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GOVERNMENT OF THE PUNJAB
LocaL’ GOVERNMENT AND COMMUNITY
DEVELOPMENT DEPRTMENT

19" April, 2017

INOTIFICATION

No.SOR(LG)38-7/2017:-In exercise of powers c_:o‘nférred under section
144 of the Punjab Local Government Act 2013 (XVIII of 2013)and

after previous publication, Governar of the Puruab |s pleased to make
the following rules:

SPART=Z L . ¢ -

PRELI'VIINARY AND DEFINITIONS

i. Short title andcommencement.- (1) These rules may be
citedas the Punjab District Authorities (Accounts) Rules 2017,

(2) They shall come into force at once.
2. Deﬁmtmns -(1)In these rules:’

(2)

(b)

{c)

()

(e)

£f .

(9)

(h)

"Act” means the Punjab Local Government Act 2013
(XVIII of 2013);

“accounts officer” means Accountant General,

Punjab or, as the case’ may be the District Accounts
Officer. - j

“Accountant General, -P'u'nja.b"f means Accountant
General, Punjab Lahore responsible for maintenance
of accourits andpre-audit' of payments of a District
Authority  at = Lahere  and. - compile and.
consolidatemonthly and annual accounts of District
Authorities in the Province;

“accounts comm:tteel ‘means Public Accounts
Committee,  Special © Departmental  Accounts
Committee and Departmental Accounts Committee;

“audit and inspection re;ﬁo'rt”_-means a report of
Auditor General Department, with the observations
raised during audit of the accounts of an Authority;

“audit report” means .a 'report of the Auditor
General, Pakistan containing draft (printed) audit
parasto be considered by Public Accounts Committee
of Provincial Assembly of Punjab;

“appropriation” mears the amount provided in the
budget estimates against a detailed object or part of
that amount, placed at the disposal of a Disbursing
Officer, to.meet expenditure for a specific purpose or
on specific item; i

“bank” means State Bank of Pakistan and National

Bank of Pakistan acting as an agent of State Bank of
Pakistan; .
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)

6))
(k)

(p)

(q)
(r)

(s)
©

(w)

“budget and .accounts officer” means head of office
of budget and accounts of an Authortty,

“Chairman” means Chairperson ofl the ALithOrity;

“Chief . Executive Officer” fmeans “the Chief
ExecutiveOfficer of a District Authority;:

“collecting officer” means the officérresponsible for
estimation and realization of receipts and income of
a District Authority oran officer or an -institution
under the supervision and management of an

Autherity - and cesignated as such _'by Principal

"‘Accounting Officer (PAQ);

“current expenditure” means an: expcnd|ture which
is not development expenditure

"“District Authority” means the District Education
Authority or the District Health Authority,
established under the Act;

“development expenditure” means an expenditure
on development projects or.an expenditure on new

construction, entirely new work or' addition and:

alteration to existing work, repairs. to the newly
purchased or previously abandoned “buildings and

works in ordinarily use-.and includes’ expendature on:

human resource development;

“drawing and disbursing qfficer” means an officer,
des;gnatedas such bythe principal accountmg officer
(PAO), who prepares estimates "of expenditure and
actually incurs expenditure and makeés disbursement
of amount so withdrawn, in respect of a District
Authority, office or institution under the supervision
and management of Authority.

“Forms means the forms appelnded to the Irules;

“institution” .means an institution  of Health or
Education specified as cost centre ‘and .receives its
separate budget from the District Authorities,

“local fund” means the Fund of the Authonty,

“new: ‘accounting model” means .the model
prescribed by the Auditor General of Pakistan ‘in
terms of Article 170(1) of the Constitution of the
Islamic Republic of Pakistan, 1973 and includes the

. accounting format, forms, principles, chart of"

accounts, accounting policies, . procedures Manual
(APPM) and APPM book of Forms and any other

_materlal relatmg thereto;

“principal accounting ofﬂcer mear_{s_ the Chief
Executive; Officer of a' District Authority .responsible
for completing budget processes from formulation to

utilization in the prescribed manner and accountable - -
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to the Public Accounts Committee in respect of -
financial and budgetary matters of the District
Authority, offices and -institutions under the
management and control of the District Authority:

(v) "public account” means receipts and arount
collected by a District Authority on behalf of other
parties ‘as trust for a specaal purpose and not
available for approprlatlon

(w) ¥ Pub[|c Accounts Comm:ttee” means the Cornmlttee'
" of" Punjab Provincial Assembly for reviewing

appropriation of accounts and audlt reports of the
Authorities; :

(%) “receipt” means the cash collected by a District
Authority against- eshmates of receipt object of
code; and

(y) “rules” .means the Punjab’ '- D’istr"ictI Authorities
~ (Accounts) Rules 2016. ; |

(2) An expression used but not deflned in the rules shall have

‘same meamng as assigned to it under the Act.

PART-II Al .
CUSTODY OF LOCAL FUND, OPERATION OF BANK ACCOUNT,
MAINTENANCE OF ACCOUII\I_TSI AND FORMS

3. Custody and Operation of Local Fund and Public Account.-
(1) The local fund and public account of a District” Authority shall be
maintained in the bankand shall be operated .by the Accountant
General, Punjab at Lahore and District Accounts Officer, in a District
other than Lahore and the.cash amount of a local -fund and public

.account of a District Authorlty shall be kept in a separate’ bank’

account.

(2) The Pension Fund of local government emplovees adjusted
in the District Authorities shall be maintained in Bank of Punjab or
National Bank of Pakistan or-any other Bank approved by the
Governmentand shall be operated by the Chlef Executive Officer and
the budget and accounts officer jointly.

(3) All conditional grants shall be included in the budget and
shall be utilized in accordance with the. specified conditions.:

(4) TheDistrict Authority may or if requ;red by Government
shall, maintain a separate bank account for any special purpose and
shall beadministered, maintained andregulated as thelocal fund of a

 District Authority.

4. Mode of Payment.- (1) The mode of making payments from:
local fund of a District Authority shall be that the-p_ay_ments:-

(a) upto rupees one thousand may be made in cash;

'(b) ex'cee_din'g rupees one .thousand shall _'bg made
through crossed non-negotiable cheque;
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N (c) of salary to the staff of a District Authority shall be

- made through direct crednted system (DCS) in the1r
respective bank accounts

(d) of pension as far as possible 'shall 'be made through-

direct credited *system (DCS) in- their respective -

bank accounts

'_%r

(e) against accrued ligbilities, shall ' be made through

crossed cheques and 'the cheque shall be collected

by the payee in person or through authorized agent

or, if so desired, may be sent. through post.

(2) Ir1 case a cheque is not received by the payee or is lost or
stolen, the notice to stop payment shall be given by the accounts

officer to the concerned bank. A replacement cheque shail only be

issued to the concerned payee on receipt ofacknowledgement for non-
payment from the bank.

(3) If a pre-auditcheque is-not claimed or presented or paid
within duedateor after 30" June of the relevant financial year, it shall

be stale and a new cheque shall’ only be issued on deposit of stale

cheque by the payee to the Drawing and Dlsbursmg Officer.

" (4) The stale cheque shall be processed and marked as

‘cancelled” and presented to accounts officer for.issuing of a new-

cheque in Heu thereof and reverse entry shall be made in the relevant
books of accounts against the cheque so cancelled. :

5, Debt and investments.- (1) A District Authority shall not
obtain any debt without priorapproval of the Government.

