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No. S-5860/X—448-50
Fyou, |
Sart B. G. RAU, 1Cs.
SECRETARY To GOVERNMENT
UtrAR PRADESH.
To
ALL SENIOR ACCOUNTS OFFICERS AND ACCOUNTS OFFICERS,

Dated Lucknow, August 32, 1950.

Subject : Duties and responsibilities of Senior Accounts Ofcer sand

Accounts Officers under the scheme for the expansion of
Finance and Accounts Organization of the Uttar Pradesh
Government.
IR, T
I am chreebed to refer to G.O. no. A-3172/X-—108-48, dated
April 26, 1948, in which it was declared that ‘the Gazetted Accounts
Officers appointed under the scheme for the expansion of the
Finance and Accounts Organization will act as Financial Control-
lears ‘in the respeetive departments to which they are posted and
that though the heads of ‘departments will continue to he respon-
sible -for the financial side of the working of the departments, the
Aceounts Officers will-be their principal assistants in that respect.
In G:O.no. 828 (AI)/X—300(7)-49, dated February 27, 1950, it
was: further elarified that the Accounts Officers were attached to
the officers of various heads of departments for ensuring proper
maintenance of accounts, conducting periodical audits and tender-
ing -financial advice on all technical points to the departmental
heads and that their duty was not to aet as drawing and. disbursing
officers of the departments. I am now:to explain in greater detail

the dptigs and responsibilies of Senior Acgounts Officers and’

Account Officers attached to various departments

2. The Senior Accounts Officers and Accounts Officers are to
perform duties not only. as Accounts Officers, but also as officers
for internal audit and they are also Financial Controllers and
Advisers .in their respeotive departments. Their duties in these
respective spheres are enumerated in the following paragraphs for
their guidance. Government expect them to study these instruc-
tions very carefully and to foilow them closely in their actions.

3. Their duties as Accounts Officers will be to supervise the
various accounts and see that they are properly maintained in
accordance with the Accounts Rules in Financial Handbooks,
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Volume V and VI, In particular, they should see that pay bills,
T. A. bills and contingent bills are properly prepared and registers
of contingent expenditure are properly maintained. In the head-
quarters’ office to which they are attached, they should at times
check the bills before they are encashed in order to satisfy them-
selves that on mistakes are committed by accountants or clerks.
In the sbubordinate offices of the department, they should at the
time of inspection test-check some -of the paid bills and should
point out to the head of the office any mistakes or irregularities
which they notice and instruct the office to avoid such mistakes in
future. They should particularly see that the contingent register
is regularly signed by the head of the office as required by the rules
They should also see that the accounts records, i.e. bills, contingent
registers, etc. are retained up to the periods prescribed for their
retention 'in the rules in Appendix XVI of Financial Handbook,
Volume V, Part I. It will be their duty to satisfy themselves that
contingent charges are incurred in accordance with the rules in
Chapter VIO of Finanecial Handbook, Volume V, Part I and to point
out to the head of the office or to the head of the department any
deviation from those rules. They should alsc see that the contin-
gent register prescribed in paragraph 173 of Financial Handbook,
Volume V, Part I and the registers of travelling allowanece prescrib-
ed in paragraph 119 of the above mentioned Book are properly
maintained and are up-to-date, In the discharge of their duties
Accounts Officers, they should examine the current accounts re-
cords in offices subordinate to them and see that the accounts rules
are followed in preparing them, maintaining them and in preserving
them. As required Ry paragraph 169 of Finaneial Handbook,
vigilance in incurring ¢ontingent charges and they should report to
Government in Finance Department through their heads of depart-
ments where proper vigilance is not exercised.

