s  m ade  

co rrec t ly . 

iv ) . T here  is  no  R a ilw ay  quar te rs  w ithou t  recovery  o f  E lec tr ica l  cha rges .  

 

22 . R U N N IN G  A L L O W A N C E  :  

i ) . R unn ing  a l low ance  has  been  c la im ed  on  the  bas is  o f  K ilo -m eterage or on 

the  bas is  o f  ac tua l  runn ing  hou rs  pe rfo rm ed  on  du ty .  

i i ) . T he  runn ing  a l low ance  pa id  du r ing  the  pe r iod  o f  a ssum ed  a t tendance  

resu l ted  in  over  paym en t i f  any  has  been  ad ju s te d  in  the  subsequen t  

m on th . 

i i i ) . N ecessa ry  reco rds  a re  m a in ta ined  show ing  the  ex ten t  o f  runn ing  

a l low ance  ea rned  the re  on  by  each  runn ing  s ta ff   du r ing  a  m on th .  

iv ) . T he  round ing  o ff  ru les  p resc r ibed  f rom  t im e  to  t im e  is  co r rec t ly  

fo l low ed . 

v ) . T he  eng ine  t icke ts  and  g uards  jou rna ls  shou ld  be  com pared  w ith  the  

con ten ts  o f  the  m uste r  ro l ls , and  appearance  book  to  ensu re  tha t  the re  is  

no  dev ia t ion . 

v i) . T he  t im e  o f  depar tu re  f rom  shed  and  t im e  a rr ived  in  the  shed  a re  

co rrec t ly  reco rded .  

v i i ) . T he  paym en t o f  a l low ance  in  l ieu  o f  m ile age  is   ve r i f ied  w ith  supporting 

docum en ts . 

v i i i ) . T he  b i l ls  p repared  by  tra ff ic  runn ing  s ta ff  shou ld  be  checked  w ith  

appearance  reg is te rs , cha r ts  e tc .  

 

23 . R E C O V E R Y  O F  A D V A N C E  O F  P A Y  O N  T R A N S F E R : 

i ) . S epara te  R eg is te r  is  m a in ta ined  fo r  w a tch ing  the  recovery  o f  Advance of 

P ay . 

i i ) . P roper  sanc tion  is  ob ta ined  fo r  sanc tion ing  o f  A dvance  o f  P ay .  

 

i i i ) . In  case  the  em p loyee  has  d raw n  advance  o f  pay  be fo re  e f fec t ing  transfer, 

the  sam e  shou ld  be  reco rded  in  the  L P C .  

iv ) . T here  is  no  de lay  in  recovery , and  recover ie s  a re  com ple ted  w ith in  a  
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pe r iod  o f  3  m on ths .  

 

24 . N IG H T  D U T Y  A L L O W A N C E : 

i ) . P roper  reco rd  is  m a in ta ined  fo r  the  n igh t  du ty  pe rfo rm ed , and  a l l  the  

en tr ie s  a re  a t te s ted  by  respons ib le  o ff ic ia l .  

i i ) . E m ployees  fo r  w hom  the  a l low ance  is  c la im ed  a re  e l ig ib le  to  d raw  the  

sam e .  

i i i ) . T he  w e igh ted  hou r  o f  n igh t  du ty  has  been  co rrec t ly  ca lcu la ted .  

iv ) . T he  ra tes  o f  n igh t  du ty  a l low ance  pe r  w e igh ted  hou r  o f  n igh t  du ty  a re  

co rrec t  w ith  re fe rence  to  the  bas ic  pay  o f  the  em p loyee .  

v ) . P roper  sanc tion  is  ob ta ined .  

v i) . C ert if ica te  fu rn ished  a re  co rrec t .  

 

25 . C O U R T  A T T A C H M E N T  R E G IS T E R : 

i ) . R eg is te r  fo r  cou r t  a t tachm en t is  m a in ta ined  p roper ly .  

i i ) . F u ll  pa r t icu la rs  rega rd ing  em p loyee 's  nam e , des igna tion , s ta t ion , s ta ff  

no ., to ta l  am oun t to  be  a t tached  and  no . o f  in s ta lm en ts  e tc ., a re  reco rded 

in  the  reg is te r  and  a t te s ted  by  the  b i l l  d raw ing  o ff ice r . 

i i i ) . P art icu la rs  o f  the  cou r t  o rde r  a re  c lea r ly  w ri t ten  in  the  reg is te r .  

iv ) . T he  am oun t re fe rred  to  in  the  a t tachm en t o rde r  is  recovered  and  noted in 

the  reg is te r .  

v ) . N ecessa ry  de ta i ls  o f  paym en t o f  the  cou r t  a t tachm en t to  the  concerned  

cou r t  i .e . C heque  N o . e tc . a re  pos ted  in  the  reg is te r .  

 

26 . G R A N T  O F  T R A N S F E R  A L L O W A N C E :  

i ) . T ransfe r  and  package  a l low ance  is  g ran ted  as  pe r  R ly . B d .‟s  in s truc t ion  

and  the  rev ised  o rde rs  based  on  V P C . R ecom m enda tions  a re  co rrec t ly  

fo l low ed . 

i i ) . I t  has  to  be  ensu red  tha t  T ransfe r  g ran t  is  a l low ed  based  on  ac tua l  

t ransfe rs  caused  ou t/w ith  re fe rence  to  O .O ., L P C , Jo in ing  repo r t  e tc .  

i i i ) . In  case  o f  em p loyees  s tay ing  in  R ly . Q uar te rs , the  t ransfe r  and  pack ing  

a l low ance  is  d raw n  a f te r  vaca t ion  o f  the  R ly . Q uar te rs .  

iv ) . T he  com posite  T ransfe r  G ran t  in  the  case  o f  s ta ff  t ransfe rred  w ith in  the  
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H qrs ./D iv l . a rea  a l low ed  if  the  o ff ic ia l  is  ac tua l ly  vaca ted  the  re s idence. 

 T h is  has  to  be  checked  w ith  the  au then ti ca ted  docum en ts .  

 

27 . P A Y M E N T S  U N D E R  W O R K M E N 'S  C O M P E N S A T IO N  A C T :  

i ) . W hether  a  reg is te r  is  m a in ta ined  to  sho w  the  de ta i ls  o f  in ju ry  con tracted 

w h ile  on  du ty  and  the  paym en ts  m ade  under  W .C . A c t .  

i i ) . T he  am oun t o f  com pensa t ion  pa id  has  been  w orked  ou t  in  acco rdance  

w ith  p rov is ions  o f  the  ac t  and  a l l  cond it ions  o f  paym en t a re  fu lf i l led .  

i i i ) . T he  am oun ts  o f  1 /2  m on th ly  paym en ts  a re  ad ju s ted  in  the  leave  sa la ry .  

iv ) . In  case  o f  H osp ita l  leave  sanc tioned , i t  is  a s  pe r  the  ru les  and  com pe ten t 

au tho r i ty 's  sanc t ion  ob ta ined .  

v ) . I t  has  to  be  ensu red  tha t  the  w orkm an  is  a  regu la r  R a ilw ay  em p loyee and 

no t  a  casua l  labou r , e tc .  

v i) . W here  the  R a i lw ay  has  pa id  the  com pensa t ion  fo r  con trac to r 's  labour by 

v ir tue  o f  the  p rov is ions  in  the  A c t , i t  h as  to  be  recovered  f rom  the  

con trac to r  w ithou t  de lay .  

 

28 . S T A T IO N  P A Y  O R D E R S : 

i ) . Issue  o f  S P O 's  a re  ju s t if ied .  

i i ) . T he  am oun t w ithd raw n  from  s ta t ion  ea rn ings  a re  pe rm i ss ib le  i tem s  as  

pe r  the  ex tan t  ru les .  

 

i i i ) . A ccoun ts  copy  o f  the  P ay  O rder  is  rece ived  co rrec t ly  in  the  A ccoun ts  

O ff ice . 

iv ) . T he  S P O 's  rece ived  in  the  accoun ts  o ff ice  a re  p roper ly  checked  be fo re  

ad ju s t ing  the  transac t ion  in  the  re spec t ive  accoun ts .  

v ) . T he  s ta t ion  w ith d raw als  a re  du ly  suppo rted  by  sanc tion  o f  the  com petent 

au tho r i ty  no t  le ss  than  a  S r . S ca le  O ff ice r ,   S M /A S M 's  s igna tu re , 

rec ip ien t  s igna tu re  e tc .,  

v i) . T he  am oun t w ithd raw n  is  kep t  in  the  su spense  accoun t  t i l l  the  

t ransac t ion  is  com ple ted , and  necessa ry  vouch ers  a re  rece ived .  

v i i ) . In  the  case  o f  am oun t w ithd raw n  tow ards  funera l  advance  e tc ., the  

am oun t is  ad ju s ted  in  the  se t t lem en t dues  o f  the  deceased  em p loyee .   
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v i i i ) . T he  H ead  o f  A ccoun t  show n  in  the  P ay  O rder  is  co rrec t  and  expend itu re  

ad ju s ted  to  the  co rrec t  H ead  o f  A ccoun t . 

 

29 . R E G IS T E R  O F  W IT H H E L D  A M O U N T :  

i ) . A  reg is te r  is  m a in ta ined  w ith  com ple te  de ta i ls , v iz . P P O  re fe r ence , da te  

o f  re t i rem en t, reasons  fo r  the  am oun t w ithhe ld  e tc .,  

i i ) . P eriod ica l  rev iew  is  under taken  and  p rom pt ac t ion  taken  fo r  re lease  o f  

the  w ithhe ld  am oun ts . 

i i i ) . A ll  dues /recover ie s  a re  ad ju s ted  be fo re  the  w ithhe ld  am oun t is  rea l ized  

fo r  paym en t. 

iv ) . T est  check  o f  few  cases  re leased  f rom  w ithhe ld  am oun t to  ensu re  tha t  

am oun t is  re leased  fo r  paym en t co rrec t ly .  

 

30 .   M U S T E R  R O L L S  A N D  L A B O U R  P A Y  S H E E T S : 

i ) . M uste r  R o lls  a re  m a in ta ined  p roper ly  and  hand led  on ly  by  the  

au tho r ised  o ff ic ia ls  v iz . S E  (P .W ay) , S E  (W orks)  e tc .  

i i ) . I t  is  m a in ta ined  p roper ly  render ing  i t  d if f icu l t  to  tam per  w ith  o r  m ake  

unau tho r ised  add it ions  o r  a l te ra t ions  in  the  en tr ie s  once  m ade .  

i i i ) . T o  ensu re  tha t  the  M us te r  shee ts  a re  o r ig ina l  and  bea r  the  in i t ia ls  o f  the  

o ff ice r  on  the  r igh t  hand  co rne r  and  the  sam e  is  w ri t ten  da i ly  no ting  the  

num ber  o f  em p loyees  p resen t , ab sen t , leave  e tc , and  c lo sed  by  the  

incharge  o ff ic ia l  w ith  in i t ia ls .  

iv ) . T he  nam e , des igna tion  and  ra te  o f  P ay  o f  the  em p loyees  a re  w ri t ten  

co rrec t ly . 

v ) . L abour  pay  shee ts  a re  m ade  in  acco rdance  to  the  m uste r  and  num ber  o f  

days  w orked  by  the  em p loyee .  

v i) . T he  ra te  o f  pay  ag rees  w ith  the  se rv ice  reco rds  and  is  a s  pe r  the  ru les .  

v i i ) . N ecessa ry  sanc tions  ex is ts  and  the  na tu re  o f  w ork  fo r  w h ich  the  labourer 

is  engaged  co rrec t ly  w ri t ten  in  the  m uste r .  

v i i i ) . A bsence  du r ing  assum ed  a t tendance  has  been  co rrec t ly  ad ju s ted .  

ix ) . T he  m uste r  ro l l  and  payshee t  ag ree  w ith  each  o the r  in  eve ry  respec t  and  

co rrec t  a l loca t ion  is  g iven .  
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31 . P A Y  B IL L S : 

i ) . P ay  and  a l low ances  w ere  d raw n  co rrec t ly .  

i i ) . A ll  recover ie s  a re  m ade  co rrec t ly .  

i i i ) . N o. o f  days  w ages  d raw n  w ere  as  pe r  the  a t tendance  and  absence  du r ing  

assum ed  pe r iod  o f  a t tendance  has  been  regu la r ised  co rrec t ly . 

iv ) . S pec ia l  P ay , P e rsonne l  P ay , leave  sa la ry  e tc ., i f  any  a re  d raw n  co rrec t ly  

and  as  pe r  ru les .  

v ) . R en t recovery , E lec . E nergy  recover ie s  fo r  the  s ta ff  occupy ing  quar te rs  

a re  done  co rrec t ly .  

v i) . Inc rem en ts  a re  d raw n  co rrec t ly .  

v i i ) . C G IS  and  o the r  s ta tu to ry  recover ie s  a re  m ade  co rrec t ly .  

v i i i ) . A ll  accom pan im en ts  to  the  pay  s hee ts  a re  a t tached  and  a re  co rrec t .  

ix ) . T he  pos ts  fo r  w h ich  sa la r ie s  d raw n  a re  a s  pe r  the  sca le  check  and  

necessa ry  sca le  check  s ta tem en t a t tached  to  the  pay  shee t .  

x ) . In  case  o f  w ork  cha rged  pos ts  necessa ry  cu rrency  ex is ts  fo r  the  pos ts  

opera ted . 

x i) . In  case  o f  F ixa t ion  o f  P ay /rev is ion  o f  pay  due  to  p rom otion , rev is ion  o f  

the  G rade  e tc . a re  done  co rrec t ly  and  ce r t i f ied  by  A ccoun ts  O ff ice  and  

su i tab le  en tr ie s  m ade  in  the  se rv ice  reg is te r .  

x i i ) . R ecover ies  tow ards  F es t iva l  advance  is  m ade  co rrec t ly  and  im m ediately 

a f te r  rece ip t  o f  the  advance .  T h is  has  to  be  checked  du ly  connec ting  the 

m em orandum  o f  sanc tion .  

x i i i ) . T .A . c la im s  a re  a l low ed  based  on  ce r t i f ied  copy  o f  the  T .A .  sum m ary by 

A ccoun ts  O ff ice  and  a re  c la im ed  co rrec t ly .  

x iv ) . In  case  o f  supp lem en ta ry  P ay  B il l  p roper  ca re  is  take n  to  ensu re  tha t  

necessa ry  ce r t i f ica tes  a re  fu rn ished , and  su i tab le  en tr ie s  a re  m ade  in  the 

re levan t  reco rds  to  avo id  doub le  paym en t.  

xv ) . A lloca t ion  fo r  the  w ages , and  recover ie s  a re  fu rn ished  co r rec t ly . 

xv i) . In  case  o f  R unn ing  S ta ff  the  w ages  and  a l low ances , (M il eage  

A llow ance)  O T  e tc ., a re  p roper ly  and  co rrec t ly  d raw n .  

xv ii ) . M em orandum  o f  d if fe rence  is  checked  ca re fu l ly  fo r  the  d if fe r ences  

m en tioned  the re  in  fo r  eve ry  i tem .  
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32 . R E V IE W  O F  L P C S : 

I t  shou ld  be  seen  tha t :  

i )  T he  la s t  pay  d raw n  by  the  em p loyee  has  been  co rrec t ly  m en tioned  in  the 

L P C s. 

i i )  O utw ard  L P C s shou ld  be  te s t  checked  w ith  recovery  reg is te rs  to  ensu re  

tha t  the  ou ts tand ing  ba lances  i f  any  a re  co rrec t ly  m en tioned .  

i i i )  In  case  the  em p loyee  is  in  occupa tion  o f  R a ilw ay  Q uar te r , L P C  shou ld  

c lea r ly  ind ica te  the  pe r iod  up  to  w h ich  pe rm iss ion  ob ta ined , pena l rent if 

any  to  be  recovered  e tc .  

iv )  In  the  case  o f  Inw ard  L P C s, i t  shou ld  be  seen  tha t  the  am oun t due  fo r  

recovery  tow ards  loans  and  advances , advance  o f  pay  if  any  a re  correctly 

recovered .  Inw ard  L P C s shou ld  be  te s t  check ed  w ith  pay  shee t  and  

recovery  reg is te rs .  

 

33 . R A IL W A Y  Q U A R T E R  A L L O T M E N T  R E G IS T E R : 

I t  shou ld  be  seen  tha t :  

i )  A llo tm en t o f  R a ilw ay  Q uar te rs  a re  m ade  to  the  e l ig ib le  em p loy ees as per 

the  p r io r i ty  reg is te r .  

i i )  T here  is  no  de lay  in  a l lo tm en t  o r  occupa tion  a f te r  a l lo t m en t . 

 

i i i )  I f  the re  is  de lay  in  occupa tion  o f  R a ilw ay  Q uar te r  a f te r  a l lo tm en t  i .e . 

beyond  the  pe rm iss ib le  t im e , b i l l  d raw ing  un it  has  been  adv ised  fo r  

recovery  o f  ren t  bes ides  s toppage  o f  H R A .  

iv )  T here  is  no  quar te r  ly ing  un  occup ied  fo r  a  long  t im e .  

v )  T here  a re  no  in s tances  o f  un -au tho r ised  occupa tion , sub - le t t ing , 

re ten t ion  beyond  pe rm iss ib le  pe r iod  e tc .  I f  so , su i t ab le  ac t ion  has  been  

taken  as  pe r  ex ten t  ru les .  

 

34 . T R A N S P O R T  A L L O W A N C E : 

A s per  the  V th  P ay  C om m iss ion  recom m enda tions , R a ilw ay  em p loyee's residing 

beyo nd  1  km  from  the  du ty  p lace  a re  e l ig ib le  to  d raw  T ranspo r t  a l low ance  at the 

p resc r ibed  ra te s  a s  pe r  the ir  pay  range .  

H ow ever  R a ilw ay  em p loyees  a re  no t  en t i t led  to  d raw  transpo r t  a l low ance , i f  
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they  a re  con tinuous ly  on  leave , o r  on  du ty , T ra in ing , tou r  e tc . fo r  a  pe r iod  

exceed ing  1  m on th .  T h is  a spec t  shou ld  be  ve r if ied  by  the  in spec t ing  o ff ic ia ls  

w ith  re fe rence  to  a t tendance , leave , reco rds  and  pay  shee ts  and  ir regu la r  d rawal 

o f  T ranspo r t  A llow ance  no ticed  if  any  shou ld  be  repo r ted  fo r  recov ery  o f  over  

pay m en t. 
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C  H  A  P  T  E  R   -  III 

           IN D E X  

301 . I tem s  tha t  a re  pecu lia r  to  va r ious  execu tive  o ff ice  and  the  po in ts  to  be  looked  in to  

du r ing  loca l  in spec t ions  a re  g iven  be low :  

302 . E N G IN E E R IN G  O F F IC E S  (H E A D  Q U A R T E R S , D IV IS IO N S  A N D  F IE L D  

U N IT S ) :          IN D E X  

1 ) . T enders . 

2 ) . A greem en ts  and  W ork  O rders .  

3 ) . M easu rem en t B ooks  and  R eg is te r  o f  M .B .  

4 ) . S tandard  M easu rem en ts .  

5 ) . C on trac to r  B il ls .  

6 ) . C on trac to r  ledger .  

7 ) . C asua l  labou r /E L R  sanc tion .  

8 ) . M uste r  S hee ts /L abour  pay  shee t .  

9 ) . R ev iew  o f  D M T R /L edgers . 

10 ) . S tock  ve r if ica t ion .  

11 ) . D ead  S tock /T oo ls  and  P lan ts  R eg is te r .  

12 ) . M ater ia ls -a t  S i te  A ccoun t .  

13 ) . C heck  o f  R E  9B /C ha llan  B ooks .  

14 ) . Issue  o f  S tee l , C em en t, to  con trac to rs .  

15 ) . B allas t  ledger /E ng ine  h ire  cha rges .  

16 ) . B allas t  C ha llans . 

17 ) . B uild ing  R eg is te rs .  

18 ) . R eg is te r  o f  le ve l  c ro ss ings . 

19 ) . R eg is te r  o f  s id ings .  

20 ) . R ev iew  o f  M oney  V a lue  B ooks .  

21 ) . L eas ing  and  L icens ing .  

22 ) . C om ple t ion  R eports .  

23 ) . M onth ly  P rog ress  R epo rt .  

24 ) . L is t  o f  fa i led  con trac to rs .  

25 ) . R isk  and  C os t  T enders .  

26 ) . V aria t ion  in  A greem en ts .  

27 ) . Im pres t  A ccoun t .  

28 ) . M ach inery  and  P lan t .  
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29 ) . Q uarte rs  R eg is te rs . 

30 ) . R eg is te r  o f  S ap lings .  

 

1 . T E N D E R S : 

i ) . T he  ob jec t  and  pu rpose  fo r  ca l l ing  T enders  has  to  be  checked .  

N ecessa ry  es t im a te  and  p lan  is  p repared  and  sanc tioned  by  the  

com pe ten t  au tho r i ty  fo r  the  w ork  fo r  w h ich  tender  is  to  be  ca l led  fo r . 

T ender  R eg is te r  i s  m a in ta ined  w ith  a l l  re levan t  de ta i ls .  T ender  no tice  

has  been  issued  w ith  com ple te  de ta i ls  and  su ff ic ien t  t im e  as  required has 

been  g iven .  E M D  a t  p resc r ibed  ra te  has  been  co rrec t ly  m en tioned .  T he  

nam e  o f  the  tendere rs  to  w hom  the  T ender  F o rm s a re  issue d  and  the  

M oney  rece ip t  de ta i ls  a re  ind ica ted  in  the  R eg is te r . C ash  co llec ted  fo r  

the  sa le  o f  T ender  fo rm s  has  been  accoun ted  co rrec t ly .  

i i ) . T ender  schedu les  be fo re  f loa t ing  fo r  T enders  has  been  ve r i f ied  by  

f inance  (w herever  necessa ry )  

i i i ) . T enders  have  been  ca l le d  fo r  in  advance  o f  the  da te  o f  com m encem en t 

o f  w ork , and  due  pub lic i ty  has  been  g iven .  

iv ) . T he  ru les  in  rega rd  to  ca l l ing  fo r  l im ited , and  open  tenders  have  been  

obse rved . 

v ) . T ender  open ing  reg is te r  is  m a in ta ined  and  tha t  th is  du ly  p repared  

checked  and  in i t ia l l ed  by  the  execu tive  and  A ccoun ts  O ff ice rs .  I t should 

be  ensu red  tha t  on ly  f irm s/A genc ies  to  w hom  tender  fo rm s  so ld  have  

tendered . 

v i) . L ate  and  de layed  tenders  a re  sum m arily  re jec ted  excep t  under  spec ia l  

c ircum stances  w ith  the  sanc tion  o f  G M /R ailw ay  B oard .  

 

2 . A G R E E M E N T  A N D  W O R K  O R D E R : 

i ) . D eta i ls  o f  A greem en t o r  w ork  o rde r  is  en te red  on  a  separa te  page  in  the  

reg is te r  and  pa r t icu la rs  o f  b i l ls  passed  en te red  co rrec t ly  aga in s t  each  

ag reem en t. 

i i ) . T he  reg is te r  has  been  rev iew ed  pa r t icu la r ly  by  the  E ng inee rs  and  

ex tens ion , v a r ia t ions  in  ra te s /q ty . i f  any  a re  co rrec t ly  ind ica ted .  

i i i ) . T he  ra tes  and  the  quan ti t ie s , A greem en t va lue  e tc . en te red  in  the  register 
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a re  ta l l ied  w ith  the  o r ig ina l  A greem en t.  

iv ) . E xcess  i f  any  have  been  du ly  au tho r ised  by  the  com pe ten t  au tho r i ty .  

v ) . F inance  ve t t ing  has  been  ob ta ined  be fo re  issue  o f  w ork  o r de rs , i f  the  

va lue  exceed ing  the  p resc r ibed  l im its .  

v i) . T here  is  no  de l ibe ra te  sp l i t t ing  o f  W O s to  avo id  f inance  ve t t ing .  

v i i ) . D ate  o f  com ple t ion  is  co rrec t ly  m en tioned .  

v i i i ) . T he  w ork  has  been  com ple ted  w ith  in  the  due  da te /ex te nded  da te  o r  

reasons  fo r  de lay  in  execu tion  p roper ly  reco rded .  

ix ) . W .O s a re  du ly  c ro ssed  a f te r  f ina l  paym en t.  

 

3 . M E A S U R E M E N T  B O O K S : 

i ) . T he  R eg is te r  o f  M .B s  m ain ta ined  in  the  A E N 's  o ff ice  have  com ple te  

de ta i ls  v iz ., D t . o f  open ing , to  w hom  issued , w hen  is sued , d t . o f  re tu rn  

e tc . 

i i ) . M . B s  no  longer  requ ired  a re  re tu rned  to  A E N 's  o ff ice  p rom ptly .  

i i i ) . P roper  a rrangem en ts  ex is t  fo r  p rese rva t ion  o f  M .B s  i .e . fo r  10  years after 

com ple t ion  o f  the  w ork .  

iv ) . D ate  o f  M easu rem en t reco rded  in  the  M .B . by  the  o ff ic ia ls  concerned  is 

to  be  te s t  checked  w ith  re levan t  reco rd  v iz ., d ia ry , T A  Jou rna l  e tc .  

v ) . R ecord ing  o f  M easu rem en ts  a re  done  as  pe r  ru les .  In  case  o f  

subo rd ina tes  the  m easu rem en ts  a re  te s t  checked  by  o ff ice rs  a s  pe r  the  

p resc r ibed  pe rcen tage .  

v i) . T he  m easu rem en ts  reco rded  in  the  „O n  A cc oun t‟  and  „F ina l  b i l ls‟ should 

ag ree  w ith  the  m easu rem en ts  reco rded  in  the  M .B s  m ain ta ined  in  

A E N /O ff ice .  F o r  th is  pu rpose  in spec t ing  o ff ic ia l  shou ld  ca rry  ce r ta in  

pa id  vouchers  o f  con trac to r  b i l ls .  

 

4 . S T A N D A R D  M E A S U R E M E N T S : 

T est  check  tha t  the  se rv ice /res iden tia l  bu ild ings  fo r  w h ich  pa in t ings /co lou r  

w ash ing  is  done  as  pe r  en tr ie s  in  the  s tandard  m easu rem en t books  rea l ly  ex is ts  

a s  pe r  the  en tr ie s  in  the  R eg is te r  o f  B u ild ings . 

 

5 . C O N T R A C T O R S  B IL L S : 
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i ) . T he  in spec t ing  o ff ic ia l  shou ld  ca rry  pa id  vouchers  (con trac to rs bills) and 

ve r if ied  w ith  the  M B s ava ilab le  w ith  A E N /O ff ice , to  ensu re  tha t  the  

w ork  done  fo r  w h ich  paym en t m ade  ag ree  w ith  the  in i t ia l  reco rds .  

i i ) . M ater ia l  s ta tem en ts  accom pany ing  f ina l  b i l ls  shou ld  be  checked  w ith  

re fe rence  to  m a te r ia ls  is sued  to  con trac to rs  acco rd ing  to  issue  

N o te /C ha llans  and  the  ba lance  quan ti ty  re tu rned  and  accoun ted  fo r  

co rrec t ly .   E m pty  cem en t bags  re tu rned  a re  ac coun ted  p roper ly .  

i i i ) . In  te rm  o f  c l .37  (1 )  o f  G enera l  C ond it ions  o f  C on trac t , a l l  te s t  checks  

conduc ted  as  requ ired  by  R a i lw ay  shou ld  be  w ho lly  a t  the  expense  of the 

con trac to r .   H ence , i t  shou ld  be  ensu red  recovery  o f  cha rges  a re  effected 

f rom  the  con trac to rs  fo r  te s t ing  qua li ty  o f  s tee l , cem en t, b r icks  e tc . 

un less  the  sam e  is  ag reed  to  be  bo rne  by  R a ilw ay .  

iv ) . C on trac to rs  have  accep ted  the  f ina l  m easu rem en ts .  

v ) . B ills  fo r  ea r thw ork  a re  a s  pe r  the  en tr ie s  in  the  leve l  book , ea r th  w ork  

s ta tem en t and  m easu rem en t books  e tc .,  

v i) . In  case  o f  de lay /ex tens ion  e tc . necessa ry  pena lty  to  be  recovered  as  pe r  

the  subs id ia ry  A greem en t a re  done  co r rec t ly . 

v i i ) . T he  con trac to r  is  no t  is sued  m ate r ia ls  m ore  than  the  re qu irem en t.  

P hys ica l  p rog ress  o f  the  w ork  has  to  be  com pared  w ith  the  issues  du r ing 

in spec t ion . 

 

6 . C O N T R A C T O R S  L E D G E R :  

i ) . C on trac to r  ledger  is  m a in ta ined  p roper ly  in  the   A ccoun ts  O ff ice  and  all 

en tr ie s  a re  m ade . 

i i ) . S epara te  page  is  m a in ta ined  fo r  each  A greem en t and  the  ledger  is  

m a in ta ined  l ike  a  pe rsona l  ledger  o f  con trac to rs .  

i i i ) . T he  b i l ls  passed  shou ld  be  te s t  checked  w ith  the  en tr ie s  in  the  

con trac to rs  ledger .  

iv ) . F or  the  s to res  issued  ou t  s ide  the  scope  o f  the  con trac t , the  am oun t is  

deb ited  in  the  ledger .  

v ) . P eriod ica l  rev iew  and  reconc il ia t ion  o f  the  con trac to r  ledger  w ith  w ork  

reg is te r  is  be ing  done .  
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7 . C A S U A L  L A B O U R /E L R  S A N C T IO N S :  

i ) . C asua l  labou r /E L R  sanc tions  a re  m a in ta ined  e ff ic ien t ly .  

i i ) . N o casua l  labou r  is  appo in ted /w ork ing  in  a  un it  w ithou t  p roper  sanc tion 

by  the  com pe ten t  au tho r i ty .  

i i i ) . L ive  R eg is te r  is  m a in ta ined  w ith  com ple te  de ta i ls  ind ica t ing  the  in i t ia l  

appo in tm en t, b reak  in  pe r iod , L T I  o f  the  labou re rs  e tc .  

iv ) . E L R  sanc tions  is  suppo rted  by  p roper  ju s t if ica t ion  fo r  en gagem en t. 

 

8 . M U S T E R  S H E E T S /L A B O U R  P A Y S H E E T S :  

i ) . M uste r /A ttendance  o f  G roup  'D ' s ta ff  is  reco rded  e ff ic ien t ly  in  the  

F o renoon  and  A fte rnoon .  

i i ) . M uste r  shee ts  a re  se r ia l ly  num bered  and  coun te r  s igned  by  the  

au tho r ised  o ff ic ia l .  

i i i ) . T he  de ta i l  o f  w ork  fo r  w h ic h  the  labou r  is  engaged  is  re co rded  co rrectly. 

iv ) . L abour  pay  shee t  p repared  based  on  m uste r  is  co rrec t  and  the  N o . o f  

days  w ages  d raw n , a f te r  cons ide r ing  the  A bsen t  days  e tc .  

v ) . T he  a t tendance  is  te s t  checked  a t  leas t  once  in  a  m on th  by  E xecu tive  

O ff ic ia l . 

 

9 . D M T R /L E D G E R S :  

„D M T R ‟ is  pos ted  based  on :  -  

i ) . R ece ip ts  and  issues  da i ly .  

i i ) . T he  pa r t icu la rs  show n  in  the  D M T R  is  co rrec t  and  to  be  te s t  checked  

w ith  the  ledger , rece ip t  no te , cha l lan , e tc .  

i i i ) . P ostings  f rom  D M T R  to  ledgers  is  m ade  w ithou t  de lay .  

 

iv ) . S epara te  ledgers  a re  m a in ta ined  fo r  C l .I , C l .I I , sc rap  and  consum ab le  

s to res . 

v ) . R ece ip ts  and  issues  a re  to  be  te s t  checked  w ith  re levan t  reco rds  i .e . 