(2)  In case of surplus amount to immediate requirements of
Pension Fund, a District Authority may: :

(a) invest such amount.in a saving account or a fixed

deposit account in"a bank duly approved: by the:

Government; and

(b) invest such amount  in such public securities or in

such other manner as may be speclf'ed by the
Government. V53 ar

(3) The details of all investments 5hall ._b'e_. recorded in a
register of investment and the statement showing the arrlwunt and
nature of all investments shall be attached to the annual budget

statement and annual accounts for information of a DtstnctAuthonty

6. Securities.- (1) An employee, . entmsted with the receipt,

disbursement. or custody of .the money or propeﬂ:y of |a -District

Authority, shall furnish security of such amount as .may be fixed by
the District Authorlty : :

(2) - The security required be furnished under sub-rule (1) may
be in form of cash, bond, hypothecation of property or fidelity
guarantee policy and a personal security with two sureties.

(3) A security bond shall be executed on judicial stamp pépe_r
in all cases, except in the case of fidelity guarantee policy.
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(4) In case of cash security, the amount shall be deposited in
any scheduled bank or post office in thename or account of the
concerned employee, duly. pledged with the Authority and the amount

of profit earned thereon shall be payable to the concerned employee,
if any. ' a2

7. Maintenance of Accounts.- Subject to provisions of the Act,

the accounts of receipts and expenditures of .3 District Authority shall

be maintained in such form and in accordance with such, principles and

methods as given in new accounting model (NAM) duly prescribed by -
the Auditor General of Pakistan, from time to time: - ' ;

(a) the  accounts of a District Authority shall be
maintained on double entry book keeping system or
.Single Entry System, as the case may be;

(b) all transactions in the accounts shall be recorded in
modified = cash® based - accounting mode  with
- commitment accounting; ¥ '

(c) theaccounts record shall be maintained in English or
Urdu, as determinedby a District Authority;

(d)  the metric system of numeration shall be adopted;

(e) all cash transactions shall be made in Pakistani
_ Rupees; '

(f)  sums due to a District AUthority shall be paid in cash =
- or through Pay Order or Bank:Draft? oo

(g) all receipts of a District Authority shall be collected
through the bank;

(h) all cash transactions shall be entered in Receipts
‘Register and cash book "as soon as they occur and
attested in token of check;'

(). the record relating to accounts shall'be clear, explicit
and self-contained, and no- erasure or overwriting
shall be made in. any accounts ‘register, book or
form, and if any correction is to.be made, it shall ‘be
made in red ink with dated initials of official making
the correction and attested by next higher officer;

() payment of app;rdved .claims “of accrued liabilities
~ shall be made only to the claimant as indicated on
the claim voucher or bill; - A s -

(k) the expenditures shall be set of against receipts;

N no expenditure shall be paid from or against any
receipt collected or received by a District Authority;
and ' LR

(m) all exper;ditu're.s éhall be .rgcordéd on gross basis
-~ against relevant appropriations and- shall not be
wholly or partly offset with receipts.l :



8. Forms.-The accounts of the Authority -shall, be maintained on
the Formsappended to the rules or as prescribed:in APPM and Book of
forms by the Auditor General of Pakistan. - ' :

: ... PART-I¥"
RESPONSIBILITIES OF FUNCTIONARIES .
9.  General.-In case any loss accruesto a District Authority through
fraud or negligence of a person or employee, the following shall be the
responsibilities and liabilities of the person: A

(a) aperson -functionin_gl on.b.ehalf- of a District Authority
shall be personally responsible.on his part and shall
be liable to make good the loss;

(b)  thedrawing and disbursing officer and payee of the
pay, allowance, contfngent expenditure or any other
expense shall be persanally responsible for any
overcharge, fraud or rn'fsappropria'tion and shall he
liable to"make good that loss; and

) A collector of tax, fee, rate, charge, surcharge of a
District Authority shall be personally responsible for
any overcharge, fraud, misappropriation or delay for
crediting the amounts so collected to the account of
the Authority and shall be liable to make good that
loss arising from his culpable negligence.

10, Res;pofnsibility of - Chairman;—The _Chéirman shall be

r_e'sponsible: : :
(@) for maintenance of financial discipline in a District
i Authority; _ = _ :
(b) forsetting performance . targets * of "a .District
“Authority, in consultation with elected

representatives of the local area, civil society and
. other stakeholders: : '

(c) to review the performance of the offices and
institutions of a District Authority in order to

improve;
(i) © economy, efficiency -and effectiveness it -
) service delivery;- :
(ii) transparency in revenue collection 2
(iii) . control over expenditure; ‘and

(d) - toplace annual accounts before’_the Authority,

11. Responsibility of Chief Executive Officer.- (1) TheChief

; 7
Executive Officer "shall be responsiblefor proper maintenance of

departmental accounts and financial discipline ofa District Authority, .
subordinate offices and institutions and shall.be: o ,
(a) theprincipal accounting ~officer ‘of  a District

Authority; ; Emr
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(b)

(©)

(d)

(e)

(H
(a)

(h)

accountable for his a551gned functions to the Public
Accounts Committee;

responSJb!e for compliance of directions of the Public
Accounts Committee.

responsible for providing requisite aSsistance to the
Chairman, for setting key performance indicators,
performance evaluation and -annual performance
report on maintenance: of accounts and financial
discipline in a District Authority;

responsible to exhibit annual accounts of a District
Authority and its subordinate offices and institutions

for public information and objections and place those .

accounts alongwith public objections before the
Authority through Chairman;

responsible for arranging 'internal controls in ‘a
District Authority; i

responsible to arrange regular ‘meetings, of the head
of offices, collecting -officers and drawing disbursing
officers to -watch progress of c¢ompliance and
disposal of audit objections;and

responsible for arranging: adequate meetings of
special departmental accounts committees and

_departmental accounts committees for the purpose.

(2) In the discharge of his responsabllitles the Chief Executwe
Officershall ensure that: . :

(a)
(b)

()

(d)

(e)

(F)

(@) -

(h)

the - departmental accpunts of a  District
Authorityaremaintained correctly and efficiently;

the internal controls and ‘management of funds and
expenditure are on ground;

any sums due toa District Authorlty are promptly .

] reallzed and'credited to'the local fund;

the amount credited to the local fund as reported

by the accounts officer, are. reconciled. or verified

with the recor_ds, on monthly and annual basis; -

the procedures for generation, control and
evaluation of bills and- demand notices required
under rules are followed; .

that the action has been taken and recovery has
been made against the embezzlement, defalcation or
misappropriation " in the -accounts of a District
Authority; ;

that the directions of the Public Accounts

Committees are implemented in letter and spirit;
and

theprinciples of financial p'rop'riét-y are observed.
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12. Responsibility of budget and accdhnts offic.érl'.- The budget
and accounts officer shall : = % -

(a)  ‘maintain the accounts of a District Authority;

(b)  monitor expenditure of the office of a District
Authority against the approved budget: ’

() maintain and examine"appropriation control
register for each object of expenditure and
record necessary entries of each transaction in.