4. As Audit Officers, they will not only be responsible for the
proper observance of the accounts rules but of all other rules in
the various Pinancial Handbooks, Civil Service Regulations, etc.,
and of orders issued from time to time from Finanece Department.
For this purpose, they should maintain a collection of gll the cireu-
lar Government Orders, issued from time to time by Finance
Department and of all Government Orders issued from the admi-
njstrative department to which they are attached, containing any
general instructions of a Financial nature pertaining to that
department alone. They should see that all these orders and rules
in various Financial Handbooks, ete. are properly followed and no
financal irregularity of any sort is committed in the case of
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individual Government servants of their department or otherwisz,
In particular, they should sez that the iustruetion issuved by Govern-
ment from time to time relating to.the drawal of tr'aveiling‘
allowance, particularly road mileage allowance, are followed. Any
glaring case of non-observance of these instructions in which any
touring officer of their depzrtment may have repeatedly ignored
these instructions, should b= brought to the nctice of Government
in the Finance Department through tha head of the department.
They should see that the rules relatin? to eontingent expenditure in
Appendix X of Pinancial Handbook, Volume V., Part I are not
infringed in any office of the department under their charge.
They should also see that the vent statements of Government cwned
and leased buildings in their departments are properly maintained
‘and revised in time in accordance with the rules and rent is regu-
larly realised in accordence with the rules from the occupants of
those buildings. The work connected with the preparation of rent
statements and their quinquennial revision remains in arrears in
many offices and they should see that this dods neot happen. In de-
partment where contracts are given to private persons for the execu-
tion of works, it will be the dutv of these officers to see that the
general principles laid down in Appendix XIX of Financial Hand-
book, Volume V, Part I are ébserved by officers empowered to give
contracts and that the agreements are in the prescribed forms and
have been properly executed. It will also be the duty of these
officers as Audit Oficers to examine all ‘cases of embezzlements,
thefts, losses of Government property or stores and to advise the
head of the department about action to be taken in such cages. No
recommendation about write off of any loss should be made to
- Government without the case having been . first examined by the
Accounts Officer and all proposals submitted to Government in
this connexion should be accompained by a note of the, Accounts
Officer containing: his comments in the matter. Where the head
of the department or office is himself competent to write off aloss,
the formal sancton to the write off should similarly be accomara-
nied bz € note or certificate of the Accaunts Officers Containing his
cqm{nents and recommendations. All cases of sbandonment of
.vevenus and waiving of claims and all audit renorts from the Ae-
countant General and Examiner. Local Fund Accounts should be
exmained bv the Accounts Officers, before action is taken on them
‘bv the head of department. Thev should also see that all receints
are properly credited into Government account and where thev .
suspect that anv leakags of revenue heas ocenrred. they should noint
this out to the head of the department and svgeest remedios.  They
mav, in their eapacity as andit officers. also make a test check of
stores, where they consider unecessarv hut it shov'd he gleavly
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understood by them that stock verification will not be part of their
duties. i

5. As Financial Controller-cum-Financial Adviser, the Senjor
Accounts Officers and Accounts Officers should see that no waste-
full expenditure or expenditure which can be avoided is mcurred
in the departments to which can be avoided. The heads  of
departments should consult these officers on all matters which
involve any new expenditure or additional expenditure though
within their budget grants and those officers will advise the head
of departments or subordinate officers, whether the proposed ex-
penditure is resonable and unavoidable and whether the head of
- the department or the subordinate officers concerned is competent

to incur it without Government sanction or sanction of the higher
authority. If higher sanction is necessary, they will advise ac-
cordingly. If the Accounts Officer thinks that the propesal involv-
ing the expenditure need not be sanctioned or can be postponed
or modified in any way so as to reduce the expenditure he will
advise accordingly and if there is difference of oponion between
the head of the department and the Accounts Officer, the matter
will be discussed and thoroughly considered between them and if
even then the matter is not settled and Accounts Officer thinks
that the matter is of sufficient importance to be reported to
Government the Accounts Officers will submit a full un-official note
to Government in the Finance Department for final order.’ As
Financial Controller, Accounts Officers, will also advise the head
of department on all proposals relating to grants In-aid and- their
distribution. He will also carefully scrutinize the budget estimates
and proposals for additional funds and advise the head of the
department abolit the figures to be adopted. Tf the head or the
department does,not agree with the Account Officer, he should.
.with the budget -estimates and propossals for - additional funds,
submit a note of his Account Officer containing his views about
the figures to be adopted There is room for much improvement
in the preparation of budget estimates which at presen: gither
show large savings or require to be augmented later by additional
grants or re-aporopriations. The Accounts Officers are expected
to so examine the estimates on the basis of actual requirements
of the department that such savings or excesses may be avoided
to a great extent. They should particularly see that in the closing
months of the year expenditure for which provision does not
exist in the budget and which may lead the budget provision being
exceeded is not incurred. Any excess expenditure over budget grants
is a serious irregularity and every step should be taken to aveid .
such irregularities. The Accounts Officer should also see that’
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surrenders of savings are made to Financial Department in proper
time, .

6. The Accounts Officers will scrutinize and make their
geparate comment on all development schemes which head of
departments may submit to Government. They will in particular
note on the financial implications of these schemes and will com-
ment whether the scheme will be profitable or still run at a loss
and will give full reasons for their views. In the case of all com-
mercial undertakings they will be required to prepare quarterly
profit and loss accounts ordinarily but in such cases where it will
not be posgible to submit quarterly profit and loss accounts for
any special reasons, profit and loss accounts will he submitted for
such periods as may be required by the Finance Department.
They will also prepare such special and subsidiary accounts of
commercial undertakings as may be required by Finance Depart-
ment. The special and subsidiary also proﬁt and loss accounts
will be submitted by them to Finance Department accounts and
through the head of the department, ¥ amny commercial under-
taking shows sign of running into a loss, they will promptly bring
this ‘to the notice of the Government in the Finance Department
and will also state the reasons which in their opinion may be con-
tributing in that direction.