Inden t , C ha llans , F irm 's  rece ip t  N o te , Issue  N o te , D S  8  e tc .  

v i) . L edger  ba lance  o f  few  i tem s  a re  to  be  te s t  checked  w ith  ac tua l  g roun d  

ba lance . 

v i i ) . E ntr ie s  m ade  in  the  ledger  a re  suppo rted  by  au then tica ted  docum ents i.e. 
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issues  e tc . a re  m ade  as  pe r  the  app rova l/o rde rs  o f  A E N /D E N .  

v i i i ) . M ater ia ls  no t  in  u se  fo r  long  pe r iod  and  ly ing  id le  a re  d isposed  qu ick ly .  

ix ) . In  case  o f  re leased  m ate r ia ls , i t  h as  to  be  seen  w he the r  p roper  ac t ion  is  

in i t ia ted  fo r  i ts  d isposa l  e i the r  th rough  auc tion  o r  re tu rned  to  D C O S . 

x ) . M ater ia ls  a re  no t  he ld  in  s tock  in  excess  to  requ irem en t.  T h is  can  be  

checked  w ith  re fe rence  to  ave rage  issues  over  a  pe r iod  o f  t im e .  

x i) . D epartm en ta l  S tock  V erif ica t ion  has  been  done  pe r iod ica l ly .  

x i i ) . H and ing  over / tak ing  over  o f  the  s to res  by  the  in spec to rs  i f  revea ls  any  

d isc repancy , the  sam e  a re  a t tended  to  im m ed ia te ly .  

x i i i ) . W hether  p roper  ad ju s tm en t  has  been  ca rr iedou t  fo r  t ransfe r  o f  s to res  to  

o the r  U n its /R a ilw ays . 

 

10 . S T O C K  V E R IF IC A T IO N :  

i ) . S tock  shee ts  rece ived  f rom  the  A ccoun ts  D epar tm en t  have  been attended 

to  p rom ptly  and  rem arks  sen t .  

i i ) . E xcess /S ho rtfa l l  has  been  ad ju s ted  co rrec t ly  in  the  ledger  a s  pe r  the S.V. 

S hee ts , and  rem arks  sen t  to  A ccoun ts .  

 

11 . D E A D  S T O C K /T O O L S  A N D  P L A N T :  

i ) . S epara te  ledger  is  m a in ta ined  fo r  the  D ead  S tock  i tem s  and  T oo ls  and  

P lan t . 

i i ) . E ach  en try  in  the  D ead  S tock  R eg is te r  is  suppo rted  by  da te  o f  re ce ip t , 

f rom  w hom  rece ived , va lue  e tc .  

i i i ) . E ach  D ead  S tock  i tem  has  been   suppo rted  by  p roper  iden tif i ca t ion  

num ber  fo r  ve r if ica t ion  and  check   

iv ) . D ead  s tock  v iz . b r ie f  cases  e tc . supp lied  to  the  o ff ic ia ls  a re  hav ing  

p roper  acknow ledgem en t.  

v ) . T  &  P  issued  to  the  w orkers  a re  p roper ly  reco rded  and  ac coun ted  w ith  

em p loyee 's  nam e  and  des igna tion .  

v i) . P roper  ac t ion  is  ta ken  fo r  recovery  o f  the  cos t  o f  the  too l  in  the  case  o f  

non -re tu rn  o f  too ls  a f te r  the  w ork  is  over , o r  in  the  even t  o f  

t ransfe r /re t i rem en t o f  the  em p loyee .  

v i i ) . I t  has  to  be  ensu red  a l l  the  P C s , C om pu te r  A ccesso r ie s  e tc . a re  a lso  
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en te red  in  the  dead  s tock  reg is te r  and  show n  to  the  A S V  du ring  

ve r if ica t ion . 

v i i i ) . T he  in spec t ing  o ff ic ia l  has  to  ensu re  tha t  a l l  the  new  i tem s v iz ., P C s , 

X E R O X  M ach ines , T V s and  a l l  o the r  E lec tron ic  i tem s , p rocu red  in  the  

o ff ice  fo r  u se  a re  co rrec t ly  en te red  in  the  D ead  S tock  R eg is te r .  

ix ) . Jeep /L orry /V eh ic le  shou ld  a lso  f ind  a  p lace  in  the  T  &  P  ledg er , and  the  

pe r iod ica l  rep lacem en t o f  ty res  e tc . shou ld  be  re co rded  in  the  R eg is te r .  

x ) . T he  u sage  o f  X E R O X  paper , com pu te r  f loppy  e tc . have  a lso  to  be  te s t  

checked  by  the  in spec t ing  o ff ic ia l  and  has  to  be  ensu red  tha t  p roper  

reg is te r  is  m a in ta ined  and  en tr ie s  a re  m ade  as  and  w hen  u sed .  

 

12 . 'M A T E R IA L S  -  A T -S IT E  A C C O U N T ' : -  

i ) . A s per  the  p rov is ions  in  the  E ng inee r ing  C ode , E ng inee r ing  subo rd inate 

has  to  p repare  'M A S ' re tu rn  fo r  a l l  spec ia l  w ork  e tc . co s t ing  R s . 3  lakhs  

and  above .  T he  re tu rn  has  to  be  p repared  w ork  w ise  ind ica t ing  the  

M ate r ia ls  rece ived , is sued  and  Q ty . ba lance .  

i i ) . 'M A S ' R e tu rns  shou ld  be  sen t  to  D is tr ic t /D iv is iona l  U n it  fo r  fu r the r  

necessa ry  ac t ion , and  ca rry ing  ou t  necessa ry  ad ju s tm en ts  a s  and  w he n  

m ate r ia ls  a re  consum ed  fo r  the  w ork .  

i i i ) . T he  in spec t ing  o ff ic ia l  has  to  ensu re  w he the r  the  'M A S ' R e tu rn  a re  

p repared  e ff ic ien t ly  and  necessa ry  ad ju s tm en ts  a re  ca rr ied  ou t .  T he  

p repara t ion  o f  'M A S ' re tu rn  w il l  revea l  the  va lue  o f  M ate r ia ls  he ld  by  

the  E ngg . S ubo rd ina te  a t  any  pa r t icu la r  pe r iod  o f  t im e . 

 

13 . R E  9B /C H A L L A N  B O O K S :  

i ) . R E  9B /C ha llan  B ooks  fo r  is sue  o f  s to res  to  o the r  U n it /C on trac tor etc. are 

m a in ta ined  co rrec t ly .  

i i ) . T he  Q ty  issued  has  to  be  te s t  checked  w ith  the  ledger .  

i i i ) . P roper  acknow ledgem en ts  a re  ob ta ine d  fo r  a l l  is sues .  

iv ) . N ecessa ry  ad ju s tm en ts  have  been  ca rr ied  ou t  fo r  is sue  o f  s to res  to  o the r  

un its . 

v ) . In  case  o f  is sue  o f  s to res  to  N on -R a ilw ay  bod ies , the  cos t  o f  the  s to res  is 

ra ised  co rrec t ly .  N ecessa ry  depar tm en ta l  cha rges  and  o the r  inc iden ta l  
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expenses  a r e  inc luded  in  the  c la im .  

 

14 . R E V IE W  O F  S T E E L  A N D  C E M E N T  L E D G E R S :  

i ) . A s per  ex tan t  in s truc t ions  o f  R ly . B d . the  con trac t  agency  has  to  u se  h is  

ow n  s tee l  and  cem en t.  H ow ever , i f  the  issues  a re  fo r  pe t ty  Z ona l  W orks 

o r  is sues  m ade  to  depar tm en ta l  labou r , i t  has  to  be  seen  tha t  the  issues  

a re  a s  pe r  the  ac tua l  requ irem en t and  the  w ork  fo r  w h ich  i t  is  is sued  had  

the  sanc tion  o f  A E N /o the r  re spons ib le  o ff ic ia l .  

i i ) . T he  re tu rn  o f  em p ty  cem en t bags  by  the  C on trac t  A gency  has  been  

accoun ted  p roper ly .  

i i i ) . P roper  a rrangem en ts  ex is t  in  the  S E /W orks  fo r  s to rage  o f  cem en t/s tee l  

e tc . and  th is  a spec t  has  a lso  to  be  checked  by  the  in spec t ing  o ff i c ia l . 

 

15 . B A L L A S T  L E D G E R  A N D  E N G IN E  H IR E  C H A R G E S  B IL L S :  

i ) . T he  supp ly  o f  ba l la s t  by  the  con trac to rs  has  to  be  m easu red  and  recorded 

in  a  reg is te r .  T h is  has  to  be  pe rsona lly  m a in ta ined  by  S E /P .W ay  

ind ica t ing  the  loca t ion , quan ti ty  e tc .   T h is  ledger  has  to  be  te s t  checked  

w ith  the  A greem en t, supp lie s  m ade  and  M easu rem en t B ooks  e tc .  

i i ) . T he  pu rchases  a re  no t  m ade  unnecessa r i ly .  

i i i ) . E ng ine  h ire  cha rges  i f  any  adv ised  p rom ptly , to  D iv is ions /H eadquar ters 

fo r  ad ju s tm en t . 

 

16 . B A L L A S T  C H A L L A N S :  

i ) . T he  accep ted  cop ies  o f  the  cha l lans  have  been  p roper ly  kep t .  

i i ) . T he  con trac to r 's  load ing  and  un - load ing  b i l ls  have  been  p re pared  

co rrec t ly . 

i i i ) . B .T . T ra in s  a re  no t  de ta ined  on  con trac to r 's  accoun t  m ore  than  the  

p resc r ibed  t im e  and  in  the  even t  i f  de ten tion  is  neces sa ry  

w harfage /dem urrage  cha rges  a re  co l lec ted  f rom  the  agency .  

iv ) . T he  en tr ie s  in  the  B .T . C ha llans  ag reed  w ith  the  G uard 's  Jou rna l  

concerned . 

 

17 . B U IL D IN G S  R E G IS T E R :  
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i ) . B uild ings  R eg is t e r  m a in ta ined  in  the  S E /W orks /O ff ice  has  to  be verified 

to  ensu re  tha t  a l l  the  bu ild ings  in  h is  ju r isd ic t ion  a re  en te red  w ith  

com ple te  de ta i ls .  A ll  the  new  bu ild ings  and  quar te rs  a re  en te red  and  

num ber  a l lo t ted . 

i i ) . D ism an tl ing  o f  the  bu ild ing  is  reco rded  an d  en tr ie s  m ade  co rrec t ly  w ith 

au tho r i ty . 

i i i ) . A ddit ions /A lte ra t ions  a re  done  co rrec t ly .  

 

18 . R E G IS T E R  O F  L E V E L  C R O S S IN G S :  

i ) . R ecords  a re  m a in ta ined  to  ind ica te  the  leve l  c ro ss ings  fo r  w h ich  

m ain tenance  cha rges  a re  recoverab le  f rom  ou ts ide rs .  

i i ) . D eta i ls  fo r  m anned /unm anne d  L .C s , E ngg . and  O pera t ing  L .C s  e tc . a re  

ind ica ted  co rrec t ly .  

i i i ) . T he  num ber  o f  s ta ff  engaged  fo r  m a in tenance  o f  the  L .C s  is  m en tioned .  

 

 

 

19 . S ID IN G S :  

i ) . T he  N o . o f  s id ings  in  the  ju r isd ic t ion  o f  S E /P .W ay  and  con nec ted  

reco rds  has  to  be  checked .  

i i ) . W hether  the  s id ing s  a re  pe r iod ica l ly  in spec ted  by  the  S E  (P .W ays)  and  

the  de ta i ls  in t im a ted  to  A ccoun ts  O ff ice  fo r  ra is ing  the  'D eb it ' aga in s t  

the  s id ing  ow ners . ( in spec t ion  cha rges)  

i i i ) . T he  in spec t ing  o ff ic ia l  has  to  check  w he the r  any  ex tra  expend itu re  

incu rred  du r ing  m ain tena nce  o f  s id ing  and  if  so  the  cos t  o f  the  sam e  

adv ised  to  A ccoun ts  O ff ice  fo r  p re fe rr ing  the  c la im  from  the  s id ing  

au tho r i t ie s . 

iv ) . T he  in spec t ing  o ff ic ia l  has  to  check  w he the r  R a ilw ay  S ta ff  w ork ing  in  

the  s id ing  has  ava i led  the  ren t  f ree  accom m oda tion  p rov ided  by  the  

s id ing  ow ner .  In  such  case , i t  has  to  be  ensu red  tha t  they  a re  no t  drawing  

H R A  from  R a ilw ays .  

 

20 . M IS C . C A S H  R E M IT T A N C E   B O O K S :  
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i ) . M isc . C ash  R em ittance  B ooks  has  to  be  checked  w ith  re fe rence  to  the  

A m oun t rea l ised  tow ards  sa le  o f  G rass , W ooden  s leepers  i f  any , and  

o the r  i tem s  fo r  w h ich  cash  is  rece ived .  

i i ) . T he  rem it tance  pa r t icu la rs  have  to  be  com pared  w ith  the  

acknow ledgem en ts  rece ived  and  ensu re  no  de lay  in  rem it tance .  

i i i ) . T he  co rrec t  rea l isa t ion  o f  the  A m oun t has  a lso  to  be  ve r i f ied . 

 

21 . L E A S IN G  A N D  L IC E N S IN G :  

i ) . P roper  A greem en t is  execu ted  and  a l l  A gree m en ts  fo r  leas ing  and  

l icens ing  o f  E ngg . P lo ts , a re  ava i lab le .  

i i ) . L icense  fee  has  been  pa id  pe r iod ica l ly  and  ac t ion  has  been  taken  in  the  

case  o f  de lay  in  rea l isa t ion  o f  dues  by  levy ing  pena lty .  

i i i ) . L icens ing  o f  land  u nder  "G row  M ore  F ood" S chem e, has  been  p rov ided   

on ly  to  the  dese rv ing  R ly . S ta ff  and  no t  to  ou ts ide rs .  N o  f resh  cases  o f  

l icens ing  under  "G M F " schem e  is  g iven .  

iv ) . L icence  fee  is  rea l ised  co rrec t ly .  

v ) . N ecessa ry  R eg is te rs  a re  m a in ta ined  separa te ly  fo r  acqu is i t i on  and  

re l inqu ishm en t and  i t  con ta in  up  to  da te  in fo rm ation .  

v i) . W here  land  has  been  re l inqu ished  necessa ry  c red its  have  been  rece ived.  

v i i ) . I t  has  to  be  ensu red  tha t  rev is ion  o f  l icence  fee  has  been  m ade  w henever 

the  B oard  rev ises  the  sam e .  

 

22 . C O M P L E T IO N  R E P O R T S :  

i ) . I t  shou ld  be  seen  w he the r  fo r  a l l  com ple ted  w orks , the  accoun ts  have  

been  f ina l ised  and  C .R s  d raw n .  

i i ) . T he  pend ing  cases  have  to  be  rev iew ed  fo r  the  de lay .  

 

23 . M O N T H L Y  P R O G R E S S  R E P O R T S :  

M on th ly  P rog ress  R epo rts  ind ica t ing  the  p rog ress  o f  va r ious  phases  o f  w orks  

execu ted /in  p rog ress  e tc . has  to  be  checked .  I f  the re  is  any  abno rm al de lay , o r  

w orks  no t  taken  up  a f te r  aw ard ing  the  con trac t , such  cases  have  to  be  rev iew ed  

and  de f ic ienc ies  i f  any  b rough t  ou t  in  the  in spec t ion  repo r ts .  
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24 . L IS T  O F  F A IL E D  C O N T R A C T O R S :  

A  reg is te r  ind ica t ing  the  l is t  o f  fa i led  con trac to rs  has  to  be  m a in ta ined  a t  

D iv is iona l  and  H ead  Q uar te r‟s  leve l .  T h is  R eg is te r  has  to  be  rev iew ed  by  the  

in spec t ing  o ff ic ia ls  and  checked  w ith  the  A greem en ts , to  ensu re  tha t  no  w ork  is 

aw arded  to  the  fa i led  con tr ac to rs .  W he the r  the  R eg is te r  is  upda ted  pe r iod ica lly 

is  a lso  to  be  seen . 

 

25 . R IS K  A N D  C O S T  T E N D E R S :  

   I t  shou ld  be  seen  tha t :  

i ) . R isk  and  C os t  T enders  have  been  p roper ly  f loa ted  and  w he the r  the  r isk  

and  C os t  ac t ion  in i t ia ted  is  tenab le .  

i i ) . A ction  has  been  taken  to  recover  p rom ptly  the  r isk  and  cos t  am oun t 

f rom  the  fa i led  agency .  

 

i i i ) . T he  S ecu r i ty  D epos i t  o f  the  fa i led  con trac to r  ava i lab le  w ith  the  R a ilway 

A dm in is tra t ion   has  been  fo rfe i ted  and  ad ju s ted  aga in s t  the  R isk  and  

C os t  A m oun t. 

 

26 . V A R IA T IO N  IN  C O N T R A C T :  

 I t  sh ou ld  seen  tha t :  

i ) . V aria t ions  in  quan ti t ie s  o f  any  i tem /i tem s exceeds  25%  o f  the  total value 

o f  the  T ender  accep ted  cos t  a re  co rrec t ly  dea l t  w ith  a s  pe r  ex tan t  ru les . 

S uch  i tem s  o f  w ork  shou ld  be  execu ted   by   the  sam e  agency  on ly  w ith  

the  app rova l  o f  G .M .   I f  the  en hanced  va lue  is  beyond  the  pu rv iew  o f  

G M , then  R a ilw ay  B oard  sanc tions  has  to  be  ob ta ined .  

i i ) . S im ila r ly  in troduc tion  o f  N O N -S S R  i tem  in  a  w ork , i t  shou ld  be  seen  

w he the r  p r io r  app rova l  o f  C E  is  ob ta ined  ir re spec t ive  o f  the  va lue .  

i i i ) . I t  has  a lso  to  be  seen  tha t  in  a l l  cases  o f  va r ia t ion  in  quan ti t ie s  exceeds  

25%  p r io r  F inance  C oncu rrence  is  ob ta ined .  

 

27 . IM P R E S T  A C C O U N T :  

i ) . C ash  im pres t  fo r  genera l  pu rpose  and  spec ia l  pu rposes  l ike  pe tro l  

im pres t  fo r  w e ld ing  w orks  e tc . has  to  be  checked  by  the  in spec t ing  
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o ff ic ia l .  T he  ac tua l  cash  ba lance  is  ve r if ied  and  ta l l ied  w ith  Im pres t  

A ccoun t  and  vouchers  on  hand  ve r if ied  and  ce r t i f ied .  

i i ) . T he  A m oun t spen t  f rom  im pres t  has  to  be  rev iew ed  to  see  tha t  they  a re  

spen t  fo r  the  co rrec t  pu rpose  fo r  w h ich  im pres t  is  sanc t ioned .  

 

28 . M A C H IN E R Y  A N D  P L A N T :  

M ach ine r ie s , l ike  w e ld ing  m ach ines , genera to rs  e tc . ava i lab le  in  the  f ie ld  un its  

a re  co rrec t ly  accoun ted  and  p roper  h is to ry  book  is  m a in ta ined  fo r  each  i tem  and 

no  m ach ine ry  is  ly ing  id le  o r  ou t  o f  com m iss ion ing .  

 

 

29 . Q U A R T E R S  R E G IS T E R S :  

O ne  o f  the  im portan t  ac t iv i ty  o f  S E /W orks  is  the  m a in tenance  o f  s ta ff  qua r te rs  

in  h is  ju r isd ic t ion .  W hile  rev iew ing  the  S ta ff  Q uar te rs  R eg is te r , i t  shou ld  be  

seen  tha t :  P roper  R eg is te r  is  m a in ta ined  fo r  each  type , no  quar te rs  is  ly ing  

vacan t  fo r  longer  pe r iod , the re  is  no  un  due  de lay  in  a l lo tm en t  o f  s ta ff  qua r te rs  

e tc .  R a ilw ay  quar te r  sub - le t  i f  any  o r  un -au tho r ised  occupa tion  o f  R a ilw ay  

Q uar te rs  no ticed  if  any  du r ing  in spec t ion , the  m a tte r  shou ld  be  b rough t  to  the  

no tice  o f  P e rsonne l  D epar tm en t , and  to  H ead  Q uar te rs  fo r  p rom pt ac t ion . 

  

30 . R E G IS T E R  O F  S A P L IN G S :  

T he  reg is te r  o f  sap lings  shou ld  be  rev iew ed  espec ia l ly  du r ing  in spec t ion  o f  

S E /W /G arden .  I t  shou ld  be  seen  tha t  p roper   accoun t  is  m a in ta ined  fo r  the  

rece ip t  o f  sap lings  and  issue  o f  sap lings  to  the  re s iden tia l  bu ild ings  (s ta ff  

qua r te rs )  and  o ff ice  bu ild ings .  P rocu rem en t o f  M anure  fo r  the  p lan ts  and  i ts  

d isposa l , accoun ta l  o f  ea r then  po ts  and  o the r  T oo ls  and  P lan ts  i tem s  p rocu red  

and  u sed  fo r  the  m a in tenance  o f  the  ga rden  shou ld  be  checked  by  the  in spec t ing 

o ff ic ia ls .   

31 )  A sse ts  R eg is te r  is  kep t  up to  da te .  

32 )  R eg is te r  o f  speed  res tr ic t ions .  

33 )  T rack  m ach ine  R eg is te r :  

D e ta i ls  o f  T rack  m ach ines  p rocu red  w ith  da te , m ake , va lue  and  the ir  u t i l isa t ion 

a long  w ith  expend itu re  incu rred  tow ards  m a in tenance  o f  the  t rack  m ach ines  
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f rom  the  t im e  o f  com m iss ion ing  t i l l  da te  fo r  each  m ach ine  to  be  ve r if ied .  

 

303 . S P E C IA L  IT E M S  F O R  M E C H A N IC A L  A N D  O P E R A T IN G   

D E P A R T M E N T :        IN D E X  

1 ) . R ev iew  o f  T arge t  o f  O u t T u rn  and  A c tua l .  

2 ) . R ev iew  o f  M  &  P  i tem s  and  i ts  u t i l isa t ion  

3 ) . R ev iew  o f  W ork  O rders  

4 ) . R ev iew  o f  cos t  o f  P O H  o f  coaches , w agons  e tc .  

5 ) . R ev iew  o f  T im e  taken  to  repa ir  o f  R o ll ing  s tock  f rom  p lacem en t to  re lease  

6 ) . D epos it  W orks  -  H ir ing /L eas ing  o f  L ocos  e tc .  

7 ) . R unn ing  a l low ance /O .T . o f  runn ing  s ta ff  

8 ) . R ev iew  o f  M an  pow er  u t i l isa t ion  in  W ork  shops  and  C  &  W  un its  

9 ) . P eriod ica l  M ed ica l  E xam ina tions  

10 ) . Im pres t  s to res  

11 ) . R ev iew  o f  S to res  d raw n  fo r  repa ir /P O H  ac t iv i ty  

12 ) . T rip  ra t ion  o f  H S D  O il  to  D rive rs  

13 ) . D uty  m ovem en t o f  D rive rs /G uards  a t  c rew  con tro l  o ff ice  

14 ) . V is ion  T es t  R eg is te rs  

15 ) . C heck  o f  accoun ts  o f  P r in t ing  and  S a le  o f  R a ilw ay  T im e  T ab les  

 

1 . R E V IE W  O F  T A R G E T  O F  O U T  T U R N :  

i ) . R ailw ay  B oard  has  f ixed  the  T arge t  o f  ou t  tu rn  o f  P O H  o f  

coaches /w agons  fo r  each  w orkshop .  T he  in fras truc tu re  fac i l i t ie s  

p rov ided  in  the  w orkshops  a re  acco rd ing  to  the  ta rge ted  ac t iv i t ie s .  T he  

in spec t ing  o ff ic ia ls  has  to  check  the  ou t  tu rn  o f  M on th ly /A nnua l  w ith  

re fe rence  to  the  T arge ts  f ixed  and  if  the re  is  any  sho r tfa l l  in  the  ou t  tu rn  

the  sam e  has  to  be  ana ly sed .  

i i ) . Incu rrence  o f  expend itu re  in  the  w orkshop  shou ld  co -re la te  w ith  the  

ou t- tu rn .  T h is  a spec t  has  to  be  ve r if ied  by  the  in spec t ing  o ff ic ia l .  

 

2 . R E V IE W  O F  M  &  P  IT E M S  A N D  IT S  U T IL IS A T IO N :  

i ) . T he  R eg is te r  o f  M ach ine ry  and  P lan t  ava i lab le  in  the  w orkshop  has to be 

rev iew ed . 
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i i ) . I t  shou ld  be  seen  tha t  no  m ach ines  a re  ly ing  id le  o r  excess  to  

requ irem en t. 

i i i ) . U nder  u t i l isa t ion  o f  P lan ts  and  M ach ines  i f  any  have  to  be  iden tif ied and 

adv ised  fo r  be t te r  u t i l isa t ion  o r  t ransfe r  to  o the r  needy  un its .  

iv ) . I t  shou ld  be  seen  tha t  no  M ach ines  a re  kep t  ou t  o f  com m is s ion ing within 

the  w arran ty  pe r iod .  I f  so , ac t ion  has  been  taken  to  rep lace /rec t ify  the  

sam e  w ith in  the  w arran ty  pe r iod .  

v ) . T he  condem nation  o f  R o ll ing  S tock  if  any , has  been  done  co r rec t ly  a s  

pe r  R a ilw ay  B oard  in s truc t ions .  

 

3 . W O R K  O R D E R S :  

i ) . I t  shou ld  be  seen  tha t  w ork  o rde rs  a re  issued  co rrec t ly  and  con tinu ity  

num ber  is  m a in ta ined .  

i i ) . T here  shou ld  no t  be  abno rm al de lay  in  com ple t ing  the  job .  

i i i ) . In  case  o f  com ple ted  w ork  o rde rs  the  cha rges  have  been  b rough t  to  

accoun t  co rrec t ly .  

iv ) . T he  l is t  o f  w ork  o rde rs  is sued  du r ing  the  m on th  has  been  sen t  to  

accoun ts  p rom ptly  and  in  w h ich  no  w ork  o rde rs  shou ld  be  ou t  o f  se r ie s , 

and  the  a l loca t ion  fu rn ished  is  co rrec t  a s  pe r  A ccoun ting  c lass if ica t ion .  

 

4 . R E V IE W  O F  C O S T  O F  P O H  O F  C O A C H E S /W A G O N S :  

T he  cos t  o f  P O H  o f  coaches /w agons  e tc . so  a rr ived  pe r iod ica l ly  by  the  C M E  on  

va r ious  w orkshops  in  the  Z ona l  R a ilw ay  shou ld  be  checked  to  see  tha t  there m ay 

no t  be  abno rm al va r ia t ion  in  cos ts  be tw een  w orkshop  to  w orkshop  fo r  the  sam e  

ac t iv i ty .  T he  reason  fo r  va r ia t ion  if  any  has  to  be  ana ly sed .  

 

5 . T IM E  T A K E N  F O R  M A IN T E N A N C E  O F  C O A C H E S /W A G O N S :  

i ) . In  the  case  o f  P r im ary  M ain tenance , S econdary  M ain tenance  and  o the r  

repa irs , i t  shou ld  be  seen  tha t  the re  shou ld  no t  be  undue  de lay  fo r  repa ir  

and  re lease  o f  the  R o ll ing  S tock  as  i t  w ou ld  a ffec t  the  w agon  T urn  

round . 

i i ) . T he  R eg is te r  o f  p lacem en t and  re lease  o f  w agon /coaches  in  the  C  &  

W /D epo t and  W agon  W orkshops  shou ld  be  rev iew ed .  T he  reasons  fo r  
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de lay  if  any  shou ld  be  rev iew ed  and  reasons  such  as  w an t  o f  spa re  pa r ts  

e tc . shou ld  be  b rough t  to  the  h igher  au tho r i t ie s  th rough  in spec t ion  

repo r ts , fo r  rem ed ia l  ac t ion .  

 

6 . H IR IN G /L E A S IN G  O F  L O C O S  A N D  W A G O N S :  

D uring  the  in spec t ion  o f  D iese l  S heds /W ork  S hops , i t  shou ld  be  seen  w he the r  

any  o f  the  locos /w agons  leased  to  ou ts ide  bod ies  l ike  N T P C , A P S E B  e tc .  

i ) . In  such  cases , necessa ry  cos t  has  been  co rrec t ly  e s t im a ted  and  c la im ed /  

i i ) . In  case  o f  R epa ir  and  P O H  ac tiv i t ie s  done  fo r  the  L ocos /W agons  o f  

N on -R a ilw ay  bod ies , i t  shou ld  been  seen  w he the r  the  cos t  o f  repa ir  has  

been  co rrec t ly  e s t im a ted  and  the  pa r ty  depos i ted  the  cos t  in  advance .  

i i i ) . T he  A greem en t execu ted  in  th is  connec tion  has  to  be  rev iew ed  to  ensure 

a l l  cha rges  and  o the r  cond it ions  a re  co rrec t ly  inco rpo ra ted  and  i t  is  

be ing  fo l low ed . 

 

7 . R U N N IN G  A L L O W A N C E /O .T . P A Y M E N T :  

i ) . R unn ing  a l low ance .  P lease  see  C hap te r  I I  I tem  N O .21  on  "P ersonne l  

M atte rs". 

i i ) . T he  in spec t ing  o ff ic ia l  has  to  ca rry  the  pa id   'O T ' Jou rna ls  o f  D rivers and 

G uards  du r ing  in spec t ion  o f  S S /O ff ice , C rew  C on tro l  O ff ice  e tc .  

i i i ) . T he  over t im e  show n  in  the  'O T ' S ta tem en t/Jou rna l  has  to  be  com pared  

w ith  the  S ign ing  'O F F '/S ign ing  'O N ' reg is te r  m a in ta ined  in  the  c rew  

con tro l  o ff ice  and  o the r  reco rds  o f  S S /O ff ice  i .e . d ia r ie s  e tc .  

iv ) . T he  cases  o f  abno rm al 'O T ' paym en t has  to  be  checked  to  ensu re  tha t  

the re  is  no  f ic t i t ious  c la im  and  the  R unn ing  s ta ff  a re  no t  in ten t iona lly  

absen t/ leave  on  ro ta t ion  bas is  to  c la im  'O T '.  

v ) . 'O T ' ru les  a re  s tr ic t ly  obse rved  and  M in im um  ros te r  hou rs  a re  obse rved.  

 

8 . R E V IE W  O F  M A N  P O W E R :   

i ) . T he  ava ilab i l i ty  o f  s ta ff  in  the  W ork -  shops , C  &  W  D epo ts , S S /O ff ice , 

D iese l  S heds  e tc . has  to  be  rev iew ed  c r i t ica l ly  w ith  re fe rence  to  the  

ac t iv i ty  pe rfo rm ed . 

i i ) . I t  shou ld  be  seen  tha t  the re  is  no  id le  labou r  and  the re  is   p roper  W ork  
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Ju s t if ica t ion . 

i i i ) . T he  p resc r ibed  ya rds t ick  fo r  requ irem en t o f  m en  fo r  P O H  o f  

W agon /C oaches  e tc , has  to  be  com pared  w ith  re fe rence  to  the  „Out Turn‟  

and  su rp lu s  s ta ff  i f  any  iden tif ied .  

iv ) . W hether  the  im provem en t in  m e thod  o f  w ork ing  due  to  soph is t i ca ted  

m ach ine ry , c lo s ing  dow n  o f  L oco  S heds , U n igauge  e tc . has  re su l ted  in  

the  reduc tion  in  M anpow er  a t  C  &  W  D epo t, W ork  S hops , has  to  be  

seen . 

 

9 . P E R IO D IC A L  M E D IC A L  E X A M IN A T IO N :  

i ) . T he  R eg is te r  o f   „ P M E ‟ has  to  be  rev iew ed  and  seen  tha t  a l l  runn ing staff 

G roup  'C ' and  G roup  'D ' have  undergone  M ed ica l  E xam ina tion  as  per the 

pe r iod ic i ty  and  the  re su l ts  reco rded  co rrec t ly .  

i i ) . In  case  o f  fa i lu re  in  M ed ica l  exam ina tion , p roper  ac t ion  has  been  

in i t ia ted  fo r  a l te rna te  job  w ithou t  de lay .  

 

10 . IM P R E S T  S T O R E S :  

i ) . Im pres t  schedu les  has  to  be  checked  to  ensu re  tha t  the  s to res  a re  

co rrec t ly  recouped  and  the  requ irem en ts  a re  co rrec t ly  a s sessed . 

i i ) . I f  the  consum ption  o f  s to res  is  ve ry  low , and  s tock  he ld  is  m ore  than  the 

ave rage  requ irem en t, the  un it  w il l  be  adv ised  to  rev iew  and  reduce  the  

im pres t  schedu les  fo r  the  nex t  pe r iod .  