- the Register; o £l ' :

(i) ensure ‘that the expenditure - is charged to
relevant object code and remains within
allocation: ' ' -

(i) prepare monthly and annpual statement of
receipts and -expenditure and get them
reconciled with the accounts of the accounts-
officer of a District Authority; and ‘

(iv)  maintaindrawing and disbursing officer’s cash
book of receipt and expenditure of a District
Authority and general cash:book of a District
Authority, its offices and institutions.

(c) act_' as a focal person for external annual audit,
preparation of annotations; |

(d) . be responsible for implementation’ of directions of
the Accounts Committees; j '

(e) maintain the record relating"-.to'au'dit- and minutes of,
+ the special and departmental accounts committee
and Public'Accounts Committee; -

(f) co-ordinate for reconciliation . of daccounts of the
« offices orinstitutions under a District Authority;

(g)  exhibit annual accounts of a’District Authority, its
subordinate offices and institutions for public
information and objections and place.those accounts
alongwith public , objections before a District
Authority through Chief Executive Officer; and

(h) perform as co-signatory with the Chief Executive
Officer in operation of the Pension Fund.

13 Responsibiiity of respective head of offices or institutions
. of the Authority.- (1) The head of offices under the supervisory
control of a District Authority,shall ensure that-

(a) object-wise accounts of expenditure and receipt is
kept and reconciled with the accounts officer;

(b) funds are spent on activities in prescribed manner;

(c) intémal controls are effectively applied with no rate
of financial irregularity; ' '
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(d)

no record or information d.r‘dpcuf*nent;to which the -
‘Auditor General of Pakistan has a statutory right of
access, is withheld; and : '

auditorsare afforded ,f*easohable facility in the
discharge of their functions.

(2) The respectivehead of offices shall be’ responsible:

(@)

(b)

(c)

for preparing, with the: assistance of budget and -
accounts “officer, arnotation to the audit
observations and audit paras and appear before the
departmental accounts ' committee = or special
departmental accounts committeefor explaining the
audit observations or audit paras;

for ensuring quality, qu.an:tity, rates, épecificatfons
and standard of the goods, services and works in
making procurements; and '

" for- maintenance of depart’méhtai"accounts, custody

of record and books of accounts, including cash
book. : =t

14. Responsibility of collecting offiéer.— The c'oiler:tmg officer
shall be responsible to: e

(a)

(b)

(f)

(g)

(h)

" ()

prepare estimates of recef'ipts for each object of
income;

“make assessment of fee, rate,” charge and bther

levies, on periodical basis;
maintain demand and collection registerof income:

collect receipts in the transparent ‘manner and
guard against. . - misappropriation, fraud,
embezzlement or compromise;

credit the revenues so collected against any demand
into Local fund account:and: record necessary entries
in demand and coliection register, cash collection
registerand other relevarit boaks of accounts;

prepare-monthly and annual statements of demand
and collection, reconciled "with ' the accounts of
accounts officer and prepares monthly and annual
statements of receipt; :

submit monthly and annual receipts, accounts to

budget and accounts officer of a District Authority
for record, reconciliation.. ahd consolidation of

.departmental accounts; .

prepare statement of arrearson the closeof each
financial year, estimate the- recoverable of the

‘relevant financial year; and -

prepare annotation of audit and-inspection reports of
receipts.. -, . e ) ' :
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15. Responsibility of drawing and disbursing officer.-The

drawing and disbursing officer shall be responsible to:

(a)

(b)

(e). -

(d)

(e)

(9)

(h):

prepare estimates of axpenditure_ of the concerned
office; . L

maintain budget control-_'regiisgte-ij,record entries of
each transaction therein. a-gainl_st_ corresponding
allocation and * make assessment of expenditure

likely to be made during the financial year and takes

measures accordingly; - . .

withdraw and disburse amount from Iocal fund and

public account in the preseribed manner;

maintain cash book, promptly record entries of each
transaction - of amount. withdrawn, disbursed and
credited to the local fund; :

prepare  monthly and annual statements of
expenditure and reconciled with the accounts of the
Accountant General, Punjab or the concernedDistrict
Accounts Officer; t

submit monthly and annual éxpenditure accounts to
budget and accounts officer. for record, reconciliation

and If required, for consolidation of departmental
accounts; .

prepare statement of dutstanding ‘payments on the
close of each financial year, carrying them forward
and include the same in the register of liabilities to
be paid in the relevant financial year; and

attendaudit and inspection réports of expenditure

and  promptly prepares . annotation to the
observations, '

16. Respﬁns‘ibility of a;counfs officer.-(1)The accounts officer

shall;

(a)
(b)

(c)
(d)

(e)

maintain day-to-day accounts of a District Authority,

its offices’ and institutions, on chart of accounts
(CoA); :

perform pre-audit of all. ‘payments from the local
fund and public account of a District Authority before

authorizing disbursement of amount;
operate the bank accounts of a District Authority;
prepare monthly® and annual’ statement of receipts

and expenditure accounts of a District Authority its

offices and institutions;

reconcile the monthly - and --ér}nual a‘p'propriation

accounts of a District Authority with " the bank,-
budget and accounts officer, collectin | officer and -

the drawing and disbursing officer;

6313
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(F)  transmit the annual statement of appropriation
accounts of a DistrictAuthority, for the preceding

financial year, to the concerned Authorrty and
Accountant General, PunJab i
(2) The Accountant General, Punjab ,shall submit annual

appropriation accounts ofa District Authori’ty and ‘the Government by'
31% August each year, |

17. Relatlonsh:p as to the Bank:- (1)The accounts officer of a

DistrictAuthority shall interact with the bank for recelpts, payment and
reconciliation of cash.

(2) The accounts officer shall follow the procedure given in

Accounting Policies and Procedure Manual (APPM) and shall obtain
following returns from the bank, on daily bams

(a) Bank scroll; e
(b) paid che_ques; '
- (c) receipts paid challan:
(d) transfer advices; and
(e) cash balance statement.

PART-IV s
RECEIPTS OF AUTHORITY

18. Mode of collection ofreceipts.- (l)Except as provided in sub-

rule (2), all receipts of a D|strzct Authorlty shall be collected through
the bank and the:

(a) sum due towardsa DistrictAuthority shall be paid in
cash-or through a Pay Order or ‘Bank Draft;

(b) receipts shall be maintained in accordance with the
chart of accounts’ specifications;

(¢) record of the amountdeposited into the bank shallbe
accompanied by a challan receipt ; and

(d) ~ revenue is reconciledwith the. books of accounts on:

the basis of challans receipts and- verified’ through
bank scroll. -

(2) In exceptional circumstance’s if"authorlzed by a District
Authority, the amount may be collected in cash in the following
manner: :

(a) the officer receiving payment in cash shall be held

. personally accountable for the  amount received till

the satisfactory rendering of ‘accounts and must
maintain a proper record of the receipts;

(b) the cash amount,Pay Order or Bank draft so
received shall be acknowledged throughreceipt form
(Form LA 2),

(c) - all receapts shall be wntten in figures and words with
copying in duplicate by carbon process: the carbon
copy shall be retained by the .officer issuing the
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~

receipt and the original shall be handed over to the
person making the payment; :

(d) all receipts shall be signed by the collectmg officer
hlmself

(e) under no circumstances a . duphcate copy of the
receipt shall be issued but, if necessary, a certificate
may be. given by budget an'd.accou_n'ts officer to the

- effect; and :

) theaollectmg officer shall’ enter on da:ly basis, all

receipts collected in cash into the cash collection
register and deposit into- the Local fund bank
account against the challan. form (Form LA- 1)and

invariably enter them into Régister of Receipts
(Form LA- 3).