7. In departments to which Senior Accounts Officers are at-
tached these officers will supervise and inspect the working of all
Accounts Officers subordinate to them and see the latter perfrom
their duties according to the above instructions. In the beginning
of the year, they will prepare a programme inspections in an
intelligent manner and submit i# for the approval of Government
in the Finance #ment. They will as far as possible, carry
out this program:pSiauring the quarter of the year, but it for
any special reagglis deviations have to be made from it, these will’
be allowed by /Government in Finance Department. They will
gubmit qua.rterly reports of the working which they have done
during +thé quarter to Government in the Finance Depratment. It
will not be necessary for them to send their detailed inspection
~rotes but in their quarterly reports they should show in general
terms; what types of irregularities they have discovered and what
steps they have taken to remove them and how they are impro-
ving the financal side of their department. The quarterly report
should thus be a sort of progress report and not detailed inspec-
tion notes. The quarterly report should be submitted direct to
Government in the Finance Department but a copy of it may
also be sent to the head of the department. In departments where
there are no Senior Accounts Officers quartely reports will be sub-
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mitted by the Accounts Officers concerned. In dapartments where
genior Accounts Officers are attached, the duties of Financial Con-
troller and Financial Adviser as enumerated in paragraphs 5 and 6
above will be performed by these Senior Account Officers. Where
no Senior Aceounts Officers are attached, these duties will be per-
formed by Accounts Officers, who will also inspect by rotation
the offices of heads of departments and other subordinate offices.
They will propose & programme of inspections and submit querterly
reports to Government in the Finance Department as indicated
above.

8. The Accounts Officers and Senior ‘Accounts Ocffiers should
fully utilize the accounts staff aiready ganctioned in the offices
of heads of departments and in subordinate offices in the proper
working of the financial side of the departments to which they are
attached. ‘ : )

Yours faithfully,
B. G. RAU,
Secretary to Government,
Uttar Pradesh.

No, S-5860(1) /X—448-50

Copy forwarded to all heads of departments of the information-
and guidance with the remarks that the Government hope that they
will give their full co-operation in the quccessful working of the
procedure indicated in the above letter.

¥

) v
. No, 8-5860(2) /X~;448-5[)

"

Copy also forwarded to all departments of -‘:"‘6 Sechetariat for
information. * \

No_ S-5860(3) |X-—448-50 '

Copy also forwarded to the Accanntant Generai. - JJttar
Pradesh, for information. ' kN

No S-5860(4) /X——448-50 ,
Copy also forwarded to the Secretary +o His Excellency the
Governor, Uttar Pradesh, for information. :
By order,
D. K. JOSHI,
Under Secretary to Governmoent,
' {7ttar Pradesh.
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No. 8A-1339/X-—448.50
From,
Srr B, NARAIN, m.sc, o
-DEPUTY SECRETARY TO GOVERNMENT,
' Uttar Pradesh.
To, N
ALy ‘Heaps oF DEPARTMENTS, UTTAR PRADESH, :
. Dated Lucknow; November 12, 1952,
Subject : Duties and responsibilities of Senior Accounts Officers
-and Acounts Officers under the expansion of Finance
and Accounts Organisation of the Uttar Pradesh
Government. :
SR, . ‘ ‘
In continuation of G O. no. 8-5860,X—448-50, dated August 22,
- 1950, aﬁdrmed to. all Senior Accounts Officers and Accounts
Officers, Uttar Pradesh copy also endrosed to all Heads of Depart-
ments, for information and guidance, I"am directed to say that
Senior Accounts Officer and Accounts Officers attached to various
department of Government should not be placed incharge of cash or
receipts or payment of moneys. If any of them has been
entrusted with such 8 duty he should immediately be relieved
of this, and the work entrusted to some office of your department.

Yours faithfully,
B. NARAIN,
Deputy Secretary.
No. SA-1339(1) /X—448-50

Copy forwarded for information to all Senior Aécounts Officers
and Accounts Officers in Uttar Pradesh. '

No. 8A-1339(2) /X—448-50
Cory also f&nw‘ardéd for information to all departments of the
Secretariat, . , .
; No. SA-1339(3) /X—448-50
Cop>ialso forwarded to the Accountant General, Uttar Pradesh. !

%}hfhabad, with reference to D. 0. letter no. Exr. 0A/212, dated
~September 5,.1952, from the Examiner, outside Audit Department.
No. SA-1338(4) /X—448-50

Copy alse forwarded for information to the Secretary to
Sri Rajyapal, Uttar Pradesh, Lucknow.
By order,
B. NARAIN,
Deputy Secretary.

PSUP—AP.141 8a.Vitt, —20-10-89—(2513) —1989-~3000 (H.).
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