 

11 . R E V IE W  O F  S T O R E S  D R A W N  F O R  R E P A IR /P O H  A C T IV IT Y :  

M ate r ia ls  d raw n  fo r  repa ir  and  P O H  ac tiv i ty  shou ld  be  checked  to  ensu re  tha t  

the  s to res  d raw n  a re  p rope r ly  u t i l ised  acco rd ing  to  the  requ irem en t and  sc rap  

s to res  a re  re tu rned  to  the  D epo t  im m ed ia te ly .  S hop  f loo r  inven to ry  o f  s to res  

ba lances  to  be  ca rr ied  ou t  in  one  o r  tw o  shops  du r ing  in spec t ion  o f  W ork  S hops, 

S heds  e tc . 

 

12 . T R IP  R A T IO N  O F  'H S D ' O IL :  

T he  in sp ec t ing  o ff ic ia l  du r ing  in spec t ion  o f  fue l l ing  po in t /sheds  shou ld  check  

the  issue  o f  H S D  o il  to  the  D rive rs  a s  pe r  the  shed  re tu rns  and  com pare  the sam e 
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w ith  issue  t icke ts  and  d r ive rs  log  B ook  to  ensu re  tha t  the re  is  no  va r ia t ion .  T he  

consum ption  o f  fue l  s hou ld  a lso  be  checked  to  see  tha t  the re  is  no  abno rm al 

va r ia t ion  to  the  "T rip  R a tion" f ixed  by  the  D iv is ion  fo r  the  pa r t icu la r  sec t ion .  

V ar ia t ion  if  any  no ticed  shou ld  be  b rough t  ou t  in  the  in spec t ion  repo r t  fo r  

rev iew  o f  the  M echan ica l  D epar tm en t .  

 

 

13 . C R E W  C O N T R O L  O F F IC E :  

T he  du ty  m ovem en t o f  D rive rs  and  G uards  v iz . 's ign ing  o ff ' and  's ign ing  on ' 

shou ld  be  checked  and  com pared  w ith  l ink  a rrange m en ts .  A bnorm al l ink  

a rrangem en ts , no ticed  if  any , shou ld  be  repo r ted  in  the  in spec t ion  repo r t  to  

avo id  unnecessa ry  paym en t o f  O T /R unn ing  a l low ance .  

 

14 . V IS IO N  T E S T  R E G IS T E R S :  

I t  shou ld  be  seen  tha t ;   

i ) . V is ion  te s t  reg is te r  is  m a in ta ined  w ith  a l l   re levan t  pa r t icu la rs .  

i i ) . D rivers , G uards , e tc . have  been  m ed ica l ly  exam ined  as  pe r  the  

pe r iod ic i ty  and  the  re su l t  o f  M ed ica l  exam ina tion  ind ica ted  in  the  

reg is te r . 

i i i ) . T he  reg is te r  is  regu la r ly  checked  and  rev iew ed  by  the  re spons ib le  

o ff ic ia ls  o f  the  O pera t ing  D epar tm en t .  

 

15 . C H E C K  O F  A C C O U N T S  O F  P R IN T IN G  A N D  S A L E  O F  T IM E  T A B L E S :  

i ) . O ne  o f  the  im portan t  a spec ts  o f  check  on  C O M /O ff ice  is  the  ve r if ication 

o f  accoun ts  o f  T im eT ab les  p r in ted  eve ry  yea r .  

i i ) . I f  the  T im eT ab les  a re  p r in ted  th rough  ou ts ide  agenc ies , the  re levan t  

p rov is ions  shou ld  be  checked  to  ensu re  tha t  they  a re  co rrec t ly  adhered  

to . 

i i i ) . T he  P ro f i t  and  L oss  A ccoun t  o f  P r in t ing  o f  T im e  T ab l es  shou ld  be  

ve r if ied  to  see  tha t  the re  m ay  no t  be  lo ss  in  pub lish ing  T im e  T ab les  and  

in  case  o f  lo ss , the  reasons  fo r  the  lo ss  v iz ., w an t  o f  su ff ic ien t  

adver t isem en t e tc . and  the  rem ed ia l  m easu res  shou ld  be  b rough t  ou t  in  

the  repo r t . 
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16 )  A sse ts  R eg is te r  is  kep t  up to  da te . 

17 )  R ev iew  o f  L oco  L inks  and  e ff ic ien t  loco  u t i l isa t ion .  

18 )  L igh t-E ng ine  m ovem en t o rde r  reg is te r .  

 

 

 

 

3 0 4 .   S P E C IA L  IT E M S  F O R  C O M M E R C IA L  B R A N C H : IN D E X  

1 . L E A S E  O F  L A N D :  

I t  shou ld  be  seen  tha t :  

i ) . N ecessa ry  ag reem en ts  have  been  exe cu ted  fo r  leas ing /l icens ing  o f  

com m erc ia l  p lo ts .  T he  cha rges  f ixed  a re  a s  pe r  R a ilw ay  B oard 's  o rde rs  

f rom  t im e  to  t im e  and  dues  a re  co rrec t ly  rea l ised .  

i i ) . P eriod ica l  rev is ion  o f  l icence  fee  i f  any  a re  rev ised  co r rec t ly  and  the  

cha rges  due  a re  p roper ly  b i l le d  and  rea l ised . 

 

2 . L IC E N C E  F E E  F R O M  V E N D O R S , B O O K  S T A L L  K E E P E R S , P L A T  

F O R M  S T A L L  C O N T R A C T O R S , C Y C L E /S C O O T E R  S T A N D S  E T C  :  -  

 

i ) . I t  shou ld  be  seen  tha t  the  l icence  fee  is  co rrec t ly  lev ied  and  necessa ry  

con trac ts  have  been  en te red  in to  a s  pe r  ex tan t  ru les .  

i i ) . T he  l ic ence  fee  due  has  been  co rrec t ly  rea l ised  and  rem it ted  to  R a ilways 

accoun t . 

i i i ) . I f  the  l icence  fee /roya lty  is  to  be  recovered  based  on  A nnua l  sa le s , i t  

shou ld  be  seen  tha t  p roper  m ach ine ry  ex is ts  to  ve r ify  the  A nnua l  S a les , 

and  the  am oun t o f  l icence  fee  is  co rr ec t ly  recovered . 

iv ) . C onservancy /C ess  cha rges  to  be  lev ied  fo r  a l l  P la tfo rm  S ta l l  

C on trac to rs .  

 

3 . H A N D L IN G  C O N T R A C T S :  

i ) . I t  shou ld  be  seen  tha t  the  hand ling  o f  pa rce ls , goods  e tc ., a t  im portan t  

s ta t ions  based  on  the  re su l t  o f  low es t  tender  and  p roper  ag reem en ts ha ve 

been  execu ted . 
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i i ) . H and ling  B il ls  sen t  to  A ccoun ts  O ff ice  have  been  p repared  co rrectly and 

re levan t  reco rds  ava i lab le  w ith  the  con trac t  agenc ies .  

 

4 . R E F U N D S /C O N C E S S IO N S :  

I t  shou ld  be  seen  tha t  the  re funds  a rranged  a re  adm iss ib le  a s  pe r  ru les .  

 

 

5 . A C C O U N T S  O F  S A L E A B L E  P U B L IC A T IO N S  V IZ . T A R IF F S , 

C O N C E S S IO N   B O O K S , T IM E  T A B L E  E T C .:  

 

i ) . P roper  A ccoun ts  has  been  m ain ta ined  fo r  each  o f  the  i tem  rece ived  and  

so ld . 

i i ) . U n -so ld  cop ies  i f  any  a re  p rom ptly  d isposed /re tu rn  to  the  requ ired  

s ta t ions . 

 

6 . D E M U R R A G E  A N D  W H A R F A G E :  

i ) . D em urra ge  and  W harfage  cha rges  w a ived  a t  d if fe ren t  leve ls  a re  a s  pe r  

the  pe rm iss ib le  l im its .  

i i ) . T here  shou ld  no t  be  any  ir regu la r  w a iva l , w h ich  w il l  re su l t  in  lo ss  o f  

revenue  to  the  ra i lw ays .  

i i i ) . O uts tand ing  dues  a re  rea l ised  w ithou t  de lay .  

 

7 . R E V IE W  O F  S ID IN G  A G R E E M E N T S :  

I t  shou ld  be  seen  tha t :  

i ) . S id ing  A greem en ts  have  been  execu ted  fo r  a l l  the  s id ings  w h ich  have  

been  opened  fo r  T ra ff ic .  

i i ) . F ixa tion  o f  T r ip  cha rges  and  s id ing  cha rges  a re  f ixed  w ithou t  de lay  with 

f inance  app rova l  and  necessa ry  T R C s issued .  

i i i ) . S id ings  c lo sed  fo r  t r a ff ic  i f  any  shou ld  be  in t im a ted  th rough  T R C s and  

E ng inee r ing  D epar tm en t  adv ised  fo r  d ism an tl ing , and  d isposa l  o f  

re leased  m ate r ia ls .  

iv ) . B efo re  c lo sed /d ism an tl ing  i t  shou ld  be  ensu red  tha t  ra i lw ay  dues  a re  

recovered  f rom  the  s id ing  ow ners .  
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8 . R E V IE W  O F  C L A IM S  C A S E S :  

i ) . T he  c la im s  case  adm it ted  in  the  c la im s  b ranch  a re  p roper ly  inves t iga ted 

be fo re  paym en ts  a re  a rranged .  

i i ) . C la im s  cases  invo lv ing  s ta ff  re spons ib i l i ty  i f  any  shou ld  be  re fe rred  to  

the  concerned  depar tm en t  fo r  in i t ia t ing  ac t ion .  

i i i ) . T here  shou ld  no t  be  undue  d e lay , in  se t t l ing  the  c la im s  cases .  

 

3 0 5 .   IN S P E C T IO N  O F  C A T E R IN G  U N IT S  :-    IN D E X  

T he  in spec t ion  o f  a l l  D epar tm en ta l  C a te r ing  U n its , inc lud ing  pan try  cars have to 

be  in spec ted  by  the  re spec t ive  D iv is ions . S u rp r ise  checks  on  pan try  

ca rs /depar tm en ta l  and  p r iva t ised  have  a lso  to  be  done  by  the  D iv is ions and Head 

Q uar te rs  in spec t ion  team .  Im portan t  i tem s  to  be  exam ined  and  checks  to  be  

exe rc ised  a re  b r ie f ly  exp la ined  be low .  

 

1 . C A S H  A C C O U N T :  

T he  in spec t ion  shou ld  com m ence  w ith  a  su rp r ise  ve r if ica t ion  o f  the  cash  

ba lance , bo th  in  rega rd  to  sa les  and  im pres t  cash  by  ac tua l  coun t .  R em arks  

shou ld  be  m ade  in  the  cash  book  o f  the  cash  ba lance  on  hand .  I t  shou ld  be  seen  

tha t  the  cash  book  is  pos ted  da i ly  and  rem it tances  a re  m ade  co rrec t ly  w itho u t  

de lay .  T he  rem it tance  pa r t icu la rs  show n  in  the  D a ily  T ransac t ions  L edger  

shou ld  ag ree  w ith  the  M oney  rece ip ts  ob ta ined  f rom  the  C ash  O ff ice .  

 

2 . IM P R E S T  C A S H :  

T he  M anagers  a t  the  base  k i tchen  a re  a l low ed  im pres t  cash  to  enab le  them  to  

m ake  em ergen t  pu rcha ses .  In spec t ing  o ff ic ia ls  shou ld  check  the  cash  ba lance , 

na tu re  o f  i tem s  pu rchased , vouch ers  fo r  the  am oun t spen t  e tc .  T he  i tem s  

pu rchased  a re  p roper ly  vouched  and  taken  in to  s tock  reg is te rs .  T he  sanc tion  o f  

the  im pres t  am oun t is  no t  excess ive  to  the  r equ irem en t. 

 

3 . D A IL Y  A N D  M O N T H L Y  T R A N S A C T IO N S :  

D a ily /M on th ly  pu rchases  and  consum ption ‟s  a re  p roper ly  accoun ted  in  the  

re spec t ive  ledgers .   D e ta i ls  fu rn ished  a re  co rrec t  and  suppo rted  by  de ta i ls .  
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4 . L O C A L  P U R C H A S E :  

i ) . L oca l  pu rchases  shou ld  be  avo ided  as  fa r  a s  poss ib le  by  a lw ays  keep ing   

the  requ ired  s tock  du ly  d raw ing  the  s to res  f rom  C en tra l  G odow n .  

i i ) . N o loca l  pu rchase  o f  i tem s  excep t , vege tab les , b read , m ilk , bu tte r  a re  

m ade  by  the  M anager .  

i i i ) . I f  due  to  unavo idab le  c ircum stances , i t  becom e necessa ry  to  re so r t  to  

lo ca l  pu rchase , p roper  rece ip t  and  ca te r ing  in spec to r  ce r t i f ica te  shou ld  

be  ob ta ined  on  the  voucher .  

iv ) . T he  ra tes  fo r  the  i tem s  pu rchased  a re  reasonab le .  

 

5 . T R E N D  O F  S A L E S :  

D a ily  sa les  fo r  the  day  have  to  be  checked  and  ensu re  tha t  a l l  the  i tem s  a re  

accoun ted  fo r .  T he  sa les  fo r  the  m on th  shou ld  be  com pared  w ith  the  ta rget fixed 

and  ensu red  tha t  the re  a re  no  abno rm al va r ia t ions .  D ow n  fa l ls  in  sa les  i f  any  

shou ld  be  ana ly sed  and  sugges t ions  fo r  im provem en t shou ld  be  reco rded  in  the  

in spec t ion  repo r t .  

 

6 . R E G IS T E R  O F  S T O R E S  IS S U E D :  

T he  to ta l  quan ti ty  o f  p rov is ions  issued  to  the  cook  da i ly  shou ld  be  checked  to  

ensu re  tha t  the  issues  a re  a s  pe r  the  sched u les  fo r  the  i tem s  p repared .  A  te s t  

check  o f  few  i tem s  shou ld  be  phys ica l ly  ve r if ied  and  com pared  w ith  the  

ledger /s tock  book .  V a lue  fo r  the  sho r tages  found  if  any  shou ld  be  adv ised  to  

m ade  good  f rom  the  s ta ff  re spons ib le .  

 

7 . L O S S  A N D  W A S T A G E :  

I t  shou ld  be  seen  tha t :  

i ) . T he  consum ption  o f  d if fe ren t  com m od it ie s  is  a s  pe r  the  sched u le  o f  

ing red ien ts . 

i i ) . L oss  and  w as tage  a re  p rop er ly  exp la ined  and  a re  w ith in  the  pe rm iss ib le  

l im it . 

i i i ) . T he  va lue  o f  lo ss  i f  any  a re  m ade  good /ad ju s ted  in  the  books  as  pe r  the  

ru les . 
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8 . F U E L :  

i ) . T he  consum ption  o f  fue l  shou ld  be  ve r if ied  w ith  re fe rence  to  the  i tem s  

p repared  and  the re  a re  no  abno rm al va r ia t ions . 

i i ) . T he  a rrangem en ts  m ade  fo r  supp ly  o f  gas  cy l inders  shou ld  be  rev iew ed  

 

9 . V A L U E  B E A R IN G  C O U P O N S  A N D  B O O K S :  

i ) . T he  m oney  va lue  books  a re  p roper ly  accoun ted  fo r  and  to  ensu re  tha t  all 

fo l io s  a re  kep t  in  tac t .  

i i ) . T he  issues  m ade  a re  se r ia l ly  num bered  and  p roper  ackno w ledgem en ts  

ob ta ined . 

i i i ) . T he  ba lance  on  hand  is  kep t  in  the  sa fe  cus tody .  

 

10 . T O O L S  A N D  P L A N T S :  

i ) . R ece ip ts  and  issues  a re  p roper ly  reco rded  w ith  rece ip t  no tes , is sue  notes 

e tc , in  the  T  &  P  R eg is te r .  

i i ) . T he  i tem s  a re  pe r iod ica l ly  ve r if ied  by  s tock  ve r if ie r  and  ce r t i f ica te  

ob ta ined . 

i i i ) . N o. I tem s  a re  kep t  w ithou t  p roper  u se , and  a l l  condem ned /re leased item s 

a re  sen t  to  sc rap  depo t  th rough  D S 8 .  

iv ) . A ny  i tem s  w ri t ten -o ff  f rom  the  s tock  had  p roper  sanc tion  f rom  the  

au tho r i ty  concerned .  

 

11 . S U R P R IS E  C H E C K  O F  S T A L L S  IN C L U D IN G  V E N D O R S  S T A L L  :  

i ) . T he  cash  on  hand  w ith  the  vendo r  a t  the  t im e  o f  su rp r ise  check  should be 

equa l  to  the  to ta l  sa le s  and  excess  i f  any  is  accoun ted  fo r  and  sho r tages  

a re  m ade  good . 

i i ) . T he  ba lance  s tock  on  hand  is  a s  pe r  ba lance  a rr ived  a t  in  the  s tock  book  

and  an  in te l l igen t  check  shou ld  be  m ade  to  ensu re  tha t  no  i tem  o the r  

than  those  supp lied  by  R a ilw ays  a re  so ld  by  the  vendo rs .  

 

 

12 . C O M M IS S IO N  V E N D O R S :  
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i ) . I t  shou ld  be  seen  tha t  the  com m iss ion  pa id  does  no t  exceed  the  

p resc r ibed  pe rcen tage .  

i i ) . N ecessa ry  secu r i ty  depos i t  a t  p res c r ibed  ra te s  has  been  co llec ted  f rom  

a l l  the  com m iss ion  vendo rs  and  necessa ry  reco rds  a re  ava i lab le  w ith the 

ca te r ing  m anagers  abou t  the  vendo rs .  

i i i ) . I t  shou ld  be  seen  tha t  the  vendo rs  se l l  no  i tem s  o the r  than  those  issued  

f rom  the  ca te r ing  un it .  

 

13 . S T A F F  D E B IT S :  

I t  shou ld  be  seen  tha t :  

i ) . S ta ff  deb its  reg is te r  is  m a in ta ined  and  the  ou ts tand ing  dues  a re  

recovered  regu la r ly .  

i i ) . O uts tand ing  dues  i f  any  due  to  s ta ff  t ransfe r  e tc , the  un its  concerned  o r  

the  P e rsonne l  B ranch  has  been  adv ised  p rom pt ly  fo r  recovery . 

 

14 . M E D IC A L  E X A M IN A T IO N S :  

I t  shou ld  be  seen  tha t  the  s ta ff  due  fo r  M ed ica l  exam ina tions  a re  sen t  fo r   

pe r iod ica l  exam ina tion  and  the  re su l ts  ind ica ted  in  the  R eg is te r  kep t  fo r  th is  

pu rpose . 

 

15 . U N IF O R M  A C C O U N T :  

T he  un ifo rm  accoun t  is  p roper ly  m a in ta ined  and  rece ip t  an d  issues  a re  co rrectly 

pos ted .   Is sue  o f  un ifo rm s to  the  s ta ff  a re  p roper ly  acknow ledged .  

16 . In spec t ion  B ooks , pe r iod ica l  hea l th  in spec t ion  ce r t i f ica te , com pla in ts  reg is te r , 

du ty  passes  issued  to  the  s ta ff /vendo rs  e tc . a re  a lso  to  be  checked  by  the  

In spec t in g  o ff ic ia l . 

17 . P roper  N am e B oard , P r ice  l is t  fo r  the  i tem s  sa leab le  e tc . a re  a lso  to  be  checked  

to  see  tha t  the  i tem s  so ld  to  the  passengers  a re  a s  pe r  the  ta r if f  f ixed  by  the  

R a ilw ays .  

 

18 . R ev iew  o f  A ccoun ts  o f  i tem s  supp lied  to  va r ious  depar tm en ts  and  the ir  p roper  

accoun ta l  e tc . 

19 . In  add it ion  to  the  above  checks , the  w e ighm en t o f  few  i tem s  shou ld  be  te s t  



 

 68  

checked  and  seen  tha t  the  w e igh t  o f  the  ed ib les  a re  a s  p resc r ibed .  

 

306 . IN S P E C T IO N   IN   S  &  T  B R A N C H :    IN D E X  

1 . I t  shou ld  be  seen  tha t  p ro per  a rrangem en ts  ex is t  fo r  d isbu rsem en t o f  'D O T' Bills 

to  va r ious  o ff ice rs .  

2 . N ew  C onnec tions , P rov is ion  o f  new  'D O T ' phone , sh if t ing  o f  'D O T ' phones  e tc . 

is  done  w ith  the  sanc tion  o f  the  com pe ten t  au tho r i ty .  

3 . N o de lay  in  sh if t ing /d isconnec ting  'D O T ' phones  f rom  the  re s idence  o f  the  

o ff ice r  a f te r  superannua tion /transfe r  e tc .  

4 . In  case  o f  T em pora ry  connec tion  o f  'D O T ' phones  fo r  the  V V IP 's  v is i t  (R a ilway 

M in is te r)  e tc ., the  depos i ts  pa id  to  the  T e lephone  D epar tm en t  a re  ad ju s ted  

im m ed ia te ly  a f te r  the  even t  is  ove r . 

5 . W alk ie - ta lk ies  a re  supp lied  on ly  to  the  e ssen tia l  s ta ff  and  every  issue  had  the  

sanc tion  o f  the  com pe ten t  au tho r i ty .  

6 . P rov is ion  o f  S T D /In te rne t  connec tion  to  o ff ice rs  a re  m ade  on ly  w ith  the  

app rova l  o f  G enera l  M anager  and  as  pe r  the  gu ide l ines  issued  by  t he  B oard . 

7 . T he  pu rchase  o rde rs  fo r  supp ly  o f  cab les , S  &  T  equ ipm en ts  shou ld  be  rev iewed 

w ith  re fe rence  to  the  te rm s  and  cond it ions .  

8 . F or  lo ss / the f t  o f  S  &  T  cab les /equ ipm en t i t  shou ld  be  seen  tha t  the  m a tte r  has  

been  repo r ted  to  S ecu r i ty  D epar tm en t  and  adeq ua te  m easu res  a re  taken  to  

t igh ten  the  secu r i ty  a rrangem en ts .  

9 . A part  f rom  the  above , the  fo l low ing  i tem s  v iz ., R ev iew  o f  s to res , pu rchase  

o rde rs , regu la r isa t ion  o f  excess  ca l ls , pe rsonne l  ca l ls  m ade  on  D O T  P hones, etc. 

a re  a lso  to  be  rev iew ed .  

10 . A sse ts  R eg is te r  is  kep t  up to  da te .  

 

 

 

307 . S E C U R IT Y  B R A N C H  :     IN D E X   

T he  fo l low ing  i tem s  shou ld  seen  du r ing  in spec t ion  o f  S ecu r i ty  B ranch .  

1 . T he  po licy  and  p rocedu re  adop ted  fo r  rec ru i tm en t  o f  R P F  pe r sonne l . 

2 . D ep loym en t o f  R P F  pe rsonne l  to  bandob us t  du tie s  and  recovery  o f  charges from  

the  concerned  M in is tr ie s /D epar tm en ts .  I t  shou ld  be  seen  tha t  cha rges  a re  
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co rrec t ly  w orked  ou t  and  inc luded  in  the  c la im .  

3 . L og  B ook  o f  V eh ic les , U n ifo rm s R eg is te rs , im pres t  accoun t , e tc .  

4 . R eg is te r  o f  T hef t  de tec ted  and  repo r ted  to  the  S ecu r i ty  D e par tm en t  by  o the r  

D epar tm en ts  and  ac t ion  taken  the reon .  

5 . R eg is te r  o f  A rm s and  A m m unit ion  rev iew ed  to  ensu re  tha t  re ce ip t  is  co rrec t ly  

pos ted . 

6 . R eg is te r  o f  un ifo rm  shou ld  be  checked .  T he  rece ip t  and  issues  a re  co rrec t ly  

accoun te d  fo r  and  issues  a re  p roper ly  acknow ledged .  

7 . S ta tu s  o f  the  app rehended  cases  dea l t  by  R P F  and  G R P  and  the  pos i t ion  o f   

enqu ir ie s . 

 

308 . G E N E R A L  B R A N C H  :       IN D E X  

L og  B ook  o f  O ff ice  S ta ff  C ars :  -  

1 . i ) . I t  shou ld  be  seen  tha t  the  s ta ff  ca rs  have  been  u sed  fo r  o ff ic ia l  pu rposes   

O n ly  and  the  o ff ice rs  s igna tu res / in i t ia ls  ob ta ined  aga in s t  each  

m ovem en t. 

i i ) . I f  the  ca rs  had  been  u sed  fo r  p r iva te  pu rposes , necessa ry  cha rges  a s  

app licab le  have  been  b i l led  and  recovered .  

i i i ) . D raw al o f  pe t ro l  com m ensu ra te  w ith  K M s in  u sage  and  the re  is  no  

abno rm al va r ia t ion  in  the  consum ption  pa t te rn .  

iv )  R epa irs  to  the  S ta ff  ca rs  have  been  done  as  pe r  the  p rov i s ions  con ta ined  

in  'S O P ' and  a l l  m a jo r  repa irs  had  the  ce r t i f ica t ion  f rom  the  nom ina ted  

o ff ice rs  o f  the  M echan ica l  D epar tm en t .  

2 . Q uarte r 's  R eg is te rs  fo r  a l lo tm en t  o f  quar te rs  to  o ff ice r  shou ld  be  checked  to  see 

tha t  the re  is  no  de lay  in  a l lo tm en t  o f  R a ilw ay  Q uar te rs  and  the  R a ilw ay  Quarters 

once  a l lo t ted  is  occu p ied  w ith in  7  days .   In  case  o f  de lay  in  o ccupa tion  (a f te r  7  

days)  ren t  a t  p resc r ibed  ra te s  have  been  recovered  bes ides  s top page  o f  H R A . 

3 . R eten tion  o f  R a ilw ay  Q uar te rs  a f te r  pe rm iss ib le  pe r iod  du r ing  depu ta t ion , 

t ransfe r  e tc . a re  dea l t  w ith  co rrec t ly  a s  pe r  ex tan t  ru les .  

4 . S pec ia l  Im pres t /E n te r ta inm en t expenses :  T he  accoun ts  shou ld  be  ve r if ied  and  

sa t is f ied  tha t  eve ry  transac t ion  is  co rrec t ly  ac coun ted  fo r  and  suppo rted  by  

voucher .  B a lance  am oun t le f t  ove r  i f  any  a f te r  the  occas ion  has  been  rem it ted  

back  to  R a ilw ays  and  necessa ry  vouchers  subm itted  to  A ccoun ts  O ff ice .  
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5 . T he  accoun ts  re la ted  to  the  a l lo tm en t  o f  R a il  K a lyan , C om m unity  H a ll , 

a l lo tm en t  o f  O ff ice r 's  R es t  H ouse  on  p r iva te  accoun t , e tc . shou ld  a lso  to  be  

checked  to  ensu re  tha t  the  am oun t co l lec ted  a re  p roper ly  accoun ted  and rem itted 

to  R a ilw ays  A c coun t .  T he  ru les  re la t ing  to  the  a l lo tm en t  a re  co rrec t ly  fol lowed. 

 

3 0 9 . S T O R E S  B R A N C H  :       IN D E X  

1 . D A Y  B O O K  O F  R E C E IP T S :  

I t  shou ld  be  seen  tha t :  

i ) . A ll  m a te r ia ls  rece ived  as  pe r  R .R . R eg is te r , Inw ard  W agons  R eg is te rs  

a re  en te red  in  the  D ay  B ook  o f  R ece ip ts .  

i i ) . T he  m ate r ia ls  have  been  accep ted  w ithou t  de lay  and  taken  to  s tock .  

i i i ) . L oad ing /U n load ing  o f  s to res  have  been  done  w ith in  the  pe rm iss ib le  

hou rs  to  avo id  w harfage /dem urrage  cha rges .  

iv ) . P roper  acknow ledgem en ts  have  been  ob ta ined  f rom  the  w ard -keeper  

concerned  fo r  the  m a te r ia ls  handed  over  to  h im .  

 

2 . R E G IS T E R  O F  P U R C H A S E  O R D E R : IT  S H O U L D  B E  S E E N  T H A T :  

i ) . T he  R eg is te r  is  e f f ic ien t ly  m a in ta ined .  C on tinu ity  o f  P .O . N os . is  

m a in ta ined . 

i i ) . T he  P .O . is  s igned  and  issued  by  the  au tho r ised  o ff ic ia l .  

i i i ) . T he  C O S  is  no tif ied  o f  the  de fau lt ing  f irm s  fo r  ac t ion .  

 

3 . R E C E IP T  N O T E S :  

T he  quan ti ty  rece ived  as  pe r  f i rm 's  invo ice  and  quan ti ty  accep ted  as  pe r  D ay  

B ook  o f  R ece ip ts / ledger  shou ld  be  com pared  to  ensu re  tha t  the re  is  no  

d isc repancy .  T he  s to res  rece ived  a re  in spec ted  be fo re  de l ive ry  as  pe r  the  

in spec t ion  c lause  w herever  app licab le .  

 

4 . R E G IS T E R  O F  S A M P L E S :  

T he  reg is te r  shou ld  be  rev iew ed  to  f ind  ou t  w he the r  p roper  accoun ts  a re  

m a in ta ined  fo r  rece ip ts  o f  sam p les , the ir  re tu rn  to  the  f i rm s  o r  tak ing  them  to  

s tock  by  c red it  to  S tock  A d jus tm en t  A ccoun t .  T he  d isposa l  o f  the  

non -re tu rnab le  sam p les  shou ld  be  p roper ly  exh ib i ted  in  the  reg is te r .  A ll  
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d isposa ls  a re  covered  by  p roper  sanc tion  o f  the  com pe ten t  au tho r i ty .  

 

5 . R E JE C T IO N S  R E G IS T E R :  

T he  reg is te r  shou ld  be  rev iew e d  to  see  tha t  the  re jec ted  s to res  i f  any  a re properly  

d isposed  o ff  and  the  f i rm  adv ised  fo r  rep lacem en t.  A ll  such  re jec t ions  shou ld  

have  p roper  sanc tions  and  the  A ccoun ts  O ff ice  and  C O S  adv ised  fo r  su i tab le  

ac t ion . 

 

6 . R E G IS T E R  O F  D E F A U L T IN G  F IR M S :  

I t  shou ld  be  ensu red  f rom  a  genera l  rev iew  o f  the  reg is te r  tha t  the  de fau lted  

f irm s  have  been  no ted  and  o rde rs  a re  no t  p laced  f rom  f irm ‟s  b lack  l is ted  fo r  

de fau lt  in  supp ly . 

 

7 . R E G IS T E R  O F  R E Q U IS IT IO N S :  

T he  requ is i t ions  rece ived  fo r  p rocu rem en t o f  s to res  is  ve t ted  by  A ccounts Office 

and  requ irem en t a re  a ssessed  co rrec t ly  based  on  the  pas t  consum ption.  The long 

ou ts tand ing  requ is i t ions  shou ld  be  cance lled  in  consu lta t ion  w ith  execu tive  

concerned . 