© (3)All receipt books shall be kept in the followmg manner:

(a) all recr—:[pt books shall be machlne numbered printed
by Government Printing Press and shall be kept in

the personal custody of the budget and accounts -

officer;

(b) the number of receipt form's contained in each
receipt book shall be counted .and recorded in the
book at a conspicuous place under the signature of
the budget and accounts officer;’

(c) the receipt books shall be issued in serial order and
no new book shall be issued until all forms in the

books have been used and the. used counterfo:ls of-

the receipt book shall be retumed to the budget and
accounts officer;

(d) at the end of receipt book,' the 'coliecting officer shall
record a certificate. to the effect that all the income
recovered through the receipt book has been duly
credited into the Local fund ofthe Authcr:ty and duly
accounted for; and

(e) theused receipt books shall be’ -i_(ept'iri the personal
custody of the .budget- and -accounts officer -for
record, audit and inspection. g

19. Gazette notification of levies. -A D:strlctAuthorlty shall not

| levy any tax, fee, cess, charge or any other levy for its local area for

collection of revenue receipts, except through a Notlﬁcatson published
in the Punjab Gazette,

'20. Demand and collection register- (1)"Th€' collecting officer
shall maintain a demand and collection reglster (Form LA- 4)on the
Forms appended to the rules. : .

(2) In case a Dlstrlct Authority levies a tax ‘rate, fee or any

- other charge for which periodical assessment is necessary, the
demand shall be raised on approval of the same by the Chairman. In
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(3) In case theamount is received égéinst any. demand,
necessary entry shall be made in the demand'anld collection register
and -in theregister of relevant receipts. All.the withdrawals from the

fund of a District Authority shall be immediately recorded in the
drawing and disbursing officer’s cash book. : i

(4) A statement showing progress of demand and collection ~ *

shall be prepared, reconciled with the accounts’ officer and submitted

to the budget and accounts officer,at the end of every month.

(5). &% the beginning of each ﬁnancié’l year, arrears of the
previous year shall be carried forward and included in the demand for
the year. ! '

(6) The aggregate of monthly and annual total recoveries as
per demand and collection register shall be- reconciled with the
corresponding. figures recorded in the registers of receipts and-
classified abstract(Form LA-5)within one week .of the close of relevant
month and year. i ; o

(7)  The receipts of a District Authiorityshall ‘be collected in the
transparent manner. - :

21. Receipt of money by banks.-(1)Three copies (of different
color) of the Bank- challan (Form LA-1)shall be accurately prepared by
the collecting officer giving comiplete particulars of the receipt under
his 'signature. ) -

(2)  The Bank on receiving receipts in the shape of cash, Bank
Draft or PayOrder shall stamp the receipt challan and distribL;te the
stamped challans in the following manner: -

(a) the payer shall receive the first copy;

(b) the second copy shall be presenté‘d to the accounts
officer; and .

(c)  thethird copy shall be. fo'r\;va_rded to the collecting
. officer. ; -

(3) No additional copies of challan receipt shall be provided of
the original but, in the event of loss,if requested by the payer, a letter
under the signature of budget and accounts officer may be provided
by giving particulars of the challan receipt. - i

22. Recording of daily receipts by. 'coiigcfing officer.-(1) The -
collecting officer shall record the receipts, ‘collected through Bank or in
cash, in the Register of Receipts (FormLA-S). T Redr

(2) The challan receipted received from the bank shall be first
checked for accuracy of the figures and shall be verified against the
bank scrolls. e 15

- (3) On the basis of entries in r,egi;ster'.of receipts, a monthly

list of receipts shall be prepared on Form LA- 6.

(4) The col'lelcting officer shall reconcile the receipts on(Form
LA-7)with the accounts officer, on monthly: basis. i
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.23. ‘Recording of daily

and accounts officer shall maintain a general cash book (Form LA -9)
and a classified abstract(Form LA-5), in  consolidated form and
reconciled on (FormLA- 7A), on beha]f of a D|str|ct Authority.

'24.

-accounts .officer shall maintain function- W|se and object-wise sub-
reg|sters and a general cash book .

(2) The chal[anrecelpts e1ortg with bank scro]l received from the
bank shall be first checked for accuracy of the figures and. the error, :f
any, ‘shall be intimated fo the bank with an advice for correction.

: (3) * At the end of each day, sum up of each receipt head from
the head-wise sub-registers shall be posted to the general cash book.

25. Fiscal Transfers Receipts.-The accounts officer and buﬂget
and accounts officer shall promptly record 'the credits of fiscal

transfers, and grants from the Government and, efther agencies, in the
respective receipt heads.

26. Reconciliation of receipts with the ]:iank.—(l) The receipts
recorded by the accounts officer shall be reconciled .on monthly basis
with the accounts of the demands and collections recorded by the
collecting officer of a DistrictAuthority. '

(2) In case the receipts credited into the Bank, the budget and

accounts. officer shall compare the challan receipts with the entry in’

the demand and collection register before sugnmg it

(3)The budget and accounts officer’ Sha]I obtain, from the
accounts. officer, a monthly list of receipts which shall be compared
-with the posting in the receipts register by tr‘ac:ng the entries in
demand and collection register and cash collection register.

(4) If any misappropriation in credits is observed, the budget

and accounts officer shall immediately inform. the accounts officer for
correction of the accounts.

Note 1: It is essential that the collecting officer's account shall not
be compiled from the returns prepared by the accounts
officer.The collecting officer - shall> maintain . his accounts
separately and independently. Both shall compare the
accounts of their resoective offices and verify the figures

“in’ Returns prepared for monthly and annual statement of
accounts.

Note 2.: The reconciliation of differences sha’ll be carried out, as

early as possible, especially in the' case of returns for June

so that-all corrections are mciuded In the accounts of the
year concerned. .

Note 3: - In order to recuce the differe_nee-_e'r misclassiﬁcation
between the figures of accounts officer and those of the
collecting officer, it is essential-that the challans sent to
‘the -bank - should bear - full, compiete and correct
classification. ;

_ receipts by budget. and accounts
officer:- On the basisof Forms LA-3, LA-6, LA-7 and LA-8, the budget -

. Recording 'of daily receipts by accounts offlce;‘ (l)Thel

o
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' : PART-V .
EXPENDITURES OF AUTHORITY

27. General.- (1)The drawing and disbursing officer, expenditure
sanctioning authority and thebudget and accounts officer of a District
Authority and the accounts officer shall ensure the implementation of
following key steps in all expenditure transactions:

(a)

(b)

()

(d)
(e)
(f)
(9)
S ()
(i)

AR

(k)

sanction of expenditure from ‘a Districtauthority
competent to sanction it ; '

avai]ability of funds -u'nlder relevant object code of
the charge; :

purchase order or agreement; .

claim voucher or invoice of the c!aimaﬁt;
preparation of claim 'vc_u'.rc'hgr'_{billj for payment;
pre-audit of claims a_;nd authorization of payment;
iSsuing cheque for payll-nent;l

recording expenditure in the accounting records:

reconciliation of the daily totals as per Daily Advice
Note (DAN), (prepared from the Cheque Register)
with the daily expenditures recorded in the Abstract
[progressive total of the expenditure] :

reconciliation’ of expenditure ‘as per DAN with the
Bank [payment scroll]; and :

reconciliation of expenditure.'as per DAN orabstra_ct.
with the drawing and disbursing officer’s cashbook.

(2)  The drawing and'disbursing officer shall ensure that:

(a)
(b)
(c)
(d)
(e)
(f)

(3) The

no 'pa'ym‘ent is made for a charge that has not been
sanctioned by the competent’authority; '

no payment is made for a charge that has not been
provided in the schédule of autharized expenditure;

no payment is made, in any circumstances, directly

. from the cash received for credit to the Local fund;

no cheque is drawn or en-cashed nor any amount is
withdrawn except for immediate disbursement;

no withdrawal or disbursement of amount is made
unless it is pre-audited by the accounts officer; and’

no payment is made unless the claim is validly
accrued. '

competent authoﬁty. - while ~ authorizing

expenditureshall observe the following principles of financial propriety:

(@)

vigiiance and ordinary prudence principle shall be

- exercised in respect of expenditure from the Ldcal

fund;
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(b)  the expenditure shall not be primla"facie more than

the occasion demands; , .

(e)  no authority shall sanction any expenditure which is

directly or indirectly to its own advantage: and

(d) no expenditure shall be incurred .from the local fund 5
of a District Authority for the benéfit of a particular

' person or persons to disadvantage of .community as
a whole, : e

28. Recognition of expénditure.-‘rhé exhehd'iture' shalibe

recognized in the following mode: -

(8) in case a payment is made by cheque, the

. expenditure <hall be recognized and recorded in the
accounts of "a District Authority on the' date of
issuance ofcheque; o '

(b) in case of payment ‘s made'.through transfer of
amount, the expenditure shall be recognized on the
date the transfer is made; . s

(c) for direct payments. into . a  DistrictAuthority
employee’s bank account, expenditure shall be
recognized on the date the payment advice is issued
by t'_he accounts officer to the bank; .

(d)  for repayment of loans and other direct payments by
the bank, the expenditure shall be recognized on the
_ date advised by the bank to the accounts officer:

(e) in case of payments made ffpm imprest amount, the
- expenditure shall be recognized on submission of
claim vouchers; and =5l

(f)  the financial year to charge a payment is determined
by the date on which a cheque or payment advice is
. | Issued. g -

29. Budget availability review.-(1) The bu'c['get availability review
involves assessing the intended expenditure or commitment entered

into the Schedule of authorized expenditure or covered by re-.

appropriation or supplementary grant or both, -

(2) A budget availability review clearance Form™ (Form-

4AA)shall be prepared by the drawing and disbursing officer.

30. Purchase Order.-‘(l) A_sequentially'_'numberéc_i'purchase order
(Form-4A)shall be raised for all contingent “expenditures (exclud_ing

salaries and utilities) by the drawing and. disbursing officer. °

(2) The budget availability review clearance.form duly certified

- by the budget and accounts officer -and purchase order (where

applicable) alongwith sanction for the expenditure'sha[l be attached to
the voucher for payment. .o i

- 31. Voucher preparation for claims above the specified limit.-

(1) The paymentof an amount exceeding the value. of rupees one
thousand for supplies made, services rendered, work._done under a
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contract or other arrangement, the dra’wir:ng' and disbursing officer
shall follow the following process: : ' :

~ (a8) claim voucher form (bill) s'halll be prepared on (Form
- 4B); : il '

(b) complete the claim 'vgaﬁcher form’ (bill) with:
(i) details of the officer making the claim;

(i) name of supplier or. firm with National Tax

- Number (NTN), Sale Tax Number (STN) Bank

account number}-_fll.ll_[ postal address and the
registered title; -

(i) contract reference, actual date(s) of supply or

period(s) of service or work: : .

(ii)  location and particulars of supply, service or
work in respect of W.hich'expendjture Is being
incurred; ! . :

(i) nomenclature of budgef object to which
payment shall be charged by filling budget
head register(Form aBye o '

(iv) for payments in’ respect - of contracts for
buildings, works and services, full amount of
the contract and- amount of progressive
payments shall be supported by certificates of
Justified and valid ‘payments given by the
Drawing & Disbursing Officer; :

(v) deductions made (ie.'witﬁhalding tax, security,
' adjustment of advances etc.); and

(vi) the officer making the claim shall provide a

' statement, under his signature, that the
supplies have been received in good order and
condition and have'been_cbunted and entered
In the assets/stock ‘register, and/or the
services have been ‘satisfactorily carried out,
as provided for in the contract or purchase
order; - '

(2) The procedure defined in sub-rule: ('-1)'"shall not apply in
cases ofadvance deposit or payments as a condition of a contract.

(3) For making the advance payments prior sanction of the
Government shall be required along with a certification that payment
in advance is necessary and unavoidable because of the nature and
terms or conditions of the contract for supply of the goods.or services
and in such cases, following additional procedures must be followed:

(a) claim voucher must be profnipehtly stamped “PAID
, IN ADVANCE" s o on g

(b) - delivery of outstanding g_clod's and services should be
followed up -at regular intervals by the department
or office; .~ ' 4
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(i) particulars entered on all claim ‘vouchers shall
' be typed or written in ink;- and be free from

. cuttings. Where an, alteration is found to be
necessary shall be initialed by the officer
making the claim: provided' that in case of
nuraerous alterations, a fresh claim voucher
.shall be prepared ‘'and the original claim

voucher shall be cancelied and filed by the
officer; and ;

(i) the claim voucher s'H-aII'be presented - to the’

authonty for sanction.

"32. Sanction of expend:ture -(1) The sanct:onmg author:ty shall:

_(a) scrutinize the claim voucher (blli) to ascertain the
expenditure can be sanctioned under financial
powers delegated to him;

(b) review the claim voucher and aII relevant Supportmg '

documents, including the purchase order;
(c) put the official stamp on the claim voucher once he
.approves the claim for payment;

(d) ensure that the head of account to which the
voucher is to be charged, is correct and is recorded
on the face of each voucher and

(e) ensure that the service -or supply has been.

-performed or received, or, where it is necessary to
pay in advance, the payment iS properly due.

(2) If the sanctioning authority is not satrsfed with the claim,.

it shall not approve-the expenditure and return the claim voucher and

supporting documents to the concerned ofﬂ:er, -with written reasons
for refusal. :

(3) .The officer after rectification of”the_, reasons for refusal
shall resubmit the claim to the sanctioning officer.

(4) If the sanctioning authority-is satisfied with the c!a:m it
shall accord sanction and sign the original claim voucher.