 

8 . T H E  P R O C U R E M E N T  A C T IO N  IN IT IA T E D  B Y  C O S  S H O U L D  B E  

C H E C K E D  A S  U N D E R :  

 

i ) . T ender  no tices  have  been  ca l led  fo r  a s  requ ired  and  re levan t  de ta i led  

fu rn ished . 

i i ) . S a le  o f  T ender  fo rm s , and  the  am oun t rece ived  a re  co rrec t ly  accoun ted  

and  rem it ted . 

i i i ) . T enders  have  been  opened  a t  the  adver t ised  t im e , da te , in  the  p resence of 

A ccoun ts  rep resen ta t ive  and  f irm 's  rep resen ta t ive .  

iv ) . A ll  p rocedu res  re la t ing  to  the  open ing  o f  T enders  have  been  co rrec t ly  

fo l low ed  and  the re  is  no  dev ia t ion .  

v ) . T abu la t ion  has  been  done  co rrec t ly  du ly  f i l led  in  a l l  co l um ns . 

v i) . T abu la t ion  fo rm s  ve r if ied  by  A ccoun ts .  

v i i ) . T ender  com m itte e  has  been  fo rm ed  as  pe r  the  p rov is ions  and  a l l  relevant 

fac ts  have  been  fu rn ished  to  the  T C P  m em bers .  
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v i i i ) . P urchase  o rde rs  a re  p laced  based  on  the  T C P  recom m enda tions  du ly  

accep ted  by  the  com pe ten t  au tho r i ty .  

ix ) . P urchase  o rde r  be fo re  re lease  has  been  ve r if ied  by  A ccoun ts  w herever  

necessa ry . 

x ) . E xtens ions  to  the  due  da te  o f  de l ive ry /am endm en t to  the  P .O . e tc . a re  

g iven  on ly  as  pe r  ru les  and  assoc ia ted  f inance  v iew s  ob ta ined  w herever  

f inanc ia l  im p lica t ions  a re  invo lved .  

x i) . In  case  o f  de fau lted  f irm s  r isk  and  cos t  ac t ion  has  been  in i t ia ted  as  pe r  

ru les . 

x i i ) . L iqu ida ted  dam ages  fo r  be la ted  supp ly  has  been  lev ied  as  pe r  ru les .  

 

9 . S U R P L U S  S T O R E S :  

I t  shou ld  be  seen  tha t  p rom pt ac t ion  has  been  in i t ia ted  to  fo rm  a  su rvey  

com m ittee  fo r  d isposa l  o f  su rp lu s  and  non -m ov ing  s to res . 

 

10 . A U C T IO N  S A L E S :  

S to res  a lready  dec la red  as  su rp lu s  shou ld  be  d isposed  qu ick ly  th rough  auc tion  

sa les .  I t  shou ld  be  ensu red  tha t  accoun ts  rep re sen ta t ive  a ssoc ia ted  in  the auction 

sa les . 

 

 

11 . A par t  f rom  the  above , the  fo l low ing  aspec ts  shou ld  a lso  been  checked  by  the  

in spec t ion  team  espec ia l ly  in  D epo ts ,  

a ) . M ater ia l  in  D epo ts  

b ) . B in -ca rds  (P hys ica l  ba lance  w ith  B in -ca rd  ba lance )  

c ) . W eighm en t R eg is te r  

d ) . Inw ard /ou t -w ard  w agon  reg is te r  

e ) . C hallan  B ook  

f ) . C ash  rem it tance  N o tes  in  case  o f  auc t ion  sa les  

g ) . E m pties  accoun ts  

h ) . P end ing  s tock  she e ts  

 

3 1 0 .   E L E C T R IC A L  B R A N C H      IN D E X  
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1 . A greem en ts  en te red  in to  w ith  the  S ta te  E lec tr ic i ty  B oards  fo r  pu rchase  o f  

e lec tr ica l  ene rgy  shou ld  be  checked .  

2 . In  case  o f  supp ly  E lec tr ica l  ene rgy  fo r  T rac t ion  pu rposes , the  con trac t  dem and  

and  ac tua l  consum ption  shou ld  be  checked .  I f  the  consum ption  is  ve ry  low than 

the  con trac t  dem and  o r  h igher  than  the  con trac t  dem and  e lec tr ica l  depar tm en t  

shou ld  be  adv ised  fo r  p roper  rev iew  and  to  rev ise  the  con trac t .  

3 . M eter R ea d in g ;  

i ) . I t  shou ld  be  seen  tha t  M e te r  read ing  has  been  done  f rom  a l l  the  

re s iden tia l  qua r te rs  regu la r ly  a t  the  p resc r ibed  in te rva ls .  

i i ) . T he  en tr ie s  a re  no t  been  m ade  in  penc il .  In  case , i f  the  R a ilw ay  Q uar te r  

is  locked , necessa ry  en try  m ade  as  "house  locked" in  the  R eg is te r .  

i i i ) . B ills  have  been  p repared  in  t im e  and  sen t  to  the  P e rsonne l  B ranch  and  

A ccoun ts  O ff ice  fo r  recovery  w ithou t  de lay .  

iv ) . M eter  read ing  in  re spec t  o f  N on -R a ilw ay  bod ies  v iz . P la t  F o rm  S ta l l , 

G .R .P ., R .M .S  o ff ices  e tc . shou ld  be  taken  every  m on th  and  b i l ls  ra ised  

a t  the  app rop r ia te  ra te s . W he the r  b i l ls  a re  issued  every  M on th  shou ld  

a lso  be  checked . 

v ) . I t  shou ld  be  ensu red  tha t  the  e lec tr ica l  ene rgy  charges  fo r  ou ts ide rs  a re  

b i l led  a t  com m erc ia l  ta r if f  ra te .  

4 . R eg is ter  o f  M  &  P  I tem s :  

i ) . T he  reg is te r  is  kep t  up - to -da te . 

i i ) . T he  condem ned  T rans fo rm ers , E lec tr ica l  po les  e tc . a re  d is posed through 

D S 8 . 

i i i ) . A sse ts  reg is te r  is  kep t  up to  da te .  

 

5 . T he  im pres t  s to res  ava i lab le  w ith  A E F , and  o the r  s tock  ho ld e rs  shou ld  be  

checked  to  ensu re  w ith  supp ly  and  s tock .  I f  the  issues  a re  le ss  than  the  s tock  

he ld , p rom pt ac t ion  has  been  taken  fo r  rev is ion  o f  im pres t  schedu le .  

 

6 . S urp lu s  s to res  i f  any  shou ld  be  rev iew ed  and  adv ised  fo r  p rom pt d isposa l .  

 

3 1 1 .   B O O K  S T A L L S  A C C O U N T S  :      IN D E X  

I t  shou ld  be  seen :  
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i ) . T ha t  book  s ta l ls  have  been  e rec ted  on  app roved  s i te s  in  the  R a ilw ay  

p rem ises  and  cop ies  o f  R a ilw ays  app rova l  a re  ava i lab le  w ith  the  s ta l l  

vendo r . 

i i ) . R oya lty /L icence  fee  a s  p resc r ibed  in  the  A greem en t has  been  pa id  

co rrec t ly  and  necessa ry  M oney  R ece ip t  ava i lab le  w ith  the  vendo r .  

i i i ) . E lec tr ica l  ene rgy  charges  a s  pe r  the  m e tre  read ing  and  as  b i l led  by  the  

E lec tr ica l  D epar tm en t  has  been  pa id  co rrec t ly .  

iv ) . T he  aud ited  s ta tem en t o f  sa le s  has  been  fu rn ished  to  the  com m ercial and 

A ccoun ts  O ff ice  eve ry  yea r .  

v ) . I f  the  l icence  fee  is  to  be  pa id  on  %  bas is  based  on  t he  annua l  sa le s  

tu rnover , i t  shou ld  be  seen  tha t  the  annua l  sa le s  have  been  co rrec t ly  

com piled  and  l icence  fee  pa id .  

v i) . R ailw ays  sha re  o f  the  incom e ea rned  by  the  l icence  fo r  d isp lay  o f  

adver t isem en ts  i f  any  a re  co rrec t ly  pa id .  

v i i ) . W here  the  s truc tu res  o f  the  B oo k  S ta l l  a re  e rec ted  a t  R a ilw ay  cos t , ren t  

a t  ag reed  ra te  is  pa id  co rrec t ly .  

v i i i ) . C onservancy  cess , M un ic ipa l  T ax  if  any  and  as  requ ired  is  pa id  correctly 

a s  and  w hen  c la im ed . 

ix ) . T here  is  no  un -au tho r ised  o r  p roh ib i ted  m agaz ines , pe r iod i ca ls /new s  

papers  e tc .  so ld  in  the  B ook  s ta l l .  

x ) . T here  is  no  pub lic  com pla in t  and  if  any  com pla in t  the  B ook  s ta l l  agent is 

taken  up  fo r  app rop r ia te  ac t ion  inc lud ing  cance l la t ion  o f  the  l icence .  

 

312 .   R A IL W A Y  R E C R U IT M E N T  B O A R D    IN D E X  

P O IN T S  T O  B E  S E E N :  -  

i ) . P osta l  O rders , S e rv ice  S tam ps  e tc . co l lec ted  f rom  the  cand ida tes  a re  

p roper ly  accoun ted .  

i i ) . T here  is  no  de lay  in  en -cashm en t o f  pos ta l  o rde rs .  

i i i ) . R em unera t ion  pa id  to  the  exam iner  fo r  se t t ing  ques t ion  papers , and  

va lua t ion  o f  answ ers  w ith  re fe rence  to  R a ilw ay  B oard  i n s truc t ions  f rom  

t im e  to  t im e . 

iv ) . E xpend itu re  incu rred  in  the  conduc t  o f  the  m ass  exam ina tion  w ith  

re fe rence  to  the  p resc r ibed  schedu les  and  excess  expend itu re  i f  any  
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regu la r ised  w ith  the  sanc tion  o f  the  com pe ten t  au tho r i ty .  

v ) . M ethod  o f  d isposa l  o f  o ld  answ er  s hee ts . 

v i) . R em unera t ion /over  T im e  a l low ance  pa id  to  the  s ta ff  in  con nec tion  w ith  

conduc t  o f  E xam ina tion  and  in te rv iew s .  

v i i ) . R ece ip t  and  expend itu re  accoun t .  

v i i i ) . R ev iew  o f  passes  issued  to  cand ida tes  ca l led  fo r  in te r v iew . 

ix ) . P roper  secu r i ty  a rrangem en ts  ex is ts  fo r  sa fe t y  and  p rese rva t ion  o f  

reco rds . 

x ) . R eba te  fo r  the  u sage  o f  f rank ing  m ach ine  is  regu la r ly  c la im ed  from  the  

pos ta l  depar tm en t  a t  the  p resc r ibed  pe rcen tage .  

 

3 1 3 .  O F F IC E  O F  T H E  P U B L IC  R E L A T IO N S  :   IN D E X  

T he  fo l low ing  aspec ts  shou ld  be  loo ked  in to  spec ia l ly :  

i ) . A dvert isem en t, d isp lay  boards , s ign  boards , hoa rd ings  e tc .  T his phase of 

w ork  has  been  decen tra l ised  a t  the  D iv is iona l  leve l .  I t  shou ld  be  seen  

tha t  p roper  ag reem en ts  have  been  en te red  in to  w ith  the  adver t isem en t 

agenc ies , f i rm ‟s  e tc .  T he  secu r i ty  depos i t , adver t isem en t cha rges  a re  

co l lec ted  p roper ly  and  rem it ted  to  R a ilw ays  accoun t .  

i i ) .  I t  shou ld  be  ensu red  tha t  the  paym en ts  a re  m ade  on ly  by  D D /C ash .  In  

the  even t  o f  paym en ts  a re  m ade  th rough  cheque  (spec ia l  case )  i t  shou ld  

be  ensu red  tha t  the  cheques  rece ived  a re  rea l ised .  

i i i ) . In  the  even t  o f  non -renew al o f  adver t isem en t, d isp lay  board  e tc ., i t  

shou ld  be  seen  tha t  the  sam e  a re  rem oved  f rom  the  R a il w ay  p rem ises . 

iv ) . C C T V : 

(a )  A greem en t has  been  execu ted  p roper ly  and  the  cha rges  due  a re   

C o rrec t ly  rea l ised . 

(b )  A part  f rom  the  l icence  fee  i t  shou ld  seen  tha t  E lec tr ica l  E nergy  

charges , ren t  fo r  the  space  p rov ided  e tc . is  rea l ised  pe r iod ica l ly .  

v ) . Im pres t  A ccoun t  and  spec ia l  con tingen t  fund  ( im pres t)  shou ld  be  

checked  and  seen  tha t  the  expend itu re  m e t  f rom  t he  sam e  is  pe rm iss ib le 

and  p roper  vouchers  a re  kep t .  

v i) . C onduc ted  T ours /V IP 's  v is i t :  

T he  accoun ts  fo r  the  am oun t d raw n  fo r  conduc ted  tou rs  a r ranged  fo r  
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V IP 's , M ed ia  e tc . shou ld  be  checked .  I t  shou ld  be  seen  tha t  p roper  

accoun ts  fo r  the  am oun t spen t  a re  kep t  and  the  ba lance  am oun t le f t  i f  

any  a re  p rom ptly  rem it ted  to  R a ilw ay  A ccoun t .  

v i i ) . R eg is te r  fo r  P ho tog raph ic  m a te r ia ls :  

(a )  I t  shou ld  be  seen  tha t  p roper  accoun ts  a re  kep t  tow ards  pu rchase 

o f  f i lm s  and  o the r  m a te r ia ls  u sed  fo r  pho tog raphy .  

(b )  v ideo /pho to  coverage  fo r  the  o ff ic ia l  func tions  had  the  app rova l  

o f  com pe ten t  au tho r i ty .  

 

314 .   M E D IC A L  B R A N C H       IN D E X  

 P U R C H A S E  O F  M E D IC A L  S T O R E S  

i ) . „C M D ‟ a t  H qrs . is  au tho r ised  to  p rocu re  M ed ica l  s to res  a s  pe r  the  

p rov is ions  con ta ined  in  S O P  par t  'H ' and  M ed ica l  P harm acopoe ia .  T he  

pu rchase  o rde rs  is sued  by  the  „C M D ‟ fo r  supp ly  o f  d rugs  to  the  va r ious  

R a ilw ay  H osp ita ls , H ea lth  U n its  over  the  R a ilw ay  has  to  be  checked .  

i i ) .  I t  shou ld  be  ensu red  tha t  the  pow er  fo r  p rocu rem en t and  the  f inanc ia l  

l im it  e tc . a re  a s  p e r  the  ru les . 

i i i ) .  T he  P .O s . a re  issued  as  pe r  the  ex tan t  in s truc t ions  and  a re  s igned  on ly  

by  the  au tho r ised  s igna to ry .  

iv ) .  A m endm en t/C ance lla t ion  o f  P .O s . a re  issued  on ly  w ith  the  app rova l  o f  

the  au tho r i ty  w ho  is  com pe ten t  to  p rocu re  the  M ed i c ines  in i t ia l ly . 

v ) . T h e  pu rchase  o rde rs  a re  p laced  based  on  p roper  a ssessm en t o f  

requ irem en t v iz . inden ts  f rom  var ious  un its , and  ce r t i f ied  by  A ccoun ts .  

v i) . P roper  ac t ion  has  been  in i t ia ted  in  the  even t  o f  fa i lu re  o f  f i rm  to  supp ly  

the  d rugs  as  pe r  the  cond it ions  s t ipu la ted  in  the  P .O s . 

 

1 . S T O C K  O F  M E D IC IN E S ;  

i ) . I t  shou ld  be  seen  tha t , the  s tock  book  o f  d rugs  is  m a in ta ined  up  to  da te . 

T he  rece ip t  and  issues  ag rees  w ith  the  rece ip t  and  issue  vouchers .  D a te  

o f  exp iry  o f  M ed ic ines  a re  c lea r ly  ind ica ted  in  the  R eg is te r  sepa ra te ly  

and  no  d ru gs  a re  kep t  in  s tock  a f te r  the  da te  o f  exp iry .  

i i ) . A ction  has  been  taken  to  d ispose  o ff  the  t im e  exp ired  m ed i c ine . 
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2 . E X P E N D IT U R E  O N  F A M IL Y  P L A N N IN G ;  

i ) . I t  shou ld  be  seen  tha t  the  expenses  invo lved  a re  co rrec t ly  a ssessed  and  

deb its  t ransfe rred  to  the  M in is try  o f  H ea lth . 

i i ) . T he  spec ia l  cash  im pres t  d raw n  tow ards  va r ious  fam ily  p lann ing  cam ps 

a re  p roper ly  accoun ted  fo r  and  ba lance  am oun t i f  any  rem it ted  correctly.  

i i i ) . T arge t  se t  by  the  R a ilw ay  adm in is tra t ion  has  been  ach ieved  and  if  no t  

the  reasons  shou ld  be  ana ly sed .  

 

3 . O C C U P A N C Y  R E G IS T E R ;  

i ) . T he  num ber  o f  beds  ava i lab le  and  the  occupancy  pos i t ion  o f  the  

inpa tien ts  o f  the  hea l th  un it  shou ld  be  checked  to  ensu re  tha t  the  

fac i l i t ie s  p rov ided  a re  p roper ly  u t i l ised .  

i i ) . F ree  trea tm en t  is  g iven  on ly  to  the  e l ig ib le  pe rsons .  

i i i ) . In  case  o f  ad m iss ion  o f  N on -R a ilw ay  pa t ien ts  fo r  t rea tm en t , p roper  

sanc tion  has  been  ob ta ined  and  the  p resc r ibed  charges  co l lec ted  in  

advance . 

 

4 . D IE T  C H A R G E S :  

i ) . In  case  o f  in -pa t ien ts  adm it ted  in  the  R a ilw ay  H osp ita ls  w ho  have  

ava iled  d ie t , (o the r  than  those  w ho  a re  e l ig i b le  fo r  f ree  d ie t)  necessa ry  

d ie t  cha rges  a t  p resc r ibed  ra te s  have  been  co rrec t ly  w orked  ou t  and  sen t 

to  the  P e rsonne l  D epar tm en t  and  A ssoc ia ted  A ccoun ts  fo r  recovery .  

i i ) . I f  the  d ie t  is  p rov ided  to  the  N on -R a ilw ay  pe rsons  and  the  re t i red  

R a ilw ay   

em p loyees , the  requ ired  cha rges  a re  co l lec ted  in  advance  and  the  

accoun ts  a re  se t t led  be fo re  the  pa t ien t  is  d is charged . 

 

5 . W A S H IN G  O F  L IN E N :  

I t  shou ld  be  seen  tha t  p roper  reco rds  a re  m a in ta ined  fo r  the  num ber  c lo thes  

handed  over  to  the  D hab i‟s  fo r  w ash , da te  o f  is sue  a nd  da te  o f  re tu rn .  N ecessary 

ag reem en ts  have  been  en te red  in to  and  the  cha rges  pa id  a re  co rrec t  and  

reasonab le . 
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6 . R E G IS T E R  O F  M  &  P  IT E M S , S U R G IC A L  IN S T R U M E N TS, UNIFO RM S, 

L IN E N  E T C .:  

i ) . I t  shou ld  be  seen  tha t  necessa ry  reg is te rs  a re  m a in ta ined  p roper ly  

separa te ly  fo r  the  above  i tem s .  

i i ) . rece ip ts  and  issues  a re  pos ted  co rrec t ly  and  suppo rted  by  R ece ip t  

V ouchers , acknow ledgem en ts  fo r  the  issues .  

i i i ) . A ll  the  M  &  P  i tem s , su rg ica l  in s trum en ts  ava i lab le  in  the  R a ilw ay  

H osp ita l  a re  in  w ork ing  cond it ion  and  if  no t  p roper  ac t ion  has  been taken 

to  repa ir  o r  to  d ispose  the  sam e .  

iv ) . T here  is  no  i tem  kep t  a s  id le , w ithou t  be ing  com m iss ioned .  

v ) . A sse ts  R eg is te r  is  kep t  up to  da te .  

 

7 . D IE T IC IA N  A C C O U N T :  

i ) . T he  im pres t  cash  sanc tioned  and  ava ilab le  w ith  the  d ie t ic ian  shou ld  be  

checked  and  cash  ba lance  ve r if ied  and  ce r t i f ied .  

i i ) . T he  na tu re  o f  t ransac t ions  m e t  f rom  im pres t  shou ld  be  checked  to ensure 

tha t  the  i tem s  pu rchased , v iz ., vege tab le , p rov is ions  e tc . a re  a t  

reasonab le  ra te  and  p roper  reco rds  ( ledg ers )  a re  m a in ta ined .  

i i i ) . I t  shou ld  be  seen  tha t  t he  i tem s  issued  to  the  cook  a re  acco rd ing  to  the  

sca les  and  the  num ber  o f  m ea ls , b reak -fas t  p repared  da i ly  a re  a s  pe r  the  

requ irem en ts  ce r t i f ied  by  the  M atron /D oc to r  a s  the  case  m ay  be .  

iv ) . A rrangem en ts  (A greem en t)  ex is t  fo r  supp ly  o f  B read , M ilk , M ea t  e tc . 

sh ou ld  be  ve r if ied  and  the  requ irem en ts / inden ts  p laced  a re  no t  in excess. 

 T he  cha rges  pa id  a re  reasonab le .  

v ) . T he  A ttendance  R eg is te r  and  s ta ff  sanc t ioned  fo r  p repara t ion  and supply 

o f  d ie t  shou ld  be  ve r if ied  to  ensu re  tha t  the re  no  excess  s ta ff .  

v i) . T he  s tock  ava ilab le  in  the  s to re room  shou ld  be  te s t  checked  and  

com pared  w ith  the  ledger  ba lance  to  ensu re  tha t  the re  a re  no  

d isc repanc ies . 

v i i ) . T oo ls  and  P lan t  R eg is te r  shou ld  be  ve r if ied  and  unused /em p ties  a re  

p roper ly  d isposed  o ff .  

 

8 . L O G  B O O K  O F  A M B U L A N C E  V A N S :  

i ) . I t  shou ld  be  seen  tha t  the  m ovem en t o f  the  veh ic le  is  p roper ly  shown and 
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acknow ledgem en ts  ob ta ined .  

i i ) . C harges  w herever  due  a re  p roper ly  co l lec ted  and  rem it ted  to  R a ilw ays  

A ccoun t . 

 

 

9 . IN S P E C T IO N  N O T E S -R E V IE W :  

T he  In spec tion  N o tes  o f  C M D  and  o the r  O ff ice rs  shou ld  be  rev iew ed  to  see  that 

p roper  co rrec t ive  ac t ion  is  taken  w herever  f inanc ia l  i r regu la r i t ie s  a re  no ticed .  

 

 

10 . C A S H  IM P R E S T :  

i ) . T he  cash  im pres t  shou ld  be  ve r if ied  and  ba lance  ce r t i f ied  in  the  Im prest 

R eg is te r . 

i i ) . I t  shou ld  be  seen  tha t  the  am oun t spen t  f rom  im pres t  a re  r easonab le  and 

co rrec t  p rocedu res  a re  fo l low ed .  

i i i ) . In  case  the  m ed ic ines  a re  pu rchased  loca l ly  to  m ee t  u rgen t  need , 

sanc t ion  o f  the  com pe ten t  au tho r i ty  has  been  ob ta ined  fo r  such  

pu rchases . 

 

11 . R A IL W A Y  E M P L O Y E E S  C O N T R IB U T O R Y  H E A L T H  S C H E M E :  

i ) . I t  shou ld  be  seen  tha t  p roper  reco rds  a re  m a in ta ined  and  the  p resc r ibed  

charges  a re  co l lec ted  co rrec t ly .  

i i ) . T he  am oun t co l lec ted  a re  p roper ly  rem it ted  to  R a ilw ays  revenue .  T he  

M oney  R ece ip t  B ook  shou ld  be  ve r if ied  to  see  tha t  the  con tinu ity  o f  the  

se r ia l  num ber  is  m a in ta ined .  A ck now ledgem en ts  fo r  the  am oun t rem it-

ted , shou ld  be  te s t  checked  w ith  the  am oun ts  co l lec ted .  

i i i ) . T he  m em bersh ip  is  renew ed  every  yea r , N o  re t ired  em p loyee  is  a l low ed 

fo r  t rea tm en t  un less  they  have  becom e the  m em bers  and  charges  a t  

p resc r ibed  ra te s  a re  pa id  co rre c t ly  eve ry  yea r .  

iv ) . In  case  d ie t  is  p rov ided  to  the  re t i red  em p loyees  under  R E C H S , the  d ie t  

cha rges  a re  co l lec ted  in  advance  o r  be fo re  the  pa t ien t  is  be ing  

d ischarged . 
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12 . R E IM B U R S E M E N T  O F  M E D IC A L  C L A IM S :  

i ) . A ll  c la im s  fo r  re - im bursem en t o f  M ed ica l  c la im s  p rocessed  in  the  

C M D 's  O ff ice  a re  p roper ly  ju s t if ied  and  ce r t i f ied  by  the  M ed ica l  U n its  

concerned . 

i i ) . R elevan t  ru les  a re  co rrec t ly  fo l low ed  w h ile  p rocess ing  such  cases before 

the  sam e  be ing  sen t  to  A ccoun ts  O ff ice  fo r  paym en t.  

 

13 . In  the  case  o f  in spec t ion  o f  H ea lth  U n it s , the  in spec t ing  o ff ic ia l  shou ld  check  

w he the r  te s t  check  a t  p resc r ibed  schedu les  on  P la t  F o rm  s ta l ls  (ca te r ing  i tem s)  

a re  done  by  the  H ea lth  In spec to r /A D M O  and  necessa ry  reco rds  m a in ta ined  a t  

the ir  end . 

14 . A part  f rom  the  above  checks , the  fo l low ing  aspec ts  shou ld  a lso  be  seen  du r ing  

in spec t ion :  

i ) . P riv i lege  passes , E D P , M ed ica l  P asses  issued  to  the  pa t ien ts .  

i i ) . S ta ff  quar te rs .  

i i i ) . L eave  reco rds . 

iv ) . O vert im e /N D A  reco rds  

v ) . S coo te r /C yc le  s tand  con trac t  i f  any .  

v i) . D epu ta t ion  o f  doc to r  on  s tudy  leave .  

v i i ) . H onora r ium /F ee  if  any  rece ive d  by  doc to rs  e tc .  

 

315 .  IN S P E C T IO N  O F  E D U C A T IO N A L  IN S T IT U T IO N S   IN D E X  

 (R A IL W A Y   C O L L E G E S ,  S C H O O L S ): - 

T he  H ead  Q uar te rs  a s  w e ll  a s  D iv is iona l  A ccoun ts  O ff ice  shou ld  under take  as  

pa r t  o f  the ir  in spec t ion  p rog ram m e, the  in spec t ion  o f  R a ilw ay  D egree  C o llege  

(H qrs . on ly )  Jun io r  co l leges  and  schoo ls .  T he  fo l low ing  i tem s  shou ld  be  seen  

espec ia l ly  du r ing  in spec t ion  o f  accoun ts  o f  the  R a ilw ay  S choo ls  in  add it ion  to  

the  i tem s  com m on  to  a l l  the  o ff ices .  S im ila r  checks  shou ld  a lso  be  exe rc ise d  in 

re spec t  o f  N on -R a ilw ay  schoo ls  i f  they  a re  in  re ce ip t  o f  G ran ts - in -a id  f rom  the  

R a ilw ay  A dm in is tra t ion .  

 

1 . C A S H  B O O K :  

T he  m ain tenance  o f  C ash  B ook , R ece ip ts  and  P aym en ts  shou ld  be  checked.  The 
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C ash  B ook  shou ld  be  c lo sed  da i ly  and  a t te s ted  by  the  P r inc ipa l  o r  H ead  M aste r  

i .e . H ead  o f  the  In s t i tu t ion .  T he  C ash  B ook  shou ld  have  been  reconc iled  w ith  

B ank  P ass  B ook  and  the re  shou ld  no t  be  any  va r ia t ion .  

 

2 . S P E C IA L  F E E  A N D  T U IT IO N  F E E :  

I t  shou ld  be  seen  tha t :  

i ) . S pec ia l  fee  co l lec ted  f rom  the  s tuden ts  a re  a s  pe r  the  in s truc t ions  issued 

by  the  R a ilw ay  adm in is tra t ion .  

i i ) . In  case  tu i t ion  fees  a re  co l lec ted  f rom  the  s tuden ts , the  tu i t ion  fee  

co l lec ted  f rom  the  s tuden ts  shou ld  be  rem it ted  to  R a ilw ays  accoun t. The 

connec ted  M oney  R ece ip ts  a re  to  be  checked , fo r  the  am oun t rem it ted . 

i i i ) . T uit ion  F ee  and  S pec ia l  F ee  co llec ted  shou ld  ag ree  w ith  the  num ber  o f  

s tuden ts  in  the  co l lege /schoo ls  exc lud ing  those  s tu den ts  w ho  a re  

exem pted  f rom  co llec t ing  such  fees .  

 

3 . S C H O L A R  S H IP :  

S cho la r  sh ip s  rece ived  f rom  S ta te  G overnm en ts , fo r  S C /S T ,  B C  s tuden ts  should 

be  ve r if ied  to  ensu re  tha t  they  a re  p roper ly  accoun ted  and  d is tr ibu ted  to  a l l  the  

e l ig ib le  s tuden ts .  

 

4 . S P E C IA L  F E E :  

T he  spec ia l  fee  co l lec ted  f rom  the  s tuden ts  a re  au tho r ised  to  re ta in  by  the  

co l lege /schoo ls  and  the  expend itu re  shou ld  be  spen t  in  acco rdance  w ith  the  

in s truc t ions  issued  by  the  D E O  (D is tr ic t  E duca tiona l  A u tho r i t ie s )  o r  by  the  

U n ive rs i ty  in  the  case  o f  R a ilw ay  C o lleges .   T he  am oun ts  spen t  fo r  va r ious  

ac t iv i t ie s  v iz ., S po r ts , L ab , P a ren ts -T eachers  A ssoc ia t ion  e tc . shou ld  be checked 

to  ensu re  tha t  sepa ra te  accoun ts  a re  m a in ta ined , and  the  expend itu re  ag ree  w ith 

the  vouchers  fo r  each  transac t ion .  

 

5 . G R A N T S -IN -A ID : 

In  the  case  o f  R a ilw ay  C o lleges , i t  shou ld  be  seen  tha t  the  'U G C ' G ran t  rece ived 

has  been  p roper ly  u t i l ised  fo r  the  spec if ic  ac t iv i ty  fo r  w h ich  i t  w as  g ran ted . The 

reco rds  exc lu s ive ly  m a in ta ined  fo r  th is  pu rpose  shou ld  be  checked .  
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6 . M IS C . C A S H  :  

A s  the  R a ilw ay  schoo ls  and  co lleges  a re  m a in ta ined  by  the  R a ilw ay  

A dm in is tra t ion , the  schoo ls  p rem ises  shou ld  no t  be  u t i l ised  fo r  any  o the r  

pu rposes  un less  i t  is  au tho r ised .  L icence  fee  co l lec ted  if  any , fo r  h ir ing  the  

p rem ises  shou ld  be  rem it ted  to  R a ilw ays .  S uch  in s tances  i f  any  shou ld  be  

checked . 

7 . U T IL IS A T IO N  O F  F U N D S :  

A par t  f rom  spec ia l  fee  co l lec ted  f rom  the  s tuden ts , E duca tiona l  in s t i tu t ions  a re 

sanc tioned  funds  f rom  R a ilw ay  B udge t , funds  f rom  W om en 's  O rgan iza t ion  e tc.  

T he  in spec t ing  o ff ic ia l  shou ld  check  the  u t i l isa t ion  o f  such  funds , and  the  

accoun ts . 

8 . T he  pe rfo rm ance  o f  the  schoo l/co l lege  w ith  re fe rence  to  the  s tuden ts  s treng th  

and  pass  pe rcen tage  in  d if fe ren t  exam ina tions  conduc ted  du r ing  the  academ ic  

yea r  shou ld  be  checked  in  o rde r  to  ensu re  tha t  the  in fras truc tu re  fac i l i t ie s  

p rov ided  a re  p roper ly  u t i l ised  to  ach ieve  the  in tended  benef i ts .  

 

9 . R E G IS T E R  O F  L IB R A R Y  B O O K S :  

I t  shou ld  be  seen  tha t  the  reg is te r  is  pos ted  up - to -da te  and  the  rece ip ts  have been 

co rrec t ly  accoun ted  fo r  and  p roper  sy s tem  is  adop ted  fo r  is sue  o f  B ooks  to  

s tuden ts .  N ecessa ry  recovery  has  been  m ade  f rom  the  s tuden ts  concerned  in the 

even t  o f  lo ss  o f  B o oks  issued  to  them . 

 

10 . T oo ls  and  P lan t  R eg is te rs  shou ld  be  rev iew ed  to  ensu re  tha t  a l l  i tem s  a re  

accoun ted  fo r  and  pe r iod ica l  s tock -ve r if ica t ion  ca rr ied  ou t .  

 

3 1 6 .   IN S P E C T IO N  O F  T R A IN IN G  C E N T E R S :  IN D E X  

A s a  pa r t  o f  the  in spec t ion  p rog ram m e, the  H eadquar te rs  and  D iv is iona l  

accoun ts  o ff ice  shou ld  inc lude  T ra in ing  in s t i tu t ions  in  the ir  annual program m es. 