33. Pre-audit of expenditure.-(1) The accounts officer, while pre~

-audltlng the . payments, shall follow the. procedure and forms

prescribed Accounting Policies and Procedures Manual and Book of
Forms and shall ensure that:

. (a) the claims submitted for pre- audlt are valid clalms
.on the.basis of certificates duly récorded by the
drawing and disbursing officer on the Form 4B (Bill
Voucher "Form) to the effect that the supply of
goodshas been made in -accordance with the agreed
quality and quantity or'service has been rendered, in

accordance with the -agreement .or terms of

reference: and to the' entire satisfaction of the
_procuring agency or work’has" been actually executed
at site in accordance' with the specifications and
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agreed quantity and there .,is no reason to.believe
that the claims should not be paid;

(b)  the claim voucher (b_if[) is complete, .arithmeticaily

correct, duly sanctioned by the authority competent
to sanction the claim; '

~ (©)  the claim voucher (bill) has been signed with official
stamp by the drawing and'dilsbursing officer; :

(d)  supporting documents and: “books - of accounts
(measurement  book, ‘stock ‘register, logbook)
accompanying the claim .and. verified by the drawing
and disbursing officer, are valid and genuine;

(e) duly certified by the drawing and disblursing officer
that the claim has not been previously paid;

() - all procedural formalities, required to be done, have

been completed;

(g9) the system indIcates_th'a-t- the detailed object code
to which the expenditure is chargeable has adequate
appropriations; and- - - .

(h)  employees particulars and vendors particulars, as
the case may be, are verified through System.

) (2) The pre-audit function involves scrutinizing claim voucher
to guard against possible fraud and irregularities and to ascertain that

drawing and disbursing officer has applied prudence to detect’ such
fraud and irregularities. : !

(3) In case the accounts ofﬁcef{obéervéé' ény omission or
irregularity or discrepancy, he shall return the clajm to the drawing
and disbursing officer with his observations. :

(4)The 'drawmg and disbursing -officer ,'af.t'er addressing "the
observations shall. resubmit the claim, .bitin -case of culpable
negligence and fraud, the accounts officer shall immediately inform

the officer next above the drawing and disbursing officer.

(5) -THe sccounts officer, on satisfaction with the claim, shall
-authorize the payment and enter the fact on "Certificatioh and

authorization register” (Form 4I). . !

(6) The accounts officer shall maintain d'raWIng and disbursing
officer-wise pre-audit registers within each grant.

34. Delivery of the cheque and advice to the bank.-The
. accounts officer shall; i ' : '

(a) prepare the cheque; get it signed by the signatories,

enter it in cheque register (Form 4J]) and hand it

“over to the drawing and disbursing officer for its

entry in the cash book and its delivery to the payee

- or directly at the payee's bank-account, as the case
may be;

- (b) prepare a “Daily Advice Note” (Form 4L) from the
- - cheque register; E g
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(c) - include all cheques issued for'-bayments on that day
- in the daily advice note (DAN);I and . : :

(d) send the daily advice note to-the bank, under a
sealed cover through special ‘messenger.

35. Recording of daily expenditure by drawing and disbursing
officer.-(1)Thedrawing and disbursing officershall 'maintain an
appropriation control register (Form 4D)or thebudget control register

for.the control of appropriations and for keeping control of utilization
in following manner: & .

(a) the allocation or residual funds available under each
~ detailed object code shall. be recorded in relation to
each expenditure transaction in the appropriation
control register; i i

(b) the initials of the head Qf the respective office or any
other authorizedofficer shall -be made against the
date of payment of each item;

(c) the drawing and disbursing officer shall also be
- responsible.for observance of the rules regarding the
preparation of vouchers and ' the expenditure does"

not cause any excess over the amount fixed thereof;

(d) the drawing and disbursing ofﬁc’er_" shall take Isteps to
obtain additional appropriation, if the original
appropriation is likely to be exhausted; :

(&) thedisbursement of pays from any amountshall be
entered in the appropriation control register with the
date, name of payee, number of sub-vouchers, the

. amount and any explanation, essentially required.

(2) The drawing and - disbursihg officershall record the
payments of a District Autnority and its ‘institutions in aregister in
Form LA-10 for current expenditure and Form LA-11 for development
expenditure. - : :

(3) A cash book shall be! maintained- by each drawing and
~ disbursing officer in Form LA-13 for recording amount received against

Local fund of a District Authority through the accounts officer and
disbursed to the payee: : ;

(a) all withdrawals, disbursements and charges of a.
District Authority or its institutions 'shall be entered
in the respective drawing and disbursing officer's
cash book; AT ’

(b) sufficient details shall "be ' given in the column

' “particulars” indicating the. main points of each
transaction® being readily ascertained without.
consulting detailed vouchers; :

. (c) on receipt of information of ‘withdrawal of amount
- through cheque or any other made,the drawing and

~

@.
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disbursing officer shall enter the same on income
side of the cash book with dated initials;

(d) the amount disbursed -shallbe entered on the
- . expenditure side of the' cash book on #aily basis
" indicating 'the number and ' date of the cheque
' - through which money was thus received, each entry
shall be attested by .the drawing and disbursing
officer with dated initials and actual payees receipt

shall be procured or preserved;

(€Y in case, the" payment - is, made by cheque, -
expenditure shall be recognized and recorded in
accounts of the drawing and disbursing officer on
the date of issuance of cheque;

' (f)  for direct payments into.a Government employee’s
bank account, expenditure’ shall be recognized on
- the date the payment advice is issued by the
accounts officer to the Bank and copy of advice is

issued to the drawing and disbursing officer;

(g) at the end of each day, the sum of the totalamount

' received .and disbursed’ during the day shall be
worked out and the balance struck and recorded
under dated signatures’ of ‘the drawing and
disbursing officer; © = =

(h) on close of each month the entries in the cash book
- of the cheques drawn from.the Local fund shall be
compared and checked with the list of the cheques
issued by the accounts officer and'a certificate to

that effect shall be recorded in the cashbook;

(i) the counting should“be made on the last working
day of ‘each month inimediately with the close of the
cash account of the month, but where this is not
‘possible, ‘the cash in hand may be counted on the
first working day of the following month before any
disbursement is made on that date;

() at the end of each month, the drawing and
disbursing officer shall personally verify the cash in
hand and record below the closing enfries in the
cash book with a certificate to that effect over his
dated signature specifying both in words and figures
the actual cash in hand. exclusive of Imprest and
temporary advances; -

(k). . -at the end of each month, the cash in hand shall be
-, struck with reference to each entry in the cash book
and the-discrepancies, if any, shzall be indicated in a
certificate to be recorded on the cash book duly
signed by the drawing and disbursing officer; o~
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(1) the sum up of various.columns in the cash book

shall be carried forward: into the next month’s
account; and : : :

(m) in case, it is necessary, to adjust therecovery of an
advance payment, an overpayment, or a refund,
wrongly paid -or - received or any other - such
transaction, the receipt or payment of the amount
involved shall be entered in the cash book in red ink
preceded by the word ‘deduct’. '

(4)- The budget and accounts officer.'shall maintain ageneral
cash bookof expenditure onForm LA-9.1 with proper. heads and-
classified abstractindicating consolidated’ expenditure made by the
Authority, itsoffices and institutions. S

36. Daily procedures for reconciliation‘with. the bank.-(1) At
the end of each day, the accounts officer shall send Daily Payment
Advice Note (DAN Form 4L) to the bank. . . - - . .- '

(2) On receiving the daily bank scroll (Form B6A) from the
bank, the accounts officer shall verify: '

(a) thatthe supporting document details (paid cheques,
receipt vouchers, transfer-advice) agree with the
daily bank return (Bank scroll); and

(b) that the daily bank return entries ."agree with a daily
advice note entries sent to the Bank.

(3) The officer shall cross check ,the'entrf_ies of daily bank
return-with daily advice note and vice versa.

(4) The accounts officer shall -ensure that the daily bank
returns are received from the banks on daily. basis but if the. daily
bank returnsare not received on daily basis, theaccounts officer shall
report to the bank for taking appropriate measures.

(5) The entries that are found in daily advice note but not on
the bank return shall usually represent “unpresented cheques” and
form part of .monthly bank reconciliation but the. payment of such
entries shall bepre'slented within the validity period of issued cheques”
or, as the case may be, the same shall be transferred to unclaimed
money-account with reverse entry in accounts books.

(6) The ‘accounts officer shall’ 'préparé..a reconciliation
statement on Form 4C. i 5

(7) Once the reconciliation is finished with thebank returns,
the details from the bank returns shall-be checked with the cheque
register and reconcile the cheques issued by. the accounts officer and
cleared by the Bank(Form 4D) and a report ¢f the reconciliation shall

also indicate the cheques which are not yet cleared. by the Bank.

(8) The accounts officer shall compare ‘the cheque register
with the-authorization register to verify that the amount of cheques
issued correspond to their authorization. _

37. Reporting. and reconciliation of expenditur'es with drawing
and disbursing officer.-(1) The accounts. -officer shall prepare

“am
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system generated report “Disbursement cenfirmatlon statement(Form.
6D)each’ month for: each drawing and dlsbursmg officer by giving

. detail of clatms and payment made.

(2) The accounts officer shall celiate the’ abstracts da|Iy sum
up with the daily sum up in DAN, on daily basis.

- |

(3) Thedrawing and disbursing - officer- " shall| reconcile
expenditure with the accounts officer on monthly basis, based on the
cheque register on Forms LA-14 and LA- 15 for current expenditure
and development expenditure respectively.

(4) The accounts officer shall prepare a weekly and monthly
report of all outstanding claims pending for payment in his office with

reason of their pendency for record and information of the Principal
Accounting Officer.

PART-VI

o

Procedures for Certain Payments

38. Pay,allowances and: pension.- "(1)Except ~ as otherwise
authorized by the Government, the salary and pension of a District
Authorlty shall be drawn after the first workmg day of the next month.

(2) The pay’ of the establishment shall be drawn on the
.prescribed Form LA-16) for the pay of mdwiclual ofﬁcersand on Form
LA-17 for pay of multiple officials.

(3) Thedrawmg and’ disbursing o-ﬁ’lcer and- accounts - officer

‘shall maintain establishment check regaster (Form 4T) and a. pay roll
on system respectively. - :

(4)- At the beginning of each year, the entries in the
establishment check register showing sanctioned strength of
establishment and.remuneration for each post shall be scrutinized and
verified by the drawing and disbursing officer.

-(5)  Any variation in the schedule of estabhshrnent during the
currency of the year, shall be communicated to the accounts officer
through the budget and account officer.

(6) The drawmg and disbursing " officer . shall personally

-scrutinize and cross check establishment bill with the establishment

check register and sign' order of payment at the foot of the bill in.
token of correctness of the bill.

Note 1: Acquaintance Roll, where "-found'. ‘necessary - to be

§ i maintained and receipted office copies of bills are not

normally. required to be subrmitted to the accounts office,

but as they are important record, they should be

stamped, paid and preserved carefully by the drawing
and’disbursing officer for the purpose of audit.

-Note 2: This rule shall apply also to ‘cash received by a

subordinate for payment of pay and allowances.

(7) The employees shall be paid by direct credit into their

bank accounts regardless of their pay ‘scale on- direct credit advice
(Form 4M]

-rt
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(8) In case of cash payment, the pay of the eqtabhshment

shall be disbursed in the presence of the drawing ‘and disbursing
officer, duly authenticated by him and the signature or thumb
“impression of each recipient alongwith CNIC number, shall be

-recorded opposite his name in the column provided for the purpose in
the bill, : v

_ (3) The pay, allowances or pension can be drawn from the
day of an employee dies but the hour of death has no relevance

(10) - In case of payment by bill:

(a) the drawing and disbursing officers is
responsible for ensuring that pay bills are
checked, verified the total amount entered in
the bill and ‘initialed by the head of the
respective offices; but,. in-case of failure of the

. respective . head of ° officesto  observe

precautions in - any :financial matter, shall

render them liable for makmg good any loss;
and

(b) thehead of office is personally. responsible for

~every pay drawn on a bill signed by him or on

his behalf until he has paid it to the person

entitled to receive it and obtained his receipt,

duly stamped where necessary, on the office
copy of the pay bill.

(11) In case of payment by cheque:

(a) if payment of salary is made by. cheque, it shall be
handed over to the employee concernéd through
drawing and disbursing ofﬁcer agamst proper
acknowledgement; and

(b) if the payment is made through direct credited
system (DCS), monthly scroll be issued to the

LY

drawing and disbursing oﬂ"cer for countemgnature_

as verification.

(12) In case payment is made by cash the bill shall be
stamped “Paid in Cash”. :

(13) A pension register shall be maintainéd on Fo'rm av,’

(14) The pension payments to local government employees
shall be madethrough:

(a) Cheque in the name of the pens’ipher and shall be
' crossed and marked “Not Négotiable”; or

(b) direct credited system (DCS)'

39. Fund and other deductions.- (1)Thedrawmg and disbursing
officer shall' be responsible for deductlng any subscriptions or
deductions due from pay bills of an empioyee '

(2) The deductions from pay bills shall be made stnctly in
accordance with the relevant provisions of rules. .



6328

THE PUNJAB GAZETTE (EXTRAORDINARY) APRIL 26, 2017

40. Permanent advance.-(1) A District Authority may sanetion
permanent advance or imprest “for the offices of Chief Executive
Officer and head of ‘offices, each to cover petty eéxpenditure, as
determined by the accounts officer, ' ' .

(2) The initial payment on,éccoﬁnt of i'm-prest shall be charged

~to public account and the recoupment’ shall be made from the

respective object heads.

(3)  Thepayment of an amaunt upto.Rs.1000/- may be made
out of the perma nent advance. : o

(4) The accounts  of the -permahent- aavance shall be

maintained by the drawing and disbursing -officer and head of office
separately. A

(5) Al the vouchers relating to the ‘expenditure from the
permanent advance shall be assigned. serial number and shall be
entered in the permanent advance account Register,

(6) In case of low balance, permanent ‘advance may get

- recouped through a bilj,

(7) The original veuchers must be produced to support the
claim for"recouprner?t_ ©on a specified claimform (Form 4K). ; i

(8) The imprest account shall always b-e-balanced at any point
in time and sum up’ of all valid Petty cash vouchers and amount left in
the imprest account shalj equal the value of the original imprest float.

(9) In the case of payments made from imprest amount, the

expenditure shall be recognized on submission of claim vouchers and

the imprest account recouped.

41. Payment ofworks.-(1) No payment for- works shall be made

. unless:

(2) administrative approval has been obtained from the
authority competent in each case; !