 A ll  the  t ra in ing  in s t i tu t ions  shou ld  be  pe r iod ica l ly  in spec ted  a t  leas t  once  in  

th ree  yea rs  ( in  case  o f  sm all  in s t i tu t ions) .  T he  fo l low ing  i tem s  shou ld  be  

spec ia l ly  checked  du r ing  in spec t ion  o f  accoun ts  in  add it ion  to  the  i tem s  

com m on  to  a l l  the  un its .  
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1 . T R A IN IN G  P R O G R A M M E :  

i ) . T ra in ing  fac i l i t ie s  and  cou rses  conduc ted  du r ing  the  yea r  shou ld  be  

rev iew ed  to  see  tha t  the  t ra in ing  fac i l i t ie s  p rov ided  by  the  R a ilw ay  

A dm in is tra t ion  have  been  p roper ly  u t i l ised .  

i i ) . T he  num ber  o f  cou rses  conduc ted  and  the  a t tendance  o f  s ta ff  to  va r ious  

cou rses  shou ld  be  checked .  I f  the  s ta ff  a t tended  to  each  cou rse  is  le ss , 

the  m a tte r  shou ld  be  repo r ted  to  the  H ead  o f  the  D epar tm en t  and  

P ersonne l  B ranch . 

 

2 . T E A C H IN G  A L L O W A N C E :  

T he  num ber  o f  in s truc to rs  sanc tioned  and  ac tua l  num ber  o f  in s truc to rs  available 

shou ld  be  checked .  T each ing  a l low ance  to  the  in s truc to rs  is  adm iss ib le  on ly  to  

those  T ra in ing  C en tres  a s  spec if ie d  by  R a ilw ay  B oard .  I t  shou ld  be  seen  tha t  

T each ing  a l low ance  is  pa id  on ly  to  those  in s truc to rs  w ho  have  been  sc reened by 

the  C P O  and  pa id  on ly  to  those  w ho  w ere  on  depu ta t ion  fo r  a  pe r iod  no t  

exceed ing  f ive  yea rs .  

 

3 . C A T E R IN G  F A C IL IT IE S :  

T he  fac i l i t ie s  p ro v ided  by  the  R a ilw ay  adm in is tra t ion  to  the  tra inees for m essing  

a rrangem en ts  shou ld  be  checked .  

 

4 . T O O L S  A N D  P L A N T :  

T oo ls  and  P lan t  R eg is te r  shou ld  be  rev iew ed  fo r  p roper  accoun ta l  o f  a l l  i tem s  

inc lud ing  i tem s  p rov ided  in  the  H os te l  to  the  T ra inees .  W he the r  pe r iod ica l  

s tock  ve r if ica t ion  conduc ted  o r  no t  shou ld  be  checked .  

 

5 . L IB R A R Y  B O O K S ;  

I t  shou ld  be  seen  tha t :  

i ) . W hether  R eg is te r  is  m a in ta ined  fo r  rece ip ts  o f  a l l  B ooks  w ith  com ple te  

de ta i ls . 

i i ) . Issues  o f  B ooks  to  the  T ra inees  shou ld  have  p roper  acknow ledgem en ts .  

i i i ) . In  the  even t  o f  non -re tu rn  o f  books / lo ss  o f  books  the  cos t  o f  the  books  
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shou ld  be  recovered  f rom  the  tra inees  concerned .  

 

6 . T he  accoun ts  o f  un ifo rm , veh ic les , passes  shou ld  a lso  be  checked  du r ing  

in spec t ion . 

C  H  A  P  T  E  R   - IV  

          IN D E X  

IN S T R U C T IO N S  F O R  IN S P E C T IO N  O F   F A  &  C A O ’s  O F F IC E ,  D IV IS IO N A L  

A C C O U N T S  O F F IC E S , W O R K S H O P  A C C O U N T S  A N D  C H IE F  C A S H IE R ’s  

O F F IC E : 

 

401 . In  the  p rev ious  chap te rs , im portan t  po in ts  to  be  seen  du r ing  in spec t ions  com m on  to  a l l  

the  o ff ices  and  i tem s  spec ia l ly  re la ted  to  ind iv idua l  depar tm en ts  have  been  g iven . In  

add it ion  to  the  in spec t ion  o f  the  E xecu tive  O ff ices , a t  H ead  Q uar te rs  and  D iv i s ions  

( inc lud ing  f ie ld  un its )  the  G enera l  In spec t ion  s ta ff  o f  F A  &  C A O 's  o ff ice  should inspect 

the  o ff ice  o f   F A  &  C A O ,  S r . D iv is iona l  A c coun ts  O ff ices , W orkshop  A ccoun ts Offices 

and  C h ie f  C ash ie r‟s  O ff ice  a s  pe r  the  pe r iod ic i ty  so  as  to  see  w he the r  the  in te rna l  

check ing  func tions , m a in tenance  o f  va r ious  accoun ts , e tc . a re  be ing  exerc ised  as  pe r  

ru les  and  o rde rs  and  p rop er  reco rds  a re  kep t  up  to  da te  and  e ff ic ien t  m anner .  

 

F o r  the  gu idance  o f  in spec t ing  o ff ic ia ls , the  spec if ic  i tem s  o f  w ork  dea l t  w ith  and  a lso  

the  reco rds  m a in ta ined  by  the   A ccoun ts  O ff ices , the  ex ten t  o f  check  done  on  these  

reco rds , w h ich  a re  no t  covered  in  the  p rev ious  chap te rs  a re  de ta i led  in  th is  chap te r . The 

i tem s  have  been  g iven  sec t ion  w ise  fo r  the  conven ience  o f  the  in spec t ing  o ff ic ia ls .  

 

402 . F A  &  C A O  ’s  O F F IC E  &  D IV IS IO N A L  A C C O U N T S  O F F IC E :  

E X P E N D IT U R E  S E C T IO N : 

 

1 . E X E C U T IV E S  IM P R E S T :  

T he  pe r iod ic i ty  o f  r ecoupm en t o f  im pres t  by  va r ious  execu tives  shou ld  be  

rev iew ed , and  sugges ted  fo r  reduc tion  o r  su rren der  o f  im pres t  i f  the  

recoupm en ts  a re  no t  regu la r  and  p roper  ju s t if ica t ion  does  no t  ex is ts  fo r  the  

requ irem en t. A  genera l  rev iew  o f  na tu re  o f  expend itu re  m e t  f rom  im pres t  to see 

tha t  the  am oun t spen t  f rom  im pres t  is  reasonab le .  
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2 . M IS C E L L A N E O U S  B IL L S :  

i ) . T E L E P H O N E  B IL L S :  

I t  shou ld  be  seen  w he the r  the  te lephone  charges  on  p r iva te  accoun t  

p rov is iona lly  passed  in  the  A ccoun ts  O ff ice  a re  a l loca ted  to  M A R  'E ' 

and  c lea rance  o f  the  sam e  is  w a tched  by  ac tua l  recov ery  f rom  the  

o ff ice r 's  concerned  th rough  pay  b i l ls .  A s  pe r  ex ten t  ru les , on  res iden tial 

phone , the  pe rm iss ib le  ca l ls  a re  l im ited  to  650  b i -m on th ly .  T he  o ff icers 

them se lves  shou ld  pay  ca l ls  exceed ing  th is  l im it .  H ow ever , i f  the  ca l ls  

a re  o ff ic ia l , the  excess  ca l ls  have  to  be  regu la r ised  w ith  the  app rov a l  o f  

P H O D  and  by  A G M /G M  fo r  P H O D s.  T h is  a spec t  has  to  be  checked  by  

the  in spec t ing  o ff ic ia ls .  

 

i i ) . E L E C T R IC A L  E N E R G Y  C H A R G E S :  

I t  shou ld  be  seen  w he the r  ce r t i f ica t ion  has  been  ob ta ined  f rom  the  

E lec tr ica l  D epar tm en t  fo r  the  consum ption  o f  e lec tr ica l  ene rgy  be fo re  

pass ing   the  b i l ls .  S om e o f  the  c la im s  adm itted  shou ld  be  te s t  checked  

to  ensu re  tha t  the  ca lcu la t ions  a re  co rrec t .  In  the  case  o f  "T rac t ion ‟s  

B il ls" the  c la im s  rece ived  f rom  the  E lec tr ic i ty  B oard  shou ld  be  

com pared  w ith  the  C on trac tua l  D em and  so  as  to  ensu re  tha t  the re  is  no t  

m uch  va r ia t ion  be tw een  the  dem and  and  ac tua l  consum ption .  

 

i i i ) . W A T E R  C H A R G E S :  

I t  shou ld  be  seen  tha t  S r . D E N  concerned  has  ce r t i f ied  the  b i l l  fo r  

pu rchase  o f  w a te r  f rom  the  M etro  W ate r  W orks , M C H  e tc .  I f  

D epos i t /A dvance  a lready  pa id , i t  shou ld  be  seen  tha t  the  b i l ls  a re  passed 

y  a f te r  ad ju s tm en t  o f  the  advance /depos i t .  N ecessa ry  A gree m en ts  a re  

execu ted  and  the  cha rges  a re  reasonab le . 

 

iv ) . A D V E R T IS E M E N T  B IL L S :  

I t  shou ld  be  seen  tha t  the  cha rges  c la im ed  a re  a s  pe r  D A V P  ra tes .  

N ecessa ry  R e lease  o rde rs  is sued  by  the  P ub lic  R e la t ions  O ff ice  a re  
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ava i lab le  in  the  A ccoun ts  O ff ice , and  the  te rm s  and  cond i t ions  a re  

co rrec t ly  fo l low ed .  S om e o f  t he  b i l ls  shou ld  be  te s t  checked   to  ensu re  

tha t  adver t isem en ts  a re  g iven  to  N ew s P apers /P e r iod ica ls  w ith  w ide  

c ircu la t ion , and  copy  o f  the  pub lica t ion  enc lo sed  a long  w ith  the  c la im .  

v ) . A ll  o the r  M isc . B il ls  passed  in  the  A ccoun ts  O ff ice  shou ld  be  te s t  

check ed  to  ensu re  tha t  the  in te rna l  check  m echan ism  has  been  co rrec t ly  

app lied . 

 

3 . S U P P L IE R S  B IL L S  :-  

i ) . I t  shou ld  be  seen  tha t  necessa ry  pu rchase  o rde rs  (A ccoun ts  F o il)  a re  

ava i lab le  and  the  sam e  have  been  co rrec t ly  l inked  w h ile  pass ing  the  

S upp lie rs  B il ls .  C O 6 , C O 7  N o ., the  A m oun t adm it ted  a re  co rrec t ly  

m en tioned  on  the  reve rse  o f  the  P u rchase  O rder  and  ob ta ined  the  

s igna tu re  o f  the  A ccoun ts  O ff ice r .   I t  shou ld  a lso  be  seen  tha t  p roper  

ce r t i f ica t ion  ob ta ined  fo r  the  co rrec t  rece ip t  and  accoun ta l  o f  the  s to res  

by  the  E xecu tive  O ff ice rs  concerned  in  the  S upp lie r 's  B il l .  

 

i i ) . I f  the  B il l  passed  is  fo r  advance  paym en t, i t  shou ld  be  seen  tha t  the  b i l l  

has  been  passed  on  p roo f  o f  despa tch  o f  s to res , R ece ip t  o f  R R  e tc . and  

the  am oun t has  been  a l loca ted  to  'M isc . A dvance  R ev enue '. 

 

4 . L O C A L  P U R C H A S E S :  

I f  the  c la im  adm itted  in  the  A ccoun ts  O ff ice  is  fo r  loca l  pu rchase  o f  N on  s tock  

i tem s , i t  shou ld  be  seen  tha t  pu rchase  has  been  m ade  acco rd ing  to  the  pow ers  

ves ted  w ith  the  va r ious  D iv is iona l  O ff ice rs .  In  a l l  cases  o f  loca l  pu rcha se , fo r  

w h ich  P ay  O rders  have  been  passed , vouchers  fo r  the  am oun t spen t  shou ld  be  

sen t  to  the  accoun ts  o ff ice  fo r  reco rd .  T he  in spec t ing  o ff ic ia ls  shou ld  check  the 

w a tch  m ach ine ry  ava i lab le  in  the  A ccoun ts  O ff ice  to  ensu re  the  rece ip t  o f  

vouchers . 

 

5 . B IL L S  R E C O V E R A B L E :  

i ) . D em ands  R ecoverab le  su spense  reg is te r  requ ired  to  be  m a in tained has to 

be  rev iew ed .  I t  shou ld  be  seen  tha t  the  su spense  reg is te r  is  reconc iled  
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w ith  G enera l  B ooks  and  acc re t ion  and  c lea rance  ag ree  w ith  the  b i l ls  

reg is te rs  kep t  sepa ra te ly  fo r  each  i tem s . 

i i ) . S ID IN G S :  T he  m ain tenance  o f  s id ings  reg is te r  ind ica t ing  com ple te  

de ta i ls  fo r  a l l  the  s id ings  shou ld  be  rev iew ed .  I t  shou ld  be  seen  tha t  

in te res t  and  m ain tenance  cha rges  f rom  the  S id ing  O w ners  a re  ra ised  

pe r iod ica l ly  and  am oun t rea l ised .  

i i i ) . I t  sh ou ld  be  seen  w he the r  rev is ion  o f  in te res t  and  m ain te nance  cha rges  

has  been  done  pe r iod ica l ly  based  on  leng th  o f  the  s id ing  rounded  o ff  

nea res t  to  the  1  km . 

iv ) . A greem en ts  in  re spec t  o f  a l l  s id ings  a re  ava i lab le .  

v ) . In spec t ion  cha rges  on  s id ings  a s  pe r  the  p rov is ion  has  been  b i l led  eve ry  

yea r  and  rea l ised .  

 

6 . L E V E L  C R O S S IN G S :  

B il ls  R eg is te r  shou ld  be  rev iew ed  to  see  tha t  the  num ber  o f  leve l  c ro ss ings  fo r  

w h ich  In te res t  and  M ain tenance  cha rges  recov erab le  a re  co rrec t ly  b i l led  and  

am oun t rea l ised . 

 

7 . R E C O V E R Y  O F  L IC E N C E  F E E  O N  L A N D , C O M M E R C IA L  PLO TS ETC . 

i ) . I t  shou ld  be  seen  w he the r  p roper  reco rds  a re  m a in ta ined  in  the  Sr. DAO's 

o ff ice  fo r  the  leas ing  and  l icens ing  o f  E ng inee r ing  P lo ts , com m erc ia l  

p lo ts , e tc . fo r  w h ich  l icence  fee  is  recovera b le . 

i i ) . T he  l icence  fee  has  been  p re fe rred  co rrec t ly  (P re fe rred  by  the  E xecu tive 

and  ve r if ied  by  A ccoun ts )  and  the  am oun t due  has  been  recovered .  

i i i ) .  P e r iod ica l  rev is ion  as  pe r  in s truc t ions  o f  R a ilw ay  B oard  f rom  t im e  to  

t im e  has  been  im p lem en ted  co rrec t ly .  

iv ) . P ena l  in te res t  have  been  lev ied  w h erever  paym en ts  a re  m ade  be la ted ly .  

 

 

8 . C O S T  O F  S T A F F :  

I t  shou ld  be  seen  tha t  P e rsonne l  B ranch  has  co rrec t ly  p re fe rred  the  cos t  o f  

R a ilw ay  s ta ff  em p loyed  on  s id ings  and  b i l ls  have  been  sen t  to  the  pa r t ie s  

concerned  fo r  paym en t.  T he  ou ts tand ing  am oun ts   a re  rea l ised  co rrec t ly   a s  per 
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the  reco rds  m a in ta ined  in  the  A ccoun ts  O ff ice .  

 

9 . R E N T  O N  B U IL D IN G S :  

i ) . I t  shou ld  be  seen  w he the r  the  ren t  on  bu ild ings  leased /l icensed  to private 

pa r t ie s , G overnm en t D epar tm en ts , W elfa re  O rgan isa t ions , co -opera tive 

soc ie t ie s  e tc ., h ave  been  co rrec t ly  b i l led  and  the  am oun ts  rea l ised .  

i i ) . T he  reco rds  a re  m a in ta ined  p roper ly  to  w a tch  the  rea l iza t ion  o f  the  dues 

shou ld  a lso  been  checked  by  the  in spec t ion  team .  

 

10 . R E C O V E R Y  O F  W A T E R , E L E C T R IC IT Y  A N D  O T H E R  C H A R G E S :  

I t  shou ld  be  seen  tha t  b i l ls  h ave  been  p re fe rred  co rrec t ly  f rom  a l l  the  pa r t ie s  

v iz ., G R P , P .F . S ta l ls , W elfa re  o rgan isa t ions  e tc . and  charges  have  been  realised 

w ithou t  de lay .  N ecessa ry  reco rds  have  been  kep t  sepa ra te ly  ind iv idua l  pa r ty  

w ise . 

 

11 . R P F  -  B A N D O B U S T  D U T IE S :  

I t  shou ld  be  see n  tha t  the  am oun t due  f rom  var ious  s ta te  G overnm en ts  and  

C en tra l  M in is tr ie s  tow ards  dep loym en t o f  R P F  s ta ff  fo r  secu r i ty  pu rposes  have  

been  p re fe rred  by  the  secu r i ty  D epar tm en t  and  ve r if ied  by  A ccoun ts  O ff ice  

co rrec t ly .  T he  am oun t due  has  been  p roper ly  w a tched  fo r  i ts  rea l isa t ion .  

 

12 . D E P O S IT  W O R K S  R E G IS T E R S :  

i ) . I t  shou ld  be  seen  tha t  the  D epos i t  W orks  R eg is te rs  a re  m a in ta ined  

e ff ic ien t ly  w ith  com ple te  de ta i ls , v iz ., e s t im a ted  cos t , am oun t deposited 

w ith  M C R  de ta i ls  e tc .  

i i ) . P ostings  a re  m ade  co rrec t ly  and  reg is te r  is  ba lanced  and  recon c iled with 

D epos i t  M isc . S uspense  reg is te r .  

i i i ) . T here  a re  no  i tem s  o f  w ork  fo r  w h ich  expend itu re  is  booked  in  excess  

over  the  depos i ts , i f  the re  is  any  excess  (w ork  in  advance  s tage  and  

nea r ing  fo r  com ple t ion  e tc )  p rom pt ac t ion  has  been  taken  to  regu la r ise  

the  excess . 

 

13 . W O R K S  R E G IS T E R S :  
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T he  sy s tem  o f  s ing le  se t  o f  w orks  reg is te rs  in  open  l ine  and  doub le  se t  o f  w orks  

reg is te rs  in  cons truc t ions  un its  is  be ing  fo l low ed  in  th is  R a ilw ay .  

 

T he  respons ib i l i ty  o f  e ff ic ien t  m a in tenance  o f  W orks  R eg is te r  re s ts  w ith  the  

execu tive  s ince  i t  shou ld  se rve  as  a  u se fu l  too l  to  the  E ng inee rs  to  know  the  

f inanc ia l  p rog ress  o f  the  w ork .  A s  pe r  the  s ing le  se t  o f  w ork  reg is te rs , the  

execu tive  s ta ff  sha l l  m a in ta in  the  w ork  reg is te rs  in  the  S r . D A O 's  O ff ice  i tse l f  

under  the  superv is ion  o f  S ec t ion  O ff ice r  incharge , so  tha t  the  w ork  reg is te rs can 

be  m ain ta ined  e ff ic ien t ly  and  d isc repanc ies  can  be  so r ted  ou t  and  rec t if ied .  

 

T he  in spec t ion  o ff ic ia l  shou ld  rev iew  the  w ork  reg is te rs  to  see  tha t  sepa ra te  

w ork  reg is te r  a r e  kep t  fo r  each  w ork  o r  a t  sepa ra te  fo l io s  w ith  com ple te  de ta i ls  

v iz ., N am e o f  the  W ork , S anc tion  R efe rence , B udge t  G ran t , E s t im a ted  cos t with 

b reak -up  fo r  sub -ac t iv i ty  w ise .  I t  shou ld  be  seen  w he the r  the  book ing  o f  

expend itu re  has  been  done  co rrec t ly  to  the  app rop r ia te  head  o f  A ccoun t .     T he  

p rog ress  o f  expend itu re  shou ld  be  rev iew ed  and  com pared  w ith  e s t im a ted  cos t  

and  B udge t  p rov is ion .  I t  shou ld  be  seen  tha t  reconc il ia t ion  o f  W orks  R eg is te rs  

w ith  G enera l  B ooks  has  been  done  co rrec t ly  w ithou t  de lay .     C om ple t ion  

repo r ts  have  been  d raw n  fo r  a l l  the  com ple ted  w orks .  

 

14 . C O M P L E T IO N  R E P O R T S :  

i ) . I t  shou ld  be  seen  tha t  the re  is  no  de lay  in  d raw al o f  com ple t ion  repo r ts , 

in  re spec t  o f  a l l  com ple ted  w orks .  

i i ) . A s per  p rov is ions  o f  E ng inee r ing  C ode , i f  no  expend itu re  i s  continuously 

booked  fo r  m ore than  3  m on ths , such  w orks  shou ld  be  rev iew ed  and  

trea ted  as  'w o rks  su spended ' and  E xecu tive  adv ised  to  d raw  com ple t ion  

repo r ts .  I t  shou ld  be  seen  w he the r  any  such  cou rse  o f  ac t ion  has  been  

in i t ia ted  in  the  S r .D A O s O ff ice .  

 

15 . U N  S A N C T IO N E D  E X P E N D IT U R E :  

I t  shou ld  be  seen  tha t   

i ) . N ecessa ry  R eg is te rs  have  been  kep t  to  w a tch  the  un -sanc tioned  

expend itu re  under  ca tego r ies  (a )  W an t o f  E s t im a te  (b )  E xcess  over  



 

 90  

es t im a te  (c )  M isc . i tem s .  

i i ) . T he  R eg is te r  is  m a in ta ined  co rrec t ly  and  the  in fo rm at ion  is  co rrec t ly  

re f lec ted  the reon .  A  te s t  check  o f  w orks  R eg is te r  shou ld  be  m ade  and  

com pared  to  ensu re  a l l  ca tego r ies  o f  un -sanc tioned  expend itu re  is  

co rrec t ly  re f lec ted .  

i i i ) . P rom pt ac t ion  has  been  taken  to  regu la r ise  the  i tem s  kep t  in  the  O .I . 

R eg is te r . 

 

16 . F U E L  A C C O U N T S :  

I t  shou ld  be  seen  tha t   

i ) . T he  shed  re tu rns  have  been  rece ived  co rrec t ly  and  pos ted  in  the  reg ister.  

i i ) . P rom pt ac t ion   has  been  taken  to  regu la r ise  the  lo ss /p i lfe r age  e tc . i f  the  

lo ss  is  beyond  the  pe rm iss ib le  l im it  

i i i ) . T here  a re  no  ir regu la r  is sues  a nd  ba lances . 

iv ) . N ecessa ry  ad ju s tm en t  fo r  is sue  o f  H S D  o il  to  F o re ign  R a ilw ay  Locos has 

been  ca rr ied  ou t .  

 

17 . C A T E R IN G  A C C O U N T S :  

I t  shou ld  be  seen  tha t  

i ) . T he  requ ired  in fo rm ation  have  been  rece ived  f rom  a l l  the  ca te r ing  un its 

th rough  'D C M ' to  w ork  ou t  P ro f i t  and  L o ss  A ccoun t . 

i i ) . S r. D C M  has  been  adv ised  to  in i t ia te  ac t ion  to  w ipe  ou t/m in im ise  loss in 

re spec t  o f  ca te r ing  un its  incu rr ing  lo ss .  

i i i ) . S ta ff  D eb its :  P rom pt ac t ion  has  been  in i t ia ted  to  l iqu ida te  the  

ou ts tand ing  dues .  

iv ) . P ick  up  M ea ls :  N ecessa ry  ad ju s tm en ts  tow ards  p i ck  up  m ea ls  have  been 

ca rr ied  ou t  w ith  the  concerned  R a ilw ays .  

v ) . C on trac ts  en te red  in to  fo r  "pan try  C ars  on  Im portan t  T ra in s", 

M isce l laneous  con trac ts  v iz ., S a le  o f  Ice  C ream s in  s ta t ions , e tc . shou ld 

be  rev iew ed  to  ensu re  tha t  the  te rm s  and  cond it ions  a re  c o rrec t ly  

fo l low ed  and  annua l  l icence  fee /roya lty  a s  pe r  the  ag reem en t has  been  

pa id  co rrec t ly . 
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18 . C O N T R A C T O R 'S  L E D G E R :  

S hou ld  be  checked  as  exp la ined  under  i tem  V I o f  C hap te r  I I I .  

 

19 . C O N T R A C T O R 'S  B IL L S :  

In  add it ion  to  the  in s truc t ions  g iven  in  the  C hap te r  I I I  on  check  on  'C on trac to rs  

B il ls ‟  som e  o f  the  im portan t  a spec ts  to  be  exe rc ised  by  A ccoun ts  O ff ice  a t  the  

t im e  o f  pass ing  the  b i l ls  a re  ind ica ted  he re .  

i ) . A ll  the  cond it ions  a s  s t ipu la ted  in  the  A greem en t have  been  adhered  to   

i i ) . V aria t ions  in  quan ti t ie s  m ore  tha t  25%  had  the  sanc tion  o f  the  

com pe ten t  au tho r i ty  ( i .e . by  G M )  

i i i ) . R ecover ies  w herever  necessa ry  have  been  co rrec t ly  a ssessed  and  

recovered  in  the  b i l ls  be fo re  pass ing   

iv ) . Incom e T ax  recover ie s  a s  pe r  the  p rov is ions  has  been  recov ered  and  

a l loca ted  co rrec t ly  

v ) . N ecessa ry  budge t  p rov is ions  ex is t  and  the  am oun t adm it ted  fo r  paym ent 

has  been  co rrec t ly  en te red  in  the  con trac to r 's  ledger .  

20 . R e im bursem en t o f  M ed ica l  B il ls  shou ld  be  te s t  checked . (F A  &  C A O ‟s  O ff ice )  

 

403 .   E S T A B L IS H M E N T  S E C T IO N : - 

1 . S C A L E  C H E C K :  

T he  R eg is te r  o f  sca le  check  shou ld  be  exam ined  to  see  tha t ;  

i ) . T he  de ta i ls  o f  pos ts  such  as  ca tego ry , g rade  a re  com ple te ly  reco rded .  

i i ) . T he  num ber  o f  pos ts  sanc tioned  fo r  each  D epar tm en t  fo r  va r ious  

ca tego r ies  a re  c lea r ly  ind ica ted  aga in s t  depar tm en t  du ly  m en tion ing  the 

B ook  o f  S anc tion  re fe rence .  

i i i ) . In  the  case  o f  tem pora ry  pos ts  the  pe r iod  o f  cu rrency  is  c lea r ly  ind icated 

and  no  pos ts  a re  opera ted  w ithou t  cu rrency /beyond  the  pe rm iss ib le  

pe r iod . 

iv ) . T he  paym en t adm it ted  in  re spec t  o f  tem pora ry  pos ts  w ithou t  sanc tion , 

de ta i ls  shou ld  b e  en te red  in  the  p rov is iona l  paym en t reg is te r . P rom pt 

ac t ion  has  been  taken  in  such  cases  fo r  regu la r isa t ion  o f  the  unsanc -

t ioned  pos ts , and  regu la r ise  the  p rov is iona l  paym en ts .  

v ) . E xcess  opera t ion  o f  pos ts  i f  any , p rom pt ac t ion  has  been  taken  fo r  i ts  
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regu la r isa t ion . 

v i) . T he  de ta i ls  o f  the  unsanc tioned  pos ts  w ith  m oney  va lue  a re  co rrec t ly  

re f lec ted  in  the  'O b jec t ionab le  i tem s  R eg is te r ', under  the  ca tego ry  

"unsanc tioned  pos ts" and  in fo rm ation  fu rn ished  to  H ead  Q uar te rs .  

 

2 . S U P P L E M E N T A R Y  B IL L S :  

I t  shou ld  be  seen  tha t :  

T here  m ay  no t  be  too  m any  supp lim en ta ry  b i l ls  adm it ted  in  the  A ccounts Office.  

A ll  supp lem en ta ry  c la im s  have  been  adm itted  a f te r  reco rd ing  the  de ta i ls against 

o r ig ina l  b i l ls  and  o the r  connec ted  reco rds  so  as  to  ensu re  tha t  dup lica te  c la im  is 

no t  poss ib le . 

 

3 . C H E C K  O N  S A L A R Y  B IL L S :  

I t  shou ld  be  seen  tha t :  

i ) . T here  m ay  no t  be  any  a l te ra t ions  in  the  m echan ised  pay  b i l ls .  I f  any  

a l te ra t ions , they  a re  p roper ly  a t te s ted  and  co rrec t ions  m ade  in  a l l  

re levan t  docum en ts , and  the  co rrec t ions  a re  a t te s ted  by  the  B il l  

p rep ar ing  o ff ic ia l .  

i i ) . S a la ry  b i l ls  checked  w ith  "M em orandum  o f  d if fe rence".  

i i i ) . T A , O T , sum m ary  e tc . w h ich  have  a lready  been  ce r t i f ied  and  ava ilab le  

in  the  A ccoun ts  O ff ice  shou ld  be  c ro ss  checked  to  ensu re  tha t  on ly  the  

am oun ts  ce r t i f ied  a re  inc luded  in  the  sa l a ry . 

iv ) . A ccom pan im en ts  to  sa la ry  b i l ls  a re  sen t  to  the  concerned  sec t ion  fo r  

necessa ry  ac t ion .  

v ) . T here  a re  no  cases  o f  H R A  a llow ed  and  ren t  recovered . R ecover ies  no t  

m ade  tow ards  E lec tr ica l  ene rgy , w a te r , geyse r , e tc . bu t  ren t  recovery  

m ade . 

v i) .  R ecover ies  tow ards , G r oup  in su rance , P ro fess iona l  T ax , P rov ident fund 

e tc . a re  m ade  co rrec t ly .  

v i i ) . A lloca t ion  has  been  co rrec t ly , g iven  and  if  the  cha rges  a re  to  be  

transfe rred  to  ano the r  un it , the  sam e  has  been  done  im m ed i a te ly  a f te r  

pass ing  o f  the  sa la ry  b i l l .  
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4 . D IE T  C H A R G E S :  

A s  pe r  the  rev ised  in s truc t ions , D ie t  cha rges  due  f rom  the  em p loyees  a re  

d irec t ly  fed  in to  the  com pu te r  by  P ersonne l  B ranch , based  on  the  adv ice  

rece ived  f rom  the  M ed ica l  D epar tm en t .  

 

T he  A ccoun ts  O ff ice  du r ing  in te rna l  check  shou ld  ensu re  tha t  the  cha rges  

m en tioned  in  the  b i l l  have  been  co rrec t ly  recovered  acco rd ing  to  the  pay  range  

o f  the  em p loyee . T he  accoun ts  fo i l  o f  the  b i l ls  rece ived  f rom  the  M ed ica l  

D epar tm en t  has  been  f i led  p roper ly  and  the re  is  no  b reak  up  in  the  con tinu ity  of 

se r ia l  num ber . 

 

In  the  c ase  o f  i tem s , w h ich  a re  ou ts tand ing  fo r  recovery , ac t ion  has  been  taken  

by  the  b i l l -d raw ing  un it  to  l iqu ida te  the  ou ts tand ing .  

 

5 . A D V A N C E  O F  T A :  

I t  shou ld  be  seen  tha t   

( i )  N ecessa ry  reg is te rs  have  been  kep t  D epar tm en t  w ise  and  pos t ings  a re  

m ade  im m ed ia te ly  a f t e r  the  c la im  is  adm it ted .  

( i i )  T he  advance  is  recovered  im m ed ia te ly  in  the  subsequen t  m on th  and  the  

de ta i ls  o f  recover ie s  pos ted  co rrec t ly .  

( i i i )  T here  is  no  de lay  in  recovery .  

 

6 . R E C O V E R Y  O F  E L E C T R IC A L  E N E R G Y  C H A R G E S :  

( i )  A s per  the  s im p lif ied  p rocedu re  o f  recovery  o f  E le c tr ica l  C harges , the  

ave rage  cha rges  o f  b i l ls  based  on  the  p rev ious  6  m on ths  ac tua l  

consum ption  w il l  be  the  bas is  o f  recovery  fo r  the  subsequen t  6  m on ths .  