(b) technical sanction of a detailed design and estimates
has been accorded by a.sanctioning authority;

(c) funds to cover the expe_hdituke during the year have
been provided in the -bu_ldget; and :

(d) thedrawing and disbursing -officer and head of
" respective offices shall ensure that: : :
(i) the claims submitted for payment are valid
- claims for the works actually executed at site

in accordance with the" specification’ and
agreed quantity, or service actually rendered

to the entire satisfaction of the drawing and
disbursing ‘officer or supply of goods actually

made in accordance with ‘the agreed quality

and quantity and entered in ‘the relevant books

Or register of accounts and there is no reason

to stop the payment; ‘and
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(i) the certiﬁcatesl,;:jt'g'». this effect shall be
: essentially recorded on claim voucher for
-payment, as evidence for pre-audit Purpose.

: (2) The follbwing'key internal cbntrolﬁ shall be observed in
-processing of payment of works:. - " :

(i) the contractor; :
(i) by the Engineer,-irjcharge; ‘and
(i) thesanctioning aqthqrity. :

(2).  that all bills shall be signed by:

(b) the engineer shall ensﬁre_ that;'

- (i) . the claims submitted for payment are valid
: claims for the. works actually executed at site

in. accordance with ~the specification and.

agreed quantity, or ‘service actually rendered
to the entire satisfaction of the Authority and
or - supply of . goods actually * made in
accordance ‘with the agreed quality and
quantity and entered in the relevant books or
register of accounts and there is no reason to

stop the payment; and

i (i) the certificates . to this effect shall be

essentially recorded on- claim voucher for
payment, as evidence for pre-audit purpose.
(c) supporting documents accompanying the bill are
valid, duly authenticated and signed by the relevant
officer; G T

' (d) the claim have not been previously plaid;

(e) identify the head of expenditure to which the

_ amount is chargeable; and :_' : |
. (f)  the funds are available to pay the bill.
42. Refund.-(1) The revenue paid and credited ‘to local fund or

public account shall be refunded under the sanction of the authority
competent to refund. ; e 1 -

(2) The sanction may be accorded either on the voucher itseif
or issuing a separate sanction order. . © -

(3) The refund shall be made agai'-nst“..:the origi:n‘al‘ credifc in the. '

departmental record.

. ' 2 F=n 4 - '
(4) The refund shall be treated either as expenditure and shall
be paid against approved budget head ar adjusted against the income -

of the relevant head. _ |
| PART-VIL. '
MONTHLY AND ANNUAL ACCOUNTS

a3. Monthly Accounts.-(1)At the end of each month, the drawing
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(a) the payments by detailed object for each function

: within a grant on Form LA-18 for current
expenditure: and on Form LA 18 for development
expenditure; and

(b) - therecemts by detailed ob]ect for each head of
.. - income on FormlLA-20.

(2) Themonthly accounts, based on the complled accounts,
shall be prepared on FormsLA-6 AND LA 21 to Form’ LA-24.

(3) The closing of the accounts for the month shall be the last
date of the month.

(4)° The monthly accounts shall be: prepared on the Sthday of
the following month. .

(5) The dccounts ofﬁcer shall malntaln monthly accounts on

the forms prescribed in book of forms of Accounting Pollmes and
Procedure Manual. ;

44. Compilation of annual accounts.- (1) At'the end of each
year, consolidated annual accounts of the Authority shall be compiled
by the drawing and disbursing officers, collecting ©officers, budget and

accounts officer on Form LA-6 and LA-21 to LA 24 and the.accounts
officer.

(2) The accounts of each year shall be’ closed on June 30%
andno payment for the outgoing financial year shall be permtttecl_
except adjustment and removal of rnnsclass#“catmn

(3) At the close of the financial Iyear,_the balances contained
in the accounts for expenditures and receipts shall stand closed.

(4) The statement of annual account_é shall be supported by a
certificate signed by the Principal Accounting Officer and the accounts
officer on the basis of the Bank statement showmg the amount at the.

_gredit of the Authority, in the Bank.

{5) The accounts officer shall maintain annual accounts on the
forms prescribed in Accounting Policies and Procedure Manual,

{6) The annual appropriation accounts ofthe Authorityfor the -
preceding financial year shall be submitted by the accounts officer to
the eoncamed Authority and Accountant General, Punjab.

(7) The Accountant -General, Punjab ' shall submit the

consolidated annual civil accounts to the Government by 15% July'
each year.

PART-VIII .
- OVERSEEING THROUGH ACCOUNTS AND SETTLEMENT OF ~
: AUDIT OBJECTIONS i

'45. Displaying of annual accounts.- -(1) The reconciled statement

of. annual accounts shall be submitted by the accounts officer to the

Author:ty and the Accountant General, Punjab

(2) The Accountant General, Punjab shall ‘submit the annual

_consolidated accounts to the Government by 15™ July each year

-
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. (3) The budget and accounts officer shall: display arnual
statement of accounts of the Authority at a conspicuous place as well
as on website for public inspection, together ‘with a public notice for

inviting objections and suggestions containing specific date and time
for hearing of objections. ) i

(4) A District Authority shall examine the annual accounts,
consider - public objections and suggestions and take appropriate
action, as it may so require. -

46. Annual audit of accounts.- (1) TheAuditor General, Pakistan
shall: ' 2

(2) certify the accounts of ‘the Authority - for each

financial year; and

(b) conduct 100% audit of the accounts of the Authority
in such formand manner as he may deem

47. Special audit of accounts.-TheProvincial Director, Local Fund
OF any other audit agency, May conduct special audit of the accounts
of a District Authority on the direction of the Government.,

48. Annual andspecial inspection of accounts.-ThePunjab Local
Government Commission shall conduct: s ' -

(8) annual and special bins-pections. o g District
Authority; : ; :

(b)  special audit of the accounts: of a DistrictAuthority,
. on the direction of the Government; and '

(¢) social énd pérformance‘audit of a District Authority.
49. Internal audit of accounts.-The Principal 'Accounting"Ofﬁcer

shall be responsible for internal controls and internal audit of a*

DistrictAuthority.

.50. -Audit objections.—(l)_ The audit p‘aréscont'ained-'in Auditor

General’s audit report and appropriation accounts shall be considered
by Public Accounts Committee of ProvIncial‘Assem‘b'ly of the Punjab.

(2) The advance paraor the para propdéed 'f@r-.con_iversion into
draft audit paraand ordinary audit observations contained In audit and
inspection report shall be discussed in - the. meeting of the

departmental accounts committee and special de’partrnen;al accounts
committee. : : '

. . ® o . 1) | g . i
(3) - The procedural irregularities contained in the audit reports.
may be regularized by the Government, at the .instance of accounts

may be, has recommended for regularization.

(4)  Any loss to public exchequer shall be recovered from the
person responsible or written-off or waived under the Punjab District,
. Health Authorities (Delegation of Financial Powers) Rules 2016, .



PART - IX
MISCELLANEOUS -

51. Interpretation of Rules.-In J cas'e ~of - any ambiguity or
‘inconsistency arising in interpretation of provisions of these rules, the
decision of the Government shall pe final.-".. “..~

52. Re‘peal.-’f‘he-Punjab Local Government (Accounts) Rules, 2008
is hereby repealed - ;

~ SECRETARY'
GOVERNMENT OF THE PUNJAB
LOCAL GOVERNMENT AND COMMUNITY DEVELOPMENT
] : DEPRTMENT '