E xcess /S ho rt  recovery  if  any  has  to  be  ad ju s ted  once  in  s ix  m on ths .  A  

te s t  check  shou ld  be  exe rc ise d  on  th is . 

( i i )  In  o rde r  to  ensu re  tha t  e lec tr ica l  ene rgy  charges  have  been  recovered  

f rom  a l l  the  re s iden tia l  bu ild ings , the  e lec tr ica l  ene rgy  adv ice  rece ived  

the  'D E E ' has  to  be  com pared  w ith  ren t  ro l ls .  T h is  i tem  o f  w ork  has  to  

be  te s t  checked . 

( i i i )  I t  shou ld  be  seen  tha t  p roper  ac t ion  has  been  taken  w ith  the  E lec tr ica l  
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D epar tm en t  and  P ersonne l  B ranch  in  case  o f  non -recovery /abnorm al low 

recovery  o f  cha rges .  

 

7 . C H E C K  O N  L P C S :  

I t  shou ld  be  seen  tha t  w he the r  a  reg is te r  o f  L P C s has  been  m ain tained for:  

i ) . O utw ard   L P C s fo r  em p loyees  t ransfe rred  to  o the r  accoun ting  un its  and   

i i ) . Inw ard  L P C s fo r  em p loyees  t ransfe rred  f rom  o the r  A ccoun ting  U n its .  

i i i ) . I t  shou ld  be  seen  w he the r  the  P .F . sec t ion  and  suspense  sec t ion  has  

p roper ly  no ted  the  transfe rs  o f  s ta ff .  

iv ) . S om e o f  the  ou tw ard  L P C s, shou ld  be  te s t  checked  w ith  su s pense  

accoun t  and  recovery  reg is te r  to  ensu re  tha t  the  ou ts tand ing  /recover ie s  

a re  co rrec t ly  reco rded .  S im ila r ly  in  the  case  o f  inw ard  L P C s i t  shou ld be 

te s t  checked  and  seen  tha t  the  ou ts tand ing  dues  v iz ., F es t iva l  advanc e , 

advance  o f  pay , e tc . a re  co r rec t ly  no ted  and  im p lem en ted  fo r  recovery .  

v ) . A s per  L P C , i f  the  em p loyee  had  re ta ined  the  R a ilw ay  Q uar te r  a t  the  

p rev ious  p lace  o f  w ork ing , ren t /dam aged  ren t  has  been  m ade  as  pe r  rules 

t i l l  the  R a ilw ay  quar te r  is  vaca ted .  

 

8 . IN C R E M E N T  R E G IS T E R :  

F o r  d raw al o f  inc rem en t to  G aze tted  O ff ice r , m em orandum  has  to  be  issued  by  

the  P e rsonne l  D epar tm en t  and  ce r t i f ied  by  A ccoun ts  O ff ice .  T he  co rrec t  d raw al 

o f  inc rem en t to  o ff ice rs  and  s ta ff  has  to  be  te s t  checked .  

 

9 . S A L A R Y  A U D IT  L E D G E R :  

S a la ry  A ud it  L edger  fo r  the  G aze tted  O ff ice rs  is  m a in ta ined  w ith  com ple te  

de ta i ls  S a la ry  d raw n  and  recover ie s  m ade  a re  pos ted  co rrec t ly  eve ry  m on th .  

 

10 . C A D R E  R E V IE W :  

I t  shou ld  be  seen  tha t  necessa ry  cad re  reg is te r  fo r  G aze tted  O ff ice rs  o f  each  

D epar tm en t  is  m a in ta ined  and  the  pos ts  opera ted  fo r  w h ich  sa la ry  d raw n  every  

m on th  is  com pared  w ith  sanc tion . C ad re  rev iew  is  done  e ffec t ive ly  and  se rv ice  

reco rds  o f  the  o ff ice rs  a re  fu rn ished  to  H eadquar te rs  and  R a ilw ay  B oard  pe r iod -

ica l ly . 
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11 . R E N T  R O L L S :  

B il l  d raw ing  un its  have  to  p repare  in  the  m on th  o f  A pri l  eve ry  yea r  "R en t  R o ll" 

s ta tem en t and  subm itted  to  A ccoun ts  O ff ice .  T h is  s ta tem en t has  to  be  checked  

w ith  "L is t  o f  B u ild ings" in  the  A ccoun ts  O ff ice  in  o rde r  to  ensu re  tha t  ren t , 

e lec tr ica l  cha rges , w a te r  and  o the r  ch a rges  a re  recovered  f rom  a l l  the  re s idential 

bu ild ings .  T h is  a spec t  shou ld  be  te s t  checked  by  the  in spec t ing  o ff ic ia l .  

 

12 . C H E C K  O F  O V E R  T IM E , N IG H T  D U T Y  A L L O W A N C E  A N D  O T H E R  

C L A IM S :  

S om e o f  the  c la im s  adm itted  in  the  in te rna l  check  tow ards  O T , N D A , N H A , 

B D A , e tc . shou ld  be  te s t  checked  in  o rde r  to  ensu re  tha t  the  c la im s  a re  p roper  

and  adm iss ib le  a s  pe r  ru les .  In  re spec t  o f  "O T " a l low ance  e tc . the  c la im  is  

p re -checked  and  necessa ry  suppo rt ing  vouchers  (Jou rna ls )  a re  enc lo sed  a long  

w ith  the  c la im .  T he  c la im  a dm itted  a re  co rrec t ly  reco rded  in  the  R eg is te r  kep t  

fo r  th is  pu rpose  so  as  to  p reven t  dup lica te  c la im .  

13 . F O R E IG N  S E R V IC E  C O N T R IB U T IIO N S :  

I t  shou ld  be  seen  tha t   

i ) . P roper  R eg is te r  is  kep t  du ly  ind ica t ing  the  de ta i ls  o f  em p loyees  w ho  

w ere  on  depu ta t ion  in  Ind ia  and  A broad  f rom  w hom  'F S C ' cha rges  a re  

m ade . 

i i ) . C harges  due  tow ard  leave  sa la ry  pens ionary  con tr ibu tions , em p loyees  

con tr ibu tion  tow ards  P .F . e tc . a re  co rrec t ly  b i l led  and  rea l ised .  W herever 

the  c la im  has  to  be  m ade  by  the  R a ilw ay  such  c la im s  a re  p re fe rred  

co rrec t ly  and  am oun t rea l ised .  

 

S U S P E N S E  S E C T IO N :  

404 . (a )   E xcep t  fe s t iva l  advance  su spense  A ccoun t  has  to  be  m a in ta ined  fo r  o the r  

advances  separa te ly  v iz ., H B A , S coo te r , F an , B i -cyc le , M o to r  C ar , P C , Advance 

o f  P ay  e tc . T he  su spense  reg is te rs  shou ld  be  reconc iled  w ith  G enera l  B ooks  

m on th ly . T he  fo l low ing  im portan t  a spec ts  shou ld  be  looked  in  to  w h ile   

rev iew ing  the  su spense  R eg is te r .  

i ) . R eg is te rs  a re  pos ted  and  ba lanced  every  m on th .  
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i i ) . T here  is  no  de lay  in  reconc il ia t ion .  

i i i ) . T he  en tr ie s  m ade  in  the  R eg is te rs  have  com pl e te  de ta i ls , v iz ., JV  N o ., 

T k t  N o ., N am e, D es igna tion , and  P .F . N o . e tc .  

iv ) . T here  a re  no  ir regu la r  i tem s , and  recover ie s  a re  fo r thcom ing  regu la r ly  

w ithou t  any  b reak . 

v ) . E ffec t ive  ac t ion  is  taken  fo r  c lea rance  o f  o ld  ou ts tand ing  i tem s .  

v i) . T he  reg is te rs  a re  rev iew ed  p roper ly  and  the  pos i t ion  is  co rrec t ly  

re f lec ted  in  the  "M P R " and  H a lf -yea r ly  rev iew  o f  su spense  ba lances .  

 

(b )  R E C O V E R Y  O F  IN T E R E S T :  

i ) . I t  shou ld  be  seen  tha t  sepa ra te  w a tch  reg is te rs  a re  kep t  fo r  recovery  o f  

in te res t . 

i i ) . In te res t  recovery  com m enced  im m ed ia te ly  on  com ple t ion  o f  p r inc ipa l  

am oun t. 

i i i ) . In te res t  ca lcu la t ion  shee ts  f rom  the  P e rsonne l  B ranch  a re   rece ived  3  

m on ths  be fo re  com ple t ion  o f  the  p r inc ipa l  am oun t and  ce r t i f ied  by  

accoun ts . 

(c )  I f  the  m a in tenance  o f  su spense  A ccoun ts  is  com pu te r ised , i t  shou ld  be  seen  that 

the  m on th ly  ledgers  a re  b rough t  ou t  co rrec t ly  and  con tinu ity  is  m a in ta ined  t i l l  

recover ie s  a re  com ple ted .  

I t  shou ld  a lso  be  seen  tha t  im m ed ia te ly  on  com ple t ion  o f  la s t  recovery  tow ards  

p r inc ipa l , the  ledger  accoun t  is  c lo sed  and  separa te  accoun t  is  opened  fo r  

w a tch ing  the  in te res t .  

 

E xcep tiona l  repo r t  is  genera ted  eve ry  m on th  to  ind ica te  i tem s  w ithou t  recovery, 

i r regu la r  recovery  e tc .  

 

S U S P E N S E  (E X P E N D T IT U R E ) :      

405 .   (a )  R ev iew  o f  S uspense  ba lance  o f  M A R (x) , D epos i t   M isc . , M A C . A par t   

                                    f rom  pos t ings  and   reconc il ia t ion , ind iv idua l  i tem s    appear ing   in    the   

                                    su spense   reg is te rs  shou ld  be  rev iew ed .  Im portan t  i tem s  to  be  looked  

in to   

                                    a re  ind ica ted  he re  under .  
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M A R  (X ) :  

i ) . A dvance  paym en t to  con trac to rs .  

i i ) . A dvance  paym en t to  supp lie rs .  

i i i ) . R isk  and  cos t  i tem s . 

iv ) . M isc . advances . 

v ) . P rov is iona l  paym en ts  pend ing  ad ju s tm en ts  e tc .  

(b )  M IS C . A D V A N C E S  C A P IT A L :  

  G arm en t A ccoun ts , F ue l  A ccoun ts  e tc .  

(c )  D E P O S IT  M IS C : 

i ) . D epos i t  w orks . 

i i ) . E M D  and  S ecu r i ty  D epos i t .  

i i i ) . M isc . D epos i ts  (D epos i ts  m ade  to  E lec tr ic i ty  B oard , 'D O T ', 

M un ic ipa l i ty  fo r  w a te r  supp ly  e tc .  

 

(d )  M isc . A d van ces  (E s tab lishm en t) :  

i ) . F unera l  A dvance . 

i i ) . C ash  A w ards  e tc .  A s  pe r  R a ilw ay  B oard  

L r .N o .99 /A C -III /31 /8 /S C R  D t. 3 /5 /2000  C ash  A w ards  shou ld  be 

d irec t ly  cha rged  to  the  dem and  concerned  in  w h ich  budge t  is  

p rov ided .  H ow ever  the  rece ip t  o f  p roper  acqu it tance  shou ld  be  

ve r if ied  du r ing  in spec t ion . 

            

P R O V ID E N T  F U N D  S E C T IO N :  

406 . 1 . P os t ings  and  reconc il ia t ion :   I t  shou ld  be  seen  tha t  :  

i ) . T he  m on th ly  ledgers  a re  b rough t  ou t  th rough  E D P M  or  P C  w ithou t  

de lay . 

i i ) . E xcep tiona l  repo r ts  b rough t  ou t  th rough  com pu te r  a re  a t tended  to  

im m ed ia te ly  and  m is takes  rec t if ied .  

i i i ) . T he  m on th ly  P F  ledgers  have  com ple te  de ta i ls  v iz ., s ta tu s  o f  loan  

recovery , ba lance  due , w hen  la s t  loan  taken , tem pora ry  o r  f ina l  

w ithd raw al e tc .  

iv ) . T he  pos t ings  in  the  P .F . ledgers  shou ld  be  te s t  checked  to  ensu re  tha t  

the re  is  no  de lay  in  recovery  o f  T em pora ry  advance , and  the  am oun t 
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adm it ted  fo r  w ithd raw al is  co rrec t  and  app lic ab le  a s  pe r  ru les .  

v ) . S O  (A ) a t te s ts  the  open ing  ba lance  b rough t  fo rw ard  in  the  „A C S ‟ ledger  

and  the  open ing  ba lance  is  w ri t ten  in  w ords  and  f igu res .  

v i) . S om e o f  the  P .F . app lica t ions  p rocessed  in  the  P .F . sec t ion  shou ld  be test 

checked  to  see  tha t  the  am oun t is  co rrec t  and  re levan t  ru les  a re  fo l lowed 

co rrec t ly .  N O  P .F . app lica t ion  is  p rocessed  w ithou t  su ff ic ien t  c red it  

ba lance  ava i lab le  a s  pe r  A ccoun ts  O ff ice  reco rds  and  no t  based  on  

P ersonne l  B ranch  ce r t i f ica t ion .  

v i i ) . T here  shou ld  no t  be  any  de lay  in  reconc il ia t ion  and  the  c lo s ing  ba lance  

is  suppo rted  by  de ta i ls .  

v i i i ) . T he  d if fe rence  in  reconc il ia t ion  is  ad ju s ted  w ithou t  de lay .  

ix ) . P roper  back  up  fac i l i t ie s  ex is ts  fo r  sa fe ty  and  p rese rva t ion  o f  da tas .  

 

2 . R E G IS T E R  O F  U N P O S T E D  IT E M S  A N D  L E D G E R  A C C O U N T S :  

I t  shou ld  be  seen  w he the r  these  reg is te rs  a re  m a in ta ined  p roper ly  and  p rom pt 

ac t ion  taken  fo r  c lea rance  o f  the  i tem s .  

 

3 . T R A N S F E R  O F  P .F . B A L A N C E S :  

T he  reg is te rs  o f  L P C s m ain ta ined  in  the  e s tab l ishm en t sec t ion  shou ld  be  ca l led  

fo r  and  seen  tha t  the  P F  ba lances  a re  t rans fe rred  co rrec t ly  to  those  em p loyees  

w ho  have  been  transfe rred  to  o the r  un its .   S im ila r  ac t ion  is  taken  if  P F  accounts 

a re  re qu ired  to  be  ca l led  fo r  f rom  o the r  un its  in  case  o f  inw ard  trans fe rs .  P F  

sec t ion  shou ld  m ain ta in  separa te  reg is te r  fo r  th is  pu rpose  and  th is  shou ld  be  

checked . 

 

4 . P .F .N O M IN A T IO N S :  

I t  shou ld  be  seen  tha t  a l l  the  subsc r ibe rs  have  execu ted  nom ina tions  and  if  there 

is  any  de lay , the  P e rsonne l  B ranch  has  been  adv ised  su i tab ly .  

 

5 . D E P O S IT  P .F .:  

I t  shou ld  be  seen  tha t  p rom pt ac t ion  has  been  taken  to  c lea r  the  i tem s  appear ing 

in  the  ledger  and  the re  is  no  i tem s  ou ts tand ing  fo r  m ore  than  th ree  yea rs .  
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B O O K S  S E C T IO N :  

407 . 1 .  C H E Q U E S  A N D  B IL L S :  

I t  shou ld  be  seen  tha t :  

i ) . T he  p rocedu re  fo r  p repara t ion  o f  cheques  and  the  reg is te r  m a in ta ined  

shou ld  be  rev iew ed  to  ensu r e  tha t  con tinu ity  is  m a in ta ined  and  

cance lla t ion  o f  cheques , i f  any , is  co rrec t ly  re co rded  in  the  reg is te r .  

i i ) . R econc il ia t ion  o f  cheques  and  b i l ls  is  done  eve ry  m on th  and  the re  m ay  

no t  be  any  de lay . 

i i i ) . P a id  cheques  a re  p roper ly  l inked  as  pe r  the  la te s t  in s truc t ions  v iz . 

cheque  nos ., payees  nam e , am oun t e tc .  

iv ) . T he  de ta i ls  fo r  the  un  c lea red  cheques  a re  b rough t  ou t  t reas u ry  w ise  and  

p rom pt ac t ion  is  taken  fo r  c lea rance .  

v ) . T he  ba lances  a re  reconc iled  and  the re  a re  no  ir regu la r  i tem s .  

2 . R E M IT T A N C E  IN T O  B A N K S :  

N orm ally  the re  shou ld  no t  be  any  ou ts tand ing  i tem s  under  th is  su spense  head in 

the  d iv is ions  a s  a l l  the  i tem s  a re  t rans fe rred  to  re spec t ive  d iv is ions  by  

H eadquar te rs  o ff ice  im m ed ia te ly  on  rece ip t  o f  c lea rance  (c red it  sc ro l ls )  f rom  

the  foca l  po in t  banks .  I f  any  i te m s  rem ain ing  ou ts tand ing  shou ld  be  suppo rted  

by  cha llan  w ise  de ta i ls  and  inves t iga ted  fo r  c lea rance .  

 

 

3 . R E G IS T E R  O F  U N P A ID  W A G E S :  

T he  unpa id  w age  l is t  rece ived  f rom  cash  o ff ice  shou ld  be  f i led  nea t ly  and  

con tinu ity  shou ld  be  checked .  T he  reg is te r  requ ired  to  be  m a in ta ined  fo r  

pass ing  o f  un -pa id  w ages  shou ld  be  rev iew ed .  I t  shou ld  a lso  be  te s t  checked  

f rom  the  pa id  pay  b i l ls  tha t  the  am oun t rem ained  as  un -pa id  ag ree  w ith  the  

am oun t c red it ed  to  unpa id  w ages  accoun t .  T here  a re  no  i tem s  beyond  the  

pe rm iss ib le  pe r iod  and  i tem s  rem ain ing  m ore  than  th ree  yea rs  a re  t ransfe rred to 

S ta ff  B enef i t  F und  as  pe r  ex ten t  R a ilw ay  B oard 's  in s truc t ions  w ith  the  app roval 

o f  C om peten t  au tho r i ty .  

 

4 . P O S T  C H E C K  O F  P A ID  V O U C H E R S  A N D  IS S U E  O F  A C Q U IT T A N C E  

C E R T IF IC A T E :  

i ) . I t  shou ld  be  s een  tha t  the  pa id  vouchers  and  b i l ls  on  w h ich  no  m ore  
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paym en ts  can  be  m ade  a re  re tu rned  to  the  A ccoun ts  O ff ice  (books  

S ec t ion )  im m ed ia te ly  a f te r  com ple t ion  o f  30  days .  N eces sa ry post check 

is  exe rc ised  co rrec t ly  on  a l l  pa id  vouchers .  

i i ) . I t  shou ld  be  seen  tha t  the re  is  no  de lay  in  issue  o f  acqu itance  ce r t i f ica te . 

T he  ce r t i f ica te  is  is sued  co rrec t ly  a f te r  en su r ing  the  rece ip t  o f  a l l  pa id  

vouchers , unpa id  b i l ls  and  reconc il ing  the  am oun t passed  fo r  paym en t 

du r ing  the  m on th  fo r  w h ich  acqu itance  is  is sued .  

 

5 . P A P E R  S E C U R IT IE S  A N D  G U A R A N T E E  B O N D S :  

I t  shou ld  be  seen  tha t :  

i ) . P roper  a rrangem en ts  ex is t  fo r  sa fe  cus tody  o f  the  paper  secu r i t ie s .  

i i ) .  N ecessa ry  R eg is te r  is  m a in ta ined  separa te ly  fo r  F D R s and  G uaran tee  

B onds  and  a l l  re levan t  de ta i ls  a re  fu rn ished .  

i i i ) . P rom pt ac t ion  i s  taken  fo r  renew al o f  F D R s and  G B s, w e ll  in  advance  

be fo re  the  exp iry  da te .  

 

P E N S IO N  S E C T IO N :  

408 .   I t  shou ld  be  seen  tha t :   

i ) . T here  m ay  no t  be  any  de lay  in  issue  o f  P P O s.  

i i ) . A  few  cases  o f  P P O s (N orm al re t i rem en t and  'O N R ')  shou ld  be  te s t  

checked  to  see  tha t  a l l  requ ired  de ta i ls  a re  ava i lab le  and  qua lify ing  

se rv ice  is  co rrec t ly  ce r t i f ied , leave  accoun ts  ava i l ab le  and  checked  

p roper ly , recover ie s  to  be  ad ju s ted  f rom  the  se t t lem en t a re  co rrec t ly  

done  e tc ., 

i i i ) . T he  reg is te r  o f  w ithhe ld  am oun t f rom  se t t lem en t shou ld  be  r ev iew ed  to  

see  tha t  p roper  ac t ion  is  taken  to  c lea r  a l l  the  i tem s .  

iv ) . G rievances  f rom  pens ioners  a re  a t tended  to  and  rep lie s  sen t  to  the  

pens ioners  p rom ptly .  

 

B U D G E T  S E C T IO N  

409 .   I t  shou ld  be  seen  tha t :   

i ) . T he  p rog ress  o f  expend itu re  is  p roper ly  regu la ted  w ith  B ud ge t  Grant and 

spend ing  l im it  and  necessa ry  ac t ion  taken  w ith  the  execu tives  i f  the  

p rog ress  o f  expend itu re  is  m ore  than  the  G ran t .  
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i i ) . B ook ing  o f  expend itu re  under  va r ious  D em ands  shou ld  be  te s t  checked  

f rom  the  con tro ls  to  see  tha t  no  expend itu re  is  booked  w i thou t  G ran t , 

i r regu la r  book ing  e tc .  

 

IN S P E C T IO N  S E C T IO N  

410 .   i )  I t  shou ld  be  seen  tha t  the  in spec t ion  as  p rog ram m ed  and  app roved  have   

  b een   ca rr ied  ou t  and  the re  is  no  a rrea rs .  

 

i i )  R epo rts  have  been  issued  fo r  a l l  the  un its ‟  in spec ted  and  p rom pt ac t ion  

taken  fo r  d isposa l  o f  the  pend ing  repo r ts .  

M IS C  IT E M S  

411 .   A par t  f rom  the  above  m en tioned  i tem s  the  fo l low ing  i tem s  a re  a lso  need  to  be   

 checked . 

i ) . P ass  accoun ts  o f  the  A ccoun ts  S ta ff .  

i i ) . L eave  accoun ts  and  se rv ice  reco rds  o f  A ccoun ts  S ta ff  

i i i ) . C alendar  o f  R e tu rns .  

iv ) . T es t  check  R eg is te rs  o f  S ec t ion  O ff ice rs .  

v ) . A U 6 R eg is te rs  and  R eg is te r  o f  ou ts tand ing  pos i t ion  o f  pend ing  b i l ls .  

 

 

W O R K  S H O P  A C C O U N T S  

412 .   T H E  F O L L O W IN G  S P E C IF IC  IT E M S  O F  W O R K  P E R F O RM ED IN TH E 

  W O R K   S H O P  A C C O U N T S  O F F IC E  A R E   T O  B E  C H E C K E D  D U R IN G   

 IN S P E C T IO N :  

1 . R econ c il ia t ion  o f  G ate  a tten d an ce  card s  w ith  T im e  sh eets /Job  C ard s :  

A  reconc il ia t ion  be tw een  the  to ta l  num ber  o f  H ours  a s  pe r  G a te  A ttendance  on  

the  la s t  day  o f  the  m on th  and  the  to ta l  num ber  o f  hou rs  a s  pe r  t im e  book ing  

docum en ts  pe r  labou r  fo r  va r ious  jobs  pe rfo rm ed  du r ing  a  m on th  shou ld  be  

b rough t  ou t  in  re spec t  o f  each  shop  by  W A O 's  o ff ice  eve ry  m on th  to  ensu re  that 

the re  m ay  no t  be  m uch  d if fe rence  be tw een  paym en ts  and  a l loca t ion .  A bnorm al 

d if fe rence  shou ld  be  inves t iga ted .  W he the r  the  reconc il ia t ion  ca rr ied  ou t  a s  

requ ired  and  resu lts  pu t  up  to  W ork  S hop  A ccoun ts  O ff ice r  shou ld  be  seen  

du r ing  in spec t ion . 

 

2 . R E V IE W  O F  W O R K  O R D E R S :  

I t  shou ld  be  seen  tha t :  

i ) . T he  cop ies  o f  w ork  o rde rs  a re  be ing  rece ived  regu la r ly  f rom  the  C W M . 
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and   num bering  has  been  done  co rre c t ly . 

 

i i ) . P roper  sanc tion  has  been  ob ta ined  fo r  is sue  o f  W .O s. and  necessa ry  

funds  a re  ava i lab le , to  take  up  the  w ork  

i i i ) . N o expend itu re  is  booked  a f te r  com ple t ion  o f  W ork .  

iv ) . T here  is  no  ir regu la r  book ing  o f  expend itu re  on  W .O s.  

v ) . M onth ly  s ta tem en t o f  'W ork  O rders  co m ple ted ' is  rece ived  every  m onth 

and  a l l  expend itu re  re la t ing  to  the  W .O s. have  been  co rrec t ly  inc luded  

be fo re  com ple t ion  o f  the  w ork .  

 

 

3 . R E V IE W  O F  W O R K  S H O P  G E N E R A L  R E G IS T E R :  

W ork  S hop  G enera l  R eg is te r  is  the  bas ic  reco rd  to  b r ing  in to  accoun t  a l l  the  

expe nd itu re  incu rred  re la t ing  to  a  W ork  O rder .  T h is  a spec t  shou ld  be  rev iew ed  

to  see  tha t  a l l  w ork  show n  the re  in  a re  cu rren t .  T he  w ork  o rde rs , fo r  w h ich  no  

expend itu re  is  booked  fo r  m ore  than  th ree  m on ths , p rom pt ac t ion  is  taken  to  

adv ice  w ork  shop  in  cha rg e  fo r  com ple t ion . 

 

4 . W O R K  S H O P  M A N U F A C T U R IN G  S U S P E N S E :  

T he  ba lances  under  the  "W ork  S hop  M anufac tu r ing  su spense  accoun t" should be 

rev iew ed  to  see --  

i ) . T ha t  a l l  the  i tem s  a re  cu rren t  and  the  ba lance  cons is t  o f  no th ing  e lse  

excep t  expend itu re  on  un f in ished  jobs  o r  com ple ted  jobs  aw a it ing  

ad ju s tm en t . 

i i ) . T here  a re  no  c red it  i tem s .  

i i i ) . T he  ba lances  under  “W M S ” a re  w ith in  the  p resc r ibed  l im it  f ixed  by  

R a ilw ay  B oard  fo r  each  W ork  S hop .  

iv ) . P eriod ica l  ad ju s tm en ts  in  re spec t  o f  "over  cha rges  and  under  cha rges" 

a re  ca rr ied  ou t  regu la r ly . 

 

5 . P A IR IN G  O F  IS S U E  N O T E S , G A T E  P A S S E S  A N D  D S  8 :  

i ) . Issue  N o tes :  

I t  shou ld  be  seen  tha t  pa ir ing  is  done  co rrec t ly  be tw een  the  shop  cop ies  
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o f  the  Issue  N o tes  and  B il ls  cop ies  rece ived  w ith  the  s to res  sum m ary .  

T here  is  no  undue  de lay  in  pa ir ing  and  d isc re panc ies  i f  any  repo r ted  to  

incharge  o f  the  w orkshop .  M on th ly  pos i t ion  is  pu t  up  to  the  W ork  S hop  

A ccoun ts  O ff ice .  

i i ) . M ater ia l  G a te  P ass :  

S om e o f  the  G a te  passes  pa ired  shou ld  be  te s t  checked  to  see  tha t  

con tinu ity  is  m a in ta ined  and  re tu rnab le  i tem s  sen t  ou t  f rom  the  w ork  

shop  p rem ises  a re  separa te ly  en te red  in  a  reg is te r .  In  o rde r  to  ensu re  

tha t  the  i tem s  a re  re tu rned  to  the  re spec t ive  shops , a  te s t  check  should be 

conduc ted  in  som e  o f  the  shops .  

i i i ) . P a ir ing  o f  D S 8 :  

I t  shou ld  be  seen  tha t  shop  cop ies  o f  the  adv ice  no te  o f  re tu rned  s to res  

a re  pa ired  w ith  the  s to re  depo t  cop ies  and  the  i tem s  re tu rned  a re  

co rrec t ly  acknow ledged .  D isc repanc ies  i f  any  repo r ted  to  the  w ork shop 

incharge .  T h is  phase  o f  w ork  is  no t  in  a rrea rs .  

 

6 . IN C E N T IV E  S C H E M E :  

T he  in troduc tion  o f  in cen tive  schem e  to  the  new  un its  (w ork  shops)  has  been  

d ispensed  w ith  by  R a ilw ay  B oard .  I f  the  schem e  a lready  in  ex is tence , the  

in spec t ion  team  shou ld  rev iew  the  incu rrence  o f  expend itu re  eve ry  m on th  

tow ards  incen tive  to  see  tha t  the re  is  no  abno rm al inc re ase  tow ards  paym ent and 

the  in c rease  is  com m ensu ra te  w ith  p roduc tion .  A llow ed  t im e  is  pe r iod i ca l ly  

rev ised  as  pe r  p rov is ions  e tc .  

 

7 . S T O C K  A D JU S T M E N T  A C C O U N T  A N D  'S IN T ' A C C O U N T :  

T he  pos t ings  and  ba lances  under  'S A  A ccoun t ' and  'S IN T  A ccoun t ' shou ld  be  

rev iew ed  to  see  tha t  the  ba lances  a re  e ff ic ien t  and  suppo rted  by  de ta i ls .  T he  

ou ts tand ing  i tem s  a re  no t  m any .  

 

8 . S T O C K  S H E E T S :   

N um ber  o f  s tock  shee ts  ou ts tand ing  shou ld  be  rev iew ed  to  see  tha t  p rom pt 

ac t ion  is  taken  fo r  c lea rance  o f  pend ing  s tock  shee ts .  S to ck  ve r if ica t ion  as  

p rog ram m ed  has  been  com ple ted  and  a l l  the  un its  a s  pe r  the  pe r iod ic i ty  have  
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been  inc luded  fo r  s tock  ve r if ica t ion .  

 

9 . R E V IE W  O F  S C R A P :  

I t  shou ld  be  seen  tha t  the  ta rge t  se t  fo r  d isposa l  o f  sc rap  fo r  each  w ork  shop  is  

ach ieved  and  sc rap  iden tif ied  fo r  d isposa l  is  c lea red  in  co -o rd ina t ion  w ith stores 

depar tm en t . 

 

10 . R E V IE W  O F  M A N  P O W E R :  

T he  m anpow er  em p loyed  under  d if fe ren t  ca tego r ies  shou ld  be  rev iew ed  and  

com pared  w ith  the  ou t  tu rn .  T he  requ irem en t o f  m an  pow er  fo r  ou t  tu rn  o f  

'P O H ' o f  coaches , w agon  e tc . a s  p resc r ibed  by  R a ilw ay  B oard  shou ld  be  

com pared  w ith  the  ou t  tu rn  to  see  tha t  the re  is  no  su rp lu s  labou r .  T he  over  a l l  

ac t iv i t ie s  pe rfo rm ed  in  the  w ork  shop  shou ld  be  rev iew ed  w ith  re fe rence  to  the  

to ta l  labou r  fo rce  em p loyed  and  id le  labou r  i f  any  iden tif ied  and  sugges ted  in  

the  repo r t  to  inc rease  the  p roduc tion .  

 

11 . JO B  C O S T IN G  A N D  O U T  T U R N :  

I t  shou ld  be  seen  tha t  

i ) . T he  ta rge t  o f  ou t  tu rn  as  p resc r ibed  is  ach ieved .  I f  no t  the  reasons  

shou ld  be  ana ly sed . 

i i ) . U nit  co s t  a r r ived  fo r  'P O H ' ac t iv i t ie s  s hou ld  be  com pared  w ith  s im ila r  

w orkshops  o f  Ind ian  R a ilw ays  to  see  tha t  the  cos t  is  no t  abno rm ally  

h igh . 

i i i ) . A djus tm en t i f  any  fo r  the  ac t iv i t ie s  pe rfo rm ed  fo r  o the r  R a ilw ays , 

N on -R a ilw ay  bod ies  e tc . have  been  ad ju s ted  co rrec t ly .  

iv ) . Job  C os ting  -  I t  shou ld  genera l ly  be  rev iew ed  tha t  job  cos t ing  fo r  the  

s tock  i tem s  have  been  done  as  pe r  the  pe r iod ic i ty  and  the  p r ice  l is t  is  

changed  acco rd ing ly .  T here  is  no  abno rm al va r ia t ion  in  cos t  f rom  t im e  

to  t im e . 

 

12 . O N  C O S T ' A N D  A V E R A G E  H O U R L Y  R A T E S :  

I t  shou ld  be  seen  tha t  'S ho p  on  C os t ' and  G enera l  'O n  C os t ' cha rges  

p ropo rt iona te ly  to  be  cha rged  based  on  labou r  is  rev ised  pe r iod ica l ly .  Proform a 



 

 105  

on  cos t  budge t  is  p repared  and  inc luded  in  a l l  i tem s  o f  w orks  a s  show n  in  

M echan ica l  C ode  (P ara  703  and  731 ) .  

 

13 . A V E R A G E  H O U R L Y  R A T E S :  

I t  shou ld  be  seen  w he the r  the  ave rage  hou r ly  ra te s  has  been  w orked  separa te ly  

fo r  each  ca tego ry  o f  a r t isan  s ta ff  fo r  each  shop  once  in  6  m on ths  fo r  the  pu rpose 

o f  a l loca t ion  o f  w ork  o rde rs .  T he  d if fe rence  be tw een  the  ac tua l  am ount paid and  

the  am oun t cha rg ed  to  the  w ork  o rde rs  th rough  t im e  shee ts  ad ju s ted  to  the  

revenue  abs trac ts  pe r iod ica l ly  a s  pe r  the  p rov is ions  o f  m echan ica l  code .  

 

 

 C H IE F  C A S H IE R ’S  O F F IC E :  

413 . E S T A B L IS H M E N T  S E C T IO N  :- 

1 . S C A L E  C H E C K :  

T he  R eg is te r  o f  sca le  check  shou ld  be  exam ined  to  see  tha t ;  

i )  T he  de ta i ls  o f  pos ts  such  as  ca tego ry , g rade  a re  com ple te ly  reco rded .  

i i )  T he  num ber  o f  pos ts  sanc tioned  fo r  each  D epar tm en t  fo r  va r ious  

ca tego r ies  a re  c lea r ly  ind ica ted  aga in s t  depar tm en t  du ly  m en tion ing  the 

B ook  o f  S anc tion  re fe rence .  

i i i )  In  the  case  o f  tem po ra ry  pos ts  the  pe r iod  o f  cu rrency  is  c lea r ly  ind icated 

and  no  pos ts  a re  opera ted  w ithou t  cu rrency /beyond  the  pe rm iss ib le  

pe r iod . 

iv )  T he  paym en t adm it ted  in  re spec t  o f  tem pora ry  pos ts  w ithou t  sanc tion , 

de ta i ls  shou ld  be  en te red  in  the  p rov is iona l  paym en t reg is te r . P rom pt 

ac t ion  has  been  taken  in  such  cases  fo r  regu la r isa t ion  o f  the  unsanc -

t ioned  pos ts , and  regu la r ise  the  p rov is iona l  paym en ts .  

v )  E xcess  opera t ion  o f  pos ts  i f  any , p rom pt ac t ion  has  been  taken  fo r  i ts  

regu la r isa t ion . 

v i)  T he  de ta i ls  o f  the  unsanc tioned  p os ts  w ith  m oney  va lue  a re  co rrec t ly  

re f lec ted  in  the  'O b jec t ionab le  i tem s  R eg is te r ', under  the  ca tego ry  

"unsanc tioned  pos ts" and  in fo rm ation  fu rn ished  to  H ead  Q uar te rs .  

 

2 .        S U P P L E M E N T A R Y  B IL L S :  
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I t  shou ld  be  seen  tha t :  

T here  m ay  no t  be  too  m any  supp l em en ta ry  b i l ls  adm it ted  in  the  A ccoun ts  

O ff ice . A ll  supp lem en ta ry  c la im s  have  been  adm itted  a f te r  reco rd ing  the  details 

aga in s t  o r ig ina l  b i l ls  and  o the r  connec ted  reco rds  so  as  to  ensu re  tha t  dup lica te  

c la im  is  no t  poss ib le .  

 

3 . C H E C K  O N  S A L A R Y  B IL L S :  

I t  shou ld  be  seen  tha t :  

i )  T here  m ay  no t  be  any  a l te ra t ions  in  the  m echan ised  pay  b i l ls .  I f  the re  

a re  any  a l te ra t ions , they  a re  p roper ly  a t te s ted  and  co rrec t ions  m ade in all 

re levan t  docum en ts , and  the  B il l  p repar ing  o ff ic ia l  a t te s ts  the  

co rrec t ions . 

i i )  S a la ry  b i l l s  checked  w ith  "M em orandum  o f  d if fe rence".  

i i i )  T A , O T , sum m ary  e tc . w h ich  have  a lready  been  ce r t i f ied  and  ava ilab le  

in  the  A ccoun ts  O ff ice  shou ld  be  c ro ss  checked  to  ensu re  tha t  on ly  the  

am oun ts  ce r t i f ied  a re  inc luded  in  the  sa l a ry . 

iv )  A ccom pan im en ts  to  sa la ry  b i l ls  a re  sen t  to  the  concerned  sec t ion  fo r  

necessa ry  ac t ion .  

v )  T here  a re  no  cases  o f  H R A  a llow ed  and  ren t  recovered . R ecover ies  no t  

m ade  tow ards  E lec tr ica l  ene rgy , w a te r , geyse r , e tc . bu t  ren t  recovery  

m ade . 

v i)   R ecover ies  tow ards , G roup  in su rance , P ro fess iona l  T ax , P rov ident fund 

e tc . a re  m ade  co rrec t ly .  

v i i )  A lloca t ion  has  been  co rrec t ly , g iven  and  if  the  cha rges  a re  to  be  

transfe rred  to  ano the r  un it , the  sam e  has  been  done  im m ed i a te ly  a f te r  

pass ing  o f  the  sa la ry  b i l l .  

 

3 . D IE T  C H A R G E S :  

A s  pe r  the  rev ised  in s truc t ions , D ie t  cha rges  due  f rom  the  em p loyees  a re  

d irec t ly  fed  in to  the  com pu te r  by  P ersonne l  B ranch , based  on  the  adv ice  

rece ived  f rom  the  M ed ica l  D epar tm en t .  

 

T he  A ccoun ts  O ff ice  du r ing  in te rna l  check  shou ld  ensu re  tha t  the  cha rges  
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m en tioned  in  the  b i l l  have  been  co rrec t ly  recovered  acco rd ing  to  the  pay  range  

o f  the  em p loyee . T he  accoun ts  fo i l  o f  the  b i l ls  rece ived  f rom  the  M ed ica l  

D epar tm en t  has  been  f i led  p roper ly  and  the re  is  no  b reak  up  in  the  con tinu ity  of 

se r ia l  num ber . 

 

In  the  case  o f  i tem s , w h ich  a re  ou ts tand ing  fo r  recovery , ac t ion  has  been  taken  

by  the  b i l l -d raw ing  un it  to  l iqu ida te  the  ou ts tand ing .  

 

5 . A D V A N C E  O F  T A :  

I t  shou ld  be  seen  tha t   

i )  N ecessa ry  reg is te rs  have  been  kep t  D epar tm en t  w ise  and  pos t ings  a re  

m ade  im m ed ia te ly  a f te r  the  c la im  is  adm it ted . 

i i )  T he  advance  is  recovered  im m ed ia te ly  in  the  subsequen t  m on th  and  the  

de ta i ls  o f  recover ie s  pos ted  co rrec t ly .  

i i i )  T here  is  no  de lay  in  recovery .  

 

6 . R E C O V E R Y  O F  E L E C T R IC A L  E N E R G Y  C H A R G E S :  

i )  A s per  the  s im p lif ied  p rocedu re  o f  recovery  o f  E lec tr ica l  C harges , t he  

ave rage  cha rges  o f  b i l ls  based  on  the  p rev ious  6  m on ths  ac tua l  

consum ption  w il l  be  the  bas is  o f  recovery  fo r  the  subsequen t  6  m on ths .  

E xcess /S ho rt  recovery  if  any  has  to  be  ad ju s ted  once  in  s ix  m on ths .  A  

te s t  check  shou ld  be  exe rc ised  on  th is .  

i i )  In  o rde r  to  ensu re  tha t  e lec tr ica l  ene rgy  charges  have  been  recovered  

f rom  a l l  the  re s iden tia l  bu ild ings , the  e lec tr ica l  ene rgy  adv ice  rece ived  

the  'D E E ' has  to  be  com pared  w ith  ren t  ro l ls .  T h is  i tem  o f  w ork  has  to  

be  te s t  checked . 

i i i )  I t  shou ld  be  seen  tha t  p roper  ac t ion  has  been  taken  w ith  the  E lec tr ica l  

D epar tm en t  and  P ersonne l  B ranch  in  case  o f  non -recovery /abnorm al low 

recovery  o f  cha rges .  

 

7 . C H E C K  O N  L P C S :  

I t  shou ld  be  seen  tha t  w he the r  a  reg is te r  o f  L P C s has  been  m ain ta ined  fo r :  

i )  O utw ard   L P C s fo r  em p loyees  t r ansfe rred  to  o the r  accoun ting  un its  and   
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i i )  Inw ard  L P C s fo r  em p loyees  t ransfe rred  f rom  o the r  A ccoun ting  U n its .  

i i i )  I t  shou ld  be  seen  w he the r  the  P .F . sec t ion  and  suspense  sec t ion  has  

p roper ly  no ted  the  transfe rs  o f  s ta ff .  

iv )  S om e o f  the  ou tw ard  L P C s, shou ld  be  te s t  checked  w ith  su s pense account 

and  recovery  reg is te r  to  ensu re  tha t  the  ou ts tand ing  /recover ie s  a re  

co rrec t ly  reco rded .  S im ila r ly  in  the  case  o f  inw ard  L P C s i t  shou ld  be test 

checked  and  seen  tha t  the  ou ts tand ing  dues  v iz ., F es t iva l  advance , 

advance  o f  p ay , e tc . a re  co r rec t ly  no ted  and  im p lem en ted  fo r  recovery .  

v )  A s per  L P C , i f  the  em p loyee  had  re ta ined  the  R a ilw ay  Q uar te r  a t  the  

p rev ious  p lace  o f  w ork ing , ren t /dam aged  ren t  has  been  m ade  as  pe r  rules 

t i l l  the  R a ilw ay  quar te r  is  vaca ted .  

 

8 .       IN C R E M E N T  R E G IS T E R :  

F o r  d raw al o f  inc rem en t to  G aze tted  O ff ice r , m em orandum  has  to  be  issued  by  

the  P e rsonne l  D epar tm en t  and  ce r t i f ied  by  A ccoun ts  O ff ice .  T he  co rrec t  d raw al 

o f  inc rem en t to  o ff ice rs  and  s ta ff  has  to  be  te s t  checked .  

 

9 . S A L A R Y  A U D IT  L E D G E R :  

S a la ry  A ud it  L edger  fo r  the  G aze tted  O ff ice rs  is  m a in ta ined  w ith  com ple te  

de ta i ls  S a la ry  d raw n  and  recover ie s  m ade  a re  pos ted  co rrec t ly  eve ry  m on th .  

 

10 . C A D R E  R E V IE W :  

I t  shou ld  be  seen  tha t  necessa ry  cad re  reg is te r  fo r  G aze tted  O ff ice rs  o f  each  

D epar tm en t  is  m a in ta ined  and  the  pos ts  opera ted  fo r  w h ich  sa la ry  d raw n  every  

m on th  is  com pared  w ith  sanc tion . C ad re  rev iew  is  done  e ffec t ive ly  and  se rv ice  

reco rds  o f  the  o ff ice rs  a re  fu rn ished  to  H ead  quar te rs  and  R a ilw ay  B oard  period -

ica l ly . 

 

11 . R E N T  R O L L S :  

B il l  d raw ing  un its  have  to  p repare  in  the  m on th  o f  A pri l  eve ry  yea r  "R en t  R o ll" 

s ta tem en t and  subm itted  to  A ccoun ts  O ff ice .  T h is  s ta tem en t has  to  be  checked  

w ith  "L is t  o f  B u ild ings" in  the  A ccoun ts  O ff ice  in  o rde r  to  ensu re  tha t  ren t , 

e lec tr ica l  cha rges , w a te r  and  o t he r  cha rges  a re  recovered  f rom  a l l  the  re s idential 
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bu ild ings .  T h is  a spec t  shou ld  be  te s t  checked  by  the  in spec t ing  o ff ic ia l .  

 

12 . C H E C K  O F  O V E R  T IM E , N IG H T  D U T Y  A L L O W A N C E  A N D  O T H E R    

C L A IM S :  

S om e o f  the  c la im s  adm itted  in  the  in te rna l  check  tow ards  O T , N D A , N H A , 

B D A , e tc . shou ld  be  te s t  checked  in  o rde r  to  ensu re  tha t  the  c la im s  a re  p roper  

and  adm iss ib le  a s  pe r  ru les .  In  re spec t  o f  "O T " a l low ance  e tc . the  c la im  is  

p re -checked  and  necessa ry  suppo rt ing  vouchers  (Jou rna ls )  a re  enc lo sed  a long  

w ith  the  c la im .  T he  c la im s  adm itted  a re  co rrec t ly  reco rded  in  the  R eg is te r  kep t  

fo r  th is  pu rpose  so  as  to  p reven t  dup lica te  c la im .  

 

13 . F O R E IG N  S E R V IC E  C O N T R IB U T IIO N S :  

I t  shou ld  be  seen  tha t   

i )  P roper  R eg is te r  is  kep t  du ly  ind ica t ing  the  de ta i ls  o f  em p loyees who were 

on  d epu ta t ion  in  Ind ia  and  A broad  f rom  w hom  'F S C ' cha rges  a re  m ade .  

i i )  C harges  due  tow ard  leave  sa la ry  pens ionary  con tr ibu tions , em p loyees  

con tr ibu tion  tow ards  P .F . e tc . a re  co rrec t ly  b i l led  and  rea l ised .  W herever 

the  c la im  has  to  be  m ade  by  the  R a ilw ay  such  c la im s  a re  p re fe rred  

co rrec t ly  and  am oun t rea l ised .  

 

 

S U S P E N S E  S E C T IO N :  

414 . (a )   E xcep t  fe s t iva l  advance  su spense    A ccoun t  has  to  be  m a in ta ined        fo r    

o the r  

advances  separa te ly  v iz ., H B A , S coo te r , F an , B i -cyc le , M o to r  C ar , P C , Advance 

o f  P ay   e tc . T he  su spe nse  reg is te rs  shou ld  be  reconc iled  w ith  G enera l  B ooks  

m on th ly .   T he  fo l low ing  im portan t  a spec ts  shou ld  be  looked  in  to  

 rev iew ing   the  su spense  R eg is te r .  

 

i )  R eg is te rs  a re  pos ted  and  ba lanced  every  m on th .  

i i )  T here  is  no  de lay  in  reconc il ia t ion .  

i i i )  T he  en tr ie s  m ade  in  the  R eg is te rs  have  com ple te  de ta i ls , v iz ., JV  N o ., 

T k t  N o ., N am e, D es igna tion , and  P .F . N o . e tc .  
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iv )  T here  a re  no  ir regu la r  i tem s , and  recover ie s  a re  fo r thcom ing  regu la r ly  

w ithou t  any  b reak . 

v )  E ffec t ive  ac t ion  is  taken  fo r  c lea rance  o f  o ld  ou ts tand ing  i tem s .  

v i)  T he  reg is te rs  a re  rev iew ed  p roper ly  and  the  pos i t ion  is  co rrec t ly  

re f lec ted  in  the  "M P R " and  H a lf -yea r ly  rev iew  o f  su spense  ba lances .  

 

(b )  R E C O V E R Y  O F  IN T E R E S T :  

i )  I t  shou ld  be  seen  tha t  sepa ra te  w a tch  reg is te rs  a re  kep t  fo r  recovery  o f  

in te res t . 

i i )  In te res t  re covery  com m enced  im m ed ia te ly  on  com ple t ion  o f  p r inc ipa l  

am oun t. 

i i i )  In te res t  ca lcu la t ion  shee ts  f rom  the  P e rsonne l  B ranch  a re   rece ived  3  

m on ths  be fo re  com ple t ion  o f  the  p r inc ipa l  am oun t and  ce r t i f ied  by  

accoun ts . 

(c )  I f  the  m a in tenance  o f  su spense  A ccoun ts  is  com pu te r ised , i t  shou ld  be  seen  that 

the  m on th ly  ledgers  a re  b rough t  ou t  co rrec t ly  and  con tinu ity  is  m a in ta ined  t i l l  

recover ie s  a re  com ple ted .  

I t  shou ld  a lso  be  seen  tha t  im m ed ia te ly  on  com ple t ion  o f  la s t  recovery  tow ards  

p r inc ipa l , the  ledger  accoun t  is  c lo sed  and  separa te  accoun t  is  opened  fo r  

w a tch ing  the  in te res t .  

  

 M IS C  IT E M S :  

415  A part  f rom  the  above  m en tioned  i tem s  the  fo l low ing  i tem s  a re  a lso  need  to  be  checked.  

i )  L eave  accoun ts  and  se rv ice  reco rds  o f  s ta ff .  

i i )  C alendar  o f  R e tu rns .  

i i i )  C ash - in - trans i t  R eg is te r . 
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C  H  A  P  T  E  R   -  V  

           IN D E X

  

(A ). A U D IT  IN S P E C T IO N  R E P O R T S  :- 

 

501 . T h e  resu lts  o f  s ta tu tory  au d it  are  com m u n ica ted  th rou gh :  

i )  S pec if ic  repo r ts  o f  m ore  im portan t  and  se r ious  ir regu la r i t ie s  d iscovered  in  the  

cou rse  o f  A ud it  o f  A cco un ts , D epar tm en ta l  o ff ices  and  S ta t ion  R eco rds .  

i i )  A udit  N o tes  de ta i l ing  m ino r  i r regu la r i t ie s  d iscovered  in  the  cou rse  o f  A ud it  o f  

A ccoun ts  o ff ice  reco rds .  

i i i )  In spec t ion  R eports  show ing  the  re su l ts  o f  A ud it  o f  the  in i t ia l  reco rds  o f  

E xecu tive  o ff ices . (P a ra  801 -A I)  

 

502 . C om m unica t ion  rece ived  f rom  A ud it  re la t ing  to  the  above  w il l  be  in  the  fo rm  o f  A ud it  

N o tes , In spec t ion  R eports , S pec ia l  le t te rs  and  D ra f t  pa ras .  A ud it  N o tes  and  In spec tion  

R eports  w il l  be  in  tw o  pa r ts .  

i )  P art  I -A ud it  N o tes  w il l  de ta i l  im portan t  i r regu l a r i t ie s  no ticed  by  the  A ud it  

du r ing  the  m on th ly  te s t  aud it  o f  the  A ccoun ts  o ff ice .  

i i )  P art  I I  A ud it  N o tes  w il l  cover  m ino r  i r regu la r i t ie s .  

i i i )  P art  I  In spec t ion  R eport  w il l  show  m ajo r  i r regu la r i t ie s  no ticed  by  the  A ud it  

w h ile  in spec t ing  the  in i t ia l  reco rds  o f  E x ecu tive  o ff ices  and  P ar t  I I  w il l  show  

o the r  cases . 

iv )  S pec ia l  le t te rs  o f  spec if ic  R epo rt  m ay  dea l  w ith  im portan t  p rocedu ra l  de fec ts  

no ticed  du r ing  the  m on th ly  aud it , w h ich  the  A ud it  m ay  des ire  i t  to  be  b rough t  

th rough  spec if ic  repo r ts  to  be  sen t  to  the  E xecu t ive  O ff ice r . 

v )  A ny  case  w h ich  the  A ud it  m ay  cons ide r  to  invo lve  m ajo r  f inan c ia l  i r regu larities 

o r  p rocedu ra l  de fec ts  re su l t ing  in  in fruc tu ous  expend itu re  m ay  be  taken  up  in  

the  fo rm  o f  D ra f t  P a ras .  

 

503 . T he  P r inc ipa l  D irec to r  o f  A ud it  in  D up lica te  issues  aud it  N o tes , A ud it  In spec t ion  

R eports  and  S pec ia l  le t te rs .  In  the  case  o f  In spec t ion  R eports  one  copy  o f  the  sam e  

shou ld  be  sen t  to  the  E xecu tive  o ff ice r  w hose  o ff ice  w as  in spec ted  fo r  rem arks .  T he  

A ccoun ts  o ff ice r  w il l  exam ine  the  repo r ts  and  fu rn ish  rem arks , w h ich  shou ld  be  
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sc ru t in ised  ca re fu l ly , and  if  fu r the r  c la r if ica t ions  a re  necessa ry , th is  shou ld  be called for 

f rom  the  E xecu tive  o ff ice r  be fo re  issue  o f  f ina l  rep ly  to  A ud it  O ff ice r .  I f  the  A ud it  

O ff ice r  is sues  fu r the r  com m en ts  on  rem arks  a lready  fu rn is hed , th is  shou ld  be  dealt with 

in  the  A ccoun ts  O ff ice  independen tly  w here  poss ib le ;  i f  no t , a  re fe rence  should be m ade 

to  the  E xecu tive  O ff ice r  to  ob ta in  the  c la r if ica t ion  sough t  fo r  by  the  A ud it  O ff ice r .  

 

504 . I f  how ever , the  A ccoun ts  O ff ice r  is  unab le  to  acce p t  the  v iew s  o f  the  A ud it , he  shou ld , 

i f  reques ted  by  the  la t te r  m ake  a  re fe rence  to  the  G enera l  M anager .   H ow ever , when the 

ques t ion  is  one  o f  A ccoun ts  P rocedu re , the  m a tte r  shou ld  be  re fe rred  to  the  F inance  

D irec to ra te  o f  the  R a ilw ay  B oard .  T he  G enera l  M anager  w il l  be  reques ted  to  ob ta in  

o rde rs  o f  R a ilw ay  B oard  if  the  m a tte r  is  beyond  h is  com pe tence  to  dec ide .  W hen  

m ak ing  such  re fe rences  the  A ccoun ts  O ff ice r  shou ld  send  a  ve rba t im  copy  o f  the  A ud it 

ob jec t ion  and  s ta tem en t o f  h is  ow n  v iew s .  A ud it  N o tes  shou ld  be  p rocessed  in  the  

A ccoun ts  O ff ice  and  rep ly  issued .  

 

505 . R ep lies  to  P a r t  I  R epo rts , spec if ic  repo r ts  and  im portan t  i r regu la r i t ie s  shou ld  be  sen t  to 

the  A ud it  O ff ice r  a s  soon  as  poss ib le .  N o  fo rm al rep ly  to  A ud it  N o tes  and  In spec tion  

R eports  P a r t  I I  is  requ ired  to  be  sen t  to  the  A ud it .  T he  d isposa l  o f  such  A ud it  no tes  and 

In spec tion  R eports  shou ld  be  m ade  ava ilab le  to  the  D irec to r  o f  A ud it  w henever  

requ ired . 

 

506 . I t  is  o f   u tm ost  im portance  tha t  a l l  aud it  ob jec t ions  in  one  o r  the  o the r  fo rm  m en tioned  

in  pa ra  2  above  shou ld  be  g iven  im m ed i a te  a t ten t ion .  R a ilw ay  B oard  have  s tre ssed  the  

need  fo r  exped i t ious  d isposa l  o f  a l l  aud it  ob jec t ions  and  d irec ted  tha t  the re  m ay  no t  be  

any  ou ts tand ing  repo r ts  o f  over  3  yea rs  o ld .  B y  ensu r ing  tha t  even  a t  the  in i t ia l  s tages  

A ud it  ob jec t ions  a re  dea l t  w ith  p rom ptly  com ple te ly  and  a t  adequa te  leve l , the  need for 

A ud it  O ff ice r  tak ing  up  the  sam e  sub jec t  in  the  P r inc ipa l  O ff ice r 's  M ee ting  and  a t  

R a ilw ay  board 's  leve l  cou ld  be  reduced .  In  o rde r  to  ensu re  the ir  qu ick  d ispo sal, a proper 

reco rd  shou ld  be  m a in ta ined  in  the  A ccoun ts  O ff ice .  T he  R eg is te r , w here in  shou ld  be  

en te red  a l l  the  A ud it  N o tes , In spec t ion  R eports  and  S pec ia l  le t te rs  w ith  de ta i ls  of action 

taken , shou ld  be  pe r iod ica l ly  rev iew ed  to  see  w he the r  f ina l  rep ly  has  been  issued  in  

ind iv idua l  cases .  I f  the  ac t ion  pends  w ith  the  E xecu tive  O ff i ce r , the  O ff ice r  concerned  

shou ld  be  con tac ted  o r  add ressed  to  fu rn ish  im m ed ia te  rep ly .  I f  the  ac t ion  pends  w ith  
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the  A ccoun ts  O ff ice , the  repo r ts  shou ld  be  pu t  up  to  the  A cc oun ts  O ff ice r  w ith  rem arks 

fo r  de lay  in  the  issue  o f  rep ly .  I f  no  f ina l i ty  is  reached  even  a f te r  co rrespondence , the  

A ccoun ts  O ff ice r  shou ld  a rrange  fo r  a  t r i -pa r t i te  m ee ting  be tw een  A ccoun ts , A ud it  and 

the  E xecu tive  O ff ice r  concerned  a f te r  f ix ing  the  da t e  in  consu lta t ion  w ith  the  E xecutive 

O ff ice r  concerned  and  A ud it  O ff ice r .  T he  A ud it  O ff i ce r 's  accep tance  o f  the  rem arks  

o ffe red  du r ing  the  d iscuss ion  shou ld  be  reco rded  in  the  m inu tes  o f  the  m ee ting  and  

w here  fu r the r  c la r if ica t ions  a re  ca l led  fo r , these  shou ld  be  ob ta ined  f rom  the  Executives 

and  fu rn ished  to  the  A ud it  O ff ice r .  

 

507 . E xecu tive  O ff ice r  shou ld  a lso  m a in ta in  a  reg is te r  show ing  the  ac t ion  taken  on  each  

aud it  ob jec t ion .  T h is  reg is te r  shou ld  be  rev iew ed  by  the  E xecu tive  O ff ice r  a lso  to  

ensu re  tha t  e f fec t ive  ac t ions  have  been  taken  fo r  the  d isposa l  o f  a l l  aud it  ob jec t ions .  

T he  e ffec t iveness  o f  the  ac t ion  taken  shou ld  be  spec if i ca l ly  exam ined  by  the  A ccoun ts  

In spec t ion  s ta ff  and  de f ic ienc ies  no ticed  shou ld  be  su i tab ly  taken  up .  

 

M IN IM IZ IN G  T H E  N U M B E R  O F  O B JE C T IO N S :  

508 . T he  d ra f t  in spec t ion  repo r t  shou ld  be  d iscussed  w ith  the  E xecu tive  O ff ice r  concerned  

be fo re  m ak ing  i t  f ina l .  S uch  s teps  shou ld  a lso  be  adop ted  in  m in im is ing  the  num ber  o f 

ob jec t ions  and  a lso  reduced  unnecessa ry  w ork .   T he  fo l low ing  s t eps , the re fo re , shou ld  

be  taken  in  th is  d irec t ion .  

i ) . D raft  In spec t ion  R eport  shou ld  be  d iscussed  by  the  A ud it  O ff ice r  and  E xecutive 

O ff ice r  a f te r  the  in spec t ion  is  com ple ted .  

i i ) . A s per  ex ten t  in s truc t ions , rep l ie s  to  the  D ra f t  A ud it  R e po rts  i .e . 'D O S' should be 

sen t  to  the  A ud it  O ff ice r  w ith in  30  days  a f te r  the  in spec t ion  is  com ple ted .  T h is  

w il l  enab le  the  A ud it  to  f ina l ise  the  repo r ts  and  to  m in im ize  the  num ber  o f  

pa ras . 

i i i ) . T he  E xecu tive  O ff ice rs  a re  expec ted  to  ve r ify  the  fac ts  and  in  case  they  a re  

co rrec t  and  com ple te  they  shou ld  reco rd  the ir  accep tance  in  w ri t ing .  I f  i t  is  

o the rw ise , they  shou ld  am p lify  the  pos i t ion  to  the  A ud it  O ff ice r  in  w ri t ing  so  

tha t  the  A ud it  v iew  m ay  be  based  on  com ple te  fac ts .  

 

iv ) . In  the  case  o f  m ino r  ob jec t ions , the  E xecu tive  O ff ice r  co ncerned  shou ld  take  

rem ed ia l  ac t ion  p rom ptly  and  the  fac t  tha t  such  an  ac t ion  is  taken  shou ld  be  
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no ted  in  the  m inu tes  o f  the  d iscuss ion  so  tha t  these  ob jec t ions  m ay  no t  appear in 

the  re po r ts . 

v ) . In  rega rd  to  cases  w here  regu la r isa t ion  by  h igher  sanc tion  is  necessa ry , these  

shou ld  be  ob ta ined  qu ick ly .  In  the  even t  o f  any  de lay  in  ob ta in ing  the  sanc tion , 

the  A ud it  m ay  be  adv ised  o f  the  pos i t ion  so  tha t  they  m ay  cons ide r  the  inclusion 

o f  the  i tem  in  the  repo r t .  In  any  case , the  requ irem en t o f  h igher  sanc tion  should 

be  d iscussed  in  the  m ee ting  and  the  m a tte r  shou ld  be  se t t led .  

v i) . I f  the  A ud it  O ff ice r  has  ob jec ted  to  any  paym en t o f  recu rr ing  na tu re  and  if  the  

v iew s  a re  accep tab le  to  the  A ccoun ts  O ff ice r , he  shou ld  p lace  the  am oun t under 

ob jec t ion , the  paym en t be ing  trea ted  as  p rov is iona l  pend ing  rece ip t  o f  fo rm al 

o rde rs  f rom  h igher  au tho r i t ie s  o r  se t t lem en t o f  the  ob jec t ions  by  the  A ud it .  

 

509 . A  copy  o f  the  m inu tes  o f  d iscuss ion  he ld  be tw een  E xecu tive  O ff ice r  and  A ccoun ts  

O ff ice r  shou ld  be  fu rn ished  to  the  H eadquar te rs  o ff ice  fo r  in fo rm ation .  I t  is  the  

re spons ib i l i ty  o f  the  S r .D A O /A ccoun ts  O ff ice rs  to  ensu re  tha t  one  such  m ee ting  is  held 

eve ry  m on th . 

 

D R A F T  P A R A S :  

510 . A ll  the  im portan t  cases  com ing  to  the  no tice  o f  A ud it  w h ich  A ud it  cons ide rs  to  be  f i t  

case  fo r  inco rpo ra t i on  in  the  C  &  A G 's  R epo rt  fo r  P resen ta t ion  to  P a r l iam en t w il l  be  

b rough t  to  the  no tice  o f  R a ilw ay  adm in is tra t ion  in  the  fo rm  o f  D ra f t  P a ras .  

 

511 . A  p rocedu re  has  been  evo lved  by  the  R a ilw ay  B oard  acco rd ing  to  w h ich  be fore any item  

is  taken  as  D ra f t  P a ra , the  P r inc ipa l  D irec to r  o f  A ud it  w ou ld  genera l ly  add ress ,   D .O . 

le t te rs  to  the  H eads  o f  D epar tm en ts /F A  &  C A O  fo rw ard ing  a  s ta tem en t po in t ing  out the 

i r regu la r i t ie s  no ticed  and  ask ing  fo r  ve r if ica t ion  o f  fac ts  and  f igu res .  A  t im e  l im it  o f  

fou r  w eeks  has  been  la id  dow n  by  the  board  fo r  rep ly ing  to  these  re fe rences .  In  case , 

w here  the  ve r if ica t ion  o f  the  fac ts  and  f igu res  w ou ld  invo lve  re fe rence  to  a  num ber  o f  

d iv is ions  and  o the r  au tho r i t ie s  and  w ou ld  requ ire  m ore  t im e  fo r  ve r if ica t ion , the  P D A  

shou ld  be  add resse d  to  ex tend  the  t im e  l im it  su i tab ly .  F A  &  C A O  has  to  co -o rd ina te  

w ith  P H O D s concerned  as  w e ll  a s  R a ilw ay  B oard  fo r  speedy  d isposa l  o f  D ra f t  pa ras .  

 

512 . T his  p rocedu re  w ou ld  enab le  the  H eads  o f  D epar tm en ts /F A  &  C A O  to  devo te  adequa te 
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a t ten t ion  to  the  po in ts  ra ised  by  the  P r inc ipa l  D irec to r  o f  A ud it  and  reduce  in  a  w ay  the  

num ber  o f  fo rm al D ra f t  P a ras  to  be  issued .  I t  is  the re fo re , im portan t  tha t  adequa te  

a t ten t ion  shou ld  be  pa id  to  such  re fe rences .  

 

513 . D raft  P a ras  a re  genera l ly  on  the  ou tcom e  o f  ea r l ie r  aud it  no t es  o r  co rrespondence  f rom  

A ud it .  T o  dea l  w ith  these  d ra f t  pa ras , R a ilw ay  B oard  have  la id  dow n  p rocedu re .  

A cco rd ing  to  w h ich  P r inc ipa l  D irec to r  A ud it  w il l  p repare  d ra f t  pa ras  and  add ressed  to  

G enera l  M anager , send ing  cop ies  the reo f  to  the  R a ilw ay  B oard  (E D A ) and  the  D A I 

(R a ilw ays) .  C op ies  o f  the  D ra f t  P a ras  w il l  a lso  be  endo rsed  to  the  F A  &  C A O  and  

concerned  P H O D s.  R a ilw ay  A dm in is tra t ion  shou ld  g ive  the ir  f ina l  rep ly  a f te r  con -

su lta t ion  w ith  B oard  w ith in  a  pe r iod  o f  8  w eeks .  T he  rep ly  shou ld  be  sen t  to  the  B oard  

w ith in  5  w eeks  f rom  the  da te  o f  rece ip t  o f  A ud it  P a rag raphs  so  as  to  a l low  t im e  fo r  

fu r the r  enqu iry  and  co rrespondence  w ith in  the  overa l l  pe r iod  o f  8  w eeks  w ith in  which a 

f ina l  rep ly  has  to  be  sen t  to  the  P r inc ipa l  D irec to r  o f  A ud it .  

 

514 . K eep ing  th e  B oards  d irec t ives  in  v iew , these  d ra f t  pa ra g raphs  shou ld  be  dea l t  w ith  

p rom ptly  and  com prehens ive ly  a t  the  h ighes t  leve l  poss ib le .  A s  the  G enera l  M anager is 

requ ired  to  rep ly  to  the  D ra f t  pa ras , i t  is  necessa ry  fo r  the  P H O D s con cerned  to  

pe rsona lly  ex am ine  eve ry  de ta i l  concern ing  d ra f t  pa ras  so  tha t  rep l ie s  m ay  be  w e ll  

in fo rm ed , com ple te  and  e ffec t ive  pa r t icu la r ly  in  rega rd  to  fac ts  w h ich  m igh t  have  

in f luenced  the  au tho r i t ie s  concerned  a t  the  dec is ion  m ak ing  s tage .  A t  the  D iv is iona l  

leve l , the  D iv is io na l  R a ilw ay  M anager  shou ld  nom ina te  a  S en io r  S ca le  O ff ice r  to  

co -o rd ina te  the  co l lec t ion  o f  in fo rm a tion  a t  the  d iv is iona l  leve l .  I t  w il l  be  the  

re spons ib i l i ty  o f  the  D iv is iona l  O ff ice r  p r im ari ly  concerned  w ith  the  pa ra  to  ve r ify  the  

fac ts  and  f igu res  fu r n ished  the re in .  T he  S en io r  D iv is iona l  A ccoun ts  O ff ice r /D A O  

shou ld  a lso  g ive  h ighes t  p r io r i ty  in  rega rd  to  ve r if ica t ion  o f  fac tua l  in fo rm ation  

pe r ta in ing  to  D ra f t  pa rag raphs .  

 

515 . W hile  dea l ing  w ith  the  D ra f t  P a ras , the  fo l low ing  po in ts  shou ld  be  bo rne  in  m ind  and  

com plied  w ith  by  a l l  concerned ;  

i ) . I t  shou ld  be  ensu red  tha t  a l l  im portan t  and  pe r t inen t  fac ts  hav ing  a  d irec t  

bea r ing  on  the  case , and  the  ex tenua ting  c ircum stances , i f  any , w h ich  if  no t  

taken  cogn isance  o f  m ay  lead  to  inco rrec t  app rec ia t ion  o f  the  cas e , a re  b rough t  
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ou t  in  the  sup p lem en ta ry  rem arks  to  the  D ra f t  P a ras .  

i i ) . W hile  po in t ing  ou t  the  inaccu racy  o f  the  f igu res , the  reasons  as  to  w hy  the  

f igu res  a re  cons ide red  inco rrec t  and  w ha t  in  the  op in ion  o f  the  A dm in is tra t ion  

shou ld  be  the  co rrec t  f igu res , s hou ld  be  c lea r ly  fu rn ished .  A s  to  the  fac ts  a lso, a 

s im ila r  p rocedu re  shou ld  be  fo l low ed , fu rn ish ing  the  o rde rs , in s truc t ions , etc., if 

any  issued  on  the  sub jec t .  

i i i ) . P rocedu ra l  lap se  po in ted  ou t  shou ld  be  ve r if ied  and , i f  app roved , the  co rrec t  

p rocedu re  in t roduced .  T he  respons ib i l i ty  fo r  the  lapses  po in ted  ou t  shou ld  be  

f ixed  and  ac t ion  taken  to  p reven t  recu rrence  ind ica ted .  P rog ress  m ade regarding 

d isc ip l ina ry  ac t ion , i f  any  taken  shou ld  be  ind ica ted .  T he  c ircum stances , in  

w h ich  dev ia t ions / lapses  w ere  a l low ed  to  occu r , shou ld  be  spec ia l ly  exam ined .  

iv ) . W here  recover ie s  o r  over -paym en ts  a re  the  sub jec t  m a tte r  fo r  com m en t, ac t ion  

to  recover  the  am oun t and  the  recover ie s  m ade  so  fa r  shou ld  be  fu rn ished .  

v ) . I t  is  a lso  necessa ry  to  exam ine , w here  app licab le , the  f in an c ia l  im p lica t ions , i f  

the  A ud it  con ten tion  is  conceded .  W here  m ore  than  one  a l te rna t ive  is  poss ib le , 

the  re la t ive  econom ics  shou ld  be  gone  in to  ca re fu l ly .  

v i) . W here  necessa ry , the  po in ts  shou ld  be  d iscussed  w ith  the  L oca l  A ud it  O ff ice r , 

a long  w ith  the  A cco un ts  O ff ice r . 

v i i ) . A t every  s tage , the  a ssoc ia ted  F inance /A ccoun ts  O ff ice r  shou ld  be  consulted and 

the  D ra f t  P a ras , sc ru t in ised  con jo in t ly , the  com m en ts , e tc ., du ly  ve t ted  by  the  

A ssoc ia ted  A ccoun ts  O ff i ce r  w ith  re fe rence  to  a l l  ava i lab le  reco rds .  

v i i i ) . In  o rde r  to  b r ing  dow n  the  ou ts tand ing  D ra f t  P a ras  and  fu rn ish  sa t is fac to ry  

rem arks  to  P r inc ipa l  D irec to r  o f  A ud it , f requen t  rev iew  m ee tings  w ith  the  

concerned  H O D s shou ld  be  a r ranged . 

 

 

516 . T H E  F O L L O W IN G  T IM E T A B L E  S H O U L D  B E  O B S E R V E D  FO R DISPO SAL O F  

A U D IT  P A R A S .  

i ) . D espa tc h  o f  the  cop ies  o f  pa ras  by  the  F A  &  C A O  to  a l l  H O D s e tc . 2days  on  

rece ip t  in  A ccoun ts  O ff ice .  

i i ) . V erif ica t ion  o f  fac ts  and  f igu res  by  the  E xecu tive  O ff ice r  p r im ari ly  concerned  

w ith  pa ra  and  subm iss ion  o f  rem arks  to  F A  &  C A O   =  3  w eeks .  

i i i ) . A ssoc ia te  A ccoun ts  ve t t ing  and  sc ru t in ize  the  rem arks  o f  E xecu tive   =  1  w eek .  

iv ) . S cru tiny  and  to  ob ta in  G M 's  app rova l  =  1  w eek .  



 

 117  

v ) . F ina lisa t ion  o f  the  rep ly  and  to  ob ta in  R a ilw ay  B oard 's  ap p rova l  and  fo rwarding 

to  R a ilw ay  A dm in is tra t ion  rem arks  to  P r in c ipa l  D irec to r  o f  A ud it  =  3  w e eks . 

v i) . D iscuss ion  w ith  P D A  inc lud ing  co rrespondence , i f  any  shou ld  be  com ple ted  

w ith in  the  over  a l l  pe r iod  o f  8  w eeks .  

 

517 . A s the  overa l l  l im it  o f  8  w eeks  canno t , a t  any  ra te , be  exceeded , i t  is  necessa ry  tha t  the  

quer ie s  f rom  R a ilw ay  B oard  shou ld  be  a t tended  t o  on  'T O P  P R IO R IT Y ' bas is .  

 

(B )  A C C O U N T S  IN S P E C T IO N  R E P O R T S : - 

518 . In  pa ra  119  the  ac t ion  requ ired  to  be  taken  a f te r  the  in spec t ion  is  over  has  been  

ind ica ted .  A fte r  the  d iscuss ion  o f  the  p re l im inary  repo r t  w ith  the  H ead  o f  O ff ice  is  

com ple ted , the  in spec t i on  repo r t  shou ld  be  p repared  em body ing  a l l  i r regu la r i t ie s  and  

ob jec t ion  fo r  w h ich  no  sa t is fac to ry  exp lana tions  w ere  fo r th com ing  du r ing  the  

d iscuss ion .  T he  in spec t ion  repo r t  shou ld  be  issued  f ina l ly  a s  soon  as  poss ib le  a f te r  the  

re tu rn  o f  the  In spec t ion  p a r ty  f rom  the  in spec t ion .  I t  shou ld  be  no ted  tha t  is sue  o f  the  

repo r t  in  re spec t  o f  M ain  o ff ice , w h ich  w as  in spec ted , shou ld  no t  be  de layed  ju s t  

because  the  in spec t ion  o f  subo rd ina te  is  no t  com ple ted .  

 

519 . T he  repo r ts  shou ld  be  p repared  in  tw o  pa r ts  i .e ., P a r t  I  and  P ar t  I I .  T hese  shou ld  aga in  

be  sub -d iv ided  in to  non -P ersonne l  and  P ersonne l .  P a r t icu la r  ca re  shou ld  be  taken about 

the  lan guage  and  tone  o f  the  repo r t .  A ll  ob jec t ions  shou ld  be  s ta ted  in  s im p le  and polite 

te rm s . 

 

520 . P art - I :   T h is  shou ld  con ta in  po in ts  o f  m a jo r  im portance  on ly  w h ich  m ay  be  he ld  to  

inc lude  ob jec t ions  invo lv ing  recu rr ing  over  paym en ts  due  to  w rong  f ixa t ion  o f  pay , 

g ran t  o f  leave  and  T .A . under  a  w rong  se t  o f  ru les  e tc . and  any  o the r  i r regu la r i t ies which 

a re  requ ired  to  be  regu la r ised  under  com pe ten t  sanc tion .  T he  rem arks  fo r  ind iv idua l  

pa ras  shou ld  be  ca l led  fo r  f rom  the  H ead  o f  the  O ff ice  In spec ted .  

 

521 . P art  I I :  A ll  o the r  i tem s , w h ich  have  no t  f igu red  in  P a r t  I  shou ld  be  inc luded  in  P a r t  I I .  

T he  d isposa l  o f  pa ras  in  P a r t  I I  m ay  be  le f t  to  the  H ead  o f  O ff ice  in spec ted .  H e  shou ld  

how ever , g ive  su i tab le  rem arks  a s  to  the  ac t ion  taken  by  h im  aga in s t  each  i tem  in  the  

repo r t  be fo re  f i l ing  i t .  T he  A ccoun ts  O ff ice r  shou ld  du r ing  h is  nex t  in spec t ion , rev iew  
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the  rem arks  reco rded  on  the  E xecu ti ve  o ff ice r 's  copy  o f  the  P a r t  I I  o f  the  repo r t  and  

sa t is fy  tha t  su i tab le  ac t ion  has  been  taken  on  the  po in ts  ra ised  the re in .  

 

522 . P art  I  o f  the  In spec t ion  R eport  shou ld  be  p repared  in  T r ip l ica te .  O ne  copy  w il l  be  

re ta ined  in  the  A ccoun ts  O ff ice  a s  O ff ice  cop y  and  T w o  cop ies  sen t  to  the  im m ed ia te  

super io r  o f  the  O ff ice r  w hose  o ff ice  w as  in spec ted , w ith  a  reques t  tha t  one  copy  m ay be 

fo rw arded  to  the  H ead  o f  the  O ff ice  In spec ted  fo r  rem arks .  In  the  case  o f  D iv is iona l  

O ff ice , a l l  P a r t  I  In spec t ion  R eports  shou l d  be  sen t  to  the  d iv is iona l  o ff ice rs  pe rsonally. 

T he  o ff ice r  w hose  o ff ice  w as  in spec ted  shou ld  re tu rn  one  copy  w ith  a s  com ple te  replies 

a s  poss ib le  th rough  h is  im m ed ia te  super io r  to  the  In spec t ing  O ff ice r .  B efo re  

fo rw ard ing  the  rep l ie s , the  im m ed ia te  sup er io r  shou ld  sa t is fy  tha t  they  a re  co rrec t  and  

com ple te  and  w here  necessa ry  shou ld  have  them  am ended  o r  am p li f ied  to  avo id  further 

co rrespondence .  T he  rem arks  so  rece ived  shou ld  be  sc ru t in ised  in  the  A ccoun ts  O ff ice 

and  fu r the r  ac t ion  tha t  m ay  be  necessa ry  taken  under  the  o rde rs  o f  the  A ccoun ts Officer. 

 I f  any  cases  o f  se r ious  ir regu la r i t ie s  com e  to  l igh t  in  the  d isposa l  o f  P a r t  I  o f  the  

In spec t ion  R eports  the  de ta i ls  the reo f  shou ld  be  en te red  in  the  "R eg is te r  o f  S e r ious  

I r regu la r i t ie s" and  the  p rog ress  o f  the ir  d isposa l  ca re fu l ly  w a tched .  

 

523 . P art  I I  o f  the  In spec t ion  R eport  shou ld  be  m ade  ou t  in  dup lica te .  O ne  copy  shou ld  be  

re ta ined  as  o ff ice  copy  and  o the r  copy  sen t  d irec t  to  the  o ff ice r - in -charge  o f  the  o ff ice  

in spec ted  w ith  the  reques t  tha t  the  i r reg u la r i t ie s  po in ted  the re in  m ay  be  regu la r ised and 

the  recu rrence  o f  such  ir regu la r i t ie s  guarded  aga in s t .  A ny  i tem s  o f  ob jec t ion, which has 

a  bea r ing  on  the  w ork  o f  the  A ccoun ts  o ff ice , shou ld  be  no ted  dow n  and  pu rsued  w ith  

the  sec t ions  concerned .   

 

524 . P art  I  o f  the  In spec t ion  R eports  shou ld  o rd ina r i ly  be  seen  by  the  D y .C A O /G . /S r . D A O  

P ar t  I I  In spec t ion  R eport  need  no t  how ever  be  pu t  up  to  D y .C A O  P ar t  I  o f  the  repo rts on 

the  m a jo r  cons truc t ion  and  o the r  im portan t  o ff ices  o r  those  con ta in ing  ve ry  im portan t  

po in ts  shou ld  be  pu t  up  to  F A  &  C A O  th rough  the  D y .C A O  concerned .  

 

525 . F R A U D S  A N D  L O S S E S ;  

T he  de ta i led  ru les  lay ing  dow n  the  p rocedu re  fo l low ed : -  

a ) . In  f ix ing  and  en fo rc ing  respons ib i l i ty  fo r  lo sses ;  
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b ) . In s t i tu t ing  c r im ina l  p roceed ings  in  connec tion  w ith  em bezz le m en ts  o f  

G overnm en t m oney ;  and   

c ) . T ak ing  depar tm en ta l  ac t ion  aga in s t  the  de l inquen ts  re spons ib le  fo r  the  lo sses or 

f rauds , T he  de ta i led  in s truc t ions  a re  la id  dow n  in  C hap te r  X I  o f  the  Ind ian  

R a ilw ay  F inance  C ode  V o l. I .  W hen  a  f raud  o r  lo ss  com es  to  no tice  du r ing  an  

in spec t ion , the  na tu re  and  ex ten t  the reo f  shou ld  be  inves t iga ted  and  a  repo r t  

m ade  to  the  O ff ice r  concerned .  In  such  a  case , the  In spec t ing  O ff ic ia l  shou ld  

exe rc ise  cau tion  and  ca lm ness , avo id  exc i tem en t and  any  tendency  to exaggerate 

fac ts  o r  ju m p  a t  con c lu s ions .  H e  shou ld  on  no  accoun t  leave  the  s ta t ion  w ithout 

the  pe rm iss ion  o f  the  A ccoun ts  O ff ice r .  H e  shou ld  a lso  see  tha t  p roper  

m easu res  a re  taken  to  p reven t  access  by  the  su spec ted  pa r ty  to  the  connec ted  

books , cash  e tc .  A ny  de fa lca t ion  o r  lo ss  o f  pub lic  m oney , D epar tm en tal revenue 

o f  rece ip ts , s tam ps  s to res  o r  o the r  p roper ty  de tec ted  by  o r  repo r ted  to  the  

A ccoun ts  O ff ice r  shou ld  be  reco rded  in  the  "R E G IS T E R  O F  S E R IO U S  

IR R E G U L A R IT IE S " even  if  the  lo ss  has  been  m ade  good  by  the  pe rson  

respon s ib le .  T he  de fa lca t ion  o r  lo ss  shou ld  be  repo r ted  to  the  F A  &  C A O  and  

S ta tu to ry  A ud it .  P e t ty  cases  invo lv ing  lo sses  no t  exceed ing  R s .500  each  need  

no t , how ever  be  repo r ted  to  F A  &  C A O  o r  S ta tu to ry  A ud it  un less  the re  a re  

im portan t  fea tu res  w h ich  requ ire  de ta i led  inves t iga t ion  and  cons ide ra t ion .  

 

 

W h en  a  frau d  or  loss  com es  to  n otice , th e  A ccou n ts  O fficer  sh ou ld :  -  

526 .  a ) .  W hen  the  inves t iga t ion  is  m ade  by  the  O ff ice rs - in -charge  ca l l  fo r  a  com ple te      

 repo r t  de ta i l ing  the  na tu re  and  ex ten t  o f  the  lo ss  the  e rro r  o r  neg lec t  o f  ru les  by   

 w h ich  such  lo ss  w as  rendered  poss ib le  and  the  p rospec ts  o f  e ffec t ing  a  recovery, 

  and   

b ) . In  a l l  o the r  cases , inves t iga te  i t  fu l ly  w ith  a  v iew  to  f ix ing  ind iv idua l  

re spons ib i l i ty  and  f ind ing  ou t  w he the r  the  f raud  o r  lo ss  w as  r endered  poss ib le  

and  the  p rospec ts  o f  e ffec t ing  a  recovery , and   

c ) . In  a l l  o the r  cases , inves t iga te  i t  fu l ly  w ith  a  v iew  to  f ix ing  ind iv idua l  

re spons ib i l i ty  and  f ind ing  ou t  w he the r  the  f raud  o r  lo ss  w as  rendered possible by  

a  de fec t  in  p rocedu re  o r  v io la t ion  o f  ru les . 
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527 . T he  F A  &  C A O  shou ld  a lso  cons ide r  w he the r  adequa te  d isc i p l ina ry  ac t ion  has  been  

taken , and  if  he  cons ide rs  tha t  the  ac t ion  is  no t  adequa te , he  shou ld  b r ing  i t  to  the  notice 

o f  h igher  au tho r i ty .  In  case  o f  f raud , in  pa r t icu la r , he  shou ld  see  th a t  the  des irab i l i ty  of 

a  c r im ina l  p ro secu tion  o f  the  ind iv idua l  re spons ib le  is  cons ide red  and  com pe ten t  lega l  

adv ice  ob ta ined  on  the  ques t ion  w he the r  the  p rosecu tion  is  l ike ly  to  be  successfu l .  

 

528 . A ll  lo sses  exceed ing  R s .25 , 000  (excep t  lo sses  due  to  f lood  d am ages  and  acc iden ts )  

shou ld  be  repo r ted  to  the  R a ilw ay  B oard  in  te rm s  o f  P a ra  1102F I .  

 

R ailw ay B oard  In sp ection  R ep orts : - 

529 . In spec t ion  team  o f  R a ilw ay  B oard  pe r iod ica l ly  in spec t  A ccoun ts  O ff ices  a t  H ead  

Q uar te rs , D iv is ion  and  W ork  S hop .  T he  resu l t  o f  in sp ec t ion  w il l  be  com m un ica ted  to  

F A  &  C A O  in  the  fo rm  o f  In spec t ion  R eport .  T he  In spec tion  R eport  w il l  be  in  two parts 

i .e . P a r t  I  and  P ar t  I I .  P a r t  I  R epo rt  con ta in s  m a jo r  i r regu la r i t ie s /de f ic ienc ies  no ticed in 

the  func tions  o f  the  A ccoun ts  O f f ice , and  P ar t  I I  repo r t  inc lude  o the r  i r regu la r i t ie s .  

Im m ed ia te  and  p rom pt ac t ion  shou ld  be  taken  to  rev iew  the  sho r t  com ings  po in ted  ou t  

in  the  R epo rt  and  a f te r  tak ing  the  rem ed ia l  m easu res  and  co rrec t ive  ac t ion  to  the  

ob jec t ions , de ta i l  rem arks  on  each  pa ra  sho u ld  be  subm itted  to  F A  &  C A O 's  o ff ice  by  

the  U n it  O ff i ce rs  v iz . S r .D A O 's  and  W A O 's .  A s  pe r  the  rev ised  in s truc t ions  o f  R a ilway 

B oard  ou ts tand ing  pa ras  w he the r  P a r t  I  o r  P a r t  I I  have  to  be  c lo sed  on ly  w ith  the  

app rova l  o f  co -o rd ina t ing  H O D . 

 

O u tstan d in g P os ition  O f R ailw ay B oard  In sp ection  R ep orts   

530 . In fo rm ation  rega rd ing  ou ts tand ing  P aras  o f  R a ilw ay  B oard  In spec tion  reports separately 

fo r  each  accoun ting  un it , w ith  yea r -w ise  b reak  up  has  to  be  fu rn ished  to  R a ilw ay  B oard 

by  F A  &  C A O  every  quar te r  in  the  p res c r ibed  p ro fo rm a . 

T he  de ta i ls  o f  ou ts tand ing  pos i t ion  o f  R a ilw ay  B oard  In spec tion  R eports  a re  required to 

be  fu rn ished  so  as  to  reach  B oards  O ff ice  by  15 th  o f  the  2nd  fo l low ing  m on th .  A c tion  

taken  to  c lo se  the  o ld  ou ts tand ing  pa ras  has  to  be  fu rn ished  in  t he  rem arks  co lum n . 

 

IN S P E C T IO N  N O T E S  O F  O F F IC E R S :  

531 . G enera l  In spec t ion  a t  H ead  Q uar te rs  in  F A  &  C A O 's  o ff ice  has  to  dea l  In spec t ion Notes 

o f  'S A ' and  'JA ' G rade  O ff ice rs  o f  F A  &  C A O 's  O ff ice .  In spec t ion  N o tes  a s  and  w hen  
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rece ived  f rom  the  o ff ice rs  has  to  be  dea l t  w ith  p rom ptly .   

T he  In spec tion  N o tes  can  be  f ina l ised  a t  D y .C A O  (G ) leve l .   H ow ever , ac t ion  taken  on  

im portan t  a spec ts  po in ted  ou t  in  the  In spec t ion  N o tes  o f  S A  G rade  o ff ice rs  shou ld  be  

pu t-up  to  F A  &  C A O 's  concerned  fo r  the ir  in fo rm ation .  

T he  in spec t ion  N o tes  shou ld  be  c lo se ly  m on ito red  w ith  the  un it  o ff ice rs  and  execu tives 

concerned .  T he  ou ts tand ing  pos i t ion  shou ld  be  rev iew ed  m on th ly  and  the  pos i t ion  

shou ld  be  pu t  up  to  D y .C A O /G  per iod ica l ly .  G enera l ly , In spec t ion  N o tes  shou ld  be  

f ina l ised  w ith in  a  pe r iod  o f  s ix  m on ths , f rom  the  da te  o f  i ts  is sue .  In  the  sam e  m anner  

the  re spec t ive  D iv is ions  shou ld  dea l  w ith  the  in spec t ion  no tes  o f  D iv is iona l  A ccoun ts  

O ff ice rs . 

 

IN S P E C T IO N  R E P O R T S : 

In  the  case  o f  in spec t ion  repo r ts  fo r  the  in spec t ion  ca rr ied  ou t  by  O ff ice rs , cop ies  o f the 

repo r ts  shou ld  be  sen t  to  the  P H O D , E xecu tive  O ff ice r  w hose  o ff ice  w as  in spec ted  and  

the  A ssoc ia ted  A ccoun ts  O ff ice .  A ccoun ts  O ff ice r  in  cha rge  fo r  the  in spec t ion  sec t ion  

shou ld  ca l l  fo r  pa ra  w ise  rem arks , sc ru t in ise  the  rem ar ks  rece ived  and  pu t  up  to  D y . 

C A O /G enera l  fo r  c lo su re  o f  the  pa ras .  

F IE L D  IN S P E C T IO N  

532 . T he  in fo rm ation  rega rd ing  f ie ld  in spec t ions  ca rr ied  ou t  by  'S A ' G rade  and  'JA ' G rade  

A ccoun ts  O ff ice rs  shou ld  be  fu rn ished  to  R a ilw ay  B oard  eve ry  quar te r  in  the  prescribed  

p ro fo rm a  as  ind i ca ted  in  the  A nnexure  by  the  G enera l  In spec t ion  S ec tion  o f  F A  &  

C A O 's  o ff ice . 

 

W hile  fu rn ish ing  the  above  in fo rm ation  ca re  shou ld  be  taken  to  ind ica te  on ly  the  

im portan t  and  se r ious  ir regu la r i t ie s  po in ted -ou t  in  the  In spec t ion  N o tes  du ly  

quan tify ing  the  m oney  va lue  w herever  poss ib le .  C op ies  o f  the  in spec t ion  no tes  o f  'S A ' 

G rade  o ff ice rs  shou ld  a lso  be  enc lo sed  a long  w ith  the  above  repo r t  fo r  the  in fo rm ation  

o f  F inanc ia l  C om m iss ioner , R a ilw ay  B oard .  T he  repo r t  shou ld  reach  R a ilw ay  B oard 's  

o ff ice  be fo re  15 th  o f  the  second  fo l low ing  m on th  to  w h ich  the  repo r t  pe r ta in s .  

 

H A L F  Y E A R L Y  A R R E A R  R E P O R T S  O F  A C C O U N T S  IN S P E C T IO N :  

533 . T he  ou ts tand ing  pos i t ion  o f  A ccoun ts  in spec t ion  repo r ts  o f  over  one  yea r  o ld  

ou ts tand ing  as  on  30 th  June  and  31s t  D ecem ber  eve ry  yea r  shou ld  be  fu rn ished  to  
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R a ilw ay  B oard  by  the  G enera l  In spec t ion  o f  F A  &  C A O 's  o ff ice .  T he  repo r t  shou ld  

reach  R a ilw ay  B oard 's  o ff ice  on  o r  be fo re  Is t  A ugus t  and  Is t  F eb rua ry  eve ry  yea r .  T he  

repo r t  shou ld  be  com piled  tak ing  in to  accoun t  the  in f o rm ation  rece ived  f rom  a l l  the  

accoun ting  un its  a s  w e ll  a s  acc re t ions  and  c lea rance  o f  the  repo r ts  du r ing  the  ha lf  yea r .  

In fo rm ation  rega rd ing  D epar tm en t  w ise , yea r  w ise  b reak  up  fo r  the  ou ts tand ing  reports 

w ith  m oney  va lue  and  pe rcen tage  o f  c lea r ance  sh ou ld  be  fu rn ished .  In  o rde r  to  com pile 

and  subm it  the  repo r t  to  R a ilw ay  B oard , the  U n it  A ccoun ts  O ff ice r  v iz . F A  &  C A O/S &  

W , F A  &  C A O /C N , and  S r .D A O 's  shou ld  fu rn ish  the  de ta i ls  o f  the  ou ts tand ing  repo r ts  

pe r ta in ing  to  the ir  ju r isd ic t ion  im m ed ia te ly  a f te r  the  ha lf  yea r  pe r iod  is  com pleted.  The 

p ro fo rm a  in  w h ich  the  repo r t  is  com piled  is  ind ica ted  in  the  A n n exu re  “  E  &  F  ” .  

 

A U D IT  O B JE C T IO N S :  

534 . T he  ou ts tand ing  pos i t ion  o f  A ud it  R epo rt , A ud it  N o tes , S pec ia l  le t te rs  and  D ra f t  pa ras  

has  to  be  fu rn ished  pe r iod i ca l ly  v iz ., M on th ly , Q uar te r ly  and  H a lf -Y ear ly  by  the  

re spec t ive  accoun ting  un its  to  the  A ud it  D epar tm en t .  T he  ou ts tand ing  pos i tion has to be  

fu rn ished  in  the  p ro fo rm a  as  requ ired  by  A ud it .  A par t  f rom  fu rn ish ing  the  ou ts tand ing  

pos i t ion  o f  A ud it  ob jec t io ns  to  the  A ud it  D epar tm en t , the  U n it  A ccoun ts  O ff ice rs  a s  

w e ll  a s  H ead  Q uar te rs  G enera l  In spec t ion  S ec tion , and  o the r  sec t ions  in  F A  &  C A O 's  

o ff ice   dea l ing  w ith  A ud it  N o tes , S pec ia l  le t te rs  e tc ., has  to  fu rn ish  the  ou ts tand ing  

pos i t ion  to  G enera l  E ff ic ien cy  S ec tion  separa te ly  fo r  the  conso lida t ion  and  pu t  up  the  

pos i t ion  to  F A  &  C A O  fo r  in fo rm ation  and  rev iew .  T he  G enera l  E ff ic iency  S ec tion  o f  

F A  &  C A O 's  o ff ice  sha l l  conso lida te  and  fu rn ish  the  ou ts tand ing  pos i t ion  o f  the  Z ona l  

R a ilw ay  to  R a ilw ay  B oard  a nd  P r inc ipa l  D irec to r  o f  A ud it .  

 

C A L E N D A R  O F  R E T U R N S :  

535 . In  o rde r  to  ensu re  the  t im e ly  R ece ip t  and  d isposa l  o f  pe r iod ica l  re tu rn s  to  R a ilw ay  

B oard , H eadquar te rs  and  A ud it  D epar tm en t , the  U n it  A ccoun ts  O ff ice  a s  w e ll  a s  

S ec t ions  dea l ing  w ith  A ud it  re fe rences  i n  F A  &  C A O 's  o ff ice  shou ld  m ain ta in  a  

R eg is te r  o f  "C a lendar  o f  R e tu rns".  T he  ca lendar  o f  re tu rn  shou ld  ind ica te  w hen  the  

re tu rn  is  due , and  w hen  i t  is  com piled  and  sen t .  S epara te  pages  shou ld  be  a l lo t ted  fo r  

'Inw ard ' and  'O u tw ard ' re tu rn s .  T he  reg is te r  o f  ca lendar  o f  re tu rn s  shou ld  be  pu t  up  to  

B ranch  O ff ice r  pe r iod ica l ly .  


